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+. %-—'ﬁﬁﬁﬁiﬁiﬁ%ﬁ(i‘eﬁching plan for 1" class)

$—4% BB E(Step 1 Introduction)

TR (SR )

(1) R B4 (Objectives set) (5 43gp)
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(2) BN A B R (Course contents) (15 438p)

G R R RE A HFR)

(3) %I I 4 (Assessment plan) (5 53+4h)

GER B R

(4) fEJ7 HHR4 4 (Ability objectives) (10 43+4h)

© BBl H AR A4S, Hofm b sk 2 B 4508 2 o) A G R U Ve,

@ BB A E TR Google, HE%,

@ BEHATH A A EE R EML .

(5) AR B : MRy TAEMM AN EREFREMBETRAFR,
B EEMETLEFEEMRERE, X BH S IMAEMNRE,

Misi: BREITIWAEFIED . RIBL T,

% BEH IS (Step 2 ability training)

(1) P HME T AR YH (Internet search engine) (10 4348h)
FEASISTHCHIAREBY RS ARMM N, AETERS, B4& NS,
@ # AR www. google. com

@ $ A X §i7 BEC

@ ®BFEMFEH Cambridge ESOL

(2) % 3 B2 30 M 25 (Main websites) (10 434)

www., ftchinese, com

www, chinadaily. com, cn

(3) &R % 181C % > J7 ik (Business vocabulary learning methods) (25 434#h)
WHE R a3k kA

E=H YRR (Step 3 Results check)

SHFTREY . WU TRAEORE, HFH— . aENESERED, FRIBELH

wWig) .

(D Marketing manager

@ Human resources manager
@ Sales executive

@ Accountant

5.2 (#i%%iE BEC 1)RRATEERT

—. BEER

 AWIRARE . Unit 4b Internal communication
BFEHR.
1. BB B4 e BEELH.
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» EFEARKMEE, HEiH

o FFARER
2) $EEER
EERMEHMT .
MEMORANDOM
TO: xxx

From: xxx
Date: xxx
(Subject; xxx)

And the memo goes on till it ends.
—. Bl gigit

LoEES: BREMHABEEEF

2. SRk . idie, 85

3. LB R

FER— KA 2D

Taskl: how can we send the message?

Suppose Henry is head of sales, and he needs to deliver to his sales staff the
message that receipts must be enclosed for claiming expenses. And all claims must be
done before September 1.

CEAERREMRIMES FHRME—L MEERLE.)

FHE 1
All staff,

1 am head of sales, Henry. Remember claiming expenses. Don't forget enclose
receits. They need it until September 1.

Henry
July 29

FWM_- HRREQO )

Task 2

Susan's department has just received several large new orders. The company has
decided to ask everyone in the department to work five extra hours per week.

Write a memo to all staff in the department.

* explaining the situation




ERBXUREHF QI EOIE &

% saying when overtime will begin
% asking the staff to work overtime
GEIXAPEGE, FAEMEMFFEMBRXNEE, FAETHEER EEREHEE
ACRKEEPHFR A ERSH B REMN %D
FEFME 2
All staff in the department,
pay attention that your department has just got several large new orders. So the
company has decided to ask anybody in the department to work five extra hours per

week. Hard work.

Susan
05/07/2005
BEHA.
MEMO
To. all staff

From: Susan, production manager
Date: 5 July, 2005
We have recently received several large orders. As a result we will have to ask all staff
to work a total of five hours overtimes a week commencing from 8th August.
$B= FERBPRBLEA0 28D
FHBTHEEN R THNAN AEEERNBR BT ER 5%,
HL R
MEMORANDOM
TO.: xxx
From: xxx
Date: xxx
(Subject: xxx)
And the memo goes on till it ends. . .
HEMEMIESR:
1) I am head of sales, Henry.
— This is Henry,head of sales.
2) Pay attention that your department has just got several large new orders.
— Our department has just got several large new orders.
S| MREFH 20 350
FER R FEMER, EEHEE—MES.
MEMORANDUM
To: salespeople
From: Henry
Date: 5 August,2005
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Please enclose your receipts when claiming expenses. And all claims must be done
before September 1.
FRA KBREUS 58D
Task 3
You are attending a conference on 14-18 May in Budapest. You need to make your travel
arrangements,
Write a memo to Jessica, your secretary:
* giving her the dates
* saying when you want to fly
* asking her to book a flight.
Candidate A

