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S. Chand & Company Ltd, 2012. SoAcover. Book Condition: New. 5th or later edition. Earlier Chapters in this
volume will prove of assistance to those who are mainly concerned with obtaining a knowledge of business
correspondence and its kindred subjects of precis writing and the draAing of reports. >At the end of each
chapter will be found questions and exercises, many of which have been taken from examination papers of
universities and professional institues, to all of whom acknowledgement is due and is here accorded. Contents:
1. History of the English Language 2. Sentence-Parts of Speech-Analysis of Sample Sentences 3. Complex,
Double, and Multiple Sentences 4. Classfication of Nouns, Pronouns, Adjectives, Adverbs and Conjunctions 5.
Inflexions and Syntax of nouns, Pronouns, Adjectives and Adverbs 6. Classfication, Inflexions, and Syntax of
Verbs 7. Rules of Concord 8. Common errors in Grammar 9. Analysis of Complex, Double and Multiple
sentences; Synthesis 10. Parsing 11. Direct and Indirect (Reported) Speech 12. Composition: The Sentence 13.
Composition: The Paragraph 14. Puctuation 15. Vocabulary and the Use of words 16. Diction and Style 17.
Figures of Speech 18. Paraphrasing 19. Original Composition-I. Narration and Description 20. Original
Composition-II. The Essay 21. Metre 22. Precis Writing 23. Comprehension and Interpretation 24.
Corresponadance-Personal and Business 25. Secretarial and Company Correspondance 26. Drafting Reports 27.
General Bank Correspondance 28. Bank Correspondance and Reports to and From Head ONice Appendix-I: Alist
of English Authors Recommended for Reading Appendix-II: Spelling Rules Answers to Exercises Index Printed
Pages: 418.
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studyguides gives all of the outlines, highlights,...
Read  Bo o k »  
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