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Capital University of Economics and Business
Overseas Chinese College

Year and Semester 2021 Fall (September 2, 2021— January 16, 2022)

Course Name Business Writing

Course Code GE125

Course Type M General Education (Required) O General Education (Elective)

O Professional Course (Required) O Professional Course (Elective)
O Basic Disciplinary Course

Course Credits 2

Course Hours 32
Prerequisites None
Instructor Prof. Kevin Xiao
Contact Information Office: C218

Tele: 83951081

Email: xzhig@hotmail.com
Office Hour M: 13:30—15:30;W: 10:00—12:00;F: 13:30—15:30;
Learning Centre TH: 18:00—20:00;W: 15:30—17:30
Grade/Section

2021BA ; 2021ACCA1/2021ACCA2 ; 2021IT ; 2021CFA,

Course Time/Place 20211T M:10:10—12:00; 2021ACCAZ2 T:8:00—9:50;
2021BAW:8:00—9:50;2021CFA F:8:00—9:50;
2021ACCA1 F:10:10—12:00;

Textbook
(MASEHRE) B ES S5 EE HhckE 2013 55 —fx ISBN :9787040351477;

Reference Book

1. (Mas5E) BxFE F FEARKFHRIE 2014 5 —[R, ISBN 9787300185088;

2. AMEMHSEHAREY  XNFEH % L@ K MR 2010 4 8 HE—iR, ISBN
9787313064738;

3. AMEXBEEHE) T4, @i, sk F  XWIEHFR 5 RKEHRAE 2013 4F 2 HE—
B, ISBN 9787566306180;

Course Description

(MARHCEEY RIFFREERGEARNNHEEEIRER . BRI TS ER I & E
SHT S ACERRE IR IRAE, B SRR . SEHPER IR A ARBRAR IR AR ER A (1) BEAE
AR DR SEIR IR (2) 51 F2E 2 E SR, SE SRR ORI S,
PemMNHSCEER T (3) Ta R EAT A RAE SN SR, B2 AR T i R 4 I 5 A ) 15 A0 24k
SRR .
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Student Learning Objectives

AR HT, PR ZIRARGNUE N SCEERNZ, ERELENSER
RediTy, RERGE/RMIRTMAER A SENEB AR, &mT Il SERSEPREE 1, LUENS &
2] B TR AR R I SER 2.

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% AR RV B S AR 2N 2, Bl A DL A
¥, GORFEAEMRRE. FE. P, Bl WA ME RSB,
J e 2 3 10 0 T L AR DR AR AR 2 0 v 2 AT P VR AR I A A
Mid-Term Test 20% | &, BB EWE T, AR, g, P, &
B RS R S
Homework 15% KRBT AEE A 2 L AR A ) 20 o Ll b ZBUAE R 5E FA IS
[l WIRZE, e IR ZIMEAE, AiRIEL A .
AR D P GG , D58 T RE B F I8 0 A A BAN B AT IE 0 A
Quizzes 15% | Az, JUBG T H H0Z —tRK E E  H . Be RE
XM (R B AIIE H
FHCUNERE s T, AR E ERN S S .
Presentation 10% | BH PRIEZ FEL . REAS /N TR A S RS H A ORI
PPT, FFAEIEATH I I AR AT R A4 R IRE I
participation 10% A N AR S 5 012 1] B IR BT 18, SRR IMIC s A2 A B
M504
Attendance 10% | iHZ LT I H BN o N A
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: Nov.1-5
Final Exam: Jan.10-14

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 misbhehavior and non-class related activities in class will result in the lower level of the
participation grade, including ringing cell phones.
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+ All above behaviors will be solely evaluated by the instructor for scoring.

& Textbook
Students must bring the textbook to class.

Topical Course Outline

Week | Date Topics Homework
Sep. 27 | PHFEZIRK (Syllabus)
Sep. 28 | FE—FELIL -
s [sep2o | 8 EERIEN e
Sep. 30 | ZF R SURTRPE -
Oct.1 | FB=TEHMMEFH AL
Oct. 4
Oct. 5 P N % .
BoE HRER B0 EEAME
> Oct. 6 National Day Holiday
Oct. 7
Oct. 8
Oct. 11 | BE i HpER
Oct. 12 | H—71 £ Bk e 22 T
6 | Oct.13 | H 4T FMFITEA w03, 4. 6. B
Oct. 14 | =7 B H U RIER DR
Oct. 15 | SEDYTT FRIAFF s FIE7 12
Oct. 18 | H =% M&HHAX
Oct. 19 | H—T ML
; |Oct. 20 B AT IE A M 65 7L
Oct. 21 | ="k 1. 2. 5. 7.
Oct. 22 %@%?&%
BRI
Oct. 25 | 5Pz WAE
Oct. 26 | H—y Wfﬁﬂ‘tﬂ O 102 T1
8 Oct. 27 | BT fajflk N
Oct. 28 | =7 WHEME H6. 7. 8L
Oct. 29 | DY LS
Nov. 1
Nov. 2
9 Nov. 3 | HAH
Nov. 4
Nov. 5
Nov.8 | .. . .. .
Nov. 9 BhE Matlef (—) .
B AR HME 159 T
10 Nov. 10 | . ISR
Nov. 11 VY Emﬂ&% %2, 6. 7T,
BN WmEiRk
Nov. 12
Nov. 15 | 3KN& MAEEl e (=)
Nov. 16 | 25 =75 widgif &k e
1 [Now17 | B=4 b BU S AR 19T
Nov. 18 | SIUYH AT eIk # 4 5.
Nov. 19
Nov. 22 | 2L WA EA e
12 o3 | B M 197 1
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Nov. 24 | S5 =75 M&H R 51, 48,
Nov. 25 | BN WM& 4
Nov. 26
Nov.29 | 25 /)\ & WM& AKX LH
Nov. 30 | 55— HEi HFeE 236 T
13 | Dec.1 | BE=75 XRilial. XEE . A . e
Dec.2 | SIUTH i, B, Bfs 1.5,
Dec. 3
o L R -
14 Dec. 8 %égéjj ﬁ%?ﬁ NS H 236 71
Sec g | B éﬁé‘{%ﬂléﬁ@ﬁ% 3. 4,
BT KM IR
Dec. 10
Dec. 13 | 1% &R
Dec 14 | 10 o XHIRA $065 236 T
15 | Dec.15 | =77 1%/ -
Dec. 16 | H5/57 3t H2. 5. 4R
Dec. 17 | L7 BIEREF
o -
16 | Dec 22 i) Tﬂhﬁ HME 321 7L
Dec:23 Eﬁzﬁ @@ﬂl%ﬁ% IR
= SEPR
Dec. 24
Dec. 27
b Mo WA Ut
Dec. 30
Dec. 31
Jan. 3
Jan. 4
18 Jan.5 | WSCHIEDE WIRE ). &R
Jan. 6
Jan. 7
Jan. 10
Jan. 11
19 | Jan. 12 | HARER
Jan. 13
Jan. 14

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
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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"".

Important Dates
Fall Semester, 2021
Sept.5

Sept.6

Sept.10

Sept.18

Sept.21

Sept.27

Oct.1

Nov.1-5

Jan.1, 2022
Jan.10-14

Jan.17

September 2, 2021— January 16, 2022
Registration (Sophomores, Juniors and Seniors)
Classes Begin (Sophomores, Juniors and Seniors)
Last Day to Drop or Add a Course (Sophomores, Juniors and Seniors)
Registration (Freshmen)

Mid-Autumn Festival

Classes Begin (Freshmen)

National Day

Midterm Test (tentative)

New Year’s Day

Final Exam Period (Freshmen)

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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