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Bt —: HBNEEIESIAS (Unit 1 Announce a team building event)

NES: S A BTG 1) ORI EE B, % ST T e 5 REAT A 280 1 Sk A 4
o ERAGHIEAGK, W, H. 3 5ESREE L.

MR BRORMS S ST RN A 1 Tt 1

Bt EEFEEBITHM (Unit 2 Write a hotel reservation email)
WA o U0 R 5 AE M B {5 IS e B VR T B

o TATUTHRE OGREER, wsa, ANHL TS,

HMe s A ALSR L 1E & 5 T VA8

BIE=: EPEBEIESEE (Unit 3 Write a quick operation guide)
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BIGPY: EREHARKIE (Unit 4 Reply to technical enquiries)
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BT H: HIEBEERITITRE (Unit5 Make a business trip itinerary)
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BIEN: BRI F (Unit 6 Receive a business client)
N2 5 I 55 B B AL AR B T
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HME R AT 2 S i SR 1) V) 3 S

Bt BEWHHARS (Unit 7 Write a market research report)
N R o BT T S B SRR S s

A RGOSR, RIS .

AR B ORI 2 A AT AE R 1

BIT)\: FHEESHEN (Unit 8 Introduce a new product)
WA 2 ST UMAT AT OB B i o
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Bt : [FEZF%#H (Unit 9 Reply to customer queries)
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Byt EEITEBINESE (Unit 10 Write an order confirmation email)
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BAJE—: JCIRIES) (Unit 1 Report an activity)
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B ZHEJEWIT (Unit 2 Arrange a hotel booking)
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BIE=. BELEP YL (Unit 3 Draft maintenance instructions)
WA 2 ) AR 358 5 T T A ) 7 ot 4R i e
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FERT: B ORAES UL A IR AR P A

BSEDY. R MFZE (Unit 4 Present a product upgrading proposal)
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HygH: MMEB/ATE] (Unit 5 Introduce a company)
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BTN AEZPEF (Unit 6 Handle customer complaints)
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MR TEORFFR R B RIS, AL B A I BRI

Hon-t: EEWHH MRS (Unit 7 Write a market research report)
PNZE: BRI RS S e B . B R 1 T S LR S

B T AEE, REIEN . AR

s KB B T3ROS S HEAT HER 237 .

B5E)\: T4 7= (Unit 8 Advertise a product)
SECTNE S I PSPttt 351 CIDN A=
s QiR AR R, RS AR T
M FE) PR SCT R, R AEN) S A

BT AN (Unit 9 Negotiate prices)

PIAE: 2 )R 7E 75 55 1R A et s i
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e BN E) SCAL TS 5¢ N RN S, 32 O A0l A (R B

Byt EEITEBINME (Unit 10 Write an order confirmation email)
A 2] U 385 6L 2 BT 0 05 B LT SR A IR
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PHEHIEE (150

BT HEANE IR B weeBEl | BEER =2
ip)
Unit 1: | Scenario: /™44 A BA | SRR FREIF 4R | ARG MR | R AN |8
Announce a | B&ESINHKAYE | HINE&ESI A5 | IFE47H 20 N
team building | 5. FEARLERY FIN 25 kA, BdE | SRR,
event Set the task: ik %4 | FAERRWE R I idsk | & S/ | @ i [ B &
TR EAT AN S | APV E S OCHE | B I MR IE | WIS 3 3 R
BNIAES G5, wiwa), s, | . EilINZS AR
Prepare for the task: | Z5# %, SR 1R v ]
M W AR S gk | AERENS TR | BN BN Bl | BAEEBOE S,
o, AREFEABARBIN | WIESIM E WAEZE | Ak, Ei | SR R
#WOE A R AE | M SE S B PR T | IR B B 45
B BA A AR VA | AR S,
Develop the HEEEST o 1E A B
strategies: 1+ 1& 1 {A] FHARWERT | P RENSA
HEUE BT Ok M2 23 A BA &R | 1EH .
N o WE S B A I | AR B A ik
Fulfil the task: %k N IRMER | WS, 2k
SRR E IR AT 2k TEW . HER. RE 1% 2 o &
N o A, PR
To extend: %4 iH it EZ = S
MBS, A A ) T AE
LR OkAEY W,
o
Unit 2: Write | Scenario: #ifi it 75 2 | #6008 [ EIFERE | FARBIAL | 7R 7 EN |8
a hotel | THAT )5 3 S AL | BRS )L TOUT MR (BT | BR'S &85035 M | 53 1% /8¢ A 41
reservation Ko WHCHREE, W | EETEBENW | 8 T/ES
email Set the task: %4 75 | (MR, Witk | JETITHBAR. FE, @ wir
BN — IR 552 W | B2 . SR BRSO | TS, %
PARTAJ FARWHMIMEN | bRt SEhE | & N BIE
Prepare for the task: | SV WIT A & | Bragdnil, 5 | &, BRI
AR S SR | MR IA T e | E AR N S | AT .
B WAL S | FAERY ST | ATAMEE, 5B | @ BB\ &
. WREMERSED, | RIS VE5E AT S5 »
Develop the | W2 RTIL . WA | AR E T | 1 08 5 4 1
strategies: W R TIT | il 5. g | A BA W 1E =
IS AF: PR 35 A A0 AL 55 B, AR5 | A K E
o 38 ) SE PR | SORE R
Fulfil the task: % 4= S (E 7 AT 1
PRE — B T R H, Bl
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To extend: 4@ it

