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1.Students will learn the principles of business writing.
2.Students will practice writing business letters and emails.
3.Students will experience the importance of business writing through role play.

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.

e ET

%0138 : O Introduction, Objectives, and Other Information
%8023 : [ Deconstruct Process Paragraphs

#0378 : U Analyse Process Paragraphs

£0438 : [ Write Process Paragraphs

28057 : [ Deconstruct Definition Paragraphs

%0678 : 0 Analyse Definition Paragraphs

#0738 : O Write Process Paragraphs

#0838 : U Deconstruct Cause & Effect Paragraphs
20978 : [J Analyse Cause & Effect Paragraphs

%10 : [ Write Cause & Effect Paragraphs

%1138 : O Deconstruct Comparison & Contrast Paragraphs
%123 : [ Analyse Comparison & Contrast Paragraphs
1338 : O Write Process Paragraphs

%1478 : [ Deconstruct Opinion Paragraphs

%153 : [J Analyse Opinion Paragraphs

1638 : O Write Opinion Paragraphs

2174 : [ Final Writing Project

#1838 : O Final Writing Project

O

Class attendance : 10%

Process Paragraphs : 10%

Definition Paragraphs : 10%

Cause & Effect Paragraphs : 10%
Comparison & Contrast Paragarphs : 10%
Opinion Essays : 10%

Final Writing Project : 30%

Conscientious Attitude : 10%
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1.Longman Academic Writing Series 3 - Paragraph to EssaysAlice Oshima and Ann HoguePearson Educationdth

Edition(ZF}E)
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