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Capital University of Economics and Business

Overseas Chinese College

Course Syllabus

Year and Semester 2024 Fall
Course Name Business Writing
Course Code GE125

Course Type

M General Education (Required)
[ 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 132 Lecture - Experiment 0
Hours Hours (Computer) Hours

M Freshman [ Sophomore [ Junior [Senior

Applicable object 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 2024BA1/2024BA2112024ACCA1/2024ACCA21120241T[12024CFA,;

Course Time/Place

2024BA1 M:67 11, A101;2024BA2 M:89 17, A102;
20241T T:12 %7, A201;2024ACCA2 T:89 717, A105;
2024ACCA1 W:34 15, Al104;

2024CFAF:12 17, A203;

Textbook

(W e B SCH /R A A £ T5 4K Rk 2023 58 = R
ISBN :9787302636151;

Reference Book

. (MEEEY BxF F PEARKZEHR A 2014 58—k, ISBN 9787300185088;

2. (MM HS/EHRED

XUFEFE g7 FIEASIE RS 2010 4E 8 HES—h, ISBN 9787313064738;

3. (MaXBEMHHERE) T4, mnilE, KK F  XIMEGH 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:

(1) 7RI 2 N R SCE RN R BEARES . Ry BRIFER, Sies
TEEER:  (2) BEEMEAENHCSIERMERL BT ZR: (3) ABRERTH
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SRR AU 22 SR T D, RERE IS 2 SOt AT S5 1F
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W, EPEARN W2 SCMET SR (2) BRBBIA I 2 N S E I SEAREIR :
FRIEFRES, MRFESEAEXE . SRR & SO A T8 5 FRIE T I
FEVERRAR, BEXTEREMBLEAT AT B B Rl (3D REMEIMSLALER HW
Capability %, BEEMXMVETIEEHRSCH: (4 BB, TR T B
PR TR, AP —fRAEE, BEIETRIR L R, b R, R (5) R
g ia VG ) A&V SR A Gt EESE 2 MR & T Bk AT 0 48 1 A
T, WL ERBEAT T SER. 13 AT 58 Rk A BRI 22 T i T A4k
T WIPRE . APES IR M 2RISR (6) REWIEH]
Wh2E S SCE AR FIR, RO AR AT . ARSI 8 R i) 7L
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REFER L INTERERMBEES . (3 A& REFIMNER, EEER fimE
WL SRR, MRS s (4) BRST B RE M E 322 2 R
Ji. (5) ARBERMIBINEEMPMERS, 225 NG, TR, ek
S HHMA LRI RISEEIES:  (6) BFRFAENFMEL LA TIEL TR
BV B BRMP I R HRL R AR 2R 5

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

BIAE AR A S AR TN 2, BB DLy
X, WAEAEIRRE W% P, B0 IR EESL .
S 2 A v B AR R A ) b U T i DR ) A A
Mid-Term Test 20% | A, BB WEONE, AR, fE. B 2
B TR NS A ST i

KHEBIAEAL P2 B AR AE T B0 B0bE o Al i 504 € FO IS
A2 WIRAE, Mz afRL 27, ARibg2d:.

Final Exam 20%

Homework 15%
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Quizzes 15% | A4, MEH) Rz — Wk E AR B G ol WRE%EE
Xof A B BT 3B

VUMY A&, A AW T ERRS 5. W

Presentation 10% H B RIR 2 FEA . BN/ TR B ME A 5 U H A OC I

PPT, Ff4F IEXJH T AR AT $2 2 2 iR il
SR NS 5 [R5 ) AR S, IR D 3 AR A B

it 0
Participation 10% 2 5405
Attendance 10% | i 2 WL T I H B RN R 3 P
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
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+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 Qutline (original)

Week Topics Platform Homework
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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.

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 courseis a "C".

Important Dates

Midterm Test Week 10
Final Exam Week 1900Refer to the notice of the Academic Affairs Officel]

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.
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Instructor: Department Head:
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