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7. The Federation of Hong Kong and Kowloon
Labour Unions (ERB)
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8. The Scout Association of Hong Kong - The Friends
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9. The Hong Kong Federation of Trade Unions (ERB)
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This course aims at helping English learners of lower intermediate level who have
a need for workplace English: people either in, or training for, jobs in the business
world, to understand and handle short and simple written communication by
using basic grammar and sentence structures, and to read and write common
workplace documents and simple business correspondences such as forms,
tables, records, notices, emails, memos and faxes.

After completing this course successfully, trainees will be able to:

Understand and handle short and simple written communication by using basic
grammar and sentence structures;

Read and write common workplace documents such as forms, tables, records
and notices;

Write short and simple business correspondences such as emails, memos and
faxes

IR

SR,/ BT

3 48 B m

(1) English Grammar

(2)

Sentence Structure

®3)

Written Communication in the workplace

i. Introduction to written communication in the workplace

ii.Workplace forms and documents

(4)

Business Correspondence
i. Introduction to business correspondence
il.Business correspondence

(5)

Revision

(6)

Course Assessment

T

Al

= Attain an attendance of 80% or above; and
= Pass the overall assessment; and
= Pass the final examination
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= Form Three and pass the entry test; or

» Holder of “Foundation Certificate in Basic English Vocabulary in Use Ili
(Part-time)” of ERB, or equivalent
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Hong Kong Association

for Democracy and

People's Livelihood

(ERB)

TERERAERES
(FEEED

(@) G/F., No. 10, 11, 14 & 15, Fu Chak House, Chak On
Estate, Sham Shui Po, Kowloon

TUFE /K= s 2 10, 11, 14 K 15 Sihdl

(b) Unit 01, 10/F, Millennium City 3,370 Kwun Tong Road,
Kwun Tong, Kowloon

FJUREBEE S 370 HRAIAGC 24k 3 1 10 18 01 =

(c) Shop 11-12, G/F, Yik Yin Building, 325-329 To Kwa Wan
Road & Room 319, 3/F, Chiap Thong Building, 321 To
Kwa Wan Road, Kowloon

ﬂ%%if’\/ iH 325-329 HRZEECRIE M [ 11-12 S K K
i 321 SRiEmA)E 31 319 =

(d) Units 5-7, G/F & Units 708-709, 7/F,Trade Square, 681
Cheung Sha Wan Road, Kowloon

TFER/VEE 681 5754 5 B T~ 5-7 5t & 7 18 708-709
=t

Baptist Oi Kwan Social
Service (ERB)

HEEE R A
(R

(a) 1-4/F & 6-9/F, 36 Oi Kwan Road, Wanchai, Hong Kong
EEEFERE36E 1 £ 418K 6 £ 9

Caritas - Hong Kong
(ERB)
HAEHE (FED

(a) G/F, Dip Shui House and San Shui House, Shui Pin Wal
Estate, Yuen Long, N.T.

W1 5T /K BB /KA S LKA

(b) 7/F-9/F, 4 Cliff Road, Kowloon
TR 4 57 7 12 91

(c) 146 Chung On Street, Tsuen Wan, N.T.
H SRS B R AL 146 55

(d) 3/F, Carpark No. 1, Cheung Wah Estate,Fanling, N.T.
S S EEEd 1 SRIEE 3 4

(e) G/F-3/F, 5 Dyer Avenue, Hung Hom, Kowloon
JLEEATEaafEr 5 5t N 2 31

(f) Flat 3, 3/F, Kowloon Plaza, 485 Castle Peak Road, Lai Chi
Kok, Kowloon




-10 -

JLBEFH I FA 7T LLIE 485 S fLBERES 3 /3 =

(g) 476 Sai Yeung Choi Street North, Shek Kip Mei, Kowloon
JLEEERREFE F L 476 55

(h) G/F, Shui Lung House (Wing B & C), Tin Shui (I) Estate,
Tin Shui Wali, Yuen Long, N.T.
ST BAR KB R — R e T B k C &

(i) No. 317, 3/F, Sau Mau Ping Shopping Centre, Sau Mau
Ping Estate, Kowloon

TUREF IR e 5 3 48 317 =

() Shop 209-210, Shan King Commercial Complex, Shan
King Estate, Tuen Mun, N.T.

