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This course are the following: (1) students will learn how to generate topics (2) students will write cohesive
paragraphs (3) students will be able to write the short papers and reports, about 1,000 — 1,500 words. (4) there are
fewer grammatical mistakes in the students’ papers (5) students will be able to express their own ideas and
viewpoints clearly and appropriately.
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1. BHFE 2 E (= & E-mailRon Holt, Deborah Grigor and Nick SampsonMacmillan2005(F} &)
2.The Encyclopedia of Business Letters, Faxes, and E-mailRobert W. Bly and Regina Anne KellyCareer
Press2009(Z#)E)
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