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WX BEAEEFLFAER  LTHEE LGB FELD,

REETRABERNFEERFTHERRLEFEALERH Y, EE2F 2R
WA & T, BAH S TR INEAT H AR BN FEBAT R RAARMG ., Xb3TH
FREMBERETESHER. BTHRSEAFEEREAARTBERF ST ER
B, AT AXEMBRAR EHHGEL, AFRETARFHMEZRBARZ, 4rFx
RI, B B A R IV HAT, A 2 AT 5k X 2 PR R R AR 0 Tk
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AREPEFIAFERZN, FACERARGEIEET fiE k4R, $8iA % 1900 A £
AW RELN(ERLF 1200, AT ... EFFEaIMIIN%. EFTAK
RIE, HEME o EFKFGFAETAR M A TAE P2 R BT HE, BT —
BB HEBEI; PFRPOFARRTUAREEZRAF LA AB, L BAELAEEN
XA H T4,

ABEBRE - MBELETRASITFTRATFTIAGER, BET AN AR P THE
B RAERREAFITE TRG R LS 4o TTRF NGB FEIRT ABASE] H RN
By B RiEF, ANAFLFIFZAIFIAS EBEK R PR FRE P it
AARMEGRER, FRA TR —ERENRSF . AMFENERASEERSFH
EHARFEE —FAK, AL R —FF T irkah,
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Dictation
Conversations
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EREEMIANBTEUTRA:
Part 1 Practical Listening and Speaking( 5 F U i%.)
REZHOEEHFHAERR AT ETHESE—RING, §EFDFELIAMN
W A— ARG M) A— B RO ARAR, LT HRESNNGE, L F A
EEREBATARBGRAN . FIHFFRFTANB SR EFEALIARGEABRMAXGH
FABEAFINER, A EEB FABIT FTILE KA, B M A6 5K A EA4 2
BiE,
1) Word study
ST R A b) FERA RFT, TAEATANG G, 2R 4 F
EWLHTE,
> 2EDG EFZAT TiEF AR ER T K TRIACAE,
> LML KR TR EILE A F R ERA B S0, B3R UM AT L, T A
Feo B ML ERERS4T . FAEFIBTRABALEYTHATEA,
>HELCFH: KIS R EHMARMERIALF 5Bk, K BREH FEWR, A4
STH A RARAG XL,k F T F A EA T EE AR 5L
2) Functional listening
S HG WG F—HANTE AR TANGIBXEZRNA T ERA, F
A EBRGW, AR —E AR GF I R, BEEBES,
> 2 E D 4 IR0 T A AL T AR AR 2 B A A
> EHM: ZHRYFTH G R ERBEAERRFTINEALHRBITHE , TEMAES
FHEBESRBHMOABERERESCTRFEGRE,
> KRk XA TARBALT ARG EMR, HFRFAZAARFELE ¥
A Z A AR T ABAT 589 R
>HELEH XA BRELDSEFMRAFT LR ERT R HEL RS,
ERAM, 3T BAFAA,
3) Language check
ST AN EZRSTANGESETARGAEGT T, A v A,
& DED A RS AR ERRRAT R, BN E R A ER, AL F A BT
WAL RERIE, Adedb B A AR,
> E ML L RRbE %34 4 % =34 9 /1 (Functional listening) 4 48 %, K 2414~
kA . BE,ZRSHA T LES M EMA.
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>HE54#: 5ERAFREN, BT SR FHMBERRT IHTHEI B, LLL
B S BB

4) Controlled practice

SN FIR T AR RBEEAERRT A2 B Rm P AP =5
(Functional listening) & £ % ,4& &K & 5 F 69 %7 7 ##t .

S OENG: FATARBRTRTLHBSG - FRHRGE, R oEFRE
1

> EHH: itk B (RASEIDAERFIT.

> R LM A T A A T E A AL, A A TSR E AR

>HESCF: ERGIHBXEB AR EHMEAR S, M E B $ K54 ER b

1% R,

5) Business culture

ST NG GATBRXRBRTRAZAA LR ERESHRELE,

& DED S ETTZAT, T ki it w A M 6 T KR 2 E 4

> LM AN E AR S IR ABEIT, FARE SFRILBERERINAS

e '

> Rk XS NEARLFA BRI ERA L, A DES.T .

