Teacher’s Book for Unit 1

Unit 1 Announce a team building event

Starting up

About the unit

An announcement is a public or official statement that gives people some information about
an event, which usually covers the time, place, participants and arrangement. There are two
kinds of announcement, namely the written and the oral. Compared with the written one,
an oral announcement is less formal. In this unit, by helping the staff to make an oral
announcement about the team building event, the Ss will develop the skills they need to

make an oral announcement.

Teaching objectives

When teaching this unit, the T should enable Ss to

* note down specific information about a team building event, including the time, place,
participants, etc. (Set the task & Prepare for the task);

e list two to three key points they need to consider when announcing an event (Develop the
strategies);

* announce a team building event orally (Fulfil the task & To extend).

Teaching suggestions
The T can present this unit in different ways. A product-oriented approach is suggested. With this
approach, the T can guide Ss through the output task by showing them how to note down specific

information and how to use appropriate communicating skills.

Motivating
Ask Ss to discuss how they should prepare in order to make an oral announcement.

Enabling

Scenario

*  Introduce the “Scenario” and help Ss to get background information about the task, e.g., the
purpose, time and place of the event.

*  Ask Ss to discuss in pairs what information should be included in an announcement.

*  Explain the career tip.

Set the task

*  Ask Ssto listen to the conversation and ask them what the task is for David.

* Listen again and ask Ss to finish the tasks in “Understand the text”.

*  Explain the vocabulary.

*  Check Ss’ answers to the tasks in “Language in focus”.



Prepare for the task

* By “Listening” & “Reading”, ask Ss to note down specific information about the team building
events.

*  Enable Ss to develop their skills in identifying key information while reading and listening by
finishing the tasks in “Understand the text”.

*  Explain the vocabulary.

*  Check Ss’ answers to the tasks in “Language in focus”.

*  Explain the structure, language tip, and intercultural tip where necessary, and ask Ss to share
any team building events they know.

Develop the strategies

*  Ask Ss to discuss the purpose of an announcement and how information in an announcement
should be organised.

*  Teach Ss how to organise information in an announcement with the sample.

*  Help Ss to learn some useful sentences from “Useful expressions of an oral announcement”.

Assessing

Fulfil the task

*  Encourage Ss to complete the task by explaining the steps in the Student Book.

*  Ask Ss to make their own oral announcement.

* Invite Ss to make their announcement to the class. Ask Ss to give feedback on each other’s
work and give your comments or feedback.

To extend

*  Ask Ssto do the comprehension work in Task 1 by reading the passage.

*  Ask Ssto discuss the question in Task 2.

Detailed Procedures & Key
Scenario
Discussion
Work in pairs and discuss the following question:
Imagine you are David. What information will you include in your announcement?
Procedures
Break up the topic by asking detailed questions such as:
e Who will be the target audience of the announcement?
*  What information is needed by the target audience?
Vocabulary
1. To strengthen communication and cooperation among the staff, Wang Yuening, the company’s
HR Manager, has planned a team building activity, and asked David Johnson, the secretary, to
announce the activity at the weekly meeting.
strengthen /'stren0an/ v. J5%; 5%
e.g. Repairs are necessary to strengthen the bridge.
I JREATR e 0 ]
cooperation /kov ppa'reifon/ n. H1E; WE
e.g. We would like to see closer cooperation between parents and schools.

S NE R e N 2 S I SR (2



staff /sta:f/ n. A=ARHR

e.g. The staff in this store are very helpful.
XS E B A TARR RE .

announce /o' navns/ v. BAN; B

e.g. Station staff announced the arrival of the train.

ol TAEN RS R K AR T

Set the task

Script

Wang Yuening: David, our company has employed quite a few new staff members recently. So
I’ve planned a team building event, in order to strengthen communication and
cooperation among them.

David: What a good idea! It’ll be a great opportunity for them to get to know each other.

Wang Yuening: Yes, I'm sure it will. I hope that this event will help the new staff work together as
areal team. And they will get better prepared for the busy time ahead.

David: Great! I’'m sure most of them will be happy to take part. Is there anything I can
help with?

Wang Yuening: Yes, I’d like you to announce the event at the weekly meeting next week.

David: No problem. When and where will the team building event be held?

Wang Yuening: It’ll be on 5th August. As for other details, I need to discuss with our general

manager before making a final decision.

David: OK, I see.
Wang Yuening: I’ll go back to you after our discussion and keep you updated.
Vocabulary

1. David, our company has employed quite a few new staff members recently.
employ /im'plor/ v. JiE H
e.g. How many people does the company employ?
XAAEEM T 20N
2. It’ll be a great opportunity for them to get to know each other.
opportunity / ppa'tju:nati / n. L
e.g. This is the opportunity he needs to make a fresh start.
XA T 7 S BRI SN2
3. As for the other details, 1 need to discuss with our general manager before making a final
decision.
detail /'di:terl/ n. 4075
e.g. Tell me the main points now; leave the details till later.
DR s R IR, 405 B 2 DL 45
general manager 22 H
e.g. Our general manager asked me to invite you to our meeting next week.
TN FILRIBIEES I A2
Key for reference
Understand the text
1.C
2. (1) (get to) know (2) weekly meeting (3) 5th August, general manager

Language in focus



1. (1) strengthen
(5) employed

(2) cooperated (3) details (4) staft
(6) announcement (7) opportunity

2.(1)How  (2) What (3) How

3. (1) How wonderful the trip is!
(2) What a patient teacher (we have)!
(3) How sunny the weather is!

Prepare for the task
I. Listening A

Script

Wang Yuening: David, I’ve talked with our general manager and decided on some details about the

David:
Wang Yuening:

David:

team building event.

Great! What’s the plan?

The team building event will be held on 5th August. It’ll be in two parts. We’ve
invited ABC company to be in charge of the first part. That’s an agency
specialising in team building. The first part of the event will be held in ABC’s
team building centre.

That sounds great! When and where shall the new staff meet?

Wang Yuening: They will meet just outside our company at the front door at 8 am. Then they will

take a bus to ABC’s team building centre. After completing the first part of the
event, they’ll take a break. Then they will return at 4:30 pm for further activities.

Vocabulary
1. We’ve invited ABC company to be in charge of the first part.

invite /m'vart/ v. i
e.g. She invited him to her 26th birthday party in New Jersey.
B A X SN AE BT VI 28T ) 26 B AEH R
in charge of ¥4 ; HENELE
e.g. Send it to whoever is in charge of sales.
TR R ERI N
2. That’s an agency specialising in team building.
agency /'erdzonsi/ n. {CEAL; MM
e.g. You can book at your local travel agency.
PRAT DAFE 24 i R AT 4L 1T 52
specialise /'spefolaiz/ v. LI 15 LI TN
e.g. He specialised in treatment of cancer patients.
(UP PR PN e
3. Then they will return at 4:30 pm for further activities.
further /'f3:00/ adj. HE 21
e.g. This information is only raw data and will need further analysis.
XL TORH R R AR, B P HEAT .
Key for reference
Understand the text
1. Reference answer: They are talking some details about the team building event.
2.(1)8:00am (2)4:30 pm (3) ABC company (4) ABC’s team building centre

(5) bus



II.

Listening B

Script
Wang Yuening: The second part of the team building event is a party in the evening. They’ll have

the party in our multifunction hall, starting at 6:00 pm. And there will be a buffet
with both Chinese and Western food.

David: What kind of activities will there be at the party?
Wang Yuening: There will be some singing and dancing performances. They will also have three

fun games to play after the performances.

David: Fantastic!

‘Wang Yuening: I hope everyone will be able to take part. I think it’ll be really relaxing.

David: Yes. I’ll encourage the new staff to participate when I announce the event.

Wang Yuening: Great! And I’ll send ABC Company’s schedule to you later. It’ll give you more

information about the first part of the event.

David: OK, thanks.
Vocabulary

1.

They’ll have the party in our multifunction hall.

multifunction hall £ IhEET

e.g. The multifunction hall is spectacular and shaped uniquely, can accommodate 5000 people.
ZUIREIT A IEAMRE, ATARYH 5000 A

And there will be a buffet with both Chinese and Western food.
buffet /'bafer/ n. HBIE

e.g. Dinner will be a cold buffet, not a sit-down meal.

