                                                                            《BEC商务英语》课程教学大纲

一、课程基本信息

课程代码：18060162
课程名称：《BEC商务英语》
英文名称：BEC Business English  
课程类别：专业必修课

学    时：32学时


学　　分：2分

适用对象：国际贸易本科专业与国际商务本科专业

考核方式：考试

先修课程：大学英语四级，商务英语I 和商务英语II
二、课程简介

《BEC商务英语》是国际贸易与国际商务专业本科学生的专业英语必修课。根据公务或商务工作的实际需要，对学生在一般工作环境下和商务活动中使用英语的能力从听、说、读、写四个方面进行全面提高。《BEC商务英语》中课程内容与BEC考试相关，通过本课程的学习，学生可以熟悉此商务英语考试的流程和内容，并且提高实际工作环境中应用英语的能力，譬如英语工作面试，产品介绍，商品销售图表介绍，会议上讨论商务问题，掌握商务书信和商务报告的书写结构和技巧等。 

Business English Certificate is a required course for all the students majoring in international trade and international commerce. Having studied the course, students can improve the four skills of listening, reading, speaking and writing in the context of business.  etc. The content of the course is closely related to the test of BEC, introducing job interview, product presentation, graph about the sales of products, group discussion at a meeting about business matters, business letters and business reports etc.
三、课程性质与教学目的
本课程属于国际贸易与国际商务专业本科学生的专业英语必修课，是为培养商务英语人才而设立的一门重要课程。本课程的开设旨在提高学生的英语实际运用能力，尤其是培养在以后工作中从事商务活动的基本能力。本课程内容涵盖对外商务活动的方方面面---市场营销、人力资源管理、企业管理、组织机构、证券投资、服务贸易、广告宣传、跨国经营、金融保险、电子商务、信息技术、办公文秘、酒店餐饮、全球化品牌等广泛的国际商务知识。通过本课程的学习使学生熟悉广泛的商务和跨文化知识，以具备从事对外商务活动的基本能力。

进一步提高学生的听、说、读、写的能力，提高语言理解和运用能力。听力练习通过指导，培养学生能够寻找语境线索、分辨主次信息的能力。通过完成各类活动使学生通过用语言进行交流解决问题，从而通过真实的交流交际提高口语表达能力。通过阅读和写作练习，使学生掌握文体知识，把握语言的得体性，对诸如正式邀请信，商务函，商务分析，商务报告，备忘录，电子邮件等各种商务应用文体和结构特点进行了解。

本课程要把学生培养成复合型人才，就是要培养学生正确思想道德观念、具有国际化视野、在文化上充满自信、有正确职业价值观。
Business English Certificate is an optional, but important course for all the students majoring in international trade and international commerce. The aim of this course is to improve students’ practical skills, especially the basic business skills in working in the future. This course covers different aspects of knowledge in international business, like marketing, human resource management, enterprise management, organizational structure, bond investment, advertisement, multinational management, banking and insurance business, e-business, informational technology, administrative, hotel dining, global brands etc. After studying the course, students will familiarize themselves with the knowledge of international business and cross-culture, so that they are capable to be engaged in different activities of international business. 

    Another aim of this course is to improve further students’ listening, speaking, reading and writing. Under the guide, students can seek context clues and distinguish primary information from secondary information; through simulating different activities in the real context, students will improve their practical communication skills; through reading and writing practice, students will grasp some knowledge of genre and appropriateness of language, and get familiar with different text types and structures like formal invitation, business letters, business reports, memorandoms, e-mails etc.

This course also aims to cultivate comprehensive talents with cultural confidence and correct professional values, fostering right moral concepts, international perspectives. 
四、教学内容及要求 

Unit one: Introduction of BEC, and writing part of BEC higher

Objectives: 

1. know about the BEC

2. know about the four parts of BEC

3.know about two parts of writing test

4.master the skills to write letter

Contents:

1.Introduction of BEC

BEC是教育部考试中心和英国剑桥大学考试委员会合作举办商务英语证书考试。该系列考试根据商务工作的实际需要对考生在商务和一般生活环境下使用英语的能力从听说读写四个方面进行全面考查，对成绩及格者由英国剑桥大学考试委员会颁发证书。

该证书由于其颁发机构的权威性，在英国、英联邦各国及欧洲大多数国家的商业企业部门获得认可，作为确认证书持有者英语能力证明的首选证书。也是在所有举办该项考试的国家和地区求职的“通行证”。现在该证书的功能已不仅限于求职，已扩展至进入大学本科学习的语言能力证明。

2.Introduction of the four parts of the BEC exam

BEC共分三个等级：BEC初级(BEC Preliminary Level，缩略为BEC Pre.)，BEC中级(BEC Vantage Level，缩略为BEC Van.)，BEC高级(BEC Higher Level，缩略为BEC Hi.)。考生可根据自己的英语水平自由选择相应级别报考。

考试分两个阶段进行。第一阶段为笔试，包括阅读、写作和听力，第二阶段为口试。考试时间分别为： BEC中级阅读60分钟、写作45分钟、听力约40分钟(含填写答题卡时间)、口试14分钟；BEC高级阅读60分钟、写作70分钟、听力约40分钟(含填写答题卡时间)、口试16分钟。

Introduction about writing parts
	Writing 

Vantage
	45 min
	two parts 

(1. e-mail, memo or note;    

2.report or formal business letter)

	Writing 

Higher
	70 min
	two parts

 (1. Describing and explaining a graph

 2. a letter, report or proposal


	Part

	Writing task
	Length 

	1
	e-mail, memo or note
	40-50 words (within 15 mins)

	2
	report, proposal or formal business letter
	120-140 words (within 30 mins)


E-mail is normally short and informal. But their style always depends on the writer’s relationship with the reader or the situation.

