《商务英语写作》课程教学大纲

一、课程基本信息

课程代码：16057202

课程名称：《商务英语写作》

英文名称：Business English Writing 
课程类别： 学科基础课
学    时： 32 

学　　分： 2
适用对象: 商务英语专业二年级学生

考核方式：考试

先修课程：《英语写作》

二、课程简介

《商务英语写作》课程介绍国内外商务沟通的最新研究成果，从原则出发，突出商业写作的特点，强调简明完整、清楚正确的写作风格和原则。在培养学生分析和判断能力的同时，启发学生思考和创造。
《商务英语写作》课程介绍了商务信函的结构和特点，提供各类信函的常用句型与表达方式，并通过正反两方面的实例说明每种信函的写作原则与注意事项，帮助学生学习多种商务信函的写作，包括销售函、建立商务关系、询盘及回复、投诉及理赔、合同、简历、申请函等等。安排丰富的练习，帮助学生全面提高商务英语写作能力与沟通技巧。本课程将融入课程思政的内容，选择适合的商务文件和材料，引导学生关注国内外经济实事，更好地了解中国传统文外和中国特色社会主义文化，形成具有中国立场、中国原则、中国态度和国际视野，培养具有扎实英语语言基础、较强的批判意识、跨文化交流能力和民族文化自豪感的商务英语英语专业学生。

Business English writing introduces the latest research results of business communication both home and abroad, deals with the characteristics of business English writing from basic principles, emphasizes the writing principle and style of simplicity and integrity, clarity and correctness. It inspires students to think and create while developing their ability to analyze and make judgments. 

This course introduces the structures and characteristics of business letters, provides common sentence patterns and expressions of various letters, and explains writing principles. Students will be taught to write kinds of business letters, including sales letters, letters of establishing business relations, inquiry and replies, claims and settlements, contracts, resumes, application letters and so on. Abundant exercises will be arranged to help students improve their business English writing ability and communicative skills. This course will be integrated with ideological and political education, select suitable business documents and materials, guide students to pay attention to domestic and international economic facts, to better understand Chinese traditional literature and socialist culture with Chinese characteristics, form a Chinese position, Chinese principles, Chinese attitude and international vision, and cultivate business English English majors with a solid English language foundation, strong critical awareness, cross-cultural communication skills and national cultural pride.

3、 课程性质与教学目的

本课程的目标是通过学习商务英语写作，学生们能够运用商务信函进行沟通和交流；通过商务信函及商务报告的写作练习，学生们能够在实际商业运作，尤其是商务谈判中，发挥一定优势，帮助其解决问题；通过对这门课程的学习培养更多的英语专业应用型及商业实战型人才，让英语这一国际商业语言能够真正发挥它的实效性。同时，在写作素材的讨论和选择上，本课程将引入思政元素，培养具有中国立场、中国原则、中国态度和国际视野复合型商务英语人才。
4、 教学内容及要求 

Chapter One  An Overview of Business Writing

I. Teaching Objectives
At the end of this Chapter, students are supposed to

Understand what business writing involves

Understand the major differences between school writing and business writing
Understand the principles of effective business writing
Show awareness of the importance of culture in business communication
II. Teaching Contents
1. The function of business writing 

a) to inform

b) to persuade

c) to entertain

2.  Writing Principles (7 Cs) 

a) courtesy

b) correctness

c) conciseness

d) clarity

e) concreteness
f) completeness

g) consideration

3. Writing patterns 

a) direct

b) indirect

4. Writing structure 

a)  Six standard parts
Heading, Date, Inside Address, Salutation, Body, Complimentary Close and Signature

b) Six optional parts
Attention Line, Reference Number, Subject or Caption, Enclosure, Postscript and Carbon Copy Notion 

III. Assignments 

After-class Exercises in the coursebook.

IV. Teaching methods & approaches

Situational language teaching; communicative approach; activity-based approach
Class participation; presentation and practice; Warm-up writing; group discussion; oral practice

Chapter Two  Establishing Business Relations 

I. Teaching Objectives
At the end of this Chapter, students are supposed to

Understand the importance of business relations

Understand how to establish business relations by writing.

II. Teaching Contents
1. To introduce to the students the information channels 

a)  Chamber Commerce at home and abroad

b)  Commercial counselor’s office

c)  Trade directories of various countries and regions

d)  Advertisement in media

e)  Exhibitions and trade fairs

f)  Marketing investigations

g) Inquiries received from foreign merchants

h) Mutual visit by trade delegations and groups

i) Through the internet

2. General structure

a)  Opening sentence

b)  Purpose of contacting the company

c)  A self-introduction

As a exporter: the quality of your products 

As a importer: the commodities you want to buy, the reference as to your firm’s financial position and business standing

3. Complimentary closure

4. Letter Study

5. Useful sentence patterns

How to obtain the name and address of the company

We owe your name and address to the Commercial Counselor’s Office……

Having obtained your name and address from Mr. Anderson & Co., Rotterdam……

We learned your name and address at/through……

Your name and address have been given/introduced to us by ……

Your commercial counselor’s office had referred us to you for ……

We wish to introduce ourselves to you as……

We are glad to send you this introductory letter, ……

We take the liberty of writing to you with a view to ……

Through the courtesy of Mr. White we have learned that……

III. Assignments 

After-class Exercises in the coursebook.

