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第一部分  课程性质与设置目标

一、课程性质与特点

《英语商务写作》是高等教育自学考试经贸英语专业本科段必考课。由于它对考生的要求比较高，必需同时具备经贸专业知识和英语语言知识，学习本课程难度相对较大。修完本课程，并通过考试，可以获得4个学分。考虑英语类专业专科毕业生和其他专业毕业生不同的特点，前者学习本课程应在通过英语学习经贸知识方面下更多的功夫，后者学习本课程在学习经贸知识和英语语言两方面都需下很大的功夫。

这是一门英语写作技能与经贸知识并重的课程，既要必备英文写作的基本功，也要具备一些写作技巧。本课程的内容包括商务报告书、商务信函、工作总结、备忘录、会议记录、电子邮件、通知、启事等。

二、课程设置的目的和要求

通过本课程的学习，进一步巩固并提高考生在基础英语阶段所学到的英语写作知识和技能，结合具体的经贸内容，学习不同情景下、不同要求的商务用途写作，有针对性地进行案例分析，培养考生的阅读理解有关经贸材料的能力和用英语书面表达有关内容以及提出解决问题的能力。考生通过提示作文、范文写作和情景案例分析写作，掌握商务写作格式与技巧，为更好地利用书面形式来表现其业务能力打下一个坚实的基础。    

三、与本专业其他课程的关系

本课程与其他英语课程的总体培养目标是一致的。各种基础英语课程是本课程的先修课程，尤其是本方向所开设的有关经济、贸易、营销、商务谈判等方面的课程，考生必须认真学习。自考者须首先通过基础英语，较好地掌握英语语音、语法，具备一定的词汇量，才能比较顺利有效地进行本课程的、学习和考试。考生在先修英语课程学习中学到的英语技能和知识在本课程中会得到进一步的实践和运用。另一方面学习本课程也十分有助于印证、巩固、 加强和提高在经贸知识英语和营销与广告英语课程中学到的经贸、市场营销知识，是有关专业其他经贸英语课程的后修课程，他同其他专业经贸英语课程一起从不同的角度和层次使考生对英语在对外经济贸易领域的运用有一个立体的多方面的了解。应该说撰写各类商务用途应用文是商界各种活动中的基本工作内容之一，是成为高级白领的一项必备技能。

第二部分  考核内容与考核目标

Chapter 1  Report and Report Types

一、学习的目的和要求

熟悉报告的特征和种类。了解“什么是报告”、“报告的种类”、“形式服务于内容”、“学会撰写报告有什么功利性目的”等方面的内容。掌握有关词语和术语。

二、考核知识点

（一）有关报告写作的知识

1.  the definitions of the report  （一般）

2.  types of reports    （次重点）

a)  information reports

b)  recommendation reports

3.  Short reports and big reports     （重点）

4.  Consistency in the type     (重点)

（二）生词与短语

formal, official document, interprets, a definite topic, target reader, sponsor, project, completion, internal communication, informal, analysis, professional formats, settings of data, technical aspects, findings, fluctuation, highlighting, feasible, bring up

Chapter 2  Structure of  Report 

一、学习的目的和要求

熟悉商务报告各个部分，掌握不同报告类型的主体结构、主要报告类型的大纲构成以及如何选择适当的类型。

二、考核知识点

（一）报告文体的通用型结构

1.  the shape of a report  (一般)

typical structure of business report  (次重点)

title page

introduction

findings
conclusions

recommendations

outlined structures of major type  (重点)

the basic structure

structure of research proposal

structure by phase

structure by time

structure by numbers of tasks and structure by kinds of tasks

structure of a research report

structure of a marketing report

生词与短语

        symbolic, diagram, cosmetic, foams, plump, reinforce, diamond-shaped, format, proportionate, uncluttered, transmittals, appendices, methodology, warehousing, the tough nuts to crack, initiation, bibliography, cite

