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1. —Anything else I can do for you?—() Thank you!-->(B.That's all.)

2. —Are you feeling better today, Jack?— () -->(C. Yes, thank you,
doctor. But [ still don’t feel good.)

3. —Are you going on holiday for a long time?— () -->(C. No. Only
a couple of days.)

4. —Are you ready,Folks?— () -->(A.Yes.I'm ready.I'll have the
vegetable salad.)

5.—Bob, () ? Oh, that's my father ! And beside him, my mother.
B.who's talking over there

6. —Can you copy these papers for me?— () -->(B.Ok, Just wait a
moment please.)

7. —Congratulations! You won the first prize in today's speech
contest.— () .-->(C. Thank you.)

8. —Could I borrow your car for a few days?— () -->(C. Sure, here
you are. Enjoy your journey.)

9. —Could I speak to Don Watkins, please?— () -->(A. Speaking,
please.)

10, —Could you help me with my physics, please?— () -->(D. So

I can’t. [ have to go to a meeting right now.)

11, —Could you please give me a hand?— () -->(B.Sure,what is the

matter?)

12, —Could you tell me how to get to the bus station?— () -->(C.It's
next to the school.)
13. —Dad,this is my roommate,AndreA.—
() .-->(A.Hello,AndreA.I've heard so much about you)
14. —David injured his leg playing football yesterday.—Really?
() -->(C.How did that happen?)
15. —Do you have any plans for tomorrow morning?— () -->(B.No.I
have nothing planned tomorrow.)
16 —Do you mind if I smoke here? — (). You can go to smoke in
the yard. C. You'd better not.
17. —Do you mind my smoking here?— () -->(B. Yes, [ do.)
18. —Excuse me where is the post office? —Sorry I'm new here.—
() .-->(C.Thank you all the same)
19. —Excuse me, could you show me the way to the nearest post
office? — () Two blocks away from here at the Green Avenue. You
can’t miss it.-->(Oh, yes!
20. —Excuse me, could you show me the way to the nearest post
office?— ()  Oh, yes! Two blocks away from here at the Green
Avenue. You can't miss it.-->(D. Mm, let me think.)
21.—Excuse me, how much is the jacket?—It's 499 Yuan. (). -->(D.
Would you like to try it on?)
22. —Excuse me, how much is the jacket?—it’s 269 Yuan. ()
B. Would you like to try it on?
23. —Excuse me, () —Yes,it's 8633-278-->(C.could you please tell
me what's the telephone number on my desk?)
24, —Excuse me,could you show me the way to the nearest post
office? — () Two blocks away from here at the Green Avenue.You
can't miss it.-->(A.Oh.yes!
25, —Excuse me,where is the post office?—Sorry \'m new here.— ()
-->(A.Thank you all the same )
26+ —Excuse me, () —Yes,it's 8633—278-->(C.could you please tell

37. —Hello, may I speak to Mike?— () . May I ask who is
calling?-->(C.This is Mike speaking.
38. —Hello, this is John speaking. Could I speak to Mike?— ()
-->(B.Hold the line, please.)
39. —Hello, Yang Lin speaking.— () -->(B.This is Carol here.)
40, —Hello,Could Is peak to Mike?— () T'll get him to
phone.-->(C.Hold the line.please.)
41, —Hello,I'd like to speak to Phil.—He's out to lunch now. ()
-->(C.Would you mind calling back later?
42.—Hello,I'm David Chen.Nice to meet you.—()-->(B.Nice to meet
you too)
43, —Hello,I'm Harry Potter—Hello,my name is Charles Green,but
() .-->(C.call me Charles.)
44, —Hello,I’dliketospeaktoPhil.—He’souttolunchnow. ()
C. Would you mind calling back later?
45, —Hello,’mDavidChen.Nicetomeetyou.— () B. Nice to meet
you, too.
46, —Hello,may I speak to Mike?— () .May I ask who is
calling? -->(C.This is Mike speaking.)
47.—Hello,Sky Travel Agency.May I help you?-().-->(A.Yes.I'd like
to make reservations to Beijing on the flight ZH8147 at 6:00 pm on
December 19th.)
48, —Hello,this is John speaking.Could I speak to Mike?—
() .-->(B.Hold the line.please.)
49, —Hello, This is Yang Lin speaking.— () -->(A.This is Carol here.)
50. —Hello,Yang Lin speaking.— () -->(A.This is Carol here.)
51. —Hello. Could I speak to Mike? () I'll get him to phone.
C. Hold the line, please.
52, —Hello.Sky Travel Agency.May I help you?— () -->(C.Yes.I'd
like to make reservations to Beijing on the flight ZH8147 at 6:00 pm
on December 19th.)

me what's the telephone number on my desk?)

27. —Good morning, John. How are you doing?— () -->(C. Not so

bad. And you?)

28.—Good morning, may I speak to Mark, please?—() -->(B. Who’s

that speaking?)

29. —Good morning,can I help you?— () -->(B.I'd like to borrow a

book named Gone With the Wind from vour liary.)

30. —Good-bye for now.— () -->(C. See you)

31. —Hello, how are you?— () -->(C. Fine, thank you.)

32, —Hello, I'm Harry Thomas Hello, my name is Charles Green,

but () C. call me Charles, pleaes.

33.—Hello, I’'m David Chen. Nice to meet you. —()-->(Nice to meet

you t00.)

34, —Hello, I'd like to speak to Phil.—He's out to lunch now. ()

-->(Would you mind calling back later?)

35. —Hello, I'm David Chen. Nice to meet you.— () -->(B.Nice to

meet you t00.)

36. —Hello, I'm Harry Potter.—Hello, my name is Charles Green, but
() .-->(C. call me Charles)
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53.—Hello, I'm David Chen.Nice to meet you.—() C.Nice to meet
you too.

54. —Hey, Derek, which do you think is harder to learn, marketing or
designing?— () -->(B.Personally, I think designing is more difficult.

55. —Hey, Tom, what's up?— () -->(B. Oh, not much.)
56+ —Hey, You look so pale. What's wrong?— () -->(C.I didn't slee

well last night.)
57. —Hey,Derek,which do you think is harder to learn,marketing or
designing?— () -->(C.Personally.I think designing is more difficult.)
58. —Hey,Tom.You look so pale. What's wrong?— () -->(B.I didn't
sleep well last night)
59. —Hey,You look so pale.What's wrong?— () -->(B.I didn't sleep
well last night.)
60~ —Hi, I'm Melinda Smith, nice to meet you all here.— () .
C.Nice to meet you, too
61. —Hi, I'm Melinda Smith, the new secretary. Nice to meet you
here.—Hi, I'm Mike Brown from the Training Center.

O -->(C.I hope you'll be happy working here)
62. —Hi, Tom, how's everything with you?— () , and how are
you?-->(B.Hm, not too bad)




63.—Hi,I'm Melinda Smith,nice to meet you all here.—().-->(C.Nice
to meet you,too )

64. —Hi,I'm Melinda Smith,the new secretary.Nice to meet you
here.—Hi,I'm Mike Brown from the Training Center. () -->(B.I hope
you'll be happy working here.)

65. —Hi,Melind.Can I make a brief introduction of the office work to
you?— () -->(A.Thank you!lt's very kind of you.)

66. —Hi,Tom,how's everything with you?— () ,and how are

you? -->(B.Hm,not too bad

92, —Let's go to the library this afternoon.— () -->(D. That’s a good
ideA.)
93, —May I see your tickets,please?— () .-->(A.Sure)
94.—May I speak to Tom?—I'm sorry.He isn't in the office now.—()
—Yes,of course.-->(B.Can I leave a message? )
95. —May I speak to Tom?—I'm sorry.He isn't in the office now.
() ? ->(A.Can I leave a message)
96. —May I use your bike for a moment?— () -->(B.By all means.)
97. —Mom, must I finish my homework now?-->(needn't— No, you
() . You may have supper first.)

67 —Hi, This is John.— () -->(C.Hello.John.Nice to meet you.)
68. —How are you getting on today?— () -->(A. Very well)

69. —How are you, Bob?— () -->(B.I'm fine. Thank you.)

70~ —How are you, Bob?— () Ted.-->(B. I'm fine. Thank you.)
71. —How can I get to the cinema?— () -->(D. Go down this street

98, —Mom,must I finish my homework now?—No,you () .You may
have supper first.-->(A.needn't

99. —Must I take a taxi?—No, you () . You can take my car. -->(D.
don’t have to)

and turn left.)
72+ —How do you do?— () -->(B. How do you do?)

73. —How much is this necklace?— () -->(C. It costs fifty pounds)
74. —How tall is your sister?— () -->(D. She is as tall as [ am.)
75+ —How was your trip to London, Jane?— () -->(A. Oh, wonderful
indeed.)

76+ —How's your family?— () -—-#Bif4T . -->(C. Not too bad.

77+ —I1 didn't mean to do that. Please forgive me.— () -->(B. That’s
all right.)

78, —I think he is a good lecturer— () -->(B.Sodo L)
79+ —I wonder if I could use your computer tonight?— ()
using it right now. () -->(A. Sure, go ahead.)

