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Unit I: Introduction -
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Unit ITI: Written Communication
Meaning and objectives of written communication. Business Letter: Essentials of a business letter, layout
and parts of a business letter. Report writing — Process of writing, Types of reports, graphical representation
of data and interpretation,
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Unit IV: Business & Official Correspondence
Trade communication - Trade enquiries, quotations, tenders, placing orders, complaints, claims and
adjustments and follow-up, Sales Letters, circular letters, banking and insurance communication. Email

writing, Office communication - internal memos, office circulars. Secretarial Correspondence: Board
mectings, letters to shareholders. Notlce agenda mmutes of meetmgs Preparation of curriculum vitae, job
application, appointment letters, intefview '
Unit V: Documentation . '
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