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¢/ Reading A

Unit1 Liaison

Background Information

1. IBM
IBM, short for International Business

Machine, was founded in 1911 in the United States.
Today, its business covers more than 170 countries
or areas in the world. In 2008, IBM made $103.6
billion in its global business. In the same year, IBM
registered 4,186 patents in the United States,
making it the first company in the country which
registers more than 4,000 patents in a single year.

2. Raleigh
Raleigh is the capital of the state of North

Carolina and the seat of Wake County. Raleigh
is known as the “City of Oaks” for its many oak
trees. It is the second most populous city in North
Carolina after Charlotte. Most of Raleigh is located
within Wake County, with a very small portion
extending into Durham County. The towns of
Cary, Garner, Wake Forest, Apex, Holly Springs,
Fuquay-Varina, Knightdale, and Wendell are some
of Raleigh’s primary nearby suburbs and satellite
towns.

Task 1

Objective: Ss get ready to know about a well-known

company, Lenovo.

Time: 10 minutes

Steps:

» Ss work in pairs or small groups to survey the
questions. Write any useful vocabulary on the
board.

» When Ss have finished talking, get one or two
pairs to present an oral report of what they find
out. Give each speaker a time limit.

» The rest of the class should listen and compare
the answers and be prepared to discuss with the
speakers.

Suggested Answers
(Open)

Translation
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Task 2

Objective: Ss can skim a passage to get the main idea of each paragraph.
Time: 5 minutes

Steps:

» Pre-teach breakthrough, foundation, expansion.

» Get Ss to skim each paragraph for the main idea.

Unit1 Liaison b

» Ss work in pairs. Check the answers with the whole class by getting one or two Ss to read their answers

aloud.
» Get Ss to give reasons for their answers.

Key
Paragraph 1 ><: A. Important breakthroughs

Paragraph 2 B. Foundation
Paragraph 3 C. Company values
Paragraph 4 ><:> D. Main businesses
Paragraph 5 E. Expansion

Task 3

Objective: Ss can find specific information to answer the given questions.
Time: 10 minutes

Steps:

» Ss read the direction and given questions in this task.

» Ssread the passage carefully and answer the given questions.

» Check the answers.

Suggested Answers
1. New Technology Developer Inc.

2. The invention of Legend Chinese character card, the creation of “one-touch-to-the-net” computers, and the

development of the collaborative application technology.
3. To prepare for its expansion into the overseas market.

4. Lenovo’s main businesses include developing, manufacturing and marketing high-quality PC products

and value-added services.

5. Lenovo’s values are customer satisfaction, innovative spirit, accuracy, and trustworthiness.

Task 4

Objective: Ss know some useful terms needed to understand the passage.
Time: 5 minutes

Steps:

» Ssread Reading A Task 4.

» Ssdo this exercise alone and then compare the answers with a partner.
» Check the answers with the whole class.

9—H
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¥/ Listening

Unit1 Liaison

Task 1
Objective: Ss can find specific information to fill in
the blanks.
Time: 10 minutes
Steps:
» Ss read the direction and given sentences in this
task.
» Sslisten to the conversation and fill in the blanks.
» Check the answers.
Script
Susan: Good morning. Lenovo Company. This is Susan
Pacher speaking. What can I do for you?
Good morning. This is Paul Lee, purchasing
manager from Tormarch Company. I’d like
to talk with your sales manager to learn
about your enterprise laptops targeted at
small-to-medium businesses.
I’m sorry, our sales manager is occupied at
the moment. Would you like to make an
appointment?
Paul: Yes, that’ll be great.
Susan: How about 10 o’clock tomorrow morning?
Paul: OK, let’s make it at 10.

Paul:

Susan:

Suggested Answers
1. secretary; client
2. purchasing; enterprise laptops
3. sales; occupied

Task 2

Objective: Ss can record information about receiv-

ing a client.

Time: 10 minutes

Steps:

» Ssread the direction and given items in this task.

» Ss listen to the conversation and record the

needed information.

» Check the answers.

Script

Susan:
Paul:

Good morning. May I help you, Sir?

Good morning. I’'m Paul Lee, purchasing
manager from Tormarch Company. I’'m
here to meet with your sales manager, Eric
Zhang at 10.

