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New environments. New Starts
Self-introduction
Career Planning
Invitations

Entertaining Visitors

Office Management
Business Trips

Company Presentation
Sales Promotion

Business Negotiations
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Be Your Own Boss Market Research

Trade Shows and Fairs Finance Channels
Under Contract Foreign Investment
Workflow Improvement Human Resources Management
Professional Ethics Logistics Management
Modern Project Management Accounting Management
Oral Presentations Customer Satisfaction
Quality Matters Information Management
Buying Strategies Awareness of Branding
Problem Resolutions Self-development




| Unit 1

. Unit 2

ERAUE =R R TRV NSRS ES AR SR SR O S R SRS

New Environments, New Starts / 1 %

Warming-up / 1 ‘:‘
L. The Theme Word / 1 %
I1. Sentence Writing—The First Day in College / 1
I1I. Brainstorming / 3

Intensive Learning—New Student Address / 3
I. Word Ladder / 3
[I. Text—New Student Address / 3 f
ITI. Reading Comprehension / 4 [
IV. Language Practice / 6

Practical Writing—Application Letters / 8
L. Tips for Practical Writing / 8
I1. Example / 8
I11I. Practical Translation / 9
IV. Do It Yourself / 10

Advanced Learning / 11
I. Theme Reading—How to Adapt to a New Environment in Working / 11
II. Feature Reading—An Employment Welcome Letter / 12

I1I. Essay Writing—Reasons for Choosing a College / 13

Self-introduction / 14
Warming-up / 14
I. The Theme Word / 14
II. Sentence Writing—Clinic Appointment / 14
I1I. Brainstorming / 16
Intensive Learning—Ways to Introduce Yourself to an Individual / 16
[. Word Ladder/ 16
II. Text—Ways to Introduce Yourself to an Individual / 16
I11. Reading Comprehension / 18
IV. Language Practice / 19



Practical Writing—Self-introduction Letter/Email / 21
1. Tips for Practical Writing / 21
II. Example / 22
111 Practical Translation / 23
IV. Do It Yourself / 23
Advanced Learning / 24
I. Theme Reading—About Myself / 24
1. Feature Reading—Curriculum Vitae / 25
II1. Essay Writing—Self-statement / 28

Career Planning / 29
Warming-up / 29
I. The Theme Word / 29
1. Sentence Writing—Job Hunting / 29
III. Brainstorming / 31
Intensive Learning—How to Apply for a Job /31
1. Word Ladder / 31
1I. Text—How to Apply for a Job /31
III. Reading Comprehension / 33
IV. Language Practice / 34
Practical Writing—Job Application Cover Letter / 36
1. Tips for Practical Writing / 36
II. Example / 37
1II. Practical Translation / 39
IV. Do It Yourself / 40
Advanced Learning / 40 ]
L. Theme Reading—A Job Ad /40
11. Feature Reading—Customer Service Officers Wanted (Urgent) / 42
III. Essay Writing—Reasons for Taking the Job As a Customer Service Officer / 43

Invitations / 44
Warming-up / 44
1. The Theme Word / 44
II. Sentence Writing—Let’s Party / 44
II1. Brainstorming / 46

Intensive Learning—How to Write an Invitation / 46
1. Word Ladder / 46

II. Text—How to Write an Invitation / 46




III. Reading Comprehension / 48
IV. Language Practice / 49
Practical Writing—Formal RSVP to an Invitation / 51
1. Tips for Practical Writing / 51
II. Example / 52
III. Practical Translation / 53
IV. Do It Yourself / 54
Advanced Learning / 55
I. Theme Reading—How to Write Party Invitations / 55
II. Feature Reading—Invitation Letter / 56
I11. Essay Writing—Reasons for Inviting Clients / 57

Entertaining visitors / 58
Warming-up / 58
I. The Theme Word / 58
II. Sentence Writing—Friends Coming from Afar / 58
III. Brainstorming / 60
Intensive Learning—Ten Tips on Greeting Office Visitors / 60
I. Word Ladder / 60
II. Text—Ten Tips on Greeting Office Visitors / 60
III. Reading Comprehension / 62
IV. Language Practice / 63
Practical Writing—Welcome Speech / 66
I. Tips for Practical Writing / 66
II. Example / 66
III. Practical Translation / 67
IV. Do It Yourself / 67
Advanced Learning / 68
I. Theme Reading—New Staff Members and Guests / 68
II. Feature Reading—Food & Beverage Event Order / 69
III. Essay Writing—Rules for Entertaining Guests / 71