信尾客套话通常也很简明。常常只须一个词，如：“Thanks”，“Best”，“Cheers”， “Best regards”。

称呼和正文之间，段落之间，正文和信尾客套话之间一般空一行，开头无须空格。如： 


E-mail的非正式的文体特点并不意味它的撰写可以马虎行事，特别是给长辈或上级写信，或者撰写业务信函更是如此。写完信后，一定要认真检查有无拼写、语法和标点符号的误。 
Hi Steven
It’s good to know that business is going well, of course I’ll help! I think Sue’s idea could be one solution but wait and let’s discuss 

it together in more detail. How about a meeting on Friday at 10am in my office? See you then.
Barbara 
Structure of business letters
Homework or exercises:

Your company has received a number of complaints from staff about their working conditions. The Human Resources Manager has asked you to write a report about the current situation.

●write the report, including the reason for the complaints and recommendations for dealing with them.
●write 200-250 words.
Teaching methods and tools: 

Methods: Lecture

Tools: Class teaching, Multimedia teaching 

Unit two: letter writing 

Objectives: 

master the skills to write different types of letter and report

Contents:
differences between business emails and business letters

differences between business emails and business letters

structure: 

       business letter               buiness email

sign-offs:

business letter:  formal 

buiness email:  informal (even no sign-offs)

1. format (structure, greeting, sign-offs )

Letter greetings

Dear + name  

2. language style (business letters are more formal; emails are more informal)

similaraties between  business emails and business letters

1. subject 

(Both business emails and letters have their subjects, but in different places.)

2. greeting and sign-offs

Formal business emails have greetings.

Business emails generally have sign-offs, except some informal emails.  

3. language style ( Formal business emails are almost the same as formal business letters.)

1. opening sentences (reasons of writing)

2. adding details to describe the situation, supporting ideas （two or three sentences long）

    change to another topic....

3. adding  a call to action (what you expect/request the receiver to do)

Referring to previous contact

1.Thank you for your letter of (Sept. 10) about ….

2.I have received your letter of … about…

3.With reference to/Refferring to your advertisement/ your phone call today, I would like more information about your products.

4.Further to our telephone conversation this morning, I would like to pace an order with you for the following items:

5.In reply to your enquiry about our new products, I make an offer as follows:

Stating the reason for writing

1. I am writing to enquire about..

2. I am writing to confirm that..

3. I am writing to apoloaize for/about..

4. I am writing to inform you of..

5. I am writing to complain about/express my disatisfaction about the training course I attended on Sept. 12.

6. I am interested in your advertisement and I would like further information about the products.

End of a letter:

I look forward to hearing from you soon/ meeting you next Friday/ seeing you next Thursday.

If you have any further questions, please feel free to contact me/let me know.

Please don’t hesitate to contact us again if any problem arises. 

Please let me know if you need any further information. 

 I would appreciate it if you could send me...

 I would appreciate it if you could give me a reply at your earliest convenience.

   I would be very grateful if you could send me the samples.

The company you work for is expanding rapidly and is looking for new premises. Your Managing Director is interested in Waterside Industrial Park, and has asked you to write a letter to find out more information.

Read Waterside Industrial Park’s advertisement below, on which your Managing Director has already made some notes.

Then, using all your Managing Director’s handwritten notes, write your letter to Rosemary Brown at Waterside Industrial Park.

Do not include postal addresses. Write 120-140 words on a separate sheet.

22 July，2009

Dear Mrs Brown

With reference to your advertisement in the local newspaper, I would like to have more information about the the waterside industrial park .

Could you tell us what other companies are in the Waterside Industrial Park, and how large of the units available for rental?  Regarding the financial aid mentioned, could you inform us what company would be qualified for it and how to apply.

 Another point to clarify is the costs of professional labour forces in comparison with other places. Finally, we would be grateful if you could send us the pamphlet about the Waterside Industrial Park.

We/I look forward to/expect your early reply/ hearing from you soon/at your earliest convenience.

Yours sincerely

You have received the following email from a customer:

I was surprised to hear a rumor recently that your company is suffering financial difficulties and is likely to go out of business. I’d be very sorry if this were true.

Colin Sanders

Write a letter of 200-250 words to the customer, and include the following points:

A denial of the rumor

A possible reason for the rumor

Your company’s plans for future growth

Your hope for Mr. Sander’s continued custom

21 September, 2020

Dear Mr. Sander

Thank you for your recent letter concerning the rumor about my company’s financial status. I hereby clearly express my denial of the rumor on behalf of the company. As usual, the company is in the right track, steadily expanding and increasingly gaining profits.

