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This course is designed to give students a comprehensive view of communication, its scope and importance in
business, especially in the global and diversified environment. This course includes application of business
communication principles through creation of effective business documents and oral presentations. Upon completion
of this course, the student should be able to: 1. Write effective letters, emails, and memos. 2. Prepare formal and
informal reports (business proposals). 3. Deliver effective oral business presentations. 4. Utilize social media for
business communication.
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%0138 : Introduction to the course

20238 : PART I INTRODUCTION TO BUSINESS COMMUNICATION
%038 : PART I: PRINCIPLES OF INTERPERSONAL COMMUNICATION/
%0478 : PART II: PRINCIPLES FOR BUSINESS MESSAGES
250578 : Creating Effective Business Messages

28067 : Improving Readability with Style and Design

20738 : Email and Other Traditional Tools for Business Com

#0838 : Social Media for Business Communication

2098 : Mid-term Exam.

#1038 : PART IV: TYPES OF BUSINESS MESSAGES

#1178 : Routine Business Messages

%1278 : Persuasive Messages

#1378 : Bad-News Messages

%1438 : PART V: REPORTS AND PRESENTATIONS

%1538 : Research and Business Proposals and Planning for B
#1678 : Completing Business Proposals and Business Reports
%1738 : Planning Presentations

#1838 : Delivering Presentations
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Exams & Quizzes : 30%
Participation & Attendance : 20%
Assignments : 30%

Presentation : 20%
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1.Business Communication: Developing Leaders for a Networked WorldPeter W. CardonMcGraw Hill20214th ed.(Zk
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ZER4EE : http:/mwww.cyut.edu.tw/~clchang/
E-Mail : clchang@cyut.edu.tw

Office Hour :

B HA— 55 5~XH, 1 Bh:T2-957;
EHA=,555~66 1 B5:T2-957;

414688

[EEEA] [1E0]
HEEBMERE - FOFEAEZH -



