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| unit | Task

E5 Unitl  Announce a team building event

=ZHF Unit 2 Write a hotel reservation email
= aniRlE Unit3  Write a quick operation guide

SHtA Unit 4 Reply to technical enquiries

=R Unit5  Make a business trip itinerary

AR5 Unit 6 Receive a business client

V&2 Unit 7 Write a market research report

i: I Unit 8 Introduce a new product

PEE';. Unit9 Reply to customer queries

R Unit 10 Write an order confirmation email
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Scenario Set the task Prepare for the task

Unit 1 David Johnson, a A conversation Listening
team building Ltd., is asked to the team building details of the team building
event announce a team event event
. building event to )
the company's new Reading
staff. Schedule of the team building
event
. | [e)
Develop the strategies
P 9 extend
Structure of an oral announcement Make an oral Two fun
) announcement team
Useful expressions of an oral announcement of the team building

building event activities
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Scenario

C&W Publicationsis a publishing house. In July, it is going to launch a new book called TheArtof
Gardens in Beijing. George Payne, the writer, has been invited to give a speech at the book launch.
Michael Jones, the senior editor, has asked Li Yue, a new assistant, to make an itinerary for

Scenario

Professor Payne's visit to Beijing.

|
Discussion: Work in pairs and discuss the following question.
Imagine you are Li Yue. What preparations will you
make before making the itinerary?

Set the task

Michael is talking to Li Yue about thenew hook and its writer.
Listen to their conversation and get a clear idea of the task
given to Li Yue.

Vocabulary

Language tip

itinerary, agenda, schedule
RIPHEBIEE, ERGFEY
BAAEEI

O tinerary ISWATENTRREAF,
BERSEELILSWE
FE5RERN . R RTE) (ETEithE
NETRSAS;

© agenda ¥R UAE,
BRSNSV HBIHERE
&, EF—EESHaEhTE.
O schedule #ERaHHIZE, &
REFULAKEIRE.

2

publishing house HiGi |
launch fout§/ v. 4igf; BT |

n(HR) T 1
senior editor SHRIFE 1
itinerary fartmareri/ . {AEEHE }

comparison fampemsw n LGS
University of Cambridge @i x5
award -winning /awo:dwminy agi. TE32H)
forward /fowad v. $55

42 Unts

Bl

ZNPTEd, ShRELRZEER, BRESS

R SFA N,

Set the task

ESIRE

ETHRIZER, REESHT, SAESRE,
H—E IR RESS .
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Q I. Readlng A The following is the invitation email from Michael to

Professor Payne, Read it and get useful information.

T 5) 000

From: | michaeljor m
To: | g.payne@123.com
Subject: | Invitation to the Book Launch

Dear Professor Payne,

@ I'm writing to invite you to give a speech at the launch of your new book The Art of Gardens.
It is to be held on Saturday, 24th July at the Jianguo Hotel, Beijing

@ We are hoping that you could give a one-hour speech at the event. As the launch is to promote
sales of the book, it would be great if you could include a brief introduction to the book, its
value and features, and your personal stories as the writer, During the launch, there will also
e a speech by our vice-president, a Q&A session and finally a book-signing session. The
launch will take about three hours. Audience at the event will include readers interested in
Chinese and Western gardens, and some well-reputed news media.

@ During your stay in Beijing, we would like to show you around our new workplace and some J P re pq re fo r ‘l'h e ‘l'qs k

famous places of interest. Please let us know if there are some places that you are interested in
@ If you are available for the event, please let us know your preferred travel dates and airline.
We will book the flights for you and arrange a car to pick you up. We look forward to hearing

from you 1-_h E EﬁiA
=06

Kind regards,

Michael Jones

Senior Editor

A BT EEXNIESESmA, BIF Reading

promote /promaut v. {2 HEED
session Msefon/ n. ( AR —iEADAY ) —RRAEYIE

Listening &R, AEFFIRE T~ HIES=ZTIHEXK,
st it o 85 BIRNRITFFRERINIER, HBEZENPRECKEE

arrange oremds/ v. ZHE

well-reputed /wel-phetd/ ZHBSFIFAY; AMEFE) | plokup EE & o .
B, EREZNFTEHES-

= Reading

AN AR REES|mA, RIBEBFER~HES
IRMHABEERIAEE, 8F0F. AMNE. i1
IR iTE%O
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@ 111. Listening A

To make the itinerary for Professor Payne, Li Yue has done some:

= Listening
st v e ez U ERBA . IRIBEAERHES

— . $$x;: RREARRENEMEY, 8L TRETE. AFRH
o, onnss 5. BIESEE., A TED, BIRREET.

