!

EEEY
Jcmmln




(SIS PR O

Attt £ %

KRR 423 %50



BHBEMRE (CIP) MR

BS R B ARE /B 1%, —tst . h R
Tk ARAE,2004.8

Q1 OB EHE RS WERIHM)

ISBN 780159 - 670 - 6

..., .3&... . -&B%¥8-#
V.
R R A 5 4E CIP BB (2004) 58 010917 &5
mEE N

A X B 95 M B AE L Fr LA R S E A 2 ALAX o &Y
HEEAR G- FnEH—MER 3L 16 B0, 8- B TEMARE S
R MR SO SRR,

ZHRAR R B SRR, A RGBS, B nt A
i) TR BEE MRIEY T R,

AAGURT AV AT 45 B B 00 B, AT BEM SR 55 35 3 0 L A+
FARA

BEREXMKE
e S T

L VO L) R E Y Y )

o bR ERKEAERE 6 S
fE %§:100044

% H.cEEMHERE

B B AEE&EKERIARAR

H & 787mm X 960mm 1/16
Ef 5%:17.5

7 ¥:.370 TF

K:2004 £ 8 BB 11K
w2004 E8 AFE 11k
¥:1~5000

51 1SBN 7 - 80159 - 670 - 6/F+036
#:28.00 5T

[JI AR Rl

B_E$E :waww. ecool 100. com
AHMHRENF R E, BRAMRITHRMBE, BREIE. (010)68345931



QML EEFHEHERBERIZ
mEERS

F:uaik

ITEFE: L

| ¥ F:4&H4%

R:(HREBAF)
I X M O B OEHKS
ARE BER BB AL
HEX BRBRK %4% % &
KAkl FEE KFE KAk
K BRE WEA HRA
E#HE FRERX BHF

P K K

EﬂlgH.l,

WH

(BSMHPBLAXIE)

1R

KB FEE OKREHF

(BB RESAF)

IHR X M Fuis FFER 5 B
H e ERe 2 K BABRLE SBH
&P

F W £

S B O
Ht
a8 B



FF__
—— R B F A I Z B

FKINAF R B e, T KR A T RF SR A 1B
Wi kA 1 F A . — e qE LA R M L AEAR 1 O B T i KR
B, it 2 B RO AVBOR 2 AR,/ 55 A A0 R A B L Y

= SOB IR % HAT, KA E X R BMER S RB HEREH. WHE
Fe At 22 T 2 PRk i 4 3 R A 52 8 L B 45 B 15 /0 7 R B ok i
K FR I 558 AR IE AU R R

TEHIEET 2 FITT R B 0L B 70 1 4 58 £) R Y L 8 4 48 o 7 K0
MRS RO HR RS LD AIME LV FEMFH SR BAALRYFZa,
22 UF H AR & AT IR 9 b B @ R okt Rt B BRI 4, TR HLAB , FE5E 19+ ok
KRS T AR R EB RN SR E R BRI R ERE T —
ERFHBEM ., XERFIEM, L AR EBEEEEAES S BN
FRHFTE HRERRERN G EEER, ARG T B AR R
FERGRI IR BABR 1R 55 BB I LAE A, SR8 1 RS 55 R B A Th Faa e
S YRR SRR -SSR IR B TR R IR ST T A
i RE , B AR SRR

R — B AR R 2R 58 B AA A BOH L 4 4R & B 45 B
BRR TR A EEIEA,

BRF
2003 %7 A

(HRRFALEAKTHRBAEHEF TASZHFLABF LIS K)



F_
—BER . ZHA LR
R 55 B 15 B A

M-BHETECERN— KB, K, i 583 UM B RFE P FKR
BEERNEEZE . PEGZSTSCEEILT 550 BB REE , i %
BB BB EE PR LT HE T H A RAMTE,

RARAFR S FRERRS. 26T LA &) 8 LA RE R A R
1, TRMEREM BB E DR ZEAFRRER ) B’A ZEHEE, XL
BaENH S EXTHEFHRBTE ., L EILERE S AL SR
HERGIFRBHL A EFR TR AL I RHFRBAL . B4,
Qs — 2 A B ORI B SR B AL X EARTEE
H—RIMEAFERLERE SR RR K SCHMERME 58 BH
R

