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Name of the tutorial course  
(incoming Erasmus/exchange students) 
 

Business Correspondence in English 

Name of the professor 
 
 

Lect. Oana-Alexandra ALEXA, PhD. 

Email of the professor 
 

oana.alexa@uaic.ro 

Office of the professor 
Consultation days/hours 

B320 (B building, ground floor) 
Thursday 14-16 (prior e-mail appointment) 

Semester(s) in which the tutorial course is 
available 

1st or 2nd semester 

No. of ECTS credits 5 

Level of study (bachelor/master/PhD) bachelor, master 

Short description/Contents  
 
 
 
 
 
 
 
 

1. Business correspondence – general notions 
and types 
2. E-mails (types, structure, levels of formality) 
3. Business e-mails  
 

Assessment/Evaluation 
 
 

1. Ongoing oral evaluation during the student-
professor meetings (40% of final grade) 
2. Oral presentation on agreed topic based on 
the course (40% of final grade) 
3. Written test based on course materials (20% 
of final grade) 
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