80.—I would like to make an appointment for the meeting. Which day
would you prefer,Tuesday or Thursday?— () -->(C.Well.either time

I'm not

100. —My mother is retired. My father is a manager.

C. What do your parents do

101, —Please give me a hand to print out the report, won't you?— ()
-->(B.Of course I will.)

102, —Sally, () ,Mary Brown.—Nice to meet you.I'm Sally
Johnson,the Sales Manager.-->(B.this is our new secretary)

103, —Thank you for calling.— () -->(C. Nice talking to you.)
104, —Thank you for inviting me.— () -->(B.Thank you for coming.)
105. —Thank you for your invitation.— () -->(B. It’s a pleasure.)

121. —What time does the office open?— () .-->(A.I think it opens
at8.)
122. —What's the matter John?— () -->(A. I failed my French test.)
123. —What's the matter, dear?— () -->(B. I have a terrible
headache.)
124, —What's the problem with your bike?— () -->(C. Nothing
serious.)
125, —Who's that speaking? — () C. This is Tim speaking.
126, —Why don't you come and join us for a dance?— () .-->(A.T
can't.but thank you )
127. —Will you show me how to use this software?—
() .-->(A.Sure.You'll master it in no time.)
128. —Would you like something to drink? What about a cup of
tea?— () -->(A. No, thanks)
129, —Would you like to go to the concert with us this evening?—
() .-->(B.I'd love to,but I'm busy tonight.)
130, —Would you mind helping me for a minute,Barbara?— () What
do you want me to do?-->(C.I'd be glad to.)
131. —Wow! This is a marvelous room! I've never known you're so
artistic.— () -->(C. Thanks for your compliments.)
132, —Wow,this place is amazing.— () -->(C.Thank you.)
133, — () -->(What are your plans for summer vacation?— I'm not
sure what I'll do. I hope to watch TV and enjoy myself.)

106 —Thank you so much for your lovely gift— () -->(B. ’'m glad
you like it.)

107 —Thanks for your help.— () -->(A. My pleasure.)

108 —This box is too heavy for me to carry upstairs.— () -->(B. Let
me give you a hand.)

will do.)

81. —I'd like to apply for a library card.— () -->(C.Fill out the
application form first, please.)

82, —I'd like to invite you for dinner on Saturday.— () .-->(A.Thank
you for your kind invitation.I'll be there on time)

83, —I'd like you to meet my friend Tom.— () -->(B.Glad to meet

you.)
84, —I'm sorry. I am late due to heavy traffic— () -->(A. Well, it’s

OK.)

85, —TI've got the system running,but I can't open my file.— ()
-->(A.Let me see if I can get it to work.)

86, —Is it possible for you to work late tonight?>— () -->(D. I think
80.)

87. —Is Mary there?— () -->(A. Speaking.)
88. —Is that seat taken?— () -->(B. 1 don’t think so.)

89. —It's lovely. I have never been to such beautiful place like
that.-->(How about your trip?)

90. —It's rather cold in here.Do you mind if I close the window?— ()
-->(B.No.go ahead.

91. —Let me introduce myself. I'm Steward.— () -->(B. Pleased to

meet you.)

109. —This is John.— () .-->(C.Hello.John.Nice to meet you.)
110, —This is Melinda speaking from Qiaoxiang Community Service
Center.—Let me see.There will be some visits to our community
library and learning center.-->(B.I'm calling for the arrangement of the
visit next Monday.)

111, —Unbelievable! I have failed the driving test again!— () This is
not the end of the world.-->(C.Cheer up!

112, —We are going to have a singing party tonight. Would you like
to join us?— () -->(A. [’m afraid not, because I have to go to an
important meeting.)

113, —We'll have a charity book sale together with Menglin
Publishing House next month. () ?—Yes,I think the Music Square is
large enough.-->(A.Could you give any suggestion on the location)
114, —What a beautiful dress you have on today!— () -->(D. Thank
you.)

115, —What are you majoring in?— () -->(C. Mathematics.)

116. —What color would you like?— () .-->(C.I want the green one)

117. —What day is today?— () -->(D. It’s Monday.)
118.—What do you think of this novel?>—() -->(B. It’s well-written.)

134, — () ? —My mother is retired. My father is a manager.-->(What
do your parents do)

135, — () ? —Nothing much.-->(What’s u

136, — () ? —The round—trip air fare for a person is only
$188.-->(What is the exact air fare)

137« — () ?—I'm afraid not.But I'll be free this afternoon.-->(C.Can
you spare me a few minutes now )

138, — () ?—I'm not sure what I'll do.I hope to watch TV and enjoy
myself.-->(C.What are your plans for summer vacation)

139. — () ?2—It takes about 3 hours.-->(C.How long will the journey

take )
140. — () ?—It will take about 3 hours.C.How much time will the
journey take

141, — () ?2—It's lovely.I have never been to such beautiful place like
that.-->(C.How about your trip)

142, — () ?—My mother is retired. My father is a
manager.-->(C.What do your parents do)

143, — () ?—Nothing much-->(B.What's up)

144, — () ?—Please call me Mary.That's my first name.-->(A.How
shall I address you )

145, — () ?—The round—trip air fare for a person is only
$18-->(C.What is the exact air fare)

146.—()— TI've called the maintenance worker.-->(This copier needs
repairing.)

119. —What does Tom's wife do for a living?— () -->(A. Sheisa

doctor.)
120. —What is your job?—I'm () accountant.-->(B.a)
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147, —(—It's my pleasure. -->(Would you please fax the document
for me?




148, — () —7Please accept my sincere regrets for not being able to
join you.-->(I'm just wondering if you could come to join us.)
149, — () —He teaches physics in a school.-->(C.What is your

father?)
150, — () —He teaches physics in a school. -->(A. What does your
father do?)

151+ — () —I'm afraid not.But I'l1 be free this afternoon.-->(Can you
spare me a few minutes now?)

152, — () —I'm not sure what I'll do.I hope to watch TV and enjoy
myself.-->(B.What are your plans for summer vacation?)

153, — () —I'm sorry.Please accept my sincere regrets for not being
able to join you.-->(B.I'm just wondering if you could come to join

us.)

154, — () —TI've called the maintenance worker.-->(A.This copier
needs repairing.)

155 — () —It takes about 3 hours .-->(How long will the journey
take ?)

156, — () —It's lovely.I have never been to such beautiful place like
that.-->(B.How about your trip?)

157. — () —It's my pleasure. -->(C.Would you please fax the
document for me?)

158, — () —My mother is retired.My father is a manager.-->(C.What
do your parents do?)

159. — () —Nothing much.-->(A.What's up?

160.—()—Please accept my sincere regrets for not being able to join
you.-->(A.I'm just wondering if you could come to join us.)

161, — () —Please call me Mary.That's my first name.-->(C.How
shall I address you?)

162, — () —The round-trip air fare for a person is only
$18-->(A.What is the exact air fare?)

163.—()—you deal with the data files,the more familiar you get with
them.-->(The more

164, — () ? —I' m afraid not. But I'll be free this afternoon.

C. Can you spare me a few minutes now
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1+ A business () is written for business trips,which should include
everything from travel arrangements to hotel information and
business meetings.

C.itinerary

2. Abusiness () is written for business trips,which should include
everything from travel arrangements to hotel information and business
meetings.-->(C.itinerar

3. A fireman discovered the () of the fire.-->(A.cause

4. A good tour guide tells visitors () .-->(B.what they couldn't miss
during the trip )

5. A letter of invitation is () to invite people for a business event
or personal occasion.

A.written

6. A new English-Chinese dictionary will soon () out.-->(A.come)

7+ A secretary must () big pile of files and correspondence in
office.-->(B.deal with

8. A sudden noise of a fire—engine made him to the door.-->(hur
9. A sudden noise of a fire—engine made him () to the
door.-->(A.hur

10, A well () job description can answer a lot of questions from job
seekers.-->(A.written

11, According to the passage, what's the meaning of“stop”? (Line
3,Para2)

B.A brief stay in the course of a journey

12, After you are familiar () all these jobs,we will discuss
it.-->(C.with

13, After you are () with all these jobs,we will discuss
it.-->(B.familiar

14, All of us are responsible the baby's () safety.-->(C.for

15, Although she felt ill,she () went to work.-->(A.still

16, Are you still looking () a job?-->(A.for

17. Canwe () another worker to help Jimmy or find another
solution?-->(A.assign)

18, Can you explain your arrangements () ?-->(B.in detail

19. Charles regretted () the TV set last year.The price has now come
down.-->(B.buyin

20, Children under fifteen are not permitted to see such kind of
movies () bad for their mental development.-->(B.as is

21. Communication through IT will become ()

A.faster, more effective and efficient

22. Copying files under Linux is similar () copying files under
DOS.-->(C.to

23, Could you detail all your () on this form? -->(A.expenses
24, Could you tell me () she is looking for? -->(B.who

