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brilliant adj. B2BBAY

creative adj. Blh& () BY; BENEHMY

curious adj. iFEHY
convenience n. J5{&; {EF]
luxury n. Z{Zaa

imaginative adj. B85 IY

application form  FRiE%

by accident {B94

make up BIE; w5

by nature  XtE; At
fRIRO)ER
broaden one’s mind
FEFE AR R

change the world  B{Z5tH R

solve problems

A small change can solve the problems of many.

[B)&R

A Small Change Can Solve
the Problems of Many

influence v. 2N

solve v. iR (IR )
permission n. F01F; 18]
value n. BEM
profession n. {7l ; BRAM

surroundings n. [EEIRISEYD

EREESCE

T REE A E
RIFINE
HRAINEZE
AR

bring convenience to life  £5
bring economic benefits
protect the environment
bring success and fame

promote technical development
make one's mark  FXI7; RRE

come up with 8,
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We live in an age of innovation, when creativity is of increasing value. ®MEEE
— D EIFTHIRS, BENRUMNMERRHS .
| believe we are all creative by nature. HIEEHINKXEEBCE .

EiENG

EENG—RUTRYEsSNMEZ/E, BEETBIEBENE, BEFEN
51518515,

5119 A% (=)

that E2IEIZIER, 'RB & | | know (that) he will study Chinese next year.

that [P
° Y, SEIETAES BAE IR EEENE,

| don't mind whether they come to visit me or
whether/if whether/if #7x ‘B8R not.

HAEEMIREHRRER

R

He asked whom you had informed.
who, whoever,

EFEACIRHECIER AL | AbIa)REREAN T HE

whom, what, o
whatever ELY) She gave us a description of what had happened.
. ' HEEFA A T TR ERIES
which...
=] = B
\\Néfngu\}i:ere _?‘ mgﬁfggi\/jtpgl Si(z:lodn:s/: please tell me where | can get a
’ L REREE. R RE
why,how.. | SO B e emmenyes e
V=7

E: NP —ERERERER, Tk,
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Listening and Speaking

¥} Listen to the recordings and choose the correct replies.

1.
A. That's unlikely. B. Brilliant. C. Not at all.
2.
A. Very helpful. B. What a pity. C. Thanks a lot.
3.
A. I'm busy now. B. No, thanks. C. That's a great idea.
4.
A. It doesn't matter. B. Never mind. C. Sounds fun.
5.
A. | believe in it. B. Well done! C. Take care.

¥} Listen to the dialogues and choose the best answers.

Dialogue 1
1. When did they see each other last time?

A. Two hours ago. B. Two days ago. C. Two weeks ago.
2. What competition is the woman busy with?

A. An architecture design competition.

B. A graphic design competition.

C. A fashion design competition.

Dialogue 2
3. Where did the man go yesterday?
A. A museum. B. A park. C. A theatre.

A Small Change Can Solve the Problems of Many 3
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4. Which one is the man'’s favourite?
A. A 3D metal printing ring.
B. A 3D metal printing necklace.
C. A 3D metal printing bracelet.
5. When will the woman go to the museum?
A. This afternoon. B. Tomorrow. C. The day after tomorrow.

K} Listen to the passage and fill in the blanks.

The 1. of this work is “Real Boy"—a Pinocchio-
inspired pushpin designed and 2. by a young
British designer named Duncan Shotton. Shotton’s products
are 3. to make people smile and feel happy. In

this case he used a 4. play on Pinocchio’s long nose
to createan 5. , yet refined pushpin character.

I} Listen to the dialogue and complete the form.

About Joseph Binder

Born in 1.

His concept of design 2.
About the poster competitions

Organised by 3.

4,

Posters designed for
5.

4 Unit 1
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B Pair work. Make a dialogue according to the given situation.

Useful Language:
Do you know what it is?
What is it used for?

Situation: It is used to/for...
Two friends are talking about It solves (the problem of)...
a creative invention. It was invented/designed by...

What do you think of the invention?

That's useful/fantastic/convenient/funny.

Vocabulary and Grammar

K} Choose the best answers.

1. If we don't provide a good service, customers will go else.
A. everywhere B. somewhere
C. nowhere D. anywhere
2. Thank you for your letter of , which we received yesterday.
A. education B. opinion
C. information D. application
3. There always a great need for creative talents.
A. would be B.is
C. are D. will be
4.1 don't know the qirl is talking about.
A. that B. what
C. why D. whether
5. | want to know she can solve the crossword puzzle.
A. what B. where
C. whether D. that

A Small Change Can Solve the Problems of Many 5
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6. She a new idea of increasing sales.
A. put up with B. caught up with
C. came up with D. set up

7. Jone is very creative—she poetry and paints.
A. writes B. wrote
C. was writing D. had written

8. If you are about something, you are interested in it and want
to know more about it.
A. curious B. worried
C. anxious D. careful

9.1t's that she will arrive here on time in the evening rush hour.
A. unlikely B. convenient
C. believable D. hardly

10. —Excuse me, could you tell me ?

—Certainly.
A. when can | get to the station ~ B. | can get to which station
C. which station can | get to D. how | can get to the station

¥} Complete the sentences with the correct form of the words in the

boxes.
luxury imagine influence
solve permit brilliant
1. You have to ask for before you take the car.
2. His writing has millions of people.
3. She is a(n) girl, for she often thinks of new and interesting
ideas.
4. | think that's a(n) idea to cut costs.
5. Attempts are being made to the problem.
6. They led a life of , in @ huge house in the country.
6  Unit1
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E Translate the following sentences.

1. It took him only two games to make his mark.

2. Please fill out the application form and return it.

3. | met her quite by accident at the airport.

4. (O EIREFREEE . (make up)

5. HAIROZFEMA IO IEREER . (pay attention to)

6. AR NMFEHIA . (by nature)

Reading and Writing

¥} Read the passage and fill in the blanks.

