 “进出口英语函电”课程教学大纲

教研室主任：高歌            执笔人：毛慧洁
一、课程基本信息

开课单位：曲阜师范大学外国语学院
课程名称：进出口英语函电
课程编号：04999111
英文名称：English Correspondence for Foreign Trade
课程类型：专业方向限选课
总 学 时： 36       理论学时：  36   实验学时：  0 

学    分： 2
开设专业：英语（国际商务方向）
先修课程：无
二、课程任务目标

（一）课程任务

本课程是一门英语国际商务方向的专业限选课。进出口英语函电是开展对外经济贸易业务和有关商务活动的重要工具，正确地掌握进出口英语函电的专业知识，并能熟练地加以运用，是外贸工作人员必须具备的专业技能。本课程旨在培养学生阅读、翻译和写作英语商务信函的能力，使学生掌握函电撰写的基本技巧、熟练应用英语函电套用语和结构，使学生能够在英语环境下办理进出口业务等事宜，在外贸工作环境中具备解决实际商务问题的书面沟通能力。
（二）课程目标
在学完本课程之后，学生能够：
1. 掌握商务信函常用撰写格式及组成部分；掌握商务英语信函撰写的特点及专业英语表达方式；掌握各种外贸文件的翻译特点及相关外贸专业知识。

2. 独立阅读、翻译、撰写商务英语信函；根据特定贸易背景，熟练运用商务信函特点和专业知识正确处理各个交易环节的往来外贸信函；能够熟练掌握完整的业务流程，独立完成完整的业务磋商信函撰写。

3. 具有从事商务活动的良好职业道德素质及行为规范；具备国际商务礼仪知识，注重对外贸易交往的礼节；踏实的工作作风和严谨的工作态度。

三、教学内容和要求

Unit 1 Business Letter Writing
了解商业信函信封的格式。掌握商业信函的形式、结构及写作原则。

教学重点是商业信函的结构和写作原则。
Unit 2 Invitation and Arrangement of Visits

了解邀请信的写作要点及回复注意事项。理解语言点和重点单词的用法，如enter into trade relations with, with the view of, the Chinese Export Commodities Fair in Guangzhou, forward (v.), itinerary (n.), for your consideration, appreciate (v.), feel obliged, accommodation (n.)等。掌握邀请信的写法，以及常用句型，如We have asked the department concerned to forward you an invitation and look forward to the pleasure of welcoming you here. We are delighted to learn that you are considering making a visit to China to smooth the way for further cooperation between our two countries. We are sure that direct business talks will save both of us much time and will facilitate the renewal of agreement at an appropriate date.等。
教学重点是语言点和重点单词用法的掌握与理解，以及邀请信的写作，难点是重点句型的翻译及熟练运用。
Unit 3 Establishing Business Relations

了解接洽国外经销商的主要渠道。理解语言点和重点单词的用法，如through the courtesy of, under separate cover, be in the market for, line of business, enclose, with cost charges on our own, avail oneself of, acquaint sb. with, with a view to, address(n. /v.)等。掌握建立商业关系的信函的内容要点，各种不同的商业关系信函的写法，以及常用句型，如Your company has been introduced to us by Datex Trading Co. Ltd. as prospective buyers of Art and Craft Goods. As we handle these goods, we shall be pleased to enter into direct business relations with you. With reference to your letter of April 8 addressed to our Hong Kong Branch Office, we are glad to inform you that it has been duly forwarded to us for attention and reply. We owe your name to the Canadian Commercial Bank, through whom we learned that you are importers and exporters of Cotton Piece Goods.等。
教学重点是语言点和重点单词用法的掌握与理解，以及各种不同的商业关系信函的写法，难点是重点句型的翻译及熟练运用。
Unit 4 Enquiries and Replies

理解语言点和重点单词的用法，如wholesale dealers, quote (v.), terms of payment, L/C, financial standing, business capacity and character, refer (v.), grant (v.), L/C at sight, Proforma Invoice, CIF Vancouver, CFR C3% New York等。掌握询盘信函及其回信的内容要点和写作技巧，以及常用句型，如As we are in the market for your “Red Lantern” brand radios and television sets, we should be pleased if you would send us your best quotations. We have pleasure in enclosing our Enquiry for hand-made gloves in natural leathers, against which you are requested to make us an offer on CIF basis. We hope the samples will reach you safely and look forward to your early reply. We would urge you to place an order as soon as possible as there has been an active response to our advertisement.等。
教学重点是语言点和重点单词用法的掌握与理解，以及询盘信函及其回信的内容要点和写作技巧，难点是重点句型的翻译及熟练运用。
Unit 5 Quotations, Offers and Counter-offers

