


Into Business with English

Book 3

Towards Communicating in English

BERIE (m=m)

Xt Hhe Bt B 525 F L&

MO BF R B R F B



(F)&HEF 1825

BEHZERERE (CIP) #37

#1iF = INTO BUSINESS WITH ENGLISH BOOK THREE
BEM/ (RS RBYREARE. - U0 M HE5 B EH R,
1994.3 MR RH & F LG -FHERH

ISBN 7-81000-588-X

[ % [.%. [I.OXREESFER-HHO¥ER
H-EEFE-EHEERK N.H31

o E R A B 518 CIP B 5 (94) 5 01068 5

©  Text, the Department of International Business Communications

University of International Business and Economics, 1994

Edited by the UIBE Materials Development and Writing Project Team
©  Illustrations in this book Liu Xiaopeng & Ban Ruo 1994

Text designed by D. Bruce Catt
in New Century Schoolbook 10pt
with 12pt and 15pt display

BEEIB(FEAS £=
X ob2 T I B F B AR AL AR
kAR EHRE 125 IS B % 48 - 100029

R KRETREIR FEBEARRGHRERT
7871092 1/16 19.375 B3k 496 TF

1994 4£ 12 AJLHEE 1R 2002 £ 7 BALRE 4 WEIRI

ISBN 7-81000-588-X/H-116

EP¥(:21001—26000 #F  EHt:30.00 5T




Acknowledgements

This book would not have been possible without considerable team-work from
teachers at UIBE, TIFT, SIFT and GIFT. The following from UIBE have made a
major contribution to the production of the book: Li Ping, Yang Boning, Chen Li
Li, Han Xiaoming, Wang Yiping, and Zhao Wanying. The following have
participated in the project: from GIFT: Zhou Qiming, Cao Xudong, Yu
Honghong, Jia Xiuting, Du Bo, Fan Xin, Sun Min, Zhan Kan, Chen and Ye Qing;
from SIFT: Chen Jie, Zhou Lingen, Wang Yunqing, Zhang Yin, Sang Huiming,
Xu Dongfeng and Yu Chen; from TIFT: Chang Lianrong, Hao Yunzhi, Liang
Wei, Qiu Jing, Lin Su and Zhou Yij; from UIBE: Huang Zhenhua, Zhang Erhu,
Jiang Chun, Cao Ling, Gu Xiaobing, Jiang Lijun, Liu Yu, Shen Hong, Su Ling,
Wang Lu, Zhang Cuiping and Zhi Cong. Also to be thanked is the Ministry of
Foreign Trade and Economic Co-operation for its continued financial support to
the project. The Overseas Development Administration [ODA] through the
Cultural Section of the British Embassy in Beijing has helped the project with
personnel and equipment. The following British lecturers have been associated
with the project over the years: Chris Defty, Angela O'Connell, Yvonne
Marsden, Mary Rack, Ricky Lowes, Terry Jordan and Sue Bailey. The book was
put in its final form by Judy Dyer, Christine Thorne and Trevor Grimshaw.
IMNustrations were done by Liu Xiaopeng and Ban Ruo. Typing was done by
Wang Yu, Xi Wei, Ren Chi and Ban Ruo. OQur thanks are particularly due to
Susan Croft who was the main contributor to the materials in this book.

We would like to thank the following for kindly allowing us to use articles from
their publications:

Newsweek for their articles Taming a Violent Sport and The PC's Promise:
Videotex. :

The Far Eastern Economic Review for The Corporate Pitch

Watsons for the articles from Guide to the Good Life

The Economist for the article on Pan Asian Television ;

The Guardian for The Party that Grew and Not Just Doing it for Kicks

The following have allowed us to make use of their advertisements in this book:
Eagle Star International Life

International Business Week

The Asian Wall St. Journal

Colliers Jardine Pacific Ltd.

Canon

Acer America Corp.