I.il'EJ. rﬁmnra u..a:ﬂ.z,
0% 8t

Yocabulary

departure /Aipatis n. BFF;
i

Understand the text

Listen to the conversation and choose the best answer to the following question,
Wihich of the following will Michael check with Professor Payne soon?
A, The sirline Professor Payne prefers
B. The flight Frofessor Payne will take.
. The details of Professor Payne's speech.
D. The food Professor Payne will try first after he arvives

H Listen again and fill in the blanks.
(1) British Airways has _ direct flight(s) from Londom to Beijing,
(2) Flight BARY leaves London at and armives in Bejmg at
{3) Li Yue may take Professor Payne out to & roast duck restaurant on the evening of

B Work in pairs and discuss the following question.
Do you think it is a good idea to take Professor Payne out to a roast duck restaurant instead of a
Western restaurant? WhyWhy not?
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Develop the strategies

After getting the specific information about Professor Payne's visit to Beijing, Li Yue starts to
make theitinerary for him. To make it, Li Yue has searched some sam ples on the Internet.

Work in pairs and discuss the following questions.
(1) What is the purpose of making an itinerary?
(2) What information should be included in an itinerary?

Read the two samples below and do the following activities.

Itinerary of a Business Trip to Xi’an, China

27th March 2330

Arrival at Xi'an Xianyang
International Airport,

TR2968
18:05 (Singapore)—23:30 (Xian)

Sunda
o Hotel check-in Pick-up by Tian Zhu
28th March | 14:00—16:00 Meeting with Mr Tang, vice-president No. 2 Meeting Room
Monday | 18:00—20:00 | Dinner with business partners East Dining Hall
29th March | 9:00—11:00 | Visit to Shaanxi Histery Museum
Transfer by
Tuesday | 14:30—16:00 Visit o the City Wall i
Hotel check-out; TR2969
Veeaar| Departure to Singapore Changi | 7:45 (Xian) —13:40 (Singapore)
irport Drop-off by Tian Zhu
Notes
© Accommodation ® Contact with A&M Company
Kaiyue Hotel Twan Zhu

Address: 988 East Road, Yanta District, Xi'an, Shaanxi

Phone: 029-68XXXX34

Mobile: +86 150XXXX2688

Email: zt@cae cn.com

Vocabulary

/

n (L8

Shaanxi History Museum
City Wall 5

e | W

Make a business irip finerary

L]

Develop

A2 R RER

MIER

the strategies

S, 1EAREEN. RpRFASHEERE

BIFRT, NFEETAHESRMERE, BRAFEFT

2P ERAYBEN
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ESZeE

TERBZER, #IHMESHT, SAEEZRE
In “Prepare for the task”, Li Yue has got detailed information about Professor Payne's visit and E H/\i B ’ ~ } -—Hﬂ ’ } =
made clear of his needs. In “Develop the strategies”, she has learnt the structure of an itinerary \

and proper expressions to convey concise and specific information. IH—:J., Hﬂ Eﬁf"‘— & {{% o

Imagine you are Li Yue Yoi are going to make the itinerary for Professor Payne and send it 1o
Michael. The following steps may help you with the task.

Step Identify important information Step | Choose a structure
Review detailed information about the After identifying the important
business trip in “Prepare for the task”. information, you can plan the
Find out what information should be structure of your itinerary. You may
included in your itinerary. refer to "Develop the strategies” and

choose a struciure,

Step Bl Classify the information Step [ Make your own itinerary
After choosing the structure, you can Mow you can organise all the
classify the detailed information you have information together and make your
got from Step 1 inke different tems in the itinerary, Make sure you cover all the ”J_‘_1 &_*J‘Lgﬁ N ~ by gl/\_u: E/J\)'L\_I_ E
structure properly, such as date, time, necessary information and use the []a: \'_“li }jj 1’2 ClBJ:I' ] @ﬂ | f}’g% 2 ]’RL ] % 2, 70
specific activities, and location. proper expressions,

FERZATEES, TRBETUFEBT. b
Professor Payne’s Business Trip Itinerary i%z\ Ei¥%§§£ﬂo

Step H Revise and reflect

Nowi, you've finished making the itinerary. Before sending it to Michael, you may revise
and reflect on your version based on the following que:
(1) Doea your itinerary include all the mportant hﬁ;lmu:on’

(2) Hiwe you used proper expressions! /

T T S T e N TR | wve iy )
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To extend

When making the itinerary, Li Yue has known that Professor Payne wants to visit the Forbidden City
again. To better accompany him during his visit, Li Yue searched for more information about the
Forbidden City. Read the following text and learn some fun facts about it.

Interesting facts about the Forbidden City
Animal figures along the roof ridges

A row of animal figures is placed on the four ridges
of the Forbidden City’s palaces. In Chinese culture, it
is believed that these figures can help to drive monsters
away. The animal figures are usually in odd numbers,
going up to nine. The bigger the number, the higher the
ranking of the palace. However, there are ten animal
figures on each of the roof ridges of the Hall of Supreme
Harmony, the highest-ranking palace at the Forbidden
City. The tenth figure is named Hang Shi. It looks like a
standing monkey with wings on its back, holding a sword,

How?

