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This course is a required course designed for foreign students with
Business Chinese and Financial Chinese majors. The course goal is to
develop and enhance students’ writing ability in business documents as well
as communication skills in economic activities, which are realized in
aspects of writing strategies, style knowledge, and linguistic knowledge.

The course covers common business documents and written
expressions, mainly including internal documents, external documents, and
trade documents. Specifically, it introduces “messages, receipt for a loan,
notice, announcement, recruitment announcement, enterprise introduction,
product promotion, explanation for figures and graphs, letter for




establishing business relationship, enquiry letter, quotation letter, and so on.
This course adopts the task-based teaching method. In each lesson, the
first part is warm-up, followed by content knowledge and language
knowledge. Then, the most important part is to require students to write a
business document relevant to the topic of each lesson. The last, the
students improve what they have learned through various ways of practices.
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