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Dictionary and the information it provides (meaning, pronunciation, parts of speech,
spelling, usage, syllable division, etymology)

Reading techniques (skimming and scanning) and their application in technical texts
Vocabulary enrichment through word formation (prefixes, suffixes and bases) getting
familiar with some common bases, prefixes and suffixcs and learning to analyze a word in
order to get some clues to its meaning in general English.

Emphasis on the parts of specch for better understanding of the word and finally the text.
Conceptualization (emphasis on context) guessing meaning from context

Familiarity with the structure of a paragraph (topic, topic sentence, unity, coherence,
conclusion, ...) and types of paragraph (description, illustration, narrative, cause-effect,
comparison & contrast, classification, composite)

Emphasis on punctuation as clues to the meaning of words, sentences and finally

paragraphs and understanding details.

Types of reading comprehension questions and how to answer them efficiently (factual,

inferential, vocabulary-based, main-idea, topic-based, ...)




9- Useful reading techniques

Outlining (the rules and examples)

a.
b. Paraphrasing (restatement and inference)

c. Summarizing
d. Note-taking (introducing symbols used for note-taking)
e. Diagramming

10- Research project and presentation
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3- Reading & Study Skills
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Writing skill {paragraph, essay, abstract)

Applying the syllabus used in ESP3 to more and more technical texts (e.g. newspaper
arlicles, magazine articles, the Internet articles, ...)

Listening and speaking skills (asking and answering questions from technical texts, oral
presentation of the articles, discussion, ...) + using tape recorder

Focus on collocations (technical collocations) in texis

Reading graphic devices (tables, charts, graphs, diagrams, ...)(reading, understanding and
writing about them).

Familiarity with translation methods and translaling technical texts.

A research project and presentation
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2- Health Information Management, Edna K. Huffman (last edition)
3- Health Information: Management of a Stratcgic Resource, Abdelhak (last edition)
4- Heath Information Technology , Davis (last edition)
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7- Insurance handbook for the medical office, Morilynt. F.
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1- Health Information Management, Edna K. Huffman (last edition)

2- Health Information: Management of a Strategic Resource, Abdelhak (last edition)

3- Health Information Management Principles and Organization for Health Record Services,
Margaret A. Skurka (last edition)
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Health Information Management, Edna K. Huffman (last edition)

Health Information: Management of a Strategic Resource, Abdelhak (last edition)

Health Information Management Principles and Organization for Health Record Services,
Margaret A. Skurka (last edition}

Medical Record and the Law
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