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1. FC®»IC

FEEZHEME LAaVnERREEIC, 2ERO ITFEFRTEYRARFOEBRLE G, 2
_BO=— X IBZDENEZHICOT S LR RERLYFIC Lo TRERF Y LY
Thbd, EFTIRKROEBHE AR T, 2021 FENGBEYHERKTEFELHEYLTND, E
VEXAKELER THEETDHEFBOE N & IEFITMD, BROBRBE VX AEEOH
BELZEOBEN AL TNDIDON, RFETOFVZE SR TOFEOE BEMN T 5 7 & &K
fFeaMEIcaTs 2eNnTENT, EVRAEFOREL L VBRN, DRNITEHRTZ LD
THERWD, UEOMBEERDBAKNFITROEBER TH D, 2F V., IR TR LREESIE
AEZRDICHTY AREIEKREEHRFOERBIICERLELZLETLHDOTH D,

ARG CIIFEEEEE, SREEARE, TLTEEN VX AKET - LI oRETHEA
LTV 2EBEONEEZZNLENEEL T, AROABRERRFOABREONE L LORE
PoTHBY, POXIRBAZMATVEONEERE L THONT 5., @mABERT HY %
HONZL T EVRARFBORELZ L VDR DRNICT L0 RB L2842 &
FRLEOXIHIBANORREELRAIRNE VI TAT T EH/LIIEEARAMEOHBET 5,
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2. BEEORERBRLT VI — MR

EYRAYGE T-1L 12, EFEXMBET 28 LENKREREFRFZROEMEBBETH ., 2
FEAMNBOBRBRNBACTHL, BEVRATEFEI-ILIIZNCAIH., BHICHESL, @12
V. 2HMTHD, EVRRICBT 2 RGHECTHEA SN BERAELFV, BV AR
FEORBEESEAE LT D, #HHAEFR EITL Go Global, English for Global Business (%3
) ThHDH, EHFIEBHRZCBII2EEN 1EREVIZ LD, ZREFLORES
T, mTH, Ik L CTREA LTS, #AEIL 15 © UNIT TH S L, BV R RICH
TOEHE., VA= 7 EYNORBL, AV—X0 T (K5, V=TI, TAT 4T
(EXA—N) El%EL, RBEMNRILZBA<IMO BTV IHEBELE XD, BRETIE
EA—AERBMEICESZBE, PARREDORBICHREA -V EELZIXETH LT
STW5,

2021 FEEEF I 26 4. B 11 A ThHoTz, BHBEE 1147 77— 2%
Lic, &R &H -7 10 4 OFAEDKFERE 1T, 588 3 kA 34, U 24k 44, TOEIC300
BB 24, 500 B 14 ThHhoD, LT, TOMOEMIZ T2 REIEEZBNTT 5,
B 1: VXA RBELZHELLMEEE L TIEI N,

WHEOAFLT v 7D 54
RSSO LE I NG 34
B L ERICEETA—LDOR VD 2T 5 LBV NG 14
- fm N5 T O BT 14
B 2: BROBETITIFF LEZI R, EVXARBEOBRETHO TCFALILEZTRTENTLLE

S,

CEXA— L OExS (E
T == eI T F— s BT 2T AL WD S 4 4
S BV 14
CEVRRACET S HEE 14
c AV 2 — LR 14

M3 HAEFHL TV I E YR ARFEONEL, GROBREORNTHEELLILBOLE, TONKEE
WTLEE,

<Rl L 74
cEAXA—LOEXSH 14
- ERERNOS 14
- HLEE D — 14

HM4: S ECTORBORECTELLENED RPN T, EVRAEEEZFEET LI ATRIL TV RIAR L
EENTIEE D,

- OB DREL 24
<Rl L 2 4
- T O 14
BN 14
c FEARW) 7 RO HLGE 14
- HAXRE 14
- HiEH 14
- RAGE 14

UEDOHRRL L, BROEFELEVRARBELIEIHLEVHENR 2R L TVWDL—JT,
M CTOEFEFIEYRAEBEOFEOBICHEL> TN ELEZTVWDLII ENbNS, £12
EAXA—NDEXHFL T3 —~AREDODERICONVTIE. EA—LDOEXFEZZH LN
HLH1AERE, AROBETEFE LTV ARVWES XD,
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3. EVXRAKE

ERAENERTEETLEFIL. Wbwd T —fRBEMO 7 OHFE (English for General
Purposes =EGP) ] L Ebitd, —HEIVXAHEGEIT FEBBO OO %GFE (English for
Specific Purposes = ESP) | ICh S b, EVXAARBEOERTH LN, IWARIT TeET=x
ARFEICOWVWTIRRARERDH LB, M- SNTEERITZRY 620 (LK, 2021, p. 2)
L 8T %, Collins English Dictionary |2 X 5 EFR (L. T B 32 2B W THEMH S 4L 5 H5E,
FIZHEMNBREXORAZANLLEADZ & (EFFR)] TH D, —J7. The Merriam-Webster
Dictionary ® EFKIL, 1. [EV X RAIZEBWTHEHIN D HFE  FFICIEMI, @S, 0.
atR, EVRALEORRICHFAZEWIAELOZE LK (EFEF) ). 2. TREETIE
RWET, U EEME LY bREEMEEEZBA L, RONATLEROT THRIGICRFHENT
ELETRDILEEAME LT —ATHADLDN TV O EGE (EHEF) ) REFHEmND
DEHRLD D,

