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Unitst

< Workplace Manners

apologize v. iE MK
cancelation n. HU/H
comment n. S
feedback n. imt
handle v. AbFH

attentively adv. H.OHL

cheerful adj. Ry
determine v. HLE

genuinely adv. FiH
helpful adj. 4 # B

interrupt v. FTWF(GR1E) maintain v. £

note n. FEI;TES
pillow n. #k3k
recommend v. fELFE
set adj. GHEHY
timely adj. M
tray n. Efjﬁﬁ
verbally adv. 3kt

SR

pick up it ; ik

be ready to do sth. &S

even if BJfi ; 4

calm down HE T 2k
boarding pass &L
mineral water " JR 7K

notice v. {3
place v. Jil'#E

scale n. FE

solution n. f#JTZ
tip n. UL F5]

valuable adj. HH{EHK)

blanket n. ¥
colleague n. [A]3+
disrespect n. JtL
greet v. UIEDS

indicate v.
manners n. fLIL; I
passport n. PR
positive adj. T
schedule n. HB}[a]R
stopover n. *ﬁ{%%’

tone n. ig"/;h

valued adj. BEEH

well-prepared adj. #EILTHY

plan to do sth. J1Xi 5

be attentive to sth. &.0> 55

take a deep breath TRIFEIK
make sure to do sth. —E B MHEH
carry-on luggage i S5 1725

security check ZZ {6

,,,,,,,,,,,,,,
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RIBSF R (BRUAER - RSE)

deal with ZbF# ; v X be full of &3

share sth. with sb. 5% A= 54Y)  comment on T

shout at sb. X 3 A A= g nY focus on T
S (=R LS|

Where are you flying to today? {4 K2 K MR E 2

May I help you, sir? gt , 5B HF T8 2

Making customers feel appreciated, even in the face of cancelation, determines
whether they will recommend you to friends and colleagues. BJffi 1f il 17 B HUIH &
WL P RE B X PR E T AT A 2 1] AR [R) S5 HEA IR

Welcome and greet customers with a smile and make eye contact. [+ WK %
F IR AT IR AN AL

You share your personal stories with co-workers while you are working. /R¥E TAE
B [l AR A N Z T

Don’t shout at customers or find faults with them when they make complaints. >4
B PBRI AN EERAATT RN Y B AR B B

Serve your customers in a fast, friendly and helpful manner, and they will visit
you again. LUTREE B A& 40 AR T B A9 J7 X IR0 2 7 IR 55« A AT 25 -
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% PR AE ] A L 2 iR AT H AR, AR S EREA % W
BT MATAY ) BT o

I could see in her face that life was full of interest and expectation. ¥ 1] DL M fh ')
K B AT SR T ORI



Unit (1) Workplace Manners
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(1) # % % 3% pleasant.place.plan,pick up.the other day % &5 A %,
(2) 3B IR AT AP K445 B IR W A AT IR AL )
() EAFRA X TAHEAUBG 7 EE T &,

(€] BRI

SR

1. pleasant,ﬁﬁ@iﬂ»%z@x%“ﬁ/\%;/é\}\ﬁﬁ‘mﬂ‘ 7, .
Spring is a pleasant season. FHFZH A ,

Her voice has a pleasant tone. #1175 & A —F 0 H-1 74

pleasant,pleasing . pleased #1 pleasure #y Jf % X 7

e 18] A iE i) f

Dleasant BEE,EHA AW, 588 FT | We spent a very pleasant evening. 1]
T 25 A B4 A 46 Tt BB b R ERd7T —NEFRTEHESL,

Sleasing W&, B RS Ak, &ZH”, | The food is pleasing to my taste. X 4
BIRAARE. &FOE XEARW AR,

sleased HRE.ERREE L, &2 % E | | am very pleased about the result.
07, — R BAR A MHERRKFE.

Sleasure FREH B G, Bm AR, E %737 H | It's a pleasure to meet you. 1R 5 2% I,
B &, B Ak E, R | 2K,

2. place, g, BIEJESCE” ., YER W BRI I ALE . .
He placed his hand on his friend’s shoulder. fi48F+E7EM A RIE L.

place,site,area,location,spot 7 scene Hy J % X 7|

e 18] A 7y i) f
TR E H®RHEH KL EBWH E . | This would be a good place for a picnic.
Bt R R T KRN BRWTHT .

