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Correspondence
This course is designed to help students write good, concise and effective business letters, faxes, memos,
#BE H 48 |and e-mails. Besides, the students can also acquire a general concept of international business, including
Eﬁilﬁjﬁ the procedures of import and export, as well as business terms.
ook SR - EERE - IR - OEEE - OfEs - OHA ( )e
FEAA [HIHERE 30% - FREHE 30% © PR 40% -
posd E (GRIEIEE - B4 - IR - AR - BTH - HIRE - ERZEBIEFER) -
M Lougheed, L. (2003).  Business Correspondence: A Guide to Everyday Writing, 2nd Ed. New York: Pearson
%}%%% Education.
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Week 1 (02/24) Orientation; Unit 7, Requesting Information,

Week 2 (03/03) Unit 7, Requesting Information,

Week 3 (03/10) Unit 8, Providing Information,

Week 4 {03/17) Unit 8, Providing Information

Weelr 5 (03/24) Unit 9, Writing Claim Letters

., (03/31) Unit 9, Writing Claim Letters

Week 7 (04/07) Unit 10, Writing Adjustment Letters

Week 8 (04/14) Unit 10, Writing Adjustment Letters

Week 9 (04/21) Midterm Exam

Week 10 (04/28) Unit 11, Writing Reminder Letters and Collection Letters
Week 11 (05/05) Unit 11, Writing Reminder Letters and Collection Letters,

Week 12 (05/12) Unit 12, Replying to Reminder Letters and Collection Letters,

Week 13 (05/19) Unit 12, Replying to Reminder Letters and Collection Letters,

Week 14 (05/26) Unit 13, Writing Employee Relation Letters,

Week 15 (06/02) Unit 13, Writing Employee Relation Letters, Week 16 (06/08) Unit 14, Writing Customer Relation Letters,
Week 17 (06/16) Unit 14, Writing Customer Relation Letters & Review, Week 18 (06/23) Final Exam
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