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淮南联合大学教师职业道德规范

1、 努力传授知识技能，传承民族精神，弘扬爱国主义，为祖国和人民培养人才。

2、 追求高尚的师德风范，为人师表，教书育人，成为学生健康成长的指导者和引路人。

3、 在教育教学和日常生活中，自觉遵守以下职业道德规范:

（1） 自觉学习和宣传马列主义、毛泽东思想、邓小平理论和“三个代表”重要思想，在教育、教学活动中同党的路线、方针、政策保持一致，用正确的理论和思想观点教育影响学生，帮助学生树立正确的世界观、人生观和价值观。绝不在课堂上和学生当中散布不利于学生健康成长的言论。

（2） 自觉遵守宪法和国家各项法律、规定，依法执教，履行《教师法》规定的权利和义务；遵守校规校纪，保证教学秩序和教学安全，维护良好的教学环境。教学过程中努力杜绝各种教学事故。

（3） 爱岗敬业。以做人民教师为荣，志存高远；以培育人才、繁荣学术、发展先进文化和推进社会进步为己任；恪尽职守，积极奉献，立足本职，争创佳绩。

（4） 善待学生。尊重学生人格，关心学生，耐心为学生释疑解惑，对学生一视同仁。指导学生树立社会主义大学生的道德情操，遵守社会公德。养成良好的行为习惯，帮助学生或学生社团组织开展健康、高雅的文化活动，提高学生的思想道德文化素质，做学生的良师益友。绝不歧视、挖苦、辱骂和体罚学生。

（5） 严谨治学。崇尚科学精神，努力掌握最新的科学知识，对业务精益求精，与时俱进，不断创新。坚决反对弄虚作假，抄袭剽窃、不求进取、敷衍了事的不良风气。

（6） 关心集体。积极参加学科和教研室建设，服从领导、顾全大局，热心参与集体活动，维护国家、学校、集体的荣誉和形象；爱护公物，保护环境，节约资源；善于团结协作，同事间以诚相待，互相尊重，互相关心，互相帮助。平等友爱，共同进步。

（7） 廉洁从教。自觉抵制社会不良风气的影响，不以教师的特殊地位“吃、拿、卡、要”学生及其家长、亲属，谋求私利；不接受学生及其家长的馈赠及吃请。

（8） 讲究仪表，注意教风教态，举止大方有度，语言规范健康，衣着整洁、端正，打扮朴素、得体。

淮南联合大学《 实用英语 》
授课学时分配表
	课程名称
	实用英语
	课程代码
	51101

	授课教师
	
	职  称
	

	授课学期
	200 8   —200 9  学年第    二   学期

	计划学时
	第 1 周—第  17  周；共 68 学时;其中理论 40  学时

课堂实践  16   学时,习题   12   学时         

	学  时  分  配

	章节
	名称
	学时
	其中

	
	
	
	理论学时
	实践学时

	第一单元
	Invitations
	8
	5
	3

	第二单元
	Emails
	8
	5
	3

	第三单元
	Communication by Phone
	8
	5
	3

	第四单元
	Making Reservations
	8
	5
	3

	第五单元
	At a Restaurant
	8
	5
	3

	第六单元
	Shopping and Sightseeing
	8
	5
	3

	第七单元
	Farewell
	8
	5
	3

	第八单元
	Applying for a Job
	8
	5
	3


淮南联合大学教师授课教案

	章节名称
	Unit One  Invitations

	教学名称
	Section I  Talking Face to Face 

Section II  Being All Ears

	教学时数
	     2         学时  (100 minutes)

	教学目标
	1. Making an oral invitation: 

a. Inviting people to join in daily activities

b. Inviting people to formal occasions
2. Giving a reply to an oral invitation:
a. Accepting an invitation

b. Declining an invitation

3. Mastering some key words, expressions and sentence patterns for extending and replying to an invitation

	课程重点难点
	1. Sentence patterns for:

a. extending an invitation 

b. replying to an invitation

2. Key words and expressions:
  invite; request of one’s company; in celebration of; feel honored; great; super; congratulations; look forward to; indeed; call on; convenient; all right; have no idea

Try to let students master the words, expressions and patterns they have learnt and practice them more both in and after class. 

	教学方法

及手段
	The Audio-lingual Method
Multimedia or Tape-recorder


教学过程及时间分配：

I. Lead in (5minutes)
Ask some questions related to inviting people to join in daily activities to make students warm up.
II. Unit Goals (5 minutes)

   Introduce the unit goals-- What Students Should Learn to Do and What Students Should Know About. 
III. Section I  Talking Face to Face  (50 minutes)

1. Read the two invitation cards and ask some related questions. (5minutes)
2. Follow the samples (10minutes)
3. Act Out. (10 minutes)
4. Students practice the dialogues and prepare short conversations in pairs by simulating the five small dialogues. (10 minutes)
5. Conclude the useful expressions and sentences used to make invitations and giving replies to oral invitations. (5 minutes)
6. Do the Put-in-use exercises. (10 minutes)
II. Section II  Being All Ears  (38 minutes)  

1. Listen to the dialogue three times and finish the exercises in Listen and Decode and Listen and Respond. (19 minutes) 

2. Listen to the passage twice and finish the exercise in Listen and Read. (9 minutes)

3. Listen to the passage again and then finish the exercises in Listen and Match and Listen and Conclude. (10 minutes)

III. Assignments (2 minutes)
1. Pair work: Make up dialogues for inviting people to join in daily activities and formal occasions, referring to the dialogues in Section I and the Data Bank on Page 4 in the Workbook.

