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周次  1     第  1  次课   学时   2       教案设计人  
	章节名称
	1. Styles and features in language for international business English

2. The structure and layout of a business letter
1.国际商务英语的文体风格和语言特点
2.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 styles and features in language for international business English

4. 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. Styles and features in language for international business English
2. The structure and layout of a business letter

3. 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. Styles and features in language for international business English (20 min)  
3. The structure of a business letter (20 min)  
  Theoretical interpretation 
  Example analyses 
4. The layout of a business letter  (20 min)
Theoretical interpretation 
  Example analyses 
 5 Exercises (10 min)  
 6. 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
	


上 海 建 桥 学 院

《外贸函电》课程教案

周次  2     第  2   次课   学时   2      教案设计人  
	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

1.  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 

1. Introduction (5 min) 
2. The way of establishing business relations and obtaining information in international trade (25 min)
3. The analyses of different letter examples (25 min)
4. Exercises (25 min)

5. 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
	


上 海 建 桥 学 院

《外贸函电》课程教案

周次  3     第   3   次课   学时   2      教案设计人  
	章节名称
	4. Inquiries and replies

询价与答复

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

1. To let the students know how to make inquiries and make replies
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. How to make inquiries and make replies
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 

1. Introduction (5 min) 
2. How to make inquiries and make replies (25 min)
3. The analyses of different letter examples (25 min)
4. Exercises (25 min)

5. 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
	


上 海 建 桥 学 院

《外贸函电》课程教案

周次  4   第  4  次课   学时   2      教案设计人  
	章节名称
	5. Offers and Bids

报盘与递盘

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

1. To let the students know relevant knowledge of offers and bids
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. Relevant knowledge of offers and bids
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 

1. Introduction (5 min) 
2. Offers and Bids (25 min)
3. The analyses of different letter examples (25 min)
4. Exercises (25 min)

5. 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
	


上 海 建 桥 学 院

《外贸函电》课程教案

周次  5     第   5   次课   学时   2      教案设计人  
	章节名称
	6. Counter-Offers and Counter-Counter Offers

还盘与反还盘

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

1. To let the students know how to make counter-offers and counter-counter offers
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. How to make counter-offers and counter-counter offers
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 

1. Introduction (5 min) 
 2. How to make counter-offers and counter-counter offers (25 min)
3. The analyses of different letter examples (25 min):

4. Exercises (25 min)

5. 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
	


上 海 建 桥 学 院

《外贸函电》课程教案

周次  6     第  6  次课   学时   2      教案设计人  
	章节名称
	7. Acceptance and Order

接受与订货

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

1. To let the students know how to make acceptance and orders
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. How to make acceptance and orders
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 

1. Introduction (5 min) 
2. How to make acceptance and orders (25 min)
3. The analyses of different letter examples (25 min)
4. Exercises (25 min)

5. 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
	


上 海 建 桥 学 院

《外贸函电》课程教案

周次 7    第  7  次课   学时   2      教案设计人  
	章节名称
	8. Making Contract

签约

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

1. To let the students know how to make contracts 
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.How to make contracts
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 

1. Introduction (5 min) 
2. How to make contracts (25 min)
3. The analyses of different letter examples (25 min)
4. Exercises (25 min)

5. 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
	


上 海 建 桥 学 院

《外贸函电》课程教案

周次  8     第  8  次课   学时   2      教案设计人  
	章节名称
	9. Packing

包装

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

1. To let the students know how to communicate to arrange packing
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. How to communicate to arrange packing
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 

1. Introduction (5 min) 
2. How to communicate to arrange packing(25 min)
3. The analyses of different letter examples (25 min):

4. Exercises (25 min)

5. 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
	


上 海 建 桥 学 院

《外贸函电》课程教案

周次  9      第   9   次课   学时   2      教案设计人  
	章节名称
	10. Shipment

装运

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

1. To let the students know how to arrange shipment 
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. How to arrange shipment 
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 

