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Unitst

( Workplace Manners

R SR R

apologize v. iH#K
cancelation n. HUH
comment n. T8
feedback n. JZi5t
handle v. Ab¥H

interrupt v. W GRIE)

note n. JEJE;IEX
pillow n. #tk
recommend v. L
set adj. ZHEEF )
timely adj. M}
tray n. L4
verbally adv. H3kHl

o HRRLE

pick up Fiift ; Eid

be ready to do sth. ERIHEEE

even if BIfdi; 45
calm down $HE Pk
boarding pass B/

mineral water fJ 52 7K

attentively adv. &.>H
cheerful adj. i
determine v. HLE
genuinely adv. EiHb
helpful adj. F##BI#H)
maintain v. {#FF
notice v. &%

place v. FUE

scale n. FF

solution n. 7R
tip n. EHUWLH ]
valuable adj. A M{EK)

blanket n. ¥+
colleague n. [A]3+
disrespect n. %L
greet v. iM%
indicate v. FH]
manners n. fL{; I F
passport n. §*HR
positive adj. TR
schedule n. H}[A] 3
stopover n. HIiR{E
tone n. HS

valued adj. HEH]

well-prepared adj. WA

plan to do sth. TR

be attentive to sth. &.0> T35

take a deep breath FRIEIK
make sure to do sth., —E B A
carry-on luggage Fifi F #5172

security check 22K

,,,,,,,,,,,,,,
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deal with ZbFH ; I %} be full of 7t
share sth. with sb. 53 AR Y)  comment on PEig
shout at sbh. X5 A KA Wa Y focus on EH T

G igsEit!

Where are you flying to today? /R4 REE KM HL 2

May I help you, sir? oA, FF 2230 HE T2

Making customers feel appreciated, even in the face of cancelation, determines
whether they will recommend you to friends and colleagues. B[ {s & iffi 17 B8 B
WELE P RE R X RE T AR 2 10 A N R S e R

Welcome and greet customers with a smile and make eye contact. &7 X &
F IR EATIR A U

You share your personal stories with co-workers while you are working. 1R¥E TAE
IF 5 [F] 5 o AR A NG D

Don’t shout at customers or find faults with them when they make complaints. >4
B P BRI AN EEH AT I S AT BB

Serve your customers in a fast, friendly and helpful manner, and they will visit
you again. LUHRZE Y AEF A FIAR T B AN 7 OB VR 25 7 IR 55, i) 25 P I
Uitk

Whether customers are asking about prices of products or traveling schedules, be
attentive to their questions or comments, even if you know the answer
immediately. JCiB% SR EHIB) P il A I 2 AR AT H AR RIEEAR By A A2,
BT AMATTAY ) T

I could see in her face that life was full of interest and expectation. F 1] DA M fih )
W 1t AR TR SR T ORI
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. w-igE |/}

L #2Bis

(1) # % % 3£ pleasant.place.plan.pick up.the other day 549 B ik,
(2) 3337 AP K212 B R IRAE W A AT AR ZR AL T .
(3) e o 4o K TARAUBLAY R Rk 7 ik,

(@] ERiRkEv

=P=y=2hr
1. pleasant, JE45i], B EE A S ANMrHmy”, Bilin.

Spring is a pleasant season. FHZH A,
Her voice has a pleasant tone. 17243 — B B0 7 04

pleasant, pleasing.pleased #1 pleasure ) F % X 7|

L::] 1] H i 1 fl

leasant A7, &= A A A B, 5898 B | We spent a very pleasant evening. #.4/]
25 o NS AT e R BT A% W,

sleasing BRF, BN A NS, &EH”, | The food is pleasing to my taste. X 4i
BEASAHRE, EFOE KXEAHMN DR,

Dleased HRA, EH B T L, K E % E | 1 am very pleased about the result. %%
07, — B A MHERRBE.

bleasure A AT, BEARER.FXL7;7% 7 | It’s a pleasure to meet you. 1R % 2% I
e 34, B MW E, RE” | BR,

2. place, glyia] , EHEZHCE” . VEATRING, B “ M7 5, AL E” . il
He placed his hand on his friend’s shoulder. fEF+E1EHAIE L

place,site.area,location,spot 1 scene ¥ Jf % X 4

-] 18] A 5 il fl
! FHEEHRRNER KL EBHH E . | This would be a good place for a picnic.
place
BT R B T K/ NEAWNTHT .

B

» |
=4
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L= I | A % Bl A

FACEF I A LB, Z & | They've chosen a site for the new school.
SR R R R I P AT K B AR T R,

o O Bl S 4L B WX X | the hotel reception area it 18 8 £ 4L

area FR B oy i ik E B X, | Move the cursor to a blank area on the
AL screen. EAAFH EHED FHEH T AKX,
HEBHLXERBFEANH T M A, | The company is moving to a new location.

site

location
fLE, AR RE N A | AB AT AR,
FAe B A A4 S —F# % | The lake is one of the local beauty spots.
spot

BN WA B H By — N R E A
scene TFe A=K £ A S 3% | scene of the accident Z # I 3

3. plan, 3], B U TR 022 HE )7, LB [ E RS BCA plan to do sth. , &N
“SHRI/FTa SIS A0 24 F plan for sth. , plan 38 8] FIYEA AT %044 1) , 0] FAVE 0] 8044 1) , 75
PR R LR TR HE O

foil4mn -

They plan to arrive some time after three. ff]HiT7E =S LIS FEA,

We need to plan for the future A |72 AP KT,

Do you have any plans for the summer holiday? XA~ZBIRA HAFTHE?

SRS
1. pick up, BEUZ RO  EE CLEYD s 5 GED s A okH (] LU B e AL 500 N Bl
(BT AP DU R IS NS a8 ) s (FE A 2l IEMLBHE iR ) 522 R s LA

HOFENHE”. Filhn.

