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Secretarial Practice (third Year)<
Syllabus (Two periods weekly) 

oÖ^nÖ]<Ì’×Ö<íèˆé×¨ý]<íÇ×Ö^e<íè…^i†ÓŠÖ]<ì^Ú<
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<ÄÎ]çe<H<DÙ^¹]<Ñç‰<æ<ÐèçŠjÖ]<æ<ì…]÷]<ífÃE}<^éÂçf‰_<á^j’u{<

Subject month
1- Accounting cycle: 

- Final accounts & Balance sheet.  
2018 

September 
+ 

1/2October 
- The financial statement. 
- Income statement. 
- Position statement. 
- Owner's equity statement. 
- Cash flow statement. 

1/2October 
November 

2- Travel Service: 
- Duties of secretary before the boss leave. 
- Duties of secretary while the boss is away. 
- Duties of secretary when the boss come back 

3- Report writing. 
- report definition 
- Kinds of Report 
- Essential of a good report 
- Different types of report. 
- Revision. 
- Examination.  

December 
2018 

1- Banking: 
- Kinds of banking. 
- Commercial bank. 
- Kinds of account. 
- Statement of account  

2019 
February 

2- Meeting and conference: 
- Duties of secretary before- during and after the meeting. 
- Preparing the notice, agenda, minute. 

March 

3- Application. 
- Letter of application. 
- Bio Data. 
- Curriculum vitae (C.V). 
- General revision. 
-  Model of examination. 

April 

<<<<<<<<<<<<<<<<<<…‚¹]<†è‚Ú<HHH<‚ÛjÃè<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<ì^¹]<Í†Ú<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<ì^¹]<Œ…‚Úí‰<
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Exercise page Subject month
Exercise No: (1) 4 Final accounts 2018 

September Exercise No: (2) 7 
Exercise No: (3) 10

Financial statement 
October 

+ 
 November 

Exercise No: (4) 13
Exercise No: (5) 16
Exercise No: (6) 19
Exercise No: (7) 22
Exercise No: (8) 25
Exercise No: (9) 28 Travel Service December 

2018 
Exercise No: (10) 31
Exercise No: (11) 34 The reports Exercise No: (12) 37
Exercise No: (1) 4 

Banking 
2019 

February 
 + 1/2 March 

Exercise No: (2) 7 
Exercise No: (3) 10
Exercise No: (4) 13
Exercise No: (5) 16

Meeting 1/2 March Exercise No: (6) 19
Exercise No: (7) 22

April Exercise No: (8) 25
Letter of application Exercise No: (9) 28

Exercise No: (10) 32
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Subject The Final accounts 
Aims To define student what is The Final accounts.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Trading account K{uì†q^j¹] gross loss ì…^Š¤]ØÛ¥
profit and loss account †ñ^Š}æ|^e…_K{u net profit xe†Ö]îÊ^‘
gross profit xe†Ö]ØÛ¥ net loss ì…^Š¤]îÊ^‘

The Final accounts 
1- The Trading account: 
is a final account showing the gross profit or gross loss of a business. 
2- The profit and loss account: ( P. & L. a/c ) 

Is a final account showing the net profit or the net loss of a business. 
1- The Trading account: 

DR.                       for the year ending ---/---/٢٠١--                       CR. 
 

Stock at first      a/c 
Purchases            a/c 
Sales returns      a/c 
Sales allowances a/c 
Carriage inwards a/c 
Discount allowed a/c 

Profit & Loss        a/c ( 
Gross Profit ) 

XX 
XX 
XX 
XX 
XX 
XX 
XX 

Sales        a/c 
Purchases returns a/c 
Purchases allowances a/c 
Discount received a/c Stock 
at end a/c 

 
 
Or profit & Loss a/c 

( Gross Loss ) 

XX 
XX 
XX 
XX 
XX 

 
 

XX 

XXX XXX 
 
Dr. = Debit side         Cr. = Credit side 
Net Sales = Sales – (sales returns and allowances + discount allowed) 
Net purchases = purchases + purchases expenses – (purchases returns and allowances + 
discount received) 
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2- The profit and loss account: ( P. & L. a/c ) 

 
DR.                       for the year ending ---/---/٢٠١--                       CR. 

