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SCOPE AND SEQUENCE #2: N &5 & HE

UNIT TITLE B jtirl

PRIMARY FOCUS XEiEER

1 STORY OUTLINE W%

Making and confirming reservations
BT 58k

|
. Simple job descripti d ‘ :
1 Xt;gductlons respI())nsiniliti(:scnp ons an *‘ Introduction of Charles Blake, Mike
0 2 B T AR S5 FOER . Epstein and Shirley Graham
ok wo duentional bockground | TTARTERIR A1 50 R 8 A
T R | MEA-HERS
. V f travel, trans| i
2 &hgkéng In &mo ve portation | ' ke of Interational Robotics checks
ic We A7 il TR AT into his hotel

| E BR L 28 A2 7 115 3 T2 S Ak A SR
1 THAERIC T

Mr. Blake makes an appointment over the

3 Making an Appointment | Making and confirming an appointment
%o LEMAESHIA telephone with Mr. Epstein of Advanced
Making suggestions Technologies
ety RS R A B R
HAEAITHIEAEST
4  Confirming Plans Offering an opinion Mr. Epstein checks with Ms. Graham about
kit Rl HEESE the schedule and details of a meeting
Disagreeing ZR AT A R E TS L LR &
ERARE B[] BB R A
S An Important Introduction Business introductions Mr. Epstein introduces Mr. Blake to Ms.
BEHNB HHEESPRNTA Graham
At the Restaurant Making and accepting an offer BREHAEEAEEEBL LA AS
ERE RYSEFZ R Ak
6 A Business Lunch Mr. Blake and Ms. Graham discuss several
TEFE Making proposals and promises problems
S g AR #i g EERRFES L LiTRILY
[ &
Review of Units 1-6 1~6 2LHE 5]

7 The Disagreement

Presenting a point of view

Mr. Epstein and Ms. Graham discuss a diffi-

BRIk

BRI BRRME cult decision
Responding to arguments ZHyHsERKEEB L LiTie—
it f 75 R L ) 328 AR LS TR L IR X B R KE
8 The Final Proposal Language of decision-making Mr. Blake meets with Ms. Graham and Mr.
BERE e S Epstein
Keeping in Touch MR GE LERBES L L RRY
REKE HEE
9 A New C . Mr. Blake has an appointment with a repre-
%}ge }“; ustomer Planning for the future sentative of a different company

HRTLAEAESES —AARAR

10 Negotiations

Language of business negotiation

Mr. Blake negotiates several points with

wH WHRAHE Mr. Gomez of Federal Motors
5 ¥ e AR E AR M G
S B LA R AT IR
11 Coming to Agreement Meeting and discussion skills Mr. Blake meets with Mr. Chapman of
Ty R1INHE LR EITRETY Federal Motors
Describing future possibilities AT SERIENELAANEY
58 ok R 0 7T BEE - B
12 A New Beginning Discussing changes Mr. Blake speaks with Mr. Epstein
T 3 HREE 75 3 70 55k () B W S A AT R

Review of Units 7-12 7~ 12 L8 3]