They depend on the goodwill of visitors to pick up rubbish. i TAHME i % 25 B St
B

We drove to the airport the next morning to pick up Susan. FA 158 K P2 4E LY
DN

Where did you pick up your English? R7EME )L 9LE 2

2. the other day, B EIE“JLKHT: Fo K AR s AART” A4 T a few days ago, m)HigIE D)
i) — sk ek, ot

I met her in the street the other day. JLRRIFAEAT Enlf UL fib

I bought the watch the other day. iXx HFFRILIEJLRHTLAY,
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EBanother day, EER“H K" TRFAMU RN E— R o TRFLEHRE
B ERRAELN X", fi, |
| She is coming another day instead of today. #h4~ K 7F ¥k, % K %,

You may do it another day. 1} ¥ DL K X 2, !
5 He stayed there (for) another day/another two days after I left. & & 7 & 7
BT —R/HE.
 @some day B K BA R B — BT, HE A — B,
4 |
| Your wishes will come true some day. %8 — KN REE S LI, :
5 Some day you'll have to pay for what you have done. ¥ #H — KR E N R WATH
Eiris |
 @oneday TURF R KR, AT — kit ko 0T RF IO K —
X7 W5 some day AARRAEE AT — A RH . Bl |
One day I went to see my first teacher, but he happened to be out. H — %, % %
ERMEREI, TR N T, |
| He will understand the teacher one day/some day. ¥ 3k & — X, ft & P i %

SROHE

1. Where are you flying to today? fR4 K2 KFEWPHL 2

bet-v. -ing B KR IL IR 2 HRF & A s H T30 7 B ¥ B 1 3hinl, fn go.
come, leave,start.arrive %5, 4 A I T HAMZH A B ia] 30 8 A R i B RS
{IEUE

We’'re moving to a different hotel the day after tomorrow. 5 KA TEWREH—ZW)E,

The plane is taking off at 5 pm. KHL T4 5 AL K,

2. May I help you, sir? S, 7520 HE TN 7

“May 1 help you?”, 5 fL 2“5 ZHAFAT 27 & — ML AR A0 Tl fige P o, 8% ) T g 48
T WA SS 0 . ks TR 2 w28 B . #4824 F“What can I do for you?”.
o

A young man sidled up to me and said, “May I help you?”—/~4E4% A4 HE ) & , I-15%
18 ] DAHE AR AT 27

May I help you take a picture? F&HEH/RF5K ML

May I help you, Miss? /IMH ., FHENVRI 7157

» ‘
[

=
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1.

ER{IEIAT

i1

—1I want to buy a pair of sports shoes.
A. What’s wrong? B. How much is it?

C. What can I do for you? D. What does it look like?

g C ZAELZPRHIE, “What's wrong?” & H“/E24 T 77“How much is it?” B N E £
/%27 “What can 1 do for you?” & & “ Ik AEHS VR il f1 4 1 2” “What does it look
like?” B N BB EKE2FE? R IE M Z ] want to buy a pair of sports shoes. ” ]
L F 7R — B B S b R I I IR 55 R . AR ——FR BB RS AR AT
20 —— AL — Wz g, #k C.

5] 2 —Please your things, Alex. They are all over the floor.

—In a minute, Dad.
A. prepare for B. pay for C. pick up D. put up

g C FBASNEME. prepare for HON“HER s pay for BN pick up BN
F” s put up ZoUHKNE” . MRIE“They are all over the floor. ”R] 22 H F /) 75
POREER . AR IR AR PE R W e . BT AR S . — 55—
T. &8, ik,

E SR >
|. BTGk
—Can 1 help you?
A. Yes, please. I want a hat. B. You're welcome.
C. I'm fine. Thanks. D. Yes, you can. Here you are.

. Kathy a lot of Spanish by playing with the native boys and girls.

A. picked up B. looked up C. made up D. fixed up
All of us feel pleased with the trip.

A. pleasing B. pleasure C. pleased D. pleasant
—Spring is a great time to fly kites.

—Yes, I plan a kite this Sunday.

A. 1ly B. to fly C. flying D. flew
We for Shanghai this afternoon.

A. leave B. are leaving C. left D. has left
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. A& RYE
A: Good afternoon. Welcome to Grand Park Chengdu. May I help you?
B 1

A 2

B: I'm Kate Robert.

A 3

B: Yes, from today.

A: OK, Ms. Robert, please show me your passport.

B: Here you are.

A 4 ... Thank you for waiting, Ms. Robert. 5

B

: Yes, it's right.

A. How many pieces of luggage do you have?

Yes, I'd like to check in, please.

Your reservation is a business single room for one night. Is that right?
May I have your name, please?

Please enjoy your stay.

7m0 0 F

Do you have a reservation, Ms. Robert?

G. Just a moment, please. I'll check our reservation record.
- -~
—— L
D o
S #2BiE

(1) 2k % £ 38 attentively, valuable, notice, schedule, apologize. determine. recommend
calm down.ask about,even if.take a deep breath.make sure & %,

(2)iB i ik L F, L BINIRE| TGS TR0, THERE P T B TR A
%EE LS TS A ARk T,
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(€] BRinssH

E/\\\E.Lj
1. attentively, Flia] . B EE L0, Filln.
He listened to the radio attentively. fth% .0 il EH W HL

(1)attent1ve,ﬁ7’@ﬂ,,€ BEEREYEOWN;EER; R Ol EH LW, B EHEIE be
gﬂwme)wNN%WT ----- 7. Bl 1
‘ an attentive audience &t 2 ## By 91 Ax

The government should be more attentive to the needs of families. ¥ JfF i % & |

%W%E% X |
| (2)attention, 4 17, & B RZ“E &E; £ ; 07, B E# B pay attention to, &
3l INNYA: o~ S TLEE ”;draw/catch one’s attention, &= B Z“K B3| X AW EE”, Flin: |

Please pay attention to what I am saying. & E & " & 0935,
An article in the newspaper drew/caught my attention. {4 F# — & XZ 5| #& |
THRMEE, |

