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English for Business Letters and Email
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WHAT’LL YOU LEARN
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= Sentence construction =  Get your message across effectively
= Verb tenses in writing = Dangers of poor communication
*= Ask and answer questions = Steps to brilliant business writing

»= Read and understand any email
within a few minutes
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= Four-point plan and presentation = Arrange meetings and events
= Parts of a business letter and email = Reserve and confirm meeting rooms
= |nquiries and replies and equipment
= Follow-up emails = Text messages and posts on social
= Credit and status inquiries media
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