I have to go to a conference in Budap-e_ét-. -
Could you book a flight for me please? I want to go on the 14th May and come back
on the 18th. Thank you.

Candidate B

I am very sorry to trouble you, but you know that I am attending"_;“cgrﬁ';ence in
Budapest and 1 am needing you to book me a fly in the morning early. Could you please

to do it for me? | am very grateful for your help.

Candidate C

Could you please book me a return flight for the conference in Budapest? I would like to arrive

in Budapest before lunch 14th May and leaving 18th May after 6pm. Thank you.

So,which one do you think gets the highest score?

And tell us your reasons.

Candidate C did best. He finished all three tasks and no big grammar or language
mistakes occurred.

HTRAN RBWEG 540
Task 4

Elizabeth Sharp is going to be the new HR manger at your company. She is going -
to visit your office to learn more about the company.

Write a memo to all staff.

explaining who she is;

saying when she will be in the office;

asking staff to introduce themselves to her.

1t 158 BH Y 1] B3 .
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A. If you want sh. to come near,what gesture will you use?

If you want to show you are full,what's the gesture?

il O S A B S A Sk AZ A0 T B T4

* B. If you marry today,what's the color of the bridegroom's suit?

If you attend sh. 's funeral,what’s your suit color?
S5 HT B AL IR i €0 3 2 I FEAL WAL IR ER 2 .
C. Think about some phrases about dog.
AR 5 T A R .
D. In a bus station, you want to chat with a stranger,what will you say?
TEA R RN IF 4R S P AR X2
E. Hf you are invited to sb’s house, when will you arrive and do you need to bring
some gifts? If so,what’s the gift?
TR BT 2 S A FEIE AR AL mRER LR 47
F. You and your girl friend go to dinner,what will you do?
RAR B L A A S AR IR E e 40
G. You and your friend meet your tutor for the first time, how to introduce
yourself? _ .
PRATUR 9 IR A5 — 0K 5 S 0 WL T , R o ] sk 47 1 R A 482
H. How to translate"f§ 4 —Blt” “ER 2 T” “EEBEY" g%
W EER A R CER D AR R
L. Can you say something about west dinner? e. g. courses, etiquette.
PRAE U2 VR 0 4 — 2 P AL T g 2
J. What's the nickname of UK and America?
I [JF0 3€ E=  5) B =EAH27
K. Translate the sentences: 8% F ¥4 F.
—"Do you think Mary will quit her job.now that she’s pregnant?”
~—"Yeah,when pigs fly! There is no way she is giving up her career!”
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O REMEER, RHEXLFETAMNELREREY UEAREEY. A0T
5T, B iIm—A .5 4. (30%)

@ WIEMEL R, BEL TG, FEREALTF 84, (50%)

@ BIEMBEER, AR The Lion King —# 428 &F. (20%)
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##: CULTURALLY SPEAKING. it R E B B AT
HBA R

1 WEFETH (M EMED 4 AfTEE,

2. ﬂ*‘ﬂ.ﬁlﬁ'm http: //www, hjenglish. com/

3. Rtk

A BEIRARH o) &

FREBEK - FEMBBR, F4EKARFRB L BER.