Office Management / 72
Warming-up / 72
I. The Theme Word / 72
II. Sentence Writing—Never Easy to be Secretary / 72
I1I. Brainstorming / 74




Intensive Learning—How to Use Proper Telephone Etiquette at Work / 74
I. Word Ladder / 74
II. Text—How to Use Proper Telephone Etiquette at Work / 75
II1. Reading Comprehension / 76
IV. Language Practice / 77
Practical Writing—Office Memo / 79
1. Tips for Practical Writing / 79
II. Example / 80
III. Practical Translation / 81
IV. Do It Yourself/ 81
Advanced Learning / 82
1. Theme Reading—How to Record Useful Meeting Minutes / 82
II. Feature Reading—Enquiry Letter / 84
III. Essay Writing—Steps of Arranging an Office Meeting / 85

Business Trips / 86
Warming-up / 86
I. The Theme Word / 86
II. Sentence Writing—Booking Transportation / 86
II1. Brainstorming / 88
Intensive Learning—How to Plan Your Business Trips / 88
1. Word Ladder / 88
II. Text—How to Plan Your Business Trips / 88
III. Reading Comprehension / 90
IV. Language Practice / 91
Practical Writing—Reservation Letters / 93
L. Tips for Practical Writing / 93
II. Example / 94
III. Practical Translation / 95
IV. Do It Yourself / 96
Advanced Learning / 97
I. Theme Reading—Visiting Your Clients / 97
II. Feature Reading—Business Trip Itinerary / 99
III. Essay Writing—Reasons for Choice of Traveling / 100

Company Presentation / 101
Warming-up / 101
1. The Theme Word / 101




II. Sentence Writing—Top Mobile Phone Companies / 101
III. Brainstorming / 103
Intensive Leal:ning—An Example of Company Profile / 103
I. Word Ladder / 103
II. Text—An Example of Company Profile / 104
III. Reading Comprehension / 105
IV. Language Practice / 105
Practical Writing—A Company Profile / 108
1. Tips for Practical Writing / 108
II. Example / 108
III. Practical Translation / 109
IV. Do It Yourself / 110
Advanced Learning / 110
I. Theme Reading—How to Introduce a Company to New Regions / 110
II. Feature Reading—About Greyhound / 113
III. Essay Writing—Mission Statements / 114

Sales Promotion / 115

Warming-up / 115
I. The Theme Word / 115
II. Sentence Writing—Where to Advertise / 115
III. Brainstorming / 117
Intensive Learning—Successful Promotion Methods for New Products / 117
I. Word Ladder / 117
II. Text—Successful Promotion Methods for New Products / 118
III. Reading Comprehension / 119
IV. Language Practice / 120
Practical Writing—Product Description / 122
L. Tips for Practical Writing / 122
II. Example / 123
II1. Practical Translation / 124
IV. Do It Yourself / 125
Advanced Learning / 125
1. Theme Reading—The Market Investigation / 125
II. Feature Reading—All Inclusive Pavilion Package / 127
III. Essay Writing—Roles Ads Play in Product Promotion / 128




Unit 10 Business Negotiations / 129

Warming-up / 129
1. The Theme Word / 129
II. Sentence Writing—The 5 Stages of a Sccessful Negotiation / 129
1I1. Brainstorming / 131

Intensive Learning—Language Factors in Business Negotiation / 131
1. Word Ladder / 131
1I. Text—Language Factors in Business Negotiation / 131
III. Reading Comprehension / 133
IV. Language Practice / 134

Practical Writing—Product Description / 136
I. Tips for Practical Writing / 136
II. Example / 137
III. Practical Translation / 137
IV. Do It Yourself / 138

Advanced Learning / 139
1. Theme Reading—The Art of Business Negotiation / 139
II. Feature Reading—International Negotiations Cultural Considerations

by Region / 141

II1. Essay Writing—Strategies for Negotiating with People in North America / 142




Unit 15 s

{ Warming-up
I. The Theme Word

3 Look up the following words in a dictionary and pick out the words with the similar meaning
of “JENL”.

adapt orient resolve acclimate
adjust habituate accommodate passion

Words with the meaning of “J&M.":

Il. Sentence Writing—The First Day in College

Write at least three sentences for each picture so that they form a complete story.

