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. Wit=s 78 (Course Description)

1. 42|72 (Course Overview)[%200~450X}

Students are given step-by-step instruction, case studies, videos, and short readings of typical
business situations. Practice is task-based and problem-solving. Each topic includes valuable
cultural insights. Writing is completed in-class and online.

2. ZO|SH (Course Objective)[%200~450%t

By the end of this course students will have gained practical knowledge of various business
writing situations such as: proposals, agendas, persuasive, direct/indirect, etc, and the core
vocabularies.
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This course provides students with knowledge to compose formal business letters, knowledge of
common business writing principles and techniques. Students ga in practical knowledge of core

vocabulary

4. d=st5 W& (Prerequisites)

Fundamental knowledge of English sentence construction.

5. et&-dt(Learning Outcomes)

By the end of this course students will have increased their understanding of, and their ability
to apply the principles and formats of effective business writing.




2. 49| WX (Course Materials)

1. &1 (Required Textbooks)

MY PN ZEHAL Epuiais
Title Author Publisher Year
Al materials, pdfs, ppt, videos, )
) ) Randall B. Wilson Self 2018
worksheets are provided online

2. 21Xl (Supplementals)

Students need a standard sized, lined and margined notebook for paragraph writing.

3. =% E7} (Course Evaluation)

—_

. B7t2 24 (Grading Criteria)

=4 M| S} 7|2 0AL 7IEHE A &)
Attendance Assignments Mid-Term Final Others
10 % 10 % 30 % 30 % 20 %

2. I (Grading Polices)

10% assignments includes coursebook homework. 20% "other" includes two modular quizzes
weekly online vocabulary quizzes.

and

Distribution of class grades is based on a curve. No more than 40% of total students can
receive As, no more than 80% of total students can receive As and Bs combined.




A Zo|A =l (Course Schedule)

oo
StE=H

Topics

Orientation: introductions, course outline, surveys. The Writing Process
Defined

S

Class introduction, question and answer, course description and

1= Objectives |explanation, and level testing.
=
Week e . .
Online survey, Writing format fundamentals
1 Class Work I ey ting !
Aaxt=
Required |None
Readings
hH|
. None
(Assignments)
I P2 = . . "
= Foundations of Business Writing
Topics
N Three Paragraph Letters
StSLHE | Different Types of Business Writing
~ Objectives |Format requirements
2= Keywords and concepts
Week = Individual practice, instructor-led practice, discussion, core principles, format
2 Class Work |and example letters
A DX
Required Week 2 online readings
Readings
|
. None
(Assignments)
St5EH . .
= Writing Process: Introductions
Topics
N Facts, figures, and evidence
St&LHE  |Research and Organization
Objectives | Informative Presentation 1
3= Keywords and concepts
E
DA Individual practice, instructor-led practice, discussion, core principles, format
W(;ek Class Work and example letters
HOXtE
Required |Week 3 online readings
Readings
| None

(Assignments)




Writing Process: The Body

St&L8
Objectives

Informative Presentation 2

Presenting unbiased information

Effective Sentences: Adjectives and Adverbs
Keywords and concepts

45
e Individual practice, instructor-led practice, discussion, core principles, format
o
erk Class Work and example letters
ESInPN =S
Required Week 4 online readings
Readings
DEA| None
(Assignments)
SssH Writing Process: The Conclusion
Topics 9 :
stal)g Three Audience Types
Obiectives Informative Presentation 3
~ ) Keywords and concepts
T — A} EH Individual practice, instructor-led practice, discussion, core principles, format
STros d le lett
Week | Class Work |3N9 €xampie fetters
5
PPN =]
Required |Week 5 online readings
Readings
bA| Practice writing for Modular quiz
(Assignments)
stAam g
Q'THT'ji Writing Process: Evaluation
opics
N Revision, Editing, and Proofreading
StE L&  |Executive Summaries,Recaps
Objectives |Requests for funds/ materials 1
6= Keywords and concepts
e Individual practice, instructor-led practice, discussion, core principles, format
o
Wgek Class Work and example letters
EIOXE  |Week 6 online readings
Required
Readings
IHA| .
(Assignments) Modular Quiz 1
StA2 H
il — R | H H
Topics Appropriate Media
N E-mail, SmS, Newsletter, In-person
&t&LH8 | Adapting to Other Business Cultures
Objectives |Keywords and concepts
7= Writing Practice for midterm
A Individual practice, instructor-led practice, discussion, core principles, format
Week Cl 2= |and example letters
7 ass Work
ESInPN =]
Required |Week 7 online readings
Readings
IEH|

(Assignments)

None
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_|T‘o='pics Mid-term exam
stsUg
Objectives
8
RTINS
Week | Class Work Midterm exam
8 AnxtE
Required |Review for test
Readings
RN
(Assignments) one
stAE T
ﬁTglp?c:i Routine and Positive Messages
staL2 Strategies for common requests
O_E)':'ctivcés Keep it interesting: Sentence length
) Keywords and concepts
=
9T A Individual practice, instructor-led practice, discussion, core principles, format
Week Clg_s_sr vv:rk and example letters
9
A DXZ
Required |Week 9 online readings
Readings
THA| None
(Assignments)
stAao g
_'Tgplfé:i Negative Messages
PN E=] Direct and Indirect Approach The
=] [S) . :
Objectives Passive Construction
Keywords and concepts
105 — — ; , , —
i Individual practice, instructor-led practice, discussion, core principles, format
Week Cr;s? svglrk and example letters
10
ADXR
Required |[Week 10 online readings
Readings
iy None
(Assignments)
T
_'T'g'p?c:i Writing Persuasive Messages
Determining Key Selling Points
stEL|E | Appealing to emotion/appealing to evidence
Objectives | Stating reasons and using examples
112 Keywords and concepts
Week el Individual practice, instructor-led practice, discussion, core principles, format
11 Class Work |and example letters
ANXE
Required |Week11 online readings
Readings
hA|

(Assignments)

Modular Quiz 2




Preparing Reports and Proposals

opics
stALl2 Data and Research; citing sources
o 22 | Three Types of Audiences: 3 types of reports
Objectives
Keywords and concepts
125
Week DA Lnn?jlvgjxii p;;aT;;(Z,rslnstructor—Ied practice, discussion, core principles, format
12 Class Work P
HOXtE
Required |Week 12 online readings
Readings
iy None
(Assignments)
AE=E \riting R dp
Topics riting Reports an roposals
PN E=] Drafting and Design Principles
e Preparing Presentations for Meetings
Objectives
Keywords and concepts
133
Week A Individual practice, instructor-led practice, discussion, core principles, format
LT od
13 Class Work and example letters
HOXtE
Required |Week 13 online readings
Readings
JHA| None
(Assignments)
SE=E iew, Counsel and Self
opics Review, Counsel and Self- Assessment
SSHE I prepare for final
Objectives repare for final exam
145
P Individual practice, instructor-led practice, discussion, core principles, format
Week LTSE | ong example letters
Class Work P
14
HOXtE
Required |Review for final exam
Readings
JHA| None
(Assignments)
155
23
V\/1e5ek Makeup Class To be announced
=
week | J¥IA
16 Final Exam




