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A F A B KA % %45 ) (Contemporary Business English) #f 3t #& #t % — M 69 £ 07 A
F, BNBELBOBUEATAERAREO LS RREIFRELAL 2 RAZ B R
HE R EA RO REER, ABLTAA B FHRBEEFTE, RN FHAFZRATR
Fa o AERH v

FEEAGANE: AMAEESEEMESATHHIANERE, BB SRBAIZE
BEUAE, NEIENERESTEEEEEENTN, RENFSLEERREFRE
RBEHEN

2 TFAERHBMABHBRA, EFARB LA FEINA, X EHRE — o9k
JAAE— b LARAN R

HFEBH

B R UM B — B G S A E s P B R eI KT BB A B ARATDIR R X —
AR R G RE L, E A RALR B F BTN

% TR pL#AM G — AT B 8, RAVRA.

. — 57 EEGEHFEFENGET oV BRENEHGETAR, F—FTALERLE LK
EABFEAELST B RRACFNRRE, FAZRBER L HENETHCER, A
B F ARG T ENFETHRBETS LR T ERERBTHRTD,

2. —FEMEBBEREFLGTHEMES, B —% B XLk —F BRI %, ARIE
5 AR BT A ‘

3. —FREEEFETHAENINSG, 5 —F BXEEFABRCRE) B H 50, B 844
RAERSERNETRAPABEE, BRAFAGEINRFRANERES P AFH LY
I,

BEARER

APFE—ME16FR, FA—RBE—FHERA., FRIOANAFLSAR: FANH. TS
& AN AARRIT S, ARIEAE A A B TR R, RN HRG R K PSRN T 6
FA AT ALEE R, ARAZEAFERERESA AR BIAGLE RS TRERES R
EREM X IIK,

Part 1 Practical Listening and Speaking ¢3E F Wriit)

1. Word study

ARG Ao &) FHEA T, TEBAETEANLHNE, FIFTAREFE £ 6
Rk, RIRREQRF Tk, ATEBAUBSS .,

& ST ABBOFOFE AR T, HIFT AN EMBER BN IFIL, RELFEEMR
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ROFAR, ERELBBZANARAEGT . FERBRS RFAZTALE
AM A EER, BT X, BT TR EAAEL, RE B $ AT BT
Aol FEELRF,

S TR BOFAERT , HIFTURAPLIRE LR LR, KRG F AL
MENWEARTRE LB EANARES T, FELRE, HITARFH AL S
AR EER, BT £ HFFRAA AL, KB BFERELAG T, &
EFAELERE,

¢ A TFRABREANFAERT R TARTAE LA L, L FEERSF i
XESIOETRE., EREL BB TARAZANFH FHHEFEGHR
THRPLTHR, RE B AZET, LFERTHRAA B RENA 4 T4
I, '

> R HTABEEA—ROFAER T, AHLTARREEA LG XLF 4
TR T , VMG 45X B 9 3R L, R B LR R,

2. Functional listening )

AP T N 5T R T W MA ERMH X, FALRGN, 2L FBH— %, K
MREBF T XA, HERAE S, RIFTARBF LGRS, RRAEARF TR, ATR
BOAUE S H

¢ HTFREE BT TAREA BT HAMBGEERAS, KB FBAES,
F-BREARE  ERFERTHEATHARARLRRS., PBFFK
R ERFARTHRETGANEASEE, AEZBFEH, 2RPAAERE
FOH AT ATRI RS S EFEAN £,

¢ S FERM,EFETARREAMEG T &k, A B ERTFNE, AEHAE ik &
&, ik RSB H T A R R A% T,

S XHSHTARBLT AR EMH, BT R P AL AR EA S A 2 [T
PAFRIX RS WA BEAT 0 A, o R ot ) A3 0035 , 30% T ol 3k 3 A 4 B 3%
AMF A ERRE T, ‘ :

S HTHAMFAGEZTRFAL, HITR LT ELA o et ER T LA T, B
ARFFFRONERAERF AR ANATESEH, K38 TFHEER, #d,
FERANNANBFANGHE AR AL LS PP R 225 Fo
T ELFRF EEFIHETHEERAE P L— BN BEIERE,

