g 2

4 l
)

Y 7 U Zd4 "l

L L2 ]

R OR &

EERLEYK

Functioning in Business

Roger Olsen %3 Sean Liang F#Hi%




FUNCTIONING IN BUSINESS

EEREERE

Book Three

£ =

Roger Olsen &
Sean Liang  #H1%

JE N2 T K HEN



(R)EFEF 1575

BEHERY%RE (cip) ##E

B EIIE 553 M (£) BIRFKR(Olsen, R.)%E; 4 BiF
—JbaT L AUE T K% AL, 2003

ISBN 7-5619-0778-8

1. ﬁ

M. %% —3E— Tt — b

IV .H31

I A P 548 CIP B8R % 52 (1999) 55 42140 5
(FHERIFE)EZFENGRZILS . E=M BT :01-1999-1162
245 B % DynEd International, Inc. $FAUAE 1 [E 8 Py 4 AR & 17 o

FTAEER ] . ¥ X
MIRAEAT: LRES KFHRA QorsrRems 159 mEER 100083)
: JbRR AR EP R T
: EEBERE
: 199910 A 1R 20034 8 H% 2 ki
: 787 K X 1092 Z%  1/16 EP3K.10.5
: 267 TF
: ISBN 7-5619-0778-8/H-9982
2000WY0036
E . 29.80( & WEHF)
HH R R EL 1 £ 010 — 82303590
RATERLIE 010 — 82303651 82303591
£ H..010 — 82303081
E-mail; f&xb@blcu.edu.cn
NEMNERBOE- A4t HIRSD AR AR

4 H TN D
G E®E



1]

Al

WU 45 BBV R0 SRR ST M . KB — A A AFA
HH 0T BT bt o R B RIUT 5 22 ST A Soht , IR AT LA e
e

(B 5 BHIE) B —Erh e 4 S iE 5 , SRR M DL £ [ 75 4 SCBR AT S Ak %
L HEE S R TR, B E S R & /B R RIS M 18 S B S A2
D,

S, B A T — K B BT 45 AR, WP JL R R A B T 2 A
YA SV H], RIS A AT FATE T AT K8 A L ZEA T 20
FAZE BN AR .

(%5 BBV BN AR 5 B . IR B E BRI B EAIE S e, 0
FRRchs s B, MR B . RS E EIE S 5. EAE
TR, XN T 118 2 AT L AR R AL B A EE, (%
B HE Y S FITBE S LUK T L E ST 5 50 DK 2 R [ A 7

(45 BB S B TIE S RARM %S EEU LN EENES
e VT SRR B, BT B A R B B E B, B B
RO RIE S ThAE , B A AR 2 B A AR 1B 2 0 2

(% BEEEAES LT ERE: AR T, AR ES2, iR
VEREAPICIR 5 8 18] , (B AT S PRV 0 M T 2 170 8 2 A 5 T DA T A3
RIS B, BB A MR AR B B2 S B S, (48 S IE) 70+ v v B g
F—— BT D EARARE RGOV BEE 1. (RS BIEY RIS HM, TR
SE IR BT 358 T TR S B A BR A BE R 8

B R R s I 2RI . EB IR DI AT ESET , B
RIRKR R A58 KIS B R R S BN R4 AEEEIREL REEC
POERRRRIE . M3 BT A R 5 2 B N A, R A C 2007 T A2, FR A4
PRk T LU F BRI ST T

B TR ST IR A B A ), B R A B TR —

BEET BHRCBANE . EAEIRE, XEEIELUNCAEINEX LI,
1



Mt —seiR B, 3R RIE s T i, X ek ST B fo1e TUT M4 6 00 2 B K
BRI

SATES I B IR T R E B MR . XS A N LUE S e d L,
AR 5 AR LB TE B G o0, A BIR AT 250075 4 B U B A5 4 S i
Ko B % E A H R D E R,

B AR O 2 5% B A1) O TE SR 6 B PR B 0T WA 405 $F S R R W B IR
FIFNC BB G ST EE B YR B B RO IR B S A 1T, R B R TR B IR 40 75 1 B o A
K 1R1E SRBR ; 96 1B 45 1 A Se A B PR 43 W8 35 A (UL 2 BRI 64915 (A e s/his AT
were/we’ re) , i — Bk B RN B A E T FE 0L RITIBE BEIS I ARG S
IRE AR HRE A, A AR IR T E B 1%

FIREE — & XU EB— A X EE L SRR L OHIR. 2 IREE &
ERENYEEA - BEA, IR E A S AT IE RS0 . Lo, R
B S (REFTA)EE AN KR FIFF =AY H % - HEfKE - A E%?