TR AR, ARAEFIRS ORI

They will also have three fun games to play after the performances.
performance /pa'fo:mons/ n. FKJ#; 5

e.g. It's a fine performance that commands attention from first to last.
MR L, HIG B AN L%,

I think it’1l be really relaxing.

relaxing /r1'laeksm/ adj. 3 NJFAH

e.g. Cool colours such as blue, purple, and green are relaxing colours.
W OGO 02 S NTBHA B .

I’ll encourage the new staff to participate when I announce the event.
participate /pa: 'tisipert/ v. Zhll; &5

e.g. Each child had participated in extracurricular activities at school.
AN LTSI T FRARINGS) .

And I’ll send ABC Company’s schedule to you later.

schedule /' fedju:l/ n. +%IF%; HIER

e.g. The new bridge has been finished two years ahead of schedule.

W SEHT VS B

Key for reference

Understand the text

1.C

2. (1) 6:00 pm (2) Multifunction Hall (3) Western (4) Three fun games



3. Reference answer: There are pros and cons. (1) The advantages: Agencies are usually more
professional, so they can organise the activities more effectively. Besides, agencies can offer a wider
variety of games, facilities and programmes. An agency can save the company time and this means
that the team building will be more effective. (2) The disadvantages: It’s costlier. Sometimes the
activities are not well matched with the company. Organising activities is also a good opportunity
for colleagues to develop their skills..

Language in focus

1. (1) relaxing (2) performances (3) participate (4) agency

2. (1) further (2) specialises (3) schedule (4) invited

3.(1) hold (2) take (3) take (4) send (5) announce

III. Reading

Vocabulary

1. Team members are split into two groups.
split /split/ v. 15 FF
e.g. She split the team into five small groups.
A AR 7 AN

2. Aperson from the blind group works with a person from the dumb group to complete a one-
kilometre’s walk with obstacles along the way.
obstacle /'bstokal/ n. [HAS; FEAS
e.g. A lack of qualifications can be a major obstacle to finding a job.
SIS ] e O EIR I 3 G

3. Each person shares their communication preferences and dislikes.
preference /'preforons/ n.[C] 1W5%; U
e.g. Preference will be given to graduates of this university.
KPR BV AR 2RI S &

4. Team members work together to figure out where the treasure is hidden.
treasure /'trezo/ n. 2%
e.g. The house was large and full of art treasures.
B fARK, I T ZARE M.

5. To encourage brainstorming and team spirit
team spirit ] PAKE #f
e.g. I like playing basket, and I also enjoy the team spirit of basketball.
FRE WL BR S BRI B T B SRS

6. Team leaders summarise their team’s performance.
summarise /'samoraiz/ v. &\ 4h; MEFE
e.g. To summarise, this is a clever approach to a common problem.
RTTE 2, IR — AR WL 0 R R X5 00 75 7

7. To reflect on the performances and make further progress
reflect /r1' flekt/ v. 474 &
e.g. Before I decide, I need time to reflect.
FEAEH Phog DLAT, IR EN AR EEHE.

Key for reference

Understand the text

1.B




2.()E 2) D 3)C (4)B (5)A
Language in focus

1. (1) obstacles  (2) splits/split (3) treasures
(4) reflect (5) summarises/summarised (6) preference
2. (1) into (2) on (3) out (4) among

3. Reference answer: Our announcement has to be easy to understand. In general, it must contain
four Ws and one H, which are Who, What, Where, When and How. These are important items to
which attention must be paid.

Develop the strategies
Discussion

Work in pairs and discuss the following questions.

(1) What is the purpose of making an announcement?

*  The purpose of making an announcement is to inform the audience about an event and
encourage them to join in.

(2) How will you organise the information in your announcement?

*  The opening part of an announcement includes some words of greeting along with general
information about the event; the body part of the announcement provides more detailed
information about the event; and the final part of the announcement encourages the audience
to join in.

Vocabulary

1. The Marketing Department has decided to organise a team building event for all our staff
members on 2nd July, 2021 at No.1 Conference Hall from 2:00 p.m. till 7:00 p.m.

department / di'pa:tment/ n. #1]
e.g. I work in the Sales Administration department.

AT B EE R TAE
conference hall 2=
e.g. The manager will meet you in No. 1 Conference Hall at 9:00 a.m.
LA R IS E— 5 S UUE R,
Key for reference
Structure of an oral announcement
1.()A 2)E 3)B @cC 5)D
Useful expressions of an oral announcement

1. (1) Hello everyone, may I have your attention please?
(2) We will organise a team building event next Friday.

(3) Thanks for listening. Please contact Tom if you have any question.

Fulfil the task
Key for reference

Sample Announcement
Dear all, may I have your attention please? I have an announcement to make.
In order to get to know each other better and build on our team spirit, our company has decided
to organise a team building event for new staff on 5th August. An agency specialising in team
building will be in charge of this event.



At this event, we’ll meet outside our company at the front door and take a bus to the team-
building centre of ABC Company at 8:00 am. We have organised some interesting activities there.
We will return at 4:30 pm and then a party will be held at night, which will feature a buffet and
some live performances.

Please send me the application form to join this event by this Saturday. I think you will enjoy
it! Thanks for listening!

To extend

Key for reference

Understand the text

L.(H)A 2)D (3)D

2. (1) Toxic Waste: A popular, engaging small group activity. Equipped with a bungee cord and rope,

a group must work out how to transport a bucket of “Toxic Waste" and tip it into the neutralisation
bucket. The activity can be used to highlight almost any aspect of teamwork or leadership.

(2) Minefield: Objects are scattered in an indoor or outdoor place. In pairs, one person verbally
guides his/her partner, a blindfolded person, through the minefield.

(3) Zoom: A group tries to create a unified story from a set of sequential pictures. The pictures are
randomly ordered and handed out. Each person has a picture but cannot show it to others. The
activity requires patience, communication, and trying to understand from another’s point of view in

order to recreate the story’s sequence.



Teacher’s Book for Unit 2

Unit 2 Write a hotel reservation email

Starting up
About the unit
Organsing meetings is a common daily task in any workplace. In order to organise meetings, we
need to be able to write hotel reservation emails. This unit presents what needs to be included in a
hotel reservation email, and offers some strategies to develop Ss’ abilities in structuring and writing
a well-organised reservation email. After completing this unit, Ss will be able to write a hotel

reservation email at work.

Teaching objectives

When teaching this unit, the T should enable Ss to

* note down specific information about a hotel, including room types, facilities, etc. (Set the task
& Prepare for the task);

* list key requests for reserving a hotel (Prepare for the task);

e list two to three key points they need to consider when writing a hotel reservation email
(Develop the strategies);

*  write a hotel reservation email (Fulfil the task & To extend).

Teaching suggestions

The T can start this unit by showing Ss a picture of a hotel meeting room and asking them questions
about the functions of the room. Ask Ss about how they would go about booking the meeting room
if they were going to have a meeting there. Role-play is a suitable teaching method for this unit.
Ask some Ss to act as meeting organisers and others as the hotel staff. In this way, the T introduces
Ss to the task of writing hotel reservation emails.

Motivating
Ask Ss to think about what a hotel reservation email contains.

Enabling

Scenario

*  Introduce the “Scenario” and help Ss to get background information about the task, e.g. the
location and time of the annual meeting, etc.

¢ Ask Ss to discuss in pairs what information should be included in a hotel reservation email.

*  Explain the language tip.

Set the task

*  Ask Ssto listen to the conversation and ask them what the task is for Margaret.

* Listen again and ask Ss to finish the tasks in “Understand the text”.



*  Explain the vocabulary.

*  Check Ss’ answers to the task in “Language in focus”.

Prepare for the task

* By “Listening” & “Reading”, ask Ss to note down Zhang Ming’s requirements and the
Holloway Hotel’s features.

*  Enable Ss to develop their skills in identifying key information while reading and listening by
finishing the tasks in “Understand the text”.

*  Explain the vocabulary.

*  Check Ss’ answers to the tasks in “Language in focus”.

*  Explain the structure and career tip where necessary.

Develop the strategies

*  Ask Ss to discuss how to organise the information in a hotel reservation email.

*  Ask Ssto read the email in the textbook.

*  Guide Ss to write some sentences containing “Useful expressions of a reservation email”.

*  Ask Ss to write down more useful sentences or expressions for a reservation email.

Assessing

Fulfil the task

*  Encourage Ss to complete the task by explaining the steps in the Student Book.

*  Ask Ss to write the email by themselves.

* Invite Ss to share their writing with the rest of the class. Ask Ss to give feedback on each
other’s work and give your comments or feedback.

