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Wlase583Y1 (Course Outline)

1. Letter Writing
2. Writing an e-mail
3. Social Letters
1. A congratulation letter
2. A thank-you letter
3. An invitation letter
4. A sympathy/ condolence letter
5. An apology letter
4. Business Letters
1. A job application letter with CV
2. An inquiry letter and acknowledgement letter
3. A sales letter
4, A reservation letter
5. An order letter
6. Accepting and declining orders

7. A complaint letter and adjustment letter
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