SCOPE AND SEQUENCE: UNITS 11 AND 12
Ft— T BB E SR

LESSON FOCUS ON LANGUAGE FUNCTIONS AMERICAN BUSINESS ENGLISH
xR ERBEIEE EEBHEIF
11A | Accepting an Apology 3% i #K Getting down to business
B Don” 1 oy AL
* 11B | Clarifying #& 15 5] 28 The importance of English
po gl
+ 18| 1 mean dolls and toy cars. RHIENEEHE
11C | Correcting 24 IE Improving communication in English
| E=i8| Actually, it’ s Mary Thomas. R EEIEZEREES
11D | Asking for confirmation fiE R #31A Quality in the U.S.
B SSDUR | They’ Ul cost more, won’ t they? FREfEEE
11E | Expressing uncertainty &< A BEHH E Fast delivery
5t FBHIR| I’ m not sure. ;137
11F | Discussing future plans 1843k #9314 Airline tickets
HNIR| 1 fly to London on the 23™. PLE
12A | Proposing a toast $L1H Toasts
B —R| Here’ s to all of you. L
% 12B | Changing the subject B 75 & Personal issues
PR | You know, I heard that Mary is leaving . YNNG
+ 12C | Expressing regret 72718t ## Work and family
= I wish I had spent more time with my kids . THESHE
] 12D Leading questions % ¥ 42 (7] Attracting new employees
% FEUUIR | It looks like you’ ve changed jobs three times . 05| F R 5
Asking a favor I AT Intellectual property
12E B -
i (requests and promises) v KAV P
IE LD [ have a favor to ask of you.
12F il;n;%cz)z;:;t;()‘l‘l (fl_);e ~closing) Ending a conversation
x| il SEREE
It’ s been nice talking to you.
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Lesson 11A 3 —i#

Coming to Agreement (1)
R (1)

Vocabulary i7iC

Listen for these words in today’s broadcast.

AEFTTEX AR HF i,
extremely completely knowledgeable proceed
finalize influence power confident

Before Listening 1T &i]

Mr. Charles Blake has been in New York City, meeting with David Gomez of Federal Motor.
“Charles wants Federal Motors to buy his robots. Now Elizabeth is going to interview Charles and
they will talk about a conversation he had with David’s boss, Mr. Stewart Chapman. Read these
sentencesto get a general idea about what you will hear in today’ s broadcast, and predict
which are the words or phrases they use in Interview (1) . Then listen and see if you are correct.
ERA-AEEEEEAATERARENTNAL - RBEHAT K. ERMBLRFREL
AMERMBA. AEFWS ARRFTERN . 01 E R R ERIE ALK L5 8 E R4
UG LELMKE ETENATF UTHERSRENN) FEAZAE, HRBPLEMNAG
BO)FREWFEE. REBET, EERERETEH,

. A. as soon as
1. I met with Mr. Chapman he came back to town.
B. when

A. extremely
2. Dave Gomez had been helpful.
B. very

A. wanted to
3. Butl ; talk to Mr. Chapman
B. was anxious to

4 that A ot : the ment
. Wi .
S0 Thal We 15 could finish o

Cultural Note X f£ i B
The U.S.P.S.  The United States Postal Service (U.S.P.S.) delivers mail to every U.S.
business and home six days a week. It only costs 33 ¢ to mail a letter anywhere in the country.
YEBBRE EEBBRSFERAXNEENSEARMENFESERA. L33
5 A — B A R EE AT .




What Did They Say? f1{(1:2 B 415817
Here are some multiple-choice questions about Charles and Stewart’s meeting. But only one of
the choices was used in their Dialog. Which answer is exactly what Charles or Stewart said?
TEHREHXERNEAHERENSRN - ERHEFA, HRF - MEREZMGAIAEXEF A2
Ho MAEERERIAG EREWEE?
1. The first thing they did was to meet each other for the first time. What did Mr. Chapman say?
A. I'm glad to finally meet you.
B. I'm happy to have the chance to meet you.
C. So we’ re finally meeting.
2. How did Charles respond to that? What did he say?
A. And I’m very happy to meet you, Stewart.
B. I'm glad to finally meet you, too.
C. I'm pleased to meet you, too.
3. Then Stewart apologized for being out of town. What did he say?
A. 1 apologize for not meeting you earlier.
B. I'm very sorry for not meeting you earlier.
C. I’m sorry we didn’ t meet before.
4. What did Charles say then? What did he say?
A. I do understand. It wasn’t a problem.
B. I understand completely. It wasn’t a problem.
B. I understand completely. Don’t worry about it.

Word Practice 71& %]

Fill in the blanks with the words or phrases from the box on the right. If you need help, listen to
the Dialog between Charles and Stewart again.

