Tamkang University

Etiquette 

Time: Tourism & Hospitality Monday 15:10-17:00 Thursday 8:10-10:00

           Software Engineering Wednesday 13:10-15:00 Friday 8:10-10:00 

Instructor: 鄭辰旋 Judith Chen-Hsuan Cheng 

Office Location: CL 415

Phone Number: 987-3088 ext. 7122 

E-mail: jcheng@mail.tku.edu.tw
Class Policies: 
· Cell phones and pagers must be turned off during class. 

· Tardiness is both inconsiderate and disruptive to class. Always be ON TIME for class. Absent more than three classes (6 hours) will receive a failing grade.

· Each student is encouraged to help create an environment during class that promotes learning, dignity, and mutual respect for everyone. Students who speak at inappropriate times, sleep in class, display inattention, interrupt the class by coming to class late, leaving class early, engaging in loud or distracting behaviors, use inappropriate language, are verbally abusive display defiance or disrespect to others, or behave aggressively toward others could be subjected to disciplinary action. 

Academic Honesty: 
In keeping with the University’s policy on academic honesty, no form of academic dishonesty will be tolerated. Any student found cheating, plagiarizing a written assignment, or committing anything against Tamkang’s policy will either receive a failing grade for the course, be referred for University disciplinary action, or both.

Grading

Participation 20%

Assignment 60%

Final presentation 20%

Textbook (Optional)

Ford, C. (1988). Etiquette. Clarkson N. Potter, Inc. NY.

徐筑琴 (2001) 國際禮儀實務，揚智文化

朱立安 (2004) 國際禮儀，揚智文化

Assignment
1. Please design an invitation letter for a party. Describe the type of party, the location, dressing code, manual…etc. Please be creative and provide as many details as possible. (Due by 9/22 or 9/24)

2. Please design a cover letter for your job/school interview. (Due by 10/9 or 10/10)

3. Please select a country that you want to travel, and describe things that you need to notice (such as their courtesy and taboos) before you travel there. Please write a 3-page paper to describe your findings. You will present this paper to your classmates during the final 2 weeks. (Due by your presentation)

Final presentation: Please prepare a five-minute PowerPoint presentation. Please dress appropriately on your presentation day.  

	Date 
	Discussion Topics/ Readings 
	Assignments 

	9/8

9/10
	Course description

Definition of etiquette

Introduce yourself
	

	9/11

9/12
	Everyday manner in public place
	

	9/15

9/17
	Letters, cards and gifts
	Designing an invitation

	9/18

9/19
	Table manners

Clothing
	

	9/22

9/24
	Entertaining

Theater
	

	9/25

9/26
	Learning (visiting people)


	

	9/29

10/1
	Dating

Weddings

Funerals 
	

	10/2

10/3
	Interview
Office manners
	Designing a cover letter

	10/6

10/8
	Marriage and living together
Parenting

Celebrations and ceremonies for children
Manners for teenagers
	

	10/9

10/10 (no class)
	Divorce
Religion
	

	10/13

10/15
	Neighbors

Pets
	

	10/16

10/17
	Travel

Parks and Natural areas
	Describe final assignment

	10/20

10/22
	Special events
	

	10/23

10/24
	Movie
	

	10/27

10/29
	Fashion
Sports and games
	

	10/30

10/31
	Final presentation
	

	11/3

11/5
	Final presentation
	