As far as we know, the rumor started ever from the beginning of last month when our former CEO was arrested for serious corruption. He anonymously transferred totally 60,000,000 dollars to his five accounts in Switzerland in the past two years. And when he was caught recently, most of the money was squandered. I believe that is the reason why the rumor was targeting at the company’s financial difficulties. However, with five branches and over 300 offices all over the world, our capital has exceeded 50,000,000,000 dollars. In that case, we are capable enough to settle this problem and get back to the original track soonest.

Though the decision of new CEO is still not made, we believe a longer period of inspection on all candidates’ background, especially their moral behaviors, is far beyond other criteria. Nevertheless, this will never stop the fast expansion of our company in the near future. As the world-renowned management consulting firm, we have recently accepted three large cases including one with Chinese government concerning the pros and cons as well as the practicability of E-government system. 

Another three are about to reach an agreement, and the value of all six cases equals to almost 120,000,000 dollars. Furthermore, the Chinese branch is under construction. And when finished, it will be appointed to be Asian-Pacific region’s headquarter. In a word, the temporary crisis hardly lagged us behind, but gave us a hint in terms of sophisticated management in the future.

Finally, as our loyal customer, we sincerely hope that you could still be confident on our company. And we would surely provide the best-quality service as it always be. We trust that this is satisfactory.

Yours sincerely

John Lee

Homework or exercises:

Your organization has recently had some bad publicity, and the Chief Executive has asked you to propose ways to improve the organization's public image.

●Write a proposal for your Chief Executive, including the following information
       ●what the bad publicity was

       ● what problems it presents for your organization 

       ●ideas for improving the organization's image

       ●any possible disadvantages of these ideas.

Teaching methods and tools: 

Methods: Lecture

Tools: Class teaching, Multimedia teaching 

Unit three: report writing

Objectives:

Skills used to write report
Contents:

A business report plays a crucial role in business practice as most major decisive actions are based on business reports. If reports are well written – data collected thoroughly, analysis done perceptively, comment made correctly, solution can be expected to draw in a wise way. 

A business report conveys information to assist in business decision-making. The business report is the medium in which to present this information. Some reports might present the actual solution to solve a business problem; other reports might record past business information that is used toward future business planning. 

Business reports’ types vary as they may be applied in a wide range of functions. Generally speaking, business reports can be of these types: Routine Report, Investigation Report and Feasibility Report. 

two styles of business reports  

1. informal reports (letter/memo)

 2. short formal reports

 (more complete than informal reports  in the format , contents and language)

 Language and Style

•  clear and precise in meaning

•  factual and objective

•   formal

• Do not use ‘I’, ‘you’ or ‘me’ in a formal report. Use third person language such as- ‘The personnel committee requested a report on…’

Do not use slang

Your company(Star Company) has received a number of complaints from staff about their working conditions. The Human Resources Manager has asked you to write a report. 

Discussion: 

●How could you collect the information about staff’s complaints on working condition and what would you write in your report?

A Brief and Specific Title for the Report

Introduction

(purpose; methods used to collect information)

Findings

conclusions

Recommendations 

Report on the Working Conditions of the Star Company

Introduction 

The aim of this report is to assess the main reasons for staff complaints about working conditions and propose ways of improving the situation. It is based on the results of a detailed questionnaire sent to all employees in addition to in-depth interviews with managers and union representatives.

Findings 

As might have been expected, low pay is the main reason for staff complaints and many workers complain that their salary is below the average,  even much lower than that paid by many competitors. Another major complaint is the employees’ working environment. ___________.

Furthermore, a significant number of employees are not satisfied with frenquent overtime working, complaining  _________________

Findings 

As might have been expected, low pay is the main reason for staff complaints and many workers complain that their salary is below the average.  Another major complaint is the employees’ working environment. In particular, poor ventilating and lighting in communal areas such as the canteen and coffee room have been highlighted. Furthermore, a significant number of employees are not satisfied with frenquent overtime working ...

Recommendations

Low pay: incentive schemes; performance related scheme; bonuses awarded to employees who exceed a target level of performance per week

working environment: 

Unit four: describe different graphs

Recommendations

In order to deal with the issue of pay, it is recommended that a meeting should be arranged with union representatives to discuss both a review of pay levels and the launch of a range of incentive schemes. This could, for example, lead to the introduction of performance related system/scheme, with bonuses being awarded to those employees who exceed a target level of performance per week. 

In addition, employees who have been with the company for over two years could be entitled to a range of fringe benefits, such as subsidized private health care arrangements. It is also suggested that employees are offered an opportunity to express their views on improving their working environment by using a Suggestions Box, which could be put in the canteen.

Homework or exercises:

Your company or organization is becoming more successful. In order for this success to continue, you want to expand and increase the budget of your department. The Directors have asked you to write a report saying why your department needs extra money.

Write a report of 200-250 words, explaining why your department needs more money, and include the following points:

Whether extra staff are needed (and if so, why?)

Whether changes to the office space and equipment should be made

What plans you have for future development

How the investment would generate extra business.

