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This is a business English class for those students who want to improve their reading/writing/
listening ability and to understand what is going on in the world of business and finance. ‘Business
English’, previously called ‘English Correspondence' in the faculty curriculum in most universities
nationwide, used to be an English writing course with occasional reference to the skills and
knowledge of international business and global economies. Today, however, it covers a wider variety
of areas including Economic News English, English related to effective business practices

(telephoning, negotiating, presentation, etc.) and conventional business correspondence (writing)
skills. This class is designed to cover all these.

Basically, this is an online class using Zoom, which, by the way, is synchronous and bidirectional,
but the instructor plans to hold occasional in-person classes at APU, hopefully once a month, the

timing of which will be decided after the consultation with the students.
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First, you may be able to enhance your ability to communicate with people from diverse cultures
in English, say in whatever situation you may be placed.

Secondly, all the items you may have access in this class could be useful in actual business settings.
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The purpose of the course is to enhance students' general business communication skills as

outlined above.
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The instructor is prepared to answer any questions posed by the students. So please feel free to ask

any questions which you think are left unanswered during the class.
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Kazuhisa Konishi, 7he Flow of International Business Correspondence, Asahi Press
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ISBN: 978-4-255-15228-8
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None
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To be announced when/if necessary
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None
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Evaluation will be based on the student’s attendance and class contribution (30%) as well as the
result of a final exam at the end of the semester (70%). Attendance will be taken at the beginning of

each class vocally.
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A:80-100%, B:70-79%, C:60-69%, D:50-59%, F:below50%
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Students are expected to have daily access to the latest economic news, which would keep them

updated on what’s happening in world economy.
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F1E | T—~{EF5DY) . Course orientation and introduction

M % Basic English correspondence skills (style and format of business letter, etc.)

HRlE-fREXE  Appendix at the end of the textbook

F2m | T—< (&5 : How to initiate a business transaction.
W& NSO T A B 5

HplE-FEXE Chapter 1

H3ml | T—~ (a5 Asking for detailed information on the product
W2 FELVO R RO D

HFE-FEEXE Chapter 1

Fam | T—~{iZE50) : Effective telephoning
W % Effective communication on the phone
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H50a | F—~ (a5 . Explaining products
W2 BHSSOEN A S

HFEFEEXE Chapter 2

e mE | T—~ (a5 Inquiry (asking for sales terms)
W & EEORMHERERDD  (BIXAVY)

R E-4EEXE Chapter 2

HBTE | T~ {rEF5)Y) . Offer (Presentation of sales conditions)
N B RO AT 7 —95

HRlE-FREXE Chapter 3

E8lal | 7—~ (22257 . Counterproposal in response to an unsatisfactory offer
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HRlE-FREXE Chapter 3

Foml | T—~{f&57%) : Continuation of negotiations
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HFE-fREXE Chapter 4

F10[A] | T— ({2550« Conclusion of a sales contract
N2 kRS OFREL

HRE-fREXE Chapter 4

H11E | T—~(Z%5%Y) : Payment methods (Letter of Credit, etc.)
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Check payment %) (2O THFNET,

Al E-feEXE Chapter 5

B 12\ | 7—~ (&5 Informing the details of the I/C
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HRlE-feEXE Chapter 5

% 13[a] | T—~ (&5 : Effective telephoning
W %% Effective communication skills on the phone
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H 141 | T—~ (AA&52575) . Shipping schedule
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HplE-FEEXE Chapter 6

H15[A | T—~ (&5« Effective telephoning
W %¥:Effective communication skills on the phone
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Written exam (60 min.)




