
EXCEL IN
DOCUMENT

V O L .  1

PROCESSING

N U R U L  A S H I K I N  O T H M A N

A Z I A N T I  A B D  A Z I Z

V O L  1



EXCEL IN
DOCUMENT

PROCESSING



Perpustakaan Negara Malaysia                       Cataloguing-in-Publication Data 

PUBLISHED BY: 
Politeknik Port Dickson 

KM14, Jalan Pantai, 71050 Si Rusa
Port Dickson, Negeri Sembilan

SEPTEMBER 2023
 

Copyright Each part of this publication may not be reproduced or distributed in any
forms by any means or retrieval system without prior written permission



ACKNOWLEDGEMENT
PATRON

Mej (K) Dr. Ishak bin Mohamad
Director, Politeknik Port Dickson 

ADVISORS
Abdul Rahim bin Ibrahim

Deputy Director (Academic), Politeknik Port Dickson 
Rohana binti Mat

Head of Commerce Department, Politeknik Port Dickson
 

EDITOR
Norelissa binti Mohd Shahir 

FACILITATORS
Che Azlina binti Che Norohoseni

Zuliana binti Zainal Abidin

WRITERS
Nurul Ashikin binti Othman

Azianti binti Abd Aziz

We would like to convey our utmost gratitude to the Department of Polytechnic and
Community College Education particularly the E-learning and Instructional Division
(BIPD) for funding our e-book project.

We hereby declare that this module is our original work. To the best of our
knowledge it contains no materials previously written or published by another
person. However, if there is any, due acknowledgement and credit are mentioned
accordingly in the e-book.

i



PREFACE

This e-book written specially for polytechnics student,
who are pursuing DPK20083 Document Processing,
Diploma in Secretarial Science.  

The content are the latest syllabus of document
processing subject.  This course provides students
hands on knowledge and skills on proper typing
techniques and procedures.  This course exposes
various types of business documents and format
which also emphasizes on building student's
accuracy and typing speed using typescripts given.

This book version cover three chapter out of seven
chapter that have been included in Document
Processing syllabus.  Chapter 1 will be covering
Proofreaders' Marks.  Whereas Chapter 2 Business
Report and Academic Report.  Meanwhile Chapter 3
Business Letter and Memos.
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Proofreaders’Proofreaders’
MarksMarks

TOPIC 1TOPIC 1

1.2   Tutorial & Answer

1.1   Apply the basic of proofreaders’ marks



INTRODUCTION
Proofreaders' Marks are used to indicate changes or corrections to be
made in a rough-draft document that is being revised for final copy. Below
is the chart to learn what each proofreader's marks means.

TOPIC 1 Proofreaders' Marks

02

01

03

Insert

Capitalize

Delete

04

05

Insert Space

Change Word

DRAFT - It is    mine
FINAL COPY - It is not mine

not

DRAFT - Maple  street
FINAL COPY - Maple Street

DRAFT - a final draft
FINAL COPY - a draft

DRAFT - all        ready to
FINAL COPY - all ready to

DRAFT - open the big file
FINAL COPY - open the file
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TOPIC 1 Proofreaders' Marks

08

07

09

Use Lowercase

Transpose

Single-Space

10 New Paragraph

DRAFT - our president
FINAL COPY - our President

DRAFT - they all  see

FINAL COPY - they see all

ss
DRAFT - first line         
               second line                             

FINAL COPY - first line
                      second liness

DRAFT - ....to use it.    We can
FINAL COPY - ....to use it.
                         We can

11 Double Space ds
DRAFT - first line                                                
                second line                             

FINAL COPY - first line

                      second line
ds

06 Don't Delete .....
DRAFT - a true story
FINAL COPY - a true story

..........

3



TOPIC 1 Proofreaders' Marks

14

13

15

Move Right

Move Left

Bold

16 Italic

17 Underline

12 Spell Out
DRAFT - the only 1
FINAL COPY - the only one

DRAFT -          Please send
FINAL COPY -       Please send

DRAFT -     May 1
FINAL COPY - May 1

DRAFT - Column heading
FINAL COPY - Column heading

DRAFT - Time Magazine
FINAL COPY - Time Magazine

__________

DRAFT - New Straits Time
FINAL COPY - New Straits Time

4



TOPIC 1 Proofreaders' Marks

19 Omit Space

18 Move As Shown
DRAFT - readers will see
FINAL COPY - will see

DRAFT - data     base 
FINAL COPY - database

5



DRAFT PROOFREADERS'MARK FINAL COPY

These are added up

I must you ask

A list was made

Please take 2

Yours sincerely

The Management

Annual Meeting

The arrival of

These are added up

is

TOPIC 1 Tutorial 1

Fill the correct proofreaders’ mark and write the final answer after
the correction in the box below.
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How you key is just vital as as the copy you work from or produce.  you put
on paper is a direct result of the Way in which you do the job.    If you expect
to grow quickly in speeds, take charge of your mind.  it will then tell your
eyes and hands how To work through the maze  letters.

