daiy all zalicd) 28ge (1o calod) 130 Juas (3

[m] ol [m]
[=];

1 jo) e (yugyo el

Cila)) &y laty lasdle & Sl Jatl] & i) bl] B8l & sulil) S il @ iy ol goliall & goliall gge

18:04:35 2025-03-03 :zzalial] ge ole Calal] d5Ls) b

Jac Glysl | g Upsse | sl | el bl | g iSO el b | dlal) S | nald S | lals

sals (po a.afd‘
rdo ) aslad)

sl Wl ) sy e laizxVl ol gl

G 4

\ ¥

@aL’\A.N a0
e Ly ol
Dgrransd

& pul) dall) du yadl dall) e M) il plals (e algall

i3] il (g6 i letd] 28] 85ladlg silil) i) Ciad] s clilad] (e 2y el



https://T.me/almanahjbh
https://almanahj.com/bh/id=11295
https://almanahj.com/bh/id=11295
https://almanahj.com/bh/11trade2/reports
https://almanahj.com/bh/11trade2
https://almanahj.com/bh/11trade
https://almanahj.com/bh/11
https://almanahj.com/bh
https://almanahj.com
https://almanahj.com/files_by_day?country_code=bh&date=2025-03-03
https://almanahj.com/bh/11trade2/sheets
https://almanahj.com/bh/11trade2/slides
https://almanahj.com/bh/11trade2/keys
https://almanahj.com/bh/11trade2/exams
https://almanahj.com/bh/11trade2/quizzes
https://almanahj.com/bh/11trade2/book
https://almanahj.com/bh/11trade2/guide
https://almanahj.com/bh/11trade2/files
https://almanahj.com/bh/11trade2/files
https://almanahj.com/bh/11trade2/final
https://almanahj.com/bh/11trade2/notes
https://almanahj.com/bh/11trade2/reports
https://almanahj.com/bh/11trade2/english
https://almanahj.com/bh/11trade2
https://almanahj.com/bh/11trade2
https://almanahj.com/bh/network11
https://t.me/almanahj_bot
http://facebook.com/groups/grade11bh
http://bit.ly/2uZfVbg
http://T.me/bh11grade
https://t.me/almanahj_bot
https://www.facebook.com/BhAlmanahj
https://www.facebook.com/BhAlmanahj
https://www.facebook.com/BhAlmanahj
https://t.me/joinchat/AAAAAEoTDxKimKjYYqAnqw
https://t.me/joinchat/AAAAAFeFpvBTG3StCqcynA
https://t.me/joinchat/AAAAAE_w_71SDOP4dbQP4A
https://t.me/joinchat/AAAAAE1aN_GF143rK5KiBQ
https://T.me/almanahjbh
https://almanahj.com/bh/11trade2
http://www.tcpdf.org

Ch2 / WRITTEN COMMUNICATION

1.Business Letter

Business setting: Involve written communication between
internal and external receivers which create a lasting and
positive impression.

Important for: future reference.

business letter: letter are written massage to communication
individual companies outside an organization.

It’s the widely.
Advantage:

ined, revised

tn |

Business letter can be:-

*LETTERHAED: NAME OF ORGNIZATION,ADDRESS,PHONRNO. , E-mail,
LOGO.

*REFERENCE: FILE NO. OF THE BUSINESS LETTER.

eDATE: 5™ September 20-- / September, 5 — 20--

*NAME & ADDREDD OF RECEIVER (ADDRESSEE): RECEIVER’S NAME AND
ADDRESS.

«SALUTATION: GRETING THAT BEGINS THE LETTER ( DEAR MUNA, / DEAR
SIR)

*SUBJECT: IDENTIFIES.

*BODY: (OPENING “REASON” / MIDDLE”DETAIL" /
CLOSING”ACTION,SUGGESTS”)

¢COMPLIMENTARY CLOSE: (YOUR SINCERELY / YOUR FAITHFULLY)

*SIGNATURE

*NAME AND JOB: WRITER’S

*ENCLOSURE: (ENC / LABEL WITH ENC / THREE DOT)

*CARBON COPY CC: COPY OF LETTER SENT TO SOMEONE

L (- (- (- - - o



papuadaqg ON jei3uassy SOA dweis
\OJHVV. 7 T« o =
pspuadaqg ON jenusssy SIA a2dojaau3l
AlessaoaN 10N | ON usiS Japuas SOA a4njeusis
Alinyyueq inox 850[D
pasu oN ON Aja4s2uis anop SOA Asejuswijdwon
v 4N Jesq
p3au oN ON AS deaq SOA uofieinjes
uoljew.oju|
OW3IW ON uonezjuedio SOA peaysanal
Jaug “ Joys sjte3aq ‘ SuoT y8uay L7
|eUls1u| ‘ jewiiou) jeulaixy ‘ jewiod a8esn
IPTSCeOWRN - | ™y L I ﬁdgaa ,mm_umw__._u 4

434497 G A owayw

e e

- ___ "elUSPIu0), pIEW pue

sadojaaus ui Juas| mlohfm:.. Asyy uoneziuesio swos
ul ‘sadessawl [elIUIPLUOD JOJ IIGEIINS Jou aJe Asy)

"OWIS JO 93€(d DHE] [IEW-3 Ssauisng awos U]

..... £ "2IIAIDS
498uessaul Jo jlew jeussgullAq ljues aq ued ABYl «
‘ q

‘uonieunuwiwiod
[eudsiui  Joj pasn  pue IOYS SI OWB «

"uopezjuesio 1noA UY3im suoawos
0} suopodnusul 1o uopjewuoju; ssed o3 pasn s

iy

U ‘pasaquiaual 3q 03 SUIYISWIOS Sl oWd «
(owaw) wnpubdowayy ‘2




3.E — mail

Is the most frequently used service on the internet.
E-mail: it is the faster method of exchanging digital messages with one person or more. (sending and receiving of electronic message)

It's the newest and faster.

advantages

disadvantages

1. Fast and save time

2. Any time & any where in the
world

—

1. Virus problem

—

2. Less privacy

3. Not formal

[

1. Send any essential

~

2. Don’t forward e-
mails without the

e-mail .
sender permission

'Rules of E-

3. cheap

[ 4.Sending the e-mail in the same )
time we wrote it

_ (no need to go to any post office) |

4. Not good for legal &
confidential document &
certificate

5. Easy to use

6. We can send photos , picture ,
films memo . Letter ....

5. Internet service can be down

\_

3. Be aware when

confidential e-mail

)mail polices

4. Use only
copyrighted materials
that you have
permission , or have
paid to use

forwarding




4. report

- Report: It’s a fact-based piece of writing which sets out a problem and the possible solutions to that problem.
- It’s verbal communication between 2 or more :

- It’s use to report about a problem or complain about an events or situation for whom in higher managerial level .

- Some report are:

1- short [informal report — ex. Accident, small problem].

2- long [ formal report — ex. Investigate problem , evaluation, proposal].

- The format of a report is usually determined by :

1. Audience.
2. information.
3. purpose.

-

1. Check your grammar &
punctuation

3. Let someone else to read
it if it is not confidential

\_

~

2. Make sure you read it
through and that you
understand it

4. Make a copy — if you are
using a PC, make 2 separate
copies and keep them safe

J

Checking and
re-drafting

»

<=

»




