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
	Business Letter writing

英文商務書信寫作

	開課單位（系所、中心、其他）

Unit 
	英語菁英學程

	授課教師姓名及職稱與e-mail 
Teacher’s Name, Title and email address
	Marguerite Connor, PhD, 
Margarette.connor@gmail.com (1st choice)

Engl1016@mails.fju.edu.tw

	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/2學分

	開課期間（開課起訖日期或開課學年度及學期）Course Term
	97學年度第二學期

	預計修課人數（校內及校外分別招收人數）Number of Students
	40-60 人（40人一個TA），如人數增加則申請TA 補助 


二、教學目標 Objectives
A writing course focusing on the modes of writing needed for business letters.

The goal of this course is to provide students with some basic samples of business letters that they can use as templates for their letter-writing needs.  

A secondary goal is to increase proficiency in grammar and produce clear communications.
By the end of the course,
· Students will be able to write and type a formal business letter, using the standard block-style format that is accepted by most businesses. 

· Students will be able to define and label parts of a formal business letter. 

· Students will be able to choose different letter types for different situations.

· Students will have improved in grammar and vocabulary skills in English.
1） 教授不同英文商業信件的書寫﹐提供同學不同書信範例﹐以便模擬學習；

2） 改進同學的英語文法正確性﹐以使溝通的文字清晰。

課程結束時，同學應能

· 用齊頭式(block-style)格式書寫正式英文書信，

· 了解商業書信的組成元素，
· 用不同文體書寫不同狀況信件，

· 改善文法和增進字彙。
三、適合修讀對象Target Students
Students with good basic English writing skills who want to learn more formal letter-writing techniques.
具基礎英文能力，並有興趣學習英語商務信件書寫者。
四、課程內容大綱Course Description
到校時間 Class Meeting Time: Wed 1:30 – 3:30 (week 1, week 8, week 16 meet live) 
Items in red are materials provided on EngSite

Week 1 Introduction—to me, to the class, and an icebreaker activity, writing sample, checklist


Week 2 Grammar Review 2 PPTs, (Common Grammar Errors, Grammar Points) Fun with Punctuation, Sentence boundaries, More on Sentence boundaries, Editing practice one, checklist

Week 3 Grammar Review PPT Editing for Grammar, Sentence Snarls, Subject-Verbs agreement, Proofreading exercise, Revising Mixed Sentences, checklist

Week 4 Style Review PPT Playing with Sentences, two readings by Morenberg: “Playing with Sentences” and “Relative Clauses,” Combining Sentences exercise, More Sentence Combing exercise, Steinbeck sentence activity, Relative Clause exercise, More Relative Clause exercise, Final Relative Clause exercise, checklist

Week 5 Letter templates PPT “Using Templates,” Finding Templates 1 exercise, Finding Templates 2 exercise, Using Templates exercise checklist

Week 6 Academic letters Academic Letters  1 reading, Academic Letters 2 reading, Letter of application exercise, Letter to a professor exercise, Letter applying for a scholarship exercise, checklist

Week 7 Resumes/CVs       Action verbs for resumes and cover letters, Resume Sample, resume check sheet, digital portfolio template, checklist (hyperlinks are for EngSite)
Week 8 Midterm

Week 9-10 Job-seeking letters cover letter tips PPT, Cover letters for jobs, Cover Letter Samples, Application letter, Cover letter ONE19356192008, Cover letter TWO19356192008, checklist
Week 11 Referrals—requests for, writing them Referrals PPT checklist
Week 12 Thank you letters—thank you PPT checklist
Week 13-14 Assorted business letters, Memo or Message Sample, a bad example letter, sample letters, Letter granting credit19356192008 checklist
Week 15 Sales letters  Sales letters tips sites, 9.Writing Persuasive Messages(1)      checklist

Week 16 Sales letters 10.Writing Persuasive Messages (2) checklist
Week 17 Congratulatory letters/Condolence letters—tips PPT checklist
Week 18  Final checklist
五、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 or by appointment, e-mail at any time, Chat at any time outside office hours if I am there or by appointment.
六、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 
作業：於群英網教學平台繳交

七、成績評量方式（包括考試方式、考評項目其所佔總分比率）Assessment 
Students will hand in exercises through out the term, starting with some basic grammar review.  Exercises will be graded.  Students will also hand in letters that are read and commented on by the teacher and given a working grade.  

Students will choose and revise 10 letters (of about 15-16 that will be assigned) for their final portfolio presentation to the teacher for grading.  Depending on student skills, there will be grammar and vocabulary lessons throughout the semester.

Exercises
20%

Portfolio

50%

Participation
10%

Midterm

10%

Final

10%

八、上課注意事項 
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」。
