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. The reader is the customer !
. Get to the point !

. Get what you want !

. Write productively !

. Write economically !
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(#0ER]
HEIZEINE. ZDH
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mRIZx 9 5 #0E & SIVOERRER

[#0zR]
HMEIZENIE, FDE
B RS (2 ] 1

The reason they were
they drank a lot o

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 121 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 122

SIVOLEE SILOELERE
[#1ER]
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SILY LR
(705R] Get r1d of redundancy!

REDINIZERAS
[FERE=1

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 125 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 126

FE28 EbEim

RIEZZTY

JL—IL6 JL—IL14
JL—IL7 JL—IL15
JL—IL8 JL—IL16
PL—iLo EMREREISET ! L—IL1T =TT |12 AR
JL—IL10 JL—IL18
JL—IL11 JL—IL19
JL—JL12 JL—IL20 =i 2
JL—IL13
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BARZETLRL

AEFLRTTIDRAEL -5

ﬂ\?b\'b...’C’C HELI-E

129 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 130

B (RSB !
%nﬁtﬂﬁ@IEEE

SELHFEDER [(#0ER1 2]

REIEZDEEICTHEL=A
She didn’ t attend the [ZIERELELT=,

she wanted to.
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Mag LA <ICE (T !
Kn?tlli'lf%o)IEEE

She didn’ t attend the meetjg
she wanted to.

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

mag(FIE<ISE T !

HEDEBERELZLEL

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 135

(C)Copyright Fujisawa Kohji, 2011.

Mag L <ICE (T !
Kn?tlli'lf%o)IEEE

She didn’ t attend the m

she wanted to.

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 134

eI <ICE (T !
Kn?tlli'lf%o)IEEE

[#0zR]

HEEENHELS
HELE-DITE
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mag(FIT<ISE T !

HRMNE=LDIE?

Our boss put the machi
which the preside

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 137 138

mag(FIE<ISE T !

fRMEHZENIZGS

RO EDEMIZC
ERNFFHLLEREI
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mEE (F L& T ! Hr2"|:i| Eﬁ**v—
XRIFZZTY

Put the modifier e e

JL—IL8 JL—IL16
close to the words! N—s N7
P L—L10 BEREEBRETET ! L—L18
JL—IL11 JL—IL19
JL—IL12 JL—JL20
JL—IL13
(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 141 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 142

JL—IL10: B R<EE

ZANEYI . BeEpA
&< 3
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JL—IL10: %1 5 _<EEENRE JL—IL10: B R<EE

[1] Linda wrote it The project was carefully planned abr
[2] It was written O DHEXTIZ. AAIEEH
@A MEBRTLLS ?

[N AvL
ZLEES @planLi= Al

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 145 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

JL—IL10: %1 5 _<EEENRE JL—IL10: B R<EE

ERATIEZEEDAN ZEIREDANIFELLNGE
BATHEMNOT LN LD
[1]HITAEATAINS
% They were interestedd DHFILZLT=0Y,
% He was surpris

% His propg
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JL—IL10: %1 5 _<EEENRE JL—IL10: B R<EE
SHEADEF HEADEF

(#0zR]

ZTDFTEZEMRT 54
TIIHELES
[

No further ideas were .
implement the pla

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 149 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 150

JL—IL10: %1 5 X<EEENRE JL—IL10: B R<EE
HEADEFE

(#0ER]
ZTDEtEZEEHRI S5 LT,
BATATTEME
BhCEIE, =1
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JL—IL10: H B ~_RLEE FE28 EiEE
RIEZZTY

Use active voice e s

. JL—IL8 JL—IL16
wherever possible! A3 N7
JL—IJL10 JL—IL18
} =L BHREEXTEMT ! JL—IL19
JL—IL12 JL—JL20
JL—IL13
(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 153 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 154

L=V AR EXTEI(T! L=V GARKHEEXTEI(T!

BHGZILDEESTHYPTL

X FOEEIZEL TV Mo
O ZDiEIEELNTULEL

X FhIFBHET
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L=V AR EXTEI(T! L=V GARKBEEXTEI(T!
HBOEDEERMEIL? HBOEDESERMEIL?

