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Part [J Practical Writing

Unit 1Letters

The Format of an English Letter
Tips for Letter Writing

Samples

Practice

Unit 2Application Letters

The Format of an Application Letter
Tips for Effective Application Letters
Samples

Practice

Unit 3Recommendation Letters
The Format of a Recommendation Letter
Tips for Recommendation Letters
Sample

Practice

Unit 4Invitations and Replies

The Format of an Invitation

Tips for Formal Invitations

Samples

Practice

Unit 5Resume

The Format of a Resume

Samples

Practice

Unit 6Personal Statement

Samples

Practice

Unit 7Memos and Reports

The Format of a Memo

Tips for Memos

Samples

The Format of a Report

Samples

Practice

Unit 8Notes and Notices

The Format of a Note or a Short Message
Samples

The Format of a Notice or an Announcement
Tips for Notices or Announcements
Samples

Public Notices

Samples

Practice

Part [J Research Paper
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Unit 9Summary and Minutes
Summary

Tips for Summary Writing
Minutes

Tips for Minutes Taking
Samples

Practice

Unit 10Abstract

A Brief Introduction

Samples

Practice

Unit 11introduction

A Brief Introduction

Samples

Practice

Unit 12Experimental Section
A Brief Introduction

Samples

Practice

Unit 13Results and Discussion
Results

Discussion

Samples

Practice

Unit 14Titles, Author(s) * Name(s) and Affiliation( s),
and Acknowledgement and References
Titles

Author(s) and Affiliation(s)
Acknowledgments
References

Sample

Keys to Practice

good
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