

上 海 建 桥 学 院

_《外贸英语函电》_课程教案

周次  1     第  1   次课   学时   2       教案设计人  李晓峰 
	章节名称
	1. The structure and layout of a business letter
 商务英语书信格式

	本次授课目的与要求Teaching Objectives and Requirements

1.  Introduction to the course     

2.  Overview of the lesson

3.  To teach students the structure and layout of a business letter

	教学设计思路 

The teaching of business letter writing skills should be combined together with writing practices. Students are supposed practice both the writing skills and the practical writing contents of different aspects in international trade. 



	本次教学重点与难点Key Points and Difficult Points in Teaching
1. The structure and layout of a business letter
2. Letter example analyses of the structure and layout



	教学内容提要及时间分配Teaching Content and Time Allotment
	教学方法与手段设计

	I. Teaching Content 

1. Overview of the course (10 min)
2. The structure of a business letter (35 min)

  Theoretical interpretation (10 min)

  Example analyses (25 min)

The layout of a business letter (30 min:)

Theoretical interpretation (20 min)

  Example analyses (10 min)

 4 Exercises (10 min)

 5. Summary (5 min)
	Teaching Methods and Means

Lecture; 

Discussion; 

Multi-media;



	课外复习、预习要求及作业布置

1.To review this unit

2.To preview the new unit



	课后反思
	


上 海 建 桥 学 院

_《外贸英语函电》_课程教案

周次  2     第  2   次课   学时   2        教案设计人  李晓峰 
	章节名称
	2.Abbreviations in business English and message-writing and transmitting for faxes and emails

商务英语中的缩写词和传真与电子邮件的写作与传输

	本次授课目的与要求Teaching Objectives and Requirements

1.  To let the students know abbreviations in business English and message writing

3.  To let the students know the transmitting for faxes and emails

	教学设计思路

The teaching of business letter writing skills should be combined together with writing practices. Students are supposed practice both the writing skills and the practical writing contents of different aspects in international trade. 

	本次教学重点与难点Key Points and Difficult Points in Teaching
1. Forms and rules of abbreviation in international business English

2. Emails and faxes

	教学内容提要及时间分配Teaching Content and Time Allotment
	教学方法与手段设计

	I. Teaching Content 

1. Forms and rules of abbreviations in international business English (45 min) :

Theoretical Introduction (20 min)

  Example analyses (25 min)

2. Faxes and emails (30 min)
Faxes (15 min)
Emails (15 min)
   3. Exercises (10 min)

   4.Summary (5 min)
	Teaching Methods and Means

Lecture; 

Discussion; 

Multi-media;



	课外复习、预习要求及作业布置

1.To review this unit

2.To preview the new unit



	课后反思
	


上 海 建 桥 学 院

_《外贸英语函电》_课程教案

周次  3     第  3   次课   学时   2      教案设计人  李晓峰 
	章节名称
	3.Establishing business relations

建立业务关系

	本次授课目的与要求Teaching Objectives and Requirements

 To let the students know how to establish business relations and obtain information 

in international trade

2.  To let the students know and practice relevant business letters 


	教学设计思路
The teaching of business letter writing skills should be combined together with writing practices. Students are supposed practice both the writing skills and the practical writing contents of different aspects in international trade. 

	本次教学重点与难点Key Points and Difficult Points in Teaching
1. The way of establishing business relations and obtaining information

2. Letter examples

	教学内容提要及时间分配Teaching Content and Time Allotment
	教学方法与手段设计

	I. Teaching Content 

Introduction (25 min) :

 The way of establishing business relations and obtaining information in international trade

Analyses of different letter examples (35 min):

Exercises (25 min)

4. Summary (10 min)


	Teaching Methods and Means

Lecture; 

Discussion; 

Multi-media;



	课外复习、预习要求及作业布置

1.To review this unit

2.To preview the new unit



	课后反思
	



