	Course Code
	CSP 108 (Fall 2008)

	Course Title
	Business English

	Credit Unit
	2

	Duration
	2 Semesters

	Category
	Required Course

	Medium of Instruction
	English and Chinese

	Course Instructor
	John Mok

	Contact Information
	2408-8949, 9474-7842;

	
	jmok@chuhai.edu.hk, jmok@e2121.com.


_____________________________________________________________________

Aims
This course has the following aims: 

· To introduce the principles of effective communication and help students develop strategies and skills to apply that knowledge to business related communication. 

· To improve students’ ability to communicate in English by developing students’ reading, writing, listening and oral skills.


Content
This course consists of the following units: 
· layout of business text-types most useful in Hong Kong;

· real life applications of text-types learned;

· business English, business abbreviation;

· reading articles and writing comments to the articles.


Assessment 
There are continuous graded reading and writing assignments, task-based activities, tests and a final examination for the semester.  
	Enquiry letter
	10%

	Invitation letter
	10%

	Reading and writing
	25%

	3 Tests
	15%

	Final Examination
	40%


Lecture Schedule

	Week
	Activities
	Date
	Syllabus Covered

	1
	Lecture 1
	09/11
	Introduction, student autobiography in letter format, reading

	  2
	Lecture 2
	09/18
	Letter layout I, reading news & writing assignments 

	  3
	Lecture 3
	09/25
	Letter layout II, reading news & writing

	  4
	Lecture 4
	10/02
	Enquiry letter; talk to students on their assignment format, reading news & writing

	  5
	Lecture 5
	10/09
	Invitation letter; submit Enquiry letters, reading & writing

	  6
	Lecture 6
	10/16
	Submit Invitation letter, send out Enquiry letter, reading &
writing

	  7
	Lecture 7
	10/23
	Test letters; 
send out Invitation letters

	  8
	Lecture 8
	10/30
	Articles, reading and writing

	  9
	Lecture 9
	11/06
	Count and Noncount Nouns, reading and writing

	 10
	Lecture 10
	11/13
	      Test Articles, Count and Noncount Nouns   

	 11
	Lecture 11
	11/20
	  Business English I, reading and writing

	 12
	Lecture 12
	11/27
	    Business English II, reading and writing

	 13
	Lecture 13
	12/04
	    Business abbreviation I, reading & writing

	 14
	Lecture 14
	12/11
	  Business abbreviation II, reading & writing

	 15
	Lecture 15
	12/18
	Test Business English and Business Abbreviation

	 16
	
	12/25 
	Christmas Holiday

	 17
	
	01/01
	              New Year Holiday

	 18
	
	01/08
	              Final Examination

	 
	
	
	              

	 
	
	
	            

	
	
	
	

	
	
	
	


Reading Materials
Notes prepared by the lecturer, see www.e2121.com/chuhai/be.  
Online Reference

E-books
http://www.e-book.com.au/freebooks.htm (annotated links to free e-books worldwide),
http://2020ok.com/ (links to free e-books by subjects),
www.btinternet.com/~glynhughes/squashed/index.htm (Squashed Philosophers),
http://www.cloudcraft.com/knowledge (100 Best Free Online Book for an Education--listed
   by Will Durant)
http://etext.library.adelaide.edu.au/meta/titles.html (University of Adelaide Library).
Open coursewares
www.ocwconsortium.org/index.php?option=com_content&task=view&id=12&Itemid=26
    (a link to open coursewares worldwide),
http://ocw.mit.edu/OcwWeb/web/home/home/index.htm (MIT),
http://webcast.berkeley.edu/ (University of California at Berkeley),
http://open.yale.edu/courses/ (Yale University),
http://www.core.org.cn/core/localcourse/course_subject.aspx (open coursewares in China).
Encyclopaedias
www.wikipedia.org, http://www.britannica.com/.
Search engines
www.google.com, www.yahoo.com.

News sites
www.cnn.com, http://news.bbc.co.uk, www.time.com, http://www.nytimes.com/, www.thestandard.com.hk, www.news.gov.hk/en/index.shtml. 
Dictionaries/references
http://www.m-w.com/, http://hk.dictionary.yahoo.com/, http://www.acronymfinder.com/, http://www.babelfish.altavista.com/. 

English learning
http://www.englishclub.com/, http://www.onestopenglish.com/, http://www.world-english.org/listening.htm, http://eleaston.com/world-eng.html#dialect.

PS
Late assignments will have marks deducted at the rate of 5% a day.  No assignment will be accepted if the submission is more than one week late.

PPS

No telephoning during class.
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