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四、样题及参考答案
编写前言
为了适应社会主义现代化建设事业对培养人才的需要，我国20世纪80年代初建立了高等教育自学考试制度，经过近20年的发展，高等教育自学考试已成为我国高等教育基本制度之一。高等教育自学考试是个人自学，社会助学和国家考试相结合的一种新的高等教育形式，是我国高等教育体系的一个组成部分。实行高等教育自学考试制度，是落实宪法规定的“鼓励自学成材”的重要措施，是提高中华民族思想道德和科学文化素质的需要，也是造就和提拔人才的一种途径。应考者通过规定的考试课程并经思想品德鉴定达到毕业要求的，可以获得毕业证书，国家承认学历并按照规定享有与普通高等学校毕业生同等的有关待遇。

为科学、合理地制定高等教育自学考试标准，提高教育质量，全国高等教育自学考试指导委员会（以下简称全国考委）组织各方面专家对高等教育自学考试专业设置进行了调整，统一了专业设置标准，全国考委陆续制定了几十个专业考试计划。再此基础上，各专业委员会按照专业考试计划的要求，从造就和选拔人才的需要出发，编写了相应专业的课程自学考试大纲，进一步规定了课程学习和考试的内容与范围，有利于社会助学，使自学要求明确，考试标准规范化、具体化。

黑龙江省考委根据国务院发布的《高等教育自学考试暂行条例》，参照教育部拟定的普通高等学校有关课程的教学大纲，结合自学考试的特点，组织制定了《商务英语(一)自学考试大纲》。
编写说明
中国加入WTO 意味着中国将进一步与世界各国的政治、经济、文化各个方面的交流与合作力度的加大。然而，中国经济的发展在许多领域里都面临着人才匮乏的局面，特别是能够适应国际竞争需要的国际管理人才，因此，培养并造就一批优秀的国际化人才，是我们在新一轮国际竞争中赢得主动的关键。

根据《商务英语(一)》的课程要求，我们编写了本书的考试大纲。本考试大纲依据高等教育自学考试商务英语专业（独立本科段）的考试计划的要求编写而成，使学生在商务英语的听，说，读，写等各方面都得到了贴近实际工作的训练，在学习规范的商务用语的同时，也学到了专业的商务知识。
针对以上要求，本考试大纲进一步规定了课程学习和考试的内容与范围，有利于社会助学，使自学要求明确，考试标准规范化、具体化。

本考试大纲的目的在于使学生在学习的过程中，能够思路清晰、重点突出、一目了然。知道哪些知识应该必须掌握；哪些知识应该理解；哪些知识应该作为一般性的了解；同时也有利于学习者学以致用，并能够帮助学员最大限度的发挥自己的潜能达到学习的目的，顺利的通过考试，用所学到的知识解决实际工作中的问题。

一、课程的性质和学习目的
1、本课程的性质
商务英语（一）是高等教育自学考试商务英语专业（独立本科段）必考的基础课程。
商务英语（一）是根据剑桥商务英语证书(BEC)考试的需要而设置的。本课程主要学习会面、信件、传真、备忘录、通电话、会议安排，质量检查，送货服务，雇佣员工等内容。考试合格者由剑桥大学校长、剑大考委会主席签发BEC等级证书，可作为各类经济部门特别是涉外经济部门和外资企业职员英语能力及水平的权威证明，是求职、就业、晋升的重要凭证。 通过本课程的学习，应考者应达到普通高等学校商务英语专业基础阶段的水平。

2、本课程设置的目的

商务英语（一），是根据商务工作人员业务水平的需要而设置的。通过该课程的学习不但能锻炼提高学习者在经济贸易和商务活动的一般工作环境中使用英语的能力（听、说、读、写），而且为其顺利通过BEC初级考试，获得标准统一的权威证书打下良好和坚实的基础。
3、总体课程教学要求
商务英语（一）是专业基础课，要求学生在通过由浅入深的系统学习与操练后既能把握商务活动的主题及相关完整的、系统的商务知识，又能具备实际运用语言进行口头交际的能力，也能顺利通过BEC初级考试。

4、本课程与其它专业课的关系

商务英语（一）是高等教育自学考试商务英语专业（独立本科段）的必考基础课程，它虽然是以通过提高学生的听、说、读、写等综合能力并以通过国际统一考试为教学目的，但它与旨在培养学生综合运用语言能力的“国际贸易实务”的专业核心课程是相辅相成的，也是其它的专业核心课如“商务沟通”、“国际商务谈判”在口头交流、谈判立场和观点阵述，征求对方意见等方面的基础课程。

5、学时安排
商务英语（一）为4学分的基础课程，其授课进程为7周，每周7学时。

二、有关说明和实施要求
1、考纲与教材的关系

本考试大纲本着科学性、指导性、可行性和可检查性的原则，所作的各项规定是商务英语专业基础阶段商务英语（一）编写教材、个人自学、国家考试命题，社会助学和检查学习质量的依据。商务英语（一）教材的总体要求和总体水平以及教材的选材、习题设计等方面与大纲中规定的课程性质、任务、内容、考核目标等方面的内容相一致。

2、考核目标
为了使本课程的自学考试达到标准化、规范化的要求，本大纲在规定各章自学考试内容提要的基础上，对各章规定了考核目标，包括考核知识点和考核要求，明确考核目标、可使应考者进一步了解考试内容和要求，知道怎么学和怎么考，更有目的有计划地学习教材；可使社会助学单位知道应该如何组织教学，根据应考者的实际情况进行辅导，使之达到既定的要求；可使命题单位正确把握试题的广度、深度和难易程度。

考核知识点是指考核知识范围的广度，明确考生最低限度应该掌握的知识内容。

考核要求是指需要应考者掌握知识的深度和应用知识的能力。本大纲中的考核要求按照“了解”“掌握”“领会”、“应用”四个应达到的能力层次来规定。四个能力层次是递进的等级关系，各个能力层次的含义如下：

了解：是指要求应考者对本课程的基本知识和相关知识应有所知晓。

掌握：是指要求应考者对基本方法和基本技能，不仅要知道“是什么”，“为什么”，而且要学会“怎么做”、“在什么情况下如何处理”，要能够独立操作。

领会：能全面把握有关的基本概念、基本原则、基本方法、并能表述其基本内容和基本道理，分析相关问题的区别和联系。

    应用：能运用基本概念、基本原则、基本方法等去分析有关的理论问题，处
          理某些实际问题，进行分析。
3、命题原则

（1）本课程考试的命题，应根据本大纲所规定的考试内容提要和考试目标，确定考试范围和考核标准，不要扩大或缩小考试范围，也不要提高或降低考核标准。考试内容要覆盖到各个章节，并适当突出课程的重点内容，难易程度要适中。            

（2）试题要合理安排题目的考察能力层次结构。每份考卷中各种能力层次题目所占的分数比例一般为：了解占10%，掌握占10%，领会占30%，应用占50%。                            

（3）试题要合理安排难度结构。试题难易程度可分为易、较易、较难、难四个等级。每份试卷中，不同难易程度试题的分数比例一般为：易占20%；较易占40%；较难30%；难占10%。

试题难度和能力层次不是一个概念，在各能力层次中都会有不同难度的试题，切勿将二者混淆。在每一个能力层次的题目中，都会有难易程度不同的试题。 

（4）本课程考试要合理安排试卷的题型结构。本课程题型分为听,说,读和写。

（5）评分要求采用百分制，60分为及格。考试为一次性通过，每次考试时间150分。
4、自学教材

（1）指定教材
《新编剑桥商务英语》（初级）（第二版） Lan Wood主编；经济科学出版社　2002年3月1版

（2）专业自学参考书；
《剑桥商务英语》（初级）教师用书 Lan Wood主编; 经济科学出版　

2003年8月

5．自学方法
根据本课程的目的要求，应考者在学习中应该着重掌握以下几个环节：

　　（1）认真阅读教材。阅读教材是基本的教学环节。只有把教材仔细消化了，其他学习环节才能搞好。如果不把教材真正弄懂弄通，就忙于阅读其他教学资料或做复习题，必然事倍功半。阅读教材前，应先看自学大钢中的学习目的和要求及内容提要，理解每一章节的要点，然后系统地读书。读书时，首先要掌握每一章的梗概，弄清每一章的重点内容；其次在全面理解每章内容的基础上，要把本章与以前各章内容联系起来加以思考。

（2）作好读书笔记。写读书笔记是巩固所学知识的一个重要方法，这对于自学尤为重要。阅读教材是理解课程内容的基础，但看了书并不一定就能弄懂弄通，更不一定就能学得扎实。要切实掌握课程内容，必须将读书与思考结合起来，手脑并用，通过笔记用自己的英语表述出来，变成自己的东西。

