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1.Routine requests and inquiries

2.Format and mechanics of letters and e-mail messages

3.Preparing common commercial documents: memos, proposals, quotes, invoices
4.Job-search writing (resumes, cover letters)

Students will learn to write English resumes, cover letters, and autobiographies, as well as formal business letters.

2013 : Orientation

26023 : Greetings and Closings in Letters and E-Mail Messa
#0338 : Routine Requests and Inquiries

#5048 : Non-Routine Requests

#0538 : Format and Mechanics of Letters and E-Mail Message
063 : Handling Customer Complaints

2077 : Responses to Requests and Inquiries

50874 : Effective E-Mail Messages

#0938 : Sales Quotes

%1078 : Payment Terms & Conditions

#1138 : Business Formats: Memos, Proposals, and Updates
21238 : Invoices & Statements

£1328 : Shipments & Logistics

%143 : Import / Export Processes and Business English
%153 : Resume & Job Search Writing

#1638 : E-mails and Letters for Specific Industries

1738 : Personal & General Correspondences

2183 : Final Exam

Bk 88 = B 7

Class Participation, Attendance : 30%
Assignments : 35%
Final Exam : 35%
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ZEMHEE : bttp://mwww.cyut.edu.tw/~dana/
E-Mail : dana@cyut.edu.tw

Office Hour :
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