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[The reader is the customer]
- HER%IHA ! [Get what you want ! ]
cFTEHEMANL | [Get to the point !']
cRAFORETET !
[Write from the reader’ s viewpoint ! ]
« HEEERIICEWT | [Write productively ! ]

B4R [Basic Technique]
[ERHIPBHETCBENET VT Iy I %EE]

3. BFDOEREBETIRE - BB

[Make yourself understood quickly ! ]
RO AEIE L

[Divide a long sentence into shorter ones ! ]
cBBRNGEVWRIRTET | [Write economically ! ]
- TLEEHERRE L | [Get rid of redundancy]
INTTZTTHEESL !

[Construct your writing based on paragraphs ! ]
- REY T TURE(FEZ | [Use topic sentences ! ]
- BEEEIFIEEIC(ER | [Use abbreviations carefully ! ]
- BB EREZ T | [Give concrete information ! ]
[ALTHES1 EXEENRRTEZET)
[RLTHLS2 "AEREEEHEIZ)

EEELHEMIIDES [Write effectively | ]
- KBNEEBIRETE T |

[Use active voice wherever possible ! ]
cBBINKEEXTE!

[Use positive tense wherever possible ! ]
- —EBMETFNh | [Write consistency ! ]
- BRLIBEFTEWG !

[Write sentences in the natural order ! ]
[HLTHEIS B EOSHPURTIVNEICT ]

. ohid (MR - AR - KBFALE) GEEFEVCET

[Avoid misunderstandings ! ]
AEEREEIAKICELT !

[Put modifiers close to the words ! ]
- REHENFEEICFEZL ! [Write pronouns carefully ! ]
- BBWEhEEE{EA | [Use Strong verbs ! ]
[HLTHEI4 ROBALE-TXELERET S
EEEREBFEDIFEITANERIUb
[Know English unique rules ! ]
- BUCHURICEh )

[Be sensitive to number agreement ! ]

. botlrhd [REXRE| ~BHREENESDHZ8DDI—I~

- BEBREEIEE T L ! [Avoid misleading words ! ]
- that&whichzX Al & |

[Know the difference between "that" and "which"]
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