BBC World Service

China Daily and The Beijing Review are also to be thanked for the cartoons
we have used in this book.

iv

N

. o R A . 8



r?“

FEAEFBHE XTI ERHM, K)A#BEM&-E'JZZF H!ﬁﬁ HE¥E TR EBE —F
SFEy FRL BB

EXT%%B’F&%*#%%B&RE#-E@&B&Z& 1 4% ) 3 B} 32 35 B 84 CInto Business With
EnglishMt# 7T . B CREN AN LHFRBERAN FEHFOBFEFEUNHEMAEEN
Moy EER TAR T I, SRR E T RBP4, 5 B R B R R
 RERNEFMBOEWY, RE N AEM R ESERE EMN RS LTS ESAERY
ARERGHIFHFT, T 1987 FHRAE AP EXAE TSR EZ—. MRS LHSERNEE
BeERXULEA DB EBETEN B FTRANIR.

HERHHIMENBE, EENZMEE 1987 FHMINBFHBKLERE, 1990 EZET-M
IR BFB . MRS R BF B MR SR 5B A BI M R R R MM
WErBt LR IMEN Y  EANERE S5 M RT N A B8Rk B O, /BB £ i
XEE B EHNRE FEMIBBETASBRER.

HERKMZ HOER, BAZEMATFHER T RE BB Bk P EHaT T 8kayntE,
MN1987 FHE, ESEH6MFEL. B-MEEFHB. SEXHHET 1995 EHF.

T AR E R RYMZRENBERN, AR PEE AP RENE LSS 8T
MERERRRABREHE - P REMNBANRE, BEWBE OEETRUERIER SV
FRER.GELHHH SEREBMENRSERIEL LR B EH KR MET R,
EHV TS RATNENER., ZEHEEE T RAEE, EEET TR EEAYYEN,
X e S ST AL AT — 263 LA .

EXA WA, mEERITMEEPET KRG EZE, HBRIERIIG RS, B ET REE%,
LIFEMAABREANBEEINEHEIRE TR, Ei, H#ﬂ]#w\htﬁﬂﬁﬁﬁﬂ A
BB A AEAFTEMERS ZEE O TN,

AL EBBREE ABM RS ABEN . Gl , 35035 85 A3 6 B % #bt g FA
RERFFRIMELTUBFHIZALSTARNLEUIEL LNREMNI RS H A
RARH MR B IEBLR B, FH B IR R T IMR 525 A A bt — 5%
FEAWREBNFTEENRR. DRE NN ERCEALHER, RS R MM, K
4, EELELREY  EHZHM R L AR E R BMBEN TGS U LR BH S KM%
WERE.

FHMER, ETRSFBIIREEEC W EMN B EZ B 1SR TS RN
TUMERRS ERsh. BER IHEE. BERLSFAE . BRSFESS AR EH2E, K
EAR G ENEENERAREILENS %,

HTFAEMRAT R S5EEREHE A BT, HE T 20005, 38 8 20409 6 R,
BMHRFBITAE, W REPERGETAR AT RN AR NS, HETIHERY
B EHHMEEARTN. RELEERITSHFYBMAMEEENORRES.

RINERHDE, M EHMBERCENC EENEY. —FE . EERE -, 5t
EENRERUABFESBE . URSXER KL, B—HE, BIFRERIEHA N Rl




6 555t R AT W R SR BN AR RLAE N, T LA R 5 8 R A 20 TR M LUA U
R LRR. |

EREFUNL R T SR MEFRBAXNEHELERTIEEFRES AR ROFE
LHRUHBLATN—1 8% LRLN—HEHER. ROBELXEA MBS & LHHRL
HBR WS A1 AR R EEUBEHE N TE. RITHHHEERAELTXATORSE
(IR B3t AR |

EREX B R B LRI, BRE NI 51U 3 5 A SR % 00 200 3L A%

BERE BEAXREBNBAXRSSFE VERESCREAME N XU T HEHIE THHLES
A

AT BRNIALA WD R 90,

R RELHE
FRLFRERE
1993 4£. 8 A




Introduction

Towards Communicating in English

This book adopts a more communicative approach to the teaching of English in your first two
years at college or university. This means that you will be expected to take more of an active
role in class than you have previously had to do. Altogether there are four students' books
and they are designed to make up a course of English for the first two years of your tertiary
education.

