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ACADEMIC AND BUSINESS WRITING

Learning Outcome:

Academic and Business writing for beginner. In this course, students focus on understanding the
demands of different styles of writing, and work to improve grammatical correctness, vocabulary
development, and revision and editing skills.

Duration: 30 Hours. (Theory and Practical)

Syllabus Outline
1. Module-1

Introduction of academic writing
e Clear and limited focus.
e logical
e Evidence-based arguments. Structure.
s Impersonal tone

2. Module-2
TYPES OF ACADEMIC WRITING
e Descriptive
s Analytical

e Persuasive
e Critical

3. Module-3

Introduction of business writing

*®

Planning Your Writing
Writing Tips

4, Module-4

Types of business writing



Letters ,
Standard Letter Writing Phrases
Memos

Emails

Reports
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