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} Credit | Clock
Course Code Subject Name Teacher Name | Course Type| Course Level
Hours | Hours
) xRequired 2 2
Chinese : Finkelstein [ Electived 7
English Business .
Prerequisites |none

letter writing

Course This course covers the range of business correspondence, including e-mail. Students will use the grammar and structures learned in
Description previous English Language courses
& Purpose
Methodology |xLecture - xDiscussion ° xPractical Training - [ JQ&A o []Others ( )e
' . Midterm [ ] [ % - Final [] [[]% - Participation [ | []% - Others ( assignment only
Evaluation
L% -
Author ~ Title ~ Publisher ~ Place ~ Year °
Textbook &
Lougheed, Lin. 2003. Business Correspondence: A Guide to Everyday Writing (Intermediate) 2™. Ed, White Plains, NY: Pearson
References

Education,

Course Outline :

This course focuses on the range of business correspondence distinguishing between formal and
formal forms of correspondence and formal and informal use of language.
zgrated with good business practice from a Western/international perspective.

expected to participate in class discussions of issues and particularly distinguishing between

international and local business practices.

Some of the material in
Students will be
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