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BERLHERMURS A FE . B E 0 A4,
BRNAA TRAREMFERRBYWER, BREHEALKE
BFLRRRE— AL, ABBRALRRGEERS. BREL
AREERFREON L2 RS RAX - R AE AR EERS
EB, URE R ERAKYE, FRAAENHE, UBRLHR
BEARIOERFN LAY, R MEE. EAFTH (LR
BEXRERBHFERY CARAT X -KERE, T LIEENH
FANTEREELARIEHFOAE. RTUBRE L AL IEHR
FRIMETUMEE, ZPHR—MER/RATEH fodf 3 89 5.
“HABERME L ARIERIHM - TLHEEZRF” TARARA
FIRG W T — M. SHNMATF, AT Y TRy
RET —MEFHEA.

BMERARTIBMEAERTRZL. TRRATS BT L F
FEEAXERTTENERUAREMERTEANGA., #L.
T ARE, FRXE R RA R 5 KBRS X ER UK
WTHRZ TR RAHFANKIR, LRI HMEET @B
WM G AT, XERMEEM. FIEREDGR LHRA
Pt et xite, BRARMAITEF, WTREEHT M. FH
WEBHMAAEL N TN L. BT, RORE PO
BHAEBERTZRRE, FERETH, RAERTH. TRRIK
MERDEAIGRRESL. ERAK. 5l 8%, HEEH RE
DR FERRIENGE. WA ZRVAMREEE S HER
EA, AHHNAE. ALXFHREEREFRALANEI F R
AREHRSE. FHRML, ZRAARBEINARME. FETHE
WRT R EF R, TREMEE T XHMEER. M FTLEE
BM R, RRZEHZMHB I EEFE T TRENZE, T
PERENEEAY T FFEARNAMBERNTLAE. LR
BMESOFK, B S, ERENHREETHAR. AL,
B RSN AR

TRARZXEHM R RN R. PP AR EMTLRXE
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ELXTHGETHELEEMNN, BHEEEXR. @), 284 EEHEHR.
NEMAIHEXBERIHE LIERETALFXEF THSGTTEE. FF
AR TABEMALIHESFUET, FHUFEAFRNNLEHNAE, K
FFEEABEY SN, XLHAEHEEHRFNFELFIEZRTANT R
¥, FAFAWRRMATER R T EEAL, 3 BR8N I %2
T 4.

ERECREHERAUNEANE, WEFRRYRINER, TRFER
MW HFRBFERREFTHENTE, REFENRLES. ZRFIEHU
WEMATLFEROM AR, URFFENNBEREARR, FEABRTLEA
KEHTIENEL, B . ¥ 8 A% ZIGEATERHELTRER
FREHTE. HEEHHRIRAES AKEFIHZHE, AHARERE
EREERERT oA MR R RS AEREREE.

e Hw
KEHEFIRBRE LR EXCL
BFEHRRER2EAZR



CHAFEY RUENBSEDPAIARHIEERAEHERE
EAVEEHM, AEEGE, DEAEAEREERRMN — &K
EHMHATER. AP REELY, 5TLELER, Foki
TEREECRERETULAANE. BANE. UNAYEHNNESR
B, ZHRB-LEEREETLHEEHM.

APEEY RFALEOEIHRFLENAAKER R, HR
HALEFERPAFEHTHRRRNRS. KPHABEUTLHF
WHY TENREZS R, ¥IFTRETEAZNBEHTFH 20
BWEANFTE. BRFRAB XA, B EMEXAE (R E XA
BMHEEE), HkE ELHTHERRE., B KR EXRE K
KFEAMFI R, YU EELEERG XL p R fod i
L, #EEFHHXGEERPERIENFIRDAES EHRERA
AE.

BRTNGELBENFESTRIZN, XFEHEETHEFH
AW EAHREE WE5REREF WARXES oLk, &
BRFREEABEXNKITE AL RERS.

CHAFEEY 10N, BETETEASUTARHBL:

Warm-up

HANE TN Warm-up Fréh., L5 RFAEHANETEM,
BREANEIESEF AR RETRFRNE, HRTIAH
. REERGRRLEFFTHFEINM, REMRNSH#T KB
X #&” (brainstorming) .

Words & phrases
Words & phrases HURE B R A4 At 2 E R FHAE, &
FA g REN SRR R.