      Keep in home positions all the of finger not being used strike to a key.  do not
let them move Out of position for the next letter  in  copy.  prize the control you
have over thefingers.  see how quickly speed  up when you learn that you can
make them do just what you expect of them.

s
goes

Even a person  an important office Position, as such the head of a business,
now operates the computer to send and get data and to most complete day-
to-day work.Be quick to realize that you can get more done at work when
you to learn key with    .  Be the best person at it and moveup the career
ladder.

#

TOPIC 1 Tutorial 2

Proofread the text below and make correction using the correct
proofreaders'marks.

key What

of

#

your

in

#

great skill

insert
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Suc ess does not mean thesame thing to every  one.  For some, it mean to get  
the top att all co ts in power, in fame, and in income.  For others   it means
juts to fulfill their basic needs or wants wiht as little effort   required.

c #

to s
as

Such service   as elder or child care, counseling, debt manag  ment, and even
healthcare may  be of much assistance to employee but employers may find
it difficult to offers them

e

#
workers firms

s

Are you one of the people who of  ten look from the copy   the screen
at and down at yr  hands?  If are you, you can besure  that you will not
build a speed to prize

to

spell #

TOPIC 1 Tutorial 2

8



TOPIC 1 Tutorial 3

Adalah di  maklumkan bahawa mesyuarat agong tahunan persatuan Nuklear
Malaysia diadakan akan pd hari Isnin, 29 Ogos 2022 jam 9:00 pg di 
Permata Dwn  , Politeknik Port Dickson.  Kehadiran semua ahli amat  lah
dihargai bagi menjayakan taklimat mesyuarat ini.

November

Sediakan   perjalanan utk Puan Balqis muhammad dgn menggunakan format  
betul.  Beliau bertolak akan dr  K.L.  ke Kota Bharu  Johor Bahru & seterusnya ke
Kuala Terengganu dari 5 hingga 7 Disember 2022.   Sila pastikan maklumat setiap
adalah tepat.

yg

Oktober

jadual

9



DRAFT PROOFREADERS'MARK FINAL COPY

These are added up Delete These added up

I must you ask Transpose I must ask you

A list was made Change word A list is made

Please take 2 Spell Out Please take two

Yours sincerely Bold Yours sincerely

The Management Underline The Management

Annual Meeting Use lowercase annual meeting

The arrival of Insert space The arrival of

These are added up Don't delete These are added up

is

TOPIC 1 Tutorial's Answer 1

#
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TOPIC 1 Tutorial's Answer 2

            How you key is just as vital as the copy you work from or produce.
What you put on paper is a direct result of the way in which you do the job.
          If you expect to grow quickly in speeds, take charge of your mind. It will
then tell your eyes and hands how to work through the maze of letters.

Keep in home position all of the finger not being used to strike a key. Do not
let them move out of position for the next letters in your copy.
Prize the control you have over the fingers. See how quickly speed goes up
when learn that you can make them do just what you expect of them.

       Even a person in an important office position, such as the Head of a
Business, now operates the computer to send and get data and to complete
most day-to-day work. Be quick to realize that you can get more done at work
when you learn to key with great skill. Be the best person at it and move up
the career ladder.

11



TOPIC 1 Tutorial's Answer 2

Success does not mean the same thing to everyone. For some, it mean to
get to the top at all costs in power, in fame, and in income. For others, it
means just to fulfill their basic needs or wants with as little effort as
required.

Such services as child or elder care, counseling, debt management, and
even health care maybe of much assistance to workers but firms may find
it difficult to offer.

 Are you one of the people who often look from the copy to the screen and
down at your hands? If you are, you can be sure that you will not build a
speed to prize.

12
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 Sediakan jadual perjalanan untuk Puan Balqis Muhammad dengan
menggunakan format yang betul. Beliau akan bertolak dari Kuala Lumpur ke
Johor Bahru dan seterusnya ke Kuala Terengganu dari 5 hingga 7 Oktober 2022.
Sila pastikan setiap maklumat adalah tepat.

