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SCOPE AND SEQUENCE # ‘#N%& 5% HE

UNIT TITLE #TirfE

PRIMARY FOCUS FEIEEX

STORY OUTLINE {B5T#=

1 Introductions

Simple job descriptions and

Introduction of Charles Blake, Mike

4 respor‘lmbllltles Epstein and Shirley Graham
185 90 008 T B 05 UL 3% D o A 3
Work and educational background ﬁ]é %ﬁ . %/ 5 1 ' S
| TAEG I RIS , =
2 Checking In Vocabula:ry of travel, transportation Mr. Blake of International Robotics checks
15 &I E(Lbdgnéfﬂffﬁ I into his hotel
(5 w FEIFRHLES A 24 7 0 10 36 52 8 A0 TR B
Making and confimming reservations B AME B D F g
L T 5 #iA )
3 Making an Appointment Making and confirming an appointment Mr. Blake makes an appointment over the

S ES

ST E SHA
Making suggestions
W

telephone with Mr. Epstein of Advanced
Technologies

MR EES LELRA ARELRT
HAEAITHIEAE SN

4  Confirming Plans

Offering an opinion

Mr. Epstein checks with Ms. Graham about

B S i R

ikt Xl HHERE the schedule and details of a meeting
Disagreeing ERMAEEMBELBL RS
REAAE T B 18] &% A R 4R
5 An Important Introduction | Business introductions Mr. Epstein introduces Mr. Blake to Ms.
HENAA (B gt ksl ckigi] Graham
At the Restaurant Making and accepting an offer EREBEEANBFLB LN AH
B U SEZRIN 34
. Mr. Blake and Ms. Graham discuss several
6 %E;Z:ngs Lunch Making proposals and promises problems

TR e R H L K Eitig LA
[ B

Review of Units 1-6

1-68TE>]

7 The Disagreement

Presenting a point of view

Mr. Epstein and Ms. Graham discuss a diffi-

B4 B W s cult decision
Responding to arguments ERFHELRKEEB LI —
Xeb X 5 4 6 2 e [T TR M 9 R <
8 The Final Proposal { decision-maki Mr. Blake meets with Ms. Graham and Mr.
R Y mimE e Epstein
Keeping in Touch iRt aBERERL L MELS
REHEAR ML
9  New Customer Planning for the future Mr. Blake has an appointment with a repre-
HER H 0 % % sentative of a different company

HRREEWESHS —QFAKIE

10 Negotiations
WA

Language of business negotiation
B RHARE

Mr. Blake negotiates several points with
Mr. Gomez of Federal Motors
HRTRERKBREL AP M
FeAEFILA R HEAT R

11 Coming to Agreement

Meeting and discussion skills

Mr. Blake meets with Mr. Chapman of

$2.Y1 i3S SESHRETS Federal Motors
Describing future possibilities MERAESBRBRELSFANE Y
R R R 89 AT G4 254
12 New Beginning Discussing changes Mr. Blake speaks with Mr. Epstein
T WEE i 3 52 Sk P 2 YR 3 4 S AR A AT R R

Review of Units 7-12 7~12 2T HE 3]




SCOPE AND SEQUENCE:

UNITS 3 and 4

F=HETHFNE S ZHE

LESSON FOCUS ON LANGUAGE FUNCTIONS AMERICAN BUSINESS ENGLISH
RR ERESEE EEHERIE
3A Making an appointment 24> Talking to a telephone receptionist.
L%——‘}}% What time would be convenient? 5 R FUREE
11 3B Suggesting & i X Small talk on the telephone
1% | How about three o’ clock? HL 3 Y RR
3C Accepting a suggestion $ 32 £ 1Y Suggesting a meeting time
= | B=R! That sounds good. i 2 i B[]
. .. N Rejecting a suggestion and suggesting
3D Negotiating a meeting time By & 2 i B [8] )
=2 SBUYIR Could we make it earlier in the day? an altemnative
' T4 — TR AR I 55 S 2
S
Confirming the ti d pl
I Ending a conversation 45 # R 1 fo mnm'g © lime anc place
» ’ . . t
IC BHIR| I’ m looking forward to seeing you . 0 ? fectie N
B TA £ T B 7] 3t
3F Leaving a message B & Confirming a message
F/SPR| Could you please ask him to call me back? | BAEH
Maki d changi taurant
4A | Making a restaurant reservation W E&E mgt.an changing a restauran
s - reservation
— I’ d like to reserve a table.
" FR T B M E R HE
4B | Confirming 1A Status in American business
BRI Are you still free at 11:00? EEBERPH SN
LTy Refusing ¥4 Offices and status
FB=1R! I'm sorry but Mr. Malone is busy . WANESHG
% 4D | Offering an opinion £ i} & ¥ Corporate structure
SEUYIR | 1 think that’s a wonderful idea. NGIESE )
4E | Disagreeing politely #L5%#1 R 5K [F]E ¥ | Disagreeing with the boss
It BIIR| 1 understand your reservations , but . . . 5 ERIFEEARNE
4F Stalling #E ZE Corporate communication
%fiiﬁ Let’s discuss it tomorrow . AR R
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Lesson 3A $F£—if

Making an Appointment (1) 2j%(1)

LS
%

Dialog *}i&

Receptionist : Advanced Technologies. May I help you?