To extend

*  Ask Ss to do the comprehension work in Task 1 & Task 2 by reading the passage.

*  Ask Ssto discuss the question in Task 3.

Detailed Procedures & Key
Scenario
Discussion
Work in pairs and discuss the following question:
Imagine you are Margaret. What information will you include in the reservation email?
Procedures
Break up the topic by asking detailed questions such as:
*  Have you ever organised a meeting at a hotel?
*  What preparations would you make if you were going to have a meeting at a hotel?
*  How do you reserve a hotel?
*  What information will you need for the reservation?
Vocabulary
1. Guangdong Cross-Border E-Commerce Association is planning to have its annual business
meeting in Shenzhen this year
association /2 sousi'e1fon/ n. P
e.g. The trade association aims to promote regional economy.
AR G e a2 bt R .
annual /'&njusl/ adj. FHER]; —FE—EM



e.g. They agree to have an annual economic forum from next year.
AT ) S B AR R B A 28— IR R TR IR
2. Zhang Ming, Director of the Administrative Department, has asked Margaret Jones, his
secretary, to write a reservation email to a hotel.
director /dr'rekte/ n. £3H; EFE
e.g. He plans to report the matter to the director.
b HRI ) 2 B A
administrative /od'ministrotrv/ adj. 17 B
e.g. Working in the administrative department requires carefulness and diligence.
FEE AT TAERE 240, B R,
reservation / reza'veifon/ n. THiT

e.g. We can easily make a reservation for hotel rooms from e-commerce platforms.

FATRT CAAE s 35 F & L AR T30 1 s 1)

Set the task

Script

Zhang Ming: Margaret, I’ve just looked at the calendar. We’ll have an annual business meeting on
23rd December. Have you heard about that?

Margaret:  Yes. It’s said that this year’s meeting is a very important one.

Zhang Ming: Right, we’ll be discussing our new marketing strategy. This meeting is a great
opportunity to encourage ideas, so I’d like as many people as possible to attend.

Margaret:  Of course. Shall I write an invitation email to the guests?

Zhang Ming: Well, I’ll do that. And I’d like you to book the hotel.

Margaret:  No problem. Have we decided where the meeting will be held?

Zhang Ming: Yes, the meeting will be held at the Holloway Hotel.

Margaret:  Got it. I’ll write a reservation email to the hotel soon.

Zhang Ming: Thanks.

Vocabulary
1. Margaret, I’ve just looked at the calendar.

calendar /kelnds/ n. HJJj; B RFHMFHERL
e.g. We will make plans for the task according to the calendar.
TR H Pl @ AL 551Kl
2. Right, we’ll be discussing our new marketing strategy.
strategy /'streetidzi/ n. TRH&; KK
e.g. Proper learning strategies should be used if we want to learn English well.
TEEER AP I, U A 0 2 ST SR
3. This meeting is a great opportunity to encourage ideas, so I’d like as many people as possible
to attend.
attend /o'tend/ v. Z/1; HF
e.g. Many government officials attended the meeting on present economic situation last week.
WEZBUNE R ERAZM T R T HMEFEH U
Key for reference
Understand the text
1.C
2. (1) 23rd December




(2) marketing strategy

(3) reservation email
Language in focus

1. (1) attend
(2) annual

(3) reserved

(4) strategy

(5) association
(6) calendar

(7) director

(8) administrative

Prepare for the task

I. Listening

Script
Margaret:
Zhang Ming:
Margaret:
Zhang Ming:
Margaret:
Zhang Ming:

Margaret:
Zhang Ming:
Margaret:
Zhang Ming:

Margaret:
Vocabulary

Ming, can I check something about the hotel booking with you, please?

Of course.

How many people will be attending the meeting?

Fifty. Fifteen of them will be staying overnight at the hotel on 23rd December.

I see. So, that is fifteen single rooms?

We’ll need eleven singles and two doubles. Also, could you check that our guests
will have access to the gym and swimming pool?

Sure. What about meals? Is there a budget per person?

Let’s say 200 yuan per person. That should cover the lunch and dinner.

Alright. Is there anything else I need to ask about?

Just one more thing, please. Could you check that the conference hall is equipped
with a projector?

No problem.

1. Also, could you check that our guests will have access to the gym and swimming pool?

access /'®kses/ n. AL HEAR

e.g. Only VIPs of the company have access to the mini conference hall.

RERNT

SRR LM NI

gym /d3m/ n. {5 5; HEIE
e.g. The basketball match is going to be held in the gym next Friday.

BBk 2

B+ T AR EHET.

2. What about meals? Is there a budget per person?
budget /'badzit/ n. T
e.g. We have to control the marketing budget if we want to gain more profit this year.

A A

Z R, AT BRATHE I .

3. That should cover the lunch and dinner.
cover /'kavo/ v. flFE; Eix
e.g. The budget will cover all the expenses of the trip.

TS 2 LA

S ARG T TS o

4. Could you check that the conference hall is equipped with a projector?



equip /1'kwip/ v. BL#%
e.g. The lab is well equipped with all kinds of expensive facilities.
R E AR TS ST IR
projector /pra'dzekto/ n. FEAAN
e.g. I just bought a second-hand projector from my friend.
FENINI AR AR BN — & —FHREEAN
Key for reference
Understand the text
1.C
2.(1)50 (2)13  (3)200 yuan (4) A projector
3. What other factors do you need to consider before booking a hotel for a meeting?

Possible factors: transportation, recreational facilities, environment, etc.
Language in focus
1. (1) equipped

(2) cover

(3) gym

(4) budget

(5) projector

(6) access
2. (1) about

(2)to

(3) with

(4) with

II. Reading
Vocabulary
1. We also offer you amazing recreation facilities and quality food at good prices.
recreation / rekri'erfon/ n. BR4; JHiE
e.g. Guangzhou offers a lot of recreation activities for tourists from home and abroad.
TNy A ARl 2 AR RV 2 10 AR TS B
facility /fo'siloti/ n. BEiti; W&
e.g. The hotel has its own pool and leisure facilities.
XS SE A E R PR IR AR R B8 -
2. Hall 1 can seat up to 200 people, and suits large events
seat /si:t/ v. (FEAL) AAFG R eeeeer N
e.g. This gym can seat up to 600,000 audience.
XAMEFIEAT LA Z L 6 TN
suit /su:t/ v. EH
e.g. She is not sure what profession suit her most.
I AT A2 R f 3
3. After a long business meeting, your guests can work out in our gym, relax in our swimming
pool, or take a walk in the beautiful woods surrounding the hotel.
work out itk
e.g. It is always necessary for office workers to work out once or twice every week.

TP TR N GVRE A B — PTR AR A 2



wood /wod/ n. /IR
e.g. I like taking a walk in the woods with my parents after dinner.
I G AL BRAE N AR P EOE

4.  We also offer set meals for CNY 80 (or vegetarian options for CNY 70) per person.
vegetarian / vedsr'tearion/ adj. FENI; n. REFE U
e.g. As a vegetarian, the director takes food to office every day.
EAREREH, FEFRATEMEDIAE.
option /'opfon/ n. JEFE; AIERERI AR
e.g. Young graduates may be hesitant facing several job options.
SRR BV A I 2 A TR R AT RES IR A

5. Ttis advised to book all rooms at least one month in advance.
in advance TiiJ, 2]
e.g. The student made an appointment with the teacher in advance.
AN PSR AT ER Z T T .

Key for reference

Understand the text

1.(1)D 2)C 3)E (4B B)A

2.(1)200 (2)50 (3) screens  (4) projectors (5) swimming pool
(6) 150  (7)setmeals (8) 70 (9) single

3. Yes, I would choose the Holloway Hotel because it meets all of our needs. First of all, The
conference hall has enough capacity and is equipped with a projector. Secondly, the hotel has
many double and single rooms to choose from. Also, it has access to a gym and swimming pool.
Last but not least, the meal price is within our budget.

Language in focus

1. (1) wood (2) vegetarian (3) work out (4) option
(5) suit (6) recreation (7) seat (8) in advance
(9) facility
2. (1) from (2) out 3)in (4) for
3. (1) were invited (2)is suggested  (3) choose (4) be found (5) is recommended

Develop the strategies
Discussion
Work in pairs and discuss the following question:
How will you organise all the information clearly in a reservation email?
*  The information should be organised in the following order:
’¢ meeting rooms needed
% facility requirement
’¢ rooms
< meals
’X recreation facilities
Vocabulary
1. I am writing this email to make a reservation for your multifunction meeting hall on 3rd
December for our workshop.
workshop /'w3:kfop/ n. Wit 4 408
e.g. The manager is invited to chair a workshop on marketing strategies.