2. valuable, JEZ51A), ELE“GWEN”. FAin value, & EZ“ (& B [ i
valueless, BB A MER”., Hlan.
The book provides valuable information on recent trends. IHA55tVT M A BHEFIEMALT
FEHMER.

to go up in value JHMH

valuable, precious. priceless #¢ irreplaceable # | 7% X j

B g A % 1|
- B, BN “HEWN”, % | The thieves took three pieces of valuable
valuable
BEEN . FEW jewellery, ZFREAT ZHHEN T,

BRI, B RN “H K", 35 | a precious Chinese vase, valued at half a million
LR BN E R pounds M 50 77 3£ 25 8y Fr it o B 48

WA, =R TN, #5 | a priceless collection of antiques #\ 18 3£ 3, 89 &
T8 BB HNREFE | X R

F25A, & A CH 3 Z 54
irreplaceable| #F) T &R 87, 8  — T
W

precious

priceless

Works' of art were lost, many of them irreplaceable, |

TARBERT HPAHRLSHER—T W,




Unit (1 Workplace Manners

3. notice, Bl i), B “FEEE”, EAWA, BEECEFE WAL A EM”, BEEAE
notices, 4.

People were making fun of him but he didn’t notice it. AfJ7EEM T IE, (BB =
HE,

a notice saying “Keep off the grass” 5“7 B " A9/ 5 i

notice sb. do sth. #1 notice sh. doing sth. & A % X 7

ElE & i H ik £l fl
ZEECE E 3 A, | I noticed him leave the room. HEEF M EIT T
7%?” " EWH A | B,

notice sbh. do

sth.
TR, GEE R I did not notice you come in. # 3% VE &= 2| {73 & ,
, BEERZYEEIXAL
notice  sh. I noticed her standing behind me. %% 7 & Z| # iF 3%
, EHEE. I EE
doing sth. i ER Y E.
ERE

1. schedule, 4 i) 2 BUR“IN I 42 TAEHHRD FRRZHE” . (T ARSI . 2 LR %4
Fyeenee BRI 5 BT, B FEHEN schedule sth, (for sth, ) o 2 B =2z Hfereees (FEwreee) 7,

a train schedule #1| ZE1} ZI| 3
I need to check my schedule to see if I'm free tomorrow. FFHEEAFIRK HFEFR , HHIR

IR G AH S
I scheduled a meeting with my boss for next week. F&ZHE T T B MZ MR,

tight schedule F 2 %

~ on schedule £} 1% , Bt s o35 IE A 3R
ahead of schedule & AT
behind schedule 3% & T & 1 & ; B & 5 3% #

5. apologize, Zljia], B E“HE I, FEEFHENEA apologize to sb. for sth. , & B & “ K I
Him I NE W7, 218~ apology, [l ‘B ¥ it B offer/make/demand/accept an apology (for
sth. /doing sth. ) , B EUE" (I /HCE ) 3 T/ SO/ ZRIE R/ 5288/ fln .

Go and apologize to her. £ ML,

I apologize to you for my rudeness yesterday. F& &FWER A EFT A MIARIEHRK .,

She offered an apology to the teacher for not completing the assignment on time. Hh[K A

BAT LI S8 Al 1T 17 2 VR TE K .

B

» |
=4

=
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After realizing his mistake, he decided to make his apology to his boss. fEEIREH Y
FEURIG LR E [n]) E B o

6. determine, zfjia] , ZEUE“HRE ;s HEM . w] AR KWy shinl . o nl AR Ry shin) . HIAE
Ky ahiait, nl He44 16 A S A g e ] . AT 2 determined., # HIAY[E E #5 HCA be
determined to do sth. , BREUZ“ PR ; 441 )& determination , BLUEUE“ Pl s B EE 5 KGR 1)
Pel” 5 I [ E 5 BCA determination to do sth. , B R E“MOEE A B0, filan .

He has not yet been fully determined. fhif{¥%A 524 F E Ly,

Who determines the overall production plan? YEHLE BB A= HR12

I determine him to be a fool. FEHEMIfth E—ET.

They determined to start early. fifJpE 5 JLH A& .

I'm determined to succeed. B BRG],

I admire her determination to get it right. TR FEH1F I - B e,

7. recommend, ) {7, BB ECHEE". F HBEE 45 AE recommend sh, ... (=
recommend ... to sb. ), BELEUZ [0 3 AHESE -7, £410)J2 recommendation, BUEUE IEF YL ;
P HERE s AR

Can you recommend me a good dentist? = Can you recommend a good dentist to me? /R
REZA TR — DU RN 7

The committee made recommendations to the board on teachers’ pay and conditions. Z 51

SO ) TR T AR A F ) 1) 3 2 2 R T L

€3 (1) recommend sb. for..., & B Z“H#HE AMCGERA)”, .
| I'll recommend him for the job. & Z 38 & M i ix 1 T 1E .

(2)recommend sth. for... , BB E“@HELWEL MR, Blin:

I recommend these pills for your cough. & 16 {13 % 3X F 245 36 97 "2 .,

(3)recommend sb. as..., & B Z“EHEIL A Hyoeeer”,

I'll recommend him as her secretary. & Z 3 % i 2% #b AL F

(4)recommend doing sth. , E B Z“ZE W HMEE", #l4n.

I recommend buying this dictionary. 2} 3F X A& 4, |
5 (5)recommend + that M & ()4 ¥ Jf should + 3437 J& #,should 7 & £), & &
RSB i, 3
i He recommended that we (should) read the novel. s Z P #1132 A /N,

BFhE
1. calm down, EEE“HE T K", HHFE: (DIEPVE P T8 I 235 sh i i, n]
DU AJ 35 R 1L X T M B i T ok, Lk S5 | & B R B G . (2) 78 1 XS5k | RME 4 N FE &



QY AG I, rT LARTX A3 R A B B v w85 (e A RO R I 58 (TR S B IE
P ERE I RTEIET ] LIRS A TE k32 i A OO i, i

Calm down! Don’t get so angry. &b ! AEX A4S,

I know you're worried but you need to calm down to think rationally about this. FF1iE
PR ABAR T EE TR, IR M L X

2. ask (sh.) about... , BEJE“HIA] (FEA) FETFreeeee G, il

She asked about his health. 7] [n) il 8 {2 BRI .

