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SCOPE AND SEQUENCE # ¥ N &5 % HE

UNIT TITLE S uirE

PRIMARY FOCUS T Ei&ER

STORY OUTLINE M¥#HE

Simple job descriptions and

1 Iﬁnzductions responsibilitics Introduction of Charles Blake, Mike
165 2638 5 T R 45 R Epstein and Shirley Graham
Work and educational background BB I AR B BB A
T4 & B A2 MEA-REES
. Vocabulary of travel, transportati
2 Checkm? In and lodgingo ave sportation Mr. Blake of International Robotics checks
75 8l A7 AE TR AT into his hotel

Making and confirming reservations

BT 58k

HRF LB AL A B RS EIK
WMAEBRICFE

3 Making an Appointment

Making and confirming an appointment

Mr. Blake makes an appointment over the

W LHHAEERIA telephone. with Mr. Epstein of Advanced
Making suggestions Technologies
P~ HEREESEBHERAANERS
HAETREATRE

4  Confirming Plans

Offering an opinion

Mr.Epstein checks with Ms. Graham about

kiR B F® the schedule and details of a meeting
Disagreeing ERFHEEABEEBLIRES
RBRFAE T B 8] A XA
5 An Important Introduction Business introductions Mr. Epstein introduces Mr. Blake to Ms.
BENNA BWHEEHPHNTA Graham
At the Restaurant Making and accepting an offer BZRYyBEEMNBEEBL LNEN
ERME RILEEZRN E 3 e
. Mr. Blake and Ms. Graham discuss several
6 ;?ﬁu;l:nzs Lunch Making proposals and promises problems
3RS i & HXRAEERKBTEB L LITRILD

1]
Review of Units 1-6 1~6 ST 8 3]

7 The Disagreement

Presenting a point of view

Mr. Epstein and Ms. Graham discuss a diffi-

B R4 PR TR R cult decision
Responding to arguments ERyHEERBEEBS L LT~
xf b 7 2t i 2 e A L B I T 3R 3 B R
8 The Final Proposal Language of decision-making Mr. Blake meets with Ms.Graham and Mr.
B H RN Wi R iE Epstein
Keeping in Touch HREEESHEBTEB L L NERN
BREFKE HAE
9 A ;e; Customer Planning for the future Mr ;:?ake ?asdai; app:)imment with a repre-
ﬁ ﬂﬁlj *¥ sentative o1 a erent company

HRAEENELBA-AFAHRE

10 Negotiations

wH

Langusge of business negotiation
WHRHAE

Mr. Blake negotiates several points with
Mr. Gomez of Federal Motors
XL RBEBNELANIEK
45 4 B LA BB 3 AT R

11 Coming to Agreement

Meeting and discussion skills

Mr. Blake meets with Mr. Chapman of

RN smERET Federal Motors
Describing future possibilities AEAAECEBRENELARNEY
R K ok 1 BE 8KE
12 A New Beginning Discussing changes Mr. Blake speaks with Mr. Epstein
1 IT o HHREE HEEAERBRFBEERITER

Review of Units 7-12 7~12 2T ¥ 3]




SCOPE AND SEQUENCE: UNITS 5 and 6

. aa —
FRNBTBFENEEZH
LESSON FOCUS ON LANGUAGE FUNCTIONS AMERICAN BUSINESS ENGLISH
" 3/ ERIEETEE XEHHFRIE
5A Introducing Someqne Else - 4 fth A Business Introductions
% — 1B | This is our Vice President , Shirley Graham. BENR
* 5B Introducing Yourself H 4141 Silence in Business Conversations
% —if | I'm Sandra Powers. WS RE P RTR
e 5C Interrupting ¥7T B§7 fb A\ B9 R & Interrupting Politely
FE =R | I'm sorry to interrupt . FL 58 Hb 3T B
5D Offering EshiR R Y Choice in American Culture
BB PUPR | Would you like to start with some coffee? EEXLP R
SE Confirming Understanding # A 2 % Confirming Understanding
52 FH R | You mean like a bonus? A B
S5F Conceding a Point FKIAFE— & Differences of Opinions in a Negotiation.
FNIR | You have a good point . HRA WA AR
6A | Offering F SR EEXKY American Business Lunches
% —iR | Would anyone like dessert? EZEMGTIEFR
% | 6B | Asking Permission i# K ftiF Smoking
F 18| Do you mind if I smoke? i
N 6C Clarifying ¥ 1§ Stating Opinions
/N F =1 | Let me clarify that a little. PRRE B
6D Promising 1 ¥ Keeping Promises
] FUUPR | 1'U have the report ready for you tomorrow . & F i
. . v . . ek > E , B Qj:
6E Qualifying, Summarizing 3 ALK E’ ] Confirming Understanding
. FHiIE To summarize , there are still problems with the A
7T delivery date .
6F Showing Appreciation &7~ R Tipping in American Restaurants
HNUR | We really appreciate your business . EXERBEPMNR
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Lesson SA F—if

Interview Ujix

Eliz

Eliz

Epstein :

Eliz

Epstein :

Eliz

An Important Introduction (1) EZEHINZ(1)

On today’s program, 1’1l be talking with Michael Epstein. Mr. Epstein is in his office in

San Jose, California.

