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FUEH AR (Objective) -

1. Atleast CEF B1 on writing (equivalent to an Intermediate level of writing on the TOEIC
test). The course aims to equip students with a high frequency of commonly used business-
related words, phrases and sentences structures. Students will learn a sufficient range of
the language that will enable them to write standard business letters and short reports (1-2
paragraphs) with content that is concise and connected.

Enjoyment and confidence in business writing.

Development of autonomous learning skills.

Promotion of co-operative intracultural and intercultural interactions.

P own

ZELINZS4H L Course outline and content :

This course aims to improve students’ writing ability such that they can respond fast and
accurately in commonly encountered situations in business. The Business Writing course is
suitable for intermediate level learners.

Students will be placed in a simulated situation. They will be given a role (such as junior
executive or personal assistant) in a commercial company and a tray of realistic business
documents. These documents will include letters, memos, emails, faxes, leaflets, schedules and
tables. Students will be read and understand these documents before drafting appropriate
responses to them Their responses will take the form of a letter, fax, memo, standard letter form
or short report. Students’ writing will be assessed according to how accurate they have
interpreted the source documents; and whether their responses convey the message in a manner

that is professional, polite, and accurate, and achieves the desired result
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Intermediate Business Writing Course Description
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Fﬁgourse This course aims to improve students’ writing ability such that they can respond fast and accurately in commonly
Outline encountered situations in business. The course is suitable for intermediate level learners.
u
1. Atleast CEF B1 on writing (equivalent to an Intermediate level of writing on the TOEIC test). The course
aims to equip students with a high frequency of commonly used business-related words, phrases and
. z sentences structures. Students will learn a sufficient range of the language that will enable them to write
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Obiective sta_ndard business Iet_ters an(_j shorF reports_(_1-2 paragraphs) with content that is concise and connected.
) 2. Enjoyment and confidence in business writing.
3. Development of autonomous learning skills.
4. Promotion of co-operative intracultural and intercultural interactions.
gr .
. 2 credits, 1 semester
Credit(s)
1. Students will be given a mid-term and a final exam. Each exam will be based on
S b1 ap the learning content and will be at the level of B1 on the C.E.F. (i.e. intermediate).
By apte -
Evaluati Each exam will count 30 %.
valuation 2. In-class writing tasks and homework will count 30 %.
TEER S 3. Attendance and oral participation in class will count 10%
Course Students will be placed in a simulated situation. They will be given a role (such as
Cri : junior executive or personal assistant) in a commercial company and a tray of realistic
riteria . o .
business documents. These documents will include letters, memos, emails, faxes,
#p leaflets, schedules and tables. Students will be read and understand these documents
L Content before drafting appropriate responses to them Their responses will take the form of a
earning Conten letter, fax, memo, standard letter form or short report. Students’ writing will be
assessed according to how accurate they have interpreted the source documents; and
whether their responses convey the message in a manner that is professional, polite,
and accurate, and achieves the desired result.
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Objective: Objective:
. . Can write concise connected texts
Can understand texts that consist mainly of
. on familiar topics regularl
3ok a high frequency of commonly used P gularly
T - - . encountered in business Can write
Description business related language. Can understand
. . standard business letters describin
the description of events, feelings and g
. . . events, feelings, wishes, etc.
wishes, etc. in standard business letters. g
& 3ci City and Guilds (English for Business Communication, Qualifications Handbook):
Material(s) | http://www.cityandguilds.com/documents/ind_general learning_esol/EBC_gualification_handbook.pdf
Ffﬁ Ethityf‘;ﬁ This course is suitable for students who anticipate that their job will involve reading a variety of communications
obs that the
students who | in English and replying to them independently and in appropriate style.
have
completed the
course can
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