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¢4 | (s ki | Introduce English Use English 5 | First
R Vocabulary related | Vocabulary related to
to the main topics the main topics
Competence inthe | Competence in the
department of office | department of office
Management : Management :
Management office | Management office
Management, Time | Management, Time
Management , the Management , the
culture of Archives, | culture of Archives,
Correspondence , Correspondence ,
Information Information
Technology and Technology and
Organizations Organizations
Ceremony , and Ceremony , and
shorthand . shorthand .
6 s ¢4 | Readings of Selected | Learn readings of 5 Second
S topics in the field of | Selected topics in the
management. field of management.
6 s 5 | Practical uses for Doing practical uses 5 | Third
G R different terms in the | for different terms in
field of management. | the field of
management.
$ 585 % | Conversation inside | Practicing on 5 | Forth
R the classroom about | conversation inside
the field of the classroom about
management. the field of
management.
8% ¢4 | Reading of Selected | Learn reading of 5 Fifth
S topics in the field of | Selected topics in the
Time management. | field of Time
management.
2 5 | Practical uses for Doing practical uses 5 | Sixth
SRS

Vocabulary in the
field of office
management.

for Vocabulary in the
field of office
management.
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R ki | Conversations inside | Practicing on Seventh
R the classroom about | conversations inside
the field of office the classroom about
management. the field of office
management.
8% 5 | Readings of Selected | Learn readings of Eighth
R topics in the field of | Selected topics in the
time management. field of time
management.
8% 4 | Practical uses for Doing practical uses Ninth
R Vocabulary in the for Vocabulary in the
field of time field of time
management. management.
¢ | (goki | Conversations inside | Practicing on Tenth
R the classroom about | conversations inside
the field of time the classroom about
management. the field of time
management.
$ 585 ki | Readings of selected | Learn readings of Eleventh
S topics in the field of | selected topics in the
the culture of field of the culture of
Archives Archives
$ 8% 5 | Practical uses for Doing practical uses Twelfth
R vocabulary in the for vocabulary in the
field of the culture of | field of the culture of
Archives. Archives.
$ 585 ki | Conversations inside | Practicing on Thirteenth
G R the classroom about | conversations inside
the field of culture of | the classroom about
the Archives. the field of culture of
the Archives.
$ 585 % | Readings of Selected | Learn readings of Fourteenth
R topics in the field of | Selected topics in the
correspondence. field of
correspondence.
$ 585 5 | Practical uses for Doing practical uses Fifteenth
S different terms in the | for different terms in
field of the field of
correspondence correspondence
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R ki | Conversations inside | Practicing on Sixteenth
R the classroom about | conversations inside
the field of the classroom about
correspondence. the field of
correspondence.
$ 585 ki | Readings of Selected | Learn readings of Seventeenth
R topics in the field of | Selected topics in the
techniques and field of techniques and
systems of systems of
information. information.
5 53 ki | Practical uses for Doing practical uses Eighteen
R different terms in the | for different terms in
field of techniques the field of techniques
and systems of and systems of
Information. Information.
$ 585 ki | Conversations inside | Practicing on Nineteenth
G R the classroom about | conversations inside
the field of the classroom about
techniques and the field of techniques
systems of and systems of
Information. Information.
$ 8% ki | Readings of Selected | Learn readings of Twenty
R topics in the field of | Selected topics in the
ceremony. field of ceremony.
8% 5 | Practical uses for Doing practical uses Twenty —
S different terms in the | for different terms in First
field of ceremony. the field of ceremony.
8% 4 | Conversation inside | Practicing on Twenty —
G R the classroom about | conversation inside second
the field of the classroom about
ceremony. the field of ceremony.
$ 585 5 | Reading of Selected | Learn reading of Twenty —
R topics in the field of | Selected topics in the third
shorthand. field of shorthand.
$ 85 %3 | Practical uses for Doing practical uses Twenty —
2> different terms in the | for different terms in forth
field of shorthand. the field of shorthand.
$ 85 ki | Conversation inside | Practicing on Twenty —
R the classroom about | conversation inside fifth

the field of the classroom about
shorthand. the field of shorthand.
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8% 5 | Readings of Selected | Learn readings of 5 | Twenty —
R topics in the field of | Selected topics in the sixth
Internet and field of Internet and
computer. computer.
¢s5 | gk | Practical uses for Doing practical uses 5 | Twenty —
G R different terms in the | for different terms in seventh
field of Internet and | the field of Internet
computer and computer
¢ | (s ki | Conversation inside | Practicing on 5 | Twenty —
R the classroom about | conversation inside eighth
the field of Internet | the classroom about
and computer. the field of Internet
and computer.
8% 5 | Readings of Selected | Learn readings of 5 | Twenty —
@RI topics in the field of | Selected topics in the ninth
writing Reports. field of writing
Reports.
$ 8% ki | Practical uses for Doing practical uses 5 | Thirty
R vocabulary and for vocabulary and
Conversation about | Conversation about
Selected topics in the | Selected topics in the
field of writing field of writing
Reports. Reports.
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