Tamkang University Academic Yedr01, 2" Semester
Course Syllabus

Course Title Business Report Writin

Instructor
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Department/Year/Class

Course Details

Department of International lRequired

Business, 2B [ ISelective

O (One Semeste)
[]1 (1st Semeste)

[]2 (2nd Semeste)
[13 (3rd Semesten

Credits

Aim of Education

Core Competences

Departmental Educational Objectives:

1. To instill the university motto of “Simplicity,
Firmness, Perseverance, and Fulfillment” in
students.

2. By integrating the “Five Disciplines” of
education, the qualities of conduct, intelli-
gence, physical education, teamwork, and
beauty into the professional, core, and extra
curricular curriculum, the department helps
produce well-rounded students skilled in
identifying and solving problems.

3. To oversee the trend and foresee the devel
ment of global economy, the department air
to produce the graduates with expertise in t

f@epartmental Core Competences:

A. Breeding professionals with expertise in
general International Trade and Internation
Business

B. Consisting of Globalization, Information-

- oriented and Future-oriented education.

t€. Producing graduates with capability of
foreseeing and analyzing the development
Global Economy.

dp- Breeding professionals with expertise in

ns Marketing and Financial Management.

he

fields of International Business and Trade.

of

Course
Introduction
(50 to 100

words)

This course is designed for students who need #ableeto read, interpret and write
everything from short memos to longer reports iglish. It also encourages studengs
to become progressively more aware of what makedfaative piece of written
communication in English. Throughout the courseded writing tasks and languag
focus are integrated, with an aim to building stideconfidence in expressing
themselves with grammatical accuracy in logicatinstructed report

\1%




The Relevance among Teaching Objectives, Objectikevels and Core Competences
I.Objective Levels (select applicable ones)
(I) Cognitive Domain : C1 Remembering~ C2 Understanding~ C3 Applying ~ C4 Analyzing ~
C5 Evaluating ~ C6 Creating
(I) Psychomotor Domain : P1 Imitation ~ P2 Mechanism~ P3 Independent Operation~ P4
Linked Operation ~ P5 Automation ~ P6 Origination
(1) Affective Domain : Al Receiving~ A2 Responding~ A3 Valuing ~ A4 Organizing ~ A5
Charaterizing ~ A6 Implementing
[I.The Relevance among Teaching Objectives, Objeest Levels and Core Competences
(DDetermine the objective level(s) in any onelwd three learning domains (cognitive,
psychomotor, and affective) corresponding to tlaeheng objectives. Each objective shoy
correspond to the objective level(s) of ONLY ONElwd three domains.
(INIf more than one objective levels are applieafdr each learning domain, select the highe
one only. (For example, if the objective levels @ognitive Domain include C3, C5, and (

select C6 only and fill it in the boxes below. T$@ne rule applies to Psychomotor Domajn

and Affective Domain.)

(IlHDetermine the core competences that corresporahch teaching objective. Each objectije

may correspond to one or more core competences8raea(For example, if one objective
corresponds to three core competences: A, AD, dtig Bst all of the three in the box.)

d

t
L6,

JJ

Relevance
Teaching objectives Objective
Core Competencey
Levels
1.Writing emails inquiring about products or seedcand requesting c3 A
catalogues, price lists, and samples
2.Writing emails to place orders with the attachtredrorder forms c3
3.Writing emails to acknowledge orders for goods c3
4.Writing emails to inform the suppliers about p&ym and reminding the c3
buyers of late payment
5.Writing emails to make complaints about prodactd services, and c3 A
suggesting solutions to problems
6.Writing emails to respond to complaints c3 A
7.Writing emails to check progress on a task ojegato c3 A
8.Writing short memos c3 A
9. Making proposals and responding to proposals c3 A
10. Planning a report, describing graphs and chamts making recommen-| -, A
dations
Teaching Objectives, Teaching Methods and Assedsmen
Teaching Objectives Teaching Methods Assessment

