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INTRODUCTION

ARA ARA414 Advanced Arabic Creative Writing is a 2-credit unit
course. It is a 400-level course available to Degree students. The
course is also suitable for anyone who is interested in the study of
Arabic language.



WHAT YOU WILL LEARN IN THIS COURSE

The course consists of 15 units discussed under 3 modules
which involve topics on Advanced Arabic Creative Writing such
as administrative correspondence, business letters, letter writing,
contract letter, letter for delegation of duty, application, research
tools etc. The main topics treated in Advanced Arabic Creative
Writing include definitions of administrative correspondence,
types of administrative correspondence, and the significance of
administrative correspondence. Definitions of personal letter were
treated. Differences between personal letter and other types of
letters including parts of personal letter, examples of personal
letters and important hints on how to write personal letter were
out-lined. Business correspondences are also given interest with
special focus on definitions of business correspondences and its
importance, types of business correspondence, parts and qualities
of perfect letter. Definition of administrative letters, artistic
aspect of administrative letters, attributes of administrative
letters, rules and types of administrative letters were also
attempted.

Report writing was also elaborated with focus on the objective,
organization and how to write a professional report.

In addition, you will learn something about minute taking, types and
parts of minutes and difference between minutes and report, how to
write resignation letter, the proper language, reasons for writing
resignation letter, and some advice before presenting a resignation
letter.

This course material will expose you to other kinds of official letters
such as letter for delegation of duty with focus on the definition, types
and necessary information for writing letter of delegation of duty.
You will also get in touch with Contract letter starting with definition
of contract letter, how to write it, attributes of written contract, basic
elements of contract letter and it importance, letter of litigation for
injustice done to one, how tow to write questionnaire, and issues on
public opinion.



COURSE AIMS

The overall aim of ARA414 is to help you to learn Advanced Arabic
Creative by introducing you to different types of letter writing, and
basic rules which helps you to know the technics involved in
constructing official and unofficial letters, preparation of
questionnaire and tool for gathering public opinion. It also aims at
creating awareness on how to run an administration through knowing
administrative correspondence, letter for delegation of duty and
contract letter.

The specific aim of this course is to make you peruse through the
topics which are carefully selected based on the curriculum of 400-
level, in order to improve your Arabic correspondence to enhance
your writing proficiencies. This will be achieved by:

e Exposing you to administrative correspondence.

Exposing you to the techniques of writing business letters.

Exposing you to the techniques of writing personal letters

Exposing you to how to write a report.

Introducing you to how to write minute.

Introducing you to how to write resignation letter.

Introducing you to how to write letter for delegation of duty.

Introducing you to how to write contract letter.

Introducing you to how to write a litigation letter for injustice.

Helping you to learn how to prepare questionnaire.

Helping you to understand public opinion, factors that affect

public opinion and different kinds of public opinion.

e Providing you with some examples to help you write any of
the official and unofficial letters.

e Providing you with special advice and information in order
to help you understand what to do.

COURSE OBJECTIVES

To achieve the aims set out above there are overall set
objectives. In addition, each unit also has specific objectives. The
unit objectives are always included at its beginning. You will read
them before you start working through the unit. You may want to
refer to them during your study of the unit to check your progress.
You should always look at the unit objectives after completing a
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unit. This way you can confirm whether you have done what was
required of you by the unit.

Stated below are the wider objectives of this course as a
whole. By meeting these objectives, you should have achieved the
aims of the course as a whole.

On successful completion of the course, you should be able to:
e Mention the definition and types of administrative
correspondence.
e Write a personal letter correctly.
Point at differences between personal letter and other types of
letters.
Point out different parts of personal letter.
Point out qualities of a good letter
Mention the reasons that make a worker to resign his job.
Mention the stages of report writing.
To get exposed to minute writing and its types
Write resignation letter very well.
Write letter for delegation of duty correctly.
Write contract letter correctly.
Write a litigation letter very well.
write to prepare a good questionnaire
Get aware of public opinion and factor the influence it.
WORKING THROUGH THIS COURSE

To complete this course, you are required to read the study units,
read recommended books and read other materials provided by the
National Open University of Nigeria (NOUN). Each unit contains
self- assessment exercises, and at points in the course, you are
required to submit assignments for assessment purposes. At the end of
this course, there is a final examination. You will find below list of all
the components of the course and what you have to do.

