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内容概要

　　本书分为两大部分：第一部分为应用文写作，旨在指导学生学会正确书写个人简历、申请书、推
荐信、工作报告以及各种告示、会议记录和备忘录等实用文体，以期帮助学生解决学习和工作中遇到
的实际问题。
第二部分为药学类专业论文写作，系统介绍了药学类专业论文写作的格式和写作要求，目的是让学生
了解专业论文的写作特点，并为今后用英语写作和发表专业论文打下基础。

本教材以实用为编写宗旨，重在实际写作训练，为学生提供了大量示例，语言规范。
学生可以学习参考并模仿。
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书籍目录

Part ⅠPractical Writing
Unit 1Letters
The Format of an English Letter
Tips for Letter Writing
Samples
Practice
Unit 2Application Letters
The Format of an Application Letter
Tips for Effective Application Letters
Samples
Practice
Unit 3Recommendation Letters
The Format of a Recommendation Letter
Tips for Recommendation Letters
Sample
Practice
Unit 4Invitations and Replies
The Format of an Invitation
Tips for Formal Invitations
Samples
Practice
Unit 5Resume
The Format of a Resume
Samples
Practice
Unit 6Personal Statement
Samples
Practice
Unit 7Memos and Reports
The Format of a Memo
Tips for Memos
Samples
The Format of a Report
Samples
Practice
Unit 8Notes and Notices
The Format of a Note or a Short Message
Samples
The Format of a Notice or an Announcement
Tips for Notices or Announcements
Samples
Public Notices
Samples
Practice
Part ⅡResearch Paper
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Unit 9Summary and Minutes
Summary
Tips for Summary Writing
Minutes
Tips for Minutes Taking
Samples
Practice
Unit 10Abstract
A Brief Introduction
Samples
Practice
Unit 11Introduction
A Brief Introduction
Samples
Practice
Unit 12Experimental Section
A Brief Introduction
Samples
Practice
Unit 13Results and Discussion
Results
Discussion
Samples
Practice
Unit 14Titles, Author(s) ' Name(s) and Affiliation( s),
and Acknowledgement and References
Titles
Author(s) and Affiliation(s)
Acknowledgments
References
Sample
Keys to Practice
参考书目
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