写笔记的方法可以多种多样，如写内容提要、名词解释、问题解答、学习心得等等。

（3）参阅有关资料。剑桥商务英语（初级）一书中包含大量的概念、基本术语及专业知识等内容。应考者如觉得书上解释不够详细，还可适当查阅一些参考书，如百科全书等。

（4）认真完成作业。剑桥商务英语（初级）每章都设复习题，应考者应在认真读书的基础上做好这一练习，以便复习巩固所学知识。在完成作业过程中要注意三个问题：看清题意，按复习题中提出的要求进行；仔细做题，要认真细致地对待作业中的语言，努力做到用词恰当，语法正确；尽量用自己的语言来回答问题。书上的复习题是为应考者掌握各章的重点提供线索的，不是考试题。考试题中会有各种变化。

6、社会助学
社会助学是高等教育自学考试的必要条件，要切实抓好。社会助学单位和辅导教师应注意如下几项要求：

（1）要把握社会助学的正确导向。社会助学单位和辅导教师应根据自学考试大纲规定的考试内容和考核目标，认真研究指定教材，明确本课程的特点、学习范围和学习要求，对自学者进行切合需要的辅导，并从学习方法上给以指导。特别要注意引导他们全面系统地掌握课程内容，不搞猜题押题，防止把“助学”变成“助考”。

（2）要正确处理专业知识和实际运用英语能力的关系。要自学者一方面要提高在商务活动的一般工作环境中使用英语的能力（听、说、读、写）另一方面则通过听讲、阅读、讨论、做作业,角色扮演等方式，扩大词汇量，复习巩固课中所学到的知识和技能，进一步提高实际运用英语的能力。

（3）要正确处理一般和重点的关系。课程内容有一般和重点之分，但两者是密切联系，不可分离的，不掌握全面就不可能深入重点，而且考试的内容要覆盖全部课程的。因此，社会助学单位和辅导教师都应指导自学者全面系统地学习教材，掌握全部考试内容和考核知识点，在此基础上再对重点问题深入研究。要指导自学者把全面理解和重点深入探讨结合起来，切忌孤立地只抓重点。

（4）要正确处理基础知识和应用能力的关系。社会助学单位和辅导教师既要重视基础理论知识，又要重视语言应用能力的培养；要在全面辅导的基础上，着重培养应考生分析问题和解决问题的能力，引导学员将简单应用综合应用联系起来，把学到的有关基础理论知识和技艺转化成应用的能力。

三、课程内容和考核目标
第一单元
第一节　描述工作

一． 学习目的及要求

通过本节的学习，理解工作的类型及其描述方法；了解不同工作相应的职责；初步了解商务英语听力的特点；能进行有关描述工作话题的讨论；掌握一般现在时的基本用法。

二． 学习要点

• 听力
听对话，分辨不同工作的职责及其特点；
听短文，记录文中工作描述的要点。

• 阅读
读短文，找出问题所指的与各名片相对的人物。

• 口语
两人对话练习（描述工作职责）。

• 语言点
一般现在时的商务交际作用。

三． 考核目标
1． 考核知识点

各类工作职责的描述
一般现在时的商务交际作用

2． 考核要求

了解：不同工作相应的职责

应用：描述各类工作的职责
第二节 工作条件
一． 学习目的及要求

通过本节的学习，掌握提高工作效率的必要工作条件；能用给定的商务英语词汇描述工作条件；掌握频率副词的基本用法和在句中的位置。

二． 学习要点

• 阅读
读员工对其工作条件的评论，并完成客观性单项选择题。

• 口语
两人对话练习（描述目前工作的条件及改进的方案）。

• 语言点
频率副词的用法及其在句中的位置；
简单商务词汇及短语的连线练习。

三． 考核目标
1． 考核知识点

用给定的商务英语词汇描述工作条件；

频率副词的基本用法和在句中的位置。

2． 考核要求

掌握：频率副词的用法及其商务交际作用
应用：描述自身的工作条件

四、推荐阅读：
   剑桥商务英语教程第2单元和第4单元

第二单元
   第一节  公司历史
一． 学习目的及要求
通过本节的学习，了解描述公司历史的基本逻辑顺序及方法；掌握描述公司性质的商务术语；掌握一般过去时的基本用法。

二．  学习要点
• 口语

两人对话练习（看图做选择；叙述公司历史）。

• 阅读

读短文，了解公司产生，发展的历史及现状，然后完成客观性选择题；

• 语言点

一般过去时的基本用法及其在商务英语中的交际作用。 

三． 考核目标
1． 考核知识点

描述公司性质的商务术语

一般过去时的基本用法

2． 考核要求

     了解：德国大众的发展历史

掌握：一般过去时的基本用法及其在商务英语中的交际作用

掌握：描述公司性质的商务术语

第二节  公司活动
一． 学习目的及要求
通过本节的学习，了解公司活动的内容；掌握如何选择投资的地点，力度及原因；掌握一般现在时和现在进行时的用法。

二．  学习要点
• 阅读

读各国汽车公司在中欧投资的文章，然后回答问题。

• 口语

两人对话练习，讨论投资的环境，动机及其涉及的相关问题。

• 语言点

现在进行时和一般现在时的用法；

掌握表现承接或转折的连接句子的基本单词，短语的用法。

三． 考核目标

1． 考核知识点

理顺文章的意思，选择不同的表示承接或转折的单词，短语

2． 考核要求

掌握：表现承接或转折的连接句子的基本单词，短语的用法

应用：现在进行时的用法及其在商务英语中的交际作用

四、推荐阅读：剑桥商务英语教程第3单元

第四单元
第一节  接听电话
一．学习目的及要求

通过本节的学习，理解商务通信中电话用语并掌握其语言规范；掌握电话留言的内容、基本格式与步骤；掌握一般将来时的基本用法。

二．学习要点 

• 听力
听对话，分辨电话情境与应答用语；

听录音，掌握电话留言的基本格式与步骤。

• 阅读

读短文，进一步掌握商务电话应答用语。

• 口语

两人对话练习（练习接听电话，记录电话留言）。

·语言点

一般将来时的商务交际作用；

简单电话问答的连线练习。

三．考核目标
1． 考核知识点

各类电话应答情境

一般将来时的商务交际作用

2． 考核要求

领会：商务通信中电话用语并掌握其语言规范

应用：接听电话，记录电话留言

第二节   公司内部交流
一．学习目的及要求

通过本节的学习，掌握作公司内部交流之用的备忘录、便条、公告及电子邮件的区别及写作方法；了解备忘录、便条、公告及电子邮件的内涵及外延；能用给定的商务英语词汇编写备忘录、便条、公告及电子邮件；掌握商务英语备忘录写作中副词作请求、要求的用法。

二．学习要点 
· 阅读

读短文，掌握作公司内部交流之用的备忘录、便条、公告及电子邮件的写作；

了解备忘录、便条、公告及电子邮件的区别。

· 口语

两人对话练习（描述各自公司的内部交流形式）。

· 听力

     听录音，掌握记电话留言、发电子邮件的步骤与方法。

· 写作

掌握如何写商务英语写作中备忘录；

根据所给的备忘录及其它文体，掌握如何写电子邮件。

· 语言点

掌握副词的用法及其商务交际作用。

三．考核目标
1． 考核要求

内部工作交流的内涵及外延

备忘录、便条、公告及电子邮件的基本格式及写作技巧

2． 考核知识点领会：

掌握：副词作请求、要求的用法

应用：备忘录、便条、公告及电子邮件的写作方法
第五单元
第一节 事实与数据
一．学习目的及要求

通过本节的学习，理解年度报告的形式，并掌握其描述方法；能对年度报告中的图表具体信息进行描述，并根据描述画出图表；掌握描述图表数字增减等词汇及这些词汇与相应介词的搭配；掌握描述数量增减的形容词及副词的基本用法。

二．学习要点 

· 阅读

读短文，抓大意，判断理解句子描述的“对”、“错”或“未指出”；

看图表，找出相应描述语句，并对图表所表达之内容进行准确描述。

· 口语

两人对话练习（谈论各自公司年度报告所包含的内容；根据图表进行准确描述，并根据言语描述画出图表。）

· 语言点

描述数量增减的形容词及副词商务交际作用；
描述图表数字增减等词汇及这些词汇与相应介词的搭配。

三．考核目标
1. 考核知识点

掌握描述图表数字增减等词汇及这些词汇与相应介词的搭配

掌握描述数量增减的形容词及副词的基本用法

2．考核要求

应用：能对年度报告中的图表的具体信息进行描述

应用：能根据语言描述画出图表

第二节  公 司 业 绩
一．学习目的及要求


通过本节的学习，理解公司年终报告的形式并掌握关键信息；掌握用于描述公司今昔发展状况的现在完成时及一般过去时的商务用法；掌握商务英语中用于描述公司业绩的原因副词及时间副词的用法。
二． 学习要点
·听力

