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The course aims to teach students to read, interpret and write everything
from short emails to long reports in English and encourage them 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, thus building confidence in both the
construction of reports and in grammatical accuracy. In order to attain the
goals, each student is required to participate in all class activities and hand
in each assignment on time,
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1 confidence in both the construction of reports and
in grammatical accuracy. In order to attain the goals,
each student is required to participate in all class
activities and hand in each assignment on time,
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111/02/21~ . .
1 111/02/25 Course introduction
111/02/28~ . . o )
2 110304 | Introduction (Unit 1); Letter of Application (Unit 2)
111/03/07~ .. .
3 e Letter of Application (Unit 2)
111/03/14~ .. . .
4 11/03/18 Inquiries and Replies (Unit 3)
111/03/21~ . .
S| 11/03/95 Writing a Proposal (Unit 4)
111/03/28~ . )
51 11 /0as01 Project Management (Unit 5)
111/04/04~
7| 1110408 | HOLIDAY
111/04/11~
8 Arranging Meetings (Unit 6)

111/04/15




111/04/18~ . . )
9 110z | Effective Marketing (Unit 7)
111/04/25~ .
1 110/29 kit
111/05/02~ . .
" 110506 | Placing an Order (Unit 8)
111/05/09~ . .
120 es/1s Transpotation Arrangement (Unit 9)
111/05/16~ ] . .
131110520 | Banking Affairs (Unit 10)
111/05/23~ ] _ .
14| 10507 | Handling Complaints (Unit 12)
111/05/30~ , .
15| 1106003 | Business Travel (Unit 11)
111/06/06~| __. ] .
16 1 0e/10 | Financial Reports (Unit 13)
111/06/13~ , .
7| 110617 | Business Memos (Unit 14)
111/06/20~ .
1106/ AR A
Ly s 1. Tardiness: Be punctual for class. You will lose points for being
i o late.
AR %38 | 2. Absence: ;You will lose points for being absent.

3. If you are absent for 3 times, you CANNOT pass the class. Show
your teacher Proof of Absence (school business Mg, private
affairs F1&, sicknessy®{&; death in the family#1{&) if you
cannot come,
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