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(558 ki | Definition of Define the 5 First and
SR correspondence its | correspondence its Second
types, the types, the Importance
Importance of of business letters,
business letters, Kind of letters,
Kind of letters, characteristics of
characteristics of | commercial
commercial messages.
messages.
(S 58 ki | The Enquiry Realize the Enquiry 5 Third and
SR letter: Definition, | letter: Definition, Forth
opening and opening and Ending
Ending sentences | sentences in writing
in writing Enquiry | Enquiry letters.
letters.
R 58 | The way of Know the way of 5 Fifth
SR writing Enquiry writing Enquiry letter
letter with with practical
practical exercises.
eXercises.
TR % | Pricing and terms | Learn about pricing 5 Sixth
SR used in pricing. and terms used in
pricing.
TR @55 | An Answer letter | Impart Answer letter 5 Seventh
SR to the inquiry to the inquiry (offer) and
(offer) and how to | and how to edit the Eighth
edit the message | message presentation
presentation with | with practical
practical exercises.
eXercises.
(5 58w ¢8| Write amessage | Write a message 5 Ninth
SR rejected the offer | rejected the offer and

and the method of
editing or writing
a message rejected
the offer with
practical
exercises.

the method of editing
or writing a message
rejected the offer with
practical exercises.
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§ 98 sk | Order letter: Compose order letter: Tenth and
SRS Introduction its Introduction its types, Eleventh
types, the, the, vocabulary used
vocabulary used in | in implementing the
implementing the | order and the
order and the Rejection of the
Rejection of the order.
order.
TN ki | Different designs | Distinguish between Twelfth
SR for commercial different designs for
messages. commercial
messages.
5 sl sk | Invoice: Realize invoice: Thirteenth
GRS Definition, Definition,
Importance, its Importance, its
contents, kinds, contents, kinds, way
way of writing the | of writing the
invoice. invoice,
TN sk | Letter of Understand the letter Fourteenth
SR complaint : of complaint : and
Definition , Definition , written Fifteenth
written reasons , reasons , edit mode ,
edit mode , and and practical
practical Exercises | Exercises
sl s_58 | Replay to Learn how replay to Sixteenth
SR complaint: complaint: Definition
Definition edit edit mode, practical
mode, practical Exercises.
Exercises.
e N ¢4 | Canning and Sort out canning and Seventeent
SR~ packing and packing and shipping: h and
shipping: Definition, Eighteen
Definition, Importance,
Importance, Vocabulary used in
Vocabulary used | this field.
in this field.
EE ki | Services of Know the services of Nineteenth
SR telecommunicatio | telecommunication
n and cables: and cables:
Definition, Definition,
Importance, Importance, written
written reasons, reasons, edit mode.
edit mode.
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S5l sk | Fax system: Known the fax 5 | Twenty
SR Definition, system: Definition,
Importance, Importance, method
method of writing | of writing and
and sending it. sending it.
TN ki | Computer system: | Learn about computer 5 Twenty —
TBBE Definition system: Definition First
History, History, Importance,
Importance, and and using computer
using computer as | as modern means of
modern means of | communication.
communication.
58 b | Internet: Using the internet: 5 | Twenty —
BT Definition, Definition, second and
Importance, using | Importance, using third
Internet as a Internet as a modern
modern means of | means of
communication. communication.
PO sk | Types of Know types of 5 Twenty —
SR correspondence | correspondence forth fifth
written by written by Secretary, Sixth and
. seventh
Secretary, Appointments,
Appointments, bookings in hotels,
bookings in hotels, | congratulatory
congratulatory messages with
messages with practical exercises for
practical exercises | writing such letters.
for writing such
letters.
e N % | Lists card for the | Lists card for the 5 Twenty —
SRS commercial terms | commercial terms eighth
and abbreviations | and abbreviations ninth and
. Thirty
related to related to commercial
commercial messages and all
messages and all | other topics
other topics mentioned above.
mentioned above.
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