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Introduction

The course is designed to reach the following goals:�

(a) to familiarize students with the basic format of English business letters.�

(b) to enhance the skill of students in effective business letters writing.�

(c) to acquire bsome basic business terms of English.

Outline

In addtion to business terms learned in every week, the students will gain the following knowledge after completing

the course:�

(a) introducing business writing�

(b) Appearance: the types of business letter writing and its format�

(d) Introducing letters of inquiry�

(e) Introducing letters of reply�

(f) Introduing letters of reminder�

(g) introducing letters of complaint�

(h) introduing letters of appreciation�

(i) learn to write resumes �

(j) learn to write emails and faxs used in the buisness fields.

Prerequisite

Intermediate level of English
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