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SCOPE AND SEQUENCE # 2 N %s 524k

UNIT TITLE B tirdE

PRIMARY FOCUS TEEE&A

STORY OUTLINE 1{§HiE

Simple job descriptions and

Mike

1 Introductions ikt Introduction of Charles Blake,
44 responsibities Epstein and Shirley Graham
LR i R e pe e e e v .
fi BT T H: 857 AR ¢ At 15 R+ 1 39 5 - B O
Work and educational background 1T 2 - 46 5 T 1
TAES I fU i L ]
2 Checking In Vo;all::‘l;ry of travel, transportation Mr. Blake of International Robotics checks
AR 3T iyt into his hotel
AT R BRI e e

Making and confirming reservations

BT 5 #aA

SR NN E B W e i B2
HAEFICFLE

3 Making an Appointment

Making and confirming an appointment

Y4 SE A E SHIA telephone with Mr. Epstein of Advanced
Making suggestions Technologies e
e 136 55564 15 S B8 A 24 ) 00 2
i 30 5 A 4T B R 24 R 2 T

Mr. Blake makes an appoiniment over the

4 Confirming Plans

Offering an opinion

Mr. Epstein checks with Ms. Graham about

Wikt & HBEEE the schedule and details of a meeting
Disagreeing EREALEMRBIER L A&
RARAFE B ) Je A R 4Ry
‘5 An Important Introduction Business introductions Mr. Epstein introduces Mr. Blake to Ms.
A 55 16 3 A 24 Graham
At the Restaurant Making and accepting an offer ERFHAE MR E S A
__EEW T GHEZHR KAt
6 A Business Lunch Making proposals and promises Mr. Blake and Ms. Graham discuss several
TG % 32 51 # L i R i problems

A 3 SL S A R 8 2 A vhie L
5] £

Review of Units 1-6

1-68XET]

7 The Disagreement

Presenting a point of view

Mr. Epstein and Ms. Graham discuss a diffi-

B B3R T A cult decision
Responding to arguments RWIBEEFBECH L itie -
Xt % 7 $RE L ) 268 el A0 At 1 TR M £ R R
8 The Final Proposal Language of decision-making Mr. Blake meets with Ms. Graham and Mr.
BE#E LU R Epstein
Keeping in Touch WIHTLI 2R BT & LBk
T M i
0 A New Customer Planning for the future Mr. Blake has an appointiicnt with a repre-
HEp X% %k sentative of a different company

At 3 v ek 2 S R B — N A AR 3

10 Negotiations

WA

Language of business negotiation
RS R E

Mr. Blake negotiates several points with
Mr. Comez of Federal Motors
A 3 7 % A BB R 9K 2 A T B XM 2
Stk B ILA 6] AT iR

11 Coming to Agreement

Meeting and discussion skills

Mr. Blake meets with Mr. Chapman of

ik LMY 25T RHT Federal Motors
Describing future possibilities iR T ERBREREATNE L
18 A R i o Rt S5t
12 A New Beginning Discussing changes Mr. Blake speaks with Mr. Epstein
BT S WieEE M 3 70 5 A R 3B YR AR S HEAT R R

Review of Units 7-12

T~128E
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Lesson 9A H—iR

A New Customer (1)

;ERP (1)
Before Listening W7 &
Read these sentences to get an idea about what you will hear in today’ s broadcast. Predict
which words or phrases will be used in Interview (1) . Then listen and see if you are correct.
EFAAT, UTREES RN BFREFANNEAE, FRTPERABELRAEFR()F,
REFRT BEFRKNWRTEH,
A. Mr. Stewart
i, :::Vp:n'a“ of Federal Motors.
A. Mr. Stewart.
B. Mr. Chapman.

1. Today we are talking to

2. Welcome to Functioning in Business ,

A. happy
B. pleased

3.'m to be here.

. A. a little bit
4. Could you tell our listeners . about you and your
B. something

company 7

5. Our g: m;:,:md in New York City.
A. something
B. a little bit
A. for overseeing

B. for supervising

6. Could you tell us about your job responsibilities?

STITTRLT LTI

our factories on the East Coast.