TOPIC 1 Proofreaders' Marks

 Adalah dimaklumkan bahawa Mesyuarat Agong Tahunan Persatuan Nuklear
Malaysia akan diadakan pada hari Isnin, 29 November 2022 jam 9:00 pagi di
Dewan Permata, Politeknik Port Dickson.
    Kehadiran semua ahli amatlah dihargai bagi menjayakan mesyuarat ini.
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Business Report andBusiness Report and
Academic ReportAcademic Report

TOPIC 2TOPIC 2

2.1   Build the business report 

2.2   Construct multipage business reports

2.3   Build the academic report

2.4   Step to build the report

2.5   Tutorial and Answer



FIRST PAGE SECOND PAGE

TOP 2" 1"

LEFT 1.5" 1.5"

RIGHT 1" 1"

BOTTOM 1" 1"

Margins for Business Report

Inch symbol - "

TOPIC 2 Build the Business Report
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Example of Business Report 
(One Page and Multiple Page)

TOPIC 2 Build the Business Report

16

Page 2



Byline (Bold)

TOPIC 2 Build the Business Report

Title
 Subject of the report; type 2 inches from the top of the page with a 14
point font size, in all-caps, in bold; center all title lines, and single-space 2
line titles.

Subtitle
Secondary or explanatory title; center, bold, and type 1 blank line below
the title, in upper and lowercase letters.

Byline
Name of the writer center, bold, and type 1 blank line below the previous
line.

Date
Date of the report; t center, bold, and type 1 blank line below the previous
line.

1.

2.

3.

4.

Title (Bold) (14 font size) (ALL CAPS)

Subtitle (Bold)

Date (Bold)

Parts of Business Report

17



Side heading
(Bold)

Paragraph
heading (Bold)

Text of the report; type single-spaced, 1 blank line below the previous line
at the left margin, with 1 blank line between paragraphs.

Major subdivision of the report: type in all-caps and bold, 1 blank line
below the previous line at the left margin

Minor subdivision of the report type in bold (followed by a bold period) in
upper and lowercase letters, 1 blank line below the previous line, at the
left margin

     5. Body

      6. Side heading

      7. Paragraph heading 

Parts of Business Report

TOPIC 2 Build the Business Report

Body

18



Page number

TOPIC 2 Construct Multipage Business
Reports

Parts of Business Report

List (Numbered
or bulleted

items)

Numbered or bulleted items; insert 1 blank line above and below the list,
using Word's default list format, type single-spaced throughout.

Inserted on continuing pages only: typed inside the document header at
the right margin.

     8. List

      9. Page number

      

19



FIRST PAGE SECOND PAGE

TOP 2" 1"

LEFT 1.5" 1.5"

RIGHT 1" 1"

BOTTOM 1" 1"

Margins for Academic Report

Inch symbol - "

TOPIC 2 Build the Academic Report

20



TOPIC 2 Build the Academic Report

Page 2

21

Example of Academic Report 
(One Page and Multiple Page)

Page 2



Title (Bold) (14 font size) (ALL CAPS)

Title
 Subject of the report; type 2 inches from the top of the page
(change to double spacing). Bold and all caps, with a 14 point
font size, 2 line title are double-spaced.

Subtitle
Secondary or explanatory title; center, bold, and type 1 double space
below the title, in upper and lowercase letters.

Byline
Name of the writer, center, bold, and type 1 double space below the
previous line.

Date
Date of the report center, bold, and type 1 double space below the
previous line.

1.

2.

3.

4.

Parts of Academic Report

TOPIC 2 Build the Academic Report

Subtitle (Bold)
Byline (Bold)
Date (Bold)

22



Body

Paragraph indented
0.5 inch

Paragraph heading indented (Bold)

TOPIC 2 Build the Academic Report

Parts of Academic Report

Side heading (Bold)

Text of the report; type double-spaced, the first line of each paragraph is
indented 0.5 inch,  with 1 blank line between paragraphs. Subsequent
pages continue at the default top margin; 1 inch from the top of the page

Major subdivision of the report: type double space below the previous line
at the left margin, in bold and all-caps.

Minor subdivision of the report, type 1 double space below the  previous
line indented 0.5 inch from the left margin, in bold with upper and
lowercase letters; followed by a period (also in bold)

     5. Body

      6. Side heading

      7. Paragraph heading 

23



Parts of Academic Report

Numbered or bulleted items; using Word's default list indent, double
spaced, with 1 double space above and below the list.

