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This course offers (1) modern, business—related topics

to engage students and involve them in the practice of everyday business
communication, (2) an integrated grammar syllabus offering extensive
functional practice, and (3) varied activities and learning strategies to
motivate and support students in their studies. It aims to build the students'
confidence in expressing themselve correctly and fluently, and enable them
to become effective communicators in their future business careers,
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and writing skills for
effective future business
communication in the
workplace,
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105/09/12~ . . . . . .
Y 050018 Course introduction; Improving relationships (Unit 7)
105/09/19~ . . . .
2| L5005 | Improving relationships (Unit 7)
105/09/26~ ) i ) )
31 Los/10002 | Improving relationships (Unit 7)
105/10/03~ . . . .
4 10s/10/00 | Improving relationships (Unit 7)
105/10/10~| . . .. e s .
51 L05/10/16 Giving and receiving criticism (Unit 8)
105/10/17~| . . .. e s .
61 105/10/23 Giving and receiving criticism (Unit 8)
105/10/24~| . . .. e s .
7! L05/10/30 Giving and receiving criticism (Unit 8)
105/10/31~| . . .. e s .
8 105/11/06 Giving and receiving criticism (Unit 8)
105/11/07~ . . .
9 os/11/13 | The right attitude (Unit 9)
105/11/14~ Sy
1 0511720 Wik £ KB
105/11/21~ . . .
I} s/1197 | The right attitude (Unit 9)
105/11/28~ . . .
12| 45/12/04 | The right attitude (Unit 9)




105/12/05~ ) . .
13| 4s/12,1; | The right attitude (Unit 9)
105/12/12~ . .
4| 0s/1918 | Writing at work and school (Unit 10)
105/12/19~ . .
15| 4519095 | Writing at work and school (Unit 10)
105/12/26~ . .
16| 6000 | Writing at work and school (Unit 10)
106/01/02~ . .
7| Lossones | Writing at work and school (Unit 10)
106/01/09~ srop
B 0601715 WAAAA
(1)Tardiness: Be punctual for class. You will lose points for being late,
%7@: (2)Absence: You will lose points for being absent,

1 %‘,i (3)If you are absent for 3 times, you CANNOT pass the course. Show your
teacher your Proof of Absence (school bueinss, private business, sickness,
death in the family) if you cannot come,

fgw K | B
Ventures Transitions (Student's book), Gretchen Bitterlin, Dennis Johnson,

ot kA Donna Price, Sylvia Ramirez, K, Lynn Savage, Cambridge University Press,

i 2011. (Available at % & CALF ERMH A R 4))
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