I want to ask you about places to visit in China. FAH[GI/RA & [E 0] LIS WA H T .

3. even if, RUEUZ R 2 — G TRk — M G 00, BYEPAE SR 3518 & A sl
R WAL T — PR A R B . B T RIS R B SR . il

Even if it rains, we'll still go for a picnic. BM{#i N, B MRS L BFE

I would still love you, even if you were broke. BJMEA/RE IG5, AR = Z AR,

4. take a deep breath, S EUZ“TRIFIE” , IZIRIA1H TR T 25T R IS Uk &2 0T
W BE D o e SRS TR R SR I SRR — T L 1k H SR R R, fildn .

Taking a deep breath can help you cool down. ERIFFIFA] DA IR i Rk,

6 hold one’s breath %

out of breath % 1t & &

short of breath ¥ % & #

take one’s breath away & ¥ A Koz — 2. X A% F B

save one’s breath ~ g % 0 &

5. make sure, ZREUZ WO BOEORUE: AT %507, 5 nl 42 shinl A g X ), o n] 42
“of+-#1d”, filln.

Make sure to lock the door before you leave. &I 2 R4 E1].,

Please make sure that you understand the task before you start. JF45 2 Biiig B R EL &
PR AR5

I need to make sure of the time before I schedule the meeting. 7EZHELIIL Z 1T T T 24
TN RHE]

SROE

1. Serve your customers in a fast, friendly and helpful manner, and they will visit you
again, DUPRSERY AIF AR T B I7 AR E 7 IR S5 A TS FRRFEVIIR o

ARAJE“WrfliR]+and +FrikA)”, 502 and Fl or FRA] DA F “41fifi 7] + and/or + B
WA, B gt B (RN AR ) BT 2705 118 A 25 S I TR A (5 A N 2 O 45 2R L G I B8R and Fil or AT
DLH AHZ B AR and KR “AEA7 or FRoR“wH 7, Flan.

=
Unit (1 Workplace Manners ’_
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REST R % (RIER - RS%E

Wait for a moment and you will find something interesting. 28— , /R K INA IR Z AL,

Go at once, and you will catch up with them. 5 2 IRFERESSHEE AR,

Stick to your principles, and you will win through. Y435 0], /R 5E2 A

Compare this with that, and you will see which is better. fEX IR LB — T AR AT
DI RS B4 T

Make haste, or we'll miss the bus. #H, 0N FHRATFEA FATIKET .

2. Making customers feel appreciated, even in the face of cancelation, determines whether
they will recommend you to friends and colleagues. B il 1T EHUY » 21 R P B2 &
XPESE T AR 23 0] I A AR FAEAR o

AR A TR E 00, s TR AR iR A B R, (D 3 A AR iR i85 3l i)
FHE (2) s A TaE E i 16 n] LU 6 4548 L i a) LUA 9 A0 5 (3) sh 44 ) Ji i A 20
XA E AR KT, 7 H it fEIE XT38 (D 314437 7E There be Z58h/E31F . fildn.

Collecting information about children’s health is his job. WA & JLEMER K {E B2
TAE.

His coming surprised me. {BAY 2] EF KN —1H,

It is no good living alone without keeping in touch with others. 7 J& i A FIAN A LA
Uit

There being a shop here is a great advantage. X JLA N RIE B2 T,

3. Whether customers are asking about prices of products or traveling schedules, be
attentive to their questions or comments, even if you know the answer immediately. JGig%
SEAENA) = AR IR R AT H R RMEUR S BB 58 . W B TEARN TR R B EIE

(D whether fE3E RN ZEZ 7, Al 5| A i W A) sl shia A TR . TRETE
AR or not I 38 H ] whether 5|55 Bhial A & AT R BEH] whether 515 4 1i)J5 2 AE M
whether 5|55 2 TE 5 A2 0] 15 R IR AN, HAEH] whether 55,

(2)whether IR A5 | i 2R 18 A, B EUE RN & JCIR ™ g rhd o T — e s AE i A
K ke iy sl WA A Ay . BBl -

It depends on whether they will support us. XEHRE TN RS2 L4154,

He doesn’t know whether to stay or not. i ANHIIEZE AT N3k,

We didn't know whether or not she was a student. FRATAHIE M2 2274 .

We didn't know whether she was a student or not. FKATAHIE G EFA

I'm going whether you like it or not. AE/REEREE . RATET .

Whether or not we are successful, we can be sure that we did our best. A& NN 5,

(IEZ I NSVAS S SN



Unit (1 Workplace Manners

BRI AT

5l 1. James apologized his mom for breaking the glass cup on the table by
mistake,
A. for B. to C. from D. on

g B HAN P, for BN T 750 BIUE; 175 from BN on EONSO
T, apologize to sb. for sth. F/R“HILHIRE AR, A& AW H AN
OFTBERE b A BB AR ] A A . ik B

5 2. Exercising before going to bed may make it hard to and sleep.

A. come down B. calm down C. break down D. fall down

@t B Z&shiAiE ., come down B NN calm down B N “¥HE T 3k”; break
down B R “rf#” s fall down B “HfR]”, R4 Exercising before going to bed A
L B i s S 2 EARMELA VS i T R AR . Bt B,

EEATPESE >

1. —What did Anna say?