 

Or Trading a/c 
( Gross loss ) 

Rent  a/c 
Wagesa/c 
Water & Lighting a/c 
Carriage out a/c  
Fire insurance a/c 
Advertising a/c  
General expenses a/c 
Bad debts a/c 
Debit interest a/c 
Capital a/c 

( Net profit ) 

XX 
 
 

XX 
XX 
XX 
XX 
XX 
XX 
XX 
XX 
XX 
XX 

Trading a/c 
( Gross profit )  
Rent received a/c 
Credit interest a/c  
Coupons a/c 

 
 
 
 
 
 
 
 
 
 
 
 
Or capital a/c 

( Net Loss ) 

XX 
 
 

XX 
XX 
XX 

 
 
 
 
 
 
 
 
 
 
 
 

XX 

XXX XXX 
 

-   Net profit = (Gross profit – Current expenses) + other revenue 
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Subject The balance sheet

Aims To define student what is The balance sheet.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic 

Fixed assets íje^mÙç‘_ Furniture p^m_
Capital Ù^¹]Œ_… Depreciation Õøâ]“’§
Drawings l^eçvŠ¹] Debtors áçßè‚Ú

The balance sheet 
The balance sheet is a statement of the assets, liabilities and capital of a business firm at a 
specific moment and specific date. 
Liabilities                             as at ---/---/٢٠١-                                      Assets 

Capital XX  Fixed assets   

(Less) – Drawings XX  Buildings XX  
Add + Net profit XX XX -  Depreciation XX XX 

Fixed Liabilities   Furniture XX  
Long-term loans  XX -  Depreciation XX XX 

Current liabilities   Machines XX  
Creditors XX  -  Depreciation XX XX 

Bills payable XX XX Current Assets   
   Stock at end XX  
   Debtors XX  
   Bills receivable XX  

   Securities XX XX 

   Liquid Assets   
   Bank XX  
   Cash XX XX 

Other credit balances   Other debit balances   
Income received in advance XX  Expenses paid in advance XX  
Accrued expenses XX XX Accrued income XX XX 

Total Liabilities & O.E  XX Total Assets  XX 

The balance sheet shows the financial position 
Trial Balance is a list of balances as they appear in the ledger 
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Subject The financial statements

Aims To define student what is The financial statements.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

income statement Ø}‚Ö]íÛñ^Î owner's equity íéÓ×¹]ÑçÏu
financial position  êÖ^¹]ˆÒ†¹] partnership ”^~_íÒ†
Distribution statement Äè‡çjÖ]íÛñ^Î cash flows íè‚ÏßÖ]l^ÏÊ‚jÖ]

The financial statements 
The main financial statements of a firm are: 

1- The income statement, it is the summary of the final accounts 
2- The financial position statement, which declares assets, liabilities and 
owner's equity. 
3- Distribution statement, using at a partnership and a corporation. 
● owner's equity statement using  in a proprietorship . 
4- The cash flows statement (the funds flows statement), which declares 
the sources and uses of funds during a certain period of time. 
 
Current assets are assets that are held for resale to the customers 
 
 Net sales = sales – ( sales discount + sales returns and allowances ) 
 Net cost of purchases = (purchases at the invoice price + purchases expenses) 

– (purchases discount + purchases returns and allowances  ).  
 Cost of goods sold =       Beginning inventory 

                                                 +Net cost of purchases 
                                            =Cost of goods available for sale 
                                                       -Ending inventory 
                                                         =Cost of goods sold   

 Gross profit = Net sales – cost of goods sold 
 Net profit = ( Gross profit – Current expenses ) + other revenue 
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………….. Stores    قائمة الدخل لنشأة تجارية  
The income statement as at 31/12/……….  . 

