Learning objectives

After learning this unit, you will be able to:

® note down specific information about a business trip, including dates, places and events
o list two to three key points you need to consider in making a business trip itinerary
® make a business trip itinerary



Scenario

C&W Publications is a publishing house. In July, it is going to launch a new book called 7he Art of
Gardens in Beijing. George Payne, the writer, has been invited to give a speech at the book launch.
Michael Jones, the senior editor, has asked Li Yue, a new assistant, to make an itinerary for
Professor Payne’s visit to Beijing.

|
Discussion: Work in pairs and discuss the following question. Language tlp

Imagine you are Li Yue. What preparations will you

itinerary, agenda, schedule
make before making the itinerary?

N EREE, BEKRRR
BIX5! :

© itinerary f§H1THTIZLHE,
BESBREMIIESUNSE S
ZhRESD  ERATE) ETE L
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O agenda FBsRFTREIWINGH,
BESIESWITITIEHE

Michael is talking to Li Yue about a new book and its writer. W, Ef—TEaiatEAREE,
Listen to their conversation and get a clear idea of the task O schedule f5AYEITLIZE, B
given to Li Yue. BERYIHEMAERIFIE,
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Vocabulary
publishing house Hxrit itinerary /ar'tmorori/ n. {T2%HE
launch /lomtf/ v. HhR, K17 University of Cambridge Sl K=
n. (PN ) &7 award-winning /o'wo:d-winmy/ adj. 53R
senior editor S JRiE forward /'fowod/ v. 5

HE
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Understand the text

El Listen to the conversation and choose the best answer to the following question.
What does Michael invite Professor Payne to do?
A. Reply to his invitation email.
B. Organise a book launch in July.
C. Publish a new book on gardens.

D. Give a speech at the book launch.

E Listen again and fill in the blanks.

(1) The theme of The Art of Gardens is the between Chinese and Western gardens.

(2) The book launch will be held on at the Hotel.

(3) Professor Payne is a professor and a famous expert at the University of Cambridge.
Language in focus

] Complete the sentences with the correct form of the words in the box.

award-winning forward launch itinerary

(1) The film will be shown in the cinema next month.
(2) Tom often makes a detailed before travelling.
(3) Steven is organising a product for the new type of electric cars.

(4) He has me the email about the programme.

It’s + n. + to do...

XE2— B it (2R FIE (formal subject) FIAIEL, HENAFH, AT EBEEHERE
BT KMIERLEMENIIR, 2R tFFIEE, SEENTERSET A FFEFED .
LIIHEFR—PaF 6

It's a great honour to publish his new book in our publishing house.

HREERE, GF%A:

To publish his new book in our publishing house is a great honour.

1 Rewrite the following sentences using “it” as a formal subject.
(1) To go to the beach on such a windy day is a bad idea.
(2) To drink a glass of water when you wake up is a good habit.
(3) To give up quickly without trying as hard as you can is a pity.
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Prepare for the task

@ I . Read In g A The following is the invitation email from Michael to Professor
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Payne. Read the email and get useful information.

« > V) O@0

From: | michaeljones@c&wpublications.com
To: | g.payne@123.com

Subject: | Invitation to the Book Launch

Dear Professor Payne,

@ I'm writing to invite you to give a speech at the launch of your new book The Art of Gardens.
It is to be held on Saturday, 24th July at the Jianguo Hotel, Beijing.

@ We are hoping that you could give a one-hour speech at the event. As the launch is to promote
sales of the book, it would be great if you could include a brief introduction to the book, its
value and features, and your personal stories as the writer. During the launch, there will also
be a speech by our vice-president, a Q&A session and finally a book-signing session. The
launch will take about three hours. Audience at the event will include readers interested in
Chinese and Western gardens, and some well-reputed news media.

© During your stay in Beijing, we would like to show you around our new workplace and some
famous places of interest. Please let us know if there are some places that you are interested in.

O If you are available for the event, please let us know your preferred travel dates and airline.
We will book the flights for you and arrange a car to pick you up. We look forward to hearing
from you.