1. Introduction (25 min) :
   2. How to arrange shipment 
3. Analyses of different letter examples (35 min):

4. Exercises (25 min)

5. 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
	


上 海 建 桥 学 院

《外贸函电》课程教案

周次  10     第  10   次课   学时   2      教案设计人  
	章节名称
	11. Payment and Settlement

支付与结算

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

1. To let the students know how make payment and settlement 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. How make payment and settlement in international trade

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 

1. Introduction (5 min)
2. How make payment and settlement in international trade (25 min)
3. The analyses of different letter examples (25 min)

4. Exercises (25 min)

5. 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
	


上 海 建 桥 学 院

《外贸函电》课程教案

周次  11     第  11   次课   学时   2      教案设计人  
	章节名称
	12. Insurance 

保险

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

1. To let the students know how to arrange insurance 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. How to arrange insurance in international trade

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 

1. Introduction (5 min) 
2. How to arrange insurance in international trade(25 min)
3. The analyses of different letter examples (25 min)
4. Exercises (25 min)

5. 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
	


上 海 建 桥 学 院

《外贸函电》课程教案

周次  12     第  12   次课   学时   2      教案设计人  
	章节名称
	13. Commodity Inspection

商检

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

1. To let the students know how to arrange commodity inspections
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. How to arrange commodity inspections
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 

1. Introduction (5 min) :

2. How to arrange how to arrange commodity inspections(25 min)  
3. The analyses of different letter examples (25 min):

4. Exercises (25 min)

5. 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
	


上 海 建 桥 学 院

《外贸函电》课程教案

周次  13     第  13   次课   学时   2      教案设计人  
	章节名称
	14.  Complaints, Claims and Adjustments

投诉、索赔与理赔

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

1. To let the students know how to arrange complaints, claims and adjustments
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. How to arrange complaints, claims and adjustments
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 

1. Introduction (5 min) 
2. How to arrange complaints, claims and adjustments(25 min)
3. The analyses of different letter examples (25 min)

4. Exercises (25 min)

5. 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
	


上 海 建 桥 学 院

《外贸函电》课程教案

周次  14     第  14  次课   学时   2      教案设计人  
	章节名称
	15.  Agencies

代理

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

1. To let the students know the knowledge of the types of agent and the agency agreement

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 types of Agent

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 

1. Introduction (5 min) :

2. The knowledge of the types of agent and the agency agreement(25 min)
3.The analyses of different letter examples (25 min):

4. Exercises (25 min)

5. Summary (10 min)


	Teaching Methods and Means

Lecture; 

Discussion; 

Multi-media;



	课外复习、预习要求及作业布置

To review the knowledge of this semester and prepare for the final examination


	课后反思
	


上 海 建 桥 学 院

《外贸函电》课程教案

周次  15     第  15   次课   学时   2      教案设计人  
	章节名称
	16.  Some Special Trading Practices
特殊贸易

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

1. To let the students know the knowledge of the categories of special trading practices 
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
3. Main forms of special trading practices 
4. 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 

1. Introduction (5 min) 

2. Main forms of special trading practices (25 min)
3. The analyses of different letter examples (25 min)

4. Exercises (25 min)

5. 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
	


上 海 建 桥 学 院

《外贸函电》课程教案

周次  16     第  16 次课   学时   2      教案设计人  
	章节名称
	Summary

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

1. To let the students review the key knowledge taught in this semester

2. To let the students know the structure and the exercise types of the final examination 


	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 key knowledge taught in this semester

2. The structure and the exercise types of the final examination 

	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. Summary of the key knowledge taught in this semester (45 min）

2. The orientation of the structure and the exercise types of the final examination (20 min)

3. Self-study (25 min) 

	Teaching Methods and Means

Lecture; 

Discussion; 

Multi-media;



	课外复习、预习要求及作业布置

To review the knowledge of this semester and prepare for the final examination


	课后反思
	



