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ra
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t

w
ith

in
 w

hi
ch

 a
n 

ac
tio

n
ta

ke
s 

pl
ac

e;
 in

cl
ud

e
w

el
l-

ch
os

en
 d

et
ai

ls
 to

de
ve

lo
p 

th
e 

pl
ot

;
pr

ov
id

e 
in

si
gh

t i
nt

o
w

hy
 th

e 
se

le
ct

ed
in

ci
de

nt
 is

 m
em

or
ab

le
.

2.
2 

W
ri

te
 d

es
cr

ip
tio

ns
th

at
 u

se
 c

on
cr

et
e

se
ns

or
y 

de
ta

ils
 to

pr
es

en
t a

nd
 s

up
po

rt
un

if
ie

d 
im

pr
es

si
on

s 
of

pe
op

le
, p

la
ce

s,
 th

in
gs

,
or

 e
xp

er
ie

nc
es

.

1.
1 

Se
le

ct
 a

 f
oc

us
, a

n 
or

ga
ni

za
tio

na
l

st
ru

ct
ur

e,
 a

nd
 a

 p
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; p
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w
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at
io

n 
re

po
rt

s:
fr

am
e 

a 
ce

nt
ra

l q
ue

st
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 f
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 p
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 m
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 c
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l
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 f
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 c
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at
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 b
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g.

E
di

t w
ri

tin
g 

fo
r 

co
nv

en
tio

ns
 o

f 
w

ri
tin

g 
to

 a
pp

ro
xi

m
at

e
st

an
da

rd
 g

ra
m

m
at

ic
al

 f
or

m
s.

1.
3 

U
se

 c
ol

on
s 

af
te

r 
th

e
sa

lu
ta

tio
n 

in
 b

us
in

es
s

le
tte

rs
, s

em
ic

ol
on

s 
to

 c
on

ne
ct

in
de

pe
nd

en
t c

la
us

es
, a

nd
co

m
m

as
 w

he
n 

lin
ki

ng
 tw

o
cl

au
se

s 
w

ith
 a

 c
on

ju
nc

tio
n 

in
co

m
po

un
d 

se
nt

en
ce

s.
1.

4 
U

se
 c

or
re

ct
ca

pi
ta

liz
at

io
n.

1.
5 

Sp
el

l f
re

qu
en

tly
m

is
sp

el
le

d 
w

or
ds

 c
or

re
ct

ly
(e

.g
., 

th
ei

r,
 th

ey
're

, t
he

re
).

1.
4 

D
em

on
st

ra
te

 th
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 p
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at
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 c
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