VP2 IREE R ITH /B 2557 (On Your Own) , £ B i B BB IR {E IR SN R (&
FIA S B RIS 25 B O B S 3B RO I, BU B TD B IR 4R — I ST 5
2 ST T 45

SRS AN 2 AR, SRR T, BN RTAIR. BFEEATETH —
UM EESE ST, 4y BICHE S5 SR S A TR S T L S RE R ET LA B B RO~ 5T R TR
o5, TREACH(HS BEE)ETER T £/0, 28% /0. BWEINEBBIRK
UT BT AR SRS S ST LR R A RTE = T RE, B 0% S (niRiE 5 31) )i
BIEERIE S IR, B A L% S | AR AES £,

HO SR T R R S5 B ) O B EEIE , BB A S s R IR, Y
EURUT I I AR AR T5 7 X A RIS , YRt 48 R RO IE (R 622 ST e AT 56

ﬁsj ,ﬁﬂ,ﬁﬁﬂ,ﬁ'ﬁgﬁi—%&o

BRI IE S TR

Roger Olsen
Mark Foley

1999 £ 5 H



SCOPE AND SEQUENCE ¥ N A& 5% HE

UNIT TITLE #T4#8 | PRIMARY FOCUS EEFER STORY OUTLINE 1 F#E
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e R R L 1R R ey s
. RE-ARTE BR-ERRHE
Work and educational background = F -4 T 18
THEEHMER i
2 Checking In Vocabult-fry of travel, transportation Mr. Blake of International Robotics checks
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MRAT 38 38 0 4 15 1R =
: . ; E Rl A8 A2 7] B A 3K 72 e A I Bk
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BT 5 8 iA .
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4 Confirming Plans Offering an opinion Mr.Epstein checks with Ms. Graham about
BaA TR REE® the schedule and details of a meeting
Disagreeing EZRFHEEMBEELB L LRES
E-Z NI T B (8] B A 3¢ 407
5 An Important Introduction | Business introductions Mr. Epstein introduces Mr. Blake to Ms.
HFEHNNE HWEESPTHNEA Graham
At the Restaurant Making and accepting an offer ERHEARNBEEB T LN AR
R RiLEEZ RN RRAE
) Mr. Blake and Ms. Graham discuss several
6 A Business Lunch i .
T 2 Making ;‘)‘roposals and‘ promises problems n
B B WS i AR R HREEERBERS LI
LB
Review of Units 1-6 1~6 £ T H 3]
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HERP 11 5 % sentative of a different company
R AEAERES — AR E
10  Negotiations Language of business negotiation Mr. Blake negotiates several points with
R H BERH BB Mr. Gomez of Federal Motors
i 3 50 o A R B FR IR FF 2 W B XA 2K
56 4t JL A 18] R 3 47 ik A
11 Coming to Agreement Meeting and discussion skills Mr. Blake meets with Mr. Chapman of
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SCOPE AND SEQUENCE: UNITS 5 and 6
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®R ERAESIRE EEHEKIE
5A Introducing Someone Else 4148 1t A Business Introductions
% —18 | This is our Vice President, Shirley Graham. HE A
% 5B Introducing Yourself H 34t Silence in Business Conversations
s I’ m Sandra Powers . B 5k 3E T B
i 5C Interrupting ¥T W7 fis A #91R 7 Interrupting Politely
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& 6B Asking Permission & 3K .4 Smoking
5 R | Do you mind if I smoke? 0%
L 6C Clarifying 7 & Stating Opinions
& F =18 | Let me clarify that a little . Wrik & B
6D Promising ¥ # Keeping Promises
B S VYR | I'U have the report ready for you tomorrow . & sFiFiE
6F Qualifying, Summarizing # — 5 Ji B , 8 45 . .
B ) he ) orobl 1 the Confirming Understanding
3 o summarize , there are still problems with t .
= |[FER) P g PR
delivery date .
6F Showing Appreciation 3% 7~ /&% i} Tipping in American Restaurants
FINUR | We really appreciate your business . EEEBEEPHHN IR
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Lesson 5A 25—}

