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1 Introduction 2 1 1
2 Secretary etiquette 6 3 3
3 Business email 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.
SEEk—: (—) 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.

SEEPY:  (—) 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.
SEEkfi:  (—) 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
SEEE—: Translating invitation samples and write an invitation
SEEE —: Translating notice samples and write a notice
SEEE =: Translating memo samples and write a memo
SEEE =: 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

KRFENGE TR, FI RSt BN RE R ACFRE S S. HRFE &
G (80 JLE . TR 40% , WK ER IR SRS 60%.

1% N2 AR 2R A BEEAE A R DA A DG 1 SRR ML e AR I R H

N SHEEMRBFESH TR
%45

[1] 28240, (CCRATEIE) EHK: B ARFHRAE, 2009
RIS, ZENNLE. (A IEEBMEME) dbil: AMEBCE ST Bk, 2005
3] &, CLRHTELSSHFE) £ 4 At E%HE B, 2004

I\ w5

AURFENTTR RPN RN [ B bk, 2GR R I TARESEhr,  J1Kim
FARPHR AN TGRS T TAERIp A SN G PR 2 SaB AR R, iR
A AN 5 SEE IS PR BE . WA RPN AR ST, BT ML A B
NEMAGER, R TRFSRAER. EPRER b, =ik, RN NELER.  #E%
Kk BITIMER. SEHAE. BAeHE. UGS WA SNSRI SR (B S5 R
WEFEL SN N H SR EE NN ) 54555 . BEMA BB A S R INGs), 52
FPANIREAZ AR, AT B SRS AZRRIRE ST .



	一、课程的基本情况
	三、教学内容与要求
	四、学时分配
	六、实践教学部分
	七、考试（考核）方式
	八、编写说明