Sales   **** 
                       sales discount                           + **** - 

sales returns & allowances **** **** 
Net Sales   ****

Beginning inventory **** 

purchases ****  
+ carriage in ****  

 **** + -
purchases discount (****)  

purchases returns & allowances (****)  
+ Net purchases **** 

Cost of goods available for sale **** 

- Ending inventory **** 

Cost of goods sold  ****
Gross Profit  ****

Salaries & wages **** 

debit interest + **** -
General expenses  **** **** 

   **** 

Coupons   **** +
Credit interest + **** **** 

Net Income  **** 
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Subject owner's equity statement

Aims To define student what is the owner's equity statement.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

owner's equity íéÓ×¹]ÑçÏu Capital at ending ìËÖ]†}aÙ^ÚŒ]…
Capital at beginning ìËÖ]Ùæ]Ù^ÚŒ_… Sales discount l^Ãéf¹]î×ÂÜ’}
Drawings                  l^eçvŠ¹] Cost of goods sold íÂ^f¹]íÂ^–fÖ]íË×Ói

Owner's equity statement 
 

- (Beginning capital + Net income) - Drawings = ending capital 
 

…………… Stores   قائمة حقوق الملكية  
owner's Equity statement as at 31/12/………   

owner's equity 
Capital at beginning **** 

 + Net income **** 

OR **** 

- Drawings                     **** 

Capital at ending ****
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Subject financial position statement

Aims To define student what is the financial position statement.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

assets Ùç‘_ Current assets íÖæ]‚jÚÙç‘_
liabilities Ýç’} Fixed assets Ùç‘_íje^m
owner's equity íéÓ×¹]ÑçÏu Bills Receivable ˜fÎÑ]…æ_

Financial position statement 

- The financial position statement, which declares assets, liabilities and 
owner's equity. 
Current assets are assets that are held for resale to the customers 

 

a- Income statement shows net profit or net loss 
b- owner's equity shows ending capital at the end of the year 
c- financial position statement shows assets liabilities and equity 
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………………. Stores    قائمة المركز المالي  
The financial position statement as at Dec., 31 , ……. 

Assets 
Cars  ***

Furniture  ***
Buildings  ***

Equipment  ***
Stock at end 

Cash  ***
Bank  ***

Debtors  ***
Bills Receivable  ***

Ending inventory  ***
Total Assets ***

Liabilities and owner's equity
Liabilities 

Loans  ***
Creditors  ***

Bills payable  *** ***
owner's equity 

Capital at beginning ***
+ Net Income ***

 ***
- Drawings ***

Capital at ending ***
Total of Liabilities ***
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Subject financial statement

Aims To define student what is the financial statement.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Buildings  êÞ^fÚ Loans šæ†Î
Equipment  l]‚ÃÚ Creditors áçßñ]
Stock at end ì‚¹]†}aíÂ^–e Bills payable ÄÊÑ]…æ_

Financial statement 
 

- d- cash flows statement shows sources and uses of funds 
- e- sales discount shows discount allowed 
- f- purchases discount shows discount received 

 
- Assets = Liabilities + owner's equity 
- Liabilities = Assets - owner's equity 
- Cost of goods sold = (Beginning inventory + Net purchases) – 

Ending inventory 
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Subject   Income statement at service firm 

Aims To define student what is the Income statement at service firm.
Aids Set book   - Black board

Items:                             New words 
English Arabic English Arabic

Taxes gñ]†• Please send Ø‰…]Ô×–ÊàÚ
Shipping documents àvÖ]l]‚ßjŠÚ Marks & Numbers l^ÚøÂæÝ^Î…_
Dear sir ëˆèˆÂ Terms of payment ÄÊ‚Ö]½æ†

Financial statement 

- Gross profit = Net sales – net purchases.     
- The income statement is a summary of the final accounts. 
- Financial position is a statement shows assets, liabilities and 
owner's equity 

  Income statement at service firm 
For the year ended 31/12/20……….. 

 

Service revenue
Expenses 

Wages Rent 
Gaz & oil 

 
Total expenses 

Net income

 
 
 

X
X 
X

XX
 
 

( - ) 

XX  

XX
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Subject cash flows statement

Aims To define student what is the cash flows statement.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Increase in liabilities Ýç’¤]îÊì^èˆÖ] Decrease in assets Ùç‘ù]îÊ“ÏßÖ]
financing activities íéÖ^¹]íŞÞù] collection lø’vjÚ
Cash flows íéÖ^¹]l^ÏÊ‚jÖ] payment l^ÂçÊ‚Ú

Cash flows statement 
- Cash flow Statement shows sources and uses of funds 

íè‚ÏßÖ]l^ÏÊ‚jÖ]íÛñ^Î…………. Stores  
Cash flows statement as at Dec., 31,201. 