Blake : Yes, this is Charles Blake from International Robotics. I’d like to speak vmh Mike
Epstein, please.

Receptionist : Just a minute and I’ 1l put you through. . .

Epstein : Epstein. . .

Receptionist : Mr. Epstein, I have a Mr. Blake from International Robotics on the line.
Epstein : Okay, thanks... Mr. Blake!

Blake : Hello Mr. Epstein. How are you?

Epstein : I'm fine, thanks. How are you?

Blake : Great.

Epstein : How was your trip?

Blake : I had a nice flight, and it was on time.

Epstein : When did you get in to San Francisco?

Blake : I just arrived a few moments ago.

Epstein : Say, when shall we get together?

Blake : Well, I was hoping that we could perhaps arrange a meeting for tomorrow sometime.
Epstein : Ah, I'll tell you what. I’ m free after eleven o’ clock. How's that sound?
Blake : That sounds fine with me.

Cultural Note X ft ¥ §

The first Europeans in San Francisco were from Spain. Gaspar de Portola came by horseback and
de Ayala sailed into the bay in 1775 - the year before the 13 colonies on the Atlantic seaboard declared
independence from England.

[ g3 —HEMRUN AR BB o 1775 48, AR 0A/R - 28 - PR SE DL A % 50k 35X B L T
- PUREN A B, RTINS B R E AT LM,




Listen for Information I & =

Listen to Dialog and fill in the blanks.

WA EFE T

1. Yes, this is Charles Blake from International Robotics.

2. I'd like to with Mike Epstein, please.

3. Justa and I’ 1l put you

4. Mr. Epstein, I a Mr. Blake from International Robotics the line.
5. How your trip?

6. I had a nice , and it was time.

Bonus i 1n#

7. Blake arrived in San Francisco just a few ago.

8. Blake would like to a meeting for tomorrow.

9. They agree to meet after o’ clock tomorrow.

Preposition Practice 7V 17 %k =]

Listen to Dialeg for prepositions. Then choose the correct word for each sentence and underline it.
FH A ETEANNT, RENFIRE - NEHKHE,FEXNME TR,
. I'd like to speak (at / with) Mike Epstein.

. T have a Mr. Blake (in / on) the line.

. This is Charles Blake (for / from) International Robotics.

I had a nice flight and it was (at / on) time.

When did you get (in / from) to San Francisco?

. We could perhaps arrange a meeting (of / for) tomorrow.

. I’m free (through / after) eleven o’ clock.

. That sounds fine (of / with) me.

0w N1 N L bk W N e

Unscramble 2B 6]

Put these words into the correct order to make sentences or questions.
18T Wt 9 HE Ak IE 7 BT, 4R TR F A o

1. help I 7 you may May I help you 7

. through I’ 1l you put

. your how trip 7 was

2
3
4. nice had flight T a
5
6
7

. get when together we ? shall

. me fine that with sounds

. Mike Epstein like please with speak I’d to

2



Listen for Information I & &

Choose the three correct answers to this question: Why did Mr. Blake phone Mr. Epstein?
AR LN EAAELREZRFEEET R ETREXGEAFEN N EHEL,

To arrange a meeting for Tuesday .

. To talk about his journey.

. To talk to Mike in a relaxed way before their formal meeting.

. To organize a tour of San Francisco.

. To check the things they would discuss at their meeting.

A N bW -

To arrange a meeting for Wednesday .

Business Dialog % % X115

Listen to Business Dialog and fill in the blanks.

WOTE A EFEE,
1. Webber Industries, may I help you?
2. This is Sam Bliss .
3. How are you Milton?
4. I'm to see if we can arrange a meeting.
5. There are several matters I’d like to with you.,
6. Okay, when be convenient?
7. Could we tomorrow?
Bonus i in&
8. Ms. Milton would like to meet at
9. Bliss is looking to meeting her.
10. They agree to meet at his tomorrow .

