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UNIT1

TOPICS

TEXT The History of Computers in a Nutshell
EXERCISES

SUPPLEMENTARY Famous People in the History of IT
CONVERSATION Etiquette and Tips to Successful job Interview
Example

Practice

Tips

WRffING How to Write a Resume

Example

Practice

Tips

UNIT 2

TOPICS

TEXT Basic Components ofa Modern Computer
EXERCISES

SUPPLEMENTARY How to Buy a Computer
CONVERSATION Business Etiquettes for Westem Banquets
Example

Practice

Tips

WRITING How to Write a Perfect Professional E-mail in English
Example

Practicel]

Tips

UNIT 3

TOPICS

TEXT What Is Computer Software?

EXERCISES

SUPPLEMENTARY 9 Common Windows 7 Ptoblems
CONVERSATION Brainstorming

Example

Practice

Tips

WRITING How to Write Application and Recommendation Letters
Example

Practice

Tips

UNIT 4

TOPICS

TEXT Software Engineering

EXERCISES

SUPPLEMENTARY About 4G

CONVERSATION Telephone Marketing Skills
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Example

Practice

Tips

WRITING How to Write IOU and Receipt in English
Example

Practice

Tips

UNIT 50

TOPICS

TEXT An Introduction to SQL
EXERCISES

SUPPLEMENTARY Database Management System and Database Model
CONVERSATION Booking Hotels
Example

Practice

Tips

WRITING How to Write Business Contract
Example

Practice

Tips

UNIT 6

TOPICS

TEXT Computer Network andInternet
EXERCISES

00

UNIT7

UNIT 8

UNIT9

UNIT 10
O0D0OO00bOOo0oooooag
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