听短文，补充图表所缺部分，并回答问题。

· 阅读

读短文，找出描述公司各个阶段的发展情况。

· 口语

小组对话练习（询问他人有关公司发展的细节问题；交流公司发展变化的前因后果）。

·语言点

掌握用于描述公司今昔发展状况的现在完成时及一般过去时的商务用法；

掌握商务英语中用于描述公司业绩的原因副词及时间副词的用法。

三．考核目标
1．考核知识点

商务英语中用于描述公司业绩的原因副词及时间副词的用法

用于描述公司今昔发展状况的现在完成时及一般过去时的商务用法

2. 考核要求

了解：用于描述公司今昔发展状况的现在完成时及一般过去时的商务用法

掌握：公司年终报告的形式

第七单元
第一节   描 述 产 品
1． 学习目的和要求：

通过本节的学习，了解和掌握如何用一般术语描述一件产品；掌握听力技巧；掌握比较级和最高级的用法及描述尺寸，大小的词汇。

2． 学习要点

·听力

听短文，回答问题，注意描述尺寸，大小的词汇。

· 口语

      二人对话练习（描述一种自己喜欢的棋盘类游戏及自己所喜爱产品的特征和相关信息）。

·写作

      描写最近买的一件产品。

· 语言点

      比较级和最高级的用法，as…as结构。

三． 考核目标
1. 考核知识点 

  掌握听力技巧，提高听力理解能力

掌握比较级和最高级的用法

掌握描述尺寸，大小的词汇

2．考核要求

   掌握： 比较级和最高级的用法，as…as结构

特殊的比较级和最高级

   应用：能用文中所提供的相关词汇和例子描述一件产品

第二节   产 品 开 发 

1． 学习目的和要求
通过本节的学习，了解和掌握产品发展的顺序；掌握表示顺序的词汇并可以应用到写作中去；了解阅读技巧；掌握现在进行时及be going to 表示将来时态的用法。
2． 学习要点
· 听力

 听短文回答问题，并排列出产品发展过程的几个阶段。

· 口语

      二人对话练习（用英语描述出一种产品发展的进程，并学会表达顺序的词汇）。

· 阅读

      阅读美国医药的发展过程，然后回答问题。

· 写作

      用表达顺序的词汇将药品发展的各个阶段联系起来。

· 语言点

掌握表顺序的词汇；（first, after that, then, next, etc）

掌握现在进行时及be going to 表示将来时态。

三．考核目标
1. 考核知识点 

掌握表顺序的词汇

掌握现在进行时及be going to 表示将来时态

2. 考核要求

了解：描述产品发展的词：

表顺序的词汇

掌握：现在进行时及be going to 表示将来时态

应用：熟练应用表顺序的词联系上下文，使文章更连贯

四、推荐阅读：
   剑桥商务英语教程第13单元
第八单元
第一节  商 业 设 备
1． 学习目的和要求
通过本节的学习，巩固听力和阅读技巧；掌握与商业设备相关的词汇；可以用祈使句和其否定形式给出设备的用法说明。

2． 学习要点

· 听力

听对话回答问题，分辨如何解决一台新碎纸机在使用中会遇到的问题。

· 阅读

      阅读两则广告，回答问题并完成表格。

· 口语

      二人对话练习。通过讨论练习使用与营业设备相关的词汇。

· 语言点 

掌握与商业设备相关的词汇；

掌握用祈使句和其否定形式给出使用说明。

三． 考核目标

1.考核知识点

掌握与商业设备相关的词汇

掌握用祈使句和其否定形式给出使用说明

2.考核要求

    应用：用所学的词，词组及方法写操作说明

用祈使句和其否定形式给出使用说明

第二节    信  件
一．学习目的和要求

通过本节的学习，了解报价单和接受函的写法和格式，并可以用所学的句型写出报价单和接受函；掌握信件中常用的缩写。

二．学习要点
· 阅读

      阅读报价单，回答问题；

      阅读接受函，将打乱的部分按正确顺序排列。

· 写作

      练习写一封询价函件的回函（报价单）和一个晚会邀请通知。

· 语言点 

      掌握写报价单和接受函的相关的句型及其用法；

掌握信件中常用的缩写

三．考核目标

1.考核知识点

掌握句型，写出报价单和接受函.

掌握信件中常用的缩写

2.考核要求

应用：报价单和接受函的写法和格式，并可以用所学的句型写出报价单和接受函

第十单元
第一节  商 业 旅 馆
一. 学习目的及要求
通过本节的学习，了解旅馆设施、方位及其特色；理解对于商业人士或公出旅行者，商业旅馆的设施条件的重要性；掌握动词不定式的基本用法。

二. 学习要点
· 阅读

阅读短文，根据三个广告中描述的旅馆信息，查找三位不同目的出差的人应分别住哪种旅馆。

· 听力

听一家旅馆经理谈论旅馆设施的录音，然后选择正确答案。

· 口语

两人对话练习（描述自己曾经住过的最好旅馆）。

· 写作

假如你是一名旅馆接待员，为所给的两名顾客分别写出旅游指南。

· 语言点
掌握本课出现的旅馆词汇及短语 。

三. 考核目标
1． 考核知识点
       旅馆设施的描述

       动词不定式的用法
2． 考核要求

掌握：旅馆用语及常用词组的含义

  应用：描述旅馆的设施

第二节    交  通
一．学习目的及要求
通过本节的学习，了解政府交通政策；掌握如何减少交通拥挤的措施；掌握be going to / will的区别及用法。

二．学习要点
· 阅读

阅读短文，找出政府新的交通政策及其影响。

· 听力

报纸刊登了政府新的交通政策，听六个人对此的评论，并指出正确标题。

· 口语

两人对话练习（1、阐明观点，哪种方法能最有效地减少交通拥挤）

                 （2、你们国家未来的交通状况会有何改变？）

· 语言点：
be going to / will的区别及用法。

三．考核目标
1． 考核知识点

城市交通面貌的描述

一般将来时的用法
2． 考核要求
掌握：交通运输用语及常用词组的含义

掌握：听力理解的方法和技巧，提高听力理解能力

四、推荐阅读：    

剑桥商务英语教程（华夏出版社）第9单元和第10单元。
第十一单元
第一节  安 排 会 议
一．学习目的及要求
通过本节的学习，了解会议安排的商务用语；明确如何证实会议安排的时间、地点、技术设备、饮食及会务的其他要求。

二．学习要点
· 阅读

读关于会议专案的短文，然后回答问题。

· 听力

    听关于会议安排的讨论，然后完成表格。

· 口语

两人对话练习。（描述会议安排）

· 写作

写信来确定对会议的安排。

· 语言点
通过电话核实信息；

写信或发电子邮件确定会议安排。
三．考核目标
1． 考核知识点

        会议安排的描述

2． 考核要求

        掌握：会议安排用语及常用词组的含义

        应用：如何安排会议

第二节     开  会
一．学习目的及要求
通过本节的学习，了解销售会议计划及安排；掌握成功会议的要素；学写会议报告；掌握时间状语的用法。

二．学习要点
· 听力

    听销售部经理在年度销售会议上的报告，然后完成会议计划表格和会议反馈表。

· 阅读

阅读对此会议报告所做的总结。 

· 口语

两人对话练习。（描述会议程序）

· 语言点
时间状语（before, after, when, as soon as, until等）的用法。

三． 考核目标
1． 考核知识点

        会议程序的描述

        时间状语的用法

2． 考核要求

        掌握：会议报告用语及常用词组的含义

        应用：写会议报告

四、推荐阅读
         剑桥商务英语教程 （华夏出版社）第8单元
第十三单元
第一节   生  产
1. 学习目的和要求

通过本节的学习，了解产品的生产过程以及在生产过程中出现的问题；掌握被动语态在商务中的应用。
二．学习要点

· 听力 

听面包的生产过程，并按顺序排列其过程；

听面包在生产过程中出现的问题，并回答相关问题。

· 口语

用给定的动词描述面包的生产过程。

· 语言点

被动语态。

三． 考核目标

1. 考核知识点

     产品的生产过程以及在生产过程中出现的问题

2．考核要求

了解：产品的生产过程以及在生产过程中出现的问题

应用：被动语态在描述某一产品的生产过程中地应用

第二节    质 量 检 查
一．学习目的和要求    

通过本节的学习， 了解产品的质量检查过程；掌握解决产品的质量问题的措施。

二．学习要点

  ·听力

快餐产品的质量检查，并回答相关问题；

如何提高产品的质量，并选择相关问题的最佳答案。

· 口语

用给定的句型讨论某饮料公司产品的质量问题和解决措施。

  · 语言点: 条件句。

三． 考核目标

1. 考核知识点

产品的质量检查过程

解决产品的质量问题的措施

2．考核要求

了解：产品的质量检查过程

应用： 讨论如何解决产品的质量问题

第十四单元
第一节  电话中心服务业
一．学习目的和要求 

通过本节的学习， 了解电话中心所提供的服务；掌握本节所出现的商务术语。
二．学习要点

·听力

听记者对某一电话中心服务的采访，然后完成其采访记录；

听电话中心服务业的雇员对其工作条件的谈论，然后判断其称述的对错。

  ·语言点

用不同的句式表达可能性。

三． 考核目标

1. 考核知识点

根据采访完成其采访记录

商务术语

用不同的句式表达可能性

2．考核要求

了解：了解电话中心所提供的服务

应用：用不同表达可能性的句式讨论电话和我网上服务给我们的生活所代来的变化

第二节    银 行 服 务 业
一．学习目的和要求 
通过本节的学习， 了解家用电话是如何提供银行服务的；理解银行服务业的改革所带来的变化。

二．学习要点
· 听力
听咨询家用电话是如何提供银行服务业的录音，并回答问题。

· 阅读
银行服务业的改革，并选择相关问题的最佳答案。

  · 语言点
介词后一般接名词或动词的 “--- ing” 形式做宾语。
三． 考核目标
1. 考核知识点
介词后一般接名词或动词的 “--- ing” 形式做宾语

