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module 1 Office Administration

unit 1 notices and announcements

unit 2 certificates

unit 3 memos

unit 4 meeting agenda

unit 5 meeting minutes

unit 6 business reports

module 201 recruitment and employment
unit 7 job advertisements

unit 8 job application letters

unit 9 resumes

unit 10 letters of recommendation

module 3[J corporate promotion

unit 11 corporate profiles

unit 12 specifications

unit 13 sales letters

unit 14 press releases

module 4[] external corporate communication
unit 15 letters of congratulations

unit 16 letters of sympathy/condolence

unit 17 complaints and replies

unit 18 business visits and itineraries

module 51 fundamentals of business writing
unit 19 basic requirements of business writing
unit 20 word-selecting and sentence-making
appendix: reference key
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