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I Meeting a client

Business writing: arranging
a meeting

21.08.2025
13.30-14.50

4-1220 Poenro JI. 8.,
CT.BHKJIAAAITKA

2 Selling a product
Business writing: thanking a

client for purchasing a
product or service

04.09.2025
13.30-14.50

4-1220 Poeuxo JI. B.,
cT.BIZKraAaqKa

J Arranging a social event
Business writing: Proposing

ideas to a manager or
. colleagues

02.10.202s
13.30-14.50

4-1220 Poenro JI. B.,
cT.BriKJIa.qarrKa

4 Ordering a product or
service

Business writing: requesting
information about a product

16.t0.2025
13.30-14.s0

4-1220 Poeuxo JI. B.,
cT.BI,IKIaAaqKa

5 Clarifying roles and
responsibilities

Talking things through
Business writing: Reminding
a colleague about something

10. 03. 2026
13.30-14.50

4-1220 Poeuro JL B.,
cT.BEKlra,qarrKa

6 | Dealing withlayments
I Business writing: Invoicing

_l for a product or service

24.03.2026
13.30-14.50

4-1220 Poenro JI. B.,
cT.BUKnaAaqKa

7 Negotiating in business.
Talking things through

Business writing:
Negotiating business terms

14.04.2026
13.30-14.50

4-t220 Poeuxo JL B.,
cT.BUKIa,4arlKa

8 Informing colleagues about
changes.

Business writing: Notifying
co-workers of a change in
procedure. Notifoing co-

workers of company news.

t2.05.2026
13.30-14.50

4-t220 Poenrco JL B.,
CT.BIIKJIAAAqKA