Oh, nice to meet you, Mr. Lee. I'm Susan
Pacher, secretary of Mr. Zhang. We talked
on the phone yesterday.

Yes. Nice to meet you, too, Ms. Pacher.

Mr. Zhang will see you in a minute. Please
take a seat first. Mr. Lee, would you like
something to drink?

Yes, thank you.

Tea or coffee?

Susan:

Paul:
Susan:

Paul:
Susan:

o

Paul: Coffee, please, with milk and sugar.
Susan: OK. It’ll be ready in a moment.
(Five minutes later, the telephone rings. Susan
answers the phone and turns to Mr. Lee.)
Susan: Mr. Lee, Mr. Zhang is expecting you in his
office.
Good. Would you please tell me his room
number?
Sure, it’s Room 305. Let me show you there.
Thank you.

Paul:

Susan:
Paul:

Suggested Answers

Visitor’s name: Paul Lee

Purpose of the visit: to meet with the sales manager,
Eric Zhang

Time and place for the appointment: at 10, Eric
Zhang’s office, Room 305

Drink preference(s): coffee, with milk and sugar

Task 3

Objective: Ss can find specific information to answer

the given questions.

Time: 15 minutes

Steps:

» Ss read the direction and given questions in this

task.
» Ss listen to the conversation and answer the
given questions.

» Check the answers.

Script
Lisa: Good afternoon. Purchasing Department of

Tormarch Company. This is Lisa Gardner

speaking.

Good afternoon. I'm Susan Pacher from

Lenovo Company. Our sales manager, Mr.

Zhang would like to know more about your

specific needs in choosing our enterprise

notebooks, so we can make proper recom-

mendations.

Oh, yes. Mr. Lee is not in at the moment.

But he told me to give you our needs if you

call. I know last time he talked with Mr.

Zhang about quality and security; these are

our basic requirements. He also hopes that

the laptops have easy access to networks

and nice looks in design.

Let me write them down, easy access to

networks and nice looks.

Exactly. In addition, affordability is a major

concern as well. Mr. Lee hopes the price for

those laptops won’t be too high.

OK, I'll tell Mr. Zhang about all your

considerations.

Susan:

Lisa:

Susan:

Lisa:

Susan:

o
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Suggested Answers

1. Because the sales manager, Mr. Zhang wants to
know more about Tormarch Company’s specific
needs in choosing Lenovo’s enterprise notebooks
so as to make proper recommendations.

2. Quality and security.

3. Easy access to networks, nice looks in design
and affordable price.

Task 4

Objective: Ss can understand specific information

and decide whether the given statements are true or

false.

Time: 10 minutes

Steps:

» Ssread the direction and given statements in this

task.

» Ss listen to the conversation and write down T

or F.

» Check the answers.

Script

Mr. Zhang: Susan, have you phoned the Tormarch
Company about their specific requirements
of our laptops?

Susan: Yes. Here is a list of their requirements.

Mr. Zhang: Good. Thank you. By the way, I must
go to Hainan for a promotional campaign
tomorrow. So please inform our sales
representatives that the meeting scheduled
tomorrow has to be changed to 3 o’clock this
afternoon.

Susan: I see. At the same place?

Mr. Zhang: Yes. Please also remind them to bring
the local sales analysis report with them.

Susan: Sure. I will call them now. Do you also need
me to book the ticket for your trip tomorrow?

Mr. Zhang: Yes, please.

Susan: What time are you going to leave?

Mr. Zhang: Around 8:00 to 9:00 o’clock tomorrow
morning.

Susan: When are you coming back? Shall I book a
return ticket for you?

Mr. Zhang: Yes, that will be good. I’ll be back on
Thursday.

Susan: Do you need me to prepare anything before
you leave tomorrow?

o

Unit1 Liaison

Mr. Zhang: Not this time, Susan, thank you anyway.