Vocabulary Practice i7iC %5 =]
Match the words and phrases (1-10) with the meanings (A-J).
#£373 (1-10) 5 e & X (A-J) B &,

1. trip A. check
2. put you through B. meet each other
3. please hold C. that’s okay
4. get together D. journey
5. that sounds fine E. put down the phone
6. set up F. take you on a tour
7. confirm G. connect you on the telephone
8. show you around H. please wait
9. issues to discuss I. things to talk about
10. hang up J. amrange



Focus on Phone Calls B 5% : 3THIE

Fill In =

Fill in the blanks with the words from the box.

JRL 7 HE o W R R
wants things music company hold
information telephone returning hang
identify person purpose receptionist

When you make a 1. telephone call to a big company there are three 2. you
should do.

First, you should 3. yourself and the name of your 4. . Then you should
tell the 5. the name of the 6. you want to speak to. You can also give some
7. about the 8. of your call.

If the person has called you first you should say you are 9. the call, then the recep-
tionist knows the person 10. to speak with you. After you give the information the recep-
tionist will put you on 11. . You may hear some 12. or just silence, but don’t
13. up!
Phone Calls Practice }TH &% 5]
Look at this example:
EEH T

YOUR NAME: Bob Brown

YOUR COMPANY: ABC Electronics
PERSON YOU ARE CALLING: Sally Gunberg
REASON FOR YOUR CALL: returning her call
“Hello, this is Bob Brown from ABC Electronics. 1’d like to speak to Sally Gunberg. I'm
returning her call.”
Now use this information to complete the sentences.
AERETHRNEEZEKT T,
1. YOUR NAME: Jane Wang
YOUR COMPANY : International Pharmacy Products
PERSON YOU ARE CALLING: Mr. Otakawa
REASON FOR YOUR CALL: he asked you to phone today
Hello , this is Jane Wang from International Pharmacy Products .

2. YOUR NAME: Robert Haslett
YOUR COMPANY: Haslett Engineering Corporation
PERSON YOU ARE CALLING: David Grigson
REASON FOR YOUR CALL: replying to his advertisement
Hello,




3. This time, use your own name and company!
RR A E BRELEFNE,
YOURNAME: ..... . it
YOUR COMPANY: .. \vivieeciiiiii s,
PERSON YOU ARE CALLING: Steven Goldstein
REASON FOR YOUR CALL: returning his call
Hello ,

Unscramble ZHf]

Unscramble these words and make suggestions.
HF| THEHIE, AR HEENNE T

1. that at six let’s does ? sound . how meet Let’ s meet at six. How does that sound?

. meeting could a arrange 7 we

. about tomorrow ? how dinner

Friday that . sound ? let’s on how’s meet

. discuss we issues 7 some could

. about on ? Saturday seven-thirty how

AN R W N

Choose £

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

BETENAF, AR BLRSRAFPEANIRNE, RAETRXE  FHRENET EA

A. I'd like to
1. speak with Mike Epstein.
|B. I want to

A. Just a minute
2. and I’ 1l put you through.
B. One moment, please

A. of
3. This is Charles Blake International Robotics.
B. from

A. great trip
4. Thad a and it was on time.
B. nice flight

A. fine with
5. That sounds me.

B. great to




Pronunciation &%
Mark the accepted syllables, the syllables that have the most stress.
HFHANNFY —EEF Y,

1. suggest
2. explain
3. inform
4. interest
5. complete

Bonus Fif N

suggested suggesting
explained explaining
informed informing

interested interesting
completion completely

suggestion

explanation

information

Do you think “interestion” is a word in American English? “Completed”?

Just for Practice #p7E % 5]

Choose the words that best fit these sentences.

HERE SN,
1. informal L . 2. interest
At an . . meeting like a lunch meeting, you can . .
information interesting
3. person . 4. busy. 5. say 6. information
in your : You can . X
people business. tell interesting
7. information 8. informally.
interesting internationally .
9. formal . ... |10. an interview . |11. complete
At a meeting like . you should give .
forward a conversation completion
12. information. 13. Ask . 14. informal.
. . questions and offer other . .
international . Answer information .
[15. Ask 16. discuss ) 17. important.
all the . questions, too. They are also . . At the
Answer difficult interesting .
. 18. suggest 19. other . 20. meet.
end of the meeting, . time to .
suggestions another meeting .

On Your Own BEi1E(E

How is your English? Rate yourself in each of these skill areas.

Listening
Speaking
Reading
Writing
Vocabulary
Grammar

Excellent
Excellent
Excellent
Excellent
Excellent
Excellent

Good
Good
Good
Good

Fair
Fair
Fair
Fair
Fair

Fair

Needs Improvement
Needs Improvement
Needs Improvement
Needs Improvement
Needs Improvement
Needs Improvement



Lesson 3B 5% i}

Making an Appointment (2) 2]2(2)

Dialog *}i%

Receptionist : Advanced Technologies. May I help you?

