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编写前言
为了适应社会主义现代化建设事业对培养人才的需要，我国在20世纪80年代初建立了高等教育自学考试制度，经过近20年的发展，高等教育自学考试已成为我国高等教育基本制度之一。高等教育自学考试是个人自学，社会助学和国家考试相结合的一种新的高等教育形式，是我国高等教育体系的一个组成部分。实行高等教育自学考试制度，是落实宪法规定的“鼓励自学成材”的重要措施，是提高中华民族思想道德和科学文化素质的需要，也是造就和提拔人才的一种途径。应考者通过规定的考试课程并经思想品德鉴定达到毕业要求的，可以获得毕业证书，国家承认学历并按照规定享有与普通高等学校毕业生同等的有关待遇。

为科学、合理地制定高等教育自学考试标准，提高教育质量，全国高等教育自学考试指导委员会（以下简称全国考委）组织各方面专家对高等教育自学考试专业设置进行了调整，统一了专业设置标准，全国考委陆续制定了几十个专业考试计划。在此基础上，各专业委员会按照专业考试计划的要求，从造就和选拔人才的需要出发，编写了相应专业的课程自学考试大纲，进一步规定了课程学习和考试的内容与范围，有利于社会助学，使自学要求明确，考试标准规范化、具体化。

黑龙江省考委根据国务院发布的《高等教育自学考试暂行条例》，参照教育部拟定的普通高等学校有关课程的教学大纲，结合自学考试的特点，组织制定了《工商导论自学考试大纲》。

编写说明
中国加入WTO 意味着中国将进一步与世界各国的政治、经济、文化各个方面的交流与合作力度的加大。然而，中国经济的发展在许多领域里都面临着人才匮乏的局面，特别是能够适应国际竞争需要的国际管理人才，因此，培养并造就一批优秀的国际化人才，是我们在新一轮国际竞争中赢得主动的关键。

根据《工商导论》的课程要求，我们编写了本书的考试大纲。本考试大纲依据高等教育自学考试商务英语专业（独立本科段）的考试计划的要求编写而成，考试大纲意在使考者做到熟悉涉及商务英语的经济贸易理论、市场经济的运作规律、现代企业的经营管理、国际经贸活动的基本概念和程序以及相关的法律、伦理注重考核应考者对商务英语基本理论的掌握及英语知识和技能的熟练程度。本考纲和文化知识并掌握与上述业务有关的英语表达方式。
针对以上要求，本考试大纲进一步规定了课程学习和考试的内容与范围，有利于社会助学，使自学要求明确，考试标准规范化、具体化。

本考试大纲的目的在于使学生在学习的过程中，能够思路清晰、重点突出、一目了然。知道哪些知识应该必须掌握；哪些知识应该理解；哪些知识应该作为一般性的了解；同时也有利于学习者学以致用，并能够帮助学员最大限度的发挥自己的潜能达到学习的目的，顺利的通过考试，用所学到的知识解决实际工作中的问题。

一、课程的性质和学习目的

1、本课程的性质

工商导论是高等教育自学考试商务英语专业独立本科段的必考的基础课程。

本课程是商务英语专业的核心课程。它将英语语言技能的训练与商务英语知识的介绍融为一体，使考者对市场经济及现代工商企业的运作有一个总体印象，并熟悉同企业环境、经营管理、金融、财务、法律、保险等方面有关的英语词汇和用语。通过本课程的学习，应考者应达到普通高等学校商务英语专业基础阶段的水平。

2、本课程设置的目的

本课程设置的目的在于使自学者通过掌握商务英语基本的业务知识和相关的英语用语熟悉市场经营理念及现代工商企业的管理模式，为下一步学习更微观、更具体的课程打下坚实的基础。

3、总体课程教学要求

工商导论是专业基础课，要求学生在通过系统的学习商务英语基础知识和相关英语术语的同时，能够熟练的应用已学到的基本知识，不仅为下一步的深入细化的学习各项专业课程奠定了基础，也为将来从事国际贸易工作积累了更完整、更系统的专业知识。

4、本课程与其它专业课的关系

工商导论是高等教育自学考试商务英语专业独立本科段的必考基础课程，它囊括了有关商务英语的基本知识，概述了相关的基本理论，使学生对其它专业核心课程不仅具有充分的了解和认识，也有对其正确的把握。它是其它核心课程的基础，又是连接其它核心课程的不可缺少的纽带。

5、学时安排

工商导论为5学分的基础的课程，其授课进程为18周，每周4学时。

二、有关说明和实施要求
1、考纲与教材的关系

本考试大纲本着科学性、指导性、可行性和可检查性的原则，所作的各项规定是商务英语专业基础阶段“工商导论”编写教材、个人自学、国家考试命题，社会助学和检查学习质量的依据。“工商导论”教材的总体要求和总体水平以及教材的选材、习题设计等方面与大纲中规定的课程性质、任务、内容、考核目标等方面的内容相一致。

2、考核目标
为了使本课程的自学考试达到标准化、规范化的要求，本大纲在规定各章自学考试内容提要的基础上，对各章规定了考核目标，包括考核知识点和考核要求，明确考核目标、可使应考者进一步了解考试内容和要求，知道怎么学和怎么考，更有目的有计划地学习教材；可使社会助学单位知道应该如何组织教学，根据应考者的实际情况进行辅导，使之达到既定的要求；可使命题单位正确把握试题的广度、深度和难易程度。

考核知识点是指考核知识范围的广度，明确考生最低限度应该掌握的知识内容。

考核要求是指需要应考者掌握知识的深度和应用知识的能力。本大纲中的考核要求按照“识记”、“领会”、“应用”三个应达到的能力层次来规定。三个能力层次是递进的等级关系，各个能力层次的含义如下：

识记：能认知有关的概念、原则、方法的含义，并能表述和判断其是与非。这是最低层次的要求。

领会：在识记的基础上，能全面把握有关的基本概念、基本原则、基本方法、并能表述其基本内容和基本道理，分析相关问题的区别和联系。这是较高层次的要求。

应用：在领会的基础上，能运用基本概念、基本原则、基本方法等去分析有关的理论问题，处理某些实际问题，进行分析。这是最高层次的要求。

本课程的应考者通过对教材的系统学习，最终掌握教材所规定的基本业务知识（基本概念、基本规律、基本程序及基本方法）和相关的英语知识和用语。通过结合其它专业课程的学习，可在从事国际贸易工作中，熟知各个环节的概念，运行规律，操作程序，做到在国际事务和商务中能够运用所学的基本理论胜任自己的工作并能充分把握各种各样的商机。

3、命题原则

（1）本课程考试的命题，应根据本大纲所规定的考试内容提要和考试目标，确定考试范围和考核标准，不要扩大或缩小考试范围，也不要提高或降低考核标准。考试内容要覆盖到各个章节，并适当突出课程的重点内容，难易程度要适中。            

（2）试题要合理安排题目的考察能力层次结构。每份考卷中各种能力层次题目所占的分数比例一般为：识记占20%，领会占30%，应用占50%。                            

（3）试题要合理安排难度结构。试题难易程度可分为易、较易、较难、难四个等级。每份试卷中，不同难易程度试题的分数比例一般为：易占20%；较易占40%；较难30%；难占10%。