—Sorry, I didn’t what she said.
A. pay attention to B. get on with
C. make up D. look forward to
2. 1 didn’t notice Tom the coat and leave. I was busy cooking in the kitchen.
A. take B. takes
C. taking D. took
3. —You will come back this Friday, won’t you?
—1 can’t I will return on Friday, but I will try to.
A. find out B. look for
C. make sure D. step up
4. —Have you known the success of our space station?
—Of course. It’s really our pride we just make our first step.
A. asif B. even if
C. so that D. as long as
5. Keeping a sleep is important. Go to bed at the same time every day and

try to fall asleep in 15 minutes.

A. prediction B. schedule C. calendar D. survey

[

W
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RESF MY % (RlER - RSX)

L B2 B R BT AR ORER R 22 AR R U A R

Teachers often think of new ways to the lessons are fun for
students.
2. FRCHT B AR T OROR L AR
By midnight, the whole town and there was nobody.
3. MR T — DA RO T i
He and blew out the candles.

4. AT ATt 58 AT 55T A 5L
We took pride in having completed the task

5. R AR ARt RERE R 2 — K EEBe

at the next turning, you can see a hospital.

L

g=RE |/ 2

O EZEL

—_

.3 #g-:fé greet, handle, cancel, admit, find fault with,make complaints, focus on

09 A
2. ﬁ%%%@iﬂéu RIFOIBRIGAIT AN THB . T RIRPIT AN TP AR RIRY
T4 0 2k VA B IR e T S FIRIGAT A,

(@] 2Rk

ERPF

L. greet, i, RIS WAL, $5 HIRLEE T s 1R R AR RN S H Y il 5]
HRTHE“ LB, RPL . greet B 541 i] with $57C. %%/T“u °°°°°° T A% e oo ” AT DI a5, 1
Ji greet sb. /sth. as... . FRRJEIEN/FEF 200 o AT greeting, R {6 ; FH I 5 0

e B0RT . il
He greeted all his guests with a fixed smile on his face. X} A & AA LA — T2
A,



Unit (1 Workplace Manners

The crowd greeted the winner of the race as a hero. ABHGE X RFHCbE—FENGD FEEE ) 14

The morning greeting from my neighbor always brightens my day. &F/J& . 1 o) i B e
RER e IR — K,

2. handle, lin], GEUE“ AL B s AT Ry N TAREBUSAE ) 7, 4417 )2 handling, AN AT £ 44
i), BUEUE OB N B 0D A X7 s XA s () B2 42, &7, {91l .

He’s not a very good teacher because he doesn’t know how to handle children. B AJ&—
AT R ZE I, A A AT A X R %o

I was impressed by his handling of the affair. F&XF At BEF Y00 REPREEZ),

toys that can stand up to rough handling 45 & LTI E

3. cancel, #hia], BEUR“HOH s WS B E FEBCA cancel sth. out, EHEUZ“HUH”, #1802
cancelation , BUEUE“BOH s g 7. Flan.

All flights have been canceled because of bad weather. KRS, IrA I EBUH.

Don’t forget to cancel the newspaper before going away. M AT, Sl T BUEARACTT T .

We need at least 24 hours’ notice of cancelation. WAKEUH . 1 2/ HERT 24 /N,

4. admit, lia] , B EUE RIS S RN T s MEVF A/ HEAT . 3R KN IVE &
BliAl Ny, E AR 44 98] L B A4 R B that ) s FIAEAS Ky 2l im] inf , o 09 & 2 #5 BE 4 admit to
(doing) sth. , BREUE“KIN (i) FE=k”, X RoR “WEVFIE A B, F FH A [ #5 B2 4 admit
sh. /sth. to/into... , 2 B “YEVF R /M3t Aeeeees ”, 4 1A) 2 admittance, & BE (BEHRY) .
UGS ED AR A7, i1t

Don’t be afraid to admit to your mistake. ANZEFE AL,

He freely admitted that he had made a mistake in the decision. fliHZ &I\ [ O 7E P56
WL TR

After the argument, he admitted to losing his temper and raising his voice. W35 . fth
AR L TG P TR,

He was admitted to the university with excellent grades. fthFE 09 BSEHE % H 0L T

The admittance fee for the art exhibition is quite reasonable. XK ZA &Y B A7 24 4H 24
HH,

SRS

1. find fault with, ZREUZ“PH]HEDE 0487, R XRS5 P 100 R 3 ST 1R 42 R ATt
PEFETEEk A, i

He loved best to find fault with me. fibfx=RLFAIET .

You find fault with that? R & BX RS 1T N7

It’s easy to find fault with any job. ZEAEATA TAF LR H B R JEAR1 2 28 1 5

B

» |
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REST R % (RIER - RS%E

He always finds fault with my work, no matter how hard I try. JCigFREZ A% H1, b2
oo TAE,

2. make complaints, 2 B2 “HL%; ¥R, A1 24 T make a complain, Ji5 [ 0] L about,
foiln .

I'd like to make a complain about the noise. FZ Ll [a] L B 4ZF .,

They made complaints about poor service. i J#1VFIR S22,

3. focus on, BEUE“EH T, #iin.

The discussion focused on three main problems. 184 fE = F [0 |,

Each exercise focuses on a different grammar point. &F~%k > £ %A R A5 TE v,

Eaom

1. T could see in her face that life was full of interest and expectation. F& 1] LI\l Ay s |-
A TR SR T OGHRAIRE

(Din one’s face ¥ # HIRIE 2 AR bR B FEFh i 45 sl a8 5 L sl Mo Syl e
PNE R 75 e YN v s A S I 7 TP

I saw fear in his face. FRAEABNG DFZ] TRUHE,

I could feel the heat of the fire in my face as I stood too close to the burning building. *4

Feuhifg ey bep S A I Fe k[ RBEZ B K BB

@B face HEMEE

face the truth W X 2 52 face the challenges T Xt $k i
face the consequences T Xt & & face the music T %t 2, 52 /& 8 5 (£
face the unknown W %} & %0 on the face of it A X W &
put on a brave face & Zi % & lose face &1 F
face value 1 face to face T T T H1
(2)be full of ZHR“FEi", 5 be filled with ZEAAF . 4.

