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HFREAA 1. Understanding of basic tenses

1.1 Basic Tenses (Present Tense, Past Tense, Present
Continuous Tense, Present Perfect Tense, Past
Continuous Tense, Future Tense)

1.2 Time Indicators, Verb Tenses, Question and Negative
Forms

1.3 Related basic sentence structures

1.4 Common mistakes
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2. Understanding of basic question types
2.1 Question types
- Yes/no questions
- Wh questions
- Choice questions
- Tag questions
2.2 Related basic sentence structures
2.3 Common mistakes

3. Contextual applications in handling simple workplace
correspondence
3.1 Purchase orders and sales invoices
3.2 Short internal notice / circulars and memorandums
(memos)
3.3 Short internal forms
4. Course Assessment
4.1 Final Written Examination
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