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Unit 1 Essentials of Business P45 AR 8 7
1. Cognitive Information(iA %115 &.): Basic Concept of
Business
2. Language Focus( P 25 5 1)
— Key Words: I. production, manufacture,  service,

merchandise, trade, land, labor, capital, entrepreneurship,

distribute, accomplish, perform, go bankrupt, creditor,

venture, profit;

— Phrases: I. relate ... to/with, be extracted
from, be responsible for, make ... of value, look for,




decide on, up to, refer to, pay for, distribute
to/among;
— Word Study: risk, perform, replace, limit,
share
— Useful Structures: V+ ing as subjective
— Grammar:  Countable and Uncountable Nouns
3. Communicative Skills (32 Fr$% g
— Expressions: Expressions of “Meeting People”
— Reading: Timetables

Unit 2 Marketing TWHHE4H
1. Cognitive Information (1A %115 E.) : Basic Concept of
Marketing
2. Language Focus (P4 25 5 /)

— Key Words: 1. market potential, feasibility,
feasible/viable, assess, stand (n.), trade fair, exhibit,
sample, prospective customer, publicity, representative,
brochure, booklet, catalogue, press conference, promote,
range, model, display, campaign, launch, order, delivery,
replacement, spare part, after-sales service, component,
service (v.), machinery, client;

— Phrases: 1. in other words, hand out, make up,
for short, know as;

— Word Study: maintain, project, fit, launch, range
— Useful Structures:  to see if/what
— Grammar: Numerical Expressions (1)
3. Communicative Skills(3Z b3 fE)
— Expressions: Expressions of “Introducing People”
— Reading: Price List

Unit 3 Career HRMK
1. Cognitive Information (IA&{f58) : Career
Development
2. Language Focus (AAE )
— Key Words: I. career, nanny, adore, part-time,
full-time, delicious, wear, uniform, phase, row;
— Phrases: |. get on with, at the time, go through,
follow in one’s footsteps, apply for, make it up with,  for
long, take after, make a decision, bring up, turn out,
think of;
— Word Study:  adore, realize, row, turn, spend
— Useful Structures: V + Oi + Od (double object
construction)
— Vocabulary & Grammar: Describing One’s
Appearance
3. Communicative Skills  (ZZFrifg)
— Expressions: Expressing and Responding to
“Thanks”
— Reading: Business Cards

Unit 4 Jobs and Occupations TAERIERNE

1. Cognitive Information ( ik %1 {5 & ): Jobs and




Occupations

2. Language Focus (P4 45 5 /)

— Key Words: |. trait, initiative, personality, realm,
inherit, bestow, disloyal, quit, loyalty, recipient, patron, job
security, job hopping, mobility, qualify, root, personnel,
challenge, seniority, bounce;

— Phrases: 1. get ahead, on the basis of, lead to, move
upwards, by and large, better oneself, deal with, bring
in, back and forth;

— Word Study: involve, content, advance, present,

initiative

— Useful Structures: keep doing sth.

— Vocabulary: Words of Job Application

3. Communicative Skills (32 Fri% g

— Expressions:  Describing One’s Occupation

— Reading: Job Advertisements

Unit 5 Eating Habits REBIM 8 8
1. Cognitive Information (A %115 &£ ): American and
British Eating Habits; Food and Nutrition
2. Language Focus (PN 45 5 /)
— Key Words: 1. selection, available, nutrition, purchase,
guantity, skip, consequence, consume, compile, awareness,
fat, carbohydrate, fiber, cereal,
— Phrases: I. be responsible for, eat out, on the average,
be a threat to, in a / the (adj. ) mood for, rich in, a
variety of
— Word Study: taste, rush, contain, lose, choose
— Useful Structures: used to ...no longer...
— Grammar: Degrees of Adjectives and Adverbs
3. Communicative Skills (32t fE)
— Expressions: Ordering a Meal
— Reading: Menus
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Unit 6 Different people 8 7

1. Cognitive Information: The Culture of Different People
2. Language Focus

— Key Words: 1. value n.& v., belief, unconscious, affect,
fairness, preferential,

treatment, performance, disharmony, excel, caste, race,
prohibit, individualism,

assignment, routinely, saw, switch, knob, pervasive,
estimate, construction, virtue,

mildly, statement, superior; Il. reserve, self-discipline,




plate, pass, toe, atmosphere,

bridge, appreciation, contempt, understatement, tone,
Briton, frustrating, motto,

interpret, non-verbal, swallow, dissatisfaction, counterpart,
hostile, defensive, effect,

imitate, hurry, appreciate, amorous

— Phrases: 1. call for, base ... on, be linked to, in contrast,
from top to bottom, defer to,

end with; 11. a sense of togetherness, make a scene, queue
for, make a chat about, take

an interest in, get used to

— Useful Structures: get sth. done

as + adv. +as possible

read between the lines

be likely/unlikely to inf.