Kind regards,
Michael Jones
Senior Editor
C&W Publications

Vocabulary

promote /pra'mout/ v. {&i; . available /2'veilobol/ adj. BZSH)
session /'sefon/ n. ( NSEE—ERNAY ) —ERATIE arrange /o'remds/ v. ZHE
well-reputed /wel-ripju:tid/ 3X1S4FIFRY; FREFHY . pick up B
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Understand the text

El Skim the email and choose the main idea in the box for each paragraph.

(1) Paragraph 1 A. Purpose of the email.

(2) Paragraph 2 B. Information to be confirmed.

(3) Paragraph 3 C. Introduction to the book launch.

(4) Paragraph 4 D. Possible activities besides the launch.

1 Read the email again and complete the following table by filling in the blanks.

Main ideas Details

e nvite Professor Payne to give a speech at the book launch held on

Purpose of the email 24th July at the Jianguo Hotel

e Aim: (1)
® Agenda:

\/ Speeches by vice president of C&W Publications and Professor Payne

V(2

Introduction to the book launch @)
\/ Book-signing

® Duration: (3)

e Audience: readers interested in Chinese and Western gardens and

(4)

Possible activities besides e \/isit the new workplace

the launch * Visit some (5)

e \Whether to accept the invitation

e Dates of Professor Payne’s trip to Beijing
e Preferred (6)

® Places to visit

Information to be confirmed

EJ Work in pairs and discuss the following question.
What factors do you think should be considered before booking a flight for someone? List at least

HE

Make a business trip itinerary

three of them.



Language in focus

Complete the sentences with the correct form of the words or phrase in the box.
available session arrange well-reputed promote pick up

(1) He wrote the new song during a recording

(2) I've a dinner for him on Friday evening.

(3) The train stopped to passengers.

(4) Mr Hanks is not right now. He is in a meeting.

(5) Wang Bo was one of the most poets in the early Tang Dynasty.

(6) Team games, such as basketball and football, can friendship among people.

@ I Il Read ] ng B The following is the reply email from Professor Payne to
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Michael. Read the email and get useful information.

« > 0) ©@0

From: g.payne@123.com
To: | michaeljones@c&wpublications.com

Subject: | Re: Invitation to the Book Launch

Dear Mr Jones,

@ Thank you for inviting me to the book launch. I’'m delighted to give a talk on 24th July.
@ I'm going to leave London on 21st July and fly back on 26th. As for the flight I'd like to take
direct flights with British Airways between London and Beijing.

© I'd like to visit your office first after I arrive, so we can have further discussion about the launch.
After the launch, I would love to visit the Forbidden City. I’ve been there once, and was deeply
impressed. It would be great if I could visit the hutongs, because I’ve heard that “Where there is a
hutong, there is a story”. If there’s time, I’d also like to go shopping and buy something for my family.

O As for the contents of my speech, I will take your suggestions and work on the details.

@ 1 hope this plan works for you. Please do get in touch if you have any further thoughts.

Best wishes,
Prof George Payne
University of Cambridge

Vocabulary

delighted /dr'lartid/ adj. &34RY; REHY impress /im'pres/ v. 5+ SRZIEIZ

Forbidden City 32540, ({51t54= ) - getin touch BUSHR V] e
— Al »y
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Understand the text

El Work in pairs and tick the information Professor Payne has provided in the
reply email.
[] Whether to accept the invitation
[] Dates of his trip to Beijing
] Preferred airline

[1 Places to visit

F1 Read again and decide whether the following statements about Professor
Payne’s plan are True (T) or False (F).
(1) He plans to depart from London on 20th, July.
(2) He prefers indirect flights with British Airways between London and Beijing.
(3) He would like to visit Michael’s company after the launch.
(4) He has never been to the Forbidden City before.

(5) He may need some spare time for shopping.

El Work in pairs and discuss the following question.
Imagine you are Li Yue. What else do you think needs further discussion with Michael in order to

complete the itinerary?

Language in focus

Kl Replace the underlined parts with the correct form of the words or phrase
given in brackets.
(1) You can make contact with me through email. (get in touch)
(2) My parents will be very happy if I can get this job. (delight)

(3) Tam very touched by his presentation at the meeting. (impress)

E1 Complete the sentences by circling words in brackets that collocate with the
italicised words.
(1) I prefer apples (to, than) pears.
(2) I’'m very honoured to be invited (to, for) this show.
(3) As (for, of) the host of the meeting, I’d recommend John.
(4) He has been /living (in, at) Beijing for more than ten years.

