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{1l Before-class Activities: Getting Things Ready

“Activity2  Read and Complete -
Read the passage in Section 2 and complete the following paragraph.
1. etiquette rules 2. negative consequences 3. poor business results
4. business etiquette 5. personal space

I Section|2 In-class Activities: Things to Do

“Activity 1 Listenand Write -
Script:
1. mix 2. colleague 3. negative
4. impression 5. crucial 6. comment
7. in addition 8. lead to 9. business etiquette

10. personal space

TActivity2T"Readand Think™ T T ETR T T T A

Related Information:

— ™
Etiquette plays a very important xted' i ern;&%s. Different cultures have

different etiquette rules. An old proverb “When in Rome, do as the Romans do” still rings very
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true in today’s modern business environment. Since Chinese culture is quite different from those
of Western countries, it’s a necessity for Chinese businessmen to familiarize themselves with
Western cultures if they want to be successful in the international business environment.

Germans

Germans tend to be more formal than some other cultures in both social and business
environments. Germans value order, privacy and punctuality. They are thrift and industrious.
Germans respect perfectionism in all areas of business and private life. In Germany, there is a
sense of community and social conscience and a strong desire for belonging. To admit inadequacy
— even in jest — is incomprehensible.

French

The French adhere to a strong and homogeneous set of values. They cherish their culture,
history, language and cuisine, which is considered an art. The French have been and are today
world leaders in fashion, food, wine, art and architecture. They embrace novelty, new ideas and
manners with enthusiasm as long as they are elegant.

Americans

American greetings are generally quite informal. This is not intended to show lack of
respect, but rather a manifestation of the American belief that everyone is equal. Although it is
expected in business situations, some Americans do not shake hands at social events. Instead,
they may greet you with a casual “Hello” or “How are you?” or even just “Hi. ” In larger groups,
many may not greet you at all. In social situations, Americans rarely shake hands upon leaving.

Language study:

1. etiquette: 7. formal rules for polite behavior in society or in a particular group L1, #L17
For example:
Etiquette is a set of rules that allow us to interact with others in a civilized manner.
AR —ELEFRA L 7 S HAt AR S5
Etiquette is very important to business. £L{SC gL AR EHZL
2. demand: v. to ask for something very firmly 223K, 7%
When “demand” is followed by a “that Clause”, the verb in the Clause should be in subjective mood.
For example:
I demand that one of you (should) go there at once. FERARA ] — ASZEIRHRE 2% |
I demand that the job be done by 5:00 p. m. FERXIATAE N4 5:00 8 57E s
3. mix with: to combine or put together two or more substances or things &5
For example:
Oil does not mix with water. JHAREFU/KELAFE—/L
This activity mixes business with pleasure. X ANEAIE 55 FIIR SRfh A —14
4. negative: 2. bad or harmful J§#&AY, T



10.

11.

12.

Unit}1) UnderstandingjCultural|Differences)

For example:

Those policies have had a negative effect on the country’s economy. X LB E R LHT 4
FEAE AT ) 0

His negative attitude really annoys me. fff) iR A B EFRA S

The official gave a negative answer to our request. X H GO AT A ZRZG T il & o
consequence: 7. result or effect of what has gone before J55, 4534

For example:

He broke the law, and now he must face the consequences of his actions. fiiifflll 75, BEA
WA H CAT AR G 2R

deal: 7. business transaction A2 %)

For example:

The two teams made a deal and Bob was traded. P SZERRAMEL ¥ —2&2 5, MW S 1.

After a few days’ hard talk, the two parties finally struck a deal. Z8t JLRIRFFIRA], W7 E208
TS

. lead to: to make something happen or exist as a result; cause 51, T3

For example:

An investment program will lead to the creation of hundreds of new jobs.
The icy road led to the car accident. Z5VKIIEFE 5 RS T IXIK 440

. in the end: finally f¢/5, &F

All will turn out well in the end. —VIZGTERSHFRERIT

In the end, I decided that I wouldn’t go there. /G HKHIEALAILT .

crucial: 4. very important R HE ), SR

For example:

He made a crucial decision. i} 7" — N2 CEEIPE

We have solved a crucial problem. A IfHk | — N AEH EEA ),

in addition: also; as well as %, 34, Mz

For example:

Tom was late again. In addition he forgot to bring his book. M R E] T, FHINEAE T 15,
The hotel can house 400 guests, and in addition there is a good cafeteria.

XRFEIHRERAN 400 NENMERT, Mesh, A —MREFH B BT .

make a comment on: express an opinion about ¢

For example:

The police chief made no comment on the bomb attack. ZRKXFX KN ZE T A X FATTIEL
He made a positive comment on the agreement signed by the company. X2 w25 i TN ML A
T RRIIELE.

appreciation: 7. an understanding of the importance or meaning of something 1, [#f%
For example:

An appreciation of the culture of the country you plan to travel helps you understand people who

live there. J fgVRF TR 20l A0 B 5 A B T VR BB AL TR AR AR LI A
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With an appreciation of the whole thing, you can make a fair judgment. 2 1 fif 7 EAF I,
PRAREME 23~ F T

13. tolerate: v. put up with; endure 252., 2

37,

it

For example:
I can’t tolerate your bad manners any longer. I FWAREZS ZARTCALIIIT A o
Many workers said they could not tolerate the long hours. % T Abtftifl 1ok 20 TAERT
T8
14. such as: for example 1l
He takes many things with him, such as books and food. ftififi &7 TR L AVG, HlaHREY.
I received many birthday gifts from my friends such as John and Joan. &M AHAIBILIENF 24
HALYy, BImesis.
15. transfer: v. move ... from one place or job to another %, iITf%, Yt
For example:
They’re transferring me to the New York office. fifi HEFK R4 2 .
We’re transferring production to Detroit. Al A FE46F5 21| 4R
16. apply: v. to be relevant or suitable for WH; W&EH
For example:
This rule no longer applies to everyone. XIRLNA R H T HA A .
This law applies to everyone, including aliens. X3y H TN, AFEIMEA

Chinese Translation:

E PR 55 4L

BURRI SR Bk, ZORAMBIEANLIRST, SHMNEZR . FFESEBEITE, #7
SCAEHRAH B S A LI . S PiRheE R L LB ST SIS, ARZE S U4 LAY LM iR,
MRS SR . RXBETREFFISE T LR B 55 R ROBML, X5k, mAMaREERS
o MARLERH AN SO S NS S SR R AR A S R RN, 1 ARl B i 254 LAY

B RFLY

TEVF 2 B R0 40 A A LSO o BTz H 1 3¢ 0 AT IR AN 42 7 IR LS 22 T
TEPEFHAS, FZ A FbE AL Fr . teoh, B m AR 2 i, SHFAE —F, il
HHEE, XU R,

N BRI

TEHZR, FRAERTHAR S AR FRAOEI IR IR, 4 F LM hifa o N, (a3
FEIFIEN 2, TN B SRR R Rt s AR BF nlf LA ABETR, (EAErp AN
1) AT RREBRRET 554U, KA SRR LS

AL

AU SRR AT (SRR ), ALEEoR i iRin (BB ) | ALk
WHERE (2L ) |, ARSI A (RERMBA) | ALRER A AFTWIEAERE TR IR



Unitii) Understanding'GulturallDifferences,

(), AR IER) .

EFLAIFLIL

WEZER, MPEHA, FHFSRETEGRALNALT . 26 TR ALY AR TER K
FE| 2 S RE ARG, FErP LR R, 78 H A R A DY sl AT ARV

ALNNA A QAT AT R, DR Ak E bR sy, HAT A A — e id
MY o ISR “ANSREfR. 7

Key to the exercises:

Task 1 Test your problem-solving ability.
In the Arab world, the left hand is considered unclean because it’s used for certain bathroom

activities.

Task 2 Tell whether the following statements are true or false. Write T for true and F for
false.
1. F 2. T 3. T 4. F 5. T

Task 3 Give brief answers to the following questions.
1. Because etiquette rules are different from culture to culture.
Small etiquette mistakes could lead to bad and harmful consequences.
China.
A touch on the head.

Brazil.

[ N O UC I N

Task 4 Match A with B.
1. d 2. ¢
6. ¢ 7. h

4. f 5. a
10. 1

oo W
o =

Task 5 Fill in the blanks with the right words or phrases. Change the form where necessary.

1. appreciation 2. global 3. tolerate
4. crucial 5. lead to 6. in addition
7. avoid 8. demand 9. have maintained

10. was / has been transferred

Task 6 Read the English sentences and translate the Chinese sentences into English.
1. For those who want to experience British life and culture, the book A Guide to Pub

Etiquette is very useful.
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For those who want to open up new markets overseas, an understanding of local culture is
necessary.

. We hold a party for our new colleagues as a gesture of friendship.

He sent her a bunch of flowers as a gesture of sympathy.

. Without effective communication, it’s hard to get this done.

Without shared culture, it’s very easy for people to misunderstand each other.
Good manners in one country may not apply in another.

This rule cannot be applied to all cases.

Give up now and you’ll lose the deal.

Give a clock to a Chinese as a gift and you’ll make a serious mistake.

I Section 3 Things to Write

Activity 2

Applied Writing / Translating )

Read the passage in Section 2 and complete the following pargraph.

DV AW N

but not at people

when directing attention to a person or an object
mean something quite different in other countries
offensive and insulting

(a) part of basic good business etiquette

I Section4/After-class Activities: More Things to Do

Chinese translation:

5f& ANikiE

RUETERT 55 S P AR TR PF R ARG, RIS EL, BT 1S2hn LA RARPE B, Exk
AR, IEEALIITIR . A HER S B S ARTA .

WSIWEPIENZ G, VRS LA T —FR, TS 0 e e i s 32230k |
g, DUARIHLIE R & .

SRIFAREP A TR R A T FA N ) SERAR D AFLII o FAN ) B4 XAt
IR EBAEN . NS ERRR SIS . B Jr R8s i, & TRIEIEE.

W2 NEXMNGBABNISNRFIZEE , (HPEE AASRIXEER, il A ZR A AT



Unit}1‘| WUnderstandingjCultural|Differences)

PPEALG A BN AR, P PRV R R

Wr - swHHRE R - RiEE—EMRSZ P ARG,

Hefi—— MFFE R BB BN

WA, FERERPGCA TR, Z5FnE . FAN R, R R RE )

Key to the exercises:

Activity 1 Read and Complete

Read the passage and fill in the blanks with appropriate words from the box that follows.

1. unfriendly 2. warm
4. casual 5. such as
7. consider 8. Danish
10. avoid

Activity 2 Read and Choose

Choose the answer that best completes each sentence.

1. B 2. D 3. C

3. atease
6. choosing

9. appreciated



{1l Before-class Activities: Getting Things Ready

-
Read the passage in Section 2 and complete the following paragraph.
1. objectives 2. questionnaires 3. complex
4. sample group 5. distinguish

Section|2|In-class Activities: Things to Do

“Activity 1 ListenandWrite »
Script:
1. survey 2. questionnaire 3. accuracy
4. estimate 5. factual 6. interpretation
7. conducting a survey 8. under investigation 9. make use of

10. carry out
“Activity2  Readand Think - J

Related Information:

How to Do a Survey

You can survey people (through questionnaires, opinion polls, etc.) or things (like pollution

1
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levels in a river, or traffic flow).

Four Steps

Here are four steps to a successful survey:

* Step one: create the questions

* Step two: ask the questions

* Step three: tally the results

* Step four: present the results

Let us look at those steps in more detail:

Step One: Create the Questions

The first thing to decide is: What questions do you want to be answered?

Sometimes these may be simple questions like:

“What is your favorite color?”

Other times the questions may be quite complex such as:

“Which roads have the worst traffic conditions?”

Step Two: Ask the Questions

Now you have your questions, go out and ask them! But who to ask?

If you are going to ask a small group you can ask everybody (called a Census). If you want
to survey a large group, you may not be able to ask everybody so you should ask a sample of the
population (this is called Sampling)

If your are Sampling you should be careful who you ask. To be a good sample, each person
should be chosen randomly. If you only ask people who look friendly, you will only know what
friendly people think! If you went to the swimming pool and asked people “Can you swim?” you
will get a biased answer ... maybe even 100% will say “Yes”.

Step Three: Tally the Results

By “tally” I mean add up. This usually involves lots of paperwork and computer work
(spreadsheets are useful!).

Example: For “favorite colors of my class” you can simply write tally marks like this (every

fifth mark crosses the previous 4 marks, so you can easily see groups of 5):

Yellow ”/ I

Red |Jf
Blue H‘ff [

Green l

Pink | 1]

Step Four: Presenting the Results

Now you have your results, you will want to show them to other people in the best possible

way.

12
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Tables
Sometimes, you can simply report the information in a table.
A table is a very simple way to show others the results. A table should have a title, so those
looking at it understand what results the table shows:
Table: The Favorite Colors of My Class
Yellow Red Blue Green Pink
4 5 6 1 4

Statistics
You can also summarize the results using statistics, such as mean or standard deviation
Example: you have lots of information about how long it takes people to get to school but it
may be simpler just to present a summary such as:
Shortest fourney: 3 minutes
Average Fourney: 22 minutes
Longest fourney: 58 minutes
Graphs
But nothing makes a report look better than a nice graph or chart.

Use Data Graphs (Bar, Line and Pie) to make them.

Example Survey Question: What is your favorite color?

[ Favorite Colors of My Class |

10
10

Have fun asking questions!

Language study:

1. Conducting a survey is often a useful way of finding something out, especially when “human
factors” are under investigation.
a useful way of doing something: an effective way to do something SIS A ROTIR 8RR )
For example:
Reading aloud is a useful way of memorizing words, especially when you are about to take a test.
KPR IR ik, JUHIRAE AT .

Designing a questionnaire is a useful way of conducting a survey, especially when the survey is a

13
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14

large-scale one.

BB RO EA BTk, JUHRE KA (large-scale ) P2,

. under investigation: in the process of an investigation 1EAL T JHE B 5T H1

For example:

Since then, the subject has been extensively explored and it is still under investigation.
MABLLE , ZBRERAS 1) Z 5 I A ER e

The traffic accident is under investigation. AR#Z AL FH O EAEPIE .

. This passage is intended primarily for those who are new to a survey.

be intended for: be prepared for FTHE Ay B, Hy----- MR

For example:

This book is intended primarily for those who are new to driving a car. X745 5 B 5500
BN S

This road is intended primarily for the disabled. IX 5%ifiE F & A FIR A i

. make use of: use; take advantage of ffi[{, FH

For example:
You should fully make use of these materials. /R %785 F1 X £epL
We train them to make use of reference books. Ffl TZAtA 1di 22345,

. The more complex the questionnaire, the fewer responses there will be.

The + [b452% . the + FAGZE: e fiee e
For example:

The more difficult the questions are, the less likely he is able to answer them.
DR, At B B T REPERTEL I

The more you practise, the better you can understand. /RZ: 11535, BRSPS

. Ensure that you can phrase these objectives as questions or measurements.

ensure that: make sure that i\, {5

For example:

Please ensure that your scanned documents are valid. & & VRIS AR
How can I ensure the operational security? FUMA[ {451 22417

. a waste of something /R %%

For example:
Meanwhile smoking is a waste of money. [H]H}, WZAHARIR %48
Playing mahjong is a waste of time. $MIFAETR 220 TH)

. People are more likely to think this if the questionnaire is poorly presented or not grammatically

correct.

be likely to: It is possible / likely that ... fRA[gES------

For example:

China is likely to become the most powerful country in the 21st century. HERBIHERA 21 i
f R RIER

He is likely to be refused. iR 1] REERIFE L



10.

11.

12.

13.

14.

Unit}2} Gonductingia,Surv.e_zy

It’s as simple as that.

as ... as: just like 1IE1------—FF

For example:

This problem is as simple as you think. X4~ n) @G ARBT AR ABEE 4l

This tree is as tall as that one. IXARFTERABERIS —HF 5K

representative: 7. serving as a typical or characteristic example ( AN ) %

For example:

They elected Tom as their representative. {15247 A A fafr 1A AR

I suggest (that) we establish Mr. Jeffrey as our representative. TN ZEIR7ANIE B LA FA 1898
.

estimate: 7. a statement of the approximate amount or number KZfli it

For example:

I need the actual figures, not an estimate. F 75 Z0HIET: | ANEAL T

This bill does not agree with your original estimate. X5k K 5 5784470 AT o

anticipate: v. give advance thought, discussion, or treatment to FiEH & , £1F

For example:

My wife anticipates all my needs each time I come back from a business trip. &K HZEM K ,
e WSS iibive Aot i ot S S (eSS | 8

The first question is one which Jason has anticipated. 55—l U R PREHEIT

distinguish between: know the difference between 73¥¢, X453

For example:

Can you distinguish between those two objects? YREEX /3 ABMAM{40 2

We should distinguish between right and wrong. A I &R

interpretation: 7. explanation , understanding fi#f, FifE

For example:

His arrival can be given more than one interpretation. Xt Z R 0] 5 AN 1 —Fhf ke .
That’s his wonderful interpretation of this sentence. X & XX A ) F IR FEHE .

Chinese Translation:

iRE
W, SR ORISR ARk, oA s A CHRIR" I, KRR

RSB AT I SR

A NG )38 2 AN Do FIELE RS AR . TERZHIROL T, RADE

P AR NER LY, M HRAEBE A, D DU R S AR i

- BEMEAER) H B . B0E FREELL R R R TEAORFERIZLE H 1) . WERIRANEE, WA

IR,

- TR MR S B ) R, B SR )R, OR R IRET R R AR R . SR

15
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LB TREA RS, MIAETT.

RN TN PE S VR B A AR R R SR Tl 8030, I 2l 2= RS . BHY
)45 b I BURERR R SO, AR TSRS . WERIREIEE DS s, AREIR
I RBP4

R THREN:, BALDAHEREANEEE, MR AR, SR, RS, FATEH TTk
B s, PURTRATTBEA R A (A AT A, MR AR 95% BOfSALEE.
B, WU BERA AT 95% BRI A AE RAEERE M TR, o TR 2
TERARE, XHLPTSR “95% MR ” RIS o BRI, WPRIRNIE BT
WHEE, FATREAHEAISER 20 K 19 1K (=0.95) SEAEHANEL —2.

- AREIE P ARV TR, VRS2 A4 R IR 1] T X IR .

- BE RBT ORI R DL . Bt — AR XA AR R R

HERATEL, ARk — A 2 0% R BAEASZH UE A B — S AL B S il B R RE IR B FU A
53R MURARE, AOMAEVIE S AT HE R . PR LRI TIRA T, BhORIRREMR
FEHIER

AESRASARIVZE B, ZEANC X 53 SR A, SR 25 AR XS4t SR AR L .

Key to the exercises:

Task 1 Test your problem-solving ability.

Task 2

Surveys are a method of gathering information from individuals. Surveys have a variety
of purposes, and can be conducted in many ways. Surveys may be conducted to gather
information through a printed questionnaire, over the telephone, by mail, in person, or
on the web. This information is collected through use of standardized procedures so that
every participant is asked the same questions in the same way. It involves asking people for
information in some structured format. Depending on what is being analyzed, the participants

being surveyed may be representing themselves, their employer, or some organization to

which they belong.

false.
1. T 2. T 3. F 4. T 5. F

Task 3 Give brief answers to the following questions.

16

1. The purpose of conducting a survey is finding something out.
2. Many people make use of questionnaires to ask questions of a large number of persons.
3. Because there isn’t enough time or money for such an undertaking.

Tell whether the following statements are true or false. Write T for true and F for



Task 4

Task 5

Task 6

Unit}2} GonductingiaSSurv.e_zy

4. You have to accept that the results of the survey will only apply to the population of which
this group is representative.
5. When presenting your results, be careful to distinguish between the factual or numerical

results and your interpretations of the results.

Match A with B.
1. b 2. a 3. g 4. ¢ 5.1
6. d 7. e 8. j 9. i 10. h

Fill in the blanks with the right words or phrases. Change the form where necessary.

1. make use of 2. representative 3. distinguish between
4. make sure 5. interpretations 6. is intended for
7. For certainty 8. estimate 9. carry out

10. anticipated

Read the English sentences and translate the Chinese sentences into English.

1. Doing sports is often a useful way of keeping healthy, especially when we face with great
pressure in our work.
Designing a questionnaire is a useful way of conducting a survey, especially when the
survey is on a large-scale.

2. This book is intended primarily for those who are learning to drive a car.
"This passage is intended primarily for the disabled.

3. The fiercer the competition, the better the product quality.
The more you practise, the better you can understand.

4. You are more likely to lose the old customers if your services are not improved.
Prices are much more likely to go up than to come down if effective measures are not
taken.

5. When collecting information from the internet, be careful to distinguish between the
updated and outdated information.
When having an interview, be careful to dress yourself properly.

6. Please ensure that all the lights are switched off at night.
Ensure that this timetable is strictly kept to.

17



I Section 3 Things to Write

Activity 2 Applied Writing / Translating

Read the following report and fill in the blanks with appropriate words or phrases.

are conducted

"The purpose of this report
recommendations

commands / takes up / occupies
went up

compared with

opinion / view ...

S NG ool e

wise / ...

B Section4/After-class Activities: More Things to Do

Chinese Translation:

WAL ITE & B S R E)RE?

WA H b B M SR ) 7 FAMAATEIZI H 89 SO B BUF ST A it Rl . F
AT T DU 2l B AR RIS i) 07 SR MR R St (R, (R i R R B

lia) el
BRSO MR R 7 S REHORHE LT -
1. 5L,

B ARERHTT i O KU L 2
2. BIRIFX AT HER M
B ARXSFRAT T PRI R 55 o S g 2
3. ML S B FIRTRERE R,
B AR A2 ST REE) FL 7
4. FHEHERMES
. YREEMEILK KA ?
5. PEAEREEA B Y .
B PRI B
A, XREBRFE T SRR R R

18
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B. i, AR, WAL
C. XA SRS
6. EREM 5 b —ANn) AR Ak
SNBSS ER S5, e RE R
7. AEFURFEIEFIRE
B R R H AT TR 4 PR
8. AER RSN,
B RASKECRITRA 100 G 22 B AL 2
9. AVl I R ik sl ik SR A A
10. ANl AR ) SRR B 45 5
. VREAER) AGL ERE?
11, ANEREERTH M EE
Bl : 75 E—4F, RIET 28 NS
12, REERY A & 2SS 1A E B )8,

Key to the exercises:

Activity 1 Read and Complete

Read the passage and fill in the blanks with appropriate words from the box that

follows.

1. formulate 2. design 3. define

4. are listed 5. satisfied with 6. accommodate
7. variability of 8. are similar 9. imply

10. dependent on

Activity 2 Read and Choose

Choose the answer that best completes each sentence.
1. D 2. C 3. A 4. A 5.B

19



{1l Before-class Activities: Getting Things Ready

-
Read the passage in Section 2 and complete the following paragraph.
1. transfer 2. basic 3. essence
4. colored charts 5. confident
Section|2|In-class Activities: Things to Do
“Activity 1 Listenand Write »
Script:
1. academic 2. satisfactory 3. purpose
4. formulate 5. take the place of 6. motivate
7. point of view 8. delivery 9. be based on

10. logical conclusion

Related Information:

— \ @AM
s}kei;/égﬂ/
Improving your English speaking skills will help you communicate more easily and

21
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effectively. But how do you become a more confident English speaker? The following must be
kept in your mind ...
1. Know your topic.
Know your audience.
Know your start and stop times, as well as who else is on.
Know what you want people to do differently and tell them.
Make major points.
Ask someone you trust and respect to constructively critique you.
Relax before you go on.

Practise, practise, practise.

2 g9 N By A R

Remember that even if you miss a bit or forget a couple of lines, nobody knows except
you. So don’t panic.

10. Omit telling jokes unless you are already a good joke-teller or plan to get better.

11. Have fun.

Therefore, you should put yourself in the audience’s shoes — try to understand your
listener’s level of understanding, their map of reality, and anticipate what they want to know.
Once you know what your audience wants, you can figure out how to “sell” the benefits of your
topic to them.

