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Course Topic

Target Audience

Course Objectives

Target Audience

Content/Description

TRAINING OFFER

Development of skills Preparation And Drafting Correspondence And
Reports. MAN 108

To Be Determined With Beneficiary

At the end of this program participants are expected to

1. ldentify the stages of the administrative writer accurately

2. Distinction between the types of administrative writing

3. Written correspondence, memos, reports properly and according to
scientific origins

Directors of offices of senior management and secretaries and heads
of departments and units and supervisors in the field of
administrative, financial and office and technical work and candidates
for those jobs and workers in the departments of the nature of their
business requires the preparation and drafting correspondence, memos
and reports

-Communications and its relationship with administrative writing
-Stages of writing management

correspondence

-The definition of the message

-Parts of the message

-How to draw the attention and interest

-Management reports

-The concept of the report

-Types of reports

-Benefits reports

-Good report properties

-The stages, preparation and writing reports

-Use the table and forms in the reports
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Training Strategies ; [Ig_ecture_
. Discussion. 4. Workshop
3. Brainstorming. 5 Role Play
Duration 5 Days Venue
Time: 01:00-08:00 Hours 25 hour
Morning
Number of Trainees  (20-25) Rate by Saudi

Riyal (number)
Course rate by Saudi  Price includes tickets, transportation, residency, educational material,

Riyal (written) stationary and coffee break.
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