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H 4% || Familiarization with Basic Business Vocabulary
g 2. Repeated drills of writing memorandums, full-block, semi-block, and modified block letters.

© MRS o AR - [ RNk o MEE RS o LIRS - LT ( g

AR 30 % - BASRHIGE 30 % o FHEEGE 205 - HA ( ) A 20 T

U\ (R - B W~ HRNTES ~ T © HIRAE - R EIE AL
LA

Zyzo, "Basic Business Writing Skills." Taipei:Crane, 2000.

RHE (T AR B

Week1-2: Introduction

Week3-5: Letters of Reply

Week6-8: Letters of Complaint

Week9: Review

Week10: Mid-term

Week11-13: Letters of Appreciation (A)

Week14-16: Letters of Appreciation (B)

Weekl7: Review

Week18: Final
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