EREBZDICHIEY, EVRAEFOLBLMBT 2, AIE (2014) (LD &, BUX
AWFEIIMN O THARTIEPEERFLMFIEINTED , RICHHAICK T 5EHBEE X THWD
. —MROEFE LT SN TERHEREFEL o7, LOALEYRXZAD 7 m— LKl LD,
EVR ARSI M A REOM N E BT VBT v v i
R, X L THEELRBE L OB RANBBEBEEE, G T03Ia=r—varoYy—n
ELTHEDND LI oTe, TORE [3FF] & TEVRRAEFE] LOXoP#HLI Lo
LML TS, mAk (2014) (X, BEURRAEGE L ITEEOMLF R ECHFEONFICHE T
HHEFFBL EVRACZBVWTHIRMIZaIa=r—va Y ERDIZDO— R R 5EFE R IRTE
L7ZbDTHDHEERT H, ARMTHEHEYRAKFELERTHICHTED, AHROEREZMHE D
N BRI

EYARAEFROEIT N, EVRRAEFOABREONER L LML, ERIFT TEYRR
FEHEORETIHIEMMESNTEE S XRPERLEZRAL NP LThHoTo, KEBHFLOE
B ala=r—va IR ESRT . RV EVWEFOSLVRY O FEERZHBEETH
o7z (TR - /AR, 2005, p.43) . L2r L. BEROZEALIT BV AR T O i 8 T/ & EE D
FAX, T LTE A=ty HEREONEDL HEHHL00, BEROHLALR, KT LD
TR mEE 0K, IR FEOBV ) QTR - /NEK, 2005, p.43) MR EZERL LT, FE
PR, EHENRETHMAL TO L2 HEHFBES, BRI HRENWZHBE T, Eoxr2CHET
LHMMZNEZROB > O TIERL . 2N LIVESEMOaIa=Fr—a iadb
Lo TWVW5,

1|

4. BmREER. BREHICET 5 EITHR

B mREE L VO I, EEOL ZABRBICEFEVWST STV AENE S TH
L0, @ (2016) OERICE D L. MmRER LT TRFCADATOERKE, BILBKRFIZ
Ao BORFAECHENDIFHE, b LIFABTCELLITXTORYVMAAR] THY ., &K
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B L 1L TEEFRERFLEPHBEL SR EMBME LTHEE L, Mrx BIFELM221T D
L) (i, 2016,p.5) THhDH, KFAETIEFEHEOFEELZHBEL T, TOHEHRE DL &
WCHEBIRFORECHDRICERT D22 L2MF LTV AFROFAICK T 2HE
ARG ET D, T L TRZFAZFOEREICH T 2HECEHEKHKB L OB RTHREE &
KB LIS L LT5,

R, @ RKEEE TR ST, EERR L EE L TCE A — A 2MALZIY M
F D WA (R - /AR, 2005) | EEF A EEH 2 X GICRF CTHEMT 25 mRiEHERE (FH, 2014) |
KRFENFRIOY AT 4 TAHEE (BP,2017), GRAEDRFOERIIRBELIRET LY
FA (%, 2019) REZOFERMBH Y . WT AL REREITMA T, MEL BINDOIDY
FELONBFLTH S,

—Ji. "Xy B HERAVET (2013) 12X 5 TEmRERICET2HFE) 1L, & KR,
ERGHEICE T MR EWE LTV D, fl 21, REOFEESHIRONE % M 25 B Y 7
AT TV D @KREBEIT 28.0% Th D, —FHRFAMTEALDFEANELIEBE RN % 50D I
DMAZEITSO TWNDH EEZTDITHLT ) 10.6% TH YV . KFMMN ERAEDFRD IR % H
DVHEBIENPTIOMAETA R, £ TEROBEERBR L OE RN TE TRV L)
EREBCR LT, 12.9% 28 <2585 ), 504%2» (2585 &2, &FF 63.3%
ML TE TN RNEBZEXITND, ZOZENLERAEDFEFENRSLBERNZEREL T,
KFETOFOEEHRTOFEREBEEMTRNLITI) R E, HIBhdm Rk FiEEzHE-> Tn<
BEREIKEV, AR TOFEENECBERRZERT 2 HEE LT, FEPLOB TV
BT U — FRAEN RO THLIN, ARTIEZN D ZMET 2 HEZUFO@Y #7577
Al

1|

5. L5

5.1 ESP ®=—X4#

REMUENRELET VA T 22HE0 BRYDOAT v 7 & LTERT 200 ESP O
==AgHTHD, MMEEDLLIT, == X5 z179 ETRO 3OV ARARZERZTH D
L # 2 Twb(Rahman, 2015),

