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£$—% L3R4t LRERSR
T &4

F—T FILHEBRTWRENEERM

REEF2RUNE-P LR, RESHARMERZANLFEREDBAK, HEEK
AEETHEEM L (MBA) BIRERAMEFERXEZEETVEST. HRMEREH LR
TRHEERFBWETR. 2FERTLEHENENRRFZERARBIMIERS, 2E
BT REEAT—ENE. F6EN, BERIEEEATRH#TASVRNZEINGR, BN
FIEALWRIENR, THRORELIREE. EEASNERDS, XEEXERPERRE
FREANERESF IR IE. KEEAREENEFRRAETRZ —, MEILFEENEE
UBRNEERETEMARTESERREE. HREESIRRAEUTINTE: —BEFL
MFE, REEIRINTE; ZRASEFINRE; NEHTEHEREMANTR.

¥IGFERTVEREMBFNRE. REERERSFUFTIMENLERE. T
BREELVIERAMTWNZE, AXFRBTRNEE T WIEN S . 1999 F H K <X
FRIBEFERN (BITA)> B d: “PEETREMNBNEIES, SBEERARSE,
BB EeLIGE.” HREVS T, EHFEETUNEE, REFISHEETWRE. 5
5h, RELHEEML (MBA) HRAUREEISHERETIIE. MBA HIRENESFE
REATENRE THALNEFEERIATENERK. FXE. FAREEAL, AR
BHEATBLREILX R, Bilt, SEVIRENSSNEFEREWREAE MBA 5
REHFPLEAEFERRHAL.

FIZGEECVHBLRERAF IREINTE. &KX, —THAFEAFARNEE
BAGEZEATFNEEEEES L —UREEEFROMEREA, MAMNNBFXEEEF
EERFUMEEEBREUR BMARZFRER, IHARELIATAEINBR. XL
4 NIRIES AL AR S th R £ T AR ZRINEH, BROVKNEES



2 B HREWHE

BRI, HPaF#EHORS. BERRELE. 6%, UREARBERAEE™. ATH#
AEENTY, ERETHRIABBENTK, SXUMOTHRIF(RHEES, SAAERNE
Wiktea e, TRARBERHBREM. TAREREELT KBRS EERIIAN. WE
HAASEEEORS BRI (offer). iKH (negotiation). TFiT B (place order). &
@ (signcontract). H{EKZE (issueinvoice); EEEEEPHTAKLE (joint venture).
it& (planning). ¥4l (controlling). £ W REEH (total quality management, TQM).
W& F (financial statements), LA BEC4L ¥ (cross-cultural communication) 4l
34k (corporate culture) EIZEHFEMHE. X EREGRRFWETFEANRERNES
IEZ—, NEEFRRFNCVFEAESNEERARNRATAGMELE. ERENT A
£ KiE. BEHALFLSRUNEER—S MR, Sl XEEARNR TIIBKFHRER
#it— S RE.

BRSHFEMEVIBAREANEINEE. EHHRAERREAMNLSRIES H 2t mE
B4, BIREMEEE Sl BT N ¥ STRIKAR (learning organization) . B2 A MR BRI
2R, FINMBAEARREECHER, MEAEEEISMEUKEIER, KAIR
KEBEEATNEELR. IANRMSVHER, LEMEEARANELER. BREAN
BEARNRTREEM%IA: At General Electric, in-house training is focused very heavily on
action learning. Managers are divided into teams and taught how to gather information on
business-related problems and present it to senior-level managers. Groups of GE executives are
divided into teams and given free rein to go anywhere they want to gather the needed information.
Some travel internationally during the thirty-day period they have for handling the assignment. £ if
FBSAR, SLATRBIEEEERNETRRESRES . SEIEFEITRT BN, FFE
FERMESRAELHEBUREXEERRTAREEENES. EAESAFNERE
1A BB RN, AFRIIZMER BT ERERTHER. ~EEEARNRREERE,
TEFTA G 30 BepEE T H4b. RO LEEERY, BE¥IERBFANRERME
FERERSEE, FEARTNEFEES WIEREM.

