輔仁大學開授遠距教學課程計畫書
1.依據教育部94年8月15日台高(二)字第0940096732C號令發布修正「專科以上學校遠距教學作業規範」第五條規定：各校開授遠距教學課程應由依規定聘任之合格教師提出教學計畫，送各校課程委員會研議，提經教務會議審核通過後始得開授，並報教育部備查。
2.依本校新修訂辦法，本教學計畫先請送本校教師資源與發展中心，該中心將依課程與教師性質，提供適當的咨詢服務（並要時該中心得簽註意見）後，再請依正常的一般課程提報與審查程序提報與審核之，而後報教育部備查。
4.以同步視訊方式開授之課程，主播學校需提報計畫並整合收播學校資料一併備查，收播學校不需向教育部申請備查。

1、 課程基本資料：

	課程名稱 Course Title
	商務英文寫作 Business Writing；二學分 2 credits 

	開課單位（系所、中心、其他）

Unit 
	管理學院

	授課教師姓名及職稱與e-mail 
Teacher’s Name, Title and email address
	Marguerite Connor, PhD, Connor@fillibabba.com

	課程類別（學位班、在職進修班、推廣教育班、國際合作班、其他班別）

Course Type 
	學位班及推廣教育班

	學分數及選課別(必修、選修)

Required or Elective 
	elective

	開課期間（開課起訖日期或開課學年度及學期）Course Term
	95上學期

	預計修課人數（校內及校外分別招收人數）Number of Students
	50（上限 Max）


二、教學目標 Objectives
1.  COURSE DESCRIPTION AND GOALS
本課旨在教導學生有效書寫商業信件。學生將會──特別是透過寫作──改進溝通能力。我們會雙管齊下︰

1) 發展分析商業情境的能力，以便書寫得宜（不管是寄電子郵件或寫報告）；

2) 改善基礎寫作能力。

為了達成以上目標，學生將會閱讀商業案例、討論商業溝通問題、做短的作業和寫一個報告(5-7頁)。
This course will help students learn to write effectively in a business environment.  Students will focus on improving their communication skills, particularly through writing.  We will be using a two-pronged approach to this:
a)      developing tools for sound analysis of business situations in order to write appropriately, whether sending brief e-mail messages or preparing long reports; and
b)      honing basic writing skills.
Students will read case histories and be expected to discuss them, solve business communication problems, write brief assignments and prepare one long report (5-7 pp).

TEXT  -- There is no text book for this class.  All readings and assignments are found on EngSite/Elite.
三、適合修讀對象Target Students
Students with good basic English writing skills who want to learn more formal writing techniques. 學生必須有基本英文造句能力和使用電腦和email能力。
Competency in writing sentences.   
Competency in using a word processor and an e-mail program.
四、課程內容大綱Course Description
 　Calendar
	wk
	主題

	1
	Introduction to business writing—

Understanding business communication (00:41:16) 

	2
	Collaboration, Listening, Nonverbal and Meeting Skills (01:07:22)

	3
	The Three Step Process: Planning, Writing, Completing Messages (00:52:01)

	4
	Writing Routine Good News and Good will Messages (01:02:24)

	5
	Writing Routine Good News and Good will Messages (00:48:04) 

	6
	Writing Bad News Messages (00:26:51)

	7
	Writing Bad News Messages 

	8
	Midterm exam

	9-10
	Writing Persuasive Messages: Lesson 9 (00:43:32), 
Lesson 10 (00:44:54)

	11-12
	Planning Business Reports and Proposals

	13
	Writing Business Reports and Proposals

	14
	Completing Formal Reports and Proposals

	15
	Communicating Interculturally

	16
	Writing Resumes and Business Letters

	17
	Interviewing for Employment and Follow-Up

	18
	Final Exam/Final paper due 


 
五、教學方式（可複選）Instructional Methods
(提供線上課程主要及補充教材 Offering course materials and supportive materials online 
(提供線上非同步教學 Offering instruction in asynchronous mode; 
(有線上教師或線上助教 With teacher(s) and TA’s available online; 
(提供面授教學Classroom meetings，次數：　　3　次Times，總時數：　6　小時Hours in Total; 
· 提供線上同步教學Online synchronous instructions，次數：　　　次Times，總時數：　　小時 Hours in Totla
· 其它：請說明：

六、學習管理系統呈現內容是否包含以下角色及功能（有包含者請打(）Check the roles and functions your E-Learning system provides.  
1.提供給系統管理者進行學習管理系統資料庫管理Provide the system manager functions to manage learners’ information database.  

