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wHHAZRER  |9086 Course Number (9086
BEREAET | MEE Instructor  [Lin,Chi Jen
hRRE | ERERENERE Course Name |Basic Business Letter
PAFREAL  |BGETEBGERET) Department
EER  |[EE Required/Elective|Elective
B8 |2 Credits 2
1HE2RMEEE GG RAE This course is designed to improve
AR EBETERFRET - 2. MHEERT students’ writing ability in business
FWNFR ~ EEAR o 3. ERE situations. Basic business terms and
FHER R IE L ETRERE writing formats are introduced, and
BTERE  HPaEHELEGEE - students are taught to write business
BHE - BE% - - letters, notes, and email carrying out
REHE LB functions such as quoting prices,
ordering goods, and submitting
complaints. In addition, students are
assigned to write a resume and
autobiography as the mid-term and
final reports.
4 Zyzo W., Heins D. (2005) Step-by- Teaching
step guide to email writing skills Materials
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