2 AFEEE Y EELEEEHNEFANSE. AT NEEAEH AR, &5
EEAEFKBESLEN, AEKRNACERE . MEMCERYS, XEEXTHES, AE
BNEE. BEERELERE, TUTHRIRBYUREY. ERFAENARARTNERAS,
2SR, FAMANTARE, ELER LRGREHR. EEENERREEL, X%
HEBELTEBRAMAFASELRNET T EENERYE™. AKMIILRASEEFR
FZHREFRBGINER, ERATANEE., SFEEMTRRNER, HOAE. A
EEEFOAINREET, EERAARSROIA. FENEE. BREXEIHEXRRA,
B kB4 B E SRS EERIGE, AT HLHECITERIUE. BHit, MERFRNTR
ARG, RARXBHFAKEBEEWINE, FHEFBKRANARTRER.
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FT LREBRRURENRFS

—. BE R

EELWHRBERY RNEER, SHXENRBEREERRRERRA. EEELIE
FEASAWKE, —LRRETEREN, —RBERXERTERN. FARENMREEE
AP LR, BEEEE. ZRSUBN. SEHARRES. ILMHEHRNES MR
M=, BEAR, BBk, SWRER. FREMEIERNATERFEL N,
AT, FAWR, 5 AT — R EREXERME AL Fiin: Efficiency in management
by these general means is, in the first instance, dependent upon a structure of organization, based
upon a detailed analysis of the work to be done and the faculties requisite for doing it, and built up
on the principle of combining related activities in such a way as to allow for the economical
practice, progressive development, and constant coordination of all such activities. 7EX~%1F
, MEEERRX—BSHEAT A ENKAT, ERBARMEANZRH. GF
HHRE SR, AHANAZHERHAR. B

BEB —NMXFitRIMHF: The plan of action is, at one and the same time, the result
envisaged, the line of action to be followed, the stages to go through, and methods to use. It is a
kind of future picture wherein proximate events are outlined with some distinctness, whilst remote
events appear progressively less distinct, and it entails the running of the business as foreseen and
provided against over a definite period. XB X FABBETEIH AX—MESHTFELH, WEE
MEAsAERER, ATEHREIER.

RMARFREPX TR IEEERNRFTEBHF: An example of an enriched job,
according to the Hackman-Oldham characteristics model, would be that of a surgeon. Surgeons
must draw on a wide variety of skills and abilities; usually surgeons can readily identify the task
because they handle patients from beginning to end (that is, they play a role in the diagnosis,
perform the operation, and are responsible for postoperative care and follow-up); the job has
life-and-death significance; there is a great deal of autonomy, since surgeons have the final word on
all decisions concerning patients; and there is clear, direct feedback during the operation itself
(real-time monitoring of the vital signs and the “scalpel-scalpel” type of feedback communication)
and, of course, the patient’s recovery and subsequent health determine the success of the operation.
EAFF, FRBART TEFENRNES, MIMBFRAX—EH40 TR FMER, &
ERMEETELRE, XPEATHEAR BSUREMAF, BERBRSLUERNHF
NA—H. ZRAETENREFER—REEETR, BAZ—NRE, JBETKBHGEE
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XEHEIER.

EREWHEEN D —KERLEREMRENME, SEERIRNEEEM. EEFH. B
FXM FE. BEF. TREBNERSWIBEEN WA IR HKIE (Business English) . B
FHEBRREABMUR R HIEE (clear and concise), BIFEZ M EHEE/N. H¥. /AN
T, AFZ O RENA (verbs) 141 (nouns), T EHEMABFHIHIZNE (strong verbs)
AANSHARBANE, MARBAMERZIE — kshAENEZRAEH. Flw, The
commission’s attempt at an inquiry into the company’s handling of travel cost was met by its denial
of a request for an examination of its financial records. 7EiX/~#IF, attempt, inquiry, handling,
denial, request, examination X 23R Z AN T , WRBRHEBLT . MEH, HFZAULE,
X ARBE B FEBEFEE . XTXNF, AR FIGET LUXHERLKIL: The
commission attempted to investigate how the company handled its travel costs, but the company
refused to turn over its financial records. B B B8 A 3ARBAEBIE, W ERFEBES S E.

