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Bachelors’ Course Syllabus
University of Tabriz, English Language Department
Instructor: Nava Nourdad (Assistant Professor of TEFL at University of Tabriz)
Email address: nourdad@tabrizu.ac.ir
Phone number:33 39 22 05/ 09144121534
Course Information
Course Title: Foreign Language Testing
Credit/Hours: 2
Semester and year: Automn 2024

Course Description:
This course aims to enhance students' ability to communicate effectively through written correspondence in English. Through a combination of theoretical knowledge and practical exercises, students will learn the conventions, formats, and styles of various types of letters commonly used in personal and professional contexts.

Course Objectives:
1. Understand the principles and conventions of English letter writing.
2. Develop proficiency in composing various types of letters, including personal, formal, business, and informal letters.
3. Learn techniques for structuring letters effectively to achieve clarity and coherence.
4. Enhance vocabulary and language skills specific to letter writing.
5. Develop awareness of cultural and contextual considerations in letter writing.
6. Practice editing and revising letters for accuracy, tone, and appropriateness.

Weeks 1 & 2: Introduction to Letter Writing
- Overview of the course objectives and structure
- Importance and relevance of letter writing in personal and professional communication
- Basic principles and conventions of English letter writing

Weeks 3 & 4: Types of Letters
- Personal letters: informal correspondence with friends, family, and acquaintances
- Formal letters: applications, inquiries, complaints, and requests
- Business letters: correspondence with colleagues, clients, and organizations

Weeks 5 & 6: Structure and Format
- Parts of a letter: heading, salutation, body, closing, signature
- Formatting guidelines: alignment, margins, font, spacing
- Understanding the tone and style appropriate for different types of letters

Weeks 7 & 8: Language and Vocabulary
- Common phrases and expressions used in letter writing
- Polite and formal language usage
- Building vocabulary related to specific topics and contexts

Weeks 9 & 10: Cultural Considerations
- Cultural differences in letter writing etiquette
- Sensitivity to cultural nuances and customs
- Adapting language and tone for diverse audiences

Weeks 11 & 12: Practice and Feedback
- Writing exercises focusing on different types of letters
- Peer review and feedback sessions
- Instructor guidance on improving clarity, coherence, and effectiveness

Weeks 13 & 14: Editing and Revising
- Techniques for proofreading and editing letters
- Identifying and correcting common errors in grammar, punctuation, and spelling
- Revising letters for clarity, conciseness, and impact

Week 15: Final Projects and Presentations
- Students compose and present a variety of letters based on real-life scenarios
- Reflection on personal progress and learning outcomes
- Wrap-up and course evaluation

Assessment:
- Written assignments: composing letters of various types (40%)
- Peer review and feedback participation (20%)
- Final project: composition and presentation of letters (30%)
- Class participation and engagement (10%)

Required Materials:
- Textbook: "Effective Letter Writing" by [Author]
- Writing materials: pen, paper, computer/laptop
- Access to online resources and sample letters for practice
image1.jpg