To extend

NAIvIaRE

LIAFEXEABAE, REFE, BNFH
X, FRIESAR, AREERIEF, WhERFEES
X, ERRAREEEBBAFNTHITIARE, BMARE
BEOTE, ZEMA, BREFENRERBR.
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1HE 8 /Y.
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1. The same or different?

Work with a partner. Take it in turn to describe your
pictures. Does your partner have the same picture
as you or a different one? Ask your partner

questions about his/her picture if you are not sure.

The same or Different ?

A S B

% 5. L and
2 x @%@}‘@%ﬂ: x
3 L x "! x 2o
f e @ @ -
5 @ x :f x 0
6 x @ I:‘ @ X
?"«&M-—Ei :753; N
Sy "
000 OO0 -
" x 8 iug X
f}' f: Esr ;1 @,"

2. Asking for help

Work in pairs. One st

other looks at card B. F

Card A

You are a student.

You want your

friend to help you with some home-

work.

Check if B is busy.

Ask him/her to help you.

Try to persuade him/her.

>PODP>PO0DPrP o>

Thank him/her.

F7 I P S R p—

3. Going Shopping

Look at Mary's shopping list. Then look at the list

of items in Abdullah's store.

Work with a partner. One person be Mary and the

other person be Abdullah. Make conversations like

this:

Mary: Good morning. Do you have any flour?

Abdullah: Yes, | do.

Mary: Good morning. Do you have any jam?

Abdullah: No, I'm sorry. | don't have any.

Mary's shopping list
1 oranges
2 eggs

Abdullah's store
1 bread
2 salt

4 powdered milk

- ~moalic maal flour

5 biscuits
6 jam

9 curry powder
10 biscuits
11 nowdered milk



An exercise 1s a teaching procedure that involves controlled, guided or open ended practice of
some aspect of language. A drill, a cloze activity, a reading comprehension passage can all be
regarded as exercises.

The term activity is more general and refers to any kind of purposeful classroom procedure that
involves learners doing something that relates to the goals of the course. For example singing a

song, playing a game, taking part in a debate, having a group discussion, are all different

kinds of teaching activities.



A task is normally defined as follows:

It is something that learners do, or carry out, using their existing
language resources or those that have been provided in pre-task work.

It has an outcome which is not simply linked to learning language,
though language acquisition may occur as the learner carries out the task.
It is relevant to learners’ needs.

It involves a focus on meaning.

In the case of tasks involving two or more learners, it calls upon the
learners’ use of communication strategies and interactional skills.

It provides opportunities for reflection on language use.
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Learning objectives

* /4 )Y After learning this unit, you will be able to:

e note down specific information about a team building event, including the time, place,
participants etc.;

o list two to three key points you need to consider when announcing an event;

e announce a team building event orally.

Learning objectives After
learning this unit, you will be able to:
* note down specific information about a team GE?EB‘Z““EE: )

building event, including the time, place, ANERTTiET

participants etc. 135;:_%5*@'5
 list two to three key points you need to i;;% ;E?}ZE

consider when announcing an event Xf?%ﬁ}ilz%&ﬁ’]

« announce a team building event orally \ Fulkge J
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Scenario

Bolton Ltd. is an international technology company. To strengthen communication and
cooperation among the staff, Wang Yuening, the company’s HR Manager, has planned a team
building event, and asked David Johnson, the secretary, to announce it at the weekly meeting.
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Understand the text

BEFN%Y, (ERFENAEEEESELER

Language in focus

El Listen to the conversation and write down what Yuening and David are talking about.

Complete the sentences with the correct form of the words in the bo)
H Listen again and fill in the table about the first part of the team building event.

performance participate relaxing agency
‘ Agency ’ I Transportation 1) I think painting is a very activity.
2) The at the opening ceremony were wonderful.

Meet at (1) (3)
and return at

By (5)

3
4) You can ask a travel to get a tourist visa for you.

fully in the running of the college.

)

(1)
(2)
(3) We encourage students to
)
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The following is ABC Company’s schedule of
the team building event. Read it and get useful

information.

Schedule of team building event for Bolton Ltd.

Activity

« Each person lists three statements about
themselves on a piece of paper—two
true&one false.

