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Aims: To introduce the written communications in today's fast-speed business world, especially in the air

# transport industry, together with provision of a sound training for students in a range of writing skills and

g o techniques. ' Objectives: At the end of
Eﬁﬁm the course studnets should be able to:

1. Demonstrate a basic understanding of contemporary writing communications

W& 2. Show a detailed understanding of dealing with international business transactions using modern business

language
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Shirley Taylor, Model Business Letters, E-Mails and Other Business Documents, 6th ed, Pearson
Education Limited, 2004
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1. Written Communication ( incl. Presentation of business document, Structuring your communication, E-mail)

2. Routine Business Documents (incl. Enquiries and replies, Quotation, estimations and tenders, Invoicing and
settlement

of accounts, A typical business transaction)

3. Creative and Persuasive Documents (incl. Complaints and adjustments, Goodwill mcssages, Reports and proposals,

Circulars, Sales letters, Publicity material, Marketing letters, Business plan, Meeting Documentation, Personnel)

4. Introduction to Aviation English Terminology

5. Guest Speaker from Airline Executive (The Viewpoint of a foreign manger towards Aviation English)

6. English for Presentation
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