Language study:

1. presentation: 7. act of presenting 1%, Brid; i
For example:
They are preparing for the presentation of a new musical. fttf J1E & _FE#HT SRR o
She needs to improve her presentation of the arguments. {th75 2 el H i 2 i 75K

2. open ... up: cause sth. to open F4i, FTHF
For example:
Now we’ve got a foot in the door, we are hoping to open up a big market in China. BI/ERA 1E.
T, AR B EIFRE—AN R
The book will open up to readers new vistas on economic thinking. X454 A58 R A 5T I
TR 5t

3. transfer: v. to convey from one person, place, or situation to another; to cause to pass from one
to another I, #43)
For example:
He was soon transferred to another post. fifR4B# JAHH .
He intends to transfer the property to his son. fli4THHEIFF=4E1 L4 L.

4. from the point of view of / from one’s point of view: in one’s opinion M+-+--- B R  AE

ES
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11.

12.

Unit{3) Makingia,P,resentation.

It’s a very good presentation from my point of view. ZEFHE K, X MERIRLF .
Teachers should consider their teaching from the point of view of the students. ZIN iZifES~

) F RS TEAAT I 2

. formulate: v. to put into a systematized statement or expression [ ; H AR

For example:

The contract was formulated in difficult legal language. %% [FlJ& FH R EAIREARIET T SLH
He formulated his thought clearly. fitiE 2T IR 1 H RO,

particular: dj. of, relating to, or concerned with details 5E31), JHAFT)

For example:

There was nothing in the letter of particular importance. X#H5 B I A H- 20 EZ
This work should be done correctly in all particulars. XI5 TAE&E— AL #RLAE] EFITC IR o

. with an eye to: with awareness or contemplation of % E%]; 4T

For example:
He bought the cottage with an eye to retiring there. {15 FARRT £ u)/NZ DLE IR R G HEAEABE .
He bought an old factory with an eye to converting it to a restaurant.

fEE T —MHIL, R ESCER IR

. delivery: n. the act or manner of delivering something; something delivered 1%, 224t

For example:

Suppliers refused to make deliveries to a suburban store. fER i ANEHARIX —F fiMEIE DT

The next postal delivery is at 4 o’clock. K M Ta] DY s

be based on: be used as grounds, evidence, etc. for sth. else FE-++++ HOEERE |

For example:

Judgment should not be based on hearsay but facts. H|Wi N iZLLESL A MYE, AN IZHKEEET
SZ3 VA

The monetary system of some countries used to be based on gold. it A LE[E Z ) BT M| B4
ZS AT

forethought: . thinking or planning in advance /5% J&, LUl

For example:

The crime was a product of careful forethought. JX—JBf M DR RITFI L5

If T had had the forethought to bring my raincoat, I wouldn’t have got wet in the storm. F 447140
SRIBB|ZEIAR, AR 1.

on one’s part / on the part of: regarding or with respect to the one specified Bt &
There’s no problem on my part. §EF&IM 5, WA,

The content of a presentation requires the most consideration on the part of the presenter. ji#H /s
NTTEE SR HIENE

leave out: prevent from being included or considered or accepted ¥ F; T

For example:

The public response is left out of account. 23 AN NV HIL AR E)HTE

She left out the date on the cheque. 3225 FithifS 17 H .
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13. essence: 7. the most important ingredient; the crucial element AT, #H5E
For example:
The two things are the same in outward form but different in essence. HSPIFEARPULEINE FAHIE],
{HAEAR 5T AN
Speed is of the essence in dealing with an emergency. fEAMH K 230, BRI CHE,
14. make it: achieve the purpose; succeed I52I H Y, JlEh
For example:
He tried hard and finally made it. /R TARKSE Ty, k8 T HK,
I’'m sure you can make it. ARSI
15. over time: with the passage of time Fifi & i} [H) () it itk
For example:
Things change over time. FE& I BIF)RHE, FHeLAARL.,
16. limit ... to ...: to confine or restrict within a boundary or bounds PR, BREFE:-----JEH N
For example:
"To achieve better results, many western schools limit the size of a class to no more than 30
students. & T EARFHEIFINRCR, 172 P07 FRAEIESAIBIR @ fEAVE I 30 A
The reference room is limited to the teachers’ use only. 2% i) W& AR T2l A .
17. underscore: v. to underline or emphasize 7E--+--- F RIZk; 551
For example:
He summed up his speech to underscore his main points. {445 17— F {8 LA JE 32 200
Many people like to underscore the important parts of writing. 2 NS5 EH F) HEHR 5>
/[ TETES 8

Chinese Translation:

AR

PR, MBEMARCE G T, M ARSI 3 SRR AL . A0 i
IRk E—it .

MBHREF EURHGA FORFIFE M, ERIEIEH R4 Urikm R A7
TRAREIML, R AR RE M RIER ERUP R R A7 Yhd: BIEEIAZORIF ZER, W
AARFFEN WAL ARAE BRI 52k o

RETRET MWT A TP AR BUR N AT, R0 A VP 2R, A g oA
OHPHYETRE T olehd, BIE— AR W BN, Wrgokifk? EahH e 2fh42
Mo AEMRIL? AT

NE, BE, AF! AERRIEGNE, SRR ML, 5, WRIR
BT, HERIFEAZT . SR, NA—E S . AR S B, B T
T SRR T A B A R A e R A TR A7 SRR RVt TR SN H Y,
BEBUEA 1 T RRASUR PG . 21T

BHRE HTERRE . IR BIE 4—6 Yoz Py, B —H A RN DR,
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HERE T RIAFENEER R, FIATATBIREIE 4—8 22 M.

SKRE NTRIES. B, THEiLIEEERENNHEESFERE LA, BEIRE .
JE B BU LR X — a5 B!

HHENER FHEURSAECE. RFHRERE S F SRR A M, R
PHf1A SR . SPIOOREE, BERRE ictE . MERIRAEMARICHERIING, BUAE L
PRI S A= AR R I H B VESEEARICE. S38h, IRSCRRIF LA 8T H 5 1,
i) N AR B X B LN, T RINEEIT 1 B S . Fhld — Ly
AERRYE R, AR TC ST, (HIERU AR ETE B R HRE AR B RS
R, BT LUE R CRAH R AVES o

A W BAE? IREIAPEI E R ARG, (RN ok, BATFHARRA
ANRIERARPE . SORIEBRARIIH: B D B2 MR ke, B Eatss B AR R AR RIS

Key to the exercises:

Task 1 Test your problem-solving ability.

Chart Type
Area

Column / Bar

Segmented
Column / Bar
Frequency
Polygon
Histogram

Line, Curve
Pie

Scatterplot

Chart Types and Their Uses

Typical Applications
Cumulated totals (numbers or
percentages) over time
Observations over time or under
different conditions; data sets must
be small

Proportional relationships over time

Discrete frequency distribution

Discrete frequency distribution

Trends, functional relations

Proportional relationships at a point
in time
Distribution of data points along one

or two dimensions

Variants, Remarks

Percentage, Cumulative

Vertical (columns), horizontal (bars);
multiple columns / bars, columns / bars
centered at zero

May be scaled to 100%

Columns / bars without gaps

Data point connected by lines or higher
order curves

Segments may be pulled out of the pie
for emphasis (exploded pie chart)

One-dimensional, two-dimensional
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Map

Task 2

Task 3

Task 4

Task 5

Task 6

26

Typically used for geographical data;  Useful, if an analog relation can be used
can also be used for parts of devices, for representing data
human or animal bodies

Tell whether the following statements are true or false. Write T for true and F for
false.
1. T 2. F 3. T 4. T 5. F

Give brief answers to the following questions.

1. So much of academic and corporate life requires public speaking that it cannot be avoided.

2. Before you even open up a presentation, sit down and really think about it. What is the
real purpose of your talk? What does the audience expect?

3. Five. They are: start with the end in mind; know your audience as well as possible; content;
the art of story telling and confidence.

4. Itis based on solid content.

5. The stories should have interesting, clear beginnings, provocative, engaging content in the
middle, and a clear, logical conclusion. It is to be told in a clear, concise manner.

Match A with B.
1. d 2. h 3. f 4. e 5. a
6. 1 7. 8. b 9. ¢ 10. g

Fill in the blanks with the right words or phrases. Change the form where necessary.

1. forethoughts 2. at the very least 3. find a way to
4. provocative 5. is based on 6. are on top of
7. professional 8. take the place of 9. With an eye to

10. appropriate

Read the English sentences and translate the Chinese sentences into English.
1. Even if there is no customer complaint at present, rarely is the mere beautiful packaging
an effective marketing strategy.
Even if you are clever, rarely is mere cleverness enough in this highly competitive society.
2. If your accusation is not based on facts, you can not win the lawsuit.
If the analysis is not based on the real statistics, you can not make a convincing conclusion.
3. When you give a presentation, at the very least; you need to know your audience.
As a new employee, at the very least, you should learn about the businesses of your

company.
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4. His father bought the cottage with an eye to retiring there.

He found a part-time job in a factory with an eye to getting more practical experience.
5. In your opinion, what is the best solution to the problem?

In your opinions, what are the best qualities of a good leader?
6. Surveys show that most women fear becoming fat more than anything else.

Surveys show that old people fear loneliness more than death.

I Section 3 Things to Write

Activity 1 Task-based Writing: Describing a Chart

Task 3 Write a short passage of approximately 120 words according to the information
shown below

As can be seen from the chart, ownership of houses in big cities in China changed in the
past ten years. In 1995, 80 percent of the houses were state-owned. Five years later, the rate
of state-owned houses to private ones was 3 to 2. But from then on, the ownership of houses
changed rapidly and so far 90 percent of houses are private.

What caused the changes? There might have been two main reasons. First, from 1995 up
to now, people’s living standards have been improving. Many people can afford to buy their
own houses. Second, most people do not save a lot of money in the bank for their children as
their parents did in the past. They want to have their own home and enjoy life. Still, housing
has become a good investment area for those who have extra money.

Such changes have had a great effect on the development of China’s economy and the

whole society. It does good to both the citizens and the government.

Activity 2 Applied Writing / Translating

1. increased 2. steadily 3. 10 percent 4. 50 percent 5. the families
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BN Section/4)After-class Activities: More Things to Do

Chinese translation:

28

A HIAE & BT SRR T AR

PR B2t AR B S S AR/ SR R ) SRR, (EE Rt 25
JEAE T — G WIN L AITCIRIZ T WRARENE T 5 S0l PR R B A ) SOR b L SR A I HAEAR
HusmEEH , AREERR 2AR B .

TR

L gk R — N (BIrERF) 7 — ‘WIS — “BiER PowerPoint” , T
J PowerPoint,

2. BEEE R SCRR SR

3.0 kil AT — SHRAIEET — SRS (BGEEIE) | EER SR

10.
11.
12.

13.

AT EY AT A

ICHHZSCRAE (SCiFgAR ) |, RS STREM XN bk,

M SRR TFRHE SR . mp3 5. wav SRS,

Y RER R A BRLERE LTI A S e R LR OB, R AR B
B o

FEILIKT, BHAESCRURENRZT T, BTSRRI, WTLAE 2Rk, £
A E B, REAE BENXIE” o BRTLRE R SRR A I
R

il U o SRR —, AREUCEAABG IS A SR R AR R IR
FAHE R SR o

FIFFFIRE, EESE.

BENFRI (RN . EEFRATB IS ARG ) .

FHBRHARR b e s SRR SRy o

FHBRHAAR bR B B Gk A T S SR BT E . IX RS AR S S C R — 2 . TSR
AR XA, IR AR EATAREIZ T VRAT LIFESERT B E A 100 B AR )X
A

1E T — SR AR E RSO o G52 B4 o — 6 Wi B A A R e R SR
B PRAEFZ IR BRE R . AR EETF AR A A0 2, IR & AN 1 o
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Key to the exercises:

Activity 1 Read and Complete

Read the passage and fill in the blanks with appropriate words from the box below.
1. presentation 2. available 3. clickingon 4. add 5. format
6. appears 7. make sure 8. select 9. keystep  10. wait

Activity 2 Read and Choose

Choose the answer that best completes each sentence.
1. D 2. C 3. D 4. A 5. C

29



Establishing Business; Relations;

{1l Before-class Activities: Getting Things Ready

-
Read the passage in Section 2 and complete the following paragraph.
1. group 2. opportunities 3. internet
4. relationships 5. long lasting
Section|2|In-class Activities: Things to Do

“Activity 1 Listenand Write e
Script:
1. exposition 2. customer 3. potential
4. advertise 5. approach 6. promotion
7. keep track of 8. take advantage of 9. company leaflet

10. trade fair
“Activity2  Readand Think -

Related information

How to Build Strong Business Relationships

Business to Business relationships do not start with:

31
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“Hello, nice to meet you, will you do some business with me, please?”

A relationship has to be built between individuals, and based on mutual trust, respect and

liking. With these as the foundation of the relationship, the business to business association will

be a long and fulfilling one. There are 7 stages to go through:

Unaware to aware
Aware to curious
Curious to interested
Interested to wanting
Wanting to buying
Buying to satisfied

Satisfied to the creation of a raving fan

Language study:

32

1. start: to establish or set up FFJp, BJp

For example:
He decided to start a newspaper. e Jp—rH 4.

I’'m planning to start a school; so I'm trying to save as much money as possible.

FAETHRIF I —Preets, P IRAER TRPTREHbAREL .

. By comprehensive searching, we mean you can try searching for new customers and partners.

By ..., we mean ... /=45, -oe- Fel e
This is a structure used to indicate a definition or explanation.

For example:

By business-to-business marketing, we mean selling products to another business rather than
directly selling to consumers or individuals. {MlAHIEE FFE RS B Ml AL

o A N

By internet marketing, we mean using the internet for sales and promotion. F4%E 85 2 F5 F1 FH

BHATHY BRI RY
comprehensive: thorough; including much ZE&#), 4
For example:

He has evolved a broad and comprehensive plan. fit L& T —AY) 22 il

The government gave a very comprehensive explanation of its plans for industrial developments.

BON 2T e Tl & R,

search for: to examine carefully in order to find sth. Sk, %

For example:

Why not search for reviews before you buy? M+ 2AFEZ Hi% % — T H A PEEWe?

It is necessary for us to learn to search for useful information through the internet.

el B omd M2 A RS R
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3. You can try reaching them by e-mails, paying them a visit in person, posting business cards or
company leaflets.
try doing sth.: attempt to do sth. to see whether it is satisfactory, effective, enjoyable, etc. IR
Hf
For example:
You can try phoning his home number to contact him. /R LIS Tt 5 HL I R
Try opening the box and you will see what is inside. IREFT XN EFMES LI EDEHAT .
4. target: anything aimed at R
For example:
Our target this year is to enter the European market. #237]44E 1) H b3 AR i35
Our target customers are students. A1) HAR% P24
5. You can distribute advertisements to your target customers and attract them to your site of
product promotion in a target region, where you can introduce and illustrate your products.
where ...: Here “where” introduces a non-restrictive attributive clause. “where” WALT| AL/ E M E
HA), B1 target region, REEIFMFEIRIAVE
For example:
You can go to the job-training center, where you can learn some skills to help you find a job.
PRATLAL TAERR I, AEARBLURAE S B — L5 B REA B TR RS TAE
You can go and work in a small company first, where you can gain some knowledge about how a
business runs. YR LUSEEINA T TAE, ZEAREARET LLARAG 27 Al iz VR A .
distribute: to hand out or give a share to others 3% . FrHCHEY)
For example:
Books on how to promote oneself are distributed to the students after the speech. JEPFfE—LH
Kafartess B SRR ARG T
Many companies promote their products by distributing their leaflets to their customers. %2y
RS2 A IR K A% BRI B i o
promotion: advertising or other activity intended to increase the sales of a product fi¢ £
For example:
She is responsible for sales promotion of the new product. U7X FPHT = A8 T
We are doing a special promotion of our environment-friendly products. A TIEFERGEIRFZ i)
Rl sl .
6. Another effective approach to finding new customers and business partners is to take good
advantage of trade fair opportunities.
approach to + 7. / v-ing: way of doing sth. «++++ (a7 o R
For example:
Another effective approach to dealing with a complicated task is to divide it into several small
tasks. 73— FARLINAE IS AT S5 10 T AT E D MU LA MESS
He came up with a new approach to the problem. A8 H T —Mifpe X AN ) B HT 1%
take advantage of ...: make use of sth. well, properly, etc. 755 F| H
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10.

11.

12.

13.

34

For example:

They took full advantage of the hotel’s facilities. Al 17543 FI ik i it o

A good businessman can take advantage of every business opportunity. %) i A2 7853 FI H 45—
EDEALSS .

. provide ... with ...: to supply sth. needed or useful to sb. 255 A$EfEHY)

For example:
We will provide you with new equipment for production. F& /7 i) B0 A F= e % .
Our manager will provide you with more related information. & /7 PG LE VR R ZAHEE B

. potential: that can or may come into existence; possible FIHEMH) ; TETER

For example:

He is a potential leader of our research and development team.

R FA R BN B EAE R 45T

In my opinion there is a potential market for energy-saving products.
FYAITRET S A TR T3

demand: the desire of people for particular goods or services 72K

For example:

Good secretaries are always in demand. TFEFR45 EOEAR 22 AHHE 221

There is always a demand for products of high quality. &&= 5 EA TR

on the other hand, ...: As another point of view; from another standpoint —J7TH

For example:

On the other hand, you need to know your partner well so that you can better cooperate with her
/ him. S3—J7TH, R T RS VEIR R, DLAERE ST I St / M S

On the other hand, you can open a technical training course so that the managers and clerks can
attend it during their spare time. 53— J7Td, /ROTLIFFR—DHEARDNZGIE, LUEZLAFIER S 17
AT L2 ER

contact: reach (sb. / sth) by telephone, radio, letter etc; communicate with B8&; H----- KAt
For example:

Where can I contact you tomorrow? BRI AR REIR/REE R 7

Contact me for more information at the following number 87654321. #X T fi# 4015 S E
87654321,

keep track of: keep informed about sb. or sth. 53 ARFFERR ; RIS

For example:

It is very important for a company to keep track of its customers and know their demands and
feedback. 23 ) (REFIRERHZC I 1 RAIAT IR TR AIBL IS, X — AR,

As an engineer James has to keep track of the latest developments in technology. 14— T2,
FEUHY A T PR AT o & S BN

keep ... informed of: keep (sb.) known about (sth.) ffi%ILE ; i i

For example:

Please keep us informed of any new development. igifit 5 Jf B A UEAT#T 020
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We should keep them informed of this matter. FAl I iZ At Al TRLE X 1
14. feedback: information of a product, etc that a user gives back to its supplier {5t/ .
For example:
We need more feedback from the customer in order to improve the quality of our goods.
FATTE N P ICEARRNE 200 S5 B LR ™ i
From the feedback we know that people are quite satisfied with our service. M WA, A
XA TR AR S5 AR 5
15. regularly: at regular intervals or times A B3 HL; &L
For example:
They hold a meeting regularly to sum up their work. flifi T HiFF2 45 TAE .
The supermarket regularly distributes colored leaflets to its customers.
TR T G S 1 T IR A R (5 R 0
16. By doing so, you can keep long lasting business relationships.
By + v-ing, you can ...: You can ... by means of doing sth i ( {58 ) fRA[LL------
For example:
By taking into account benefits of both sides, maybe you can achieve a win-win situation.
WS ENOTRG, WVFURRER SRR .
By expanding the market, you can improve your profits. i34 K mids, VRIS

Chinese translation:

2l EXH

QN E DS, SRR AIEML SRR . (RO Z ALk, T
SR ER AT L —iR.

1. JZEER

JZERR, BEMROTLLES B R B TREM R EE . 4L sRAASWIRR T HHT &
I S R N IR Buw S G N = W B39 Y s N A e Y 1 (W

2. B

JUEEAL, ERMRETLGE )R SRR HARE . ARAT ARG | %% F, s
IARETE S TT . AR LR IR & VR0 H PR P I E HLW 5 AT 13 B BRIk 7= St
S, FEAR LR AT LA RN AR AR P2

3. B A

T AF R RS RAERB RO A T R AL S 2 bl es . BHAEAER E# S
RPEME G S, WPEBEB O SS (M) - PEERERSE S S PEERR RN
WAL XU B AN IRIRBER SIS FIRBNBAEN R PRI S5 Pk

Bk, RAT AR A F R 2% SRR 55 fkpe o i AR nT IFR Bk Bk 8,
FRES . HREE  WETOREGE s RTINS . 5%, DIRIRITRES:
A SRR SR M ERNES . S5, R LIFEMZ B R AVRE =M AR S E R,
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VUEA R 2 P T DL TR RN F SARERR o e Uk n] APTUE B R B i Mk 5556 2R 0 R

Bz,
ERE % P a0l S5 KL TSR R 25, R/ AT PRI 22 LA — P DU AT 1Y

K AWHEMAT TRBERE SRR S s WA IR EUREUR B 3R AT 1845 VR 5
IREE DR B, UK DL 5558 R, MRS E A I AR5 T o

Key to the exercises:

Task 1

Task 2

Task 3

36

Test your problem-solving ability.

Generally, exporters can obtain information about prospective customers overseas through
the following channels:

Banks in the buyer’s country

Chambers of Commerce in foreign

Consulates stationed abroad

Various trade associations

"Trade directory

AN 1 AW N

Newspaper and advertisement

Having obtained the name and address of the prospective customers, the exporter may
set out to send letters, circulars, catalogues, and price lists to the parties concerned. Such
letters should tell the reader how his name is obtained and give him some details about the

exporter’s business, for example, the range of the goods handled and in what quantities.

Tell whether the following statements are true or false. Write T for true and F for

false.
1. T 2. T 3.T 4. F 5. F

Give brief answers to the following questions.

1. To build business relationships.

2. By advertising approach, we mean you can try reaching your target customers through
making advertisements.

3. We can find a great deal of trade information such as information about commodities,
manufacturers, buying demands etc.

4. We can distribute information of our products and services so that those who are
interested can know about us and contact us.

5. We should keep track of our customers and business partners.



Task 4

Task 5

Task 6

Unit{4] Establishing)BusinessjRelations

Match A with B.
1. d 2. g 3. 4.1 5.b
6. h 7. a 8. f 9. ¢ 10. e

Fill in the blanks with the right words or phrases. Change the form where necessary.

1. search for 2. demand 3. target
4. promotion 5. feedback 6. potential
7. take advantage of 8. customer 9. Contact

10. approach

Read the English sentences and translate the Chinese sentences into English.

1. By internet marketing, we mean you can use the World Wide Web for sales and
promotion.
By customer satisfaction surveys, we mean studies to find out if buyers are satisfied with
what they have bought.

2. You can try using a different method to do this task.
We can try cutting down our cost of production by reducing our staff.

3. You can plan a product release conference, where people can get more detailed
information about the products.
You can take part in various trade fairs, where you may meet some potential business
partners.

4. Another effective approach to marketing is to create a brand image of your products.
Another effective approach to retaining your existing customers is to make them happy.

5. On the other hand, consumers should bear responsibility for their actions when they could
have easily prevented the damage.
On the other hand, you must guarantee your product quality so that your customers will
be satisfied with your products and buy more.

6. By advertising, you can attract more people to buy your products.

By understanding customers’ needs, you can improve your products and services.
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I Section 3 Things to Write

Activity 1 Task-based Writing: A Business Liaison Letter )

Task 3 Write a business association letter of about 100-120 words.

Dear Sir or Madam,

We knew about your company through an introduction in Urban Commerce. We are
very interested in your products. Would you please send us the latest catalogue of your
products and a price list? We would be very appreciative. If the prices are reasonable, we
would like to place large orders.

Our corporation has been dealing with imports and exports of electronic products for
many years. At present, we are interested in expanding our range of business. If possible, we
would expect to establish a steady and long lasting business relationship with you.

Looking forward to your early reply.

