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a7 : English Business Letter(04) SelERRE i
This class is designed to enhance practical business writing skills. Interoffice memos, e-mails, coverletters, and various
situational instruments will be emphasized. Students will gradually develop competence and confidence when

#2 ituational i ill be emphasized. Students will gradually devel d confid h
BHE corresponding with English companies. The textbook for this class is optional. Class participation, which includes

Bl homework assignments, is essential. It is strongly suggested that students take an English composition class prior to

taking Business Letter Writing. Students are expected to have an active e-mail account through they will submit
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i:_;ia BASREIES 30% - Eofth (Class Participation ) 70% FEE100% -
éﬁi Business to Business(Intermediate), Clark & Chen, Crane Publishing, 2003 (OPTIONAL)

2%

i

B P (AT A S U )

9/21-9/28: Introduction & Orientation

10/05-10/12: Memoranda, Begin Cover letter

10/19-10/26: Continue Cover letter Exercise, Final Cover letter for Grade

11/02-11/09: In the Office

11/16-11/23: Problem Solving

11/30-12/7: E-Mail and Fax Communications

12/14-12/21: Problem Solving

12/28-1/4: Proposals

1/11-1/18: Problem Solving

1/25: Final Exam

S ¢ LRGSR A AR RTINS EET R EAE E A R SRR R R RS Rs A L

A LSES - HRPUA I AT » 2,200 4 23R B e A i
3 SRS : Nathan D, Miller, T.D,

29(.’/1’)



