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Unit 1: | Scenario: /™44 A BA | FAERESFREIF 4R | ARG MR | R AN |8
Announce a | @& ESINHIAYE | HINEERESI A5 | IFE47H 200 N
team building | 5. FEARLERFIN 25 o kA, BdE | SRR,
event Set the task: k%% 4 | SRRSO IR CS | A A IE 2 1 | o 3L g
TR E AT AN | APV S S OCHE | Gl R I MR IE | WIE B 3 R
HMES - G5, wiwa), . | . EilINZS AP
Prepare for the task: | Z5# %, 2 B g 1R v ]
Mk W B S gk | AERENS TR | BN BN Bl | BAEEBOE S,
S, ARFEABRRBIN | WIESI E MR ZE | A, Eid | R R A
HBE A R | M SE S B PR T | IR B B 45
B BA & AR VA | A S,
Develop the HEEEST . o 1E A B
strategies: 7 & Wl [ FARBRS | hRKENSA
HEUE BT Mk 2 23 A BA &R | 1R .
YN WIE s B A I | AR B A i
Fulfil the task: % “E N RIRMER | W, 2k
SRR E IR AT 12k T HER. RE % 2 o &
YN A, FfE
To extend: %4 iH it EZ = S
MO, A A ) T AE
SEPR ) Ak A S W,
o
Unit 2: Write | Scenario: #ifi it 75 2 | AR08 [ RIFERE | AR IS | 7R E 0 |8
a hotel | AT )5 3 S A EE | BRS )L TOUT BRAR BT | BR'S S50035 M | 53 1% /8¢ A 41
reservation Ko THCREE, W | EETZBENW | 8 T/ES
email Set the task: #4575 | [HZRAY, Witk | JETITHBAR. FE, @ wiir
BN — IR 520 | BIR 2 R BRSO | TSN, %
PARTAJ PR HMIMEN | bRt SEhE | & N BIE
Prepare for the task: | SV HITAH K & | Bragdnil, 5 | &, IR
A S e SR | bRV AR T e | JE AR N B | IRREEAT
B WAL HR RS | FAERY TEIET | ATAMEE, 5B | @ BB\ &
JSH WREMERFED, | RIHTMES . YR58 AT S5 »
Develop the | W2 RTIL . PESE | AR E T | 1 0 5 4 1
strategies: 1 ® TIT | 5. g | A BA W 1E R
IS4 PR 35 A A0 AL 55 B, e 5 | A K E
o 138 ) SE PR | SORS R
Fulfil the task: % 4= S (E 7 AT 1
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Unit 3: Write | Scenario: /" ¢4 7% B | 22 Re I 348 | ARG I | B R 2 AN
a quick | FT &S HRVETR | T PUERRETR ST | BB W | T AR BN 4l
operation M. W RRE R, ¥ | MEREEME, | 308 TS
guide Set the task: #ZE 8% | PP adAE PR, 24 | RIGEMALRE |, BdRwE
BORON—F S | P, W, ZAEPESR. | BREYRRE,
B ETRT . PR TIEAVER | AR ED | RIF FH Y
Prepare for the task: | 57PN WA | LB, WAGT | 24, &Rk
S S WA BRAR A | R ARIE IR IS T | B, | B A &
FEAEN SRR . | 2. eSS AR &
Develop the | FAERWIRBES | BEEREfR B0 | 8 i B BA &
strategies: R W | SERAETE RN H 2% | Beu. EFIB i, 3
fd FH ] 5040 5 RIE N | RS B0 5 1R R AT gl | AR RE % as F | R e AR i 1A
A IRULH o o & IE S R B A &R
Fulfil the task: 224 LRI E= W I T I L S 7 N S
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Unit 4: Reply | Scenario: #if i& & F PR AR B AR IR B 4 e K P =G
to technical | B FA M H TR | BAFE A ER WM | EAEEEZ P | RS =R
enquiries 5. B AR OGS | B AR W W W AH | A5 R, 8
Set the task: /£ 7 | B, BIFEFELM | MEE, AF~ | o % 2
Rl Z 2% P HER W | BORAETS . a0 SR | % 3 A B %
] o FAERERS UARANAE | R R AR | P HEOR RE,
Prepare for the task: | 5% FIRSAHICH | & 2 TF H Rk
PN G T | Bl R E FHERWIE | B
i DA A ] “enquiry”, “advisor”, | FII& 24 I 74 1@ I8 ok 3 BA
Develop the | “battery”, “standby”, | £¢¥5, WAL | SEAI I,
strategies: 1%/ & WAl | “warranty period”55. | 5. ARG TR | 18 55 5= 4 19
TRMEA RN BARSH | FAERBINVRBIEE | 1, REERF | BB\ ¥ 17E 6
MR R TT % RS AE AN R | R ] VAR U N o
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Unit 5: Make | Scenario: /& A A & S Rt B AR I 4 BB Ik BRE
a  business | PRI S IRATHAE | B B 55 IR A7 o R | AR R % | IR & =R
trip itinerary | 5% (itinerary) [JEEAM | TRAT I 75 05K | ATk, @
Set the task: “#4A 7 | NEZR, OHFEBAMH. | BELE, BT | T2 > W
BUON— RS RATH | M, 535 WEEHER | AE P it
EATHE FAERRRS UAREIEAE | . WESI R | W o= R S5
Prepare for the task: | F 5/ & RATFHOCH) | 5. AT TR, $2
I RAER | B Ol R E . PRI | T IR R
W ESEISE “itinerary”, “launch”, | FH & M 115 1 | 7%
Develop the | “session”, “available”, | SH&, U175 MY ji el ZiNIN
strategies: 1 & Wl fA] | “arrange”%%. WFEJ R WG sh | SRR,
SPEATRE L HENZ | AR INIR BN | IR, RME AR | G 9k e A
Ko JU SR U | SR SR AT R | A B P AF R
Fulfil the task: %% 2 | RATFEM EHEME, K. VARG K7 e o
il 7€ FH 53 FAATT I AR E T | SO
1T1H%I B 18 A A | AE BT R 5%
To extend: %4418 By, fEmS | R AT R
LrHART LR AT HH R R B | R, B
RAGHL o WATFEMIRE ST, | £ R 1E
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Unit 6: | Scenario: /1 41 1E #Hl RS TR PR R BR A E
Receive  a | WEIEMEMRRE SR | ERSEAREARL | R REFIRFES | 1k =R
business F g5t PCFIAR, QIEENL | FLAAL B | MTTER, @
client Set the task: 47 | YEUZEWEAFR . | MR, | & 2 2 W fr
B R FAERWWCEME | ZHECE TR, | Z B EHAE
B HEERSZ SR | BUTEES. BEF, It
Prepare for the task: | (55, WiFHt. M FARE Bt | HHRLERTR.
SRR EAALOCR | BB, TR 1T A B N IR I8 ok 3 BA
VEIEET . FAERERS TREIEEH | 1, LSS % | A1EMTHE,
Develop the | HRI SRR L | FRIEFCR, | MR ZAEN
strategies: 7 & WA | MR, Wi“deputy”, | BLFE T M & | B BA P 1E BE
AT R — % | “brand”, PINHBFIFT SR | 17 A1 4K &
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DIFEW “management”, AR E T | SO
Fulfil the task: 2% 4 | “accompanied”%%. W R0 5 M | E T OSSR A
T A B AL Py, femE | R, 53R
R SR S AT | AR S
To extend: ZZA 1] Yy s R | AR