了解实盘与虚盘的不同。理解语言点和重点单词的用法，如conditions of sales, a special allowance, subject to, in bales or in wooden cases, trial order, acknowledge receipt of, as per, on your terms, to push the sales of…, offer (n. /v.), draft (n. /v.)等。掌握实盘信函、虚盘信函、以及还盘信函的写法，以及常用句型，如We take pleasure in making you an offer as required by you last month, subject to our final confirmation. We would like to call your attention to our special offer. This offer is good only for acceptance reaching us before the end of October. We acknowledge receipt of your letter dated January 20, 2005 and confirm having faxed you today in reply, as per confirmation copy enclosed.等。
教学重点是语言点和重点单词用法的掌握与理解，以及实盘信函、虚盘信函、以及还盘信函的写法，难点是重点句型的翻译及熟练运用。
Unit 6 Sales Promotion

理解语言点和重点单词的用法，如redound your credit, have a good market, A1 grade products, lay in a stock, contrive (v.), to date, concerning (prep.), a set of literature, exhibit (v. /n.), accept (v.), acceptance (n.)等。掌握促销信函的写作原则、内容要点及写作技巧，以及常用句型，如We have rich experience in designing fur outfits that take the chill out of the air. We guarantee that fur garments are made of the best materials with the first class workmanship and comply in all respects with high standards of fashions. Would you like our products? We will be happy to receive your order and, if you desire, your own design. 等。
教学重点是语言点和重点单词用法的掌握与理解，以及促销信函的写作原则、内容要点及写作技巧，难点是重点句型的翻译及熟练运用。
Unit 7 Orders and Their Fulfillment

理解语言点和重点单词的用法，如instruct (v.), with regard to, commercial invoice, effect shipment, confirm (v.), put through, in good time, acknowledgement of an initial order, mark the beginning of a good working relationship, substitute (n. /v.), …which is identical in design and quality with the item ordered等。    掌握订单信函、确认订单信函和拒绝订单信函的内容要点及写作技巧，以及常用句型，如We shall place a large order with you provided the quantity of the goods and shipping period meet our requirement. The particulars are detailed in the enclosed Order Sheet No. 86. The goods are urgently needed and prompt shipment is essential. Please cable your acceptance, upon receipt of which we shall open an L/C in your favor. 等。
教学重点是语言点和重点单词用法的掌握与理解，以及订单信函、确认订单信函和拒绝订单信函的内容要点及写作技巧，难点是重点句型的翻译及熟练运用。
Unit 8 Payment

了解国际贸易中的付款方式、议付信函的种类及开立信用证的程序。理解语言点和重点单词的用法，如T/T, M/T, D/T, balance (n.), with/in reference to, in accordance with, delivery (n.), irrevocable L/C, bill (n.), partial shipment(s), D/A, D/P, documentary draft等。掌握议付信函写作常用句型，如Our terms of payment are by confirmed, irrevocable letter of credit in our favor available by draft at sight, reaching us one month ahead of shipment, remaining valid for negotiating in China for a further 21 days after the prescribed time of shipment and allowing transshipment and partial shipment. We regret our inability to make any arrangement contrary to our usual practice. 等。
教学重点是语言点和重点单词用法的掌握与理解，以及议付信函写作常用句型，难点是重点句型的翻译及熟练运用。
Unit 9 Packing

了解包装的种类和出口贸易中用到的包装容器，以及包装说明的写作原则。理解语言点和重点单词的用法，如ready-made (adj.), seaworthy, deem (v.), in care of, shipping documents, pallet (n.), to that effect, rough handling, in duplicate, cover (vt.), covering (prep.), per (prep.)等。掌握包装要求信函和投诉不当包装信函的写作技巧和常用句型，如We do not object to packing in cartons, provided the flaps are glued down and the cartons secured by metal bands. In view of the fragile nature of the goods, buyers usually place great importance on proper packing. When packing, please take into account that the boxes are likely to receive rough handling at this end and must be able to withstand transport over very bad roads. We pack our shirts in plastic-lined, waterproof cartons, reinforced with metal straps. 等。