I don’ t believe him when he dag
calmly.

®AEL B
ESEV

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 157 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 158

L=V AR EXTEI(T! L=V GARKHEEXTEI(T!

BEXICZE#TDaVIE?
He didn’ t walk fa

CORIED "not” |
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WEB/ABHhR B A

L=V AR EXTEI(T!
BEEXICERTEIVIE?

A CEMELUNEERET 4
BEXICE#TESH;

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 161

L=V AR EXTEI(T!

A CEMELUNEEET DB EX
BEXICEBLTELHAREMEA

[A) I didn’ t see him.

[B] I didn’ t seg

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 163

L=V GARKBEEXTEI(T!

He didn’ t walk fast.

!

He walked not

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 162

L=V GARKHEEXTEI(T!

[B) I didn’ t see him at all on thatg
[C] I didn’t see him becausg

[B]) I often
[C)I

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 164
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L=V AR EXTEI(T! L=V GARKBEEXTEI(T!
EWDE—IR EZHOE—R

It was not until they sent me th
we learned of the accide

CIEN (#0zR]

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 165 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 166

JL—IL11 AR E EXTET ! F 28 EiEE
RiFZZTY

Use positive tense P P

JL—IL8 JL—IL16

wherever possible! s e

JL—IL10 JL—IL18
JL—IL11 JL—IL19
| I RPRE (i T N JL—IL20
JL—IL13
(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 167 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 168
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JL—IL12: $41Z
* B AE IR Aot St
o2 bl | BB HBEN ?

X JRZESF4

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 169 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

JL—IL12:%

BRL=LVE])

TRIFEEDEETHD NS
ELSITAT7ZRITRIS

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 171 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.
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WEBZABRR R AR
JL—IL12: BUZHUERIZAE N ! JL—IL12: BUZHERIZAE N !
REDHEZE A

BERL=LNCE
i : He seems to like the idea of using
TRIIEEDRETHH ZDE parts that have come from &
ELSTATT7ERIZRIZ )

(#0ER]

TnxERE
i dES—

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 173 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 174

JL—IL12:% B[Zhih !

Be sensitive to
number agreement!
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WEB/ABaRR R A
E28 FEiEiR
XKIFZZTY

JL—IL6 IL—IL14
JL—IL7 JL—IL15
JL—IL8 JL—IL16
JL—IL9 IL—IL17
JL—IJL10 JL—IL18
JL—IL11 JL—IL19
IL—IL12 JL—JL20
P—ni13 RERAFESICHE !
(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 177 178

JL—IL13: 4K

KA DFER REBFENDEE

@4 )yh: RLWXFZiaEiE

Morimoto—san met his s
first time in three y
rather excited|
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JL—IL13: K ; ! JL—IL13: K
REBTFLOBS HERT S
[#0ER]

HZARIAIL. BESL
EL1=, H(?)1

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 181 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 182

JL—IL13: % i . JL—IL13: %
REEFELEDBE

[F13R) Use pronouns carefully!

HZARSAIL. BERY
FL1-., —ERE L
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E2u HiEis JL—)L14: —E¢

RIFZZTYT BEXTOHO—EMHEE?
JL—IL6 Pir—1a:—EitESFH ! Z
JL—IL7 JL—JL15 * Enzzui

JL—IL8 JL—IL16 .~ "
JL—IL9 L—IL17 * 78 (REENE

JL—IL10 JL—IL18

JL—IL11 JL—IL19

JL—IL12 JL—JL20

JL—IL13

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 185 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

JL—IL14.— & ! JL—IL14.— &

STEINEAZESNDGET STEINAZESNDSGET

(#0ER]
The plan was drafted mg
company staff, and ZDEEIIKERS . Ald

it until it was a BEIN=LD)
LRILETS

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 187 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 188
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JL—IL14:- —EETh !

ETEINAZESNDSGET

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 189

JL—IL14.— &

Write consistently!

