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Introduction] Words and Beyond Envisioning Your Reader-“ It Tades Two to Tango”  Establishing Your
Purpose-Whisk[] Pausel] or Cross[]

Meeting the Writing Situation-Toward a Matching DuoPart | Brief Messages(Notes,Memos,Faxes,and E-mails)
Introduction to Brief Messages 1. Requests 1.1 Preview 1.2 Modelsand Commentaries 1.3 Useful
expressions 1.4 Practice 1.5 Guide to Good Writing: Using Ellipsis Correctly 1.6 Reinforcement Exercise
1.7 Teamwork 2.Arrangements 2.1 Preview 2.2 Models and Commentaries 2.3 Useful Expressions 2.4
Practice 2.5 Guide to Good Writing:Understanding Gulture 2.6 Reinforcement Exercise 2.7 teamwork 3.
Explanations 3.1 Preview 3.2 Modelsand Commentaries 3.3 Practice 3.4 Guide to Good
Writing:Understanding Styles 3.5 Reinforcenent Exercise 3.6 Teamwork 4. Apologies 4.1 Preview 4.2
Models and Commentaries 4.3 Useful Expressions 4.4 Practice 4.5 Guide to Good Writing:Avoiding the
Passive Voice 4.6 Renforcement Exercise 4.7 Teamwork 5. Notices 5.1 Preview 5.2 Models and
Commentaries 5.3 Useful Expressions 5.4 Practice 5.5 Guide to Good Writing:Using Strong Words 5.6
Reinforcement Exercise 5.7 Teamwork 6. Instructions 6.1 Preview 6.2 Models and Commentaries 6.3
Uaeful Expressions 6.4 Practice 6.5 Guide to Good Writing:Avoiding Wordiness 6.6 REinforcement
Exercise [ OJ Part Il Personal Correspondence Introduction to Personal CorrespondencePart 111 Business
Correspondence Introduction to Business CorrespondenceAppendix A Keyto Reinforcement ExerciseAppendix
B U.S.Postal AbbreviationsAppendix C Sample Recommendation LettersAppendix D Selected List of Works
Consulted
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