Teaching methods and tools: 

Methods: Lecture

Tools: Class teaching, Multimedia teaching 

Unit four: describe graph
Objectives: 

Master useful expressions and sentence structures used to describe different graphs

Contents:
1Describing and explaining a graph


120-140 words (within 25 mins)

1. 引言部分
2. 主体段落
3. 结论部分
1. 引言部分  (introduction)

包括两个句子，第一句改写题目，叙述图表描述的内容和时间段，（有时候根据需要写上第二句）第二句概述图表的大概趋势。
2. 主体段落
1) 根据图表数据作出合理分类
2） 每一类写一个自然段，每段的第一句话概述这一类的特征，随后用几句话具体数据来描述这一特征。
3. 结论部分
再次用一句话概述和总结图表，和introduction部分很相似，但更加具体，不含数据。
Phrases 

used to describe the graph

图的说法：
Chart; graph; diagram; table; pie chart;  line graph;

根据图表可以看出：
From the chart we can see that….

According to the chart we can see that ….

这个图能显现出：
The chart shows/displays/indicates/ illustrates/reflects 

increase to

go up to

rise to

grow to

jump to  突升；猛增：
leap to  激增，剧增；猛增
soar to 猛增，剧增
shoot to 突然增长(或上升)

to 指增加到/上涨到某点；by指增加/上涨了多少
fall to

decrease to

go down to

Slide to (下跌，跌落)

decline to

drop to

collapse to暴跌，猛跌
then, later,  next, and then, after that, 

thereafter, afterwards, 

from this point onwards, 

Over the following three-year period,

在接下来的三年里
2. 先下降后上升的句型：
 fell before ……and began to make a recovery //continue the recovery, climbing to ……

…… dropped during …… but increased again in ……

…… fell and then pick up during ……

…… collapsed before rising to ……at the end of ……

1. 先上升后下降的句型：
...... increased slowly during…… and …… but fell sharply in …….

A steady fall in …… during …… and …… followed the sharp increase in …….
Homework or exercises:

[image: image1.png]Look at the tapescript. Find verbs to describe the pictures below. Then write the noun
form for each verb.
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Teaching methods and tools: 

Methods: Lecture

Tools: Class teaching, Multimedia teaching 

Unit five: Speaking
Objective:
1. know about the speaking parts 

2. get familiar with the questions asked in the first part of speaking

Contents:
Three parts of Speaking test in BEC higher

Part 1:  Mini-interview（3min）

Part II: Mini-presentation(6min)

Part III: Discussion (5min) 

 Interview   3min

Personal questions

 Mini presentation  6min （ about 2min for each ）

A chosen topic –a short speech  1min -question time 

 Collaborative task and discussion   5min 

A given topic – discussion  3min – question time

4． First part of speaking test: 

 • (1) your personal information

• (2) easy but brief business issues and simple reasons

• the first impression of your speaking English abilities

• 3 mins for two examinees and 5 mins for three examinees

• No time for preparation 

5.In the second part of speaking test, what should the candidate do?

—— The candidate should choose one topic from three, and be prepared for one minute and then give a speech about one minute, and then asked one question by the partner.

1 min preparation + 1 min presentation + 1 min Q & A

6 min for two examinees and 8 min for three examinees

•  Examinee A choose one out of three topics of different fields and give a speech

   1 min preparation + 1 min presentation + 1 min Q & A

•  Examinee B do the same things as above

•  your business concept, ability to prepare a presentation and organize language will be tested in the presentation; your action to different topics will be tested in Q & A

General procedure：

1. A choice of three different topics

2. One minute preparation while making notes

3. A/B starts and the other is listening---one minute

4. Question asked

Homework or exercises:

Ask ss to search for the information about the business relationship between China and other western countries and prepare the presentation “My viewpoints on the trade between China and ...(one of the western countries)
Teaching methods and tools: 

Methods: Lecture, Quiz

Tools: Class teaching, Multimedia teaching 

Unit six:  Speaking part II and III of BEC higher

Objectives: 

1.get familiar with steps of part II and III of speaking test

2.get familiar with the useful expressions used to structure part II and III

Contents:

1. Part Two：Mini-presentation 

General procedure：

1. A choice of three different topics

2. One minute preparation while making notes

3. A/B starts and the other is listening---one minute

4. Question asked

Useful sentences for this part.

From these 3 different topics , I’d like to choose/select ……and say something about it 

I wish I could say something about Topic …..

I prefer to choose ….. (my preference is …..)

I’d like to give my choice to …..

The factors involved in and how to ……

In my opinion , the factors involved are as follows:

As I see it / from my point of view , it can be illstrated / summrized / shown / exhibited / catagorized / expressed / demonstrated / as follows

In the first place / first of all / the first and the most importantly 

To go on with / to further illstrate the case / to go one step further / equal attention should be given to 

In the third place / last but not least / the last one is / the last factor I consider is 

If A is out of control , B is out of the question/ empty talk/dream/fantasy/slogan/impossible .

Should there be ……, we could never…….

结尾总结时所用的句型：Therefore,…/In a word,…/That’s my opinion./

由于考生在本项考试中只有一分钟的时间，因此建议考生只陈述一个观点，给出两个理由，两个论据，一个总结。共计六句话，时间分配为每句十秒钟。 
Presentation（proper language + practical ideas）

  Attention :Your mini-presentation should at least consist of a proper 

（1）Opening statement

（2）The main body (reasons; supporting ideas)

（3）The ending 

Opening sentence （提出观点 ） 

Main points（阐述理由 ）

*___________________

*___________________

*___________________

Concluding sentence（进行总结 ）:__________________

Ask ss to make the speech:
“My viewpoints on the trade between China and ...(one of the western countries)

Other ss listen carefully and ask at least one questions about the topic “My viewpoints on the trade between China and ...(one of the western countries)

2. Part 3  Discussion

• 5~7 min：

• a business case and decision making ( The idea is to simulate meeting between collegues )

• both examinees discuss

• follow-on questions put to the candidates by the interlocutor on the same topic

• testing ability to interact with others in a business situation, using appropriate functionsal language (agreeing, making suggestions, justifying, etc).