EBEANH, BFEE—RRESEAEHES, IETUSEGFHE, REFH. fiw,
The seller identifies markets, selects one or more of them, and develops products and marketing
mixes tailored to each. XA F 58 H T 24 Fr kBN — R¥I1730, BEBH, REFH. X,
The new company policy manual has been in effect for two months. This manual contains many
needed revisions to standard operating procedures in all phases of our operations. XA F ol
FA be 1 contain {fEXNI§IE, & “AFFH RTATHEER, AFSBRHER. 880, Hh.

BEEENERAEHO AR E SHEH. EERXMERS, FlmEFHRE, —TERER
—Ras—AEE, FEASEERATERSETNE Mo Fhlil. BENRARRZHE
A, BEMNE, —REEEIE. SEHXER, REREEHSAETRSS . BENRELSN
WE, ARGATRFATRATHES. EREABEUVFZANBRESREZHAEEERR,
AT L A X BT RE, WA A EXERE. BSFEENELAERELSRERR, A%
H, BiE. UTR—ATHEHETEXTEF®RHNHIF: Wants are the form taken by human
needs as they are shaped by culture and individual personality. A hungry person in the United States
may want a hamburger, French fries, and a Coke. A hungry person in Bali may want mangoes,
suckling pig, and beans. Wants are described in terms of objects that will satisfy needs. As a society
evolves, the wants of its members expand. As people are exposed to more objects that arouse their
interest and desire, producers try to provide more want-satisfying products and services. EXAER
B, S—aEARTAREA. ETRAT HAARNEREBEIRFRBERRRHNE
. CEKEEE, WHER, FEANATOEER, EXEF5EH#.

MFREELBLZNEE, RREFERARSRRAREANE, B ENREL. BF
—FRAZAERMNEY, SFREZRNRXARTITHN. fifn: Well-managed organizations

usually have the following budgeting cycle: (@ Planning the performance of the organization as a
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whole as well as its subunits. The entire management team agrees as to what is expected.
® Providing a frame of reference, a set of specific expectations against which actual results can be
compared. @ Investigating variations from plans. If necessary, corrective action follows
investigation. @ Planning again, considering feedback and changed conditions. X+,
FRTEBERBATHARFRT, ESFEER, 768, EREREZTERSHIC
ERE

—. WLELR

EEEVEBYRE, FANALEEEK, RREXBEATY RSN TIIT
iC, UREEE ISP HEANITIE (argon). THERRFETHE UL S (trade) MAKFHKIESN
(special activity) f—FIEEER (informal) EE, ¥ INABEMSER, RRENGEHNE
REAFREFEZABNITE. Flw, IRERERERNIERENE, ETLAAFER
BERERES. XEE (shotsale) MEBRERXHHHHPMTHE. £ LE, HRIEH
ARZERFNYE 2 BOM (bill of materials) B4 RIE G EEANITIE.

4555 A (abbreviations) MY FHHE A (acronyms) HRITHEHMEHER. HEFX
Tl A RSRSER BEEEMAN. A, EEEFRELYEREN BPR, RFNEEAS
REHEFR ‘Sl FBEERS" (business process reengineering) M%HE; M HENEEHH
MHg 4Ps, B “E8414” (product, price, place, promotion) 4 E; B2B, REEHEFHSF
AR ‘At SR (business to business) IS ; ERBEEIHTEHRE
& TQM, BIRE “2HREEE” (total quality management) MAE; EYVRIKELHRE
By SCM, B “BtR45% " (supply chain management) W45 .

