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Scope and Sequence Book 3 (A

Machines on the Job
TiERERR
NG E
Pages 2-13

2
Staying Informed

RIFHBRE
Pages 14-25

3
Saving Money
PHFZ
Pages 26-37

4
Trouble at Home

REHRRE
Pages 38-49

5
Benefits at Work

T1EiEH
Pages 50-61

6
Family Heritage

R 155
Pages 62-73

7
A Healthy Lifestyle

BENEFAR
Pages 74-85

8
Consumer
Protection

HFREWARP
Pages 86-97

9
The Local
Park District
HEAE
Pages 98-109

10
Body
Language
RiES
Pages 110-121

Vocabulary

#iC

« Office Equipment
HAEE

Job Training
T

Office Supplies
AR

Local Travel
LR ST
Street Repairs
#HEEE
Local News

75 % E

Telecommunications
BE

Saving Money
TAFX

Consumer Awareness

THBEMERNRER

Family Relationships
REXR

Elderly Care (EZEA
Emotional Support
Agencies

BRI A I

Employee Benefits
RIEH

Savings

EE

Retirement Planning
BAKRER

.

Immigration
BRE
Culture

Xt

Honoring Heritages

FEREIWL

Diet

RE

* Exercise

B

Health Insurance

2 RREE

Purchases %)
Returns B
Fraud {RE%
Consumer Rights

HRE A

Community Programs
HEAEFHTE
Recreation

RE. HE
Volunteering
HSERS

Body Language f{&
wE

Interviews X
Workplace
communication T {E

BRI

i

B 5N

Grammar
BiE

.

Review: Future with Going to going to FRR#FkK
Recycle: Could and Would for requests
could #1 wouldE) B R RIE K
Recycle: Modal Could and Able to
&7 FNiEcould5. be able to
Present: Because and So because #lso fH%

Review: Irregular simple past RN zhEH—T LR
Review: Reflexive pronouns & 53
Recycle: Wh-questions in the past

“Wh-" g ja) ) 3 & BY 4544
Present: Be Supposed to be suppose to fYFiE
Review: Simple present —#& I 7£ AT

Recycle: Ordinal numbers FF#{i3

Recycle: Prepositions of location 7541

Present: Order of adjectives 2 & 888 F

Present: Present participles as adjectives
A MAME R

Review: Modals May, Might 1&7saiamay Fimightfy fjx
Review: Modals Should, Ought to, Had Better

1E75Fi5should, ought to, had betterf sk
Recycle: Direct and indirect objects H fERiEF EERIE
Present: Commands #4 3

Review: Comparative & superlative adjectives
HRANLERENRER
Review: Too + Adjective too+f2 213
Recycle: Adjective order 2739187
Present: Comparative & superlative adverbs
RN RETRER

Recycle: Future with Will Swill i — 8K Sk i

Present: Present perfect with Already, Yet, and Just already,
yet # justSINTESEARAS -

Present: Present perfect with Ever and Never
everFnever 5 3 7£ 5¢ AR A

Present: Present perfect with For and Since and simple past

for Fsince S 7E 5 AET I — ML KBS

Review: Past progressive idZi#t{7hf

Recycle: Past perfect it 58 AR

Present: Present perfect progressive IL7E 52 At 7 B

Present: Past continuous and the present perfect
progressive

i AT B FIILTE SE AR AT Y

Review: Have to and Should
have to Fishouldfy &
Review: Must, Must Not, Don't Have to must,
must not, don't have tofy ik
Recycle: Commands 43
Present: Must for probability mustZ 7= o] 8

Present: Used to

used to %
Present: Past perfect

i3 K SERRS
Present: Past perfect progressive

g E e TR

Recycle: Direct and indirect objects, HEREMNEERIE
Recycle: Like to, Want to, Need to + Verb
like to, want to, need to+&f)iF
Present: Verb + gerunds z)iE+#1&13
Present: Verb + infinitives z1ig+z1iE R ER
Present: Gerunds and infinitives &1 &3AFFNEFARER

=3 #)

Language Functions
B

« Ask and answer questions about computer technology at
work 3t T Hit B ARG AtITEIE