The process of this part

1.      Express your opinion

2.     Asking for opinions from your partner

3.     Agree/disagree

4.    Additions/extensions

Homework or exercises:

Ask students to search for the information and prepare the discussion about the Sino-US Trade. One student thinks the trade benefits China, another feels the international trade benefits US, and another argues that the trade benefits all the parties involved.
Teaching methods and tools: 

Methods: Lecture

Tools: Class teaching, Multimedia teaching 

Unit seven:  listening part of BEC higher

Objectives: 

1.know about three parts of listening test

2.master the skills to do the three different parts of listening

Contents:
Listening type：

1. Gap-filling    

2. Matching

3.Text

听力考试须知：
“两个所有”

1）所有单词要大写。
2）所有录音听两遍。
1．填空题：
中级共有三个小练习，对应三段录音，平均每个练习有四道题目，共十二个空格；高级只有一个练习，包含所有十二个空格，只听一篇录音（但篇幅较长）。
每空填写1至3个单词，需要填写的单词，同样是商务术语词汇，但以长难词居多，即词汇本身难度较大。
1）阅读解题指南第一行，了解录音材料所要讲述的主要内容及说话人的身份。
2）看标题
·大标题：揭示内容主旨
·小标题：一般出现三个小标题，相当于把长篇幅的录音材料切割成三个部分。小标题的作用更重要，因为可以引导学生跟上录音讲述的思路，并及时解答该标题下的题目。
3）顺序原则
4）重要规律：
    在听力开始之前仔细阅读缺口部分前的字句，理解其意思，因为不要指望说话人会在提及缺口内容之前说出与缺口部分前的字句完全一致的字句。说话人往往说出与缺口部分前字句意思相同的其他表达，包括使用近义词，近义句等。
5. 力争在第一遍就完成80％以上的缺口，在第二遍时完成并校对所有缺口。
6. 缺口是名词（或名词结构）的标志是：缺口前有介词/动词/形容词的出现。

缺口是形容词的标志是：缺口后有名词的出现。
缺口是动词（或动词结构）的标志是：缺口后有介词的出现。
缺口是数词（或数词结构）的标志是：缺口前后有number、percentage等提示词的出现。

当缺口处单词（或结构）过长时，可以在第一遍时进行速记，第二遍时完成。
当确实掌握了缺口处单词的中文意思但又想不出英文时可以用同义词代替。
①缩略词法  PA 私人助理   CEO首席执行官   MD总经理  
②记录单词开头字母
③音标汉字法：听得懂但写不出则通过音标或中文解释记录
考点汇总：
1）常考四大类实词，即名词、动词、形容词、副词。
2）注意评分原则，凡真题答案中有括号处，则说明括号内单词写或不写均不扣分。英式拼法和美式拼法均可以。
运用速记技巧：

Listen to the exam practice at p35 in the textbook. 

高级与中级的区别：Matching
2．配伍题：
·依然分上下两个sections，各有五道题，要求考生做八选五的选择题。
·中级是section one有五段录音，section two听另外五段录音，即两者相加有十段录音；高级两个section合起来只有五段录音，所以每听一段录音要做一上一下两道题目，混淆性进一步加大。
预读方法：
1）看试卷上解题指南的第二行，了解录音主要内容。
2）迅速浏览选项，找出选项中的核心词。

3．段子题：
·形式与中级一致。即题目数量是No.23-No.30，每道题三个选项，题干直接印在试卷上。
·出题形式主要以双人对话为主，不常出现中级中的单人演讲、报告等形式。
·该部分语速比中级明显加快。

Homework or exercises:

Listening part in the text book

Teaching methods and tools: 

Methods: Lecture

Tools: Class teaching, Multimedia teaching 

Unit eight: mid-term quiz

Unit nine: working life

Objectives: 

Know how to answer teachers immediately in the mini-interview

Contents:
Mini-interview
Would you prefer to be self-employed or an employee? Why?

How many jobs do you expect to have in your life?

At what age do you expect to stop working?  55   65   75

What are your priorities when you choose your job? Why?

flexible hours

working environment

 pay

 training

 career prospects
Ex3.
He was dismissed for being late.

The worker in this factory always work overtime.

Do you think the younger generation is spoiled and expects too much?

A: Yes

B: No
Homework or exercises:

Work with a partner. One student chooses one of the following jobs to be interviewed for. The partner prepares five questions to ask the applicant
Teaching methods and tools: 

Methods: Lecture

Tools: Class teaching, Multimedia teaching 

Unit ten: growing the company

Objectives: 

Master the skills of talking about yourself and your work, and expressing opinions

Contents:
A sales office is part of the company’s main sales department, but located in another town or country.

A subsidiary operates as an independent company even though it is mainly or wholly owned by the parent company.

