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ﬁ%ﬁﬁ%ﬂfgﬂ%ﬁir 2 Business English Writing & Reporting

JefZFRTE  None
#ELEHFL  |The course is designed for students to increase their knowledge and expertise in
HANZ  |business communication. The course covers important business concepts,

strategies and writing skills in Business English Writing & Reporting.
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o Geffner, Andrea B. Business English; 3rd edition; Barrons, New York. 1998
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®#—3  Business Basics

- .| Correspondence (/N3 )

=3  Letter format

HPusE Memos (/N3

HA5E Agendas

B75E  Minutes (/)

FEHE Reports

)  E-mail

BhaE gz

-8  Marketing

Hi-1-—3#E International business (/)N )

F+_-3 Accounting

B+=3 Finance (/N3 )

H-1P4E Management

A Decision Making (/N5 )

F+73H Computer Applications

B+ Follow-ups
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