Inserted on continuing pages only: typed inside the document header at
the right margin.

     8. List

      9. Page number

      

TOPIC 2 Build the Academic Report

List (Numbered or
bulleted items)

Page number

24



Important Step to Construct the Business Report &
Academic Report

   How to set the layout spacing?
Go to layout 
Go to paragraph setting
Make sure Before and After spacing 

1.
2.
3.

        is in 0 pt
    4. Open line spacing and choose
        SINGLE SPACING for business report 
        and choose DOUBLE SPACING for 
        academic report

ALWAYS check your layout spacing
Before typing/constructing your document :

TOPIC 2 Step to Build the Report

25



   How to set the margins?
Go to layout 
Go to page setup settings
Set the right Margins (make sure the 

1.
2.
3.

       measurement is in inches ")

Top       -  2"
Left       -  1.5"
Right     -  1"
Bottom -  1" 

Important Step to Construct the Business Report &
Academic Report

TOPIC 2 Step to Build the Report

Do you 

Remember?

26



   How to indented body and paragraph heading?
Press TAB once on your keyboard1.

Important Step to Construct the Business Report &
Academic Report

   How to do Title, Subtitle, Byline and Date?
Go to Home
Set your font to Arial 

Arial 14 for Title and 
Arial 11 for Subtitle, Byline, Date and Body

1.
2.

a.
b.

    3.Go to paragraph and set center 

TOPIC 2 Step to Build the Report
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Go to insert
Select page number > select Top of Page
Select Plain Number 3 (top right corner)

How to insert page number (on continuing pages only)
1.
2.
3.

Important Step to Construct the Business Report &
Academic Report

TOPIC 2 Step to Build the Report

28



You are responsible to prepare a business report using format that you
have learned.  This is one-page report regarding the Money
Management (use as Title of the report).  Use today's date and the
writer of this report is Marina Mansor. Proofread and print your work.

TOPIC 2 Tutorial 1

29



Sediakan laporan di bawah  sebagai muka surat 6.   
Laporan akan dijilidkan di sebelah kiri.  Eja semua
singkatan, semak dan cetak kerja yang telah siap.

31

TOPIC 2 Tutorial 2

30



You are responsible to prepare an academic report using the right
format.  This is a one page report regarding the Proper Technique at
the Keyboard.  (Title of the report).  Alex Harrington as the writer of
this report.  Use today's date.  Proofread and print your work.

Tutorial 3TOPIC 2 Tutorial 3

31



TOPIC 2 Tutorial's Answer

32



TOPIC 2 Tutorial's Answer

33



TOPIC 2 Tutorial's Answer

34



Business Letter andBusiness Letter and
MemosMemos

TOPIC 3TOPIC 3

3.1   Apply letter and memo

3.4   Organize the memos

3.5   Tutorial & Answer

3.2   Organize business letter in block style

3.3   Organize business letter in modified block style



Business letter styles
Punctuation style

Style / Format

Main Purpose?

To relate a deal, to request 
or provide information

What  is it?

A format letter that is sent by
one company to another

Components in Business Letter

There are 16 components in Business Letter

Business
Letter

TOPIC 3 Apply Letter & Memo

36



Subject / Title : Should be specific
Audience / Recipient : To whom the letter is intended
Purpose : Make sure the gist of the letter is clear and concise
Style : Determine the format and the way you organize the writing idea

Before you prepare a business letter, there are several points to be considered such as:
1.
2.
3.
4.

Subject / Title

Style

Audience / Recipient

Purpose

TOPIC 3 Apply Letter & Memo

37



FIRST PAGE SECOND PAGE

TOP 2" 1"

LEFT 1.5" 1.5"

RIGHT 1" 1"

BOTTOM 1" 1"

Margins for Business Letter
(Block Style & Modified Block Style)

Inch symbol - "

TOPIC 3 Apply Letter & Memo

38



Business Letter Style

Every line begin at the left margin
All paragraphs are not indented

Block Style:
The DATE, COMPLIMENTARY CLOSE,
WRITERS NAME & JOB TITLE are type
from the CENTER of the paper (3" from
the top ruler)

Modified Block Style:

Punctuation Style

NO punctuation follows the
salutation or complimentary close

Open:
Requires a COLON (:) after the
salutation and COMMA (,) after the
complimentary close

Mixed:

TOPIC 3 Apply Letter & Memo

39



Example of Block Style (One Page)
 Business Letter

TOPIC 3 Organize Business Letter in
Block Style

40

2" from top

1.5" from left



TOPIC 3 Organize Business Letter in
Block Style

41

Date Line

Mailing Notation (ALL CAPS)

Top Margin
 2" from the top of the page to insert the letterhead

Letterhead
Printed name, address, telephone number and e-mail address of the
company (The sender's identity)

Date Line
Month, day and year of the letter (type 2 inches from the top of the
page - the first line of the business letter)

Mailing Notation
Indication of the delivery method and must be written in CAPITAL
LETTERS placed under the Date (e.g. : CERTIFIED MAIL)

Inside Address
Name and address of the recipient

1.

2.

3.

4.

5.

Top Margin : 2"

Inside Address:
(Recipient's Name & Address)

Components / Parts of Business Letter

1.5" from left



Components / Parts of Business Letter

TOPIC 3 Organize Business Letter in
Block Style

42

 Opening greeting (e.g. : Dear Sir/Madam, Tuan/Puan)

A colon (:) after the salutation, and a comma (,) after the
complimentary close

The topic of the letter and must be written in CAPITAL LETTER

Content of the letter
Begin 2 lines (double spacing) below the subject line

   6. Salutation

   7. Standard Punctuation

   8. Subject Line

   9. Body of the Letter

Body of the Letter

Salutation

Subject Line (ALL CAPS)

1.5" from left



 Closing farewell (e.g. : Yours Sincerely, Yang Benar)

Sender's Company Name and it is typed in CAPITAL LETTER

Writer's signature in handwritten

Name and title (if any) of the writer
MUST ALLOCATE FOUR (4) lines below the complimentary closing

   10. Complimentary Closing

   11. Company's Name in Closing Line

   12. Signature

   13. Writer's Identification

Components / Parts of Business Letter

TOPIC 3 Organize Business Letter in
Block Style

43

1.5" from left

Complimentary Closing

Company's Name in 
Closing Line

Signature

Writer's Identification



 Initial of the writer (e.g. : Nurul Sakinah binti Ahmad - NSA)

Typed in as Enclosure/s / Lampiran if any enclosure attached

Enclosure/s - c: Encik Zulhilmi Ali, Manager
Lampiran - s.k.: Encik Zulhilmi Ali, Manager

A message added at the end of the letter
Typed in the same way as the paragraph of the letter

If the paragraph is indented - so is the postscripts
If it is a blocked paragraph - it must be typed in blocked format too

   14. Reference Initials

   15. Enclosure Notation

   16. Copy Notation

   17. Postscripts

Components / Parts of Business Letter

TOPIC 3 Organize Business Letter in
Block Style

44

1.5" from left

Reference Initial

Enclosure Notation
Copy Notation

Postscripts



A minimum of two lines of the last paragraph must be carried forward to the
second page
If the last paragraph contains three lines, bring all the three lines to the
second page

Should you need to do your business letter in two pages,

Example of Block Style Business Letter (Two Pages)

TOPIC 3 Organize Business Letter in
Block Style

45

Second Page
Top Margin : 1"

Page Number
(Top Right Side)



Example of Modified Block Style Business Letter
with Mixed Punctuation (Two Pages)

TOPIC 3 Organize Business Letter in
Block Style

46

Page 2



Date
Complimentary Closing
Company's Name (if any)
Writers Name & Job Title 

What makes it different from the Block Style Business Letter?
1.
2.
3.
4.

are typed from the CENTER of the paper 
(at 3" of the top ruler)

Mixed Punctuation -
Colon (:) after Salutation

Date

Complimentary
Closing

Company's Name

Writers Name &
Job Title

Components / Parts of Business Letter in Modified
Block Style with Mixed Punctuation )

TOPIC 3 Organize Business Letter in
Modified Block Style

47



Important Step to Construct the 
Modified Block Style Business Letter

ALWAYS check your layout spacing

FIRST THING to do before typing/constructing your 
document :

TOPIC 3 Organize Business Letter in
Modified Block Style

48

   How to set the layout spacing?
Go to layout 
Go to paragraph setting
Make sure Before and After spacing 

1.
2.
3.

        is in 0 pt
    4. Open line spacing and choose
        SINGLE SPACING



Go to layout
Select margin
Set your margin in the page setup dialog box (make sure the measurement is in
inches ")

Step 2 (cont.) :
How to set the margin?