A warehouse is a building where goods or raw materials  are stored and from which they are distributed
A plant is a place of production (either manufacturing, assembly or packing)

The headquarters are the main offices of the company where the top management and general administration work.

A division is a branch of a company responsible for one  particular business activity.

People are laid off for economic reasons, ie the company doesn’t have enough work for them. 

People are fired because their work or behavior is unsatisfactory.

A take over is what happens when a larger company buys a smaller company 

A merger is when two similar sized companies join together.
Organic growth refers to natural expansion through the growth of sales; 

non-organic generally refers to growth by acquisition.

Mergers and acquisitions
Threats:

employees: change in working conditions, some may lose their jobs if there is rationalization

Customers: confusion arising from the change of name, systems or management

Shareholders: the value of their shares should increase at first but in the longer term…?

Suppliers: contracts may have to be renegotiated and some may lose out
Opportunities:

Employees: restructuring might create new responsibilities and job opportunities

Customers: the company may become more efficient in the long term, quality/service may improve

Suppliers: new opportunities may arise in other parts of the company

Shareholders: value of shares is likely to increase, at least in the short term

Homework or exercises:

Put ss into pairs of As and Bs so that they can help each other to prepare their presentations. They should give a factual description of the company in question, including a brief history. The aim is to make their presentation sound more natural and to help give it structure. This is a key skill they will need for Part two of the Speaking Test in the exam
Teaching methods and tools: 

Methods: Lecture

Tools: Class teaching, Multimedia teaching 

Unit eleven: communication at work

Objectives: 

Master the skills of prediction and know the difference between the formal and informal language in the writing.

Contents:
1.I wanted to go to the meeting. However, my train was late. 

I wanted to go to the meeting. But my train was late. 

2. It was very expensive, but we bought it nevertheless.

It was very expensive, but we still bought it.

3. He was frustrated. Consequently  he left the company.

He was frustrated so he left the company.

4. The plane was delayed owing to a fire at the airport.

The plane was delayed because of a fire at the airport.

5. It has many interesting features. Moreover, it’s cheap to run.

It has many interesting features. What’s more, it’s cheap to run.

6. Following the stock market crash, investors put their into gold.

After the stock market crash, investors put their into gold.

7. Since we don’t really know them, it would be a good idea to arrange a meeting first.

Because we don’t really know them, it would be a good idea to arrange a meeting first.

8. It’s too far to go. Besides, I don’t like flying.

It’s too far to go, and anyway I don’t like flying.

Writing:

Dear Mr. Harris
Further to our telephone conversation earlier, please find attached a draft contract. Please read it carefully and if you are in agreement with the terms, I would be grateful if you could sign it and return it to me.
Strictly speaking, the deadline for the special offer we discussed is tomorrow. However, we would be happy to keep it open for you until the end of the week.
Please do not hesitate to contact me if you have any queries.
Yours sincerely

Laura Cox

Homework or exercises:

Write a letter of inquiry in formal language

Teaching methods and tools: 

Methods: Lecture

Tools: Class teaching, Multimedia teaching 

Unit twelve: the art of selling

Objectives: 

Master skills of presenting figures

Contents:
一：Exercise 4 in the text: 

“That’s OK. We can arrange credit finance” (installment)

We can order a black one, but there is a lot of demand as you will need to pay a 10% deposit.

After a couple of months you will wonder how you ever lived without them.

 I think I should at least reserve it in your name in case anyone else tries to buy it.

5.I think you are the sort of person who imposes their image on the car, not the other way round.
二:

Radio advertisements

Advantage:

Reasonable reach and success; reasonable impact; can be targeted by different times of day 

Disadvantage:

Expensive; consumers can get annoyed with them

2. Point-of-sale promotion

Advantages:

Cheap; high success rate; high impact

Dis:

Faily limited reach

3. Sponsorship of a sports event

Advantages

Targeted; wide reach if big televised event

Dis:

Expensive; success difficult as it raises general awareness but can’t be linked to specific events

4. Direct mail (by post or email)

advantages:

Targeted; inexpensive; good reach

Dis:

Consumer perception very poor; success rate around 1%

5. word-of-mouth recommendation

Ad:

Free; high success rate; high impact; good consumer perception

Dis:

Reach is gradual and often slow

6. billboard 

Ad:

High impact; relatively cheap; good reach

Dis:

Not easy to target a particular group

7. Viral marketing 

Ad:

Similar advantages to word-of-mouth recommendation, although not free

Dis:

Success rate much lower than word-of-mouth (People may enjoy and share it but  not necessarily buy product)

8. Vehicle advertising

Ad:

Cheap; good reach; good consumer perception

Dis:

Impact quite low and not targeted

 三：

presenting figures 
Hello, everyone. Thank you for coming. I’d like to present to you today the results for sales of foreign language phrasebooks over the past year.
I’ve prepared a graph which shows the development. As you can see sales rose rapidly over the first six months reaching a peak of nearly $30 million at the beginning of July. Then      they began to drop sharply, and by September they had fallen back to around $12 million, but they pick up again in November. What was the reason for this rise late in the year? It was in fact because we are due to launch our new editions in January and we wanted to clear out the old stock. As a result, we put in on sales (up to 50% discount) at all the major bookshops. 
I hope that has given you a clear picture of sales over the year. Now, if there are any questions, I would be happy to answer them.
四：Sales report
This report describes recent results in the Danish market, the reason for them and suggests action that we can take in the future to improve sales.