An Important Introduction (1) BEZEH)NF(1)

Interview 1ji%

Eliz : On today’s program, I’ll be talking with Michael Epstein. Mr. Epstein is in his office in

San Jose, California.

Eliz : Hello, Mr. Epstein.
Epstein : Hello.
Eliz : Today we are going to talk about the first time Ms. Graham
met Mr. Blake.
Epstein : On Wednesday, June 12, of last year.
Eliz : That’s right. They met in the lobby of Mr. Blake’s hotel, \wd
and you introduced Mr. Blake to Ms. Graham. Let’s listen i\
to the first part of that conversation. You had just arrived at \ /

the hotel and you were looking for Mr. Blake. Let’s listen.

Dialog X} &

Epstein : Now, let’s see. Where is he? Oh, there he is, over there

reading the newspaper. Mr. Blake!

Blake : Oh, hi Mike. How are you today?

Epstein : It’s good to see you, Charles. This is our Vice President,
Shirley Graham. Shirley, this is Charles Blake from Interna-
tional Robotics.

Graham : It’s nice to meet you, Mr. Blake.

Blake : Pleased to meet you, Ms. Graham.

Cultural Note X ft ¥ B

Washington, DC Washington, DC is the capital of the United States. DC stands for “District
of Columbia.” “The District” is governed directly by the Congress. Washington is where the Congress
meets (the Capitol) and where the President works (the White House) . '

YBETRUIFR ERWEHCHTHRXEEEMNEA. DC R “District of Columbia” #) 4§
5, IMHEXHELHESTHE, ERUEESHALSKNF(H4XKE)MEE T/ENBLT(AHE).




Listen for Information If 2 &

Listen to Interview (1) and Dialog, then fill in the blanks. Be careful. There are two words in
each blank!
BFRHF R ERNTE, KEHZ, &, ENZHABANA,

1. Today we are going to talk about the  first time Ms. Graham met Mr. Blake.

2. On Wednesday, June 12, of :

3. They met in of Mr. Blake’s hotel, and you introduced Mr. Blake to Ms. Graham.
4. You had just arrived at the hotel and you for Mr. Blake.

5. Now, let’s see. Where is he? Oh, there , over there reading the newspaper.
6. Oh, hi Mike. How today ?

7. It’s good to see you, Charles. This Vice President, Shirley Graham .

8. Shirley, Charles Blake from International Robotics.

9. It’s nice you, Mr. Blake.

10. meet you, Ms. Graham.

Bonus Answer “Yes” or “No.”

Min@ & “Yes”# “No”,

11. Had Mr. Epstein met Mr. Blake before?
12. Had Shirley Graham met Mr. Blake before?

Verb Practice 317 % 5)

Listen to Interview (1) and fill in the blanks with the correct forms of the verbs that Elizabeth and
Mike use.

BHHRZXFT AAPUSANEREAND AN ERHRAELS,

1. On today’s program 1’1l be talking  with Michael Epstein. i
arrive
2. Today we are going to about the first time Ms. Graham met Mr. Blake. .
, introduce
3. They in the lobby of Mr. Blake s hotel . liste
sten
4. You Mr. Blake to Ms. Graham. look
00
5. Let’s to the first part of the conversation .
meet
6. You had just at the hotel .
talk
7. You were for Mr. Blake.

Unscramble £H A)

Unscramble these words to make sentences. Watch out for No. 4.

