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1| Course Overview Lz
2 Effective Communication Skills I [l
3 Effective Communication Skills 1T [l
4 | Effective Communication Skills Il H
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8 Business and Technical Correspondence | i
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11 [ Teleconferencing and Support Calls I ks
12 [ Teleconferencing and Support Calls 11 PHR
13 [ Presentation Skills I P
14 | Presentation Skills 11 P
15 [ Reading Comprehension | PR
16 | Reading Comprehension 11 PHZ
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1 Final Examination Grade 70%
X1 Class Performance 30%
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	备注：
	教学内容不宜简单地填写第几章、第几节，应就教学内容本身做简单明了的概括；
	教学方式为讲课、实验、讨论课、习题课、参观、边讲边练、汇报、考核等；
	评价方式为期末考试“1”及过程考核“X”，其中“1”为教学大纲中规定的形式；“X”可由任课教师或课程
	任课教师： 刘俊     系主任审核：朱丽娟   日期：2018年9月12日

