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The Workplace English Writing

This course is specially designed for intermediate students at tertiary level, aiming
to equip them with professional writing skills to meet the needs in the workplace. The
course, therefore, strongly focuses on writing skills, such as transforming from
informal to formal writing style, achieving variety of sentences, creating reader
friendly writing, polishing-up language through process-based writing. By the end of
the course, learners will be able to write CVs, business notices, business letters, e-

mails, event notices, progress reports, data reports and formal (survey) reports.
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Project 1 Business Letters Writing Project 4 Enquiries and Replies

Task 1 Make Enquiries
Task 1 Format a Business Letter

Task 2 Reply to Enguiries

Task 2 Address an Envelope
Project 5 Offers and Counter-offers

Task 3 Seven Cs Principles sk ke ffrs

Task 2 Make Counter-offers

Project 2 Emil and Fax

Task 3 Promote Sales

Task 1 Send an Emi
Project 6 Orders and Acceptance

Task 2 PFEPﬂfB a Fax Task 1 Place Orders

Task 2 Accept or Reject Orders

Project 3 Establish Business Relations

Project 7 Sales Confirmation and Purchase Contract

Task 1 Establih Business Relations with an Importer

Task 1 Draft a Sales Confirmation

Task 2 Establish Business Relations with an Exporter Task 2 Sign a Purchase Contrac

4



Project 8 Agency Agreements
Task 1 Draft an Agency Agreement

Task 2 Sign a Agency Agreement

Project 9 Payment

Task 1 Discuss Matters about Payment

Task 2 Urge Establishment of L/C

Task 3 Ask for Amendment and Extension of a L/C

Project 10 Packing

Task 1 Confirm Packing Conditions

Task 2 Describe Quter Packing Project 12 Insurance

Project 11 Shipment Task Ask to Cover the Insurance
Task 1 Urge Shipment Project 13 Complaints and Claims
Task 2 Send Shipping Advice Task 2 Asking for Compensation
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Project 1 : Preparation for export and import ~ Project3 : Implementation of contract

Task 1 ; Credtt epplication, examination and zmendment

Task 1 : Feasibility report

Task 2 Commercigl invaice and packing ist

Task 2 : Trade fair

Task 3 : Application for export commodry inspection and certificate of origin

Task 3 : Online sourcing
Task 4 : Booking note, shipping note and detalled packing list

Project 2 : Business negotiation SR

Task 1: Letter for establishing business relations Task 6 Export customs dedration

Bl of led,
Feak Ty Task 7+ Bil of lading

Task 8 : Shipping advice
Task 3 : Offer

Task 10+ Documents for negatiation

Task 4 : Counter-offer
Task 11 Writing-off of export proceeds and duty drawback

Task 5 : Acceptance
Task 12 : Examination of documents

Task 6 : Purchase order Task 131 Import customs declaration

Task 7 : Sales contract and proforma invoice Task 14 Application for import commodty nspection
Project 4 : Settlement of dispute
Task 1 : Complaint

Task 2 : Arbitration
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Words you must know at the airport
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