His speech was full of confidence and inspired everyone who listened to it. fth 78757
A S W 17— AR

The classroom was filled with excitement as the students prepared for the science
experiment. “ZAETHER A TR FSLI0BT , 20 B 703% 1 244y,

2. You share your personal stories with co-workers while you are working. #R7E T {ERT
SR F o AR A NZ

share sth. with sb. B R“5F A3, Fla.

She likes to share her thoughts and ideas with others. b= 5th A 235 H & BIAEE M E L,

Can you share your dessert with me? {REEFNFR 3 ZARAYEH s 02



Unit (1) Workplace Manners |

63 share, 47, BB E“RM BB, fliw.
| The company’s shareholders received a generous share of the profits this year.
KRNEWREAFERGT F B WA E R
market share [ % ] W30 #; WA %
earnings per share [ 4 8 ] & K 2 s B R B B IR B4 8RB A
share capital [ 4 gk | B % A< s B Ao
bonus share 21 f; REK B s a0 R s F A K 4 3
A share A &
B share B &

BRBIFIAfT

5] 1. Do they greet each other a kiss?
A. by B. at
C. with D. use

@i C BANTHNT. by B & at BB with OB use MM
JEaliA . BT AT TR A R A B AT 2 MR IO ] with, A
R AT R R Ty AR R R 7 ok C,

5 20 With all that noise going on, it's almost impossible for me to my work.
A. focus on B. call off
C. depend on D. put off

iRt A FBEIFIEIT. focus on TR EH T ;call off TN “HUH";depend on £
NMEE” sput off B R “HEIR”, HRHE With all that noise going on L) f it’s almost
impossible for me to my work T A1, Wb LI o A s R AR, A

Wh ] AW FL-F o TR i AR . BOE A

EERTEZ >
L BT |

1. The thief admitted the precious bracelet from Miss Black’s office.
A. steal B. to steal
C. stealing D. of stealing
2. I'm afraid you should focus more your studies at school.
A. In B. to
C. at D. on
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RESF MY % (RlER - RSX)

3. —I'm very with the dish I cooked. It looks nice and smells delicious.
—Mm. It does have a smell.
A. pleasant; pleased B. pleased; pleased
C. pleasant; pleasant D. pleased; pleasant

4, —Julie, don’t talk with your classmate. Please what I'm saying.

—I'm sorry, Mrs. Han.

A. bring out B. look forward to
C. pay attention to D. check out

5. I'm far and I'll never get this report done by Friday.
A. below surface B. beyond control
C. behind schedule D. above average

N N S A N N S O S

1. It’s a crime (handle) stolen goods.

2. The old people require more care and (attentively) when they are living
alone.

3. Last Sunday I went to Anhui Museum and saw many (value) works on
show.

4. She regretted having a fight with her mother and (apology) to her.

5. He showed great courage and (determine) . We are proud of him,

I |

Part A 355 N 0SB4 T BHIRSDUE 5 RS AR N I REZE |-
1. Did you notice his hand shaking?

2. Tommy wanted to make an apology. but he didn't know how to express himself.

3. He was determined to take part in the swimming competition.

Part BIgARYE A SCHE 7S 5 F 51 128 UE 1 1) /B 1 b 58 58 B8 L A 2 525 A AR D F) A
2 k.
A, KR M bR FRPE . FHEE A LR B SR A .

He the plastic bottle and put it in the proper rubbish bin.
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5. MNATHRMR . N TR RE 208 B BRI T AR R NI T
It’s believed that Al is interesting enough to young people’s
& &

The future belongs to those who believe in the beauty of their dreams.

AN PIBLEHIE S 2 RN .



Unit 1 ¥5TilliA%E

I. BUUEES

( )1. In the armed forces, officer is a person in a position of authority.
A. an B. / C. the D. a

( V2. —
—TI'd like a cup of water.
A. Should I help you? B. Did I help you?
C. May I help you? D. Need I help you?

( )3. She seems to find fault everything all the time.
A. with B. at C. in D. to

( )4. When with complaints from customers, keep patient and calm.
A. deal B. dealing C. dealt D. to deal

( )5. 1 like reading storybooks very much. 1 often some interesting stories

my best friend, Mike.

A. argue; with B. share; with
C. tell; on D. share; to
( )6. you park your car clear of the entrance.
A. Make sure B. For sure C. Sure of D. Sure about
( )7. Random turned to shout him again.
A. to B. with C. in D. at
( )8. Please tell the hotel manager I will in before 12 o’clock in the morning.
A. check B. come C. search D. stay
( 9. He prefers to on the appearance of customers.
A. focus B. attend C. care D. watch
( )10. you have dark skin, you still need protection from the sun.
A. Even if B. Even when C. Even worse D. Even now

I. ERES

How much do you know about manners? Different countries have 11  manners. In

12 Asian countries GIEI[EZL) , it is good manners to take off your 13  before you

go into a house. 14 in European (BRI HYJ) countries, even if they sometimes become

very dirty, this is not done. If you 15 a Chinese house, when you have a meal, you

usually do not 16  the food. You often leave a little to 17  that you have had

enough. But in England, a visitor always finishes food to show that he has 18 it. We

must know the customs (X&) of other countries, so that the locals will not think us bad-
mannered. People all over the world agree that a well-mannered person should be kind and

19 to others. If you remember this, at least you will not go very far wrong. 20

_1_



likes a person with good manners, but no one likes a person with bad manners. Mind your

manners.

