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This subject introduces the basic elements of business correspondence to upper clementary level English students. The
subject focuses on introducing aspects of English language that students can readily apply to their work.

Exercises, discussion, and written assignments/quizzes

100% internal (continuous assessment)

Zyzo, William. Basic Business Writing Skills , Revised Edition.. Crane, 2000.

Week 1: Introduction to the course.

Weeks 2-4: Memos. Introduction, format, examples and exercises.

Weeks 5,6: Facimiles and Emails. Introduction, format, examples and writing practice.

Weeks 7,8; Business Letters: Introduction, appearance, formats, exercises/quiz and writing practice.

Weeks 9-12: Letters of Inquiry. Introduction, exercises, sentence writing practice, editing and revising, writing lett

Weeks 13-16: Letters of Reminder. Introduction, exercises, sentence writing practice, editing and revising, writing
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