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Unitl Language Review:NOUNS 1.Plurals 2.Possessives Business Writing:BUSINESS STYLE 1.Principles
Good Business Writing  2.0rganization 3.Electronic Mail Review ExercisesUnit2 Language
Review:PRONOUNS 1.Personal Pronouns 2.Relative Pronouns 3.Indefinite Pronouns Some Writing
Problems Concerning Pronouns Business Writing:LETTER FORMAT 1.Introduction 2.Parts of a Business
Letter 3.Letter Styles 4.Model Letters 5.Punctuation Styles 6.Envelope Addressing Review ExercisesUnit3
Language Review:ADJECTIVES 1.Degree Forms 2.Placement of Adjectives 3.Articles 4.Adjectives That
Cannot Be Compared 5.Prepositional Phrases Business Writing:ESTABLISH BUSINESS RELATIONS
1.Introduction 2.Sample Letters 3.Useful Expressions Review ExercisesUnit4 Language Review:ADVERBS
1.Adjective and Adverb Form Changes 2.Placement of Adjective and Adverbin sentence  3.Prepositional
Phrases Business Writing:REQUEST LETTERS 1.Inquiries 2.Orders 3.Useful Expressions Review
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