SYLLABUS

Course Title and Code: 應用英文 TFEXB4A0838 

Instructor: 王藹玲　Ai-Ling Wang

Term offered: Spring 2009
Time offered: Wednesdays 16:10-18:00

Location of Classroom: I201
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

Letters Concerning Guest Speakers
Week 2

Letters Concerning Guest Speakers
Week 3

Customer Service Letters
Week 4

Customer Service Letters
Week 5

Public Relations and Personnel Letters
Week 6

Public Relations and Personnel Letters

Week 7

Spring Break

Week 8

Social Correspondence
Week 9

Social Correspondence

Week 10

Mid-term Exam Week

Week 11

Reports and Academic Writing

Week 12

Reports and Academic Writing

Week 13

Questionnaire
Week 14

Questionnaire

Week 15
Final Exam Week for Seniors
Evaluation: Midterm Exam              

= 30%

          Final Exam                   
= 30%

          Assignments               

= 30%

          Class Participation and Attendance 
= 10%
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