(5) Remember to express your support when you agree (with, in) someone.

A
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@ lll. Listening A

To make the itinerary for Professor Payne, Li Yue has done some

research, but still has something to ask Michael. Listen to the first

part of their conversation for details. B CRIEIE IR [t
REXLTESCHNZSN. B
SHMNEFIANEE—TE
HEEFHA, 210 BRO&E—
EHRER, WEFHRZ,
S<HTHEE, EHEESI
FRATEEZE 7 /NS ; O/
HA[E), fCATESdbRATE
1HZ 8 /BT,
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Vocabulary

departure /di'pa:tfo/ n. BFF;

RS
EIRIR iz

Understand the text

Kl Listen to the conversation and choose the best answer to the following question.
Which of the following will Michael check with Professor Payne soon?
A. The airline Professor Payne prefers.
B. The flight Professor Payne will take.
C. The details of Professor Payne’s speech.
D. The food Professor Payne will try first after he arrives.

E1 Listen again and fill in the blanks.
(1) British Airways has direct flight(s) from London to Beijing.
(2) Flight BA89 leaves London at and arrives in Beijing at

(3) Li Yue may take Professor Payne out to a roast duck restaurant on

Work in pairs and discuss the following question.
Do you think it is a good choice to take Professor Payne to a roast duck restaurant instead of a

=
FE

Western restaurant? Why/Why not?
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@ Iv' LIStenlng B Now listen to the second part of their

conversation for more details.

=2

EIMER

Vocabulary

sightseeing /'saitsiim/ n. ¥}
JE; IER

Silk Street /K

draft /dra:ft/ v. 25 ; El

HES EH4EE | A KA rr/i%zm Fi2 EREREE

BiE g, & § =2 =rw, g BdiE &, Z=EiRiE
SEEINERE, WTEN  BIEEERAeDRE, X%_L | BRRZHHTIEATE, W
HENHBN ANNER | AESNRIEESSEEY | HTESBITEARRE
X, BUINEIDABAEE B, NRAREAE. 266 & SESHSER, —BE
H—EAEE, FESE | RUSHEE. EETES | ENTRNEORLERE.
LHED, | RYNE, ARESIEETAE

| ERANEN.

Understand the text

EJ Listen to the conversation and choose the best answers to the following questions.
(1) Why does Li Yue leave the afternoon of 23rd July free?

A. Professor Payne may need some time to prepare for the speech.

B. Professor Payne wants to go shopping by himself that afternoon.

C. Professor Payne wants to go sightseeing by himself that afternoon.

D. Professor Payne may need some rest after the visit to the company.
(2) What is Li Yue most likely to do after the conversation?

A. Draft the itinerary.

B. Check the hotel with Professor Payne.

C. Book a table at a roast duck restaurant.

D. Order a taxi to pick up Professor Payne.

E
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E Listen again and choose Professor Payne’s activities in Beijing for each day.

A. Visit the company E. Prepare for the speech
B. Go to the launch F. Shop at the Silk Street
C. Leave Beijing G. Visit Ju’er Hutong

D. Visit the Forbidden City

(1) Morning of 23th July (3) Morning of 24th July
v v

A
(2) Afternoon of 23th July

(4) Afternoon of 24th July

(6) 25th July
v

(5) Evening of 24th July

Language in focus

EJ Complete the sentences with the correct form of the words in the box.
sightseeing departure draft

(1) We plan to send him a gift before his from China.
(2) Did you go in the city during your business trip?
(3) Mr Zhang the report and sent it to Simon last Friday.

] Complete the sentences by circling words in brackets that collocate with the
italicised verbs.
(1) Don’t forget to check the (work, effort, time) carefully before booking a flight for your boss.
(2) The plane will arrive (on, in, from) Tokyo in the evening.
(3) The director spent a whole morning helping me prepare the (call, report, interview).
(4) It is important to pick a good (time, voice, look) to talk with him.
(5) I have booked her a (meal, flight, service) to Tokyo on Wednesday.

