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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,

AAERE P IRE P ARA B AP 4 i

- S PR AGEE)

(=) M3n4r ) (Cognitive @AC)4 % 1 Cl =/ ~C2 BfE~C3 B&* ~C4 47~
C5 FTFE 6 £
(=) T4t (Psychomotor f§#P)4g# 1 Pl #i% ~P2 45 &k ~ P3 x4 i%
P4 B3 it ~PH p & it ~P6 £]iF
(2) TH& ) (Affective BAA4ES (Al 2 A2 F B A3 €4 M _ELT%‘« .
A pit S A6 RO

CREREPRE TR ARE S T () Pe S 2 AR R

(= DA 1 E P s W 2 r?\’s’ﬂ s TE s TR e PR s
HEEARFPEETLHFRC-P-AR Y - 58 o

(C)FHE TP A% 7162 538> THE &3 %1 BT (bde s ade TR
$5C3~C5~COMPF > RZHEFBTT > B L P REETR) -

(= ); mf;w«i AR PHFAHFRE T LD | cHARKTPHRFHE

GOt 3 FAEPE RITES S T ()P 4 o

(f;leir'I (o) frw i 4 ) 7 ¥ RA - AD ~ BEFPF > Rl 7] o )

7 o B RCY 2) o8 RGE) s
T i ~ T B Y
E= PARR | k()i
1 |BEZAEBEFWERILEFRNME | This course is designed to P6 C
provide students with skills
necessary in the business
arena,
2| BABREHEAKHE 5 T 097 £ 51548 | Students learn to write p6 | C
= business letters in
international trade,
3| 2AKEE ZEYELFRZE /. | Students will learn required P6 | C
business English writing
skills,
4 | 2ARZE R ERAELEIZF | Students will learn different P6 C
1E. business English writing
skills,
5| 2AKZ2 A X R ERLFIEF| Students will learn different P6 C
1E 4257, business writing skills,
6| ZAKEELEXNTREHAELE| Students will learn different P6 C
1\: g% «lb*cﬁ. business English writing
skills,
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107/02/26~ . . ]
1 {07/03/04 Class Orientation; collection letter
107/03/05~ .
2 107/03/11 Collection letters
107/03/12~ .
3 107/03/18 Holiday, No class
107/03/19~ )
4 107/03/95 Customer service letters
107/03/26~ )
5 L0T/04/01 Customer service letters
107/04/02~ .
6 107/04/08 Holidays, no class




107/04/09~ ) ]
7 L0T/04/15 Reports and questionnaires
107/04/16~ ) .
8 L07/04/92 Reports and questionnaires
107/04/23~ ) .
9 L07/04/99 Reports and questionnaires
107/04/30~ s
101 107/05/06 kit
107/05/07~ .
11 L07/05/13 Customer relations and personal letters
107/05/14~ . )
12 L07/05/20 Custimer relations and personal letters
107/05/21~ .
13 L07/05/97 Social correspondance
” 107/05/28~ Social d
L07/06/03 ocial correspondance
107/06/04~ W sy s
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107/06/11~
16 -
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17 -
107/06/24
107/06/25~
18 -
107/07/01
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The AMA Handbook of Business Letters by Jeffrey L. Seglin & Edward
ok Coleman
Y Communicating in business
The McGraw—Hill handbook of business letters (3rd ed.)
The complete customer service letter book
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