£5 AR R H TR K EEN Tl b EE =R %5
T AR T EEHFMLREEM TR FERE TXERSBTRIH
FOHE RO ERENE XM R S RGP LR CHREMET RS
B RGEALHE EINSR T SCBR M BUE O LU E RO B0 HIR B A I KL, L
{7 A AR MR B HR B 5 1) S B BR R RE IR B A ST S i K
KL “BEXHE" R AR A R FUB B0 T 58 (L IE 5 VT, R T R %5 B B il
G R, ARFR B RMER . B TR E &l R R T — R I8t
TN REERRKBHEFAAAT TR AFRME MR e
KFEM B TRAT THRITS . TRES . “RENERIERERF LTINS
G B R BR MR HE TREEM BRI, RS % 585 T
BRI, LR RABRB A & R B BE A R T
RSN N AR B E LR, Vi H R T P EFKA
TR SE RIRTRAN I B

BEBLEEP R BELR T, G XRGHBHEE, IR



Mkl SR R RS, MHRBEERBE L., ERRAER S H
ME—— B — BITA 4527 B —— L 50 R S5 B 5 2 B B0 L RS B 10 T 5 5 & K
BAfEE SR JHRRIH . S T X ERZ IR S0 M kR, BEE
THY, UETAFOMSHBEM . BEhEEM TSR T8
S BARHLE 1 RBB TAEE B4 LAk H)F SRR BRI BLIE

FitheT
2003 %7 A

(FHLALEABRBRTRL TEAHIRBEFREFK)



@m One

Job Application and Interview

Part [ Reading ...................................................... ( 1 )
The Job Interview «-+seeeeeeseertrioimiiiiaiiiiiiiii .. (1)
Part [l Situational Dialogues ....................................... ( 6)
Dialogue 1 Before the Interview «r-rsrecereeeccirmaniiinn. (6)
Dialogue 2 At the Interview rsreseesetreersmereninann. (7
Part I Practical Writing  «oseeerreeseermermreni, (11)
1. Letters of Job-Application «++++sreresrrmeseiiiiiiniii. (11)
2 RESUIME *#+++ svrrresrmerrrenitereaieseisiiseniosanencennnneenans (13)
3. Letters of Resignation ....................................... ( 14)
Guide to GIrammmar  srtee-retereersrresrearseiiietesioisrrsensercennen. (15)
Gertngd «-s ererrra it rerre i i it e e, (15)
Cultural Salon serseerrrreresriiiiiiiiiiiiiiciiiiiiiiinnreenna.. ( 18)

@nit Two

Meeting and Introduction

Part I Reading ...................................................... (19)

Making an Il’ltroductlon ....................................... (19)

Part I Situational Dialogues «+++-+++++eesseersraremnemruinncnne. (24)

Dialogue 1 Allow Me to Introduce Myself =++«=+veeeeeenee (24)

Dialogue 2 Who is the Gentleman beside You -++++ee+-e (25)
Dialogue 3 Would You Introduce Me to Your Manager

.................................................................. (25)

Part I Practical Writing «+-++csseessserrssemnueaiienieenninenn. (28)



1. Visiting Card  rrererrrreerrenttiiiiiii e (28)

2. Greeting Card cerrrerrrerirerrr e (28)
3. Letters of Appreciation .................................... (29)
4. Letters Of (bngratulation ................................. (30)
Guide to Gramrnar ...................................................... (31 )
Participles ...................................................... (31)
Cultural Salon ................................................... ( 35)