Grammar

BYETPWEELEARARAMN. “FERAE MNELEEX
HEEAN, AEEANEZRR, “BFRE” 8R40 4+
E¥AWNFIEE, B TIEREEEHR. BHFTRESH
¥ BN E R R A R



Practice
% Practice M4, ¥AVHIREIEMEE LR, KLUFHRE TEAX
B, BLHAFAELETXREE.

Partner files
Partner files B IEL MR, THRMEE. FARELHIHIRFHEREF
WATEMNGIRNH G, EohizJHHKE.

Info
Info I RFEELEFHA XN TNE, UHAKGELT.

Learning tips
Learning tips #0 h ¥ A R E EWRT, P38k R R iy 3 HoT 0 EE M
L R A B

Be careful!

ShE AR B A 0 — SRR, R RO e T 8 SR X AR MY

Extra material
WML TFEETLE, WEAYNFAEEE IO P ATREE R, thin
HEXRWELEN. 2UHELENARTHEULAERXAN T HNEE.

I 2

HMELEZRTRA, MNIEENEAE. BREEOERERF, WANE
ABEHBFRESNELEE. (HAKEY —HHEEBBINLE (SN “FEAH”
% 88 W, Unit 9 # Learning tips 84", HEAFHFREFEFEE, FAEHT
K OB R EIE R AR T .

Uik k3

CHAREEY EREABHTHEIT N, BAREEIFREL, BREWAX
FAHECEARB” F114TR) . FREATEF IR, AHRFIEMRE
By, RNEY, HHH%EIREZE, BiLlIEFET A XFHAH, #
MER, XUAHTFFEEFRINET L. “RFAH” PHARTEAHEAHE
A, U mFELETHRANE.

e i Il 25

HAARWEE THAZTBEREEMXFHHE, Hib, ¥£EFEFY
AP FE B AR, & “¥ 4K Unit 6 f7 Unit 7 # Learning tips #4-
MAMEHHE. B4, “BRFHH” w4 T PR Skimming # Scanning
EHEBTHES. ABEZHTE TR, R AR,
HHREEEEY, RNEE “RFHAH” PEHTHEMHE PO LR, HiE
B, UKE A SAE N,



RRFR T E2

AHARBETFESHOHAFMBERL X4, BAFERBHFSH I
KiEWNL. FEWHME (Ao Partner files) I FAERE., B EES, #
TEHENBEFEIB T AN HEDT, BREHLE, AIWEEAAFHREY
BiE, MEPFRREED., TN YERE, E¥4EhAsH, REXEA¥Y4L
B4R, THBRMMUMNE, XRYTRIEFCHMEITH FENIER, HRFAE
HiE E PG,

5 1E I

T AHAFEY — B, FANTHRIRBSEFRKN. 2L THNEL
FEEHEAI LT TEFEEHAAXFIHH, ARSEE. RREPERE
%, FAERE REFERBORA XK, FAETREFOADATRGEET, 47
BHEE. AL HYFAERTFIZHAFARBOHF ERGENER,
RSN Y

HInAB

“HITF B WERET: A HFREZAN. FEHFERNAHFR T
W, URWMMERE LEH “FARH” FHMH.

AXTHAN PP MBHEZUIRELEREHFHEN, UWESHHFQ,
WL, EERR. 4T HBHITEARBMER, ARHFREHEES
BTPERE-ERF A EL.

FRETHAXHFRNEHE:

CBANBTHMEIERFNEARAHFEN:

WEEM. ETEM. BN 2FEE. ¥IKA. FREREAH
By AR

e MRXMEINNWANBMA N EH T

o % 3 &£ % (Answer key)

o FE WL A 14 X fntl %42 & (Info box)

o #1155 % (Role plays) #1& i & i (Role cards)

o B HF T F 0K

e WA FHEARL

K TR, MR SHARYE, GRTNEENESAGERTIA,
YERETER. B, 2FEER. ¥IHAURMAHERRTH T
WE MBS, FXETHFENHTEHERA.

AP WARGIREDZE, HEXHHFERARASEL
£.

#h 5 25 )

CHIFR B REMMNEIEG G AN . BFHEFEREHY,
HEMBRENFER, ATHATARA R EHEIRBES WHE.

vii



Info boxes

Info boxes # MR X+ 0 EEWHE AR, i Skimming &
Scanning, 374 Mind maps B #E. XAFH (W E L) UEEMEX.