IV. Teaching methods & approaches

Situational language teaching; communicative approach; activity-based approach
Class participation; presentation and practice; Warm-up writing; group discussion; oral practice

Chapter Three  Inquiries
I. Teaching Objectives
At the end of this unit, students are supposed to

Understand some important trade terms

Understand the basic principle of writing an inquiry

II. Teaching Contents
1. Terms of price

FOB (Free on Board) （船上交货价&离岸价格）
FOB后面要注明装运港名称
FOB Dalin

买方租船，支付运费，办理和支付保险费
CIF (Cost, Insurance, Freight) （到岸价格）
CIF后面注明目的港名称
CIF New York

卖方租船，支付运费，办理和支付保险费
C&F / CFR / CNF (Cost and Freight) （成本加运费价）
C&F后面注明目的港名称
C&F  New York

卖方租船，支付运费
2. The structure of an inquiry

the name and descriptions of commodity, quality or specifications, quantity, terms of price (FOB, CFR, CIF, etc.), terms of payment (by L/C, D/P, Sight Draft, etc.), time of shipment, packing methods, etc.

3. Useful sentence patterns

III. Assignments 

After-class Exercises in the coursebook.

IV. Teaching methods & approaches

Situational language teaching; communicative approach; activity-based approach
Class participation; presentation and practice; Warm-up writing; group discussion; oral practice

Chapter Four  Replies and Quotations
I. Teaching Objectives
At the end of this unit, students are supposed to

Understand what is a reply and what is a quotation.

Understand how to write a reply for an inquiry

II. Teaching Contents
1. What is a reply

2. Structure of an reply

   a} Thank the customer for their interest in your products and confirm that you can/can’t help (state the date);

b) Say that you are sending a catalogue, price list, advertising literature, etc;

c) ‘Sell’ your product and explain how it is suitable for your customer’s needs (provide additional information to attract the prospects) ;

d) Finish the letter with hope by encouraging customers to place orders but not force them

3.  What is a quotation

Offer is an expression of selling or purchasing products at a given price, generally put forth in writing. In the international trade practice, known as the price quotation, is the reply to the inquiry's requests, and sometime, directly to the other side without any inquiry.

4. The characteristics of a quotation 

An offer basically includes three main sections：acknowledgement，terms and conditions of business and promotion. 

5. Useful sentence patterns

III. Assignments 

After-class Exercises in the coursebook.

IV. Teaching methods & approaches

Situational language teaching; communicative approach; activity-based approach
Class participation; presentation and practice; Warm-up writing; group discussion; oral practice

Chapter Five   Resume
I. Teaching Objectives
At the end of this unit, students are supposed to

Understand what is a resume

Grasp how to write a good resume

II. Teaching Contents
1. What is a resume

 A resume is a summary of an applicant’s qualifications for employment or admission to college, usually in the form of an outline or list.

2. The structure of a resume

   Personal Data, Educational Background, Education, Academic Main Courses, English Skills, Computer Abilities, Self Assessment, Employment Experience, Position Wanted:
3. Useful sentence patterns

III. Assignments 

After-class Exercises in the coursebook.

IV. Teaching methods & approaches

Situational language teaching; communicative approach; activity-based approach
Class participation; presentation and practice; Warm-up writing; group discussion; oral practice

Chapter Six  Application Letter
I. Teaching Objectives
At the end of this unit, students are supposed to

Understand the importance of an application letter

Understand how to write a good application letter

II. Teaching Contents
1. How to find information on job opening
a) College and university placement offices;

b) Employment agencies;

c) Professional associations;

d) Alumni associations;

e) Friends and acquaintances;

f) Telephone directories;

g) News media

2. The structure of an application letter

a) Give the full name of the college / university you are applying for.

b) Offer your reasons (the subject and the goal for your study there, you background information related to the application) to apply.

c) Tell when you wish to enter.

d) Ask to send you a catalog and an application form.

e) End the letter with your name and address.

3. Useful sentence patterns

III. Assignments 

After-class Exercises in the coursebook.

