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Chapter Oned Memo Writing &amp; E-mail Writing
O Activity 1[0 What Is a Memo[J

O Activity 200 What a Memo Is Like[

O Activity 30] How to Write a MemoU

O Activity 400 How to Write E-mail with Efficiency[]
Chapter Twol Business Correspondence Writing (1) (Relation
Establishing)

O Activity 100 Style &amp; Format of Business Letter[]
O Activity 20 Enquiry &amp; Reply

O Activity 300 Order &amp; Acknowledgement[]
Chapter Three Business Correspondence Writing (O ) ( Payment
Demands &amp; Payment)

(I Activity 100 How to Get Payment Settled[]

(I Activity 21 Get Payment Settled

Chapter Four[ Business Correspondence ([ ) ( Problem Solving)
[ Activity 100 Complaint Making

[ Activity 210 Reply to Complaint

Chapter Fived Career

O Activity 1[0 How to Write an Effective Resume[]

[ Activity 2[1 How to Write a Job Application[]

O Activity 30] Job-Wanted

O Activity 4[] Letters of Recommendations

Chapter Six[J Practical Writing( Notices &amp; Social
Letters)

(0 Activity 100 Notices &amp; Public Signs

[0 Activity 20 General Introduction of Social Letters

O Activity 301 Common Social Letters

Chapter Seven[] Advertisement Writing

[ Activity 100 General Idea of a Copy

O Activity 20 How to Draw a Copy[

O Activity 301 Write a Copy Now

Chapter Eight[d Business Report Writing

O Activity 100 What Is a Business Report[]

[ Activity 2[1 What a Report Is Made of[]

[ Activity 301 How to Write a Routine Report[]

[0 Activity 400 How to Write an Investigation Report[]
[ Activity 501 How to Write a Feasibility Report[]
Chapter Nine[J Business Contract/Agreement Writing
O Activity 101 General Idea About Agreement/Contract
O Activity 2[1 Basic Provisions for Agreement/Contract
O Activity 30] How to Write a Contract[]

O Activity 401 Supplementary Reference for Contract /Agreement
Writing

Chapter Ten[J Graphs and Diagrams

(0 Activity 1 Bar Chart

O Activity 2[10 Pie Chart[d

O Activity 301 Linary Chart
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