The main purpose of these books is to let you learn new ways of studying English and to give
you more opportunities to practise speaking and communicating in English. Because the
material and methods used are different from most books you will have used in middle
school, at first you may find it difficult to adjust to the new ways of learning. This is natural
and you should not worry too much. However it is believed that the initial struggle will be
worthwhile in the end, as you will develop new methods for helping yourself to improve your
English.

Some Important Advice

Learning English does not stop outside the classroom. As well as doing work outside class
time for your teacher, you will be expected to take responsibility for helping yourself to learn
by reading other material in English. You should read anything at all which is written in
English and which you find interesting. You will learn much quicker if you are interested in
what you are reading.

You should buy a good dictionary such as the 'Oxford Advanced Learner's Dictionary' by the
Oxford University Press [ISBN 0-19-431141-4 (flexicover)], or Collins 'Cobuild Student’s
Dictionary’ by Collins [ISBN 0-000-370315-0], or one of the many Longman's Dictionaries
that are currently available. In addition you will need a good reference book of English
grammar such as Michael Swan's book 'Practical English Usage', published by the Oxford
University Press [ISBN 0-19-431185-6] or, possibly, A. J. Thomson and A. V. Martinet's book
‘A Practical English Grammar', also by Oxford, [[SBN 0-19-431342-5]. These are sometimes
available in good book shops in China

What Does it Mean to Speak a Language?

In the past people thought that if you knew grammar, vocabulary and pronunciation you
could speak a language. But now we realise that communicating in a language is much more
than this. For instance, “Have you eaten?” is a perfectly grammatical question in English,
but it is not appropriate as a greeting as it is in Chinese. Understanding the words and
grammar of a sentence does not mean that we can understand its meaning.
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Making Mistakes Is Part of Learning

You will have plenty of opportunity to practise and to try out the new language being learnt.
Do not be afraid of trying to communicate and making lots of mistakes, this is a natural
process and you will never learn English if you are too afraid to open your mouth or to make
mistakes. To start with you may feel that you are able to speak more fluently than before
but that you are less accurate. Do not worry about this, accuracy will follow.

Use of Dictionaries

Dictionaries are an important tool in language learning but their over-use can quickly
become a bad habit and prevent you from using valuable language learning skills. Itisa
good idea to try to guess the meanings of unknown words from their context rather than
looking up every word in the dictionary. After all, in a natural conversation, you would not
be able to look up every word in the dictionary. After the lesson You may use your dictionary
to give you a fuller idea of the meaning of a word and its pronunciation and use.
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Mates

Section 1: What's a Mate?

Definition of “Mate”

How many meanings can you think of for the word “mate”™? Which meaning do you think is
the most common? Discuss these questions with the class.

Now check your ideas in a dictionary. Were you right?

Friends
What is your definition of a friend? Look at these category headings,
Synonyms Types ' Activities Qualities

Now with the class, brainstorm all the words you can think of that are associated with the
word friend according to the headings above.

An Ideal Friend

Look at the list of characteristics of an ideal friend, below. For each one, put a tick in one of
the columns on the right, according to your reaction to it.

My ideal friend, Agree Disagree Uncertain

knows all about me/my family.

likes the same hobbies/sports.

c. is sensitive to my feelings.

d. lets me borrow their belongings

®

lends me money.

lae

supports me even if I m wrong.

g corrects me if I make a mistake.
h. looks after my best interests.

i defends me in front of others.

). helps me with work.

k. never gets angry with me.

I. never lies to me.

Now listen to a recording of a talk by a student from another country, entitled
“Characteristics of an Ideal Friend”. As you listen, number the characteristics in the table
according to the order in which they are mentioned.