Role-play a conversation about office equipment
RBIMRRIE. HMARE

Describe th= new work skills you would like to learn

ik B AFNHN TIERE

Discuss recent news in your community
TR /)N B S A 3 B

Paraphrase information from a conversation
BESIERNGESR

Interpret a news report using a map

155 7 ot P AR R — 3 P 4RAE

Discuss telephone calling plans
NRFIERESR

« Ask and answer questions on saving money

88 5 MEHHFXEA

Talk about a recent purchase

B FIE WA &

Use commands to role-play a conversation about house
rules FAEIVEXIE. AHLRBHARM

Tell ways that people may solve problems at home
WM RARR 21 [AE

« Offer advice about services for older adults

BT hEEARERSREEEN

Compare job benefits

tbB T1E4R T

Role-play a conversation about benefits
mEEE. B

Talk about employer-sponsored retirement plans

Wit BB AT AFAIRAER

Share ideas about how you can help your children have
pride in Chinese culture

BT T R PR R EREREE
Talk about your favorite Chinese traditions and customs
KACHERNTEXLESZINIME

Ask and answer questions about residency

HREFRNESE

Give advice about reducing stress
AT E SR W
Compare traditional insurance to an HMO

et 4 B 5T £RBE SHMO

Discuss past events that affect the present

W IER PN ERENFEH

.

.

Tell about a problem you had with a purchase

Wit — PR a4 & LAY B3

Role-play a conversation between a clerk and a customer
RENENE ERASHE

Talk about options for returning merchandise to a store
KR BERRHREAR

Tell where you want to volunteer

B EACBEBELERE

Share information about your past experiences
MAKBECITENER

Talk about children's activities
WRTFNHES

Talk about greetings in China

Wik E AR

Ask and give advice about preparing for a job interview
BAEAE RRERERE LR EEN

« Compare formal and informal American body language
HBRERHESEERFEERANKEES

vi

Scope and Sequence




Graphic Literacy

ERERED

* Read and analyze a bar graph i . 4 E

* Create a bar graph to show how classmates use
computers

L5l —MEREE R R EZE AT EAER

Create a table showing information on where machines
are used #H{E—3KRFKIFPYLRBEEHEAER

Read and analyze a pictograph 3. DT REE
Create a pictograph about newspaper readership
LH— P REERGIHREIEEAR

Create a chart with news and information about your city

RERNEAATACHERTHNHESRES

Read and analyze tables [#]i%. #rF&ig

Create a table showing classmates' use of coupons %
#l—ok R B [E) £ 4E L EHE R MRS

Create an idea map on saving money E—NMEHSHE

BRI AR

Read and analyze a pie chart 3. 2 47itE
Create a pie chart to show classmates' family
infrastructure

L5 — M ERRRIE LR FH K EEH

Read and analyze a line graph 3. 447 dh 45 &
Create a line graph to show investment growth
28— dh 2 B R R BRI F K IR R 0L

Evaluate insurance benefits listed in a chart

X — 3t B AR AT 5 B RBS AR R HE A TR AN

Read and analyze a pie chart [{i. 2 #riHE

Create a pie chart to show where classmates are from
] K ER BRU LR ¥R A MM

Construct an idea map showing how to show pride in
Chinese culture #%|—3k BESERRTE CMARE
Xt AP E LR B R

Read and analyze a bar graph [§i. ST E
Create a bar graph showing health insurance coverage

25— MELERFARERENREEE

Design an idea map that shows how to stay healthy

Bt B4 S ERG ANERFER

Read and analyze a pie chart [5i%&. 2475 E

Create a pie chart to show different kinds of consumer
problems £ %) —/M3 EIR R AFH T B E| & T
Design an idea map showing ways consumers can
protect their rights ®it— N BHSERIEFHEBREN
fTH4EAR

.