试题难度和能力层次不是一个概念，在各能力层次中都会有不同难度的试题，切勿将二者混淆。在每一个能力层次的题目中，都会有难易程度不同的试题。 

（4）本课程试卷采用的题型一般有：单项选择题、名词解释题、业务计算题、简答题、论述题、案例分析。（其它课程样本）
4、学习要求

在每章的“学习目的和要求”中，对不同的问题的学习要求，选用几种不同含义的词汇加以表述，以体现学习应达到的深浅程度。

对基本概念和基本原理问题，分别采用“了解”、“理解”和“深刻理解”等词汇来表述。

了解：是指要求应考者对本课程的基本知识和相关知识应有所知晓。

理解：是指要求应考者对课程的基本概念和基本原则，要在了解的基础上，知道“是什么”并从道理上懂得“为什么”。

深刻理解：是指要求应考者对本课程的重要概念和重要原理，要在一般理解的基础上，能融会贯通地分析其基本特征和全部内涵，论述其他概念、原理的相关性。

对基本方法和基本技能问题，分别采用“初步掌握”、“掌握”和“熟练掌握”等词汇来表述。

初步掌握：是指要求应考者对某些方法和技能，要一般地了解其基本做法，能够对照教材进行操练，以便在后续课程如学习，在工作实践中熟练运用。

掌握：是指要求应考者对基本方法和基本技能，不仅要知道“是什么”，“为什么”，而且要学会“怎么做”、“在什么情况下如何处理”，要能够独立操作。

熟练掌握：是指要求应考者要能综合运用所学的基本方法和基本技能，根据所给定的特殊条件，灵活自如地处理专业问题。

上述要求很难截然区分，这里只是做一概要的界定。
5、自学教材

（1）指定教材

《工商导论》陈准民主编；高等教育出版社　2002年8月1版

（2）专业自学参考书

《商务导论》罗伯特 里斯陶；人民邮电出版社　2002年出版

《国际商务》杰姆斯 巴隆；人民邮电出版社  2002年出版
6、自学方法

根据本课程的目的要求，应考者在学习中应该着重掌握以下几个环节：

（1）认真阅读教材。阅读教材是基本的教学环节。只有把教材仔细消化了，其他学习环节才能搞好。如果不把教材真正弄懂弄通，就忙于阅读其他教学资料或做复习题，必然事倍功半。阅读教材前，应先看自学大钢中的学习目的和要求及内容提要，理解每一章节的要点，然后系统地读书。读书时，首先要掌握每一章的梗概，弄清每一章的重点内容；其次在全面理解每章内容的基础上，要把本章与以前各章内容联系起来加以思考。

（2）作好读书笔记。写读书笔记是巩固所学知识的一个重要方法，这对于自学尤为重要。阅读教材是理解课程内容的基础，但看了书并不一定就能弄懂弄通，更不一定就能学得扎实。要切实掌握课程内容，必须将读书与思考结合起来，手脑并用，通过笔记用自己的英语表述出来，变成自己的东西。

写笔记的方法可以多种多样，如写内容提要、名词解释、问题解答、学习心得等等。

（3）参阅有关资料。《工商导论》一书中包含大量的概念、基本术语及专业知识等内容。应考者如觉得书上解释不够详细，还可适当查阅一些参考书，如百科全书等。

（4）认真完成作业。《工商导论》每章都设有大量复习题，应考者应在认真读书的基础上做好这一练习，以便复习巩固所学知识。在完成作业过程中要注意三个问题：看清题意，按复习题中提出的要求进行；仔细做题，要认真细致地对待作业中的语言，努力做到用词恰当，语法正确；尽量用自己的语言来回答问题。书上的复习题是为应考者掌握各章的重点提供线索的，不是考试题。考试题中会有各种变化。

（5）注意联系实际。《工商导论》每章都有大量的基本理论和概念，为充分理解和掌握他们，应考者应注重理论联系实际，即把课本的理论运用到自己的实际中去。换言之，用课本学到的概念指导自己的模拟运营公司，充分检验自学的效果。

7、社会助学
社会助学是高等教育自学考试的必要条件，要切实抓好。社会助学单位和辅导教师应注意如下几项要求：

（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考试内容和考核目标，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）要正确处理专业知识和实际运用英语能力的关系。要自学者一方面要求了解和掌握商务英语方面的基础知识，另一方面则通过阅读、课堂讨论、小组演示、做作业、案例分析等方式，扩大词汇量，复习巩固综合英语课中所学到的知识和技能，进一步提高实际运用英语的能力。

（3）要正确处理一般和重点的关系。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，而且考试的内容要覆盖全部课程的。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，掌握全部考试内容和考核知识点，在此基础上再对重点问题深入研究。要指导自学者把全面理解和重点深入探讨结合起来，切忌孤立地只抓重点。

（4）要正确处理基础知识和应用能力的关系。社会助学单位和辅导教师既要重视基础理论知识，又要重视语言应用能力的培养；要在全面辅导的基础上，着重培养应考生分析问题和解决问题的能力，引导学员将简单应用综合应用联系起来，把学到的有关基础理论知识和技艺转化成应用的能力。

8、本课程重点训练内容及方法如下：

练习1：Cloze Test

这是一种阅读理解式填空练习，不仅强调对英语语言的掌握，更注重对每章节出现的商务基本概念的理解、运用和复习。自学者应在认真阅读基础之上，理解每一个填空词与句字的关系，逐一按句子意思填空。
练习2：Unscramble Sentences