Unit 7

Body Language

1. Cognitive Information( 4« #= & & ): Cultural Differences
of Body Language

2. Language Focus ( » % € $. )

— Key Words: 1. appoint, despite, easygoing, relax,
carefree, gesture, signify, customary,

etiquette, impact, circumstance solution, lean, deject,
intent, indifference, impatient,

terminate, breath, sigh, relief, posture, subtle, stake,
negotiation, vital, hostile; 1l. apart,

protrude, flex, arc, fortify, interrogate, suspicious,
awkward, insulting

— Phrases: |. be guilty of, be appointed to, prior to, lack
of, go away, resort to, stake one’s

claim; II. measure off, hold up, point at, at arm’s length,
take ... to be ..., on guard, to be

the opposite to, in public, cause offence to

— Useful Structure: It is noted/unlucky that ...

It is normal/common/vital (for sh.) to ..., a sign of relief
if he were to inf. ..., it would inf. ...

— Grammar: Numerical Expressions (11)

3. Communicative Skills ( & #1£4¢ )
— Expressions: Making Invitations
— Reading: Program Schedule

Unit 8

Manners

1. Cognitive Information ( 4« #= < & ) : Different Manners
in Different Cultures

2. Language Focus (» % € 4. )

— Key Words: 1. global village, arrange, community,
guidebook, corresponding, custom,

behave, feed, sleeve, executive, signal, ease, sole, height,
exceed, deal, essential, bow,

causal, illustrate, cool, reserved, impersonal, geographical
link, wink, clasp; Il. present,

gymnastic ability, challenge, content, process, entertain,




counterpart, energy, formality,
offend, admire
— Phrases: I. on time, allow... for, give advice on, get to
understand sth./sb., roll up,
take off, get down to, regard as, take it easy, of its own; II.
get...wrong, other than,
chew over, on business, pick up, side by side with, get into
difficulties, make/break
a deal
— Useful Structures: V -ing used as adverbial of
attendant circumstance (% 88 ¢4 12 1£.32 )
on doing sth., ...
the more... the less...
be worth the effort
— Grammar: Simple Present and Past Tenses of Verbs
Consolation and Encouragement”
— Reading: Bar Graphs
3. Communicative Skills ( 5 8% 12 4¢ )
— Expressions: Asking for, Giving, and Refusing to Give
Permissions
— Reading: Comparing Different Cultures

Unit 9 Telephone Calls
1. Cognitive Information (4« #24% & ) : Making a
Telephone Call;
Phone Call Etiquette
2. Language Focus (% € £ )
— Key Words: I. address, horrid, instrument, clamor,
spoil, justifiable, rude, canned
music, indignity, office hour, time zones, handle, lurk,
ignore, tax, accusation,
connection, consideration, confront, surrender, party,
offense, bother; Il. adequate,
antiquate, surcharge, alternative, booth, fade, patience,
telecommunication, readout,
dial, expire, switch, guess work, token, code, capacity,
efficiency, assign, deposit
— Phrases: |. devote ... to, shut up, put ... on hold,
subject ... to, suspect ... of, get out of,
in agreement with, at the mention of, be confronted with;
I1. scratch off, be similar to,
in exchange for
— Useful Structures: conj. + V-ing phrase
without + V-ing phrase
be a must
— Grammar: Perfect Tenses of Verbs
3. Communicative Skills ( 5 # 44 4¢ )
— Expressions: Making Telephone Calls
— Reading: Yellow Pages

Unit 10 Air Travel

1. Cognitive Information (<« #=¢% & ) : Air Travel




Reserving Flight Tickets

2. Language Focus (% € £ )

— Key Words: I. determine, stroll, justice, reward,
punish, ulcer, to the bone, round, guy,

abuse, wimp, saunter, fuss, crush, conspiracy, ultimate,
counter, hurry, tumble, guts,

snap; I1. reservation, available, opening, book, supersaver,
tentatively, penalize, fare,

rate

— Phrases: I. take off, to the bone, pay off, make a fuss,
on board, on top of, show up,

make it, out of breath, in advance, argue over; Il. as for, be
eligible for, prior to

— Useful Structures: be about to do

do sth. three/...times

no matter how/whether/what etc.

have the guts (to do)

so long as...

what if...