2. Preview Passage I and the exercises.
Unit One

Invitations
Teaching Procedures:
I. Lead in (5minutes)
Ask some questions related to inviting people to join in daily activities to make students warm up and then tell them what will be learnt.
Warm-up questions:

1. What daily activities do you like?

2. Have you ever entertained your friends in your house? How do you invite them then?
3. Do you know how to invite people to your birthday party in English?
4. Are you often invited to parties or other activities by your friends or classmates?

5. Do you know how to accept or decline an invitation in English?
II. Unit Goals (5 minutes)

1. What Students Should Learn to Do
a. Making an oral invitation: 

Inviting people to join in daily activities

Inviting people to formal occasions
b. Making a written invitation:

Writing an invitation card or a letter for:

Personal invitation 

Official invitations

c. Giving a reply to: 
An oral invitation 

A written invitation

2. What Students Should Know About
a. Invitation culture: Western and Chinese

b. Word order in a subordinate clause
III. Section I  Talking Face to Face  (50minutes)

Step 1  Students answer the following questions before they read the two invitation cards in the textbook.

1. What are the two cards you are reading now?

2. Why do people write an invitation card?

Step 2  Students read the first invitation card in the textbook and then answer the following questions.

1. Who are the inviters? 
2. Why are they going to hold a dinner party?
3. When are they going to hold a dinner party?

4. Where will the dinner party be held?

Step 4  Students read the second invitation card in the textbook and then answer the following question.

1. Who is the inviter? 

2. Who is the person invited?

3. What activity is going to take place?
Step 5  Follow the samples and the Act –out dialogues.
Ask at least seven pairs of students to read aloud the samples and the five small Act-out dialogues and then students should try to find out the useful expressions and sentence patterns for inviting people to join in activities and giving a reply to an oral invitation.
Step 6  Students practice the dialogues and prepare short conversations in pairs by simulating the five small dialogues.

Step 7  Conclude the points.

1. Sentences used to make invitations:

a. Would you like to join us?
b. Come and join us for a nice chat.
c. Could you come to a party at my place next Saturday?
d. May I invite you to this dance?   

e. Would you be able to come to my birthday party?
f. Would you like to come to the theatre tonight?

g. I would like to invite you to my wedding next Tuesday.

h. We were thinking of asking you and Mr. Johnson to go to the Great Wall.
i. May I invite you to attend our debate?

j. How about going to a ball tonight?

k. Would you like to go roller skating with me this Saturday afternoon?

l. I wonder if you would care to go on holiday with us?
2. Sentences used to accept invitations:
a. Great. That would be super. Congratulations!
b. OK, that would be marvelous. Thanks.

c. Yes, I’d love to. Thanks.

d. Yes, with pleasure.

e. Sounds great! Thank you.

f. Thank you. It’s very kind of you to invite me.

3. Sentences used to decline invitations:

a. I’d love to and I’m sure Mr. Johnson would, too. But I wonder if we could make some other time if it is convenient for you.
b. Thank you, but I’m afraid I’ve arranged to go to a concert then.
c. I will if I can.
d. I’d love to, but you see my uncle is taking me out for the day.
e. That’s/It’s very kind of you to invite me, but I’m not sure if I can. Could I let you know sometime later?
Step 8  Do the Put-in-use exercises in pairs by reading out loudly the three dialogues students have completed.

IV. Section II  Being All Ears  (38 minutes)

Step 1  Listen to the dialogue three times and finish the exercises in Listen and Decode and Listen and Respond.
1. Pre-listening task
Read the printed materials in Listen and Decode in ONE minute.

2. While-listening task
a. Listen to the tape WITHOUT looking at the book.
b. Listen to the tape again one sentence after another, taking notes during the pause.
c. Listen to the tape once again and repeat the sentences after the tape.

3. Post-listening task 

Do the exercises in Listen and Decode and Listen and Respond.

Step 2  Listen to the passage twice and finish the exercise in Listen and Read.
1. Pre-listening task
Read the printed materials in Listen and Read in THREE minutes.

2. While-listening task
a. Listen to the tape and fill in the blanks.
b. Listen again and check up the answers.

c. Listen to the tape once again if there are some blanks students can not fill in. 
3. Post-listening task
Do the exercises in Listen and Match and Listen and Conclude.

V. Assignments (2 minutes)

1. Oral work: Make up dialogues in pairs for inviting people to join in both daily and activities and formal occasions, referring to the dialogues in the textbook and the Data Bank on Page 4 in the Workbook.