这一练习可以培养自学者对语言的整体理解与把握，锻炼逻辑思维能力。自学者应认真领会句子含义，复习所学基本概念，用逻辑推理方法将句子按正确顺序排列好。

练习3：Analyze Cases

这是一项综合性练习，检验自学者的综合运用所学知识的能力。自学者可认真阅读案例，用所学概念指导案例的分析，最终得出正确结论，以回答提出的讨论问题。

练习4：Translate Cases

这不仅是对英语语言的一种综合练习，也是案例分析练习。自学者应具备一定的英语语言功底，按句子意思翻译，并进行案例分析，得出正确结论。

练习5：Run Business

本教材每章后都有模拟运营企业的练习，旨在运用已学知识进行实际操作，检验对于已学概念的掌握程度。自学者可充分利用并发挥已学的概念完善自己的企业。

三、课程内容和考核目标

第1章 企业的创建

一、学习的目的与要求
通过本章的学习，掌握市场经济中四种企业形式、概念、性质及其特点，了解各个企业形式在市场运行中的优势和劣势。

二、学习要点
1．  企业创建的四种形式

了解：1）、个体户的概念

2）、合伙人的概念

3）、股份有限公司的概念

4）、特许经营的概念

    2． 企业在市场运行的优势与劣势

深刻理解：1）、个体户的优劣势

   2）、合伙人的优劣势

3）、股份有限公司的优劣势

4）、特许经营的优劣势

三、考核目标
1．考核知识点

             1）、企业创建的四种形式

             2）、企业的优劣势

2． 考核要求

          识记：企业的四种形式、概念、性质和特点

          领会：四种企业形式的优势及其劣势

          应用：利用本人实际情况，创建企业，分析所建企业的优势以避其劣势
第2章  市场营销概述

一、学习目的与要求

通过本章学习，了解我国企业对市场营销的认识过程，掌握市场营销的基本职能，懂得市场营销的基本程序，认识市场细分的意义和方法。

二、学习要点

1． 市场营销的起源

了解：1）、我国市场的计划经济

2）、我国市场经济代替计划经济的原因

3）、市场经济的核心内容

2． 市场营销的职能

掌握：1）、市场调研

2）、产品开发

3）、产品销售

4）、产品运输

5）、产品储藏

6）、融资

7）、风险管理

3． 市场营销的基本程序

掌握：1）、生产

2）、定价

3）、促销

4）、销售渠道

4． 市场细分的意义和方法

深刻理解：1）、细分的意义

2）、细分的方法

3）、按地理位置划分

4）、按人口统计划分

5）、按消费心态划分

6）、按产品用途划分

三、考核目标

1．考核知识点

1）、市场营销的职能

2）、市场营销的基本程序

3）、市场细分的方法

2．考核要求

                市场营销的职能

          识记：市场营销的六个职能

市场营销的基本程序

          领会：1、生产程序

                2、定价程序

3、促销程序

                4、销售渠道

                市场营销细分的意义和方法

          识记：市场营销的方法

          领会：市场营销的意义

          应用：利用本人创建的企业，分析本人创建企业的职能、程序及其市场营销的细分是否合理。

第三章 产品与价格

一、学习目的与要求

通过本章的学习，了解产品的类型，认识产品的生命周期，掌握产品的定价原则。

二、学习要点

1． 产品的类型

了解：  1）、产品消费型

2）、产品生产型

3）、新产品开发型

2． 产品生命周期的各个阶段

掌握：    1）、产品投放市场期

             2）、产品在市场成长期

3）、产品在市场竞争期

4）、产品在市场下滑期

3． 产品的定价

深刻理解：1）、产品定价目标

2）、均衡点价格概念

3）、盈亏平衡点的概念和分析

4）、产品定价策略

三、考核目标

1．考核知识点

1）、产品的类型

2）、产品的生命周期

3）、产品的定价

2、考核要求

产品的类型

              识记：1、产品的消费型

                    2、产品的生产型

3、新产品的开发型

产品的生命周期

         领会：产品生命周期的四个阶段

产品的定价

         识记：1、均衡点价格的概念

2、 盈亏平衡点的概念

              领会：1、盈亏平衡点的分析

                    2、产品定价目标

                    3、产品定价策略

              应用：利用本企业的产品，分析其类型，确定市场定价目标和策略，预测其产品的各个生命周期。

第四章  分销渠道

1、 学习目的与要求

通过本章的学习，理解分销渠道的概念，了解分销渠道的基本类型，懂得中间商的作用，掌握运输的方式。

2、 学习要点

1． 分销渠道的概念

2． 分销渠道的基本类型
  理解： 1）、批发商

         2）、零售商

         3）、代理商

         4）、经纪人

3． 中间商的作用

  理解： 1）、时间上的方便

         2）、地点上的方便

         3）、获得拥有权上的方便

         4）、信息上的方便

4． 运输方式

  掌握： 1）、铁路运输

         2）、公路运输

         3）、管道运输

         4）、水陆运输

         5）、航空运输

3、 考核目标

5． 考核知识点

1）、分销渠道的概念

      2）、分销渠道的类型

      3）、中间商的作用

      4）、运输方式

2．  考核要求

  识记：分销渠道的概念

  领会：分销渠道的类型，中间商的作用，运输方式

  应用：根据本企业的产品特点，测算分销渠道的成本，确定分销的类型及运输方式。
第五章  促销
一、学习目的和要求
通过本章的学习，理解促销的本质，掌握促销策略和组合技巧。
二、学习要点

了解：    1．   促销的概念与作用

掌握：    2．   促销的策略

深刻理解：3、促销的组合技巧

1）、广告宣传手段

报纸、电视、广播、邮寄、杂志、网络、户外

2）、人员推销模式

    物色、确认、接触、演示、处理、成交、售后服务

3） 营业推广方式

售点广告、特殊广告、有奖销售、摸奖、优惠券、

奖励券、行业优惠券、行业展销、赞助

4） 公共关系处理

三、考核目标
1． 考核知识点

1）、促销的概念及作用

2）、促销的策略

3） 促销的组合技巧

2． 考核要求

识记：促销的概念与作用

领会：广告宣传、人员推销、营业推广和公共关系的内容

应用：利用本人企业的产品特点，确定促销策略，选择最佳促销组合方案。

第六章  货币与银行业务
一、学习目的和要求
通过本章的学习，理解货币的概念、特性、职能和种类；掌握融资体系的组成，了解银行服务业务的内容。

二、学习要点

了解：

1． 货币的概念

2． 货币的特性

  1）、货币的可携带性

  2）、货币的可分割性

  3）、货币的稳定性

  4）、货币的耐用性

  5）、货币的合法性

3．  货币的职能

  1）、交换媒介

  2）、价值存储

  3）、计算单位

4． 货币的种类

  1）、变现性货币

流通货币

活期存款

支票变现存款

2）、定期存款货币

3）、投资货币

掌握：

5．  融资体系的构成

  1）、商业银行

  2）、互助储蓄银行

  3）、信用社

  4）、其它融资机构

6．   银行服务业务

  1）、储蓄与贷款

  2）、货币兑换

  3）、信用证

  4）、银行承兑

  5）、汇票

  6）、住房抵押

  7）、信用卡和借记卡

  8）、理财咨询

三、考核目标
1．考核知识点

货币：
1）、货币的概念

     2）、货币的特性

     3）、货币的职能

     4）、货币的种类

融资机构：

      1）、商业银行

      2）、互助储蓄银行

      3）、信用社

银行服务业务的内容

2．考核要求

  识记：货币的概念，融资机构的构成，银行服务内容

  领会：货币的特性、职能、种类

  应用：根据本企业的实际情况，寻求企业的新的增长点，扩大投资成本，利用银行提供的各项服务，获得最佳的融资渠道，以解决扩大投资成本的资金来源。

第七章  融资

一、学习目的和要求

通过本章的学习了解企业进行短期融资方法和企业进行长期融资的主要方法；理解债务融资与权益融资比较以及最佳资本结构；掌握债券和股票的特点。

二、学习要点

1． 短期融资

1）、行业信用

赊账账户

本票

汇票

2）、贷款和信用额度 

3）、短期融资券

4）、贴现

        2．长期融资

1）、留用收益

2）、折旧

3）、长期贷款

4）、债券

5）、股票

3．债务 与权益融资

4．债券的特点

1）、面值

2）、到期日

3）、可赎回性

4）、债券利息

5． 股票的特点

1）、优先股

2）、普通股（票）
  三、考核目标

1．考核知识点

1）、短期融资

2）、长期融资

3）、债券的特点

4）、股票的特点

2．考核要求

识记：短期融资和长期融资的方法，股票的特点，债券的特点

领会：债务融资与权益融资的优缺点，资本结构

应用：根据企业实际情况，选择适当的融资方法，实现最佳资本结构。
第八章  核算

一、学习目的和要求

通过本章学习，了解管理人员、投资者如何运用结算的数据和信息；学会如何解读企业的财务报表；懂得如何评价企业的财务状况。

二、学习要点

1． 资产负债表

1）、资产    

流动资产

固定资产

            无形资产

2）、负债  

流动负债

            长期负债

3）、所有者权益

4）、基本会计原理：

资产 =负债 + 所有者权益

5）、流动性比率

6）、财务杠杆比率

2． 收益表 

1）．收入

      销售总额

销售净额

2）．费用

3）．利润

4）．效率比率

5）．盈利性比率

三、考核目标

1． 考核知识点

1）、资产负债表

2）、收益表

2． 考核要求

识记：资产，负债，所有者权益，基本会计原理，收益表

领会：比率分析 

应用：能够解读企业的资产负债表和收益表，并能根据表中的数据评价企业财务状况。

第九章  证券市场

一、学习目标和要求

通过本章的学习，掌握证券市场中的初级市场和二级市场的内容，学会根据证券投资者的投资动机进行划分。

二、学习要点

1． 初级市场

2． 二级市场

3． 股票交易

4． 买空与卖空

5． 债券市场

6． 证券购买者

三、考核目标

1． 考核知识点：

1）、初级市场和二级市场

2）、股票交易

3）债券市场
2． 考核要求

识记：初级市场，二级市场，买空与卖空

领会：股票交易，证券购买者

应用：根据自己的实际情况及动机，采取有效的证券投资方式。

第十章  风险管理与保险

一、 学习目标和要求

通过本章的学习，学会划分风险类别及企业处理风险的方法；掌握保险的六个基本原则；懂得企业投保的几种主要险种。

二、学习要点

1．管理企业风险的方法

2．保险及其原理

1）、可保利益

2）、最大诚信

3）、补偿

4）、全部补偿不得超过应得补偿

5）、代位

6）、近因

3．可保风险

4．企业保险

1）、财产保险

火灾保险

海险及航空保险

业务中断保险

2）、责任保险

（1） 一般性责任保险

（2） 工伤赔偿保险

（3） 汽车保险

（4）、健康保险

（5）、人寿保险

简单寿险

完全寿险

定期寿险

增值寿险

            （6）、企业寿险计划

（1） 集团寿险

（2） 关键人物险

（3） 信用寿险

（4） 退休及养老金计划

5．忠实险和履行义务险

三、考核目标

1． 考核知识点

1）、保险及其原理

2）、企业保险险种
2． 考核要求

识记：保险的基本原则，企业保险的险种

领会：企业风险类别、处理方法

应用：划分企业的风险类别，并采取相应的处理奉贤的方法。
第十一章  商法

一、 学习目标和要求

通过本章的学习，了解根据法的起源划分法的类别，理解合同法应具备的基本要素；认识侵权及其集中的类型；掌握财产分类的方法。

二、学习要点

1．分类

1）、普通法

2）、成文法

3）、行政法规

2．合同法

1）、合法目的

2）、合同各方具备能力
3）、自愿缔结

4） 对价

5）、有效形式

3．侵权法

1）过失侵权

2）故意侵权

3）产品责任侵权

4．财产法

1）、分类

有形不动产

有形私人财产（动产）

无形私人财产

                        2）、财产所有权

3）、知识产权

（1） 商标

（2） 版权

（3） 专利

4）、担保

5） 票据

票据所有权

背书

（1） 普通背书

（2） 限制性背书

（3） 特种背书

（4） 限定性背书

5． 代理法

6． 破产法
三、考核目标

1． 考核知识点

1）、法的分类

2）、合同法的基本要素

3）、财产分类方法

4）、背书

      2．考核要求

识记：合同法的基本要素，财产分类，背书几种形式
领会：法的分类
应用：能够预测企业由于他人的非法行为遭受的损失，并用相应的企业法来维护自身利益。
第十二章  国际贸易

