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The course is given the aim to help undergraduate students be familiar with varied writing styles and skills. Specific
writing skills that are taught in class include content, organization, language use, vocabulary, and mechanics (such as
punctuations). It is anticipated that, by the end of the course, student writers will be able to write up well-organized
compositions that fit different contexts.
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018 : 9/21 572 /142 : Business Writing Basics

028 : 9/28 Ch.1 Tips and Guidelines for Writing Business
2033 : 10/5 Ch.2 How to Format Your Business Letter/Email
#0438 : 10/12 Ch.3 Job-Hunting Correspondence

0548 : 10/19 Ch.4 Corresponding With Colleagues

%8063 : 10/26 Ch.5 Corresponding With Vendors

073 : 11/2 Ch.6 Corresponding With Employees

25083 : 11/9 FA/NEA ERE (BE—HR)

55098 : 11/16 Hith/NHEAEHE (5 2HXK)

%1078 : 11/23 Ch.7 Communications to Satisfy Customers
#1138 : 11/30 Ch.8 Business and Consumer Complaints
#1238 : 12/7 Ch.9 Credit and Collection Correspondence
#1338 : 12/14 Ch.10 Sales Communications

1438 : 12/21 Ch.11 Direct Marketing Communications
158 1 12/28 R TIEERIE - BRER - BENERER
168 1 1/4 REEILERBWFARIE © BENESE
EATHE 11 AR/ NEAERE BE—FXR)

184 - 118 IR/ NHAEHE (EHXR)

B s Ve

RIS EL © 30%
HAh NG s ¢ 35%
B /INGEL R Y8 35%

2 RIEMGEPT
m%25TOEIC
nEESIR

Eght

1.The Encyclopedia of Business Letters, Faxes, and E-MailRobert W. Bly, Regina Anne KellyCareer Press2009(
BHE)
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