( )11, A. same B. different C. some D. interesting
( )12. A. some B. any C. other D. few

( )13. A. bags B. shoes C. coats D. hats

( )14, A. And B. So C. But D. Or

( )15, A. go B. travel C. wvisit D. come

( )16. A. need B. finish C. choose D. have

( )17. A. say B. see C. understand D. show

( )18. A. finished B. enjoyed C. taken D. drunk

( )19. A. careful B. helpful C. impolite D. healthy

( )20. A. Somebody B. Anybody C. Nobody D. Everybody

. GEiEERfg

We know good manners are important. Today I am going to tell you something about
manners in different countries. Something that is rude in one country may be quite polite in
another. For example, in Britain you mustn’t lift your bowl to your mouth when you are
having liquid food. That is considered bad manners in Britain. But in Japan you needn’t
worry about making a noise when you drink something. It shows that you are enjoying it.
In Britain we try not to put our hands on the table during a meal. In Mexico, however,
guests are expected to keep their hands on the table throughout a meal. In Arabic countries
we must be careful with our hands. You see, in Arabic countries you mustn’t eat with your
left hand. This is considered to be very impolite. So, what should you do if you visit a
foreign country?

Well, you needn’t worry. You can ask one of the locals to help you and you can just

watch carefully and try to do what they do.

( )21. In Arabic countries you must be careful with your .

A. feet B. mouth C. eyes D. hands
( )22. In Britain we try not to put our hands during a meal.

A. on the desk B. over the mouth

C. on the table D. in the pocket

( )23. Which of the following is TRUE?
A. In different countries, the manners are the same.
B. The passage talks about different manners in different countries.
C. Good manners are not important.
D. In Arabic countries we needn’t be careful with our hands.

( )24. What’s the meaning of the underlined word “throughout”?

A. ZE B. 1% C. it D. fid
( )25. The main topic of this passage is .
A. manners B. habits C. traffic D. lights
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as BAH AR E”, #IE It's really our pride

[D]ﬁ]l ﬂ ‘ Workplﬂce Mﬂnllel“sj #= we just make our first step 7 4=, “ & A1169
W5 E — MR EEIAE Y . BGk B,

55 ot 5. B % & 434, prediction &% A"

schedule & 7’] “B ) £”; calendar & A ¢ H
HXINELE) 7 s survey & A“IRE”, I Go to bed at
[. BTLEES

the same time every day ¥ 4=, & K % & BE

1. A X&EXEAE,

“Yes, please. I want a

5, BP AR REIR AT ) A, ik B,

hat, & A “2 8y, F, REZ—TEF.” I. EmAF
“You're welcome.” & 4 “R B #t.” “I'm 1. make sure 2. calmed down

fine. Thanks. ”’75“«’:&.4%‘5!?,751‘15]‘ ”“Yes,
you Can Here you are. 7”& 4“2 85,4k T
. % 4" ”&f&/ﬁ-ﬁ/@ WJ% A RIFAE

3. took a deep breath 4. on schedule

5.

Turn right; and

EU D

i"*o &
T ik A .ﬁ}ﬁ]@&ﬁ
A % B 23 4535 M AT pick up & A 1. IR

s look up % FA“H 1”7 ;make up %7@“%
#ifix up EAHUGEY, HE OB Fe
Y B kBB EA TS AT
&, ik A,

. D FEMEIHEHM, pleasing & H LA
Wb ed”, B T 34, — A& A AF & 45 ; pleasure
BACR T, 417 ;5 pleased & AR B 3 3%
w7, A T 35 A pleasant & 4“4 A Wbk
w7, R T A, — AR E, SRS

1.

C # #3185 379, admit doing sth. &
@&%ﬁ%ﬁ“&wﬁﬂ%?’ﬁﬁwb
WARNTFT R E LA NAEHIRAL
w548, ¥k C,

. D EEHEAEE, nEH A 2@,

to T H“Fsat & ﬁ“/ﬁ_(ﬁy‘ #gé%;) ",
On%ﬁ“’(‘t‘ """ E@&@m”, focus on EAH“HE P
T AR, & ik
TR SHAHAES L L, $ik D,

%97 trip, A 2B 5454, '7 L RATIT A 3. D #&BREFAHMN, pleasant £ T,
ARSI IR M B 0 A ATAR A #Uﬁ D, — - FE i A B &, Wb pleasant 18 F 5

. B %éﬂhmé—zﬁﬂ plan to do sth. & 4
“ﬁ'&#i%?” }ﬂd]‘iﬁjfxiio‘@

ﬁ’] ?&.ﬁ'i‘]zfiﬁ/\iﬁﬂiﬁm%@o ik B,
. B EFEI AT EAE R, bet o -ing B
KREFETR . 2HFRAEGSHE.FAT
%\Thi—%%ﬁ%@ﬂ 4 go. come, leave,
start,arrive 5, % 5 3 ko9 B 7] K5 E A,

news., day. weather, voice, view & % 3 &
JA ;s pleased & 7Kk &, "/l\/\zﬁ‘v . fi’ié’l
B, B EAREFRIZXRBZ,
FH#kHzZ &, EEF L5 with, about ’k‘dﬂv
REXER, A TIREMNEG, 5.
TR FARBE . CAA RIS, HAL
KA, B, E N E A — A A A R
o & mk, ¥k D,

it B, 4, C #9425 947, bring out EH“ 4
I. #h2xiE 77 look forward to & % “ 1 #7; pay
1—5 BDFGC attention to & A “ & ; check out & A “4%
WA, 0% kAR 1975

RN 53] Wik, HEERILYE,

. BIEFES )
1. A F*F #9459 47, pay attention to &

AEZE”;get on with A “Faeeeee A4
make up & H “% %" ; look forward to & 4
I, ARAE What d1d Anna say?” & %rry
Wﬁﬂ%ﬁﬁaﬁ&a@%%ﬁ .
it A,
. A FF3IEiFiE3h19 . notice sh. do sth. &
HUEBBIEAMT EF, RIANMEG LT
#2 ;notice sb. doing sth. ZEA“EZ &R XA
EAMEE REHEELIIT, 2D
T 5T Jo BU AL 35 A B BAR R A B

