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Capital University of Economics and Business

Overseas Chinese College

Course Syllabus

Year and Semester 2023 Fall
Course Name Business Writing
Course Code GE125

Course Type

M General Education (Required)
O Basic Disciplinary Course
OProfessional Course (Elective)
OProfessional Course (Advanced)

O General Education (Elective)
O Professional Course (Required)
OProfessional Course (Expanded)

Course Credits 2
Course Hours Total Class ” Lecture 2 Experiment 0
Hours Hours (Computer) Hours

Applicable object

M Freshman [ Sophomore [ Junior [OSenior

M Business Administration (Accounting)

M Information Management and Information Systems (Finance)

Prerequisites None
Instructor Prof. K. Xiao
Office: C218

Contact Information

Tele: 83951081

Email: xiaozhigiang@cueb.edu.cn

Office Hour

TBA

Learning Centre

TBA

Grade/Section

2023BA1/2023BA2; 2023ACCA1/2023ACCA2; 2023IT; 2023CFA,

Course Time/Place

2023ACCA1 T:12 i, A104;2023IT W:12 75, A201;
2023CFA TH:12 75, A105;2023ACCA2 F:12 77, Al05;
2023BA2 F:12 %7, A102;2023BAl F:67 17, Al01;

Textbook

(MESEHPEY EvRESR &% AT HRMAE 2013 5 ik
ISBN :9787040351477;

Reference Book

1. (AME5/EY #xFE F PEANRKFHRA 2014 S5 —R, ISBN 9787300185088;

2. (WM& HSELE)

XNEFT g EHASE KRR 2010 45 8 A2 —HhR, ISBN 9787313064738;

3. (MaxXBEMHARE) T4, @nilE, KK F  XIEGEH 5 R R 2013 4 2 A58 —fi), TSBN

9787566306180;

Course Description
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Student Learning Objectives

On successful completion of this exam, candidates should be able to:

(L T 2N SCEERRIAIR: FEABS . Frals KAAER, Sias
TEELR;  (2) BB AN SCSERRER U E S ZoR:  (3) AREERHH
W TAER ORI S1ER . SAEZ0R, ERILSETEMET,  4)
AR 22 SO X ), BERS I FRAE 2 SO kAT S 1

(1) RIS 2 TAE R AR TG th AL 1) SEPRIEOL, 456 P 2 S0Mn
W, IERBEAN ST SE;  (2) RefBIA B4 N H S 1E AR ZR
TR, MRS SRS CRMAR ., 5 5 R TE I
PR, BEXTZREMBIBEIT 04T, -, B (3) REMSHRSZALEE [ H %
Capability %, BEMXMME TAEEHKCE: (4 RN, IRTE AT B
WDk, B —R(E R, RRIEMREH R S p i, Rk (B) fig
s U7 AR A vk . MR AL, SRS 2 MR E FROMT I & & T
Foo WP EMRLEAT A0 AT SR, 3 FI T E th A2 G BRI I 22 T 37 TR A4
B IR S . EFEE Tk S S 2K R EE: (6) Reigis M
WA S SCEAE AT, R SRR AR S . AR R 7738 21 1 e 8 o

(1) BHABSRNTE S RIER), HEBOROMEIA9 . S85a87), 2migrt
FARM AN HSCSERBE IMEERTR:  (2) FFRFAEME TAESUE T
WEAFER IMTEMEETT. (3 B&REMHMINER, FHEER, figE
W RN, BRI e g s (4 BT REE A B % RS
o (5) BAABERIBINGERPMER I, a5 NEE, FTWHH, fg
Z 5 WA AT R SE TGS (6) Biar2E N &2\ TR 75
PO LR, B0 R R 55 .

Knowledge

Mindset

Website Source
http://www.yywxz.com/

Teaching Methods

This course contains lectures, class discussions, homework, quizzes, presentation and exams. Textbook content
will be introduced first. Then practice questions will be delivered to students as a way to test their understanding
of the knowledge. This will require individual or group assignment in or after class.

Grade Criterion

Component Weight Description

AR G B A B AR SRR I B N 2, 25 Bl DLWy
¥, WIELMRE. &, P, B2 RIS /RS .
39 2 1K 0 Y0 R A R AR 2 40 DT P DR B A A
Mid-Term Test 20% | 7%, HEB D EWERE, ARG EGRE. W5 P, &
ML IR S RS

KETIE L A 25 H AR A3 A b o Vb ZBUAE A 5E RIS

Final Exam 20%

Homework 15% . L N N »
Bz MRS, el G ZIMEATE, NRIES AL,
Quizzes 15% | A HIE /PGS, IEG OT BE B AT I8 0 2 A BN B i A A
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Az, MBS H 2 — R a2 AR IS Ol 385 4% 5k
X A ) HE A RS

AN RS, B4 FEMTERNS S . i
Presentation 10% | AHRRIEZ HEAG . AN E A& SRS E AR
PPT, JFAEIERTH PTG RT IR AL 1R IRE N o

A AR S 5 R % ) AR DTG, BRI C 5% 2 AR AR S

Participation 10%

%555,
Attendance 10% | WS LRI H B S A
Total 100%
Detailed Grade Computation
Before Midterm After Midterm
Attendance 5% 5%
Participation 5% 5%
Homework 5% 10%
Quizzes 5% 10%
Presentation 10%
Mid-Term Test 20%
Final exam 20%
Total 40% 60%

Assessment of Student Performance
< Self-Study and Reading ability Practice

Instructor will give out the chapters or the reference books to read and use class hours to have discussion; students
should be able to show a proactive attitude and ability for self-study and reading. Knowledge and oral English will
be elements of homework or presentation score.

