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Handouts may be given in class as needed. If a student is absent, the handout will be uploaded to
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This class is designed to get students to feel more comfortable with business English. It wilfl
Students will also be introduced to the TOEIC test and have a chance to practice the exam. 1. Course Introduction )
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5. Describing occupations
6. Phone Conversations
7. Describing time and schedules
8. Talking around difficult words
9. Talking about money
10. Giving instructions
11. Describing food
12. Working with large numbers
13. Giving advice / business trips
14. Describing future plans
15 Review
pooo
ODAcquire practical knowl edge for basic business conversation in English
000000000000000000000000000
Olmprove speaking and listening for business communication
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OLearn about different business cultures
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OFamiliarize with the TOEIC test questions
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There will be homework every week |isted on TEAMS. Students will need to do their homework orfl{ne before the next class. |f students are absent, they still need to do the homework.
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Each class will begin with a small quiz about the contents of the previous week. Students will n
hoDooooOoOoOoOOOOOOOOOOOOOOOOOOOO assignment each week based on the textbook and classroom activities (one to two hours).O
Each week the class will begin with a review of the answers for the homework and small quizzds| O0OOOOOODD000000000000000000000000000000000000000000002000000000000000000000000000000000000200000
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Participation: 10%00000 00000000000000000000000000000000000000000000000000000000
Textbook Check: 35% 0O0OODOO
Quizzes: 15%000000/ 0000
Homewor k: 15%0000
Final Exam: 25%000000
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This class requires active participation and attendance. Students will lose points if they d e e e e T e e e [ T
more than five times. Both the homework and the quizzes in this class will be online. Students will need to bring an
Students are required to purchase a new copy of the textbook. Used copies are not acceptable] pAId@nECHud® ¢/ R0 MR T DLMEFOL Kt h Pe d EAMRe €28 B8 &ndcked by the instructor. Students
must show their own original answers. 000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000000
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po0
. Communication Spotlight: Business 2. |Alastair Graham-Marr & |Abax Publi 42970 978-1-78547|-J66-0
o O
pooo Please note: The language of this class is English. Students are expected to communicate with th
attendance, grades and other procedural matters.
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