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8 | This course is intended for non-freshmen who are majoring in Applied Foreign Language to help develop their business
I 4 | writing skills, The textboek for the course will be Business Correspondence A Guide to Everyday Writing, by Lin
Bl |Lougheed. Students will be expected to read and write several short business documents in Bnglish throughout the

7 semester following class discussions.
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#% |Business Correspondence A Guide to Everyday Writing, by Lin Lougheed. Pearson Education Ine,

&% 2003, ISBN 0130897922
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174 : Introduction/Orientation #5238 : Unit 1/Writing a Cover Letter

39 ¢ Units | Organization/Grammar (Writing Assignment) 5% © Unit | Assignment Review/Correction

538 ¢ Unit 2/Replying to a Job Applicant 538 Unit 2 Organizaiton/Grammar (Writing Assignment)
H73 ¢ Unit 2 Assignment Reoview/Correction 858 © Unit 3/Requesting a Service

=795 ¢ Units 3 Organization/Grammar (Writing Assignment) #D7E * Unit 3 Assignment Review/Correction

#1158 Mid-term Class Review #5123 * Unit 4 Confirming a Service

551338 ¢ Units 4 Organization/Grammar (Writing Assignment) msE ¢ Unil 4 Assignment Review/Correction

#2015 8 © Unit 5 Ordering Supplies #1633 * Unit 5 Organizaiton/Grammar (Writing Assignment)

#1758 © Unit § Assignment Review/Correction

#1833  Final Examimation
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