Key
I.F 2.F 3.F 4. T 5.T
Task 5
Objective: Ss can choose the items mentioned in the
listening exercise.
Time: 5 minutes
Steps:
» Pre-teach payroll, bank transaction, maintenance.
» Ss do this exercise alone and then compare the
answers with a partner.
» Check the answers with the whole class.
Script
The General Responsibilities of Secretaries

In a company, secretaries have many
responsibilities in the office. They type and send
letters, emails and other correspondence, receive
and distribute the incoming mails. They answer
phone calls and put them through to the appropri-
ate people. They may greet customers and visitors
and set up meetings and appointments for various
people in the company. In charge of purchasing
office supplies, they may also schedule and orga-
nize maintenance and check-ups on all of the office
equipment. What mentioned above are the general
responsibilities of secretaries. But remember, if
you’re employed as a secretary, it would be a good
idea to check with the company to see if there are
any specific duties.

Key

type letters and emails

[ ] proofread letters

receive and distribute mails

answer phone calls and put them through to
the right people

[ ] prepare payrolls

[ ] make copies and send faxes

greet customers and visitors

[ ] complete bank transactions

set up meetings and appointments

purchase office supplies

maintenance and check-ups on office

equipment

o
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¢/ Speaking

Task 1
Objective: Ss know how to make short conversations.

Time: 10 minutes
Steps:

>

vvyy

Ss read the example in this task.

Ss choose the roles.

Ss make the conversation.

Ss role-play the conversation in class.

Sample

Lily / Mr. Brown / make a speech at the meeting this afternoon / fly to Kunming for a promotional cam-
paign of the newly-designed notebooks

A: Good morning, Lily. What’s my schedule for today?

B: Good morning, Mr. Brown. You are supposed to make a speech at the meeting this afternoon.

A: Isee. What else? / Anything else?

B: You will fly to Kunming for a promotional campaign of the newly-designed notebooks.

Task 2
Objective: Ss know how to receive a client in the office.

Time: 10 minutes
Steps:

>

vvyy

Ss read the direction and pay special attention to the given instructions.
Ss choose the roles.

Ss make the conversation.

Ss role-play the conversation in class.

Sample

: Good morning. I'm James Huang from Tormarch Company.

Good morning. Welcome to Lenovo.

: I'm glad to be here. Your company is one of the leaders in the PC market and the whole industry.
Thank you for saying so. Please take a seat.

: OK, thanks.

Do you want something to drink. Coffee or tea?

: Tea, please.

No problem. It’ll be ready in a minute.

: Thanks a lot.

PEEPEEE SR >
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Task 3

Objective: Ss can make a conversation between a manager and a secretary.

——

Unit1 Liaison

Time: 15 minutes
Steps:

>

vvyy

Ss read the direction and expressions given in the Language Focus Box.

Ss discuss and finish the conversation.

Check the answers.

Ss role-play the conversation in class.

Sample

Susan:

Mr. Zhang:
Susan:
Mr. Zhang:
Susan:
Mr. Zhang:

Susan:
Mr. Zhang:
Susan:
Mr. Zhang:
Susan:

Mr. Zhang:

Good afternoon, Mr. Zhang. I have phoned the Tormarch Company about their
requirements of our products.
Great. What did they say?

They said that the products should be reliable and secure.
Yes, of course.

Besides, they hope that the laptops can have easy access to networks.

That makes sense. Easy connection to the Net can help them do business better.
Anything else?

They also asked about the possible discount we could offer.

How much are they willing to pay for each?

9,000 yuan at most.

I see. Is that all?

No. They also mentioned the design. In their mind. a nice look of the computer is as

important as its performance.
Really? That’s interesting.

Task 4
Objective: Ss know how to offer tips on how to use the printers to colleagues.

Time: 15 minutes
Steps:
» Ssread Speaking Task 4 and pay special attention to the given tips.
» Ss choose the roles.

» Ss make the conversation.

» Ssrole-play the conversation in class.

o
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¢/ Reading B

Background Information

ThinkPad SL series

ThinkPad SL series, known as “the ultimate small business tool”, has the reliability and durability
small businesses require. It has the quality the ThinkPad brand is known for, as well as services and features
tailored to meet their specific needs. This series has three models: SL300, SL400 and SL500.

Translation

e N : susanpacher@lenovo.com
ik
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Task 1

Objective: Ss can scan an email to find the features of ThinkPad SL series.

Time: 10 minutes

Steps:

» Ssread Reading B Task 1.

» Ssread the email.

» Allow enough time for Ss to fill in the blanks.

» Ss compare their work with others.

