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. Dear Hiring Manager._obgdl 0. | o
. Dear Sir/Madam. (s 1a0) wepd) 5,00/p58 ,alifeslldl @
. Dear Concerned Officer. sl Josli/ ksl 1 @
. To the Relevant Department. jauli oodllfagh 4] o
gl s e o e oy Sl clle @
. Thank you for your prompt reply -t .53, e S5i o
. Thank you for your timely response ol iyl 3 Sabnzal Jo SSal @
.. Thank you for following up on this matter .¢so5 14 Santd 1S5 @
. Thank you in advance for your support Sees/,Sglas) Usis 112 @
Thank you for considering my request b, Salaa¥ 1S5 @
Rashas/slr) ) 2350 Slle
: I would like to request the following information:ajul bkl (b 550 ®

Could you please provide an update on §g o5l lia Jom Godonn bgi/siss S8 o

this matter?
Kindly share the required documents at & w3y O3l 3wkl Clamudl baggy ) @

your earliest convenience.

Please let me know if you require any further details. 3ls] |ools vome) 13 250 7
Ssael 3T [ would appreciate your assistance. e
Your cooperation would be highly appreciated. .S el Ly cosledl Joidl 7 @

(1Y) Slwd)) 3050 WfasTE e O
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With reference to your email dated [date]. [5,W] sle 39mIY) oS00y Q) s b
Further to my previous email azl g, GU|

This is to confirm receipt of your message. Sl pMat e 45Tl

This is regarding the following matter Ji ¢ yosll o502

Please find attached the requested documents. o glll wxll 554/ 332

o2h B/ JLSanl b Slle

Kindly note that the provided documents are sl & waidll wlamads Of a3
incomplete.

Please provide the missing items at your earliest .S iy O3l (3 Lailsdl Luyss =)
convenience.

We request clarification on the following point(s). sl bladl meos s
(Closing)ie, dubs ol)le

Sincerely. saz) jalls ~e

Yours faithfully (w2, pae i) a1 alls

Best regards ccloud) b

Thank you for your attention. SatusY (s

Regards 3.4
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« Communication and Administrative Writing»
Course description:
This course is designed for third-year students in accounting. This lesson provides the basics of
professional communication and administrative writing.
It aims to teach you how to organize your writing, adhere to the appropriate formats, and choose
precise vocabulary to avoid any ambiguity.
This lesson also develops your ability to justify your choices and formulate them formally (memo,
letter, minutes, summary). It explains how to produce clear, accurate documents appropriate for
the receiver (colleagues, management, clients, departments, offices, auditors).

Goals: The ultimate goal is to enhance your professionalism and employability by improving your
writing skills in a professional setting, whether in an organizational or managerial context.

« Communication et rédaction administrative »

Description du cours :

Ce cours s’adresse aux étudiants de la premiere année de Master spécialité comptabilité. |
présente les bases d’'une communication professionnelle et d’une rédaction administrative.

Il vise a vous apprendre a structurer vos écrits, a respecter les formes attendues et a choisir un
vocabulaire précis pour éviter toute ambiguité.

Le module développe aussi la capacité a justifier et formaliser vos choix (note, courrier, compte
rendu, synthese). Il explique comment produire des documents clairs, exacts et adaptés a leur
destinataire (collégues, direction, clients, administrations, cabinets, auditeurs).

Objectifs : L'objectif final est de renforcer votre professionnalisation et votre employabilité en
améliorant votre maitrise des écrits en milieu professionnel dans une administration ou en
entreprise.



