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The course is aimed to build a vital foundation of writing skills in business area. It intends to provide practical help in writing commercial
correspondence of all kinds of letters. Correspondence is based on all situations in international trade and relevant social context. Upon
completion of the course, the students should be able to familiarize vocabularies & terminologies in business area, develop forms & styles of

correspondence, deal with the structure, content, and response to correspondence, and augment writing skills in various types of transaction.
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W2: Chapter 8
W3: Chapter 9
W4: Chapter 10
W5: Chapter 11
W6: Chapter 11
W7: Chapter 11

W8: Chapter 12

W10: Chapter 13
W11: Chapter 14
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W13: Chapter 16

W14: Chapter 17

W1: Holiday — 228 Memorial Day

W135: Chapter 18
W 16: Chapter 19
W17: Chapter 20

W 18: Final exam

W9: Mid-term exam
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