（三）写作术语

        introduction, findings, conclusion, recommendation

Chapter 3  Sample Reports
一、学习的目的和要求

熟悉本章所列各类报告的写作格式，掌握每一个实例中各部分之间的关系，了解其主要信息的先后排列，学会视具体情况灵活运用。

二、考核知识点

（一）各类报告格式 （重点）

A summary report  

A problem-solving report 
A marketing plan 

A progress report

A market investigation report 

A project proposal 

A research report 

（二）生词与短语

feasibility, close-up communication, procurement, catalogue, photographed, preliminary, corporate, morale, turnover rate, clumsy, foothold, paradox, profit-margins, cents-off deals, premiums, authoritative, tariff barrier, ecological, keep abreast, protectionism

Chapter 4  The Target Audience
一、学习的目的和要求

了解自己的职位，熟悉目标读者和他们对你报告书的期望。学会如何让读者接受你的想法。掌握有关词汇。

二、考核知识点

（一）知识点

Who are they？& Who are you?  (一般)

Reader expectations & Gaining acceptance  (次重点)

Tips on getting accepted  （重点）

（二）生词与短语

        options, strategy, terminology, alternatively, persuasive, irrefutable, invading, framework, assume, vice versa, supervisor, denote, rounding up, pinpoint, viewpoint, versions, cognitive, tips, assess, dimension

Chapter 5  Steps In Report Writing
一、学习的目的和要求

    熟悉报告写作的一般程序、步骤，了解切入主题的实用技巧，学会如何使整体布局更加悦目。
二、考核知识点
（一）知识点

The flow chart & A practical guide  (一般)

The “smart” approach  （次重点）

Steps in a systematic approach  （重点）

Stage 1. Listing concepts and points

Stage 2. Defining your topic

Stage 3. Collecting data, and related reading

Stage 4. Designing and doing questionnaires

Stage 5. Studying and analyzing

Stage 6. Sorting & arranging

Stage 7. Drafting and writing

Stage 8. Editing

Stage 9. Revising

（二）生词与短语
        chronological, tackling, guidelines, discrepancies, perspectives, with a universal appeal, clarify, market segmentation, sequence, theoretically, macroeconomics, statistics, disciplines, annotate, amend, keyboard, disrupt, disturb, ridiculous, craftsmanship, cater, vital, diminish, complex, streamline, acronym, eliminate, hostility, elaborate

Chapter 6  Collecting Data And Research

一、学习的目的和要求
熟悉收集资料的过程，掌握如何收集相关数据，如何进行调查了解，如何确立调查的目标、范围和规模。

二、考核知识点

（一）知识点
Types of data & Research or homework  (一般)

Surveys and investigations & Constructing the survey questionnaire（次重点）

Conducting the survey   (重点)

Survey subjects

Scale and scope

Relevant information

（二）生词与短语

    personal observation, laboratory test, ubiquitous, peep, murmuring, comprise, brochures, directory, periodical, encyclopedias, operation manuals, clippings, commercials, utilization, precaution, fragment, jeopardizing, erroneous, feedback, drawbacks, scrutiny, number-crunch

Chapter 7  Designing A Questionnaire
一、学习的目的和要求
熟悉问卷的制作，了解问卷制作的具体目标、问题的类型、确定问题的数量以及问卷设计的基本规则。

二、考核知识点
（一）知识点
        1.  Purpose of the questionnaire & Problem statements  (一般)

2.  Setting achievable questions  (次重点)

a)  Avoiding leading questions

b)  Asking specific questions

3.  Types of survey questions   （重点）

    a)  Demographic questions

    b)  Multiple choice questions

    c)  Yes/no questions

    d)  List questions

    e)  Scale questions

f)  List-rank questions

g)  Open-ended questions

4.  Loopholes to beware 

（二）生词与短语

       dwell on, moderate, far-fetched, extensible query, deprive, loopholes, beware, increment, virtually, straightforward, contentious, numerical, context, magnitude, lottery, illustrate, sovereignty, enmity, patron
Chapter 8  Resources in Chinese