AT 3 e SO S Bl 1 GIAR i R 15 B Ak
HEF KRR Wi, &HE
i e
A5
Unit 7: Write | Scenario: 4 48 75 S Re S BEAR T 37 4 B IR 8RR E
a market | AT SR HBRS | AFACME N, DUk | AT | 1 5 f AR
research i RS anfel i T I R | B AT SR B | R ) R RE
report Set the task: ¥ /E 77 | Sl&% P AMEREE. | B, Wk, & | 71, @il
EARIE T RS FARBERNR | BEEN)E | PR, e
. T U E R | 5K AT % B 1)
Prepare for the task: | J7V%, 045 BEMAR EISE FAREW R | JF 5 oot
SRS WA R T | AR, . BB | BRI | A
LN B 20| P FOBH R o W, IEE I8 ok H3 A
Develop the | AR T MEFAER | 45 % 7 B f1 | SRR,
strategies: R WA | SHIHWFFAMHECHL | B 4o 22 AR
HAMENEMFEE | M AR B, W “energy | 22 EREW RS | B P\t 1F fE
i, drink”,  “advertise”, | TR T, | 1 4R 4K F
Fulfil the task: % 4 | “frequency”, T M s T | SORS #
E MRS, | “convenience store”, | 15 B A 4 | 7 5 7 W
To extend: #4418 | “channel”%% . gER, R, B
Ar )R A 5 &5 2R N H 2RO AE
T brolk 55w FIELAE
il OR 25 4 1
TS AR
A o
Unit 8: | Scenario: /41 ] & 22 RE AL BEAR T 4 e K BR A E
Introduce a | ' HEA B = 5 03 | EETRAENAER | AR IE R OCHE | 1 IR & BN
new product | 3t TAE, AR THEN | PWER, Wik | MITER, @
Set the task: F/E 77 | B/ PR AR | ATEEME AL | o 5 2]
BN iR | PR A5 IR SR | A R HE A
. PR IR I | A ERIH. | B, 1771
Prepare for the task: | F5 /™= &N AH G 1) FAERRAR | MR
A S PR AT | Bk RE, W “travel | HE & R SR AN I8 ok 3 BA
MG AN T agency”, KE R, #ERTF | SRR R,
Develop the | “recommendation”, HEAT A R e | 3 5 A AR
strategies: o & WA | “travel package”, | fmfEA. 1 B\ B 1 R
7 SRR RURIIR 5] | “destination”4% AR | ) MR E
B FAERERS TR | BB PR A | SORS R
Fulfil the task: %4 | RS — ARG N | Bdni, $Em7E | 76 72 i 4 A
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BEAT P2 A OB | P A R, B | SEBR P R AE N | R, 559R
b RPN T E I 250 | s b rgiEaE | R e
To extend: #4418 | FIN A MLk RE FIEML A,
AT AR i S5 5 ek R 3 B
A TR A R0 I
5177, TR 2
HEPKH
KA.
Unit 9: Reply | Scenario: 41 2 & F FAERES T RIR 4 BB Ik o e
to customer | % i) ;7 M5 B | EERS BHEST 0 | B EERE S | R % &R
queries o B35 EAES R e S | BRI | FISHERK, @
Set the task: /£ | B, BF~mME&. | FHEE, B | F 2 3 WA
ERIZE PSR | BAGTIEE (MOQ) « | P2 Mdrd. M| ER &S EFH
G 2O I ) S NI AN AE S Lo I QT =R
Prepare for the task: RSB RIAE | 25 A, I
AR S A SR A E | S )T R FHRBIE | PR,
HAE HEE HAWAH R LR | HE&E S RE I8 ok H3 A
Develop the | & , 40 “exhibit”, | 7730, ARGME | HEFMTE,
strategies: T/ & W17 | “query”, “potential”, | E& FHIEW, | 3 5 2% 4 1
A RV 3 g R R | “colleague”, (O 7 e (VP N (o 1
i “catalogue”% . B IR TE] | ) A AR AR
Fulfil the task: “# 4 | AR UIRBIEE | 5. SR
Y RIS T | 2 EARRER G | wARBEY | £ R %S
AT 1 WREZNME, JIF 7 | R EA A | &R
To extend: ZEAETFi8 | WA EEFNIBEHEAH OC | A3, $Em7E | 1, KRk
i 2 R | B R Khr s | s ML
HErE AR S IR Y S AT | RS R, B ER
XTRE 12 B 1 4E 1
PR S 1
7] I 25 H %
JIIR) SR A
W,
Unit 10: | Scenario: 4~ 44 # A 22 RE AL BEAR T 4 BB K P =G
Write an | & TR 5 BT RN T IR | SRR AT | R 5 =R
order Set the task: % /7FE 77 | MEEE ZEK, WHEM | FOCRER, JF | MIHERR, @
confirmation | EAK P IS | JITHELE. k. | B FI4G | o 25 3]
email T A HISAF o PEAE . SEATAS KA . | TE I R A 1K | . 5 T B
Prepare for the task: FAERES 7RI | HE R W\ HLFHIB A,
ARSI ARG | 5T B FEAE OCHY TR R | 1R T LB
- E SERY NN 25 Tl AR, l“order | SE5HITEM N | BFo
Develop the | confirmation email”, | %% 5¢ 3% 1] 1] 1 SEEBVNZI NN
strategies: f & U117 | “quantity”, “delivery | #fikNH-FURLE, | SIEFTE,
MatR(s BEERAZE | time?,  “terms  of | A f& & /7 BE 5 5
WA payments”45 . A T REAT | B BN W AE RE
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Fulfil the task: %% 2 | ARG IR BT | RS 73 A AR AR
BRI | BB TR R | FAE RS | SOR R
To extend: “#AEF | V@I EZENME, DL | BRI M M | 72 AL B AT B
WA A FEVT AR TR | S el i RS B HE | G, R ETE | BN B TR
&R R R Tff 1A R B SRR R 45 I8 | RS AR
IR FL TR AR | B IR AR
5T, W AE 1l
Fath, WRfS
SHERR
WOEH KW
&P
BRI (gD
BT HEANE IR B weeBEln | BEER =2
ix)
Unit 1 Report | AT BAUAIRA | A EREBINE K | f2m P A mE | @il B4 |8
an activity BWIES), FAREA | RO | @ AMERE 1E¥ES), KR
WA 2O 1 Sl ity | 0730, BRETE S | MIZRbATiEmT . | 5 A4 (9 131 A
5 By, dfEMash. | AZHEMET | G, ik
FEk RS . (= IR
EREIR,
Unit 2 | RETEIRFATE | FAKBEMBEEDT | FARRE M | B R E AR |8
Arrange  a | TR, G4 | OCHEDIE, FREM | AEB)E BT | K % R
hotel booking | Tl BHINFURFERTE | KARIEFIGIE . HE, AROEE | TR, fEm
LA EE IR T | 5 Ak B
T () 1) 7 HIIE W g
Unit 3 Draft | ABRIUHSR FAWAT | 24K T4 1m0 | F AR ST | B R 7241 |8
maintenance | #8577 MAEIRTS, | MAMAILORIE, | BESIEM. AR | 04 O %
instructions | ELFE L AZUAFIEAE | EEES AT UM | B S 40 | 2RI, R
IR, 7% B, SRRSO | B YE R AR A
i 5 HE - KRS it B fe
VP
Unit 4 | REITEIR AW | EAK R ST | FAERBEREE | B R AW |8
Present a | BEMMITRIRE, | FREM, FERESW | AR | a0 & IR R
product R T BT AN edE | REPE AR P/ SR A | TR R, $2 | FAMRER, 5
upgrading il Hro i ff P ) AT | Ak iR 55 IR
proposal BT B4k RE M
O 1 BT
i
Unit 5| ARPITHERF AW | FAERKRERAFTNA | FAERB S | MR EW |8