“Navigating the street while pulling a suitcase and holding both a walking
stick and a smartphone to navigate—all with only two hands—was too much
to handle,” Ceylan (a blind man from Turkey) said. “One time | hit a lamppost
and blood 1. out of a cut on my head.” That head wound planted
the seed for a(n) 2. to help the blind around the globe: WeWalk,
a smart cane.

We know the blind have been using canes for years, which are basically just a
3. . They are able to detect a lot of obstacles 4. using
that simple cane, especially on the ground level like steps. However, they
couldn’t detect 5. at the level of the chest or head like signs.

A Small Change Can Solve the Problems of Many 7
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Now, WeWalk 6. this problem by alerting the blind when there is
an obstacle ahead by making a sound or vibrating.

7. as one of the best inventions of 2019 by Time magazine,
WeWalk allows the blind to walk more safely. The 8. weighs 252
grams and measures about 30 cm. It features a touchpad and its interface
9. several languages. With the help of WeWalk, the blind can
now go 10. they want, and even learn things like what bus is
on its way to the bus stop where they're waiting.

1. A. looked B. made C. took D. poured
2. A. machine B. invitation C. invention D. situation
3. A. match B. stick C. post D. sign
4. A. backwards B. ahead C. forward D. outside
5. A. obstacles B. steps C. holes D. canes
6. A. answers B. finds C. solves D. asks
7. A. List B. Listing C. To list D. Listed
8. A. development B. code C. service D. device
9. A. is equipped with B. is burdened with
C. is filled with D. is careful with
10. A. wherever B. however C. whenever  D. whatever

¥} Read the passage and choose the best answers.

4

In order to encourage daily reading, someone is trying to invent a new type

A new type of bookmark

of bookmark. If you haven't read for more than one day, it will remind you to
read by sending text messages to you. It will be an amazing invention.

8 Unit 1
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A new chair

chair for too long or in a bad position, your back may begin to
u avoid this problem. [t was

to warn users when they

If you sitin a
hurt. Now there is a new chair that could help yo

developed by German scientists. It makes noises

need to move.

A cartrider ol Anew lightbulb &
A South Korean designer, Jaeb?om The UK has invented 3 new light
Jeong, has invented a cartndgr. bglb that can last 25 years or more.
The idea is putting @ shopping 't. 'S green and environmentally
cart and 2 bicycle together: f”end'yf and as bright as the old
weekly light bulb, but costs £30

This adds some fun to

shopping!

1. Which of the following has not been invented yet?

A. The new light bulb. B. The new type of bookmark.
C. The new chair. D. The cartrider.

2.The new light bulb
A. is good for the environment B. costs only £25

C. is brighter than the old light bulb D. can last at least 30 years
3. The cartrider can make your shopping more

A. difficult B. boring
C. interesting D. necessary
4. What will happen if you sit long in the new chair?
A. Your head will hurt. B. You will be very nervous.
C. The chair will move. D. The chair will make noises.

A Small Change Can Solve the Problems of Many 9
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K} Read the passage and choose the best answers.
Here are some ways you can inspire, refresh and enhance your creativity.

First, try to keep things fresh. A new environment is the most stimulating
environment. Think of babies. Everything around them is new. They are filled
with curiosity and they love to explore everything! See the area around you as
a tourist would see it. You might see something new and it might spark a new
idea!

Second, “What if” questions can take you on a creative journey. Who knows
what crazy ideas you might come up with? What if skateboards could fly?
What if toasters could make cheeseburgers? What if...? Writing something
daily will exercise your brain and help develop the ability to produce new
thoughts.

Last, take care of your body, and your mind will stay sharp! Exercise to keep
the blood flowing to your brain. Get enough sleep. Sometimes dreams bring
creative ideas. Many creative thinkers claim to have come up with their best
ideas because they were inspired by a dream! Creativity has helped the society
develop. Strengthening your creative muscles can help you in all aspects of your
life.

1. The most stimulating environment is
A. a safe environment B. a clean environment

C. a creative environment D. a new environment

2. , you could exercise your brain and come up with new ideas.
A. By writing something daily B. By reading books
C. By studying D. By walking

3. has played a role in developing the society.
A. Trust B. Faith
C. Curiosity D. Creativity

4.The underlined word “claim” means “ " in the passage.
A. state B. demand
C. admire D. allow

10  Unit1
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¥} Read the passage and finish the tasks.

Creativity is a phenomenon where something new and hopefully valuable is
formed. The created item may be intangible (e.g. an idea, a scientific theory,
a musical composition, or a joke) or a physical object (e.g. an invention, a
literary work, or a painting).

Most people associate creativity with the fields of arts. In these fields,
originality is considered to be a sufficient condition for creativity, unlike
most other fields where both originality and
functionality are necessary. Here are two
examples.

The plaster Reclining Figure (1951) is typical
of Henry Moore's later sculptures, with an
abstract female figure intercut with voids.

An electric wire reel reused as a centre table
appeared at a Rio de Janeiro interior design
fair. The creativity of the designer in reusing

such waste products was then used with
good effects on the environment.

Task 1 Choose the best answers.
1. is/are needed for creativity in the fields of arts.
A. Originality B. Functionality
C. Originality and functionality ~ D. Elegance
2. The creative centre table made of the electric wire reel could
A. be more practical B. benefit the environment
C. be folded D. hold a larger group of people

A Small Change Can Solve the Problems of Many 11
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Task 2 Decide true (T) or false (F).
3. Creativity is a kind of activity that only creates physical objects. ( )
4. A new scientific theory is one of the created items. ( )

E Complete the dialogue. Only five choices are useful.

Mike: Hi, Lily. 1.
Lily: Oh, I'm going to a fashion show at the Beijing Grand Theatre. It will start at
7 pm.
Mike: Wow! 2.
Lily: I love to see the amazing design on stage.
Mike: I'm also interested in that. 3.
Lily: The latest spring fashions by a world-famous designer. It's said that it took
him about three months to design all the clothing last year.
Mike: 4.
Lily: About one and a half hours.
Mike: That's great! Tell me more when you get back.
Lily: 5.