Sincerely yours,

Wang Ying

Sales Manager

WEF Electronics Imp. & Exp. Corparation

“Activity 2 Applied Writing / Translating )

Task 2 Complete the the following letter by translating the Chinese given in brackets into
English.
1. knew about your company from Guangzhou Daily

toy products we are interested in

offer us a reasonable price

establish a business relationship with you

[ N O UCE N

are looking forward to your early reply

I Sectiond After-class Activities: More Things to Do

Chinese translation:

TREEHEENANT X
REE 25T I H Aa 300, P22 mlF AR RS 1A S B n i, | T
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B R IEA R SRR 55 80 ST HIRT o AT R AVE SR Bt AR B S, RS =
JEN TR S 55 WL MRS 1] 2, R BERS A B T8 — Ui Lk e A A By &

A2/ EV UM RESS B i b 1 R B BA e LU R — 2807k, RERS Aot il s wlFl
FIE HAE RBR BRI 5300 % P90

1. N T I B A

PERN R LR EW, BRI RBOERH) 77 2t R B IR J7 A e i A
B 52, B TR EESEREEIERIRER R P RS, i AN R )
AR AL REARA Y

2. T RIS IR B P ) S5t LM

WL AR T—4F— K& PR et A b TE 2254 T IE S s, (e RdE
XIEABEEIIEAA ROl . M T A RN — LRI B 458, el E—A
RS

3. BB R P4 s R WAL

BEAMEIIR, &P TRER L 58S — N AR, % - L A A A TRE = A — 2
SR hRAR ST ORI NS, XL NERT R AT A 2 TE

4. MBS RS R B It

DN T ERAHE BT ARAT ) IO 550 T BB A A T30, AR I 8 2 ) B0 LR S BB A 24 W) B
R, IR T AL . BT, B /KA IR |

Key to the exercises:

Activity 1 Read and Complete

Read the passage and fill in the blanks with appropriate words from the box below.

1. competitive 2. services 3. positive
4. clients 5. most 6. complaints
7. conduct 8. source 9. improving

10. accordingly

Activity 2 Read and Choose

Choose the answer that best completes each sentence.
1. B 2. A 3.D 4. B 5. C
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{1l Before-class Activities: Getting Things Ready

—
Read the passage in Section 2 and complete the following paragraph.
1. explain 2. benefits 3. needs
4. emphasize 5. apart from

Section|2|In-class Activities: Things to Do
“Activity 1 Listenand Write -

Script:
1. compelling 2. identify 3. emphasize
4. knowledgeable 5. capability 6. critical
7. last but not least 8. setapart 9. technological life-span

10. patent protection

m ]

Related Information:

1. Promotion is a form of corporate communication that uses various methods to reach a

targeted audience with a certain message in order to achieve specific organizational objectives.
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Nearly all organizations, whether for-profit or not-for-profit, in all types of industries, must

engage in some form of promotion. Marketers have at their disposal four major methods of

promotion. Taken together these comprise the promotion mix including advertising, sales

promotion, public relations and personal selling.

2. Advantages and Disadvantages of Each Element of the Promotional Mix

Mix Element

Advantages

Disadvantages

Advertising

Good for building awareness
Effective at reaching a wide audience
Repetition of main brand and product

positioning helps build customer trust

Impersonal — cannot answer
all of a customer’s questions

Not good at getting customers
to make a final purchasing

decision

Personal Selling

Highly interactive — lots of
communication between the buyer and
seller

Excellent for communicating complex
/ detailed product information and
features

Relationships can be built up —
important if closing the sale may take a

long time

Costly — employing a sales
force has many hidden costs in
addition to wages

Not suitable if there are
thousands of important buyers

Sales Promotion

Can stimulate quick increases in sales
by targeting promotional incentives on
particular products

Good short term tactical tool

If used over the long-term,
customers may get used to the
effect

Too much promotion may
damage the brand image

Public Relations

Often seen as more “credible” — since
the message seems to be coming from a
third party (e. g. magazine, newspaper)
Cheap way of reaching many customers
— if the publicity is achieved through
the right media

Risk of losing control —
cannot always control what
other people write or say about

your product

Language study:
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1. identify: v. to say, show, prove, who or what sb. or sth. is; establish the identity of I\, %%

For example:
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A good marketer should be able to identify the status of clients. —/MFAEHIN TNV IZRENZHA T
E eI

Can you identify your company’s umbrella among this lot? /REEZEX LA AR w4 2

. feature: 7. a (typical or noticeable) part or quality FFiE, F#a

For example:

The sole redeeming feature of this job is the salary. X TAEMEEF KM T 9RFM—VIZ A E
That’s been a feature of my last few interviews. X A&Fid 2L HAR — MR

. benefit: n. advantage; good effect Flti, #isi

For example:

This project is of great benefit to everyone. 3X3 TREXM N NEB KA U4

What is the benefit of doing that? XFHA T ALFAL?

. address: v. to be or give enough for; fulfill (a need, desire, etc.) #i/& (7K, AAESE)

For example:

Every effort is made to address customer needs. ZL/{ 41355 J1iif ) & T 22

It seems that our company can’t address your desire to be a manager. F KA 12 7l ARET 2 /R
AP

. Consider including pictures if they would help your readers get a better understanding of your
product.

consider doing sth.: think about doing sth. &3t HE

For example:

We are considering reorganizing the production process. Al NEFE% JEUGHEA F= 10 72 .

I considered employing Mr. Smith but decided that Mr. Jones was more suited to the job. A<k
TERS A, JESRIA B A B A XA A

. get a better understanding of: to understand fully or better B i | fi#

For example:

"To get a better understanding of how advertisers persuade us to buy their products, we’d better
have a bird’s eye view of human nature. 2 | BRI #5609 A un] ) Fe A VB A% LAt AT 1Y)
PR, BRI AT AT — T AR A

Only when we get a better understanding of the importance of our job can we do it well.

SR TRATE It 1 TARRI R, Bl RERE AR

. capability: n. the capacity to be used, treated, or developed for a specific purpose HRE; %

il

For example:

the capability of the metal to be fused &IPSk

nuclear capability #Z#g

. technological: 4dj. of or related to technology BH¥HY, Tolldi AN

For example:

This is one of the great technological advances of the 20th century. iX#% 20 #H-£0fi KFIFHE
Z—

Our product and technological level leads in this field in China. ;= 5iFIBE AR K AR P 840
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10.

11.

12.

13.

14.

15.

16.

44

KFo

patent: 7. a piece of writing from a government office giving someone the right to make or sell a
new invention for a certain number of years %]

For example:

It is a patented product of my company. iX f&F& 4% & ) — I LFIF7 i

He has applied for a patent on his latest invention. ftl &L iR & BHHiE T L.

labor: n. work or effort 553f1, 5577

For example:

We are short of skilled labor. A TR AR T

He was given 5 months’ hard labor. fi#Ab 3 it AN H 3% T,

client: 7. a person who buys goods or services from a shop or a person trading, esp. regularly i,
FJi

For example:

The manager said that he believed the client would come next week. ZFRBAMAHE R T 2
K

I need you to go through our client list. T EAREE 1) 45 50 E ik

outsider: z. person who is not, or who is not considered to be, a member of a group, society, etc.
JshNG AT

For example:

I feel like a total outsider at the company. Nobody wants to tell me what’s going on. F3&fHH .
TEo T UG REANRAM . BNE TRRERR AT .

Well, that certainly proves you’re an outsider. XHSLIEIRAZENIM T,

bore: v. to make (someone) tired or uninterested, esp. by continual dull talk 4> A4

For example:

The boss bored us all by talking for hours about his new house. ZHELEJ LA/ NSRRI HT 5
°, AR TREHIRGUE T

Lengthy self-introduction always bore interviewers. TUA F T Z3 S TR R

trivial: 4dj. of little worth or importance Bifft), JCIEFEEN)

For example:

We won'’t accept any workers who often get angry over such trivial matters.

FA M SHAATR X 2/ N FEBIIF K TN

The manager warned us not to waste our time on these trivial things. ZEFIE A IRAT AN ZHE )
IRSRAEIX LTI

detail: 7. a small point or fact 4077, /N

For example:

The full details of the agreement haven’t been made public. PR H4HTT WAL .

Let me give you more detail. 1EFREARBIN

No matter whether you are selling a product or offering a service, one important thing that you
must keep in mind is to emphasize your USP.



17.

18.

19.

20.

21.
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No matter how / when / where / why / what / which / who ...: it makes no difference ... T0it,
ANE

For example:

No matter how hard I work, there is always more to do. NEKTHLALT1, BAAMATEN
TAE.

No matter where you work, you can always find time to study. FTEie/RIEMRE TAE, /REREFRE]
LiEIESS

keep ... in mind: not to forget something; include something into one’s considerations NI,
wefE

For example:

You should keep in mind that you are only a waiter. /RN iZicAFRIUE— MRS

I hope you will keep in mind what I am saying. A B /RIEFRIT A TG ICE R

emphasize: v. to place emphasis on 3£ ; H¢HEHL

For example:

The boss always emphasizes the importance of training. AR RPIRE I FE:

What special features should I emphasize in the advertisement? 7£J 5 H a5 T P2 i i R
AN

proprietary: 7. owned or controlled by sb; held as property A1), THM

For example:

But our software’s not proprietary. {HE A I HAASEFAA I o

The products produced by our company are completely unique and proprietary. A 12 7 HF=H)
P2 i ST AR R LA

set apart: $& i B

For example:

One day of the week should be set apart for relaxation. & W i%& H— KBTI

He was set apart because he suffered from an infectious disease. fi#faES I 1, K MAhAS T1E5
solicit: v. to ask for (money, help, a favor, etc.) from (a person, group, etc.) iR, ZK

For example:

We solicit your close cooperation with us in this matter. FA BRI FHRELS T HhEIFI & 15
I solicit the favor of an interview, and assure you that if appointed, I will do my best to give you
satisfaction. IFE P Lo, WERM, AN, At AvnkS, UMAFER,
internal: adj. of or in the inside, esp. of the body &R, TEP (JUFE Bk )

For example:

Promote internal team work and 58 activity. fi&iF NI BAEEAD 5SS 630 .

We changed our internal organization. A IS 7 FAl 100 N ERZHZALEH)

critical: adj. of or at a crisis BERSLI), FEATAM

For example:

This is a critical time in our history for the development of our company. X &A1 7% S8 i
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S SCHEIN

This is a critical moment when there will be a change for the better or the worse, XEAFELFT:

#5k
22. drab: adj. cheerless, uninteresting Z W), oI

For example:

The streets used to be filled with people wearing identical drab clothing. £5i& _FiifEH AT 25

BRI R
The new chief makes a change from the usual drab meeting rooms.
FEESE T LRI 2 I0EA

23. compelling: 4dj. arousing interest, making necessary 5|2 24HRIY ; 5RIA K

For example:

I don’t have any compelling reasons to reject his offer. TR AL 4 NG i A3 v] LLFE 2t py

PRk A,
He doesn’t find its features very compelling either. il A & EM IR AFENZ AL,

Chinese Translation:

HESH T M AR 55

ST B SIS AE RS ORE S EUR 55, BB AL, TR
gD 1T LA AT S

WERIRBI BRI 0, IR 2 RBRE ERAT A7, ER 2 R ERTRERI R .
MERIE R REA BT B8 i TR IRA =, IR AR T RV 1y o R EEARE = i RN |
ek B, R, Bt TR TIRE. BORGERAIERIOR . ARl DU R e A A
i), ERTHIAE IR H 73 TR A

NERIRHES AR S5, WU IRER B R 2R S5, IR S5 2 LA B Z I 55 28t X
G TR o VRBEAEMR LA TR 557 A AMERBIIR S SAAN ] T gift akpktaie s &
PEATAR 5560 H R el A7 S B g REAR 55 B0 A BR B B RE D il RO R 40 iE
R HERIE B EZEREMLEIMT N TARIREAR S5 EITAT, AR5 24l IR

Teie VR R s 55, AT — A T EE A S A SR AR S R 32 1
T2 R S R LR VR P i R 55 TS S i BT EH ARV o NRAZ RS2 s AR 55
THRDRSER &, RIERBEAREERN . WRER D AMESTFHI PRSI A% 2
AR B ATy B R R OC TR o 7 BOA MR S ST , URE i 55 2 i
R, MU S E A SR I B ) R SLE

MRS AT 20 TS, EMR—NEAE (WEHERAEER) |, =
Fe—FIRRIRAY 507 (LB Feas ) .
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Key to the exercises:

Task 1 Test your problem-solving ability.

USP, the Unique Selling Proposition (also called Unique Selling Point) is a marketing
concept that was first proposed as a theory to explain a pattern among successful advertising
campaigns of the early 1940s. It states that such campaigns made unique propositions to the
customer and that this convinced them to switch brands. The term was invented by Rosser
Reeves of Ted Bates & Company. Today the term is used in other fields or just casually to
refer to any aspect of an object that distinguishes it from similar objects. Also, a number of

businesses and corporations currently use USPs as a basis for their marketing campaigns.

Task 2 Tell whether the following statements are true or false. Write T for true and F for
false.
1. T 2.T 3. F 4. T 5. T

Task 3 Give brief answers to the following questions.

1. I have to clearly explain our products or service, identify their features and benefits, and
discuss what needs or problems they address in the market.

2. The information includes: what a product is, what it does, and its features and benefits;
its size, shape, color, cost, design, quality, capabilities, technological life-span and patent
protection; how it is produced, the materials required, and the type of labor needed.

3. We have to makes our service different from that of our competitors.

4. USP is the proprietary information that sets your product or service apart from your
competition. Without a USP, your product or service will appear dull and there will be no
compelling reason for people to buy it.

5. Open-minded.

Task 4 Match A with B.
1. ¢ 2.d 3. e 4. h 5. b
6. 1 7. 8. g 9. f 10. a

Task 5 Fill in the blanks with the right words or phrases and change the form where

necessary.
1. emphasize 2. was critical to 3. feature
4. setapart 5. solicit 6. bored
7. internal 8. identify 9. benefit
10. address
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Task 6 Read the English sentences and translate the Chinese sentences into English.

1. When developing new products, marketers have to identify consumer’s needs.
When doing a market research, you have to collect information about consumers’ tastes
and habits.

2. Consider buying this one if you want to save money.
Consider giving it up if it would do harm to your eyes.

3. Buy this bike with an umbrella on it to satisfy your need to go out without being exposed
to the sun.
Buy a mobile phone with the function of the mp3 to satisfy your need to enjoy music
without carrying such a big radio every day.

4. No matter what terrible situation you are in, one important thing you must keep in mind
is to keep your confidence.
No matter what kind of job you are looking for, one important thing you must keep in
mind is to maintain or improve your own image.

5. Without optional colors and shapes, the product will lack competitiveness. .

Without a substantial discount, your service will appear expensive.

I Section 3 Things to Write

Activity 1 Task-based Writing: Describing Products and Services )

Task 3 Write a product description of about 80-100 words for the flower tea (see the picture

48

below).

Flower Tea
I am happy to offer you this amazing flavor of artistic flower tea. This tea is made up of
young tea leaves, sweet osmanthus, and jasmine flowers. It is really a modern tea, pleasant
to the mouth as well as the nose. We selected this tea for its fragrant presentation and low
pricing. Steep for about five minutes and then serve for a treat that is surely to bring a smile.
This flower tea can relieve pains, nurse the internal system of the body, lower blood pressure

and make the skin more smooth and beautiful.
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Activity 2 Applied Writing / Translating

Task 2 Complete the following passage by translating the Chinese given in brackets into
English.

separated from the device easily

when the bottle is full

generate 20 bottles of drinking water per day

The volume of the bottle

enables the user

N1 AW N

than buying bottled water

BN Section/4)After-class Activities: More Things to Do

Chinese translation:

A0 {A]7E ) _E HESH 7
LA N LI I 7 5 () G A ARSI 2 5 TS B0 A,
TR A B, R . B AR 5 4

HAPR «
5510 BEANEE KM, SRR AR, ERNEED RS . EERBIHLA
R A

552 0 PEH MRS, MTEN A S 1SS R AR, DB MR IR A
BRSIE, MW WY R H R o XA RS, JC RIS R R,
AT IR R D5 25

5530 Bt IRERERL AL, BAUE—-RERENGHE, HERARIFERSA
M,

55 4 5 HAMIG ER IR, DA B R sl i

555 W BARASH L BRI W . AR M S AE A B, [BES, (R AIETERR
MR RT b

5 6 ROTREMIRIVIELI A IR L2 R e, AR s % B R s i
BOTR . STRTREE

557 ORI PRSP ORMERBUR .

PR

WP AL EREAR S 5 5 1R 00 28 w2 i A FRARIGEE R o TSR TR0 W] i) 44 FR 2 Acme,
i 7 &4 8 1 7= i 4 FR 4 Rough and Tough Trash Cans, # 4 i) 38k 4 I 4 acme.com,
acmeroughandtough.com, roughandtough.com BRI AR VT, RIC—DIFR i, LR
D355 U5 B IR Z B AN N TEREZ B R
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Key to the exercise:

m j
Read the passage and fill in the blanks with appropriate words from the box below.
1. access 2. search engines 3. increase
4. professional 5. Promote 6. classified
7. options 8. return 9. connected to

10. protected

m -

Choose the answer that best completes each sentence.
1. D 2. C 3. A 4. D 5. C
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{1l Before-class Activities: Getting Things Ready

—
Read the passage in Section 2 and complete the following paragraph.
1. chance 2. buyers 3. guarantee
4. attending 5. goal
Section|2|In-class Activities: Things to Do

“Activity 1 Listenand Write -
Script:
1. booth 2. guarantee 3. vendor
4. option 5. professional 6. specialize
7. compete with 8. focus on 9. reap dividends

10. a home show
“Activity2  Readand Think -

Related Information:

Attending Fairs

Every year there are thousands of exhibitions and Fairs being organized throughout the
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world. There are two main participants in a fair, which are known as Exhibitors and Buyers (or
Visitors). In general, take Canton Fair as example, as an Exhibitor, the followings should be done
to attend a it:

"To apply for the Stand of the Fair

"To make catalog to introduce your company and your product

"To get ready to receive customers

"To get the Application for Invitation

"To get Visa Application

"To get registration

Canton Fair Complex

China Import and Export Fair Complex (Canton Fair Complex for short), the largest
modernized exhibition center in Asia and the venue of Canton Fair, is located on the Pazhou
Island, Guangzhou, China.

The first stage project of Pazhou Complex covers a ground area of 430,000 square meters
with the structural area of 395,000 square meters. With 13 exhibition halls on the first and second
floors, Pazhou Complex has an indoor exhibition area of 130,000 square meters and an outdoor
exhibition area of 22,000 square meters, being the largest exhibition center in Asia. The Complex
has been in operation since the end of 2002.

Language study:

52

1. When you are deciding what trade show to attend, the key is to be clear about your goals.
The key is ...: The most important thing is ... FEgE- -+
For example:
To learn the skill well, the key is to do more practice. Z2EUF XA RE, SR T L4,
To promote business, the key is to get more orders. B AT, SR T L FFRILE HL,
2. guarantee: v. to ensure; to promise or make certain {&iE, fH{#
For example:
Good planning will guarantee success. iK1 I SRIIE

I guarantee that you’ll get useful information in the fair. FPRIE/RAEMIXANZE S 258 HIN{E
]

/BN O

3. specific: adj. explicit, particular, or definite FAf); BHHfHAY
For example:
Please be more specific about your requirement i HAARFIARA T ZR
I want a specific answer about the price. FAHE—MHEFINEREE -

4. vendor: 7. a person who sells something, esp. real property 3277, /NI

For example:



10.

11.

Unit|6) Attending|F,airs‘and|Exhibitions,

The vendor signed a contract with the purchaser. 277 5L 7%0] 1 #2,
It is a document sent to a vendor requesting goods or services. iXJ&—FERLGLITI), KT

SKATYIRIR 55 SR 0 S

. If you are looking for a specific product, you should choose a trade show with as many vendors as

possible for the product you are shopping for.

As ... as possible: X[ fig:--

For example:

You are supposed to effect the shipment as soon as possible. 7RI IN 1%/ R ZHEREZ

Please speak as loud as possible. 1%/ & 5 A — s,

option: 7. the act of choosing; the power or liberty to choose #E4%; AL

For example:

Another option to consider is volunteer work. 73— AN1] % SIS 2l L 55 TAE .

He had no option but to agree. fthiF& 1 [H]Z/MTo S

specialize in: to concentrate on a particular activity or product % J\F; £

For example:

We specialize in wood furniture. A 1& T JEEARFTH .

Their company specializes in fireplaces. il 1A F %[ &2 REY

booth: #. a stall for the display, esp. a temporary one at a fair or market #fi;

For example:

Now when both people and machines are available, it is time to contact the administration and
ask them about a free booth for the project. BUEAFWLEENA 1, IHFEWE LA R RS
B, EMA CARA R A R SRR

Trade show staff is usually responsible for booth setup. 24 TAEA — B E AT I ERG .
compete with: to make efforts to gain an advantage or win a victory over 5------ T

For example:

We cannot compete with so experienced a company. FA 1IJEiE S A NEE KA w754+
Small shops cannot compete in prices with the big companies. /NERTCIELENAS_ IR AL w3
FIsE4i

As you see, your product doesn’t necessarily have to fit the theme of the trade show; it only has
to fit the customer.

not necessarily ... N—xg -+

For example:

It does not necessarily show you will get the order. XFHAFIHIREERIFARANTTHL,

Luxury does not necessarily give you happiness. B A—E LR R

professional: adj. of, relating to, suitable for, or engaged in as a profession Bl (%) i), M55
i) For example:

So, your first step should be to reach out to professional organizations in your industry. LA,
PRI S — 5 3R B — MR BTES Tk ) Flk Y ZH LT

I am confident in his professional ability. FXHMBHDIL S5 RER A (E Lo
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12.

13.

14.

15.

16.

17.

on a ... scale: at a relative level or to a certain degree 7E----++J21fl; LL------ AR

For example:

We need to organize a business activity especially one run on a large scale A/ TZHZ—IR KHL
B RS

It was a business deal on a trivial scale. 3X /& — KM EA B RIS 5 o

aim at: to propose to do something; intend $7%5; LL------HFx

For example:

We must aim at increasing / to increase exports. A TE 1R 142

The factory must aim at increasing production. L] Wiz A& A== 4 H 1Y .

in depth: thoroughly; deeply HIJEHE; RAM

For example:

He has studied the product in depth fIRAHBTE T HAN P2 o

You should think about the agreement at length and in depth. ¥RN 1% 75/ )RR FEHRAN P o
ensure: v. make sure Ffi{#

For example:

Try to ensure that this timetable is strictly kept to. Z5 R4k B SFIZ I )%

Please ensure that the goods could be delivered on time. i5#{#-FZHT 2242 .

reap: v. to gain or get (something) as a reward 3K, 45

For example:

Sow nothing, reap nothing HEAHE, FKAML,

We reap the benefits of the deal. A TTEARIK AL 5 3R A U4k

focus on: to concentrate attention or energy on FEHER J1olRE

For example:

Trying to focus on it all is a risk in itself. AR P ERTA R LA S & B .

The key is to focus on one goal, and to put all your energy into achieving it. JEHELET SEIEIRE
—ANEFR, JEHARIRE AR S8R ke fm.

Chinese translation:

MEERS
PRI A 2RO RS E . PR S, SCHE TR AR A C A HbR, A IXEE,

A REPRIES R VR R R T

1. SHAEI T ER 5
MR R — A BRI, R — A 2 B URBRIA L™ S 3207 S 2 24 IR

R B 22 O JEE BRI B R e BT
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2. YRR SR 5 FHCER
ISRRREH R 0, TR TR R IRAO LSO MR IR B . i, i e —%%

W ZERE ) ], AR N BES R 2AT R ATE , VR ATR A HAN S R BEY RS54 TITE
Wi b, UREERTHERIRI 2 P, BRI 2 T IEAWRAERAREE, VREIF= A —E 2
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PR 1, (T EAT S 2R,

3. ESL AR A FE Sl 55 1A 2%

W HEAARR MEAAAT MR NRIME” o MRS m — MR
WA T NP6 B, S LRI AN HbR 2%, fERE L,
PRELEIE SRR TR AR, FEAZIRAER L LB BRI A2 B AR B By, AR Sk
AR FFEOR A IER SV TR TS

EHPRE =AT7ik, WREIEFE, ST IR SNEEAFTEER. ok, RuatE
SEEREMNRS BRI A, RIGHEE— N REER RSB H AR R 2

Key to the exercises:

Task 1 Test your problem-solving ability.

China Import and Export Fair, also called Canton Fair, has been held twice a year
in spring and autumn since it was inaugurated in the spring of 1957. It has become a
comprehensive international trade event in China with the longest history, the largest scale,
the most complete exhibit variety, the broadest distribution of buyers, the biggest buyer

attendance, the greatest business turnover, and the soundest credibility.