(1)TSA (Target Situation Analysis= HIERPSH) FEENBELHEIZBWTRD LD

bOEREST DI L,

(2)LSA (Learning Situation Analysis="#EKULoHT) FEHEMO EEH T EERICE

MELRCh=—X2BE8THZ L,

(3)PSA (Present Situation Analysis=ELIR5Hr) FEHFOEF NP HIBICE T A &

J\HhEghT 52 &,

mR L RO 2 B DM T 2 ARNZEIL. PSA OFEBIZERZLETLHHDOTH
Do FHEOFEREBEEZANFTHHELLT, 70— FRAESCHEMYFAEZITO 2 L b Ak
THHLD, FEEZHHRKLE T2 LICHENREXLLH L (SFAMGER), 2010, p.21),
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FREPRBORTHFEENL DB RPDIEETIIRWAEE LD 5 5, £ OO AT EK
DFEHRFHEFCHKOKFHARNEONEZHRB L. TNONRFHEAMNELZ EORE D N —
LTWL00, EOXSRHEMEMATNLO0EZHRT LI L& CFEEEDPD O
MY PER RO T EELMTET 2 FEEZRD,

5.2 X FBEEMFL KT EHAE
FERBSEEIEBAROBESKEDNRABENELZED T\ D, T OFEHFEHEHEIC
ERTHEREN, SEROEL28ME L TNESTFLR TV IORHERBETH D, KIFTE
TIX 2021 R (5 Fn 34REE) (TR D BT T 5 2 o8 15 8 2L AF S0 41 [ 55 o 05 58 R
CFR 214 12 HRD ) AR L T2 (Fk 30 4 7 A RO FEH G EME L, S 4 4
EEB 1 FENPDIERM G LD, KFROFEIZ L IL LRV, &K TONEGEFR
DEEZ, 23a=r—val/BE&I>IZLTHY, RO 3 DOENLEKD > TWD
(CHEB R #4, 2009, p. 6),
DA EFEZEBLE T, SRB°XICHT 28 MEzRD D Z L,
QAEFEZBLC, BN ala=r—var2lA) T RELFKRT DL L,
OAEGFEZBEL T, FROBZARLEANMICHM LIV EYICEZATZY TN EED Z &,
AJ 2= —variENOHTEERTOICMA T, OL@%E L THAGESHARDIZX
TOHEMAERD, OWTIXEBEERE., EEHBRORM A2 AMER., B2 5 Xbx o
ANx AL TAEETTWSBEICEET L ZERMFINL TS (SCHRFA, 2009),
EHIC, FHBEEHEICIT, SHEHZTOBOEZ L L, [EEOEMAGEH] KO TF
FEOMBE ] OREEKFINRINTWD, SEOMERGHO—>L LT, Hili CORELFHKS
EX—=LORDVWMYNEENRTEY, BERH I KOEFRL I ICBWTHEBYICERY |
FHELTWD (SCER#E, 2009), oMo SiEOHASGmE LT, KRG Tcomdh %
ZIFTns, ZhiE TEE bR ERT 2, EELME > TERANAOTYE TF < 5w 2z 8 E )
(SCHF 744, 2009, p.35) Leb DO ThHhd, FEHEEEBEICITE Y R ARE LWV REBLX
RS THWARWA, BETOFE, B TOINESL E A—LoS R0 ICET 5 £
EL. DTN EVRAREFEICEEND,
[ER0BE) 220 TiE, UFTo XIS TWD,
ag2lasr—TaryeMliBictas:
M3baf>o, MEET, VKT, SWhx 2, SMEEZERIES, SiEEEZ LR E
bRFEHLELEXD :
‘DL, WL EHT L, B, B, LT LHRE
clE@REE 2D
TS, WmET LS, #ET L, BRHAERRD, BT L, FTETAHARE
dEXRXEREZE XS
LMD, B+ 5, Kxt3 5, ERETLH, T2, WETHRE
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e HMFOITBIZRT :

KBTS, 0. Fal T2, BIETH, mnd 25, EEZGIC Y

KPR THON IR E LI E PR AEFROHME (LT, REHBFE L EXL) & aRoHEFH
F (LT, AERELRRL) FROLEBITHD,

REHRE

Go Global, English for Global Business (Bl 3E L)

FREAMEF (KEFRH I

CROWN English Expression II New Edition (=4 %)

NEW FAVORITE English Expression IT RO E )

Revised POLESTAR English Expression 11 BT H i)

Vision Quest English Expression II Ace (& R EE)
5.3 T HIE

FEBRLSHEEICREODH D [SEOERGE) & (SEOWE ) OBArLHNT 5, 15
FEOMEAYGE ] I OWT, ERKFHBEFIZIE VAR E A= LORBRXLHERKIZ OV TOFH
MEELTVWS, LEEKERECHD E A—LORPASLEKIICH T IRHANELZHEL
T, FRRRZPHBEONF LB T L L ETDH, SHIC, HEAFBICHETDL EXA—LDR
MT, EVRAE A= VIZIEHATRER S O b iERT 5,

WRICKFHREZEDHA UNIT THO Wb TWD FE Yy Z7RREN, Ed0 [FFEOH X

DEanb eDENITHELETLIN, FLTEKEHRBETITLEDOLIITWMY BTN D H
EEI LSO 5,

6. #n R

6.1 SHEOMERSZE (EXA—)

6.1.1 EYRRAEXA—1LDOER

REFHREBFIESFAEA—=LOEBRNE LT, 74—~V TFA4T 47, BT x5—~
NeTGAT 4T HPaT I TAT LT D3IDICHETELLEMHELTND, — T,
FRHEBETIE., REFERETCOEEFHECTH L ERCET 2 HEAREIEA I TN
WL HFCLoTRBEEZHE NI L2 2, BEORFAXZHONTHBEL TS, 2,
K~ E A=V EEIBEIAENPOEZEILOTHINEVIFHHL, BLLOLBEMHTO A
— VR LS EICE WK 2 MR’ 5 EMH L TWDE, —F, Bk E Foiem
DVEWICE A=V ZELBIL, TERSELRBAZME IR THDL LT D, 2L, LHllE
FINEEL Yy RACOMICHDE®, B2 VWTHELZEDZVEKABIZAKT 2 ATRED
HY O DHMEEHLEZN,
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6.1.2 EYVRXRAEX—NVZHET S TOOEHE DLE
REZHFFZT, EVFRAE A= VTOMNL . OEE., O&RNOBEEK, @KL, @Ktk DB

