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Listening: Greeting and
introducing people
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Speaking: Greeting and el AAH DGR A A Y AH S0E 5, TR fi s
introducing people i
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Reading: How to greet people
in different languages
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Grammar: Basic sentences
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Writing: Business card
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2. JBEFGK | Listening: Saying thanks or B IR 5 TE U EORCE S IR TN 5E FE I .
sorry UiNE RSP SSERYIVIESS IR S I N =W oo

Wr: TE TS0
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Speaking: Saying thanks or

sorry
Yo T A0
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Reading: How can you say
sorry and really mean it?
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Grammar: Articles
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Writing: Thank-you note and
congratulation card
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Listening:  Asking for and
giving directions

Wr. A 95
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Speaking: Asking for and
giving directions

Yo )RR

el AR SCTRNE AR LA A0 5, TP a4
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Reading: How do you
commute?
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Grammar: Nouns
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Translation: Public signs
BVt AR

HR N TN R 25 H AR 5585 AL, At 0t
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Listening:  Shopping and B IR 5 WY RAT A < B ] VAN g FA R .
sightseeing Wi A DR I AR AT ) 32 K R e O
Wr: JPARAT S5

Listening:  Shopping and Reis FHAH IR A ) B 2R 5, T e fai 4
sightseeing i

Ui WYIAIRAT

Reading: How I survived the
Shanghai Expo
3 R 2 WL

REHUAE 5t 2 DL T A 50 B 18 T R R0
B, GERRHIE, HERR AR KA

Grammar: Present participle
and past participle
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)Eﬁyio

Reading: Ways of traveling
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Writing: Announcement and
poster
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TR 8 o 4 1) 2
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Listening: Making room
reservation, Checking in and
out at a hotel
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Speaking: Making room
reservation, Checking in and
out at a hotel
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Reading: Welcome to Climer
Lodge
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Grammar: Comparative

degrees
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Writing: Hotel reservation
form
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Listening: Reserving tables,
ordering food and paying the
bills

Wr: 1T, ALK

B GIT S RS KA 5 BN
FEC .
UIRERAE N R S 2 I DR NS RIS
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Speaking: Reserving tables,
ordering food and paying the
bills

Yi: VTR SERILEIK

el AR SCTRNE AR RUAH 0 5, TP R4
IS o

Reading: Food culture
B AR

REIE S B SR G TR R I oL e 8
ZERRRAE, MERA B AR KA.

Grammar: Adverbial clause
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Translation: Chinese dishes
B PR

TR TE R T, REREH L P R A
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Listening: Seeing a doctor
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Wr: Bk Wi o s | 5 R s TR B
Speaking: Seeing a doctor Reis A IR A ) B 2R 5, T e fai 4
s B 15T I o

Reading: Don’t wait until death | BEHIUE 5 {8 R A= 3 77 ZNAH S BE s 1 Ho
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Grammar: Conjunctions
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Listening: Oral invitation

Wr: FSkZ 0

HARE 5 1L AT R A AN ] 22 F4 T
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Speaking: Oral invitation

Yi: FERA W

ez A SRIRNE AN ) R 2005 =, I e fal
[H 5t o

Reading: Punctuality pays
B WA

REIE 55 57 I LS AR SR A R (1 R s A
ZERRFAE,  HERRER Ao

Grammar: Tenses
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Bl 2 B T IS I BV R 4.

Writing: Schedule
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HiE: HEX

2.1 Listening: Oral invitation HAR 5 KB A o0 B TRl YA [ E FE G .
Wr: 113k WP Sk BIE B E R . W CRE R
Speaking: Oral invitation iz FAHSGRTE A ) R 205 5, IT R a1
LR ES s KA o
Reading: Business invitation Re YA 55 7 25 38 1 AL AORH 2Q IR T 1 o
L S EE B, SSMRRE, WERRERARAER) . .
Grammar: Word order REAE VB 45 Hh 2 A ) o )] e FH 2%
Bk WA iE
Writing: Invitation card/letter | | fI#E R ANBIEE A&, 4509, RER T
A G R R Fh) AR R BRI R AN S 1 B

3.%5 5 Listening: Bidding farewell HY7 545 A R BRI A E 2 FA R .
Wr: 5l W fe 15 0l 1 2 K HlRE RS B
Speaking Bidding farewell el FAHSCIRC AN A Y AH 2R 5, JT e fi 4
Yi: ol A i o
Reading: A farewell speech RISl fe b B, SEHRFE,
B ol HEKHES] .
Grammar: Emphasis, ellipsis HEAE T 150 Hh B B v ) e
and inversion
R R e B
Writing: Farewell letter TS SRS G, A5K, ReH faj AR AR
HiE: HGE 5 R E B .