111]-
|
I:
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Develop the strategies

After getting the specific information about Professor Payne’s visit to Beijing, Li Yue starts to
make the itinerary for him. To make it, Li Yue has searched some samples on the Internet.

Kl Work in pairs and discuss the following questions.
(1) What is the purpose of making an itinerary?

(2) What information should be included in an itinerary?

El Read the two samples below and do the following activities.

4 Sample 1 >

Itinerary of a Business Trip to Xi’an, China

Date ‘ Time ‘ Events ‘ Details
S Arrival at Xi'an Xianyang TR2968
Sun dZ';C 23:30 International Airport; 18:05 (Singapore)—23:30 (Xi'an)
Hotel check-in Pick-up by Tian Zhu
28th March | 14:00—16:00 Meeting with Mr Tang, vice-president No. 2 Meeting Room
Monday | 18:00—20:00 | Dinner with business partners East Dining Hall
29th March 9:00—11:00 | Visit to Shaanxi History Museum
. X Transfer by car
Tuesday | 14:30—16:00 Visit to the City Wall
N — Hotel check-out; TR2969
Wednesday 5:00 Departure to Singapore Changi | 7:45 (Xi'an) —13:40 (Singapore)
Airport Drop-off by Tian Zhu
Notes
@ Accommodation @ Contact with A&M Company
Kaiyue Hotel Tian Zhu
Address: 988 East Road, Yanta District, Xi'an, Shaanxi Mobile: +86 150XXXX2688
Phone: 029-68XXXX34 Email: zt@cae.cn.com

Vocabulary

Shaanxi History Museum [EFE[H SR EY)E accommodation / o komo'detfan/ n. {£78§
City Wall 155 5

SL =t
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Itinerary to Chicago, US

@ All times are local times.
® Accommodation at Loews Hotel

Address: 455 North Park Drive, Chicago, Illinois, 60611 Phone: 312-XXX-6600
© Please bring both business formal and business casual.

Time ‘ Activities
Day 1 10th August Tuesday
11:15 am Arrive at O'Hare International Airport, Chicago UA850 12:15 CST—11:15 CST
1:00 pm Check in at Loews Hotel
Day 2 11th August Wednesday
9:00 am—5:00 pm Attend the art exhibition at the Art Institute of Chicago
7:30 pm (TBD) Visit Chicago Theatre
Day 3 12th August Thursday
10:00 am Visit the University of Chicago
3:00 pm Take a walk at Lincoln Park
8:00 pm Visit Willis Tower
Day 4 13th August Friday
9:30 am Check out of Loews Hotel
12:50 pm Depart from O'Hare International Airport, Chicago
UA851 12:50 CST—16:35 CST (+1)
SOA

E=T
EFIIFBIREIER, CEEETEERR, IBBES/LERR, TADEHFEMHARENER.
AT ER G B THEERSIRER, LITHFERSIRERNER, TNRAnE, AIEESARE,

RREBE AT 1SIFRDAT .

Vocabulary
exhibition /eksr'bifon/ n. BYS (&) Chicago Theatre = II1EfGEIfx
Art Institute of Chicago ZINSFZ R EYIE Willis Tower EiFIETAE

HE
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@Structure of anitinerary

Work in pairs and discuss the following questions.
(1) What are the similarities and differences between the two samples?
(2) Which sample do you think is better for Li Yue? And why?

FIFEIREERRIRDP—IIFEERRNEE. BikAER—RABEATERER: .
AfiE). =M. M. & HEFEEARER . ER. 28)/1; IENERTHARE). REATE.
BASENNEE, SMEERSKTHHRTHNERS; WRIESNEFRNTS; &EE
—LEEFHEENEIN, MERAEE. EBEER. KBEHLHN. XSER. BTEMSETH
M, ESh, WNSREEE. BIE). MRFHERRE, A&/ TBD (to be determined ) .

| SRR

@ Use of proper expressions

Find out the English expressions for the following Chinese expressions from Sample 1
and Sample 2.

