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Business English is designed to provide students with basic career skKills
required for most professional positions in the business arena, This course
covers topics on resume, application letter, sales letter, order letter, claim
letter, survey and report, and so on, After completion of the course,
students are expected to master basic formats of official letters, gain
strategies in business negotiations through writing, and develop knowledge
of international trade., In addition, students will improve their English
proficiency by modeling letters written by native—English speakers,
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1 122;222? Class Orientation; collection letter

2 122;22;;2~ Collection letters

3 122;22;?? Holiday, No class

4 122;22;?? Customer service letters

5 122;222? Customer service letters

6 122;22;;? Reports and questionnaires

7 122;22;?? Reports and questionnaires

8 122;21;2? Holiday, No class

9 122;21;1? Reports and questionnaires

o e

11 122;21;2:}“ Customer relations and personal letters
12 122;22;2? Custimer relations and personal letters




106/05/08~
106/05/14
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Social correspondance

106/05/15~
106/05/21
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Social correspondance
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106/05/28
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106/06/04
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106/06/11
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The AMA Handbook of Business Letters by Jeffrey L. Seglin & Edward
Coleman
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Communicating in business
The McGraw—Hill handbook of business letters (3rd ed.)
The complete customer service letter book
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