Introduce a | [ PECEIEICIEA | FIGMACEME R, | F#TA &0 | SUafE, i
company e, AT | 5 MKW LR | AFNE, e | TF E bR AR
S SO AT - e AN FLE PPN | A AR
BT mEesy, ¥R
Al 2 5t
EER,
Unit 6 | RE TR A MM | AR PR | FAERBRE | BREYEDN
Handle REFR FR, BFE | ACBEMTAE, BEM | TR | R %S IR
customer Wy G AN | SGRNEANRE T . | MM, FEEE | TR, MR
complaints R I R T PR A ] |k R e IR
fif R ie H oA B
R ER.
Unit 7 Write | AP ITHERFZAWMM | A ER TR | ZAERE AL | 8 R ¥ 4E R
a market | ST FLRE, | FTEMIRE RS E | SERTT lEE | I % E B
research BAERIRWER . 0T | 15, IR | HEERE A, 18 | IR AL &
report L SE: S . e A o T A | DU, BEAk
EBESRE . | @ FEYE 2 A
W ORE R
Unit 8 | AHITHE W | RN T A | FAERBIRE | B R EAERN
Advertise a | A MEEEWGINK | B, BERSTHE | QIS MA 8N | 2 AR
product FE, QFTE | MEAR, KR | TE SR, e | R E
=Rl R R AT M W3 o A A | T EGAR, sEfk
pliiES LI 7=
X EE.
Unit 9 | RRJTHER AT | FAKERNERA | FAERBIEH | 5 R AN
Negotiate TET SR A A R | FISRB AT, 2] | IR AR AT | 1B & IR A
prices e, BAEIRH . | MR MRIC AR | H AN IR | SRR, R’
[ )& AR 4 1 k77 A, FeEvaE A | 3 E R
AEETT M B B o
Unit 10 Write | ARITHAR FA WU | FAK BB BHIA | FAERBRS | B R ¥24EN
an order | #E5 M E A LES | MBAFRI A A AL | TEW ERLT | 97 4F B #
confirmation | SMJITHAAINIBAE. | 3K, FEAEMERKHK L | AL, 32 | WEH, #ik
email W R S VE A RE | WA A B M
AR Rl
e

