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Basic Business Writing Skills FlEEE HE

This course of learning designed for chinese speakers of English has as it main goal firstly: to introduce basic elements of
e business correspondence; and secondly: (o find cut what kind of letters are used in today's business world and how they are
Sl used. There are 7 units in the textbook. The first two are an introduction to business writing and letter formats. Unit 3 to 7
| pertain to basic business types of letiers: inquiry, reminder, reply, complaint and appreciation. This will enable students to
E"% understand what is written in the business world. Each unit outlines different types of letters providing sample letters and
WS | written exercises to strengthen students' skills, Each unit is also divided into 1. Discussion question 2. Sentence Revision 3.
Sentence Combination 4. Editing and Revising Letters 5. Writing Letters 6. Vocabulary and Quizzes
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%% William Zyzo, Crane PublishingCompany, 2000. Parts of the book have been adapted from Step-by-step
i Guide to Letters, Memos, Faxes, & Email, Crane Publishing Co. ]
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Unit 1 to 3: review work (p.21071)

Unit 4; Letters of reminder(p.73 to 93)

Unit 5: Letters of Reply (page 95-120)

Unit 4: Letters of Reminder (page73-94)

Unit 5: Letters of Reply (page 95-120)

Unit 6; Letters of Complaint (page 121-148)

Unit7: Letters of Apreciation (149-172)

Final Exam
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