EFHFITENAEZ ARAF. FRE4HE,
. is Charles Shirley, Blake this

1
2. to see it’ s you good

3. our Shirley this Vice Graham President is ,
4

. ouy adeelps eemt ot




Answer [0 & 8] &
Listen to Dialog and answer these questions about Ms. Graham and Mr. Blake.
BRMEAADEAARBRE LB LI MARTELENFEA,

1. Who is the Vice President, Shirley Graham or Susan Graham?
. Is Charles reading a newspaper or is he reading a book?

. Does Charles already know Mike?

. Does Mike already know Shirley?

. Is Charles happy to meet Shirley? What does he say?

W AW N

Preposition Practice 47 17 £k =]

Listen to Interview (1) and Dialog again. This time, listen for prepositions. Then choose the
correct preposition in the box for each blank. You may use some words more than once.
BEN—EBHARDFAXENRET, LAEENTNA REATEFHRBERANNAHEANEANE
Bo —HWHUEREA

to on for with in from about at

. On today’s program 1’11 be talking Michael Epstein.

. Mr. Epstein is his office in San Jose, California.

. Today we are going to talk the first time Ms. Graham met Mr. Blake.
Wednesday, June 12, of last year.

. They met the lobby of Mr. Blake’s hotel.

. You introduced Mr. Blake Ms. Graham.

. You had just arrived the hotel .

. Mr. Blake and Ms. Graham are meeting the first time.

. Shirley, this is Charles Blake International Robotics.

O 00 3 O U B W N -

Who Says? =i HI?
Listen to Business Dialog. Write P if the president, H if Harry, or M if Mary says it.
BRBASXE, RENERPHRA,RENERAHAA BWHER MR,
~T’d like to introduce you to Harry Abrams.

Mary was Office Manager at Global Electronics with your old friend Bob.

He’s doing very well. He’s a Vice President now.

I’m glad to hear it.

You mentioned that you like to ski. Well, Harry is an excellent skier!

I'd be glad to talk to you later about some good places to ski.

Sounds great!

We have a lot more introductions to make today .

O 0 N N L AW~

It was nice to meet you.



True/False ¥ ¥ IF i2

According to Business Dialog, are these statements true [ T ] or false [ F ]?
REHSAE TEHAERERN[ T]ERHEW[F ]?

1.
2.

Harry is the Vice President of Marketing. 5.  Bobisn't very well.
~ Mary Jenkins is Vice President of 6.  Mary likes to ski.
Global Electronics. 7. Harry used to ski with Mary.
Bob works for Global Electronics. 8 Harry is a good skier.
~___ Bobis an old friend of Harry’s. 9.  The President is going to talk

about places to ski later on.

Focus on Introductions & 5= % > : I 48
Match [T ¢
Listen to Culture Tips and match the sentence halves.

HI(X R BIH B TERE YA BRHERAY

W B W N -

N

. You have to make sure that each person learns A. “Harry just got back from Singapore.”

. Introducing people is easy B. know what to say to each other.

. A standard way to introduce people is to say C. “I’d like you to meet...."

. After you’ ve introduced the two people, you should D. because you can use standard language .

. When two people meet for the first time, E. small talk makes everyone comfortable .
they may not F. try to help them continue the

. You can help people to start talking conversation .

7.
8.

A good example of adding new information is to say G. the other person’s name and business title.
You should help them to make small talk because H. by adding some new information.

Introducing Someone Else 71 48 fth A
Listen to Gary’s Tips. Answer the questions with sentences.
EHCWERT), AAFEERA,

10.

1.

How did Mr. Epstein introduce Ms. Graham to Mr. Blake?

. What information did Mr. Epstein give about Ms. Graham?

. Why does Mr. Epstein call Ms. Graham by her first name?

. Why do Ms. Graham and Mr. Blake use last names?

. When do we use the expression “1’d like to introduce you to...”?

. Which other common expression do we use for introductions?

. Why does Mary call Harry Abrams “Mr. Abrams”?

. When do we use “It’s nice to meet you”?

. When do we use “It’s nice to see you”?

Why do we often give extra information or begin some “small talk”?