Task 2 Tell whether the following statements are true or false. Write T for true and F for

false.
1. T 2. F 3. T 4. T 5. F

Task 3  Give brief answers to the following questions.

1. Find products or services to buy; find buyers for products or services that you sell and
build a professional network with people on either a local or national scale.

When deciding which trade show to attend, the key is to be clear about your goals.

We should choose a trade show with as many vendors as possible for the product.

It helps to be clear about who the customers are.

[ N O UCE N

"Trade shows offer an excellent forum to meet and greet other professionals.

Task 4 Match A with B.

5.

l. g 2. b 3. h
i 10. e

6. a 7.1 8. ¢

A
o,

Task 5 Fill in the blanks with the right words or phrases. Change the form where necessary.

1. offers 2. have guaranteed 3. specific
4. specializes in 5. professional 6. focus on
7. option 8. reap 9. compete with
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10. as many ... as possible

Task 6 Read the English sentences and translate the Chinese sentences into English.
1. When making a career plan, the key is to be clear about what you can do.
When looking for a job, the key is to be clear about your interests.
2. If you want to find a good job, you should collect as much relevant information as possible.
If you are a businessman, you should find as many partners as possible.
3. Equipment and technology upgrades do not necessarily solve the problem.
Stress in itself is not necessarily harmful.
4. As the saying goes, it’s not the winning or losing but participating that matters.
As the old saying goes, honesty is the best policy.
5. As everybody knows, he is an expert in computer software.
As the proverb says, “you don’t get a second chance to make a first impression”.
6. I hope this can help ensure that the quality of the product can meet our demand.

These measures can help ensure that the requirements are met.

I Section 3 Things to Write

Activity 2 Applied Writing / Translating )

Task 2 Complete the catologue by translating the Chinese given in brackets into English.
1. Registered Capital

was established in 1984

ranks among China’s top 500 enterprises

It has mainly been engaged in

Place of Origin

AN Sl

Contact us

B Section4/After-class Activities: More Things to Do

Chinese translation:

FEHHOBRZSS
BAEFERMIZE, SRE TURINE) 20 T 10 R R AHZ) o [ i % A 00 Jg & —— gk RS
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A ey, R —IKAS AR E 2k

JUAR SN 1957 SEHRLG, BAEAEH T M PIR IR R 5% EHE SR ARE
NRBUFIEFE F0p, HEXFAMNE S ORI R4 4 2007 48 H E LRSS S 20l
PEBERORRRSS, ) MRS5S TREEFETA4HISHRES HSH, #&FTF IOH
15 HE 11 A 4 H20p, 8o =l, IRaf—HEsRmyie . R a@s; 172
FTHERENRTTE, ALMMEEREMNS; RS =R RN 2 RS é\lﬁligﬁ
B2 (g

EREPEANMEL, RS NCREE RIS . eI TR ESNE S, mE DLIE 1A E
R EIEGR . S5 RSUERSi. FERERE L, RS AT RS —, R E D R
B MR R e RIS RN R BRI A AR R i)
CEOEEPR R B %S . Bl RS B R A dy REED) LRI ESL, W& PEXT MR
SR SEIAETIT 2K

Key to the exercises:

Activity 1 Read and Complete

Read the passage and fill in the blanks with appropriate words from the box below.

1. gather 2. biannually 3. organized
4. known as 5. is divided into 6. as well as
7. recorded 8. in terms of 9. comprehensive

10. greatest

Activity 2 Read and Choose

Choose the answer that best completes each sentence.
1. C 2. A 3.B 4. D 5. A

57



{1l Before-class Activities: Getting Things Ready

—
Read the passage in Section 2 and complete the following paragraph.
1. process 2. transactional 3. strategic
4. trained professionals 5. talent

Section|2|In-class Activities: Things to Do
“Activity 1 Listenand Write -

Script:
1. management 2. responsible 3. rewarding
4. representative 5. talent 6. function
7. human resource 8. trained professionals 9. serve as

10. focus on

TActivity’2""Readand Think™ T ET R T T 0T
Related Information:

— \ @AM
1. More information about Human I&SOM

Human resource management is the process that involves everything that has to do with staff
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in an organization. This includes everything from writing a job advertisement to arranging a
golden watch for someone who is leaving after many years of service. Human resources can
really be arranged into three main categories: recruitment, induction and retention.
Recruitment

Recruitment is the process of finding new staff. It will start with a manager requesting a
new position to be filled, or a position to be filled following someone moving on. Human
Resources will then initially review the request. If it is felt that the post is or remains
necessary, processes will be followed to write a job description and person specification that is
suitable for the position. Then, decisions need to be made about where best to advertise for
the role itself.

Induction

Once a person has been appointed, the process of induction will begin. In most organizations,
induction is a half day course where the organization is introduced. The remainder of the
induction, such as learning about the job role and job location, is left to the line manager.
Most organizations will use a check list of points that a new member of staff should be made
aware. This process generally takes around six weeks.

Retention

Going through a proper process of recruitment and induction is a real investment in a person,
and it then becomes important for an organization to ensure that this person stays within the
organization and is allowed to grow to their full potential. An employee should be seen as an
asset and needs to be treated as such.

Other Human Resource Related Processes

Human Resources are also involved in payroll processes, although this is usually handled
by a separate department. Other issues that Human Resources are heavily involved with are
disciplinary and grievance procedures. Retirement and planning for the future is another
process that falls on human resources.

Succession planning: Succession planning is a process for identifying and developing internal
people with the potential to fill key business leadership positions in the company. Succession
planning increases the availability of experienced and capable employees that are prepared to
assume these roles as they become available.

PAYE: A pay-as-you-earn tax (PAYE) is a withholding tax on income payments to employees.
Amounts withheld are treated as advance payments of income tax due. They are refundable to
the extent they exceed tax as determined on tax returns. PAYE may include withholding the
employee portion of insurance contributions or similar social benefit taxes. In'most countries,
they are determined by employers but subject to government review. PAYE is deducted from
each paycheck by the employer and must be remitted promptly to the government. Most
countries refer to income tax withholding by other terms, including pay-as-you-go tax.
Induction: Once a person has been appointed, the process of induction will begin. In most

organizations, induction is a half day course where the organization is introduced. The
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remainder of the induction, such as learning about the job role and job location, is left to the
line manager. Most organizations will use a check list of points that a new member of staff

should be made aware. This process generally takes around six weeks.

Language study:

1. Itis also responsible for overseeing organizational leadership and culture and ensuring compliance with
employment and labor laws.

ERMA PRI HIEIIEH , XPER RS AT, FFSIFE be responsible for AYTETH
WRsr . Al BRI E HSWUL B SRS PR AR S bl A5 2l
oversee: v. If someone in authority oversees a job or an activity, they make sure that it is done
properly. Wi ; Wi

For example:

Use a surveyor or architect to oversee and inspect the different stages of the work. i§—{ 772t
L LR FUIIR B IR A AN I Bl LA o

We oversee the entire quality-control process for food procurement. Al 1EFENE &Y RIEEFE
Hh o SR

ensure: v. to ensure something, or to ensure that something happens, means to make certain that
it happens. fRIE; #fif%; fHOR

For example:

What we have done is all meant to ensure profitability. FA I ARLCER R 1 0 PRELF .
Please ensure that you have read the terms and conditions. i&HfifRER CL BSEAS G300 4544
compliance with: Compliance with something, for example a law, treaty, or agreement means
doing what you are required or expected to do. #&~F; AR

For example:

Does the supplier perform quality inspection to ensure compliance with defined quality
requirements? HER {5 A2 5 HE T2 ST RS A LU CRAF B DT R 1 B R R

All the cases are strongly packed in compliance with your request. FTA#i F#HZ /R 7 Bk 3€
[

2. In circumstances where employees desire or are legally authorized to enter into a collective bargaining
agreement, HR will then serve as the company’s primary liaison with the employees’
representatives (which is usually the labor union).

) RUARER 53 where employees desire or are legally authorized to enter into a collective bargaining
agreement ETE A, AEH circumstances, MCERSFIYENIE: FEHR SUA B EOEBIEROE T HAK
EFEBFITER T

serve as: If something serves as a particular thing or serves a particular purpose, it performs a
particular function, which is often not its intended function. gg----+ IYEH: 7824

For example:

This email can serve as an official receipt for this payment. iX3 L F-HB{4 0] LLFE 4 AT 2T 1
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ol

Such resistance should serve as a warning to investors. XAEHIHEHI I 24 B AR T Z 10 Ee s
representative: 7. A representative is a person who has been chosen to act or make decisions on
behalf of another person or a group of people. fX3&; RHA

For example:

She is often under great stress as a sales representative. /EA—AEBEREMETHHRKET.
Employees from each department will elect a representative. &N 10 5 T2 06 — A%

. strategic: adj. Strategic means relating to the most important, general aspects of something such

as a military operation or political policy, especially when these are decided in advance. &% (14 )
s s (B iy

For example:

Europe’s strategic outlook is changing. KK A% i 576 & A28k

We need time for creative and strategic thinking. FAl 175 M RIZE T AE AL RS

. initially: adv. Initially means soon after the beginning of a process or situation, rather than in the

middle or at the end of it. 54]; Fh

For example:

The publishers she contacted all showed great interest initially. fltE 22 i i R —JF4a #2310
H IR ZUA GER

Initially, they were wary of risks they might face with. FFEGHHAT 1N DT BT HEE 21 4 XU o

. dominate: v. To dominate a situation means to be the most powerful or important person or

thing in it. ;W

For example:

The book is expected to dominate the best-seller lists. XA 2 a1 s BHA TR E
The company now aims to dominate its domestic market. 2= BLE B LE R HE N1 .

. transactional: adj. 22 51

For example:

Several private banks are recognizing that clients are looking for more than simple, transactional
banking. ZZFAANBATHIC EIRE], F P RUEHA UL B A SV ERATILAR 55 .
"Transactional data helps businesses make money, and the government thinks consumers should

profit from it too. & Sy AR W ET A IHEER, BURFIA A% P AR Sl RS Sy Bt 32 4

. globalization: n. £¥kft

For example:
Can a more balanced globalization be achieved? W] LLiE4ERILIIG FHiib 4.2
Trends toward the globalization of industry have dramatically affected food production in

California. Tl AERALAGFEHT AR FEE A & A= 52 5k

. advancement: 7. Advancement is progress in your job or in your social position. $#£Ft; EF

For example:

Numerous studies have shown personalities can impact career advancement. 25 HRH, 4

PERERS MO T
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11.

12.

13.
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He cared little for social advancement. AN KAERE S T

initiative: 7. An initiative is an important act or statement that is intended to solve a problem.
Wettral; B

For example:

She was disappointed by his lack of initiative. fil Xl D FFBGOMEEJEE

She knew she had to take the initiative and maintain an aggressive game throughout. i1 H
RIS, JF HIGZAORRntE A i 7S3

dedicate to: T If you say that someone has dedicated themselves to something, you approve
of the fact that they have decided to give a lot of time and effort to it because they think that it is
important.

For example:

I like to work with people who dedicate to their work and have integrity. B XF TAEHRN . IE
HA— T,

Bessie has dedicated her life to caring for others. Jp§—A=#55J7F BaJifds A .

explicitly: adv. To do something explicitly means to do it clearly and openly, without any attempt
to hide anything. BBl ; ZE AR MY

For example:

Their intention is not to become involved in explicitly political activities. fifi ITEE 2 528 & H
AEGRPERER

She has been talking very explicitly about AIDS to these groups. {th—EL#BEIRH HHRKHLAX 2L
HEAIRIE S )

turnover: 7. The turnover of people in an organization or place is the rate at which people leave
and are replaced. ( A5l ) Jigh#

For example:

Short-term contracts lead to a high staff turnover. 3 & [FIfdi454 51 T ah R85 .

The industry has a high turnover of young people. %4 Tl 4FEFE ML i 81 R B

strive to: If you strive to do something or strive for something, you make a great effort to do it
or getit. % 7J1; JI3K

For example:

Why don't strive to make things easy and simple? A A TARESS S R IH A1) HLAS H ok
W7

I strive to keep a personal atmosphere and writing style. F&/ 7 EHF—FhANHI 57 RS 1R XU -

(%)

Chinese translation:

AN FIFEEE
N FI IR BRI UG 57 3 sl N 08 R0 4 B A . N DIV PR ST 52 0 IR 55 |

Pride ., FEII, PPAELLEAN, AT E S B USRS TR R S bl A5 sl o
TERR PIA BOF HR A T AR S ARG OL T, A IR ) 28w B AR (Gl
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FETEr) ZIaHEEHRS NHITER]

AT 20 AL B ABRR RAB B b, AR SR UER] —Leidid %t 55 3 1
R SR P B R R AN B 7R . HERRE R BRI TR, g SEm e s, (2
R, MTFEmMATT R, ARSI, BRI —B PR SES RN R, N5 IEBE
FEORTERIETE S 2, WAHTF 500 . A BB FPE AT, 575 R , IR Z ek 5k,

TERIRISLEN AT, ATBHIRAERSE ol LU A2 i BN L 50 . (R R AR L, i 2
A—BAIREMIBAEN A, BETIAA TSI FE AN GHERE SRS, S5 8A
S PEDRE . IR ABUEA A B, SSEEEI . Sl S D R A RS AR T —
SEBRER R AR E ERNREAY 2 S TR, AR SCEA LA T 2 SR N RS,
K] A—LEAHSG L TARUERA) H R A LR o

TEYHTEER TAERNE T, P 2Bk sl # SO T ORREHS7 3 DR A RERANR, #REE
FEAR SRS A R A RE . X620 w5875 B IR B i b TAMETR ZEmraiih 22, mH 234
O TAERE ) LIRS ARHATAE 5L A X, A I8 N 5 IR I B0 T it — LR 5|
BULHIREF], IR A TR A XU o

Key to the exercises:

Task 1 Test your problem-solving ability.

David Olson Ulrich (born 1953) is a university professor, author, speaker, management
coach, and management consultant. Ulrich is a professor of business at the Ross School
of Business, University of Michigan and co-founder of The RBL Group. He has written
numerous books covering topics in human resources and leadership. Ulrich is currently on
the Board of Directors for Herman Miller, a Fellow in the National Academy of Human
Resources and is on the Board of Trustees of Southern Virginia University.

Dave Ulrich has been ranked the No. 1 Management Educator & Guru by Business
Week, selected by Fast Company as one of the 10 most innovative and creative leaders and

named the most influential person in HR by HR Magazine for three years.

Task 2 Tell whether the following statements are true or false. Write T for true and F for
false.
1. T 2. F 3. F 4. F 5. T

Task 3  Give brief answers to the following questions.
1. Human resource management is the management process of an organization’s workforce,
or human resources.
2. HR plays several roles in a company:
— HR is responsible for the attraction, selection, training, assessment, and rewarding of

employees;
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Task 5

Task 6
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— HR oversees organizational leadership and culture and ensures compliance with
employment and labor laws;

— In circumstances where employees desire and are legally authorized to enter into a
collective bargaining agreement, HR will also serve as the company’s primary liaison
with the employees’ representatives.

3. HR now focuses on strategic initiatives like mergers and acquisitions, talent management,
succession planning, industrial and labor relations, and diversity and inclusion.

4. 'Trained professionals.

5. Because new hiring not only entails a high cost but also increases the risk of the newcomer

not being able to replace the person who was working in that position before.

Match A with B.
1. ¢ 2. f 3. a 4. j 5.h
6. b 7. e 8. d 9 10. i

Fill in the blanks with the right words or phrases. Change the form where necessary.

1. strategic 2. responsible 3. process
4. serves as 5. been authorized to 6. typically
7. focus on 8. appeal to 9. entail

10. preserve

Read the English sentences and translate the Chinese sentences into English.

1. The after-sales service department is responsible for offering comprehensive after-sales
service and support.
We have a manager who is responsible for the training of new employees.

2. In circumstances where a contract has been signed, the two parties should undertake the
obligations.
In circumstances where an economic crisis breaks out, small businesses will face with fierce
challenge.

3. The duties of quality inspection are usually performed by quality inspectors.
The duties of the inspection of the safety conditions of a project are performed by safety
supervisors.

4. The company is developing quickly, as evidenced by its rising sales.
The company is doing well at its exportation, as evidenced by its global market share.

5. Our advertising dollars will be focused on attracting computer users.
Manufacturers should be more focused on improving the quality of their products.
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I Section 3 Things to Write

Activity 1

Task-based Writing: A Job Offer Letter )

Task 3 Complete a Letter of Job Offer.

1.

[ R O UCE )

Activity 2

the ABC company is pleased to offer you the position
The starting salary is $42,000 per year

will be effective on March 1

If you choose to accept this job offer

return it to me at your earliest convenience

Applied Writing / Translating )

Task 2 Completing the following passage by translating the Chinese given in brackets into
English.

1.

[N UV I S}

accept the position of Advertising Assistant
for the opportunity

to work with everyone

will be provided after 30 days of employment
any additional information

B Section4/After-class Activities: More Things to Do

Chinese translation:

IR 52 T

N, FA: About.com [ Meghan Lynn Allen, A RIATHE WX} bt TARLESEF 78I, M
A I7E TR B R,
REAREIEIIE B AR

HE

AN FIH B G TR IR 24w STIRE) — MR T, AR, YRR, e

TR TSRS . ZRER B — AR T A A BB BRI IR, ARSI b
SR EbR. ARl LIS — S BLpRE) HAR, GX2EH bRRes A B T B s B H B E A,
HARERFI
FIEAHLHARERBIN ISR, SIS T Tt o MO, AN LI
AMILSAENRE 51 L [0 3557 — PP AR, IRRETE M S 2 RIS U I PR, JnsRAT
— R T HAT IR T I ERER ,  (RAETE BB HAd ) 51 TR
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AN E SN B R SRR — AP AT X AN ) m] e SRS R i A
XA R A Uik . SRR R BEAE R — AR VIR Bl — AR MR BEA 5 18
Tl AR R ESNIA AT RE S NIBR A F B0 Y RTBCRARR PR N TR IHE, BT REF SR
BTN i 3l

2B S 55
BRI AR 2 ER S LT, bR R IZ &

PR TR 71k LM S RERIE R b I S TR TR, XX ez a2
TER LN N R B —E2 1.

Key to the exercises:

Activity 1 Read and Complete
Read the passage and fill in the blanks with appropriate words from the box below.

1. advance 2. Provide 3. specific 4. training 5. available

6. consultant 7. procedures 8. relatively 9. figure out 10. development

Activity 2 Read and Choose

Choose the answer that best completes each sentence.
1. C 2. D 3. D 4. B 5. C
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—
Read the passage in Section 2 and complete the following paragraph.
1. strengths 2. leverage 3. stick to
4. customer retention 5. business plan
Section|2|In-class Activities: Things to Do
“Activity 1 Listenand Write -
Script:
1. category 2. leverage 3. niche
4. process 5. challenge 6. customer retention
7. time-consuming 8. internet-related business 9. stayin touch with
10. figure out
N RPN
Related Information:

— \ @AM
The online busine& Mmgly fast!

In USA, 90% of web surfers had the experience of shopping online, the total online
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retail sales in 2006, 2007, and 2008 summed to $131 billion, $174. 4 billion and $204 billion
respectively.

In China, the total online retail sales in 2006, 2007, and 2008 were over ¥29.5 billion, ¥51.4

billion, and ¥1220 billion. In 2008, the online shops amounted to 100,000.

The rapid development of online business has become a new trend in today’s competitive

environment. As we know securing an ideal job is not easy. So many people start their business

online instead of hunting for a job.

Language study:

70

1.

revolutionize: v. cause a complete change in; cause a revolution RS AE, ik

For example:

The discovery of the new drug has revolutionized the treatment of many diseases. XFH#T241H %
DINESAL TR 2 BIRENIRIT 7k

New fuel-cell components will revolutionize the auto industry. FH AR ZE A7 4l
T RRABHE

. category: n. kind, type, classification 28!, Jui%

For example:

The green tea is fresh and fragrant. Longjing and Yunwu belong to this category. ZEAXA5/KIE
. WHFMAZLKETIX—Fh.

Which category should this product fall under? iX = i JH ANBE—2%7

. fall into: be divided into 3%

For example:

The topic falls naturally into five sections. X AMEIN] H AR B FLERSY

All the environmental problems fall into three categories. i FREE [MlI0] 73k =2,
Developing a business plan is a great way to force you to think about things that you may not
otherwise consider.

Doing sth. is a good way that ... may not otherwise do: Doing sth. is helpful, or ... may not
do so.

For example:

Reading extensively is a good way for you to meet again some advanced words that you may not
otherwise meet. {Z B M 71k, RELLVRFF LB SIGRIL, IR ATRETCIE T DB 1.
Rehearsing programs one by one is a good way for the director to keep in mind every detail that
he may not otherwise do so.

M H ——FHEEAN I, BELSEIC A, I TR TE IR AT

set out: to begin an earnest attempt; undertake 4 ; &

He set out to understand why the plan had failed. fiFFaHH A ATHRIFDIE T .

Once the plan is made we’ll set out to carry it out. —H i1 RITE A LI T 550
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11.

12.

Unit|8) StartingYour,BusinessLG)nIin_e,

gauge: v. measure; make a judgment about i1, fkit
For example:
Can you gauge what her reaction is likely to be if you propose a breakup? SRARSEH 7T, IR
REFr I s S S T RE A el 7
It’s still too early to gauge the outcome. ILLEA 125K A i
figure out: come to understand or discover by thinking P,
For example:
I can not figure him out, because he is a misery! FILHEAGEA , fbiE— ik !
Have you managed to figure out how to use that scanner yet? /RFE 2B HAR TN 1
n?
niche: 7. a situation or an activity specially suited to a person’ interests, abilities, or nature it
BRI
For example:
He has found a niche for himself in the book trade. fAEE 341l 142 7 &1 H S ER,
As a hard-working stranger in Guangzhou for years, finally she found her niche in life. ZE5% %"
MITHREAE, BAMPAT T A QAT E (L
stick to: keep to; refuse to give up or change "B:§, {55
For example:
During a business negotiation, you’d better set your own standards and stick to your own
principles. i 55RAIN, VRiIFRSTL B CBIbREFF ISR H SR RN,
We haven’t got much time, so please stick to the point. A IHRIAZ, RIHGIRIGIFE R 0F80
from start to finish: from beginning to end, thoroughly &4, HIGELH
For example:
Whatever difficulty you meet, you have to stick to your dream from start to finish. JEi&A/RAIEEIf T
LIRME, PRIGTA th AR H DB
Whatever measure you finally take, you can not hurt other people’s feelings from start to finish.
Tt a2, KRR B LA F MRS
instant: z. a moment of time Ji %
a. happening or produced at once; (of food) which can be very quickly prepared for use
SRR, BIEE
For example:
Wiait, I will be back in a instant. 2555, F7. 505,
Impatience is the biggest enemy for online business, for instant success is not likely to happen. il
Z iR R E RN REL, SR AR T RER A o
stay in touch with: keep in contact with f$FEER
For example:
Since the communications system was totally destroyed during the quake, they could not stay in
touch with the outside world. H T HIEHEINRG B RIR, A TCE S SR IR
They have always stayed in touch with each other since they graduated 30 years ago. H 30 4FHi
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EaP LI, il — B R R

13. retention: . the state or action of retaining f##F, {#8¥

For example:

The swelling is due to water retention. J{ikie: T 7K i B4 B
The retention of too much oily food will result in indigestion. & Z il &% ¥4 25 S iH LA
Ko

14. time-consuming: 4. taking up or involving a great deal of time 2¥H1), B~ HEFAM)

For example:
Some time-consuming work can now be done by machines. 5 4E 5 $%H} 8] 1) TAEBLAE DT LLHIL
T

Planning for every single eventuality is time-consuming and, frankly, unnecessary.