2. Preview Passage I and the exercises after it.
淮南联合大学教师授课教案
	章节名称
	Unit One   Invitations

	教学名称
	Section III  Maintaining a Sharp Eye  

Passage I   Are You Really Being Invited

	教学时数
	  2    学时 (100 minutes)

	教学目标
	1. Knowing some invitation culture:
a. the time you are being invited

b. who pays if you are invited to a restaurant

c. how to decline an invitation

d. appropriate etiquette of declining an invitation

2. Understanding the whole passage
3. Mastering some important new words and useful expressions in Passage I
4. Grasping the difficult sentence structures in Passage I

	课程重点难点
	1. Words and Expressions: commit, invent, appropriate, instance, request, suggestion, casual, explicit, identify, refuse, colleague, be supposed to, be prepared to do sth., commit oneself, rate, terrifying, at least, get along with, happen to do sth., make sure
2. Sentence structures: 
a. not…until  

b. turn out to be/that
c. be in a position to do…
d. In many instances…, but in some instance…
e. it is… who/that…f. be more of a /an…than a/ an… 

g. There are…that…, but in fact…

	教学方法

及手段
	Direct Method; Grammar- Translation

Multimedia; Chalk and Blackboard


教学过程及时间分配： 
I. Revision (10minutes) 

Check the oral work, the dialogues students were asked to make up in pairs after class, referring to what they had learnt in Section I.

II. Section III  Maintaining a Sharp Eye  

Passage I  Are You Really Being Invited (88 minutes)
I). Before reading (10 minutes).
1. Lead in (5 minutes).
Ask some questions to make students warm up in class.
2. Information related to the passage (5 minutes)
a. The customs of inviting friends
b. Go Dutch
II). Global reading (10 minutes)
1. Part division of the passage (5 minutes)
2. Questions for understanding the whole passage (5 minutes)
III). Detailed reading (40 minutes)
1. Word study (20 minutes)
2. Sentence structures (10 minutes)
3. Translation of the passage (10 minutes)
IV). Finish the exercises (28 minutes)
1. Read and Think (4minutes)
2. Read and Complete (5 minutes)
3. Read and Translate (10 minutes)
4. Read and Simulate (9 minutes)
III. Assignments (2minutes)

a. Recite the first paragraph of Passage I.

b. Oral communicative tasks:
Work in pairs and role play the following tasks.

Task 1
One student is going to invite an American teacher to spend the Mid-autumn day with his/her family. Now he/she asks the other student, an American student who is a classmate, to help to write an invitation card. 
Task 2

One student wants to know whether he/she should pay  his/her own bill when he/she is  invited by a British friend to dinner at a restaurant. He/she then asks the other student to give some advice. 
Task 3
One student wants to know how to decline an invitation if it turns out to be something he/she doesn’t like to do. He/she asks the other student, acting as the English teacher, for advice.
The above are required to be presented in the next class.
Unit One Invitations
Teaching Procedures
I. Revision (10minutes)

Check the oral work. Ask some pairs of students to act out the dialogues they have made up after class in front of the class to see how well they can put what they have learnt in Section I in practice and the teacher will make comment on what they have done.

II. Section III  Maintaining a Sharp Eye  

Passage I  Are You Really Being Invited (90minutes)

Step 1 Before reading (10 minutes)
1. Lead in.
Ask some questions to make students warm up in class. 

a. Do different countries vary in their customs when people invite friends? Give an example.

Yes. For example, in China, if you invite a friend to a restaurant for dinner, you’ll pay the bill, while in Western countries, people often go Dutch. 
b. How much do you know about the practice of invitation in Western countries?

(Open.)
2.  Information related to the passage 
a. The customs of inviting friends
The customs of inviting friends vary from country to country. Generally speaking, on formal occasions, the invitation is usually made well in advance. But as for some informal cases, the invitation is usually made orally. To either of these two invitations, the person being invited should give a clear reply whether the invitation is accepted or not.

b. Go Dutch
   Going Dutch is a slang term that means that each person eating at a restaurant or paying admission for entertainment pays for himself or herself, rather than one person paying for everyone. It is also called Dutch Date and Dutch Treat.
    The phrase “going Dutch” probably originates from Dutch etiquette(礼节). In the Netherlands, it is not unusual to pay separately when dating. English rivalry with the Netherlands especially during the period of the Anglo-Dutch Wars gave rise to several phrases including Dutch that promote certain negative stereotypes. Examples include Dutch courage, Dutch uncle and Dutch wife. The particular stereotype associated with this usage is the idea of Dutch people as ungenerous and selfish.
Step 2  Global reading (10 minutes)
1. Part division of the passage

   Students are asked to tell how many parts the passage falls into and what the main idea of each part is, and then the teacher will give the answer.
	Part Division
	Main Idea

	Para. 1
	How to deal with or decline an invitation that you don’t like to accept. 

	Paras. 2-4
	The etiquette of inviting people to eat out in a restaurant in the United States. 

	Para. 5
	How to distinguish between an invitation and a ritual expression of parting.


2. Questions for understanding the whole passage
  Ask some questions according to the passage to help students further understand the whole passage.

a. What should you do if someone invites you but hasn’t told you what the invitation is about? And explain why.
  We should not feel committed until we know what the invitation is about. Because if we accept the invitation but it turns out to be something we are not interested in, we are not able to decline it or invent an excuse later. 
b. If someone invites you to do something you don’t like to do, how should you reply?