%, OffE. OZBARAL LW TOOHASTHEEINALEFHHALTWVDL, EYVHRRXAE A —

NERET HDUTO TS50 T, REFHRFLERABFICLIDHPZEIET S,

O 4 (Subject Line)

RF D A=NVONENDNDL LT, MRRbDOIZT D, SHICHLOMERGIESL LT,
a4 wmic ez, MMEFAICFEMREREMNZ D HEEZHBITLTND, flE LT
Invite —Invitation to opening ceremony &4 %, Z DI HEmITIEKE T 5,

B AT T VL DTS, b RBICEL,

@#EE (Salutation)

K% 74—~/ Tlid Dear O&%IZ Mr. H25WIT Ms.Z2lF, TORIZHEELZEFELS, EI 7
=~V DAL Dear DRICIFA ZEL, IYa7 VT HoRICAEELS, #
BERP O A 1X Dear Sir or Madam: & 55,

B KE~DE #*— /Lt Hello, David,<° Hi, Kaito, &~ A b 7 7 2 U —~{% Dear Mr.
and Ms. Brown, 2 EBI X x#HE, 74—~ a7V HiEEZ AWT T,
EA—NZEETLIHFII>THENSTLILERLD I L2EEL TS, H
D ZF+E 13 Dear Mr. John Smith @ X 9 ({2 Dear D% AICA +HEL T LRV &
Kpollar<~ziToE LTW0n5S,

@M D Et¥% (Opening Paragraph)

KT mAOBEHEIZIE, BlLAZE L S 58 (friendly comment) & XA — /LD HI %
b, — R EEIZIE. Thope you are well. /T hope this email finds you well.
ThHDHN, HEEZ I > TWBEE1X,. Thope you had a good holiday. 7z & A
BT ORNEIZT 5, KIEIL Thank you for your email. A —/LIEED AR DO EX
. BRICE o T3 20REABHEAIN TS, —flL LT, 7+ —~vILOHAEIE
I am writing in regard to [in reference to] your new product range.

ERKES~DE A= NVITHAENLHEO D ENTELLEVWIFEEHL DL, I< b b
FH L LTI hope you're wel. /ML T\ 5,

@A L (Body)

RFE:EA—NVOEBEH S THY , BEICHTLZILENTED, LrLELLDEREED
BRNWEIICT D, BB ERMA»H 250 3EREZICT D EHART WV, FH—
DEFENTITEAT T2 LEIT RS, BELEEOMIT—1T2T 5,

B BT D, EEROBREIHGSGEIT, BBE LBEEOHMZ —1TE T CHARLT T
Do —BEIZ 2700517 T 5, THIIXFAZ TT2VOREETH D, FHEAD
LICBREEEZD EGART D,

®

% D% (Closing Paragraph)
KZ JEHOSEELIR D, 74—~ /L TiL Thank you for your consideration. & I 7 #

— < /L ClX I would appreciate your help.» ¥ = 7 /L CiX Thanks for your time.
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Thbd, WIZATH>Z EIZOoVTRELTH LW, & LTI look forward to
receiving your estimate. (A bV ZBHFHL L TEBY £7 1,

1 : Closing Paragraph O & HEIIZHOW T ORI, MK AFECTIIMERETHZ LITTX
2o 728 1 am looking forward to hearing from you. / Please reply to my e-
mail. L WO B L ZMAM L TVWLEABEFELH D,

©®E & (Valediction)

KFE A —NVOREBIIHEISET, HE~OWEBEEZRT HLOTH D, BXTHEN T, 7
+—=< /L THHIE Sincerely yours, / Yours sincerely, & I 7 4 —< /L Th i
Regards, / Best regards, / Kind regards, ¥ ¥ = 7 /L ® 5 & 1% Thanks, / Best,
Cheers Th 5,

=B Love, / Yours, / Best (wishes), / Yours sincerely [trulyl, / Regards, / All the best,
REDTBERDH D, MODFEDT THE ] IZH72Y, KbIiIZary~ai> L@
LTS, R THHEDLDRVAMFIT LI LHE W,

@M ANK4 (Your Name)

RF T HEENPRZNEWNT RV, EOALELS Z LXK TIET RV, #1O THEEZ
HZANCH LT, 74—/, BI 74—V TIFL+HEEZELIN, HP 2T ViT4

2T %, BEMOBHOANNT, 74— A TRA+E, EI 71—~ DY
a7 NVTERALADHRET D,

R EHANRAICETZ2HHE R ST L ENTERPSTEN, FAFNT7 7 I U —~ik
HDA=N (T == TFAT 4 7) OEBANI, H+HHEORIZR>TND, —
T, KA~DA=NVDEBANTAHDHTH S,