BAEn RN AEES, mEREERY, BT —RERH I ERREE,

1. Well, I’m glad to finally , Charles. 2 problem
2. F’ m very sorry for you earlier, but with my father p .
in the hospital ... . . things
’ getting ready
3. I understand completely. It wasn t meet vouL
4. Dave is so knowledgeable that we’ ve y .
5. He's been nof meeting
' ; ' proceeded quickly
6. Well, I know that you're to return to Beijing, right down
7. so we should get to business.
. very helpful
8. Good. I d like to before 1 leave.
Spelling # 5

Rearrange these letters to make words used in the broadcast.

BTHLSATHEEP RS BFERNTA,

1. AINOSUX a 5. AFILLNY f
2. CEELLMOPTY ¢ 6. EFHLLPU h
3. EEELMRTXY e L 7. AHILOPST h
4. AEFIILNZ f 8. CDDEEEOPR  p




Listen for Information I & &5

Listen to Interview (2) and complete these sentences with the words Charles and Ehzabeth use.
1%")?*»73&2(2)57{%%)% FERY P W a R WE TR T4 F,

1. I had out many of the of the agreement with Dave Gomez.
2. Butl that Chapman would make the decision.

3. After my with Advanced Technologies, I was a bit

4, Advanced Technologies not to buy your robots?

5. Yes, Mike Epstein loved our robots, but his , Shirley Graham, made the final
6. Stll, I was confident.

Careful Listening {F 4 0f

Here are several sentences from Interview (2),but one word in each of the sentences is miss-
ing. First, try to see which word is left out of each sentence, then put the missing word back.
The missing words are in this box.
TEEFHQFHNANTF, EMTFFERT —AE. £REEITF IR THAHA,RBLE
Fre i 4h Lo Pt AETERTHEE,

a fairly not our out that

I had worked many of the details of the agreement with Dave Gomez.

. But I knew Mr, Chapman would make the final decision.

. After my experience with Advanced Technologies, I was bit worried.

Because Advanced Technologies decided to buy your robots?

Yes, Mike Epstein loved robots, but his boss, Shirley Graham, made the final decision.
Still, I was confident.

AN W A~ W -

Pronunciation: Sound Similar? &% : i FHAMG?

These word pairs sometimes sound alike in speech, but they are actually pronounced differently.
Practice saying these words by themselves, then read the sentences out loud.
THEAANEEAERTARNBETREBMAU, EELFECNORTRETEAN, £3IH1RLE
W, AERETH AT

at / back Charles has to go back to China.

He’s talking with Stewart ar Stewart’s office.
boss / got Stewart is David’s boss .

They finally got to meet each other.
down / town They wanted to get down to business.

Charles had to leave town very soon.
real / we’ll Mike Epstein is a real friend.

We ' Il talk with him again in another show.
sorry / worry Stewart was sorry they didn’t meet earlier.

Charles didn’t worry because Dave is so knowledgeable.



Focus on Ending Small Talk B =4 5] : £ R A%

Phrases for Ending Small Talk %53 % #5815
I’ m ready. Are you? Let’s get started. Okay, folks. It’s time to start.

Match PT#E2

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.

BABREYHARERARTENT T, WREFENH, FH4HXACAHARD
COLUMN A COLUMN B

. don’t we get started?”

. it’s a sign to stop the small talk.

. last for a few minutes.

Another sign to look for is a pause in A
. But how do you know exactly B
If people start looking at their watches, C
Or you can say, “Why D. not take too long.
. You can say, “Well, perhaps we E. people in the room very carefully.
Small talk should F. should begin our meeting.”

Small talk should only G. that it’s time to end the small talk.
. Sometimes you can see signs H. the conversation or an awkward silence.
. When people have been introduced and I. when to begin talking about business?
are comfortable, J. you can start the serious conversation.
10. You should look at the other '

O 00 1 N BN —

Pronunciation: Sound Similar? &% : 5 & B {AMG?

