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Capital University of Economics and Business

Year and Semester
Course Name
Course Code

Course Type

Course Credits
Course Hours
Prerequisites
Instructor

Contact Information

Office Hour
Learning Centre
Grade/Section
Course Time/Place

Textbook

(ML EEHRE) B E5

Reference Book

Overseas Chinese College
Course Syllabus

2018 Fall (September 3, 2018 - January 4, 2019)
Business Writing

GEC125

M General Education (Required)
O Professional Course (Required)
O Basic Disciplinary Course

2

32

None

Xiaozhi Qian (Kevin Xiao )
Office: C218

Tele: (010)83951081

Email: xzhig@hotmail.com

TH: 10:00—12:00; W: 15:30—17:30
M: 18:00—20:00; T: 15:30—17:30
2018BA/Y01/Y02;2018 ACCA/Y01/Y02;2018IT;2018CAF

2018BA/Y01 TH 13:30-15:20 A101; 2018BA/Y02 M 8:00-9:50 A101;
2018ACCA/Y01 T 13:30-15:30 A104; 2018 ACCA/Y02 F 13:30-15:30 A105;
2018IT T 10:00-12:00pm 5#109; 2018CAF F 10:10-12:00 A203;

O General Education (Elective)
O Professional Course (Elective)

F: 13:30—15:30

B E AR 2013 55 "R ISBN :9787040351477;

1. (NHXCSEZRE) Mddgm= 655 E1E 2004 55 —HA, ISBN 7-100-04163-5;
2. (NHBEZRE) FERSmE RN B 2008 4 7 A AR, TISBN 9787209045155

Course Description
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N SALERRE DI RIRAE, B SRR SRR AR T AR A ROy (1) A
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Student Learning Objectives
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Website Source
1. http://www.appliedwriting.com

2. 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
Final Exam 0% WIRZ 1 YO & AR AR A N 2, 5 Bl 28 DA 3 Wy
¥, GORFEAEMRE. FE. P, Bl WA ME RSB,
S v 2 R v B A R A AR R ) rp 2 T P UF R B A
Mid-Term Test 20% | &, BB EWENE, AR, g, P, &
B RS R S
KA PN 28t AS PR A I 0806 o AR bbb 2B KL E (R ) 22 P9
Homework 15%
AT, M EREL 2R AE, NREL AL
A DRI, W50 T RESR A A A O R AT &1 2R, I
Quizzes 15% | Bt R A A 1 L O o T 2 A S A N ) A
FizH .
FEVVN RS, SR A AR ERNS S . Wb H 1
Presentation 10% | RIEZHAL. FAVNLHEAES S VHE H AHICH) PPT, FF7EEH
PIT IR AT RS EE R IRZE I
L A AR 2 5 R R AR BT 18, RIRBITIL R A AR 2 5
Participation 10% .
8.
Attendance 10% | W2 W T IH S A2
Total 100%
Detailed Grade Computation
Before Midterm After Midterm
Attendance 5% 5%
Participation 5% 5%
Homework 5% 10%
Quizzes 5% 10%
Presentation 10%
Midterm test 20%
Final exam 20%
Total 40% 60%
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Grading Policy
A+ 97-100 A 93-96 A-90-92 B+ 87-89 B 83-86 B- 80-82
C+ 75-79 C 70-74 C-67-69 D+ 63-66 D 62-60 F 0-59

Exam Schedule
Midterm Test: November 5-9, 2018;
Final Exam: January 7-11, 2019

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

+ 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.
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@ Textbook

Students must bring the textbook to class.

Topical Course Outline

Week | Date Topics Homework
Sep. 24 | HRKT;
Sep. 25 | WHER IR AN (Syllabus)
. | .Sep.26 HEAIR HEE 8 1t
Sep. 27 | H— M EAEM BRIk
B R RURIMR
SO0 28 | s i OIS TR S
Oct. 1
Oct. 2
5 Oct.3 | National Day Holiday
Oct. 4
Oct. 5
Oct.8 | 5 —& HWMER
Oct.9 | FE—T1 EEAME HbAsH 22 T
6 | oct 10 | 5 LRI - .
Oct 11 | B4 i M AR w234 6 B
Oct. 12 | ZBVYT FRIKHF U1 HE
Oct. 15 | ZB=& W&HH A
Oct. 16 | "1k
; |oet17 B ATIE RN HER 65 T
Oct. 18 | H="1iEk ¥ 1. 2. 5. 7.
Oct. 19 ::@%*&ﬂ:
FLE R
Oct. 22 | HHIy%E WM& LT
Oct. 23 | BF—71 U‘a‘iétﬂaﬂ b 102 T
8 | Oct.24 | T fajfk N
Oct. 25 | =" ARG #6. 7. 8L
Oct. 26 | ZBPYTT K4k
Oct.29 | ih®=m MALWSCH (—)
Oct. 30 | 567 [ HOHS 150 70
9 | Oct.31 | ZPUHT WHitikss e o
Nov.1 | I v w6 TR
Nov. 2
Nov. 5
Nov. 6
10 | Nov.7 | AR
Nov. 8
Nov. 9
Nov. 12 | 5iN% ME& LI (2D
Nov. 13 | 55 =77 Tilpi & -
11 | Nov.14 | SE=77 T Bk & ﬁﬂf T Jﬁ;ﬁ
Nov.15 | ZEPUH WIATHEREICAR A
Nov. 16
Nov.19 | 3f-E& WMEEAC A 197 T
12 | Nov.20 | Z5—7 HEud » -
Nov. 21 | & %1 Wi e w1 4@,
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Nov. 22 | 2B/ W& &
Nov. 23
Nov. 26 | 25 /)\ & WM& ARk LH
Nov. 27 | 56— bk SR 236 50
13 | Nov.28 | Z =" Wilial., Wakial. 2 Y
Nov. 29 | SEPUY BHil. B, Bifs S
Nov. 30
oo LS R -
14 Dec. 5 %:gﬁ 1‘%?}6 NERTS MR 236 L
et EEEE éé‘{%éLléﬁ@ﬁ#jg 553, 4,
e R LML EFRIR
Dec. 10 | Z5-+& WM&
Dec. 11 | 55—F1 & LAEH HM S 236 71
15 | Dec.12 | BH="17 k@ e .
Dec.13 | HiAH Hk Az g AR
Dec. 14 | -G SERFTP
Dec. 17
Dec. 18 | 1% HRE{E »
16 | Dec.19 i) Tﬂhﬁ M 321 7L
Dec. 20 %ﬁiff @@ﬂl%ﬁ? IR
Dec. 21 F= BIEPER
Dec. 24
Dec. 25 | ...
17 Dec. 26 it
Dec. 27
Dec. 28
Dec. 31
Jan. 1 " .
18 Jan 2 MARE ). &5
an. 3 New Year’ s Day Holiday
Jan. 4

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.

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 course isa ""C"".
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Important Dates

Fall Semester, 2018

August 31, 2018— January 13, 2019

Aug. 31 Registration

Sep.3 Classes Begin

Sep.7 - 20 Freshmen's Military Training
Sep.24 Classes Begin ( Freshmen )
Sep.24 Mid-Autumn Festival (tentative)
Oct.1-5 National Day Holiday (tentative)
Oct. 29 - Nov. 2 Mid-term Test

Jan.1, 2019 New Year’s Day Holiday (tentative)
Jan.2-11 Final Exam Period

Jan.14 Winter Vacation Begins

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:

¢ & 0 8 0 O
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