A RR,

B R A5 B HE

TS i, Zh>] 570 Wik, BHHE
JE TAEN R @ iiT s TAE AN
HE, O 57 B
e
Unit 3: Write | Scenario: /" ¢4 7% B | 22 Re I 348 | AR I | R F AN
a quick | FT &G HRVETR | T PUERRETR ST | BB W | T AR B 4l
operation M. W E R, A | MEREEME, 3 | 80 TS
guide Set the task: ZE 8% | PP mdAE PR, 24 | RIEEMALRE | 2, BdRwmE
BORN—FH S | P, W, ZAEPESR. | BREYRRE, B
BHETRE . PR TIEAVER | AR ED | RIF FH Y
Prepare for the task: | 57PN WA | LB, WAGT | 24, &Rkdh
S S WA BRAR R | R ARIE IR IS T | B, | B A &
FEAEN M EiEM. | o eSS AR &
Develop the | FAERWIRBES | BEERERR B0 | J8 i B BA &
strategies: R W] | SERAETE RN H 2% | Beu. EFIB i, 3
fd FH ] 5010 5 RIE N | 8 B0 5 1R R AT A | AR RE % as | R o AR 1 1A
HIRULH o 38 & E S R B A R
Fulfil the task: 224 T E= W I T I L S 7 N S
BRG AEE H FEAT f5 ) FOIWAE BT | KEFH
B A, RmMEEE | £ S 5 1E
To extend: “ZA 1] fEF & M 1o A
e S AT it AR e H, Bl
i) 55 P 1) 61 B B 4
NS RR
REJJ, Sl
I AE & 21 1)
B B F
KRIGRTT S
Unit 4: Reply | Scenario: #if i& & F PR AR B AR IR B 4 B K P =
to technical | BF|FA M BH TR | BAFE S ER WM | EAEEEZ P | RS =R
enquiries 5t B AR OCHAE | B AW W AH | A5 TR, 8
Set the task: /£ 7 | B, BIFEFELM | MEE, BF~ | o % 2
I Z 2% P IHER W | BORAETS . mn S SN | % 35 Ab B %
i) o FAERERS 7ARANAL | R R AR | P ORI,
Prepare for the task: | 5% FIRFSAHICH | & 2 TF H Rk
FAMEM G T | Bl R E S, FHERWIE | 7.
i DA A ] “enquiry”, “advisor”, | FI& 24 1 74 1@ I8 ok H3 A
Develop the | “battery”, “standby”, | £¢¥5, WAL | SEAI I,
strategies: 1%/ & WAl | “warranty period”%5. | 5. ARG TR | 18 55 2= 4 10
RMEA RN BARF | FAERBINRBIEE | 1, REERF | BB\ ¥ 17E 6
MR R TT 5 RS AE AN R EE | R ] VAR U N o
Fulfil the task: “# 4 | ¥, DLAWMIEN A | ARG @ | SO,
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I

B IRAP R BPIS AN
i BT AN %5 G

GRS BRI
R, P AL

1E 4k B2 % P
B )