The endings of these word pairs sometimes sound alike in speech, but they are actually different
sounds. Practice saying these words, then read the sentences out loud.

T 4 A7 97 B 3 A R R P R T R R R AR 2 e A BT TR, FIEXEHE,
HKERBETFHA T

left / let Sarah should have left her office earlier.
Let us take a short break now.

last / late The last person at a meeting might be late .

at / back If people start looking at their watches, it might be time to start.
Charles met Stewart as soon as he got back to town.

some / soon Let’s get a table and order some food.

I’ d like to eat soon because I’ m hungry.
catch / chance When you get back from vacation, you have to catch up.
I’ m happy to have the chance to meet you.



When Americans Say “so” 2 EE A% “so” it

When Americans say “so,” they can be changing the subject, making a final point, telling youl
what happened next, or just filling a gap in the conversation. The word “so” can have several different
meanings. Here are examples of different meanings the word “so” can have:

YEE AR so”B AN REREBRTEE REJG — A EHIFFEERENEE, HER
HAMRIE TR, “so’ — B LM AR M ER ., T B2 B R 5 604 B BB A — 4
fo

meanin; example

very He was so hungry that he almost fainted.
therefore So, that’s why he left.

then, next So , then he went to the movies.

as a space holder So, well, er, um ... I'm not sure.

to change the subject  So, let’s stop the talk and start the party!

Choose £ %

Read these sentences and guess which are the words or phrases Sarah and Mark use in today’s
Business Dialog. Then listen to the tape and see if you’ re right.

FTHAF ERBEEFRALFES RO TS A ELRANAE, RETRE, EHNER
REEEHR

A. I'm so sorry ,
1. Oh, Mark. , I'm late.
B. 1'm very sorry

A. It’s no problem.

2. Don’t worry.
i B. No problem.
3. Thank btA.Ireallyhaveto o
. ou, apologize.
you» B. I really must polog
, |A. find .
4. Icouldn't a taxi.
B. get
A. Oh, T understand.
5. o unders So, how have you been?
B. I understand completely.
. |A. got back .
6. I just from vacation,
B. got home
A. runnin
7. s0'm . g to catch up.
B. trying
, A. find wable and A. get some food?
an
8. Why don t we B. get a table B. order some food?




Vocabulary Practice i7iC %k >]

Complete these sentences with the words in the box on the left.

Rl 2230 77 FE B0 5E BT L AT F
extremely 1. Dave is very .
finalize 2. The meetings quickly .
finally 3. Dave had been helpful.
knowledgeable 4. Charles wanted to the agreement.
power 5. Stewart had a chance to meet Charles.
proceeded 6. Mr. Chapman had the to make the final decision.

Just for Practice #bFE %k >J

Fill in the blanks with the words in the boxes on the right.

A 37 AE B B RBR R o
1. Charles wants to down to business. the
2. He wants to finalize soon. get
3. He wants to finalize agreement. been
4. Mr. Chapman just back from a trip. things
5. He has not just relaxing. got
" 6. Does Dave have influence on the decision? to
7. Mr. Chapman said he apologize for being away. from
8. He just got back New York. much
9. He got back a trip. ' must
10. Now he’s ready to begin with Charles. with
11. He sat down to begin ' meeting. their
12. Did the meeting begin small talk? talking
13. They started with some small talk, but some point, at
14. Mr. Chapman wants to get down business. 0
15. Charles wants do the same thing. .
16. They want to finalize things Charles leaves town. before
17. general, things are going well.
18. Charles wants to get . T right
19. Mr. Chapman said they should get to business. down
20. They’ 1l get down to the details. started |




Lesson 11B 28 i}

Coming to Agreement (2)
BRI (2)

Vocabulary i iC

Listen for these words in today’s broadcast.