7. I’m responsible

Henry Ford (1863 — 1947)  Henry Ford founded the Ford Motor Company in 1899. With his|
“moving assembly line,” the Model T sold for $ 500, and Mr. Ford said that customers could have

“any color they want . . . .as long as it’s black.” _

B H-E 5 (1863~ 1947) A -iET 1899 SFRI T HEREAT . B TE T “BIEK
BR”, T REAL S0 £, BEEEREEN B 2B6HKT REERRAN,”(F
EiE MM ETFRHATERSR, £ BREE, A D KARB T, ARG+ R— 8
KREAFEFHRESREBAN, BEMNEAEMNBAFXERE. BHFEEX—EHFERNR
TR T B )




What Did They Say? ftfi12E 4Ai%AI?
Fach question is followed by three possible answers. Ali are correct ways to answer, but only
one of them was used in today’s Interview (1) . Which answer is exactly what they said?
BB A BRNEE, REALEHEHR, ERAF-ARATHEANTHR(D. BOEE
AT R E?
1. Elizabeth asks her guest about Mr. Chapman’s company. What did he say?

A. Our head office is in New York City.

B. Our company is based in New York City.

C. Our headquarters are in New York City.

2. Then Elizabeth asked about his job. What did he say?
A. My main job is to oversee our East Coast factories.
B. I'm responsible for overseeing our factories on the East Coast.
C. My primary responsibility is overseeing our factories on the East Coast.

3. How does Elizabeth ask about his products? What did she say?
A. What does your company manufacture?
B. What are your main products?
. What do you make?

+. rlow does he answer her question? What did he say?
A. We produce trucks and passenger cars.
B. We manufacture trucks and passenger cars.

C. We make trucks and passenger cars.

Cennector Practice ZE #1745 >

Listen carefully for connecting words in today’s broadcast and fill in the blanks with the connec-
tors in this box below.

S KRR Ay A TOE N P R

about for in on to with
{. Today. wearetalking ~ Mr. Stewart Chapman of Federal Motors.
7 Welcome  Functioning ___________ Business, Mr. Chapman.
3. Umehappy _ be here.
4. Zould you tell our listeners a little bit __ you and your company?
. Certainly. I'm an Executive Vice-President _ Federal Motors.
. Durhead officeis _ New York City.
7. And could you tell us something your job responsibilities?

§. Um responsible _ overseeing our factories  the East Coast.

Q]



Vocabulary Match i8] ;C IC&g
Match the words in Column A with the words in Column B.
¥ARPHEES BREPHIETLE,

Column A Column B
1. East A. car
2. Federal B. Coast
3. head C. office
4. job D. President
5. passenger E. responsibilities
6. Vice- F. Motors

Listen for Information 7 ZE &
Listen to Interview (2) and answer these questions.
W RQ)RF,FEETHEHE,

. Who has to become more international?

. Where have they done very well?

. Where have they had some problems?

S W N =

. What is too expensive?

. Why are they not competitive in Asia?

. How will they become more competitive?
. Who will he meet with?
. What will he learn?

o -2 O W

Careful Listening {F4H AT

Therz is one mistake in sach of these sentences. Listen to Interview (2) again and correct the
errors. Cross out the wrong words and write the correct ones.
EOTEEH MR, BR—BTHQ) R, F R ESE, WEREWT, S N ERNE,

. Well, we’ve got to become more industrial.

. We’ ve done okay in Europe over the years.

1
2
3. But we’ ve had a problems in Asia.
4. Our cars are very expensive to be competitive in Asia.

5. We have to increase production efficiency so that we can Jower our prices there.

6. So that’s how I scheduled a meeting with Mr. Blake last year.

7. T wanted to learn more of his company’s robots.




Pronunciation: Sound Similar? &% : EEHE{AMD?

Do the endings of the words in these groups sound similar? Or is one a little different? Underline
the odd one out or the word similar in each group.
THEURAERNRERUAEA - NMELEILTE? AFERFETEANATHR L, XFE
“similar” T & %] 4 .

1. bit hit it kit similar?
2. full I'u local little similar?
3. sell tell well will similar?
4. mail travel little we’ 1l similar?
5. coffee crazy primary variety similar?
6. assembly friendly quickly primarily similar?

r ' r ]
/\ Focus oﬁ the Internet 5 "\

r 4
EA% S EEN =
/ci‘.% M'-MA \

Match PLE
Complete the statements in Column A by matching them with the sentence endings in Column B.
If you need help, listen 1o today’s Culture Tips.
HABRIWGBELR, ZRARTFHEATF, wREFEFRY,FIHRA(CLER)
Column A Column B

. E-mail is much cheaper and . a trade journal with the same information.
. It sounds as if companies can work
. I’ s easier than trying to find

1

2 more convenient than regular mail .
3

4. People use the Intemet

5

6

7

. information about business products.

. more cheaply and quickly by using the Internet.
pay for postage.

time and money .

. So you save
. Websites provide the newest

omTmyYnw

. You don’t have to . to send e-mail.