L



B i R & Bl A

KAt M B AL B, E A | They've chosen a site for the new school.
A BRR R E R R B 3 R 37 AT A FF AR T R

¥ RLVE R A BT WX & % | the hotel reception area 7k 18 8 1% 4

area Fligth) M7 H Ak £ B X, | Move the cursor to a blank area on the
WAL screen. {ELATFH E(RMD FEHZT AKX,
EE R A K FEWNM . H A, | The company is moving to a new location.
B, BiE R4 &N ARy | AF ESEER .

FAe B ¥ fhde 5 —F 4 & | The lake is one of the local beauty spots.
EH R T AN G HE — DR

scene | BT W HEE L AWM E Y | scene of the accident = # 3,7

site

location

spot

3. plan, Bfia], BEGE TR RO HE R, W WA B E FEBCA plan to do sth. ,
“THA/ATRAMEE S A 25 T plan for sth. o plan i AT FHAEAS ] %004 3 . L w] AT AT %044 fJ f
PR R HEIATR I HEBUE L,

il .

They plan to arrive some time after three. fifi13i17E = S LIS 35k

We need to plan for the future I/ 172 AR KMl 4T53

Do you have any plans for the summer holiday? X2 BARAE AFTHE?

B85
1. pick up, G EUE“ Kl . R YD) 5 TJE?F.(%J\) CHIZE0 Sk CRT LU B AR LA N Bk
TSR] DU @I IS N s i ) s FE A IE LB R e 5O 2 B AR s TR A

HOBRNEE”. fian.

They depend on the goodwill of visitors to pick up rubbish. I JFH{EIF & < A e
B

We drove to the airport the next morning to pick up Susan. Ff 158 KB EIT4EENY
IR

Where did you pick up your English? /R7EMF L7 1E 2

2. the other day, B REUZ“JLKHAT; F K s IR AATRI” A T a few days ago, B HhiFiEZ)
A — Mt 2 i, lan .

I met her in the street the other day. JLRRTFRAEHAT [ Al UL b,

I bought the watch the other day. * HFRIKEJLKAIELH,
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Unit (1) Workplace Manners |

B another day, ERR“U R, TRFEMB RN E R, TR L EHRE
A ERRAHELH X R, . |
| She is coming another day instead of today. #4 K F k., & KK,

You may do it another day. 17 PA Tk KX 42, :
| He stayed there (for) another day/another two days after I left. & & JF & &
BT —R/FER, |
 (@some day B KRB —K; B Y — B K7 HE A — MR,
) 4 . 5
| Your wishes will come true some day. %8 — K Hy B2 2L, |
| Some day you'll have to pay for what you have done. ¥ & — K17 E H RN AT H
R |
| (Done day TUEF“GEEI KR ¥ AT — it £ 0 TH R HAO K —
RV 5 some day EAB R B R F —AE KB . Bl f
One day I went to see my first teacher, but he happened to be out. H# — K, &
CERWERE . TATMEET. |
| He will understand the teacher one day/some day. # 3k H — K, filt & ¥ #f &

==y it

1. Where are you flying to today? #/R4A R KM HL 2

be+v. -ing & X KiK. L HER K A= w9 sh Ak 5 T 2R 67 B ¥ 3hia, I go,
come, leave,start,arrive 55, W] F T H A Zh 28 gh i) . X B F 2 340 A R a8 ok 09 i AR I
i,

We're moving to a different hotel the day after tomorrow. J5RIATERF]H—ZW)E .

The plane is taking off at 5 pm. ¥HL 4 5 Ak K,

2. May I help you, sir? Je, fr g A5 2

“May 1 help you?”, & U “F5 S F AT 127 2 —Fh kLA 1 1n) fge FH 1, 8 3 TR i 48
T WGSEMR S50, ZEE  Tmx )2 A @ 25 8. A4 74 What can T do for you?”,
i,

A young man sidled up to me and said, “May I help you?”—/ME48 A HH0E 938, FHE 10
I TR LA AR 27

May I help you take a picture? FKHEHSVRFATK IR 2

May T help you. Miss? /M. RAE A (i 7
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RIBSF R (BRUAER - RSE)

ER{BITIAT

1 1

fEAT

5 2

A

—1I want to buy a pair of sports shoes.

A. What’s wrong? B. How much is it?

D. What does it look like?

C ZEZLPrHE., “What's wrong?” B H“/E4 T 77“How much is it?” B N E L
/D27 “What can I do for you?” & & “Fk BE H5 /R i 4 1527 “What does it look
like?” B N BEHEFE LG RIZ“] want to buy a pair of sports shoes. ”H]
L IRV SE — XUz B, 25 AL SR WY ) Ik 55 TR . )R — FRAB T AR AT
27— AL —Is L, Bk C,

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

C. What can I do for you?

—In a minute, Dad.
A. prepare for B. pay for C. pick up D. put up
C Fa&shiakiih. prepare for FON“MER"; pay for T A7 ; pick up BH“H:
7 sput up BRI, HHE“They are all over the floor. ”RJ 12 241 194
iRk . AR IEIEIRAY AR PR O v . BT A S . — 5
T, EE, ik C,

GRS R

. BTURRER

1.