Cash at the beginning of the year  ***
+ Add: Cash flows  

Net profit *** 

Increase in liabilities *** +
Decrease in assets *** 

Net cash flows provided by financing activities *** ***
 

-Less: cash out flows  
Net losses *** 

Decrease in liabilities *** -
Increase in assets *** 

Net cash flows paid for financing activities *** 

 ***
Cash at the end of the year  ***
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íŞéŠfÖ]íè‚ÏßÖ]l^ÏÊ‚jÖ]íÛñ^Î…………. stores 
Cash flows statement as at Dec., 31,201. 

Cash at the beginning of the year  ***
( + ) collection in cash  

*** +
*** ***

 
( - ) payment in cash  

*** -
*** 

 ***
Cash at the end of the year  ***

 
 

<
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Trip schedule to ………… 
From : Saturday 7 th Dec., 2013    To : Monday 9 th Dec., 2013     
Saturday 7  th Dec., 2013     
- Departure from ……. airport …....                                    hrs.8 
- Arrival ……… Airport                                                      hrs.15 
- Check in Hilton Hotel …………..                                    hrs.16 
Sunday  8 th Dec., 2013     
- Attend the international Exhibition                                    hrs.9  
- Lunch at the restaurant ………..                                    hrs.12 
Monday 9 th Dec., 2013     
-. Leave Hilton Hotel                                                         hrs.9 
- Departure from …….. air port ..                                    hrs.11 
- Arrival ………Airport                                                          hrs.18 

Subject Travel Service

Aims To define student what is the Travel Service.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

boss ‹éñ†Ö] trip schedule í×u†Ö]Ùæ‚q
secretary i†ÓŠÖ] leaves ì…^ÇÚ
duties l^fq]æ health certificate íév‘ì^ã

Duties of the secretary 
Duties of a secretary before the boss leaves: 

1- He must get the necessary information about the trip. 
2- He must reserve the tickets of travel and return back and a suitable 
Hotel near by the business he is leaving to. 
3- When travelling abroad, he must:→ Get a visa on his passport 
→ Obtaining the health cer8ficate 
4- Converting money into foreign currency  5- Preparing the trip schedule 
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Subject Duties of the secretary

Aims To define student what is the Duties of the secretary.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

instructions l^Ûé×Ãi incoming mail …]çÖ]‚èÖ]
appointments ‚éÂ]çÚ Arrangements l^féi†i
apologize …]„jÂ] A map íŞè†}

Duties of the secretary 
Duties of the secretary while the boss is absent: 

1- The secretary must follow his boss's instructions carefully 
2- He must treat with the mail according to his boss's instructions. 
3- He must cancel or change all appointments of his boss & apologize 

on behalf of his boss. 
4- He must record the incoming mail and calls 

Duties of the secretary when the boss returns back: 
1- He must inform his boss of the results of the outstanding matters 

discussed before. 
2- He must tell him about the new matters appeared during his absence. 
3- He must offer him a summary of the mail answered. 
4- He must present him all papers & documents need his attention & 

Signature. 
5- He must present him a list of telephone calls and office callers and a dairy 
with new changes.  
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٢١

Subject Report  Writing

Aims To define student what is the Report  Writing.
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Report  Writing †è†ÏjÖ]íe^jÒ observation í¿uøÚ
correspondents lø‰]†Ú recommendations l^é‘çi
interviews løe^ÏÚ Appendices ÐuøÚ

Report Writing 

A report means an account or statement which describes an opinion, 
situation, which is the result of observation or enquiry. 
-   Methods of collection of data: 

a- By direct personal observation. 
b- By interviews. 
c- By receiving estimated from correspondents. 
d- By questionnaires. 

-   Parts of report: 
a- Title and date. 
b- Introduction. 
c- Body of the report. 
d- Conclusions of recommendations. 
e- Signature. 
f-  Appendices. 
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Subject Report  Writing

Aims To define student what is the Report  Writing
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

individual ë†Ê Adapted ‚ÛjÃÚ
meeting Å^Ûjq] Clear x•]æ
Concise ˆqçÚ confidential report ë†‰†è†Ïi

Report  Writing 
 
 

-   Kinds of reports: 
a- An individual report. 
b- A meeting report. 