3. Language check

AERYTANGESETHROB R AL INLHNTE, haiEir ke, HIFTAR
FRRIERSMA . AT EBAUVRAE

¢ e R B AN £ RIS MR BT A M, HTTRAERE ik g 4
BiXHSHETHE S FHREE R, RE FAERN A FREZHEH R
Fo BIFTALETERESAH LI FENGIHXMEF LG F
W,

¢ XHSAREARBOEAME TR, K P EMKTE%THH, FEE, %
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23 % =41 49 # (Functional listening) A %44 49 %-, 3 R &K FR B 44 #itfe, 4
R FARE BN EM, MR FARAFR, S RE R, AR L F A AL
Rk BASER, IRTHETBARLE AR TEEI A B TET
B 5.0 — AP BT,

4o BB ] AL 4935, BT TAF) A5 AR F AR A CLER., RIPASF
ARG MELE REHARIFALHEGRE. ENFLEARALOBARL
KAHMFENELR AAEL—E LR ENGRE, FERRTFRGESF &
H AT BT A RAES.

4. Controlled practice
2 E S S SE M B A AT H X, ATRFABLRMEE

<>

<>

S R B A B & R EX IR oA R A R AR A ARG 55, ST T ik 52 A 0T AR
TEARF@mY, R AFETH . FEAR S HESE,

BRSMHEES M BN, FATURBRFHFLHBRG, - F 8y
fho) R IR OELRRXES., BRESASHTFoRERERE, T2AAH TR
REAR, KRB RIFHHFHR,

5. Business culture

ARG AERAKS EHRFHABLRPY LS HdmA, FREAHLLLBLE
Xo BTFARZSSAA—ZHGEE KETRRTWLATAHX, MEREGIRLEAF
LR S8, EEESZEAN G R L,

<>

<>

AEFZNHIFTASN R EMFBLFARE G THEBRDLEF PATRE H
M, BEPEHRLFETHRBELTRZ LR BT T H ST -4,

BBk ETRRE ERFARTHEABEHRFEIRFR AL, TUARFFE
RTEANRABER Y FRBEIFTAALE T RFARTRHRETHAZTIIUER
B, RFEZBFEFN,ILFEBTEE,

MEFTH GG, R0 A FHETARBEART S ASMBIETRE T,
) Xid=E: 2

ARG TR AR AN, EEZN RS UFATHELPHILE FRH
BT, BHIFTUEFEMTEXFLGTRET EELE—THAIMNEFFE
BHEF, AR FERFRERXRIAS.

AT RN B—TF S ELHTHRAIAE,

<

<>

Unit 1: $t# 7T XER LA EZF AR F 55 T RILE BT 8504
&9 2UAL

Unit 2: 8 7 “Mr.” “Mrs.” “Ms. " FARKIBUABR RS L4 L AtiatFx,
Flet &bl TRERBEZ A GAEF,

Unit3: AT £BRTEARSFHETHFEALLARR S FAEORNTEEA S
FoftoAn X 2K,

Unit 4. i#rﬁij (8. 9. HB. PRFASZETETFORAABR A EZEFA,
Unit 5: AL R HE5AE PR EZANZ —, ZLAHE T dedTie 8 [ 35
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b
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8] R T e B ALSATAR

Unit 6; B3 B @A E6) Mk TRES S L7, T /8 REA B, BiEEA
FEEWG I ITILL X RS, R Bk A e 8 4 7 X,

Unit 7: st B 5 L5 B TRET F @il N EEFRY9NE.

Unit 8: 4ol TIr37 8 408, B4 T # @ AP EEFRG M.

Unit9: @3 A ALEH, HBFTPHEEFTEHEF,

Unit 10 3244 T & 5 ALIE LB P48 R 6% AL X FefL50 R 35,

Unit 11. #F& T ¥ BAF 3k £ AL £ B “Thank you”, “Sorry”ixX & A48 il i
TR 69 £, L RB#T TR . ‘

Unit 12: A4 7w ABAE XA LA EARE, F50A T 2B A A REX 0 E
BH,

Unit 13; #F# T AR ILE A, R T 5% A9 5 & kAt 5 E 4 69 i ok B 04 &
i

Unit 14: 42 7 18 # #AEFLAL,

Unit 15: A BFPHFALLERLGHEE S GHNELLEFALRA,

Unit 16: M T AAFEE R R FEE IAFRE 20 ESHABALHTS,

Part 2 Business Speaking (F4%11i5)