Overall, it has been a disappointing year, with sales falling by 30% compared to the previous year. However, this should be seen in the context of difficult trading conditions: everyone in the market is reporting decreased sales.

For us the situation has been made more difficult by three factors:

- a new IKEA store opened near Copenhagen four months ago, attracting business away from other shops.

- we only have Italian brochures and customers would like them in Danish.

- Central, our biggest customer, has refused to order more lamps unless we increase their commission to 25%. 

On a more positive note, the market seems to be recovering and consumers are spending again. We also have the prospect of a contract to supply lamps to the Chancery chain of hotels, which is about to refurnish twelve hotels here.

In order to take advantage of the improving market, I would like to make three recommendations:

1) that Danish brochures are made available as soon as possible.

2) that we increase the rate of commission to all our customers to 25%.

3) that we invest in some advertising in lifestyle and interior design magazines.
Please feel free to contact me about any of the above points
Homework or exercises:

Do exercise 4 in the textbook page 45, writing a report of describing the line graph.

Teaching methods and tools: 

Methods: Lecture

Tools: Class teaching, Multimedia teaching 

Unit thirteen: money and finance, and purchasing power

Objectives: 

Master skills to discuss opinions and making recommendations, and listening skills of matching.

Contents:
complaint letter
26 January

Dear Mr. Brown

I am writing in answer to your letter of 23 January in which you stated that you would be unable to replace the battery on my SL550 MP3 player because it was now out of warranty.
I purchased the MP3 player fourteen month ago and had no trouble with it for the first ten months. Although my use of the player was normal and I recharged the battery according to the instruction, it failed after only eleven months. I tried to recharge it again after two weeks, but without success. At that point I contacted your technical support department who advised me to send in the played for repair. It seems that it arrived with you too late to be within warranty.

In your manual it clearly states that ‘the battery should last most normal users the life of the product’. For this reason, and the fact that it failed after eleven months rather than twelve, I cannot accepted that I am not entitled to a free replacement battery.

It is not in your company’s interest to have dissatisfied customers and if you are unable to offer the replacement, I will certainly warn others through internet forums about this problem.

Thank you for taking the time to consider my case. I look forward to hearing from you.

Yours sincerely

Homework or exercises:

Do exercise 4 at p52

Teaching methods and tools: 

Methods: Lecture

Tools: Class teaching, Multimedia teaching 

Unit fourteen: managing people

Objectives: 

Master phrases about qualities of good leaders and skills of writing good business report.

Contents:
一：Phrases about qualities of good managers:

富有创造力和创新思维 
Be creative and have innovative ideas

2. 表彰并奖励员工的良好表现
Recognize and reward good performance

3. 以身作则
Lead by example

4. 下放责任
Delegate responsibility

5. 激励员工好好表现
Motivate their staff to perform well
6. 进行有效的计划
Plan effectively

7. 敏感的处理人际关系
Handle people sensitively

8. 高效的安排工作
Organize work efficiently

9. 做出果断的决定
Take tough decision

10. 激发信任和尊敬
Inspire confidence and respect

11. 交流想法和观点
Communicate their vision and ideas

二：Report writing:
Good points:

It is clearly organized and it addresses all the points requested.

Bad points:

It doesn’t really make any clear recommendation. The style is a little too informal. It doesn’t use any linking phrases.

Progress Report on Greenland Documentary
The aim of this report is to provide an update on progress with regard to the documentary started last May, and an estimate of the schedule for completion.

We chose Greenland as our subject for the following reasons:

No-one  else is making a documentary in  the area at the moment.

It is a good place to observe the effects of global warming (currently a topical subject).

On the positive side, we have collected five hours of material including some impressive footage of wildlife (particularly polar bears) and some very interesting interviews with local people.

With regard to the schedule, however, the filming is several days behind. This is partly owing to unpredictable weather conditions which have sometimes prevented us from filming. In addition to this, it has not been easy to get permission to shoot in the north. Since it is a conservation area, the authorities are reluctant to give permission.

Our estimate is that we have only another four weeks filming to complete and once that is finished we will return to the editing room to distil the footage down to one hour.

We would recommend, on the basis of what we have already filmed, that the subject of the documentary should be the effect of global warming on wildlife and the local people. However, we recognize that this is your decision and would welcome your views on this before we begin the editing process.

三：A report on employee training
This report examines the performance of the new recruits to the Solartech staff in the last two years, and makes recommendations on how performance can be improved.

During our survey, we interviewed twenty recent recruits in the sales department and examined their results. We came to the following conclusions:

- Eight of them were dong an excellent job. In the case of two, they had exceeded their sales target by over 15%.

- Six of them had a good technical understanding, but seemed inexperienced at selling (three of them admitted they had never sold anything before joining the company). Their sales results ranged from poor to very poor.

The remaining six had a sales background, either through previous commercial training or a sales  position. However, their understanding of the product was weak.

Our recommendations are follows:

Technical training courses should be made obligatory for new recruits and extra training must be given to those who are weak in this area.

Sales training should be available to everyone in the sales department, but we recommend that in future the company does not employ people with no sales training or experience. Moreover, anyone who failed to meet their target over four consecutive months despite having been trained should be asked to leave.