AEFTTEXEAKR FF R,
arrange associate authority dependent dominant
marvelous  necessary practical standard wonderful

Before Listening U AT

Mr. Charles Blake has been in New York City, meeting with David Gomez of Federal Motor. Charles
wants Federal Motors to buy his robots. Now Elizabeth is going to interview Stewart and they will talk
about the conversation he had with Mr. Blake. Answer these questions, then listen to the broadcast to
check your answers. There may be more than one correct answer to each question.

RN A EERAEAATERAREAANK L - RERELH, EANKBURARELAW
EHEHEA, REFASEERHHERKE. NEARFERRRERKALNRE. B
ATEHNEA RGN BRERNEE, EMEHEREETRAS L

1. Who is Mr. Stewart Chapman?

A. Charles’ boss B. David’s boss C. David’s friend
2. Who makes the final decision about buying robots from China?

A. Charles B. David C. Stewart
3. Who had done an excellent job in his meetings about the robots?

A. Charles B. David C. Stewart
4. Who is getting ready to go to China? )

A. Charles B. David C. Stewart

Now guess which are the exact words or phrases used by Elizabeth and Stewart, then listen
Interview (1) to check your answers.

AT R R A A A AR R IE R R FHR(DBRERNER

A. to finally meet him.
B. to meet him finally.

A. an excellent job
B. a good job

5. I was glad

6. David Gomez had done in his meetings with Mr. Blake.

A. job

to make the final decision.
B. power

7. But it was my

Cultural Note X ft i B
American Workers Most American workers drive about 25 minutes to get to work (and then an-
other 25 minutes to get home at night) . The average commute is 22.4 minutes. 94.7% of American|
workers drive: 80% drive by themselves and 14.7% car pool. 5.3% use public transportation .
TN ASHCEET ABLRE 25 /M oty & DI E SR 25 57 i FI%K), VTR
2 2.4 5960, %.7%MEETATFE 80% A EIFE, 14. 7% M F o 5.3%RAAIITE LR,

7




What Did They Say? {12 E4iRHI?
Here are some questions about Dialog. Which answer is exactly what Charles or Stewart said?
THEXTHENLAFEE, BNMEEEERE SN ERERFEE?
1. Stewart knows that Charles is leaving town soon. What did he say?
A. 1 know that you’re anxious to return to Beijing.
B. I know you're getting ready to return to Beijing.
C. I know you want to return to Beijing soon.
2. He said that he’s ready to start their meeting. What did he say?
A. So we should get going with our business.
B. So we should get right down to business.
C. So we should get started with business.
3. Charles told him that he’s ready to start the meeting. What did be say?
A. Good. I’ d like to finalize things before I go.
B. Good. I'd like to finalize things before I leave.
C. Good. I'm ready to get started, too.
4. Charles told Stewart when the new manual will be ready. What did Charles say?
A. Actually, we’ll have them for you in two.
B. Actually, they’il be ready in two weeks.
C. Well, they should be finished in two weeks.

Word Practice i77& % =)
Choose the expressions in the box on the right to paraphrase the statements below.

RAH T EEWEERE TEHNH T

1. Correct. We’ll send several engineers. A. be ready

2. 1 know you’ re anxious to get back home. B. finalize things
3. I'd like to finish the agreement before 1 go. C. get down to
4. Let’s get started with our business. D. get ready

S. The manuals will be finished in two weeks. | _E. that’s right

Pronunciation: Word Boundaries i& & : RESH

Mark the word boundaries with a slash(/) . If there is a distinct pause, mark that boundary with
an “X”. - .

Ha&()REANI R, mBRAZEAARENER, A XN,

Example: Yes x I/ had / an / excellent / meeting / with / him.
.UhyesIwasgladtofinallymeethim.

.Buthedidn’ thavetheauthoritytomakethefinaldecision.
I"dliketofinalizethingsbeforelleave.

.TheEnglishservicemanualswillbcreadyinthreeweeks.

th AW N e

_Actuallywe llhavethemforyouintwo.