(2) EBRHEF

LREKERINE . BRI IGE LA

1. WiH HAx:
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S v 2 AR AE SR S5 P TR ) SRV I RE )

TSR A X R 95 AR 5 SO AE o A ] A AR FR) SR A

IR AE B R R Be TR R TR

2. WiH A

2.1 BB 5K (Unit 1 & Unit 5)

PP, HHATTRR RN BOES), GRES) . AR, PR
SAEFEMGIEANAE (Unit) , FHEIH AT LS.

RIS, SAAENK G HE — DS IRITATRE (Units) , BFEAH. fEfd. 325,

2.2 W4 5% P RS (Unit 2, Unit 4, Unit 6, Unit 9)

FAEIER R ST, BEAE A, R IRS R BORCREA G B AN 4R
AR RS WE BUTAE (Unit2) , IEECRME (Unitd) , AR5 ET (Unite)
DAL IR % P &#) (Unit9) .

T AR PRI 1, 2 AR A S PR B 5 2] IX s e

2.3 PN 5TAHEF (Unit 7, Unit 8)
FAENEREIE—ASE N, TSI (unit7) , BETIAT RS, HFEPER
AT Sk o [, PR IR AT R A (Uunit8) , ELAEHIME R AL, Bt
B SR RN AT AT

24 TR RS E/E (Unit 10)
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