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Part 1 Basic Writing[] Unit1 Paragraoh Writing[d [0 1.1 Unityd O 1.2 Topic Sentencel] [1 1.3 Coherencel]
(1 Exercises[] Unit 2 Essay Writingd [ 2.1 General Structure[d [0 2.2 Opening Paragraph(] [0 2.3 Ending
Paragraphl(] [0 2.4 Developing Paragraphs[] [J ExercisesPart 2 Practical Writing[l Unit 3 Letter Writing( [0 3.1
The Outline of a Lerer] [0 3.2 Business Letters(] (I Exercises[] [1 3.3 Social LettersC] Unit 4 Document Writing[l
[0 4.1 Notice & Poster[] [0 4.2 Announcement & Declaration(] [1 4.3 Advertisement & Specification] (] 4.4
Contract & Agreement [0 4.5 MEMO 0O Memorandum O Certificationd [ ExercisesC] Unit 500 [ 5.1
Lexical Features of English Speechd [0 5.2 Syntactic Features of English Speech(] [0 5.3 Rhetorical Features of
English Speechd [0 5.4 Presentation Structure and Presenting [ ExercisesPart 3 Academic Writing[) Unit 6

O Summary Writingd [0 6.1 Process for Writing a Summaryd [0 6.2 Summary Samplesd] [ Exercises(] Unit7
0 Report Writing O 7.1 General Remarks on the Reportd O 7.2 Proposal Report[] [ 7.3 Feasibility Report[]
[0 7.4 Laboratory Reportd [0 O O Unit8 Research Paper Writing
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