To extend: “#E1Fil | & SRl 5 7 NITR IS VR A UP (S
T4 v & RS 3k AR, R | 22 A 1 W AE
=, PE LR T R | AT RE
Mz H 4B M | B IR E S E
% o Wi, &EH
PR .
Unit 5: Make | Scenario: /& A A & S Rt B AR I 4 B Ik BR A E
a  business | FEURIFT S IRATHAE | 4B B 55 IR AT o R | AR RS 5% | IR 5 =R
trip itinerary | %5 (itinerary) [JEEAH | TRAT I 75 05 | MoT R, @
Set the task: “#4A 7 | NEZR, OHFEBAMH. | BELE, BT | 5 > W
BN — IR IRATH | Wi 5305 WEEHER | AE P it
EATHE FAERRS UARIEAE | HE. WESIM R | B = R S5
Prepare for the task: | F 5/ & RATFHOCH) | 5. AT THRI, $2
IR | B Ol R E PRI | T IR
ITHRAE R “itinerary”, “launch”, | FH & M 115 1E | #F.
Develop the | “session”, “available”, | SH&, U175 MY ji el ZiNIN
strategies: 1/ & W1 ] | “arrange”%%. WA G Bh | A EMT L,
PEATRE L HENZ | AR INIR BN | IR, RE AR | G 9k 2 A
oK. JUE SR U | SR S R AT R | A B P A R
Fulfil the task: %% 2 | RATAEM EHEME, K. VARG K7 e o
il 58 FH 53 FAATT I AR E T | SR
(iR ip B 18 AT A | AE BT R 5%
To extend: %4418 Py, fEmS | R AT R
AT LR AT HH R R P | R, B
KA o WATFEMIRE ST, | £ 15
A i,
i OR 15 B Ak
Wi, &EH
AL
Unit 6: | Scenario: /1 4 7E #Hl RS 7RI PR R BR A E
Receive  a | BRI SR | ERSEAEARL | R REFIRFES | 1k =R
business F g5t PCFIAR, QIEENL | LA B | MTTER, @
client Set the task: 4 T | YEUZEWEAFR . | RSB, | & 2 2 W fr
B R FAERWWCEME | ZHECE TR, | Z B EHAE
BF HEERSZ SR | BOTEES. BEF, It
Prepare for the task: | (55, WiFHt. M TR B | HLHRLER IR
SRR EAALOCR | BB, TR 1T A B N IR I8 ok H3 A
VEIEET . FAERER TAREIEEH | i, LSS % | A1EMTHE,
Develop the | HRI SRR L | FRIEFRR, | MR ZAN
strategies: 1 & WA | MR, Wi“deputy”, | BLFE T f 7 | B BA B 1E BE
AT BRI — % | “brand”, PIXHBFIFT R | 17 A4 4K &
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DIFEW “management”, AR E T | SR
Fulfil the task: 2% 4 | “accompanied”%%. W R0 5 M | E T S% BE A
T A A AL Py, femE | R, 53R
Rrid i SRR S AT | A RS
To extend: %4418 Yy s R | AR
AT 38 e SCA IS B 1 GIAR i Or 15 Bk
HEF KRR Wi, &EH
i e
A5
Unit 7: Write | Scenario: 4 48 75 % S Re s BEAR T 37 4 B Ik 8RRy E
a market | AT SR HBRS | AFACME N, DUk | AT Y | 1 5 b f R
research i HAES anfel i 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 | K. AT % B 1)
Prepare for the task: | J7v%, 045 BRfAR &L FAREW R | JF 52 oot
SRS WA AR T | MOARAR . B, BB | AR | A
Wt %R 20| P RO R o W, IEe I8 o 3 BA
Develop the | AR T MEFAER | 45 % 7 B f1 | SRR,
strategies: R WA | ST L | B 4o 22 AR Y
HAMENEMFEE | M AR B, W “energy | 22 EREW RS | B P\ W 1F 8
il drink”,  “advertise”, | TR S, | 1 4R 4K F
Fulfil the task: % 4 | “frequency”, 16 M IR T | SRS R
SRS, | “convenience store”, | 315 B A 4 | 7 5 7 W R
To extend: #4118 | “channel”% . gER, R, B
A fR) R 5 &5 2R N H RS
T brolk 55w FEL A,
il o) 2 4 1
TS AR
A -
Unit 8: | Scenario: /41 ] & 22 ReAS BEAR T 4 B K BRE
Introduce a | ' HEA B = 5 003 | EEERAENAER | AR R OCHE | 1 IR & =R
new product | %t TAE, AR THEN | PWER, Wik | MITEK, @
Set the task: F/E 77 | B/ PR AR | ATEEME AL | o5 2]
BN RS | PR A5 IR SR | A R A
Ao PR IR I | AEEREH. | B, 1771
Prepare for the task: | 5™ St/ AH K ) AR | KPR
S PR AT | Bk RE, W “travel | $E & R SR AN I8 ok H3 A
Ly KSR agency”, KR, #ERTF | SRR,
Develop the | “recommendation”, HEAT A R e | S 0 A AR
strategies: o & WA | “travel package”, | ffEN - 1 B\ B 1 R
7 R ORI 5] | “destination”4% R | ) M ER E
BF FAERERS 7RI A | Bl UE AT A | SORS .
Fulfil the task: %4 | RAEERE — ARG N | B3, $Em7E | 76 72 i 4 A
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HEAT P2 A OB | P A, B | SEBR P mAE N | AR, 555R
i T E I 250 | b rgieaE | 2 R e
To extend: #4418 | FIN A MLk RE FEML A,
AT AR i S 5 ek R 3 B
AT TR A R0 I
5177, TR 2
HEPKH
SRAIE.
Unit 9: Reply | Scenario: 41 2 & F FAERES 7RI 4 B Ik P =
to customer | % i) ;7 M5 B WY | EERS BHET 0 | B EERE S | R % &R
queries o B 75 EAES R e S | BRI | FISHER, @
Set the task: /£ | B, BF~mM&. | FHEE, B | F 2 3 WA
ERIZE PSR | BAGTIEE (MOQ) « | P2 Mdrdi. M| ER &S EFH
(e AN L T | ARl B % P
Prepare for the task: PR B ITAT | 25 A, I
AR S A SR A E | S )T FHRBIE | B RS
WA HIME B AW LR | & SR E I8 o 3 BA
Develop the | & , 0 “exhibit”, | 7730, ARGME | HEMTE,
strategies: f & W17 | “query”, “potential”, | E& &, | 3 5 2% 4 1
A R I8 R Y] | “colleague”, AR T | [ BA P 1E RE
i “catalogue”% . fEE IR TE] | ) A AR AR &
Fulfil the task: “# 4 | AR VIR B E | 5. SR o
Y RIS T | 2 PARREER G | wARBEY | £ R %S
AT 1 WREZNME, IF 7 | R | &R
To extend: ZEAETFi8 | WA EEFNIBEEAH OC | A, $Em7E | 1, BEgRaeik
e iE I 2 o B | B R Whr s | s ML
B AR IR Y AT R | RS R, B ER
XTRE 17 B 1 4E 1
PN RN
7] | 25 H %
JIIR) SR A
W,
Unit 10: | Scenario: 4~ 44 # A 22 Re RS BEAR T 4 B Ik o =
Write an | & TR 5 BT AN T IR | AR EE AT | R 55 =R
order Set the task: % /7F 75 | MEEE 2R, WHEM | FOCRER, JF | MTHERK, @
confirmation | EAK P IS | JITHREE. k. | B FI4G | o 25 3]
email T A IS A o PEAE . SEATAS KA . | T I R A 0K | . 5 T B A
Prepare for the task: FAERERS 7RI | LF R W\ HLFHIB A,
ARSI ARG | 5T B B AE OCHY TR R | 1R T LB
- E GER NN 25 Tl ARTE, l“order | SE5HTEMT N | BFo
Develop the | confirmation email”, | %% 5¢ 3% 1] 1] 1 SEEBUNZI NN
strategies: f & W11 | “quantity”, “delivery | #fiikH-FHRLE, | SIEFITIE,
WalR(s BEERIAZE | time?,  “terms  of | A fR & /7 BE 5 5
WE payments”4% . A T REAT | B BN W AE RE
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Fulfil the task: %% 2 | AR IR BT B | RS VAR N
BEITRBAN: . | B R TR R | AR | SRR .
To extend: “#AEFe | V@I E M, DL | BRI I MM | 72 AL B AT B
WA A FEVT AR TR | S A i RS B HE | G, R ETE | BN B TR
R R R Tff 1 R B o SRR R 45 U0 | RS AR
IR FL TR AR | B R AR
®E5RET. W AE 1l
Fafh, iR
SHERR
WOEH K
&P
BEHEARE (gD
BT HEANE IR B weeBEl | BEER =2
ix)
Unit 1 Report | AT BAUAIRA | A EREBINE K | fE2m P A mE | did B E |8
an activity BWIES), FAREA | RO AR | @A MERE 1E¥ES), KR
WA 2R 1 Sl ity | 20730, BRI | MIZRbATiEmT. | 5 4 19 31 BA
5. By, dfEMast. | AZHEMET | G, ik
FEk ks . (= IR
EER.
Unit 2 | RBITEIRFATE | FAKBEMBEEDLT | FARRE M | B R E AR |8
Arrange  a | TR, G4 | OCHEIDIE, FEM | AEW)E BT | K % &R M
hotel booking | T\ BINFIRFERNE | KRAIEFIGEE . HE, ARONE | TR, fem
AL B IR T | 5 Ak B
e () 1) A HIIE N g
Unit 3 Draft | ABRIUHSR FAWAT | 24K T4 f6ar | F AR ST | B R %A1 |8
maintenance | #8577 MAEIRTS, | MAMAILORIE, | BESIEM. MR | 94 O %
instructions | ELFE L AZUAFIAE | EREES AT UM | B S 40 | 2RI, R
IR, 7o B, RS | B YE R AR A
i 5 HE T - KRS it B fe
VP
Unit 4 | R ITEIRFAWAT | FAK ST | FAERBEREE | B R AW |8
Present a | BEMMITRIRSE, | FREM, FERESW | AR | a0 =R R
product R T B AN edE | REPE AR 2/ SR A | TR R, $ | FAMRER, 5
upgrading i #ro o fif P IR /AT | Ak iR 55 IR
proposal BT BL4ERE MU
LN g i
i
Unit 5| ARPITHERF AW | FAEKRERATNA | FAERB S | MR EW |8