True / False $J#71EiR

Which of these statements is true? Write T if true and write F if false.
THHEaFRERK? EREART, EZ0H5F

~ E-mail is more expensive than regular mail .

_ E-mail takes longer to send and receive than regular mail.
______ The Internet requires a stamp and an envelope.

__ You have to wait a little bit to get regular mail .

. . You can send e-mail from your desk any time of day or night.

[ U B S

4



Just Talking about Office Introductions IHiERI% : D AEBRIN A

After you meet someone, you are often offered something to drink. Americans generally prefer|
coffee to tea, and many Americans like their coffee “strong and black” — no sugar, no milk. Here are
some formal, informal and casual ways to make an offer after an introduction. .

RIS NG ,, REH B REBEA 4, ZEA-RERGWHE WA RS, WHFE
2 B AE XA A e IR FE T —— AR, AP, THRENAZE - EBHEEY
W IER JEEXMBEERFRE T,

Formal Informal

care for Would you care for coffee? like some Would you like some coffee?
care 1o Would you care to take a seat’! like to Would you like to sit down?
take a Please take a seat . want some Do you want some coffee?
have a Please have a seat. want to Do you want to sit down?
Casual Reduced form;

take Take a seat. (Would you like to) take a seat?

like Like some coffee? (Would you) like some coffee?

have Have a seat (Please) have a seat.

want Want some coffee? (Do you) want some coffee?

Choose E+F

Read these sentences and decide which are the words or phrases used in today’ s Business
Dialog. Then listen to the tape and see if you are correct.
BTHATF, FABBLIREATARNEEME. RETRT EENLANWETEH,

A. Alan!

1. Welcome to Martin Electronics .
B. Alice!

X A.TU'm u
. enry Martin.
B. My name is

A. I'm very pleased
3. Henry, to meet you finally .
B. It’s good
, A. each other so much e-mail
4. We ve sent and talked so much on the phone.
B. so much e-mail to each other
, A. take a seat
5. Well, why don 't you here in my office?
B. have a seat
, 1A, find us
6. 111 something to drink.
B. get us




Just for Practice P45 =)

Fill in from the boxes on the right.

75 2 HE PR

1. Does company have an Internet web site? on

2. Can you do _____ on the Internet? over

3. Do . use e-mail? quite

4. What have you done the Internet? things

5. What things do you do the Internet? you

6. Were they done well? your

7.Doyou___ aReply Button to answer e-mail? bit

8. Tellusalile _  about your business. hit

9. Tell us about . .

10. Was | harder before e-mail and the Internet? L_)it_‘/ N
11. Do you see customers in often? Eu?oEV o]
12. Do you visit them in office? his

13. Mr. Chapman’s officeisin ___~ ___ York City. New

14. In case, e-mail or the telephone might be easier. person

15. He sells cars in and Asia. their

16. He travels a lot, so he isn’t always in ___ office. this
17. E-mail is much than regular mail. faster ]
18. Do you get very much 7 mail

19. Do you talk much _ the phone? much
20. E-mail can be so cheaper than talking on the phone. on
21. You can a lot of money with e-mail. save ‘;
22. You can that these are special discounts. say !
23. With e-mail you don’t need to find ___ envelope. an
24. You can find fast what your customers think. out

On Your Own HZERETR

Here are some tips for English conversation.
First, think about why you are talking. Is it to get information? to tell someone something? to get
something done? Second, think about what you will say. Make some notes about what you want to say.

What do you want to do or find out? Third, decide who you will talk with? Who can you telephone and
say “Hello” to?



Lesson 9B % i}

A New Customer (2)
MEF (2)

Before Listening AT B

Read these sentences to get an idea about what you will hear in today’ s broadcast. Predict
which words or phrases will be used in Interview (1) . Then listen and see if you are correct.
BTHAT, UTRRESRNG S BFBETHANARAZ, HHFEFELHER R () ®,
RENRE, BAERBENRELHR,

A. we are .
1. Today, talking to Mr. Dave Gomez of Federal Motors .

B. we're

A. office from his factory .
2. He has come to our in New York.

B. studio from his office

A. Functioning in Business,
3. Welcome to Mr. Gomez.
B. our show.

A. ha
4. I'm PPy to be here.
B. glad
' A. us A. something
5. Could you tell . 6. . .
B. our listeners B. alittle bit
A. position .
7. about your . at Federal Motors?
B. job
. |A. job . .
8. My main : o 18 to modemize our technology .
B. responsibility

Cultural Note X {t I B
Cars  There are 134 million cars in the U.S. , one car for every 1-1/3 person in the U.S. 85%
of US households own at least one car. And to drive all those cars, there are 4 million miles (6.3 mil-

lion kilometers) of road!

