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1. Writing according to bean

2.summary 

3.Minutes of meeting

4.Skimming

5.document review

6.Dairy or journal

7.Your purpose of reading

8.Business of the day

9.the title, sub-title

10. I) purpose ii.) Strategies

11. The three-point structure

12. to not occur as planned,to fail to materialise, not to succeed. 

13.Gradeable antonyms

14. Homophone means each of two or more words having the same pronunciation but different meanings, origins, or spelling.

15. To have something in reserve particularly in a competitive environment which usually guarantees victory.

