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- ( )
Style of letters Full blocked , blocked, semi-blocked 3 SN-RY JRRF OIFIF SN FIGID
T FICT STHF FACO WK
Parts of writing Techniques of writing (Heading, Reference, 2 o3-8%f SYNRCELAT 8 STgRteT=y
business letters date, inside address, topic, greetings,
complementary closing, Signature ,
Supplements)
Types of e Job letter 3 ¢ UD AP OAPE T FIGI6
Business letters- WYY HIOT T FACO I
(in English) e Letter of enquiry, orders R VBN SERICEHA 8 W1l
e Tender R SN-H>0N BIERIEEACGEEECE]
FIGIO SON FICT T=HF
PO W
e Bank and Insurance letter 2 S5OSO | YRS & SegeTy
e Opening a Bank Account > 50BN IIRRE OIfeFE 8% FGI6
SOGN FITT TN FACO
A
e Bank Solvency Certificate > 58WY NG 8 STgHieT=
e Application for bank loan 5 S¢TN RS SIfePE ¢ N
FIGIG S¢SV FICT TR
FAO W
e Business report 2 SLON-599Y
o | etter of Credit > SN NG & STgRieT=y
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Practical
1. Making a report visiting different business firms and facilitate the techniques of sales communication.
2. Giving advertisement in the dailies on necessary commaodities.
3. Making attractive posters for new products.
4. Resume writing
5. Formation of writing letters