B PFREERR, BN R E R, BISE R L R

15. proposition: n. a suggested offer, arrangement, or settlement $21%, 5k

For example:
We make him a proposition: he joins us and we support his company. A IR A5FAT]
By, AR 2]
He puts forth a proposition that all counties, big or small, shall be equal. fli$2H E5k, A E%,
AR, —HEPE

16. frequent: a.common; happen or found often %5 ULIY), A5

For example:
She is a frequent visitor to our house. HFEFRA IR H % -
Sudden rainstorms are frequent on this part of the coast. 5&% i %: XU TEX Beifg F b X AR & Do

Chinese translation:
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AT AT P _E £l

WETER, BERME R RS TFZ LRSI IR TE RS . B TCSEMRE
AT EA AT, FEHS N NGB E AR TE AR T (HI B AT 2XE
ASOEFARN “BAETFFAT]" BBIEER] “RIEFELE N E)” KA,

AR ST

NERIRIR TR, IBARE LA M EADLA A1 THIREMAR LT, A AFRA IR
BORARE 8 7 —— P TIE! 47ahieok, BRSELLER, RELRARMAE, HIRHSETT
AHIEE T o

Bl it %1

DL RN RIFE T, AR E R TREA S B IBHSENS . SURTT UG &
ANl R SRR E R TH,, BRI SFIREMF ) . SADH RN, B A -,
FERRERRI LR, (RIS Z A, BEGAREMN A, EATREEE 4.

FrHIE R 1l

BRI 4, #2874, DERAENRE nT DUt 1% A CEEEE . IR
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ARURTLAEN, i ELR B AR #0808 , A8 AW Ve a2 SR 55 A wlsd b S 1= A5
o ICRARBIFRIGIANAE B A i R AR, IR AR LRI P LB 15

EXRE, BFEl

REEAERE, TR IREEPE T AT, R BRI DR Rl XU, AR
EEMEGETE . BEARDMEAE—IF R, B RN AR S T

S5MEFREFEKF

ARATA ) RPN 2 — WU B AR . SPGB n] LA SR — PRI 9y SCBR BRI
AR n] AR ML e e LK Rz — o PLA, i A e S i (R 2 B Aot
FATZARN T, I L IR 2R B TR B R K 12 2 T A R I DR e mT LAt A
RA O ERE o

Key to the exercises:

Task 1 Test your problem-solving ability.

What is an online business?

An online business (also called an internet based business) is a business that is run using
the internet. Just like any other business you will have a product (or service) that you sell to a
particular market. There are three main advantages of being online:

1. Your internet business will be open 24 hours a day 7 days a week (this is where the
term “make money while you sleep” comes from).

2. It will be available to take orders from people around the world.

3.You can sell products that are delivered immediately to your customers (digital
products) through an automated process that you set up, or take orders for a physical product
that will be delivered to their door.

Still, the disadvantages may be a few: it is time-consuming and you would face fierce

competitions.

Task 2 Tell whether the following statements are true or false. Write T for true and F for

false.
1. F 2. F 3. T 4. T 5. F

Task 3  Give brief answers to the following questions.
1. Just do it! Put something into action, get some results even if the result is no result—you
can actually start to move forward.
Look at what you have already, what you have learnt and where you think you could best

leverage your skills. .
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Task 4

Task 5

. You have to stick to it from start to finish. Face the business risks and be fully prepared

psychologically. For starting a business isn’t an instant process, it requires a lot of time and
effort.

One of the biggest challenges for any business is customer retention. Finding new
customers can be a time-consuming and expensive proposition.

Staying in touch through frequent communication is a very effective method for retaining
customers, and sending your customers and potential customers regular newsletters by
e-mail with important information can be a valuable tool for customer retention.

5. Open.
Match A with B.
1. j 2. f 3. h 4. b 5. ¢
6. d 7. e 8. 1 9. ¢ 10. a
Fill in the blanks with the right words or phrases. Change the form where necessary.
1. fallsinto / fell into 2. niche 3. instant, instant
4. from start to finish 5. figure out 6. time-consuming
7. challenge, challenge 8. resulted in 9. categories
10. stay in touch

Task 6 Read the English sentences and translate the Chinese sentences into English.
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If you want to know about America, then maybe watching American movies is the way to
go.

If you want to improve your spoken English in a short time, then maybe taking active part
in English Corner is the way to go.

. Whatever difficulty you meet, you have to stick to your dream from start to finish.

Whatever job you finally do after your graduation, you need professional knowledge and
positive mood from start to finish.

One of the biggest challenges for a newly established company is competition from its
rivals.

One of the biggest worries for people during a financial crisis is unemployment.

The cell phone has certainly changed our way of life, and offers a place where people can
get online easily.

The English Forum has shortened the distance between students, and offers a place where
they can express their opinions.

Reading extensively is a good way for you to meet again some advanced words that you
may not otherwise memorize.

Sending out free samples is a good way for the potential customers to experience our
products directly that they may not otherwise know about.
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I Section 3 Things to Write

Activity 1 Task-based Writing: Making a Business Plan

Task 3 Write an online business plan.
College Bookstore Online Business Plan

Business Description

The Ufresh.com is the only student-to-student online marketplace providing college
students with the opportunity to trade products for the University Town. In addition to used
textbooks, students will be able to sell class notes, other used things, tutoring services, etc. The
Ufresh will offer other services such as teacher evaluations, weblogs, specialized content and retail
as well. Li Zhongping, a graduate from our college, established the trade platform last year. The
Ufresh.com set up its goal to be the nationwide leading online student-to-student marketplace
creating a win-win solution for students by combining extensive market-specific expertise with
Internet technologies.

Marketing

As the only internet marketplace in the university town, the Ufresh.com has the ambition
to dominate the market of 80,000 students at present because it aims at a win-win solution for
students by providing a ideal trade platform for students sellers to receive more money and the
buyers can pay less . In addition to the great variety of service and product, the Ufresh.com will
achieve market dominance by utilizing professional knowledge and experience, a local grass
roots marketing strategy, an exceptional management team, superior software, memberships and
partnerships with companies within the college market.competitors of Ufresh includes Hope
Bookstore and Century Service Center in the university town.

Finance

Ufresh achieved its amazing revenue 120,000RMB, 3 times as the set-up expenses at the first
half year, and maintains a high rise. According to the opportunities and requirements for Ufresh,
they have determined the following financial projections: generate exceptional revenues by the
end of year 2 and exceed a 1. 5x increase in sales and profits by the end of year 3.

The Ufresh will require a later rounds of investment which will be used for marketing and
customer acquisition, software and website development.

Management

The Ufresh is hosted and maintained by Ufresh Service, a Limited Liability Company, solely
owned by its founder, Li Zhongping. The strength of The Ufresh ‘s'management team stems
from the combined expertise in both management and technical areas: a highly qualified business
and industry professional along with members of one technical advisor for website architecture

and design, a personnel manager with experience in recruiting and training. The majority of
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The Ufresh’s 30 employees are current college students which enable it to receive inexpensive
local employment and valuable market feedback from its target market while also providing real
world work experience to college students. These individuals will assist the management team
to support senior level management, Web development, marketing, sales, human resources /

recruiting, administration, customer support and other critical operational positions.

Activity 2 Applied Writing / Translating

Task 2 Read the following plan and fill in the blanks with appropriate words or phrases.

1. selling / dealing with 2. jointly owned 3. purchasing
4. getinto the industry 5. compete with 6. act
7. taking over 8. hire / employ 9. including

10. are financed / paid

I Section/4/After-class Activities: More Things to Do

Chinese translation:
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Key to the exercises:

Activity 1 Read and Complete

Read the passage and fill in the blanks with appropriate words from the box below.
1. points 2. pouringin 3. unrealistic 4. instantcash 5. marketing
6. effort 7. succeed 8. expands 9. plan to fail 10. ups and downs

Activity 2 Read and Choose

Choose the answer that best completes each sentence.
1. C 2. C 3. C 4. D 5. A
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iSectioni2, In-class Activities: Things to Do

“Activity1  Task Check-up —

Task 1 Listen and write.

1. toast 2. formal 3. respecttul

4. round 5. diversity 6. properly

7. occasion 8. flexible 9. title

10. global 11. successful co-operation 12. on formal occasions

13. propose a toast to
14. We should be aware of cultural differences.
15. When in Rome, do as the Romans do.

Task 2 Make a presentation.
The teacher asks several students to present the short speeches they prepared before class.
Before doing that, the teacher may play the recording of the following passage to the students
as an example.
Script:

5 ; J -
chatting with other guests, remember to kee a_\],eg\sigﬁ?t)hree feet distance away from

them. Talking and eating loudly is considered bad manners in Western countries. You
should never pick your teeth in front of others. When someone introduces you, you
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should smile, make eye contact and shake hands firmly and briefly. When you are
seated at the table, you should put the napkin on your laps and wait until all are served
before beginning to eat.

Task 3 Questions and answers.

Questions for the teacher’s reference:

What are the typical bad table manners we have in China?

What clothes are suitable for a formal dinner party?

Where should the napkin be placed during a meal?

How do you hold the knife and fork when eating a western meal?

What do you do and say when you meet a foreign guest for the first time?
What shouldn’t you talk about when you meet a foreign guest for the first time?
How close should you stand to someone when you chat with western people?

SR NG ol

What do you choose for a gift to a foreign guest?

Activity 2 Interactions )

Task 2 Listen and complete.
Play the recording 2-3 times. For the last playing, pause after each sentence and tell the
students to read aloud after the recording.
Dialogue One
Key:
l. ¢ 2. ¢ 3. a 4. d 5.b
Dialogue Two
Key:
1. inviting me 2. most distinguished guest 3. How come
4. main dishes 5. propose a toast

Task 3 Have a try: Role-play the dialogues.
Have the students work in pairs or groups, with each playing a part. Tell them to read their
parts loudly until they can learn them by heart. Then have some of them demonstrate the
dialogues in class.

Task 4 Just do it: Make up your own dialogue.
Have the students work in pairs or groups. Tell them to make up a similar dialogue. Keep
practicing it until they can learn it by heart. Then have some of them demonstrate it in class.
You may read the following dialogues to them as examples.
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Dialogues for the teacher’s reference:
Situation 1:

W:
M:
M:

=

=253

g

Long time no see!

Hi! How was your travel abroad?

Exciting. You know it’s very exciting to travel around the world and meet different
people.

I envy you very much. Nowadays, more and more Chinese like you can afford to travel
around the world.

Yeah, the more Chinese go abroad, the better the world will understand China. But some
Chinese left a very poor impression because of their bad manners.

Really? What kind of bad manners?

Like spitting in streets, talking too loudly, walking around in pajamas, cutting in line, etc.
Oh, what a shame! They shouldn’t embarrass China with such behaviors.

Yeah, it’s high time we took measures to get rid of these bad habits and improve our
image in the world.

Yes, we Chinese are well-known for our refined tastes and manners. Now in the

globalized society we should treat others with more courtesy and respect.

Situation 2:

SEEEEF

= =

= =

Welcome, Mr. White. Please sit down.

Thank you very much, Mrs. Yang, for preparing such a splendid dinner especially for us.
You are welcome. This is the special local food. Help yourself, please.

Thanks.

Here, let me propose a toast to our cooperation and to our guests’ health.

Thank you. I propose a toast to the health of everyone here and to the success of our
negotiations.

Please try this seafood from Beihai.

Thanks. I'd like to thank each and every one of you for your warm treat since our arrival
in Guangzhou.

Don’t mention it. Please let us know if there is anything you need.

Thank you very much indeed. And here let’s all drink a toast to the success of our future
cooperation.

W & M: Cheers!

Cha

llenge yourself: Ask questions.

Questions for the teacher’s reference:

Al

2.

3
4.

. Where should we place the napkin?

What is the appropriate way to use the spoon?

. What is the appropriate way to use the knife and fork?
How much tip should be left for the waitress?
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Shall I propose a toast to our friendship?

What bad manners should we avoid when we travel around the world?
What can we do to stop people from talking so loudly in public?

Do you often cut in line?

How can we stop people from littering around?

wvi AW N =

What do you think we should do to improve our image?

Activity 3 Listen Out

Task 2 Listen and match.
Script:
A proper handshake is very important for making a good first impression.
1. 'Table manners tell us how to behave appropriately at the table.
Smoking is not allowed in many public places and workplaces.
Punctuality is emphasized in many cultures.
Dress etiquette tells you how to wear the right clothes at the right time in the right place.
Eye contact shows your sincerity and attentiveness.

Gift giving is seen as a sign of sincerity and respect in the business world.

N R e

You should provide a tip to the person when you receive a service in some western
countries.

Key:

1. b 2. f 3. g 4. h 5. ¢

6. d 7. a 8. e

Task 3 Listen and judge.
Scripts:
1. W: Mr. Bush asked me to have dinner with his family next Friday. What gift should 1
bring?
Well, it’s absolutely unnecessary to bring anything.
No kidding? Are you sure?
Yes, of course. I read a book and it said, “It is unnecessary to bring a gift when invited

= 2E

to dinner in America.”

I think I’d better bring something Chinese.

Mrs. Smith, here’s a little present for you from our corporation.

It’s very nice of you, Mr. Wang. Wow, a Chinese panda! It’s so cute!

I’'m glad you like it. It’s just a souvenir of our co-operation.

Here’s a badge of our company. I hope our business relationship will last for ever.
Do you prefer Chinese or Western food?

TEEEzEE

I think Chinese food is delicious but I'd like some Western food for a change.
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OK. There is a famous Western restaurant there. Let’s go.

+

What topics can we talk about when we meet Western people?

"The most common topics would include weather, sports, and traveling.
Can we ask them personal questions to know more about them?

No, you’d better not.

Wiaitress, can I have the bill?

Here it is, sir. Your bill totals 86 dollars.

wn

Here is one hundred dollars and you can keep the change.

Thank you, sir. Have a nice day.

fszzzzzzz:

—
-
-

2.T 3. T 4. T 5. F

Listen and decide.

Listen to the dialogues and choose the best answer for each question.

Scripts:

Dialogue One

W: There are many differences between Chinese and Western ways of eating.

M: Yes. We Chinese use chopsticks while Westerners use a knife and fork.

W: Don’t you think our chopsticks are much easier to handle while knives and forks are so
complicated to use?

M: T'm afraid the Westerners wouldn’t agree with you on that. It may take them a long time
to learn how to use chopsticks.

W: What do you think of the food Westerners eat at dinner? A Western dinner seems rather
simple. There are so few courses.

M: That’s true. Even at a simple family dinner we have at least four dishes.

W: But the Western style of eating seems to be more hygienic. Everybody eats from his own
plate.

M: Yes, I agree. Westerners usually ask others to pass some food to them if they can’t reach
it. If you stretch out your arm or stand up to get food, people would think you have very
bad manners.

W: But the dinner table in a Chinese restaurant is so convenient. Just turn the revolving glass
piece and you can reach for any dish easily.

M: Mm... that’s true. The different ways of eating just reflect the differences in the two
cultures.

W: You're right. And the important thing is to be aware of the differences so as to avoid
misunderstanding.

QI: Which way of eating seems more hygienic according to the dialogue?
Q2: Which of the following statements is true according to the dialogue?
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Dialogue Two

W: David, did you have some embarrassing experiences when you were traveling in other
countries?

M: Yes, you know, people shake hands in different ways. When I went to US for the first

time, I shook hands gently.

What’s wrong with it?

= =

Later I found out people there consider a gentle handshake a sign of weakness.
Apparently, people there tend to shake hands quite firmly.
I must remember that. Go ahead, please.

= =

Another time in Germany, I was introduced to the boss of the company when he passed
us in the corridor.
And what happened?

I wasn’t prepared and when we shook hands I realized my left hand was still in my pocket.

==

Well, that was, you know, very bad manners and I was quite embarrassed.
Have you made any other mistakes?

= =

Oh yes, you bet I have. When I first went to Italy I thought it was OK to use everyone’s
first name. And I later found out that in business you shouldn’t use someone’s first name
unless you are invited to and you should always use their title as well.

W: Thank you for sharing your interesting experiences with me.
Q3: Why did David feel embarrassed when he greeted the boss of a company in Germany?
Q4: Which is considered unacceptable in Italy according to the conversation?

Q5: Which countries has David visited according to the conversation?

Key:
1. A 2. D 3. C 4. C 5.D

Task 5 Listen and complete.

Key:
1. adjust to 2. positive attitudes 3. diverse and competitive
4. recognize and appreciate 5. open and flexible
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Task 1 Listen and write.
Script:
1. questionnaire 2. absolutely 3. quantitatively
4. reveal 5. realistic 6. conclusion
7. analyze 8. survey 9. qualitatively
10. essential 11. collect data 12. market survey

13. conduct a market research
14. a good prospect in the domestic market
15. predict at least one year ahead

Task 2 Make a presentation.

The teacher asks several students to present the short speeches they prepared before class.
Before doing that, the teacher may play the recording of the following passage to the students
as an example.

Script:

In a personal interview, the interviewer asks the questions face-to-face with the
interviewee. It can take place at home, at a shopping mall, on the street, outside a
movie theater or polling place, and so on. It lets the interviewee see, feel or taste a
product. People may be willing to talk longer face-to-face than to someone on the
phone. But they cost more per interview than other methods.
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Task 3

Surveying by telephone is the most popular interviewing method. You can dial
random telephone numbers when you do not have the actual telephone numbers of
potential respondents. However, many people are reluctant to answer phone interviews
and use their answering machines to screen calls. You cannot show your sample
products by phone.

Email surveys are both economical and fast. There is practically no cost involved
once the set up has been completed. You can attach pictures and sound files. But
you must possess a list of email addresses. Furthermore, you may want to send email
questionnaires only to people who expect to get email from you.

Questions and answers.

Answer the teacher’s questions first and then ask each other questions.
Questions for the teacher’s reference:

What does “market survey” mean?

What's the purpose of making a market survey?

Why is it necessary to identify the goals of the survey?

What is the purpose of creating a questionnaire?

What do you do with the data collected during the survey?

What do you do with the findings of the survey?

Which method do you prefer, personal interviews, phone interviews or email interviews?

S NG ol

What do you think we should pay attention to when making a market research?

Activity 2 Interactions )

Task 2

Task 3
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Listen and complete.

Play the recording 2-3 times. For the last playing, pause after each sentence and tell the
students to read aloud after the recording.

Dialogue One

Key:

1. d 2. a 3. e 4. b 5. ¢

Dialogue Two

Key:

1. a market survey 2. specializing in 3. national name brands

4. different preferences 5. specialty stores

Have a try: Role-play the dialogues.

Have the students work in pairs or groups, with each playing a part. Tell them to read their
parts loudly until they can learn them by heart. Then have some of them demonstrate the
dialogues in class.
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Task 4 Just do it: Make up your own dialogue.
Have the students work in pairs or groups. Tell them to make up a similar dialogue. Keep

Task 5

practicing it until they can learn it by heart. Then have some of them demonstrate it in class.

You may read the following dialogues to them as examples.

Dialogues for the teacher’s reference:
Situation 1

SEEEEF

=353

g

Do you have any particular plan to open up new markets?

We plan to conduct a market survey.

Would you tell me how to do a good survey?

We must follow the 10 steps of market research.

What are they?

First of all, we’d better identify the goals, determine the samples and choose the research
method, then we’ll create the questionnaire.

What factors should be taken into consideration when we design a questionnaire?

A good questionnaire should be brief and to the point.

What should we do after that?

We should conduct the survey to collect data, and then analyze the data. Finally, we will
write a report on the findings.

OK, I see. Thank you.

Situation 2

2225 2

= =

g

Cha

In order to improve the quality of our service, would you like to answer some questions
about our hotel’s service?

Yes, no problem.

Did you receive polite and efficient service when you arrived?

Yes, your employees are very kind to me.

Are you satisfied with the room and food services of our hotel?

Yes, the room is tidy and clean and the food is delicious but a little too expensive, I'm
afraid.

I'see. Do you have any other suggestions to help us make your stay enjoyable?

In view of few commercial facilities nearby and the poor traffic conditions, I'd suggest
that the hotel provide the guests with shuttle bus service for shopping.

That’s a good idea, thank you.

llenge yourself: Ask questions.

Questions for the teacher’s reference:

Al

2.

3
4.

. What sports have people become more concerned about?
What can we see when comparing the results at different stages?
. Is there a growing trend or a declining trend for the leisure sports?

How many people are involved in cycling so far compared with the figure five years
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ago? How much has the figure increased?

Are people keen on the mountain-climbing sport? Why?
Do you like fast food ?

What kind of hamburger do you prefer?

What soft drink do you prefer, Coca Cola or Pepsi Cola?
What is the deciding factor in choosing the place?

[ T S VNI S

Are you concerned about the fat content of the food?

Activity 3 Listen Out )

Task 2 Listen and match.

Key:
l. e 2. ¢ 3.b 4. f 5.d
6. g 7. a 8. j 9.1 10. h

Task 3 Listen and judge.
Scripts:
1. A: May I introduce myself? I’'m Steve Song, marketing manager from the NBC
Company.
B: Glad to meet you, Mr. Song. I'm John Li, sales representative of the Medical
Instrument Company. This is my name card.
A: Thanks, and here is mine. I’'m conducting a market survey on the information

industry. I hope we could cooperate in the future.

2. A: Linda, would you like to give us your opinions about our products and their prices?
B:  Well... As a matter of fact, I am not so familiar with them.
A:  Then, do you think our prices are too high?
B: Mmm, I wouldn’t exactly say that.
3. A:  Mr. Liu, what’s the purpose of our market survey?
B:  One of the objectives is to find out whether there’s a market for the new products.
A:  Oh, Isee. 'm glad to join the team for the survey.
B:  Welcome on board.
4. A:  What'’s your main responsibility in your company, Mr. Wood?
B: Iam responsible for conducting surveys for our products and services.
A: Did you receive any professional training?
B:  Yes. I took several training courses at college, including marketing and sales training.
5. A: Have you sent the questionnaire to our consumers?
B:  Yes, and we have received the feedbacks already.
A: Whats the result?
B: Hmm, among those who have responded, 30% were satisfied with the performance of

our products.
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Key:
1. F 2. T 3. T 4. F 5. F

Listen and decide.

Listen to the dialogues and choose the best answer for each question.

Dialogue One

Script:

M: Lily, could you review the results of the survey on the leisure sports activities again?

W: Sure, Mark. I’ve summarized the results of the questionnaire according to consumer age
groups and sports activities.

How many people were interviewed in this survey?

There were 500 men and women between the ages of 18 and 60 years old interviewed.
How did you deal with the data? What are the results?

The results are broken down into 4 age groups: 18 to 26, 27 to 35, 36 to 45, and 46 to
60. According to the results, the most active people involved in sports activities are those
between 18 to 26 year olds, followed by those aged from 36 to 45.

What activities do they go in for?

Jogging is their favorite sport, followed by climbing, tennis, swimming and cycling.

And what are the results according to gender?

Oh, thanks for bringing that up. Men appear to be more active than women in the 18 to
26 age group, but women seem to be more active in the other three age groups.

M: Hmm... Based on what you have said, I think we should target the 18 to 26 age group as

our major customers.

W: I think so. I suggest we should increase the number of our chain clubs and advertise for
this age group.
M: Good idea.

Q1. What’s the focus of the survey?
Q2. How many people were interviewed in this survey?

Q3. In which age group are men more active than women according to the survey?

Dialogue Two

Script:

M: Hello, Eva. How is your survey going? Have you come up with any results?

W: Yes. According to the latest findings in our survey, our customers are satisfied with the
design and the styles of our products. This is quite encouraging.

That’s good news. Any bad news?

Yes. It seems our customers are complaining about our services.

===

Oh, so we've really got to do something about it, otherwise those complaints will spoil
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the good reputation our company has.
W: That’s right. So we should put forward our suggestions to the company.

Q4. According to the survey on the products, what are the customers satisfied with?

Q5. What are the customers complaining about?

Key:
1. B 2. D 3. C 4. D 5. A

Task 5 Listen and complete.

Key:
1. the latest survey 2. transport 3. underemployment
4. goup 5. economic slowdown
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Task 1 Listen and write.

1. advisable 2. presentation 3. conclude

4. effective 5. visual 6. deliver

7. outline 8. conclude 9. introduce
10. document 11. body language 12. in detail
13. There are certain steps to follow.
14. sum up the main points
15. plan a presentation carefully

Task 2 Make a presentation.
The teacher asks several students to present the short speeches they prepared before class.

Before doing that, the teacher may play the recording of the following passage to the students

as an example.

Script:

How to make a presentation? I think it’s necessary to remember the basic steps.

First, making a good preparation. Making sure all the necessary documents are in
place before starting.

Second, introducing yourself and the subject of the presentation to the audience.
Besides, you must tell the audience the purpose and the outline of the presentation.

Third, organizing the presentation. For example, how many points you will cover
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Task 3

in the presentation; how long the presentation will last; etc.