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 191

JL—IL14.— &
ETEINAZESNDGET

(#0zR]

FDEE X KER S . Ad
BEIN=10
LARILE

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 190

E28 EHER
RIEZZTY

JL—IL6 IL—IL14

L—IL7 PiL—iLi5  BRLIEFTE !
JL—IL8 JL—IL16

JL—IL9 JL—IL17

JL—IJL10 JL—IL18

JL—IL11 JL—IL19

IL—IL12 JL—JL20

JL—IL13

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 192
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JL—IL15: BRGIEFTEI(T ! JL—IL15: BRGIEFTEI(T !

TBERGIERF CTIOERKE? ETEINAZESNDGET

#%%@EE L The plan has been finall

association. It was j
company staff,

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 193 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 194

JL—IL15: BRGIEFTEI(T ! JL—IL15: BRGIEFTEI(T !

ETEINAZESNDGET STEINAZESNDSGET

(#0zR]

ZDEE T IRAIZ(
Lfz. NI, ARG
Shi=tm

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 195 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 196
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JL—IL15: BAKIEFR TEIT ! JL—IL15: BAKIEFR TEIT !
SHEBEINEAZEINDET
GED Write sentences
FOEE T KE S . A

s n b0 1n natural order.
Wit 1

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 197 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 198

E2E EEE JL—)L16: /855 S5TT

RIFZZTY INT % 5 J(paragraph)&{al H ?

JL—IL6 JL—IL14

L—IL7 JL—JL15 * 1 DDINESWNT—V

=18 PIL—IL16 KSTSTTHERE L ! 4, 51TDHEID

JL—IL9 JL—IL17

JL—IL10 JL—IL18

JL—IL11 JL—IL19

JL—IL12 JL—IJL20

JL—IL13

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 199 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 200
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JL—IL16: /855 ST TR ! E2E8 EiEE
RIEZZTY
JL—IL6 JL—IL14

Construct your writing o R T

JL—IL8 JL—IL16
based on paragraphs! L=le  PLIAT Evh b U REER !

JL—IJL10 JL—IL18
JL—IL11 JL—IL19
IL—IL12 JL—JL20
JL—IL13

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

IL=IL1T.rEYD - TR

W= FTEREdRS
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IL—=IL1T.rEYD - TR
LA RERAHDIKE

As we have already told you, XYZ co
claims that they cannot join this
unless we make it public. T

to convince their mana

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

JIL—=IL1T.FEY TR .
SERKRAKEDIKEE ﬁ%%ﬁﬁ DIk
[#0:R]

BB RoELELI-EY. COH
EENITLELDTHNIK,
IMZIESMA R THS
ANDES MO FICAL
’C’E;B’);&ﬁ(d:? 3

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 211 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.
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V=17 bEYD -2 TFUR ! V=17 bEYD -2 TFUR
ALHE FER A DIKEE
[#0ER]
COHFLWNTOCIHDU TREE R

B8 CRELETL Use topic sentences!
BIcHEHMoELELI-AEY
AITLBELD THN L
w%m$ﬂf&

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 214

F 28 EiEE JL—JL18:

RIFZZTY @ELEIFALIE: 7?2?27

L—IL6 L—IL14 @55 \Fiza Ll

JL—IL7 JL—IL15

JL—IL8 JL—IL16

JL—IL9 JL—IL17

JL—IL10 PL—iis muEAEER !

JL—IL11 JL—IL19

IL—IL12 JL—JL20

JL—IL13
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JL—IL18:
RO IZEERT DAIRIER

* FHEEDRVEN,

* Z{DEHR TR
XOELH

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

JL—IL18:
LW LRI DiEETER A

Our new boss gave us an explz
about his basic policy.

B, YR
* B
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(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.
)


http://www.fkohji.com/

(EHOE—(FTHRELZSLY) http://www.fkohji.com/
WEBZ2 Bkt R A

JL—)L18: . JL—IJL18:
#FLUL ETI NS DIEETERBA

Use strong verbs!