— Grammar: Continuous and Perfect Continuous Tenses
of Verbs

3. Communicative Skills (s 53¢ 4¢ )

— Expressions: Booking Flight Tickets

— Reading: Flight Schedule
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Unit 1 Sports and Business 8 7

1. Cognitive Information GAAI{5 S : Business in Sports

2. Language Focus (P45 /)

— Key Words: |. giant, revenue, athlete, retain,
track, contribute, fit, logo, innovative, boom,
reinforce, presence, principle, implement, strategy,
endorse, gear, champion;

Il. loom, horizon, trendy, gym, rugged, sink, fancy,
inextricable, pitch, transfer, hiking

— Phrases: I. move on, put sth. into practice,
capitalize on, contribute to, name after, impose on,
contract out, a fair share of, cash in, at the heart of,
in turn, dream of, close to; II. roll in, prop up, call
in, associate with, set out, put out, freshen up (with)

— Useful Structures:  worth (of) n.  while doing




sth. with a ... percent market share

3. Communicative Skills (32 Fri%fg)
— Expressions:  Expressions of “Complimenting”
— Reading: Catalogues

4. Special Use (&I %) @ The Future Expressions

Unit 3 Fashion

1. Cognitive Information (WA %115 K£.): Fashion
2. Language Focus (P4 4 5 )
— Key Words: I. fashion, interior, fad, classify, identify
(with), compete, originate, imitate, celebrity, mature, adopt,
mod, appeal (to), disapprove (of), dye, artificial, fabric,
affordable; Il. tailor, capitalism, proliferation, outlet,
globalize, source, warehouse, textile, fur, apparel, enable,
participant, journalism, editorial, critique, guideline,
commentary, blog, profound, taste, found, feature,
dedicate, coverage, merge.
— Phrases: I. speak of, be concerned with, hand down,
trickle down, base ... on, in a way, rather than, in addition;
I1. custom made, on order, seek after
— Useful Structures: in ... sense (in its broad sense)

more than (more than simply imitating ...)

come to be in the eye of
3. Communicative Skills (32 Fr1%AE)
— Expressions: Expressions of “Concern, Consolation
and Encouragement”
— Reading: Bar Graphs
4. Special Use (& IiHv%): Words Used to Describe
Clothing

Unit 4 Consumer Satisfaction

1. Cognitive Information (IA%115E) : Consumer
Satisfaction

2. Language Focus (PN 75 HE f)

— Key Words: |. bargain, trick, extort, silly, innocent,

novelty, whereupon, rush, breathtaking, impertinence,

plead, outrage, sane, trifle, extravagant, loo, sticky; II.

persuade, rational, checkout, counter, thought-out,

vulnerable, economy, dependability, convenience, rock
(music) , nutritious, package, intelligent

— Phrases: |. to start with, might as well, for the sake of,
in one’s defense, as though, for one’s life time, pile up, fall
for, serve sb. right, all the same; I1. go beyond sth., at other
times, for pleasure

— Useful Structures: | feel certain that ...
It will sell well.

even though ...




do a good job
3. Communicative Skills (2ZFrzfE)
— Expressions:  Expressions of “Complaining”
— Practical Reading:  Advertisements of Bargains

4. Special Use (&TiH7%) : Subjunctive Mood of Verbs
D)

Unit 6 Human Resource Management
1. Cognitive Information (WA %115 K£.): Fashion
2. Language Focus (P4 4 E &)
— Key Words: I. fashion, interior, fad, classify, identify
(with), compete, originate, imitate, celebrity, mature, adopt,
mod, appeal (to), disapprove (of), dye, artificial, fabric,
affordable; Il. tailor, capitalism, proliferation, outlet,
globalize, source, warehouse, textile, fur, apparel, enable,
participant, journalism, editorial, critique, guideline,
commentary, blog, profound, taste, found, feature,
dedicate, coverage, merge.
— Phrases: |. speak of, be concerned with, hand down,
trickle down, base ... on, in a way, rather than, in addition;
I1. custom made, on order, seek after
— Useful Structures: in ... sense (in its broad sense)

more than (more than simply imitating ...)
come to be, in the eye of

3. Communicative Skills (32 Fr1%A%)
— Expressions: Expressions of “Concern, Consolation
and Encouragement”
— Reading: Bar Graphs
4. Special Use (% TiH %) Words Used to Describe
Clothing

Unit 9 Successful Businessmen

1. Cognitive Information CIA%N{5E) : Qualities for a
Successful Businessmen

2. Language Focus (P45 /)

—  Key Words: I. drive, maximize, depression,
introvert, discipline, aspiration, hierarchy, ritual, via,
suite, isolate; Il. theme, charisma(tic), peak, decling,
dimensions, incredible, generate, villa, reform, civic, prod,
citizenry, peer

— Phrases: L. turn around, put ... on paper, by training,
by nature, be fascinated with / by, slow down, thrive on;
Il. well connected, adapt to, take on, dozens of, make
contribution to

— Useful Structures: be big/keen/weak on
discipline ,be out, By comparison with . . . ,byage (40)
3. Communicative Skills (3 Fri%RE)

— Expressions:  Agreeing and Disagreeing

— Reading: Economic Status

4. Special Use (5T fH7%:) : Describing Character
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