@nit Three

Leave Taking and Seeing sb. of f

Part | Reading D T T T P (36)
Leave Taking «+tcecrsererresrrmmrini, (36)
Part [l Situational Dialogues ....................................... (40)
Dialogue 1 Saying Farewel] ««-coveecereeevesecanann, (40)
Dialogue 2 Seeing the Smiths off at the Airport «+++-«+-- (41)
Part I Practical Writing .......................................... (45)
1. Personal Correspondence .................................... (45 )
2. Seeing—off Speech ............................................. (46)
Guide tO (Grammmar st steetrreeerrsttesttotentstetnsrsseeiiroussniesnns (48)
INVersion ectererreetrtetiniiiiiiiii it iiii it it i (48)
Cultural Salon :=ceserresaerrarreremimiiiiiiiiiieiiinaena. (50)

@nit Four o

Telephone and Fax

Par[ I Readlrlg ...................................................... (51 )
The Use of Telephone and Fax «++++++ssesseesrearueennnn. (51)
Part [ Situational Dialogues srerreeeeereersiienenniaiini, (58)
Dialogue i USlng the Te[ephone .............................. (58)
Dialogue 2 Making an Appointment on the Phone «+++-- (59)
Part [ Practical Writing  soreeeereersrreiien, (64)
1. Keeping Telephone Message <rcereerererienieniiii, (64)
2. Sendlrlg Fax ................................................... (65)
3 . E"Mall ......................................................... (67)
Guide to Granlnlar ...................................................... (69)
2



Negation  ++ereereserersestarimi. (69)
Cultural Sglon ceeeeeerrrerresrrmeiiiiiiiiiiiiiiiiii, (72)

@Unit Five

Invitation and Thanks

Part I Reading «w-oeeeeveeerersereemmnmiininiiiie it (73)
Invitation and Thanks «=-«««««ceeseceeereemareernaremnerennnens (73)
Part [I  Situational Dialogues «««+++e-sseeemeesmeneennnennenn, (77)
Dialogue 1 Invitation to a Dinner ---eereseeereeeemennnnn (77
Dialogue 2 Asking Manners  ++++++evseressrrerrecnii (78)
Part [l Practical Writing .......................................... (81)
1. Invitation Card r«cerreerrererseerniiiiiiiiiiiiiiiieeiin (81 )
2' Iﬁtters Of InVitation ....................................... (83)
3. Answering Speech  e+eeeerreerenserene e, (84)
Guide t0 (GTAMITNAL *+++##++reesrrrrrernnserrmneennmetienermneersoneeanns (86)
Ellipsis ( T Y e (86)
Cultural Salon «++rerreerrererermeemmeennmearrueneerrennn.es (87)

@Unit Six

Dinners and Giving Presents

Part T Reading terrcosreeereeremmermmminiiiiiiin, (88)
Dinners and Giving Presents ceeccreesessereiiininiiiienaii., (88)
Part 1  Situational Dialogues ....................................... (92)
Dialogue 1 At the party ([ ) --eeessreeererermieaninnnnnie, (92)
Dialogue 2 At the party @ ) ................................. (93)
Part m Practical Writing .......................................... (95)
1. TOASt  *rrerrrrentsesrneerenaumereraniiinestetionsereereennnns (935)
2. Letters of Congratulations «++eesreseerresrenienneiaenaan. (96)
3.8peech toorereerorrer i (96)
Guide tO Grammmar "= s =ssstssstesrteettreeaiiiiraiiitiiesssseannren (99)
Ellipsis (J] ) ceceereerrremmommii, (99)
Cultural Salon  sereseeresrrrimmiiiiiiiiiiiiceiiiiiieeaens (100)
3