 
 

-   Essential of a good report: 
a- Accurate. 
b- Clear. 
c- Concise. 
d- Logically arranged. 
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Subject Revision 

Aims To training student on general examination 
Aids Set book    - Black board
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Second Term 
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Secretarial Practice (third Year)<
Syllabus (Two periods weekly) 

oÖ^nÖ]<Ì’×Ö<íèˆé×¨ý]<íÇ×Ö^e<íè…^i†ÓŠÖ]<ì^Ú<
D<l]çß‰<‹Û¤]<<Ý^¿ÞE<íè…^rjÖ]<íèçÞ^nÖ]<Œ…]‚¹^e<

<ÄÎ]çe<H<DÙ^¹]<Ñç‰<æ<ÐèçŠjÖ]<æ<ì…]÷]<ífÃE}<<á^j’u^éÂçf‰_{<

Subject month
4- Banking: 

- Kinds of banking. 
- Commercial bank. 
- Kinds of account. 
- Statement of account  

2018 
February 

5- Meeting and conference: 
- Duties of secretary before- during and after the meeting. 
- Preparing the notice, agenda, minute. 

March 

6- Application. 
- Letter of application. 
- Bio Data. 
- Curriculum vitae (C.V). 
- General revision. 
-  Model of examination. 

April 

<<<<<<<<<<<<<<<<<<…‚¹]<†è‚Ú<HHH<‚ÛjÃè<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<ì^¹]<Í†Ú<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<<ì^¹]<Œ…‚Úí‰<
<<<<<<<<<<<<K_                        <<<<<<<<<<<<<<<<<<<<<<<<K_                                      <<<<<<<<<<<<<<<<<<K] <
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Subject Banking

Aims To define student what is the Banking 
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

intermediate ¼é‰æ Agriculture bank íéÂ]…‡Õçße
money çÏÞ Industrial bank íéÂ^ß‘Õçße
borrow š†Ïè Social bank íéÂ^ß‘Õçße

Banking 
Banking, Banker and Bank these words are use as a part of their 

name of Banks. 
Definition: 

- Banks are businesses that sell many different services, 
- Bank is a dealer in money, he is an intermediate party between the 

borrower and the lender 
- Banks try to make a profit on their activities. 
- Without banks, buying and selling products (goods and services) be 

very difficult. 
- Banks helping us use money, save money and borrow money. 

The Bank statement of Account 
A bank statement of account that shows additions to and 

subtractions from an account during a specific period according to the 
bank's records. 

Debit Operation Credit Operation 
 Balance 

Withdraws Deposit 
Purchases Selling 
Payment Collect 

Bank commissions and charges Bills discounted 
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The bank Statement of account حساب البنك كشف  

…………………….. Bank,  
…………… 

The bank Statement No. …….
Customer name: ……………………………..         Current a/c no: ………. 
                             …………………………………
For the period: ……………………..          To: …………………..       

Date Details Debit Credit Balance
May, 1, 2015         Credit balance                   xx xx
May,4, 2015          Purchases of investments               xx  xx

May,12, 2015         Sales of investments. xx xx
May,18, 2015     Cash deposit (deposit slip No.55) xx xx
May,25, 2015         Payment by plastic card                 xx  xx
May,27, 2015    Collection of bills receivable No.45  xx xx
Mar.,30, 2015   Bank Commission and charges              xx  xx

May,31, 2015    Total xx xx xx

Your balance as at    ………………                 is L.E.  xx 
P.P. Current Account Dept.           P.P. General Accounts Dept. 