Read and analyze a bar graph 5. S#EFE
Create a bar graph to show how class groups
volunteered £ % — M E R BPE £ &AM B BAR
EHER

Read and analyze a pie chart [iE. S 4rHE

Create a pie chart to show ways people communicate
S H—ANFEREPBAMNNZRATR

Construct a T-chart about appropriate body language for
an interview

BTR&REAEIL R ARLEFENREES

Problem-Solving

fi# R o) &

Find places in the community where computer
access is free

/X EERLEth 7 o] NS B AT EANL

Read a local newspaper to keep informed

B TTIREIA T MEMER

Help resolve a family budget problem through the
use of coupons
FERRESEBRA—NRENTE A

Read and analyze cell phone calling plans

B, S FIIERER

Decide who can benefit from meal home delivery
services REWTUZ RIXEREIKRSF

Discuss ways to solve school problems with your
children 5Z%FIHRMEABARFRERE)E
Report on services for older adults in your

community %1% ES/NXERHERS

Advise about benefits of a 401K retirement plan
RIBAOTKGR AR S T LM FEAR B

Suggest ways to help parents teach their children
about Chinese heritage
R BIfTEE T ER P ER KU AR ERBIN

Find information on temporary COBRA insurance

#i)% £COBRAK W A R IR ES I REEMIE R

Tell how the Better Business Bureau can help
resolve a purchase problem
WHRBBBANET #2 B i B 3 AR FT I 9 L ELAY 8] &L
Share consumer problems with others and
discuss solutions

St AZhH B PR E A5 I IR R I

Locate appropriate places for a person who wants
to volunteer

H—RHBMESERSHAFREENEL

« Explain appropriate body language at work
BRI T B E s BB ENREIES

Community Involvement
EAHLE

* Locate and describe places in your community
that offer job training
#FigF ik B CH X As B ol

« Research Chinese and English local media options

TRECEALBLREERIE BEERIE

* Locate stores that have money-saving specials
and explain their programs

ST NSRRI EH BRI EE

 Find information about services in your community
that offer support for family issues
HHAC/NREHRBERSES

* Compare benefits offered by companies where you
and your family members work

tLB B TR AFTE L B B3]

« Use local media resources to report cultural
events happening in your community

F A IR AT RE R B C AR KA WIE )

« Investigate free or low-cost health clinics in your
community
TRECHERXNERITENETISH

* Locate consumer advocate groups in your
community
HHECHEBRAHEREAR

« Gather specific information on a product before
making a purchase

EMXERE . TEAXEE

« Find out about activities available in your local
park district
TR LA EARAIER

« Observe American body language and examine
differences

MBEEANRBIEE AREFNER

Scope and Sequence
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First, look around.
Then unlock the
rd

Read the scene with a partner. Listen to the conversation and practice it together.

Bob is a new employee at Speedy Copies. Sandra is training him.

Unlock the door;
9o inside, and then
punch in the security
code on the burglar

PLOR

F
Always look around
because someone might tr

N \u\

.

)

rob you. If you see someone
strange, you should call 911._

.83
ymﬁi

Sure. What

COLOR
COPIES

After a minute,

have a minute off ...Oops.

to punch in the {
security code. Would &
you punch it in for

me, please? ¢

Ask your partner the questions below.

Facts
Feelings
And You?

EE)EJ‘ES‘7~¢ = hap(:vt\ai:i:ger a) 2
—— <

the alarm will go

Share your answers with another pair or the class.

What are Bob and Sandra doing? What happened?
How do you think Bob and Sandra feel? Why do you think so?
What do you do when you start work? What kinds of things can go wrong?

comparisons Do things like this happen at work in China?

Your Turn
Now write or tell the story in your own wo

rds.



Vocabulary

Look at the pictures and read the words below with a partner. Talk about what the
words mean. Use a dictionary if you need it. ’

burglar alarm copier microwave security code

Your Words

to turn off

smoke
detector

to go off = to ring = (machines) to make a loud noise

Exercise 1 Bob works with different machines at Speedy Copies. Match the words
in Column A with the sentences about them in Column B. Write the letter.

COLUMN A COLUMN B
b 1. fire alarm a. [t rings when there is smoke.
2. burglar alarm b. It goes off during a fire, and calls the fire department.
3. smoke detector c. It makes a loud noise to stop thieves.
4. security code d. When you need to use a machine, do this first.
5. to turn on e. Do this when you are finished using a machine.
6. to turn off f. It stops the alarm from ringing.
|2€] Listening

Before You Listen Read about the machines below. What do you think the
employees will ask about?