With a partner, try to agree on an order of priority for the characteristics.
Compare your order of priority with the rest of the class.




Section 1: What's a Mate?
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In your Group write a brief explanation of the cartoon's message in no more than 25 words.
Compare your explanation with the other Groups.

Decide on a caption for the cartoon. Compare it with the original caption.

A Quiz - The Title

You know what it is like to be, and have, a room-mate - now think about what it would be
like to share a flat with somebody.
Look at this title and subtitle to a quiz that appeared in a magazine.

What kind of flatmate would you make?
Would sharing your living space make or break your friendship?
Try our quiz and see!

What sort of questions would you expect to find in this quiz?
With a partner make a list of the main question topics that you think might be included -
e.g. sharing housework.

Compare your list with another Pair's.

VYocabulary: Prefixes

Add prefixes from the alternatives given below to give an opposite meaning to the adjectives
that follow:

Adjective im- in- un-
Example '

tidy UNtidy
communicative compatible confident dependent
embarrassed formal sociable sympathetic
tolerant willing '




Unit 1: Mates

Many adjectives that describe people begin with “self-”. Check that you know the meaning of
the following:

self-employed
self-sufficient

self-conscious
self-made

self-confident
self-indulgent

self-centred
self-important

Now read the following descriptions of people and note down the adjective beginning with
“self-” that best corresponds to each one from the list above.
1. She's her own boss now, and is making quite a lot of money.

2. Despite his poor, underprivileged childhood, he has succeeded in rising to the top of
his profession.

3. He only ever thinks of himself and his own point of view.

4, Some people are so timid and scared of appearing rolish that they never say
anything. _

5. I'm generally an independent sort of person and I don't need to rely on other people,

emotionally or otherwise.
6. She's impossible - she always thinks she, and her ideas are the best.

7. If I see a packet of my favourite biscuits, I just can't stop myself from buying them
and eating the lot immediately.

8. They should learn to have more faith in their own abilities.

Flat Sharing and Student Accommodation in Britain
(see cultural glossary at end of book)

Look at the following advertisements for different people wanting to share accommodation
that appeared in a local London newspaper.

SHARED ACCOMMODATION
WANTED

2 women require furnished flat. Preferably Male student needs cheap accom. in shared

Central London, reasonable rent. Tel.081-
923-6654

French female journalist is urgently looking
for own room in flat’house with shared
facilities, East London. Cal is friendly,
independent, dependable. Prefers
vegetarian household. Rent up to £120 per
month. Write to box 56/AY

flat immediately. Responsible, sociable,
non-smoker. Away at weekends/holidays.
Contact Bill, 071-332-7118

Young male artist, 2 cats, furniture, seeks
spacious accommodation in London area.
Quiet, reliable, self-sufficient. Prefers self-
contained flat in large house. Willing to do
somd hc;/uggold chores/

shoppin ysitting against rent.
Refe?ences provide%. %ox 43/EH

Turn over the page and look at some of the accommodation that is offered.




Section 2: What Sort of Flatmate Would You Make?

OFFERED

Hampstead. Separate room in terace house for
student/young professional. Musical family, 2
teenage children, seeks easy-going folerant non
smoker to babysit 2 evenings per week in exchange
for comfortable room, use of all facilities, £20 per
week. Tel. 081-055-4212

Professional man (25-30) required for
comfortable flat near station. Own room
overiooking park. £200 per month.
Regents Park. 071-445-9087

Clapham North. Own room in lovely big fat, all
modern conveniences would suit reserved middle-
aged academic/career lady. Owner/occupier is
elderly widow interested in music and literature. Cats
weicome. £70 per week including charges. Phone
daytime 081-992-1178.

