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Chapter 1 Manuscript Form and Punctuation

1.1 Manuscript Form (A)

1.2 Word Division (B)

1.3 Capitalization (B)

1.4 Punctuation (B)

Chapter 2 Using Proper Words

2.1 Types of Words (B)

2.2 Choice of Words (A)

2.3 Synonyms (B)

2.4 Dictionaries (C)

Chapter 3 Making Correct and Effective Sentences

3.1 Correct Sentences (A)

3.2 Coordination and Subordination (A)

3.3 Effective Sentences (A)

Chapter 4 Developing Paragraphs

4.1 Features of a Paragraph (A)

4.2 Ways of Developing Paragraphs (A)

Chapter 5 Summarizing

5.1 Uses of Summary-writing (C)

5.2 Procedure (A)

Chapter 6 Composing Essays

6.1 Criteria of a Good Composition (B)

6.2 Steps in Writing a Composition (A)

6.3 Three Main Parts of a Composition (A)

6.4 Types of Writing (A)

Chapter 7 Writing for Practical Purposes

7.1 Notices (A)

7.2 Greetings, Good Wishes and Formal Invitation

(B)
7.3 Notes (A)



7.4 Letters (A)

7.5 Resumes (B)

Chapter 8 Preparing Research Papers

8.1 Definition and Purpose (B)

8.2 Steps (B)

8.3 Format (A)

8.4 A Sample Research Paper (C)
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