Bt U= AR 209-210 £

(k) 28A Fortress Hill Road,North Point, Hong Kong
wARILAEEUE 28 57 A

() No. 18-24, Man Lai Road,Shatin, N.T.
B P H SRS 18-24 5%

(m)1/F., SUP Tower, 75-83 Kings Road, North Point, Hong
Kong

F LIRS 75-83 SR & H R E —#

(n) 2/F, St. Benedict Church,7 Kong Pui Street, Shatin Wali,
Shatin, N.T.

Ho O H D HERE R 7 SRR 2 18

(o) Unit 1-7, Podium Level, Tsui Lau House, Tsui Ping (North)
Estate, Kwun Tong, Kowloon

USRI 5 1 - 7 9%

(p) Unit 40-45, G/F, Hing Yiu House, Tai Hing Estate, Tuen
Mun, N.T.

Hr PR S R A A T 40-45 557

() Ping Ha Road, Area 3, Tin Shui Wai,Yuen Long, N.T.
5T R KE S = & Fr

(N G/F, Units 11-16, Wu Boon House,Wu King Estate, Tuen
Mun., New Territories

P A R A T 11-16 =

(s) Units 21-34, G/F, Wu Yuet House, Wu King Estate, Tuen
Mun, N.T.
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Hr PR H A T 21-34 57

Hong Kong
Employment
Development Service
Limited (ERB)
HARBESELFSER
fRAE] (FEEEID

(a) Unit A, B 4/F & Unit A, B 5/F & 14/F, Chow Shing Kee
Commercial Bldg 25 Tong Mi Road, Mongkok Kowloon

JURENE AR IE 25 SRl aCra e NE 4 AB = 51 AB
= 1418

(b) G/F, Lung Shing House, Lower Wong Tai Sin (ll) Estate,

Kowloon
JURESEARAL TR (&) RERGEM T

(c) Unit 2-8A, Wing C, G/F, Lung Wo House, Lower Wong Tai
Sin (Il) Estate, Kowloon

FUEE AT () BERIEH T C 3 2 2 8A 5k

(d) Unit 203-206, Podium, Bik Shui House, Shui Pin Wai
Estate, Yuen Long, N.T.

BT /KR B /K 4 203-206 =

HKCT Group Limited
(ERB)
BEEEAIRAE (F
£

(a) 2/F, Heya Star, 368 Castle Peak Road, Cheung Sha Wan,
Kowloon

JURERIVEF LIE 368 5 =8 2 12

(b) 7/F & 8/F, Wong Tze Building, 71 Hoi Yuen Road, Kwun
Tong, Kowloon

FFEBERRRE 71 SR KR8 7 % 8 14

(c) Rm 905-7, 9/F and Rm 1101-5, 11/F, Wing On Kowloon
Centre, 345 Nathan Road, Kowloon
JURERISRE 345 Sk 2 LREF 0 O 1 905-7 = 11 18
1101-5 =%

The Hong Kong
Confederation of Trade
Unions (ERB)
AR TE e (Fs
D)

(a) 5th Floor, THF (Yuen Long) Commercial Building,2-8 Tai
Cheung Street, Yuen Long, N.T.

HrT AR 2-8 BUAGREC TSR RE 5 1%

(b) Unit 702-3,BOC Yuen Long Commercial Centre,102-108
Castle Peak Road, Yuen Long, New Territories

5T LIS 102-108 57 1R T B 5 100 7 1% 702-3
=

(c) Room 901 & 903, Cheung Fung Commercial Building,
21-25 Cheung Sha Wan Road, Kowloon

TUERIVEIE 21-25 SR ERE5EAJE 901 K 903 =

(d) Unit 18-19, 19/F, Tuen Mun Central Square,22 Hoi Wing
Road, Tuen Mun

st EF TR 22 s s 19 ## 18-19 =
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(e) Unit 102-103, 1/F, Fourseas Building, 208-212 Nathan
Road, Kowloon
JLEETIE 208-212 SFIUEAE 1 ## 102-103 =

(f) G/F - 5/F, 18 Shek Lei Street, Kwai Chung, N.T.
FrsE R aRlgT 18 gt N2 5 1%

(g) Unit 403, 4/F, Tin Ching Amenity & Community Building,
Tin Ching Estate,Tin Shui Wai, N.T.

HR KB RIF T RIE LS SR S i K% 4 1 403 =

(h) G/F., Tsui Wo House,Tai Wo Estate, Tai Po, N.T.
TSRS AT SR

(i) 3/F, Len Shing Building,162 - 168 Castle Peak Road,
Yuen Long, N.T.

