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weekly lesson schedule
	Rafid Abdul Jaleel Majid Al Hasen
	Name

	rafid.abduljaleel@sa-uc.edu.iq
	E-Mail

	 Business correspondence
	subject

	The Second course - The semester system
	annual decision

	Understanding the areas of benefiting from business correspondence in administrative practices. Developing students’ mental abilities in the theoretical and research fields, as it contains many case studies and forming a general understanding of them.

Developing awareness about the areas of commercial correspondence, its decisions, functions and objectives, which contribute to developing the reality of administrative practices related to working individuals.
	Article objectives

	The theoretical approach relates to basic concepts about commercial correspondence, its systems, decisions, and traditional and modern approaches.
	Basic details of the article

	A collection of lectures prepared by (Dr. Rafid Abdul Jaleel Majid)
	Textbooks

	Topics, articles and research are used from websites on the Internet

	External sources

	Research is relied upon for all details of the approved source chapters and is taken into consideration when evaluating students 
	Additional information


	final exam
	daily exams
	laboratory
	Semester
	class grades

	60%
	20%
	-
	20%
	




weekly lesson schedule
	Notes
	Scientific material
	Theoretical material
	date
	week

	Interpretation and analysis
	Theoretical explanation
	Writing From Scratch
	24/2/2024
	1

	Interpretation and analysis
	Theoretical explanation
	Organization
	2/3/2024
	2

	Interpretation and analysis
	Theoretical explanation
	The Seven C s of Style
	9/3/2024
	3

	Interpretation and analysis
	Theoretical explanation
	Parts of Business Letter
	16/3/2024
	4

	Interpretation and analysis
	Theoretical explanation
	Collection Letters
	23/3/2024
	5

	Interpretation and analysis
	Theoretical explanation
	Notification Reminder
	30/3/2024
	6

	Interpretation and analysis
	Theoretical explanation
	Inquiry, Urgency
	6/4/2024
	7

	Interpretation and analysis
	Theoretical explanation
	Final Notice /Ultimatum , Insufficient Funds
	13/4/2024
	8

	Interpretation and analysis
	Theoretical explanation
	Thank you for Payment , Lost Payment / Apology
	20/4/2024
	9

	Interpretation and analysis
	Theoretical explanation
	Sales and Promotional Letters
	27/4/2024
	10

	Interpretation and analysis
	Theoretical explanation
	Request for Appointment , Sales Letter to Client
	4/5/2024
	11

	Interpretation and analysis
	Theoretical explanation
	Letter of Introduction , Followـup on Letter Sent
	11/5/2024
	12

	Interpretation and analysis
	Theoretical explanation
	Delinquent Reply, Requesting Customer s Assistance
	18/5/2024
	13

	Interpretation and analysis
	Theoretical explanation
	Sales Follow Up, Confirming Sales Order
	
	14

	Interpretation and analysis
	Theoretical explanation
	Reminder That a Sale is About to End, Announcing a Sales Campaign, Promotion or Incentive , Program
	
	15
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