YERESAGANSTERE : GMAT, ZIREE ‘THEEMEEAZNK” (Graduate
Management Admission Test) (455 ; NAFTA, BPdt35 8§ 1 8 5 h 22 (North America Free Trade
Agreement) 45 ; WS EEP K RONA, FI%HE=EIR (return on net assets) HIFE ;
SRAC, EDEEAFHI A (short-run average cost) KIS . {THRBEHAEFERETRHES
AHTRESNABRE#EH, BES5EVABEREMYN, ARHBREXIEMN]. LEHEHXH
EFAFE—REEERN, TEEFEREFBEAERA—BREE T UARBEETRN. £F
HMEFEH, HIRELRERBHESTINESR, FENGESHREFBEE AN MEAME
R&E.

LW ARBIREL — R RSEPERANETRIE. ¥iEA terminology S E BN EREX
term F£1 . S ARIBAYEIFMER a word or group of words designating something, especially in
a particular field, Bp7ER EFUREXPAEMHEYH —IH—4ARAE. EHEEVREREEER
FegEbEANENERERABRT SR BEYRMSNTE. LURBHTHIEHESH
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WA A, EEEARELFEHER. KBEATLARBREWIFENHFIE. TR
BREM, EXEN/FXEMEENANTERER, IREFEE, ERTLNARBERS
WiE, A, WEXENHRNREARRHEWMRKFE. LTREHFERES LI
ME W AREES

V- EEFERANRE

decision making S strategy process MR RE LR
planning & project management MEEHE
organizing HZR productivity HFER
leading = vertical integration EEES
controlling =H resource allocation BIESE
TIHEHREARRIE
consumer behavior H#E1TH channel management EHEN
brand competition S market positioning T EN
promotion B8 market segmentation LR
product life cycle 7= 5 4 A5 J& ¥ services differentiation R &£ 5744
relationship marketing X REH advertising media JUas Ak
Err5EERERBPRIE
industrial engineering TWTHE master production schedule R4 ER
bill of materials Yk E R quality control FREEH
agile manufacturing HERE process chart HEE
process management HRER warehouse layout CERB
inventory iy =2 just-in-time purchasing ysdingq 4]
RESPEANAKE
globalization of economy Z¥F2BK{t tariff classification KEBA %
non-tariff barriers JEXBiBEL foreign exchange exposure SN X
dumping Eik:=] the exclusive agency HEAT
joint venturing SREE international invitation to tender EBriHIR

overseas branch #{AMT/ E]  foreign direct investment WANEERE



depreciation
financial statements
journal

ledger

income statement

capital budgeting
short term financing
capital market
profit maximization
rate of return

discount rate

line of credit
fixed rate
commercial loans
overdraft

electronic commerce

electronic data exchange
electronic funds transfer
internet service provider

virtual stores

learning organizations

job description

organizational culture

B—¥ SFFRETURBHIRAERR 7

SitEHRANAE

A accounts payable

Wt5-i%  bad debts

Hitlk certified public accountant

RAEBEK fixed asset

MR working capital
MEEEPERRRE

BRHE net present value

GHIM®E  dividend

AT  merger

F¥EB A liquidation

EEFES current ratio

EMBRITLREAARE

LB S liquidity risk

EREE fixed deposit

EipilE appreciation of currency

Rk FEEK maturity value

BX remittance
HFEEHEBRHIRE

HPRFS search engine

H, F 238 3T # network security

B F % & ¥ Ik digital cash

[R 4% ¥ I 45 79 online retailing

EREE interactive advertising

AATHEHPEAORE

2SJRHE  empowerment

RV % downsizing

HAH organizational commitment

ITARE
K
TR
& E
MEHRE

HEE
BB
& 3
BEIN
MBIt

[ E 73K
s FHE
BIMME
L3

BRIE
W4k 224
BraE
ELEFH
XERE

BATH
A
HIURE
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work motivation TAEs A self managed teams
job satisfaction T{EWEE flattening organization
MEEEhERNRIE
quantitative approaches E&EF waiting line models
model development f= v ¥iil) computer simulation
objective function HAR R game theory
Markov process OR kT  expected utility
sensitivity analysis REFE M regression analysis
TERLFFREANRE
marginal cost WFRA  production function
breakeven point BS5FHH  law of diminishing returns
dependent variable Sk incremental cost
utility function 2 FH R economies of scale

diminishing returns W 25358 W oligopoly

HEREEBMAN
R FAHAR

HEBA RS
T EPLSR
e
SRR
B )35 47

GVl
He 25 338 WA
RN A
MR
B3k 22
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F£—T KEXK