                  ………………….                                               ……………

 
 

<
<

<

<
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Subject Kinds of Banks

Aims To define student what is the Kinds of Banks
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

controller of credit á^Ûjñ÷]gÎ]†Ú Nations economic êÚçÏÖ]^’jÎ÷]
Nation's Reserves êÚçÏÖ]ê^éju÷] Investment l]…^Ûnj‰]
Lender š†ÏÚ Financial institution íéÖ^ÚíŠ‰öÚ

Kinds of Banks 
1- Commercial Banks:- 
2- Central Bank:- 
3- Industrial Banks :- 
4- Agricultural Banks:- 
5- Saving Banks:- 
6- Housing & Development Banks :- 
7- Social Banks :- 

Functions of central Bank:- 
1- Bank of issue :- 
2- Banker to the government :- 
3- Banker's bank :- 
4- Lender of the last resort :- 
5- Custodian of Nation's Reserves of International Currencies:- 
6- Clearing functions :- 
7- The controller of credit :- 

<

<

<

<

<
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Subject Commercial Banks

Aims To define student what is the Commercial Banks
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Accepting of deposits Äñ]çÖ]ÙçfÎ agents ðøÒæ
credit facilities íéÞ^Ûjñ]løéãŠi trustees …^Ûnj‰]ð^ßÚ_
securities íéÖ^ÚÑ]…æ_ Safe custody l^Þ^Úù]ÀËu

Commercial Banks 
The commercial banks are financial institution that receives deposits 

from natural and legal persons and lends out loans and credit facilities to 
borrowers. 

-   The main functions of commercial banks:- 
１- Accepting of deposits : 
２- Advancing of loans : 
３- Granting of credit facilities  
４- Transfer of cash at home and abroad: 
５- Providing of foreign currencies : 
６- Safe custody : 
７- Facilitaing foreign trade operation : 
８- Receiving of cheques and bills under collection. 
９- Purchase and sale of securities  
１０- Acting as agents and trustees : 
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Subject Kinds of account

Aims To define student what is the Kinds of account
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

current account ë…^qh^Šu notice deposit Ðe^‰…^Ş}deÄñ]æ
time deposit ØqùÄñ]æ cheque book l^ÓéÊ
Saving accounts l^e^Šu…^}] expiry ìËÖ]íè^ãÞ

Kinds of account 
１- The current account: 
２- The time deposit account: 
３- The notice deposit account: 
４- Saving accounts: 
 

a- The balance of current account can be withdraw by cheques on demand. 
b- The balance of saving account can be withdrawn on demand. 
c- The balance of notice deposit account cannot be withdrawn except notice 

has been given to the bank. 
d- The balance of the time deposit account cannot be withdraw except after 

expiry of an agreed upon period of time 
e- The customer applies a cheque book for drawing money required. 
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Subject Meeting and conferences

Aims To define student what is the Meeting and conferences
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Meeting Å^Ûjq] A Notice  ìçÂÅ^Ûjq÷]
conferences l]†³öÚ Duties of a secretary i†ÓŠÖ]l^fq]æ
gathering ÄÛŸ members ð^–Â_

Meeting and conferences 
A meeting is a gathering of people for special purpose. 

 
Duties of a secretary before the meeting: 

1- Send a notice to the members. 
2- Prepare the agenda. 
3- Book a suitable and prepared place for the meeting. 
4- Collect any papers or document from the members who cannot present. 
5- Collect the items required for the meeting. 

 
1- The notice: 

It is an invitation to attend the meeting and must be informed of the date, 
the time, purpose and place of the meeting. 
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A Notice  Å^Ûjq÷]ìçÂ 
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Jan., 15,2013                                                         ,.الشركة الداعية للاجتماع..……… 
 .Cairo ,.العنوان   

Mr. ............ المدعو,  

Director of ……………. department   وظيفته 

A meeting of directors team will be held in   مكان الاجتماع on  تاريخ
  ما يتم مناقشته فى الاجتماع  am to discuss the  وقت الاجتماع at الاجتماع

                                                                          Vice president 

                                                   Mr. توقيع نائب الرئيس 
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Subject 2- The agenda:

Aims To define student what is the  The agenda: 
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

The agenda: Ù^ÛÂù]Ùæ‚q the quorum êÞçÞ^ÏÖ]‚ÃÖ]
discussed Î^ßi absent gñ^Æ
seating arrangements ‚Â^Ï¹]l^féi†i decisions l]…]†Î

 
2- The agenda: 

It is a list of items of business issues which are to be discussed at the 
meeting. 

agenda 
  

 
 
 
 
 
 
 
 
 


 
 
 
 
 
 

للاجتماع الداعية الشركة  .,                                                      Jan., 1,2016 
 .Cairo ,.عنوانها

AGENDA 
 Meeting  مكان الاجتماع – تاريخ الاجتماع. 
   1- The approval for the prior minutes  
   2- Discussing unfinished business. 
   3- Discussing the  تم مناقشته فى الاجتماع  ماي . 
   4- Any other business. 