一、学习的目的和要求
    熟悉如何使用第二手材料，了解常见的一些问题，达到避免出现中文式的英语的目的。

二、考核知识点
（一）知识点
        1.  Usual procedures  （一般）

2.  Common problems  （次重点）

3.  Clever facelifts  （重点）

4.  A case study

（二）生词与短语
        specimen, disclosed, traits, enumerated, consistency, bilingual, point-of-sale, syntax, a literal translation, subtle, italics, stereos, rail, parallel, zenith, cluttered, metropolitan, fiercer 

Chapter 9  The Introduction
一、学习的目的和要求
熟悉前言部分的内容劾构成，了解写作前言时要注意的事项。

二、考核知识点
（一）知识点
        1.  Functions of the introduction  （一般）

        2.  Components of the introduction  （重点）

             a)   Purpose

             b)  Background

             c)  Method of investigation

             d)  Scope

        3.  Definitions of terms & Writing a clear problem statement  (次重点)

（二）生词与短语

    expenditure, senior officer, visualize, subsidize, taxation, components, flipped, verbalization, magnitude, profile, concrete, e-business, investment, restriction, disaffection, infrastructure, fossil fuels, solar energy, hydropower, omission, feminism, exemplify, comparative, think over
Chapter 10  The Findings
一、学习的目的和要求
熟悉报告的结果部分，即：报告的正文结构，了解报告正文内容的具体安排，掌握调查或研究结果这部分数据的选择。

二、考核知识点
（一）知识点
      An example: shape, structure, and substance of the findings section  （一般）

A systematic organization  （次重点）

The beginning  （重点）

The middle  （重点）

The ending  （重点）

（二）生词与短语

  systematically, abridged, substance, diagram, neutralization, circulation, dispenser, supplemental, storage, skeleton, margin, petroleum, liquefy, optimistic, cryogenic, nitrogen, oxygen, gasoline, diesel, prejudice, visual aids, explicitly, seamlessly, encapsulate, tail off, disproportionate, dilute, attachments, wipe out
Chapter 11  Conclusion And Recommendation
一、学习的目的和要求
理解报告的结论和建议两部分的功能， 区别什么是结论，什么是建议。掌握在结论的基础上提出合理的建议。

二、考核知识点
    1） 知识点
        Conclusions  （一般）

Write a good conclusion  （重点）

Recommendations  （次重点）

Write a good recommendation  （重点）

2） 生词与短语

    deduction, sum up, comprehensive, lobby, ventilating facilities, cubicle, ratio, spillage, encounter, comply with, strive, concisely, peripheral, ambiguity, counsel, vague, result from, install, refurbish, futuristic, poster, festoon, stick to, database

Chapter 12  The Executive Summary
一、学习的目的和要求
熟悉总结的功能，了解如何写报告的总结。

二、考核知识点
（一）知识点
        A special note  （一般）

Functions of the summary  （次重点）

Write a good summary     （重点）

（二）生词与短语

    abstract, synopsis, contain, crucial, impressive, jargon, abbreviation, environ, humidity, drastic, monitor,
Chapter 13  Formats And Formatting
一、学习的目的和要求
熟悉商务报告的封面、目录页、大标题、小标题、列表和版式，了解这些项目的设计、思想的组织原则、编排体例、制作以及平行原则。

二、考核知识点
（一）知识点

The cover page & The contents page  (一般)

The headings of a report  （次重点）

Outlining and division & Layouts of a report  (重点)

a)  Punctuation notes

（二）生词与短语

    highlights, sophisticate, capability, assignment, sledge, walnut, testimony, be tailored to, parameter, partner, exterior, incubator, conversely, inventory, template, division, spatial, layout, sketch, deliberate, embellish, italic, bullet, enhance, distract, punctuation, radiation, disposal, sabotage, hygiene

Chapter 14  Language Issues
一、学习的目的和要求
熟悉英语撰写报告在文字上的表述，掌握如何使报告语法正确、语意明了、可读性强、直截了当和归化自然这几方面的技巧。