—Can I help you?
A. Yes, please. 1 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. fly 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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LI AbERHE

: Good afternoon. Welcome to Grand Park Chengdu. May I help you?
1

2

: I'm Kate Robert.

3

: Yes, from today.

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

: Here you are.

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

© > W > E > I

: Yes, it's right.

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.

Do you have a reservation, Ms. Robert?

© =m0 0

Just a moment, please. I'll check our reservation record.

s=RE | 2

S #Bi

(1) 3 % ¥ 4% attentively, valuable, notice, schedule, apologize, determine, recommend.
calm down.ask about.even if.take a deep breath.make sure £ &9 Jf %,
(2)iBiE M LT 4B N RB TS S0 TR0, T 5 R P 37 3l 6 1R AT 0, 48
BEEL TG EARKL T,



RIBSF R (BRUAER - RSE)

(@] Er0inE

E5RET
1. attentively, glJir] . B EE“L.OH”, H40.
He listened to the radio attentively. & .0> V& WL,

(1)att€ntiV€9ﬁﬁz\\i§J7%/@ E“'g‘\\ Q)J /E fl/] %'\* Q}J’ B‘r @/{%ET’% b€
attentive to... , & ,@7?5“5@ """ xR”, % 4 . |

an attentive audience 2 £ 2 ## B 9T A%
The government should be more attentive to the needs of families. F Jif N Z &

FYIITITS

; (2)attention, £ 1, B B Z“F &; £ 0 Y7, [E E#EZ pay attention to, &
Bk INVA: - SXTT ”;draw/catch one’s attention, & B Z“R 5| XA WEE”, #l40.

Please pay attention to what I am saying. i JE & % 3% By 3% . |
An article in the newspaper drew/caught my attention. {4 F#h — & X Z 5| % |
THWEE, |

2. valuable, JEZ510], BEZ“AMEMN”. 212 value, BEIE“ (RO ME”. & &
valueless, B EUE“ A MER”, Hilan.

The book provides valuable information on recent trends. 455t iT R M) & R HSE 4L T
FERER.

to go up in value JHH

valuable, precious, priceless #1 irreplaceable t ] % X 7

B 17] A % i fl
- MR, EHHEMN”, % | The thieves took three pieces of valuable
valuable
RN, HEW jewellery., G EAT ZHHEW HIF.

BRI, EH“H H W, 48 | a precious Chinese vase, valued at half a million
XTI N g pounds HME 50 77 357 oy Fr i o (& AL
R, BTN, 18 | a priceless collection of antiques - {8 % 3, By &
Fothe B Rty E R | SR

| B B (R R E S
 iveplacesble] 4T A R H
—H

precious

priceless

Works’ of art were lost, many of them irreplaceable.

CARBERT AR AR SHMER—F 0.




Unit (1 Workplace Manners

3. notice, ZfiA], B REUZ TR F”, EA N, SEUR IR @ A5 M7, EEOE AU
notices, 4N

People were making fun of him but he didn’t notice it. AfJ7EEMMIF B2, (HAL B =
|,

a notice saying “Keep off the grass” 5“7 BK " 19/~ H

notice sb. do sth. # notice sb. doing sth. #y Jf % X 7

Eipragzyind A 5 £ f]
EE Z“% =3 3 A | I noticed him leave the room. & FEZ | MBI T
notice sb. do
TEE”, FaEth & | FlE.

sth.

TR ESE R I did not notice you come in. & % JE = | R 3t 3k,
BEEZ“FEREALE
notice  sb. = * I noticed her standing behind me. & & = 2| # iE 3%
doine <th EHMEE",HFIELE oy g
oing sth. .
EEE :

4. schedule, 2 1a), BRI s TAETHRI s HER L HE” . Wn] LIVEShia] . U224k
Hgeeenes ZHERFE]) s BITT” ., W FHEEEC N schedule sth. (for sth. ), B & “ L HE----- (fpeeeees )7,

a train schedule ¥ 4=H} ZI| &

I need to check my schedule to see if I'm free tomorrow. FFEEFEKWHER,. HEHHK
IR EMA %S .