@nft Seven

Congratulation and Consolation

Part | Reading ................................................... ( 101 )
Congratulation and Consolation =~ +r=essrererarerrreeceeneees (101)
Part [ Situational Dialogues .................................... (105)
Dialogue 1 Congratulations «=++-s+ssssssssseesssaerseennnn. (105)
Dialogue 2 Consolation ««+-=-==sssrrrmresemmmniieirn (106)
Part I Practical Writing ««+++-+sesreeeeeeeeessiurimnesinniinnne. (108)
Letters of Consolation  =+++e«rresreersresesirsiesiesiernnen. (108)
Guide 10 GIAMIIAL *++=++ ++essessemrerssrssrerasiarsarmiesiemnernnees (110)
Substitution ( [ ) wesereesesrrrremsoreeaeniiieeinieieeenan, (110)
Cultural Salon  seeere-rrerrrrernermenreriieineiiein. (111)
@Jnit Eight -
Apologies and Requests
Part I Reading o-eoesveereeeesessmmmmemsmmniiii, (112)
Apologies and Requests «+++++++++sseresrmmmmnmininii.. (112)
Part [I Situational Dialogues .................................... (1 16)
Dialogue 1 Apologies =+++++++sssseersrrmmmmmemaniiiinniiinn (116)
Dialogue 2 Requests «++++resserseesssrninmmmieiiii. (116)
Part m Practical Writing .......................................... ( | 18)
1. Letters of Apology «+=+-ssrsereesssessuniermemnnniniinn (118)
2. Letters of Application +++e+esrsssesrsmmmmmmiiiiiiii. (119)
Guide to GIAMMIMAT -+ +rreerererrenssesnsmeetmmimimenranensineaeinons (121)
Substitution ( I ) ............................................. (121)
Cultural Salon  secerserrrsereesteciiiiininiiiiiiiniiiiiiin.n. ( ]22)

@ Nine .

Errand and Submit an Expense Account

Part I Readmg ................................................... ( 123)

’I‘ravel Arrangements .......................................... ( 123)

Part H Situational Dialogues .................................... ( |29)
4



Dialogue 1 Travel Arrangement (I ) «reeeeereeeerennns (129)

Dialogue 2 Travel Arrangement ([ ) +rereverrreeeerenes (130)
Part HI PraCtlcal ertlng .......................................... (134)
1. Itinerary ...................................................... ( 134)
2.Schedules of Activities ««ereecrreverrerriiiiriiiiiieesns, (135)
Guide 10 GIAMIIIAr ««++++rreesrersrennneronmaremmmnmmeerenaaernensns (137)
Adverb for Emphasis  ++orsseeeereemmnnemri (137)
Cultural Salon  ceeeveeeerrrresereeseeenenamermmiinererinerenns (140)

@Unit Ten

Con ferences and Organization

Pal’t I Readlng ................................................... ( 141 )
Business Meetings and Conferences ««««=vreererevieriieenes (141)
Pal‘t H S\tuatlonal D‘alogues .................................... (148)
Dialogue 1 Organization of a Conference ( [ ) -+++++rve--- (148)
Dialogue 2 Organization of a Conference ([ ) -+++e---- (149)
Part [ Practical Writing «+++++++ssveesererunessninneniianne. (151)
1. Meeting Notice «+-+ereesrsrrermsmnsmerioiiiiniiireannn. (151)
2. Agenda  ceerereeeessieeetre e s (153)
3.Reply Form  woeeereeeeessumemneeenniriniiiiie i (155)
Guide to Grammar =-reeeessrrreeestrettnestteiirestrssiioctianansses ( 157)
1. Reflexive Pronouns  secvsreveserrerenrsammiinmeniennn... ( 157)
2.Do for Emphasis  «--veeeerrresrneeminsemniiennnneins. (159)
Cultural Salon  -seeerererermerremremmeaaernmriersreerennens (160)
@Unit Eleven

Minutes
Part | Reading crereeeereereremmmmmniiniiiiinenin, (161)
IVEIELLLES  *+v e e evseensnnssnnennemnennrenneneennnnsanssenneenees (161)
Part I Situational Dialogues «-+++++=+++=sssmssrervureirerinninn (165)
Dialogue 1 Before the Meeting «wrerrseerseseeessseseeneenee (165)
Dialogue 2 During the Meeting  ++++++-++eseesrersucen. (166)
Part ]]] Practical Writing .......................................... (169)
IVIIILULES = +e v veromrenneenseseutnsonnennrenneieanearennereenesnn. (169)