二、考核知识点
（一）知识点
General expectations   （次重点）

Correct

Understandable

Straight

Readable

natural

Specific issues   （重点）

Accurate

Brief or succinct

Clear

Complete

Concise

Precise

Relevant

The right language

（二）生词与短语
        acquaintance, accurate, parent company, simplify, superficial, detach, stratum, be associated with, chatty, bureaucratic, succinct, snappy, inextricable, logistics, concise, compress, condense, expertise

Chapter 15  Types Of Visuals
一、学习的目的和要求
熟悉一些商务报告中的图表，了解图表、表格、图形、图样等在商务报告中重要性和种类，掌握如何将图表等与报告有机地结合。

二、考核知识点
（一）知识点
1.  Important tools   （一般）

2.  Common types of visuals  （重要）

Tables

Organizational charts

Flow charts

Bar chart

Pie charts

Line graphs

Drawing / Diagram

Photographs

Maps

Pictograms

（二）生词与短语

    ministry, barometer, vertically, horizontally, split, deviation, axis, plot, elaborate, pictogram, multimedia, target audience
（三）术语

tables organizational charts flow charts bar chart pie charts line graphs drawing / d iagram photographs maps pictograms
第三部分   有关说明与实施要求

一、教材

指定教材：《英文商务写作：案例分析与实践》陈亚丽 天津大学出版社 2004年版。

参考教材：《英语商务报告写作》 常玉田  外文出版社  2002年版。 

二、自学方法指导

1、首先阅读本课程的自学考试大纲，明确本课程所用教材的编写原则、宗旨、特点、要求、内容提要及考核重点，才能有目的、有计划地进行学习，收到较好的学习效果。

2、每课学习的核心和重点在课文，因为本课程要求掌握的内容，如：英文报告的种类、特征、结构、撰写步骤、问卷的设计、观点的组织、英文文字的修改和润饰等都在课文中体现，考生应认真研读学习课文，彻底理解掌握重点、难点，融会贯通，才能学好其他环节和部分。

3、每学完一章应该进行写作练习，可从简短的报告开始至完整正式的报告书结束。多次反复的练习一定会带来意想不到的结果。

4、如有条件，请教他人、互相切磋、参加辅导均会取得更好的学习效果。

5、语言是语音与文字的结合，尽管本课程不是口语课，但也不要搞成“哑巴英语”，应尽可能地朗读词语和课文，做到能对课文内容做概括性的复述。耳、口、眼、手、多渠道结合起来进行学习，会收到更好的效果。

6、为印证所学的知识和技能，扩大语言表达经验，除认真学习必读教材外，在时间和其他条件允许的情况下，应进行一些课外阅读，以英文应用文写作的教材为主，辅以英文报刊的文章和广告版。学习时采用泛读方式，速度要逐步加快，不要朗读，不斤斤计较细节。这样把精读、泛读结合起来，会更快进步。

7、英文商务写作涉及基础英语、专业英语、经贸知识三个方面，通过汉语获得的经贸知识和汉语的应用文写作知识对学习本课程也有积极的帮助。

三、对社会助学的要求

1、要把握社会助学的正确导向。社会助学单位和辅导教师应根据自学考试大纲规定的学习要求和考试要点，认真研究指定教材，明确本课程的特点、学习范围和学习要求，对自学者进行切合需要的辅导，并从学习方法上给以指导。特别要注意引导他们全面系统地掌握课程内容，不搞猜题押题，防止把“助学”变成“助考”。

2、要正确处理经贸知识和实际运用英语能力的关系。引导自学者一方面了解和掌握对外经济贸易方面的基础知识，另一方面则通过辅导、阅读、讨论、做作业等方式，扩大词汇量，复习巩固基础英语课中所学到的知识和技能，进一步提高实际运用英语写作的能力。

3、要正确处理—般和重点的关系。课程内容有一般和重点之分，但两者是密切联系、不可分离的，不掌握全面就不可能深入重点，而且考试的内容是覆盖全部课程的。因此，社会助学单位和辅导教师都应指导自学者全面系统地学习教材，在学习全部内容的基础上掌握考核要点。要引导自学者把全面理解和重点深入结合起来，切忌孤立地抓重点。