6.1.3 EYXRRE X —NVITIGAFREREKE
EMRHAREZEOFIZIE, EA—NVHBIEL LTAEEOSIEIERGHEICIE L A —L0 Hj
EMALTEY EVRAE A=V E LTEHTELRALL D, MANA Y T A 2 TR dh
AL L ZAMBERH ST ERBTDOA -V EERFET DLV )RETIEL, Subject:
Order number 4022518 D L 5 24 & L THEXF S, AL TIE The invoice number is
11037488 D L H ICFERFFEFICHEA LTV D, UTFREMFCLHIN TV ERH O A
— VOB THLN, WIFRBEYRAE A= VIZEMTE D,
Several parts of the desk I ordered from your company are missing. / The items
have not arrived yet. /I received items that I didn’t order. / The goods I received
were damaged because of bad packaging.
ERARZBICIIHOCWEDLDECKEZ TS E A—LoflbEHEnhTnd, EROSH R
CHEERPKBEEZ T 2RI 7+ —~ A RERHEZMLED 20 MFEbENLTIZEC LWV IR
B2 H5, LTI 74—~ AR EVRERAEA—LLE LTIEHTXAERBETH S,
Subject: Request for a brochure / To whom it may concern, ... . / I would like to

know more about ... . / Please let me know... . / Could you please send ... ? /1
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would be grateful if you could send me the pamphlet.
Br o SFERZLRADRORIG, TEARARIHZL ST T7 4 —~ LR EYFXA E AL L
LTHEMHTE %,
I’'m sorry but I will be attending ... . /I am afraid that I cannot go because ... ./

I wish I could go, but ... .

6.2 EFEOHE

RFPZFBEDOHK UNIT TRV DO TWD FEy 7 RORBID | FEHIFESZEHED [ S3EOMH
Tl ORFOENITHELET D0, TLTERAEBETTLOIICTWMIFbAL TV NEE
Y5,

UNIT 1 Introducing Yourself (R & W5[EBEKRE~DBZHEMN)

My name is ... ./ I'm ... . / Please call me ... ./ I belong to ... ./ I work in ... . / T have

been assigned to ... . / I graduated from ... . / I studied ... . / I majored in ... .72 ¥ @&
THEEBFEHLORBZMY P> TWD, FHHEEEETIE, lcERz2zzd (AT 2)]
R TE D, MRBFETIE, MEd - mHE) B+ 5%£8 & LT, He works for an IT
company. D 3L E L b, BESCHBERICOVWTHFET LTI THAER] 2D 0NEE
WO MBAAEMZ TWb, F£7= graduate from ... %27 %3 5] X majorin ... [ %
HET 213, BEZ2RIHACESEBEELAAVLND EOFARD 5, E\‘V*Xﬁi
FEIEEE 240, GRAEORICFEELIZACHITOREN, EVXZAEFEOH T O
BICENT2ERELTEBY, IR EmRERDO Bl E XD,
UNIT 2 Introducing Companies (BtLZ® N3 3)

FHEHF A KIIL Were ... company. We provide ... . We manufacture ... . / Our
headquarters is located in ... . We employ about ... people. / We were established in ... .
/ The Japanese branch opened in ... ./ We are one of the leading ... . We are the market

leader in ... . We received an award for ... .7¢ EAFE, IR, LM, & Le SICB T
LRIENVEGEN, RPFZTHO TESEHEMPULRBENZSGENLTVWD, FHIFEHEMHE

i Telfhaiszxd (AT D) KB TE L, mREBETE, BUOERHRZ ALSIT 5
ZEMTERNSI,

UNIT 8 Explaining Your Role (E 0 DHYEBESCHBET —228HAT5)

I'm responsible for ... ./ I’'m in charge of ... . / We oversee ... ./ I analyze ... ./ I organize

meeting for ... ./ I ensure ... . /I am currently working on ... . / We’re developing ... ./

We’re preparing to ... . / The ... Department is divided into ... . / We’re divided into ...

teams. / There are ... on the team.72 E AR EZ THEHAT L2 REANZSGEND, F
HIEEEBETE ez inx 2 (AT D) B TE D5, mBREAFFETIE, Whoisin

charge of this project? & W 5 I X2 T 5 Z &L A TE 7,

UNIT 4 Introducing Products (B#®H0F| JICMEL AT S)

It’s made of ... . / Its dimensions are ... ./ It’s ... cm high by ... cm wide by ... cm long./
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It comes with ... . / It has ... . / It features ... . / It makes ... . / You can use it to ... . /

It lets you ... . / It’s one of our most popular products. FEMA R RHTHOIT Iz, ®HD

B TEORI R EMD THETLIRALTEND, FEREEHETIE lcFHREizz D
(A2, #E5ET2)) KHETEDL, B ETTHUERAZHER TS o7,

UNIT 5 Checking Information (BIEZ BRI R\ - HBETERWVWEROER)
Could you repeat that please? / Could you speak a little louder (slower), please? / Could
you reword that? I'm not sure what you mean. / I don’t understand. / Could you spell
WRRESN T2, FEBEEEETEHaala=r—2a r2lBICT 5 (HEET))
IZYT 5, BRBFEFETORYFLNITOWTIE, T UNIT 7 O % &M,

