December 1, 2003

To: Jane Smith
From: [Your Name]
RE: Book recommendations for the new employee library
As requested, I have conducted online research regarding best-selling nonfiction and business books. I created a list of five books that you might want to consider purchasing for the upcoming employee library. 

· Effective Managers 
The author offers advice on effective management practices. This book includes profiles of top male and female upper management executives and the secrets to their success.
· Communicating with Meaning
This new offer from the renowned author D. Kelly gives the reader new insight in communicating. Kelly believes that if we make subtle changes in our communication skills, our messages will take on greater meaning. This book is a must-have for anyone looking to communicate with meaning. 
· Tired of Trying to Get Rick Quick?
After studying the schemes of thousands of get-rich-quick plans, this author provides readers with a sound way to achieve their own financial success within two years.
· Juggling for Managers
The author offers advice on such matters as work-life balance and nurturing relationships with your employees. This is a must-read for new managers who have been promoted from within their department, as well as seasoned managers who have been working with their team for a prolonged period of time.
· Making It at Work
This is the definitive book on techniques to use to become a top employee in your organization. Through case studies and personal experience, the author brings us on an unforgettable journey on rising to the top. There are several anecdotal short stories from real life professionals of Fortune 500 companies.