25. Did George care about Melinda?B.Yes, he did

26. Do not do anything () should go against his will.-->(A.that)

41. Have Melinda and Helen decided on how to publish the news
of lecture?B.No, they haven't

42, Have you () to say to me?-->(A.anything else )

43. He can't ride the bike to school,I can't () .-->(B.either

44, He can () good English.-->(B.speak

45, He has been looking forward to, () to England for a long
time.-->(goin

46. He has learned English and German.Now he is going to learn ()
language.-->(A.another

47. He lunch in the canteen right now.-->(is havin

48. He never comes () to school.-->(B.late

49. He published the journal () from 1990 to 20.-->(C.annuall

50 He said this would () companies from creating new
jobs.-->(A.prevent

51. He saw nothing, () he?-->(B.didn't)

52. He suggested the sports meet be () because of the bad
weather.-->(B.put off

53. He () comes by bus. C.sometimes

54. He () lunch in the canteen right now. B. is having

55+ Hello,everyone,I'd like to () our new secretary to
you,Melinda.introduce

56+ Hello,everyone.l'd like to () to you our new secretary,Melinda
Smith.-->(C.introduce

57 He () comes by bus.-->(C.sometimes

58. He () lunch in the canteen right now.-->(C.is havin

59. His father is getting () old () climb up the mountain.-->(too, to
60. How can we improve the management?

B.By learning a new set of IT skills

61. How can you avoid forgetting something important, such us
presentations, sample products or contracts?

A.Write down any special information you may need to bring to each
meeting

27 Do you know if there is () in today's newspaper? -->(C.anythin
important)

28. Do you require a deposit(xE4:)to () a reservation?-->(A.confirm)
29. Do you understand () the teacher said?-->(A.what)

30~ Do you want to fly first or () class?-->(C.econom

31. Does David () ?-->(A.like flying )

32, Don't be afraid () ask a lot of questions.-->(A.to

33. Every teacher and student () annual health check next week.
C. will be given

34. Everyone in these schools () English well.-->(A.speaks

35. Everyone is very () to this boy.-->(A.friendl

36. Few students could answer the question, () they?-->(B.could)
37. Follow your plan and don't stop () it's finished.-->(C.until

38. Georgeis () on business,and nobody else is in for the
moment.-->(B.travelling)

39. Had you come five minutes earlier,you () the train to Beijing.But
now you missed it.-->(A.would have caught)

40. have been looking forward to () from my parents.-->(hearing)
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62, HowdoI () the gym?-->(C.get to

63. How many kinds of mobile technology is mentioned in the
passage? A.5

64. How many people would like to travel by plane?B.Two

65. How many tips are there in the passage?C.Five

66+ Howto () an effective meeting? -->(C.run)

67+ I can't keep a dog or a cat () I am seriously allergic to animal
hair. B. because

68, Ican'ttell () .-->(A.whose shirt it is)

69. Ididn't want to learn the subject () I heard the story about the
hero.-->(C.until

70+ Idon’t know when () the dictionary.-->(he borrowed

71, Ifelt () tired that I did nothing last night.-->(A.so

72+ Thave an English class () a week.-->(C.three times

73+ T have been looking forward to () from my parents. -->( hearing)
74 Theard Lily () the song once.-->(A.sin

75+ 1 like the working atmosphere here.It's very () .-->(C.friendl
76+ 1 like the working () here.-->(C.atmosphere

77+ Isaw something () out of his pocket.-->(C.drop)



78+ Ithink () is impolite to call people by their first names.-->(B.it)

79+ Tusually go to the office () train.-->(B.b

80. I will give you to finish () it.-->(C.two weeks' time )

81. I () agood film on TV at the moment B. am watching

82, I () to finish my essay on time, but I failed.A. attempted

83. I () , whoyour friend, will try my best to help you.
C.am

84. 1'd like to book a table for ten under the name of Jordan () 7

p-m. () December 24th.C. at, on

85. I'd love to have a break , but I can't () the time now. A.spare

86~ I'm looking forward to () you. B.seeing

87 I'mlooking forward to () together with you. C. working

88. I'm () to do anything at your word. C.ready

89. I’m looking forward to () together with you.-->(workin

90. I'd like to book a table for ten under the name of Jordan () ?p.m.
() December 24th.-->(C.at.on

91. I'd love to have a break,but I can't () the time now.-->(A.spare

92. T'll make a list of all the documents on this file () make it more

clearly.-->(C.in order to

93, I'm a deputy manager.I () an IT company.-->(A.work for

94, T'm afraid T won't be available then.I () a friend off at five this

afternoon.-->(B.will be seein

95. I'm looking forward to () together with you.-->(B.working)

111, It's high time that he settled down in the country and () a new
life.-->(B.started

112, It's () for your eyes to read in bed.-->(C.bad

113. T () agood film on TV at the moment. B. am watching
114, Jackson does well () maths.-->(A.in)

115, Jack () to see you.He'll be here soon.-->(B.is comin

116. Keeping eye contact makes the other person () ,welcome and
comfortable.-->(A.feel

117, Mary has been a secretary in this company () she graduated from
Beijing University.-->(B.since

118, Mary () when she heard the news.-->(B.was surprised)

119, means to do what you should do on time.-->(To be punctual
120. Melinda will take a () C.round trip

121, Mike () his colleagues when the phone rang.-->(A.was talkin
with)

122, Most tour companies () advance payment when a booking is
made.-->(B.insist on

123, Mr.White writes short stories,but he () a TV play these
days.-->(A.is writin

124, Mr.White () short stories,but he () a TV play these
days.-->(A.writes.is writing)

125, n their arrival,you should () the following points. .-->(pay

142, She doesn't have the funds to () her design.-->(B.carryout
143, She felt very tired and was glad to () him.-->(C.lean on

144 She has three children.One is a teacher and () two are
workers.-->(C.the other)

145, She hasn't the fundsto () her design.-->(C.carry out

146, She kepton () although she was tired. -->(B.workin

147, She wants a job where () .-->(C.her management skills can be put
to good use)

148, She won't be afraid as () as you are here.-->(A.lon

149, She (O an English teacher.-->(B.used to be

150, Shirley () a book about China last year but I don’t know whether
she has finished it.-->(B.was writin

151, Smile alot and be () friendly as possible to everyone you
meet.-->(C.as )

152+ Such office software is popular () the executive

secretaries .-->(A.with)

153. The book () in English. C. is written

154, The boys enjoyed () football very much.-->(A.playin

155. The bus came after it () for about half an hour.-->(A.had been
waited)

156+ The bus came after they () for about half an hour.-->(C.had been
waiting )

attention to)

96. I'm looking forward to () you.-->(B.seein
97. I'm O to do anything at your word.-->(C.read
98. If a baby bird stays () for two or three weeks after leaving the
nest,it has a fair chance of becoming an adult.-->(A.alive)
99. Ifit () rain tomorrow,we'll have a party outside.-->(B.doesn't
100, If there are changes,don't forget () the related persons
know.-->(A.to let
101+ If you don't know what you want,you might () getting something
you don't want.-->(B.end up with)
102.If you have any questions here,please tell us.We'll all be(Dto help
you.-->(A.read
103+ In what order should Melinda file the documents?
A.In numerical order
104, Isn't it impolite to call people by their first names?”The
underlined word is of the same word class(i 1) as

() . -->(B.interestin
105. Isn't it impolite to call people by their first names?The underlined
word is of the same word class as () .-->(C.interesting)
1061t is very important for us to find a( )between work life and home
life.-->(B.balance
107. It maybe helpful to set your watch just two minutes

() ?-->(A.ahead
108+ It was getting () ,he had to stop to have a rest.-->(B.darker and
darker)
109. It was on the beach () Miss White found the kid lying
dead.-->(C.that
110 It will take us () hour to get there.-->(C.an

126, Nancy isn't here.It's my mistake.I forgot all about ()
her.-->(A.telephonin

127, Neither John () his father was able to wake up early enough to
catch the morning train.-->(B.nor

128. nice picture you gave me!-->(What a

129. Nowadays office work can be done by hand () very fast
speed.-->(A.at

130. Of the two cities,I think Chongqing is () one.-->(B.the hotter
131, Onour () we were told that our rooms had not been
reserved.-->(B.arrival

132, On their arrival,you should () the following points.-->(B.pay
attention to )

133. People can do many things with a computer in business
management except () C.producing goods

134, People here usually () each other by their first names instead of
family names.-->(A.call)

135, Please give me two () .-->(C.pieces of paper)

136, Please hand () your homework in time.-->(C.in

137. Please pay () to what was discussed yesterday.-->(A.attention
138. Please see the suggestions below to () that your files are not
lost.-->(A.make sure)

139. Professor Smith promised to look () my paper,that is,to read it
carefully before the defense.-->(B.over

140. Scientists have made great contributions () development of our
human beings.-->(A.to)

141. See the bottom of this page for details of how to apply () this
job.-->(B.for
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157, The children were made () happy by the news.-->(to feel)

