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JERL ¢ English Business Letter LEHRE I

S This class is designed to enhance practical business writing skills. Interoffice memos, e-mails, coverletters, and various
HiE situational instruments will be emphasized. Students will gradually develop competence and confidence when

Eﬁim corresponding with English companies. The texthook for this class is optional. Class participation, which includes

% | homework assignments, is essential. It is strongly suggested that students take an English composition class prior to taking
g Business Letter Writing. Students are expected to have an active e-mail account through they will submit homework.
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Papay
{é’iﬁ; Business to Business(Intermediate), Clark & Chen, Crane Publishing, 2003 (OPTIONAL)
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2/22-3/1: Introduction & Orientation

3/08-3/15: Resume Design

3/22-3/29 Resume Design for Special purposes

4/05-4/26: In the Office - E-mail and Fax Communication Project

5/3-5/31: Crafting Business Proposals

6/7-6/21: Troubleshooting and Final Project
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