教材大綱         

科目名稱（中文）：進階商用英文書信

        （英文）：Advanced Business English Correspondence

學分數：4

教學目標：
(1) 熟悉貿易及商業上的專門術語與特別的縮寫字。

(2) 處理和國外客戶或廠商聯絡的各種信函。

(3) 寫出得體及現代商業英文的寫作文體。

(4) 藉由句構、組織技巧以及不同文體的整合練習，以精進學生商用英文書信技巧與流暢度。

教學注意事項：

(1) 本科目共四個學分，及上、下學期各二學分

(2) 授課內容包括進出口貿易之信件，如詢問、代理、付款、索賠與調處等。除此之外，求職、備忘錄、報告與會議記錄等信件亦在教學範圍內。

(3) 針對各類不同的商業書信情境，進行實地的演練。

(4) 隨時融入經貿時事題材，以擴展學生商用英文書信的知識。

(5) 循續漸進地指導書信的架構過程，避免一成不變的語句，統合學生商業書信的寫作技巧。

(6) 授課教材、授課內容、評量方式、學習成果評估應詳加說明。

(7) 參考教材的選擇應難易適中，具實用性與統整性。

教材內容：

	單      元
	教    材    綱    要
	備    註

	1.Writing Good Business Letters and Reports
	(1) Organizing letters

(2) Letter form & envelop

(3) Types of reports

(4) Steps in repot writing
	

	2. Effective Writing Skill of Business Letter & Examples
	(1) Effective writing skills

(2) Strategies and checklists of editing letters.
	

	3. Sales / Promotion Letter
	(1) Product list

(2) Company profile

(3) Traders’ express
	

	4. Inquiry Letter
	Raise questions specifically, clearly and briefly.
	

	5. Making Offers and Counter Offers
	Quotation and reply


	

	6. Orders and Confirmation Letter
	(1) Purchase order

(2) Sales confirmation


	

	7. Issuing Letter of Credits
	(1) Elements of L/C

(2) Letter of Credit

(3) Correspondence Concerning L/C
	

	8. Packing and Shipping
	(1) Packing letter

(2) Production letter

(3) Shipment letter

(4) Inspection letter
	

	9. Claims and Adjustments
	(1) Reasons for filling a claim or complaint

(2) Complaints and adjustment letter
	

	10. Personal and General Letters
	(1) Recommendation letter

(2) Application letter

(3) Resume
	

	11. Social Correspondences
	(1) Notice of visit

(2) Invitation letter

(3) Notice of new branch office

(4) Notice of new employee

(5) Hotel reservation

(6) Reconfirmation for the flight ticket


	

	12. Electronic Mail
	(1) How to write email

(2) Personal and general 
	


