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¢ Inquiries and General Requests: Asking questions or making requests for information, often
in a formal or business context.

o Letter Writing (Placing Orders): Writing a letter to request the purchase of goods or
services.

o Letter Writing (Claim Letter): A letter written to make a complaint or request compensation
for a problem (like a faulty product).

o Letter Writing (Adjustment Letter): A letter written in response to a claim letter to resolve
the issue, offering compensation or a solution.

e Collection Letter: A letter sent to remind someone to pay a debt or outstanding payment.
e Sales Letter: A letter written to promote or sell a product or service.

e Memorandum and Circular: A short, formal note used to communicate information within a
company (memo), or a message sent to a large group (circular).

e Minutes of the Meeting: A written record of what was discussed and decided during a
meeting.

e Business Reports: Documents providing detailed information about a business's activities,
performance, or financial situation.

¢ Business Reports (Letter Reports): Business reports written in the format of a letter to
communicate formal information.

¢ Business Reports (Formal Reports): Detailed business reports that are structured, often used
for official or business purposes.

e Market Reports: Reports analyzing market conditions, trends, and consumer behavior.

e Job Search and Employment: The process of looking for work and the steps involved in
finding and applying for jobs.

e Resume Writing: Writing a summary of your skills, qualifications, and experience to apply
for a job.




e Resume and Application Letter: A combination of a resume (detailing experience) and an
application letter (explaining why you are a good fit for the job).

e Job Inquiry Letter and Interview: A letter asking about job opportunities, followed by an
interview for potential hiring.

e Process of Preparing for the Interview: The steps to take in order to be ready for a job
interview, such as researching the company and practicing answers.

e Oral Presentation: Giving a speech or presentation in front of an audience, explaining a topic
or idea verbally.

e Oral Presentation (repeated): Same as above, focusing on speaking clearly and engagingly
in a presentation.

e Language Practice and Negotiation Skill: Practicing language skills and learning how to
communicate effectively to reach agreements.

e Negotiation and Listening: The ability to communicate and compromise in discussions, and
the skill of actively listening to others during negotiations.

e Thesis Writing and Presentation: Writing a detailed academic paper (thesis) and presenting
it to others, usually in an educational setting.

e Research Methodology: The methods and techniques used to collect, analyze, and present
information for research purposes.




