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This course aims to guide students to the knowledge of some basic international trade processes
and business communication concepts. Students will learn formats for business letters / memos /
faxes and write the concise business letters, including the subjects of inquiry/offer,

reminder, and reply for business correspondence.
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Mid-term Exam: 30%

Final Exam: 30%

Attendance and participation: 20%

3 English business letters: 20%
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Orientation

The Structure of Business English Correspondence

Basic Requirements for Commercial Letters

Brief Description of International Business

International Business Terms and Conditions

Business Letter Writing Format

International Business Inquiry letter
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Payment letter format

H2/2

Midterm exam

10 |10 Offer letter format

11 |11 Trade Placement Practices -1

Trade Placement Practices -2

Customer complaints or claims letter

Final exam
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jinhorng88@gmail. com| 0928266362
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