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s s 1. Familiarization with basic business vocabulary
ELLi?P\T 2. Repeated drills of writing memorandums, full-clock, semi-block, & modified block letters.
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K Zyzo, “Basic Business writing skills.” Taipei: Crane, 2000
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Weeks 1 -- Introduction

Weeks 2,3,4, & 5— Unit 1

Weeks 6,7, & 8 — Unit 2
k9 Review

Week 10 -- Mid-Term

Weeks 11,12, & 13 —Unit 3

Weeks 14, 15, & 16 — Unit 4

Week 17 Review

Week 18 -- Final
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