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Part 1

1. General Introduction

2. Communication Foundations

3. Pre—test

4. Grammar (Correction of Pre—test)

5. Right Word Choice

6. Effective Word Usage & Exercises

7. Grammar Rules and Mechanics (Revision)
8. Phrases and Sentences (Revision)

9. Paragraphs and Composition
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Test
Part 11
1. Letters—Format, Conventions
2. Résumeés
3. Application Letters
4. Routine Letters : Inquiries, Orders, Credits
6. Collection Letters
6. Special Letters : References, Recommendation, Appreciation, etc.
7. Pleasant and Unpleasant Letters
Test
Part 111

1. Report Organization

2. Short Reports—Memorandums

3. Long Reports—Annual Reports and Graphics

4. Final Steps of Report and Review Different
Records—Minutes, Agenda

5. Telegrams

6. Telexes

7. Test

8. Overall Revision
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