I’ll tell the person I have to make a check of my schedule and tell him or her later. Or I’ll find a polite excuse to decline it.
c. What are you expected to do if you have to decline an invitation?  

Offer a reason or a polite excuse for the refusal. 
d. What is the proper etiquette for declining an invitation?
  Apologize, give a reason for the refusal, and express thanks for the invitation.

e. What is the key word often used in an invitation that sounds like an invitation but actually isn’t?
  The word “sometime”.

Step 3  Detailed reading (40 minutes)
Important words and useful expressions:

1. commit v. entrust, hand over, make oneself responsible
Example: I think I can come tonight but I won’t commit myself till I know for sure.

        The government claimed to commit itself to improving health care.
Practice: If you want to be an actor you have to really commit yourself to it.
Pattern: commit oneself to sth./doing sth.:  promise to do sth.
2. invent v. discover and create something new
Example: Can’t you invent a better excuse than that?
        Over the past quarter century our advertising company has invented thousands of catchphrases
Practice: I didn’t invent the story--- everything I told you is true.
CF. discover, invent and create
   To ‘discover’ is to find or find out something that is already in existence but was not known about, such as a place or a fact. To ‘invent’ is to make something that didn’t exist before, such as a machine or a method, through the use of the imagination or through experiment. To ‘create’ often mean to bring something new into existence out of old things or to produce a character or a role in a play through the imaginative process.
Example: Until Columbus discovered America no one in Europe knew it existed.

        Marconi invented the radio. 
        Mr. Smith, a very imaginative writer, creates many enduring characters in his novels.

3. take sth. back: 
a. (of a shop) agree to accept or receive back (goods previously bought there)
Example: We only take goods back if customers can produce the receipt.

b. admit what someone said was wrong or that one should not have said it; withdraw sth.

Example: I take back what I said (about you being foolish).

CF. take sb. back: cause someone’s thoughts to return to a past time

Example: Hearing those old songs takes me back a bit.

4. appropriate a. proper, suitable
Example: I didn’t think his comments were very appropriate at the time.
        This isn’t an appropriate occasion to discuss finance. 
Practice:  I’ve been invited to her wedding but I haven’t got anything appropriate to wear.
5. instance n. certain situation, circumstance or occasion, case or example
Example: In the local industry, for instance, 5000 jobs are being lost.
In this instance I agree with what you are saying.
Practice: There are many instances of good people and good deeds. 

Pattern: in this/that instance: in this/that case
6. drop v. fall down; give up; lower

Example: The pen dropped from the desk.
        Can you drop what you’re doing and help me with this report?

        Drop your voices—she’s in the next room!
Practice: I don’t want to talk about it any more—let’s drop the subject.
7. casual  a. informal, not very serious
Example: It was just a casual comment. I didn’t mean it to be taken so seriously.

        For some people casual clothes mean a shapeless T-shirt and old jeans.

Practice: Are you employed permanently or on a casual basis?
8. explicit  a. clear, definite
Example: Sheila shouldn’t get lost because I gave her very explicit directions how to get there.

Practice: She was very explicit about what she thought was wrong with the plans.
Pattern: be explicit about…
9. identify  v. recognize the identity of sb. or sth. 
Example: The young man identified the runaway from the crowd.

        The little boy can identify the bird from its picture in the book.

Practice: Can you identify your bag among this lot?
Analysis of the difficult sentences:

1. (Para. 1) ..., you are not required to commit yourself until you know what the invitation is for.  

Analysis: the sentence pattern not... until... means not before a particular time or event.  
Translation: 在你尚未弄清楚邀请的具体内容之前, 你没有必要答应一定参加。
Example: Once he starts a job he won’t stop until it’s finished.  

Don’t move until I tell you.  

2. (Para. 1) For example, if you say that you’re free and the invitation turns out to be something you’d hate to do, then you’ll be in a position to take back your acceptance or invent an excuse later. 

Analysis: Be in a position can take either an infinitive clause or an of-V-ing phrase, thus be in a position of having to take back... can be also rewritten as be in a position to take back ... 
Translation: 比如说，如果你说没空，而邀请参加的却是你不愿意做的事（到你已经去过10次的当地景点旅游），那么你就可以回绝邀请，或者以后再编一个借口。
Example:  If you list a few priorities, then you will be in a position to

 do things in the right order of priority.  

3. (Para. 3) In many instances it is the inviter who pays.  

Analysis: This emphatic sentence takes the structure of “it 

is...who/that…”  
Translation: 在许多情况下，应由邀请人付帐单。
Example: It was my uncle who sent me the parcel.  

4. (Para. 3) ...it may be more of a suggestion than an invitation...  

Analysis: the pattern, it is more of ...than ... (与其说…不如说…).
Translation: 这样说更像是建议， 而不是邀请…
Example: She’s more of a poet than a musician.
Step 4  Students are asked to read the whole passage again and then translate it orally paragraph by paragraph

Step 5  Do the exercises after the passage (28minutes)
1. Read and Think
Ask some students to answer the questions in Exercise 1 without looking at the passage.
2. Read and Complete
a. Students finish Exercise 2 and Exercise 3 without looking at the passage.

b. Students finish Exercise 4, paying special attention to the usage of the words and expressions in the box.
3. Read and Translate
Ask some students to write their translation on the blackboard and then the teacher should point out the mistakes they have made and stress what they should focus on while translating, that is, word order in a subordinate clause and a complete sentence structure.
4. Read and Simulate
Try to let students find out and simulate the patterns and expressions (italicized parts) used in the sentences taken from the passage and simulate them.