To help team members

9:30 am Just one lie * One person shares their three statements.
» The others guess which is the false one by gefciowe=tleticy
asking questions.
« The activity is repeated around the room.
« Team members are split into two groups: one
is blind, the other dumb. .
10:30 am Blind and dumb | + A person from the blind group works with a Jlolbuildintstamang
team members
person from the dumb group to complete a one-
kilometre’s walk with obstacles along the way.
11:30 am Lunch « A Chinese-style buffet in the dining hall.
; A wal!s - » Each person shares their communication o promqte pettgr
1:30 pm communication communication in

activity

preferences and dislikes.

future cooperation

2:30 pm

Treasure hunt

« Each team gets a map and five clue cards.
« Team members work together to figure out

To encourage
brainstorming and

> gFRT

Understand the text

El Read the text and choose the best answer to the following question.
What information is NO'T given in the text?
A_ Aim of each activity.
B. Place of each activity.
C. Detail of each activity.
D. Name of each activity.

H Read again and match the activities with their aims.

(1) Just one lie A. To summarise and prepare for future progress
(2) Blind and dumb B. To improve team spirit

(3) Four walls communication activity C. To build up better communication

(4) Treasure hunt D. To develop trust among the team

(5) Meeting E. To warm up and know each other

Kl Work in pairs and discuss the following question.
What information from the schedule will you focus on when announcing the event? Why?
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Useful expressions of an oral announcement

OB ERRE
ATETRAER, FREEEXEES, DLEBNABERDEL, 9F X8R, DLBHNERRS

R O SLE ARSI IR FEE,
(R HIESSRITTAK

OsLBXIREE
Event
, Opening
/ Time
/ 5] Basic
/ el information
A= Body < Place
e ™~
Announcement (’\ By Activities Attendance
N
o \\ - Note
[ “ Ending <

T~ Gratitude

OsLE IR LAC LA S RBAIRI NS .

EHRIE, (EFENSREERE AR EENEE.

L. QK@ L

+ May | have your attention, please?

« Attention please, everyone. I have an
announcement to make.

* Please allow me to make a brief announcement.

2. KBRS
+ That’s all. Thank you!
+ That’s the end of my announcement. Thanks!
* Thank you very much for your time!
* Thank you for listening to my announcement!

3. MRIEE

* The aim of the event is to...

* We organise the event to...

* In order to...

4. MEERNEAER
* The event will be/is going to be held on...
* We plan to hold the event on...

* There will be/is going be an event on...

5. BRISINERD
» It will be a great opportunity to...
* Those who are interested in it are warmly
welcome.

* I believe everyone will have a great time!

W EERTT, OXBHMBESE=T87: Tk, LR, PO TEREREE, SIERRRTE;
[EXES RERPSEGHNERES, BESHEN B8, e, 25F 5% BRESHEIRHIITE,
FMETRENMVFEEERER: SESSETEAEEEEN, NSNNFEETIMm. BRER.
BRAREANE., SRS —MRESRBREAN. SRS, LIRFARE .




e | Fulfil the task

In “Prepare for the task”, David has got detailed information about the team building event. Ir
6 ;&M‘g-*g “Develop the strategies”, he has learnt the structure of an oral announcement and some useful
expressions.

6 3 J\ JJ:HEY 1:5 == WF Imag-me you are Da.vul. You are going to am'lounce the team building event at the coming weekly
ZUIRTB~F 7T meeting. The following steps may help you with the task.

HjE% WESE

Step El Identify important information

Review detailed information about the team building event in “Prepare for the
task”. Find out what information should be included in the announcement.

Step H Organise the information

After deciding on important information, you can organise the detailed
information under different items (eg, date, time, place, specific activities
and their functions) in the structure properly. You may refer to “Develop the
strategies” to help with the structure.

Step El Make your own announcement

Now you are ready to make an announcement. Make sure you cover all the

naraccans iInfarmatinn and 11ca tha nreonar avnraccinne
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Step 1 Revise and reflect

Now, you've finished the announcement. You are advised to reflect on and revise it based
on the following questions.

(1) Does it include all the important information?

(2) Have you emphasised the important issues?

(3) Is the announcement clear and complete?
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To better reply to customers’ queries, Zheng Wen searches online for background information

6 4 N j:E about Jingdezhen Porcelain before attending the Fair. Read the following text and learn
. .L%Jm AE something about the Jingdezhen Porcelain.

Jingdezhen Porcelain

RTINS ERITER
NEIA TN SRt ER | N o
—_— 7 J— Jingdezhen Porcelain is the most well-known type of Chinese porcelain. It originates from Jingdezhen
*E % H’\J%*j I E/ I\y J | , Q city, Jiangxi Province in China. Jingdezhen Porcelain is famous for its fine quality, graceful shapes and
= 9:'_,\‘_'| EH/J . B— I—I % beautiful patterns. It can be used as tableware like plates and bowls, building materials like tiles, or house
% N K
1% I ]:IE /. \T‘)LJE I decorations like vases and sculptures etc.
v == -
37 ==
EFRRERIR, WY
==
BiE.
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