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1) Essential grammar for email correspondence
2) Sentences,clauses and their reduced constructions
3) Paragraph writing

4) Parallelism
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)
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5) Layout of letters and email&major parts
6) Giving positive & negative information
7) Making complaints

8) Responding to complaints

9) Personal,informal business letters

10) Dead business jargons

11) Tone and revision in business writing

12) Tips for successful business writing
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