UNIT 6 Giving Your Opinion (B DB R ZHABEITKEZ D)

& R, (Perhaps/Ithink/Istrongly). PLH (because/since/as), #i + %% (For example,
According to / if), £ & ® & L ToE R (For example / According to / So / Therefore /
That’s why / So, for that reason) & WIHJEIZIEZ 2 Z ERHAHTHH LI L TN DH, ¥
EREEHETIE, TceERainzd (AT L, BBRE2R~2) ] ZHoHETE D, @KREAF
FHFZ BECTOIERIRF 2R T OREFTELLT, F7VvErT—va vy ORORKR
ORBLELTRE, HBRHZI MY ->TWND,

UNIT 7 Making Requests (KT 5 FEL. KEITH 3 5 HfIk)

7 — < VDA 1L If possible, could you book a meeting room? / Would it be possible
for you to send us a sample? I 7 +—~ /L TiZ Could you book a meeting room? 7%
Va7 DAL Can you book a meeting room? & L CW5, ZEHEEEME CIL. le fH
FoTEzled KET L)) BT 5, UNIT 5 TR~ #E D KEEI AP L &7
D, BEHERETEZLEYFE-> TS, Couldyou...?/ Would you be kind enough to ...?
/' T would appreciate it if you could ... . = I would be grateful if you could ... .H F &3
DRLYEY NP LTHDH. Could you possibly tell him that David Foster phoned? 73
FEVXZORWTHIEM TE LRI, MIBIEH ICH T 2 HKOWMY 175 & LT
Would it be possible to make an appointment for an interview? &\ 9 il 30 & & o Z B}
HEbd Db,

UNIT 8 Asking Permission (FFRW%ZRK® 5, 5x %, ¥r5)

FAERDDERH L LT Would you mind if I ... 2 CouldI...? Can ... ?0OEHZHl R L
TW2, FEREEFEATIET TeHFOTELZMRET GFAIT2)] KB TED, mKRAHR
ETHEHFANTHRIALD OGFAIZRDLEKEBNZ <, Could I borrow ... 2 Would you
mind if ... ? Would it be possible for ... to ... ? / ... are not allowed to ... . / Would you
mind my asking you some questions? / Would it be all right if I invited Carol? 7 & kb
B 36 %0,

UNIT 9 Making Invitations (BFR%* 35, Wd. T 5)

HRHEITLIERHAL LT, ERXIT/E LTI was wondering if you would like to ... . Would
you like to ... ? Do you want to ... 272 E 235 5, #HFFE= W 5K H & L T That’s very kind
of you, but ... . / I'd love to, but ... . / I'm sorry, but ... . 2Xfl/RENTW5DH, P IFEE
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H e HFEOITEIAZMRT FFE2)). b XFELELEAD (#D)) ICHETEDH, AREFR
ETHE, FLIRRACEY R LELBAD I ETTEIARTEE L LT, I'mafraid ... ./
I’'m sorry, I can’t. / I'm sorry to trouble you, but ... . Z#HE T2 b D0L H 5,

UNIT 10 Making Appointments (X —7 4 V' 7 DOFRE)
HEOEAE 2R T HFI L LT, What days would suit you best? / When are you
available? / Would you prefer ... or ...? FfE DM CHBITIC DWW THARHERBL L L T,
Would it be OK to ... ? Could you ... ? Canyou ... ? HHOD#EEE 2 HEH L L T... is
the best ... for me. / I'm free between ... and ... . / 'm available on ... .25 5615 DO
% & L C. Would you like me to ... 2/ Shall I ... ?/ How about ... ? %5 {5 HHEH T
M RXFLELEZD (ET)] dBEARENREZLEAL (FLIEZ) WHBETEL, @iKHA
BEIZB T HKEZXBIX UNITS & 7258, #£82%K8lL LT Why don’t you ... 2/ Why
don’t we ... ? / How about ... 272 COHEHE N H 5,

UNIT 11  Cancelling and Rescheduling (8D % ¥ vV EAVRLHERE)
Xy U ELDOEBEIZIZLLOEHEBICEZ LD TH Y, EE LI L LT Unfortunately, ... .
I am afraid that ... . / I'm really sorry, but ... . 3R EN T35, v BALHRHEK
D FHBL L L T Would it be possible to postpone ... ? Could we re-arrange ... ? Can we
move ... ? F¥ A OBEHBEZHHT LRI L LT Ineedto..../ T haveto..../Ihave
been asked to ... DHFI LR H L, T L THENIS L T NZHEOEHORI L LT, 1
appreciate your understanding. %723 % 5, FEHBFHEHETCIX b RFHHLEEZ D (#2) .
le fHEDATEN AR T (KT 2)) ICHETE D, mRABZETIX, FLARZE I JF
LA D L TTEHEIZRTRIALHE TS, UNIT 9 22,