158 The company hosted a(n) () for their new staff.-->(A.reception

159. The difficulty is () the most of work with the least of

money.-->(A.how to do

160. The environmentalists and wild goats’ () on the vast grasslands

was a good indication of the better environment.-->(B.attendance

161, The Foreign Language Department is on () second

floor.-->(B.the

162 The is very hard. I can't answer it.-->(question

163, The manager will not () us to use his car.-->(C.allow

164, The next train () the station atl 1o'clock.-->(B.leaves

165, The question never () in discussion.-->(B.came u

166+ The secretary has a lot of things to take up in the office since she
() away for quite a few days.-->(B.has been

167 The teacher showed the students () the laboratory.-->(C.around

168, The Two parties made it clear that they would not( Jthe invitation

unless the Centre reduced its tax component.-->(C.accept)

169. The two parties made it clear that they would not () unless the

Centre reduced its tax component.-->(B.accept the invitation)

170, The work was done () her instructions.-->(A.according to)

171+ There are over two () Party members in our city.-->(A.million

172 There are two windows in the room. () of them faces

south.-->(C.Neither

173 Thereisno () to the house from the main road.-->(A.access

174 There's () water in the bottle.Don't throw it away.-->(A.a little

175+ They didn't arrest him in the shop, () ? A. did they

176 They got up early to see the sun () .-->(A.rise)




177 They were successful () a communication satellite.-->(C.in

launching)

178 They were () a communication satellite.-->(B.successful in

208. Your mother is ill.You must send () a doctor.-->(B.for
209. You () everything you read in your folder
A.don't need to keep

launching)
179. They will be having many things () about the project next

Monday.-->(C.done
180. The () is very hard.I can’t answer it.-->(A.question
181+ This book gives some useful ( ) on how to save money.-->(C.tips
182, This is the key () the door,don't lost it! -->(B.to
183, This is true of management () of workers.-->(A.as well as
184, Through the work plan,the team leader is able to () the tasks at
hand,the deadlines for completion,and the responsible parties for
effective management.-->(C.identif
185, To () the ice,after introduction,you can ask about their
journey.--—>(B.eak
186. We have to () at the hotel before 6pm.-->(A.check in
187, We must promote originality and encourage( )in order to develop
our technology.-->(C.innovation
188, We need amore () decision—making system.-->(B.flexible
189. We should speak English as () as possible.-->(A.much
190, We'll visit the Monkey Island next Sunday if our teacher () with
us.-->(C.goes)
191, We've made some achievements,but there is still a long way

() .->(A.to go

192, What is the exact air () ?-->(A.fare

193. What is your job?—I’ m () accountant. B. an

194, When will the General Manager be () ?-->(C.available)

195. While the girls () supper,their father came home.-->(C.were
having)

196. Who’s the woman in the red coat? She’s () mother.-->(Tom and
Kate’s)

197, With his work completed,the manager stepped back to his

seat,feeling pleased () he was a man of action.-->(C.that

198. Within the team,a work plan can tell each member what is being
() and why.-->(C.done

199. Within the team,a work plan can tell each member what () and

why.-->(A.is being done

200+ You can have a quick view of the data types by using

B.thumbnails

201+ You can pick a specific time and place and ask them () they want

to go.-->(C.i

202, You can use them () you work here.-->(B.in case

203, You have more apples than () do.But () are better than

yours.-->(B.we.ours

204, You may write to me or come to see me. () way will

do.-->(C.Either

205, You've caught a cold.You'd better () to school.-->(B.not go

206+ Your goal is to publish a book and have () manuscript sent out to

publishers by November 201-->(C.the

207- Your goal is to publish a book and have () manuscript(F#%) sent

out to publishers by November 20.-->(B.the

210. —Hey, dude! I'm going out with Sally tonight.I really like

her, but I don't think she feel the same way.—Just try () at her.
C. smiling

211, —I'm () accountant.-->(B.an

212, —It's rather cold in here. Do you mind if I close the window?—
() -->(No, go ahead.)

213. —Leonard, why don’t you talk to me?—Sorry, honey, I was
() TV. A. watching

214, —What is your job?—I'm () accountant.-->(B.an

215. () ,after introduction,you can ask about their journey.-->(C.To

cak the ice)

216, () eye contact is very important in western

culture.-->(C.Keepin

217+ (O has not yet been decided.-->(A.When to hold the meeting)
218, () is the temperature today?-->(C.What

219, () me carefully,Can you () ?-->(C.Listen to...hear)

220, () means to do what you should do on time.-->(A.To be
punctual)

221, () means to do what you should do (). -->(C.To be punctual:on
time

222, () nice picture you gave me!-->(C.What a
223, () of students in our school is rising.-->(C.The number
224, () the children to bed,she began to correct the students'

exercises.-->(C.Having sent

225, ()the paperless management is widely used now,some important
files are still kept as hard copies.-->(A.Although)

226, () these honors he received a sum of money.-->(C.Besides
227, (they are brothers,they don't look like each other.-->(B.Though)

4. A letter of invitation is written to inv...

5. A letter of invitation is written to inv...

6. A work plan is an important tool to tell...

7+ A work plan is an important tool to tell...

8. Believe it or not, one of the most excit...

9. Elizabeth Blackwell was born inEnglandin...

Foxes and farmers have never got on well...

Hi, Joe, How are you?

Hi, Joe, How are you?

Hi, Xiaoyan, You want to know about my g...

If you thought handshakes were just a ge...

If you thought handshakes were just a ge...

If you thought handshakes were just a ge...

Meetings are very common nowadays.

Nowadays, information technology (IT) plays ...

19. There are different pieces of software t...

20. There are different pieces of software t...

1. A business itinerary is written for business trips,

A business itinerary is written for business trips, which should include
everything from travel arrangements to hotel information and business
meetings. (AP HE***) Write a suggested restaurant list that gives
several choices for lunch and dinner. Select restaurants near where
you will be attending meetings or stopping.

(1)What can help prevent forgetting something important? -->A.To
write down any special information.

(2)What does meeting information include? -->C.The name of
organization, time, address, and a contact name and number.
(3)Which of the following is TRUE according to
passage? -->B.Complete hotel information should be provided.
(4)What does“stop”(Para. 2)mean? -->B.A brief stay in the course of
a journey.

11
12
13.
14.
15.
16+
17+
18+

the

228, () Tim learn Russian last night? -->(A.Did

229, () useful book it is!-->(A.What a

230. () wine do you need for the party?-->(A.How much)

231, () you are free,why not go skating with us? -->(C.Since
232, () you deal with the data files,the more familiar you get with

them.-->(A.The more

233, () you get along with your neighbours,the more familiar you get
with them.-->(C.The more

234, () your plan and don't stop until it is finished.-->(B.Follow
235. () , after introduction , you can ask about their journey.
A. To break the ice

236. “Isn't it impolite to call people by their first names?“ The
underlined word is of the same word class (iF-1 4)as () .

B. interesting
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(5)What is a business itinerary written for? -->C.Business trips.

2. A business itinerary is written for business trips,

A business itinerary is written for business trips,******Select
restaurants near where you will be attending meetings or stopping.
1.What is a business itinerary written for?-->C.Business trips.

2.What does the underlined word stop mean?-->B.A brief stay in the
course of a journey.

3.What can help prevent you from forgetting
important?-->A.To write down any special information.
4.What does meeting information include?-->C.The name of
organization,time,address,and a contact name and number.

5.Which statement is TRUE according to the passage?-->B.Complete
hotel information should be provided.

3. A business itinerary is written forbusiness trips,

A business itinerary is written forbusiness trips, which should include
everything from travel arrangements to hotel information and business
meetings.To write a business itinerary, you can follow these steps:
21-1. What may NOT be included in a business itinerary-->C. What to
have for lunch.

21-2. How can you avoid forgetting something important,

something

such as



presentations, sample products or contracts? -->A. Write down any
special information you may need to bring to each meeting.

21-3. What does meeting information include according to the passage?
-->C. The name of the organization, time, address, and a contact
name number.

21-4. Which statement is TRUE according to the passage? -->B.
Complete hotel information should be provided.

4. A letter of invitation is written to invite people for a business
event or personal occasion.

The letter should be short and clear.A soft and polite tone should be
used.

21.What does the passage tell us? --> A.How to write an invitation
letter?

22.What kind of tone should be used to write an invitation
letter? -->B.Soft and polite.

23.What should be included in an invitation letter? --> C.Date,time
and the event.

24.How long is an invitation letter sent appropriatley according to the
passage? --> B.At least a week in advance.

25.The reason why we should send an invitation letter in advance is() ?
--> C.the receiver will need to plan to come to the event

5. A letter of invitation is written to invite people for a business
event or personal occasion.

A letter of invitation is written to invite people for a business event or
personal occasion. ******The letter will note with the details of a
contact person to confirm their attendance for the event.
1.What's the purpose of writing a letter of invitation?-->C.Either A or
B.
2.Which is not necessary when
invitation?-->B.weather
3.The letter of invitation should not be () .-->B.easy
4.Why should we send the letter of invitation in
advance?-->B.Because the receiver will need to plan to come to the
event.
5.Which might be the title of the whole passage?-->A.How to write a
letter of invitation
6. A work plan is an important tool to tell what tasks to do,
when to finish, who to take, where to go and how to get there. The
work plan organizes your task with a timetable of what, when and
how a job ...
1.What does the “deadlines” (Para. 2) mean?-->The point in time at
which something must be completed.
2.What can the clear objectives do?-->They can help the process of
planning, developing and managing a project.
3.What is the best title for the passage?-->The importance of a work
plan
4.Which of the following is not mentioned in the passage?-->A work
plan helps cut down expenses.

writing a letter of

5.Which of the following is true according to the passage?-->You can
change your plan for more realistic timelines when meeting any
problems..