5



Guide 10 GIramumar rr-crv-r-vssseesrrreterrettititiiiiineteiosiinies (]72)
Emphatic Sentence  seccrrerrreeeserrititiieriiiiiiie, ( ]72)
Cultural Salon  wssseverrrerrritiiiiiii ( 173 )

@Jnit Tweleve L

Presentation and Explanation

Part [ Reading ................................................... (174)
A Well-planned Sales Presentation «-:+ereeeseerseereeann. (174)
Part [  Situational Dialogues ++++rsreereeemeriimemiiieeiiiennn (176)
Dialogue 1 Before the Show «-««-+csserssessareerrruinnnns (176)
Dialogue 2 At the Show  =++«eeseecereeesremmmmmerininianinn, (177)
Part [ Practical Writing «+«+ssssreseeeereeemermemmiiiiinnnn (180)
1. Experts’ INSTIUCHON v rrv e terermresaronserannnscsennnnan ( 180)
2. Getting Useful Information Through
Different Channels «««-«=«s+seeereestsiesenrarerneasenenes (180)
3. Guide of the Exhibition Hall =~ «+--rreveveemmmieeinennn. (181)
4. Sales Presentation wcrtetrsesesesertrattteeriiiniiiiiinniaas ( 1 82)
5.Follow-up of Contacts +++«+++sserreeermmmemiiiuniennne (183)
GUide tO GIAIMIMAT -+ e +rreeerererstserirarnraenrrernrnrninseneeenes (184)
Complex Object =++++sseeresrrreetrnutrennniieriniinie e, (184)
Cultural Salon  <rerereoreerrrrrrririieienarieienerreenn (186)
@nit Thirteen
File and Management
Part I Reading ................................................... ( 1 87)
Filing ............................................................ (1 87)
Part I Situational Dialogues .................................... ( 192)
Dlalogue 1 Flle Thlngs ( I ) ................................. (192)
Dialogue 2 File Things (1) ceeoeeverimmimimnninin, (194)
Part [ Practical Writing seeeseeererreesann., (196)
Certificate Letters «-r-e-srrereresrersranenmnearrenerensesenensn (196)
Guide t0 GIAITMAT v+ v trreserrerrecaereraacrareoneensmencneenesnenns (200)
Transformation of Sentences( ] ) «++++++sseeeerrererrueeen. (200)
Cultural Salon  c+ereeereereresnrareerrteeereenienineenernenns (201)
6



@Unit Fourteen

Information and Communications

Part I Reading ................................................... (202)
COMMUNICATIONS *** "t vosrsrrrsotenmonnnemmiitonsesonrasesnnnens (202 )
Part I Situational Dialogues ceereveeeeemraeann (207)
I)ialogue 1 Pay a ViSit ( I ) ................................. (207)
Dialogue 2 Pay a Visit (I[) =vreeerrvemerremecrmraacennnn, (208)
Part HI PraCtiCal ernng .......................................... (210)
1. Announcement ............................................. (210)
2 Poster ......................................................... (212)
Guide to Grmr ................................................... (214)
Transformation of Sentences ([ ) «+overervvrvmeeeeninins (214)
Cultural Salon  =++++rererrrseerereemiiminnerreieereeeenrann (215)

@nit Fifteen

Reception and Negotiation

Part I  Reading «++vreveereresreseeemmiiniiniiiiiiiiinennieennnn, (216)
Negotiation Strategies ++=++++++++=+ssssrsrsrrrmvermeeeceren. (216)
Part T  Situational Dialogues «veeereveermetrmiimminninii, (221)
Dialogue 1 Getting Down to Business ++cccresssseveeeces (221)
Dialogue 2 Getting Down to Brass Tacks cre-ve-sereree (222)
Part m Practical Writing .......................................... ( 227)
Quoted Price rvevrrte et i di e e e, ( 227)
Guide to Grammar ................................................... (232)
The Use of Punctuation Marks( ] )
............................................................... (232)
Cultural Salon  +eveeerrreeeeroerrneenneeererenseseeennin, (234)
@nit Sixteen -
(:()ntract and Agreement ............................................. (235)
Part I Readlng ................................................... (235)
Contl‘act ......................................................... (235)