>HES5CFH: ARFRLET AR EAKER, XFH;ATZARH—KRE L,

Part 2 Business Speaking( &% [1i&)

A B G E T F MR 2B % AWK T2 64D 25T 46 , LB 2] F Ak 69 9
% REBRHAGHRALE AR, AIBXANE P AERR DAFTRF. FRAL
MGIWEERRE, S HENKSAF ., AN EALEHFHMM, L FERRT
REMAEZHSFIF  REXIHHABREA,

1) Pair work

> 2EY G RBREBRGVX - T AE ARG E,

> EAM: MBS ER, RBAERE,

> KPR A B G X A F) B Ao F T 6 D 45, Z S Ae IFEIR

PHESCF: AEALE AR ERAF—,

2) Role play

> ENGg: RBACEREHN X, THARSAMIALL, REGHA S AB AR

e, ALY,
> M ARER A I A E RS9, F A R F B A BHALE T
AF G B Fsein, BARIREG EAME,

> KR Z3R G XA F I %F 8 b IR, o)A L FRERIE,

>HELS G XRS NEE R FEFFRk.

Part 3 Listening Practice( W 11 3% B )

AT HE T RIS AT ARBAEN %, EAMERTARENRS . ik
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MHXSBLRFER . SIBXFEEH. AMMETFLEARRRIFTAKF,RFELA
2 A& R o KA B 43535 # X (42 : BEC.BULATS. TOEIC %) #F £ 2 £ 4.

Part 4 Time for Pleasure(#—%l)

ARG ABMGTAES, TZRBFH CHRXFTAMN.BAAE A L5 4RF
M. AFEREZMGTHAER RS F T 698K HE,

AB{ERER:

Part 1 Practical Listening and Speaking( 3% F %)

Word study

#E10 04, FIFTAEN—FRAELFA,EFARIT AR, ZFA0ERLR
BT, Tik FARFTBE TR AL T, REFW; RZ, W TR EEH#NT A 4%,
BT 2iE4 T,

Functional listening

29 & 10~15 5-4F, T T AARE LR et A R 1 A Z3 0 A E ., SHIFHETHL4
S AR BRG, MK B3R5 T A R AE A &g o9 AHAL

Language check

#9510 4, BIFTARBFAGKFRFRAZRIANS., EFE0ELBEK
IFe9E, M T A ARG R, MR R TTAKE, RELR Q2R EFARMEH
R EE A LA,

Controlled practice

# & 10 o4F, BIFTARBRRNEFFAEARFREEA,

Business culture

#4510 54, BIFTAREFARI AN AL,

Part 2 Business Speaking( &% Oi&)

Pair work

25 15 5-4F . XS HAITEZA T E —H ST HE S A e felE TR, &
REFEEZAFY SEAFRGL R,

Role play

# & 16~20 547, EHHABZHIFTAEFAE LSRR, RIBEDTRAERRE
ARCGBEFAFI B, B MFEREFOH, XIFLEZERBEFAAEBEIARL
ik,

Part 3 Listening Practice( W 71 )il %k) :

H&E0HINRELT . HBTAEATANLERE LT R, ETAFEF
ARG TRARY NS,

Part 4 Time for Pleasure(B2#—Z)

HhSos, XRSAZHIFTALZARERT .
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AT HRBITEA  ABARRE TRAFRGHITAS . HETGHIFR $ b
DB BRSO RBFREIGE HH A FFHHF Key to exercises, £ 542 4 KA
ST EREET RGBS, BENGERARARFIFA S TR —K+5EA AL T2
HFRLH,

AHEBERE-—ZOMGETBEITETLALIFSO LT, TMAAEFATHELELE
— =Ky EFEETFAREEIAR Z RS AR K- HEE 2P AR. £4H5%
#E# F %+ K John Parker F EHAEBM A XL, AmAKEE —MBE A L5 AT
KA EILE MG At F e EHKIT,

AHBAGHEBEIBRFRIAFTIAHRCGIHIEFHHXP) G AHRBB(ERAFRK
F)EFHER(LEITHFRASFEEFR) IR GBHK(LEEFRP) KXRE
FRERMP LKL (S RIMENRTRFRFEBFR) FALER(BEREETDOH
ANEABRHFZIHARPDFELEBERFBASFREHER T RO LE, £l — a4t
NF &5 ZNT-LPE N

17 Ik, A&
2007 #5 A

APF—BIAIH RFELHER PR, REBEXKFHRAERL, ARETHRET R
AMERE B AT X FRT BT RAL, AR MT S EBL AP E.

% &
2014 % 6 A
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We are extremely grateful to the authors and publishing houses for all the articles

chosen as texts in this textbook. We hope that the pleading for the permission to use the
related articles for teaching purposes will receive kind and generous consideration.

Every effort has been made to contact copyright holders before publication.
However, in some cases this has been impossible. If contacted, the publisher will ensure

that full credit is given at the earliest opportunity.



abbr.

ad.
AmE
BrE
e g.
esp.

etc.

infml

int.

para.
pl.
prep.
pron.
sb.
sth.

vi.