Exercise 2 Listen to the employees at Speedy Copies talk about machines. Circle
the letter of the phrase that best describes each problem.

1. The fax machine won’t work because 2. The computers are down because
a. there is no paper. a. the electricity is off.
b. the paper is jammed. b. the phones are not working.
c. the machine is not turned on. c. they are not turned on.

3. They need some supplies, so 4. She couldn’t start her computer, so
a. they're going to call in an order. a. she needs to buy a new one.
b. they're going to the store. b. she needs to check it carefully.
¢. they're going to fax in an order. c. she needs to call a technician.

After You Listen With a partner, compare your answers. Were you right about
the employee conversations?

Your Turn
s With a partner, talk about one of the machines in your home or workplace. What is it
used for? Do you like to use it? Why? UNITL 3



4 UNIT1

SPOTLIGHT on Because and $o

Cause Effect
The copy machine is jammed, so | can’'t make my copies.
Sergio had to work on Saturday, so he missed the party.
. Effect Cause
' | can't make my copies because the copy machine is jammed.
Sergio missed the party because he had to work on Saturday.

The copy machine is jammed, so | can’t make my copies.
Sergio missed the party because he had to work late.
Because he had to work late, Sergio missed the party.

Use a comma before so. When the clause with because comes first, use a comma. If the
because clause is second, don’t use a comma.

Exercice 3 Read about things that happened to people at Speedy Copies. Match the
sentence beginning in Column A with sentence ending in Column B. Write the letter.

COLUMN A COLUMN B
< She didn’t punch in the security code, a. so I need to find a new job.
My company closed, b. because there was a small fire

I can’t make the copies in the kitchen.

I needed to be at work at 6:00 A.M., so the burglar alarm went off.
At work today the fire alarm went off so I left for work early.

She installed a burglar alarm because the copier isn’t working.
because she was worried about

someone robbing the store.

L

Exercise 4 In your notebook, complete these sentences with so or because and
another sentence. Write about yourself. Use commas when necessary.

I was late for work ... The copier broke ... Ididn’t turn on the microwave oven . .
. I couldn’t make the copies ... we bought a new smoke detector.
Pair Work

? Listen to the conversation between Mr. Curtiss and Sandra. Then practice it with a partner.

Mr. Curtiss:  Did you send the fax?

Sandra: No, I couldn’t send it because the fax machine is broken.
Mr. Curtiss: What are you going to do?
Sandra: Well, the fax machine in the customer service

department is working, so I could send it from there.
Mr. curtiss: That’s a good idea.

Iin Your Experience

In your notebook, start two sentences about machines at your workplace. Use the sentence
starters from Exercise 4 to help you. Then exchange sentences with a partner. Use so and
because and another sentence to complete your partner’s sentences. Use commas when
necessary. Share your completed sentences with another pair or with the class.




Reading for Real

Bob uses computers every day, but he wants to learn more about them. There are many
sources of computer training in his community. Johnson City Community College has
some one-day classes in using computers.

practical
Computer Training
These one-day classes give adults fast, practical computer training for work or
school. Each class is offered twice, once on Saturday, and once on Tuesday.
Learners may sign up for any or all of the classes and do not need to take them in order.

real life

Computers 1: Introduction to Personal Computers
Find out how to connect your computer and start it.

Find out how to perform simple repairs on your computer.
Saturday, November 16, 9:00 A.M. to 1:00 p.M.

Tuesday, November 19, 6:00 A.M. to 10:00 p.m.

Fee: $12, for computer disks and supplies

Computers 2: Using a Computer at Work
Learn how to use a computer to type letters and other simple documents.
Saturday, November 23, 9:00 A.M. to 1:00 P.M.
Tuesday, November 6:00 A.M. to 10:00 p.m. d
Fee: $20, for computer disks, paper, and supplies

Computers 3: Internet Basics

In this class, you will learn to use the Internet to find information and to send e-mail.
Saturday, November 30, 9:00 A.M. to 1:00 P.M.