A B G UH S ERTT 2B S, WA AR 69D ST 4, R B AR 6 )
%, REXINAMXGEHAEN, SIHBXANE FL ACRET. MAMA EALE
RS, i FARRTREMAETNE ST, RELA B 548 R B 47, AR
#EENT .,

1. Pair work

<>

<>

XS W RMBELEAFH, TR REAK, AELE AR, #IFTARE
GIRTHRE, AHEBF B LG T XL ABBERSGPACERFET S —F
HEFBPTF A S,

TS S AR REFARGINEHH, HTELE5FALE-EHED, KER
MERLET , FEFIHR., ANEZHMFLES LR, AoBM TR,
HIFRRTH A F R 69 2 oM, ERR T AR,

HIFTARE RS AZFAH-RETEHFIRTLREMFAKF I LT L4 F
DFREL, AEEFANE LG TFHERE R,

2. Role play

<>

BRSARACRBEHX, THAARSEASLL, REGH S4B &,
ANEHE AR, FEREROIBENAETHSI T, FAERRBREG LS
HBRETAEE RS 4iR, LA RIE E AN,

HAHRGTY XA LA A B B RIF, B Ao R FRMRR, TESA
HEEL, ~RAKXBRELERE., ITELSEFE AFBEE, LN LS
AR EERTAFKAL AR, ARERE, TAK— X2 B S 4 EHGF
Ao B B, — BB Ao A SR ARMA L, XS N RS L HITHT R

4 1 BRI



By, A F R, F T AR,
S BHHSARLESHEALREAALFNL— S ARSREHMEIRIL, I
TS F AR AT R TR R AR,

Part 3 Listening Practice (WF 71 Jl%k)

B F 0 R AT T A NGESFHTREGZ, A5 AT A BB RN %, LM E
FAFAHREGIREG, REFHRFERIG S, RIFGTHARERAFI L BGE
BiAeh )RR, REEA G, B, REDEZAATBRSZFIZGTARL
o, IERIEE T ER LT B R AT T o, A TEMER/ K/ TR EE
33 B A R KA B REF) AR F

1. Listening focus

AR FAFEERET R4 GeiEF B F 2.0 28R I, 2P %I ¥R
YT DR T e A B - ‘

2. Dictation

BEHFAEANTRARETELOAB L, RET BB, EFENEFHIRF, R
TR AW T HRAGET L. L S0, BHFENBRELR, 2L, FE#R
Vi o137 N : ‘

. 3. Conversations

AEoBRFARBTET A RZEARD; ZRF AR ELEGT T ML
HEE LG GBI EHZ M)A RRATHE BB GEE HFEEE N
EREE, BT FEEEPHAERAERNGZE . BERFEASHFELEANT T R
BEHANRFEEN IO EFZNGXRGR S, ST TABBRFNEE, ETUREX
RMBESEFPORELESF AEFTRAREEIATE SR,

4. Passage

KRG KB B BRI G, BB % T T AR A 2B TR, BIF
BEHFEFTTMERKRELE, REL L RFAELERBDIIEE @, B AR 5 2 ED
SR AT N T NG IIL AR XTI MK, LB LI TAGITERTEHE M3 AZRH
BEEBBFNG, RTHEMTREG S RABFHEINVIN HFETERAUES A P
#9) % # % XTI %, AT F ARG A LR F R R S e 547,
P AT R, B BAT K, HIFTAREFIE,

LR AANFSAMBR KRS BARBFEART . 4IBIXFTEHF. RRUETFAE
ik 32 FH I AR, B A A F A S &R B 438354 3K (de . BEC, BULATS, TOEIC %)
WAIF T A,

Part 4 Fun Listening (ZRBEPF 1)

AHAABR—2, AHAKE LY REABA L, BB TS L RRUTFSF
WA, KERBPFRFER RLFEHERPRTO Ao, REBRF PREF LS
M EFRREAR G FARALEPRGFLEREETERO TR T ROARF
B, BT TR L8 A0 8 RS (e A F8 NS ARUBE) L A I
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EREFE S FE T