7+ A work plan is an important tool to tell what tasks to do,

A work plan is an important tool to tell what tasks to do, ******The
schedule should be flexible.It can be changed for more realistic
timelines when meeting any problems.

1.Which of the following statements is not mentioned in the
passage?-->B.A work plan helps cut down expenses.

2.What can the clear objectives help?-->C.It can help the process of
planning.developing and managing a project.

3.What does the underlined word deadlines mean?-->C.the point in
time at which something must be completed

4.Which of the following statements is true according to the
passage?-->A.When meeting any problems you can change your plan
for more realistic timelines.

5.The best title for the passage would be () . -->B.The importance of a
work plan

8. Believe it or not, one of the most exciting and important
challenges in your life is the job search.

Believe it or not, one of the most exciting and important challenges in
your life is the job search. Whether you are going to have your very
first job or plan to have a new one, finding a job needs preparation and
planning. (JAb4EHE***) Put them in order of importance. This will
make you better understand what you want from life and work.
(1)Generally speaking, how long does a job search take? -->A.More
than 3 months.

(2)Comparing the personal goals to the career goals is().-->B.to make
you understand what you really want
(3)What is the first thing to be
search? -->C.Your personal goal.
(4)How many steps do you have to prepare for the job

search? -->B.Three steps.
(5)Which of the following is not a part of the career goal? -->A.Living

in the country.

9. Elizabeth Blackwell was born inEnglandin1821,and moved to
NewYork

Elizabeth Blackwell was born inEnglandin1821,and moved to
NewYork City when she was teny earsold. One day she decided that
she wanted to (JLAL%4 % **)she also set up the first medical school for
women.

1.Why couldn’t ElizabethBlack well realize her dream of becoming
asurgeon?-->C. A serious eye problem stopped her
2.What main obstacle

5 ) almost destroyed Elizabeth’s chances for
for a doctor? -->A. She was awoman.

3. How many years passed between her graduation from medical
school and the openingof her hospital? -->A. Eight years

4.According to the passage, all of the following are
"firsts” in the life of ElizabethBlack well, except that she. -->B. and
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considered in the job

i

be  coming

several other women founded the first hospital for women and
children

5.ElizabethBlack well spent mos to ftherlikein. -->C. the United States
10. Foxes and farmers have never got on well.

These foxes have long been accused of killing farm animals. They are
officially classified as harmful and farmers try to keep their numbers
down by shooting 0 %4 %...

1.What does the word wealthy(Para.3)mean ?-->Rich.

2.A new law may be passed by the British Parliament ( ).-->To forbid
hunting animals with dogs

3.According the passage, which of the following statements is
FALSE?-->All the people support the fox hunting today.

4.It can be learned from the passage that () .-->hunting foxes with
dogs is considered cruel and violent

5.The fox hunting in Britain is special because () .-->The hunters
have a set of rules to follow

11. Hi, Joe, How are you?

I’m sitting on the balcony of my hotel. I am looking at Hyde Park in
London and I am thinking about my life here. I am having a
wonderful time. I like my job — it is very & #%...

1.Why does Xiaoyan stay in London?-->She is working.

2.What are Xiaoyan’s London colleagues like?-->They are nice.
3.What does Xiaoyan think of London?-->It is exciting.

4.What does Xiaoyan think of people in London?-->They are
friendly.

5.What’s the weather like in London when Xiaoyan is writing this
letter?-->It is warm.

12, Hi, Joe, How are you?

How are you? I'm sitting on the balcony of my hotel. ****** The sun
is shining and the birds are singing.It's very warm.

And it is my birthday today.

But I am missing you all in Shanghai. COME AND VISIT!

Love,

Xiaoyan

1.What does Xiaoyan stay in London for?-->B.She is working.

2.What are Xiaoyan's London colleagues like?-->C.They are very
nice.

3.What does Xiaoyan think of London?-->C.She thinks it is exciting.
4.What does Xiaoyan think of people in London?-->B.She thinks they
are friendly.

5.What's the weather like in London when Xiaoyan is writing this
letter?-->A.1t is warm.

13. Hi, Xiaoyan, You want to know about my gym.

The gym is "New You". The phone number is 020 791 1340. It's near
Oxford Circus.

1.When can you go to aerobics class in"New You"? -->B.On

Saturday evening.
2.When does the Tai Chi class start? -->C.At 2: 00 p.m.on Wednesday

and Saturday.
3.What is free in the gym? -->B.Cosmetics.




4.Why is the evening the best time to go to the gym"New You"?
-->A.Because there are a lot of trainers to help you.

5.How can you pay for the class? -->C.By credit card or cash.

14. If you thought handshakes were just a gesture of greeting,

21. Which of the following is an appropriate title for this
passage?-->B. Shaking Hands Manners.

22. According to the passage, which of following statements is
True?-->C. It is important to know the right manners for shaking
hands.

23. Which is the proper way to shake hand?-->B. When someone
comes for a handshake, you should stand up.

24. One's handshake should show a feeling of-->C. strength and
warmth

25. How brief should a handshake be?-->A. Let go of each other's
hand after 2-3 seconds.

15. If you thought handshakes were just a gesture of greeting,then
think again!

If you thought handshakes were just a gesture of greeting,then think
again! ******]Jyst grasp the person's hand completely and do not
press it too hard.

21-1.Which of the following statements about the significance of
handshakes is not true?-->A.Handshakes are just a gesture of greeting.
21-2.If you are seated when someone comes for a handshake,you
should () .-->_C.stand up and shake his or her hand

21-3.Keeping eye contact while shaking hands makes the other person
feel () .-->B.comfortable

21-4.How long does a handshake usually last?-->C.2-3 seconds.
21-5.Which of the following words can best describe a proper
handshake?-->B.Brief and firm

16. If you thought handshakes were just a gesture of greeting,then
think again!

If you thought handshakes were just a gesture of greeting,then think
again! ******Just grasp the person's hand completely and do not
press it too hard.

21.The best title for this passage would be ()
Manners

22.According to the passage,which of following statements is

True?-->C.It is important to know the right shaking hands manners.
23.Which is the proper way to shake hand?-->B.When someone

comes for a handshake.you should stand up.
24.0ne's handshake should show a feeling of () .
warmth

25.How brief should a handshake be?-->A.Let go of each other's hand
after 2-3 seconds.

17. Meetings are very common nowadays.

Meetings are very common nowadays. ******Then,send out meeting
minutes within a few days,while everyone still remembers the pp int
5.

. -->B.Shaking Hands

-->C.strength and

21.Most meetings are sometimes thought to be ()
and uninteresting

. --> B.killing time

22.In order to have a successful meeting,the organizer should () first.
-->C.assign different roles to different people

23. When you are in charge of a meeting,you should do the following
things EXCEPT () . --> B.only discussing things listed on the agenda
24.Which of the following statements is TRUE according to the
passage?-->A.The organizers should he open to the participants'

opinions.
25.The best title for the passage is ()

. --> B.How to Run an Effective

25.What does the phrase“hard copies”mean?-->A.It means the
documents in the form of paper.

LR AW 18)--F KM hitp:/www.ddal23.cn/ (55
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1. As more workers have their own personal ...
2. As more workers have their own personal ...
3. Companies often post a job description o...

Meeting

18. Nowadays, information technology (IT) plays an important
role in business management.

Nowadays, information technology (IT) plays an important role in
business management. Whatever business you are in, IT is definitely
used in your management to a certain extent. (AN % *** ) E-mails,
online BBS, video conferencing, QQ, WeChat and other tools make
communication faster, more convenient, and most important of all,
more efficient.

(1)How many kinds of mobile technology are mentioned in the
passage? -->A.5

(2)What is the author’s purpose in writing this passage? -->B.To
introduce information technology and its usage.

(3)People can do many things with a computer in business
management except () . -->C.producing goods
(4)Communication through IT will become ()
effective and efficient

(5)How can we improve the management? -->B.By learning a new set
of IT skills.

19. There are different pieces of software to deal with electronic
files.

The most popular software so far is Microsoft Office 2010(with
Word,Excel and other tools) or its higher version.

1.What is the most popular software so far to deal with electronic files?
-->C.Microsoft Office 2010

2.What do people use to process data according to the passage?
-->B.Excel 2010

3.Can Microsoft Office 2010be used to process text? -->A.Yes

4.Are all documents kept as electronic files? -->B.No

5.Why are some important documents kept as ““ hard copies”?
-->A.Because people want to leave their names in the copies

20. There are different pieces of software to deal with electronic
files.

There are different pieces of software to deal with electronic files.
*HF*E*sometimes may need to sign their names in the“hard copies”.
21.What do people do by using Word 2010?-->B.process text.
22.Which is the best software to deal with data according to the
passage?-->C.Excel 2010.

