International Economy & Trade: Business English Writing

Fall 2009

Tuesday 2:55-4:30
Instructor: Wendy Gough

Email: wednesdaysensei@hotmail.com
Homepage: http://wendysintoenglish.com/
Textbook: Writing for the Real World 2: An Introduction to Business Writing

Course Goal: To give an introduction to the style and vocabulary used in a variety of types of business emails, and to introduce students to using email for business purposes.
Course Description

Using the course webpage as well as the in-class activities, you will complete textbook activities, vocabulary homework and quizzes, and have discussions about business writing. 

In the classroom you will

· Take vocabulary quizzes

· Participate by doing activities in the textbook and with partners

· Ask any questions about topics covered in the virtual classroom

On the course webpage you will

· Find and download vocabulary homework assignments

· Find  activities to practice business vocabulary, style, and sentence structure

Grading: Grades will be based on the following:

· Attendance, participation, and improvement in your writing

50%

· Successful completion of assignments and quizzes


50%

Lessons: You will be expected to participate in the class activities, regularly submit homework, take the vocabulary, and do other activities related to the course. 

Your homework assignments will consist of emails to your group members and weekly vocabulary homework.

Vocabulary Homework

The weekly vocabulary homework can be found on the class homepage. 

· Click on the assignment you want to do and a Word document will open

· Do the homework assignment and send it to me by email.

· If you have any questions, please ask me in class or by email.

Vocabulary Practice

You will find activities to help you practice the vocabulary words on the class homepage. You can do these activities as many times as you want to.
Weekly Plans: 

Week 1: 

· Introduction to business writing format and considerations for writing business emails

Homework: Vocabulary homework #1

Week 2: 

Introducing yourself

· Activities from Unit 1

Homework: Vocabulary homework #2, Introduction email

Week 3: 

Arranging Meetings

· Watch the PowerPoint about arranging meetings

· Activities from Unit 2: arranging meetings and replying to the request

Homework: Arranging meetings email 

Week 4:

· Vocabulary Quiz #1

· Activities from Unit 2: changing arrangements

Homework: Vocabulary homework #3, emails to rearrange and confirm changes in the meeting

Week 5: 

Inviting

· Watch the PowerPoint about formal invitation emails 

· Do activities from Unit 5

Homework: Vocabulary homework #4, invitation email and response

Week 6: 

Review

· Refusing an invitation

· Review 1

Homework: refusing an invitation email

Week 7: 

Inquiries

· Vocabulary Quiz # 2 

· Watch the inquiries PowerPoint

· Do activities from Unit 6

Homework: Vocabulary homework #5, Inquiry email
Week 8: 

Placing Orders

· Activities from Unit 7

Homework: Vocabulary homework #6, order email

Week 9: 

Responding to orders

· Watch the responding to orders PowerPoint

· Activities from Unit 8

Homework: responding to an order email

Week 10: 

Dealing with problems

· Vocabulary Quiz #3

· Activities from Unit 8

Homework: Vocabulary homework #7, problems email

Week 11: 
Inter-Office memos

· Vocabulary Quiz #4 

· Watch the inter-office memos PowerPoint

· Activities from Unit 12

Homework: memos emails

Week 12:

Job applications