COURSE MATERIALS

Major components of the course are:
Course Guide

Study Units

Textbooks

Assignment File

Presentation Schedule

DN AW N =



Y ou must obtain a copy of the materials provided by the NOUN. You
may contact your tutor if you have problems in obtaining the text-
books.

SET TEXTBOOKS
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SELF ASSESSMENT EXERCISES (SAEs)

Each unit contains a number of self-tests. In general, these self-
tests examine you on the material just covered or require you to apply
them in some ways and thereby, help you to evaluate your progress
and performance in your assignments. The exercises will assist you in
achieving the stated learning objectives of the individual units and of
the course.

TUTOR — MARKED ASSIGNMENTS (TMAs)

This Course contains a number of tutor-marked assignments you
need to submit. The best three (i.e., the highest three of the five marks)
will be counted. They will constitute 30 %, of your total course mark.

You should be able to complete your assignments from the
information and materials containing in your set textbooks, reading
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and study units. However, you are advised to use other references to
broaden your view point and provide a deeper understanding of the
subject.

When you have completed each assignment, send it together
with Tutor-Marked Assignment (TMA) form to your tutor. Make sure
that each assignment reaches your tutor on or before the deadline
given in the assignment file. If, however, you cannot complete your
work in time, contact your tutor before the assignment is done to
discuss the possibility of an examination.

FINAL ASSESSMENT

There are two types of assessments in the course. First are the
Tutor-Marked Assignments while the second are the written
examinations. In tackling the assignment, you are expected to apply
information and knowledge acquired during this course. The
assignments must be submitted to your tutor for formal assessment in
accordance with the deadlines stated in the assignment file. The work
you submit to your tutor for assessment will count for 30% of your
total course mark.

At the end of the course, you will need to sit for a final two-hour
examination. This will also count for 70 % of your course mark.

FINAL EXAMINATION AND GRADING

The final examination of ARA132 will be of two hours' duration
and 70% have a value of the total course grade. The examination will
consist of questions which reflect the type of self-testing, practice
exercise and tutor-marked problems you have come across. All areas
of the course will be assessed.

You are advised to revise the entire course after studying the last
unit before you sit for the examination. You will find it useful to
review your tutor- marked assignments and the comments of your
tutor on them before the final examination.

COURSE MARKING SCHEME
This table shows how the actual course marking is broken down.

Assessment Marks

Tutor — Marked Assignment Best three marks out of five
count @ 10% each = 30%
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marks

Final Examination 70% of overall course marks

Total 100% of course marks

Table 1: Course Marking Scheme
PRESENTATION SCHEDULE/ COURSE OVERVIEW

The presentation Schedule given below gives you the important
dates for the completion of tutor-marked assignments and attending
tutorials. Remember, you are required to submit all your assignments
in good time. You should guard against being late in submitting your

work.

Unit | . Week | Assessment
s | [lileofwork s (End of unit)
activit
* y
1 4g )N ) yall 1 Assignment 1
2 duadlill Al 2 | Assignment 2
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HOW TO GET MOST FROM THIS COURSE
In distance learning the study units replace the university

lecturer. This is one of the great advantages of distance learning; you

can read and work through specially designed study materials at your
own pace, and at a time and place that suit you best. Think of it as
reading the lecture instead of listening to lecturer. In the same way
that a lecturer might set you some reading to do, your study units
provide exercises for you to do at appropriate points. Each of the
study units follows a common format. The first item is an introduction
to the subject matter of the unit and how a particular unit is integrated
with the other units and the course as a whole. Next is a set of
learning objectives. These objectives let you know what you should
be able to do. When you have finished the units, you must go back

and check whether you have achieved the objectives. If you make a

habit of doing this, you will scientifically improve your chances of

passing the course.
The main body of the units guides you through the required
reading from other sources.