教学重点是语言点和重点单词用法的掌握与理解，以及包装要求信函和投诉不当包装信函的写作技巧和常用句型，难点是重点句型的翻译及熟练运用。
Unit 10 Shipping

了解货运常用的文件及单据。理解语言点和重点单词的用法，如fall due, imperative (adj.), at (in) the outset, extension of L/C, consignment (n.), shipping documents, non-negotiable (adj.), shipping container, transshipment, ship (n. /v.), position (n. /v.) 等。掌握主要的货运信函写作及常用句型，如We would like to discuss with you the question of transportation of the equipment. After the equipment has been loaded, we shall immediately inform you of the vessel’s name, her sailing date, the port of destination, the description and quantity of the load, the number of the B/L and the contract number. Each package and case must bear “MADE IN CHINA” markings. In the event of delayed delivery, the seller shall ship the goods to the port of call.
教学重点是语言点和重点单词用法的掌握与理解，以及主要的货运信函写作及常用句型，难点是重点句型的翻译及熟练运用。
Unit 11 Insurance

了解保险的目的。理解语言点和重点单词的用法，如cover insurance, All Risks, to refund you the premium, debit note, to draw on us at sight for the amount required, the captioned shipment, for your account, insurance rate, declared value, sign a general policy, effect (n. /v.) 等。掌握投保信函的内容要点和主要险种，以及常用句型，如In the absence of definite instructions from our clients, we generally cover insurance against W. P. A. and War Risk; if you desire to cover F. P. A., please let us know in advance. We are making regular shipments from … to … and should be glad to hear whether you would be prepared to issue an open policy. For transactions concluded on CIF basis, we usually cover the insurance against All Risks at invoice value plus 10% with the People’s Insurance Company of China as per CIC of January 1, 1981. 等。
教学重点是语言点和重点单词用法的掌握与理解，以及投保信函的内容要点和主要险种，以及常用句型，难点是重点句型的翻译及熟练运用。
Unit 12 Claim and Settlement
了解不同的索赔本质。理解语言点和重点单词的用法，如claim for inferior quality, Inspection Certificate, settle this claim, tender (v.), improper packing, shortweight (n.), discharge (n. /v.), lodge claims against (with) sb., be attributable to, in transit等。掌握索赔信的内容要点和理赔信写作技巧，以及常用句型，如We have had the case and contents examined by the insurance surveyor but, as you will see from the enclosed copy of his report, he maintains that the damage was due to insecure packing and not to any duly tough handling of the case. We regret these faulty sets of equipment were sent to you, and have today sent a replacement of 12 sets. We hope you will be pleased with the new lot. You will see that it is hardly fair to ask us to bear a serious loss not arising from any fault or negligence on our part. We want to help you in every way possible but we think you should bear the expense in this case.
教学重点是语言点和重点单词用法的掌握与理解，以及索赔信的内容要点和理赔信写作技巧，以及常用句型，难点是重点句型的翻译及熟练运用。
Unit 13 Agency

了解使用代理的原因和建立代理关系的注意事项。理解语言点和重点单词的用法，如a firm with good connections, agency agreement, credit and integrity, in the first instance, circular, opportune (adj.), on a commission basis, to agree to renewal of a sole agency agreement等。 掌握寻求代理关系信函及回复的写作要点，以及常用句型，如In view of my experience and extensive business connections, I hope to be assigned as your sole agent for the territory. We appreciate your offer to help win a sizable market for us. But I have to point out that we have never conducted any agency agreement with your company. Our representation in your district has become vacant recently. We can appoint you for this position. 等。
教学重点是语言点和重点单词用法的掌握与理解，以及寻求代理关系信函及回复的写作要点，以及常用句型，难点是重点句型的翻译及熟练运用。
Unit 14 Flexible Trade