» Comment briefly. Provide the points Ss have missed.

Key

1. broadband
2. multimedia
3. design

4. packages
5. help

Task 2

Objective: Ss can find specific information to answer each question.
Time: 10 minutes

Steps:

» Ssread Reading B Task 2.

» Ssread the email and choose the correct answer to each question.
» Check the answers.

Key
1.D 2.C 3.D 4. A

Task 3

Objective: Ss know some useful terms needed to understand the email.
Time: 10 minutes

Steps:

» Ssread Reading B Task 3.

» Ss do this exercise alone and then compare the answers with a partner.
» Check the answers with the whole class.

Unit1 Liaison b
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Objective: Ss can correctly write an email.
Time: 30 minutes

Steps:

» Ssread Writing Task.

» Ssdiscuss in small groups.

» Ss work on the task individually.

» Give help if needed.

» Comment briefly.

Suggested Answers
1. interest 2. series 3. choosing 4. career training
6. agreed 7. discount 8. contract 9. brochures

5. sales manager
10. equipment

2009.9.27 11:17:09 AM ’7
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¢/ Project

This project is an integrated task that requires Ss to work together and go through the process of
promoting the image of an IT company. Ss should know how to best demonstrate a company’s strength by
designing brochures. Ss are also required to know how to evaluate the group’s performance and improve

the ways of promotion. Finally, Ss should send the promotional products to the company involved to see if

the project is workable.

Time: 30 minutes

Steps:

» Grouping. Divide the class into groups. There are several ways: Ss pick up their own partners; Teachers
group fast learners with slow learners; Ss find their partners by drawing lots.

» Defining project. Go through the project with the class and clarify requirements.

» Timing & cooperation. Give Ss the deadline for completion and guidelines on working together.
Appropriate time management and job division are likely to be serious problems at the beginning, where
basic instructions from the teacher should come in. Make Ss fully aware that teamwork is the essential
part of the practice. Remind them that different Ss have different work but everybody contributes to the
project. They discuss first and then decide who will do what.

» Presentation. Ss present their evidence for completion. In this project, they need to present their
brochures or other promotional products. Ask them to hand in their work after they study the whole unit.

Notes:

» The project should be done as homework.

» Since it takes time and effort to complete a project, you can ask only two or three groups to do it each
time. Then demonstrate their work in class and give your feedback. In this way, Ss learn from each
other.

—‘ Ul.indd 12 $ 2009.9.27 11:17:10 AM ’7
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¢/ Self-evaluation

Objective: Ss can evaluate their language skills in accordance with the Unit Objectives.
Time: 5 minutes

Steps:

» Go through the evaluation list with Ss.

P Ss tick the boxes on the list alone.

» Ss compare their work with others.

P> Ask several Ss to report their self-evaluation results.

» Comment briefly.

T-13
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¢/ New Words and Expressions

Language Points

Reading A
Paragraph 1

1. vision: n. power of looking ahead
e.g. His vision helps him to achieve great success.
2. like-minded: adj. having similar interests and opinions
e.g. She likes the trip very much because of the opportunity to meet with hundreds of like-minded people.

Paragraph 2

3. bear in mind: to remember;, to keep in one’s mind
e.g. Please bear in mind what I have told you in class.
4. innovation: n. introduction of new things
e.g. They regard innovation as the key to their company’s rapid development.
5. breakthrough: n. an important new discovery
e.g. The meeting of the two presidents made a breakthrough in the relations between the two countries.
6. contribute to: to be one of the causes or features of something
e.g. They contributed weather to the delay of their arrival.

Paragraph 3

7. be located in: to be in a particular position
e.g. His house is located in the suburbs of the city.

8. facility: n. [usu. facilities ] rooms, equipment, or services that are provided for a particular purpose
e.g. The kitchen is equipped with many modern facilities.

Paragraph 4

9. in addition to: besides
e.g. In addition to the money that my mother gave me, I have some savings myself to buy the book.

Paragraph 5

10. accuracy: n. correctness, exactness
e.g. Is accuracy more important than fluency when one speaks a certain language?
c.f. accurate: adj.
e.g. You must be more accurate with your work next time.
11. trustworthiness: n. dependability
e.g. Trustworthiness is a moral value considered to be a virtue.
c.f. trustworthy: adj.
e.g. To many of his colleagues, he is a trustworthy man.