—. HEERRIAE

FERAMNFESZHRBENRR, AEEXNERESFRBFBEERN—HERTFR.
CRAEMSEFFARATROH—FHHESTES, BALRBAANFRMARAERHANE

—, BAMMHTHENEETR, h2¥IJEEETVEEN—FEERRZ. £E. B
HERFEARUBERT, M EIERNFEERENNEEZIEZHNE, MXAARK
#1157 (effective and efficient reading) .

AATTERIE SR B R R & 7 PR S Fr B I BUR 5 B Fr il #FE B9 B R Z A1 Y HE 3R
BEXE¥E G- R BEANEL, FEXRTUHTEHNARER:

X=SL

e, XEREERE; SETHIERE; LEREME. HiRBeRE iR REiE
KF. EHEEEE, WEEKE—SHERT, MR EENEREEE SR, HEX
BAEN, BRERE, HTRERRE; RE

wER, BRERES, CNZANERTUE I w

2.1 %7, B, XA X REDERERRH o

Seihsk. 76X EERES L, YEEMEESN S B, \
FAEEY Ly YRR S0, EEEARE 5 N
5T Lo SEERERGBAGBE X LS, ZREN s,
B S, b, FMEERREmE L b mEE
fR A ESRR LK LR, BSOS L E S5 P -
b AR, EREMEEENERE, XREER ;

EERRE, RREMEEES. 21
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REAEZREZHFLEEYW, HPEHRNEAZFEEEERER. ZENBETETE
THREESE, ARSI aEME. EREMEUREIFRAENRNE=Z . &
ZABE BN FEMEE, MAEFTRERAHES, RAREFREMREMNOEE, &EFH
FIFRFAEEHAE.

Wik (preview). FHERMAMEENREBNIERETSLE, EEEEERENERR LA
s, KETRIESRNAS, UMEEEAAERESNIET MIRMNE AR RIEMEXS
XER MR (comprehension) . MFXERKENAR, URXEMNEENESRE, FHIEATH
BEFEENERKEARR, —B7E 30 HF 10 442 H, FERNNBEAEARK. EHY
FHE, FEEHBE T RN ERBXEN LT IOE, MERERMERIENL, LIRRYE
FFSCT BRI SGE TR (guess) , BAXNE— A AKBBRR AR EE EMXFREERN
BT o

F#AMEEE (comprehensive reading) . ZiTEEHFILABER, EHARLHEMRNT
MELER BT i, EENETEEH, FEEEPRS TR, EREIRT
B0 B (main idea), §—B¥% (paragraph) WAAER, LRZFHLBEMA
ZE S (main points) FEFIE. EEKESHY (supporting details) . FENE—HBEFL
CEEXETENEN. 3T EZBERAEFSIEME, TTUEXEND LH—&ES. fl
m, ABRESNHA, BB “‘BR”, FARNHFTEA ‘&R, FEENBSE—N 7, B
EAEINMNESEER. EREMAEEN—FARN TIRENTFINERE, TRETHXEN
FEER, NTHEESMENSE, LEIARENIAEN, A ESREETREFRIIRIG
ERERE, TEREM ETX (context) hiiliZAAEXPHEE. EELHADRIEE
AMEZANZE, FAYWIERIETERDNEE, AEMRRNERRSEXITHL.