IV. Teaching methods & approaches

Situational language teaching; communicative approach; activity-based approach
Class participation; presentation and practice; Warm-up writing; group discussion; oral practice

Chapter Seven  Recommendation Letter
I. Teaching Objectives
At the end of this unit, students are supposed to

Understand what is a recommendation letter

Understand the principle of writing a letter of recommendation

II. Teaching Contents
1. What is a recommendation letter

a) to nominate people for awards and for membership in organization

b) to appraise the performance of employees

2. The characteristics of a recommendation letter (ppt)

a) Respond only to written request.

b) Provide only job-related information.

c) Avoid vague or ambiguous statement.

d) Supply specific evidence for any negative.

e) Stress facts.

f) State that your remarks are confidential.

3. The structure of a recommendation letter

a) Opening 

The name of the candidate and position sought.

Describe your relationship with the candidate.

b) Body 

The applicant’s academic or job performance and potential

c) Conclusion

An overall evaluation

4. Useful sentence patterns

III. Assignments 

After-class Exercises in the coursebook.

IV. Teaching methods & approaches

Situational language teaching; communicative approach; activity-based approach
Class participation; presentation and practice; Warm-up writing; group discussion; oral practice

Chapter Eight  Invitations and Thank-you Letter
I. Teaching Objectives
At the end of this unit, students are supposed to

Understand what is an invitation

Understand what is a thank-you letter

Understand the principles of writing these two letters
II. Teaching Contents
1. What is an invitation

2. What is a thank-you letter
3. The structure of an invitation

Invitation Card

a) Invite the reader to the gathering

b) Offer a reason for the gathering

c) Give the date, time, and place of the gathering

Invitation letter

a) Invite the reader to the gathering

b) Give the date, time, and place of the gathering. Sometimes notify what to wear

c) Offer a reason for the gathering

d) A closing sentence of hope that the reader will attend the gathering
4. The structure of a thank-you letter

a) Begin with a statement of thanks             

b) Be specific about which is appreciated

c) End with a positive and genuine statement

5. Useful sentence patterns

III. Assignments 

After-class Exercises in the coursebook.

IV. Teaching methods & approaches

Situational language teaching; communicative approach; activity-based approach
Class participation; presentation and practice; Warm-up writing; group discussion; oral practice

Chapter Night  Letters of Apology and Congratulation
I. Teaching Objectives
At the end of this unit, students are supposed to

Understand what is an apology letter and a congratulation letter.

Understand the structure of them.
II. Teaching Contents

1. What is a letter of apology 

2. What is a letter of congratulation
3. The structure of a letter of apology
a)  Express apology directly

b)  Further explanation

c)  The solution

d)  Positive ending with best wishes

4. The structure of a letter of congratulation
a)  Begin with the reason for writing.

b) Tell how you learn the good news and make the reader feel certain that he/she deserves the praise.

d)  End the letter by using encouraging and conversational tone
5. Useful sentence patterns

III. Assignments 

After-class Exercises in the coursebook.

IV. Teaching methods & approaches

Situational language teaching; communicative approach; activity-based approach
Class participation; presentation and practice; Warm-up writing; group discussion; oral practice

Chapter Ten  Notice and Memo
I. Teaching Objectives
At the end of this unit, students are supposed to

Understand what is a notice and what is a memo.

Understand the structure of them.
Understand how to write a notice and a memo.

II. Teaching Contents
1. What is a notice 

2. What is memo
3. The structure of a notice
a)  Heading

b)  Body

c)  Name of the person issuing the notice

d)  Position of the person issuing the notice

e)  Date of the completion of the notice
4. The structure of a memo
a)  Heading segment

The heading segment follows this general format:

TO: (readers’ names and job titles)

FROM: (your name and job title)

DATE: (complete and current date)

SUBJECT: (what the memorandum is about, highlighted in some way)

b)  Body segment

Opening  Discussing  Summary  Closing   Necessary attachments

III. Assignments 

After-class Exercises in the coursebook.

IV. Teaching methods & approaches

Situational language teaching; communicative approach; activity-based approach
Class participation; presentation and practice; Warm-up writing; group discussion; oral practice
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 六、课程考核

（1） 、考核方式：分散考试

（2） 、成绩构成：平时成绩占比40% 期末考试占比60%

（3） 、成绩考核标准：

1） 平时成绩考核：1. 出勤情况 2.平时作业 3.课堂表现：重点考核涉及思政
                      内容的课堂讨论
2） 期末成绩考核： 试卷写作题目的素材设计含有思政教育内涵。
七、推荐教材和教学参考资源

教材：胡英坤，《商务英语写作》，外语教学与研究出版社，2013年8月

扩充阅读资料、文献：

1.丁往道等：《英语写作手册》，外语教学与研究出版社，1994

2. 羡锡彪：《商务英语写作》 高等教育出版社，2002年

3. 程同春：《新编国际商务英语函电》 东南大学出版社， 2007年

网络资源：

http://www.heep.cn
http://www.hjenglish.com
http://www.ebigear.com：
八、其他说明      

大纲修订人： 陈洁                        修订日期：2021年12月

大纲审定人：                             审定日期：
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