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AR H The purpose of this course is to help students learn how to compose a variety of
effective formal and informal business letters, faxes, and e-mails.
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N VN | 1.business letter formats

2.structuring your communication
3.language and tone

4.the process of international trade
5.introducing yourself and company
6.inquiries

7.replies

8.quotation

9.follow-up

10.arranging meetings




11.social situations
12.autobiography
13.resume and application letter
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