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DB AR [Readiness]
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- SRAFIIEBTHETHS | [The reader is the customer]
- KR %EIHA | [Get what you want!]
cFTEHEMRANL | [Get to the point!]
cRAFORETET !

[Write from the reader’ s viewpoint ! ]

- EERIICE(F | [Write productively !]

B4R [Basic Technique]
[ERHIBETHBENTVTFI=y %5 ]

3. HFDEREBETIRR - KB

[Make yourself understood quickly ! ]
cRVWNIEAEIE L

[Divide a long sentence into shorter ones!]
- BEBREEWRETE | [Write economically ! ]
- TLRZHEREE L | [Get rid of redundancy]
CINTTSTTHERE L !

[Construct your writing based on paragraphs!]
s MEYTELTFUZXE(FEZ | [Use topic sentences! ]
- BEEEILIEE(C{FZ | [Use abbreviations carefully ! ]
- BRRORIEEREET | [Give concrete information! ]
[HLTHES1 " ENEEVWRATEEZET]
[HLTHES2 "TREERHIZ]

. BEEELOHLSPICDES [Write effectively !]
- RBANBERNRETE T !
[Use active voice wherever possible!]
CEBINKEEXTE!
[Use positive tense wherever possible!]
- —BMEFh | [Write consistency ! ]
- BRLIBEFTEWG !
[Write sentences in the natural order!]
[HLTHELS3 HHEODLPURTUVEICT S
. ohid (PR - R - KBFALE) GEEFEVCET
[Avoid misunderstandings!]
- AEEREEIAKICELT !
[Put modifiers close to the words!]
- KBHEIEEICFEZ | [Write pronouns carefully ! ]
- EBWEPEEE{EZ | [Use Strong verbs!]
[RLTHESI4 TROENEFALFE->TNELZRET S
. REEEOEETNERIN
[Know English unique rules!]
cBUCHURICEN !
[Be sensitive to number agreement!]
. botfrhd [RERE| ~BHRREENESDHZ8DODI—I~
- BBBREEIEEET L | [Avoid misleading words!]
- that & which ZX €& |
[Know the difference between “that” and “which”]
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