Introduce a | [ PECEIEIKIEA | FIGMACEMG R, | F#TA &0 | SUafE, i
company WonwE, RFAF | 5 MKW L E | AFNE, Em | JF E bR AR
S SO AT - o AN FLE PPN | A SR
AT mEey, ¥R
Al 2 5t
R
Unit 6 | R IR MM | ARG PR | FAERBRE | B REYEDN
Handle REBR FBR, BFE | ABEMTAE, BEREM | TR | R %S IR
customer Wiy G AN | SGRNEMERE T | MM, FEEE | TR, MR
complaints R I R T PR A ] R |k R IR
fif R ie H o B
Ry EIR.
Unit 7 Write | AP ITTHERFAEWMM | 2K ERTIE | ZARE AL | 8 R ¥ E R
a market | ST TS, | FITEMIRE RS E | SERTT lEE | % E R
research BAERIRWER . 0T | 15, IR | RS, 18 | B4 &
report Mk & #Es . i, e A o T A | DTG, BEAk
EBESRE . | & FEYE 2 A
WREIR.
Unit 8 | AHITHE W | RN T A | FAERBIRE | B R EAERN
Advertise a | A MEBEEWGINK | B, BERSTHE | QIS MA 8N | 2 TR
product FE, QFTE | AR, KR | TSR, e | R E
TS s, R AT M W3 o A A | 7T EGAR, sEfk
T, 7R =
XHEAE.
Unit 9 | ARRJTHER AT | FAKERNERA | FAERBIEH | 5 R AN
Negotiate TER SR A A R | FISRR AT, 2] | IR AR AT | 1B B IR A
prices TSNS, BAEIRH . | MR MRICAIR | F AN IR | SRR, R’
[ &7 AR 41 k77 A, FEvaEA | 3 E R
FEEST . R PR B
Unit 10 Write | ARITHAR FA WU | FAK BB RHIA | FAERBRS | FHR¥24EN
an order | #EE5 M E A LES | MBI AWM A AL | JEW ERLT | 97 4F B B
confirmation | SMITHAAINIBAE. | K, FEREMEKCHK L | BAAEREE, 32 | WEH, #ik
email W R S VE A RE | WA &S B M
AR %P R %R
e