HSTIF LIRS 162-168 5 A 1% 4 1%

The Federation of
Hong Kong and
Kowloon Labour
Unions (ERB)
AL T E
g3

(FF

(a) Flat A & B, 1/F, Flat B, 12/F, Flat A & B, 17/F, Capital
Commercial Building, 446-448 Shanghai Street, Mong
Kok, Kowloon

JURERE A Eig i 446-448 SRE R ENE LI A E K B
12 BE17THAERBE

(b) Shop B-E, G/F, Cheong Nin Building,1013-1033 Kwali
Chung Road, Kwai Chung, N.T.
W5t mZmE 1013 - 1033 5t B REH T~ B 2 E

(c) Unit 3 & 6-8A, 7/F., Futura Plaza,111-113 How Ming
Street, Kwun Tong, Kowloon

FJUREBETS I 111-113 5FE A5 703, 706-708A =

(d) 4/F, Tai Po Commercial Centre, 152-172 Kwong Fuk
Road, Tai Po

NI RE 152-172 SRR 0 4 15

(e) 5/F Union Park Centre,771-775 Nathan Road, Kowloon.
JUREIZCE 7T71-775 SR E LT

(f) Unit4, 17/F and Unit 1 & 4, 19/F, Kwai Fong Commercial
Centre, 7 Shing Fong St., Kwai Fong, N.T.
RSSO 7 RS REE O 17 R 4 =191 1 K 4

2

(9) 2/F, Fook Yiu Building, No. 6-8 Tai Po Road, Kowloon.
FURE RS 7 6-8 SRAE AL 2 18

(h) 1/F., United Chinese Bank Building,18 Tai Po Road,
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Sham Shui Po, Kowloon
JUREZ/KES A8 18 s R E & R RE 1 5%

() Room 1805, 1806, 1811 & 1817, 18/F, Parklane Square,2
Tuen Hi Road,Tuen Mun, N.T.
FrLf T E RS 2 SRAREREYS 18 1 1805, 1806, 1811 J
1817 =

() 4 Ying Choi Path, To Kwa Wan, Kowloon, (Room
101-104, 201-204, 301-303,401-404 & 501)
JLEE T IUESA 1K 4 5%(101-104, 201-204,
301-303,401-404 }; 501 =)

8. The Scout Association | (a) 8/F Hong Kong Scout Centre, 8 Austin Road,Tsim Sha
of Hong Kong - The Tsui, Kowloon
Friends of Scouting FURESRVDUE At )i 8 SRR AR EEH 0 8 12
(ERB)
EAEHEEGHEEK
(D
9. The Hong Kong (a) 1/F & 2/F, Independent Building, 499-501A Nathan
Federation of Trade Road,Yaumatei, Kowloon
Unions (ERB) FURE R R ECE 499-501A SRIETTRJE 1 7 K 2 7
TETEHEE (P
F)
10. S.K.H. Holy Carpenter | (a) No.1 Dyer Avenue, Hung Hom, Kowloon
Church Community JLFEAL M E onfE 1 9%
Centre (ERB)
EAEERETEFL
(FEEED
11. Hongkong School of (a) 1/F-4/F, 79-81 Austin Road, Tsim Sha Tsui, Kowloon
Commerce (ERB) FURESRVDUE A 1o fe) i 79-81 557 1 5 4 18
HAMEEREN (F
823
12. Christian Action (ERB) | (a) G/F-3/F & 5/F, New Horizons Building, 2 Kwun Tong

FEZE TS (BRED

Road, Kowloon

FUREBIEE 2 55 RIE I T 2 318 5 1%

(b) Rm. 102A & 102B, 1/F & 3/F,Lam Tin (West) Estate
Community Centre, 71 Kai Tin Road, Lam Tin, Kin.

JUREEEH R HAE 71 9TEEH (PHl& ) fl& o0 48 102A
102B = K PUi%

(c) Units 124, 128 & 129, G/F, Choi Wu House, Choi Yuen
Estate, Sheung Shui, N.T.
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ot EACKE BT S T 124 ~ 128 2 129 5

(d) Shop 204-205, 2/F, Tin Kei House, Shun Tin Estate, 9
Shun On Road, Kwun Tong, Kowloon

JUREEREIE 238 9 SRIERER A% 2 18 204-205 58

(e) Suite UG02, Upper Ground Floor, Block 2, Hofai
Commercial Centre, 222-224 Sai Lau Kok Road, Tsuen
Wan
ZEE PO K 222-224 SREMERGE L
UG02 ¥

FEHNT FJE

13.