III. Assignments (2 minutes)

1. Recite the first paragraph of Passage I.

2. Oral communicative tasks:
Work in pairs and role play the following tasks.

Task 1
One student is going to invite an American teacher to spend the Mid-autumn day with his/her family. Now he/she asks the other student, an American student who is a classmate, to help to write an invitation card. 
Task 2

One student wants to know whether he/she should pay  his/her own bill when he/she is  invited by a British friend to dinner at a restaurant. He/she then asks the other student to give some advice. 
Task 3
One student wants to know how to decline an invitation if it turns out to be something he/she doesn’t like to do. He/she asks the other student, acting as the English teacher, for advice.
The above are required to be presented in the next class.
淮南联合大学教师授课教案

	章节名称
	    Unit One Greeting and Introducing People

	教学名称
	Section III  Maintaining a Sharp Eye  

Passage II  An Invitation Letter

	教学时数
	   2    学时 (100 minutes)

	教学目标
	1. Learning some more invitation culture:
  Understanding an informal letter between friends

2. Understanding Passage II.
3. Mastering some important new words and useful expressions in Passage II.

4. Grasping the related patterns in Passage II 

	课程重点难点
	1. Key Words and Expressions in Passage II:
Colleague; occasionally; at least; get along with; happen to do sth; in the hope (of); make sure
3. Related Patterns:
a. It seems ages since… 

b. So I’m writing straightaway to make sure… 

c. It would be nice if you could come (then), too. 

d. There is not a great deal to report from our end. 

e. I’d better stop here now. 

f. Love from us all.

	教学方法

及手段
	Direct Method; Grammar- Translation

Multimedia; Chalk and Blackboard


教学过程及时间分配：

I. Revision (25 minutes) 

1. Check the recitation of the first paragraph of Passage I. (5 minutes)
2. Check the oral communicative tasks: (20 minutes)
Work in pairs and role play the following tasks.

Task 1
One student is going to invite an American teacher to spend the Mid-autumn day with his/her family. Now he/she asks the other student, an American student who is a classmate, to help to write an invitation card. 
Task 2

One student wants to know whether he/she should pay  his/her own bill when he/she is  invited by a British friend to dinner at a restaurant. He/she then asks the other student to give some advice. 
Task 3
One student wants to know how to decline an invitation if it turns out to be something he/she doesn’t like to do. He/she asks the other student, acting as the English teacher, for advice.
II. Section III  Maintaining a Sharp Eye 

Passage II  An Invitation Letter (73minutes)
1. Students read the invitation letter quickly and then do Exercise 7. (8 minutes)
2. Lead in (15 minutes)  

a. Warm-up Questions (5 minutes)
b. Understanding an Invitation Letter (5 minutes)
c. Related Information (5 minutes)
3. Analysis of Passage II (50minutes)
a. Questions for understanding each paragraph (10 minutes)
b. Word study (15 minutes)
c. Explanation of the difficult sentences (15 minutes)
4. Finish the exercises (10 minutes)
III. Assignments (2 minutes)
1. Recite the first paragraph of Passage II.

2. Preview Section IV and the exercises.

3. Read the two passages Don’t Arrive Too Late or Too Early and How to Decline Politely in the Workbook and finish the exercises after them.
4. Do Exercise 8 on Page 12 in the textbook.
Unit One Invitations
Teaching Procedures
I. Revision (25 minutes)
a. Check the recitation. 
Ask a few students to recite the first paragraph of Passage I.

b. Check the oral communicative tasks.

  Work in pairs and role play the following tasks.

Task 1
One student is going to invite an American teacher to spend the Mid-autumn day with his/her family. Now he/she asks the other student, an American student who is a classmate, to help to write an invitation card. 
Task 2

One student wants to know whether he/she should pay his/her own bill when he/she is  invited by a British friend to dinner at a restaurant. He/she then asks the other student to give some advice. 
Task 3
One student wants to know how to decline an invitation if it turns out to be something he/she doesn’t like to do. He/she asks the other student, acting as the English teacher, for advice.
  Some pairs of the students are required to present the three communicative tasks in front of the class, and the rest should listen to them carefully and make comment on what their classmates have done so that all the students can join in the communicative activities and practice their oral English.
II. Section III Maintaining a Sharp Eye 

Passage II  An Invitation Letter (73minutes) 
Step 1 Students read the invitation letter quickly and then do Exercise 7. (8 minutes)
   Students should read the passage as quickly as possible without previewing it. After that, they are expected to do Exercise 7 without referring to the passage. 
Step 2 Lead in (15 minutes)
1. Warm-up Questions 

a. Have you ever received an invitation letter in English? 
b. What points should an invitation letter include?

  It should include the activity’s program, its place and time, and both the inviter and invitee.

