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Brief Course

Description Learn the basic principles of modern business writing and be familiar with the different types of business letters.
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Course Schedule *

Week 1: Introduction Week 14: Shipping Advice

Week 2: Grammar Review Week 15: Payment and Collection Letter
Week 3: Common Business Terms Week 16: Complaints and Claims Letter
Week 4: Business Vocabulary and Letter Format Week 17: Agency & Agreement

Week 5: Business Letter Writing Principles and Examples Week 18: Final

Week 6: The Promotion Letter

Week 7: Inquiry Letter

Week 8: Bargain/Negotiation Letter

Week 9: Midterm

Week 10: Sampling or Specification Approval Letter

Week 11: Ordering and Confirmation Letter

Weelk 12: Payment Terms Discussion Letter

‘Week 13: Packaging/Production/Shipment/Inspection Letter
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