□ 個人資料 Personal Information 
□ 課程資訊 Course Information 
□ 其他相關資料管理功能 Others
2.提供教師(助教)、學生必要之學習管理系統功能 Provide teacher (TA) and student necessary functions to manage their teaching and learning.  
□ 最新消息發佈、瀏覽 What’s New—announcing and reading news; 
(教材內容設計、觀看、下載 Course material content design, viewing and downloading. 
(成績系統管理及查詢 Grading system management and inquiries
(進行線上測驗、發佈 Online assessment and announcement; 
(學習資訊 Learning information; 
(互動式學習設計(聊天室或討論區) Functions for Interactions (Chatroom or Forum)
□ 各種教學活動之功能呈現 Display of Learning Activity’s functions. 
□ 其他相關功能 Others
7、 七、師生互動討論方式（包括教師時間、E-mail信箱、對應窗口等）Ways of Interactions (including office hours, email address and supportive units)
 Two hours dedicated office hours a week through MSN Messenger, e-mail at any time, Chat at any time outside office hours if I am there. 每週兩小時，由MSN 即時討論。
八、作業繳交方式（例如是否提供線上說明作業內容、線上即時作業填答、作業檔案上傳及下載、線上測驗、成績查詢、或其他做法）Ways of Assignment submission
Through EngSite
九、成績評量方式（包括考試方式、考評項目其所佔總分比率）Assessment 
GRADING
Research paper and proposal                               25%

Homework and in-class assignments                               55%

Final exam                                                    10%

Midterm                                                        10%

十、上課注意事項 
3. POLICIES  

As with any class completing the assigned work on time is mandatory for success.  If you fall behind for any reason, contact me immediately.  We can work things out, but not after the fact.
不得抄襲！ Plagiarism is using the words or ideas of another person without acknowledging your source.  Please respect your sources, your audience and yourself and don’t fall into this trap (I am a stickler for this).  If I catch a student cheating or committing plagiarism, you will fail the course and may be subject to dismissal or further discipline.  This includes copying other’s homework.
一般準則︰「無法規律用電腦上網、或沒有自發學習精神者者請勿修此課」。
十一、其他攸關資料（以下資料供本校教師發展與教學資源中心判斷所需之咨詢服務，並供教務處判別是否要將計畫書送教育部備查—教育部規定：各校開設之遠距課程需提報備查，通過備查之課程，若下學年持續開設同一門課程且課程計畫內容相同，報部備查時不需再提計畫書，惟請於開課清單中註明開過之學年學期。）
Other Related Information (The information below will serve two purposes: to let the teacher resource center know what our teachers need, and to allow the Office of Academic Studies to decide if the course is to be submitted for MOE review.  MOE rules that each course conducted needs to be submitted for review unless the course content is exactly the same with the one approved before.)
	本課程以往開授狀況

The course offered before
	1. 以遠距與網路課程形式，開設過 In distance-learning mode: 
□零次 No □一次 Once (兩次以上 Twice (在Webster University) 
2. 上次開授時間為The last time offered：  04 學年 (school year)   fall  學期 semester
3. 上次開授時之課程性質為：The last time offered: Course type
This is actually the fourth time.  Offered and ran Fall 04, Spring 05, Summer 05
□網路輔助教學 Internet-Assisted
□混合與全網路教學（1/2以上時數採遠距網路形式）

4. 本課程計畫內容與上次開授之計畫內容 The content of the two courses
□全部相同 The Same  □只有行政類小細節修訂 Only minor revision  (含教與學之內容與方法之修訂 With major changes to the recent one. 

	教師網路教學之經歷
	1. 教師是否曾獲優良網課等攸關榮譽？（可複選）Awards and Honors
□曾獲得優良網課榮譽 Fu Jens’s Internet teaching award 

□曾獲得其他榮譽： Others                                  
□無

2. 教師是否曾發表與數位學習攸關之著作？（可複選）Publishing academic papers and articles re. to e-learning
□(無 None
□學術期刊論文，共   篇 Academic journal 
□國際研討會論文，共   篇International journal 

□國內研討會論文，共   篇 International journal 

3. 教師以往開授網路教學之經歷為：（可複選）Experience in internet teaching 
□網路輔助教學Internet-Assisted，共   年 Year 
(混合與全網路教學（1/2以上時數採遠距網路形式; Asynchronous Distance Learning），共  2004 年 Year spring
4. 與其他教師協同進行數位學習攸關計畫或教學之經歷為：Working with other teachers in e-learning projects
□無 Yes 
(曾參與或主持(Yes, I participated in                               __________course or project計畫或課程，

進行時，教師間彼此的交流與協作程度為：degrees of interaction among teachers 
· 個人類計畫或課程，無協同議題 NA 
(一般程度互動 Interacting on general matters.  
· 深入的交流、但各自獨立執行子計畫或課程 Close interaction but each in charge of his/her own projects
· 深入的交流、並協同工作或協同教學 Cooperating with other teachers closely 


	教師接受咨詢服務之意願與項目
Service of TRC Accepted 
	教師接受本校教師資源與發展中心提供對本課程咨詢服務之意願為：

I need consulting services offered by Teacher Resource Center  

不需要 none 
□暫時不需要，需要時再主動聯繫 Not for the moment; will need it later 
(樂意接受，比較需要的部分為：Willingly accept it
□ 資訊與媒體方面 Information and media
□ 教與學之設計與理論方面 Teaching and learning design and theories
(美學或人因設計方面 Graphic and Individualized design 
□ 其他， Others                               



系（所）主管：           院長：               教務處：            