A. What kind of clothing will be shown tonight?
B. No problem.

C. How long will the show last?

D. How much is the entrance fee?

E. What a pity!

F. That's wonderful!

G. Where are you going tonight?

12 Unit1
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B Write a composition according to the given information.

RIZRERIH<ZE, RIS ERNBALENDREKIERTE., BIFERE
LIRS IA— D BEEBAL
e TR Nel e S
tvERSE) AFR (4824 8) FFR=
tEES | EHEA
1. OA—4H, SNEFE2E—NNITABRKKIRITH
—
2. AI{ERIET]. ¥E. RKEFETLER,
3. BRIt EEBHEEREEAERQDETER MR-
trZEiFiE 2N EEHREERIRT .
TR ) RBERFE,
2) 80—100 13;
3) 2Ea[: CIETEEE creativity competition; fE<{Eaa present
the work; IRZEEF#E vote for

tEZH I

Notice

Li Hua
20 April
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It's Always Nice to Be Polite

| ERES

internship n. SE>]HA anyhow adv. ~EERE,; 2D
congratulations n. (pl.) #2738 punctual adj. FERTHY
smoothly adv. |l make-up n. HAEGR
recognise v. IA\IRE! attitude n. SE
perform v. RI; FE1T; confuse v. {HEREk
12ig
make an impression B8 NEIZ take a call 1ZEEIE
be absent from &RE workplace etiquette  BRI7RLIX
make an effort %% dress up/down ST /PBI(E
dress smartly ZFEEK fitinto &45; &8
use polite language {EAXLIZFIE face down IEEEZH T
avoid doing sth  BERMESE wait in a queue  HERAZE(R
sit upright Ak speak in a friendly tone  LARSFANESIRIE
shake hands 1#&3F show one’s respect FIAFE ARG
wear a suit and tie  EEFEEEF ] AT accept sth with both hands  XXZF3z4)

It is extremely rude to take a call in a meeting. TN FEITBIEEIEE LR,
I'm busy preparing forit.  FIEITEMES.
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I'm quite anxious about how ['ll do.
It was such an awkward moment.
You must have learnt a lesson anyhow.

INBER B JEER ERINE B o

It's very kind of you to write to me.

WIENE

FAREE Bz o
R AFSEMAIRTZ
eI {REBIRER 7 —IRZII o

Following the rules of etiquette can help us perform well in the workplace.

SR

RRELEHEEERLAE T,

WENBDEESYPERNENER, AREhEDTHIZNE. EIEFEE .
RIEEFRANEEA 2 AE. R, B,
IEEPIRENE . BRAPIKIENDBLITILM:

s REAEL SR . BRI,

et AiE =)
Before he left the lab, he turned off all the
BEMRENEER when, as, while, | lights.
before, after, since, till, until, as| fEBHFELIR=ELH], MBFIETERERINT .
AiEk soon as\%&iﬁjﬂ%% IS, while REEZE7R | While/When we were having supper, all the
= —ER AT IRV ELERNE, when BJLUIE | lights went out.
—EAE, MALARRSE, B | SE2MEIRAEHE, FrEaIXTERR T .
AR ECSELE M RN1E), el LAYEBCH#(8) | When the clock struck twelve, all the lights
tEnhia) went out.
PRI 12 B, PRBERINTEBK T o
ZMIK | FERIBENTEER if, unless, as/so | What shall we do if it snows tomorrow?
15N A | long as ZFiZEiE)5 1S WNRIBXR T EFA U+ ANR?
[REMRIB BB E H because, since,
3 FEFS| S because R BERIR He didn't come to school because he was
A, BES &R, because 531 SHIERH i
B = ; e :
| TIPS EE BRI ek k.
ENE | I9lel, 7 BeH because, as Al Since it is snowing, we'd better not go

since IBS855, —RFREENER
A, H as #since 5| SHIFEEIRIEMN
DAEWMEDE. iE: because 1 so &~
BEER— T E

out.

BATE, HNKRFFABLEET .

o
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(&)

ESid] RiE (k=)

This book is so interesting that | want to

read it once more.

FERINENTA so... that, such... that, | I XAPRKEBRT, HERE—IRE,

iig so that 515, so {&1mFEE1aAF0&1E); | She is such an open-minded person that
- such {115 we all like her.
iR — M VBEFRIRI 2, HAIHE
PN

He got up early in order that he could
catch the first bus.

b R B RLAEREH L5 —H1% .

Though it was raining hard, he still went out.

YR | BAPIKENDEEH so that, in order
BME |that (87T, LUME) 51%

EEERIEM BB E R although, though
1R | &&E1E51S, 7F: although (though )
ENG | AeeF0 but EMAER— P FH, B
BEEEEAI—

It was raining hard, but he still went out.
Though it was raining hard, but he still went
out. (X)

REMTMESRK, tERHET .

| BEESS
Listening and Speaking

¥} Listen to the recordings and choose the correct replies.

1.
A. I'm sorry to hear that.
B. Have a good time.
C. It doesn't matter.
2.
A. Yes, go ahead. B. Of course not. C. Oh, that's terrible.
3.
A. Certainly! B. Thanks. C. Take it easy.
16
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4.

A. After you, please. B. OK, I will. C. Glad to see you.
5.

A. Congratulations! B. Here you are. C. | couldn’t agree more.

P} Listen to the dialogues and choose the best answers.

Dialogue 1
1. Where are they?

A. In the office. B. In the library. C. In the theatre.
2. On which mode should Lucy keep her phone?

A. The silent mode. B. The vibrate mode. C. The volume mode.
Dialogue 2
3. What will Sandy do tonight?

A. Watch a film. B. Attend a banquet. C. Do shopping online.
4. How does Sandy feel about tonight's activity?

A. Nervous. B. Excited. C. Shocked.

5. What will Sandy wear tonight?
A. A formal business suit.
B. Casual clothes.
C. An evening dress.

%} Listen to the passage and fill in the blanks.