2．考核要求

了解：了解家用电话是如何提供银行服务的

     掌握：介词后一般接名词或动词的 “--- ing” 形式做宾语

第十六单元
第一节  送 货 服 务
一．学习目的和要求 
    通过本节的学习， 了解包裹运输服务的特点；掌握表示时间的介词的使用。
二．学习要点
 · 口语

包裹运输服务应具备哪些特点。

 · 阅读

联合包裹运输公司的送货服务介绍。

 · 语言点

表示时间的介词的使用。

三． 考核目标

1. 考核知识点

表示时间的介词的使用

2．考核要求

了解：包裹运输服务应具备哪些特点
第二节  代 理 公 司
一．学习目的和要求 

通过本节的学习， 了解Raupack货运代理公司所提供的服务；掌握书信的格式；一般现在时，一般过去时，现在进行时和现在进行时的使用。

二．学习要点
·听力

Raupack货运代理公司所提供的服务，并回答问题。

· 阅读

Raupack货运代理公司发给客户的报价单，并回答问题。

·写作

给Raupack 公司写信，订SM 300 机器的零件。

· 语言点

一般现在时，一般过去时，现在进行时和现在进行时使用。

三． 考核目标

1. 考核知识点

掌握书信的格式

一般现在时，一般过去时，现在进行时和现在进行时的使用

2．考核要求

了解： Raupack货运代理公司所提供的服务

掌握：书信的格式

掌握：一般现在时，一般过去时，现在进行时和现在进行时

第十七单元
第一节   雇 佣 员 工
一．学习目的和要求 

通过本节的学习， 了解公司雇佣员工的途经，并理解各种途经的利弊；掌握虚拟条件句在商务中的使用。

二．学习要点

  ·口语

公司雇佣员工有哪些途经。

· 阅读

     读一篇雇佣员工途经的杂志，并讨论各种途经的利弊；

读一则招聘员工的广告，并回答问题。

· 语言点

虚拟条件句。
三． 考核目标

1. 考核知识点

了解公司雇佣员工的途经

掌握虚拟条件句在商务中的使用

2．考核要求

了解：了解公司雇佣员工的途经

掌握：虚拟条件句在商务中的使用

第二节  求   职
一．学习目的和要求 

   通过本节的学习，掌握求职简历的写作格式；掌握参加面试的技能。

二．学习要点

· 口语

  回答面试时可能提出的问题。

· 阅读

读一则求职广告，并回答问题。

  · 听力

        听一家公司雇佣员工的面试录音，然后回答问题。

  · 写作

写一封求职简历。

· 语言点

虚拟条件句。
三． 考核目标

1. 考核知识点

掌握求职简历的写作格式

掌握参加面试的技能

2．考核要求

掌握：求职简历的写作格式

掌握：虚拟条件句在商务中的使用

应用：回答面试时可能提出的问题

四．试题例举

剑桥商务英语初级题型

1. 从二个选项中选出正确的一个完成句子.( 二选一)  ( 10% )

 Choose the correct one from the two words to complete each sentence.

 例如：Our company is ( launching / giving ) a new product in spring.

2. 连线. ( 10% )  ( 两组 )  Matching
例如: 

Matching the following words with the correct meaning

1. shift                 (a) rules people have to follow

2. salary                (b) to look at something again in order to change it

3. to review             (c) money a person receives for work

4. overalls              (d) work clothes that people wear to keep their own clothes clean

5. regulations            (e) a period of work which starts when another one finishes

Matching the words. 

1. keep                                  (a)  chain

2. organise                               (b)  income

3. retail                                  (c)  launch

4. product                                (d)  a conference

5. net                                    (e)  a record

3. 选词填写句子. ( 10% )  ( 两组 ) Choose the correct word to complete each sentence.

 例如: 

	 quote  require  locate  arrange  propose  confirm


1. When I have all the details of your requirements, I’ll make a ____ in writing.

2. The conference is in a quiet ___ .

3. Rachel Day is ____a conference for us in October.

4. 阅读. ( 45% ) 

1. 多项选择 ( 5 % )   Multiple – choice

例如: 

Questions 1 - 5

In each question, which phrase or sentence is correct?

For each question, mark the correct answer A, B or C

1

	Sally phoned. She said your e-mail was deleted by accident. Could you send it again?


The e-mail message

A   did not arrive

B   was sent to the wrong address

C   was destroyed

2

	Ms Haan called. Our order’s been delayed due to problems with a supplier.


The order has

A   arrived late

B   not arrived yet

C   been cancelled

3

	                                                       Tuesday, 6pm

Alex

Sebastian Page returned your call from yesterday. He will try again in the morning.


Sebastian Page is going to 

A   call Alex tomorrow

B   wait for Alex to call back later

C   call Alex again later today

4

	UPS called to say they’ll collect the parcel at 3 o’clock this afternoon.


The delivery service

A   will pick the parcel up today

B   intends to deliver the parcel at 3pm

C   came for the parcel at 3pm

5

	Chris

Call Annette Pohl. She’s on her way to a meeting so try her mobile on 0486 366 57


Annette Pohl is in

A   her office

B   a meeting

C   her car

2. 多项选择 ( 10 % )  Multiple – choice 

例如: 

Questions 6-10
● Look at the list of industries A-H below.
● For questions 6-10, decide which industry A-H each person works in.

● For each question, mark the correct letter A-H.

● Do not use any letter more than once.

        

6. We have a chain of supermarkets all over Britain.

7. The company specialises in video-conferencing facilities.

8. We invest our clients’ money on the stock market.

9. Our company is involved in major engineering projects.

10. I manage the local sports center.

3. 文章阅读 ( 10 % )  Multiple – choice

例如: 

Questions 11-15 

● Read the article below about a chain of restaurants.
● For each question 11-15 on the next page, choose the correct answer.
● Mark one letter (A, B or C ) on your Answer Sheet.

  A GROWING RESTAURANT CHAIN
Simon Dale, the chairman and founder of the Dalehouse restaurant chain, yesterday announced plans to open a further 20 restaurants and create 600 new jobs in the next four years. The group hopes Lo open 4 of the new restaurants by the end of this year, creating up to 120 jobs. The programme will result in a chain of over 100 Dalehouse restaurants in towns and cities all over the United Kingdom by the end of the four-year period.
The company also has a limited programme of expansion in other countries. There are plans for the company to open its third restaurant abroad towards the middle of next year as planning permission was recently received for a restaurant in the south of Spain. At the moment there is a Dalehouse restaurant in Germany and another in Denmark. Negotiations are already taking place about opening two more restaurants in Germany and three more in Spain.
Mr Dale said yesterday: 'Our plans are ambitious and there is no doubt that in some ways they are quite frightening. But we've been in business for twenty years and a lot of our staff have been with us for most of that time and, as a result, have experience of things growing at a fast rate.'
The Dalehouse chain currently has 82 restaurants, all in town centre locations. The group is planning now to expand further in residential areas. The company intends to continue its tradition of having most of its restaurants open from midday until midnight seven days a week. It will also continue to open restaurants in buildings which were originally designed for a different purpose.
Certain financial journalists wonder whether the company will be able to find enough cash to finance its plans. Mr Dale, however, remains positive. 'It is true,' he says, 'that we will not be able to finance the plans without some support from the banks, and we are in the process of arranging this at the moment. Most of the money, however, will come from the amount we have kept back from our profits for future investment in the business. We opened 4 restaurants last year so an expansion programme of 5 this year and 6 next would not be outside the normal rate of growth. We have had hardly any problems financing our expansion in the past and expect this to continue in the future.
11. After four years there will be
A. a total of 600 people employed by Dalehouse restaurants.
B. a Dalehouse restaurant in over 120 UK towns and cities.
C.20 more Dalehouse restaurants than there are at present.
12. How many Dalehouse restaurants are there in other countries at the moment?
A. One.
B. Two.
C. Three.
13. What does Mr Dale say about the company's employees?
A. Most of them have worked for Dalehouse since it started.
B. Most of them have enjoyed being in a growing company.
C. Many of them have seen the company develop quickly.
14. What wilt be different about the new Dalehouse restaurants?
A. Some will be away from town centres.
B. Some will be in buildings not planned as restaurants.
C. Some will be open every day of the week.
15. What does Mr Dale have to say about financing the company's plans?
A. Dalehouse has already arranged loans to help with the finance.
B. Dalehouse will need help from the banks.
C. Dalehouse has enough money to finance its plans without help.
4. 完型填空 ( 10 % )  Multiple – choice gap – filling 

例如:

● Read the newspaper article below about a new alliance in the packaging industry.