@ Homework

Students should finish their homework by themselves. Copying from others will be treated as cheating and the
homework scores will be lowered. Students should hand in all assignments on time. Late assignments will be
accepted at the discretion of the instructor (i.e., when the student was ill or had an excused absence). Late
assignments without reasonable proof will be reduced in score by 50%.

@ Attendance
Because the course covers a great deal of material, attending every class session is very important for performing
well.
+Being late for 15 minutes or more is considered an absence.
+Five hours or above of unexcused absences will result in the lower level of the final grade by one grade
band (e.g. from C —to D +). Any excused absence must be discussed directly with the teacher.
+Absence which is more than 1/3 of the total teaching hours will cause an F (a failing grade) directly.
but students are welcome to continue attending classes.
+An incomplete grade (1) will be considered in case of medical or family emergencies.

< Participation

3@( Overseas Chinese College — Course Syllabus Page3of6



(O LTS

+Students should participate in classes actively. Half of participation grade is determined by their

presentation in class. They are encouraged to ask questions relevant to the subject and express their own
opinions. Every student should respect the ideas, opinions, and questions of their classmates.
+ Students should also use office hours to ask questions or talk with the instructor for good communication
and effective learning.
+Frequent visiting the instructor and chatting in English during office hours is highly recommended.
+Any misbehavior and non-class related activities in class will result in the lower level of the participation
grade, including ringing cell phones.
+All above behaviors will be solely evaluated by the instructor for scoring.

& Textbook
Students must bring the textbook to class.

Topical Course Outline (original)
Week Topics Platform Homework
4 BHERIRIR AN ( Syllabus ) Classroom
F—EHL
F—TE=NER Classroom BME 8 W
- L S I ES BEINE
E=TEENBFTNRE
5 National Day
SI%E-ENE
el

6 FoE URES
-1 EEMMH Classroom BME2E2, 38
FT £HMANES
EIE-EFE-T, EZTAR
el

7 FoE WRES

E=T BEHRAMESR Classroom HME2E4L 68
FNT RAFIAMFEZE
EIE-EFE=T, FOFTRE
e el

HE=E MAEERLX
E—TEE

E-WEA Classroo M EE 65 TT
E=TER #£1, 2,5, 78
ENTIRE
EETET
9 Midterm Test Classroom
EIE=ENA
it el

FNE WEAEBEXH
10 | B—% MAEitL HME 102 7
FE-F E@iR Classroom
E=V BERG %6, 7, 83
ENT BE

11 EIRNENE Classroom

Witk

Classroom

Classroom

Classroom

Classroom
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BHE METLXH (—) M 159 T
E-W AR

EIH FitEE
AT WARE ®2. 678

Classroom

EIFERENS

it tEl

EZT mHAERS

E=T mHTMNHRE

FEOT ATHEHRRE
EIERERNB

it tEl

13 | FtE MEELXH

£ BX

BT MEEE

BT ME &
EIELtENS

it tEl

14 | BAE MERRXB

£ BX

F= PR, WA, ZEHA
MY }]iE, W/, B/E
EIBEN\ERNB

it tEll

15 | FAE KRS

£ BX

F-F ZFYpeirik

F=F K FYUHEEIR
EIFNERNE

i tEl

FTE MAEILX

16 | m—% = YHER HME 293 W
FE=F && Classroom
FAT B %2, 3 48
£+tT BEEER
EIFETERNE
it tEl

F—F Bix
T RBEMER
F=1T BELTR

Classroom

Classroom HAEE 197 WEE 4, 58

Classroom

Classroom BB 197 WE 1, 48

Classroom

Classroom BME 236 WE 1, 3F

Classroom

Classroom HME 252 WE 3, 48

Classroom

Classroom

Classroom AT 321 REEIS

18 Revision/Presentation Classroom

19 Final exam

Note: Some chapters or sections may leave for self-study, this is the students’ duty to learn and understand, they may also be included in the quizzes or
exams. A review in Chinese may be held during L.C. and O.H. in the semester.
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Teacher’s Office Hour

+The instructor’s office hour is shown in the front of the office door.

+Students are suggested to use the instructor’s office hour and learning center to ask questions or talk with the
instructor once at least per week for good communication and effective learning, which is recorded in the
students’ participation.

+The time can be scheduled by instructors or students, or both.

Cheating and Plagiarism
Cheating is not tolerated. Any student caught cheating on a quiz; test or exam will be given a mark of zero (0) for the

particular work. At the beginning of the semester the definition of plagiarism will be carefully explained, when any
thoughts or writings of another person are used, they must be clearly identified (usually one uses quotation marks)
and the source notes. If any student is caught cheating on any homework assignment, the highest score the
student can earn in that courseisa "'C"".

Important Dates

Midterm Test Week 9 or 10
Final Exam Week 18 or 19 (Refer to the notice of the Academic Affairs
Office)

Note: This syllabus is tentative and may be changed or modified throughout the semester. All students will be
notified and a new syllabus will be given.

Instructor: Department Head:

oo X 2o% ]
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