23.What is the aim of using different software?-->B.To improve the
effectiveness of work.

24.Which of the following statements is NOT TRUE according to the
passage?-->C.All of the documents are kept in the electronic form.
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. -->A.faster, more

4. Do you seem to be late for work or schoo...
5. Do you seem to be late for work or schoo...
6. Do vou seem to be late for work or schoo...
7. Do you, sometimes, need to go to meet so...
8. Do you,sometimes.need to go to meet some..

9. Hi,Xiao yan,

10. How often should filing be done?
11. How to introduce vourself on the first d...

12, In Britain people usually have a doctor ...

13. In Britain people usually have a doctor ...

14. In Britain people usually have a doctor ...

15, Last week Polly decided to give up her j...

16, Last week Polly decided to give up her j...

17. Meetings are very common nowadays.

18. Whatever projects you do,

1. As more workers have their own personal computers at work,
e-mails are beginning to take over formal memo writing in many
companies. Email messages are written, sent, and usually read on a
computer sc ...
1.No matter how long the documents are, they can be sent through
emails.-->T
2.Nowadays, many companies still use formal memo writing.-->F
3.The second when you send the email message, people receive
it.-->T
4.Working with email is one way of saving time and energy.-->T
5.You could send the same email message to many people at the same
time.-->T
2. As more workers have their own personal computers at work,
e-mails are beginning to take over formal memo writing in many
companies. Email messages are written, sent, and usually read on
a computer screen.

As more workers have their own personal computers at work, e-mails
are beginning to take over formal memo writing in many companies.
Email messages are written, sent, and usually read on a computer
screen.

26. Email messages are written, sent, and usually read on a piece of
paper.-->F

27. Messages can be received in different time.-->F

28. The e-mail can be stored in an e—mail box.-->T

29. You can,t attach documents from other software programs.-->F

30. Email can improve work efficiency, but it is expensive.-->F



3. Companies often post a job description on their website when
they want to have new employees.

A job description is one of the first things a job seeker reads. A well
written job description can answer % I%...

1.A job description is an employment advertisement.-->F
2.A job description is the only standard to test whether job seekers
should apply for the job.-->F
3.A job description should include a lot of information.-->T
4.A job hunter will read the job description first when hunting for a
job.-—>T
5.Companies often have job fairs when they want to recruit new
employees.-->F
4. Do you seem to be late for work or school a lot?

Being on time is very important for personal success!Learn to
improve your chances for success with these tips for being right on
time—all the time!
26.Being punctual has nothing to do with personal success.-->F
27.1t is unnecessary to set your watch two minutes ahead.-->F
28.You'd better place your alarm clock beside your bed so that you
can turn it off at once.-->T
29.Being a punctual person,one should sleep earlier to allow himself
more than 7 hours’ sleep.-->T
30.This passage is mainly about the importance of being
punctual.-->F
5. Do you seem to be late for work or school a lot?

Do you seem to be late for work or school a lot?******You can talk
with others who are early,and that will make you happy before work!
26.Being punctual is very important for one's success.-->T
27.1t is perhaps useful to set your watch just two minutes ahead.-->T
28.Try sleeping earlier to allow yourself no more than 7 hours'
sleep.-->F
29.Being a punctual person,one should insist on being 15 minutes late
for everything.-->F
30.To be punctual means to do one should do everything on time.-->T
6. Do you seem to be late for work or school a lot?

Do you seem to be late for work or school a lot? Being on time is very
important for personal success! Learn to improve your chances for
success with these tips for being right on time — all the time! (AL

B **#) If you do this, you will be on time even with a slight traffic
jam. You can talk with others who are early, and that will make you
happy before work!

(DIt is unnecessary to set your watch two minutes ahead.-->F
(2)You’d better place your alarm clock beside your bed so that you
can turn it off at once.-->F
(3)Being a punctual person, one should sleep earlier to allow himself
more than 7 hours’ sleep.-->T
(4)This passage is mainly about the importance to be punctual.-->F
(5)Being punctual has nothing to do with personal success.-->F
7. Do you, sometimes, need to go to meet some visitors at the
airport?

Do you, sometimes, need to go to meet some visitors at the airport?
What should you do when you meet them? What should you

1.The introduction is usually starting with a brief and firm
handshake-->T

2.In order to break the ice, you may ask visitors about their journey
after the introduction. -->T

3.If you want to be more friendly and helpful, you'd better help carry
the luggage. -->T

4.You should discuss the schedule with the visitors before they've
settled down. -->T

5.1t is not friendly to ask about the visitor's journey. -->F

8. Do you,sometimes,need to go to meet some visitors at the
airport?

Do you,sometimes,need to go to meet some visitors at the
airport?******changes.If there are changes,don't forget to let the
related persons know.

26.When making introductions,you should introduce the visitor in
your organization first according to the passage.-->F

27.The introduction is usually followed by a brief and firm
handshake.-->T

28.1t is not friendly to ask about the visitor's journey.-->F

29.1f you want to be more friendly and helpful,you'd better help carry
the luggage.-->T

30.You should discuss the schedule with the visitors before they've
settled down.-->F

9. Hi,Xiao yan,

You want to know about my gym.

26.A yoga class is arranged on Tuesday morning.-->T

27.There are lots of bicycles in the gym.-->F

28.The best time to go to the gym is in the morning.-->F

29.There are many trainers in the evening.-->T

30.You can only pay by cash if you want to attend the classes.-->T

10, How often should filing be done?

It depends on how busy the office is. In very busy organizations, filing
is done at least every day. In a small or less busy office, filing can be
done once or twice a 1.

1.Filing should be done every day in each office.-->F

2.If you need always read the documents, you can put them into lever
arch files.-->F

3.1t is necessary to do filing no less than once every week in a small
office.-->T

4.0Only big instruments are useful in sorting out files.-->F

5.The company’s annual reports usually need to be filed.-->T

11. How to introduce yourself on the first day of work?

How to introduce yourself on the first day of work?*****Keep a
positive attitude and an open mind.Your life has changed and you will
get used to it.

1.Nobody expects you to know everything on the first day at
work.-->T
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2.You're new,so you shouldn't ask any questions.-->F

3.You should be friendly to both your co-workers and the leaders.-->T
4.1t's not polite to learn about the interests of your co-workers.-->F
5.You can leave your office as quickly as you can at the end of the
day.-->F

12, In Britain people usually have a doctor near their home or in
their town.

This is the local doctor. You have to register with a doctor before you
can make an appointment. You usually have to fill in a 2 li%...
1.British families often register with the same doctor.-->T

2 British people don’t have to pay when they see their doctor.-->T

3 British people usually go a long way to see a doctor.-->F

4.British people usually have to pay for their prescription at the
chemist's.-->T

5.Doctors always work alone in their own Doctor’s Surgery.-->F

13. In Britain people usually have a doctor near their home or in
their town.

In Britain people usually have a doctor near their home or in their
town. *****have to pay some money for the medicine-but you don't
have to pay the full price.

26.In the U.K.people usually have a doctor faraway from their
home.-->F

27 British families often register with the different doctors.-->F
28.Doctors often work together in groups in their own Doctor's
Surgery.-->T

29.Doctors makeup the medicine for the patients.-->F

30.British people usually have to pay for their prescription at the
chemist's.-->T

14. In Britain people usually have a doctor near their home or in
their town.

In Britain people usually have a doctor near their home or in their
town. *****pay some money for the medicine-but you don't have to
pay the full price.

26.British people usually go along way to see a doctor.-->F

27 British families often register with the same doctor.-->T
28.Doctors always work alone in their own Doctor’s Surgery.-->F
29.British people don't have to pay when they see their doctor.-->T
30.British people usually have to pay for their prescription at the
chemist's.-->T

15, Last week Polly decided to give up her job.

Last week Polly decided to give up her job. She is fed up with it, she
finds it boring and she wants to change her career. Her employers,
‘Lucky Shops’, are not too bad. (JHAb4HE***) She has a lot of
experience of selling and good business training but is worried about
her lack of experience in some areas.

(1) Polly’s friends agreed that she should resign.-->T

(2)Polly’s worried about her lack of experience in some areas.-->T
(3)Polly has no experience of selling.-->F



(4)Polly doesn’t like her boss.-->T

(5)Polly has decided to ask for a higher salary.-->F

16. Last week Polly decided to give up her job.

Last week Polly decided to give up her job.*****but is worried about
her lack of experience in some areas.

1.Polly has decided to ask for a higher salary.-->F

2.She doesn't like her boss.-->T

3.Her friends agreed that she should resign.-->T

4.She has no experience of selling.-->F

5.She's worried about her lack of experience in some areas.-->T

17. Meetings are very common nowadays.

They can be weekly, monthly or annually. Some people think most
meetings feel like a waste of time. They seem pointless and boring at
times. Then how do you r ...