Introduction Practice 71 48 %k =]
Here are five introductions. One is correct and four are incorrect. Which one is correct? What is
wrong with the other introductions?
TEESAMNB INERAW ANEEHN, BAEZEHRN? HOONFHEEFE?
1. John, this is our Vice President, Stephanie Stevens.
Hi, Stephanie.
2. John, I’d like you to meet our Vice President, Stephanie Stevens.
Nice to see you, Stephanie.
3. John, I'd like to introduce you to Stephanie Stevens, our Vice President.
Pleased to meet you, Stephanie.
4. John, this is our Vice President, Stephanie Stevens.
Nice to meet you, Ms. Stevens.
5. John, I’d like you to meet Stephanie Stevens, our Vice President.
Nice to see you, Ms. Stevens.

Just Talking i&i& & i&

Language for formal introductions can be different in casual and informal situations.
EEANEEMEEXMZEMANES SEXNEANETRARN,

Formal less formal informal / casual

May I present . .. John, this is. .. John, Mary ... Mary, John.
I'd like you to meet . . . John, do you know .

May I introduce . .. John, have you met . ..

Hello, Mrs. Jones. Hello. Hi.

How do you do? How’d you do? How dee?

I’ m pleased to meet you. Pleased to meet you.

It’s my pleasure . My pleasure .

Choose £

Read these sentences and decide which are the words or phrases used in the opening conversa-
tions of today’s broadcast. Then listen to the tape and see if you are correct.
BETEWNAT AN BPLESR) BASHNQEFHEANTE. RAETXET, FERUNE
LT EH

A. met

1. That’s right. Th
al s ng Y B. were introduced

in the lobby of Mr. Blake’s hotel.

A. hi )
2. Oh, Mike .
B. hello
5 How A. was your trip?
B. are you today?
, |A. good
4. It's ) to see you.
B. nice
5. This i A. our Vice President, Shirley Graham.
. s is .
B. Shirley Graham, our Vice President.




Pronunciation: Syllables iIE& : & 1

How many syllables are in these words? Put the words in the correct column and underline the
syllable that is stressed (which is said louder or longer) .

TEHXEEAEANANEFT? ERAPAAEANERN FATIEFEEELTFF(EFRHHAKK).

conversation global impression
interrupt interruption introduction
mention newspaper president
situation title

2 SYLLABLES 3 SYLLABLES 4 SYLLABLES

Just for Practice 4P T4 =)

Complete these sentences with the words in the boxes on the right.

RAERFEFHEA TR TEWA T

1. How should I introduce people?

2. You can introduce when they meet. two
3. Say, “I’d like to introduce to my colleague . ” them
4. Or say, “I’d like to introduce to each other.” you
5. Or you could say, “I’d like to meet each other.”

6. Those’re three ways to begin introduction . a
7. Then help them to begin make small talk . the

8. You can begin topic like music or sports. to
9. When you meet someone, say ‘How you do?” are
10. Or say, “How you?” do
11. Then say, “It’s to meet you, nice
12. or “I'm to meet you." pleased
13. When you again, you say “It’s nice to you.” good
14. Or, you can say, “It’s to see you." meet
15. But you don’t say “ " the first time you . see




Lesson 5B & i}

An Important Introduction (2) BEEHNL(2)

Interview Uj ik

Eliz :  On our last show, we spoke with Mr. Epstein. We talked about your first meeting with
Shirley Graham .
Blake : Yes. I was a little nervous about meeting her. I knew that Mr. Epstein wanted to do business

with me. But I knew that Shirley Graham had some concerns. So it was very important to me
to establish a good personal relationship with her.

Eliz :  Well, today we’re going to listen to your first conversation with her.
Blake : In the lobby of my hotel?

Eliz : That’s right.

Blake : OK.

Dialog %} i

Epstein : Now, let’s see. Where is he? Oh, there he is, over there reading the newspaper. Mr. Blake!

Blake : Oh, hi Mike. How are you today?

Epstein : It’s good to see you, Charles.
This is our Vice President, Shir-
ley Graham. Shirley, this is
Charles Blake from International
Robotics .

Graham : It’s nice to meet you, Mr. Blake.

Blake : Pleased to meet you, Ms. Graham.

Graham : How are you today?

Blake : Fine. And you?

Graham : Just fine. Mike tells me that he took you around San Francisco yesterday .