Fourth, making use of various skills to make your presentation effective.

Lastly, don’t forget to conclude the presentation by summing up the points you’ve
considered.

Questions and answers.

Answer the teacher’s questions first and then ask each other questions.
Questions for the teacher’s reference:

How many basic steps are there in making a presentation?

Is it necessary to make a list of all the steps for a presentation?

How do you usually prepare for your presentation?

Do you usually use body language in your presentation?

Is it necessary to keep some time for questions in your presentation?
How do you begin your presentation?

When do you deliver your presentation?

S A o e

What's the purpose of making a presentation?

Activity 2 Interactions )

Task 2

Task 3

Task 4
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Listen and complete.

Play the recording 2-3 times. For the last playing, pause after each sentence and tell the
students to read aloud after the recording.

Dialogue One

Key:

I. e 2. ¢ 3. a 4. b 5.d

Dialogue Two

Key:

1. sales strategies 2. effective measures 3. put forward

4. make profits 5. goall out

Have a try: Role-play the dialogues.
Have the students work in pairs or groups, with each playing a part. Tell them to read their
parts loudly until they can learn them by heart. Then have some of them demonstrate the

dialogues in class.

Just do it: Make up your own dialogue.
Have the students work in pairs or groups. Tell them to make up a similar dialogue. Keep
practicing it until they can learn it by heart. Then have some of them demonstrate it in class.

You may read the following dialogues to them as examples.
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Dialogues for the teacher’s reference:
Situation 1
Hey, Li Hong! You look worried, what’s the matter with you?

==

The manager asked me to prepare a presentation about introducing our company, but I
have no idea how to do it at all.

When will you deliver the presentation?

The day after tomorrow.

O, it’s not so bad; you still have enough time.

Could you give me some advice?

=S E=EE

Sure. You have to gather the information about your company, for example, its history,

present condition and future development.

W: Well, I think I should make a detailed plan for the presentation.

M: Very good idea! If you are prepared, there is no need to worry.

W: Thank you for your suggestions.

M: It’s my pleasure.

Situation 2

S: Good morning, Sir.

T:  Good morning Xiao Ling. Have you got ready for the presentation?

S: Yes, but...

T:  What difficulties have you come across?

S: T always fail to deliver it effectively even if I make a good preparation.

T Oh, You should learn how to change the written language into spoken language.
S: Yes, Isee. But I always feel nervous that I can not present myself clearly.

T: You need more practice to improve your communicative skills. Beside, confidence is

important.

Could you give me any other tips for the presentation?

Be enthusiastic and have a sense of humor so that you can draw the audience’s attention.
Oh, I get it. Thanks a lot.

You are welcome.

Task 5 Challenge yourself: Ask questions.
Questions for the teacher’s reference:
A 1. What is the man probably doing?
. Do you usually use body language in making presentations?
. What is the presentation about?

. What impact will it bring on environment to develop industry?

2
3
4. What measures are usually taken to develop industry?
5
1. What s the girl doing?

2

. What is she using to make her presentation?
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3. Do you have any experience of making a presentation?
4. Are you nervous when making a presentation?

5. How would you design your presentation?

Activity 3 Listen Out )

Task 2 Listen and match.
Script:
1. You had better make a full preparation before starting a presentation.
2. It’s necessary to introduce the subject and the outline of a presentation to the audience.
3. Learn to organize a presentation. For example, tell the audience the points you will cover
in the presentation.
. Proper delivery will make a presentation livelier.
. End your presentation by restating your main supporting points.

4
5
6. Leave time for questions so that you will have a good interaction with your audience.
7. Draw a conclusion after interactive activities.

8

. Don’t forget to make a brief summary of your presentation at last.

3.h 4. d 5. g

8. a

N
[¢)
~ N
0

Task 3 Listen and judge.

Scripts:

1. M: Lily, do you know the first step to an effective presentation?
W: Well, I'd say it’s important for you to make a good preparation.
M: What should we do to catch the audience’s attention?
W: Gather as much information as possible and learn some skills of making a

presentation.

2. W1: Joan, how often are you supposed to make a presentation?
W2: Once a month.
W1: What kind of presentation do you usually make?

[\ S)

: We usually make some training presentations.

I: Isee.

What’s the first thing to do when you prepare your presentation?

Making sure all the necessary documents are in place before starting.

Do you know how many basic steps are needed in making a presentation?
Generally speaking, it consists of eight basic steps.

Wang Li, what should we pay attention to when delivering a presentation?

Confidence, body language, eye contact, humour ...

STEEEEEE=¢%

So it’s not so easy to make a good presentation, isn’t it?
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Unit{3) Makingia!P,resentation.

5. M: What do you think of using visual aids in making a presentation?
W: They are very useful, because visual aids can help to make a presentation livelier so
that the audience can follow the speaker more easily.
Key:
1. T 2. F 3. T 4. T 5. T

Listen and decide.

Listen to the dialogues and choose the best answer for each question.

Dialogue One

Script:

(Here is a conversation about a chart of Preferences in Music among Young Students 14-19.)
T: Will you tell us what the chart is about, Lily?

S: Let me see. It’s about music preferences among young students between 14 and 19 years

old.

T: Yes, you are right. Could you give us a detailed description?

S: The pie chart above conveys a clear message that 50% of the young people like rap best.

T: What about the other students’ preferences to music according to this chart?

S: The remaining students prefer other types of music, such as alternative (25%), rock and
roll (13%), country (10%) and classical (only 2%).

T From this chart we know that few young adults like classical music. Could you tell me

why?
S: Generally speaking, most young adults prefer pop music to classical music, which is
related to their ages and personalities, I think.

: Very good! Thank you for your excellent description.
S: Thank you!

Q1. How many young adults prefer country music according to the chart?
Q2. What kind of music do most of the young adults prefer?
Q3. What kind of music is the least popular among the young students?

Dialogue Two

Script:

W: As a sales representative, you are required to learn how to make an effective presentation.
M: Yes, I suppose so. Could you give me some advice?

W: Certainly, first you must remember the eight basic steps of making a presentation.

M: What are they?

W: Preparation, introduction, organization, delivery, end, interaction, conclusion and

summary.

=

Well, it seems rather complicated. By the way, which step do you think is the most
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important?
Delivery, I think. It requires many different skills to deliver a presentation.

Will you name some of the skills, please?
Body language, use of visual aids, a sense of humour, and so on.
Thank you for your advice.

It’s my pleasure.

=R

Q4. What'’s the first step of making an effective presentation?
Q5. Of all the steps, which one is the most important according to the speaker?

Key:
1. D 2. A 3. B 4. D 5. B

Task 5 Listen and complete.

Key:
1. sales manager 2. silk products 3. reasonable
4. soft and cool 5. attention
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Establishing Businesss Relations;

[Section|2! In-class Activities: Things to Do

Task 1 Listen and write.

1.
4.
7.
10.
13.
14.
15.

obtain 2. embassy 3. consulate
source 5. explore 6. channel
conference 8. desired 9. commodity
abroad 11. chambers of commerce 12. target customer
open up a new market

There is a variety of sources of information.

No customer, no business.

Task 2 Make a presentation.
The teacher asks several students to present the short speeches they prepared before class.

Before doing that, the teacher may play the recording of the following passage to the students

as an example.

Script:

Usually, the information of the target customers can be obtained through different
channels. Attending all kinds of commodity fairs and exhibitions held both at home and
abroad is a direct way to collect the names and addresses of other companies. Embassies
and consulates are usually able to provide the information you want. Ads in newspapers
and on TV provide another useful source of information. Chambers of commerce can

also play an important role. After you have obtained all the necessary information, you
play P W ry i
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should try to get in touch with the target partners to explore the possibilities of setting

up business relations.

Task 3 Questions and answers.

Questions for the teacher’s reference:
1. What should a business person keep in mind?
Why does a businessperson need the detailed information about potential customers?

How can a businessperson obtain the necessary information about new customers?

Bl

What should a businessperson do after he’s obtained the desired names and addresses of
the potential partners?

What else can a businessperson do to establish business relations with another company?
What's the meaning of target customers?

Why is it important for a businessperson to set up business relations?

oo

How would explain the saying “No customer, no business”?

Activity 2 Interactions )

Task 2

Task 3

Task 4

100

Listen and complete.

Play the recording 2-3 times. For the last playing, pause after each sentence and tell the
students to read aloud after the recording.

Dialogue One

Key:

l. ¢ 2.d 3. a 4. e 5.b

Dialogue Two

Key:

1. scope 2. newly-developed 3. designs

4. customer satisfaction 5. hesitate

Have a try: Role-play the dialogues.

Have the students work in pairs or groups, with each playing a part. Tell them to read their
parts loudly until they can learn them by heart. Then have some of them demonstrate the
dialogues in class.

Just do it: Make up your own dialogue.

Have the students work in pairs or groups. Tell them to make up a similar dialogue. Keep
practicing it until they can learn it by heart. Then have some of them demonstrate it in class.
You may read the following dialogues to them as examples.



Task 5

Unit{4) Establishing|Business)Relations)

Dialogues for the teacher’s reference:
Situation 1:

Talk about how to make business liaisons.

M:

=

M:
W:

M:

W:

Business relations are of great value to firms. But how can we establish new business
relations?

First of all, you should collect all the necessary information about your potential partners.
Could you introduce information channels for potential customers and target markets?
There are many channels to get the desired information, such as chambers of commerce
at home and abroad, Internet communications and advertisements.

What about commodity fairs and exhibitions held in many cities?

They are convenient ways to make direct business contacts. You may meet many visiting
trade groups and delegations there.

What should we do next?

Then you should try to get in touch with them to explore the possibilities of doing
business with them.

Situation 2:

A sales clerk is introducing the products and services of his company to a foreign importer.

= 2E

=353

You know, our company manufactures various hi-tech products.

Really? What line of products do you make?

Mainly communications devices, such as mobile phones, satellite signal receivers, blue-
tooth devices, etc.

That’s interesting. What about the prices and after-sale services?

Our prices are very reasonable and we offer three years’ free services.

That sounds good. Perhaps I'll go and have a look.

You're welcome any time.

Challenge yourself: Ask questions.
Questions for the teacher’s reference:

A 1. What should a company do if it wishes to open up new markets?

2.

[ B S VS S L V4 T "N UV

Where does the business representative of a firm collect necessary information
concerning the new customer and new market?

What does a company usually do after the necessary information is obtained?

What's the best way to contact a potential business partner?

Where can we find information for opening up new markets abroad?

What should you do to contact a potential business partner?

Why are business letters important?

What main points should a business letter include?

What’s the best way to send out business liaison letters?

What would you do to contact a potential customer, to phone him or email him?
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Activity 3

Task 2

Task 3

102

Listen Out

Listen and match.
Script:
"The following sources of information can help us develop new business relations:

1. chambers of commerce
2. conferences and meetings
3. websites
4. pamphlets and brochures
5. advertisements
6. embassies and consulates
7. trade fairs and exhibitions
8. market investigations
Key:
1. f 2. ¢ 3.1 4. d 5. g
a 8. ¢
Listen and judge.
Scripts:
1 M: Welcome to our stand. What can I do for you?
W: Thanks. I'm just looking around.
M: Maybe I could show you around and introduce some of our new products to you.
W: That’s fine.
2 M: We have developed solid business relations with many importers from USA, Canada,
Japan and Singapore.
W: Well, I'd like to go over your catalogue and price lists first.
M: OK, here you are. We have a good variety for you to choose from and the prices are
competitive.
W: Thank you. I hope we will become partners for our mutual benefits.
3 W: We have developed a new type of electronic products. They have a good reception in
both the national and international markets.
M: Would you please give me the latest quotations on these products?
W: Here is a complete set of our latest catalogues. May I have your contact number for
further information?
Sure. This is my card with my telephone number.
4 We would like to develop business relations with you for our mutual benefits.

Would you please introduce your products to me?

prices. Here is our catalogue and some samples.

g

Thanks. And I hope we will have the opportunity for cooperation.

Our goods are popular among customers because of the high quality and competitive



Task 4

Unit{4) Establishing|Business)Relations)

S5 M: We have learnt that you are a leading importer of electrical fans. We have been in this
line of business for many years.
W: I know your products. Will you tell me something about your after-sale services?
M: We offer a three-year free service to our customers.
W: That sounds good.
Key:
1. T 2. T 3. F 4. F 5. F

Listen and decide.

Dialogue One

Script:

M: Good morning. I'm a sales representative of Yijia Electronic Toy Co. Here is my business
card.

Thanks. Nice to meet you. This is mine.

= =

Thanks. We learnt from Mr. Harrison that you are a leading dealer of electronic toys in
USA. So my visit here is to explore the possibility of establishing direct business relations
for our mutual benefits.

That’s fine. Would you like to give me a general view of your products?

= =

Our products have been exported to Japan, Singapore and France. They are well received
for their designs and reasonable prices.

W: Could I have your catalogue for further consideration?

M: Here you are. They are our illustrated catalogues with the latest prices. I am sure they
will sell well in your market.

W: D'm interested in these items. Thank you for your visit. I believe we can cooperate well.

QI: What do you know about the sales representative from the toy company?
Q2: What do you know about the products of the toy company?

Dialogue Two

Script:

M: Very nice to meet you at the fair, Mrs. Johnson. It’s so crowded.

W: Glad to meet you again, Mr. Li. Your e-mail informed me you would attend the Canton
Fair with your new products.

M: Yes. Would you like to have a look at them? We have a good variety of new products
displayed here. They are available in various designs, materials and sizes.

W: Indeed, they are very impressive. If the prices are moderate, I believe there will be a
promising market in our region.

M: Here are our current catalogues and the latest quotations. Considering our well-

established business relations, we could offer you very favorable prices.
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W: I'm very glad to hear it.

Q3: What is the probable relationship between the two speakers?

Q4: Where did the conversation take place?

Q5: What kind of prices could Mr. Li offer?

Key:

1. C 2. D 3. B 4. A 5.D

Task 5 Listen and complete.
Script:

Dear Sirs,

We have your name and address from your chamber of commerce stationed in
Beijing and wish to introduce ourselves in the hope of entering into direct business
relations with your company.

The products we are dealing in for over 10 years are electrical appliances. We are
in a good position to serve our customers with the most reliable quality and competitive

prices.

To give you a general idea of the scope of our business activities, we enclose a
complete set of booklets showing the full range of our products.

Our bankers are the bank of Tokyo, Japan. They can provide you with the

information of our finances and credit.

We are looking forward to your specific inquiries.

Yours faithfully,
Zhang Wei
Sales Manager

Key:

1. business relations 2. competitive prices 3. enclose

4. finances and credit 5. specific inquiries
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[Section|2!In-class Activities: Things to Do

- -
Task 1 Listen and write.
1. previous 2. discount 3. register
4. considerate 5. supply 6. reputation
7. hotline 8. assure 9. dial
10. prompt 11. club member 12. latest arrival

13. let me assure you ...
14. What are the specifications?

15. Log on to our website for more information.

Task 2 Make a presentation.
The teacher asks several students to present the short speeches they prepared before class.
Before doing that, the teacher may play the recording of the following passage to the students
as an example.

Script:

‘ Hi, everybody! May I have your attention, please? Now, please allow me to show
you our latest arrival: the most elegant and delicate handbag of all times! This bag
is made of fine, soft genuine leather. Its modern and trendy style in design makes it
the most attractive and tasteful bag you can ever imagine! It comes in four different
colours: brown, white, pink and purple. Today is our promotion day. If you buy any
two together, you have 10% off both products. You will have the best choice and best
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Task 3

discounts here. Carry a Big Beauty in hand and you are the most graceful lady! Thank

you!

Questions and answers.

Questions for the teacher’s reference:

What's your favourite brand?

Where is it made?

What'’s its advertising slogan?

What are the special features of the product?
How much does one cost?

Are there any special offers for its customers?
How long is the guarantee period?

SR NG ol

What is the after-sales service like?

Activity 2 Interactions )

Task 2

Task 3

Task 4

106

Listen and complete.

Play the recording 2-3 times. For the last playing, pause after each sentence and tell the
students to read aloud after the recording.

Dialogue One

Key:

I. ¢ 2. b 3. e 4. a 5.d

Dialogue Two

Key:

1. catalogue 2. price range 3. impressive

4. purchases 5. size

Have a try: Role-play the dialogues.
Have the students work in pairs or groups, with each playing a part. Tell them to read their
parts loudly until they can learn them by heart. Then have some of them demonstrate the

dialogues in class.

Just do it: Make up your own dialogue.

Have the students work in pairs or groups. Tell them to make up a similar dialogue. Keep
practicing it until they can learn it by heart. Then have some of them demonstrate it in class.
You may read the following dialogues to them as examples.

Dialogues for the teacher’s reference:

Situation 1:

M: Nancy, you have been in our company for half a year. Do you have any experiences for



Task 5

==

M:

W:

Unit{5) RromotingjRroductsjand{Seryvices)

promoting products?

Yes, Mr. Edward. There is lots of work to do. Firstly, we should compare our new
products with other company’s to find out the strengths.

That’s good. We will focus on the strengths when we do the advertisements.

And I think sending out samples is an efficient way to collect public responses and
suggestions.

Yes, we always do this and then improve our products. Do you think TV is a good
channel for advertising?

TV is a good medium, but it will increase our cost. Maybe we can put our ads in
magazines and newspapers.

Ladies usually read entertainment and fashion news, so we can put our ads on those parts.

Yes. Housewives are our target consumers.

Situation 2:

M:

=% 23 2%

==

Miss Liang, thank you for trusting us. Hope has been a leading service provider of
immigration solutions for more than 13 years.

What kind of service do you offer?

We provide the comprehensive immigration, overseas study, temporary visa and work
permit services to clients.

Could you give me some advice?

According to your situation, I consider Singapore a good place for your further study.
Many Chinese prefer the reasonable tuition fee and the good education there.

I see. Do you offer more service for overseas study?

Of course, we offer free consultation and translation service if you choose our overseas
study service.

How do you charge?

Here is the price list. This week is our promotion time. You will get 10% discount.

Challenge yourself: Ask questions.

Questions for the teacher’s reference:

What is your main product?

What are the selling points of these shirts?

How do I wash the shirts?

How many colors and sizes do you provide?

What's the price?

What should I buy for my girlfriend on her birthday?
. What are the strengths of the watch?

. What are the materials of the watch?

. How long is the guarantee?

. Is there a discount?
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Activity 3 Listen Out )

Task 2 Listen and match.
Listen and write the corresponding letter in the right place.
Key:
1. f 2.d 3. a 4. 5. ¢
9.

g
h 10.

Task 3 Listen and judge.

Scripts:
1. M: Welcome to the BYD Auto 4S shop.
W: Could you show me the F6 series?
M: Sure. The F6 has two more airbags and all the seats are made of genuine leather.
W: Could I have a test drive?
2. M: Good morning, madam. May I take you a few minutes? How do you like B&G
shampoo?
W: The quality is good and the price is acceptable. But the plastic bottle is not
fashionable.
M: Thank you. Here is the sample of our new shampoo product.
W: Oh, I like the new image.
3. M: China Auto Rental, what can I do for you?
W: Could I rent your car online?
M: Sure. Please log onto: www. auto-rental. net and register online. Is this your first time
to rent our car?
W: I just returned your car yesterday.
4. M: You can be a VIP member of our fitness center if you pay 500 yuan to join our club.
W: What kind of service does your fitness center offer for VIP members?
M: You could attend a yoga or an aerobic class for free.
W: Tl think about it.
5. M: How long is the guarantee period for this product?
W: One year for free.
M: Should I show anything for the free service?
W: Nothing but the original receipt.
Key:
1. F 2. F 3. T 4. T 5. F
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Task 4 Listen and decide.
Dialogue One
Script:
(Talking about the promotion plan for a new product)
M: So, Carla, do you have a marketing plan for our new sandwich ice-cream?
W: I surely do. I think we’re in a good position. High quality, good image and different
tastes, I can’t see any weaknesses.
M: TI’'m sure we need to create another new flavor, with summer almost here.
W: That’s what I consider now. How about the sandwich ice-cream? No other company sells
sandwich ice-cream with a choice of 5 flavors.
M: Right. As for the marketing mix, we’ll package it in gold foil with dark brown lettering,
and the price is 20% higher than our chocolate-covered ice-cream bar.
W: OK. My team is preparing the advertisement at present. The main promotion will be
through TV advertising, using an ‘attractive’ strategy, of course.
M: Besides the TV ads, we can try other media, such as outdoor posters and the Internet.
W: Sure. Let me check the budget and I'll let you know next week.

Q1. Which is NOT one of the strengths of the company’s products?
Q2. What do we know about the price of the sandwich ice-cream?
Q3. Which is NOT mentioned as a medium for advertising the new product?

Dialogue Two

Script:

M: Good morning. Can I help you?

W: My family is thinking of going somewhere for the Christmas holiday, but we are not sure
where to go.

M: TIsee. What kind of places are you interested in?

W: We want to get away from all the noises in the city, and breathe some fresh air.

M: Then how about Guilin in Guangxi province? We have a special offer for that tour.

W: We went there two years ago, so could you suggest some different places?

M: Let me see. How about Fenghuang Town in Hunan province? It is an old town, very
beautiful and quiet. Walk on the stone streets will give you a special feeling.

W: Sounds like a good idea. What about the price?

M: It’s 2,400 yuan per person for a seven-day tour, round trip by high-speed railway and
half-price for children under 9 years old.

g

That’s acceptable. I think I’ll discuss it with my family. Thank you for all your

information.

=

It’s my pleasure.
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Q4. What kind of place does the customer want to go to for a holiday?
Q5. How much is the charge of the tour for an eight-year-old child?

Key:
1. A 2. C 3.D 4. D 5.D

Task 5 Listen and complete.

Key:
1. promotion 2. best choice 3. language barriers
4. leaflets 5. discount
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- -
Task 1 Listen and write.
1. qualification 2. booth 3. participation
4. registration 5. facility 6. stand
7. cancel 8. deadline 9. clarify
10. exhibition 11. apply for 12. consumer goods

13. Can you give me some information of the fair?
14. What's the price for a booth this year?
15. What should we do to book a booth now?

Task 2 Make a presentation.
The teacher asks several students to present the short speeches they prepared before class.
Before doing that, the teacher may play the recording of the following passage to the students
as an example.
Script:
‘ The China Import and Export Fair (also known as the Canton Fair) is held twice a
year in April and October in Guangzhou. It is the world’s largest commodity fair with
a history of over 50 years. During the three phases, it shows more than 10 categories
of exhibits like Electronics & Household Electrical Appliances, Consumer Goods,
Textiles & Garments, etc.

Universal Expo (also known as World Fair) is held in different countries every five

1M1
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years for 6 months since 1851. It is the world’s largest-scale and highest-level fair of the
latest achievements of human civilization development in society, economy, culture and
science. Universal Expo 2010 was held in Shanghai from May 1 to Oct. 31.

Qingdao International Beer Festival was initiated in 1991, and opens at the second
weekend of August each year for 16 days. It is the largest national festival combined
with tourism, culture, sports, economy and trade. The theme slogan of the Beer
Festival is “Qingdao Toasts with the World!”

Task 3 Questions and answers.

Questions for the teacher’s reference:

1. If someone wants to participate in an exhibition, what should he know about the fair?

2. As an exhibitor, what should he do before he can attend an exhibition?

3. When the exhibitor books a booth, what information of the booth should he get?

4. When receiving customer in the booth, what can the exhibitor give to the passing

customers?

wn

When a buyer is interested in the exhibitor’s products, what can he do?
6. What do you know about Canton Fair?

Activity 2 Interactions

Task 2

Task 3

Task 4
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Listen and complete.

Play the recording 2-3 times. For the last playing, pause after each sentence and tell the
students to read aloud after the recording.

Dialogue One

Key:

1. d 2. ¢ 3. e 4. a 5.b

Dialogue Two

Key:

1. reservation 2. on the first floor 3. clarify

4. written notice 5. cancellation refund

Have a try: Role-play the dialogues.

Have the students work in pairs or groups, with each playing a part. 'Tell them to read their
parts loudly until they can learn them by heart. Then have some of them demonstrate the
dialogues in class.

Just do it: Make up your own dialogue.