Role plays

A% TH WA Role play #4, SRETERMNEDE. ZAINERE
F, UFEBNEEHEZF, URBWAMAACEIRAEERR, HETH
B¥ERWAL. ExFETEANE, BHABZZIRTHXG. EEIF,
% 4 W {# il Role cards. XA IWHANRNAGEIRHALEA.

Role cards

A+ KA H T Role plays # Role cards. X F b By & BB EH
WE, BARENAG. A3 FhxE, REAREFRF EAFEXT, X
ERHEEALHACTHFHEE. RETH - SX®AKILTR, BABACHHE.
WAEF A WAKTTHBEALRE N H X R AL FoIF R

o THMER —fAENFAEUAR NN, —RELXWTRLAE;

e ¥ALKEHUHMABELR, FILTEL, KR:
AANRBHREZEERRARNG, RILFKHELAH#TABLEA.
AN EFEE AR AR/, A EREN A A fiE EE ST 4
WE Wk (WA EEH AR AGHXTFHE) . THEALKHEA.

s RAABME M EELEZE, ERY LA BKEK.

Role plays H &MW@A 7 X, MK FBRHAT, LFLALTAHRANRSE

Y, EEREERYE LB BRHE.

2% W0 i B Ty T A AR
Booth ata fair

$AEVNA KB, SE-NBENIMT, FEMMEINEEAR.
MENBREEN. BH., &, L¥AEEEELGMNEES LLHRER.
$AEENAFERTREMF, WEEMAANSE LB DPANREEA.
HA b oL E R E Bk, ASENAWEEG AT, AFENMNAH
E#M 12 AT HRWERSE HNAIMT LRTANE. FNONEHK
R E RN X EEHATRR, TR AIAE AJLE, &5 DR FAL.
B X/, RBHFTHE AN TN RS SRS,

Walking workshop

WFEERRE A, BEHAYE, AMERTERS. GAFART
AR E B LT, R F R, B AR ¥ L

Hot seat

—A¥ AL EANRYEHN —KET L, REFRFRREREENLE
ARAT, LRE B LR LFRFEMFHR. RE ENFAETRER

viii



FHME. BARE, EEANEEATIKNN. RARRA 5 —4¥4
RERT L, Rl EERNNAAKE. DLXE.,

Guessmy y word

BAHFEE— %Eﬁidﬁ%i? ﬁﬁ% @%r@@ﬁ%%éﬂjﬁ
Bk G, HILHATE R M. A ¥ A B4R E Walking workshop £ —#, #
FHOHEAEHZTEHRE, L HMEFES, TULRMEFHETHE
gﬁoﬁﬁﬁﬂiﬁﬁ%%&m%ﬁ%ﬁ&ﬁ —ANFH: TR LETXERR,
MARMIMERAREEAR, BTFEERTEE.

Ball game

&ﬁﬁ%ﬁ’A%%/ﬂ%ﬁ%&ﬁﬁ Aﬂﬂﬁ %&ﬁ%% 4.
FABEIRZE, BRI FREALXANER, REFELKRMES S —4 F
¥, FEE/FERE - AN FREE -AFE. ZRTEAERTHAEER.
Duel w1th vocgbulary

FAEARFRM, %mz% éﬁﬂ%ﬁ%%Ai %iBﬂﬂX 7 7|
BREWRY¥CHE. AFEREWEYARTENHE N8B, R—MRLE,
H—ATF, REH—AEE, ¥ABMCHERKIEME LR, CHEENK, 3
WA RAEEM L BEEWR, RTULECRIABKLEL., WEF¥CL
BB B —4EFEHE, HEHXR, NEHE.

The word(s) in the envelope

B — %%X*%ﬁﬂ 1%&%%&* ﬁﬁ%%ﬁ& ﬁﬁi B
JIMEHE., RE, HFEFAPRAA—ARSA—4, FALE - MH.
AAFHBRAFHXEEFARIAL, 4 TEALBEIRBELR, FEHT.

Dlscussmn phrases

I think ... I don’t agree (with you)

I don’t think ... I don’t think you are right because ...

In my opinion ... You have to keep in mind that ...