● Choose the correct word from A, B or C bellow.

Packaging alliance
This week sees more changes in the packaging world. DD Holdings, the UK group, has (1) …… an alliance with three other European Packaging companies. The company hopes the alliance will help (2) …… members to win more orders from multinational pharmaceutical groups. 

There is a (3) …… trend in the pharmaceutical industry for large multinationals to use pan-European suppliers. (4) …… has presented problems particularly for small and medium-sized companies (5) …… produce in just one country.

DD Holdings, based in Yorkshire, is teaming up (6) …… partners in France, Germany and Spain to form an alliance called Pharmapak. (7) …… the partners will continue to work (8) …… separate companies, they will share (9) …… of their sales and marketing resources. The deal provides customers with the opportunity to negotiate Europe-wide contracts. 

DD is the (10) …… of the four companies, with 15 production facilities throughout Europe and an annual turnover of about ￡120m.
16    A  announced       B  advised            C  alerted

17    A  our             B  its                C  their

18    A  grown     

 B  growth            C  growing

19    A  These           B  This              C  That

20    A  which           B  what              C  who  

21    A  with            B  to                 C  in  

22    A  However        B  Despite             C  Although   

23    A  as              B  than               C  that   

24    A  some           B  any                C  lot        

25    A  largest          B  larger              C  large  

5. 填写表格 ( 10 % )  Form –filling, note completion 

例如:
● Read the memo and the advertisement below.

● Complete the form on the page.

● Write a word, phrase or number in Spaces 26 – 30 on your Answer Sheet.

	                          PEAK TRADING CO.

Memo
To: Sally Jones, Administration Dept

From: K. Chudasama, Finance Officer

 I found this advertisement for the ‘ Business News Monthly’ in the Daily record. It sounds interesting. We already get ‘ International Affairs’ from the same publishers. Please complete the form for me and send it off with the attached cheque for the subscription.




	THE DAILY RECORD 4 September 1997

A new business magazine from World Financial Journals Ltd.

                 ● Analysis of world trade

                 ● Reports on international companies
                 ● Forecasts of future trends

It’s all in 

                 BUSINESS NEWS MONTHLY

Complete the application form and return with your payment to:




	APPLICATION FORM

BUSINESS NEWS MONTHLY

Name: K. Chudasama          Position:  (26) _____________

Company: (27) _____________

Method of payment : (28) _______

Where did you see our advertisement? (29) __________

Please give the name of any publications we already send you: (30) ______ 




6. 作文( 一 ) ( 10% ) 

· Your company has just received new company brochures from the printers.

· Write a note to the sales manager:

       telling her the brochures have arrived

       saying which department they are in 

       asking her to collect her copies immediately.

· Write 30-40 words

7. 作文( 二 ) ( 15 % ) 

● Read the letter from Rebecca Yates, the Sales Manager at one of your suppliers.
12 July 2003

Mr. Paul Wright                                                   

Purchasing Manager

Dear Mr. Wright

As part of our customer service, we are pleased to enclose our latest brochure, showing our

exciting new products and unbelievable prices.

We would like the opportunity to visit your company in order to inform you personally of the latest product developments and discuss ways of making our service even more suited your needs.

If you would like to take advantage of a visit from a member of our sales team, could you please

inform us of a suitable date and time? Could you also tell us which products would be of particular

interest to you?

Yours sincerely

Rebecca Yates

Sales Manager

● Write a letter to Ms. Yates:
* thanking her for the brochure

* accepting the offer of a visit from a salesperson

* suggesting a date and time for the visit

* saying which products you would be interested in

● Write 60-80 words
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Preface

In order to meet the socialist modernization to the need for training talents, our country established system of higher education examination for self-taught people at the beginning of the eighties of the 20th century. After nearly 20 years of development, the higher education examination for self-taught people has already become one of the basic systems of higher education of our country. The higher education examination for self-taught people is that an individual is taught oneself, a kind of new higher education form in which the society gives financial aid to students and combines with national test. It is a component of the high education system of our country. To implement the system of higher education examination for self-taught people is to implement the important measure that" encouraging teaching oneself to become a useful person" that the constitution stipulates, to improve Chinese nation's thought morals and need of scientific and cultural qualities. It is a kind of way to bring up and promote talent too. People who take an examination and meet the graduation requirements through the morality appraisal and fixed test course, can get the diploma which the country acknowledges the academic credentials and can enjoy with graduates' equal relevant treatment of the university and college according to the regulation.

Since initial stage of the eighties, the higher education examination for self-taught people committee was established successively in every province, autonomous region and municipality directly under the Central Government and launched higher education and teach oneself the work about test, and has trained bringing up large quantities of specialized personnel for the country. In order to make the standard for the higher education examination for self-taught people scientifically and rationally to improve the quality of education, National Higher Education Examination for Self-taught People Supervisory Committee (hereafter referred to as the National Test Committee) has organized the experts of various fields to adjust the speciality establishment of the higher education examination for self-taught people unified the standard, and made dozens of professional test plans successively. In addition, for the need of bringing up and selecting talent, every professional committee has written the corresponding specialized course self-taught examination outline and further stipulated the course study and the content and range of the test according to the requirements of professional test plans to help the society to give financial aid to students, to clarify its requirements, and to standardize and specify its criterion.

According to “The Interim Regulations of Higher Education Examination for Self-taught People” which the State Council has issued and the syllabus about the course of university and college which Ministry of Education has drafted and by combining the characteristic of self-taught examination, Heilongjiang University Test Committee has organized to set up “The self—study syllabus on Cambridge BEC Preliminary”. 
“The self—study syllabus on Cambridge BEC Preliminary” is the basis of writing text books and reference books for this course as well as the basis of self-teaching, society financial-aid study and national tests (course proposition), which those who take the examination and the teachers are supposed to carry through conscientiously.
Compiler’s Declaratives
Entrance of WTO means that China will communicate and cooperate further with the other countries development of Chinese economy still faces the situation of lacking talented persons in many fields, therefore, training of international talents is the key is our new international competition.

According to requirement of these talents and relying on experience of practical English teaching and many excellent teachers, foreign language teaching department of HeilongJiang university started the major of commercial English. (independent undergraduate course). Firstly do something for lack of international commercial talents of our country. Moreover, provide a chance of pursuing advanced studies for persons who have aspiration on this. So we set up elaborately curriculums and chose excellent teachers and teaching material to meet students.

According to curriculum requirement of “Cambridge BEC preliminary”, we compiled its examination essentials. It was completed on the basis of requirement of examination plan of teach-yourself exam committee.

Our exam essentials provided the range of study and exam, made exam standardization and specification.

Its aim is to make students think clearly, project emphasis and be clear at a glance. Making students know what should be mastered and what should be grasped and helping students develop their latent energy to achieve study goal and pass the exam, and apply it in practical work.

Ⅰ. Properties and Objectives of the Program
1. Property of the course
Business English Certificate Preliminary is the fundamental course required in examination of Independent Undergraduate Stage of Commercial English Major of Advanced Self-study Examination.
The Business English Certifications are certificated examinations. BEC course is set up according to this examination. The course covers all the four language skills --- listening, speaking, reading and writing. They include a range of tasks from job descriptions, product description, arranging a conference, delivery services to internal communication and correspondence. Those who have passed the exam will be granted a certificate by the University of Cambridge Local Examination Syndicate. This certificate is recognized by a growing number of companies as a focus for a variety purposes such as recruitment and in---company training courses. Many universities in the United Kingdom recognize BEC as a suitable entry requirement for international students to business—related and other courses of study.
2. Objective of course teaching
BEC is developed to meet a specific demand for tests of English language in a business context. Therefore, it is aimed primarily at individual learners who wish to obtain a business---related English language qualifications, and provide an ideal focus for courses in Business English. Learners can improve their ability in listening, speaking, reading and writing in a business context. 
3. Teaching requirement of this course
BEC (Preliminary) is a basic course. By studying this book step by step, learners can improve their ability of listening, speaking, reading and writing in a business context and can talk bout some business---related topics. Moreover, they can pass the BEC (Preliminary) examination.