‘ Sample 1 ‘ Sample 2
(1) #EX

Q) DEENE

3) =M

(4) EIEEEK

(%) BF

BIKEEERFINEEREERT, B EhER—RANaEEfiaERkEzA. Al
HREIREIRINERE arrive at, depart from, Z18)%215 check-in, check-out &5,

| 1SR4

t5
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In “Prepare for the task”, Li Yue has got detailed information about Professor Payne’s visit and

made clear of his needs. In “Develop the strategies”, she has learnt the structure of an itinerary

and proper expressions to convey concise and specific information.

Imagine you are Li Yue. You are going to make the itinerary for Professor Payne and send it to

Michael. The following steps may help you with the task.

Step El Identify important information

Review detailed information about the
business trip in “Prepare for the task”.
Find out what information should be
included in your itinerary.

Classify the information

After choosing the structure, you can
classify the detailed information you have
got from Step 1 into different items in the
structure properly, such as date, time,
specific activities, and location.

step AA

Choose a structure

After identifying the important
information, you can plan the
structure of your itinerary. You may
refer to “Develop the strategies” and
choose a structure.

Make your own itinerary

Now you can organise all the
information together and make your
itinerary. Make sure you cover all the
necessary information and use the
proper expressions.

Professor Payne’s Business Trip Itinerary

Step H Revise and reflect

74
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Now, you’ve finished making the itinerary. Before sending it to Michael, you may revise

and reflect on your version based on the following que

(1) Does your itinerary include all the important information?

(2) Have you used proper expressions?

(3) Is the itinerary concise and logical?




To extend

When making the itinerary, Li Yue has known that Professor Payne wants to visit the Forbidden City
again. To better accompany him during his visit, Li Yue searched for more information about the
Forbidden City. Read the following text and learn about some fun facts about it.

Interesting facts about the Forbidden City

Animal figures along the roof ridges

A row of animal figures is placed on the four ridges of the
Forbidden City’s palaces. In Chinese culture, it is believed
that these figures can help to drive monsters away. The
animal figures are usually in odd numbers, going up to
nine. The bigger the number, the higher the ranking of
the palace. However, there are ten animal figures on each
of the roof ridges of the Hall of Supreme Harmony, the
highest-ranking palace at the Forbidden City. The tenth
figure is named Hang Shi. It looks like a standing monkey
with wings on its back, holding a sword.

The huge stone carving

Behind the Hall of Preserving Harmony, there is a
huge dragon stone carving between the stairways. The
carving shows nine dragons playing with pearls amid
clouds, with waves and mountains on its base. As the
largest stone in the Forbidden City, it is 16.7 metres
long, 3.07 metres wide and 1.7 metres thick, and
weighs about 200 tons. The carving is made of a single
piece of natural marble which was delivered from
Fangshan District, around 70 kilometres southwest of
Beijing. It is said that the delivery was done in winter,
taking 20,000 workmen 28 days to complete. The
workmen dug wells along the way, pumped water from
them, and then splashed the water on the road. The

quickly frozen road made the delivery more easily.

Vocabulary

ridge /mdz/ n. (B ) &5 carving /'kaviy/ n. BEZI4) dig /dig/ v. & (@ ); 2 (15)

odd number Z7£{ stairway /'steower/ n. B4 pump /pamp/ v. M\HETHEE (7K. SHZ)
Hall of Supreme Harmony X#1E% . marble /mabol/ n. KIEH | splash /splef/ v. {F----- &

FE
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Understand the text

El Read the text and choose the best answers to the following questions.
(1) What can we know about Hang Shi?

A. Tt is a monster in Chinese culture.
B. It looks like a monkey with a sword on its back.
C. There are ten animal figures of Hang Shi in the Forbidden City.
D. It is on the roof ridges of the Hall of Supreme Harmony.
(2) Why did the workmen dig wells along the way to the Forbidden City?
A. To store the natural marble.
B. To find the largest natural marble.
C. To move the natural marble more easily.
D. To clean the natural marble more easily.
(3) Which of the following is true about the Forbidden City?
A. There are waves and mountains on the top of the huge stone carving.
B. The animal figures on the ridges of the palaces are usually in even numbers.
C. The number of animal figures on the ridges shows the ranking of the palace.

D. The huge stone carving is made of a marble delivered outside of Beijing.

3 Work in pairs and discuss the following question.

Do you know any interesting facts about the tourist sites in your hometown? Choose one of them and

discuss with your classmates.




