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Letter

Aim: The Purpose of this course 15 for students to develop basic general skills for the production of a wide variety of business correspondence.
Content: This course will aid students in the acquisition of a wide range of generic writing skills of relevance to the business environment, and
ﬁ% E@ the in-depth analysis and production of a variety of common forms of business documents. Students will be taught important features and style
fﬁﬁg@ of Business English, and introduced to commonly used formats of correspondence.  Documents cavered will include memos, faxes, e-mail as
well as a variety of commen business letters. Students will be encouraged to work both individually and cooperatively in groups, in order to

better prepare them for the realities of a modem business environment.
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Week 1/2 Introduction to Business writing. Appearance. Standard business document formats. Standard Business Letters. General
overview

Week 3/4 Standard Business Letters Appearance and presentation Practical Exercises Memorandums, Faxes and E-mail. General
overview.

Week 5/6 Memorandums, Faxes and E-mail. Sentence Combination Skills. Memorandums, Faxes and E-mail —Editing

Week 7/8 E-mail in Depth. Memorandums, Faxes and E-mail. Practical Exercises

Week 9 Mid-Semester Exam week

Week 10/11 Letters of Inquiry. General overview. Letters of Inquiry. Sentence combination skills.

Week 12/13 Letters of Inquiry. Editing. Letters of Inquiry. Practical Exercises.

Week 14/15 Letters of Reminder. General overview. Letters of Reminder. Sentence combination skills.

Week 16/17 Letters of Reminder. Editing. Letters of Reminder. Practical Exercises.

Week 18 End of Semester Exam Week.
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