ontents

Unit 7

W 5 — H3%.indd 3

B X

Notices

PART 1 Emergency Notices
PART 2 Upcoming Event Notices
PART 3 Notices in Multiple Forms

Business E-mails and Letters

PART 1 Basics of Business E-mails and Letters
PART 2 Refusal Letters

PART 3 Complaint Letters

PART 4 Apology Letters

Curriculum Vitaes and Cover Letters
PART 1 Curriculum Vitaes (CVs)
PART 2 Cover Letters

Agendas and Minutes

PART 1 Agendas

PART 2 Minutes

Memos

PART 1 Problem-solving Memos
PART 2 Memos: Progress Reports

Data Reports: Charts

PART 1 Curve Charts
PART 2 Bar Charts
PART 3 Pie Charts

Survey Reports

PART 1 Introduction and Literature Review
PART 2 Methodology
PART 3 Discussion and Conclusion
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