4. HAFIEIR | Listening: Making and SR 5 HEAT AT DRI
answering phone calls W R T FE I UK R Hl R CH(E E .
Wr: BT

Speaking: Making and
answering phone calls

el AR SGTRNE AR RUAH A0 35, TP R4
IS o

Yh: BT HIE

Reading: Business telephone | eIV 5 AL AL ACH S TE R A Ho0 e
etiquette SERIRHIE, WERRIRAR KN .

B HLEALAX

Grammar: Subjunctive mood
i RBITER

REFE TR 52 B R SR A

Writing: Telephone message

HiE: HiEIds
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Listening: online
communication
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Speaking: online
communication
i W EAZR

iz AR SRIRNC A A B ZA0E =, JT A

ey
RRV
AL o

it
ih]

Reading: E-mail, a blessing
and annoyance
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Grammar: Noun clauses
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Writing: E-mail
FiE: TR
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Speaking: Jobs el AAH DGRV A A U AH ZUE 5, TR fai 4
ui: POl 5o
Reading: Jobs and RedUE 5 TARAHR 7 $ 38 AH 5 1915 = 1
responsibilities ORI, SMERHE, #ERRIEAK .
B TAES5HRS
Reading: Work ethics RePIUE 5 RV A AH OC ()18 4 B e
B HROIbiE SERRRE, HERRIEAR KT
Listening: ~ Work ethics 4R 5 HRV TE A 50 1 1R VE AN [ %€ $5 e .
Wr: HRViEfE W EOE R KR WSS R
Speaking: Work ethics iz FAHSCRTE AN ) LA ZUE 5, T R a1
LR AN SR i
Grammar: The attribution REAE 1E B P L e 18 B I FH VS
Clause
% EiE A
Reading: Work report REUE TAERE IR OEE, SHRHE, #E
B LA AR HE A
Writing: Chart description B4R 5 R R AE 5 R VA ) B gE A
ik EIERAR KA A E) B IR 7 B R N
Listening: Chart description | F 48 5 &8 A 5C 11 1] YA [ 7€ F5 1 .
Wr: KRR W B R A B E KR . WS E R
Speaking: Chart description | ez FAHICIRIVL A A B 25 5, fa S dthid
Ui ERA ST EIR N

73R R Writing: Application letter TRERIME RS L S50, seR MR a) R

GiE: KIS
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Writing: Resume
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TR RIRS S S5k, RER TR L A) SR
HL A A

Reading: Interview etiquette
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Grammar: Sentences in a RETETE B B AR I A 1 BV 45 4 o

paragraph

T HEARBRTES N

Listening: Taking a job B3R 5 SR BRI A 5% ] YA [ 8 F5 B
interview Wpfe SR BR T A R s T E B
Wr: Zhoiik

Speaking: Taking a job feiz FHAH SR A ) AR 2 5, TR Tl e
interview i

Yi: SNt
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1.29 L Listening: Oral invitation : i
Jro bR
Speaking: Oral invitation ) )
P TR
Reading: Punctuality pays
e B A A 5 3
Grammar: Tenses
HiE: FARERE
Writing: Schedule ) 4
S HEXR
2.3 F Listening:  Oral invitation 5 s
or. b k#E
Speaking: Oral invitation ) 6
LEEES S ]
Reading: Business invitation
% BHHE 5 .
Grammar: Word order
EE: AR
Writing: Invitation card/letter ) g
FE: W F/HE
3.5 A Listening: Bidding farewell ) 9
Wr: £ 5
Speaking Bidding farewell ) 10
B A
Reading: A farewell speech
Tk 2 1

Grammar: Emphasis, ellipsis and inversion

Ek: B, FEAER




Writing: Farewell letter
. SR

12
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Listening: Making and answering phone
calls

% BAT B

13

Speaking: Making and answering phone
calls

W BATWIE

14

Reading: Business telephone etiquette

i AL

Grammar: Subjunctive mood
Bk EUES

15

Writing: Telephone message

EiE: BIEIDRE

16
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Listening: Online communication

ro FERR

17

Speaking: Online communication

P PR

18

Reading: E-mail, a blessing and annoyance

TS

Grammar: Noun clauses

EE: LN

19

Writing: E-mail
F1iE: B FHEIM

20
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Listening and speaking: Jobs
':ﬁ"‘b)‘ﬁ: HH

21

Reading: Jobs and responsibilities
3 IT/E5HR 3

22

Reading: Work ethics
B B fE

23

Listening and speaking: Work ethics
ri: Bk fE

Grammar: The attribution clause

ik RENA

24

Reading: Work report
B THERE

25

Writing and Speaking: Chart description
it FRER

26
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Writing: Application letter
i KBE

27

Writing: Resume

e B

28

Reading: Interview etiquette

B EWIRALX
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Grammar: Sentences in a paragraph

Bk EABBEH ’ %
Listening: Taking a job interview ) 31
T B R

Speaking: Taking a job interview ) 10

W ZEIR
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