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Week 1 Introduction of format of Business letters

Week 2 Unit 1 Cover Letter

Week 3 Unit 1 Letter Practice

Week 4 Unit2 Replyto a Job Applicant

Week 5 Unit 2 Letter Practice

Week 6 Unit 3 Requesting a Service

Week 7 Unit 3 Letter Practice

Week 8 Unit 4 Confirming a Service

Week 9 Mid-term Exam

Week 9 Unit 4 Letter Practice

Week 11 Unit 5 Ordering Supplies

Week 12 Unit5 Letter Practice

Week 13 Unit 6 Confirming an Order

Week 14 Unit 6 Letter Practice

Week 15 Unit 7 Requesting Information

Week 16 Unit 7 Letter Practice

Week 17 Unit 11 Reminder & Collection Letters

Week 18 Unit 11 Letter Practice

Week 19 Final Exam
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