Homework or exercises:

Let ss finished the report about employee training

Teaching methods and tools: 

Methods: Lecture

Tools: Class teaching, Multimedia teaching 

Unit fifteen: innovation 

Objectives: 

Master vocabulary of describing products, and skills of presenting products

Contents:
一：Phrased used in Describing Products
Let me tell you about . . . 

This is our (newest) product. This is one of our latest designs. 

It is made of . . . 

It can be used for . . . 

You can use it to . . . 

You can . . . with it 

This has/contains . . . 

This one features . . . 

This comes with . . . 

This is equipped with . . . 

This particular model . . . 

This is priced at . . . 

This costs . . . 

Describe the product
Today I would like to introduce to you one mobile phone. It is light and handy and suitable for ladies. It has the basic functions like making and receiving calls, sending messages. Besides you can use it to take photoes, record voice and video, surf the internet. It has stable signals and the battery can be used for several days. Even it has so many advantages, it is inexpensive.

二：Writing: letter
Before correcting/improving the letter, ask ss to read it and answer the following questions:

1.Do you think they will win the contract?

2. How would you describe the tone of his letter?

Key:

1. no, because he says he can’t fulfill all the tasks required- he doesn’t seem to want it!

2. polite and honest, but informal and too apologetic

Dear Mr. Ferguson

Thank you very much for you letter offering us the chance to quote for the contract for office cleaning, maintenance and security at your company.
We would be delighted to take on this work, but I should point out that we are mainly an office cleaning company. We would also offer garden maintenance services. In order to meet all your needs, we would have to work in partnership with another company specializing in maintenance and security.

I quite understand if you would like to find only one contractor to carry out all the tasks. However, if you are willing to consider the option of using two specialist firms, I am sure you will not be disappointed. We do a very professional job and have excellent references, which I would be happy to supply.

I look forward to hearing from you.
Yours sincerely

Homework or exercises:

Ask some students to prepare to introduce one latest Huawei mobile phone and other students prepare to introduce latest Apple mobile phone, and other students make comparisons between the two phones so that ss realize the advancement of modern technology in China.
Teaching methods and tools: 

Methods: Lecture

Tools: Class teaching, Multimedia teaching 

Unit sixteen:: final term exam

五、各教学环节学时分配

	教学环节

教学时数


课程内容
	讲

课
	习

题

课
	讨

论

课
	实验
	其他教学环节
	小

计

	Introduction of BEC, and writing part of BEC higher
	1
	
	1
	
	
	2

	letter writing (1)
	1
	1
	
	
	
	2

	letter writing (2)
	1
	1
	
	
	
	2

	Report writing
	1
	1
	
	
	
	2

	describe different graphs
	1
	1
	
	
	
	2

	Speaking part II and III of BEC higher
	1
	
	1
	
	
	2

	listening part of BEC higher
	1
	1
	
	
	
	2

	mid-term quiz
	
	2
	
	
	
	2

	Working life
	1
	
	1
	
	
	2

	Growing the company
	1
	
	1
	
	
	2

	Communication at work
	1
	
	1
	
	
	2

	The art of selling
	1
	
	1
	
	
	2

	Money and finance
	1
	
	1
	
	
	2

	Managing people
	1
	
	1
	
	
	2

	Innovation
	1
	
	
	
	
	2

	Final term exam
	
	
	
	
	
	2

	总计
	
	
	
	
	
	32


六、推荐教材和教学参考资源

推荐教材：

《新编剑桥商务英语》（中级/高级），经济科学出版社，2005
Lan  Wood,  Paul  Sanderson,  Anne  Williams,  Catrin  Lloyd-Jones,    Pass  Cambridge

BEC Vantage, Economic Science Press, Summertown Publishing, 2005

参考教材：

1.《剑桥国际商务英语》，华夏出版社，2006

2.《新剑桥商务英语》 （中级、高级），人民邮电出版社，2008

参考书目：

1. 新编剑桥商务英语伴侣用书——新编剑桥商务英语同步辅导（中级、高级） 出版社：经济科学出版社      出版时间：2004年04月      作者：陈小慰 主编  
2. 新编剑桥商务英语练习册（中级、高级） 出版社：经济科学出版社      出版时间：2003年05月      作者：英.伍德（Wood,L.） 著
3. 新编剑桥商务英语PASS BEC口试必备手册（中、高级） 作者： 陈小慰 主编  出版社： 经济科学出版社 出版时间： 2005-9-1

4. 新编剑桥商务英语自测练习与解答（中级）（附光盘）   作者： （英）怀特黑德（Whitehead,R.），（英） 布莱克（Black,M.） 编著  出版社： 经济科学出版社  出版时间： 2004-6-1

5. 新编剑桥商务英语PASS BEC考试手册（中、高级）作者： 郑维 主编   出版社： 经济科学出版社  出版时间： 2003-9-1 

6. 剑桥BEC真题集:第3辑(中级、高级) 作者： （英）剑桥大学考试委员会（UGLES） 编著

出版社： 人民邮电出版社  出版时间： 2006-9-1

七、其他说明
大纲修订人： 程利平                      修订日期：20207年12月
大纲审定人：  程利平                     审定日期：2020年12月

PAGE  
20

