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1st draft A good first draft. Please see my comments below.
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=yl 1. Organization

2. Explanation and detail

3. Use of English

4. Professionalism

A well structured and
organized email. B3

/5

Excellent detail provided
regarding the round table's  FEm

anticipated itinerary . 5

/5

Overall production is fairly
accurate and confident; the FPm
writer is able to effectively

. 3
express ideas.

/5

A professional and
courteous tone is maintained R

throughout the email. 5

/5
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