With social media activities growing, students applying for jobs may not be fully
aware of their Internet 1. . Northern University’s Start Programme
held a 2. etiquette presentation on social media programmes for
students. They outlined the online 3. for students. They explained
that the Internet can be used for good and bad 4. , but as applicants
they must be 5. of what they have put out online.

| o |
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I} Listen to the dialogue and complete the form.

About the boss

Name Sam |
Company 1.
Bad manners 2. for little mistakes.
About Jack
Job 3.
. Don't forget your own 4.
Suggestions offered _
Request a 5. with your boss.

E Pair work. Make a dialogue according to the given situation.

Useful Language:

* Is everything going well?

Situation: * Everything is fine, except...
Two friends are discussing * What's up?
improper workplace behaviour in « Some co-workers. ..

a coffee shop.

Well, | think you can...
* That's a good idea.

* | couldn't agree more.

Vocabulary and Grammar

E} Choose the best answers.

1. —I've just passed my driving test!

A. Good idea B. Congratulations
C. Good luck D. Never mind

| o |
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2. We will arrive on time if everything goes .

A. luckily B. simply
C. formally D. smoothly
3. She the meeting last week because she was sick.
A. was absent from B. came up with
C. stayed away from D. came across
4. I've tried, but | can’t open the drawer )
A. hardly B. anyhow
C. definitely D. luckily
5. You should avoid using language when writing business letters.
A. normal B. official
C. informal D. traditional
6. | won't call you, something unexpected happens.
A. whether B. unless
C. because D. so
7. a mistake is made, admitting it and offering an apology will be
very important.
A. As if B. In order that
C. Before D. If
8. Attention, please! All the mobile phones must before the
meeting.
A. be turned off B. turn off
C. turned off D. be turning off
9. —Why didn’t you tell him about the meeting?
—He rushed out of the room | could say a word.
A. until B. before
C. when D. after
10. cross the road until the traffic lights turn green.
A. Don't to be B. Don't be
C. Not be D. Don't
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¥} Complete the sentences with the correct form of the words in the

20

boxes.

employ impress perform

behaviour colleague manner

1. Our team well in yesterday's match.

2. She discussed the idea with some of her

3. This sort of is completely unacceptable.

4. The firm has over 500 , 5% of whom are foreigners.
5. Being late will leave a bad on your interviewer.

6. Dad gave us a long lecture about table

Translate the following sentences.

1. Workplace etiquette is based on respect for others.

2. Shake hands when you meet a client for the first time.

3. It is necessary for every employee to follow the dress code in the
workplace.

4. FIRFBHREMS, XXRIRER&EIFAY. (in terms of)

5. | BB REE=RMABIINAE XK. (fit into)

6. XMEWESEIE . (be worthy of)
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Reading and Writing

¥} Read the passage and fill in the blanks.

You probably landed your job with excellent skills, knowledge, and an
impressive interview. But if you want to be well thought of in the workplace,
do the following:

Be on time. 1. on time or even early shows your respect for the
company and your job.

Use proper mobile phone etiquette. 2. you go into a meeting, be
sure to mute your phone or turn it off. Avoid loud, 3. conversations
in the workplace.

Be friendly. When you meet new business partners, smile, make 4.
contact, and maintain a pleasant tone of voice. Don't forget to say “Please”
when asking for something and “Thank you"” 5.

6. office gossip. Be aware that when people in the office gossip,
the conversation doesn't stop at your level. Those who gossip usually enjoy the
drama of 7. the word.

Offer a 8. handshake. This is the time to show your confidence

and friendliness.

Give your co-workers 9. . No one likes an employee who steals ideas.
You may 10. it for a while, but eventually, the boss will catch on to
your game, and your future with the company will be grim.

1. A. Arrive B. Arriving C. To arrive D. Arrived
2. A. When B. What C. Where D. Which
3. A. public B. outside C. personal D. inside
4. A eye B. ear C. face D. head

21
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5. A. upwards B. downwards C. forwards D. afterwards
6. A. Keep B. Avoid C. Escape D. Receive

7. A. spreading B. performing C. sharing D. finding

8. A. nervous B. cold C. firm D. close

9. A. money B. credit C. confidence D. courage

10. A. put up with B. get away with C. getaway from  D. put out

B Read the passage and choose the best answers.

How well do you behave in the workplace? Are you a likeable colleague to
work with? Take a quiz to see how many points you get.

Workplace etiquette Yes | No

1. I say “Good morning” to my colleagues every day.

2. l always clean up after | use the cafeteria or snack area.

3. I'say “Thank you” when someone does me a favour.

4. | attend meetings on time.

5. | keep my anger under control.

6. Before sending an email, | make sure it is written appropriately
and check for spelling and grammatical errors.

~

. I'm respectful of colleagues’ work space, e.g. | do not use their
desks or computers without their permission.

8. | do not gossip about others.
TOTAL SCORE (Yes=1; No=0)

*Score interpretation:

Interpretation Suggestion

, It's time to learn more workplace etiquette and
0-3 Unsatisfactory | ,
improve your behaviour.
There's room for further improvement. You can do
4-6 Not bad
better!
7-8 Excellent You're a good colleague to work with. Keep it up!

22
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1. Without co-workers' permission, we can .

A. not touch their stuff B. use their computers

C. open their drawers at will D. take away their belongings
2. George gets 2 points, so we know

A. he can behave himself in the workplace

B. he has some improper workplace behaviour

C. his colleagues love to work with him

D. he doesn't need to improve his behaviour
3. Lucy gets 5 points. What do you think of her workplace etiquette?

A. Not bad. B. Unsatisfactory.
C. Excellent. D. Terrible.
4. Carl gets 8 points, so we know .
A. he is often late for meetings B. he disrespects his colleagues

C. he doesn't gossip about others D. he doesn't greet his colleagues

%} Read the passage and choose the best answers.