4. The relationship between this course and other courses

BEC (Preliminary) is one of the compulsory courses. Though it is aimed primarily at individual learners who wish to obtain a business---related English language qualifications, and provide an ideal focus for courses in Business English, it is the basis of other core courses like Business Communication, and International Trade. 

5. The period arrangement of this course 

Business English Certificate is the core course, which holds four credits; the teaching process proceeds eight weeks, which consists of seven class periods per week.
II. Relevant Specifications and Implementing Requirements

1. Relationship between Examination outline and the textbook
Under the doctrine of scientific, directive, feasible, and inspect, all the specifications of the examination outline constitute the base of compiling teaching materials of the core course, the base of personal self-study, national examination assignment, assist in society, and checking learning quality. The general requirement and level of teaching material, selecting material, exercise designing, and other aspects are consistent with stipulation in examination outline such as nature of course, task, content, assessment objective, and so on.
2. Objective of Assessment
For the purpose of meeting the demand of standardization and normality of self-study examination on this course, on the base of setting the main content of self-study examination respecting respective chapters, the specification of examination outline also concerns about objective of assessment, which includes essentials and requirements of examination. Therefore, the clear-cut of objective of examination makes candidates for examinations get a further understanding of examination content and requirement, how to learn and how to take examinations, resulting in learning purposely. Simultaneously, the outline enables social assist units to be aware of how to organize instruction, how to give guidance to candidates for exams in light of their actual situations, reaching the fixed target consequently; enables assigning examination units to seize scope, depth, and degree of difficulty of examination.
The content of assessment refers to scope of examination knowledge, specifying the minimum degree of learning.
The requirement of assessment refers to ability of exam candidates to learn and to practice. This exam outline formulates according to four-capability rank “knowing”, “grasp”, “comprehension”, and “application”. Four-capability rank goes forward one by one, the respective definition as followings:
Knowing: Refers to the person who takes this examination should know something about the basic and relative knowledge of this subject.

Grasping:  is to require that the candidates should know what the methods and skills are, why they themselves should use the methods and skills like this, how to use them and cope with some cases with them. And they can do it individually.
Comprehension: Based on recognition, being able to master essential conceptions, principles, and methods comprehensively, indicate its basic content and tenet, and analyze the differences and connection of related problems. Here comes to higher rank of requirement.
Application: After the stage of comprehension, being capable of applying essential conceptions, principles, and methods to relevant theoretical problems, solving and analyzing some concrete cases. So presents the highest requirement here.
3. Principles of Testing questions
(1) Testing questions should be based upon the synopsis and the objectives  directed by this course syllabus, within the coverage of examination and up to the standard , neither widen nor narrow the coverage, neither enhance nor debase the examination standard. The examination questions should cover each chapter, and give prominence to the important part of this course, but maintain moderate difficulties and easiness.
(2) Testing questions should also arrange reasonable parts to check students' memorizing，understanding, and applying abilities separately with each percentage of 20%, 30% and 50%.
(3) The arrangement of difficult and easy questions should be reasonable. In a test paper, the percentages of different questions which are divided into 4 levels, according to their difficulties and easiness, are easy questions covering 20%, comparative easy covering 40%, comparative difficult covering 30% and difficult covering 10%.
Difficult questions and the questions designed to check students' different abilities are not the same. Don't confuse these two different types of questions for in the latter one we may also arrange easy questions, comparative easy questions, comparative difficult questions and difficult questions for students.
(4) Types of testing are listening, speaking, reading and writing.
4. Self-taught textbooks

(1). Appointed textbooks: 

Pass Cambridge BEC Preliminary   Student’s book by Anne Williams 2002   Economic Science Press

(2). Specialized self-taught reference books:
‘Pass Cambridge BEC Preliminary (Teacher’s book) by Anne Williams 2002 Economic Science Press

New international Business English Student’s book by Leo Jones Richard Alexander Huaxia Publishing Press

5. The method of self-learning 

On the basis of the requirement and the aim of the course, examinee should master following segments:
(1) Read the textbooks seriously. Reading the textbooks is the basic part of learning. One cannot learn very well without digesting text carefully. If one is eager to read other teaching recourses and do practices without really understanding the text, he cannot get the expectant result. Before reading the text, read the aim of learning, requirement, and the abstract firstly in order to understand the main points of each chapter, and then read the book systematically. When reading, first of all, grasp the outline of each chapter, gain clear idea of each chapter; secondly, on the basis of completely understanding the content of each chapter, ponder over this chapter with the chapters ahead.
(2) Take note of reading carefully. Taking note of reading is an important method of consolidating the learned knowledge especially for self-learning. Reading is the base of understanding the content, but reading does not amount to fully understanding, other than mastering firmly. If you want to grasp practically, you must integrate reading with thinking, to make it part of yourself through taking note with your own English. There are many kinds of methods of taking notes, such as taking abstracts, explaining words, solving problems, writing understanding of learning, etc.
(3)    Refer to the relevant references. <Pass Cambridge BEC preliminary> contains plenty of concepts, basic terms, and professional knowledge, etc. Once the examinee thinks the explanations in book are insufficient, he should look up some references, for example, encyclopedia.

(4)  Finish assignments carefully. < Pass Cambridge BEC preliminary > assigns review questions for each chapter. Examinee should do the questions carefully on the basis of carefully reading in order to review and consolidate the learned knowledge. In the process of doing the homework, examinee should pay attention to these 3 points: make the idea of the review questions clear and answer them according to its requirements; do the practices carefully, deal with the language points using the proper words, right grammar; use your own words as much as possible to answer the question. The review questions are the guide of the main points of each chapter for examinee, but not the final exam questions In the final exam, those points will be showed in other forms.
6. Social aids

As one of the necessary conditions in the advanced education self-study examination,

society aids should be concerned  and emphasized. The following are the requirements for the unites and teachers related to the society aids.
(1) to hold a correct direction .based on the exam and requirements. The unites and teachers related to society aids. Should conscientiously research the stipulated textbook, then made sure the features., contents and requirements of each course..  Instead of exam-orientated only, the teachers should help the students study the course thoroughly and systematically, also give them some useful methods to improve their abilities of learning.
(2) To deal with the relationships between professional knowledge and English language. For one thing , the students are required to improve their ability in listening, speaking, reading and writing in business – related context, for another thing ,they are required to enlarge their vocabulary and improve abilities of English learning by listening in class reading by themselves or discussing and doing homework. 

(3) We should deal with the relationship between general and emphasis properly. The course has general contents and emphasis ones, but they are closely related. If we can’t possess the whole, it is impossible for us to go deep into the emphasis. However, the checking contents are covered with the whole course. Therefore, the society-aid organizations and academic advisors should guide the self-taught students to study the teaching material comprehensively and systematically, so that they can grasp the whole checking contents and points. On the basis of this, go deep into the focal points. The self-taught students should relate the comprehensive understanding to the deeper discussion, and isolation is unacceptable.
(4)   We should deal with the relationship between basic knowledge and practical skills properly. The society-aid organizations and academic advisors should pay attention to not only the basic theoretic knowledge, but also the practical skills in language; should focus on training the abilities of the examinees in analyzing and solving problems; should guide the learner to relate the simple practice to the comprehensive one, as well as to transform the basic theoretic knowledge and skills to the applied abilities.

Unit 1a   Job descriptions

1． Learning objectives
When you have completed this unit, you will be able to:
   1. Talk about jobs.

   2. Practice listening for specific information.

   3. Review the present simple.
二．Learning focus
  ·Listening
Listen to six new members of the Chamber of Commerce talking about their duties, and number the business cards in the order.

Listen to two persons talking about their duties, and complete the notes about their duties.
   ·Speaking
Talk about your partner’s jobs and your job.  

   ·Language points
Review the form of the present simple.

三．Assessment aims
1. Knowledge points

   The descriptions of a variety type of work duties

        Review the Present Simple.

2. Requirement

Application: Be able to talk about jobs

       Grasping: Practice listening for specific information
Unit 1b   Working conditions

一．Learning objectives
When you have completed this unit, you will be able to：

1. Talk about working conditions.

2. Practice reading for gist and for specific information.

3. Review adverbs of frequency.
二．Learning focus
 ·Speaking

Use the adverbs of frequency to talk about what they do at/outside work. Then decide how they would deal with the problems/comments in the comments box.

 ·Reading


Read the comments box at Amberley Advertising and answer the questions. 

