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BOOK ONE

[J Section One Notes and Letters

O Introduction

00 O Unit 1 Notes/Letters of Thanks

0 O Unit 2 Notes/Letters of Invitation and Reply

O O Unit 3 Notes/Letters of Inquiry and Request

O O Unit 4 Notes/Letters of Arrangement

0 O Unit 5 Notes/Letters of Apology and Explanation
0 O Unit 6 Notes/Letters of Complaint

0 O Unit 7 Notes/Letters of Congratulations

[0 O Unit 8 Notes/Letters of Condolence and Sympathy
[J O Unit 9 Announcement and Notice

[ Section Two Daragraphs

[ Introduction

O O Unit 1 Narrating an Event or a Routine

[0 O Unit 2 Describing a Person, an Object, a Place
OJ O Unit 3 Comparing and Contrasting Two Things
[0 O Unit 4 Demonstrating the Causes/Effects of an Event
[0 O Unit 5 Explaining a Process

[0 O Unit 6 Classifying an Object/a Concept

O O Unit 7 Defining an Idea/a Term

00 O Unit 8 Persuading by Argument

[0 Section Three Internet Writings

BOOK Two

[0 Section One Essays

[ Introduction

[J O Unit 1 Outline

[J O Unit 2 Descriptive Essays

O O Unit 3 Narrative Essays

[0 O Unit 4 Expository Essays

O O Unit 5 Argumentative Essays

O Section Two Summary Writing

[J Section Three Formal Letters
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