UNIT 12 Describing Locations (#tAREH THFTZ2F RV, BEALED T3)

i amhn5 &% L LT Could you tell me the way to ... ? / Is there a ... near here? /
Where is ... ? ZENT 2K TH 5 Go straight down ... . / Go past ... . / Take a right at
w. ./ Itson ..../It’sin ... ./ It’s near [next to] ... . / It’s to the left [to the right] of ... .
/Tt’s just behind ... .72 ENFTLE- I N TV D, FHFEEFETIE lcERE2E2X D (T
D)1, Te FOTEZMREYT (KEHT D) 0B TE S, @REAFRE TITEKERBE O )
W2, ZERECA) - S\ é LT, in front of / across from / turn (to the) right / on your left
ZMBAL TS, EVRARBIRBESFED, KORET T HFTTOHMH] TRADMLS ] 2%
BL, ZOHMBENL > TVDHERERIZELTEY, @RTOFONE ORRB 8D R T
ERAY

UNIT 183 Looking after a Visitor (CRZEDHEE, #HK., BILOA—NZHED)

KkZOWMEFEE T HEB L LT, Let me escort you to ... . / ... is this way. / May I take
your coat? ffo TW/7Z < BEDHRBL L LT, ... will be with you shortly. / Please wait
here a moment. / ... will be with you in a moment. ¥ PDOFEH & L T How was ... ?/
Have you been to ... before? / How’s weather in ... ? flE DO EMH D F I & L T Would you
care for ... 2/ Could I get you ... ?/ Can I get you ... 22 ¥ % %5, FEHEEEFETIE la
Ala=r—varezlHEIcT s GFEZERSEDL, GFEE2LZLRE)] TS
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D, WEEZ L THH I NENGIE, bXAFEbLELEx D (E#T5)) LD, mKRARE
TlX., Ko =%# L LT Thank you for ... . / It was kind of you to ... . / I am grateful to
you for ... R EDHILNFTEHI N TN D
UNIT 14 Making a Phone Call (¥ X 2ADHFEICEFEZ 11T D)
B TORPIPDESIEL L T, Good morning. My name is ... and I’'m calling from ... ./
Hello. This ... is from ... ./ Hi. Thisis ... from ... . £ D N £ &5 L 7= WA Is it possible
to speak to ... 2/ Could I speak to ... ?/ Can I speak to ... ? HHFERED DR DV IZEE
DA NDLNZARDHFH L LTI wonder if you can help me then. / Is there anyone
else I could speak to? / In that case, can I speak to ... 22 &N H 5, FHIFEEH
fe AL AT D)) B TED, aRBBFCBT L2EFE 20T 2RI T
@ UNIT 15 # &M,
UNIT 15 Taking Messages (BEFE TR E%2% 7, ZELTEAXA—ATHEFEIXHNTHERE
295)
HYEENEFHICHD LN TERVWEEORIL L LT, I'm afraid ... is not available. /
Unfortunately, ... is out of office. / I'm sorry, but she is just stepped out. 7 4 12— % 3"
5FEBLE LT, Would you like to leave ... ? / May I take a message? / Would you like
her to call ...? MM A B < & & 1X May I take your name, please? / Can I take ... ? /
Could I have ... ? HHOfER DFIH & L T Could you spell ... ? / Could I check that? /
Did you say ... ?/ Let me confirm your message. ... . Is that correct? 3 +5E EHH CTIX
fa ala=r—varzliBicds (MEES) ) Telf@zEzxs (BHTD)) &0
FHT&E 5, MRBABETIX, EFE20 T2, BEE2Z TV TLI2RBEFTZLI 20N, =
Ra=b—varsiF#oua— L7 LA L LT, I'mafraid she’s out right now. Can I take
a message? WIHIRVEBD Z 5L HBELH D,

7. B

7.1 SEOFEMSBE (EA—)

BRHAREORLNT, EA—VICHT IRV EEFI 100 3X—-VERETHY, K& W
Db Ty, EA—LOBERICEL T, RKEHZHRETE 7+ —~L, I 74—~
N, AT aT eI HEZHOWTHEL TWD R, ERER 136 & ftf LB 72
HEMZBENRERTHD, £7- E A= LOHRICOVWTHETIZH 2 NHHZ ML TV
Lo BRFEORIZIEZ, EA-AVABFIE L L THEFOHAELRH D SO, B IR AHEFEITIHH
TEL2RABPF STV L, UL EDOZ LD, GROHABEFELZEB L TE A — ORI D
TENRTELRELERST VWD, 2L, HBEEFTITERED Appendix 2 ETH Y | &
FLOLEREALIIR> TRV, TELyRAUVEZEDTZVWHEIZ., EA—/LOHH L ERL
ARETIRY EF v b Ly, EEE, Bl o@b) | EENER LT v — FHAEIC
E2L, MBRAEDRIZE A—VOREELZZ T LEFAEITI0LT 1LDHTHD,
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7.2 SEOHE

REHBEOXK UNIT THYOFLHATWD FE v 7 ORBN LEBEEHEO S5O @ =
DENIZHEEINDID, FRERERETLEOIIICHBPEIN TV AINEE L, #HIEY
BEHONHT lefFMELBZD (BT 2)] KBEBPE-LE2 8REITH-T2, DEVAHFD
Tl ath. HYEE, TRT—LA, BHEEE, BHOOER., BERNET L, EiFEE T D,
B ClEg a2 EA—NLVTRETIEVIRETHD, BERZBNDERIZEE TOFIZE
REFZERTOREFSELZFEH LY ERNTIBRICIIS AN T2 RELEZ > THP L
0T 5L WINbEKRETOEBRANVERLE 2> TWVDL, WIZEZVOITKBFEERB T
D, ZTHIEXUNIT 07—~ & LTI 3EEDZRNA, 4 UNIT O CHRE R BT I
FHENTEY, EVEXRAEBICORNIEELHFDO —>TH 5,