Hello, Mr. Epstein.

Hello .

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

On Wednesday, June 12, of last year.

That’s right. They met in the lobby of Mr. Blake’s hotel,
and you introduced Mr. Blake to Ms. Graham. Let’s listen
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} i

Epstein :

Blake

Epstein :

Graham :

Blake

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

Oh, hi Mike. How are you today?

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

It’ s nice to meet you, Mr. 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) . :

CRETRELTB R SREHAEHEHXEXEREH. DC R “District of Columbia” i) 44
B, XMERHESEEEE. ﬁﬁ@%@%ﬁ%%ﬂﬂﬁ(@%ﬁ)l)*ﬂﬁﬁlﬂi&ﬁﬂﬁﬁ(E!’E)o

1



Listen for Information T2 &

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

WRAER(DFAENREF, RERE, 28, FNASHBT N
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.”

MO A& “Yes”H “No”,

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

Verb Practice 31174 =)

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

WEFRDRE,FAPRSAREXEANG AN IR LS,

1. On today’s program I’ll be talking _ with Michael Epstein. arri
ve
. i first time Ms. Graham met Mr. Blake.

2. Today we are going to about the n’me introduce
3. They in the lobby of Mr. Blake's hotel. listen
4. You Mr. Blake to Ms. Graham. look
5. Let’s to the first part of the conversation.

— meet
6. Youhadjust _ at the hotel. talk
7. You were for Mr. Blake.

Unscramble 28 )
Unscramble these words to make sentences. Watch out for No. 4.
EHHFHTENAE, ARATF, FEF 4 Ho
1. is Charles Shirley, Blake this

2. to see it’ s you good

3. our Shirley this Vice Graham President is ,

4

. ouy adeelps eemt ot




Answer [B] %5 o)

Listen to Dialog and answer these questions about Ms. Graham and Mr. Blake.
WIMEHEEAXEEE B L ART L ENFIAE,
1. Who is the Vice President, Shirley Graham or Susan Graham?

. Is Charles reading a newspaper or is he reading a book?

. Does Mike already know Shirley?

2
3. Does Charles already know Mike?
4
5

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

Preposition Practice 47 i7%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.

WEF—RFRDFAENRE, ZAFEFANA RAEATEFRBERANNARAANE N Z

%o —"iﬂqug&ﬁ}ﬂo

to on for with in from about at

. On today’s program 1’1l 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 NN N W AW N -

Who Says? & % B2
Listen to Business Dialog. Write P if the president, H if Harry, or M if Mary says it.
HR B S NE, LANEAPRA, HENEAHEA BWNER M4 ¥ o
____ 1’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.

I’ d be glad to talk to you later about some good places to ski.
Sounds great!

1
2
3
4
5. You mentioned that you like to ski. Well, Harry is an excellent skier!
6
7
8 We have a lot more introductions to make today .

9

It was nice to meet you.



True/False ¥|®f IE i%

According to Business Dialog, are these statements true [ T ] or false [ F ]?
REFSAE TONNEREAW[TJEREREN[F ]?

1.
2.

____ Harry is the Vice President of Marketing .
___ Mary Jenkins is Vice President of

Global Electronics.
___ Bob works for Global Electronics.
______ Bob is an old friend of Harry’s.

Focus on Introductions =S % 3] : T 4
Match L&

Listen to Culture Tips and match the sentence halves.

HR(X AR AR TERLPHIBRAAELAY

LII&WN'-‘

. Introducing people is easy

. A standard way to introduce people is to say

. After you’ ve introduced the two people, you should
. When two people meet for the first time,

6.
7.
8.

. You have to make sure that each person learns

they may not
You can help people to start talking
A good example of adding new information is to say

Q

Introducing Someone Else T 48 A
Listen to Gary’s Tips. Answer the questions with sentences.
WH(WERT). AHFEEFE,
How did Mr. Epstein introduce Ms. Graham to Mr. Blake?

i

1.

0.

