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Introduction

Collins Easy Learning English Writing is suitable for anyone who wants to
write clear, elegant English, whether at school, at home or at work. It
is written in a simple, clear way, with lots of examples showing how the
guidance given can be put into practice.

The book has three main parts:

The first part deals with the things you need to know before you can write
effectively. The topics covered here apply to all types of writing, and range
from planning your writing to checking it at the end. There are sections
on the best way to present your writing on the page, on how to structure
longer documents, and on many tricky issues such as how to write speech,
abbreviations, numbers and more. In addition, there is a comprehensive
section on style, covering areas such as writing plain English, avoiding
ambiguity and writing with the appropriate level of formality.

The second part takes a detailed look at different types of writing, from
informal emails and letters to formal essays, reports and presentations. It
gives advice on structure, tone and style, and examples of good practice,
as well as providing suggestions for useful words and phrases to use in your
own work.

The third part covers grammar, punctuation and spelling. it gives the basic
rules you need to know and draws aftention to common mistakes and
shows you how to avoid them.

We hope Collins Easy Learning English Writing will help you to write with
confidence and success.

Elizabeth Walter & Kate Woodjford, 2010
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