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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.
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MREIEGHH R Ao R4 E F 8| Students practice writing 3 ABDI
.3 ZFUE 4% 188 &k ¥ %E... | emails inquiring about
products or services, and
requesting catalogues, price
lists, and samples.

BREBBEETEZEFHM LM E2T| Students practice placing 3 ABDI
' % orders by email enclosing an
order form,

BREEZERTEZETHMHE, Students practice 3 ABDI
acknowledging orders for
goods by email,

kR AR FAT R A Mk 3k 2 F F | Students practice writing 3 ABDI
#, emails informing the suppliers
about payment, and reminding
the buyers of late payment,

5? 1B G F AR MR P AE1Z| Students practice making 3 ABDI
5, complaints about products
and services, and suggesting
solutions to problems,

REEFERHIFNER, Students practice writing 3 ABDI
emails responding to
complaints,

MRBIREG TR OE FEH M, Students practice writing C3 ABDI
emails checking progress on
a task or project,

kROH AR F Sk, Students practice writing 3 ABDI
short memos,

51& BIIRARK KB H N E F 2| Students practice making 3 ABDI
proposals and responding to
proposals,

Sﬁ j%ﬂ?’]%}iﬂ’—é’] K4 EFZ S H| Students practice planning a 3 ABDI
B & LR A, report, describing graphs and

charts, and

making recommendations,
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o | P AT R % (Subject/Topics) %o
100/02/14~ - _
100/02/20 | Making inquiries  (Unit 6)
100/02/21~ - _ . .
L00/02/97 | Making inquiries  (Unit 6) , Placing orders (Unit 7)
100/02/28~ _ _
1000305 | Tracing orders  (Unit 7)
100/03/07~ . '
L00/03/13 | Responding to orders  (Unit 8)
100/03/14~
L00/03/20 | Responding to orders (Unit 8), Making payment

(Unit 9)
100/03/21 ~ . '
1000327 | Making payment  (Unit 9)
100/03/28~ ' .
1000403 | Complaints  (Unit 10)
100/04/04~
100/0a/10 | HOLIDAY
100/04/11~
Complaints (Unit 10), Checking progress (Unit 11)

100/04/17
100/04/18~ e
100/04/24 o A A
100/04/25~ ' .
100501 | Checking progress  (Unit 11)
100/05/02~

Interoffice memos (Unit 12)

100/05/08




100/05/09~
13 Interoffice memos (Unit 12), Discussing proposals

100/05/15 | (171413

100/05/16~] . ' .
14| 1 00/05/99 | Discussing proposals (Unit 13)

100/05/23~ .
151 L0052 | Reports  (Unit 14)

100/05/30~ . ... .
16| 1000605 | Reports  (Unit 14), Social situations (Unit 15)

100/06/06~ - .
17| oos0esg | Social situations (Unit 15)

100/06/13~ e
8 100/06/19 MARFHE
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Writing for the Real World Student Book 2: An Introduction to Business

Eazie X Writing, Roger Barnard, Antoinette Meehan, Oxford University Press, 2005,
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