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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
18 9% JEE SR BRI AR A
Week 5-6 Unit 2: Basic Types of Business 4
Documents: Business Letters and Reports
7 55 S 1E BAE B AR SR B R 4515 R
&P F5 R
Week 7-8 Unit 3:Notices 1# %] 4
Week 9-10 Unit 4:Invitations 117 4
Week 11-12 Unit 5:Memos £ &3¢ 4
Week 13-14 Unit 6:Minutes 210K 4
Week 15-16 Unit 7:Company profiles /A ] 4
4
Week 17-18 Unit 8:Name Cards % 4
(Term 2) Week 1-2 Unit 9: Product Promotion 4
Copies =i %
4

Week 3-4

Unit 10: Product Descriptions




77 i U B
Week 5-6 Unit 11: Sales Letters 445 & 4
Week 7-8 Unit 12: Sales Contracts #48 4
A 1A
Week 9-10 Unit 13: Complaint Letters #% 4
UreR
Week 11-12 Unit 14: Adjustment Letters Zf 4
% Ry
Week 13-14 Unit 15:Resumes (& [/1 4
Week 15-16 Unit 16:Job-application Cover 4
Letters >KHR(E
Week 17-18 Review 4
LEBAS SRA R EEIREAR
BB BREAEH
H5RAR FI7
1 Unit 9: Product | Guide students to Teacher lectures, | Students will be
Promotion establish a correct classroom able to write
Copies:the marketing concept, interaction, group | attractive product
basic structure | emphasize integrity | discussions, and | advertisements,
and language and authenticity in hands-on understand the
features of promotion, avoid platform social
advertising false advertising, operation. responsibility
copy. and reflect the behind advertising,
socialist core values and improve their
of "integrity" and language
"responsibility." expression and
creative design
skills.
2-3 Unit 10: Guide students to Teacher lectures, | Students can
Product focus on product classroom independently




Descriptions
7 i Ul B P
the format and
language style
of product
descriptions.

quality and user
safety, emphasize
corporate
responsibility
towards consumers,
and reflect a
"people-oriented"
service concept and

social responsibility.

interaction, group
discussions, and
hands-on
platform

operation.

write clear and
standardized
product
descriptions,
improving their
ability to organize
information and
express ideas,

while enhancing

professional
competence.

4-6 Unit 11: Sales Guide students to Teacher lectures, | Students will be
Letters 4 adhere to the classroom able to write
EKi:the structure | principle of integrity | interaction, group | persuasive sales
and writing in sales, establish discussions, and letters, improve
techniques of correct business hands-on business
sales letters ethics, and platform communication

emphasize the spirit | operation. skills, and build a
of "fair trade" and positive
"customer first." professional image.

7-8 Unit 12: Sales Guide students to Teacher lectures, | Students will be
Contracts #4# | understand the legal | classroom able to write
4 [A]:the basic | significance of interaction, group | standardized sales
terms and contracts, emphasize | discussions, and contracts, enhance
language the "spirit of hands-on legal awareness
expression of contract" and platform and sense of
sales "awareness of the operation. responsibility, and
contracts,the rule of law," and lay a foundation
standardization | cultivate for future career
and legal professional ethics development.
validity of of abiding by the law
contract writing | and keeping

promises.

9-10 Unit 13: Guide students to Teacher lectures, | Students will be
Complaint express opinions classroom able to write clear
Letters $i/F rationally and interaction, group | and appropriately
EX:how to constructively, discussions, and | toned complaint
rationally emphasize hands-on letters, improving
express "communication, platform communication
dissatisfaction | understanding" and | operation. skills and
and make "social harmony," emotional
reasonable and cultivate a sense management
demands of social abilities.

responsibility for




civilized expression.

11-12 Unit 14: Guide students to Teacher lectures, | Students will be
Adjustment establish a classroom able to write
Letters P % "customer first" interaction, group | appropriate and
B¥i:how to service concept, discussions, and effective
handle emphasize corporate | hands-on adjustment letters,
customer responsibility and platform improving
complaints, honest management, | operation. customer service
express and reflect the awareness and
apologies, and | "people-oriented" problem-solving
propose social value. skills.
solutions

13-15 Unit Guide students to Teacher lectures, | Students will be
15:Resumes i | establish a correct classroom able to write
JJi:the structure | view of interaction, group | competitive
and content employment, discussions, and | personal resumes,
organization of | emphasize "honesty | hands-on improving
resumes. and trustworthiness" | platform self-presentation

and operation. and career
"self-awareness," planning skills.
encourage students

to show their true

selves in job

hunting, reflecting

the socialist core

value of

"dedication."

16-17 Unit 16: Guide students to Teacher lectures, | Students will be
Job-application | understand the classroom able to write
Cover Letters professional spirit of | interaction, group | targeted cover
SKERAZ:how to | "dedication and love | discussions, and | letters, enhance
tailor content to | for work," hands-on professional
specific emphasize the platform competence and
positions, combination of operation. job-seeking
express job personal success rates, and
motivations and | development and boost
ability social responsibility, self-confidence and
advantages and encourage expression skills.

students to reflect
patriotism and social
commitment in job
applications.
18 Exams Strengthen the Teacher lectures | Students have the

awareness of

awareness of




taking exams with taking exams with

integrity integrity,
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Part One: Introduction /% E/EZRE 4B
Unit 1: Business English Writing: Definition, Writing Process, Principles;

Contemporary Communication Tools
e 55 S 1 5 AR Al AR A 4]
Unit 2: Basic Types of Business Documents: Business Letters and Reports
o 55 SR B AR S A SR A 417 5545 PR & B 55 ik

Part Two: Company Routine A& HE &L EE1E
Unit 3:Notices 18 5

Unit 4:Invitations &1 A

Unit 5:Memos %53

Unit 6:Minutes 2= 13%

Part Three: Company Publicity A B X4 E£EEE
Unit 7:Company profiles A &) 4144

Unit 8:Name Cards 44

Unit 9: Product Promotion Copies f= i) L%

Unit 10: Product Descriptions 7= ity i B 15




Part Four: Foreigner Trade Communication #1545 758 54k
Unit 11: Sales Letters 445

Unit 12: Sales Contracts 44 & [F]

Unit 13: Complaint Letters #¢i/f 4

Unit 14: Adjustment Letters ¥ p&

Part Five: Job Hunting SKER N FE 5 {E
Unit 15:Resumes {#])/j
Unit 16:Job-application Cover Letters >R H{E

7N SKEEFRRS
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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.
SEiE . 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
SEEE DY, 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 /. 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

SE#E U 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.
SEEE+=. 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 U, 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.
SEEE+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.
SEEE 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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