8



Pronunciation: Syllables i&& : & T

How many syllables do you hear in these words?
TE&FERTEEUANF N

1. ___ arrange 3. authority
2. associate power

Careful Listening {F 4

Now listen to Interview(2) . Some words are missing from the sentences. Put the missing words
in the right places. The missing words are in the box on the right.
ﬁijg%&@%Tﬁ%@%#ﬁ?~%ﬁo%%ﬁ%ﬁﬁﬁﬁﬁﬁﬁﬁio%ﬁ%ﬁﬁf
71 Hh B,

»

1. Mr. Chapman, what was your impression of Mr. Blake?

2. 1 was impressed. and
3. 1 felt we could do business together. down
4. Well, I'm a direct person. first
5. I like to get to business. our

6. You felt that Mr. Blake was similar? that
7. Yes. He knew his products very well, even details. the

8. And he understood concerns. very

Match PTfg
Match the words and expressions in Column A with those that have the closest meaning in Column B.
B ABHEATEERERNIEE,

COLUMN A COLUMN B
1. right to make the final decision A. agree
2. finalize things B. authority
3. get down C. confirm details
4. good chance D. optimistic
5. make a deal E. start

Pronunciation: Sound Similar? &5 : E S HHAG?

These word pairs sometimes sound similar in speech, but they are actually pronounced differently.
Practice saying these words and then read the sentences out joud.
TEENANEEEERTERBRRRBAMN, T LRRE LR, £ HLLR, K6
HETENE T

read / week Do you read the tapescript of these broadcasts?
Do you listen to the program every week 7
ready / welcome Charles is ready to get down to business.
Elizabeth welcomed Stewart to the show today.
reasons / written There are many reasons to learn English.
Product descriptions are often written in English.
than / thank Stewart has more power than David.

Elizabeth said “ Thank you” to Mr. Chapman.
dependent / dominant  Business are becoming dependent on e-mail and the Internet.
The dominant language of the Intemet is English.
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Match the beginnings of these statements in Column A with the endings in Column B. If you need
help, or after you have matched all the sentence parts, listen to Gary’s Culture Tips to hear the
complete sentences.
BARTHHFTES BETYHELOERRARZENT T, vREEFEHY RELRE
2R, BN mER(XEE TR TR T,

COLUMN A COLUMN B

1. And it’s not practical to translate A. and business journals are in English.
2. And the dominant language of the Internet B. become standard.
3. Businesses have become increasingly C. dependent on e-mail and the Intemnet.
4. But for business writing, English D. documentation with your products.
5. Even if you can’t speak English well, E. an increase in exports.
6. Finally, most of the important scientific F. is the most popular language.
7. If you want to keep up in business, G. many different languages are used.
8. In face-to-face business meetings, H. is English.
9. One reason is I. their products all over the world.
10. So English has J. this information into every language.
11. Today, most large corporations export K. you need to be able to read it.
12. You have to include L. you need to read English.

Pronunciation: Sound Similar? i& & : % & 2 {EAA5?

The endings of these word pairs sometimes sound similar in speech, but they are actually differ-
ent sounds. Practice saying these words and then read the sentences out foud.

T & 7R W FAER YA R RRRAM, (LB EREEF LR 5% FEL L,
RERETHENE T

discussed / discuss I hope the expressions we discussed today will help you.
Do you want to discuss them another time, too?
go / good Why did Mr. Chapman have to go out of town?

Mr. Chapman thought there was a good chance.
The middle parts of these words sound different. Do you hear and say these words differently? or
is it hard to tell? Practice saying these words and then read the sentences out loud.
THEXEANTE FRE, ArHFEEH XSGR T8 BAEREXD? AT ERE
WO RERETENE T

face / false In face-to-face meetings, many languages are used.
Is that statement true or is it false?
thank / think Did Elizabeth thank Stewart for being on the show?

Do you think Charles will make a deal with Federal Motors?
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