Fourth woman, mid-twenties to share large
room in modem flat with garden,
Kensington. Luxury kitchen/bath. £50/week
+ electricity. Box 78/BN

Answer these questions on the advertisements:

4 business students (2 male 2 female) need
fifth person to share old house in Greenwich
from October. Own room with baicony. We
enjoy life to the full, and would like
somebody fun-loving and gregarious with a
relaxed attitude. £200 per month + gas,
electricity. Box 64/JJ

1. What types of information are common to all the advertisements?

2 What other types of information are sometimes included?
3. What differences are there between the Wanted and Offered advertisements?
4 From the details mentioned in the advertisements, what appear to be the most

desirable characteristics of:

a) people seeking /being sought to share accommodation?

b) a shared accommodation?

Section 2: What Kind of Flatmate Would You Make?

Quiz - Topics

Think back to the quiz title and your predictions of possible questions you made earlier in

this Unit.
Now quickly look at the questions below.

Do they cover the question topics you expected?

Do not answer the questions at this stage.

What kind of flatmate would you make?
Would sharing your living space make or break your friendship?
Try our quiz and see!




Unit 1: Mates

Part 1
1. How would you approach a flatmate who is terribly untidy and doesn't do his/her share of the
housework?
a) It would drive you mad and you would give them a good scolding.
b) Tell them quietly that you resent the mess.
c) Try to establish a formal cleaning schedule to ba carried out jointly.
d) You wouldn't be too worried - you're not a good housekeeper yourself.

2. How would you feel ff your flatmate was always late in paying his/her share of the rent?

a) Sympathetic - it can be hard to make your income cover all the everyday
expenses. -

b) Annoyed - the delay would damage your relationship with the landlady/lord.

c) Angry - you'd find it hard to tolerate such irresponsible behaviour.

d) Ready to move out, or ready to ask your flatmate to move out.

3. How would you react if your flatmate's boy/girl friend was always in the flat?

a) You'd enjoy the extra company.

b) You'd suggest they contribute to the rent.

c) You'd feel irritated.

d) You'd insist they see each other outside the flat.

4. How would you organise your food? :

a) Have separate shelves in the fridge and cupboards.
b) Share the basics, (tea, coffee, rice, etc.) and keep the rest separate.
c) Share everything on an informal basis and keep a rough mental check on the
equality of the system.
d) Have a joint budget and supply.
5. What would you do if your flatmate entertained his/her friends at home?
a) Go out or stay in your own room so as not to intrude.
b) Meet the friends briefly and then leave your flatmate alone with them.
c) Join in and help to entertain them.
d) Give your flatmate some time alone with them and then join in.

6. How would you feel about sharing clothes, toiletries etc. with your flatmate?

a) Great! Being able to exchange clothes would double your wardrobe.

b) Offended. You'd hate to have anyone touching your things.

c) Reluctant. In an emergency “Yes” but you wouldn't be keen on it as a regular
practice.

d) Cautious. You'd be willing to share some things, but not your most precious
possessions.

7. When things are not going well with your studies, career, love life or family would you contfide in your
flatmate?

a) Absolutely. what's the point in living with someone if you can't talk to him/her?
b) Yes, provided s/he was a fairly understanding listener.
c) Up to a point. You'd probably describe the problem in general terms, without going
into details.
d) Probably not. Your relationship with your flatmate is already fairly close so
{Continued overieaf)




Section 2: What Sort of Flatmate Would You Make?

it's better to keep some things to yourself.
8. On the whole, what sort of flatmate would you prefer?

a) Someone who is seldom at home and who keeps to him/harself.

b) Someone who is a good housekeeper and who would do most of the chores.
c) Someone who is fun to be with and easy to talk to.

d) Someone who has an active social life in which you would be included.

How did you do? Are there any question topics which you had in your original list and which
are not in the quiz? Compare your results with another Pair.

Vocabulary

Read through the quiz and underline any words in it that are new to you.
Discuss them with your Group and, if necessary, look them up in a dictionary.