In my view ... On the one hand ..., on the other hand ...
I agree with you that ...

AUE CPAKEY WEX, FABEERAERRN TETRHRE]
AT 2 B RE AT -

SEXHRRNER:

" & &M B % 5E BAA * W

RS TRM 1 H B H & E R A



Role cards

Meeting & greeting ............................... i
Presenting 0 COMPANY ......csveoeeesseesosssmsessrnsnencsens 17
Making enquiries & offers ..o 33
Taking part in @ meeting .......ccooviiiiiiiiiiiinnnninnn. 47
Booking accommodation ...........ociiiiiiiiiinnn. 59
Upgrading the office ..........cooiiiiiiiiiiiiiiiinnnnn 71
Discussing results ......... AR s TS 85
Planning ahead ..........ccoooviiiiiiiiiiiinnns N 97
Complaining & apologizing ..........ccccooeeriiinnnne 111
Tying things Up ...cooeiiiiiiiiiiinnnnn. P 123

.................................................................... 139



HEE®

AP FFEFRRRANE LM,
WHHE AT M) iR EEM . HHIE R
Bk, Bk kKBS B4R,

5 A

Claire Browne #= Alan Kirk # EcoOffice
NG (BIRAERA L) F 3. %05 A TR
BAL AR S, AN B]ZA S 4L TRE
Chemnitz #9348, 4633953, #AF
HeA 64 A B3 @) 232 Mark Haller. A%
314239 Barbara Fechter. i 77 5% J £ & #¥
T HNE 4 Susan Leach. £ F4 %
Frank Wiest A% Susan A A E R F
Renate. Susani%t 7 %64 7025 64 B F T4E.

o BTEM
Introductions, office routine, main parts
of a business letter

Warm-up

o BEAMR

The simple present, genitive, prepositions:

at, on, in

. 4ERE
Introductions (formal / informal), getting
to know people, talking about office routine

o EK&
o3 3400

o FHEE
The structure of a business letter, phrases
to begin and end a letter

o FhFEFR
The art of making small talk

R A S RETIE, HUEA5A, FRAMNERAD T &£ I TFRRE
Fre g, TAEP AR 3] % Y RiBARATH & RALA HIE. FIE, FALRE
i B TAEF AN R AL AE? RUIEATIE? BEAERE LR R
# %, T4 &M Booth at a fair (AL “FJFA B> F viii R) 6475 %, £ AHleyD

#F LHATNE.



l Meeting the new trainees

SRA(LBRT) %5 3) . 4 A A B iRA L #) Alan Kirk & Claire Browne # i T-F,
A TFF) k9 R E AR E A FI 3T F G AAAAE L, ek R %D F L.

Words and expressions
1 status n. RE&; WL
e.g. Please state your name, age, and marital status.
HBLAAR S . SR A BB AR L,
2 qualification n. FH&ER, S4&iEH
e.g. [Evahad excellent academic qualifications, but no work experience.
Eva B R4 % ks, {284 LK.
a medical qualification [EJF#HA&
3 department n. (ER. XFXNEFXMME) A &, & 1T
e.g. the finance department ¥ 44t
the English Department %% %
the men’s clothing department of a department store
ER VB S
4 position n. I, RF; £E, i L#, 15
e.g. ‘He applied for the position of sales manager.
o ARAEAE B 2R RS,
From her position, she could see the whole football field.
Aty 45 BT oA A B AR R .
Before the debate, both sides made their position clear.

PRZ ARG ARRAT e 2.



2 Getting started

HOFAEAK Track 2, ZARRKE, SREFABENkTE. HAELITA
Walking workshop (B0 “#JF A 47 % viii R) AL, FibFAeAinEE
BH b, REAERE LEFAR FAXRFEZRAE) .

Background information Chemnitz
The third largest city of the Free State of Saxony (# &) ,Germany. It
is one of eastern Germany’s most important cities in terms of its economy,

culture and science. The city’s economy is based on the service sector and

manufacturing industry. &%

Words and expressions
1 personnel n. AFHIT; [EARIAR, Hx
e.g. Personnel have received your application form.
AEHIL2IKE T ey Pk k.
All personnel were present at the meeting,
LIS EEETY e
2 original a. Rty Rkt Ikele, e, R, RRE
n. Bt R
eg. My original intention was to become an actor, but later I gave it up.
KBRWRERLE—LRRA, BERAKAT.
original thoughts #7 81k 2] & JLA#
I will keep a copy of the contract, and give you the original.
EHERG LRGP, RALIR.
3 inchargeof &%, fif
e.g. She was in charge of the shop while the manager was away.
ZEAAEN, WHFTERIANHE.



