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BUSINESS COMMUNICATION IN ENGLISH
ASSEN, 24.05-03.06.2011
Course agenda

	Date
	Theme
	Number of hours

	
	
	

	Wednesday, 25.05.2011
	EFFECTIVE BUSINESS COMMUNICATION
	5

	
	COMMUNICATION IN ORGANIZATIONAL SETTINGS
	

	
	THE COMMUNICATION PROCESS
	

	
	THE LANGUAGE FUNCTIONS
	

	
	FACTORS THAT AFFECT BUSINESS COMMUNICATION
	

	Thursday, 26.05.2011
	BARRIERS TO EFFECTIVE COMMUNICATION
	5

	
	COMMUNICATION STRATEGIES
	

	
	BUSINESS PRESENTATIONS
	

	Friday, 27.05.2011
	RULES FOR A PROFESSIONAL SPEECH
	5

	
	MAKING AND DELIVERING A PROFESSIONAL SPEECH 
	

	
	EVALUATION OF THE SPEECH
	

	Monday, 30.05.2011
	THE PMM CONCEPT
	THE PERSON
	5

	
	
	THE MESSAGE
	

	
	
	THE MEDIA
	

	Tuesday, 31.05.2011
	EFFECTIVE BUSINESS WRITING
	5

	
	THE CHARACTERISTICS OF THE WRITING PROCESS
	

	Wednesday, 01.06.2011
	BUSINESS LETTERS
	THE MAIN PARTS OF A BUSINESS LETTER
	5

	
	
	THE SIMILARIRIES AND THE DIFFERNECIES BETWEEN THE BRITISH ENGLISH AND THE AMERICAN ENGLISH
	

	
	
	INDENTED STYLE LAYOUT
	

	
	
	BLOCK STYLE
	

	Thursday,

02.06.2011
	ENQUIRIES
	MAKING AN ENQUIRY
	5

	
	
	LETTER OF ENQUIRY
	

	
	
	POSITIVE REPLIES TO ENQUIRIES
	

	
	
	NEGATIVE REPLIES TO ENQUIRIES
	

	
	LETTERS OF COMPLAINT
	SITUATIONS OF COMPLAINT
	

	
	
	MAKING COMPLAINTS
	

	Friday,

03.06.2011
	LETTERS OF COMPLAINT
	POLITE NEGATIVE MESSAGES
	5

	
	
	ADJUSTMENT LETTERS
	

	
	
	UNJUSTIFIED COMPLAINTS
	

	
	REPORT WRITING
	STRUCTURE OF A REPORT
	

	
	
	THE MOST COMMON MISTAKES IN WRITING A REPORT
	

	
	
	EXAMPLE: REPORT ON IMPROVING PROJECT TEAM COMMUNICATION
	

	TOTAL NUMBER OF HOURS
	40