2. Understanding an Invitation Letter
a. Who invites whom?
b. What is the aim of the invitation?

c. On what occasion is the invitation given?

d. When and where is the event to be held?

e. Is a reply to the invitation needed?

3. Related Information
This invitation letter is an informal letter between friends. The tone of this letter is casual. The language is not so formal. This kind of informal invitation letter is often written in the third person. For example, “in the hope that it will be possible for you both to spend a few days with us during your stay in England.” “ and it would be nice if you could come then, too.” But a formal invitation card is usually written in the first person.

4. Students read the passage again and try to find out the sentences often used in a letter.

Sentences Often Used in a Letter
a. It seems ages since we heard from you.
b. I am writing straightaway in the hope that (it will be possible for you both to spend a few days with us during your stay in England).

c. There’s not a great deal to report from our end.

d. I’d better stop here now; I’m supposed to be spending this evening (writing Christmas cards).

e. Write or phone as soon as you can--- and come!

f. Love from us all.

g. Yours ever, (Richard).

Step 3 Analysis of Passage II (50minutes)
1. Questions for understanding each paragraph:

a. Question for Para. 1: 
  Why does Richard write to Michael?

He wants to invite Michael and Lucia to spend a few days with his family in England. 
b. Question for Para. 2: 
What job is Richard doing now?
He is teaching English literature in a university. 
c. Question for Para. 3:
Who else will be invited to his house over the New Year weekend?

Mike and Rosa Griffiths . 
d. Question for Para. 4: 
  How are Richard’s family getting along ?
Quite well. 
2. Study the important new words and expressions.
a. happen to do sth.: have or do sth. by or as if by chance

Example: If you happen to see him, ask him to phone me.

Practice: There happened to be a young man there, so I asked him the way.

CF: happen to sb./sth.: occur
Example: What happened to your father yesterday afternoon?
b. make sure  find out if something is true or check that something has been done

Example: Make sure of the time and place.

Practice: I think there is a flight to Shanghai at 2:30, but you’d better make sure.

c. colleague  n. someone that you work with
Example: I’d like you to meet a colleague of mine, Jean Michael.

Practice: He was never popular with his colleagues.

d. at least  not less than
Example: We spent at least two weeks there.

Practice: The swimming suit costs at least $25. 

e. occasionally  adv. once in a while
Example: He visits me occasionally.

Practice: We have a shower occasionally on a summer day.

f. bump into  meet somebody by chance 

Example: We bumped into Kate when we were in London last week. 

Practice: She bumped into his tray, knocking the food into his lap.

g. straightaway  ad.  do without delay, especially it has to be done urgently  
Example: I’ll come around straightaway with the files.

Practice: We’d better start work straightaway.

h. decent  a. of a good enough quality or standard  

Example: I want to provide my boys with a decent education.

Practice: There isn’t one decent restaurant around.

i. terrify  v. frighten someone severely 

Example: We terrified the girls with spooky stories. 

Practice: He terrified her by jumping out at her from a dark alley.

j. pine for  v. strongly desire ( esp. something which is difficult or impossible to obtain) 

Example: It’s at this time of year that I start to pine for the snow-topped mountains.

Practice: As a young girl, I always used to pine for a more glamorous existence. 

3. Explain the difficult sentences.
a. ( Para.1) It seems ages since we heard from you. 
Analysis: It seems ages since... means “it seems a long time since ...’’ .  

Translation: 似乎很长时间没有收到你的信了。
Example: It seems ages since I saw you in Shanghai.

b. (Para. 1) So I am writing straightaway—to make sure this reaches you well before you leave Shanghai—in the hope that it will be possible for you both to spend a few days with us during your stay in England. 
Analysis: To make sure… is an adverbial of purpose, and in the hope ,a prepositional phrase used also as an adverbial of purpose.
Translation:所以我马上写信，好让你在离开上海之前肯定收到这封信 —— 希望你们俩能在英格兰逗留期间和我们一起住几天。  

Example: I am sending this card to you today —to make sure  you receive it before the Christmas Day.

c. (Para. 3) I imagine you will be spending Christmas itself with your parents, but surely you will have some time after that before your Christmas holidays end. 
Analysis: Surely is used to express that someone is certain or almost certain about something.
Translation: 我猜想你将在你的父母家过圣诞节, 但肯定在你的圣诞节假日结束之前还会有一些时间。 
Example: These children surely deserve something better than a life on the streets.  
d. (Para. 4) I am still working for Sanderson’s and liking it well enough—though occasionally pining for the footloose days of long ago.  

Analysis: Sanderson’s here refers to a company implying Sanderson’s Company; though is introducing a participle clause pining for …and serving as the adverbial of concession.

Translation:我还在桑德森公司工作，而且工作很称心 —— 虽然偶尔我也渴望从前自由自在的日子。   

Example: They are working happily with Kent’s, though sometimes pining for the footloose school days.   
Step 4 Finish Exercises 8 and 9.
a. Ask students to do Exercise 8 in their exercise books after class. 
b. Ask some students to do Exercise 9 orally.
III. Assignments (2 minutes)
1. Recite the first paragraph of Passage II.