Email has become a way of life. There is some etiquette that should be followed
when you send an email. And here are also some mistakes that should be avoided
at the same time.

Mistake 1: Write while you're angry

You'd be surprised how easy things can get out of control over the Internet. Wait,
calm down, and have someone else edit your email for you. DON'T USE UPPER
CASE. People may think you're shouting at them, and on the Internet, upper case is
the equivalent of yelling.

Mistake 2: Send your email to a wrong person

Service providers are trying to make it easier for you by creating an address book where
one click can send an email to a person. However, this also makes it easier for you to
make a mistake. Clicking on a wrong person is extremely common. So just double check
to make sure that you have the right recipient.

Mistake 3: Send the email too fast

We know that everyone is busy and that you don't have a lot of time, but if your

23

| o |




| T —&— m - mnnsil

24

email is full of mistakes, it will make you look unprofessional to someone that you
want to do business with. So just take a couple of seconds to skim over everything
you've written to see if that's what you want to say.

1. We'd better not use upper case in our emails because

A. it means being disappointed B. it means shouting

C. it means apologising D. it means being excited
2. To avoid sending an email to a wrong person, we should

A. check twice before sending it

B. click twice on the address book

C. write a letter instead of sending an email

D. make our recipient send us an email first

3. An email with no mistakes makes you look to your future
business partners.
A. smart B. professional C. confident D. brave
4. What is the passage mainly about?
A. Email etiquette. B. Writing etiquette.
C. Professional etiquette. D. Workplace etiquette.

Read the passage and finish the tasks.

Etiquette tips for sending holiday business cards

Tip 1:

Be sure to order your holiday cards early. This way you'll receive the cards in
plenty of time to address and send them without rushing. Don't wait until the
last minute to send your holiday cards.

Tip 2: Choose quality cards

Don't pick the least expensive option. Your card is a reflection of how much
you care about and value your clients and colleagues, so be sure to send
quality ones.
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Tip 3: Purchase holiday stamps
Give up the postage metre and dress up the envelopes in a festive way with
holiday stamps. It adds a more personal touch to your cards.

Tip 4:

Even though you've had your name and company name on the card,
write a few sentences with a personal note. Offer thanks for a wonderful
relationship, give a heartfelt holiday greeting or wish for the New Year, or
add a relevant anecdote.

Task 1 Choose the best answers.
1. A quality card will show
A. your taste in choosing cards is good
B. you can afford to buy an expensive card
C. you think your clients and colleagues are important
D. you want your card to stand out as the greatest one
2. The cards can be added a personal touch with
A. regular stamps B. the most expensive stamps
C. personalised stamps D. holiday stamps

Task 2 Write the titles for Tip 1 and Tip 4.
3. Tip 1:
4. Tip 4:

E Complete the dialogue. Only five choices are useful.

Mr White: Have you brought your resume with you?

David: Yes. Here are three copies. (Offer them with both hands)
Mr White: 1.

David: Oh no, I haven't. I'm awfully sorry. Could | email copies to you?
Mr White: That'll be fine. Well now, 2.

25
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David: | haven't really been involved in international business, so | don't have
experience there, but I'm diligent and I'm a quick learner.

Mr White: OK. 3.

David: Yes, in most circumstances.
Mr White: 4.

David: Frequent travel is no problem for me, since I'm young and not married.
Mr White: OK. Hope to see you again. 5.

David: Thank you very much. | look forward to your call.

A. Have you got your ID card?

B. Can you make yourself easily understood in English?
C. Are you available for business travel?

D. please tell me about your work experience.

E. I'll wait for your call.

F. Have you also brought your certificates?

G. I'll call you if you are chosen for the next test.

E Write a composition according to the given information.

RIZIREELE, SMENINEIRA Amy 8T 7 BNRULXRFEIFE
HEMYBOTAE, 1BIREMSE—HNEE, EHREES:
1. BFEEME LA HEHL MY TAIE, NEEISH;
2. B FIOF I R SFIFENLIZLHER TEHIXENES, X~
| LN
3. B EMEEE LEru LEUSAIN.
TR ) RBESTFE;
2) 80—100 id;
3)2FiHIL: F W LH academic excellence; -+ BREI I
be proud of

26  Unit 2
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Dear Amy,
I'm glad to learn that

Yours sincerely,
Li Hua

It's Always Nice to Be Polite 27

| o |
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Unit 1 A Small Change Can Solve the
Problems of Many

ANAEDEIFEAAEEERMERT - #9100 53, EilAdiE 90 584,

—. BB (AKEHE 10 /&, B/v815, Hit105)
M A, B, C. DUMNERF, EHELZISRKEAFRI—IR,

1. A. creative B. neat C. seal D. leak

2. A. dustbin B. unlikely C. institute D. luxury

3. A value B. donate C. calculator D. nature

4. A brilliant B. broaden C. dustbin D. sink

5. A. solve B. opinion C. profession D. convenience
6. A. curious B. conflict C. economic D. influence

7. A. permission B. waterproof C. insert D. moreover

8. A. organise B. imaginative C. congratulations D. recognise

9. A.underline  B. switch C. remind D. design
10. A.inventive  B. envelope C. theme D. profession

Z. BRI (AKEHE 20 0\E, B/vE1.55, Hit305)
MA. B. C =&, idtHz=BERIRIEEIR,
11. | really wish they would make a hole in a transit card so | could

my key chain.
A tieitto B. tie them to C. tie it of
12. You will have a good chance your mind.
A. broaden B. to broaden C. broadening

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

(T

Creativity is important for artists and writers for
scientists and engineers.
A. not only; but also B. either; or C. neither; nor

He as a pianist in the 1920s.

A. make his mark B. made his mark C. has made his mark

We may think a creative person just new ideas by
accident, but actually that's not the case.

