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	Choosing a topic
	p. 108

	Choosing a title
ensuring it is not too general
	p. 108

	Researching a topic
	pp. 108-109

	Writing a plan
	p. 109

	Organising the plan
	p. 109

	Ensuring you include all the relevant information
	p. 109

	Length
	p. 110

	Structure
	p. 110

	The introduction and conclusion
	p. 110

	Language
	p. 110

	The first draft
	pp. 110-111

	Writing the best form
	p. 111

	Re-drafting
- introduction

- conclusion

- form and content

- language

- variety

- accuracy
	pp. 112-113

	Checklist
	p. 113

	
	