28 TR NI T R E A R T AR .
2. Since we have invited some guests to give a speech, we also require a set of multimedia
devices...
device /di'vais/ n. BEf%; 3%
e.g. Computers are the most commonly used device nowadays.
THEN LR 210 e A B4
3. Please reply to confirm my reservation and attach a detailed list for all the services by 25th
November.
confirm /kon'fs:m/ v. #fik
e.g. The general manager of the hotel confirmed the reservation for rooms.
WE S BN T B3 [ THAT
attach /o'tetf/ v. [ L
e.g. Two copies of the contract were attached in the letter.
B R B G R
Key for reference
Structure of a hotel reservation email
1.(1)B 2)Cc (B)A
Useful expressions of a reservation email

1. (1) I want to reserve a double room from 6th to 10th August.
(2) I would like to know if breakfast is provided in your hotel.
(3) Please write back to confirm my reservation by this Friday.

Fulfil the task
Key for reference

1. (1) I am writing to make a reservation on 23rd December for our annual business meeting.
(2) I would like to book eleven singles and two doubles.
(3) Please make sure that the conference room is equipped with a projector
(4) the budget should be no more than 200 yuan per person.
(5) Please reply to confirm my reservation.

To extend

Key for reference

Understand the text

I.(h)D @B @®B)C
2.(LF T BT @»T

3. Transportation, environment, room types, facilities, etc.




Teacher’s Book for Unit 3

Unit 3 Write a quick operation guide

Starting up

About the unit

In the workplace, we need to know how to use office equipment. As technicians, we need
to read product manuals, and write quick operation guides for colleagues. To write a clear
and efficient operation guide, we should know what information needs to be included in it
and the kind of writing style to use. This unit introduces some information about product
operation, and offers strategies in writing a quick operation guide. After completing this
unit, Ss will develop their writing skills, and will be able to write a quick operation guide.

Teaching objectives

When teaching this unit, the T should enable Ss to

* note down specific information about product operation (Set the task & Prepare for the task);

e list two to three key points they need to consider when writing a quick operation guide
(Develop the strategies);

*  write a quick operation guide (Fulfil the task & To extend).

Teaching suggestions

The T can present this unit in different ways. A product-oriented approach is suggested. With this
approach, the T can guide Ss through the output task by showing them how to note down specific
information about product operation and how to write a quick operation guide.

Motivating
Ask Ss to think about what preparations to make before writing a quick operation guide.

Enabling

Scenario

*  Introduce “Scenario” and help Ss to get background information about the task, e.g. people’s
identities, information about the companies, etc.

*  Ask Ss to discuss in pairs possible preparations which should be made before writing a quick
operation guide.

*  Explain the language tip.

Set the task

*  Ask Ssto listen to the conversation and ask them what the task is for Chen Jie.

* Listen again and get Ss to finish the tasks in “Understand the text”.

*  Explain the vocabulary.

*  Check Ss’ answers to the task in “Language in focus”.



*  Explain the career tip.

Prepare for the task

* By “Reading” & “Listening”, ask Ss to note down specific information that should be included
in a quick operation guide.

*  Enable Ss to develop their skills in identifying key information while reading and listening by
finishing the tasks in “Understand the text”.

*  Explain the vocabulary.

*  Check Ss’ answers to the tasks in “Language in focus”.

*  Explain the structure and the intercultural tip when necessary, and ask Ss to practice the when-
clause with classmates.

Develop the strategies

*  Ask Ssto discuss what the language style of an operation guide is written in, and what sentence
pattern(s) and tense(s) should be used in a guide in order to provide information in a concise
and logical way.

*  Check Ss’ ideas by reading “Language style of an operation guide”.

*  Lead Ss in making and translating imperative sentences.

Assessing

Fulfil the task

*  Encourage Ss to complete the task by explaining the steps in the Student Book.

*  Ask Ss to complete the quick operation guide for the projectors.

*  Invite Ss to read the finished operation guide to the rest of the class. Ask Ss to give feedback
on each other’s work and give your comments or feedback.

To extend

*  Ask Ssto do the comprehension work in Task1 by reading the passage.

*  Ask Ss to discuss the questions in Task 2.

Detailed Procedures & Key

Scenario

Discussion

Work in pairs and discuss the following question:

Imagine you are Chen Jie. What preparations will you make before writing the quick operation

guide?

Procedures

Break up the topic by asking detailed questions such as:

*  Where could you get information about how to use the projectors?

* Isitnecessary to include all the information about the projector in a quick operation guide?

*  What information might be the most important for your colleagues in helping them to use the
projector?

e  Are illustrations (e.g. drawings, pictures etc.) necessary in a quick operation guide?

*  What sentences are most often used in product operation guides?

Vocabulary

1. Bright Future Co., Ltd is a media company.
media company 1% {5 /A 7]



e.g. He set up a media company in early 2012.
2012 4FH], MRS T —RAEBA T .
2. Lily Cooper, the General Manager of Bright Future, asks Chen Jie, the company
technician, to write a quick operation guide for these projectors.
technician /tek'nifon/ n. FiAR N s M
e.g. I am now working as a technician in product design.
FRINAE B TAE R i Bt HoR i
operation guide #{F¥HFg
e.g. Please read the operation guide before you use the machine.

il PR LA B33 P 153 AR AR

Set the task
Script
Lily: Morning, Jie. I'm calling to thank you for the new projectors. They make the meeting

rooms brand-new.

Chen Jie: That’s great! Is there anything more I can help with?

Lily: Yes, I’'m wondering if you could write a quick operation guide for the projectors.

Chen Jie: Sure. Any requirements?

Lily: Emm... The guide will be put in the meeting rooms for those who may not know how
to turn on and shut down the projectors. So I'd like it to be
concise and easy to read.

Chen Jie: I see. I’ll make clear the process of turning on and off the projectors in simple language.

Lily: Great! Glad that you can help me with this.

Chen Jie: You can count on me. By the way, when should I get the guide done by?

Lily: Is next Friday OK with you?

Chen Jie: No problem.

Vocabulary

1. They make the meeting rooms brand-new.

brand-new / breend'nju:/ adj. #t#ii]
e.g. Yesterday he bought himself a brand-new computer.
WERMhgs B K T — 6 887 A F .
2. Do you have any requirements?
requirement /rr’kwaromont/ n. 3K ; 73K
e.g. These are the teacher’s requirements for the course..
XL TR I T T PR 2K
3. So I'd like it to be concise and easy to read.
concise /kon'sais/ adj. TaiFHI; fRIZRH.
e.g. His letter was very concise.
fib A5 5 AR T 25
Key for reference

Understand the text

1.D

2. (1) projectors (2) turn on; shut down
(3) concise; easy (4) next Friday

Language in focus



1. (1) requirements (2) technician (3) conciseness
(4) brand-new (5) guide (6) projector

Prepare for the task
I. Reading
Vocabulary
1. Power cable
cable /'ketbal/ n. HLZE; HL4E
e.g. Is the telephone table long enough?
HLIE A 5 (K 2
2. Open the A/V mute slide (lens cover) so that the lamp can project images onto the screen.
lens cover %k
e.g. Make sure the lens cover is open for use.
R S ok T T AT H
project /pro'dzekt/ v. P& AL
e.g. Can you help me project the film on the screen?
PR AT AR AE B g 2
3. Next, plug one end of the power cable into the projector, and the other end into an electrical
outlet.
plug into sth £zl
e.g. You can plug the device into a USB port of the computer.
PRAT DAEIX AR5 B N B LI ) USB i .
electrical outlet FHJF 5 J5&
e.g. We can buy a new electrical outlet for the new TV set.
FRATAT DAZS i A B — AT ) L 4 e
4. “No Signal”
signal /'signal/ n. 155
e.g. All I get is a busy signal when I dial his number.
FRA 0 I 5 Ak 1 P T T 38 ) AT
5. After completing the previous steps, press the power button on top of the projector.
previous /‘pri:vios/ adj. JaHi); LAHTHY
e.g. Do you remember what your speech topic was the previous week?
PRACAT LA ORI T 32 R A 4 1 2
6. When you’ve finished using the projector, observe the following steps to shut it down.
observe /ob'zz:v/ v. 1E5F
e.g. It is not easy for new drivers to observe the driving rules.
PR F RIS, S ALK 5
Key for reference
Understand the text
1. (1) It tells the specific steps to turn on the projector for use.

