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Grammar Essentials

■ Tenses: present, past and future, each with simple, continuous, perfect forms.
■ Subject-verb agreement: the verb must match the subject in number.
■ Direct and indirect (reported) speech transformations.
■ Active and passive voice conversions.
■ Modals: can, could, may, might, must, should, would.

Writing Skills

■ Formal letters: sender's address, date, subject, salutation, body, closing.
■ Analytical paragraph: introduction, data description, conclusion.
■ Notice writing: box format with clear heading, date and signature.
■ Keep writing concise, relevant and grammatically correct.
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