A. pays attention to
It's the third time that |
A. lost

We live in an age of innovation, when creativity is of increasing

B. makes up C. comes up with
a transit card.

B. was lost C. have lost

A. value B. valuable C. valueless

We are all influenced by things around us, but creative people
their surroundings.

A. come up with

B. pay more attention to

C. make their mark

Couldyoutellme 2

A. how you sealed the envelope

B. how did you seal the envelope

C. how could you seal the envelope

| didn’t know who the waterproof camera.

A. invents B. invented C. invent

| heard he was a pioneer in this field.

A. who B. that C. which

The egg carton in 1911 by a newspaper editor Joseph Coyle.
A.is invented B. was invented C. invented

A bladeless fan was invented by James Dyson .

A.in the 2009 B. on 2009 C.in 2009
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24, their lack of blades, bladeless fans promise to be more
efficient than traditional fans with blades and are easy to clean.
A. Despite B. Despite of C. Despite in

25. Little brother asked me | could buy him a toy when | went
to town.
A. whether B. that C. how

26. Babies are about everything around them.
A. creative B. curious C. brilliant

27. Teachers should aim to build a supportive, environment
for students to do this work.
A. creative B. creatively
28. Last week | filled out a(n)
interview with a new company in town.
A. date cable

29. The various features of the embedded products

C. creativity
and arranged for a personal
B. theme party C. application form
the way
we live.
A. have changed B. had changed
broke the window last night.

C. which

C. was changing
30. He said nothing about
A. that B. who

=, BRET (AKELE10/0HE, /& 25, Hit205)
MA. B, C. D UMEINF, iZHZFEHRIREEIRN,

In the Eastern Han Dynasty, a court official named Cai Lun __31 _a
new kind of paper from bar (#4 57 ), fishnet, wheat stalks (#F) and other

32 . It was relatively cheap, light, thin, durable and more suitable for

brush writing.

The __33 of paper-making spread east to other countries
at the beginning of the 7th century. Later, along with the Silk
Road, the Arab countries began to learn __34  to make paper.

==

It took hundreds of years for papermaking 35  traverse ( ZF1Y)

(T

the Arab world to Europe. In the 14th century, many paper factories
36 in Italy, from where the workmanship of paper-making spread to the

European countries such as Germany. The Italians produced the material in a
37 number and exported ( tH[) large amounts of it, dominating ( =

5 ) the European market for many years. Then, the art of paper-making

appeared in Russia, Holland, ___38 _ Britain. With the invention of paper,

the popularisation of knowledge has ___39

of paper is an epoch-making ( ZIBT{CAY ) eventin __ 40 history.

into reality. The invention

31. A. made B. held C. built D. borrowed
32. A. rooms B. ways C. challenge D. materials
33. A part B. art C. letter D. work

34. A. why B. what C. how D. where
35.A.in B. to C. for D. from

36. A. were set up B. was cut off C. were sold D. was sent
37. A. small B. little C. many D. large

38. A. although  B. if C.and D. but

39. A. gong B. turned C. called D. returned
40. A. human B. earth C. health D. animal

Pu. TR (AR 15 VR, 825, Hit305)
M A, B, C. DUMNERF, EHFFEHEEERIRIERIR,

A

A great new invention by a British student will help children who
are overweight. It will also reduce the time they watch TV every day. The
technology is nicknamed “Square-Eyes”. It is a tiny, computerised sensor
( B% iz 28 ) that fits into a child’s shoes. It measures the number of steps
the child takes during the day and sends the information to the family
computer. Software then tells the child how many hours he/she can watch
TV that evening. One hundred steps equal one minute of TV time. If children
use up all of their viewing time, they must do more walking.
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The designer Gillian Swan says this will help children to exercise in
their daily life from an early age. Ten years ago, children were healthier
because they played outside with their friends. But today’s children spend
too much time in front of the TV and don't exercise. This causes children
to have weight problems and become fat. “Square-Eyes” is a nickname
often given to children who watch too much television. It may now have a
new meaning. This new technology combines computers with our clothes.
What we wear will soon monitor our health.

41. "Square-Eyes” can help children who have
A. eyesight B. weight C. feet
42. Where can we find “Square-Eyes” on children?
A. In children’s pockets. B. In children’s heads.
C. In children’s shoes. D. In children’s schoolbags.
43, If Jimmy wants to watch TV for twenty minutes, he should walk
steps.

problems.
D. walking

A. twenty B. two hundred

C. two thousand D. twenty thousand
44. \What does the underlined word “monitor” mean in Paragraph 2?

A AT B. {Eitt C. 20 D. i5fz
45. What is the purpose of this invention?

A. To help children take more exercise.

B. To prevent children from getting up late in the morning.

C. To encourage children to play outside with their friends.

D. To help children sleep well.

B
Here are some tips to be more creative.
Get your legs moving
In a recent experiment, scientists have found that getting out and about
is very good for creativity. In fact, going for a walk can help you produce
better quality ideas and produce them more quickly.

(T

Daydreaming
Your teacher may be angry if you stare out of the window at
nothing, but according to a new study, having a wandering mind may be
a sign of creativity. The scientists recorded brain activities while people
were lying still but not asleep, and concluded that daydreaming could
help people become better problem solvers.
Have a good laugh
Researchers have found that a comedy film is much better than a
horror one. People who watch a comedy film are easier to come up with
a creative solution to a problem. It appears that laughing makes us feel
more relaxed. It is very difficult to be creative when you're stressed.
Noise
Research shows that for most creative tasks, a low level of noise,
like the chatter that you get in a café, is best. Complete silence is good
when you need to focus on a difficult task, but when you want to come
up with ideas, try a little hubbub ( 1EZY7 ).
46. It is better to
A. stay indoors

if you want to be more creative.
B. walk out

C. work hard D. learn from others
47. According to the passage, daydreaming is to solve problems.

A. harmful B. useless C. helpful D. meaningless
48. It is very hard to be creative if you are

A. amazed B. relaxed C. excited D. stressed
49. The purpose of this passage is to

A. give advice on how to be more creative

B. discuss some questions of creativity

C. persuade others to be creative

D. ask for some advice on creativity
50. Which of the following is true?

A. A good laugh is not necessary.

3
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B. Creativity depends on many factors.
C. Noise is always helpful to your creative minds.
D. Walking outside is the best way to keep creative.