L.

abbreviation

adjective

adverb

American English
British English
for example
especially

et cetera (and so on)
formal

informal
interjection

noun

paragraph

plural

preposition
pronoun
somebody
something

verb.

intransitive verb

transitive verb






Unit Goals

<> Greeting and introducing yourself
<> Greeting colleagues and introducing other people
<> Using appropriate names and understanding introduction etiquette

<> Recognizing similar vowels
<> Dictating how to ask about jobs
<> Understanding greetings and introductions

Part 1 o Practical Listening & Speaking‘

() Word study

fog

1) We are looking for someone to fill the new
2) Our manager is on a this week. He won’t be

back until next Tuesday.
3) I'm in charge of the

4) The ~_is usually put after the first name in
English. It’s the same as the family name.

5) How many are there in the company?

6) Our is in Paris. 300 people work there.

7) T'd like to introduce you to Mr. Wu, our
He is in charge of the Sales Department.
8) My is Marketing Manager.




9) I work as an to the Marketing Manager.

10) An is usually in charge of finance.

11) He works as a at a factory. He supervises the production.
12) When will the come to our company?

o e

(® Functional listening

Jack:

Lily.
Jack:

Lily :
Jack:
Lily:
Jack:
Lily:
Jack:
Lily:

Jack 3
Lily :
Jack:

1) Mike Song’s position is Sales Manager.

2) Mike Song has just come back from a
holiday.

3) Jack Jones is from the head office.

4) Mike Song’s trip was not good.

2 1

Good morning, I'm Jack Jones. I'm the new
D from the head office.
I'm Lily Wang, and I'm Sales Assistant. Pleased to meet you.
Nice to meet you too, and call me Jack, please. Sorry,
2) ?

It’s Wang. W-A-N-G. Where are you from, Jack?

I'm from Atlanta, Georgia, but I grew up in South Carolina. What about you?
I’'m from Shanghai.

Bscer 3) , Lily?

Six years. I was in the Marketing Department for 5 years. Now I’'m in Sales.

Wow, that’s pretty long.
Anyway, 4)
need anything, just let me know.
Sure. Thank you.

See you later.
See you.

Unit 1 Nice to meet you



Task One: First contacts

Task Two: Further contacts
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(@ Business culture

Task One (Using names ) : Before you listen to the recording, work with your
partner to answer the following questions.

1) How do you address the people you work with?
2) How do American business people address each other?
3) What are the traditional Chinese customs for addressing each other?

The customs for addressing each other are different around the world. Now listen
to three businesspeople talking about the situation in their countries and find out

how names are used in their countries. Listen and check (/) True or False.

1) Leo Zheng says most people in the office call him “Mr. Zheng”. l:l iy Y-
2) Susan Bryson says everyone in the office calls her “Ms. Bryson”. =
3) Heiko Schaefer says most people in the office call him “Mr. |

Schaefer”, but he doesn’t like it.

Task Two (Introduction etiquette) : Work with your partner to answer the following
questions. Then listen to a short talk about introduction etiquette ($L{%). Some
important words are missing from the passage. Supply the missing words.

1) Should a male (% ) be introduced to a
female (1) or vice versa (J Z7RR) 7

2) Should a younger person be introduced to an
elder one or vice versa?

3) Should a junior (k) employee be introduced
to a senior (ZHE 1) one or vice versa?

CBE | 5



Introduction Etiquette

When you first meet someone, you may say something before exchanging . For example,
you may use such expressions as “ ”, “Nice to meet you” and “How do you do?”. However,
when you introduce two people, you should give their names at the of the talk and also

add information about each other so that it will be easy for them to have a conversation.

You should also remember that a male should be introduced to a female, a younger person
should be introduced to an elder one, and people in junior should be introduced to

those in senior

If you are introduced to someone, use his/her name immediately. It will not only help you
remember it, but also make you appear and professional (ERME1L) .

Business Speaking

() Pair work

Task One: Read the conversation below in which two people first meet. Work with your
actice the conversation.

partner to put their responses in the correct order and then

1) You are Jack Dawson, aren’t you? A. And how do you spell your last name?

2) Nice to meet you, too. My name is Lily ~B. Yes, I’'m. Nice to meet you.
Wang. Where are you from, Jack?

3) I'm a sales assistant. C. OK. It was nice to meet you, Lily.
4) It’s W-A-N-G. D. Thanks. You, too.

5) It was nice to meet you too. Have a E. I'm from Atlahfé, G‘eo;y'gi,ak. What do
nice day. you do here, Lily?

6 1 Unit 1 Niceto meet you



