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Teaches essential writing and proofreading skills for school or the workplace. Fifteen
topics and more than seventy-five application exercises cover grammar, punctuation,
and style skills. Multiple exercises for each topic reinforce the concepts. Master basic
word-processing skills while developing English skills. Designed to be used with either
Microsoft(R) Office Word 2002 or Word 2003. Includes helpful notes, hints, and
definitions. Illustrates basic business correspondences, including memos, business
letters, and resumes.
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