一、学习目标和要求

通过本章的学习，了解企业从事国际贸易的动机；掌握汇率波动对企业的影响；理解贸易壁垒的几种主要方式；懂得国际贸易的主要形式。

二、学习要点

1．国际贸易的形成

1）、绝对优势

2）、相对优势

2．国际贸易形式

1）、代理

2）、特许

3）、分公司

4）、直接投资

5）、跨国贸易

3．国际贸易相关事宜

1）、社会文化差异

2）、外汇

3）、贸易壁垒

4）、关税

（1）财政关税

（2）保护关税

（3）进口附加税 

5）、非关税壁垒

（1）配额

（2）自愿出口配额

（3）进口许可证

（4）外汇控制

（5）国家垄断

（6）政府采购

（7）最低价格

（8）预存款

（9）技术标准

（10）健康卫生法规

（11）包装及标签法规

（12）禁运

三、考核目标

1．考核知识点

1）、国际贸易形式

2）、贸易壁垒

3）、汇率波动

2．考核要求

识记：国际贸易形式，贸易壁垒，关税
领会：绝对优势与相对优势，非关税壁垒
应用：分析企业从事国际贸易的动机，选择有利的国际贸易形式，并利用汇率波动的有利影响几避免汇率波动的不利影响。
第十三章  企业管理
一、学习目的与要求

通过本章的学习掌握管理的四大职能，组织结构的设计，了解几种常见的组织形式。

二、 学习要点

1．管理的职能

计划、组织、领导、控制

2．管理层次与技能

管理者的分类以及不同层次管理者的技能要求

3．管理人员的选拔

4．组织结构

5．常见的几种组织形式

直线制、职能制、直线职能制、矩阵制、事业部制

6．非正式组织

三、考核目标

1、考核知识点：

    管理的职能

    不同管理层次的相应技能

    管理者的选拔渠道

常见的组织形式

管理辐度的概念

管理辐度与管理层次的关系

2、考核要求：

    了解管理的四大职能

掌握几种常见的组织形式及其特点

    掌握管理者的来源

第十四章  人力资源管理
一、学习目的和要求

通过本章的学习了解人力资源管理的主要内容，如何作计划以及如何对员工进行培训。

二、学习要点

1．人力资源计划

工作说明与要求，预先计划

2．人员配备

  外部聘用，内部提升

3．员工培训

  迎新教育、在岗培训、离岗培训、业绩考评

4．降职与停止雇用

5．员工的酬劳

  工薪、激励措施、福利

三、考核目标

1、考核知识点

   工作说明与要求的内容

   人员配备具体的选拔渠道与方式

   外部聘用与内部提升各自的优缺点

   在岗法与离岗法的定义

   业绩考评的方法

   激励措施的内容

2、考核要求

   了解人力资源管理的内容

   了解不同方式下人员配备的优缺点

   掌握员工培训的途径与方法

第十五章    激励与领导

一、学习目的与要求

通过本章学习，了解不同的领导者的类型与风格，掌握关于激励员工和有效领导的相关理论知识。

二、学习要点

1．古典理论

2．霍索恩效应

3．马斯络的需要层次理论

4．赫茨伯格的双因素理论

5．麦格雷戈的x、y理论

6．激励员工的策略

7．领导

三、考核目标

    1、考核知识点

霍索恩效应

马斯络的需要层次理论

赫茨伯格的双因素理论

麦格雷戈的x、y理论

激励策略的具体形式

领导类型

2、考核要求

熟记本章的几个理论性知识，能够做到理论在管理中的实际应用
第十六章  信息管理

一、学习目的和要求

使学生了解电脑在商务方面的用途，掌握信息管理系统的相关知识以及不同管理领域对信息的需要。

二、学习要点：

1．信息与数据

2．电脑的使用

3. 电脑硬件 电脑软件 网络
4．应用程序

5．数据库管理  文字处理  电子报表  演示  计算机辅助设计

6．管理信息系统

三、考核目标

    1、考核知识点

信息与数据的区别

计算机的类型和各部件硬件设施

软件的分类

应用程序的内容

2、考核要求

考核电脑的商务用途

考核学生对管理信息系统相关知识的掌握

第十七章  环境与责任

一、学习目的和要求

通过对本章的学习了解企业的经济环境等社会责任，深入了解市场竞争。
二、学习要点：

1．生产要素

2．经济体制的类型

资本主义经济  社会主义经济  共产主义经济  混合型经济

3．经济目标

稳定  增长  完全就业

4．政府的作用

管理者  竞争者  促进者  保护者  福利提供者  政策制定者

5．市场与竞争

完全竞争  垄断性竞争  寡头垄断  垄断

6．利润的重要性

7．企业的责任

对环境的责任  对顾客的责任  对员工的责任  对投资者的责任

三、考核目标

    1、考核知识点：

生产要素

经济体制的几种类型

政府的作用

市场竞争内容

完全竞争的必然条件

利润的定义及其几点重要性

企业责任的内容

2、考核要求

熟练掌握生产要素

熟记经济体制类型、政府作用、企业责任

第十八章  商务领域的职业生涯

一、学习目的和要求

通过本章学习使学生对商业领域内的不同职业作以了解，如何把握求职机遇。

二、学习要点：

1．自我评价

天赋潜能与能力  兴趣  价值观  个性  工作经历

2．职业机会的选择

营销领域  金融领域  会计  保险业  国际贸易

3．成功的求职

正规教育  工作机会的资源  简历和求职信  面试

4．工作的接受与拒绝

三、考核目标

    1、 考核知识点

自评的具体内容

不同商务领域内的职业机会

求职要素

2、 考核要求

熟练掌握：自我评价要素

了解：各领域求职机会

正确熟练：写出个人简历及求职信
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Chapter One     Setting Up a Business
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　  Chapter Three    Products and Pricing

　  Chapter Four     Channels of Distribution

Chapter Five     Promotion
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Chapter Seven    Financing
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Chapter Eighteen   Careers in Business
Ⅳ. Test Sample 
Preface
In order to meet the socialist modernization to the need for training talents, our country established system of higher education examination for self-taught people at the beginning of the eighties of the 20th century. After nearly 20 years of development, the higher education examination for self-taught people has already become one of the basic systems of higher education of our country. The higher education examination for self-taught people is that an individual is taught oneself, a kind of new higher education form in which the society gives financial aid to students and combines with national test. It is a component of the high education system of our country. To implement the system of higher education examination for self-taught people is to implement the important measure that" encouraging teaching oneself to become a useful person" that the constitution stipulates, to improve Chinese nation's thought morals and need of scientific and cultural qualities. It is a kind of way to bring up and promote talent too. People who take an examination and meet the graduation requirements through the morality appraisal and fixed test course, can get the diploma which the country acknowledges the academic credentials and can enjoy with graduates' equal relevant treatment of the university and college according to the regulation.
Since initial stage of the eighties, the higher education examination for self-taught people committee was established successively in every province, autonomous region and municipality directly under the Central Government and launched higher education and teach oneself the work about test, and has trained bringing up large quantities of specialized personnel for the country. In order to make the standard for the higher education examination for self-taught people scientifically and rationally to improve the quality of education, National Higher Education Examination for Self-taught People Supervisory Committee (hereafter referred to as the National Test Committee) has organized the experts of various fields to adjust the specialty establishment of the higher education examination for self-taught people unified the standard, and made dozens of professional test plans successively. In addition, for the need of bringing up and selecting talent, every professional committee has written the corresponding specialized course self-taught examination outline and further stipulated the course study and the content and range of the test according to the requirements of professional test plans to help the society to give financial aid to students, to clarify its requirements, and to standardize and specify its criterion.
According to “The Interim Regulations of Higher Education Examination for Self-taught People” which the State Council has issued and the syllabus about the course of university and college, which Ministry of Education has drafted, and by combining the characteristic of self-taught examination, Heilongjiang University Test Committee has organized to set up “Fundamentals of Business”. 
“Fundamentals of Business” is the basis of writing text books and reference books for this course as well as the basis of self-teaching, society financial-aid study and national tests (course proposition), which those who take the examination and the teachers are supposed to carry through conscientiously.
Compiler’s Declaratives
Entrance of WTO means that China will communicate and cooperate further with the other countries development of Chinese economy still faces the situation of lacking talented persons in many fields; therefore, training of international talents is the key is our new international competition.
According to requirement of these talents and relying on experience of practical English teaching and many excellent teachers, foreign language teaching department of HeilongJiang university started the major of commercial English. (independent undergraduate course). Firstly do something for lack of international commercial talents of our country. Moreover, provide a chance of pursuing advanced studies for persons who have aspiration on this. So we set up elaborately curriculums and chose excellent teachers and teaching material to meet students. 