(2) EBRHEF

AL . BRpEE iRl

1. WiH HAx:
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S v AR AE SR S P B v ) SR VA I RE )

TSR AR S5 AR 5 SO AE o A T A AR FR) B A

IR A E B R R e TR R TR

2. WUH A

2.1 FIBAEE ¥ 5K (Unit 1 & Unit 5)

P, HHATTRY RN BOES), GRES) . W, PR
SAEFEMTIEAAE (Unit) , FEIH AT LS.

RIS, AR RGBS HE — AN S IRATATRE (Unit5) , BFEZCHE . 1. iEsh 24 .

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

FAIER R S IEE , EAE A, R P IRSAE . BRI R N 5
AR RS EBUTH (Unit2) , IEECRME (Unitd) , AR5 (Unite)
UK IR % P &#) (Unit9) .

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

23 PN 5T (Unit 7, Unit 8)
A NE R IE—ASE W, BT TSI (unit7) , BETIST RS, HFEPER
AT Sk o IR, AR IR AT R A (Unit8) , ELEHIME R, Bt
B RS R AT R

24T HRAH RS E/E (Unit 10)

SRR T BN TR, ST BAEIAIRAE (Unit 10) , FFAC TR AT RE H AT BAAR B A
FERREESR . A T AR MDA PN A R AE AR M R b, [R5 ST AL 2 7 o6 A R % T
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