Blake : Yes, this is Charles Blake from International Robotics. I’d like to speak with Mike
Epstein, please.

Receptionist : Just a minute and 1’11 put you through. . .

Epstein : Epstein. . .

Receptionist : Mr. Epstein, I have a Mr. Blake from International Robotics on the line.

Epstein : Okay, thanks... Mr. Blake!

Blake : Hello, Mr. Epstein. How are you?

Epstein : I'm fine, thanks. How are you?

Blake : Great,

Epstein : How was your trip?

Blake : I had a nice flight, and it was on time.

Epstein : When did you get in to San Francisco?

Blake : I just arrived a few moments ago.

Epstein : Say, when shall we get together?

Blake : Well, I was hoping that we could perhaps arrange a meeting for tomorrow sometime.
Epstein : Ah, I'll tell you what. I’m free after eleven o’ clock. How’s that sound?

Blake : That sounds fine with me.

Epstein : Okay, uh, where are you staying?

Blake : I'm staying at the Embassy Suites. It’s about twenty minutes south of the airport.
Epstein : Ah, that’s real close to my office here. I’ 1l tell you what, I’ 1l meet you tomorrow around

11:15. Then we can go to lunch, and then I'1l show you around San Francisco.
Blake : That sounds very nice.



Cultural Note X it ¥ R

California became part of the United States in 1846 after a war with Mexico. Gold was discovered
in 1848, and San Francisco grew from a village of 500 to a city of 20 or 30 thousand by 1850, the year,
California became a state.

1846 4£, SBEFHKRSE, MARBERNERN Y. 18 ERRMTES, 87T 1850
SEIDE LB AR E AN FRBBRA =0 AR, 3X—4 A e sy & i) — Mo

Listen for Information IT & £
Listen to Dialog and fill in the blanks.
W AE RS
1. I’d like to speak with Mike Epstein, please.

2. Just a and I’ 1l put you

3. Mr. Epstein, I a Mr. Blake from International Robotics on the

4. When did you in to San Francisco?

5. Say, when we get together?

6. Well, I was hoping that we perhaps arrange a for tomorrow sometime .
7. 'm after eleven o’ clock. How’s that ?
Bonus i M@

8. Mr. Blake is at the Embassy

9. They are going to tomorrow at around

10. After their meeting they will have and Mr. Epstein will show Mr. Blake

San Francisco.

Preposition Practice 771 %
Listen to the prepositions in Dialog and fill in the blanks with a word from the box.
EENAFFABMNAARFTAEF RS

1. I’d like to speak with Mike Epstein.

after
2. I have a Mr. Blake International Robotics on the line.

around
3. I had a nice flight and it was time . for
4. When did you get to San Francisco. from
5. We could arrange a meeting tomorrow sometime . in
6. I'm free eleven o’ clock. on
to

7. That’s real close my office. .

with
8. Then I'1l show you San Francisco.



Listen for Information AT
Listen to Interview (2) .and fill in the blanks.

W HRQ)FFHEE,
1. Mr. Epstein, let’s talk about your conversation with Mr. Blake .
2. You suggested that the two of you for lunch.
3. 1 thought it would be a idea for us to get in an informal setting.
4. I wanted to fill him in on some of the of our project.
5. I didn’t want to schedule a meeting until he bad a to rest.
6. Did you go the agenda?
7. 1 confirmed with him the he wanted to discuss the meeting.
8. Then we for a nice around San Francisco.
9. 1 dropped him at his hotel, and then to my office.

10. Thank you for me on your show.

Listen for Sequence U fGHEF
These are the events that Epstein described in Interviews. Put them into the correct order.
TEHRZEAMBEFRFHRNER, L ENZERNBFHT
A. Epstein drove Blake around San Francisco.

[ ]
B. Epstein left his office around 11 o’ clock. [ 1 ]
C. They had lunch together. [ ]
D. Epstein arrived at the hotel at 11:15. [ ]
E. Epstein dropped Blake off at his hotel. [ ]
F. Epstein returned to his office. [ ]
G. They talked about the agenda for their meeting. [ ]
Word Practice i7i& % 5]
Fill in the blanks with the words in the box.
B 77 RE R IR R
PHRASE MEANING
1. talk something discuss something together together
2. g0 something explain the details of something off
3. drop someone take somebody to a place by car or taxi in
4. fill somebody tell somebody everything about over
- about
on something something

5. get meet somebody




