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1 Introduction 2 1 1
2 Secretary etiquette 6 3 3
3 Business email 6 3 3
4 Reception 6 2 2
5 Telephone communication 6 2 2
6 Meeting organization 6 2 2
7 Revision 4 1 1
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Speaking practice
SEEE—:  (—) Aims : Get the students to know how to meet people at the airport/train station...
(=) Contents: Let the student create a dialog “meet people in an office” with their
partners and present in the class.
SEEE —: (—) Aims : Get the students to know how to make and answer a business call
(=) Contents: Let the student create a dialog “Making a phone call” with their
partners and present in the class.
SEEE=: (—) Aims : Get the students to know how to start a business conversation
(=) Contents: Let the student create a dialog “ Canceling a appointment” with their
partners and present in the class.
SEEEPY: (—) Aims : Get the students to know how to arrange a business trip




(=) Contents: Let the student create a dialog “Making a reservation” with their
partners and present in the class.
SEEEF: (—) Aims : Get the students to know how to make a complain
(=) Contents: Let the student create a dialog “deal with customers’ complaint” with

their partners and present in the class.

Applied writing
5L —: Translating invitation samples and write an invitation
SE#E —: Translating notice samples and write a notice
S —: Translating memo samples and write a memo
5K —: Translating minutes samples and write a minute

SEEEDY: Translating reservation letter samples and write a letter
SE# fi: Translating proposals samples and write a proposals

+. HR E) FR

ARFENGEHERE, RS E SN SRR E RS R E A
G (B0) JLE o F . P 40% , HWIARE D IR R ST 60%.

1% N2 AR 2R A BEEAE A R DA A DG 1 SR M e AR I R

N BEEMRBFESHERH
%

[1128223%. (CCRADEIE) EEPR. PR AGE, 2009
[2]FHH, NS, (RSIHESIEMIL) dbal: AMEZCE ST A, 2005
[3] . (EFTEESEHAE) & 4 WA =588 Bk, 2004

I\ w5

ARFE T TR BB RN A 1B R B ARt &, i 22 R S a M TARSEbs,  J1R 1A
A SRR RAE A SEE B H TARRIp A N R 7 B b BB RIS RE , 35972
EAER AN S FAB N AZPRRE ST . W KA A E TR, BTN M REEE
NARHLGVE R 53 e AR b b o1 SCAL R 72w TR, LEAS MBI
BARVIE . A TVHER. REIHE. A ZH. SUCEESEHE WA S s FE SCE (1 5 3%
SR AR AN S N RSO E S AT /)5 21855% . §AEMAERE AT H LK
WHNERD, RSP INEIECREE S, B B SR DS AZbRIRE



