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Part 1 Writing When making Applications 1.Layout and conventions of letter writing 2.Applying for job
vacancies 3.Applying for university admission 4.Filling in application formsPart 2 Secretarial writing 1.Notice of
meeting 2.Minutes of meetings 3.Memoranda and office memos 4.Business reports 5.Itineraries 6.0otes and
office slips 7.Publicity MaterialsPart 3 Foreing Trade Correspondence 1.Making Enquiries 2.Making offers
3.Placing orders 4.Sales contract and sales confirmation 5.Making payment by Letter of credit 6.Shipping
7.Complaints and claimsReffrence key to exercises and notesBibliography
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