I scheduled a meeting with my boss for next week. FKZHET T JE M ZM AL,

tight schedule H #2 %

 on schedule B [ & BB 40 E & ; BRI
ahead of schedule #2 ]
behind schedule 3% & T € i+ X1 ; B & 5 1%

5. apologize, zfiia] , ZJEE“IEHK” ., EEFEHCA apologize to sb. for sth. , BB &K B3
HmFE NIEE”, 416~ apology, [# %€ 5 B A offer/make/demand/accept an apology (for
sth. /doing sth. ), BEJE" (KA /MO =) 5 s/ B/ ZoRE #2232 8 #7 . Bl .

Go and apologize to her. EZ5 AR,

I apologize to you for my rudeness yesterday. F& &Ik FE R BOFLELT A MR8 H#K

She offered an apology to the teacher for not completing the assignment on time. KA

TEAT FE I S A I ) 2 U TE A

[

W/
A

=



RIBSF R (BRUAER - RSE)

After realizing his mistake, he decided to make his apology to his boss. 7EEHE| A . 1Y)
BRI MR 1] B B IE

6. determine, #lia] , B PesE s 7. AT HIVEA Ry shinl o n] AR e ¥ shinl. AR
KWy shinlt, a4 44 16 ARTA L shis A e ] . 24 TR 2 determined , # H I EEF5BCA be
determined to do sth. , B EJE“ YL ; 441 JE determination, B U “ Bl s 5L IR 1)
Py H B E 5B A determination to do sth. , B &M pgde.0”, Bilan.

He has not yet been fully determined. il A5EEF E L,

Who determines the overall production plan? H#EHE S AE P22

I determine him to be a fool. FRIEM M ZE—ME T

They determined to start early. fifiJsRE R S JLH % .

I'm determined to succeed. FRHLOZEFRAG I,

I admire her determination to get it right. T4 S5 I APl .

7. recommend, zh i), =B R W HE". F AN E E 45 M A recommend sb, ... (=
recommend - to sb, ) , B & W] 3 AR e » Z41AJ2 recommendation, & & IE 21

VGRS N AR
Can you recommend me a good dentist? = Can you recommend a good dentist to me? /i
REZR FAERE— AP BRI 7

The committee made recommendations to the board on teachers’ pay and conditions. Zg b1

%ﬁjt%cﬂfﬁ 8 T B 0 A A ) ) o o 2 i L

(1)recommend sb. for.., BEE“HEHEEX AMGERM”, #l4n
‘ I'll recommend him for the job. # & & & X T T 1k,

(2)recommend sth. for.., BEZ“@ELWIELMFAR", Flin.
I recommend these pills for your cough. % 1 173 % 3x ff 24 36 97 "% "% .
(3)recommend sb. as.., & EZ“HEFIEAHy-eee 7
I'll recommend him as her secretary. & ZE 3 % ftn 24 # i B F .
(4)recommend doing sth. , & B 2 “Z W HEE", #l.
I recommend buying this dictionary. & 2} %X A 7] # 3
(5)recommend + that )4 (47 i should -+ 37 & % should T4 %), FB&

R, B |
He recommended that we (should) read the novel. 7 A7 X A /N,

8815
L. calm down, FEREVER“BUE PR, W HF5R  (OLEFWD S U IR 2 s it foe  al
AR At A L0 07 Bt v i 1 o8 o LABESR 5 | A BRI I . (2) FE 1 X 3k IRME L A JE
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Unit (1) Workplace Manners |

(A I AT UM ) iR B B A ¥ # 8 % L HDE AR XS J7 58 () TE7q LB B I
EPEENREIE T, T X AT R ENE B C R m%w. flan.

Calm down! Don’t get so angry. & m ! AEX AR,

I know you're worried but you need to calm down to think rationally about this. FRZH1iE
PRFALL HARTS ZE T ok R M S X R,

2. ask (sb.) about..., EREUZE“WIRI CFEAO KT 19" Billn .

She asked about his health. i) [n] fth (1) {2 BRI

I want to ask you about places to visit in China. FKAB[a4RA & E 0] DAS WA )5 .

3. even if, FREUZ“HIME” 22— NEE T RIE MR B O BRI RIS SRR 01 & AR 5o
KA AL AR I — S IE A R B . B R T A A R B SR A . o

Even if it rains, we’ll still go for a picnic. BM#i F [y, A 119k LB,

I would still love you, even if you were broke. BM#i/RE Io53C, AR Z AR .