Tuesday, December 3, 6:00 A.M. to 10:00 P.M.

Fee: $15, for computer disks and supplies

Exerecise 5 Bob’s friends want to take computer classes too. Which class should
7  each one take? Read the brochure again. Write Computers 1, Computers 2, or
Computers 3 on the lines.

1. Carla has an old computer. She wants to find out how to fix it when it breaks.

2. Mustafa wants to send e-mail to his relatives in Morocco.
3. Frank needs to use a computer to write letters and forms at work.

4. Rosais a teacher’s aide. She wants to learn about the Internet so she can help the
children use it.

5. Joe needs to take the least expensive class.

6. Kristina wants to know how to connect
her new computer.

Talk About It

7 Ina group, ask and answer these questions.
How can computer knowledge help you at work?
Which computer training class will help you at
work?

UNIT1 5



Read the scene with a partner. Listen to the conversation and practice it together.

G%) Seene 2: Conversation

Bob is busy working at the copy shop.

It's broken
again? Sure, I'l|

Oh, no! This L W
rgine I show you how
Are you cgpuellro;s Jamde. . );ix oy
busy, Bob? 7 ould you help
: i me fix it? i3
f’ “3 ‘ i
| = T ~
i Yes, I'm : K/ - 4
./ going to get — i ‘ ac
started on & L,
this order for
Reliable Home ‘“,
Healthcare. But ot
ouT I am able to ouio
D |  ORDER
GHOE help you for /| ot
a minute. /
\
First open
the dho:l:s.‘;r;hen Do I push the
bupf:f:n pzsh:;is IR o tiae et
- ; . >
Byl ‘; ’ lever to the left, el ¥
and remove the
| ————————3UAYY e o That was
To the left ... That's it. ' L S ﬁ easy. Thanks,
Do you see the paper jam? > Sandra.
Could you remove the paper? Al o EE23) i i
Be careful not to tear the paper.
That makes it hard to get out. ‘ 2
Then close the door. { I
e ‘ °) J

Ask your partner the questions below. Share your answers with another pair or the class.

};‘
Facts What is Bob doing? What's wrong with the copier?
Feelings How does Bob feel? How do you know?
And You? What do you do when machines aren’t working at your job?

Comparisons Who fixes machines at your workplace, you or a repair person?

Your Turn
Now write or tell the story in your own words.

6 UNIT1



Vocabulary

Look at the pictures and read the words below with a partner. Talk about what the
words mean. Use a dictionary if you need it.

button computer disk cord lever

WORLD SAVINGS

to push

Exercise 6 Bob is ordering supplies for the copy shop. Complete the sentences.
Write the correct word on the line. Use the words above to help you.

1. My radio isn’t working. It needs a new

2. Push the to turn on the fax machine.
3. Copy the file to , then you can take it to another computer.
4. Sometimes paper becomes in the computer printer.
5. In an emergency, the door open.
G9) Listening

Before You Listen Look at the pictures below. Name the machines. Which
supplies do you use with these machines?

Exercise 7 Listen to the conversations at Speedy Copies. Write the name of the
machine on the line. Then circle the supplies that people need.

1. cord battery computer disk
2. button battery computer disk
3. paper lever cord

4. paper lever cord

5. button lever battery

After You Listen With a partner, compare your answers. Were you right about
the supplies?

Talk About It

Z Ina group, ask and answer these questions. Where do people keep supplies at work or
at home. What happens if they run out of something important, such as batteries for
smoke detectors? UNT1 7
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SPOTLIGHT on Review Future with Be + 6oing To

I’m going to copy these letters. I’m not going to copy these letters.

You're going to copy these letters. s

He’s going to use the computer.
She’s going to use the computer.
It’s going to need a new battery.

} You’re not going to copy these letters.
! He’s not going to use the computer.

She’s not going to use the computer.
It’s not going to need a new battery.

We’'re going to send a fax. We’re not going to send a fax.
They’re going to send a fax. They’re not going to send a fax.
Questions Short Answers

Am | going to fix the copier? Yes, you are./No, you aren’t.
Are you going to copy these letters? Yes, we are./No, we aren’t.

