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This is an intermediate level business writing cou
Student
s will be expected to attend class at least 80 per
cent of the time. Also they will be expected to c
omplete their writing assignments on a weekly basi

rse for university students of economics.

s. The class will be taught in English. Assessme
nt will be based on participation and completion o

f assignments given by the teacher.

This is a Lecture type class and we will be face t
o face lessons. In the event we must go online we
In that event 1

will let you know the Zoom class meeting details.

will conduct the class on Zoom.

Students can contact me one on one at my email add
ress which is:

This is an intermediate level business writing cou
Student
s will be expected to attend class at least 80 per
cent of the time. Also they will be expected to c
omplete their writing assignments on a weekly basi

rse for university students of economics.

s. The class will be taught in English. Assessme
nt will be based on participation and completion o

f assignments given by the teacher.

In this course students will:

- Get used to writing Business English to communi
cate with clients or companies.

- Practice various writing tasks in a number of d
ifferent situations.

- Learn new vocabulary and expressions in Busines
S writing.

- Practice skills necessary to perform tasks in a
business writing situation (for example, tasks re
quired in their future comany such as making order
s, asking for or providing more information)

- acquire the ability to successfully write busin
ess letters in a variety of different situations.

On a weekly basis students will engage in writing
tasks using business English. They will participa
te in some pair work and give feedback to their pe
ers. They will get lots of practice learning the

various components of business writing each class.

Students will be required to complete all homework

assignments on time.

Each class will include a mini lecture followed by

a practical structured writing tasks. Topics f

or spring term include for example writing a cov
er letter replying to a job applicant

ordering supplies and so on.

requesti
ng a service

Assessment will be based on participation (50%)
and completion of writing assignments (50%).

Business Correspondence A Guide to Everyday Writ
ing. |Intermediate second edition by Lin Loughee
d. Longman. [ISBN 0-13-089792-2
Week 1: Goal and interviews with t

eacher

Class Policy

Students get to know what is expected and get to k
now the teacher.

Week 2-3
Students learn about applying for a job.

Week 4-5 Replying to a Job Applicant

Students learn about evaluating people®s skills.
Week 6-7
Students learn how giving detailed information wil

Writing a cover letter

Requesting a Service

I help retreive an accurate response.

Week 8-9 Confirming a Service

Students learn conversely how restating all the de
tails will cofirm the recipients need to know ther
e is a common understanding in order to fufill t
he request accurately.

Week 10-11 Ordering Supplies

Students learn how to make accurate orders.

Week 12-13 Confirming an order

Students learn how to be specific and polite even
when there are problems with timing and schedule o
n orders.

Week 14-15 Requesting information

Students learn about the 4 parts of an email reque
sting information.
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This will be a 4-skills (reading writing speak
ing and listening) course focused on introducing i
mportant business skills concepts and vocabulary
. Students will be expected to attend at least 80%
of scheduled classes do frequent homework assig
nments and interact actively with the instructor
and classmates. The class will be conducted in En
glish. Assessment will be based on participation
homework assignments mini quizzes and a term pr

esentation project

This is a lecture type class, and we will be face
to face at this point. |If we must go online, it w
ill be on Zoom, but I will inform you of the Zoom

class meeting details at that time.

Students can contact me one on one at the followin
g email address:

This will be a 4-skills (reading writing speak
ing and listening) course focused on introducing i
mportant business skills concepts and vocabulary
. Students will be expected to attend at least 80%
of scheduled classes do frequent homework assig
nments and interact actively with the instructor
and classmates. The class will be conducted in En
glish. Assessment will be based on participation

homework assignments mini quizzes and a term pr

esentation project.

In this course students will:

- Get used to using Business English to communica

te with their classmates and teacher.

- Practice and perform a large number of basic co
nversations in a variety of situations.

- Practice using business language fluently, accu
rately, and appropriately (including grammar,

vocabulary, idiomatic expressions, pronunciation a
nd intonation.)

- Practice basic skills that are necessary for su
ccessful language learning in business (for exampl
e, using a dictionary and taking notes)

- Learn new vocabulary and business expressions.
- Be able to express their own ideas, feelings or
opinions in a business situation..

On a weekly basis students will engage in speaking
tasks using Business English.  They will have pa
ir work and group work. They will express their o
pinions and feelings in business situations. Stud
ents will also give a presentation of their projec

t work to the group.

Students will be required to complete all homework
assignments on time.

Each meeting will include a mini lecture and follo
w up discussion. Tentative topics for the spring t
erm include first impressions daily routines r
elationships industry overviews and company over
views.

Assessment will be based on participation homewo
rk assignments mini quizzes and a term project.
Classroom Participation 25%

25%  Mini Quizzes 25%

Homework Assignments
Term Project 25%

Business Venture 1 by Roger Barnard & Jeff Cady
Angela Buckingham  Grant TrewOXFORD ISBN 978-0-19
-457817-2
Week 1: Goal and interviews with

teacher.

Class Policy

Students get to know what is expected and get to k
now the teacher.

Week 2: Group building Activity

- 201 -



Students meet their classmates and interview them.

Week 3: Pronunciation Training

Students will learn some features of the Second la

nguage not found in the First Language.

Week 4: Mini Presentation:

Students will give a small presentation representi

ng the production of Pronunciation features learne

d.

Week 5-6: Meeting a Client

Introducing Greeting Phone numbers numbers 1
-10

Week 7-8:  You and your company

company activities daily routines numbers 11-1

00 starting a converstion

Week 9-10: Visiting a client

arriving at an appointment at reception meetin

g people numbers 100-10 000

Week 11-12: Business activities:

Describing routines e.g. "how often....

Week 13-14: Project work

Students design learning project report prepare
practice. Teacher guides facilitates assists
Students with final draft.

Week 15: Project presentation

Students present projects to class.
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