Heung To College of
Professional Studies
(ERB)

& EERER (B

(a) 29 Playing Field Road, Mongkok, Kowloon
JUBERE A B S 29 %

14.

Hong Kong Institute of
Technology (ERB)

HAMNE LERE (F
=D

(a) Shop A, G/F and Whole 1/F., Charming Garden, 638
Cheung Sha Wan Road, Kowloon

U B0 638 5 ERSSEAM T A SR L 28

15.

OIWA Limited (ERB)
BESmARAE (5
=310

(b) Sunny Centre at 2/F.,Tung Chung Community Services
Complex, 420 Tung Chung Road, Lantau.

RURUTERRE 420 SR0B e s ss e A 2 e

(c) R/IF, No.2 Carpark, Yat Tung Estate, Tung Chung, Lantau
Island, N.T.

SRR R R SR SR = B A

16.

KCRA Community
Education
Enhancement Center
Limited (ERB)
ZepttE B E R
HIRAE (FEEID

(a) Rm 5-6, G/F, Kwai On House, Kwai Fong Estate, N.T.
Hr SRS TT IS LA T 5-6 5=

(b) Room 315, 317, 318, 3/F, Kwun Tong Community
Centre,17 Tsui Ping Road, Kwun Tong, Kowloon

JUREBRSERER A 17 SR lE 0 3 1% 315 ~ 317 ~ 318

=

(c) Offices A & B, 5/F, Waitex House,7-9 Mong Kok Road,
Kowloon

JURENE A7 7-9 SREFFRAEAE SHEA ~ B

(d) G/F., 103-106, Yan Lam House,Tsui Lam Estate, Tseung
Kwan O

eFELREEMRUD S 103-106 St
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(e) Portion of 2/F, Western District Community Centre, 36A
Western Street, Sai Ying Pun, Hong Kong
TR = PRES 36A SR E & LB Iy 2 1

(f) 1/F, Chi Wo Commercial Bldg., 20 Saigon Street,
Yaumatei, Kin

FJUREHIRR A PE B 1 20 SRR 2E KE—18

17.

(a) 3/F & 4/F, 22 Hennessy Road, Wan Chai, Hong Kong
EAEFITESE 22 98 3-4 1

18.

Methodist Centre
(ERB)

TEE G0 (RS
New Territories

Association Retraining
Centre Limited (ERB)

L e E Rl
OAMRAE (EREEEID

(a) Room 337-344, 3/F Choi Yuk House, Choi Yuen
Estate,Sheung Shui, N.T.

ot BRI T8 3 1% 337-344 5

(b) Shop No. 12, Ground Floor, Ka Fuk Shopping Centre, Ka
Fuk Estate,Fanling , New Territories

Wty s a il E rar T 12 5

(c) Shop 304, Heng On Shopping Centre, Heng On Estate,
Ma On Shan, Shatin, N.T.

Hr 5D R LIMEZUE 2 304 5t

(d) Rm 1, 2/F Nan Tin Mansion, 37 Kau Yuk Road, Yuen Long
TCRAAE S 37 5F AR 201 =

(e)38A, G/F, Lek Yuen Estate Shopping Centre, Shatin, N.T.
Hr 50 R R s i it T 38A

(f) Room 203-205, Yiu Wo House,Yiu On Estate, Ma On
Shan, NT

T ST B LR 2 A4S 203-205 =

(g) 42A San Tin Estate, Shatin, N.T.
Hr 50 T AT 42 57 A

(h) Rm 221-222 Shek Fong House, Shek Wai Kok Estate,
Tsuen Wan

EEOEAEIOIHE 221-222 =

(i) Shop 301-307, Po Ning House, Po Lam Estate, Tseung
Kwan O, N.T.

H LR AT M ET &4 301-307 =

() G/F, 5-7 Tai Wing House, Tai Yuen Estate, Tai Po, N.T.
Hr SRS A Tz A% 5-7 St
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(k) No. 2 Wing C, G/F Wah Yat House, Tin Wah Estate, Tin
Shui Wai

RIKERFEG GG C T 2 5

() Room 101-108, G/F, On Yeung House, Cheung On
Estate, Tsing Yi, N.T.

W2 T 101-108 =

(m)No. 20-29, G/F, Wu Pik House, Wu King Estate, Tuen
Mun

CHFTER M T 20-29 5

19.

