SYLLABUS

Course Title and Code: 應用英文 TFEXB4A0838 

Instructor: 王藹玲　Ai-Ling Wang

Term offered: Fall 2006
Time offered: Wednesdays 16:10-18:00

Location of Classroom: T110
Course Objective:

Business English is designed to provide English majors with basic career skills required for most professional positions in the business arena.  This course covers topics on resume, application letter, sales letter, order letter, claim letter, survey and report, and so on.  After completion of the course, students are expected to master basic formats of official letters, gain strategies in business negotiations through writing, and develop knowledge of international trade.  In addition, students will improve their English proficiency by modeling letters written by native-English speakers.

Reference Texts:

Buschini, J. F. & Reynolds, R. R. (1993). Communicating in business. Boston:     

     Houghton Mifflin. 文鶴出版有限公司.

Love, C. & Tinervia, J. (1986). Commercial correspondence: For Students of            

     English as a second language (2nd ed.). New York: McGraw-Hill. 文鶴出版有       

     限公司.

Poe, R.W. (1994). The McGraw-Hill handbook of business letters (3rd ed.). New  

York: McGraw-Hill. 文鶴出版有限公司.

Werz, E. W. & Germain S. (1993). The complete customer service letter book. New           

     York: McGraw-Hill. 文鶴出版有限公司.

Course Calendar:

Week 1

Class Orientation and Course Overview

Week 2

Resume, Letter of Application, and Job Interview

Week 3

Resume, Letter of Application, and Job Interview

Week 4

The Business Letter (parts, styles, and the envelope)

Week 5

The Business Letter (parts, styles, and the envelope)

Week 6

The Business Letter (parts, styles, and the envelope)

Week 7

Sales Letter and Letter of Inquiry

Week 8

Follow-up Letter

Week 9

Quotation, Order, and Acknowledgment

Week 10

Midterm Exam Week 

Week 11

Credit and Collection Letter

Week 12

Credit and Collection Letter

Week 13

International Payment

Week 14

International Payment

Week 15
Letter of Credit and other Shipping Documents

Week 16

Review

Week 17

Final Exam Week

Assignments:

Write a letter of application and a resume to accompany this letter. You are interested in a position as an English teacher at Tamkang University.  Or you may create hypothetical situations and personal experiences to apply for whatever position you are interested in.
Evaluation: Midterm Exam              

= 35%

          Final Exam                   
= 35%

          Assignments               

= 20%

          Class Participation and Attendance 
= 10%
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