TOPIC 3 Organize Business Letter in
Modified Block Style

49



Left Margin : 1.5"

Top Margin : 2"

Date move to the CENTER

New date placement

Double click the top ruler
A paragraph text box will appear > set the left indentation to 3"
Click OK

Step 3 :
Start your business letter with date. The date is written at the CENTER of the
paper

TOPIC 3 Organize Business Letter in
Modified Block Style

50



What If?

Remember the rules?
A minimum of two lines or the last three lines of the paragraph should be 

The margins for the second page is:
Top - 1" Left - 1.5" Right - 1" Bottom - 1"

Don't forget to insert the page number at the top right corner

Step 5 :
What if you need to do your report in two pages?

               carried forward to the second page

You can easily follow the same step on how to set the date (Refer page )

Step 4 :
How to set the placement of the Complimentary Closing, Company's Name (if
any) and Writers Name and their Job Title?

Place the cursor at the end of the text on the first page
Go to layout and select breaks
Drop down menu will appear > select next page

Step 5 (cont.) :
To start the second page

TOPIC 3 Organize Business Letter in
Modified Block Style

51



Once the second page appeared, quickly set the new margin for the second
page
The margins for the second page is:

Top - 1" Left - 1.5" Right - 1" Bottom - 1"
Insert page number (2) at the top right side

Step 5 (cont.) :

Go to insert
Select page number > select Top of Page
Select Plain Number 3 (top right corner)

Step 5 (cont.) :
To insert page number

ALWAYS check your spelling and make sure
everything is in order and you are good to
go!

TOPIC 3 Organize Business Letter in
Modified Block Style

52
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What is Memo?
Memorandum or memos for short, is generally brief written message/communication sent

from one person or Department within an Organization/Company

TOP 2"

LEFT 1"

RIGHT 1"

BOTTOM 1"

Margins for Memo

Inch symbol - "

TOPIC 3 Organize The Memos
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TOPIC 3 Organize The Memos

54

Components / Parts of Memos

Memo Heading



Components / Parts of Memos

Name of recipient
If a title (designation) is included, separate the name and title with a
comma (,)

Name of sender
If a title (designation) is included, separate the name and title with a
comma (,)
Followed by handwritten initials of sender

Current date (dd/mm/yy) of the memo was typed

Subject of the memo
If the subject wraps to a new line, hit TAB at the beginning of the new
line as necessary to align it with the original line.

   2. MEMO TO:

   3. FROM:

    4. DATE:

    5. SUBJECT:

TOPIC 3 Organize The Memos

55

Memo Heading:
BOLD including

the colon (:)



Components / Parts of Memos

Content/message of the memo
Blocked paragraphs (no indent)

Initial of the sender
In small caps and no full stop

Indicates if something is attached

   6. Body

   7. Reference Initial

    8. Enclosure Notation:

  

CHECK

TOPIC 3 Organize The Memos

56

Body of the Memos
Reference Initial

Enclosure Notation

Use Double Spacing (DS) for memo heading
and new paragraph
Use Single Spacing (SS) for body 
Check your spelling and justified your memos

Please ensure !!



Prepare this letter using
the BLOCKED STYLE
format and OPEN
PUNCTUATION. This
letter is for the attention
of Encik Muhammad
Azmi bin Samad, Chief
Operating Officer, Health
and Recreation Sdn.
Bhd., Menara Mentari,
Jalan Perpaduan, 71050
Port Dickson, Negeri
Sembilan. Spell all
abbreviations and
proofread your work
carefully. Use today's
date

TOPIC 3 Tutorial I - Business Letter

57



Taipkan surat ini
menggunakan format gaya
SEPARA BLOK dan BERTANDA
BACA. Gunakan tarikh hari ini.
Alamatkan surat ini untuk
perhatian Encik Irfan
Nazimudin, Pengurus, Syarikat
Dynamic Millennium, No.
5/16 Jalan Teratai, 28700
Bentong, Pahang. Semak
semula kerja anda yang telah
siap.

TOPIC 3 Tutorial 2 - Business Letter
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Please prepare the memo according to the information given below.
Proofread your work carefully

TOPIC 3 Tutorial 3 - Memos
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Please prepare the memo according to the information given below.
Proofread your work carefully

TOPIC 3 Tutorial 4 - Memos
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TOPIC 3 Tutorial's Answer
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TOPIC 3 Tutorial's Answer
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TOPIC 3 Tutorial's Answer
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TOPIC 3 Tutorial's Answer
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THANK YOU