KTFARITRIBEMO 24 MREREBRYHREARHAAMN SR, REITT—-%E
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R/NHR RSN FEEA B T, 40, YRS % PPT #IE RS . XA /N BRI
B i 2 A P AR 4090, SRS PR BUEANAR BEPPT X RERERE R
BEGKE, h WS TR, BIEHM 24 MXETFREEENE 46 PPT,

HHERNEMH— DA R KB The Lion King Bt . 8B 4K —84, &
— WKLY 8 . FAUDAMBEREBER PRI S VR Y., £ — KN
B FE R BE SRR, B ER, S+ —RiIEZE. IBHFA ARSI 5EE,

T 5 A TR 75 2 X A
5.10 (e SRMES AL S5 O R oL eE kit
——(Dating)

—. BR%

Wb - Dating -

wiggs | B | bR 2 iRt | bigns | ms
fE 1 (Hi k) B b R H R
@ To be able to make proper dating dia- | @ To know the dating customs
logues with partners @ To master the most frequently used words
g_ @ To be able to introduce Mother's Day, | and sentences about dating. To understand the
E Father's Day and Nurses' Day in English importance of proper dating customs
#% | @ To be able to dub for the fifth part of The | @ To master the characteristics of Mother's
Lion King Day,Father's Day and Nurses' Day
@ To understand the actor’s lines of The Lion
King

@ Mr. Wang has been in America for a few months and he has got to know somesfriends. Now
he wants to have a date with some friends

#E | Make proper dialogues in the following situation

i);ﬂ A. Mr. Wang is going to date with the girl he loves

# | B. Mr. Wang is going to date with a {riend

f£ | C. Mr. Wang is going to have a blind date

% @ Introduce Mother's Day. Father's Day, Nurses’ Day and make a dating dialogue in the following

% situation

#l | A. You invite your mother or father to go out on Mother's Day or Father's Day
B. You have a friend who is a nurse. You want to invite her 10 go out on Nurses' Day
@ Dub for The Lion King

% O CULTURALLY SPEAKING

# | @ http://hjenglish. com

E @ HEEEWA N EHRD

@ The Lion King
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Step One: Warm-up (5 minutes)
Mr. Wang is going to have a date with his friends. What are the things he should

pay attention to?

Step Two: Sample Dialogues (8 minutes)

Ask three groups of students to demonstrate their dialogues in the following
situations:

A. Mr. Wang is going to date with the girl he loves,

B. Mr. Wang is going to date with a friend.

C. Mr. Wang is going to have a blind date.

Step Three: Comment students’ performance (10 minutes)
Students comment these three groups performance, including the proper part and
improper part. Elicit some of dating customs and compare them with ours. Draw some

conclusions on the difference between Americans and Chinese.

Step Four: Quick Customs Quiz (3 minutes)

Task: Choose the answer that best fits the circumstances. (Game competition)

Step Five: Dialogues Making (15 minutes)

I. You wish to ask someone to your party on Saturday. After the other person
accepts,you provide details about when and where it will be held and who will be
attending.

2. Someone asks you on a date. You do not wish to go but don't wish to hurt this
person’s feelings. You do not wish to have this person ask you out again,

3. You have been asked to a party and cannot attend because you must baby-sit,
Decline but let the other person know that you would like to be invited some other time.

4. You and your friend have decided to spend Saturday evening together. Decide
where you will go,what you’'ll do,and when you'll meet.

5. Someone you like has invited you to go to the drive-in,an outdoor movie that you
watch from your car. You prefer to go to movies in an indoor theater. Discuss this with

your date and suggest going to another theater,
Step Six: Conclusion (4 minutes)

Step Seven: Holiday introduction (16 minutes)
Students use PPT to introduce the next two holidays:
A. Mother's Day
B. Father's Day
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The teacher uses PPT to introduce Nurses' Day.

Step Eight: Dialogue Making (10 minutes)
1. You invite your mother or father to go out on Mother's Day or Father's Day.
2. You have a friend who is a nurse. You want to invite her to go out on

Nurses’ Day.
Step Nine: Dub for The Lion King (15 minutes)

Step Ten: Assignment (4 minutes)
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