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37T © Business English Conversation (I) SefEiE i
This course is designed to offer students opportunities to develop communicative skills in the usage of business English.
FUE2 | Students will be presented with cross-cultural, functional and conversational expressions and they are expected to improve in
B their communicative skills.
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mam Business Venture Book 2
(BT Schedule:

9/10 Introduction

9/17 Unit1 Meeting People

9/24 Unit 2 Telephoning

10/1 Unit3 Schedules And Appointments

Unit 4 Comparny Performance
Unit 5 Products And Services
Unit 6 Talking About Decisions
Review
Midterm Exam
Unit 7 Complaints And Problems
Unit 8 Checking Progress
Unit 9 Future Prospects

Unit 10 Regulations And Advice
Uit 11 Meetings And Decisions
Unit 12 Making A Speech
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Syllabus for Business English Conversation

Department: International Business
Instructor: Grace Chiu [I\ZEEE

Textbook: American Business English Program

Semester: 1% Semester, 2003
Time: Monday 13:10-15:00
Total pages: 2

Date Subject

Homework

Sep 8 First Day
Week 1 Get to know each other
Divide the whole class into 5 teams

1. Survey a company for the
whole semester activities

2. Students have to decide their
nationalities, majors, job
title, the company name, the
industry it belongs to

3.Read Unitl

Sep 15 Unit 1. You and your background
Week 2 Activity 1: Report your company,
brief introduce each team member’s

role

1. each group decides a
company that they are willing

to learn more.

Sep 22 Unit 2. Company structure
Week 3

1. Draw your company’s
organization chart

2. Memorize unit 1

Sep 29 Unit 3. Company history
Week 4

1. Write down your company
history

2. Memorize unit 2

3. Be prepared for the next

week’s quiz & presentation

Qct 6 Review of 1-3
Week 5 Quiz 1
Presentation 1

Oct 13 Unit 4 Current projects
Week 6

1. Write down your current
project
2. Memorize unit 4

Oct 20 Unit 5 Meeting a visitor
Week 7

Memorize unit 4

Oct 27 Unit 7 Chance Meetings
Week 8

Be prepared for the next week’s

quiz & presentation
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Nov 3 Review of 4,5,7
Week 9 Quiz 2
Presentation 2
Nov 10 Unit 11 Location and layout
Week 10
Nov 17 Unit 12 Who does what
Week 11
Nov 24 Unit 13 A tour of the premises Be prepared for the next week’s
Week 12 quiz & presentation
Dec 1 Review of 11-13
Week 13 Quiz 3
Presentation 3
Dec 8 Unit 14 Graphs and charts
Week 14
Dec 15 Unit 15 Profit and loss
Week 15
Dec 22 Unit 16 Invoicing and payment Be prepared for the next week’s
Week 16 quiz & presentation
Dec 29 Review of 14-16
Week 17  Quiz 4
Presentation 4
Jan 5 Final Exam
Week 18

* Fach week will assign home work according to that week’s subject