In your Group find words in the text that have a similar meaning to these:

state of confusion/disorder/dirt annoyed sympathetic
to impose upon/disturb to feel offended

The following words and expressions introduce feelings and reactions.
Look back at the quiz to see how they are used.

to drive (somebody) mad it can be hard to ... / to find it hard to ...
to enjoy to hate to ...
to be keen on to be willing to ...

to keep (something) to yourself/to keep to yourself

Try to use a different word or expression from the list above in each of the following
sentences.

1, I _____ aheart to heart chat, but not every day.

2. When I'm feeling miserable, I prefer to rather than socializing.

3. Things generally work out if you to be tolerant.

4. When I've had a bad day, it if I can't find any privacy at home.

5. Most people live with somebody else at first; as with all relationships you

have to give it time.

Check your answers with the rest of the class.

The Quiz - Part 1

Do the quiz by circling your chosen answer for each question.

|23



Unit 1: Mates

Look at the answers your partner chose in answering the questions in the quiz. Are they
different from yours? Ask your partner to explain his/her answers.

The Quiz - Part 2

Now go on to the second part of the quiz, below.

Mark each statement True (T) or False (F) according to your own reaction to it.

If you have any doubts, mark the statement True (T).

Part 2
1. Compatible flatmates can give each other encouragement and moral support.
2. After a while, | go crazy if | don't have someone to tak to.

3. 1tend to be fairly independent and seff-confident and not require any help, emotional or otherwise,
from anyone else.

4.1believe a good fiatmate can help socially by expanding one's circle of friends and acquaintances.
S.1would rather attend a small, intimate dinner than a large, noisy party.
6. The idea of living on my own in a big city makes me feel nervous.

7.1'd be embarassed to let a flatmate discover my bad habits like raiding the fridge in the middie of the
night,

8. I'l really miss the interesting discussions with my classmates when | leave college.

9. Activities such as cooking, shopping and exercising are more fun when you do them with someone
else. :

10. I believe the old saying that tha best way to turn a friend into an enemy is to live with him or her.
11. I have a horror of anyone being able to read my letters or diary.
12. In case of fire or other dangers, it's nice to know there's someone nearby.

13. It makes me frightened when | have to answer the door late at night.

Compare answers with a partner.
Are there any differences in your reactions? Try to find out why.




Section 3: Drawing Conclusions from the Quiz.

Section 3: Drawing Conclusions from the Quiz

How Did You Score?

Exchange your answers to Parts 1 and 2 of the quiz with your partner and mark his/her
answers according to the scoring system below.

Scoring

Part 1
Question/Response a b c d
1. (o} 2 1 4
2. 4 2 1 0
3. 4 2 1 0
4, 0 1 4 2
5. 0 1 4 2
6. 4 0 1 2
7. 4 2 1 0
8. 0 1 4 2

Part 2
Give 1 point for each odd-numbered statement marked True {(1,3,5 etc.)
and 1 point for each even-numbered statement marked False (2,4,6 etc.)

Total
Add the scores for Part 1 and 2 together 1o give a final total

The Quiz - Conclusions

Having obtained your partner's score, read out the relevant conclusion to him or her if the
score corresponds to one of the two bands given below.

Conclusions

Band 2: You scored 7-15

Although you can be quite sociable when you feel like it, you also require privacy and space of your own.
You are basically tolerant of others, but too much togetherness gets on your nerves. You should avoid
sharing with someone else who wants all his/her time at home, especially if s/he also invites lots of visitors
and/or wants you to indulge in embarassing heart-to-heart personal chats. You are tairly demanding of
other people, but usually sympathetic to their needs as long as you think they understand yours as well.

Try to find a person who is moderately gregarious and tidy, and willing to share the household chores
equally. Anyone scoring under 27 would be a good flatmate for you.

Band 3: You scored 16-26

You are naturally gregarious and enjoy having people around you, so you would expect a flatmate to be a
good companion. Howaver, you are sufficiently independent and seli-confident not to become jealous or
resentful towards him/er for having a social life in which you are not included. Your easy-going approach
to life prevents you from becoming irritated by the practical details of day-to-day living. You are close to