(2) It tells the specific steps to shut down the projector when you finish using it.
(WHF T BG)F 4T (5F

3. Not really. (1) It’s hard for users to find the information quickly since the manual is written in
long paragraphs. (2) Users may need more illustrations in a guide, so that they can easily find

where the machine parts are. (Answers may vary.)



Language in focus
1. (1) plugged into (2) previously (3) cables
(4)observe (5) signal (6) projects/projected
2. (1) off 2)up (3) on (4) to
3. (1) I loved history when I was at middle school.
(2) It was raining when we arrived.
(3) When yellow and blue are mixed, it turns green.
(4) Shut down the switch when something goes wrong with the machine.

II. Listening

Script
Staff member: Hello. This is LeaShow Co., Ltd. How may I help you?
Chen Jie: Hi. This is Chen Jie from Bright Future. Our company has bought some projectors

from you, and I’m writing a quick operation guide for them. There are some steps
that I’m not sure about. Could you help me?

Staff member: Sure, what do you need to know?

Chen Jie: I’ve plugged the power cord into the projector and an electrical outlet, and pressed
the power button. But the projector doesn’t work.

Staff member: Does the power light remain orange?

Chen Jie: No, it’s flashing orange.

Staff member: Then you should wait for a few seconds. If it remains orange, press the power button.

Chen Jie: Oh, it works now. Thank you so much. And as for the shutting-down procedure, I
can unplug the power cord as soon as the lamp turns off, right?

Staff member: To extend the life of the projector, we suggest that you unplug the power cord after
the projector beeps twice and the power light remains orange.

Chen Jie: I'see. I’ll do as you suggest.

Staff member: And please don’t forget to close the A/V mute slide.
Chen Jie: I won’t. Thanks for your help.

Vocabulary

1. T’ve plugged the power cord into the projector and an electrical outlet, and pressed the Power
button.
cord /ko:d/ n. H1ZE
e.g. Turn off the computer and unplug the power cord.
R DAY LI 4 o LY 2K
2. Does the power light remain orange?
remain /ri'mem/ v. 4R4E (LRFEFIEFIRZS)
e.g. The temperature here remained between 18 ° C and 23 ° C during the autumn.
X HLREASKEE R A ORI AE 18 21 23 FRIREZ 1A
3. And as for the shutting-down procedure, I can unplug the power cord as soon as the lamp turns
off, right?
procedure /pro'si:dzo/ n. LU FEF
e.g. He told me the procedure for using a shared bike.
fb i YRR AT I R A P B
4. To extend the life of the projector, we suggest that you unplug the power cord after the projector
beeps twice and the power light remains orange.



extend /1k'stend/ v. ZE
e.g. Careful maintenance can extend the life of your computer.
Lo PRI P A K R 1 FH 3

Key for reference

Understand the text

1.BC

2. (1) power cord; power button

(2) flashing; a few seconds
(3) unplug; beeps twice
3. (1) Details that he is not very sure about;
(2) Important safety instructions or tips;
(3) Dos and Don’ts. (Answers may vary.)
Language in focus
I.(1)cord  (2) procedure (3) extended (4) remains
2. (1) off (2) for (3) for (4) about

Develop the strategies

Discussion

Work in pairs and discuss the following questions.

(1) What is the language style of an operation guide?

*  Simple and concise.

*  Often with illustrations.

*  Technical terms are used, often with their short forms.

(2) What sentence pattern(s) and tense(s) should be used in a guide to provide information in a
concise and logical way?

*  Use of sentences patterns and tenses like simple sentences, imperative sentences, the present
tense, etc.

Key for reference

Use of imperative sentences

1. (1) Plug the equipment into the outlet.
(2) Do not store the product in a damp place.
(3) Read this operation guide carefully before use.
(4) You must not close the lens cover.

Fulfil the task
Key for reference

Turning on the Projectors

1. Open the A/V Mute Slide (lens cover)

2. Plug one end of the power cable into the projector

3. Press the red Power button on the remote control or on top of the projector
4. the power light remains green

Shutting Down the Projectors

1. any equipment plugged into the projector

2. Press the red Power button

3. Press the Power button again



4. Unplug the power cord
5. Close the A/V Mute Slide

To extend

Key for reference
Understand the text
L.(Hc @Cc @BA
2. Answers may vary.




Teacher’s Book for Unit 4

Unit 4 Reply to technical enquiries

Starting up

About the unit

In business, after-sales service is an important part of the services enterprises offer. Providing good
after-sales service helps to strengthen the brand image and develop brand loyalty. We need to know
how to approach a customer who has technical enquiries and basic communication soft skills are
also necessary. This unit presents ways of understanding customers’ problems and of replying
carefully and helpfully to their technical enquiries.

Teaching objectives

When teaching this unit, the T should enable Ss to

* note down specific information about technical enquiries, including customer information and
technical details (Set the task & Prepare for the task);

* list two to three key points they need to consider when replying to technical enquiries (Develop
the strategies);

*  reply to customers’ technical enquiries (Fulfil the task & To extend).

Teaching suggestions
The T can present this unit in different ways. A product-oriented approach is suggested. With this
approach, the T can guide Ss through the output task by showing them how to collect relevant

information and how to use appropriate communication skills.

Motivating
Ask Ss to think about how to reply to a customer’s technical enquiries appropriately.

Enabling

Scenario

*  Introduce “Scenario” and help Ss to get background information about the task, e.g. people’s
identities, relationship among characters, etc.

*  Ask Ss to discuss in pairs what preparations need to be made before replying to customers’
enquiries.

*  Explain the language tip.

Set the task

*  Ask Ssto listen to the conversation and ask them what the task is for Nick.

* Listen again and get Ss to finish the tasks in “Understand the text”.

*  Explain the vocabulary.

*  Check Ss’ answers to the tasks in “Language in focus”.



Prepare for the task

* By “Reading” & “Listening”, ask Ss to note downs some solutions to common technical
problems.

*  Enable Ss to develop their skills in identifying key information while reading and listening by
finishing the tasks in “Understand the text”.

*  Explain the vocabulary.

*  Check Ss’ answers to the tasks in “Language in focus”.

*  Explain the structure, the career tip, and the intercultural tip where necessary, and ask Ss to
talk about any technical problems they have experienced in their own lives.

Develop the strategies

*  Ask Ss to discuss the basic steps which should be followed when replying to customers’
enquiries. Elicit the information which is needed from customers in order to reply to technical
enquiries.

*  Get Ss to check their ideas about basic steps by reading “Main steps in replying to technical
enquiries”

*  Ask Ssto role play conversations with “Useful expressions for customer care”.

*  Help Ss to come up with some useful sentences for replying to customers’ enquiries.

Assessing

Fulfil the task

*  Encourage Ss to complete the task by explaining the steps in the Student Book.

*  Ask Ssto fill in the blanks according to the information they have got.

* Invite Ss to role play the two conversations in class. Ask Ss to give feedback on each other’s
performance and give your comments or feedback.

To extend

*  Ask Ss to do the comprehension work in Task 1 by reading the passage.

e Ask Ssto discuss the question in Task 2.

Detailed Procedures & Key

Scenario

Discussion

Work in pairs and discuss the following question:

Imagine you are Nick. What preparations will you make before replying to customers’ technical

enquiries?

Procedures

Break up the topic by asking detailed questions such as:

*  What common problems might customers have?

*  Could you suggest some solutions for these problems? If so, what?

*  What information do we need to get from customers?

*  How do we communicate with customers politely and appropriately?

Vocabulary

1. Nick Brown, a new technician in the company, is responsible for responding to customers’
technical enquiries.

enquiry /m'kwarori/ n. ]



e.g. Thank you for your enquiry for our products.
SR FAT T AT A

2. One day, he receives a call from Wang Yue, a customer care adviser.
adviser /od'vaiza/ n. Ji ]
e.g. Il worked as a legal adviser for this company last year.
WEAFE R Z N F R o

3. Wang Yue passes two customers’ enquiries on fo Nick and asks him to reply to their questions.
pass sth on to sb LA IEAT
e.g. Could you please pass the book on to me?
BT B IR s 2 JR e ?

Set the task

Script

Wang Yue: Hi, is that Nick? This is Wang Yue from Customer Care Centre.

Nick: Yes, what’s the matter?