BE ZXEALULZHERE, 5 X=Z02 - MARE—FHE. SSOHEERES
A 2K 400 773 (630 T /A B ) (O Bk 2 A




What Did They Say? {12 E 4k H?
Each question is followed by three answers. All are correct ways to answer, but only one of them
was used in today’s Interview (1) . Which answer is exactly what they said?
BAFBEHAANER, REANEZHZERN, ERA-MTAREFEXRQ), BIMEEE
AT R E?
1. Elizabeth asked Dave to talk about his job. How did she ask?

A.. Could vou tell our listeners a little bit about your position at Federal Motors?

B. Could you teil us about your position?

C. Could you tell us something about your job?

2. Dave tells us what he does. What did he say?
A. I’m responsible for modemizing our technology .
B. My main responsibility is to modernize out technology.
C. I’m in charge of modemizing our technology .

3. Dave tells us what he does for Mr. Chapman. What did he say?
A. T tell him about the newest and best technology .
B. I give him information about the newest and best technology .
C. I keep him informed about the newest and best technology .

Word Practice i7iE %k >

Listen to Interview (1) and fill in these blanks with the words used in today’s broadcast. There
are two words missing from each blank.

FHHR(DRF,HFASK BPEANAEZT, FHTERI BN,

1. He to our studio from his office in New York.
, could you
2. I’m happy here.
3.. tell our listeners a little bit about your position
keep him
at Federal Motors? . advi
4. My main responsibility is our technology . P to be r
5. And your relationship to Mr. Chapman?
. . to modernize
6. I'm his on technology . what i
7.1 informed about the newest and best technology . s

Pronunciation: Syllables &% : &1
Where are the syllables in these words? Put an apostrophe () to show the different syllables.
TRHAANEFLRERIL? ARFORBIRNEFY,

accounts actively advisor automate cocktail
confident contact encouraged  forehead handshake
interested listening modernize payable specialty



True / False ¥|HrIE %

Which of these statements is true? Write T if the statement is true and write F if the statement is

false. If you need help, listen to today’s broadcast again.

Ty ML TRERN? ERNA T E RN F. nREEEHH FHF RS KW %

___ Federal Motors is a new company with no selling experience.
____ Federal Motors has factories and international sales.

_ Mr. Gomez gets information from Mr. Chapman.

___ Mr. Gomez advises Mr. Chapman about robotics.

_____ Mr. Chapman is interested in the newest and best technology .

N B W

___ Mr. Gomez wants to modemize the technology at Federal Motors.

Listen for Information T2 =5

Listen to Interview (2) and answer these guestions.
E R ()X F,HEE T A,

1. Who came to the U.S. from Mexico?

2. Where did Mr. Gomez’ father work?

3. What did Mr. Gomez grow up around?

4. When was he good at mathematics?

5. Why did his parents encourage him to go to college?
6. Where did he get his BA?
7
8

. Where did he get his Master’ s?
- Did he study engineering or robotics at MIT?

Vocabulary Match i7);C I fig
Match the words in Column A with those in Column B that have the closest meaning .
W ARLE RS B P B B T 6 I,

Colamn A Columnn B

L. ¢ varety of A. Bachelor of Arts
2. edvise B. in charge of

3. BA C. inform

4. keep informed D. job

5. MA E. main

6. modernized F. many

7. position G. Master of Arts
8. primary H. new

9. rusponsible for I. specialization

0. specialty J. advise

9



Pronunciation & &
How many syilables are in these words? Say each word out loud, then write it in the correct
coumn. TEAEAEIANEYN? HEENH . AR TS EEAGLE,

advisor automate cocktail culture

handshake

accounts actively

modernize

encouraged forehead

2 Syllables

payable expertise

3 Syliables

Focus on First Impressions B 455 : F—EIK

Match PLEL
Complete the statements in Column A by matching them with the sentence endings in Column B.

if you need help, listen to today’s Culture Tips.

FABEFWGREE, TRARTHGT. wREFEF B, FHS RO A D,

begin by looking
10

Column A Column B
. A firm handshake shows A. a firm handshake.
2. Americans expect B. them in the eye for a second.
3. Good eye contact shows that C. eye contact.
4. It is important to D. forehead for a few seconds.
5. Most Americans expect good E. meet Americans correctly.
6. Then look away to their chin or F. that you are confident.
7. When you greet someone, you should G. you are interested and actively listening.