Reading Section
Remember that your tutor's job is to help you. When you need

help, don't hesitate to call and ask your tutor to provide it.

I  Read this course guide thoroughly.

2 Organize a study schedule. Refer to the ‘course overview’ for
more details. Note the time you are expected to spend on each
unit and how the assignments relate to the units. Whatever
method you choose to use, you should decide on and write in
your own dates for working on each unit.

3 Once you have created your own study schedule, do everything
you can to stick to it. The major reason that students fail is that
they get behind with their course work. If you get into
difficulties with your schedule, please let your tutor know before
it 1s too late for help.

4  Turn on unit 1 and read the introduction and the objectives for
the unit.

5 Assemble the study materials. Information about what you need
for the unit is given in the "Overview” at the beginning of each



unit. You will almost always need both the study unit you are

working on and one of your set books on your desk at the same

time.

6  Work through the unit itself has been arranged to provide a
sequence for you to follow. As you work through the unit you
will be instructed to read sections from your set books or other
articles. Use the unit to guide your reading.

7  Review the objectives for each study unit to confirm that you
have achieved them. If you are not sure about any of the
objectives, review the study material or consult your tutor.

8  When you are confident that you have achieved a unit's
objectives, you can then start on the next unit. Proceed unit by
unit through the course and try to face your study so that you
keep yourself on schedule.

9  When you have submitted an assignment to your tutor for
marking, do not wait for its return before starting on the next
unit. Keep to your schedule. When the assignment is returned,
pay particular attention to your tutor's comments, both on the
tutor-marked assignment from and also on what is written on the
assignment. Consult your tutor as soon as possible if you have
any questions or problems.

10  After completing the last unit, review the course and prepare
yourself for the final examination. Check that you have achieved
the unit objectives (listed at the beginning of each unit) and the
course objectives (listed in this course guide).

TUTORS AND TUTORIALS
There are 8 hours of tutorials provided in support of this course.

You will be notified of the dates, times and location of these tutorials,

together with the name and phone number of your tutor, as soon as

you are allocated a tutorial group.

Your tutor will mark and comment on your assignments, keep a
close watch on your progress and on any difficulties you might
encounter. He will also provide assistance to you during the course.
You must mail your tutor — marked assignments to your tutor well
before the due date (at least two working days are required). They will
be marked by your tutors and returned to you as Do not hesitate to
contact your tutor by telephone, e-mail, or discuss with him if you
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need help. The following might be circumstances in which you would
find help necessary.

CONTACT YOUR TUTOR IF:

* You do not understand any part of the study units or the
assigned readings.

* You have difficulty with the assessment exercises.

* You have a question or problems with an assignment, with your
tutor's comments on an assignment or with the grading of an
assignment.

You should try your best to attend the tutorials. This is the only
chance to have face to face contact with your tutor and to ask
questions which are answered instantly. You can raise any
problem encountered in the course of your study. To gain the
maximum benefit from course tutorials, prepare a questions list
before attending them. You will learn a lot from participating in
discussion actively.

SUMMARY

ARA 414 introduces you to administrative correspondence,
types of correspondences in any given administration and the
processes involved in writing a corresponding letter. In the same vein,
it introduces you to different kinds of official and unofficial letters,
ways of writing them and important hints that will help you carry
along with your affairs in any establishment. Upon completing this
course, you will be able to identify the different forms of
correspondences in an administration such as Memorandum of
Understanding or Memorandum of Action, Reports, Minutes, Letter
for delegation of duty, and different kinds of official letters such
applications, contract letters, business letters, letter of litigation, and
unofficial letters such as all types of personal letters.
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