Cc
Creative Alarm Clocks

Dumbbell ( [$$ ) alarm clock

It is not a real dumbbell, but you have to shake it up and down for
30 times to stop the alarm clock. And there is no stop button. Of course,
you will be totally refreshed by then. Don’t be lazy and take some
exercise in the morning.
Flying alarm clock

I'm sure you won't be able to simply ignore this alarm as you usually
do, because it can fly! Its propeller (32FE2E ) flying off the alarm is the key.
Before the frightening alarm sounds drive you crazy, you'd better quickly
put the key back.
Banclock

Have you been keeping a pocketful of changes for some time
without knowing what to do with them? Maybe you can put those coins
in your alarm. This is both an alarm clock and a money box. It only stops
ringing when you put a coin in it.
IQ alarm clock

What about a brain workout ( #%/% ) in the morning? The IQ alarm will go
off and ask you a set of 1Q questions. Don't even think about removing
the battery, because it is hard to open. The only way to shut it off is to
answer all questions correctly.
51. What kind of alarm clock is NOT mentioned in the passage?

A. Flying alarm clock. B. Banclock.
C. 1Q alarm clock. D. Target alarm clock.

52. Shaking the dumbbell for 30 times will make you

(T

C. stand still
53. As to flying alarm clock, you must put

A. get up B. sleep D. keep quiet
back if you want
to stop the alarm sound.
A. the dumbbell

C.acoin

B. the propeller
D. the money box
54. You must put a coin in the banclock to make it

A. start toring B. stop ringing
C. stop asking questions D. stop flying
55. What can be inferred from the passage?

A. You can shake the dumbbell clock for 20 times to stop the alarm

clock.
B. The dumbbell alarm clock will make the biggest noise.
C. You should answer most of the 1Q questions correctly.

D. All the alarm clocks are creative and effective.

IF & =

S

h. B (105)
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Unit 2 It's Always Nice to Be Polite

RNAED EIFBRAEEEEMERS - #1004, HiXhdiE 90 5.

® F

S

—. 1B (AKEHE 10 /0E&, B/v815, Hit1053)
M A, B, C. DUMNERF, EHEZISRKEAFRI—IR,

1. A. congratulation B. manner
C. anyhow D. attitude
2. A informal B. perform C. worthy D. pork
3. A. detall B. mountain  C. mail D. pain
4. A anyhow B. crowd C. follow D. flower
5. A. properly B. emergency C. summary D. try
6. A.reminder  B. gesture C. employee D. behaviour
7. A.internship  B. informal C. frighten D. ignore
8. A. worthy B. smoothly  C. without D. breath
9. A. congratulations B. colleague
C. recognise D. confuse
10. A. false B. master C. gesture D. confuse

Z. BT (AKEHE 20 0\E, B/vE1.55, Hit305)
M A, B, C=NEIRA, iEH=HRIREERIR,
11. It's very kind you to write to me.

A. for B. of C. with
12. —Hi, Helen. What are you busy with?
—Hi, Carl. I've got an internship for this summer, so | busy

for it.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

(T

A. am; preparing B. was; preparing C. am; prepared

If you pay more attention to , you will perform and behave
well in the workplace.
A. emergency

B. colleague C. workplace etiquette

It's extremely rude to in the meeting.

A. take a call B. dress up C. work
always nice to be polite.
A. That's B. It C. It's

If you need to have your mobile phone on the table, place it

A. face down B. fit into C. dress down
Don't

see the message.

others on your email unless they need to

A. accept; in B. make; in C. copy; in

A survey says most workers get a “B” good behaviour in
the workplace.

A. when it comes to B. how it comesto  C. where it comes to
Alert your recipient to what your email is about, or it risks

C. being ignored

A. ignore B. ignoring

If you don't know for your first day at work, ask your
manager, so you won't be the only one wearing, for example, jeans.
A. how to dress B. where to dress C. which to dress

The people you work with could be older than you and may have
different values. You need to for your colleagues.

A. make an effort B. perform C. show respect
Before you step into an office, you should first.

A. observe the things on the board

B. knock the door

C. close the door

He is a clever boy that we all like him.
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A. so B. such C. how
24. | will not go to her party she invites me.

A if B. as long as C. unless
25. He was absent from school, he was ill in bed.

A. because B. because of C. due to
26. there is a will, there is a way.

A. When B. While C. Where

27. She was about to leave
A. at that time
28. He ate
A. such B.soa C.s0

the telephone rang.
B. before C. when
little that he got hungry soon.

29. He got up early he could catch the train.

A. S0 B. so that C. before

30. She lowered her voice other colleagues wouldn’t be
disturbed.
A if B. unless C. so that

=, BES (RAEL 10 /&, S/vEi25y, Hit205)
MA. B. C. DOMNEIH, iZHZHLRIRIEEIR,

How much do you know about manners? Different countries
have _ 31  manners. In some Asian countries, it is good manners to take
off your __32  before you go into a house. __33 in some European
countries, this is not done even if their shoes can sometimes be very dirty.

If you are a visitor in a Chinese house, when you have a meal, you
usually don't __34  the food and leave a little to _ 35  that you have
had enough. But in the UK, visitors always finish food to show that
they _ 36 it. We need to be aware of the customs of other countries
so that we do not behave in an impolite manner.

Although etiquette varies around the world, people all over the
world __37  that a polite person should be kind and __38  to others.

(T

39 likes polite people and it is important to always remember to
40 _ your manners.

