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Item
Communication and Correspondence: Definitions, the importance
of types of letters, Characteristics of business letter.
A letter of Enquiry:
Definition, opening and ending statements in enquiry
How to write an enquiry

Quotation: terms of writing quotation

A Letter of offer : How to write a letter of Reply to an enquiry
offer

A letter of rejection of offer : how to write a letter of rejection of
offer

A letter of Demand : definition, types
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Terms of payment and Terms of delivery
The different styles of writing business letters

The invoice:
Definition, importance, types, how to write an invoice

A letter of Complaints:

Definition, reasons, how to write letter of complaints

A letter of reply to the complaints:

Definition, how to write a letter reply to the complaints, a letter of
adjustment

Effective business communication:
Communication technology , tools for transmitting messages,
technological tools for writing

The use of computer system:
Definition, history, importance, and the use of computer as a
technical way for corresponding

The inter-net:
Definition, the use of the international net-work for
Communication and information technical

The common mistakes in the use of computer and the other

communications

Lists of some important commercial terms, abbreviations and
useful expressions

Review to some important
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3

Iltem

Communication and Correspondence: see some important
business letters

Student are trying to write a letter of enquiry

Exercise: write an enquiry

Terms of writing quotation exercises

Exercises : writing letter of Reply to an enquiry letter of offer

Exercises : writing letter of rejection of offer

Exercises : writing letter of demand

Exercises :writing letters using terms of payment and terms of
delivery

See and try the different styles of writing letters

Exercises : writing the invoice

Exercises :writing letter of complaints

Exercises :writing letter of reply to the complaints and letter if
adjustment

Students should prepare themselves to write letters: each one
should select foreign commercial company to be correspond
under the lecturer supervision of the

Exercises :using the technical tools for writing letters definition,
history, importance and the use of computer as a technical way
for corresponding

Exercises :using the of computer system in writing business
letters

Exercises : using the inter-net in communication, getting
information

Exercises : see the common mistakes in using computer

Exercises : writing letters using the commercial terms and
abbreviations
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