Wang Yue: [’ve just received two calls from our customers. They’re having some technical

problems with their smart phones, but I’'m not sure how to deal with their problems.
Could you please call them back today?

Nick: No problem. What’s wrong with their phones?

Wang Yue: One user, Mr Brown, said the battery of his phone is draining very quickly and has a

short standby time.

Nick: What’s his phone model number?

Wang Yue: It’s Model II. He bought it one year ago.

Nick: I see. How about the other user?

Wang Yue: The other user, Ms White, said her phone is running very slowly when using an app

or viewing websites. This has been going on for a month, regardless of where she is
or what apps she’s using. She uses Model IV.

Nick: Got it. How can I contact them?

Wang Yue: [’ll send their phone numbers and questions to you by email.

Nick: OK. I'll call them later.

Wang Yue: Great! Thank you so much!

Vocabulary

1. They’re having some technical problems with their smart phones, but I’m not sure how to deal

with their problems.

deal with AbEE

e.g. He has some unfinished business to deal with.

fib B EE AL — L R T S5 F55 .

Mr Brown, said the battery of his phone is draining very quickly and has a short standby time.
battery /'batori/ n. Hiith

e.g. Before use, the battery must be charged.

RIS AT L AT 7 HL

drain /drem/ v. ¥E/%; T

e.g. Preparing for the College Entrance Examination for a whole year can drain many students

of their energy.

FllmE RIS .



standby /'steendbai/ n. FFAl
e.g. When a computer is in standby mode, some devices are turned off and the computer uses
less power.
HARGRE TR, — SR sk e, tH RN FEE D RT3
3. This has been going on for a month, regardless of where she is or what apps she’s using.
regardless of N
e.g. She always travels first-class regardless of expense.
TR 2wt S e S
Key for reference
Understand the text
1. D
2. (1) smart phones  (2) battery; standby time  (3) Model II  (4)slow; websites
Language in focus
1. (1) battery (2)drains/drained (3)enquiries (4)standby time
(5) regardless of (6)deal with (7)advisor
2. (1) She said she was very glad to visit the company.
(2) He said he always felt tired.
(3) He said he had an appointment later that day.
(4) Mary said her brother liked that book very much.
(5) Mr Anderson explained (that) he didn’t know Michael had gone to Shanghai.

Prepare for the task
I. Reading
Vocabulary
1. Poor or unstable signals can affect the network speed.
unstable /an'steibal/ adj. ANF2E )
e.g. The situation is unstable and potentially dangerous.
THOUATEE, ATREA fak.
2. The problem only occurs in certain apps or websites.
occur /o'ks:/v. KA HBL
e.g. When exactly did the incident occur?
X sa Rt AR R A 2
3. Try out another app or website to check whether the network connection is normal.
normal /no:mal/ adj. 1EH )
e.g. Her height and weight are normal for her age.
it P S v R 0T T It ) 4 SR TR )
4. The technicians at all these centres have received professional training.
professional /pro'fefonol/ adj. VK LA
e.g. He dealt with the problem in a highly professional way.
A A BRI A 1] b
5. The technicians will repair your phone as quickly as they can, and you will be notified when it
is ready for pick-up.
notify /novtifar/ v. 1H %
e.g. Please notify us if the above is not correct.

an SR BTN IERS, @R RAT



Key for reference

Understand the text

1. D

2. (1) phone signals (2)apps (3)crowded (4)SmartK Repair Centre
(5) same-day (6) one day

3. Other possible technical FAQs:
(1) How can I unlock my phone?

(2) How can I check product authenticity?

(3) How to do a factory Reset?
Language in focus
I. (1)occurs (2)professional (3)normal (4)notified (5) unstable
2. (Dfor (2)for (3)in

II. Listening

Script

Nick: Hi, Julie, I’'m replying to some users’ enquiries. One user has a problem with his phone’s
battery, but I'm not sure how to deal with it. Could you help me with that?

Julie:  Sure. Which part are you unsure about?

Nick: If the phone’s battery has a short standby time, it might be caused by improper use. So [
plan to suggest that he reduce the screen brightness and update his phone to the latest system
version.

Julie: That’s right. In addition, you can also advise him to clear unnecessary background apps
from time to time.

Nick: That’s a sensible suggestion! But what if these methods still don’t work?

Julie: Well, then he can buy a new battery for 275 yuan from our SmartK store.

Nick: I see. But if his phone is new, his battery may just need repairing, right?

Julie: Exactly. In that case, you can advise him to go to a local SmartK Repair Centre for further
examination. If he doesn’t have time for that, he can also send the phone to the Centre.

Nick: Got it. Thanks so much.

Vocabulary

1. If the phone’s battery has a short standby time, it might be caused by improper use.

improper /im'propa/ adj. A~ IEHfI
e.g. It would be improper to comment at this stage.
FERXA B B RIE IR IEA R 2.
2. So I plan to suggest that he reduce the screen brightness and update his phone to the latest
system version.
brightness /'brartnis/ n. 55/%; &
e.g. The size of a star affects its brightness.
T B BRI B R S
update /ap'dert/ v. B HT
Everyone finds it necessary to update his knowledge, otherwise he will be left behind the society.
BN NHFRN A L EEFE H CRIFIR, 5 W 2 A J5 T
3. In addition, you can also advise him to c/ear unnecessary background apps from time to time.
clear /klio/ v. JHkR; 5
e.g. I'll clear the table later.



EEOUR s UE S R R i

4. That’s a sensible suggestion!
sensible /'sensibal/ adj. SR R
e.g. The sensible thing is to leave them alone.
W R PR A2 AN R AR AT

5. You can advise him to go to a local SmartK Repair Centre for further examination.
examination /igzemr'neifon/ n. ¥
e.g. I was a thorough examination.
Kot — IR A A

Key for reference

Understand the text

1. D

2. (1) screen brightness; system version (2) background apps (3) 275 yuan (4) examination

3. Possible answers: (1) the repair fee at SmartK Repair Centre; (2) the address of SmartK Repair
Centre; (3) the Warranty Period of the phone.

Language in focus

1. (1)updated (2)improper (3)brightness (4)examination (5) clear (6) sensible

2. (1) with (2) with (3) by (4) about (5) to

Develop the strategies

Discussion

Work in pairs and discuss the following questions.

(1) What are the steps of replying to customers’ enquires?

*  Possible steps of replying to customers’ enquiries: greeting the customer; asking for the product
details; asking for details of the technical issues; offering possible solutions; assisting in
making an appointment with a physical store.

(2) What information will you need from the customers?

* Information needed: model number, time of purchase; place of purchase; technical details of

the problem.
Script
Derek: Good morning, SmartK Customer Service. How can I help you?

Customer: Good morning. [ have a problem with my phone. I dropped it on the floor and the screen
is broken. I’m afraid I have to replace the screen.

Derek: I’'m sorry to hear that. Can I have your SmartK ID please?

Customer: Sure, it’s 24568765.

Derek: Do you want to take it to a SmartK store or send it to a SmartK Repair Centre? I can

make an appointment for you.

Customer: That would be good. I want to take it to a SmartK store. I think there is one near Parker
Street. Could you make it at 10 o’clock tomorrow?

Derek: 10 o’clock tomorrow. OK, I have made a note of that. Can I have more details about
your phone? What’s the model number? When did you purchase it?

Customer: It’s a Model V. I bought it in June last year. So it was more than one year ago.

Derek: Well, I see that in your customer profile. It’s not within the warranty period. But with
your extra care plan, the fee would still be covered.

Customer: That’s great. Thank you.



Derek: You’re welcome. The appointment has been made for you. Anything else I can do for
you?
Customer: Well, how long does it take? When can I get my phone back?
Derek: We usually provide a same-day service for screen replacement, so it might take several
hours. But it still needs to be confirmed by our technician.
Customer: OK.
Vocabulary
1. I can make an appointment for you.
appointment /o'pomtmont/ n. %]
e.g. Can I arrange an appointment for Monday?
FRAT A2 A B I — 2 g 2
2. OK, I have made a note of that.
make a note of F[i------ Rk
e.g. I'll make a note of our next meeting in my diary.
FRAL N RSB SIS AE IR AL 3 L
3. Isee that in your customer profile.
customer profile & 4%
e.g. We need to create customer profile.
TATEQIER PRI
4. It’s not within the warranty period.
warranty period FRIEHH
e.g. The warranty period is one year.
TRAZIIA — 5 I (A o
5. But with your extra care plan, the fee would still be covered.
extra care plan %E HAZE LR 11K
e.g. Extra care plan would require extra payment.
JEIHEELR AR 7 BRI B
Key for reference
2. (1) screen (2) SmartK Repair Centre (3) 10 o’clock (4) June (5) extra care plan
3. CEDAB
Useful expressions for customer care

1. (1) How can I help you?
(2) Could you please tell me more about your mobile phone?
(3) Given your requirements, this may be the best plan for you.
(4) I apologise for the inconvenience.
(5) Please hold on for several minutes, I have to confirm some details.

