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COMMUNICATION ET REDACTION ADMINISTRATIVE
Description du cours :

La communication est I’'une des fonctions essentielles dans toute organisation. Avec la diversité
des formes de communication, la communication écrite est considérée comme 1’un des moyens les plus
importants pour gérer les relations internes et externes, reposant principalement sur la rédaction
quotidienne et régulic¢re des correspondances administratives.

La rédaction administrative constitue un style particulier nécessitant le respect d’un ensemble de
principes fondamentaux afin d’assurer I’efficacité de la communication. Dans ce cadre, ces cours
aborderont plusieurs sujets, depuis I’importance de la communication interne et administrative et ses
fonctions principales, en passant par les caractéristiques du style administratif et les principes de
rédaction, jusqu’a la présentation de mod¢les pratiques de certaines correspondances administratives.
Objectifs :

Cette publication s’adresse aux étudiants de premiére année de Master en Finance d’entreprise et
constitue un guide pratique fournissant des informations et des conseils sur les principes de rédaction et
les régles de base de la communication administrative. Elle vise a :
1. Permettre a 1’étudiant de se familiariser avec les compétences essentielles pour
rédiger des lettres administratives facilement et efficacement.
2. Présenter une variété de correspondances administratives utilisées entre les
individus et les services, telles que : la note, I’instruction, le procés-verbal de réunion, I’affiche, le

rapport, etc.
ADMINISTRATIVE COMMUNICATION AND WRITING

Course description:

Communication is one of the essential functions in any organization. With the variety of
communication forms, written communication is considered one of the most important means for
managing both internal and external relationships, relying primarily on the daily and regular drafting of
administrative correspondence.

Administrative writing represents a specific style that requires adherence to a set of fundamental
principles to ensure effective communication. Within this framework, these lectures will cover several
topics, starting with the importance of internal and administrative communication and its primary
functions, moving on to the characteristics of the administrative style and the principles of writing, and
concluding with practical examples of some administrative correspondence.

Objectives:

This guide is intended for first-year Master's students in Corporate Finance and serves as a practical



resource providing information and advice on the principles of writing and the basic rules of
administrative communication. It aims to:
1. Enable students to acquire the essential skills for drafting administrative letters easily and
effectively.
2. Present a variety of administrative correspondences used among individuals and departments,

such as: memos, instructions, meeting minutes, circulars, reports, and others
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Policy Management

Economic and Social Affairs Department (DESA)

Contract Management
Operations Management

Content Management

Human Resources and Training Management

Resource Management

Portfolio Management
Performance—Oriented Management
On-Street Parking Management
Management Tools

Lending Instruments
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Stakeholders
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Policy Framework

Management and Financial Frameworks

95

Reuse



dalal) oY) Al sale)
A< sale)

sl Ole)

Laeaiad Jle

Ll el

Adgall il yledd) Jucaid
i) e ddalugll 4nlKa)
e slaall 8yl dakal
A1) Taal) A
Gl Aok

Lo saall e glaall Lakasl
DDAl 33 ae s Al
@aaie 3l

4 lad alaal

S fide Calaa)

Aile 3l

sl Calial

Aty Dol

J&;\

96

Public Administration Restructuring
Restructuring

Barcelona Declaration
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Control Purposes

International Best Practices

Online Mediation

Information Management Systems
Internal Control Systems
Accounting Systems
Computerized Information Systems
Decision Support Systems
Accrued Expenditure

Country Goals

Shared Goals

Balance Sheet

Job Description

Key Priority
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Liability Containment
Flexible Responses
Cost Recovery
International Federation of Accountants (IFAC)
Office Automation
Consensus

Formal Rules
Financial Performance
Performance

Modern Management
Fiscal Management
Social Inclusion
Electronic Tools
Accounting Reform
Reform

Total Assets
Electronic Kiosks
Security

Public Funds
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Capital Expenditure

Current Expenditure

Public Expenditure
Aggregate Spending
Expenditure

Depreciation

European Union
Cross—Boundary Communication
Professionalism

Productive Investment
Investment

Full Cost Recovery
Autonomy

Judicial Independence
Incoherence
Underdeveloped Economies
Transitional Economies
Proceduralism

Hidden Liabilities
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Fiscal Compliance
Concessions
Municipalities

World Bank

Regional Environment
International Environment
Data

Free Trade

Divestiture

Structural Transformation
Overall Resource Planning
Results—Oriented Focus
Pricing

Networking

Legislation

Cooperation

Global Changes
Evaluation

Running Costs
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Economic Integration
Technology

Structural Adjustment
Empowerment
Competitiveness
Coordination
Implementation
Economic Development
Socio—Economic Balance
Documentation

Staffing

Electronic Signature
Official Gazette
Government Services
Good Governance
Transparency
Corruption

Efficiency

Leadership
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Accountability
Competition
Economic Growth
Budgeting
Decision—Making
Cost Control

Information Technology
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