4 afterall XF
e.g. Idon’t know why you are so worried, it isn’t your problem after all.
AR LiB kA Tdetbdn s, XEEFRRREG A,

ory exeress. 0k AR A B0 2 e (IRIB A 984 5~T 54F) , A Hot seat # %, (5L “#

L AR B il ) ARE, RS A BBk, B S5 AN AR F
ZWAL) . BBREREHA, R TAERTLEEREEE TR, A&L
Ak AN .

Reswrey By *
Bathgrownd laforsiiion TeXt analys's
Wb el s o 3 2 3
:ﬁuyswmwmmwwﬁmm% 1 WC“ thCI], let’s gCt startcd. (Llne 8) +, T@%ﬂ’_&ﬂ]ﬁ‘&éﬂ@.

e (1) wellf A AR LT E T HAERS, RGBT 9. R R
WO, RRIIAMEM. . BERLRBE, KA RRREGE
W, WIrF EmBEEF. KT well ARFIAI 684,

(2) getstarted = begin, start “Fr45, fTFhRk”. get ThHit LA MM
B HES, RFk—FHeLE, 3ATRBEIFEXLAT, Hldm
get lost (i£34) ; get drunk ("B#%78); get surprised (*¢1%); get married
(4548); get fired GRARR) . “get it X o1& AMRMKF)IEL" 5 “be
HiA 5t koA AMRRHE” Ak, WTHRAHE, BHATRTH
#, XTRRE, o
My car got broken yesterday. ¥ X &4 FHART . (R
My car was broken yesterday.

ARG EWRFRT . (Rahth)/ EREKH FRIFE . (RRE)

(3) ... let’s get started: 4§ Mark #% 33, 7| §-A4LH R e 5% ) £RR—TF
N AR, FEARMNABAE R, KRB E R AR AT PAE
BAHHEARG—RAZF: Bk, BEF L) ARANBHRTRIE KB
Wik LA 84T A EM, FRABF ARG AR FHFALRS T
IR, '

2 W are a British company, after all. (Line 15) $#3%, &MAZREN 3.
EEE R 3 AFERE T EX At 4R, EEMR LB KRR
 HeF 5 4 (first name), AFR—FME. T IFH AE., XEAFH

47 Barbara Fechter ™| Claire H##k"#% Barbara, i “33%, &MAX

EHad.” KHHENTHZIERL: KRMAXELE, FLBEEAFFIK.

3 He runs the factory. (Line 22) 4R FEZEL/) .
A& Frun&H “QF. £E”, Jo
She ran a Chinese restaurant in Paris. #EERF T —K ¥ BRIE.




#—4% % & Bik Info. #IF4THAEF 9 R 49 Words & phrases 35, Ke
MR 4R RALR T, kP A TR L d Ao PR A &,

Grammar
Hith H = AMRERALEXGFART: —Kd5ERF e -s, 4o runs,
works, lives; K %44 ch, sh, s, x Xz RPN G -es, o teaches,
washes, misses, fixes, buzzes; “#&FF & +y” &RME, KyHhiEHm-es,
4o studies, flies.
BRIEARFANBY RS, —RILEN R EET:
1 AFENFERLRAE, o
Light travels faster than sound. b & #6471k,
The sun rises in the east and sets in the west. B # &%, BEHF.
2 AFHRA R ROHE, o
The train leaves at ten in the morning. X% L+ &4 %.
Dinner starts at six today. 4 XA~ &FF 48,
3 AR REHKRIERE T RTHRGOHNE, S
When he comes back, will you please tell him to contact me?
P ki, AR A R IR R HTD?
If it is fine tomorrow, we will go on a picnic.

o R A R R AN, RAEETE.

3 Questions and answers

# 4 &t Grammar S0 W EE, RS A ERksTE, JE, R4 THE, #
Bk AR R A, X 2 T4 Ball game # (AL “FOFA B Fix W) . FIFT
BBREBLHRL, REEALD . RALIRB@HS.




