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outline:

This course introduces how to do the searching and reading works of literature, including the topics about
reference list format and literature review writing. Research planning is also presented, especially for
senior research projects. Both the proposal and final report format will be introduced as well as oral
presentation techniques. For the preparation of a technical report, the techniques in using several tool
softwares, such as WORD, PowerPoint, EXCEL, Acrobat Reader, Grapher and etc., will be taught.
Other related writing subtopics, such as the cover letter, resume, autobiography, study plan,
recommendation letter, interview technique, meeting announcement, meeting agenda, meeting summary,
formal document, memorandum, letter and etc., will also be discussed.
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Helgeson, D. V., 1985, Handbook for Writing Technical Proposals that Win Contracts, Prentice-Hall,
Inc., Englewood Cliffs, New Jersey. 2. Houp, K. W., and Pearsall, T. E., 1984, Reporting Technical
Information, 5th Ed., Macmillan Publishing Company, New York. 3. Day, R. A., 1988, How to Write
and Publish a Scientific Paper, Oryx Press, New York. 4.
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