85 (review). 2EHFMIIRTER, I T H—SMBXN XENEBRIN K LFEN
#. 4G5 (phrases) REWARIE (terms) MRICZ, TEEXFTIENAR#ITET. K0
AEE—RAYX, BERFEAEPERTFICNER. AEANaFL. EITBRTETE
S — RO %S, MEBRMEFRARREBEREZENE. MEAESIBRIREEREVHAE
TR E A TEESN T RTUMEN EXNER. B, ATHBESERAES, BRZK
BT — B ENE (paraphrasing), BNASHXARN. BCHNBEFERFEINASE, UE#E
FHEBENNES. BEXESHEREXIEZNXERENER, UREEBEENELCARN
FREES . EFENLGIMT MDA — A ERE RS R THRFLER T XEHT.

=, AmEy

HTHREFEEE, NEE—FMNMAERET. FRAARANTR, —BTUSANER.
WY TR EE L.



Bo¥ ZFERSWHBESHEIFE 1]

# P (scanning). IHWEEBEFEMHK, URBEHCHEENFEE. EEEPET X
F (key words), BLEBERFILRHAMHF RSN TREMNFZEE. —BBEGEE, H2ELE
We ERMENFIERATIRNAETRLEEENFELE, SHEXNAZEREET. XY
RH X Who, What, When, Where & X ZE4¥5 MM B2, FAERENFTE—RT RSB ES
ER. EEMRBIFLEEXE L TFTXHEXNRMEN Why, How %, siELIRBIBIEMER.
FRHNEHEGFAEEFR, EASERE, BXY, EEMFHE, ERXHHES, &4
ITEERE

WY (skimming) . IEIRFEMEEIEL L, EEREFHL. XERE (title) URXEAN
/IMRREE (subtitle) . HETEG NN REBFEXELE —BRE, WHBEENSIEER (writing
purpose) B H/[>B A8 (main idea), DIRMEXERRBRBRNANEA, RHEEERNSL
(conclusion) . KWK HHNRTHRLENIGLEEMEMBR, N XENEWERTH. —
B EEER, 250 FEANEXNER=78NET. NENEEHES, FLi01ZH
P, BRNNERAREENRG, TLET. MEREROXEPRERE HANIEE, X
SAASYEFMARX. IEXESBEMA (main sentence) HHERY, MR XERLL
BEEAaERR, —RESHBIMXENEM (theme) ., BEMEBHNXETE TR, &
HEBMABRGTSREBAXENFTHEELE. FNSBENFEOAHE, XNFRHIRXE®
AT EREREBME SN . AREXER, BESEIEESERHX@AKMNMEE, E%
NEE, BXEARERMTHRAAXENFTENER.

¥5iE (reading for full understanding) HoBYf4HiE. BFik. FHEMFERE (comprehensive
reading) , FEZE U7 W ik reading between the lines iy, BIANFRBITRIEZARIEENTINZ
B, £HATXEYRNTEELUE, ErZaRE. B XSEaqEFaxE, LR
BEGRZINER, AMUEEFEFEERE, WHEEIHEE (infer) FFMr (determine),
WIXHFTERE (implied) HBEMEE (meaning hetween the lines) . 7ERFIES, XA %L
BB iE, RIARHE BT XERE R AR (background) ;ﬁ&ﬂ!ﬂﬁﬁx XMW a, ATERNIE
BFERMEMUAN, OEFEMEFRNEN. ERXFAMERNTEREITFEELIHAY
(details) M1 ##1¥ (supporting materials) RINRIEME . EEBAFTHHBEETEY R who,
what, when, where, how ZEXHEE, FHAXEHATHANTELERH —LRILEL
XHHER, BHERESUAIE (term) RfFiE (jargon) W& N, EEMBXLERAMNARIEN
Bt EEERA FIRENERE L. ‘

BRI X ERNEH (structure) UV EHRENIAIR. ERRXEMNIF LRSS
(introduction) EIEWJLNBREL, XEXHABER (state). i%B] (explain). 4347 (analyze).
I (argue) FIRE (develop) HIEM/LNMERE, XENEREBRE. HXNARBRZ
KA ERE (tree) ZHIRRT1T (parallel) 45, HRBZBARBFAAK LB THXEIE.
EHEBLENAREMKIR (statement), HERFHEIMH . BERBENALAEHEN TEY



