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present and illustrate your written material to best effect, including the most commonly asked questions on punctuation. Don't be too hasty to send
your letter, email or report. Take time to check it thoroughly using the book's '11-point critiquing checklist' and 'top tips for proof-reading'. This is
the final, polishing phase. The Writing Skills Pocketbook is your essential guide to writing confidently, swiftly and with greater impact.
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