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Weeks Content Credit
(Term 1) Week 1-2 Introduction 4
Week 3-4 Unit 1: Business English Writing: 4
Definition, Writing Process, Principles;
Contemporary Communication Tools
P 9% 01 5 VR SR AL T IR 41
Week 5-6 Unit 2: Basic Types of Business 4
Documents: Business Letters and Reports
45 B B AR A U A 55 R
&SR
Week 7-8 Unit 3:Notices B4 4
Week 9-10 Unit 4:Invitations 8% B 4
Week 11-12 Unit 5:Memos #5753 4
Week 13-14 Unit 6:Minutes £ii23% 4
Week 15-16 Unit 7:Company profiles A H] 4
4
Week 17-18 Unit 8:Name Cards 44 F 4
(Term 2) Week 1-2 Unit 9: Product Promotion 4
Copies /= inffE) LR
4

Week 3-4

Unit 10: Product Descriptions
77 b Ul A




Week 5-6 Unit 11: Sales Letters 445 & 4

Week 7-8 Unit 12: Sales Contracts 446 4
&[]

Week 9-10 Unit 13: Complaint Letters #% 4
VF R

Week 11-12 Unit 14: Adjustment Letters 3 4
i R

Week 13-14 Unit 15:Resumes i}/ 4

Week 15-16 Unit 16:Job-application Cover 4
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Week 17-18 Review 4
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Part One: Introduction B %% S/EEAANH

Unit 1: Business English Writing: Definition, Writing Process, Principles;
Contemporary Communication Tools
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Unit 2: Basic Types of Business Documents: Business Letters and Reports
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Part Two: Company Routine A& HEZE 51E
Unit 3:Notices J# %/

Unit 4:Invitations 381 pR

Unit 5:Memos 5 53¢

Unit 6:Minutes 2> 105

Part Three: Company Publicity A S X4 EAEEE
Unit 7:Company profiles 2 & /44

Unit 8:Name Cards %4

Unit 9: Product Promotion Copies /= i) &

Unit 10: Product Descriptions 7= it it FH 45

Part Four: Foreigner Trade Communication #1525 758 54k
Unit 11: Sales Letters 485

Unit 12: Sales Contracts 484 [A]

Unit 13: Complaint Letters #¢i/f

Unit 14: Adjustment Letters ¥ p&

Part Five: Job Hunting SKER N HEE{E
Unit 15:Resumes {#] /)
Unit 16:Job-application Cover Letters >R H{E
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Sk —. Business English Writing: Definition, Writing Process, Principles;
Contemporary Communication Tools
(— ) Aims : Get the students to know business english writing: definition,
writing process, principles; contemporary communication tools.
(=) Contents: Introduction to Business English Writing.
SEEE —.. Basic Types of Business Documents: Business Letters and Reports
(—) Aims : Get the students to know basic types of business documents: business letters
and reports.
(=)Contents: formats and languages of business letters and reports
SEEE =, Practise the skills of writing notices.



(—) Aims : Get the students to know the format and skills in writing notices.
(=) Contents: Practise addressing an envelope and writing different parts of a notice
SEEEDY . Practise the skills of writing a invitation.
(—) Aims : get the students to know how to write an effective invitation.
(=) Contents: the necessary parts and writing skills of invitations.
SEE . Practise the skills of writing memos.
(—) Aims : get the students to know the skills of writing an memo.
(=) Contents: the necessary factors in an memo.
SEEE 7S, Practise the skills in writing minutes.
(—) Aims : get the students to know how to write a complete minute.
(=) Contents: the necessary parts of a minute.
SEEE . Practise the skills in writing company profiles.
(—) Aims : Get the students to know the steps in writing company profiles.
(=) Contents: practice the writing skills.
SEEE J\. Practise the skills in writing name cards.
(—) Aims : Get the students to know how to write name cards.
(=) Contents: important points in writing name cards
SEEEfL. Practise the skills in writing product promotion copies.
(—) Aims : Get the students to know various promotions skills in writing product
promotion copies .
(=) Contents: tips for writing successful product promotion copies.
1. analyze the reader.
2. know the product or service
3. emphasize benefits.
SEEE+ . Practise the skills in writing product descriptions.
(—) Aims : Get the students to know the techniques in writing product descriptions.
(=) Contents: important factors and writing skills of product descriptions.
SEEE+—. Practise the skills in writing sales letters.
(—) Aims : Get the students to know the skills and language in writing sales letters.
(=) Contents: practise writing an effective sales letter.
SEEE+ . Practise the skills in writing a complaint letters
(—) Aims : Get the students to know the skills and language in writing sales contracts.
(=) Contents: practice writing sales contract.
SE#E+ =, Practise the skills in writing an complaint letter.
(—) Aims : Get the students to know the skills and language in writing a complaint
letter.
(=) Contents: practice writing of a complaint letter.
SEEE Y. Practise the skills in writing adjustment letters.
(—) Aims : Get the students to know the important parts in writing adjustment letters.
(=) Contents: how to make preparation for writing adjustment letters.
SR+ Ti. Practise the skills in writing résumés.
(—) Aims : Get the students know the important parts in writing resumes.
(=) Contents: how to make preparation for writing resumes.

SEE+75 . Practise the skills in writing job application cover letter.



(—) Aims : Get the students to know the important parts in job application cover letter.

(=) Contents: how to make preparation for writing job application cover letter.
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