1.A successful meeting should have different people to play different
roles.-->T

2.An unsuccessful meeting might be full of single-way
communication.-->T

3.Generally people only discuss the items listed on the agenda in a
successful meeting.-->F

4.Minutes should be sent out to the participants within a month after
the end of the meeting.-->F

5.When the meeting is closed, it means there is nothing to do in the
following weeks.-->F

18. Whatever projects you do,

you need to have a clear and accurate action plan. Here are a few ideas
to make a good action plan.First, know your goals. If you don’t know
where you’re going, you’r A ...

1.Don’t change your plan even if some unexpected events
happen.-->F

2.SMART stands for “suitable, measurable, achievable, relevant,
timed”.-->F

3.This passage is mainly about how to make a good action plan.-->T
4.When making an action plan, you’d better take possible difficulties
into consideration.-->T

5.Whether you need to have a clear action plan depends on what kind
of project you do.-->F

BB (143)--H K ZE VR http://www.ddal23.cn/ (518
905080280)

1. Of course,it has special meaning for people like me.-->245%, ‘]

HOXHFE N B REIR A

2. A good plan today is better than a perfect plan tomorrow.-->% H i

TR B e SR

3. A handshake is not only a way of greeting; it can also show your

}{)ersonality >R P AU S — MR R I ER TR, B e DUE R
A

4. A work plan is an important tool to tell what tasks to do, when to

finish, who to take, whereto go and how to get there. > T {E 1 XIl/&

5. According to an online survey,people want to read more books
nowadays.--> s P45 7, IS AT 51220 ) 45

6. After much discussion about holidaysabroad, we ended up in
Cornwall. -->FA TS G k8 I [F A AR IS, i g K HERR.
7. Alice is putting on her new coat. -->% [l 22 |E7E % — {1 BT /b £
8. An effective work plan can show you whether your project is being
carried out according tothe timetable. -->43 %41 TAE 11X LAE5 F
PRI H S 75 IE $22 H8 vH Rl A TR AT o

9. And finally, you can start to look for a meeting place that can meet
all your requirements. -->#5 )7, FSHR—ANAEOS I AR T BRI 2
AT,

10. At last the Englishman got angry with the visitor though he tried
not to show it.-->15e e L RN AR i PRAX A7 i 25 AH AR J0 A I 4

30. He sets the atmosphere and shapes the scenes pleasingly. -->{l4[%
AR T SRR S T o

31. He spoke at the top of his voice so that the students at the back
could hear him.-->fB6 15 A EART,  DAELE S (i i) 5] 27 BE T W o
32. He was too tired to say a word and went to bed at once.-->fil X 2
TG R TR s YA N - S e

33. He works not only on weekdays but on Sundays as well. -->f{i1 /~
SO TEAE, B HH W TAE,

34. How long have you been working here?-->{/R{EIX L T/EZ A 172
35. Iam not particularly busy at the moment. What's up?-->3 75 A~
ﬂii E fl_ /E /\ T ?

36+ I have no idea of how to use my OA account.-->F&ANK1IE ] fift
HFI OA k'S .

11. Be clear about very important events, and also any hidden

difﬁcultles you may meet. -->ZL 55 H 3 S % A 4 ] AR B
IELE A

12\ But isn't it impolite to call people by their first name? -->1] /&,

B A4 P AR A AL ?

13. By his suggestion the contribution was raised.--—>#E 4t [ {5 UK

37. Ihave no more information at hand now. >3 IL{E F 3L T
ZHERE T .

38. I like the working atmosphere here.-->F& £ XX [1) T AE A5
39. I think the Music Square is large enough. >IN\ N & 5K 37 &
K.

40. I want to know when he is leaving for New York tomorrow.-->3&

AR E A B R AT A I s S AL

TSR,
14. Can you spare a few minutes with me? -->F& g HLfid /<) L2 8
fe 2
15 Could you make a plan for a sale of books next month? -->{/< it fill
WA HEBIEN TR ?

R e Al S S

16+ Do you want to fly first or economy class?-->1% /&

41,1 was just wondering if I could come to your office and discuss the
plan.-->FALRIE GE 5 BRI A EDF g bRl

42. I'm calling for the arrangement of the visit next month.
B.IRAT HiH AW AN T Vs [ B 22 Ak

43, 1'd like you to meet our newcomer, MelindA. -->FR A8 E/RAT WL —
NERATI T R T, Mgk

WA TR? o )
17. Don't be afraid to ask a lot of questions. -->A~ % 11 22 [ [ 1
18. Don't forget to leave some tips for the waiter on the table. -->Jl]

44. Tl be looking forward to it. > .
45, 11 show you around and introduce you to other colleagues.-->%,

7 AR DY Ab e e HEAR A 2 25 At Y 1R 5

THEST BEIRSS AN

19. Don't forget to thank them for the ideas they present.-->/~ £ &0
x4t ABVE I AR IS o

20+ Election Day is at hand. -->Ki% H B 315k .

21. Finally, you can start to look for a meeting place that can meet all

your requirements.-->#g )i , 2248 — AN BRIH AL VR AT A TR 21037 T

46+ T'll show you around our center and introduce you to other
colleagues. > RVYAbFE 4%, 3EARS 2R 2h HoAh R 3.

47, T'm calling for the arrangement of the visit next month.-->3 T H
it AR AN H V5] 1 2

48. I'm hardly likely to finish the task within a week. -->F AN K 1]
1E—JA N 58 BOX T 55

22. Follow your plan and don't stop until it's finished.--—>$% f& /R [ 11
RIEAT FE PR H A AT T K

23, For example, a discussion meeting should place tables into a circle
or square, so thateveryone can see each other. -->1 411, i} 1& 25 1 HE {7

49, I'mreally looking forward to today's meeting. -->F& JLI IR IHEF
LRIV
50, I'mnot clear about this matter, so I had better keep quiet. --

D REAEE, FTUREAR S .

>XHiX

PRI BT T, DME RS ] DA AR 3

24, George is traveling on business,and nobody else is in for the
moment.-->FFii IEE 7 oAb\ H ATAANE -

25. Get to know them and their interests. -->i247 1 fiftfi )1 A H

51+ I've kept on thinking about that all the time. -->F&— EL )i 1 & 1X
i

52, If everything is going on well.just keep on following the plan.-->
Ap SR — VDR i kB it Rl 84T

Rt
26. He has enough money to buy a car. -->ftll 5 L% [ £k ST 4
27. He not only writes his own plays, he also acts in them. >l 1~}

53, Ifunexpected events stop you from finishing your tasks,you
should change your plan. -->1 %% 2 AE A 30 (1) G545 Wi SR 52 AT 55,
PR ZAE HE TR

I i A g v 4

28. He said he could only spare 35 minutes for our meeting. -->1if 1%

54. Ifyou are looking for some ideas, here are some tips for you. -->

U RRIEAE SR BE, X A LN [0 IR S %

Wl 35 8 M S nBAI &

AT TR, T IR TAEIES . seiti, AT AL Hbneoe
BT

29. He said this would prevent compames from creating newjobs. -->

At 358 3K BELAG #6036 ) el L (67
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55. Ifyou don't know where you're going, you're likely to end up
anywhere, or even nowhere.-->UI ARG 4 [ O H b @4, 48
AR AT e i R, H A —F IO




56. If you would rather not carry a planner with you,consider a desk
planner that will sit comfortably on a table.-->41 3 /R A~ g 725 B 5 15
i 5 B R e R iR R B B il S,

57.1s this the factory that makes TV sets? -->1X &A= HEAWALAT T

77+ Once your plan is made and shared with the team, the next step is
simple: take daily actionand make sure that everyone is doing their
part. -->— HiHRIGITT AR BB A, $2 FORARMT R B Ra%at
KT s, HREEA AR RIS 5T,

I ?

58. It fully demonstrates that China will play a more active role in the
promotion of world peace.-->1% 7t 73 15t W, 1 B4 7 (R i H FL AT
7 W AR I o

59. Itis better to do something right the first time than have to do it
again.--> 5 U 5 — JUH AR S (AT, A EE R T

60. Itis going to start at 3:00 p.m.October 16th, next Tuesday. -->%=
BT 10 A 16 HFH = T4 = kT,

61. It's a time to get together with the family and welcome the new
year. -->IX AN, o A SN [ SR 3 [ 304 A 4 I %

62. It's better to do something right the first time than have to do it
again. -->i U S — ORI T MAT, mAEFHIR T,

63. Keeping eye contact makes the other person feel welcome and
comfortable. -->{RHF HEATIL 240 77 e 45 H CUE MY, 220k

78 Once, however, it failed to give the correct time.-->JR 1, ‘& %A
R A i AR I I 1]

79. Pay attention to the rumors, but don't join them.

HHOAESS,

80. People need to file documents that are sent to or received from by

other people or organizations.--> A\ 175 226 5 HoAth N s LI) 2 [H]52

R SCAEZERET DUAR.

81. Please hand inyour homework in time. -->1% I 22 {E k.

82. Pretty soon, you'll get used to your new job. ->{E 1k, {Rui£>]

B LAER.