According to curriculum requirement of “Fundamentals of Business”, we compiled its examination essentials. It was completed on the basis of requirement of examination plan of teach-yourself exam committee. It emphatically tests their know-well of the asic theories of Business English and the proficiencies of learning and skills of English language. Test Syllabus is intended for examinees’ memorization of these aspects of Business English: the economic and trade theories, the operation laws of market economy, the management control of modern companies, the basic concepts and procedures of international trade and relevant laws and moral principles’ their cultural common senses and the English expression of the concerned business. 
Our exam essentials provided the range of study and exam, made exam to standardization and specification.
Its aim is to make students think clearly, project emphasis and be clear at a glance. Making students know what should be mastered and what should be grasped and helping students develop their latent energy to achieve study goal and pass the exam, and apply it in practical work.
Ⅰ. Properties and Objectives of the Program
1. Property of the course
Fundamentals of Business is the fundamental course required in examination of Independent Undergraduate Stage of Commercial English Major of Advanced Self-study Examination. 
As the core of the subject, Fundamentals of Business integrates the training of language skills with the knowledge of Business English, giving the examinees a general impression about the market economy and the operation of modern companies and familiarizing them with the English words and terms about company environment, management control, banking, finance, law and insurance. After the learning of the course, candidates for the examination should reach the requirement of Common High College Commercial English Major in fundamental stage.
2. Objective of course teaching
The establishment of this course is intended to make the students have a deep insight into marketing ideas and management patterns of modern business by means of grasping basic trade knowledge in English and relevant English terms, fully preparing them for more detailed study concerning other subjects.
3. Teaching requirement of this course
Fundamentals of Business is a basic special course. Its learners are required to skillfully use the basic knowledge while systematically learning the fundamental Business English, not only laying a foundation for further detailed study, but also accumulating quite complete and systematical professional knowledge for future career of international trade. 
4. Relationship With other courses

As a basic major and one of the compulsory courses of business English at the independent undergraduate stage of the Higher Education Examination for the self-taught, Fundamentals of Business includes all the fundamental knowledge about business English, and outlines relevant basic theories. With its help, the self-taught will have adequate ideas and correct grasp of other essential majors. It is the foundation of, as well as the necessary ties between, other essential courses. 
5. Class Hour Arrangement
Fundamentals of Business is the core course, which holds five credits; the teaching process proceeds eighteen weeks, which consists of four class periods per week.
II.  Relevant Specifications and Implementing Requirements
1. Relationship between Examination outline and the textbook

Under the doctrine of scientific, directive, feasible, and inspect, all the specifications of the examination outline constitute the base of compiling teaching materials of the core course, the base of personal self-study, national examination assignment, assist in society, and checking learning quality. The general requirement and level of teaching material, selecting material, exercise designing, and other aspects are consistent with stipulation in examination outline such as nature of course, task, content, assessment objective, and so on.
2. Objective of Assessment
For the purpose of meeting the demand of standardization and normality of self-study examination on this course, on the base of setting the main content of self-study examination respecting respective chapters, the specification of examination outline also concerns about objective of assessment, which includes essentials and requirements of examination. Therefore, the clear-cut of objective of examination makes candidates for examinations get a further understanding of examination content and requirement, how to learn and how to take examinations, resulting in learning purposely. Simultaneously, the outline enables social assist units to be aware of how to organize instruction, how to give guidance to candidates for exams in light of their actual situations, reaching the fixed target consequently; enables assigning examination units to seize scope, depth, and degree of difficulty of examination.
The content of assessment refers to scope of examination knowledge, specifying the minimum degree of learning.
The requirement of assessment refers to ability of exam candidates to learn and to practice. This exam outline formulates according to three-capability rank "recognition", "comprehension", and "application". Three-capability rank goes forward one by one, the respective definition as followings:

Recognition: Being able to recognize the meaning of related conceptions, principles, and methods, convey and decide wrong or right of it. This is the minimum level of requirement.
Comprehension: Based on recognition, being able to master essential conceptions, principles, and methods comprehensively, indicate its basic content and tenet, and analyze the differences and connection of related problems. Here comes to higher rank of requirement.
Application: After the stage of comprehension, being capable of applying essential conceptions, principles, and methods to relevant theoretical problems, solving and analyzing some concrete cases. So presents the highest requirement here.
After systematical study, examinees of Fundamentals of Business are supposed to eventually grasp the basic business knowledge, such as the basic concepts, laws, procedures and methods, and relevant knowledge of English language and terms. Combining the study of other subjects, they will be able to know well the concepts, operation regulations and procedures of each link and competent to be engaged in international trades, and consequently apply the basic theories they have learnt and seize various business opportunities. 
3. Principles of Testing questions
(1) Testing questions should be based upon the synopsis and the objectives directed by this course syllabus, within the coverage of examination and up to the standard, neither widen nor narrow the coverage, neither enhance nor debase the examination standard. The examination questions should cover each chapter, and give prominence to the important part of this course, but maintain moderate difficulties and easiness.
(2) Testing questions should also arrange reasonable parts to check students' memorizing，understanding, and applying abilities separately with each percentage of 20%, 30% and 50%.
(3) The arrangement of difficult and easy questions should be reasonable. In a test paper, the percentages of different questions which are divided into 4 levels, according to their difficulties and easiness, are easy questions covering 20%, comparative easy covering 40%, comparative difficult covering 30% and difficult covering 10%.
Difficult questions and the questions designed to check students' different abilities are not the same. Don't confuse these two different types of questions for in the latter one we may also arrange easy questions, comparative easy questions, comparative difficult questions and difficult questions for students.

Types of testing questions usually include: multiple choice, filling blanks, terms, business calculating, answering questions, discussion etc. 
4. Learning requirements

In the “Learning objective and requirements” of each chapter, as for the learning requirements of different problems we choose the vocabularies of different meanings to describe, in order to reflect the profundity of learning required by the course.

Such terms as “knowing”, “understanding” and “profound understanding” etc, are used to state the requirements of the learning of basic concepts and theoretical problems.

Knowing: Refers to the person who takes this examination should know something about the basic and relative knowledge of this subject.

Understanding: Refers to the person who takes this examination, based on “knowing”, and should know “what are the contents of the basic concept and principles?” and “why?”
Profound understanding: Refers to the person who takes this examination, based on “understanding” should have the capability of analyzing the basic features and all the connotations of the important concepts and principles through a comprehensive study of   this subject, and have the capability of illustrating other relative concepts and principles.

As to the basic methods and skills, we should respectively describe them with “to initially grasp”, “ to grasp” and “to proficiently grasp”.
To grasp initially:  is to require that the candidates should elementally understand some methods and skills. And they should be able to practice them according to the textbook in order to make them utilize the skills freely when studying and working. 

To grasp:  is to require that the candidates should know what the methods and skills are, why they themselves should use the methods and skills like this, how to use them and cope with some cases with them. And they can do it individually.
To grasp proficiently: is to require that the candidates should master the methods and skills proficiently and they should be able to deal with the professional problems nimbly in some special cases.
Of course, the above ones are difficult to distinguish and we only make a brief distinction among them.
5. Self-taught textbooks

(1). Appointed textbooks: 

Fundamentals of Business by Chen Zhunmin 2002 Higher Education Press

(2). Specialized self-taught reference books:
Intro to Business by Robert A. Ristau 2002 Posts & Telecommunications Press

Business Management by James L. Burrow 2002 Posts & Telecommunications Press
6. The method of self-learning 

On the basis of the requirement and the aim of the course, examinee should master following segments:
(1) Read the textbooks seriously. Reading the textbooks is the basic part of learning. One cannot learn very well without digesting text carefully. If one is eager to read other teaching recourses and do practices without really understanding the text, he cannot get the expectant result. Before reading the text, read the aim of learning, requirement, and the abstract firstly in order to understand the main points of each chapter, and then read the book systematically. When reading, first of all, grasp the outline of each chapter, gain clear idea of each chapter; secondly, on the basis of completely understanding the content of each chapter, ponder over this chapter with the chapters ahead.
(2) Take note of reading carefully. Taking note of reading is an important method of consolidating the learned knowledge especially for self-learning. Reading is the base of understanding the content, but reading does not amount to fully understanding, other than mastering firmly. If you want to grasp practically, you must integrate reading with thinking, to make it part of yourself through taking note with your own English. There are many kinds of methods of taking notes, such as taking abstracts, explaining words, solving problems, writing understanding of learning, etc.
(3)   Refer to the relevant references. “Fundamentals of Business” contains plenty of concepts, basic terms, and professional knowledge, etc. Once the examinee thinks the explanations in book are insufficient, he should look up some references, for example, encyclopedia.

