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-Introduction to English language. ()
-Parts of Speech: (Y

-Nouns: definition and types.
-Some passages relating to accountancy and management
to determine the types of the nouns.

Pronouns: definition and types.
-Changing the given nouns to pronouns.

(¥

Verbs: definition and types.
-Main verbs

-Auxiliary verbs and the uses.
-Writing some examples.

(%

-Adjective: definition and types.
-Adjective, Comparative and Superlative.
-Correcting the given adjectives between brackets.

(c

-Adverbs: definition and types.

-The deference between adjectives and adverbs.

-Some related passage to determine the discussed parts of
speech.

1

-Preposition: definition and types.
-Selecting the appropriate preposition in the correct place.

(\/

-Conjunction: definition and types.
-Using conjunctions to connect words and sentences.

(A

-Writing simple sentences using the given parts of speech.
-Speaking English using the given parts of speech
-Making some dialogues using the given parts of speech.

(2

Common related terms and abbreviations

(V-
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-Introduction ()
-English Tenses
-Present Simple tense (Y
-Uses of this tense
-Examples of using this tense
-Negation.
-Past simple tense (¥
-Examples of using this tense
-Negation
-Talking about past events.
-Present and past continuous tense. (¢
-Examples to discuss the uses of these tenses
-Writing examples
-Talking about an action using these tenses




-Future simple tense

-The use of ‘will’ and ‘be going to’

-Examples using this tense

-Correct the verb forms given between brackets.

(o

-Present perfect and past perfect tense. (1
-The forms and uses of these tenses

-Examples to show the differences between these tenses.
-Some passages and dialogues relating to the specialization | (¥
using the discussed tense.

-Questions (A
-Forming Short questions and answers

-Forming Wh-word questions and answers.

-Writing dialogues using the two forms of questions (3
-Using the given words to complete dialogues.

Common related terms and abbreviations (-
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-Introduction
(The Importance of business letters , Kinds of Letters )

()

The difference between the personal letter and both (Y
business and official letters

Parts of The letters (¥
The primary and secondary parts. (¢
The Features of a Successful Business Letter (°
General appearance of business letters (1
The formal qualities. (v
Common business terms. (A
Commercial documents and abbreviations. (3
Writing complete business letters using the the theory ()

given before.
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