Read a document on Terms and Conditions of Employment, and answer the multiple-choice comprehension questions.

 ·Writing


Write your own conditions of employment.

 ·Language points
Adverbs of frequency

三．Assessment aims
1. Knowledge points
       Review adverbs of frequency

Conditions of employment
    2. Requirement
       Application: Be able to talk about working conditions


   Grasping:  Practice reading for gist and for specific information

Unit 2a   Company history

一．Learning objectives

When you have completed this unit, you will be able to 
1. Describe companies and their histories.

2. Read for specific information.

3. Apply the Past Simple and Prepositions of time for describing histories of a company.

二．Learning focus
  · Reading

      Read about the history of Volkswagen, and answer the multiple-choice questions.

  · Speaking

Talk about your own company’s history.

  · Language points

  The Past Simple and Prepositions of time in describing histories of a company

三．Assessment aims
1.  Knowledge points

    Match a list of definitions with specific vocabulary.

    Apply the Past Simple and Prepositions of time for describing histories of a company.
2.  Requirement

Knowing: The ability to describe companies and their histories 

Unit 2b    Company activities

1. Learning objectives
When you have completed this unit, you will be able to 
1. Describe company activities.

2. Raise awareness of cohesion and connectors of addition and contrast.

3. Apply the Present Continuous for describing company activities.

2.  Learning focus
  · Reading

Read a diagram showing car company investment in central Europe, and answer the questions. 

Read an article called Driving eastwards, and say whether the sentences are ‘ Right’ or ‘Wrong’ or ‘ Doesn’t say’.
  · Speaking

Discuss reasons for inward investment.

Draw and explain maps of their companies’ activities.

  · Language points

     The Present Continuous tense and the Present Simple tense.
三.  Assessment aims
1.  Knowledge points

    Apply the Present Continuous for describing company activities

    Cohesion and connectors of addition and contrast 

2.  Requirement

Knowing: Talk about company activities

Knowing: Discuss reasons for inward investment.

Unit 4a   Telephoning

1．  Learning objectives
When you have completed this unit, you will be able to 
     1.Make a telephone call (including leaving and taking messages) and take a phone message.

     2. Apply the Future Indefinite for immediate decisions

二． Learning focus
  · Listening

Listen to six telephone calls and match the calls with the correct descriptions.

Listen to a telephone receptionist taking a message and writing down the information before listening again for specific phrases.
· Speaking

Produce appropriate responses to telephone phrases. Then listen again to identify the actual responses used in the calls.
Do an information-gap activity, giving and taking telephone messages.

  · Reading

      Find a telephone conversation in a maze.

  · Language points

The Future Indefinite with will.
2．  Assessment aims
1.  Knowledge points

The appropriate responses in the calls

The application of Future Indefinite for immediate decisions

2.  Requirement

Application: The ability to make a telephone call (including leaving and taking messages) and take a phone message

Application: The appropriate responses to telephone phrases

Unit 4b   Internal communication

一． Learning objectives
When you have completed this unit, you will be able to 
1. Write memos and e-mails.

2. Apply Imperative Mood for making requests in memos and talking about obligation.
2． Learning focus
· Listening

Listen to a call talking about expenses and take notes.

Listen to a telephone call and write an e-mail to respond.

· Reading

    Scan memos etc. for general information and answer questions.

Brainstorm differences between memos, notes and notices

· Speaking

    Talk about internal communication in your own companies.

Practice saying e-mail and website addresses.

·Writing

  Write a note and an e—mail. 
  · Language points

The Imperative Mood with Please … and Could you…?
三．Assessment aims
1.  Knowledge points

    The differences between memos, notes and notices

    The application of Imperative Mood for making requests in memos and talking about obligation

2.  Requirement

Application: The ability to write memos and e-mails

Grasping: How to succeed in internal communicating in your own companies

Unit 5a   Facts and figures

一． Learning objectives
When you have completed this unit, you will be able to 
1. Describe trends

2. Read for specific information

3. Apply adjectives and adverbs for describing degrees of change

二．Learning focus
  · Reading

      Read extracts from the Millennium Annual Report and answer ‘Right, Wrong, Doesn’t say’ comprehension questions.

       Match sentences about Millennium with information in graph and bar chart form.

· Speaking

      Work in pairs and tell your partner what their own company’s annual report will contain.

       Work in pairs and take turns to describe a graph or draw your partner’s graph.

  · Language points

The Adjectives and Adverbs indicating increase and decrease

三． Assessment aims
1．Knowledge points

      The matches of verbs (describing degrees of change) with appropriate prepositions

  The application of adjectives and adverbs for describing degrees of change

2． Requirement

Application: The ability to describe trends and to draw graphs 

Unit 5b    Performance

一． Learning objectives
When you have completed this unit, you will be able to 
1.  Talk about company performance.

2.  Apply the Present Perfect and Past Simple for talking about company performance.
3.  Use because of / due to and lead to / result in to describe reasons and consequences.
2. Learning focus
  · Listening

Listen to a presentation about a privatized company and complete a bar chart and a graph. Then listen again and answer comprehension questions.

Listen to questions asked after the presentation and complete notes about the rail company. Then listen again and complete multiple-choice comprehension questions.

· Speaking

      Talk about the changes of your company and find out reasons for the results and changes in your company.
  · Language points

  The Present Perfect and Past Simple with for and since

  The set-forth of reasons and consequences with because of/ due to, That’s why…, so…, therefore…, lead to/result in
三．Assessment aims
1．Knowledge points

    Apply the Present Perfect and Past Simple for describing the performance of a company

    Set forth the reasons and consequences for changes in a company

2． Requirement

Knowing: Talk about company performance

Application: Use because of / due to and lead to / result in to describe reasons and consequences.
Unit 7a   Product description

一．Learning objectives:

When you have completed this unit, you will be able to 
1. Describe products in general terms.
2. Listen for specific information.
3. Talk about dimensions and comparatives and superlatives.

二.  Learning Focus
· Listening 

Listen to a presentation about two new products, and decide which products they are. 
· Speaking

      Work in pairs to describe a board game they like, and make a list of the points they considered when buying something.
· Writing 
      Write about a product they have recently bought.

· Language Points

      The comparatives and superlatives degree of adjectives and adverbs
3. Assessment aims
1．Knowledge points
The comparatives and superlatives degree of adjectives and adverbs     Language for talking about dimensions

2．Requirement 
   Comprehension: The comparatives and superlatives degree of adjectives and adverbs  
  Comprehension: as…as

Application: Describe a product by using the words, phrases and other information learned in the unit.

Unit7b   Product development

一．Learning objectives
When you have completed this unit, you will be able to 
1. Talk about product development

2. Read and listen for specific information,

3. Use sequencing words

4. Use the present continuous and be going to for future arrangements and intensions

二.  Learning Focus
·Listening 

Listen to a talk about a new drug，and answer the questions and order the stages in the process.

·Speaking

    Work in pairs to talk about the development of products or services, and review sequencing words.

·Reading 
    Read an article about the development of drugs in the pharmaceutical in the USA, and answer ‘Right, Wrong, or Doesn’t say’ comprehension questions.

·Language Points

The sequencing words（first, after that, then, next, etc）

The present continuous and be going to for future arrangements and intensions

三．Assessment aims
1. Knowledge points
The sequencing words（first, after that, then, next, etc）

The present continuous and be going to for future arrangements and intensions

2. Requirement 

Grasping: Words for describing the product development 

Comprehension: The present continuous and going to for future arrangements and intensions

Application: Use the sequencing words to make the article more coherent.

Unit 8a   Business equipment
一.  Learning objectives
When you have completed this unit, you will be able to
1. Talk about business equipment

2. Read and listen for specific information

3. Use language for giving instructions and practice form-filling.

二.  Learning Focus
· Listening 

Listen to a telephone about giving instructions for use of shredder, and complete the notice.
· Reading     
 Read the two advertisements for photocopiers, and answer the questions and complete a form to obtain more information about one of the photocopiers.

· Speaking

     Work in pairs in order to consolidate business-equipment-related vocabulary

· Language Points 

The business-equipment-related vocabulary
Imperative sentence 

三.  Assessment aims
1.  Knowledge point
The business-equipment-related vocabulary.

Imperative sentence.

2.  Requirement 

Application: Write operating instructions for a piece of equipment

Application: Give the instruction about business equipment by using imperative sentence.

Unit 8b   Correspondence

一. Learning objectives
When you have completed this unit, you will be able to 
1. Write a formal correspondence

2. Read for specific information.

二. Learning Focus
· Reading
     Read the quotations about a training course, and answer the questions.

     Read a letter of acceptance and match the extracts with descriptions of the paragraphs.

