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Unit 1 Adapting to New Environments

Section 1 Before-class Activities[] Getting Things Ready
Section 2 In-class ActivitiesC] Things to Do

Section 3 Things to Write

Section 4 After-class ActivitiesT] More Things to Do
Unit 2 Handling Personal Information

Section 1 Before-class Activities[] Getting Things Ready
Section 2 In-class Activities[] Things to Do

Section 3 Things to Write

Section 4 After-class ActivitiesT] More Things to Do
Unit 3 Planning Your Career

Section 1 Before-class Activities[] Getting Things Ready
Section 2 In-class Activitiest] Things to Do

Section 3 Things to Write

Section 4 After-class Activitiest] More Things to Do
Unit 4 Hunting for a Job

Section 1 Before-class Activities[] Getting Things Ready
Section 2 In-class Activitiest] Things to Do

Section 3 Things to Write

Section 4 After-class ActivitiesT] More Things to Do
Unit 5 Making Invitations

Section 1 Before-class Activities[] Getting Things Ready
Section 2 In-class ActivitiesC] Things to Do

Section 3 Things to Write

Section 4 After-class ActivitiesT] More Things to Do
Unit 6 Receiving Visitons

Section 1 Before-class Activitiest] Things Ready
Section 2 In-class Activities] Things to Do

Section 3 Things to Write

Section 4 After-class Activitiest] More Things to Do
Unit 7 Managing Office Work

Section 1 Before-class Activities[] Things Ready
Section 2 In-class Activitiest] Things to Do

Section 3 Things to Write

Section 4 After-class Activitiest] More Things to Do
Unit 8 Organizing Meetings

Section 1 Before-class Activities[] Things Ready
Section 2 In-class ActivitiesC] Things to Do

Section 3 Things to Write

Section 4 After-class ActivitiesT] More Things to Do
Unit 9 Making Business Trips

Section 1 Before-class ActivitiesC] Things Ready
Section 2 In-class ActivitiesC] Things to Do

Section 3 Things to Write

Section 4 After-class Activitiest] More Things to Do

Page 4



00004, tushu007.com
<«<OQ00d0O0Oooodns>

Unit 10 Interpersonal Skills and Teamwork

Section 1 Before-class Activities[] Things Ready
Section 2 In-class Activities[] Things to Do

Section 3 Things to Write

Section 4 After-class ActivitiesC] More Things to Do
Vocabulary

Phrases
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00 O O Study plans generally fall into two types: long-term plans and short-term plans. The main difference
between them is that a long-term plan covers a longer periodof time and involves higher goals. Both long-term and
short-term plans usuallyinclude such items as:1. Your goals;2. Measures and steps to achieve the goals;3.
Arrangement of time and activities [1 what to do from when to when( ;4. Other things you think necessary, like
check-ups and summaries.Besides, there are also daily plans. They are necessary and very helpful for thosewho are
making adjustments to new environments. For a college freshman, a dailyplan is about the arrangements or
schedules for the activities of the day, which mayinclude:1. Routine activities, like what time to get up and go to
bed, what time to havemeals and washing clothes, doing sports, etc.;2. Study activities, like classes to go to, time and
place for previewing andreviewing lessons, doing homework, self-study, participating in discussionsand seminars,
etc.;3. Other activities, like making phone calls to friends and family, goingshopping, attending meetings,
participating in club activities, leisure activities and any other activities you can think of.
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