2. Preview Section IV and the exercises.

3. Read the two passages Don’t Arrive Too Late or Too Early and How to Decline Politely in the Workbook and finish the exercises after them.
4. Do Exercise 8 on Page 12 in the exercise books.

淮南联合大学教师授课教案

	章节名称
	    Unit One Greeting and Introducing People

	教学名称
	Section IV Trying Your Hand 

	教学时数
	   2学时 (100 minutes)

	教学目标
	1.Applied Writing

a. Writing an invitation card or letter

b. Writing a reply to an invitation card or letter

2. Sentence Writing and Grammar Review
  Using the correct word order in a subordinate clause

	课程重点难点
	1. The format of an invitation 
a. A formal invitation

b. An informal invitation
2. The points an invitation should include
3. The sentences often used in an invitation card or letter
4. The word order in a subordinate clause 

	教学方法

及手段
	Direct Method; Grammar- Translation

Multimedia; Chalk and Blackboard


教学过程及时间分配：

I. Revision (5 minutes) 

Check the recitation of the first Paragraph 1 of Passage II.

II. Section IV Trying Your Hand

1. Applied writing (45 minutes)

a. Sample analysis (5 minutes)

The teacher briefly summarizes the format and the language used in an invitation card or letter.
b. The points an invitation should include (5 minutes)

c. Students read the Data Bank on Pages 12-13 in the Workbook. (5 minutes)

d. Read and simulate (25 minutes)

  Students read the two samples of invitation letter and then reply to them and learn to write their own.

e. Simulate and create (10 minutes)

  Do Exercise 2-3.
2. Sentence writing and grammar review (48 minutes)

a. The teacher gives a brief summary of the word order in a subordinate clause by comparing that in a wh-question. 
b. Students read Sentence Writing on Page 14-16 in the workbook under the guidance of the teacher. The teacher should give more similar examples to help them master the word order in a wh-question and a subordinate clause. (20 minutes)

c. Do the exercises after Sentence Writing and Grammar Review in the textbook. (20 minutes)
IV. Assignments (2 minutes)                                         

1. Do Exercise 4 on Page 15 in the textbook.
2. Do the grammar exercises in the Workbook. 

3. Recite the last paragraph of Passage II.

4. Read and learn by heart the new words in Unit 2.

5. Prepare the speaking activities in Section I of Unit 2. 
Teaching Procedures
I. Revision (5 minutes)
Check the recitation of the first Paragraph 1 of Passage II.                                                          

II. Section IV Trying Your Hand

I) Applied writing  Invitations (45 minutes)

Step 1 Sample analysis 

  The teacher briefly summarizes the format and the language used in an invitation card or letter.

1. A formal invitation

    A letter of invitation to a formal occasion, say, a symposium, forum or conference is different from a personal letter. It is more like the announcement of an event, informing the recipient of the aim, topic(s) and sponsor(s) of the event, and the place and time it is to be held. Usually a registration form and a list of topics are attached to it. Dates for papers, social events, and an introduction of local sightseeing tours, etc., are also stated.
2. An informal invitation
A letter of invitation to an informal occasion is like a personal letter, but it still should include the invitee, the inviter, the activity’s program and its place and time.

3. The language features of an invitation
  Sentences used in making an invitation and giving a reply:
a. We have pleasure in inviting you to (our annual conference). 
b. We would be very grateful if you would (consider giving us an update on this issue).

c. We would appreciate it if you could confirm your participation at your earliest convenience.

d. Thank you for your letter of (25 May) and I am pleased to confirm my participation in (this year’s conference to be held in July).

e. I would be grateful if you could send me further details about the program.

f. I look forward to attending the conference. (I am looking forward to attending the conference.)

4. Additional samples
a. A formal invitation:
	Chairman
Of the Students’ Union

requests the pleasure of
Mr. And Mrs. John Smith’s company
at the New Year’s Party
at the University Hall

on Thursday

December 30th, 7:00 pm.

R,S.V.P.                             Dec. 28, 2006




b. An informal invitation:
	Dear Mr. And Mrs. Silver,
   May we have the pleasure of your company at our Silver Wedding Party in our house on Friday, June 1st, at 7:30 p.m.?
                                        Yours very truly,
                                         (Signature)

                                             Sam Hekinen



c. A formal reply:
	Mr. And Mrs. John Smith
accept with pleasure the kind invitation
from Chairman of the Students’ Union

to be present at the New Year’s Party
on December 30th.

                                             December  28th




	December 28th
Mr. And Mrs. Tony Silver regret that Mr. Silver’s hospitalization on account of a serious cold prevents them from accepting the kind invitation of Chairman of the Students’ Union to be present at the New Year’s Party on

December 30th.




d. An informal reply:
	Dear Mr. And Mrs. Hekinen,
         Thank you very much for inviting me and my wife to your Silver Wedding Party on June 1st, which my wife and I are very much delighted to accept.
                                                   Sincerely yours,

                                                   (Signature)

                                                   Tony Silver



	Dear Mr. And Mrs. Hekinen,
        Thank you very much for inviting me and my wife to your Silver Wedding Party on June 1st. However, I regret to inform you that owing to a previous engagement we shall not be able to come.

