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Kainan University Department of International Business
Syllabus for Business Writing (11 )

= - BT e AT
“uring Semester 2004

Course Code c Tifl Tnstruct Sukiieet Level of o Hoursj
ubjec ,
No. ourse Title nstructor je Corse it | er Week
Chinese: B El [] required |Year: 2 2
I Wei-Ning Chen
fE () ] elective |Class:
English: Business Course
Writing (1) Prerequisites
Teaching The purpose of this course is for students to be familiar with routine business document, create persuasive
Goals and |business correspondence and communication.
Content ‘
Teaching B lectures [] practical training B discussion
Methods |H question-and-answer [] other (details )
Grading and . ;
at g. midterm 30 % final 30 % class participation 40 % (Homework, Quiz,
Evaluation
o Attendance)
Criteria
(author, title, edition, publisher, place of publication, year of publication, pages
. k covered) _
extbooks i — - 7
v |EmAE - (AEAR) > 54t i 0 2007

Course Description (including outline and course schedule):

1. Introduction
2.  Letter and document format
ompany introduction, visit, reply
... reservation and confirmation of hotel and flight
5. resume
6. enquiry letter and follow up
7. order, confirmation, complain and reimbursement
Instructions:

1. Teachers should fill out this form before the semester begins. After it has been verified by the curriculum committee, the
original should be given to the office of curriculum planning and a copy to the head of the department to which the course

belongs. In addition, the teacher should explain this syllabus to students at the beginning of a semester.

2. This form was approved by the curriculum committee on April 23, 2002.

[@;{h\{iﬂj‘ ﬁ{i ‘%i ' Wei-Ning Chen

signature of the convener of the curriculum committee signature of the teacher