                                                   Vice president 
                                                  Mr. الرئيس نائب توقيع  
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Duties of a secretary during the meeting 
1- Go early to prepare and arrange the papers, files and documents needed. 
2- Arrange for direction signs. 
3- Make sure that the seating arrangements are in order. 
4- Record names of present and absent members. 
5- Ensure that the quorum of members is correct. 
6- Read the minutes and decisions of the last meeting. 
7- Record any decisions taken on the meeting. 

 
 

Duties of a secretary after the meeting: 
1- Return all documents to the office. 
2- Type the minutes in its final form. 
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Subject 3- The minute:

Aims To define student what is the minute: 
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

spare copies íéÊ^•]ŠÞ Held ‚ÏÂ
Relevent Ðémæí×’Ö] resolution passed ì…‚’¹]l]…]†ÏÖ]
Treasurer °Ú_Ñæ‚ß’Ö] business transacted íÖæ]‚j¹]Ù^ÛÂù]

 
3- The minute: 

It is a record of business transacted and the resolution passed. 
4- The quorum: 

Is the minimum number of members needed to start a meeting. 
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The Minute  محضر الاجتماع 
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Subject Letter of Application

Aims To define student what is the  Letter of Application:
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Job Application íËé¾æg× Resignation                  íÖ^Ïj‰]
Interview             í×e^ÏÚ applicant íÏé¾çÖ]gÖ^
Appointment       °éÃi intelligence ð^Òƒ

Letter of Application 
Kinds: 

-   Job Application            (Letter of application) 
-   Interview                      (letter for interview) 
-   Appointment               (Letter of appointment) 
-   Resignation                  (Letter of resignation) 

- Before you can apply for any position, you must ask yourself some 
questions: - Are you suitable as a Candidate for the job in both 
personality and qualifications. 

- The most usual way of applying for a job is by sending a letter 
Job Application            (Letter of application) 

- " Is a letter written by an applicant requesting a post in response to a 
news paper's advertisement " 

- An application is "a test of your intelligence " 
Bio Data: 

It is a personal data sheet giving full name, address telephone Number, 
social security number, age, height, weight, marital status, dependents 
or children, references education, work experience and interests. 
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Bio Data: 
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Subject Letter of Application

Aims To define student what is the  Letter of Application:
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Experience ì} Bio Data íé’~l^Þ^éeíËév‘
opportunity í‘†Ê employer ØÛÃÖ]gu^‘
curriculum vitae íéi]„Ö]ìŠÖ] an employee Ì¾ç¹]

 
Bio-data – Data sheet - C.V.: 

Is a statement showing the name of applicant, his age, academic and other 
qualifications, experience and references. 

 
 

Parts of an application letter:  
a) A personal record sheet (Data sheet) or "curriculum vitae" "C.V" it shows the 
details of the applicant. 
b) A short letter addressed to the employer showing the chief points of 
the applicant he wishes to make stress on 
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Subject Letter of Application

Aims To define student what is the  Letter of Application:
Aids Set book    - Black board

Items:                             New words 
English Arabic English Arabic

Social statue íéÂ^Ûjq÷]íÖ^£] References Äq]†¹]
Skills l]…^ãÚ Age †ÛÃÖ]
Nationality íéŠß¢] Education Üé×ÃjÖ]

 

 

C.V and information: 
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Name: …………………………..        

Nationality: ………………. 

Age: …………………… 

Education: ………………………………. 

References: …………………………………………………. 
Previous Experience: …………………………………….. 

Remarks: I have ……………………………………….. 
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Subject Revision

Aims To Prepare student about the examination: 
Aids Set book    - Black board

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Examination 
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Subject Revision

Aims To Prepare student about the examination: 
Aids Set book    - Black board
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Subject Revision

Aims To Prepare student about the examination: 
Aids Set book    - Black board
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