School of Continuing
and Professional
Education, City
University of Hong
Kong (ERB)

T AR T R BRI S
Ehe (FEHE5ED

(a) 8/F, United Centre, 95 Queensway, Admiralty, Hong Kong
T EE 95 S —L 8 1

(b) Lower Ground Floor, Academic Exchange Building, City
University of Hong Kong, Tat Chee Avenue, Kowloon
Tong

FTURESEEE Z PR A AR T RSSO AR (B

(c) UG202, UG2/F & UG301-2, UG3/F, ChinaChem Golden
Plaza, 77 Mody Road, Tsim Sha Tsui East, Kowloon

FURERIDIH AR IS 77 SRkt UG2 18 UG202 =
UG3 ## UG301-2 =

20.

St. James' Settlement
(ERB)
EHERERE (HEED

(a) 1, 3-4, 6-9, Room 10 and Activity Area 02, South Wing,
10/F& 11/F,85 Stone Nullah Lane,Wan Chai, Hong Kong
BB /KRR 8557 1, 3-4, 6-9, 10 3 10 T = K
2 SUEENE K 1118

(b)Flat 10, 1/F, Wah On Mansion,103-107 Fuk Wah Street,
Sham Shui Po,Kowloon

JUREAKIS 1@ EEME 103-107 SR RE 1 1 10 =

21.

Vocational Training
Council (ERB)

WegsllekfE (FEllD

(a) 7-9/F, Billion Plaza, 8 Cheung Yue Street,Cheung Sha
Wan, Kowloon

TUERIDVERGTE 8 9 ERES 7-9 1%

(b) Shop 102, 1/F, Ka Fuk Shopping Centre,Ka Fuk Estate,
Fanling

W eEss Rl s a1 1% 102 =

(c) 2 Hang Hong Street, Yiu On Estate,Ma On Shan, Shatin,
New Territories, (near to Yiu Him House)

Hr 5D R IR 2 SRR 2ol I i)

(d) 11 Tin Ho Road, Tin Shui Wai, N.T.
SR ARKIEIR S 11 5%
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(e) Floors 1 to 3, Bangkok Bank Building,490-492 Nathan
Road, Yau Ma Tei, Kowloon

FURE IS 2E 490-492 SRR 7 3R1T S 1-3 14

22.

YMCA College of
Careers (ERB)

FEGHEESE (i
gl

(a) Portion of G/F-3/F, 23 Waterloo Road, Yau Ma Tei,
Kowloon

FJUREHIRHI T2 8 23 BREL (it |~ 2 3 1

23.

The Young Men's
Christian Association
of Hong Kong (ERB)
HEREEZETY (H
52300

(a) 1/F Hang Ning Court, 259-263 Shun Ning Road,Cheung
Sha Wan, Kowloon

FLEE B EEEE 7 259-263 YEiH sk — i

(b)41 Salisbury Road, Tsim Sha Tsui, Kowloon
JURERVDIH AR - EE A 41 57

(c) 1/F., 373 Po On Road, Kowloon
JUFECRZEE 373 5% 1 14

24,

Hong Kong Young
Women's Christian
Association (ERB)
HEAERLFFE(H
el|p)

(a) 3/F, 5, Man Fuk Road, Waterloo Road Hill, Kowloon
FREEFTZE I EE 5 5% 312

(b) Unit 25-26 & 28-32, G/F.,Kwai Yiu House, Lai Yiu
Estate,Kwai Chung

ZEFREFE IR A T 25 - 26 K 28 - 32 5%

(c) Shop Nos. 101, 106 and 107, 1/F, Lai Kok Shopping
Centre, Lai Kok Estate, 12 Tonkin Street, Sham Shui Po,
Kowloon
JURE AR B
107 5%

12 S REPATRRE R R 25— 101,106 Kz

(d) 1/F & 2/F, Tin Shui Community Centre,Tin Shui Estate, Tin
Shui Wai,Yuen Long, N.T.

SO /K B R i R f L rpo v — ~ A

(e) Unit No. P1 & P2, Podium Floor, Temple Mall South,103
Ching Tak Street, Wong Tai Sin, Kowloon

JURE s AMIEEET 103 ST Al LR 5 2 K 3 1#

(f) Units 21 & 22, 5/F, Citimark,No. 28 Yuen Shun Circuit,
Shatin, New Territories

Ho VHIRIRE 28 sEal & Ess 518 21 K 22 =
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