TMmUOW >

5. Bob isn’t very well.

6 Mary likes to ski.

7. Harry used to ski with Mary .
8 Harry is a good skier.

9 The President is going to talk

about places to ski later on.

“Harry just got back from Singapore.”

. know what to say to each other.

9

“I’d like you to meet. . ..

. because you can use standard language .
. small talk makes everyone comfortable.

try to help them continue the
conversation .

. the other person’s name and business title.
You should help them to make small talk because H.

by adding some new information.

. 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 “I’d like to introduce you to. . 9

. 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 7T 434 =)

Here are five introductions. One is correct and four are incorrect. Which one is correct? What is
wrong with the other introductions?

TERSANE, INEHARWANEEN, BIAREHAN? AANNERAETE?
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&iE %X

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

FTHWAT HABNBPERAX B2 F P ERANHE. RENRE, FEREHNZ
HEH.

A. met

1. That’s right. They { in the lobby of Mr. Blake’s hotel.

B. were introduced

A. hi
. R Mik
2. Oh B. hello ¢

A. was your trip?

3. How

B. are you today?

’
4. 1t's ) to see you.
B. nice

S This i A. our Vice President, Shirley Graham.
s S g Shirley Graham, our Vice President.




Pronunciation: Syllables & & : & 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) .

TEXEREANAFF? RAPANERAELAFATHREAHEEF T (EFRAREK),

conversation global impression
interrupt interruption introduction
mention newspaper president
situation title

2 SYLLABLESW ' 3 SYLLABLES i 4 SYLLABLES

Just for Practice ¥ 7% 3]

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

AAERFEFHATKTEEA T

1. How shouid 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 J




Lesson SB 8 i}

An Important Introduction (2) EEHANF(2)

Interview Pji

Eliz

Blake

Eliz
Blake
Eliz
Blake

On our last show, we spoke with Mr. Epstein. We talked about your first meeting with
Shirley Graham.

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 concems. So it was very important to me
to establish a good personal relationship with her.

Well, today we’re going to listen to your first conversation with her.

In the lobby of my hotel?

That’s right.

OK.

Dialog %}i%

Epstein :

Blake

Epstein :

Graham :

Blake

Graham :

Blake

Graham :

Blake

Graham :

Blake

Now, let’s see. Where is he? Oh, there he is, over there reading the newspaper. Mr. Blake!
Oh, hi Mike. How are you today?
It’ s good to see you, Charles.
This is our Vice President, Shir-
ley Graham. Shirley, this is
Charles Blake from Intemational
Robotics .

It’s nice to meet you, Mr. Blake.
Pleased to meet you, Ms. Graham. L /
How are you today?

Fine. And you?

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

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.

Is this your first trip to the West Coast?

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 it & B
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) .

EMBRLTINE “4BEFAVBAAEALRLOEANKRELEE. RRNER
LB B R 42 3 (B 555 & R),




Listen for Information W & 55
Listen to Interview (1) and Dialog, and fill in the blanks .
W HR (DA ERRXFHEE,

1.
2.
3.

O 0 = N W b

10.

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

Bonus Answer these questions with sentences.

BionEE AT R,

11.
12.

Has Mr. Blake visited the West Coast before?
What happened seven years ago?

Verb Practice 337 % 5J

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.

EARGHR(DANFRH - LA EH A FERBANF AN ERATRTERIETH
—AEHTEAFEAEE T

INFINITIVE PAST TENSE SENTENCE

—

—
o

. gO

. drive

O 00 1 O s W N

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

tatk
be
know

want

have




Careful Listening {487

There is one mistake in each sentence. Cross out the mistake and write the correction.
TEWENFERA-NER, MEHERFRELR,

Example ; -Ms—Epetein 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 W AW N =

. Mr. Blake came to San Francisco seventeen years ago.

Listen for Information U & =
Listen to Interview (2) and answer these questions.
HHRFRQFE, FELTEHFE,

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

. What did he think he could do with her?

. How will he convince her to buy his robots?

wm bW N e

. When will we see how the negotiations went?

Match T #&E .
Listen to Interview (2) and match these sentence halves.
HRHRQREAB TEALNGRERAA,
1. Mr. Blake thought Ms. Graham was
2. He hoped that he could
" 3. Blake knew there were several important issues
4
5

. to buy his industrial robots.
. they needed to discuss.

. very friendly.

. as the show continues.

do business with her.

. He felt that he could convince her

Mo 0w

. We will see how the negotiations go

Choose %+

Choose the best way to complete each sentence. Then fisten to Gary’s Culture Tips and see if
you are correct.

ABRETRAERST, REFMEZTHN(XAAR) BEERENREER,

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.”