4、本课程4学分，助学总课时至少72学时。最好每周4课时，学员课下再投入4--6小时，半年完成。

四、关于命题的若干规定

1、本课程的考核和命题严格依据本大纲的要求进行，考试的范围和标准要求客观规范。不因考生水平或对象的变化而扩大或缩小范围，提高或降低标准，考试内容要覆盖全书，适当突出重点。

2、考核内容中经贸知识和英语技能并重，但试题并不截然分开，大多数试题既体现对知识的考核，又体现对写作技能的考核。

3、由于是写作考核，出题重点在英文书面表达。又由于是商务写作，一般不会出命题作文，根据商务活动的背景、要求出题。采取案例--分析—写作的模式。

4、考试采用闭卷笔试，考试时间150分钟，采用百分制评分，60分为及格。

五、题型示例

英语商务写作样题

Directions:   You are given a case study. Read carefully, then do the writing.

Hongda Investments

Situation
Based in Beijing, China, Hongda Investments plc (HI) provides finance for start-up or young companies which need capital to develop their businesses. It is run by a group of extremely rich people of various nationalities who made their fortunes in the computer and financial services industries. They enjoy the excitement of working with start-ups and small companies, and believe that Asia offers outstanding opportunities for investment. They are willing to take risks and back projects which seem unusual or extraordinary. However they also expect to make money, usually by taking a stake in the business or a share of the profits.

A team of HI investors is currently considering several proposals. After studying the project proposals from individuals and companies, HI will decide which projects it will invest in, and how much money it will give to each one. They have $5.5 million to invest in the projects. 

Proposals

The following are some possible proposals for reference. 

English Newspaper    You need to finance the first edition and launch of a newspaper.  Amount required:   $ 2.5 million, to finance production, editorial, office administration, distribution costs and promotion. 

Health Club    At these clubs, stressed business people can relax and forget about their problems. Other services will include advice about diet and skin care, a solarium, and sunbeds, etc.  Amount required:  $ 2 million, to finance premises, equipment, staff and promotion.

High-tech products      Your company is developing two products. The PX15 prevents people from using mobile phones in enclosed spaces, for example in subways or trains. Sweep-Safe is a device for clearing mines. It can also find other objects buried underground.  Amount required:  $3.5 million, to finance research and development, production and marketing.

New sport league       You have a background in sport and public relation. You want to set up a league for a sport which at present is not well known, but could become very popular.  Amount required:  $2.5 million to finance administration and promotion, endorsements of the league by famous sports people, travel and legal costs.

Your own idea for a product or service    You have an idea for a product or service.  Amount required:  At least $ 3 million, to finance development, production, personnel, launch and marketing costs.

Airships      Your company wants to manufacture airships to advertise companies’ products and to entertain potential customer, etc.  Amount required:  $ 5 million, to finance research and development costs, production, and marketing.

Bilingual kindergarten  You have a background in English teaching. You want to set up a bilingual kindergarten to meet the needs of the consumers who hope that there is a place for their kids to have better care and better education. Amount required: $ 5 million, to finance premises, equipment, staff and promotion.

Task

You are an entrepreneur who needs finance for a new project. 

Choose one of the proposals above or present your own idea for a product or service.

Use the Key Points as a guide for structuring the proposal.

Your aim will be to persuade HI to give you the money you need.

Key points for project proposal

1. The Business

A description of' the business –What does it do? Who is it for? Brief details about the team (age, education, experience, etc.).

2. The Product or Service 
A brief description – including artwork, if possible. What are the advantages of the product or service? What need does it fill? What are its unique features?

3. Marketing
Who are the existing or target customers? Who are the competitors or possible future competitors?  What are the competing products, if any? What about pricing policy? How will the product or service launched and promoted? What are the selling and distribution methods?

4. Finance
How much finance is required and for what purposes?
Writing

Write a project proposal.
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