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1. Introduction 

· General sentence related to the topic // Introduce the topic 
· What is this report about? You need to mention the book and the chapter
Thesis statement 
This report will discuss ……
This report will evaluate……
Clearly state the chapter you have used

2. Summary of the chapter from the book– 

· Summarize the key information in the book you have chosen 
· Follow the advice provide we discussed in class about writing summaries


3. Evaluation of the skills (use your own headings)
· Importance of skills (academic and professional career)
· Tips related to the skills 


4. Conclusion 
· Summarize the key points discussed above.
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