(#0zR]

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 221 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 222

E288 EHER
RIEZZTY

JL—IL6 JL—IL14

JL—IL7 JL—IL15

JL—IL8 JL—IL16

JL—IL9 JL—IL17

JL—IL10 JL—IL18

L—IL11 PiL—iig : BiktariEmE B |

JL—IL12 JL—JL20

JL—IL13
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Q@R => LYLWEHZEIET R
@ E(KEy => LUK Z IS
2FY. MR E

LERLTHIH T SFY . HKRTT 4

Bk
1< %

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 225
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JL—IL19: B JL—JL19:- B

HITDREZE HITDREZE

It was a very big company in th
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JL—IL19: B Y| . JL—)L19:- B
ERL VR {E L LYK E

The weather of the city is ver

Sk, (F0ER)

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 229 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 230

JL—JL19: B o E2E8 EiEE

RIEZZTY

c c c JL—IL6 JL—IL14
Give concrete information! o =115
JL—IL8 JL—IL16
JL—IL9 JL—IL17
JL—IL10 JL—IL18
JL—IL11 JL—IL19
JL—JL12 P L—i20 BEEIEEEIHEX !
JL—IL13
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higher qual

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 233 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 234

JL—)L 20 f&E ‘ . JL—)L 20 f&E

NHK7=> THRISAL TLVELY NHK7=> THRISAL TULVELY

[#0ER]
NHKIZfREEE Do 1E 15
EEINTIVES

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 235 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 236

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.
99


http://www.fkohji.com/

(EHOE—(FTHRELZSLY) http://www.fkohji.com/
WEBZFRR R A
JL—)L20: BREE (L]
NHK7=> THRISAL TLVELY
(#0FR)

e 1TB KT D)L, 4
NE-RAETEE
REREE

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 237 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

RIFZZTY
’%" 3 %B })b—)m BEBKEE (B (T & !

JL—IL22 that&whichZ R FlIHE & !

— L—L23 WFIERFR-BXTET !
J: %& %ﬁ L—IL24 BNRTF-FFEITEEL!
L—IL25 EHEICKRBE L !
L—IL26 REVHFRLERZ !
IL—IL21 BEX DS (kT & !
IL—IL28 AFRIEELLER !
(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 239 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.
60

Use abbreviations carefully!

240


http://www.fkohji.com/

(EHOE—(FTHRELZSLY) http://www.fkohji.com/
WEBZ2 Bkt R A

JL—JL21  BERREE (T BE(F K ! JL—JL21  BERREE (T BE(F K !

[EEBR 1 &(E?
EBIALBASADEFIZE }

E2L(ED)EKRZL

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 241 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

JL—JL21 : BEH Vi . JL—JL21 - BERkEE (LRt T L !
i _ NyRTCHRE

EXNT. HBMEE I FHEST g

XEHINEBERIZH->TLED As 1 didn’ t feel well, I stayed ig

(#0zR]

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved. 243 (C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.

(C)Copyright Fujisawa Kohji, 2011. All Rights Reserved.
61



http://www.fkohji.com/

(EHOE—(FTHRELZSLY) http://www.fkohji.com/
WEBZ2 Bkt R A

JL—JL21  BERREE (T BE(F K ! JL—JL21  BERREE (T BE(F K !
HROEE

He could repair it with the ng
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Avoid misleading words!
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We have already read all the reports which
he introduced to us.
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We have already read all the reports that
he introduced to us.

We have already read all the reports which
he introduced to us.
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were lost during the war. [ #id
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necessary sta
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Use parallelism!
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Studying very hard, he passe
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O Roughly speaking,
than women.
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During my stay in Paris, they tg
most of their customs.
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He was more hardworking than 3

in the association.
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Write accurately!
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Don’t forget the tail!
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They were working till late at nigh
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they all looked e
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He designed the car. He
He was awarded the f
He was so happ
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VO1d CNoppy Sentences. =123 HHEEEA—HATE !
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All his books w
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Almost all
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Know basic punctuation rules! . The reader is the customer !

. Get to the point !
. Get what you want !
. Write productively !

. Write economically !
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