· Writing
     Write a letter querying an invoice

· Language Points

    The sentence pattern for writing quotations and letters of acceptance

三. Assessment aims
1.  Knowledge points

The sentence pattern of writing quotations and letters of acceptance

2.  Requirement 

Application: Write a letter querying an invoice and letters of acceptance

Unit 10a  Business Hotels
一． Learning Objectives  
When you have completed this unit, you will be able to

1. Talk about hotel facilities for business people

    2. Read and listen for specific information

    3. Ask for /give directions

    4. Use the infinitive
二．Learning Focus
·Reading 

Read the books and look at the facilities described in the hotel advertisements before matching the hotels with people
·Listening

1) Listen to a hotel manager and compare their answers with his before listening again and answering multiple-choice comprehension questions

2) Listen to a dialogue about asking the way draw routes on a map of London.
·Speaking

Work in pairs and ask their partner about the best hotel he/she has stayed in and whether it would be suitable for a business traveler.
·Writing 

Write directions to famous landmarks in London
三．Assessment Aims
1. Knowledge points

Describing hotel facilities

Apply the use of infinitives for describing hotel facilities

2. Requirement

Grasing: the new words and expressions

Application: use the expressions to make up a situational dialogue
Unit 10b  Commuting
一． Learning Objectives 
When you have completed this unit, you will be able to
1.Talk about traffic and transport

2.Read and listen for specific information

3.Understand the differences between be going to and will 
二．Learning Focus
·Reading

Read a newspaper article and complete a table about transport schemes and their effects. 

Read the article again and answer multiple-choice comprehension questions
·Listening

Listen to six speakers and match them with headlines, then listen to the speakers again and note whether they agree with each traffic scheme and their reasons.
·Speaking

 Discuss the transport schemes mentioned in the headline

Make predictions about the future of transport
三．Assessment Aims:
1.  Knowledge points

Describing traffic and transport

Apply the language of prediction for describing traffic and transport

2. Requirement

Grasping: the new words and expressions

Application: use the expressions to make up a situational dialogue for specific information
Unit 11a  Arranging a conference
一． Learning Objectives 
When you have completed this unit, you will be able to

1.Talk about arranging a conference

2. Listen and read for specific information

3. Write a letter of confirmation
二. Learning Focus
·Reading

Scan advertisements about three conference venues for specific information
·Listening

Listen to a telephone call about arranging a marketing conference and answer true/false questions before filling in a form.
·Speaking

Discuss what the conference organizer’ s job involves

   Discuss a conference programme

·Writing

Write a letter of confirmation
三. Assessment Aims:
1.  Knowledge points

Describing arrangement and confirmation of a conference
2. Requirement

Grasping: the new words and expressions

Application: use the expressions to make up a situational dialogue

Unit 11b  At a Conference
一． Learning Objectives 
When you have completed this unit, you will be able to

1. Talk about a conference ( facts and evaluation )
2. Listen and read for specific information

3. Use time clauses referring to the future
二.  Learning Focus
·Reading

Read extracts from the conference report and match them with the relevant programme item.
·Listening

Listen to the opening speech of a conference and complete the conference programmer. and answer comprehension questions.

 Listen to a delegate giving feedback on the conference and fill in her feedback form.
·Speaking

Discuss what makes a good conference.
三. Assessment Aims
1.  Knowledge points

Describing the facts and evaluation of a conference
2. Requirement

Grasping: the new words and expressions

Application: use the expressions to make up a dialogue

Unit 13 a   Production
一.  Learning objectives
When you have completed this unit, you will be able to 
1. Explain how bread is produced and the production problems at the bakery.

2. Apply the passive voice for describing the process of making bread. 
二.  Learning focus
  ·Listening

Listen to the process of bread---baking , and put the stages of the process into the correct order.

Listen to the production problems at the bakery, and answer the questions.
  ·Speaking

Use the given verbs to describe each process.
·Language points

The passive voice.
三.  Assessment aims
1. Knowledge points

The process of bread---baking 

The production problems at the bakery
2. Requirement

Knowing: The process of bread-- baking and the production problems at the bakery

Application: Apply the passive voice for describing the process

Unit 13b   Quality control
1． Learning objectives
When you have completed this unit, you will be able to 
1. Know how to monitor the process of quality control. 

2. Learn how to improve the quality.
2． Learning focus
·Listening

     Listen to a UK snack producer talking about monitoring quality, and complete the table and answer the questions.

     Listen to a discussion about improving quality, and choose the best option to complete the sentences.
·Speaking

     Use the given words to discuss what action should be taken to solve the different problems of a small soft drinks producer.
·Language points

     Conditional ( real possibility )

     If + present simple, will  

                     going to  + infinitive

                     might
3． Assessment aims
1. Knowledge points

    The process of quality control

The measures on improving the quality of goods 
2. Requirement

Knowing: The process of quality control

Knowing: The solution to the quality problems 
Unit 14a    Direct service providers 
一．Learning objectives
When you have completed this unit, you will be able to 
1. Learn the service provided by call centers.

2. Identify some business terms.
二．Learning Focus
·Listening

     Listen to an interview by a Sales Manager at Direct Line on the service provided by their centers.
     Listen to a talk about working conditions in a call center, and decide whether the statements are true or false.
·Language points

     We can express possibility in different ways and we can also talk about probability in different ways.
三．Assessment aims
1.  Knowledge points

Complete a note according to an interview 

Some business terms

Use different ways to express possibility
2.  Requirement

Knowing: The service provided by call centers

       Application: Use different ways to discuss the changes brought by the telephone and the Internet
Unit 14b    The banking sector
一．Learning objectives
When you have completed this unit, you will be able to 
1. Understand the reform taken by the banking sector.

2. Learn the banking service provided by the home telephones.
二．Learning Focus
·Listening

     Listen to an enquire about telephone banking, and answer the questions.
·Reading

     Read an article about stormy times for Europe’s banks and match the headings with the paragraphs.
 ·Language points 

     Prepositions are usually followed by “---ing ”or a noun.
三．Assessment aims
1. Knowledge points

     Prepositions are usually followed by “---ing ”or a noun
2. Requirement

     Knowing; The banking service provided by the home telephones.

Comprehension: Prepositions are usually followed by “---ing ”or a noun

Unit 16a    Delivery services
一．Learning objectives
When you have completed this unit, you will be able to 
1. Get some information about UPS, the world’s largest package distribution company 

2. Learn prepositions of time.
二．Learning Focus
·Speaking

     Which features are the most important for a parcel delivery service?
·Reading

     Read the UPS brochure and match the phrases with one of the features of the UPS services.
·Language points

     Prepositions of time
三．Assessment aims
1.  Knowledge points

      Prepositions of time
2.  Requirement

      Knowing: The features of a parcel delivery service

Unit 16b   Trading
一．Learning objectives
When you have completed this unit, you will be able to 
1. Know the services offered by an import agent.

2. Write a letter.

3. Use the tenses of the simple past, the present perfect and present continuous.
二．Learning Focus
·Listening

     Listen to the services offered by an import agent and complete the factfile.
·Reading

     Read a quotation from Raupack and choose the best phrases to complete the sentences.
·Writing

Write a reply letter to Raupack to order some spares .
·Language points

   The tenses of the simple past, the present perfect and present continuous.
三．Assessment aims
1. Knowledge points
Write a letter

The tenses of the simple past, the present perfect and present continuous
2. Requirement

Knowing: The services offered by an import agent

Application: Write a letter

Comprehension: The tenses of the simple past, the present perfect and present continuous

Unit 17a    Recruiting staff
一．Learning objectives
When you have completed this unit, you will be able to
1. Know the different ways to recruit applicants to fill a job vacancy.

2.Identify the advantages and disadvantages of each recruitment method.

3.Use “would” to talk about the expected results of a hypothetical situation. 
二．Learning Focus
·Speaking 

     How many different ways can a company recruit applicants to fill a job vacancy.
·Reading 

     Read a magazine article about recruiting staff and complete the diagram. 

     Read two advertisement and answer the questions.
·Language points

     Use “would” to talk about the expected results of a hypothetical situation.
三．Assessment aims
1. Knowledge points

    The different ways to recruit applicants to fill a job vacancy

Use “would” to talk about the expected results of a hypothetical situation
2. Requirement

    Grasping: The different ways to recruit applicants to fill a job vacancy

Application: Use “would” to talk about the expected results of a hypothetical situation

Unit 17b    Applying for a job
一．Learning objectives
When you have completed this unit, you will be able to
1. Write an application letter and curriculum vitae.

2. Answer some interview questions.
二．Learning Focus
·Speaking

     How would you answer some interview questions.
·Listening

     Listen to an interview and write down the answers to the questions
·Reading

      Read the advertisement about applying a job and answer the answers.
·Writing

     Write an application letter. 
三．Assessment aims
1. Knowledge points

Write an application letter 

Answer some interview questions
2. Requirement

Application: Write an application letter 

Grasping: Answer some interview questions
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