(4) Finish assignments carefully. “Fundamentals of Business” assigns review questions for each chapter. Examinee should do the questions carefully on the basis of carefully reading in order to review and consolidate the learned knowledge. In the process of doing the homework, examinee should pay attention to these 3 points: make the idea of the review questions clear and answer them according to its requirements; do the practices carefully, deal with the language points using the proper words, right grammar; use your own words as much as possible to answer the question. The review questions are the guide of the main points of each chapter for examinee, but not the final exam questions In the final exam, those points will be showed in other forms.
7. Social aids

As one of the necessary conditions in the advanced education self-study examination, society aids should be concerned and emphasized. The following are the requirements for the unites and teachers related to the society aids.

(1) To hold a correct direction, based on the exam and requirements. The unites and teachers related to society aids. Should conscientiously research the stipulated textbook, then made sure the features., contents and requirements of each course..  Instead of exam-orientated only, the teachers should help the students study the course thoroughly and systematically, also give them some useful methods to improve their abilities of learning.

(2) To deal with the relationships between professional knowledge and English language the students are required to know and master some fundamentals in course such as international trade , international finance , marketing , business communication , and etc. for another thing ,they are required to enlarge their vocabulary and improve abilities of English learning by listening in class reading by themselves or discussing and doing homework. 
(3) We should deal with the relationship between general and emphasis properly. The course has general contents and emphasis ones, but they are closely related. If we can’t possess the whole, it is impossible for us to go deep into the emphasis. However, the checking contents are covered with the whole course. Therefore, the society-aid organizations and academic advisors should guide the self-taught students to study the teaching material comprehensively and systematically, so that they can grasp the whole checking contents and points. On the basis of this, go deep into the focal points. The self-taught students should relate the comprehensive understanding to the deeper discussion, and isolation is unacceptable.

(4) We should deal with the relationship between basic knowledge and practical skills properly. The society-aid organizations and academic advisors should pay attention to not only the basic theoretic knowledge, but also the practical skills in language; should focus on training the abilities of the examinees in analyzing and solving problems; should guide the learner to relate the simple practice to the comprehensive one, as well as to transform the basic theoretic knowledge and skills to the applied abilities.

8. Exercises and the Methods:
Exercise 1: Cloze Test
A filling-blank exercise for comprehensive reading, it emphasizes the English language ability, as well as the understanding, application and review of the basic business concepts in each chapter. The self-taught are supposed to, on basis of carefully reading, comprehend the relation between the filling word and the context and fill it according to the meaning of the sentence. 
Exercise 2: Unscramble Sentences 
This Exercise can help the self-taught to develop their overall comprehension and application of English language and logical thinking ability. The self-taught should carefully understand the meaning of given sentences and, after recalling the basic concepts they have learnt, rearrange them logically. 
Exercise 3: Analyze Cases
A comprehensive exercise, it tests the integrated application of the knowledge of the self-taught. After carefully reading, the self-taught try to analyze the cases and finally made right conclusions to answer the questions for discussion.  
Exercise 4: Translate Cases
It is a comprehensive exercise, not only for English language, but also for case analysis. The self-taught should, on basis of certain language abilities of English, do the translation according to the meaning of the sentences, analyze the cases, and make right conclusions. 
Exercise 5: Run Business
After each chapter, there are some analog exercises for business operation in order to help the self-taught in practical operation with their knowledge and testing the extent of their know-well of the concepts. The self-taught can make full use of the concepts they have learnt to perfect their companies. 
Ⅲ. Course Syllabus and Assessment Objectives

1. Objectives and Requirements

2. Syllabus

Knowing:

Understanding:
Profound understanding:

To grasp initially:
To grasp:
To grasp proficiently: 
3. Assessment Objectives

Recognition:
Comprehension:
Application:
Ⅳ. Test Sample 

Chapter One   Setting Up a Business

I.  Learning goals and requirements:

In this chapter, students should grasp four major forms of business in a market economy, their definitions and their characteristics; understand advantages and disadvantages of four major forms of business.

II. Gist

1. Four major forms of business:

Identify:  1). Sole proprietorship

2). Partnership

3). Corporation

4). Franchising

2. Advantages and disadvantages of businesses:

Understand: 1). Advantages and disadvantages of sole proprietorship

          2). Advantages and disadvantages of partnership

          3). Advantages and disadvantages of corporation

          4). Advantages and disadvantages of franchising

III. Assessment

1. Key points:

1). The four major forms of business

2). Advantages and disadvantages of business

2. Requirements:

Learn by heart: four major forms of business, their definitions and their characteristics.

Comprehend: advantages and disadvantages of the four major forms of business

Apply: assess one’s own practical situation and set up the proper form of a business, analyze the advantages of the business to avoid the disadvantages.

Chapter Two   Marking: an Overview

I. Learning goals and requirements:

In this chapter, students should learn to know Chinese entrepreneurs’ initial awareness of marketing, understand fundamental functions of marketing, describe marketing mix and market segmentation.

II. Gist:

1. The origin of marketing:

Understand: 1). Chinese business in plan economy

          2). Causes for Chinese business in market economy instead of plan economy 

          3). Essence of marketing

2.  Functions of marketing:

Grasp: 1). Marketing research

2). Acquiring

3). Selling

4). Transportation

5). Storage

6). Finance and credit

7). Risk taking

3.  Marketing mix:

Grasp: 1). Product

2). Price

3). Promotion

4). Channels of distribution

4. Market segmentation:

Comprehend: 1). Significance of market segmentation

           2). Variables for target market

a. geographic variables

b. demographic variables

c. psychographic variables

d. product-use variables

III. Assessment:

1. Key points:

1). Functions of marketing

2). Marketing mix

3). Market segmentation

2. Requirements:

1). Functions of marketing

Memorize: six functions of marketing

2). Marketing mix

Comprehend:  a. Product

b. Price

c. Promotion

d. Channels of distribution

3). Market segmentation:

Learn by heart: variables for target market

Comprehend: significance of market segmentation

Apply: verify functions, marketing mix and market segmentation of one’s own business to test their rationality.

Chapter Three   Product and Pricing

I. Learning goals and requirements: 

In this chapter, students should learn to describe types of products, be aware of product life cycle and understand pricing.

II. Gist:

   1. Types of products

Identify: 1). Consumer Products

        2). Industrial Products

        3). Development of New Products

   2. Stages of product life cycle

Grasp: 1). Introduction

      2). Growth

      3). Maturity

      4). Decline

3. Pricing

Comprehend: 1). Pricing objectives

2). Equilibrium price

3). Break-even analysis

4). Pricing strategies

III. Assessment

4. Key points:

1). Types of products

2). Products of life cycle

3). Pricing

5. Requirements:

Types of products:

Learn by heart: 1). Consumer products

             2). Industrial products

             3). Development of new products

Product life cycle:

Comprehend: four stages of product life cycle

Pricing:

Learn by heart: 1). Concept of equilibrium price

             2). Concept of break-even point

Comprehend: 1). Break-even analysis

2). Pricing objectives

3). Pricing strategies

        Apply: make use of one’s own business’ products to set objectives and strategies of pricing and foresee their particular stage of life cycle.  

Chapter Four   Channels of Distribution

I.  Learning goals and requirements:

In this chapter, students should learn to define channels of distribution, identify channels of distribution, and describe the cost and value of middlemen and master modes of transportation.

