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Business English
To provide the student with the basic terms of accounting and
business administration through a survey of each field :
a) Accounting :

- Areas of accounting practice
- Basic Concepts and procedures.

- Using accounting information : Financial Statements of servfce. :
merchandising, and manufacturing companies.

- Terminology of partnership and corporate accounts.
(b) Business Administration :
- The concept of management.
- Business environment.

- Types of Business firms.

- The function of manager (planing - organizing directing - staffing
- Controlling)

- The functions of the firm (Purchasing Finance Marketing
- Production - Personnel)
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