4. take a deep breath, BEJE“RIFIR”, %A 245 H T RN 28 # T K BN sk &2
MR B SRR Ry i K B e R — 1 ik A SR k. Bl

Taking a deep breath can help you cool down. ¥RFEUZ AT LLHS BIARE T K.

hold one’s breath B {£ "%

out of breath % F 1 5 %

short of breath "% &

 take one's breath away 3 A k% — £ £ A HEHF
save one’s breath & 5 % 0 &

5. make sure, & EUZ B Ok s Bok DRk A B A% 527 Ho e T 428l ia) A e =0 D e el 4
“of +£41)”, 4N

Make sure to lock the door before you leave. B2 Ritf{fsi 17,

Please make sure that you understand the task before you start. JF4f 2 Biig iR IR EL &
PR TAE5F

I need to make sure of the time before I schedule the meeting. 7EZZHEE I Z R » T 75 T
VNI

= =Y it

1. Serve your customers in a fast, friendly and helpful manner, and they will visit you
again., PV AR SR T B A B9 T7 ORI 2 2 IR 55 AT ) 25 FRRFEDTAR

AAPE“Yrfifa)+and +FRiRA)7, H-513%E 6] and F1 or # AT LA F“4r 7] +and/or + P
AT, Fen gl A R R ) BT 7 1 PN 455 8 i T AT £ /) I S R 25 580 IR B4R and AT or #f AT
DL AHE A A and FR“IEA”, or For“Hm0N”, Flan.

1

M



RIBSF R (BRUAER - RSE)

Wait for a moment and you will find something interesting. 25— JR¥2 A IA #Z Ab

Go at once, and you will catch up with them. I |2, ABFEVREEZSEE FARATT.

Stick to your principles, and you will win through. B4 5 0], /R 52 kA

Compare this with that, and you will see which is better. X PHIARA LB —F AREE AT
LI A B4 T

Make haste, or we'll miss the bus. #Pt, HNFRATEAS FALKET .

2. Making customers feel appreciated, even in the face of cancelation, determines whether
they will recommend you to friends and colleagues. B{#i[iila 1T BLEBUE , 2% 1 BRI =,
IXRGE T AT 75 23 ) I AR [R] SR

AN AT E T Sh A TRREAE iR AR T (D S AR F1E 0 15153 i)
P (2 Zh AR E E 15 38 AT DR 6 454 ji T vl DA ) 400 5 (3) sh A e iR AR £1 .
XA AR, it YRR 318 s (D 3 A 1A There be 58 P4 15, 410

Collecting information about children’s health is his job. W& & JL#E AR AE B M
TAE.

His coming surprised me. a8 A1l 3 Kz —4P,

It is no good living alone without keeping in touch with others. M J& A FIM AR A
Ufhb

There being a shop here is a great advantage. X JLA TS » B2 7 {ER 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. JCig%&
SETEW IR S AS I 2 A T H AR BV S  HITE A 28, BT A TR TR BB e

(D whether /EZE RN U 2R, 7l 51 44 fal M Ny sl shin A e s, EEiE A
A I or not Il ] whether 5155 2] A € 2T R BEH] whether 51554018 J5 HAEH]
whether 515 ; ST TH WA S 2 4] B R i/ I - HEEH whether 552,

(2)whether ] 5[ i b2PR1E A, B, TTIR ™, Ia) i i ] — A e 0
R S e 2 INGTDRR N U UG VL (P

It depends on whether they will support us. XHRFA RS S LHEFFRAT.

He doesn’t know whether to stay or not. fBANHIIEZEAZEE Tk,

We didn’t know whether or not she was a student. T ITAHIE fih 275 22444

We didn’t know whether she was a student or not. F[JAHIIE fih A 227k

I'm going whether you like it or not. NEF/RIEENERE, . KA EET .

Whether or not we are successful, we can be sure that we did our best. NERIN5E K

(IEZTEPNENAS T oI



Unit (1 Workplace Manners

BRNEAfT

51 1 James apologized his mom for breaking the glass cup on the table by
mistake,
A. for B. to C. from D. on

fBir B EHEENEHN. for RN T 7 t0 BAH; M7 from BN 0on BN
T, apologize to sb. for sth. F/R“PIREFIREE NGB, A5 A BT A /N
O F T T BSR4 45 T8 . fk B.

5l 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

@iy B EASNIEE1E. come down B R FE”; calm down & K “¥iE N E”; break
down B N R” s fall down 2= K k3”7, MG Exercising before going to bed 1
A R Rz S 2 B ORE LU I RO ARE . ik B,

RS NERZRS )

| HTUE R |

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

I didn’t notice Tom the coat and leave. 1 was busy cooking in the kitchen.
A. take B. takes

C. taking D. took

—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

—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

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

A
ol

=
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L B2 R BB 07 1% IR PR ER X 2 A SR B AT i8R 1

Teachers often think of new ways to the lessons are fun for
students.
2. FIRHTBEAE EAREE TR B AR .
By midnight, the whole town and there was nobody.
3. MR T — FA0, WOK T B el
He and blew out the candles.

