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This course aims to improve students” proficiency in practical business English. The course will help students acquire
general business skills in English, including replying emails, taking part in meetings, giving a presentation about merchandise,
and negotiating.  The main object of this course is to improve students’ vocabulary, grammar, reading and writing abilities, so
students should expect to participate in pair and group activities. The course will help students develop the global
communication skills and the intercultural skills required for business.
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Nowadays, going with the globalized world, the demand for business English is greater than ever. Business English is
playing an increasingly important role in not only common business world but also various studies, especially economics,
managements and regional studies. It will help students’ further growth in both business and academic field.
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The emphasis of this course is on providing students with the skills to communicate effectively in English in a variety of
business situations, both social and work-related. In each class, students experience student-centered activities aimed at
building their skills and confidence of the target language to communicate successfully in the global business world. By the
end of the semester, students will build up to more complex language and skills as the course progresses.
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The teachers should:
1. check whether students understand correctly.
2. keep pace with the students’ progress. (For this purpose, the course schedule shown below could be changed).

3. help students learn by themselves and give some advice for further learning.
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Daily class performance: 30 % (This may include quizzes and other activities, homework, attendance, etc.)
Final Test: 60 %

G-TELP:10%

In addition, five points will be added when a copy of the certificate of Reallyenglish is submitted.
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A=80% or more
B=70-79%,
C=60-69%,
D=50-59%,
F=less than 50%-
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Four Important Rules:
1. Prepare for every class and the final test.
2. Attend every class and don’t be late.
3. Hand in every work assigned.
4. Bring and use dictionaries.
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A T — ({alZ.537)>) : Course orientation

W %¥:Class goals and requirements
Introducing yourself

R FEERIE Unit 1: Letter

#H2lA] T — ({aJ&"%.57)>) : Basic business communication
N 2% :How to write a business letter

How to make a cover sheet of fax
Rl FEEXE Unit 1; Letter, Unit 2: Fax

H53[m] T —~ ({al.53)>) : Basic business communication
N %¥:How to make an email

How to write a telephone message
ZRlE-FREXIE Unit 3: Email, Unit 4: Telephone message




T —~ ({ifZ&¥-.537>) :English for social relationship
W %¥:How to make an appointment
How to book a hotel
HeklE-FEEXE Unit5: Applying for a meeting, Unit 6: Booking a hotel
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T — ({i[&225%7>) :English for social relationship
P %¥:How to make a notification of office relocation
How to make a notification of the new branch
R FRERIFE Unit 7 : Noticing office relocation, Unit 8: Noticing a new branch

T —~ ({alZ53)>) :English for social relationship
W %¥:How to make an invitation for a reception
How to make a request for answering the questionnaire
HRE-FEEXE Unit 9: Invitation for a reception, Unit 10: A request for answering the questionnaire

T —~ ({ifZ&¥-.537) :English for social relationship
P %¥:How to make a request for application materials
How to write a letter about congratulations and condolences
ZelE- FREXIE Unit 11: A request for application materials, Unit 12: Congratulations and condolences

sl

T —~ ({alZ&7.537)>) :English as an internal official language
P %¥:How to make a notification of the meeting
How to make meeting minutes
HFE-FEEXE Unit 13: Noticing the meeting, Unit 14: Taking the minutes

T —~ ({ifZ&¢-.57>) :English as an internal official language
W %¥:How to write a memorandum for ordering goods
How to write a memorandum of an in-house training course
HRlE- FREXE Unit 15: Purchasing goods, Unit 16: Noticing an in-house training course
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T —~ ({alZ7537>) :English as an internal official language
P %¥:How to write a report of the outside training session
How to write a tentative report of the itinerary
HRFE-FEERIE Unit 17: A report of the outside training session, Unit 18: A tentative report of the itinerary

T —~ ({ifZ&"¥-.537) :English for business relationship
M %¥:How to make an email for a request of a catalog

How to make an email for an inquiry about the product.
HRE-FREXE Unit 19: Inquiry (1), Unit 20: Inquiry (2)

5512 [A]

T — (falZ7.537)>) :English for business relationship
P %¥:How to make an order sheet
How to make a reminder of the payment
HRlE- FEEXE Unit 21: Order, Unit 22: A reminder of the payment

55 13 [A]

T — ({alZ7.537)>) :English for business relationship, English for the employment
M %¥:How to write a letter answering the complaint

How to writea CV
HeRlE-FREXE Unit 23: Dealing with complaints, Unit 24: CV
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T —~ ({alz253>) : English for the employment
W %¥:How to write a letter applying for a job
How to write a letter of recommendation
HRlE- FREXE Unit 25: A letter for applying for a job, Unit 26: A letter of recommendation

5 15 [A]

T—~ ({if&"%.57>) :English for the employment
M %%:How to make a notification of the result of the employment interview
How to write a letter of resignation
ZRlE FREIXIE Unit 27 and Unit 28: Noticing the result of the interview, Unit 29: A letter of resignation

Final-test
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