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This fully updated edition of Grammar Essentials is designed for students and adults
who need to improve their writing ability quickly to move ahead. Invaluable for those
who write reports, memos, correspondence, requests for material, this book focuses
on "mastering the basics." Included is a 20-step guide to provide practical and fun
exercises, and a self-study program that helps readers work at their own pace and
make progress. A pre-test shows where the most help is needed, and a final exam tests
newly learned grammar skills for reinforcement. Plus, you'll find the 25 most common
grammar mistakes, and how to avoid them.
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