Fulfil the task
Key for reference

Conversation [

(1) This is Nick Brown, the technician from Core Digi Company

(2) I completely understand your feelings

(3) you can reduce the media volume and update his phone to the latest system version.
(4) And you can also clear unnecessary background apps from time to time.

(5) you might consider replacing a new battery



Conversation 2

(1) Tam calling to help you with the technical problems with your phone
(2) your phone runs slow when you access apps or websites

(3) send it to a local SmartK Repair Centre

(4) take it to a SmartK store yourself

(5) for the inconvenience

(6) Happy to help!

To extend

Key for reference

Understand the text

1. (DB 2)B B3)A

2. Possible future trends: Smart phones might be transformed from a handheld device to a

wearable device; they might be more smart and capable of more functions like detection of

certain diseases.



Teacher’s Book for Unit 5

Unit 5 Make a business trip itinerary

Starting up
About the unit
In business, we often need to arrange business trips for clients. In order to make their trip pleasant,
we should design a satisfactory itinerary based on our clients’ needs and preferences. This unit
presents the basic elements of an itinerary, and offers some itinerary samples and strategies for
making an itinerary. After completing this unit, Ss will develop their skills in making a business trip

itinerary.

Teaching objectives

When teaching this unit, the T should enable Ss to

* note down specific information about a business trip, including dates, places and events (Set
the task & Prepare for the task);

e list two to three key points they need to consider when making a business trip itinerary
(Develop the strategies);

*  make a business trip itinerary (Fulfil the task & To extend).

Teaching suggestions
The T can present this unit in different ways. A product-oriented approach is suggested. With this
approach, the T can guide Ss through the output task by showing them how to collect relevant

information and make a satisfactory itinerary using the appropriate writing strategies.

Motivating
Ask Ss to imagine they have been asked to make an itinerary for a client. Ask Ss what they would
want to know before they started the task.

Enabling

Scenario

*  Introduce “Scenario” and help Ss to get background information about the task, e.g. people’s
identities, information about the companies, and the event, etc.

* Ask Ss to discuss in pairs what preparations they would need to make before writing the
itinerary.

*  Explain the language tip.

Set the task

*  Ask Ssto listen to the conversation and ask them what the task is for Li Yue.

* Listen again and get Ss to finish the tasks in “Understand the text”.

*  Explain the vocabulary.



*  Check Ss’ answers to the tasks in “Language in focus”.

Prepare for the task

*  While completing “Reading A”, get Ss to list the things that the publishing house wants the
writer to do about the book launch.

*  Enable Ss to develop their skills in identifying key information while reading by finishing the
tasks in “Understand the text”.

*  Explain the vocabulary.

*  Check Ss’ answers to the tasks in “Language in focus”.

*  While completing “Reading B”, get Ss to list the things that George Payne wants to do during
his stay.

*  Enable Ss to develop their skills in identifying key information while reading by finishing the
tasks in “Understand the text”.

*  Explain the vocabulary.

*  Check Ss’ answers to the tasks in “Language in focus”.

*  While completing “Listening A”, get Ss to note down the information about the flight.

*  Explain the vocabulary and the intercultural tip.

e Check Ss’ answers to the tasks in “Understand the text”.

*  While completing “Listening B”, get Ss to note down the information about the sightseeing
activities.

*  Explain the vocabulary and the career tip.

*  Check Ss’ answers to the tasks in “Understand the text” and “Language in focus”.

Develop the strategies

*  Ask Ssto discuss the purpose of making an itinerary and the contents of an itinerary.

*  Ask Ssto discuss the structure of an itinerary by reading Sample 1 and Sample 2.

*  Check Ss’ answers to the translation in “Useful expressions of an itinerary”.

*  Ask Ss to write down more useful sentences or expressions for an itinerary.

Assessing

Fulfil the task

*  Encourage Ss to complete the task by explaining the steps in Student Book.

*  Ask Ss to make an itinerary based on Professor Payne’s arrangements.

* Invite Ss to share their itinerary in class. Ask Ss to give feedback on each other’s work and
give your comments or feedback.

To extend

*  Ask Ss to do the comprehension work in Task 1 by reading the passage.

*  Ask Ssto discuss the question in Task 2.

Detailed Procedures & Key

Scenario

Discussion

Work in pairs and discuss the following question:

Imagine you are Li Yue. What preparations will you make before making the itinerary?
Procedures

Break up the topic by detailed questions as the following:



What event are you making the itinerary for?
For whom are you making the itinerary?
How long does the itinerary last?

Vocabulary

1.

C&W Publications is a publishing house.

publishing house H! fftt

e.g. A publishing house is a company which publishes books.

HH R AL S H AR EE A A 7]

In July, it is going to launch a new book called The Art of Gardens in Beijing. George Payne,
the writer, has been invited to give a speech at the book launch.

launch /lomntf/ v. Hihi: KATn. GHBRD KT

e.g. The new novel will be launched in July.

NSO AEBH RAT.

e.g. The official launch date is in May.

B RAT HIRAETH

Michael Jones, the senior editor, has asked Li Yue, a new assistant, to make an itinerary for
Professor Payne’s visit to Beijing.

senior editor 52 4

e.g. Her promotion to Senior Editor took everyone by surprise.

It FHHR i R g AR AR AR B = 4b

itinerary /ar'tmorori/ n. JEATITXI

e.g. An itinerary is a plan of a journey, including the route and the places that you will visit.

ITRERGE —NIRAT U, A AERR B L R L AT R

Set the task

Script
Michael: Yue, we are going to publish The Art of Gardens in July.

Li Yue: [I’ve heard about it. The book is about the comparison between Chinese and Western

gardens, right?

Michael: Exactly, and we plan to hold a book launch on 24th July at Jianguo Hotel.

Li Yue: Is there anything I can help with?

Michael: Yes, I’ve invited the writer, George Payne, to give a speech at the launch, and he is very

glad to come.

Li Yue: That’s great!
Michael: Yeah, Professor Payne is a British professor at the University of Cambridge. He is a

famous expert in the field of Chinese and Western gardens. He has published several
award-winning books on the topic.

Li Yue: Wow, it’s a great honour to publish his new book in our publishing house.

Michael: Definitely! And I’d like you to make an itinerary for his visit.

Li Yue: No problem.

Michael: I will forward my invitation email and his reply to you later. This will give you some ideas.

Vocabulary

1.

The book is about the comparison between Chinese and Western gardens, right?
comparison /kam'parisan/ n. L
e.g. I enclose the two plans for comparison.



250 B 3T R DA R
2. Professor Payne is a British professor at the University of Cambridge.
University of Cambridge &I/ #F K 2%
e.g. [ am an art student from the University of Cambridge, England.
Ptk —# HEE IR ZAR 24
3. He has published several award-winning books on the topic.
award-winning /o'wo:d'winiy/ adj. 33Z 1]
e.g. If you want to be an award-winning designer, please work harder!
AN RARAE SOy — RS RAE BT, A 37 BN %% e !
4. T will forward my invitation email and his reply to you later.
forward /'forwad/ v. ¥ K
e.g. Could you forward any mail to us?
IREEAREAE T A (E 15 A 45 3RA1 2
Key for reference
Understand the text
1.D
2. (1) comparison
(2) 24th July; Jianguo
(3) British
Language in focus

1. (1) award-winning
(2) itinerary
(3) launch
(4) forwarded
(5) comparison
2. (1) It is a bad idea to go to the beach on such a windy day.
(2) It is a good habit to drink a glass of water when you wake up.
(3) It is a pity to give up quickly without trying as hard as you can.