II.  Gist:

   1. Concept of channels of distribution

   2. Common channels of distribution:

Identify: 1). Wholesalers

        2). Retailers

        3). Agents 

        4). Brokers

   3. Cost and value of middlemen:

Understand: 1). Time utility

          2). Place utility

          3). Ownership utility

          4). Information utility

          5). Form utility

   4. Modes of transportation:

Grasp: 1). Rail

      2). Truck

      3). Pipeline

      4). Water

      5). Air

III.  Assessment:

   1. Key points:

1). Concept of channels of distribution

2). Common channels of distribution

3). Cost and value of middlemen

4). Modes of transportation

   2. Requirements:

Learn by heart: concept of channels of distribution

Comprehend: common channels of distribution, cost and value of middlemen and modes of transportation

Apply: make assessments of one’s own products and calculate cost of distribution to decide the modes of transportation.

Chapter Five   Promotion

I.  Learning goals and requirements:

In this chapter, students should learn to understand concept of promotion and grasp promotion mix.

II.  Gist:

Identify: Concept of promotion

Grasp: Strategies for promotion

Understand: Promotion mix

           1). Advertising mix

a. Newspaper

b. Television

c. Radio

d. Direct mail

e. Magazines

f. Internet 

g. Outdoor 

2). Personal selling

a. To prospect

b. To qualify

c. To approach

d. To make presentation

e. To handle objections

f. To conclude a deal

g. To follow up

3). Sales promotion

a. Point-of sale displays

b. Specialty

c. Contests

d. Sweepstakes

e. Coupons

f. Premiums

g. Trade stamps

h. Trade shows

i. Sponsorship

4). Public relations and publicity

III. Assessment:

 1. Key points: 

1). Concept of promotion

2). Strategies for promotion

3). Promotion mix

    2. Requirements:

Learn by heart: concept of promotion.

Comprehend: modes of advertising, personal selling, sales promotion and ways of handling public relations and publicity.   

      Apply: make use of one’s own business’ products to set strategies for promotion and select the best promotion mix.

Chapter Six    Money and Banking

I.  Learning goals and requirements:

In this chapter, students should learn to identify concept for money, properties of money, functions of money and types of money; understand financial system, describe savings and loan associations.

II. Gist:

   Identify: 1. Concept of money

          2. Properties of money

1). Portability

2). Divisibility

3). Stability

4). Durability

5). Acceptability

   3. Functions of money

          1). Medium of exchange

          2). Store of value

          3). Unit of account

4.Types of Money

      1). Liquid

a. Currency

b. Demand deposits

c. Checkable deposits

                  2). Time deposits

                  3). Money-market funds

Grasp:   5. Financial system

               1). Commercial banks

               2). Mutual savings banks

               3). Credit unions

               4). Other financial institutions

         6. Banking services:

                1). Taking in savings and making loans

                2). Providing currency exchange

                3). Making letters of credit

                4). Providing banker’s acceptance

                5). Drafting

                6). Supplying home mortgage

                7). Issuing credit card and debit card

                8). Financial counseling

III. Assessment:

    1. Key points:

Money: 1). Concept for money

       2). Property of money

       3). Functions of money

       4). Types of money

 Financial system: 1). Commercial banks

               2). Savings and loan associations

               3). Credit union

Banking services

    2. Requirements:

Learn by heart: concept of money, financial system and banking services

Comprehend: properties, functions and types of money 

Apply: assess one’s business situation to look for new profit-making items; make use of banking services to obtain funds which can be used in the business’ new investment.

Chapter Seven    Financing
Ⅰ.Learning Objectives & Requirements:

After you have completed this chapter, you will be able to do the following:

1. Identify the major sources of short-term financing.

2. List and describe the principal types of long-term financing.

3. Describe how firms determine their composition of financing.

4. Describe the features of bonds.

5. Describe the features of stock.

Ⅱ. Gist:

 1. Short-term Financing

(1) Trade Credit

1) Open account

2) Promissory note

3) Trade draft

(2) Loans and Lines of Credit from Banks

(3) Commercial Paper

(4) Factoring

2.  Long-term Sources of Funds

(1) Retained Earnings

(2) Depreciation

(3) Long-term Loans

(4) Bonds

(5) Stock

3. Debt or Equity Financing

4. Features of Bonds

(1) Face Value (Par Value)

(2) Maturity Date

(3) Call Feature

(4) Coupon Interest

5. Features of Stock

(1) Preferred Stock

(2) Common Stock

Ⅲ. Assessment:

1. Key Points:

(1) Short-term Financing
(2) Long-term Financing

(3) Features of Bonds

(4) Features of Stock

2.  Requirements:

Memorize: Methods for short-term financing and long-term financing, features of bonds, features of stock

Comprehend: Advantages and disadvantages of debt financing and equity financing, capital structure

Apply: Choose the proper mix of financing to achieve the optimal capital structure under the specific business conditions

Chapter Eight   Accounting
Ⅰ.Learning Objectives & Requirements:

After you have completed this chapter, you will be able to do the following:

1. Explain how managers, investors, and others use accounting information.

2. Explain briefly how analysts look at and interpret financial statements.

3. Explain how to evaluate a firm’s financial condition.

Ⅱ. Gist:

 1.  Balance Sheet

(1) Assets   

1) Fixed Assets

    2) Current Assets

    3) Intangible Assets

(2) Liabilities 

1) Current Liabilities

    2) Long-term Liabilities

(3) Owner’s Equity

(4) Basic Accounting Equation:

Assets = Liabilities + Owner’s Equity                       

(5) Measures of Liquidity

(6) Measures of Financial Leverage

2.  Income Statement

(1) Revenue 

1) Gross Sales

2) Net Sales

(2) Expenses

(3) Profit

(4) Measures of Efficiency    

(5) Measures of Profitability     

Ⅲ. Assessment:
1. Key Points:

(1) Balance Sheet

(2) Income Statement
2. Requirements:

Memorize: Assets, liabilities, equity, Basic Accounting Equation, and Income Statement

Comprehend: Ratio Analysis

Apply: Learn to explain and interpret balance sheet and income statement and assess the financial conditions of a business according to those figures and data

Chapter Nine  The Securities Market

Ⅰ.Learning Objectives & Requirements:

After you have completed this chapter, you will be able to do the following:

1. Describe the primary and secondary markets.

2. Identify the three types of people who buy securities according to their purposes.

Ⅱ. Gist:

1. Primary Markets

2. Secondary Markets

3. Buying and Selling Stocks

4. Bulls and Bears

4.  The bond Market 

5.  Who Buy Securities?

Ⅲ. Assessment:
1. Key Points:

(1) Primary and secondary markets

(2) Stock Trading

(3) The bond Market
2. Requirements:

Memorize: Primary Markets, Secondary Markets, Bulls and Bears

Comprehend: Stock Trading, Securities Buyers

Apply: Choose the effective methods of securities investment according to your purposes and conditions

Chapter Ten  Risk Management and Insurance

Ⅰ.Learning Objectives & Requirements:

After you have completed this chapter, you will be able to do the following:

1. Define the types of risk and describe the four main ways of handling risk.

2. Outline the six principles of insurance.

3. List the major forms of insurance for business to use.
Ⅱ. Gist:

1.  Approaches to Managing Business Risks

2.  Insurance and Its Principles

(1) Insurable Interest

(2) Utmost Good Faith

(3) Indemnity

(4) Contribution

(5) Subrogation

(6) Proximate Cause

3.  Insurable Risks

4.  Insurance for Business

(1) Property Insurance

1) Fire Insurance

2) Marine and Aviation Insurance

3) Business Interruption Insurance

(2) Liability Insurance

1) General Liability

2) Workers’ Compensation

3) Automobile Insurance

(3) Health Insurance

(4) Life Insurance

1) Term Life Insurance

2) Straight Life Insurance

3) Limited Payment Life Insurance

4) Endowment Life Insurance

(5) Life Insurance Plans for Businesses

1) Group Life Insurance

2) Key Person Insurance 

3) Credit Life Insurance

4) Retirement and Pension Plans

5.  Fidelity and Surety Bonds

(1) Fidelity Bond

(2) Surety Bond

Ⅲ. Assessment:

1. Key Points:

(1) Insurance and Its Principles

(2) Forms of insurance for business

2. Requirements:

Memorize: Insurance and Its Principles, Forms of insurance for business

Comprehend: Types of risk, ways of handling risk
Apply: Learn to classify the types of risk and choose the proper ways of handling risk
Chapter Eleven   Business Law

Ⅰ.Learning Objectives & Requirements:

After you have completed this chapter, you will be able to do the following:

1. Classify the laws according to their origin.

2. Describe the forms a contract may take and list the elements of a contract.

3. Define tort and identify the classifications of torts.

4. Classify the types of property.

Ⅱ. Gist:

1. Types of Law

(1) Common Law

(2) Statutory Law

(3) Regulatory Law

2. Contract Law

(1) Lawful Purpose

(2) Competency of Parties

(3) Voluntary Agreement

(4) Consideration

(6) Proper Form

3. Tort Law

(1) Negligence Tort

(2) Intentional Tort

(3) Product Liability Tort

4. Property Law

(1) Types of Property

1) Tangible Real Property

2) Tangible Personal Property

3) Intangible Personal Property

(2) Title to Property

(3) Intellectual Properties

(1) Trademark

(2) Copyright

(3) Patent

5. Warranty

6.  Negotiable Instruments

(1) Properties of Negotiable Instrument

(2) Endorsement

1) Blank Endorsement

2) Restrictive Endorsement

3) Special Endorsement

4) Qualified Endorsement

7.  Agency Law

8.  Business Bankruptcy

Ⅲ. Assessment:

1. Key Points:

(1) Types of Law

(2) Elements of Contract Law

(3) Types of Property

(4) Endorsement

2. Requirements:
Memorize: Elements of Contract Law, types of Property, types of endorsement

Comprehend: Types of Law

Apply: Forecast the losses incurred by businesses owning to others’ illegal conduct, and protect themselves by employing the proper business law

Chapter Twelve   International Business
Ⅰ.Learning Objectives & Requirements:

After you have completed this chapter, you will be able to do the following:

1. Explain why firms engage in international business.

2. Explain how exchange rate movements can affect a firm’s performance.

3. Discuss those common types of trade barriers.

4. Explain the different ways a purely domestic business can become an international operation.

Ⅱ. Gist:

1.  Why Trade with Other Countries?

(1) Absolute Advantage

(2) Comparative Advantage

2.  Other Ways to go Global

(1) Agents

(2) Licensing Arrangement

(3) Branch Offices

(4) Direct Investment

(5) Global Business

3.  Special Issues in International Business

(1) Social and Cultural differences

(2) Foreign Exchange

(3) Trade Barriers

(4) Tariffs

1) Revenue Tariffs

2) Protective Tariffs

3) Import Surtax 

(5) Non-Tariff Barriers

1) Quotas

2) Voluntary Export Quotas

3) Import License System

4) Foreign Exchange Control

5) State Monopoly

6) Government Procurement Policy

7) Minimum Price

8) Advanced Deposit

9) Technical Standards

10) Health and Sanitary Regulations

11) Packaging and Labeling Regulations

12) Import Ban

Ⅲ. Assessment:

1. Key Points:

(1) Types of international businesses

(2) Trade Barriers

(3) Exchange rate movements

2. Requirements:

Memorize: Types of international businesses, trade Barriers

Comprehend: Absolute advantage and Comparative advantage, Non-Tariff Barriers

Apply: Identify the motives for businesses engaging in international businesses to choose the proper types, and protect against the unfavorable exchange rate movements

Chapter Thirteen  Managing Business Enterprises

I. Learning Objectives and Requirements:

 Students should grasp management functions, organizational decision-making and common organizational forms.

II. Gist:

1. Management functions.

2. Management levels and skills.

3. Sources of managers.

4. Organizational structures.

5. Common organizational forms.

6. Informal organization.

III. Assessment

1. Key Points:

management functions

skills of different management levels

sources of managers

common organizational forms

span of management

relationship of management span and management levels

2. Requirement:

Grasp management functions

Get to know common organization form and their characteristics.
Chapter Fourteen  Human Resources Management

I. Learning Objectives and Requirements:

Grasp contents of Human Resources Management, how to make plan and how to train employees.

II. Gist:

Orientation

Training and Developing1. Planning for Human Resources

Job Description and Specification 

Forecasting

2. Staffing

Hiring from outside

Hiring from within through Promotion or Transfer

3. Training and Developing Employees

Performance Appraisal

4. Demoting and Terminating Employees

5. Compensating Employees

Wages and Salaries

Incentive Programs

Fringe Benefits

III. Assessment:

1. Key Points:

contents of job Description and Specification

knowledge of staffing

advantage and disadvantage of Hiring from outside and inside

definition of on-the-job method and off-the-job. Method of Performance Appraisal

incentive programs

2. Requirements:
Grasp the contents of Human Resources Management

Grasp method of Training and Developing Employees

Chapter Fifteen  Motivation and leadership

I. Learning Objectives and Requirements:

Know the various style of leader; grasp knowledge of motivation and leadership.

II. Gist

The classical theory

The Hawthorne studies

Maslow’s Hierarchy of Human Needs

Herzberg’s Two-factor Theory

Mcgregor’s Theory X and Theory Y

Strategies for Motivating Employees

Leadership

III. Assessment:

1. Key Points:

The Hanthorne studies

Maslow’s Hierarchy of Human Needs

Herzberg’s Two-factor Theory

Mcgregor’s Thory X and Theory Y

Concrete form of strategies for Motivating Employees

Styles of leader

2. Requirements:
Master theories of this chapter

Practical use of theory in management

Chapter Sixteen  Managing Information
I. Learning Objectives and Requirements:

Make students know the use of computer in business, grasp knowledge about managing in formation and needs of information in different fields.

II. Gist:

Information and Data.

How computers work?

Application programs.

The Management Information System.

III. Assessment
1. Key Pints:

Difference between Information and Data.

Types of computer.

Computer software.

Contents of application program.

2. Requirements:

Use of computer in business.

Knowledge about The Management Information system.

Chapter Seventeen  The Environment and Responsibilities.
I. Learning Objectives and Requirements:

Get to know the environment and responsibilities and go deep into the market competition.

II. Gist:
1.Factors of production.

2.Types of Economic System.

Capitalism Socialism Communism Mixed Economy

3. Economic goals and How to Measure Their Attainment

Stability Growth Full Employment 

4.The Roles of government

Regulator Competitor Promoter Protector Policy Maker Welfare Provider

5.The Market and competition

Pure competition monopolistic competition oligopoly monopoly

6.The Importance of Profits

7. The Responsibility of Business

responsibility toward the Environment

responsibility toward Customers

responsibility toward Employees

responsibility toward Investors

III. Assessment:

1. Key Points:

Factors of production.

Types of Economic System

The Roles of government

Forms of Competition

Conditions for pure competition to occur

Definition of profit and its importance

Contents of the responsibility of Business

2. Requirements:

grasp factors of Production

remember all the concepts

Chapter Eighteen Careers in Business

I. Learning Objectives and Requirements:

Through studying students know various profession in business field and how to hold Career opportunities.

II. Gist:

Self-evaluation

Aptitudes and Abilities Interests Values Personality Work Experience

Career Opportunities in Business

Career in marketing career in finance career in accounting

Careers in insurance careers in international trade

Successful job Hunting

Formal education sources of job opportunities

Resume and letter of application the interview
The follow-up letter accepting or refusing a job

III. Assessment:

1. Key Points:
Contents of self-evaluation

Career opportunities in different fields of Business
 Essential factors of job hunting

2. Requirements:
Complete Resume and letter of application correctly and proficiently.
IV. 工商导论试题举例

Part I. (20 x 1% = 20)
Directions: In this part, there are twenty items. For each item, there are four choices marked A, B, C and D. choose the best answer.

1. People become owners of a corporation by purchasing:

A. shares of stock             B. corporate bonds          
C. retained earnings           D. inventory

Part II (10 x 1% = 10)
Directions: Read the following statements. Decide which statement is ‘True’ and which is ‘False’ Write T if the statement is true, or write F.

1. Sole proprietorship is the form of business ownership best suited to raising large amounts of funds. (     )

Part III (25 x 1% = 25)
Directions: Read the following passage and fill in the blanks with appropriate words from the list at the end of the passage. Note that there are more words in the list than the blanks in the passage.

Part IV. (15 x 1% = 15)

Directions: Fill in the blanks with proper words:

The advantages of sole proprietorships are many folds. They are simple to establish, _________, easy to keep operational and financial secrecy, _________, and exclusive use of profits.
Part V (5 x 3% =15)

Directions: Define or explain the following terms:

1. promotion

Part VI (5 x 3% = 15)

Directions: Translate the following sentences into Chinese:

1.  张伟达和陈浩建立了自己的合伙企业，启动资本为7万元。
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