BRAREONEIL, U RAEGE I JBEERT r— FTRIZLTWSEY . BHOMH
MORBL, GETOHH, BRRNOMAS BARNRGESCHEE, BHERS, AEE. Wit =
Ra=lr—varvaEMLI OO BEENOILODOEETHDL, REFHREDZ, —HEWNDOT
HOEFEIZMZ T, RETHLZICHFET IR AHABICLTHERER TS Z B, A
FHAETH LR ST,

7.3 BRER (EPVRAEFORE) ~DRR

FAEZBLC, BRBREFENE A= VOMESLRI, S D3I - KERB R ERFH
BEOANREZELZENRPALNCRoT, 27 LE XA —=MIZOoWNTIE, ORI EED L
IAMETHELATOHRVWAEELD D, 74—~ EI 74—~/ BHTaT e
IRFIFIRFTHIO THEFS LD TH D, o TEVRAE A—/VIZH L TiE, ERDLOIEE
LTWS BEND D,

EMOMETICEAL T, REFABFCET HHRE2A2D (BT 2)] REL, HFOTH
ZRT (KT 2) I RAREFRTHALZAENRZSTENR TS, TAbB EHEERD
BT L2V ARR T IBEELE LA TVDIDONRE YR AERE TH D, > T
FRETICFEE LZARIL, EVRRAEBELHAMTL2OXTHEFEICEEL VWL DL, FHEZ
FOEREIZRERENDHD Z LD, FAEDOFERIZIE U TEKRBEEDH LR % 5
L) 2T, EVRRAICHET LB ERRT DR EHERO LREITV, FENREZN LS
D HEERF L TVE T2,

TABREE~DRE

ALY ARBEBED KR FPEBOABDEONE O BN R a2 b DRRE N N—L
TWVWDHLZERHLNIC R ST, AKOBEBE TE Y X AEFEOEERRAZFH L TND LWV
HEL BRHEABLEHEAFL TS BERIEFICREV, T RBFHEPEREEZHRICLTE
VR RAKEBEAMGHER R EERET DL LITAEITH D, FICHEER & O &mREE R HFT
X5, Bl 2 X 2022 FFEN O FEREITCTHED LN IBEEROFHEBHREEHEOF T, [EY X
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AR FHBALBICEIET DL LT, BANRMAEICO W TR, HERLICELBL
DZENTEDLEHIBETLZLLLTND, SHICEYVRRA a3 Ia=r—Yar] O
FTOREHEE (4) OEVRXRALHAEBEBOE X AORGE, EVXADOLELEA—L
VAARLBT LT VEBT =Yg sd FRAIEGETIT) 28R >TWnD (CEER#A,
2018), PERMBOEFHBFTIZOWVWTER LT oL ER (2021) 1%, HFBEXRTICEAB LD
FEZDNWT, EOXHIATI DRI T LILERHLLELTND, —2DHEL LT, &K
HIEEH 2B L TERERHHRE PR ARFEROLE YRR E A—LVOEREZ#RRT 52 &
XY, BIEFEHL TV Z ERNERETOEEC, i coftFicoB o T &
IRBER LD LN TEDLESLY, AREILK L TAHOEBFEH OB ST 2175 &
W) RIZBNWT, mREHOBRIIRENEEZXD,

8. ELOHLABROHE

KRR AN RICRE T DD, EVARAEFREZOFEEZANFT L2007 &~

P RAESCHEIMY AMET OHIEE LT, AR TIEHFEREEHESCSERABEZEONE &
AT D FIEER -, AEAZBEL T, ARBABENE A —LOBRSLER, 61
FA - (KRB CRFEREONEZ G EPHALNT o7, 2IZ L E X —LITD

WTIE, BROKIZFEE LT RWARELHLZ b, EfNORETLINERDH D,
JBIEEDOBHRE 2R L, LEIZIG L TRMEICEEH LA XEFERA LN EY R ARFED
BFEAZTOZILEEZMFLTVWELY, BREEFEHE LT, EVXAEFICBITLIEKEKR
FOFEEOBEBIEICHONT, GRABLERLEAEZEDIEREVRENVWLER D, FLRTF
BEDBBREZRNBICLEE VR AREREREZERT LT, ARETHE Y R A
BELOLIREHMTELILEVIERREZIELIZ LT, AREICESTABOFERZED T
CORTOREREESTICRDLITHA D,

SHOBETHLIN, AMRICBOVTRFHEREFBLLTEELZORIEENMMEHLTND
BAREFEIMTHVRENTH L, 7T RBBZFLHLT L THRENLH/ LN REZHE
AL TWS ZEEREL LIV, FLEARMRASLEZNICHESHFRERELIEHL T, SRBE
ERFPHEDHERLZBOEEDEI TN KOIBENTLILHLARETHA I, FFIT 2022
FEIVEERRICBIT D B x 2 &) & TeEYxRRA a3 Ia
HHICBE LT, BRAB LERLSHREIT I ZLICLD ., BV X AEFRESBICE T 5@ KEE
HEO TN ZEEL5BOBRBE L LIV,

:

=k —ayv] TOHEE
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