4, FRAT RN 5E BUT 551 H 5
We took pride in having completed the task
5. NABEHAH: ARELBESE B — K BB

at the next turning, you can see a hospital.

B=gE | 2

N #ABi
1. # %% 3% greet,handle, cancel,admit. find fault with,make complaints. focus on
%%m&
BB BRI RIFHNIRGIT AN ETEZR THREZIT AN E LAY ZMIHRRY
AT A0 R AR IR e TR FIRIGAT A,

(¢ BRI

EREPT

L. greet, i), RUE“ ML, 48 LG 5 sl /R R 3 NS S a5l
R BB B, greet ﬁ|ﬂwﬂﬁ%ﬂ%*“ """" Jr g e ” W AT LU as. 4y
Jif, greet sb. /sth. as... . FR“FEHN/FEF D ff-eeeee o FATAlJE greeting, FUREUE A1 4RI ; 10
e E0E”. filn.

He greeted all his guests with a fixed smile on his face. X} a B ANABLIAB A — FL2E
g*ﬁﬂo



Unit (1 Workplace Manners

The crowd greeted the winner of the race as a hero. ARG} o bfE—FENGH PR 4

The morning greeting from my neighbor always brightens my day. 4} &5 I ) &
RERe IR —K,

2. handle, glia], B REUZ A0 BT Ry #e A TAEEURAE) 7, 44 1) )2 handling, A A £ 44
TR BESE S OB B SR Ab B XFRE s XA s () fish g s 2, 227, 51l 4n .

He’s not a very good teacher because he doesn’t know how to handle children. fBANE—
ANV S R R AN AR A0 e] X R T

I was impressed by his handling of the affair. F¢ XAt FR=EY) 1) T N EPZ IR Z .

toys that can stand up to rough handling &5 &7 IrE

3. cancel, Blyia] , B BOH ; 087  BUE S ECAT cancel sth. out, BREUZHIN". #4172
cancelation , U “ UK s | . a0 .

All flights have been canceled because of bad weather. [KKSIEY , IrA i EBUE.

Don’t forget to cancel the newspaper before going away. 9[\5:', A s T B4R T T o

We need at least 24 hours’ notice of cancelation. ANAKEUH »if 2 /DHERT 24 /NSHE21

4. admit, ghia] , B AIAF I BRI T MEVF I /BEA” . 3R N, FHAE &
SliA] i, R 44 1) 8 24 1) 5 that AT FHAEAS B W shial i, & F A9 18] € $5 L 24 admit to
(doing) sth. , FHEUE“ AN () FE=R 7, ilﬂéﬁ“{ﬁ?ﬁ: I R B [ E 5 B0 admit
sb. /sth. to/into... , EHE “VEVFHEN/FEPIHEA <o o 441/ admittance, B EE G
PRS0 BEAAL A, 4N .

Don’t be afraid to admit to your mistake. ANEEFEIHINGE .

He freely admitted that he had made a mistake in the decision. fi3H 3 &I\ B O R
HOR T 4R .

After the argument, he admitted to losing his temper and raising his voice. Wbid )5, fth
HINR TG Fm TIRIT,

He was admitted to the university with excellent grades. K5 B S#% KAk T,

The admittance fee for the art exhibition is quite reasonable. XK 25 A YW B A3 24 AH >4
il

PP ihrs

1. find fault with, ZEUZ“ PRGN #EIF #0487, S N sl ) i ot il i 1 92t 41
P TR ERkA . il

He loved best to find fault with me. =W IFKFLAITE T .

You find fault with that? R & BX LRSS T 157

It’s easy to find fault with any job. ZAEARAITAE EF AR, R M S 28105

[

WA
A

=
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He always finds fault with my work, no matter how hard I try. JGigFk 2 A% 11,/ 0 &
PRAFR ) TAE,

2. make complaints, & EJE“HAL  BUF”, A1 24 F make a complain, J5 12 7] LA about,
it -

I'd like to make a complain about the noise. P2 50 ] B H AR,

They made complaints about poor service. B 1#&VFIRS 2,

3. focus on, EREUE“GEH T, Hin.

