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S | This course is designed to provide practical help in writing commerical correspondence of all kinds for students of
H & |Information and Electronic Commerce Department . Students will have a clear understanding in how to write clearly
Hil and effectively and how it is possible to be polite without seeming timid, direct yet not rude, concise rather than abrupt
< |and firm but not inflexible as that clear and effective correspondence leads to the success in the business world.
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Week 1: Course Introduction & Parts of Letter

Week 2: Chapter 1 - Letters, faxes and emails & Chapter 2 - Content and style

Week 3 : Chapter 3 - Enquires Week 4 : Chapter 4 - Replies and quotations (HW#
Week 5 : Chapter 5 - Orders Week 6 : Chapter 6 - Payment

Week 7 : Chapter 6 - Payment Week 8 : Test Review (HW#2)

Week 9 : Midterm Week 10 : Chapter 7 - Compliants and adjustments
Week 11 : Chapter 8 - Credit Week 12 : Chapter 9 - Banking

Week 13 : Chapter 11 - Transportation and shipping (HW#3) Week 14: Chapter 12 - Insurance

Week 14 : Chapter 14 - Memos and Reports

Week 15: Chpater 15 - Personnel appointments

Week 16; Resume Writing Week 17: Resume Writing (HW#4)

Week 18: Final Bxamination
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