Have the students work in pairs or groups. Tell them to make up a similar dialogue. Keep
practicing it until they can learn it by heart. Then have some of them demonstrate it in class.
You may read the following dialogues to them as examples.



Unit|6) Attending|F,airs‘and|Exhibitions,

Dialogues for the teacher’s reference:

Situation 1:

"Talk about how to get information about a fair.

I saw the news of the Lighting Equipment Fair. Would you give me more information?
OK. It will be held in Hall 9.3 & Hall 10.3, Area B, Pazhou Complex in June.
I want to participate in the fair. What should I do?

You’d apply for participation at first. Then you should reserve booths.

What is your booth like?

Oh, our booths are standard ones. They are 9 sqm with standard facilities.
What is the expense of a booth?

A booth in the International Pavilion is 20,000 RMB.

Situation 2:

SEEEEEEE

Talk about how to receive a customer at the fair.
You are welcome to our booth. What are you interested in?
I want to see some tableware.

Here is our brochure for your reference.

=353

Thank you very much. Can you show me the samples of these bowls, No.7 and No.10 in

your brochure?

g

OK, please come here and have a look. These are the latest design and they are of high
quality.

Mmm... they look very nice. How much are they?

We sell them at the whole price of 600 RMB for one set.

It’s a bit expensive. I'd like to see other kinds of samples, if you don’t mind?

=R

It’s my pleasure to show you more.

Task 5 Challenge yourself: Ask questions.
Questions for the teacher’s reference:
A 1. Where can I get information about the fair?
2. What are the expenses for participating in the fair?
3. What should I do to reserve a booth?
4. What are the facilities of a standard booth?
5. What’s the deadline of application?
1. What s a standard booth like?
2. What’s the size of a large booth?
3. What facilities do you provide for a standard booth?
4. What are the procedures for booking a booth?
5. Who will be responsible for the decoration of a booth?
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Activity 3

Listen Out )

Task 2 Listen and match.
Listen and write the corresponding letter in the right place.

Task 3

114

Key:

L.
6.
Script:

€

f

4. h 5. ¢

The following are famous exhibitions held in China:

R I -V IR~

Universal Expo

Shenzhen Apparel Fair

China Import and Export Fair

Qingdao Beer Festival

CICGF (China International Consumer Goods Fair)

CIBTM (China Incentive, Business Travel & Meetings Exhibition)
Beijing International Automotive Exhibition

CMEF(China International Medical Equipment Fair)

Listen and judge.
Scripts:

1.

=

£23

SEEsEEEEsEE9

Good morning, sir. Welcome to our exhibition counter. Here is my card.

Good morning. I'm just having a look around.

May I know what you are interested in, sir?

I'm interested in your cameras.

Can I help you, sir?

I want to know when I can transport the display items to your centre.

"Two days before the exhibition. Do you need us to deliver your display items this year?
That’s fine.

What's the price for a booth this year?

A standard booth costs 4,500 RMB. However, it is cheaper on the upper floor.

Can you give me a special price?

Since you are our old customer, you can receive our maximum discount as other
regular customers.

I want to take part in the 15th exhibition to display our products. Will you tell me
how to apply?

You can apply directly at the China Foreign Trade Center.

Is there any other way to apply?

: Of course. You can go to our website and use the Easy Exhibitor to fill in the

Participation Application Form online, but you need to post your company’s

information to us.



Task 4

Unit|6) Attending|F,airs‘and|Exhibitions,

M: Would you tell me something about the indoor advertising for the exhibition?

W: The indoor advertisements can be put on the indoor booth billboard, and shown on
TV screens.

M: How’s the indoor booth billboard?

W: Ifits style is very interesting, the effect can be quite good. Your regular customers can
find you quickly and new customers can see you easily.

Key:

1. T 2. F 3. T 4. T 5. T

Listen and decide.

Dialogue One

Script:

M: What are your exhibition stands like?

W: Our modules are of international standard. They are 3-3.5m wide and 2.5-3m deep. That
gives a net area of 7.5-9 sqm.

Eh... ’'m afraid they can’t match our products.

==

It does not matter, sir. If necessary, we can extend them according to your requirement,
or if you like, you can design your own.

"That’s to say we can design our stands by ourselves?

Yes, you are welcome to do that.

By the way, when can I come to decorate our booth?

=R

As a rule, your decoration team can begin its work two days before the exhibition, but
it must leave the exhibition hall before 8:30 p.m. If the team needs additional electric
power and water or other tools, they should register at the exhibition information desk.
If I cannot finish decorating the booth in two days, what shall I do?

You can apply for deferment, but you should pay an additional fee for that.

OK, thank you.

===

Q1. What can we learn from the dialogue?
Q2. What should the man do when decorating the booth?

Dialogue Two
Script:
M: Miss, you seem to be quite interested in our cotton textiles. Is there anything I can do for
you?
W: 1 like cotton textiles from China very much:. Could you show me some of your products,
please?
: Fine. What kinds are you interested in? Textiles made from 100% cotton?

M
W: Yes, 100% cotton. I want to have a look at some samples.
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This way, please. You see, we have pajamas, bed gowns, bathrobes, undergarments,

=

overcoats and cheongsams.

Oh, they are very beautiful. Is this cheongsam made from cotton, too?

You are right.

It is so pretty. I am interested in it. How much is it?

We sell them at the wholesale price of 208 RMB.

It’s a bit expensive. Would you give me a discount?

If you order more than 500, you can get them at the price of 188 RMB for each one.
That sounds nice. I’d like to order 600 from size “S” to “XXL".

OK, please come this way and fill in the order-form.

SEEEEEEE

Q3. What is the woman interested in?
Q4. What is true of the woman’s order?
Q5. At what price does the woman buy the cheongsams?

Key:
1. B 2. D 3. C 4. C 5. B

Task 5 Listen and complete.

Key:
1. was sponsored 2. exhibition space 3. focused on
4. fell into 5. IT Products
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Managing Human Resources

1/Before-class Activities: Getting Things Ready

1

Task 1 Talk to two students about the advantages and disadvantages of online recruitment
and complete the table below.

Online Recruitment
Advantages Disadvantages
Efficiency Too many candidates
Larger audience Doesn’t always work
Less costs

I Section|2!In-class Activities: Things to Do

m' 7Ty
Task 1 Listen and write.

1. refer 2. commonly 3. exposition

4. recruiter 5. prospective 6. representative

7. process 8. networking 9. obtain

10. contact 11. interact with 12. adiploma in secretary

13. on-the-job training and off-the-job training

17
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14. The probation period lasts for two months.

15. TI've already logged in 20 hours of overtime!

Task 2 Make a presentation.
The teacher asks several students to present the short speeches they have prepared before
class. Before doing that, the teacher may play the recording of the following passage to the
students as an example.

Online recruiting offers a variety of tools including pre-employment screening,
personality assessments and testing for selecting qualified candidates. It also reaches a
much larger or more targeted audience than other methods do. Along with reaching
job seekers anywhere, you can attract candidates with very specific skills. Moreover,
online recruiting involves less human interactions, which can greatly reduce costs. But
on the other hand, you may often find there are too many candidates applying for your
job. Dealing with inappropriate, irrelevant and bad candidates can waste a lot of time.
In addition, online recruitment doesn’t always work. There will always be difficult-
to-fill jobs that can only be filled by recruitment consultants, headhunters or in other
ways. However, online recruitment offers clear advantages over traditional recruitment
methods.

Task 3 Questions and answers.
Questions for the teacher’s reference:
What are the responsibilities of the HR manager? Name three.
Can you name some of the recruitment procedures?
Can you name some of the requirements for a qualified HR professional?
How does a manager evaluate an employee’s work?
What do you think is the most important element in recruitment?

ANt R WwW N

What do you think is more effective in HR management, giving incentives or
punishments?
7. What do you think is the most important thing in HR management?

Activity 2 Interactions

Play the recording 2-3 times. For the last playing, pause after each sentence and tell the
students to read aloud after the recording.

Task 2 Listen and complete.
Dialogue One
Key:
1. d 2. ¢ 3. a 4. e 5.b
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Dialogue Two

Key:

1. enhance performances 2. based on 3. taking place
4. how to perform it 5. away from

Task 3 Have a try: Role-play the dialogues.
Have the students work in pairs or groups, with each playing a part. Tell them to read their
parts loudly until they can learn them by heart. Then have some of them demonstrate the

dialogues in class.

Task 4 Just do it: Make up your own dialogue.
Have the students work in pairs or groups. Tell them to make up a similar dialogue. Keep
practicing it until they can learn it by heart. Then have some of them demonstrate it in class.
You may read the following dialogues to them as examples.
Dialogues for the teacher’s reference:
Situation 1
M: Do you think HR management is an easy job?
W: No, not at all. Since the job is so closely related with people, it is very complicated and
involves many aspects.
M: Can you name some?
W: In addition to law and human rights principles, it’s also related with sex, age, race and
political and religious beliefs.
It sounds rather complicated.

==

Indeed, and furthermore, different people have different personalities and some are hot-

tempered.

M: Then what do you think is the best way to do the job well?

W: Since the aim is to create a fair working environment for all the employees, the best way
is to carry out the organizational policies.

Situation 2

W: Please be seated. Maybe you know why I ask you to come here.

M: No, I don’.

W: Tl tell you directly. You remember we signed a contract when you came here on the first
day.

M: Yes?

W: Can you still remember the terms of the contract? We discussed the issues like

attendance, absence, punctuality, etc. I think I'made it pretty clear it is imperative that

you meet those standards.

Yes, 'm sorry I was late again.

==

You have violated the company’s policy again and again. I have talked about the issue
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with you twice. We have given you many opportunities to improve your performance,
but unfortunately, you never take the company’s regulations seriously, so we have to
terminate your services as of today.

M: P'm sorry to hear that. Shall I leave immediately?

W: Take all your belongings and go to the Financial Department to get your salary.

Task 5 Challenge yourself: Ask questions.

Questions for the teacher’s reference:

A 1. What are the employees complaining about?
What should the management do with employee complaints?
What if the employee complaints are reasonable?
What can an HR professional do to handle employee complaints?
What if the employees keep complaining?
What can we do to stop people from gossiping about others?
Why do some people keep gossiping around?
What if someone gossips with you?
Should we tell the person about it if he is the subject of a gossip?

o~}
ARl A A

What if someone gossips about you?

Activity 3 Listen Out )

Task 2 Listen and match.
Listen and write the corresponding letter in the right place.
The recruiting process usually consists of the following steps:
Step 1: Identify vacancies and evaluate needs
Step 2: Develop position descriptions
Step 3: Develop recruitment plans
Step 4: Select search committee
Step 5: Post positions and implement recruitment plans
Step 6: Review applications and develop short lists
Step 7: Conduct interviews
Step 8: Select hire

Step 9: Finalize recruitment

Key:
1. b 2. a 3. e 4. ¢ 5.d
6. g 7. h i 9. f

Task 3 Listen and judge.
Scripts:
1. W: Could you tell me the difference between salaries and wages? They really confuse me.
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M: Well, a wage is based on hours worked. Employees who receive a wage are often those
“non-exempts”.

What is a salary?

==

A salary is an amount of money paid for a particular job, regardless of hours worked.
And these employees are called “exempts”.

2. W: Firing an employee is tough, and there is no guarantee you won’t be sued no matter

what you do.
M: Yes, that’s the last thing I want to do in my job.
W: Soitis for me.
3. W: Bob, you are responsible and hard-working, and you have made a lot of contributions
to the company. I want to give you a promotion and a raise.
M: Thanks for the promotion! By the way, could you give me a week’s unpaid leave
before I get that promotion?
W: Sure, if that’s what it takes for you to be happy.
M: Thank you for everything!
4. M: DI'm afraid to talk with Ms. Huang. She looks so serious and indifferent every day.
W: Actually, that’s not true. If you know more about her, you’ll find that she is very nice.
M: How come?
W: She is sometimes moody, but most of the time she is amicable to everyone here.
5. M: According to the Labor Law, we are entitled to overtime pay for any hours worked
over 40 in one week.
W: Our supervisor said on the first day that once we’re paid on a salary basis, we lose

our right to overtime pay.
M: Thatisn’t the case. He is in an attempt to use tricks to avoid paying overtime.
W: Are you sure about it?
Key:
1. F 2. F 3. T 4. T 5. F

Listen and decide.

Dialogue One

Script:

Can you tell me the functions of personnel management?

Personnel management starts with the recruiting and hiring of new employees.

What do personnel managers mainly depend on when recruiting new employees?

They depend on the job description and job specification to determine what potential
candidates are currently available.

M: What are the differences between a job description and a job specification?

W: A job description is a written statement, which defines the duties of each task and other

responsibilities of the position while a job specification describes the applicant with his
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Task 5

122

M:

W:

M:

Ql:

Q2:

education, working experience, qualities and abilities needed to perform the job.

What other functions should human resource management have in addition to recruiting
and hiring qualified employees?

Other functions are: to prepare wage and salary scales, to deal with disciplinary problems
and manage compensation and benefits programs and so on.

I'see. So it’s not an easy job to do.

Which of the following is NOT mentioned as one of the functions of personnel
management?

What do personnel managers mainly depend on when selecting new employees?

Dialogue Two
Script:

M:

=

T EE

M
W:

M:

Q3:

I don’t think the newly recruited warehouse keeper, Li Ming, is qualified for the job. I'm
thinking of terminating his contract at the end of next month, when his probationary
period is over.

What's the problem?

: He drinks too often. Sometimes you can find him a little drunk at work. Furthermore, he

seems to be unable to learn the computer skills for our warehouse management.

: Then have you talked with him about his problems?

Not yet. I don’t think he can change too much.

: According to the rules, you should first discuss with him and make every effort to assist

him for improvement.

: What if he can’t change?

If you finally confirm he can’t pass the probation, you can advise me in writing at least 10

business days before the probationary period expires.
OK, I’ll do that.

What’s Li Ming’s job?

Q4: Why is the man unsatisfied with Li Ming’s performance?

Q5: What does the woman suggest the man do?
Key:
1. D 2. A 3. C 4. D 5. A

Listen and complete.

Key:
1. regardless of 2. knowledgeable and competent
3. time-efficient 4. based on 5. surefire tips



1/ Before-class Activities: Getting Things Ready

—

Task 1 Talk to two students about how to start an online business and complete the table
below.
1. market 2. finance 3. update 4. small

Section|2!In-class Activities: Things to Do

“Activity 1 Task Check-up -
Task 1 Listen and write.

Script:

1. entrepreneur 2. secure 3. medium

4. loyalty 5. recommendation 6. resource

7. update 8. option 9. content

10. constantly 11. long term 12. -home-based

13. Preparation and research are the key.
14. Find out if there is a market for your idea.

15. Don’t give up too soon.

Task 2 Make a presentation.
The teacher asks several students to present the short speeches they prepared before class.
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Before doing that, the teacher may play the recording of the following passage to the students
as an example.

Script:

The internet has certainly revolutionized the way we live our lives, and offers a
place where individuals can compete with global organizations. But there’s more to it
than putting up a site and waiting for the money to come pouring in. One of the most
important elements of setting up an online business is finding out if there is a market
for your idea. Raising funds is one of the ways to finance your business. A website is
your battlefield. Keep the site clean and simple and make sure you update your website
constantly. Start small and have patience. Don’t give up too soon, as it will take time for
your internet venture to grow. You’ll need lots of energy, enthusiasm, determination
and passion. In a word, put in your own time and energy, but other people’s money —
and take as much advice from other people as you can. From baby steps to big success.

Task 3 Questions and answers.
Questions for the teacher’s reference:
Do you often surf the Internet? Why or why not?
What would you prefer, to be an employee or to be self-employed?
Do you plan to start your own online business? Why or why not?
What do you think is the most important thing to start an online business?
What are the advantages and disadvantages of online businesses?

AN 1 AW N

Why do we say your website business is your battlefield?

Activity 2 Interactions

Play the recording 2-3 times. For the last playing, pause after each sentence and tell the
students to read aloud after the recording.

Task 2 Listen and complete.
Dialogue One
Key:
1. ¢ 2. a 3. e 4. b 5.d
Dialogue Two
Key:
1. line of business 2. website 3. market

4. mental problems 5. distribute

Task 3 Have a try: Role-play the dialogues.
Have the students work in pairs or groups, with each playing a part. Tell them to read their
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Task 5
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parts loudly until they can learn them by heart. Then have some of them demonstrate the

dialogues in class.

Just do it: Make up your own dialogue.

Have the students work in pairs or groups. Tell them to make up a similar dialogue. Keep
practicing it until they can learn it by heart. Then have some of them demonstrate it in class.
You may read the following dialogues to them as examples.

Dialogues for the teacher’s reference:

Situation 1

What do you think of opening an online shop?

Think of? I opened one when I was in the middle school.

Wow, you started your online business years ago. So now you are a student boss.

Sort of. I just choose some brand-name products and sell them online.

You mean brand-name products are easier to sell?

"To some extent, yes. But it’s not all that simple.

Yes?

I think trust is very important. Your online shop will be popular with people once they

SEEEEEEE

have confidence in you and your products. And you must be honest if you need others’
trust. As the saying goes, “Honesty is the best policy.”
Yes, I think so. May I have the chance to talk with you over a cup of tea?

==

My pleasure.
Situation 2

=

The Internet has changed the way people do business. You can sit at a desk and click the
mouse to have everything done.

Yes, indeed. But the disadvantages are equally obvious.

What do you think are the biggest drawbacks?

"Trust and security.

Yes?

There’re some or even many dishonest people who use the Internet to make money by

SEEEE

cheating. As a result, many people feel unsafe to do business online.

=

And there’ve been so many reports about hackers who steal others’ credit card
information when they make transactions using the online banks.

So we have to be extremely cautious when buying and selling online.

= =

I can’t agree more.

Challenge yourself: Ask questions.
Questions for the teacher’s reference:
A 1. Who created Google?

2. What is the function of Google?
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What do you know about a search engine?

Is it free for you to search the information online?

What do you usually do online?

What do you know about online companies such as Alibaba.com?
What kinds of products do you like to buy online?

What are the advantages / disadvantages of shopping online?

Do you like to do business online?

i R W N = AW

Are you going to start your own online business?

Activity 3 Listen Out )

Task 2 Listen and match.

Task 3

126

Script:

Choosing the Right Business
Raising the Funds

Creating the Business Plan
Registering the Business
Buying Franchise

Creating the Website
Opening and Marketing
Accounting and Cash Flow

D A ool e

Protecting Intellectual Property
10. Managing and Expanding

4. g 5.b

Listen and judge.

Scripts:

1. M: A recent study claimed that 84% of Americans said they had bought at least one
holiday gift online.

g

Really? I rarely buy online because I’d like to touch and feel the products before
making a purchase decision.

Have you ever heard of eBay?

eBay? No. What is it?

It is a well-known online auction company. You can visit their website: www.ebay.com.
OK. I'll have a try.

Hello, Peter. I hear you’ve opened an online shop.

Yes. I sell women’s shoes, clothes, handbags and hats online.

ZIEEs=2=2¢E

Oh, really? Can I get a discount if I buy shoes from you?



Task 4
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M: Sure. You’re my VIP client.
4. M: Hello, this is Ken. May I have a word with Eva?
W1: Hang on a moment, please.
W2: Hi! Eva’s speaking.
M: Hello, Eva, this is Ken. I have got your e-mail and I want to confirm with you about
our sales order.
John, do you know Jack Ma?
Jack Ma? I have never heard of him. Is he an actor like Jack Chen?

No, he is a business man. He runs a business-to-business or B2B online trading

.=

company called Alibaba.
Key:
1. T 2. T 3. F 4. T 5. F

Listen and decide.

Dialogue One

Script:

Mr. Black, do you always keep in touch with your business partners by e-mail?

Yes, you know e-mail is fast, convenient and cheap. But ...

But what?

Well, I prefer mail safe when I deliver some important business documents.

Mail safe? What is it?

Mail safe is an online document-delivery system offering standards of reliability, tracking

SEEEEF

and security.
What’s the difference between e-mail and mail safe?

= =

Mail safe builds upon the universal nature of e-mail. It offers greater control and
protection for the delivery of important business and personal documents.
W: Well! It does sound safe!

Q1. Which is NOT true according to the dialogue?
Q2. Why is mail safe considered safer than e-mail?

Dialogue Two

Script:

M: Hi, Sara. Long time no see. How are you doing these days?

W: Not too bad. But I'm a little tired since my part-time job in the trading company requires
me to find as many clients as possible.

M: Asyou are a student, is it difficult for you to find so many clients?

W: To some extent, it is. But what I have to do is to go online and release our information on

the Internet. And then establish contacts with new clients.
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==

M:

So many people would know your company and products via the Internet, right?

Yes. Have you ever heard of Alibaba?

Alibaba? You mean the interesting story Ali Baba and the Forty Thieves?

Of course not. In fact, Alibaba is one of the biggest online trading companies. It uses the
Internet to link Chinese producers with purchasers worldwide. It is my wish to work for
it after I graduate.

Oh, you know a lot about online businesses.

Well, I major in E-business! I wouldn’t miss such a great company which has 5.6
million companies registered through its Chinese website and 1.8 million through its
international website.

Really? That’s amazing!

Q3. What do we know about Sara?
Q4. How many companies have been registered through Alibaba’s Chinese website?
Q5. What are the speakers talking about?

Key:

1. B 2. D 3.A 4. B 5. C

Task 5 Listen and complete.
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Key:
1. perfect time 2. making money 3. limiting factors
4. business owners 5. business landscape
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ISection 1 More Things to Do

Ctivi ea ore about vnderstanding Cultural birrerences

Chinese translation:
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Key to the exercises:

Activity 2

Fulfill the Following Tasks

Task 1 Complete the outline with the information from the passage.

1. prior time
4. innovation and change
7. 13

10. salary, age, religion etc.

Task 2 Match A with B.
1. e 2.
6. h 7. ¢

2. respect 3. living in the moment

5. compliments 6. apologize

8. 4 9. give/use a clock
3. a 4. g 5.b
8. i 9. f 10. d

Task 3  Fill in the blanks with the right words or phrases. Change the form where necessary.
There are more words than you need.

1. perceive
4. in advance

7. regard ... as

Activity 5

2. tend to

Translate a Paragraph

3. getinto trouble
5. complain 6. in addition

8. optimistic

SCAFIARTE F AT T 2015 R 2 AMERT D CE NGS5 8l il B G2 28)
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I Section 1 More Things to Do

Ctlivi ea ore about Conducting surveys

Chinese translation:
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ZHEN A BE A T AT AR T IR THE S5 T

BT, HIASE: M8 eEfoR iR EaREriE, 7

Key to the exercises:

Activity 2 Fulfill the Following Tasks

Task 1

Task 2

Task 3

Complete the outline with the information from the passage.

1. advertising business 2. Market Research 3. Internet

4. contacts 5. her husband 6. local business owners
7. funding 8. advertising bags

Match A with B.

1. ¢ 2. g 3. 4.1 5.h

6. a 7. d 8. e 9. b 10. f

Fill in the blanks with the right words or phrases. Change the form where necessary.

There are more words than you need.

1. dominated 2. Frustration 3. is based
4. initial 5. devoted ... to 6. Dramatic
7. complaints 8. was qualified for

Activity 4 Write a Report

In order to increase environmental protection among the public, we did a survey on Green

Purchasing.

In our survey, 85% of our interviewees said they purchased environmentally preferable

products. When purchasing, they said, their organizations or they themselves usually include

environmental considerations, such as recycled contents, durability, reliable packaging

materials, etc. However, up to 70% of the interviewees said they consider cost a prime factor

in green purchasing. This means not many people would be willing to pay more for green

products. In terms of difficulties of sourcing green products, about 90% of interviewees said

the greener the products, the more you have to pay. Finally, almost 100% of the interviewees

expressed their desire that the government should take a stronger role on promoting green

purchasing, like offering tax concession, increasing more public awareness, offering more loans
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to better-behaved enterprises, etc.
From the survey we did, we can conclude that the public is willing to contribute more to

the environmental protection and that the government should take more effective measures.

‘Activity 5 Translate a Paragraph »

AT ) 55— e AR T A 4, VAR HbRORE 1 VAR BRG] 4 i) B
ISR E R, S8R A R, AR P H bR S i T
< HUE IR S5 B AE T
- BT SR 5 00 R
NS E
- R /95 N I
AR 1 WA L
- PSR bR L
a4, 23
XS H bR RSBSOS . B b Ak, SRR 5 A A%

B section’2]Reading Skill Exploration: Propositional Meaning

1. At the beginning of her market research, Bebout searched the Internet for ideas from
companies specializing in Precision Advertising Distribution service.