31. A. same B. different C. some D. interesting
32. A. bags B. shoes C. coats D. hats

33. A. And B. So C. But D. Or

34. A. need B. finish C. choose D. have

35. A. say B. see C. understand D. show

36. A. finish B. enjoy C. take D. drink

37. A. find B. know C. guess D. agree

38. A. careful B. helpful C. hard-working D. healthy
39. A. Somebody B. Anybody C. Nobody D. Everybody
40. A. take B. make C. mind D. solve

9. FhEIERE ( AKRRE 15 0\, B\ 253, Hit305)
M A, B, C. DUMNERF, EHAFEHEEERIRIEERIR,

A

Having good etiquette at the workplace is very important. However,
many people aren’t aware of workplace etiquette and leave a very
bad impression on their colleagues. So it's important to know some
workplace etiquette tips.

Among all the workplace etiquette guidelines, the most important
is to be punctual. Though being late due to an emergency is acceptable,
habitual latecomers are never appreciated in anywhere. Arriving at your
office on time shows that you're aware of your responsibilities and have
respect for the company regulations. If you feel that you would be late,
call and report the matter to your supervisor.

Telephone etiquette in the workplace is very important as well.
While talking on the telephone, be polite and listen to what the other
person is saying carefully and speak in a voice which can be heard clearly
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on the other end.

Workplace guidelines are important even when you're dining with
your co-workers after work. If you get a call during the dinner, leave the
table to answer the phone after saying “excuse me”. Don't talk loudly
while eating. Greet people well and try to make them feel comfortable.

These guidelines will help you become a polite employee in your
company.

41. The intended readers of the passage are

A. managers in charge of a company

B. students of a business class

C. people who are out of work

D. employees in a company
42. Why should you try to be punctual?

A. To prove you are not a habitual latecomer.

B. To show that you don’t have any emergency.

C. To show that you are a responsible worker.

D. To win other workers’ respect.

43. When dining out with your colleagues, which of the following
behaviours is appropriate?

A. Receive a phone call at the table.

B. Talk loudly while eating.

C. Treat your colleagues as close friends and forget about workplace

quidelines.

D. Greet people well and try to make them feel comfortable.

44. Which of the following is considered NOT acceptable about making
phone calls?

A. Using polite languages.

B. Listening with patience and care.

C. Speaking clearly.

D. Answering a call whenever it comes in.

(T

45. According to this passage, workplace etiquette
A. is easy to master
B. is considered important by all employees
C. can help you become a polite person in the workplace
D. will bring you good luck and good salaries

B

Social etiquette refers to the basic qualities and communication
skills that people possess in the process of interpersonal communication.
Social interaction plays an increasingly important role in interpersonal
communication in today’s society. Through social interaction, people
can communicate with each other, establish deep friendships, and
obtain support and help; through social interaction, people can
exchange information, share resources, and benefit greatly from career
success.

The handshake ceremony is the most commonly used meeting
etiquette in all social situations. It expresses greetings, closeness,
friendship, farewells, congratulations, thanks, and other meanings.
From the handshake, one can often understand a person’s emotions
and intentions, and can also infer a person’s character and feelings.
Sometimes a handshake is more emotional than words.

Then, when should the handshake ceremony be used?

¢ \When you want to greet guests upon arrival;

 \When you are introduced to meet someone;

* \When you meet an acquaintance suddenly in social situations;

¢ \When you see off guests;

¢ \When you offer congratulations or give gifts, etc.

46. What is the first paragraph mainly about?
A. Social skills.
C. Social etiquette.

B. Communication.
D. Handshake.
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47. The proper social etiquette will help you except
A. exchange information B. make a lot of money
C. obtain support D. establish deep friendships
48. According to the passage, is the most widely used
etiquette.
A. clapping hands B. waving hands
D. handshake
49. How many situations requiring a handshake are mentioned?
A. Four. B. Five.
C. Six. D. Seven.
50. Which of the following is true about handshake?

A. It is only used in formal situations.

C. embrace

B. You needn’t shake hands if you know each other.
C. A handshake is always more emotional than words.
D. It plays an important part in interpersonal communication.

Cc
Email Etiquette Rules for Communicating in the Workplace
1. Use a professional email address

If you work for a company, you should use your company email
address. But if you use a personal email account, you should be careful
when choosing the address.

You should always have an email address that conveys your name
so that the recipient knows exactly who is sending the email. Never use
email addresses that are not appropriate for use in the workplace.

2. Follow a proper email format

When writing a formal business email, it's wise to follow the correct
email format:

e Subject line: Describe what the email is about in a few words.

e Email greeting: Mention the recipient’s name and add a proper greeting.

(T

e Body: Write the main message.
e Signature: Include your name, position and company name.
3. Proofread your emails
The occasional spelling or grammar mistake is unavoidable. But
if your emails are always littered with them, it's a problem. You look
unprofessional and it seems that you don’t care about your job. So,
proofread every email before sending, especially those longer ones.
4. Know that people from different cultures speak and write differently
Miscommunication can easily occur because of cultural differences,
especially in the writing form when we can’t see one another’s body
language. Tailor your message to the receiver’s cultural background and
we can reduce miscommunication.
51. What is the passage mainly about?
A. Email etiquette. B. Writing etiquette.
C. Professional etiquette. D. Workplace etiquette.
52. Which of the following email addresses is appropriate for use in the
workplace?
A. 123456@163.com

C. Tealover@163.com

B. Babyqgirl@163.com
D. LiIHUa2001@163.com

53. The underlined word “recipient” means “ “in Chinese.
A RIEAN B. WZ{EA
C.3%18 D. #PIEA

54. When writing a formal business email, you should
A. describe the subject of the email as much as possible
B. write the main message directly without greetings
C. only write your name in the signature
D. use proper grammar
55. Which of the following statements is NOT true according to the
passage?
A. It is unavoidable to make the occasional mistake in your emails.
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B. Frequent spelling errors in emails can make you look unprofessional.

C. Tailor your email to your own cultural background.

D. When writing to people from different cultures, miscommunication
can easily occur.
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