了解灵活贸易的不同类型。理解语言点和重点单词的用法，如compensation trade, undertake (vt.), down payment, outstanding (adj.), processing according to supplied samples, processing with supplied materials, assembling with supplied parts and components, in the light of, supply (v. /n.), trade (v. /n.) 等。  掌握各类灵活贸易信函的写作要点和技巧，以及常用句型，如We propose to make payment by three equal annual installments, namely, one third of the total value of the said machine to be paid each year within three years. Party A and Party B have mutually agreed that Party A entrust Party B with the manufacturing of transistor radios with all necessary parts and materials supplied by Party A under the terms and conditions specified as follows. The formation of this contract, its validity, interpretation, execution and settlement of disputes shall be governed by the related laws of the People’s Republic of China. 等。
教学重点是语言点和重点单词用法的掌握与理解，以及各类灵活贸易信函的写作要点和技巧，以及常用句型，难点是重点句型的翻译及熟练运用。
Unit 15 Contracts and Documents

了解合同的常见形式和国际贸易中常涉及的文件类型。掌握销售合同的组成要素，信用证的类型及使用注意事项，提货单的种类和编写原则，以及常用句型，如 It would be advisable for you to establish the covering letter of credit as early as possible so as to enable us to arrange shipment in due time. We are unable to effect shipment according to the price and other terms originally agreed upon owing to the delay of your letter of credit, and therefore the responsibility for any loss arising subsequently will wholly rest with you. We hope that you will take your commercial reputation into account in all seriousness and open the L/C at once; otherwise you will be responsible for all the losses arising as a result of your failure to do so. 等。
教学重点是销售合同的组成要素，信用证的类型及使用注意事项，提货单的种类和编写原则，以及常用句型，难点是重点句型的翻译及熟练运用。
Unit 16 Commercials 

了解广告的构成要素。掌握广告标题和正文的撰写原则，以及广告中采用的语言修辞手法，如对照、排比、明喻、暗喻、双关、拟人等。
教学重点是分析并运用广告中采用的语言修辞手法。
Unit 17 Electronic Correspondence
了解传真的工作原理。掌握电子信函的写作原则，电子邮件的优点和注意事项，传真的优缺点，以及电传的优点和写作特点。
教学重点是电子信函的写作原则，电子邮件的优点和注意事项。

四、学时分配

（本项编写要求：按章节简要编写各教学环节的学时分配）

	章        次
	各教学环节学时分配

	
	小计
	讲授
	实验
	上机
	习题
	讨论
	课外
	备  注

	Unit 1 Business Letter Writing
	2
	2
	
	
	
	
	
	

	Unit 2 Invitation and Arrangement of Visits
	2
	2
	
	
	
	
	
	

	Unit 3 Establishing Business Relations
	2
	2
	
	
	
	
	
	

	Unit 4 Enquiries and Replies
	2
	2
	
	
	
	
	
	

	Unit 5 Quotations, Offers and Counter-offers
	2
	2
	
	
	
	
	
	

	Unit 6 Sales Promotion
	2
	2
	
	
	
	
	
	

	Unit 7 Orders and Their Fulfillment
	2
	2
	
	
	
	
	
	

	Unit 8 Payment
	2
	2
	
	
	
	
	
	

	Unit 9 Packing
	2
	2
	
	
	
	
	
	

	Unit 10 Shipping
	2
	2
	
	
	
	
	
	

	Unit 11 Insurance
	2
	2
	
	
	
	
	
	

	Unit 12 Claim and Settlement
	2
	2
	
	
	
	
	
	

	Unit 13 Agency
	2
	2
	
	
	
	
	
	

	Unit 14 Flexible Trade
	2
	2
	
	
	
	
	
	

	Unit 15 Contracts and Documents
	4
	4
	
	
	
	
	
	

	Unit 16 Commercials 
	2
	2
	
	
	
	
	
	

	Unit 17 Electronic Correspondence
	2
	2
	
	
	
	
	
	

	合   计
	36
	36
	
	
	
	
	
	


五、考核说明

本课程采取考试的考核方法，通过术语翻译、句子翻译、信函写作等题型综合考察学生对知识的掌握与运用程度。
六、主要教材及教学参考书目

（一）主要教材
程同春，程欣主编《新编国际商务英语函电》，东南大学出版社，2011年。
    （二）主要参考书目
羡锡彪主编《商务英语写作》，高等教育出版社，2009年。