The First Day in College

The first day of school is always special, no matter what level of education. In elementary

school, it meant a trip to grandma’s, so we could shop for a new outfit and shiny new markers. In

| high school, it was the hope that this year would be different. And the feeling of stepping into the §

grown-up world made the very first big day so special in college.
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lll. Brainstorming

Write down your answers to the following questions.

1) What is the English name of the college where you are currently studying?

2.) How many learning programs are there in your college?

3) What do you wish to learn at college?

Intensive Learning—New Student Address

1. Word Ladder

Listen and read aloud the following words and expressions.

academic [j@ka'demik] a. =AM, FHIBHY
optimism ['pptimizom] n. 53, W E X
talented ['telont1d] a. A A GEHY

positive ['ppzativ] a. Bk

concern [kan'sain] n. XL

resolve [r1'zolv] v. 2k

means [miinz] n. 77k, FB

counselor ['kavnsala(r)] n. 55

pursue [pa'sjuz] v. B3R

intellectual [;inta'lektjual] n. I
passion ['pafan] n. #i¥

scholarship ['skolof1p] n. #2¢:4:

creative [kri'ertiv] a. SliEHERY , A A1 11 HY

semester [s1'mesta(r)] n. 2:HH
workshop ['wa:k[pp] n. TAEY;, T4
orientation [ a:rien'terfan] n. A% ()43
faculty ['feekalt1] n. K H

ethical ['eerkal] n. Y

conduct ['kondakt] n. 7 #ER]
bystander ['barstenda(r)] n. EWH
behavior [br'hervja(r)] n. 474
plagiarism ['plerdzorizom] n. E|%j

on top of f-+---2Z 4

on one’s way to 1EAE

take advantage of Fi|

Il. Text—New Student Address
Read the text and complete the spelling of the following words with the first letter given.

1)a 2)t 3)m 4)c 5)p
6) s 7)s 8) o 9)e 10) p.




New Student Address

Thank you, and welcome everyone to Guangzhou College. We welcome you to the college

and to the start of a new journey for all of us.

The beginning of an academic year is always a time of excitement and optimism. Guangzhou

is a strong, talented, positive, supportive community.

I am glad that all of you are becoming part of the Guangzhou College family, and I look %

forward to getting to know you better. You can email me at skorton @ guangzhoucollege.edu.cn
about the concerns you’ve not been able to resolve through other means. And most important,

when you see me around campus, please take a moment to say hello and introduce yourself.

Not surprisingly, I have some advice to offer on top of what you’ve already received from | {L

the student counselors. First, college should be a time to pursue intellectual passions and

take intellectual risks. You have some 1,000 courses to choose from, plus opportunities to
pursue scholarship and creative work. I hope you’ll make time each semester to take at least one
course for the joy of learning about a topic that interests you. Here’s one way to get started: Next
Tuesday, check out the “Explore Series” workshops in your orientation guide.

Second, get to know your professors—in and out of class. Guangzhou College faculty
members are world leaders in their fields or on their way to becoming such leaders. They also
care deeply about teaching. Take advantage of their office hours.

My third piece of advice is: “You are not here to be made; you are here to mal.(e
yourselves.”

My fourth piece of advice is to hold yourselves to high standards of ethical conduct in

everything you do. And if you see something wrong, tell someone. Don’t be a bystander. One

example is cheating. Sometimes students do not understand that their behavior is cheating. This is
particularly true for plagiarism.

That said, if problems remain unresolved or if you sense that something is truly wrong,
please let us know. (363 words)

Ill. Reading Comprehension
A. Read the text again and answer the following questions.

1) Who probably made the speech?




