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This course is designed for students who need to be able to read, interpret
and write everything from short memos to longer reports in English, It also
encourages students to become progressively more aware of what makes an
effective piece of written communication in English, Throughout the course,
guided writing tasks and language focus are integrated, with an aim to
building students’ confidence in expressing themselves with grammatical
accuracy in logically constructed reports,




ASARRE P IRE PR s AT P 4 AR L

-~ P EREBGER
(=) Tz (Cognltlve MACAHR 1 Cl =R ~C2Hf-C3 &* ~C4 »47 -
Co #=#~C6 £l
(=) "#ta , (Psychomotor f#£P)4E# @ Pl #-i ~ P2 8 F & ~ P3 M= 4k i -
PA Tk v ~P5 j B+t P 4] iF
(=) THR ) (Affective BHAAES (AL 452 A2 F B A3 €4 M R
AD pit ~ A6 F B

CEREPHRE TR T RCPedi ) 2 PR

(- ViR AR RS P RS B 2 r;&fm NS TANIE B o AL SE R ¥
ﬁﬁfiﬁ?{%ﬁﬂﬁ* HHEC-P~AR P -7 o

(COFHE TR, 7 1-62 58 ﬁ*ﬁf'lﬁms/é]%“r’*’(wri v T p Rk &
HREZCI~CHComp R 3 HC6T7 > L BHFLPHRAESTR) -

(Z)f ZIparim LM HKE P e Bk r,ﬂ(“r)ﬁ»nb* J cEAKF P EREHE
DOt G AR RIFEI IR T O Peeid ) e
(4ot T a(o) i ie 4 ) 7 A ~ AD ~ BEFPF > RI353 7] - )

B KE PP 2) o8 P (E ) Ty
" ) T (B~
: BAEE & | k(PP iy 4
ERS ﬁa%ﬁ&%ﬂﬂﬁ%%%%ﬁ#’ﬁ Writing emails inquiring C3 AB
KRB BB A %, about products or services,

and requesting catalogues,
price lists, and samples

2 | EFTRIETHMAFLM EITH | Writing emails to place orders| 3 AB

-2 with the attachment of order

forms

I BEELBITEZIETEHM, Writing emails to 3 AB
acknowledge orders for goods

4 | EEA KA B RKZEF B, | Writing emails to inform the c3 | AB
suppliers about payment, and
reminding
the buyers of late payment

5 |EFHF AR AMAMARLNIZ S, | Writing emails to make c3 | AB

complaints about products
and services, and suggesting
solutions to problems

6 |[EFERHLFTFNE R, Writing emails to respond to 3 AB
complaints

7TIEBE T EEENE T EM, Writing emails to check 3 AB
progress on a task or project

8 | & i 2 5 5%, Writing short memos 3 AB

9 | EBRARZ AIRANWE T EH ., | Making proposals and 3 AB

responding to proposals

10 | A B HRE 9 K4 EFHE WL B | Planning a report, describing C3 | AB
R ELPRGEEA, graphs and charts, and
making recommendations
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101/02/13~ S _
" o10a19 | Making inquiries (Unit 6)
101/02/20~ S _ _ .
2 oL | Making inquiries (Unit 6) & Placing orders (Unit 7)
101/02/27~ } .
3 Jo0g04 | Placing orders (Unit 7)
101/03/05~ _ .
4 o1y | Responding to orders (Unit 8)




101/03/12~
5 Responding to orders (Unit 8) & Making payment
01/03/18 | (174t 9)
101/03/19~ , .
6| 010395 | Making payment (Unit 9)
101/03/26~ . ]
" orsoae; | Complaints (Unit 10)
101/04/02~
8 to1/0ar0s | HOLIDAY
101/04/09~ , ] . .
9 \o101/15 | Complaints (Unit 10) & Checking progress (Unit 11)
101/04/16~ he
1 Jo1/0a/22 ARt
101/04/23~ . .
11 101/04/29 Checking progress (Unit 11)
101/04/30~ . _
12| o506 | Interoffice memos (Unit 12)
101/05/07~
13 Interoffice memos (Unit 12) & Discussing proposals
01/05/13 |y it 13)
101/05/14~| , .
141 01/05/90 | Discussing proposals (Unit 13)
101/05/21~ ]
15| Lo105/07 | Reports (Unit 14)
101/05/28~ ] - .
16| 101060 | REPOrts (Unit 14) & Social situations (Unit 15)
101/06/04~ L .
7 Lo106/10 | Social situations (Unit 15)
101/06/11~ .
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Writing for the Real World (Student Book 2): An Introduction to Business
¥t A Writing, Roger Barnard, Antoinette Meehan. Oxford University Press, 2005.
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