Is she going to buy new batteries? Yes, she is./No, she isn’t.

Use be + going to + verb to talk about future events that you expect to happen soon.

Exercice £ Read about what Bob and Sandra are doing at work. Complete the
sentences. Use be + going to and the verbs below.

1. Bob _'s going to make (make) copies.

2. The copier is jammed. They (fix) the copier.

3. They (work) together.

4. Sandra (tell) Bob how to fix the copier.

5. She (not open) the door of the copier. Bob will open it.
6. He (push) a button and turn a lever.

7. Then he (take out) the jammed paper.

8. Bob (not tear) the paper.

9. Last, he (close) the door.

10. Sandra (not call) the copier repair man.

Exercice 9 In your notebook, write sentences about what you are going to do at
work or at home tomorrow. Write sentences about what you are not going to do
tomorrow too. For example, write “I'm going to fix the old computer. I'm not going to
buy a new computer.”

Talk About It

In a group, take turns asking and answering questions about what you are going to do
tomorrow. Use the sentences from Exercise 9 to help you. How many people are going
to do the same things?



SPOTLIGHT on Review Future with wWill

I’ll help Bob fix the copier. | won’t help Bob fix the copier.
You’ll help Bob fix the copier. P You won’t help Bob fix the copier.
He’ll find some paper. He won’t find some paper.

She’ll find some paper. She won’t find some paper.

It’ll go off if there’s a thief. It won’t go off if there’s a thief.
We’ll buy a new disk. We won’t buy a new disk.

They’ll buy a new disk. They won’t buy a new disk.
Will you make these copies? Yes, | will. / No, | won’t.
Will they call the copier repair service? Yes, they will. / No, they won’t.

Use will + verb to talk about events in the future, promises and plans, or to make a polite
request or a refusal.

Exercise 10 Complete the sentences about things Bob and Sandra plan to do. Use
will or will not and the verbs below.

1. She ‘I help (help) Bob repair the copier.

2. She (show) Bob how to open and close the shop.
3. Bob (learn) to use the computer.

4. He (buy) supplies for the shop.

5. She (become) assistant manager in a year.

6. She (not hire) a new employee.

7. He (not train) the new employee.

8. They (get) raises next year.

Exercise 1 1 In your notebook, write sentences about things you plan to do in the
next 5 years. Use future with will. For example, write “In five years I will be a
manager. I won’t have to work nights.”

| Pair Work
Listen to the conversation between Bob and Sandra. Then practice it with a partner.

sandra: At this job you'll need to use the computer every day.
Bob: What will I have to use it for?

sandra: You'll order a lot of supplies on the computer.

Bob: What else will I do with it?

sandra: You could use it to type memos to the employees.

f Talk About It
. In a group, ask and answer these questions. What are your plans for the next five
years? What will happen to you? Who has the most interesting plans in your group?

Share your answers with the class.
UNIT1 9



Understanding Bar Graphs

Bob saw this graph about computers in the company newsletter. A government study
showed the percentage of U.S. homes that had computers from 1984 to 2000.

With a partner, look over the graph. Did the number of homes with computers go up
or down?
U.S. Homes with Computers 1984-2000

60% —

50% —

40% —
30% —
20% — &
10% — W
0% —! T -~ T
1984 1989 1993 1998 2000
Years

Percentage of U.S. Households with Computers

Exerecise 12 Bob isn’t sure he understands the information in the graph. In your
notebook, answer his questions about the graph.

Who found this information?

Is the information about the world or only the United States?

Is the information about the number of computers or the cost of computers?
What percentage of homes had computers in 19847

When did 22 percent of homes have computers?

What percentage of homes had computers in 2000?

Why is the number of computers growing so rapidly?

What percentage of homes do you think will have computers in 20107

98 L PU e Ge1 [hen

Talk About It

In a group, find out how many learners use a computer at work, at home, and at the
library. Write the answers you hear. Next, make a bar graph to show the results.
Follow the example below. Use information from all the graphs to create a class graph.

%lll

Computer Computer Computer at
at Work at Home the Library

Number of Students
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