The discussion focused on three main problems. i8I 7E = F |08 |,

Each exercise focuses on a different grammar point. &%k > 5 XA 6] B85 B 5,

Ea0m

1. T could see in her face that life was full of interest and expectation. F¢ 1] DL Ml Y fG I
Al RV T TG AN Y

(1)in one’s face F # FRIE 255 B9 G b 26 80 HH i s & ol A5 ol o ik 35 Sl O
PN B £ STie YN Az % S (A s A7 L (P

I saw fear in his face. FRAEMS BFF] TRUE,

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

Tl F BERBE B U R AT I Fe b RERSZ B B R4

@D face HAEWEHE

face the truth W % 2 52 face the challenges T %t $k &

face the consequences T %t & & face the music T 31352/ & 3H F A+
face the unknown T #f 5 ¢ on the face of it Ax T t &

put on a brave face 7% i & lose face & W F

face value W1H face to face T AT T #b

(2)be full of B H“FHE”, 5 be filled with ZEAHE ., #140.

His speech was full of confidence and inspired everyone who listened to it. il P 783
AR U 14— DT AR

The classroom was filled with excitement as the students prepared for the science
experiment. AR THERG AT R 2SI, 0% BTN 1 %A

2. You share your personal stories with co-workers while you are working. {R7E TAERT
SR AR A NG

share sth. with sb. B A* 53 ASERY)”, Flan.

She likes to share her thoughts and ideas with others. fih=-¥x 5{th A\ 735 H & BYAR A= L,

Can you share your dessert with me? JREEFNTR 5= AR A E w5 157



Unit (1) Workplace Manners |

@D share, 497, BEZ“ R4 RE”, Hidw.
| The company’s shareholders received a generous share of the profits this year.
KRN NIRESERRT F B 00 A H A
market share [ ¥ 5 | W F:; T HEA R
earnings per share [ 4@ | # R WK # ;B RE B FRE 45 R EF
share capital [ &g | &0 % A& ; K0
bonus share T it ; & F R & s LI s F A K 4 4B
A share A
B share B &

BR{IBIAT

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

@i C EBANHEPNT. by BRI at B RHFE”; with BN use B M,
A . AT R AT Ak F R 4 SRR O 2L AR B A IR with, A)
B ABATE H EW 5 2 E AR S 7 ik C

%5 2. 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

B A HEINEEIEHT. focus on BT call off BN “HUH”;depend on &
NMREE” s put off Z K “HEIR”, HRHE With all that noise going on L f it’s almost
impossible for me to my work A1, Wb ik FRTCEE AR thoRE #h AR . A

Wh I AN, FILPoE A o ph T, ok A

EbASPES >
I BIARE |

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

17
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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.

—1I'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
I AR AEE SRS |
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.
. BHiE

Part A 55 1 A998 a) F B DUE P A RS E MR PR ZE T
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 B iR YE o SCHE 7S, 8 F 51 P 9 18 19 1) 1 #b FE 58 2 JF 44 28 2R 5 TEAH I /Y e
4 I
4. b E L A RN, T BB ES R BLIRAE

He the plastic bottle and put it in the proper rubbish bin.
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5. MITHE . NTEBERBATHER, BEAE 5 F R NAEE 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.

AAK)E ARG A2 RN
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Unit 1 ¥CilliA%

I. BIUERE

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

( V2. —
—1I'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 1 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 GIEMEZ), it is good manners to take off your 13  before you

go into a house. 14  in European (BRI [Y) 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 (JUH) 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

717



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

. FAizEeE

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, it i C. it D. ffid
( )25. The main topic of this passage is .
A. manners B. habits C. traffic D. lights
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Unitl

TIN5

1. BIERES
1. A %ﬁﬁd‘TJﬂiao

Workplace Manners

‘Yes, please. 1 want a
hat. & A “ R 89,3, KRB E—MEF.”
“You're welcome.” & % “R A #t.” “I'm
fine. Thanks. ”%Sﬁb“ﬁ.ff’i%’iﬁﬁ%’o”“Yes,
you can. Here you are. ”& A “Z 89,4k 7T
A, BAREXZEBEMD . A RIFLE
¥, &% BB e A, K
BE—TMEF., ik A,

. A 7?7!-‘137]1‘]%,;19#%7})? pick up & A “ %

";look up & 4 “%& 14”;make up & A “ %
#7;fix up & /J“ﬁ"ﬁ” ’7% 5&&&&%‘1
ﬂzi’d&éﬁ%%’? S RAEFLSTIRS BT
i, ¥k A,

