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ProfESSional BuSinESS WritinG, EditinG & traininG

•	 An	in-demand	business	writer	with	clients	worldwide

•	 Author	of	10	books	published	in	7	languages.	Titles	include		
The $100,000 Writer, Writing Effective E-Mail, The e-Policy Handbook, 
E-Mail Rules, Blog Rules, Instant Messaging Rules, E-Mail Management,  
and	Networking for Success. 

•	 Has	written	thousands	of	white	papers,	annual	reports,	corporate	
brochures,	news	releases	and	PR	materials,	training	manuals,	training	
presentations,	eLearning	programs,	Web	content,	speeches,	and	other	
business	and	technical	content.

•	 Clients	include	Fortune	500	companies,	global	technology	leaders,	
Hollywood	celebrities,	government	agencies,	law	firms,	and	household-
name	businesses	in	the	US	and	abroad.	

•	 Ghostwriter	Nancy	Flynn	has	written	and	placed	hundreds	of	articles	
under	her	clients’	bylines	in	business,	trade,	and	consumer	publications.	
An	internationally	recognized	author	and	expert	on	workplace	e-mail,	
Internet,	and	social	media	communications,	policy,	and	compliance	
management,	she	is	regularly	called	upon	to	ghostwrite	executive	blog	
posts,	corporate	Facebook	pages,	business-related	Tweets,	and	other	
online	commentary.	

•	 A	professional	writing	coach	and	workshop	leader,	Nancy	Flynn	has	
helped	thousands	of	executives,	employees,	and	legal	professionals	
improve	their	writing	skills	through	the	Business	Writing	Institute’s	
onsite	and	online	Writing	Skills	Workshops	and	LawWrite™	Workshops.	

•	 A	popular	media	source	interviewed	by	Time, Newsweek, BusinessWeek, 
Fortune, Forbes, Wall Street Journal, New York Times, US News & World 
Report, USA Today, Readers’ Digest,	National	Public	Radio,	CBS	Early	Show,	
CNBC,	CNN	Headline	News,	CNN	Anderson	Cooper,	Fox	Business	News,	
NBC,	ABC,	and	the	BBC.		

•	 Adjunct	faculty	member	at	The	Ohio	State	University.	Taught	
business,	technical,	and	expository	writing	to	undergraduates	
and	graduate	students.

nanCy flynn
Executive Director • Business Writer • Author  
Professional Writing Coach

notaBlE CliEntS
The	World	Bank,	Universal	Studios,	
Ross	Labs,	Analog	Devices,	Smith	
&	Nephew,	KPMG,	Assurex	Global,	
Cardinal	Health,	Limited,	Huntington	
Bank,	Microsoft,	Yahoo!	Canada,	
MessageLabs,	Symantec,	Clearswift,	
eMedia,	Akonix,	ArcMail,	VaporStream,	
RPost,	Iron	Mountain,	Legato,	St.	
Bernard	Software,	Property	Casualty	
Insurers	of	America,	Professional	
Insurance	Agents	Association	of	
Ohio,	Association	for	Accounting	
Administration,	International	
Association	of	Administrative	
Professionals,	World	Airlines	
Customer	Relations	Association,	
American	Management	Association,	
Massachusetts	Bankers	Association,	
West	LB	Bank,	Ontario	Hospital	
Association,	State	of	New	Mexico,	
State	of	Ohio,	World	Airlines	Custom	
Relations	Association,	American	Bar	
Association,	Federal	Bar	Association,	
Ohio	Bar	Association,	Chicago	Bar	
Association,	Ohio	Supreme	Court,	
Ross	Labs,	United	HealthCare,	
Nationwide	Insurance,	AmeriLink	
Corporation,		trade	associations,	
corporations,	government	entities,	
and	law	firms	worldwide.	



Rules and Best Practices to
Safely Manage Your Company’s
E-Mail, Blogs, Social Networking, and
Other Electronic Communication Tools

e-POLICY
HANDBOOK

NANCY FLYNN
Author of BLOG RULES and E-MAIL RULES

The

Second Edition

Writing Effective E-Mail
“Writing Effective E-Mail is a must-read for everyone 
who sends and receives e-mail in a business setting...
Presented in a no-nonsense efficient style…Take this 
quick course to e-mail success.”
—Business LiBrarians at the Carnegie LiBrary,  
PittsBurgh  Post-gazette

The e-Policy Handbook 
“What every business book should be: easy to 
understand, full of practical tips, and provocative… 
You might not find a more useful business book this 
year, or next, than this one.”
—training Magazine

 “The e-Policy Handbook is the perfect companion to 
have at your side when drawing up your policies.”
—LegaL ManageMent

E-Mail Rules
“Top 10 Risk Management Books....37 rules for retaining 
and managing e-mail in ways to reduce corporate 
liability. Good stuff!”
—CLaiMs

 “Businesses are advised to pick up a copy  
of E-Mail Rules.”
—the seattLe tiMes

 “A well-organized guide to implementing e-risk 
management….Delivers a high-level training program 
for your clients.”
—aMeriCan Bar assoCiation, Business LaW today 

Instant Messaging Rules
“Employees’ surreptitious use of IM can come back and 
bite your business in the bottom line, so it pays to learn 
about the technology and impose policies  
and standards.”
—harvard Business sChooL,  
“Working  knoWLedge” neWsLetter 

nanCy flynn  
“WrotE thE Book”  
on BuSinESS WritinG!



2300	Walhaven	Ct.	•	Columbus,	Ohio	43220

614-451-8701

Nancy@BusinessWritingInstitute.org

www.BusinessWritingInstitute.org

Contact Executive Director Nancy Flynn

aSk aBout our  
WritinG SkillS WorkShoPS

•	Onsite	and	online
•	Guaranteed	to	improve	
your	business	writing
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