IR A2 HE

BAVEBE RS KB 4 RE, AR T H 4o F 423
5 A3 1—1.5 3R e

B4 235 1R

W A 45 AR A 1.5 3R AT
ARG H 0.5 R e

HOT T HRAE 3 A 49 KT, 3l b MR IS % 6 R A

EAR

EHRTRBEFEGRERLS o LI GRGE L RGN F P H R R Kt
o WAZRTH D EZ RPN AZ K, 2EFRAKM AT FEL R, %5 0iE
FREE A AR R TUAEE R LA ETTE fort ATt RN S EIG T
ARG RIBELS . 0B HRAIE ERET D T

REL L Fof I 20%

R Ak kAo fg B A 5 20%

P E K 20%

B R A K 40%

AMETRPBESLT q’é%/ﬁ)(ﬁtiﬁﬁﬁ,,%ﬁyﬁ,ﬁ{i)ﬂ W 3% E ﬁﬂﬁﬁd}%% % John
Parker ¥ &, f£ 3t £ 7 F 0 B,
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Unit Goals
<> Greeting and introducing yourself

<> Greeting colleagues and infroducing other people

<> Using appropriate names and understanding introduction etiquette
<> Recognizing similar vowels

<> Learning how to ask about jobs

<> Understanding greetings and introductions

Practical Listening & Speaking

() Word study

Work with your partner to fill in the blanks using the words on the left. Listen and check your answers.

/ last name \ 1) We are looking for someone to fill the new position.
sales coordinator | 2) Our manager is on a business trip this week. He won’t be back
until next Tuesday.

assistant 3) I'm in charge of the Marketing Department.
accountant 4) The last name is usually put after the first name in English. It’s
the same as the family name.

head office 5) How many employees are there in the company?

supervisor 6) Our head office is in Paris. 300 people work there.

Marketing -7) I'd like to introduce you to Mr. Wu, our Sales Manager.
Department He is in charge of the Sales Department.

employees 8) My business title is Marketing Manager.

business title 9) I work as an assistant to the Marketing Manager.

Sales Manager 10) An accountant is usually in charge of finance.

business trip 11) He works as a supervisor at a factory. He supervises the production.

\@sition / 12) When will the sales coordinator come to our company?




(® Functional listening

Task One (Greeting and introducing yoursel f): Listen to the recording and fill in the blanks.

Jack: Good morning, I'm Jack Jones. I'm the new
1) sales coordinator from the head office.

Lily: 'm Lily Wang, and I'm Sales Assistant. Pleased to meet you.

Jack: Nice to meet you too, and call me Jack, please. Sorry,

2) what’s your last name again?
Lily: It’s Wang. W-A-N-G. Where are you from, Jack?
Jack: I'm from Atlanta, Georgia, but I grew up in South Carolina. What about you?
Lily: I’'m from Shanghai.

Jack: I see. 3) How long have you been here, Lily?
Lily: Six years. I was in the Marketing Department for 5 years. Now I’'m in Sales.
Jack: Wow, that’s pretty long.

Lily: Anyway, 4) it’s nice meeting you. If you need anything,

just let me know.
Jack: Sure. Thank you.

Lily: See you later.
Jack: See you.

Task Two (Greeting colleagues and introducing other people): Listen to the recording and check (/)
True or False.

1) Mike Song’s position is Sales Manager. L]

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

3) Jack Jones is from the head office.

0@ 0O
g0

4) Mike Song’s trip was not good.

Script/ Tapescript

Lily: Good morning, Jack. How are you?

Jack: I’'m fine, Lily. It’s good to see you again. How are you?

Lily: I’'m fine too. Thanks. Have you met Mike Song, our Sales Manager? He’s just come back from a
business trip.

Jack: No, I haven’t. I'd like to meet him.

Lily: Then, I'd like to introduce you to him. This way, please. Mr. Song, this is Jack Jones from our head
office, and this is Mike Song, our Sales Manager.

Mike: How do you do, Mr. Jones?

Jack: Nice to meet you. Please call me Jack.

Mike: Also please call me Mike.

2 l Pare 1 Nive to mect von



Jack: So how was your business trip?

