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IntrkductionPart One Correspondence Unit 1 Memo Unit 2 Resume and Application Letter Unit 3 Electronic
Mail Unit 4 Business LetterPart Two Formal Report Unit 5 Laboratory Report Unit 6 Research Report Unit 7
Feasibility Report Unit 8 Progress Report Unit 9 ProposalPart Three Other Industrial Documentation Unit 10
Instruction Manual Unit 11 Advertising Unit 12 Brochure Unit 13 SpecificationPart Four Some Theoretical
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O O I've been Holly Smith's manager for over six years. While I wish her only the best and fully understand that
she must advance her career[] I'm truly sorry to see her go. It has been a pleasure having her on my team.[]

(I Holly is a professional technical writer of the highest caliber] who meticulously researches] formatsC] edits
and proofs her documents. I've received many compliments from customers who rely on Holly's documentation.
Management and personnel in tech support[] engineering] technical training[] and other departments praise
herwork.00 O O O
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