Part [ Situational Dialogues «===ssesseerereemrsememnen (239)

Dialogue 1 Proceeding with Negotiations «++«sseeerseeeese (239)
Dialogue 2 Signing a Contract «-«++s+ssssssssessreseesens (241)
Part m Practical Writing .......................................... (244)
Contract and Agreement «+««-+e-sessrsseesssssinseenes (244)
Guide 10 GIAMMAT ------sessssssssrsrssnsssssmmsmsmmsnieeereereeeees (256)
The Use of Punctuation Marks( Il )
............................................................... (256)
Cultural Salon  +ereerreererrerersmrmmmrnman (258)
Appendix T c-eeeeersreesiremminiin (259)
Appendix J[ «+eeeeeseeneisemnene (262)
Appendix [l «+eewseeesmesrersmesasnii e (264)



Unit

Job Application and Interview
One

KERE5mR
Part | Reading

The Job Interview

One of the most important components of successful job hunting is the job
interview. There are thousands of people entering new careers and searching for
job placement. In order to give yourself an edge over others applying for the job
you want, it is important to create a solid impression during the job interview.

Because what you say during an interview is so important, there are two
rules to remember. One is to present yourself in a favorable way and stress your
areas of competence. However, don’t exaggerate; tell the truth. Second, listen
carefully and get involved in what the interviewer is saying. Notice the inter-
viewer’s interests and relate your comments to them.

The job interview is the time to “sell” ycurself by giving examples of expe-
riences you’ ve had related to the job and by revealing your good points. It’s a
good idea to have handy job resume or a list of school courses that prepared you
for the job. Don’ t exaggerate the truth. Be honest, but show confidence in
yourself and your ability to do the job.

If you are not certain what the job will require of you, ask questions to see
whether you do feel qualified. Do more listening than'talking. Don’t be afraid to
ask for a second interview if you need time to gather information that will be
more useful in the second interview. Most interviewers will appreciate your
questions and your ability to listen and respond.

Some people talk themselves out of a job by saying too much or by digress-
ing from the point. Although it’s important to talk about your successful experi-
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ences, don’t come on too strong and sound like a braggart.

Each of us has sensitive areas, which could refer to your lack of an academic
degree, a long period of unemployment, or lack of work experience if you are
entering a new field. Answer sensitive questions briefly and positively. If you
believe that this area presents a real obstacle to a job offer, you could be commu-
nicating this doubt to the interviewer. Many times, however, an interviewer
will override these sensitive areas if you have a confident, positive attitude.

The job interview is an important part of the job search because the attitude
and impression you project can make the interviewer feel “with you” or “against
you”. Remember that you have the power to create a favorable impression. In-

terviewers have the intelligence to recognize genuine enthusiasm and interest.

Words and Expressions
interview /'intavju; /
n. an oral examination of an applicant for employment, a college place, etc.
v. hold an interview with &
interviewer HIRE , R E
interviewee /intorvju:'i: / B iR E , BiENE
edge /ed3/
n. a boundary line or margin of an area or surface 1,2k, %%
v. to have the edge on/over: to be (slightly) better than or have a (slight)
advantage over (Pt ------
apply (for) /o 'plai/
v. make a formal request for something to be done, given, etc. (IEZ)#H
HiE
applicant /'aplikent/ n. HiFA
application =. HiF,HiFH
present /pri 'zent/
v. to be when looked at; show
BER.BH, B, KR
presentation n. BB, B~
cf. 1.present /'preznt/ n. #L&
2. present / preznt/adj. Y



