
泰州职业技术学院

《实用英语3》课程授课教案
	授课单元
	Unit 6
	课时
	2（第三次课）

	主讲教师
	 全体英语教师
	分院（部）
	基础部
	教研室
	英语教研室

	教材
	《21世纪大学实用英语综合教程3》P192-232

	授课班级
	其他类专业各班级

	教学
目标
	知识目标
	能力目标
	素质目标

	
	1. master Direct Speech and Indirect Speech 
2. know about how to write  complaint letters
	1.  be able to use Direct Speech and Indirect Speech
2. be able to write a complaint letter based on something unhappy 
	1. try to be polite and effective when complain about something

	教学

内容
	1. Text A Sorry, But… ( Revision)
2. Grammar Review (Direct Speech and Indirect Speech)
3. Practical Writing (Complaint letters)

	教学

重点
	1. Direct Speech and Indirect Speech 
2. Contents and tips of writing a complaint letter

	教学

难点
	Direct Speech and Indirect Speech 

	教学

方法

与手段
	讲授法、听说法、讨论法

多媒体课件演示与板书相结合

	工具与材料
	多媒体教室

	教学

过程
	I Text A

Step 1: Global Revision of Text A

1. Ask 2-3students to recite Paragraph 10-11.

2. Ask 1-2 students to summarize Text A

Step 2: Checking Exercises

Exercise 5 & 6

1. Review how to use each word in the box

2. Ask students to recall the similar and related expressions that have been learned before and tell

the differences between them

3. Ask students to fill in the blanks with the missing words one by one and translate each

sentence into English, correct the mistakes where necessary
Exercise 7
1. Point out “partial inversion” should be used when “nor” is put at the beginning of a sentence

2. Ask students to translate the Chinese on their own, just give some directions where necessary

3. Use models to explain how to rewrite the object clause by using the structure “ to your + n.”
4. Check answers of Ex 8 and Ex 9

Exercise 10
1. Analyze the Chinese sentences and decide the main structures used to translate

2. Ask the students to think about each exact words to use, the more, the better

Choose the most appropriate words and structures to translate, making some adjustment where necessary
II Grammar Review

Step 1: Explanation
1. Explain the definitions of Direct Speech and Indirect Speech
2. Point out the tips when change direct Speech into indirect Speech
(1) change in person: I ----he or she; we------they

(2) change in tenses: simple present tense to simple past tense; present continuous tense to past continuous tense; present perfect tense to past perfect tense; simple past tense to past perfect tense; past perfect tense to past perfect tense; simple future tense to past future tense; future continuous tense to past future continuous tense; future perfect tense to past future perfect tense.

(3) change in demonstrative pronouns: this----that or the; these-----those; mine---- his or hers

(4) change in time adverbials: now---then; today---that day; tomorrow--- the following day; yesterday afternoon---the afternoon before; next day/week/year/ etc.----the next day/ week/year/ etc,; ago---before

(5) change in relative adverbials: here---there
Step 2: Exercises
1. Finish Ex. 11 and check the answers
III Practical Writing

Step 1: Brief Introduction of Complaint Letters
A complaint letter requests some sort of compensation for defective or damaged merchandise or for inadequate or delayed services. While many complaints can be made in person, some circumstances require formal business letters. The complaint may be so complex that a phone call may not effectively resolve the problem; or the writer may prefer the permanence, formality, and seriousness of a business letter. The essential rule in writing a complaint letter is to maintain your poise and diplomacy, no matter how justified your gripe is. Avoid making the recipient an adversary.
1. In the letter, identify early the reason you are writing to register a complaint and to ask for some kind of compensation. Avoid leaping into the details of the problem in the first sentence. 

2. State exactly what compensation you desire, either before or after the discussion of the problem or the reasons for granting the compensation. (It may be more tactful and less antagonizing to delay this statement in some cases). 

3. Provide a fully detailed narrative or description of the problem. This is the “evidence.” 
4. Explain why your request should be granted. Presenting the evidence is not enough: state the reasons why this evidence indicates your request should be granted. 

5. Suggest why it is in the recipient’s best interest to grant your request: appeal to the recipient’s sense of fairness, desire for continued business, but don’t threaten. Find some way to view the problem as an honest mistake. Don’t imply that the recipient deliberately committed the error or that the company has no concern for the customer. Toward the end of the letter, express confidence that the recipient will grant your request.

Step 2: Exercises
1. Ask students to read the letter and underline the main items included here.
2. Check the answers to the questions about the letter
3. Ask students to write a complaint letter according to the given information in Ex 13, taking Ex 12 as a model.

	课外

任务或作业
	1.Memorize newly-learned words and expressions

2. Learn text B and text C by yourselves

	学习方法指导
	自主学习法
学习了解穆罕默德尤纳斯博士成功创办格拉敏银行的故事，学习其不怕拒绝，不断努力尝试的精神。