Reading B
Subject
1. inquiry: n. request for help or information
e.g. I want to express my thanks to you for your inquiry about our products.
Paragraph 2

2. timely: adj. done or happening at exactly the right time
e.g. This company is committed to serve customers in a timely manner.

T-14
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¢/ Vocabulary and Structure

Task 1

Objective: Ss know the spelling and meaning of the vocabulary for Reading A.

Time: 5 minutes

Steps:

» Ssread Vocabulary and Structure Task 1.

» Allow 5 minutes for Ss to do the task.

» Ss close their books and do the following: Ss work in pairs. One student reads the items randomly in the
column on the right while the other writes down the words or phrases.

» Ss switch roles.

» Check the answers.

Key

1. vision 2.innovation 3. breakthrough 4. core 5. additional

6. consumer 7. facilities 8. strive 9. contribute to  10. bear in mind
Task 2

Objective: Ss grasp the vocabulary from this unit by changing parts of speech.

Time: 10 minutes

Steps:

» Ssread Vocabulary and Structure Task 2.

» Ss give the correct answers based on their understanding of each sentence and the words given in the
brackets.

» Ask Ss to work individually.

» Check the answers.

Key
1. additional 2. expanded/expands 3. competition 4. broadening 5. accuracy
6. trustworthy 7. innovate 8. consumed 9. recommend 10. stylish

$ 2009.9.27 11:17:10 AM ’7
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Task 3

Objective: Ss can use the vocabulary from this unit in other contexts.

Time: 10 minutes

Steps:

» Ssread Vocabulary and Structure Task 3.

» Ss give the correct answers based on their understanding of each sentence and the words given in the
box.

» Ask Ss to work individually.

» Check the answers.

Key

1. vision 2. update 3. features 4. contributed to 5. located

6. clipping 7. built-in 8. expectation 9. inquired 10. marketing
Task 4

Objective: Ss know some useful collocations.

Time: 5 minutes

Steps:

» Ssread Vocabulary Task 4.

» Ss do this exercise alone and then compare the answers with a partner.
» Check the answers with the whole class.

Key

1.

install the password
manage the data
connect to the Net

click the mouse
update aLAN

build the software
2.

type notes

take letters
arrange phone calls
answer appointments
deliver office supplies
purchase mails

T-16

—‘ Ul.indd 16 $ 2009.9.27 11:17:11 AM ’7




—‘ Ul.indd 17

¢/ Grammar
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Part of Speech

Task 1
Key
1. n.
6. v.

Task 2
Key
1. the
6.a
11. the
16. The

2.v.

7. adj.

2. the
7.a
12. the
17. the

3w
8. v

3. the
8. the
13. a
18. The

4. n.

9. adj.

4. an
9.a
14. a

5. adj.
10. adv.

5.a
10. a
15. The

2009.9.27 11:17:11 AM ’7
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Task 3
Key
1. kindly
6. tate
11. easy

Task 4
Key
1. studying
6. spend

2. welt

7. fluently
12. differentty

2. speaking
7. hearing

Unit1 Liaison b

3. effietent 4. surprising 5. quick

8. nearly 9. pleasantly 10. busily
13. absotute 14. wett

3. communicating 4. meeting 5. doing

T-18
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Comprehensive Exercises

Unit1 Liaison b

Task 1

Key

1. wonderfuttime 2. advices
6. conversation 7. taggages

Task 2

Key

1. expensive 2. confidence
6. really 7. earlier

Task 3
Key
1. quickly 2. good cook

3. achicken
8. eggs

3. loudly
8. monthly

3. extremely foolishly

4. photoes
9. sheeps

4. learning
9. cleverest

5. businesses
10. experiences

5. certainly
10. lively
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4. very friendly to us 5. practical

9. perfectly 10. heavily
Task 4
Key
1. health 2. suddenty
6. hardly 7. Finat
11. tiretess 12. mainty

6. hard

3. blindly
8. clear
13. fult

7. sadly

4. deafly

9. good
14. naturat

Unit1 Liaison Q

8. fast swimmer

5. quick
10. extensive

15. equat
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