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Three blind mice - e e o
There was an old woman who lived in a shoe.
Jack and Jill went up the hill.
Humpty Dumpty sat on a wall

This is the house that Jack built.
The North Wind does blow.

Every morning at eight o'clock.

This is the great big Indian chief.
0. This is the way we wash our face.
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- The Unquiet Grave (Anonymous)
2. Is my team ploughing, ...?7 (A.E.Housman)
3. The Quary (W.H.Auden)
4. The Castle (Edwin Muir)
5. The Enemies (Elizabeth Jennings) \
6. The Donkey (G.K.Chesterton) |
7.  The Sehoolboy (William Blake) \
8. The Darkling Thrush (Thomas Hardy)
9. The Death of a Peasant (R.S.Thomas)!
10, The Doctor (George Crabbe) )
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BUSINESS cow & TYPING (s la¥F) g 58 Jod 3

A- TYPIHG
General Content of the Course
1- Learning the letter keys
2~ Improving typing motion petterns
3- Learning to type figures and besic symbols
4= Typing special symbols and statistical copy
5- Centering; word division
6— Inventory and measurcment
7- Personal and business litters
8- Simple tabulated report
9-Qutlines and manuscripts

10- Review and measurement

B- Business Correspondence
1- How to gain effective styling
2- The seven letter parts and thcir arrangement
3- Lay- out styles
4—- Punctuaticn Styles
S5- The introductory parts
6- The body and the concluding parts
7- putting the message in the mail
8- Inquiries and replies
0- Anncuncements, Invitations, and Appointements
10- Orders, Nmittances, simple acknorlagments
11- Siﬁple'reguests and special requests: making,
granting , and declining then
12- Apprecaticn, con,congratulations, and praise
13- Applicaticns, date sheet
14~ C-quulitius
M AGHVAMI
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Ext Books AnD REFERENCES FOR TYPING

lessenberry,D.20tr century typawriting.U.S.A: South -Western

publishing company,1967
Company, 1967

Heelis, Frederick tieelis.pitamn usiness Typewriting.Londcn:Pitmen

Publishing Company 1977.

EXT BOOKS AND REFERERCES FOR BUSINESS CORRESPONDENCE
Aurner; Robert R. Effective English for Business. U.S.A:Scuth-

Western.Publishing Company 1962 (text book)

Hutcningson, Lois. Standard Handbeek For Secretaries.U.S.A. McGraw-
Hill Book Comepny 1967.

Warne,Frederick, The complete guide to Letter Writing.

London: Frederick warne & Co.LTD. 1963.

Nelson, F.L.Commercial correspcndence and commercial English.
London: Pitman & and Sons LTD., 1962Z.

Rutledge, Sara J. A course in Letter writing. for Iranian Students.

Mashhad:Publishing Foundation of Asten Quds Razavi,1987

Leggett, Glenn. handbook for Writers -

U.S.A.: Prentice -Hall,INC 1935 '

Eckersley, E.C. A Commercial course for foreign Students. London:
Longnans, Green & CO . LTD., 1966

King,W.,F. Modern Enclish Business Letters.
London: Lcngman CO LTD., 1967

Farhang, Manuchehr. Dictionary of Economics. Tehran:

M inistry of Information Publishing Dept.

M. AGHVAMI
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