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Course title

A ()

E2AF /B2 0 academic | 114-2 Z2HH R RS Bl 441
year/Semester 2025 Spring semester Classroom

ST ZREN Yung-huei Chen AR Tuesday
Instructor Time 10:10-12:00
RETR N = & EIERT | Room 439 LGl il Phone: #34305

Instructor office number Instructor Contact | Email: clcyhc@ccu.edu.tw
& office hour

B TBA UES @ TBA

Teaching assistant TA contact

TefEaRtE NA

Pre-requisite courses

AR H A 1. develop students’ business writing skills to achieve successful communications

Course Objective

different writing styles

adopt sample business letters from a variety of context to familiarize learners with

3. encourage students to write effectively and confidently for a business environment

AACSB BEERSEE HME Assurance of Learning (AOL) Learning goals
* BB SR R EE SR E SR E B (Major or minor learning goal) » FFEEfEYHfE ~ 2275

FEEEFHIE Major learning
goal

EHE 4 : 2EREEF LG4:Global

Perspectives

FEZEEHHE Major learning
goal

B 4 : 28R LG4:Global

Perspectives

REEEFHME Minor learning
goal

HER1: Al#r S
LG1:Creative Thinking

2

Teaching materials

Composing our world

49tk Course website | @

https://www.ets.org/toeic/ (TOEIC)

® https://www.englishcurrent.com/ (pragmatics and semantics)

® https://www.managementstudyguide.com/business communication.htm

(business English written communication)

BRE2EE Composing our world
Textbooks/Reference
75t AT S B 20% | HERfE Attendance 10%



https://www.ets.org/toeic/
https://www.englishcurrent.com/
https://www.managementstudyguide.com/business_communication.htm

Assessment

Participation

{E% Homework 5% | 25 Project %
/N Quiz 5% | HAt 1 other ( ) %
HA =% Midterm 30% | HAtfr 2 other ( ) o
HH7R % Final 30% | HAlr 3 other ( ) %

HoAth 35
Other description

1. Classroom activities may include lectures, peer editing, group discussions, and

pair works.

2. Smartphones should be switched off during the class hour.

3. A student should not be absent more than 3 times or a failing grade would be

received.

4. FHEEHEES

» A
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in iz M2k Course Schedule

BHR S B EER H fthzR AR
week Description Textbook Remark
Course
1. Ice breaker ) ]
introduction
2. ®  Essay structure Unit 10 Defining the essay
3. ® Body & concluding paragraph | Unit 10 Three points
4. ® Narrations Unit 10 Vivid details
5. ® Process analysis Unit 11 Transitions
Manageable problems vs
6. ® Problem solution Unit 12 .
considering purposes
Narrowing topics vs
7. ® (lassification Unit 13 .
choosing a focus
8. ®  Comparison contrast Unit 14 Methods of organization
9. Midterm Midterm Midterm
10. | ® Cause effect Unit 15 Logics
11. | ® Persuasion Unit 16 Audience
12. | ® Research proposal Unit 17 Abstract
13. | ®@ School application Unit 18 Preliminary research
o ) Format & physical
14. | ®@ Job application Unit 19
appearances
15. | ®@ Job application Unit 19 CV & resume
Final exam
16. Final exam Final exam