Blake : We had a great time yesterday. We went down to Fisherman’s Wharf, and we had lunch,
and then we drove around San Francisco and saw a bit of the city.

Graham : Is this your first trip to the West Coast?

Blake : Well, not really. I was here about seven years ago, just for a very brief visit. And now I

have a little bit more time to see some of the city.

Cultural Note X ft I &
Washington, DC  Well-known landmarks in Washington include the Jefferson Memorial and the
Lincoln Memorial. The tallest building is the Washington Monument (555 ft tall) .

YBRIFRHUIPE EBHWEZNEACEALARLESEAKELESE, RENER
B SIE(R S55 HR),




Listen for Information A2 &
Listen to Interview (1) and Dialog, and fill in the blanks.
EHF R ENRTAEZ,

1. 1 was a little about meeting her.
2. 1 knew that Mr. Epstein wanted to do with me.
3. It was very to me to establish a good personal with her.
4. Now, let’s . Where is he? Oh, there he is, over there reading the
5.1t's to see you, Charles. This is Vice President, Shirley Graham .
6. Shirley, is Charles Blake from International Robotics.
7. Pleased to you, Ms. Graham.
8. Mike tells me that he took you San Francisco yesterday .
9. We went to Fisherman’s Wharf, and had lunch.
10. Then we drove around San Francisco and saw a of the city.

Bonus Answer these questions with sentences.

B F4ATEEF A,
11. Has Mr. Blake visited the West Coast before?
12. What happened seven years ago?

Verb Practice 3117 % =)

There are some past tense verbs in today’ s Interview (1) and Dialog. Listen, and then
complete this chart with a past tense for each verb and write a sentence containing the past
tense verb.

EASRBFR(DNEF A - LI ANI LR, TEASN NG ANIZXZRTERAT H
— N AR EXFEAHHT T,

INFINITIVE PAST TENSE SENTENCE

. speak spoke On our last show, we spoke with Mr. Epstein .

. talk
. be
. know

—_

want

. have

. take

. go
. drive

O 00 N N W K W N

—
o

. See




Careful Listening {F 48 I

There is one mistake in each sentence. Cross out the mistake and write the correction.
TEWENMN T BA-—ITER. MELRFKEL X,

Example ; -Ms—Epstes was nervous about meeting Ms. Graham. Mr. Blake

. Mr. Blake knew that Shirley had many concems.

. Shirley Graham met Mr. Blake in the lobby of her hotel.

Mr. Blake wanted to establish a good relationship with Mr. Epstein.
Mike took Shirley around San Francisco yesterday .

. They drove around San Francisco and saw most of the city .

A B W N -

Mr. Blake came to San Francisco seventeen years ago.

Listen for Information T & &
Listen to Interview (2) and answer these questions.
WHHERQ)FE, FEETEHEA,

1. Who did Charles think was friendly? Ms. Graham.
2. Where did they meet?

3. What did he think he could do with her?

4. How will he convince her to buy his robots?
5

When will we see how the negotiations went?

Match PCEL
Listen to Interview (2) and match these sentence halves.
FHRHXRQXEH R TEALN L RAERLA
. Mr. Blake thought Ms. Graham was
. He hoped that he could

1 . to buy his industrial robots.
2

3. Blake knew there were several important issues

4

5

they needed to discuss.
very friendly .

. He felt that he could convince her . as the show continues.

mo0wy

. We will see how the negotiations go do business with her.

Choose % #¥

Choose the best way to complete each sentence. Then listen to Gary’s Culture Tips and see if
you are correct.
UHERETATRET . RETWEETHRM(XMER), EERLENRLEH,

1. Most Americans talk a lot because silence

A. makes a bad impression. B. is impressive.
2. If you are silent, Americans may think
A. you are boring. B. you are bored.
3. If you don’t keep talking, Americans might think
A. you don’t like them. B. you aren’t like them.
4. When listeners use expressions like “Uh-huh” and “Really?” they show
A. they don’t understand. B. they are interested.
5. If you need time to think, you can say
A. “something.” B. “Hmm" or “Let me see.”
6. Saying “Hmm” means
A. “I'm not interested .” B. “I will say something soon.”



