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Students will practice using written English in order to convey their thoughts, opinions, and activities through English.
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This class will meet for atotal of 22.5 hours for the semester. Students will practice using a variety of genres of written English
(e.g. email, fax, memo, letter) that are commonly used in business for conveying their thoughts, opinions, and activities. Emphasis
will be placed upon communication of ideas clearly.
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Individual, pair, and group-work; tasks, activities.
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1 Unit 1 Introducing yourself Email
2 Unit 2 Arranging meetings Email
3 Unit4 Recommending
4 Unit 5 Inviting Email
5 Unit 6 Making inquiries
6 Unit 7 Placing orders FAX
7 Unit 8 Responding to orders
8 EXAM EXAM
9 Unit9 Making payment
10 Unit 10 Complaints Business |etter
11 Unit 12 Interoffice memos Memo
12 Unit 13 Discussing proposals Proposal
13 Extra Abstracts
14 Unit 15 Socia situations L etter of thanks