Mike: Very good, thanks. How is your job going here?
Jack: It’s going well. I like working here.

Mike: That’s good.

Jack: OK. It was nice talking to you. See you later.
Mike: See you.

(® Language check
Work with yqﬁr partner to ;:;omp}étefthey following gopve?saiiéns¢ "T‘hen‘ hsten and gh@ck‘yoﬁr,“@werga ;

Task One: First contacts

o =




: It’s going well, but ’'m very busy.
How is your stay in Shanghai going?
: Fine. Everyone has made me feel very welcome.

e B

OK. I'm afraid I have to work now. I will see you later.

It was nice talking to you again. Have a nice day!
M: Thanks. You, too.

Task Three: Introducing other people

F: Have you met Mike Song?

M1: No. I haven’t. I’d like to meet him.

F: Let me introduce you to him. Mr. Song, this is Jack
Jones from our head office, and this is Mike Song, our
Sales Manager. A ’

MZ: How do you do, Mr. Jones?

M1.: Pleased to meet you, Mr. Song. Please call me Jack.

M2: And please call me Mike. ;

(® Controlled practice

You are a new employee, and your partner is a sales assistant. Work together to make a dialogue based
on the following flow chart (Ji#2&]). Listen to the recording of a model answer, then repeat it.

YOU — Peter Brown YOUR PARTNER — Jenny Zhang

Greet and introduce yourself.

Greet and introduce yourself. Rl p e

Say you are from New York.

: t his trip.
Ask her to use your first name. EX i U

Say the trip was pretty good.

Ask about her last name and its spelling. SHEIl YOUR Tost Biiie. :

' . Say you are Sales Assistant.
g it i Offer your help to him.
Say ““ thanks’ and end the talk. End the talk.
Script/Tapescript

Peter: Good morning. I'm Peter Brown, the new Sales Coordinator. Nice to meet you.
Jenny: Pleased to meet you, too. I’'m Jenny Zhang. Where are you from, Mr. Brown?
Peter: I'm from New York City. Please call me Peter.

Jenny: How was your trip, Peter?

Peter:  Pretty good. Sorry, what’s your last name again? How do you spell it?

Jenny: It’s Zhang. Z-H-A-N-G.

4 1 Uwmit ] Nicetomeet vou



Peter: Oh, I see. What do you do here?

Jenny: I'm Sales Assistant. So if you need any help, just let me know.
Peter: I will. Thanks. Talk to you later.

Jenny: See you. Have a nice day!

Peter: Thanks. You, too.

(3 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”. i
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.

Script/ Tapescript

il & &

1) (M); My name is Leo Zheng, and I'm from China. I work as the Sales Manager at HDC. Most people in
the office call me ‘Leo’. Some call me ‘Mr. Zheng’, and some also call me by my family name plus my

business title.

(2) (F): Everyone in the office calls me Susan, my boss, new employees and all the other people. My last
name is Bryson, but it’s seldom used in the office. I think that’s pretty common in America.

(3) (M): My name is Heiko Schaefer, and I’'m from Germany. I work as the Marketing Manager at HDC.
Most of the people in the office call me ‘Mr. Schaefer’, but I prefer to be called by my first name.

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.

CBE | §




1) Should a male (3£ ) be introduced to a female
() first or vice versa (L ZAFR) 2

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

3) Should a junior (Z&HHKH)) employee be introduced to a
senior (& A E ) one first or vice versa?

Introduction Etiquette
When you first meet someone, you may say something before exchanging names. For example,
you may use such expressions as “Hi, good moming”, “Nice to meet you” or “How do you do?”.
However, when you introduce two people, you should give their names at the beginning 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 first introduced to a female, a younger
person should be introduced to an elder one, and people in junior positions should be introduced
to those in senior positions.

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

Business Speaking

() Pair work

Task One: Read the conversation below in which two people first meet. Weork with your partner to put
their responses in correct order and then practice the conversation.

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 am. 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) 1t’s W-A-N-G. D. Thanks. You, too.
5) It was nice to meet you too. Have a E. I'm from Atlanta, Georgia. What do
nice day. you do here, Lily?

Key: 1)_B; 2)_E7 3)_A0 4)_Cy 5)_D

6 b Unit U Nicetormeet vou