1.Writing emails inquiring about produc}s : . , take-home writing
. : ectures, discussions, in-class__: o
or services, and requesting catalogugs,. assignment; mid-term

price lists, and samples writing practice exam

2.Writing emails to place orders with thigectures, discussions, in-clatgke'home writing

attachment of order forms writing practice :)s(zlr%nment; mid-term

9]




3.Writing emails to acknowledge orderglectures, discussions, in-class
writing practice

for goods

take-home writing

)

assignment; mid-term
exam

4.Writing emails to inform the supplierg
about payment, and reminding the

buyers of late payment W

lectures, discussions, in-class

riting practice

take-home writing

9]

assignment; mid-term
exam

5.Writing emails to make complaints
about products and services, and

suggesting solutions to problems W

lectures, discussions, in-class

riting practice

take-home writing

9]

assignment; mid-term
exam

6.Writing emails to respond to complailW

riting practice

]I%ctures, discussions, in-clagake-home writing

assignment; final exam

le
w

3=

7.Writing emails to check progress on :
task or project

ctures, discussions, in-cla

riting practice, take-home
writing assignment

53 "
ake-home writing
assignment; final exam

8.Writing short memos W

riting practice

lectures, discussions, in-clagake-home writing

assignment; final exam

9.Making proposals and responding to [lectures, discussions, in-clagake-home writing

proposals w

riting practice

assignment; final exam

10. Planning a report, describing graphs
and charts, and making recommen-

dations w

riting practice

lectures, discussions, in-clagake-home writing

assignment; final exam

This course has been designed to cultivate thevimtlg essential qualities in TKU students.

Essential Qualities of TKU Students Description
mglobal perspectives
oa vision for the future
oinformation literacy
oethical and moral principles .
e A

mindependent thinking

oan awareness of healthy living

meffective teamwork

oan appreciation of the arts

Course Schedule

Week Date Subject/Topics Note
1 Making inquiries (Unit 6)
2 Making inquiries (Unit 6) & Placing orders (Unit 7)
3 Placing orders (Unit 7)
4 Responding to orders (Unit 8)
5 Responding to orders (Unit 8) & Making payment ({L9)i
6 Making payment (Unit 9)
7 Complaints (Unit 10)
8 Complaints (Unit 10) & Checking progress (Unit 11)
9 Checking progress (Unit 11)
10 Midterm Exam Week
11 Interoffice memos (Unit 12)
12 Interoffice memos (Unit 12) & Discussing propodahit 13)




13 Discussing proposal (Unit 13)
14 Reports (Unit 14)

15 Reports (Unit 14)

16 Reports (Unit 14)

17 Social situations (Unit 15)

18 Final Exam Week

(1) Tardiness: Be punctual for class. You will Igsents for being late.
(2) Absence: You will lose points for being absent.

Requirement3) If you are absent for 3 times, you CANNOT pémsclass. Show your teacher your

Proof of Absence (school businessk., private busines# ik, sickness; i, death
in the family ¢ &) if you cannot come.

Teaching
Facility

)

BMComputer [ |Overhead Projector [ |Other (

Textbook(s)

Writing for the Real World (Student Book 2): Anidotluction to Business Writing. Rog

Barnard, Antoinette Meehan. Oxford University Pre05.

\U

Suggesteg
Readings

Number of

Assignment(s)

8 assignmentgFilled in only for those courses that apply)

Grading
Policy

+c lass attendanc.0 %4 class discussions, presentations and assigs: 30 %

€ mid-term exam: 30.0 % final exam: 30.0 %

Note

This syllabus may be uploaded at the website ofr€go&yllabus Management Syst

at http://info.ais.tku.edu.tw/csp or through the link of Course Syllabus Upload pdst
on
http://www.acad.tk.edu.tw/index.asp

the home of TKU Office of Academic Affairsat

page

*Unauthorized photocopying is illegal. Using originatextbooks is advised. It is a
crime to improperly photocopy others’ publications.
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