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Types of Business Writing 7 45 9415 5 1

Unit 2 . 2 2
FEARAEANH
Unit 3 Notices JH%H 2 2
Part Two: Unit 4 |Invitations #Xi# B 2 2
Company Routine 16
. T3
AR REggEgE | Units Memos £ 55%K 2 2
Unit 6 Minutes &1t 2 2
Unit 7 | Company profiles 2 ] /4 3 3
Part Three: Unit 8 Name Cards % 2 2
Company Publicity ~ Product Advertising Copies /il 4] 3C 18
AR Unitd o 2|2
Unit 10 Product Descriptions 7= iy 15 #H 5 2 2
Unit 11 Sales Letters #45p& 3 3
Part Four:
Foreign Trade | Unit 12 Sales Contracts 4% & [A] 3 3
. 18
Communication | (it 13 Complaint Letters #1f% 2 2
SRV S5V B SR . N
Unit 14 | Adjustment Letters i b5 2 2
Part Five: Unit 15 Resume {4 3 3
Job Hunting ) 10
SRER I B 4 Unit 16 Job-application Cover Letters >KHR{E 2 2
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(W) | Unit1 Guide students to Teacher lectures, | Stydents will be
1-2 Basics of understand the classroom able to keep in
Business writing principle of interaction, group | mind the writing
English Writing | correctness, courtesy discussions. principles while
P45 9B S/E | and completeness. they are writing for
FERBFNIR A business.
() | Unit2 Guide students to Teacher lectures, | Students will be
3-4 Types of adhere to the writing | classroom able to write the
Business principle of interaction, group | necessary parts of
Writing correctness, courtesy | discussions. business letters or
4% 95ES/E | and completeness. business reports,
FEAR S ARA and lay a good
foundation for the
future writing.
GE—5) | unit3 Guide students to Teacher lectures, | Stydents will have
5-6 Notice adhere to the writing | classroom a good attitude
208 W




SE 4 principle of interaction, group | towards writing
correctness and discussions, and | and be able to
completeness. hands-on write notices with

platform complete
operation. messages.
CE—%W) | Unit4 Guide students to Teacher lectures, | Students will be
7-8 Invitation establish a correct classroom able to write

B view of invitation, interaction, group | gatisfactory
and be aware of discussions, and | jpvitations with
different ways of hands-on clear layout and
making replies to platform complete content,
invitations. operation. and reply

invitations,
including declining
them, in a proper
way.
CE—5H) | Units Guide students to Teacher lectures, | Students will be
9-10 Memos understand the classroom able to write

A significance of ir?ter act.ion, 8roup | memos with a
memos and cultivate | discussions, and | friendly tone.
professional ethics | hands-on
of being friendly. platform

operation.
CE—%) | Unite Guide students to | Teacher lectures, | Students will be
11-12 Minutes establish the concept | classroom able to write

ST keeping accurate, ir?teract.ion, 8roup | accurate and
objective and having | discussions, and | opjective minutes
the right attitude. hands-on in right attitude.

platform
operation.
CE—FW) | Unit7 Guide students to Teacher lectures, | Stydents will be
13-15 Company establish a correct classroom able to write
profile view of introducing | interaction, group | company profiles
INFINE companies. discussions, and | i 4 clear,
hands-on professional, and
platform honest way.
operation.
CE—FW) | Units Guide students to Teacher lectures, | Stydents will be
16-17 Name Cards adhere to the writing | classroom able to design and
42 principle of interaction, group | write name cards

correctness and

conciseness.

discussions, and
hands-on
platform
operation.

in a correct and

concise way.




CE—5) | Exams Strengthen the Teacher lectures | Srydents have the
18 awareness of taking awareness of
exams with integrity. taking exams with
integrity.
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(GE—22#)) | Unit9 Guide students to Teacher lectures, | Students will be
1 Product establish a correct classroom able to write
Advertising marketing concept, interaction, group | attractive product
Copies /=fJ | emphasize integrity | discussions, and | advertisements,
5% the and authenticity in hands-on understand the
basic structure | promotion, avoid platform social
and language false advertising, operation. responsibility

features of and reflect the behind advertising,
advertising socialist core values and improve their
copy. of “integrity” and language
“responsibility.” expression and
creative design
skills.
CGEZ=%H) | Unit 10 Guide students to Teacher lectures, | Students can
2-3 Product focus on product classroom independently
Descriptions quality and user interaction, group | write clear and
IR R safety, emphasize discussions, and | standardized
the format and | corporate hands-on product
language style | responsibility platform descriptions,
of product towards consumers, | operation. improving their
descriptions. and reflect a ability to organize
“people-oriented” information and
service concept and express ideas,
social responsibility. while enhancing
professional
competence.
(& —228) | Unit 11 Guide students to Teacher lectures, | Students will be
4-6 Sales Letters adhere to the classroom able to write
PR : the principle of integrity | interaction, group | persuasive sales
structure and in sales, establish discussions, and | letters, improve
writing correct business hands-on business
techniques of ethics, and platform communication
sales letters. emphasize the spirit | operation. skills, and build a
of “fair trade” and positive
“customer first.” professional image.
(B —%Z3) | Unit 12 Guide students to Teacher lectures, | Students will be
7-8 Sales Contracts | understand the legal | classroom able to write