                                                    Sincerely yours,

                                                    (Signature) 

                                                    Tony Silver




5. Students read the Data Bank in the Workbook. 
Students read the Data Bank on Page 12-13 in the Workbook to know more about the sentences used in making, accepting and declining invitations.
Step 2  Read and simulate (25 minutes)

a. Students read the two samples of invitation letter and then reply to them and learn to write their own.

  Students read the two samples of invitation letter under the teacher’s guidance and then three of them will be asked to write their own invitation letters on the blackboard. The teacher should give some comment on what they have done.

b. Simulate and create (15 minutes)

  Do Exercise 2-3 referring to the samples.
II) Sentence writing and grammar review (45 minutes)

  Word Order in a Subordinate Clause

Step 1  The teacher gives a brief summary of the word order in a subordinate clause. 
The teacher compares the word order in a wh-question and a subordinate clause with the following examples.
1. Simple wh-question：
What is she doing now?
Wh-question as an objective clause：
I don’t know what she is doing now.

2. Simple wh-question ：
When will they go to Shanghai?
Wh-question as a subjective clause：
When they will go to Shanghai hasn’t yet been decided.

  It hasn’t yet been decided when they will go to Shanghai.

3. Simple wh-question ：
What does he want to read today?
Wh-question as a predicative clause：
This is what he wants to read today.
4. Simple wh-question：
Where are you now?
Wh-question as an adverbial clause：
Could you stay for a while where you are now? 
在写英语复合句时, 除了需要注意照应主句中的时态、人称、连接词语等等之外，还应特别注意从句部分的语序。
英语中从句经常用疑问词（who-words）引导，如 what, who等，但与疑问词引导的简单问句不同。从句不使用疑问句语序，而使用陈述句语序，即按主语在前、谓语在后的顺序排列。还应注意，因为从句不使用疑问倒装结构，所以一般现在时和一般过去时不再用do, does, did 等助动词帮助构成从句结构。
Step 2  Students read Sentence Writing on Page 14-16 in the workbook under the guidance of the teacher. The teacher should give more similar examples to help them master the word order in a subordinate clause
1． 常用来引导从句的疑问词有what, when, where, who, whether , how等，这些疑问词一般仍保留原有的疑问含义。
For example:   
She wanted to know when my brother had visited Paris. 

   她想知道我哥哥什么时候游览过巴黎。
   They wondered why we would like to join them.

   他们想知道我们为什么愿意加入他们。
   Could you please tell me where we are going?

   你能告诉我我们到哪里去吗？
   It’s hard for me to tell which one I like better.

   很难说我更喜欢哪一个。
   How he plays the trick is a secret.

   他怎么变这个戏法是个秘密。
2．whether可以引导主语从句，if不能引导主语从句，但是两者都能引导宾语从句。引导宾语从句时，两者都表示“是否”的意思，只是if 后面不能加 or not。
a. 主语从句
For example: 

Whether he will accept the job is difficult to say.（对）
If he will accept the job is difficult to say.（错）
    他是否接受这项工作还很难说。
Whether you will like it or not has nothing to do with me.（对）
If you like it or not has nothing to do with me.（错）
    你喜欢不喜欢它与我无关。
b. 宾语从句
For example: 

Could you please tell me whether or not we are going there, too?

请告诉我是否我们也要去那里？
It’s hard for me to tell whether/if I like that one better.

很难说我是否更喜欢哪一个。
3． 疑问词一般可以用来引导主语从句、宾语从句及表语从句。写作中要特别注意这些从句的语序。
a. 主语从句的语序
For example:
Why he didn’t accept our invitation still puzzles me.

他为什么不接受我们的邀请，这事仍然让我们感到困惑。
Whether he comes or not matters little to me.

他来不来与我没什么相干。
b. 宾语从句的语序
For example:
I don’t understand why he didn’t accept our invitation.

我不明白他为什么不接受我们的邀请。
I don’t mind whether he comes or not.

我不在意他来不来。
c.   表语从句的语序
For example:
The key point is how you can get such an experience.

关键在于你怎样才能得到这种体验。
The fact turns out to be what he never expected.

事实是他始料不及的。
4．  When, where等若用来引导状语从句或定语从句，它们不再是疑问词，也不具有疑问含义，因此它们的语序也应为陈述句语序。
a. 状语从句的语序
For example:
   When she visited the famous museum in Paris, she met my brother.

她在巴黎参观那个著名的博物馆时遇到了我哥哥。
   Could you stay for a while where you are now?

你们能在现在的地方留一会儿吗？
b.   定语从句的语序
For example:
She still remembers the day when she met my brother in Paris.  

她还记得在巴黎遇见我哥哥的那一天。
   Could you please tell me the place where you met for the first time?

你能告诉我你们初次相会的地方吗？
Step 3  Students do the exercises after Sentence Writing and Grammar Review in the textbook. 
IV. Assignments (5 minutes)                                         

1. Do Exercise 4 on Page 15 in the textbook.
2. Do the grammar exercises in the Workbook. 

3. Recite the last paragraph of Passage II.

4. Read and learn by heart the new words in Unit 2.

5. Prepare the speaking activities in Section I of Unit 2. 
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