83. She doesn't have the funds to carry out her design. >l 515 ¥ 4=
H

KT8 AT \
84. She likes not only music but also sport. -->Uli AN H 5 W F Ak ifi]

—->HE T,

97. The case is being investigated. -->1F /£ i &1 X A~ ZE 14

98. The fields give high and stable yields regardless of climatic
circumstances.--> A5 K ARG U, X B bh 46 2R = .

99. The less clear you are about what you want to do,the less effective
your plan will be.--> RGNS 2 B CARZRAT 24 AR 1 TR R
A R

100+ The little boy was afraid to go out atnight. -->1X4™/N5 70 |-
AHIH 5 o

101. The most popular software so far is Microsoft Office 2010 or its
higher version.--> H fij Ay 185 520G 1) Ip A B A
MicrosoftOffice2010 B e 1 5 = AR

102. The President asked every citizen to do their part in fighting
inflation. -->= Zi ERBEAL A RS H S R TT N8 T 2K o

103 The secretary told the visitor that themanager was out on
business. -->F 15 5 VR R E LI H 72 T .

104 The traffic laws don't take effect until the end of theyear. -->%2
B RA AR

HEXIEB] o

AR ET R o
64. Label your files and folders with names which can be found easily
such as district names and school names.-->F Hi[X 44 Fll 226 44 25 <C

85. Since we all want to make a good first impression, it is important
to know the right manners for shaking hands. -->RE#8 JA1 A8 4531
N AR —ER, A T RIERRE T AL ACIE R H

105 The work was done according to her instructions. -->_L{f j& §% &
Il P 8 S AR

106+ These gases pollute the atmosphere of towns and cities. -->iX 4&
TS BRI T4

PN SO Re i 44 2 AT TR A AR

65 List information for any meetings you are going to attend.-->41| t}
WESIMN VU TAER .

66. Many people don’t listen to music and they can get along quite
well >V 2 AT IR, AR TS AH 2 07

67+ New York University has forty-eight thousand students.-->412] K
FHWNAINT 42

68 Not untilhe came back did I go to sleep. -->F— FLZF Filih [0] K A4

86. Since we all want to set a good first impression, it is important to
know the right shaking hands manners.-—>REZAFA 1A AR 25 I N BE

107. They're going to be marriednext month. > 111 T4~ /] &5
i

Ho

PRI IR, B4 T PIEREEE T AR AR R T,
87. Since you can'tanswer the question, we'd better ask someone
else. -->FEIRURTCIL A B I A il R, AT BB PR IE) AN
88. Smile a lot and be as friendly as possible to everyone you meet —
no matter what their position is or how important they are! -->Z2 5%,

I o
69. Nowadays,information technology plays an important role in

business management.--> 14>, {5 EAHATE s b3 R 45 R

ST g A S R R B R — AN, TR AT S Ry, AR
BTN

89. Smile a lot and be as friendly as possible to everyone your meet.--
2 EE R AT B A R RIB B R B — A N

EHIME -

70. Of course it depends on how much money you can spend for the

meeting. -->498, IXER T ORI 2 H TS

71, Of course,it has special meaning for people like me.-->24 K ‘&%

TN B AR IR o

72 Of many thousand spare parts does not come up to the standard

but one.-->{E% T LA s A A ik

73. On their arrival,they were greeted warmly by the manager.-->lif]
B, 23 T A PR

74 On their arrival,you should pay attention to the following points.--

FEARATT 5 I i, /R BEE S BL R LA

75+ Once you are used to working with e-mails,it improves work

efficiency a lot.->7E TAE 1, R H 20 7R lpeE, TAERL

AR RRIR .

76 Once you've set a specific timeline,the next step is to take daily

action and do your own part.-->— HARC 20 & | BARRN A F2,

90. Sometimes unexpected situations and events can appear and
prevent you from finishing thetasks on time. -->75 I B AEANF (1) 175 150

108, Think about it and answer me,why are you so happy now?--> &\

2 — TR I B AR [ AR A A K ARIR 27,

109 Thirdly, follow your plan and don't stop until it's finished. -->2f

=, WRHATIR], EHRSEmAIE.

110. This booklet gives some nice tips on how to dress nicely for a job

interview. -->IX AT AI%E | Lo 7 A WA AR NS ]

111, This makes our volunteers know we are grateful to them for what

they have done.-->1X B s FAN T A 28 B AT S, FAT DA At ATT B A )
VIO R

112, This problemis so difficult that I can't work it out. -->1X i UK

A, FAA HIK .

MF G, FFUIIS IR 58 BRAT 55 o

91. Sometimes,the most difficult part of forming a plan to solve a
problem is that you're not exactly sure what the problem is.-->f7 [ {5,
] T AR i L) el e X Y 3 70 i U AN BE A 7E ] U A T4

113, This time tomorrow I will be flying to NewYork. -->HH KX -]
I IEAE KAEA A

114, Those who'd like to visit the exhibition sign your name here.-->
LS W NETEX LB o

92, Thank you for your explanation.But I still don't quite understand
what it is for.--> 1 15 A AFORE , (HL BRI R AN KB e R FOR AT 4

93, Thanks to our hard work,we can fulfil the task on time.-->[ 3,

115, Through the work plan, the team leader is able to identify the
tasks at hand, the deadlinesfor completion, and the responsible parties
for effective management. -->jf i TAE %, A 4015 BE % B A T
SRHAESS e RUIR A TUAE N, AAITTREAT A 28 3

25 77 TAE BANA et 58 AR 55

94, The action plan should be specific, measurable, achievable,
relevant and timed (SMART) .-->{7a8i RN Z A HfAME, 7
Gt arseOivE . AHOCPERIET BRI (SMART JEND .

95. The best way to get to know the city is to visit it on foot. -->%£4H
AR RS T, Sl I T Ve AT B

— R RATAERS H I

96. The books are not allowed to be taken out of the reading room. -->
XA AN VE A HY ) 905
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116+ To be punctual means to do what you should do on time.-->%F i}
e AZ I U2 A T

117+ To break the ice,you can ask about their journey.-->A 1 ] /T
R, AR ET DA e [ b AT P R AR 20

118, Try sleeping earlier to allow yourself at least 7 hours' sleep.-->
IR T LRIE H O ST 7 AN R .

119. Use your lunch hours to get together with your co-workers. -->

FIH AT A TR AN [ A1) 22 5 5




120, We are carrying out some part of the work now, and we will be
having many things to do.-->ZAI T IEfEITJE— 5> TAE, AR
FHEE

121. We don't need to clock in and out here.-->FA ] I FHEA T EIT
122, We haven't got a big enoughhouse. -->FA 1755 AL K.
123, We shall be flying to South America this time next month.--> |~
N H B4 RIATH e KL LA RS

124, We should give this project every support so that it may be
completed on schedule.-->FR A 01X WU TR T A4 77 3CRF, DA
REFZIN S8k

125, We'll all be ready to help. -->FATEER 7] PLFS .

126. We'll telephone Helen,but she's out of reach.-->3 A 1 /& A5 HAC
TR AT R SRR A .

127. What's up? -->H {14 415 ?

128. When meeting someone, rise if you are seated, smile, extend
your hand and repeat the other person’s name in your greeting.-->4

SN\, AURIRARE SRR, SR, iR T IFAE AR
I 45 5 55 X0 5 FR) 44 5

129. Where and when shall we carry it out? -->3A 12570 (52 1
) ) R 1 £ ?

130, Where do you want this meeting to be held? -->{/R 7y 2 /LW B 2%
TR IRE?

131, Where to go has not decided yet. --> LBl HLIA KA 7E o

132. Whether long or short,documents can be sent in seconds.-->JC i
P B RL A T LD B A SO s B R GA H 25

133, Will this be a one—way trip?-->{4 & FLER i {7152

134, Within the team, a work plan can tell each member what is being
done and why. ->7E A A, CAE TR ] DUEREAS B 53 B 6 4 A1) H
T JIT 0 ) 2 17 A2 A R T

135. Word 2010 and Excel 2010 are used to deal with data and text
respectively.-->Word2010 1 Excel2010 4351 FH >k &b FH H530 F1 S0 AS o
136. Workers in this factory are required to clock in and out.-->i%X >
LT ESR TN ERIHTR.

137+ Years ago,zoos kept all kinds of animals in small cages.-->% -
AR B0 el 40 & B S P R AE /N TE T

138, You can discuss it with Helen and I hope you can hand in the
plan before the weekend. -->{R P UL 5 A 1) 6, BeAs BHARAELE A
ARHTFEAZ Ko

139. You can use either your own designers or a team of designers in
our agency.->&E A UCR & B SR B il, s R FRATA 7 1)
Bt BIBA -

140. You don't relaxenough. >R A .

141, You need to put the things which are similar together in a
folder.--> R T EATRAL ) S5 BE PR 21— A AR AL,

142. You're not driving fast enough. -->{K = FF A AL 1R .

143, Your life has changed and you will get used to it.-->{ {4215 £
ZRE T A MR B
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