WA the

significance of

interaction, group

standardized sales
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basic terms and
language
expression of

sales contracts,

contracts, emphasize
the “spirit of
contract” and

“awareness of the

discussions, and
hands-on
platform

operation.

contracts, enhance
legal awareness
and sense of
responsibility, and

the rule of law,” and lay a foundation
standardization | cultivate for future career
and legal professional ethics development.
validity of of abiding by the
contract writing | law and keeping
promises.
(B —%4) | Unit 13 Guide students to Teacher lectures, | Students will be
9-10 Complaint express opinions classroom able to write clear
Letters #i/f rationally and interaction, group | and appropriately
F4: 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.
(B —2#8) | Unit 14 Guide students to Teacher lectures, | Students will be
11-12 Adjustment establish a classroom able to write
Letters BEI5pR: | “customer first” interaction, group | appropriate and
how to handle service concept, discussions, and | effective
customer emphasize corporate | hands-on adjustment letters,
complaints, responsibility and platform improving
express honest management, | operation. customer service
apologies, and | and reflect the awareness and
propose “people-oriented” problem-solving
solutions. social value. skills.
(BE—228) | Unit 15 Guide students to Teacher lectures, | Students will be
13-15 Resumes {4 J/7: | establish a correct classroom able to write

the structure
and content
organization of

resumes.

view of
employment,
emphasize “honesty
and trustworthiness”
and “self-
awareness,”
encourage students
to show their true
selves in job
hunting, reflecting

interaction, group
discussions, and
hands-on
platform
operation.

competitive
personal resumes,
improving self-
presentation and
career planning
skills.
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the socialist core

value of

“dedication.”

(36 —23)) | Unit 16 Guide students to Teacher lectures, | Students will be
16-17 Job-application | understand the classroom able to write

Cover Letters professional spirit of | interaction, group | targeted cover
SREA{E: 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 self-
ability social responsibility, confidence and
advantages. and encourage expression skills.

students to reflect

patriotism and social

commitment in job

applications.

(3F —%) | Exams Strengthen the Teacher lectures | Students have the
18 awareness of taking awareness of
exams with integrity. taking exams with
integrity.
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9. HEeHFITY
Part One: Introduction %45 5 1EZEmANH

Unit 1: Basics of Business English Writing 7 55 918 5 /E S AH E1 1R/ 244

Unit 2: Types of Business Writing i 85 5% 15 5 A A ST A4

Part Two: Company Routine A& HE&ES1E
Unit 3: Notices JH %]

Unit 4: Invitations &% B&
Unit 5: Memos % &53%
Unit 6: Minutes 231313

Part Three: Company Publicity A F XN EEEE

Unit 7: Company profiles 2 & /144
Unit 8: Name Cards % J1
Unit 9: Product Advertising Copies = fh it %



Unit 10: Product Descriptions = ffi 16 B 45

Part Four: Foreign Trade Communication #1537V 457418 S51E
Unit 11: Sales Letters #45 i&

Unit 12: Sales Contracts #4## [F

Unit 13: Complaint Letters #1fef

Unit 14: Adjustment Letters 2% i

Part Five: Job Hunting >RER NI E{E
Unit 15: Resume {4 //
Unit 16: Job-application Cover Letters KER{E
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SEEE—. Basics of Business English Writing
(—) Aims: get the students to know business English writing: definition,
writing process, principles; contemporary communication tools.
() Contents: Introduction to Business English Writing.
SEEE . Types of Business Writing
(—) Aims: get the students to know basic types of business documents: business
letters and reports.
(=) Contents: formats and languages of business letters and reports
SEZER=. 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.
SEERPU. Practise the skills of writing an invitation.
(—) Aims: get the students to know how to write an effective invitation.
() Contents: the necessary parts and writing skills of invitations.
SZER T, Practise the skills of writing memos.
(—) Aims: get the students to know the skills of writing a memo.
() Contents: the necessary factors in a memo.
SRS Practise the skills in writing minutes.
(—) Aims: get the students to know how to write a complete minute.
(ZZ) Contents: the necessary parts of a minute.
SRR, Practise the skills in writing company profiles.
(—) Aims: get the students to know the steps in writing company profiles.
() Contents: practice the writing skills.
SRR J\. Practise the skills in writing name cards.
(—) Aims: get the students to know how to write name cards.
(ZZ) Contents: important points in writing name cards

SRR, Practise the skills in writing product advertising copies.
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(—) Aims: get the students to know various promotions skills in writing product
advertising copies.
(Z) Contents: tips for writing successful product advertising copies.
1. analyze the reader.
2. know the product or service
3. emphasize benefits.
SR+, 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.
SER+—. Practise the skills in writing sales letters.
(—) Aims: get the students to know the skills and language in writing sales letters.
(ZZ) Contents: practise writing an effective sales letter.
SRR+ . Practise the skills in writing a complaint letter.
(—) Aims: get the students to know the skills and language in writing sales contracts.
(Z) Contents: practice writing sales contract.
BR+=. Practise the skills in writing an complaint letter.
(—) Aims: get the students to know the skills and language in writing a complaint
letter.
(Z) Contents: practice writing of a complaint letter.
SZE1PY. Practise the skills in writing adjustment letters.
(—) Aims: get the students to know the important parts in writing adjustment letters.
(Z) Contents: how to make preparation for writing adjustment letters.
SEERT+TL. 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.
SLBR+7S. 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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