2. Having an idea is one thing; realizing it is another.
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Chinese translation:

FIABERMET

TEfG R, R ER G L5 | af AR 7 2OR R BUE B 7E— AR RS 55
Ll NS E R R E RN, FATE SRR AR IS, SERORFATI8 5
FATLLEE BRI . HETRIE . R AR E

AR . AR RELL () Bhm A 2 X 05 AR5 SR 4 AR . HET I A& BILAY X L a2
FLZITF AR EN s AR 2 o TIAETE IR, AU e G LIF S AR
B, R, WAL AT IAAAE R 2 ) LG TR B A s 20 B R BT A 2k
7 SRR A HAR AT AR 2 R . AT RERBE AR SC 05 B LR R BL SR . ARE AR
B2 B R EARMEDR, R EMRET A AR T TS P E 23R T —DIfE R . LR
ARES TR, TR B T, AU Rz — s . AR RERAN R B I

o GHBEHE AR B LA RSy

o HIBELR/R A B ERAER SR

o LREFIREIR

i, SRS .

FAE RS L T MRS BRI . Ee A

o HZEEIE

o MifEEl

o HAFE
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o KEERIEILSI

o i) £t [

o VR AN AR I R A LT AR Y JON)

o HEFFEENIEIE

o EfERIIN SRS, AR RsL

o fEFIbREE(E

o HIBIE AR EIEIER, HAt S BN AR

T38b, AEEURI R REE— AL, MR R) T, ZEATEL. AR, Bl
RARTAH AR HEGRIER. JF5 8 MAUERARBTER S, SUNBEEriES, SO R
BRI o o E) S SRR VR L B SR IR, (HAZRAE LN . SREA T
M 5E, S A VRI) E B, RS AR B T .

Key to the exercises:

Activity 2 Fulfill the Following Tasks

Task 1 Complete the outline with the information from the passage.

1. offer a simple 2. lasting impression 3. detailed facts
4. Use scale values 5. horizontal line 6. audience’s attention
7. your story 8. Briefly summarize

Task 2 Match A with B.
1. f 2. h 3. e 4. a 5.
6. d 7. b 8. i 9. ¢ 10. ¢

Task 3  Fill in the blanks with the right words or phrases. Change the form where necessary.
There are more words than you need.

1. rather than 2. figured out 3. divide ... into
4. provocative 5. objectives 6. conspicuous
7. relay 8. catch the attention

Activity 4 Write a Report

How to make a good product presentation? For that matter, we made a survey for students
in our college recently.

In our survey, nearly half of the students said they never had such experiences of doing
product presentation while 42% students said they once made the presentation for some
trade companies. 85% students are eager to know the technique of making a perfect product
presentation. According to the opinions of the interviewees, all of them firstly agree that if

you want to make a good product presentation, you should get full reparations in advance.
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Furthermore, 35% interviewees find visual aids, such as PowerPoint, Multi-media, charts,
graphs and pictures helpful for audiences to understand better. Over 90% of the students agree
that making a presentation entails more confidence, interesting examples, and respects for
audience. Finally, almost 100% of the interviewees think that the product presentation must be
compelling enough to explain the value of your products. In order to promote your product,
you should answer all customers’ questions completely, accurately and honestly.

From the survey we did, we can conclude that making a good product presentation is not
easy, but if you practice more and catch every chance to do it, you could have full assurance of

success.

Activity 5 Translate a Paragraph )

TEANRE R R AR AR — MRS, IR R — R, iy, fREAE
KEW BT, SRIGAER R HZUPRE, DU IR UHE 0 5 T 2. Rl 1
A BT UR S5 A B I R B ML 1, AU T REZ R o KB WA SO ICURIIUT AR,
AP E Tl s, WA S A S0 0 INE, EERERNUTR. i1 IER Kk
CR BN

I Section)2] Reading Skill Exploration: Contextual Meaning

1. C (Explanation): It explains what functions bar and bar graphs can play.

2. A (Assumption): It serves as an assumptive condition on which the writer suggests that you
gather enough facts.

3. D (Justification): It justifies the writer’s instruction that bar should be labeled clearly.

4. B (Reasoning): It gives the reason why you should treat your audience with respect.
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Establishing Business; Relations;

I Section 1 More Things to Do

Ctlivi ea ore about £Establisning business relations )

Chinese translation:

TRREMBTE N F 4 REXRBR P E M EIE?

IR SRR SO HER AT, BRI 2R . R mHE, MAREE N a4
BERVREYH RN B, SETEE M URERTCIEAR BRI N, A2 B A 3 55 — R A AT IR R 3 b BE
ZJGo

TAFEXFE!

PRBEET AT LU R BT . RAFHUERIFHL, 13177779999 J:AR 24 /Nl AL, )5
AR, RESRHREE, BoHFRE C B AT T, % P E R I ERR B4,
i /5 iF PandaPan@hotmail.com, MR MSN 342, BiELHEZ]: PandaPan@200 8.
com,

Pk B o E Y N EET R BEAARAR ORI X, FRAEZ X LLn] Z () /NR K, LRI &
JERIY B BESHER o

BHEFSRSR L, AT, A D H ALY, G —FER k.
B, BATARMUREERR, BADEMEAR—FER % Pt B .

BT AL i 13518 ZRELHT, Hiop 68 Fokid 3, Feid Ri)-T4E, AT 5L
SEAERIT I AL, B BN HERHR T T 10 ANMERR I ECR RN SR,

BV AIRIEE M FHER A 5, SO IRE AT AR 2Ll e B, s (fth) &
MELBRIRERREDIT . XA, AR——FRA I LR ——0T L4800 . R DA B www.
PandaPan.com, FHH & WA TEZHTTHANE RG T4

B EHIFRAR I B S ELAT , UREVEESBRA P SAEPE N SE R, FRATS R .
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fRIUEA 3 A TE AR K.

WSRFAT 1) 3t B 5 R I 12 A BRI B VRS, (T UG R PR B R
PUREFZ, TRH—HR!

Key to the exercises:

Activity 2 Fulfill the Following Tasks

Task 1

Task 2

Task 3

Complete the outline with the information from the passage.

1. time difference 2. bread and butter 3. Accessories

4. containers 5. follow every order 6. guaranteed

7. Masterpieces 8. 13177779999 9. www.PandaPan.com
Match A with B.

1. f 2. g 3.2 4. h 5.1

6. ¢ 7. 8. d 9. e 10. b

Fill in the blanks with the right words or phrases. Change the form where necessary.
There are more words than you need.

1. was designated 2. guarantee 3. process
4. add to 5. handle 6. classic
7. tons of 8. under his belt

Activity 4 Write a Passage

How to write a good business association letter? We interviewed people in the foreign

trade area and try to find out the problems in writing business association letters.

In the interview, the majority of the people said they sent over 100 business association

letters, but about 1% of the people replied. About 90% of the people are eager to know the
technique of writing a good business association letter. According to the opinions of the
interviewees, all of them firstly agree that your letter should follow the principle of customer-
orientation. Furthermore, you should express your common ground and state clearly your
wish and what your want in your letter. Thirdly, choose lively, active words instead of the
industry jargon to hold your readers’ attention in your letter. Remember, overall tone of the
letter should be confident, courteous and sincere. Finally, make sure that you organize the
information in a logical and coherent way. Don’t forget to proofread your letter to avoid
spelling or punctuation errors before you send the letter.

From the survey we did, we can sum up that writing a good business association letter is

not an easy task, but if you practice more, you will make it.
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“Activity 5 Translate a Paragraph L)

A VE—Z LB A= SR Al Sh ARG TR ERATIRDL SR, FArIRER

B E—fy a7 H s, b REATH AT SRR A IR R R AMEH R L
I FATEAR BRI DR, B PR — I3 i e fond Lol 7= b )T 5K

BN Section2! Reading Skill Exploration: Key Word Reading
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. We decided to take a taxi back to our hotel from Mong Kok since we estimated the fare to

be roughly the same if we were to take the mass transit railway (MTR. and minibus route,
given that there were five of us.

. You will be charged with additional HKSS per piece for baggage you place in the trunk of

the taxi, no matter how big or small the size will be.

. The_rising birth rate is_not due to increased fertility, but to a sharp decline in the death

rate.

. By this time it is about 2:00 p.m. and we are starved and I think my husband is a little

drunk from all the tasting.

. Michael Phelps was driving an SUV that collided with another car in Baltimore Thursday

night, but the Olympic gold medal swimmer was not injured, police said.



BN Section'1 More Things to Do

Activity 1 Read More about Promoting Products and Services

Chinese translation:

fRA 7 532 LM EEL B —EME 7200 TTHEHT R ESND?

R, XA ELRY o PRECH HT LU O 2R N AR &, AT DAL 532 56T,
BN IREA R — T

FERA, BAEKADNAFBESI T Rt SRR . S IRET 3 2R A
#HHL5 6, BHSHET 36, Hulid# 2 6.

FHXERLE VREIPL2 |

TR 2 ik E, FovE RIBS AT,

G, RERGEATFE R ETESAE 7 H 20 HASH, FRATEITIT LISt & ik 4625 Hot
ZeRRT . AR M, FIEEHEMA A% S22 VR ITIAT Bi AR AT T P 1 1L

RS & B LTS 7200 60T, (HERIATR HHAE 532 SEoTmREER], LUF IR
DLURIAR NS A R G221 v B 2 15 B0 D) -

W SE A G, AR AR5 S8 R HRR N TEZ 44 S03KMA TR 3RA5 50% BB
G FERY, SR 50%. B HhGEE &l LT I3 A 5 N\ sliof A BREREE A A\ de fit
Tt

WAV, XHEISA LI URI2E)) . Ffi 1204 850 SEocefr & il iRaIEtE S,
s VR T SRS 285 AL DT 345 2 S AL TR S5 41 s 0 ELDRKe S 9 AR 45 P AR B A b
FRamfRAE (Hr{E 2000 3658 ) 5 HeAh, BANERIRIZEHIIRAES R IURIBR AR .

BR T, wg? S—T, RIEATERHAEL.
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PRATLME =0 R, TeR . BATTLLEARE 30 R—HI3E5r =R 1K

It 2frniide 8 A 5 HZHi 78 (RELBRETEIEN TP ) 7 HERENHER 8
H 5 Hit & QI EAERAN X, BOARSEAHT @R EARRR XM ERER. S
VUG, XEERROmEI 1.

BUEVREM AL S T, $&4T 609-7231, MEHKEHIE —G. AR, s kEL
BRI M A FEHUR IR & A A B BIbL 2. R IMA B IRIUE P e B2 XA At
RALKEAZ —,

Key to the exercises:

Activity 2 Fulfill the Following Tasks

Task 1 Complete the outline with the information from the passage.

1. goodwill 2. 50% 3. another tax break
4. $2000 5. in 3 installments 6. August 5"
7. dial 609-7231 8. your credit card

Task 2 Match A with B
1. d 2. 3. f 4. h 5. ¢
6. g 7. a 8. 1 9. e 10. b

Task 3 Fill in the blanks with the right words or phrases. Change the form where necessary.
There are more words than you need.

1. take advantage of 2. installment 3. deposit
4. qualify 5. glided 6. incentive
7. donated ... to 8. gambling

Activity 4 Write a Passage

How to promote products and services? We interviewed people in foreign trade area and
try to find out the promotion strategies.

In the interview, the majority of the people said their companies occupy below 50%
percent of the market in the same industry and products and services are not very popular in
the market. Many people are eager to know the strategies to promote products and services.
According to the opinions of the interviewees, all of them emphasize that quality is the first and
upmost for a company and the company should monitor the quality and services constantly. In
addition, your company should have an official website with worldwide exposure to give your
customers convenient access to your service and your products. Secondly, you can distribute
fliers and business cards door to door in order to enhance the awareness of your products and

services. Furthermore, you can choose to attend trade shows and community events to display
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your products and services and find more trade chances. You can also try some advertising
methods such as classified ads, yellow page ads, television and radio spot, and display ads in
magazines or on other websites. Thirdly, try to find some opportunities to support a local
charity by sponsoring a fundraising event or host a grand opening or open house to invite
local business owners and residents from surrounding neighborhoods. Besides the points we
mentioned above, spare much effort in designing of the brochures, posters and packaging.
From the survey we did, we can sum up that promoting products and services require

much effort, time and energy. Try a few of these strategies and watch your sales soar.

Activity 5 Translate a Paragraph )

HIRM A RARN Y805 s A B . RS B, 50 A it 548 5
R b, HIRMCERC R RIS TH. M E It FRERARSA R Ik, 1R
H= i, RGeS 1. 5HARME BRI, M EECE2IU 1 s U E A7 3
IS

Section!2, Reading Skill Exploration: Identifying Passage Organization

1. The paragraph is organized in time sequence. The signal words are as follows: in, at the
age of, then, first, then etc.
2. 1858, born in Germany
1874, studied physics in University of Munich
1879, received a doctorate
1880, taught at the University of Munich
1889, taught at the University of Berlin
1990, set out Planck’s radiation formula
1918, received the Nobel Prize for Physics
1927, retired from the University of Berlin
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I Section 1 More Things to Do

Ctlivi ea ore abou ending rairs an Xnipitions

Chinese translation:

F_tRIEFERERERS

1 %ﬁlﬁ@%ﬁﬁé(mﬁ ‘EES" ) KT 20134E8 H28 HE9 H 1 HAE
bt 2847, 7 e RIS ST AHGE 53600 “F 5K, YRR RIAG T A 7S o e s
mE=EE

B2 0 H b 5 |k e i 2 i A E Rt BN E 45, DU ek E bRl R |
BRSO AS R, IsE 52 N R T RUEIH, ¥R AR S oAb E 1, &
B 5 ol 55, JUHAEFEH LS

EtH2 H 1986 AEANIRLIR, TR it R E B E, L E R E B ER R 1
JEN, BACREINZE LR, 2R, BRSO EE RS, 53
P AMNE B AR AL R 1 R R 2 S, RIS AE BRSO 2 B 20N, Bk
SEAAR 5. BB 5. ekifsh . BV ER . ElRS . R @SR T — g [ bR
ARSI 2

A E S R ZAEN QSRR X, JFARERTTF L E B IX . Zhig X
il XA 0 . P T J S 9 S I P AN A B B 88 . Pl SRR HAt i b 2k
BREVW . bk SCH . BB E R HARAR S5

Yk 2013 Pt S T, ob Rt H L A Ak 2 W 1 e B A B A L b
Sy AME AR RIS VE KRS RSE S (5 B EHARE SRS, B 55 = T mdb s B briE 43
HE S0 IR SR SR T ) — A3 B
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Key to the exercises:

Activity 2 Fulfill the Following Tasks

Task 1

Task 2

Task 3

Complete the outline with the information from the passage.
1. September 1

2. China International Exhibition Center (CIEC)

3. China National Publications Import and Export Corporation (CNPIEC)
4. Introducing excellent / high-quality

5. 53600

6. the Kingdom of Saudi Arabia

7. Digital Publishing Zone

8. Right Centers

Match A with B.

1. b 2. ¢ 3. e 4. g 5..d

6. j 7. a 8. i 9. f 10. h

Fill in the blanks with the right words or phrases. Change the form where necessary.
There are more words than you need.

1. digital 2. promoting 3. incorporate
4. principle 5. event 6. expand
7. domestic and overseas 8. adhere to

Activity 4 Write a Passage

Our company produces a variety of high-quality refrigerators. Let’s look at this new

model. It is perfect for storing snacks and beverages as well as fresh and frozen food. It is really

ideal for bedrooms, offices and dorm rooms. It has an ice compartment, adjustable shelves and

2-liter door storage. The racks behind the door can also hold tall bottles of wine and other

beverages. More importantly, it is economical, consuming only 300 kilowatts per hour. This

model comes with a 12-month warranty for labor and parts. In fact, if used properly this model

can last for a very long time and constantly provides excellent performance. If something really

goes wrong with it, just contact our repair shop and they will repair it immediately. Now this
model is on sale. It costs only RMB 3,999.

Activity 5 Translate a Paragraph

SRR % T A R Y 227 AT IR IR AR SRR AR AT = S JRAL B

RERESRFME, OrH 8 BRI MEREA R PR, TRk B
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Dy VLB E B SLBARCR .

iSection2] Reading Skill Exploration: Taking Notes

1. Step 1: Determine what types of account (s. you want.

Step 2: Pick the service you want.
Step 3: Provide your information and get the account you want.

2. The most typical accounts are savings and checking accounts.

3. To open a savings account, you need to fill in an_application form, and give slips along
with your cash and ID document to the teller. Then the teller will review the information

provided and issue you a bankbook once your signature on the slip is confirmed. If you

need a password or withdrawal by seal, you must set your password or provide the teller

with two cards stamped with your seal.
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Clivi ea ore abou dnaging Auman rResources »

Chinese translation:

ANFBEERKTIE

ANBHEE GO AE R THRE, HE, kS ZHE TR Sl A 5 Al e Hiofd
JHZ UL BE N BHRE B TR, TR . F LUK BRI

P3¢

ANV B BNELUT TAE:

o S EhrhE RINTORIL S BRI A

o HIRMESE, TN TEZE . BEF R BV TRERKE.

o WHIZHTORL, XIMIEITH R,

o ERINHGEA R LTI RED, MITAERRST . 8RS ARSI

o hJe R Al Ak

o 51 SEIFIHRE RO TR,

o PERMICRAL AR A,

W2 NNRIEL Bikszid 2B AT 55 028, BEE N 1 5E IR B AL 55 . BRT
PTARIS S22 HEAh, A I I N Ty 9 A B AR 7 b B 5 145 A R 12 528 R AR
BTl Al AR TR AL, FFAEE S Gl AT I A BT N 9 IR BN
REREE ST X A1t 7 I MR A R

AT IEE ST LU T2

A SERI A E TR, SO RS BT O G & S 2 R £S5

ANIFFEEEEBANE AR TR, FSOMRE. RISCR. FHEaEH . Bl LA
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TR B | AR S H SR T e B

%ﬁ?ﬁﬁ%fﬂlﬁ%ﬁﬁﬁ%ﬁﬁh\ﬁﬂ\Eﬁ%ﬁ\%ﬁﬁ\léﬁﬁﬂ$m,
JHiR S R A T AR B B JRRORR, 2 B TR IEMLIRIE

ZEL RATUNREE S SERSRINE . W15 SR s BN PTG 20 TAEREE . &
BHRNIEZBHN, HAREHS e T thf i phBh 2 HEm R

R E A WAFCO A RIS 0, 75T 4k WA TR HAA R SR B . Al
IEERAHRSER, SMAA RIS, Ui R il 55 77 A HORERE . A 1L 200 R R
HHATNAMBRAEN , IR TR

Key to the exercises:

Activity 2 Fulfill the Following Tasks

Task 1 Complete the outline with the information from the passage.

1. consult 2. interview 3. background
4. details 5. qualified candidates 6. orientation
7. employee record 8. Employment interviewers 9. Human resources
generalists
10. Labor relations specialists  11. Placement specialists 12. Recruitment specialists

Task 2 Match A with B.
l. ¢ 2. ¢ 3.1 4. h 5. ¢
6. d 7. a 8. i 9. b 10. j

Task 3  Fill in the blanks with the right words or phrases. Change the form where necessary.
There are more words than you need.

1. preferred 2. avariety of 3. administer
4. payroll 5. discipline 6. Identfy
7. comply with 8. referred ... to

Activity 4 Write a Passage

The objective of this questionnaire is to obtain first-hand information on the college
students’ tendencies toward getting the job position as a human resources specialist.

The first three questions are about the understanding of the job as a human resources
specialist. According to the results of our questionnaire, 70% of our interviewees say that
they know just a little about the job and 8% of them even say that they know little or nothing
about it. When asked about the responsibilities of the job, 91% of the interviewees choose
all the options. When asked about the most important personality needed for the job, 45%

of the interviewees answer that being communicative is essential. When asked about the
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attitude toward the job, 78% of the interviewees agree that human resources specialist is very
important in a company and 36% of them agree that a human resources specialist should have
a good command of foreign language. When it comes to the important qualities they have
got for the job, 55% of the interviewees choose interpersonal skills and 39% decision-making
skills. Finally, only 18% of the interviewees say that they are willing to find a job as a human
resources specialist and 48% express that the salary range they expect is from 40,000 RMB to
50,000 RMB per year.

From the survey, we can conclude that most of our interviewees do not have a good
understanding of the job as a human resources specialist. As the job is demanding and

challenging, few interviewees are willing to get such a job.

Activity 5 Translate a Paragraph

NS GEEHN AR PR B TR . IR R BRI AR B0 oL HbRe A=, A

BEHRME REZE 1R 2 RE R R PEFIFR AP . A 7 98 T WG N\ T 9 DA, BRAURR B) 25> AS

Ik 55, TN S35 SN B H o R0 S5V A AT IR . A VR 2 A D98 IR P BA R
BRI 225 N 18 IR bR Z il L2

Isectionj2]Reading/Skill Exploration: Outlining

1. Our network is vulnerable_to enemy attacks through Internet.
2. Someone could attack the industrial control systems.

3. One of the biggest challenges to better cyber-defense systems is finding the right people to
handle the job.
1) The right people are experts in cyber security;

2) The right people can outsmart the cyber bad guys.
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I Section 1 More Things to Do

Ctlivi ea ore abou arting rour susiness oniine

Chinese translation:

WIS AL Th T X & F B _ L5

W_EBDE IR SIS RESRIR A S0 AARTFARLE R _EATIMRE JE R k2 1, el il Ya
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XA NTE, W B RAT RS, (BRI X R E RN P20, A HEZRER
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1. ARIZAIZEE AR 557

PRARURA I ERE, kTt SRS eI B MEARA 1, TR AUE T
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2. PRI B i ?
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ik RIESM ERIERE, FFRIR—N2E S, IRETLIEERAN BRI E BEE. B2
FIHLRHER ERVRI B B AR DU F S A4 . IR ZE A SO B B A AT 107 il

4. WLEER
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Key to the exercises:

Activity 2 Fulfill the Following Tasks

Task 1 Complete the outline with the information from the passage.

1. apaying market 2. competitors 3. a virtual one/product/
service

4. market 5. atangible product 6. existing products

7. host company 8. your marketing links 9. territorial rights

10. range of products

Task 2 Match A with B
1. d 2.1 3. h 4.
6. e 7. 8. ¢ 9

a 5. f
. b 10. g

Task 3  Fill in the blanks with the right words or phrases. Change the form where necessary.
There are more words than you need.

1. advisable 2. an array of 3. inventory
4. embedded 5. concentrate on 6. virtual
7. time-consuming 8. affiliate

Activity 4 Write a Report

The object of this questionnaire is to obtain first-hand information on the college
students’ tendencies toward employment and career development.

According to the results of our questionnaire, 85% of our interviewees have not thought
of self-employment. It shows that the number of college students who intend to start their own
business is relatively small. When asked what encourages them to start their own business, 75 %
of the interviewees answer that it can solve the problem of their employment. When it comes
to the difficulties of SYB, 80% of the interviewees express that lack of finance is the main
problem. Almost 100% of the interviewees express their desire that the government should

provide financial support. 71% of the interviewees think college students’ major is closely
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related with their business while 20% of them say the two are hardly related to each other.
Finally, 90% of the interviewees emphasize that SYB requires that a college student should be
ready to take challenges, own outstanding communicating and socializing abilities, fairly good
professional knowledge, managing experience and marketplace consciousness while only 5% of
the interviewees believe that strong social background is a must.

From the survey, we can conclude that today’s college students need to transform their
idea from employment to SYB. At the same time, they should get a good understanding of
various procedures and related laws and regulations by which they can start their own business
smoothly.

Activity 5 Translate a Paragraph
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I section]2]Reading Skill Exploration: Summary

Hannibal is the hometown of Mark Twain, a great writer who has created Tom Sawyer and
jumping frogs. In order to commemorate Mark Twain, people in Hannibal hold a jumping frog
contest and also a fence-painting contest during National Tom Sawyer Days. The story of Tom
Sawyer is based on some facts of Mark Twain’s boyhood.
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