Prepare for the task
I. Reading A
Vocabulary
1. As the launch is to promote sales of the book, it would be great......
promote /pra'moot/ v. fEif; M4t
e.g. A balanced diet promotes good health and normal development.
Bt R R RAIE R K F .
2. During the launch, there will also be a speech by our vice-president, a Q&A session and finally
a book-signing session.
session /'sefon/ n.  (NFHIE—IHBNH)D) — BLHS[A]
e.g. It turned out to be a very interesting session with a lively debate.
SRR T —HAEEARDM . RERTFEHE IR
3. Audience at the event will include readers interested in Chinese and Western gardens, and some
well-reputed news media.
well-reputed /'welrr'pju:tid/ FRAFLFVFIT; 24T
e.g. Our products are well-reputed and our services are always dependable.



AT i B ARG, AR RS — EAR AT SE .
4. Ifyou are available for the event, please let us know your preferred travel dates and airline.
available /o'veilobal/ adj. =)
e.g. We need someone to work on this job immediately. Who's available?
ATHEA NG L ITAE . A2
5. We will book the flights for you and arrange a car to pick you up at the airport.
arrange /o'reindz/ v. ZHE
e.g. We've still got to arrange how to get to the airport.
FATEAG 22 HE A 2L AL o
pick sbup #Z# (FEAD
e.g. We drove to the airport the next morning to pick up Susan.
FATE R FRITE LI LTI
Key for reference
Understand the text
I.(HhA @2)C @B)D @B
2. (1) to promote sales of the book
(2) Q&A
(3) about three hours
(4) some well-reputed news media

(5) famous places of interest
(6) airline
3. Departure place and destination; time; price
Language in focus
1. (1) session (2) arranged (3) pick up
(4) available (5) well-reputed (6) promote

II. Reading B
Vocabulary
1. DI’'m delighted to give a talk on 24th July.
delighted /dr'lartid/ adj. #i3%H; REM
e.g. I'd be very delighted to come.
AR IR
2. After the launch, I would love to visit the Forbidden City.
Forbidden City $8%E3 GiCE YR
e.g. [ have got a general idea about the history of the Forbidden City.
WM T T — T eI P
3. T’ve been there once, and was deeply impressed.
impress /im'pres/ v. Z5+++ -+ IRZIEI R
e.g. His sincerity impressed her.
b I LT B T i
4. Please do get in touch if you have any further thoughts.
get in touch HUTFHL H
e.g. [ tried to get in touch with you yesterday evening, but I think you were out.
TRHEM A Z AR R, HIHRIRATER B,

Key for reference




Understand the text
1.V Delighted to accept the invitation
\' Dates of his trip to Beijing and back home
\' Preferred airline
V' Places to visit
2.(H)F @F @G)F @&F O)T
3. Accommodation; food preferences; flight budget...
Language in focus
1. (1) get in touch (2) delighted (3) impressed
2.(1)to (2) to (3) for #to (5)on

III. Listening A
Script
Li Yue: Michael, can I check with you some details about the itinerary?
Michael: Sure.
Li Yue: About the flight, I’ve done some research. British Airways has only one direct flight,
BARO. It takes off from Heathrow Airport to Beijing Daxing International Airport. Is that
OK for Professor Payne?
Michael: Well, what’s the departure and arrival time?
Li Yue: It leaves Heathrow at 4:45 pm London time and arrives at 9:40 am Beijing time the next
day.
Michael: That should be fine. I’1l check it with Professor Payne soon and get back to you.
Li Yue: Thanks. So he will arrive on 22nd July. How about we take him out to a roast duck
restaurant in the evening?
Michael: Good idea. But I need to ask him about any foods he doesn’t eat first. He might be a
vegetarian.
Li Yue: Yes, you're right.
Vocabulary
1.  Well, what’s the departure and arrival time?
departure /dr'pa:tfo/ n. BFF; L
e.g. Her departure is a big loss to the school.
LI DA =P SN HE P
Key for reference
Understand the text
1.D
2.(1) one
(2) 4:45 pm; 9:40 am
(3) 22nd July
3. Yes, it is a good idea. As a visitor to a new place, he must be very curious about the local food.

As a host, introducing special Chinese food to foreigners is also a good way to help them get a

better understanding of China.

IV. Listening B

Script
Li Yue: And for the morning of 23rd July, I have planned for him to visit our company. But I’ll



leave the afternoon free. Professor Payne may need some time to prepare for his speech.
Michael: Good. After the book launch on the morning of 24th July, Professor Payne wants to go
sightseeing and shopping. Do you have any ideas?
Li Yue: Yes. How about Ju’er Hutong in the afternoon and Silk Street for shopping in the evening?
And the Forbidden City on 25th July?
Michael: Great. What about the last day?
Li Yue: On Monday, 26th July, the flight BA88 will leave Beijing at 11:20 am. So I’ll pick him
up at the hotel at 7:00 am.
Michael: Thanks for arranging that. Please draft the itinerary and send it to me soon. Oh, don’t
forget to book a single room for him at Jianguo Hotel.
Li Yue: No problem.
Vocabulary
1. After the book launch on the morning of 24th July, Professor Payne wants to go sightseeing
and shopping.
sightseeing /'sait si:my/ n. W%; ¥
e.g. Sightseeing is best done either by tour bus or by bicycles.
Il e A i e 2 - B E AT 2
2. How about Ju’er Hutong in the afternoon and Silk Street for shopping in the evening?
Silk Street 757K
e.g. How about we go to Silk Street this afternoon?
SR T FRATEFHKEEAR?
3. Please draft the itinerary and send it to me soon.
draft /dra:ft/ v EH; F4
e.g. He drafted a standard letter to the editors.
AL — R AR eSS B 45 i i
Key for reference
Understand the text
L(HLA @A
2.(h A @E 3B &G GF @©Db (HC
Language in focus
1. (1) departure  (2) sightseeing (3) drafted
2. (1) time (2)in (3) speech (4) time (5) flight

Develop the strategies

Discussion

Work in pairs and discuss the following questions.

(1) What is the purpose of making an itinerary?

*  With the help of an itinerary, the traveller can be very clear of what he/she is going to do, better
arrange his/her own time, and make the best of the trip.

(2) What information should be included in an itinerary?

*  The time to set out and return, the route of visit, accommodation, activities, contacts, the main
contents of the visit, etc.

Vocabulary-Sample [

1. Shaanxi History Museum %74 JJ; s {84718
Bt g se e, S R R T AR I SRR, B AAAAT SR R,




NI, REFEE.
2. the City Wall (7§2%2) Itk
VG 22 35 SRR VG 22 WY, b E IAF S e K ORAT B e B A A e, 25—k
F #H fOC R AL B AAAAA ZUIRIE X
3. accommodation /o kpmo'de1fon/ n. {£1E
e.g. Hotel accommodation is included in the price of your holiday package.
PR AR A AR e .
Vocabulary-Sample 2
1. Attend the art exhibition at the Art Institute of Chicago
exhibition / eksr'bifon/ n. JEYW (£
e.g. The exhibition is not open to the general public.
XK WA A ARFF TR -
Art Institute of Chicago Z M+ AR EATE
ZINFEEREMEEET 1891 &, AL T2Zmarme. WERMICVFEE, 2RE=
KIEDIELZ
2. Chicago Theatre ZJ1=fFIFE
e, & FEAE LT ZEDERZRIE, APRA 20 D T = EARR R
K, RIIBTE i K [ “Chicago” b IR 458571 51 A3 H -
3. Willis Tower J&A 7K
JER) 37 R T e o T 3 [ 2 m e F — e B DR K, TR 44 PR JR B KB (Sears Tower) , A 1974
£ 1998 A M A A KE KRS .
Key for reference
Structure of an itinerary
1. (1) Similarities:

v" Both list the time, events or activities,

v" Both list the accommodation and contacts in the notes.
Differences:
v' Sample 1 gives more details including dates and details, while sample 2 misses out some
information, i.e. the date, which may cause confusion.
(2) Sample 2 is better. Because it gives more details in order to help the client understand better.
Useful expressions of an itinerary
1. (1) arrival at; arrive at
(2) hotel check-in; check in
(3) visit to; visit
(4) hotel check-out; check out
(5) departure to; depart from

Fulfil the task
Key for reference

Professor Payne’s Business Trip Itinerary

Date Time Event Detail
22nd Jul Arri t Beliji Daxi BASY
nd Ju rrive  a eijin axin
d 9:40 am . ,J 2 & 4:45 pm (London) — 9:40 am
Thursday International Airport L
(Beijing)




PLEAB AR SRR TS, AW RSB —FEHNE.
B RRERERA, BiH: https://d. book118. com/39804106405
4006140



https://d.book118.com/398041064054006140
https://d.book118.com/398041064054006140