IF L, ¥k C,

. C EHA942E M, below surface & 24

“Y % L T ”; beyond control & 4 “ X ik 3%
417 s behind schedule & A “iR FFITH 18] 7
above average & A“ & F-FHKE”, HE
&) % T'll never get thm report done by Friday
Voo, RFEEZHAZ WA REMRE. B
Yo ¥ 4m 3 3% 3R TR BT ], behind schedule
BACR T IR AT A7, HAiER, &K
AR TR e ) L R Rk A R A Z AT
TR IRE, #ik C,

I. RSB RANESEREAES

1. to handle 2. attention

3. valuable

WETHEAT, R E7EAN M LT 4. apologized 5. determination
A2, #ik A, . &%

. C %%‘w&i%’h%%}?ﬁ‘ find out & 4 “ & L hhHEHEE B 4oty F 42447
88”7 look for & A “F K ; make sure & A o mkMik a 0 iE o .
“SH R step up A K s ik #EU%}" gi‘t #F AR fn il ST R K B T W
T will try to T 4e, “ R "KLK . BT vAHT 3. M AR RILE,
L EARHE, ik C, 4. picked up

. B EEZEERM, as il FH IR even 5. draw; attention

if ZA“BP4E” ;50 that A “H T ”;5as long



Unit 1 J5ciliAE
[. BEUUEESR

1. A & 7E4#, officer i F A ALETEZ L
K AAHRENER. OF  EXEFNL.EF
RIBEERAZB A, ik A,

2.C £EHFAIF, ATRBFHEAXR
HFEAM S, A “May I help you?” & &, 4
& A ARFEDL? —RBR—HK, &
% C,

3. A ZFEEHEH, find fault with & A “He
Bl.aars”, a) & AT BT xR AT F AR AR B
B, #ik A,

4, B EHuTEKIENEG, AT BLHEREF
AR, BB S 5 A #, £ when 7] F 698718
KIBAG P, S L 5N TE K. LN
B iE4 A be FIAM A £35S be FhiT T L H g,
#ik B,

5. B F & B 2 H B, argue.. with... & A

“h e Ll eeeees ”. share ... with... & A “ 15 eeeens
e v, EE L BRERERFES.AETER
B IAARIE FyE— MM TF, Hik B,

6. A F EZA1E 4, make sure & A “HIE;
for sure & A “# 2" ;be sure of /about & A “# T,
SUR AL G, B vAE) A R Ak, & & AR
thile 122 BT HTT, ik A,

7. D FZBEEHEE, shout at sb. A F s #H
B, ZA S EARBRN, HF. 28 L H
kgL, #it D,

8. A X H B T B, check in A B T HE,
BACHHEREIT & BRAE, & FEIFE
JE BB RAE LT SR AL, Hik A,

9. A XFZEZHH, focus on A B ZHB L, &
AYEETT, HFAERAFZE AN, ¥k A,

10. A FEHIKEBMEG, even if &AL,
even when & A “Bf4# 4”7 ; even worse & A" #AE Y
A& ”seven now & A BME A", 4 F BEAR B
RE AR E R RS2 K5 E, it A,

I. ERES

1. B # & B 53, same & A “HFE 875
different & 4 “R Bl 49 7; some & A ¢ — s 7,
interesting & 4“7 A4y ”, A& 3% Different countries
have 7T 4n, RE 89 B £ A R —H o542, #it B,

12. A #FH K37, some EAH“—®";any &
AT other & A “H A 897 few T AYIL-F &
A, OF E—LIMNER,FEZANHETZA
g, ik A,

13. B * % %49, bag & A" &7 ;shoe &4
“EHF7scoat EANEshat EANE T, RES
B, LA FE LS, ¥k B,

i,

=4
5% 35 R PSR ’

14, C %4149, and & A “F”, ZIA A ; so
BEAEAR”. KB R;but EARA, R I 5 AT
fbsor AR ET, AR B, K IE Asian 5
European [ 4 & #5475 33k, #it C,

15. C F &2, go FA"EX"; travel T A
“IRAT s visit FA KM, F9F 75 come EAUR.
A EAME—FPEARLHG, HIRLIAH
BHAZ R R e AL Z . ¥k C,

16. B %57, need &% "% & finish &
AU ZR” schoose & H k4" have A A . »L”,
AR 6) T T A T Rl Pt 7, #ik B,

17. D F&#1, say EA B isee EAF
7 sunderstand & A “9A & 7 ;show & A& A7, &
BTl P EENARCIR, 28— 5,45
BLAMRLAL T . ¥k D,

18. B # & g4, finish & 4 “ % &”; enjoy
EAYELZ, BN s take Z A7 drink & A B,
A&#% But in England 7T 402 5 P B #4730, & 5
“EREE, R T AR E R EAMETIR.” ¥
it B,

19. B FFZ W53, carcful & H“4Fmuy”;
helpful & A “H % 85447 ;impolite & A “ RALILEG 75
healthy & A2 B, 4 F . AHERGAZIAE —
HF AR — N ALI R A R IR A E 6, A
AFH By, #ik B,

20. D # & X199, somchody & # “FE AV
anybody & # “4£ T A”; nobody & A “& A A7
everybody & # “H A A", ##E but no one likes a
person with bad manners “& A A&k RALF I A”
T 4o A] B R T A AN ERAT A B R A
¥k D,

. s

21. D mFEBM, H¥HEF— B In Arabic
countries we must be careful with our hands. ” ] 4=,
AR ZEAMNZREEFT, Wik D,

22. C ¥ MM, HIEFH — K “In Britain
we try not to put our hands on the table during a
meal. " 4n, ERE LR ER P e F i ER 2 E
ARALIN, #itk C,

23. B @y EMA, #@iks L, TR L3t
8 RE B R R E A 24U, ¥t B,

24. B UM, ARIEF — B “In Britain we
try not to put our hands on the table during a meal. ” ¥
# during 7T %m , Mo b K GG AL SR e w27, 5%
AR # At A2, 5 during A9 09 & BRE AR
F7, #ik B,

25. A EHREM. HBIEILF I L“We know
good manners are important, 75 & L&A E BB 2
AUBLAG ST T4 3B 225, ¥k A,