. D # BB RPN, pleasing FA A A

Tk ké’]” BT a5, — R AR RE ,pledsure
AW, 439 ; pleased & A “ R F) 5 3%
., )ﬂ i"»’fa A ; pleasant & 7@ CA A B
é‘]”Jﬂ’T‘%E%w‘v@a’UﬂVFii%c e A AG A
£33 trip AE R BB, & RNTA
AR KMy B 89 AT AR . MOk D,
. B %éﬂ}imh@zﬁﬁ] plan to do sth. & 4
11’3’0 MEE",FERHIE R X, 9
— AR A AR E G F I, —&
éﬁ&ﬁ%ﬁgké%ﬁﬁn% it B,
. B FEo AR R, bet o -ing
KRETHRTXN 2HFLEGHIE.FAT
R TALE 4509339, 4r go, come, leave,
start.arrive 5, % 5 ¥ k69 iF B IR EE A,
# it B,

I. #h&xtiE
1—5 BDFGC

El:txantss

I. BROUEREE
1. A %‘{!_}%b‘iﬂ ¥215 M7, pay attention to &

HEE ,get on with & # “Faeeees A4
make up & A “% %" ; look forward to & 4
“HAFE” ., AEHE“What did Anna say?” % Sorry
4, b 4L R AR R A EE B UL 4
A,
. A FH3IEi§iE3H9 . notice sh. do sth. &
HUERFBINEAMT EF, BAHMEH T
#2 ;notice sb. doing sth., A “ZZER EA
EEMEF, BRADEELRIT, 2HY
F 7T Ju L AL IR KA BT B AR BR A B
WETIHEAT . K E"XAFHEH LT
2, ¥k A,
. C EEHiAEEHN, findout EH“E
H}] 7 look for & A “F K7 ; make sure & A
“H s step up B A E s mik”, WRIEE
LI will try to T4, “R"FELZ D, T lwr
LR E, ik C,
. B EEEEHEN, as if T AT even
if ZA“BP4$" ;550 that &A“A T ”;as long

I.
1

I.

1.

H

II.

1.

N

(SR

.B £t 4% 1517”)%7]‘)? prediction &

. D %‘ﬁ@bi‘ﬂ;&-‘la

. C HEEFHinEiEHN. bring out

.C HFEA

1. to handle
4.

as B AR E”, I It's really our pride

#= we just make our first step ¥ 4=, “ KA1

W5 % —F Mk . ik B,

&
schedule & 75 Bt ) £ 75 calendar & 4 ¢ El
B’ ssurvey & A 4R E”, A Go to bed at
the same time every day ¥ 4=, 4 X 3% B} B
5L B AR HRE IR AT W & . ik B.

SR AIF

make sure 2. calmed down

3. took a deep breath 4. on schedule
o.

Turn right; and

B IR R

C # & 3Ei§i&E3h 7, admit doing sth. &
%&waﬁr%a&¢#$’@ﬁ4\
AR T A S A E AR
F4E, ¥ C

(| EHEIEE)

\2A

N EAS B R
to EH E"sat F A2 FHF) 7
on & A &7, focus on ; /7“%“}’
TV RE R, & & &) 4'"/&’:3—"&LZW
e f 50 A EFEE, ik D,

. D %é%ﬁéﬂﬂ%#ﬁ pleasant %Tfﬁ"c)ﬁy

— A F A E W plea%ant BEE
news. day. weather. voice, view ﬁ-‘%ﬂl@
JA spleased £ IR &, —AAHE b ey
KA, BHEAREFRIGAHE, &
AWuFHZFE, LB F L with, about B
Z:/’iiii:%mvﬁﬂﬂ“&ﬁ]'?%&é}a a) &
BT B AR HE . CAARRIRET, AL
KA B, B E A — A A A b
#y &k, #ik D,

=75 look forward to EA N ff’—'f pay

attention to B A “EZE"; check out & 75 “u

Wﬁ%ﬁ"” & RN ARG EF

ik, HEERILIE,

I, ¥k C,

4215 9EH . below surface & %
“U & VA F7; beyond control & % “ &k %
417 ; behind schedule AR ﬁ"?ﬁ ITRTE) 7
above average & 4“3 T-F ¥ KF7, HE
&% T'll never get thls report done by Friday
o, kA M A Z A R E M IRE, &
Yo 9T 4, 37 i iR T FR it B 4], behind schedule
%%“ﬂf%ﬁ"’l‘ﬂ_j—lﬂ””?—%ui‘g‘ﬁ }77%;&
R TR A E) BN Rk 2 AT
TR iR E, ¥k C,

FAREBRRAMNELTEIES

2. attention 3. valuable
apologized 5. determination

iz
4*’75/3\755". = §U4{bé’]§-4’£4‘+7
AARBEIR A R il T RE A T W
ik,

VO INE S B P 8
picked up
draw; attention
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