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COURSE SYLLABUS
I. Course information
	Course title: BUSINESS WRITING
Course code: QTE189
Course type: English for specific purpose
Course pre-requisites: Learners are supposed to have completed the following courses:  Paragraph and Composition Writing 1&2, Essay Writing

II. Course description
This course is designed to provide students with practical skills and techniques of writing in business correspondence, a fundamental skill for graduates in any career path. 

III. Course materials
Nguyễn Trọng Đàn (2008). The Language of Business Correspondence in English (6th edition). Hà Nội: Lao Động Publishing House
Additional materials:
Dobson, A. (2003). Writing business letters. Wanchai: Grolier International. 
Gaertner-Johnson, L. (2014). Business writing with heart. Seattle, Washington: Syntax Training. 

IV. Course goals
This course aims to develop students’ writing business letters through three main goals: 

	Goals
	Goal Description/ Learning outcomes

	G1 – Understanding the nature of business writing
	Understand features of writing in business, its purposes, style and structure

	
	

	G2 – Business vocabulary development
	Develop a specialized business vocabulary that enables professional business writing

	
	

	G3 – Composition of business letters
	Compose business letters in various situations and for different purposes 

	
	



V. Assessment scheme

	Assessment
	Learning outcomes
	Weight

	A1. Mid-term test
	G1 + G2
	30%

	A3. Final exam
	G1 + G2 + G3
	70%


Passing grade: 5/10
    	Mid-term test
	Duration: 30 minutes
	Format: writing a letter for a given situation using the structures and style learned
	Final exam
	Duration: 60 minutes
	Format: writing a letter for a given situation and a response to a business letter using the structures and style learned

	Marking criteria (both midterm test and final exam)
•	Answering the question being asked (10%);
•	Fulfilling an email’s style and structure requirements (20%);
•	Coherence and Cohesion (logically organize information and ideas, clearly progress from one thought to another by using a range of cohesive devices throughout, present a clear central topic within each paragraph when answering question) (30%); 
•	Lexical Response (use a range of vocabulary, vocabulary with precision (i.e. use the right word for the meaning you want to portray), the correct combination (collocation) of words together) (20%);
· Grammatical Range and Accuracy (use a variety of complex sentence structures, produce error-free sentences, have a good control of grammar and punctuation) (20%).
	
VI. Detailed course content

	SESSION
	CONTENT
	MATERIALS
	COURSE GOALS
	ASSESSMENT

	1
	Course introduction
Features of business writing: purpose, style, and structure

Practice: essay vs. business writing
	The Language of Business Correspondence in English (Chapter 1)

	G1
	

	2
	Inquiries and Replies: analyse samples 
Business vocabulary

Practice: writing and peer assessment
	The Language of Business Correspondence in English (Chapter 2)

	G2+G3
	

	3
	Quotations, offers and tenders: vocabulary and samples

Practice: writing and peer assessment
	The Language of Business Correspondence in English (Chapter 3)

	G2+G3
	Revision for A1

	4
	In-house correspondence: style and tone
Features of emails vs. letters

MID-TERM TEST
	The Language of Business Correspondence in English (Chapter 5)

	G2+G3
	A1

	5
	Complaints and claims

Practice: writing and peer assessment
	The Language of Business Correspondence in English (Chapter 9)

	G2+G3
	

	6
	Letter of application & CV
Practice: writing and peer assessment

Course revision
	The Language of Business Correspondence in English (Chapter 13)

	G2+G3
	Preparation for A2



VII. Course policies on learning and assessment
· Students are required to be on time and remain until the conclusion of class. 
· Students who arrive late within 15 minutes will be marked as ‘late’ yet still allowed to join the class. Two times being late equals one absence.
· Students who are more than 15 minutes late will not be accepted into class.
· Students who need to leave early should inform the instructor before class. Leaving early without permission also counts as absence for the day.
· Attendance: Students who are absent more than two times without legitimate excuses will be disqualified from taking the final exam. 
· Students should notify the instructor of their absence at least one day before class, unless their absence is due to an emergency. Written documents are required for their absence to be excused.
· One point will be deducted from your final grade for each absence from class.
· Participation: Bonus points will be awarded to students with a good record of class participation. 
· Students are not allowed to use laptops/mobile phones/tablet computers for any purposes not related to their study. Any violation will result in the students being required to leave the classroom and marked as absent.
· Disruptive behavior that affects classroom instructions and academic performance of both the instructor and other students include laughing and talking inappropriately in class. 
· You will receive a warning and a 1 point deduction from your final grade for your first violation. A second time violation will result in a deduction of 3 points from your grade. For your third time violation, you will be expelled from the classroom and the administrative staff will be accordingly notified so they can take your name off the class list.
· Students who are disrespectful to classmates or the instructor will be removed from class permanently.
· Cheating, academic dishonesty and plagiarism are NOT tolerated. Those students who violate these terms will be expelled from the course and receive “zero” for their final grade.
VIII. [bookmark: _GoBack]Instructor details
- Full name: Tran Cam Thu
- Faculty/Deparment: Faculty of International Relations
- Contact details: camthu.tran@hcmussh.edu.vn

	      
HEAD OF DEPARMENT

	
	
	Ho Chi Minh City, 23rd March 2020
 DEAN OF INTERNATIONAL RELATIONS
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