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Warming-up

Task 1	 Work in pairs. Look at the following layout. Discuss with your partner and identify 
the marked rooms. 

Task 2	 Look at the above layout again. Mary is at the company gate. Please tell her how 
to find Mike and Jack in the office.                                	

1 washroom	 2 department manager’s office	

3 meeting room	 4 staff office	

5 multifunction meeting room	 6 hallway	 7 reception room

A       1         

E               

F               

G               

B               

C               

D               

Mike

Jack

MaryGate
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Words 

supplier /s5'plaI5/ n. 供应商

strive /straIv/ v. 努力，奋斗

demonstrate /'dem5nstreIt/ v. 展示；证明

ethical /'eTIkFl/ a. 合乎道德的，正确的；关于伦理的

outstanding /aUt'st{ndIÎ/ a. 杰出的，优秀的

obligation /"¡blI'geISFn/ n. 义务，职责

conflict	/'k¡nflIkt/ n. 冲突；矛盾

violation /"vaI5'leISFn/ n. 违反；妨碍

claim /kleIm/ v. 要求；声称

privilege /'prIvIlIdZ/ n. 特权；特殊待遇

external /Ik'stÆ:nl/ a. 外部的；外来的

source /sO:s/ n. 来源；根源

potential /p5'tenSFl/ a. 潜在的，可能的

Task 1	 Decide whether the following 
statements are true (T) or false (F) 
according to the passage.

disclose /dIs'kl5Uz/ v. 泄露，公开

exception /Ik'sepSFn/ n. 除外，例外

financial	/fI'n{nSFl/ a. 金融的，财政的

statement /'steItm5nt/ n. 财务报表；声明，陈述

accurately /9{kjUr5tli/ ad. 精确地；准确地

mislead /"mIs'li:d/ v. 误导

Phrases & Expressions

deal with  处理；解决

on behalf of  代表；做……的代言人

in connection with  关于，与……有关

adhere to  坚持，信守

engage in  参加，参与

	 1.	 Staff shall follow the rules and standards 
only when dealing with suppliers.

	 2.	 Employees shall treat different customers 
with different standards.

	 3.	 Staff shall observe honest and legal business 
practices at all times.

	 4.	 Employees shall sacrifice personal interests 
when representing the company.

	 5.	 Staff shall produce safe products and 
protect the environment.

Task 2	 Decide whether the following things 
are required (R) or not allowed (N) 
according to the passage.

	 1.	 Accept or claim cash, gifts or privileges 
from external sources.

	 2.	 Declare any potential conflicts of interest.

	 3.	 Disclose confidential information of the 
Company.

	 4.	 Repor t f inancial statements honestly, 
accurately and clearly.

	 5.	 Ask managers for a clear answer when in 
doubt.
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Listening & Speaking

Task 1	 Roy is talking with his supervisor about 
setting up a department meeting. 
Listen to the conversation and fill in the 
blanks with what you hear. 

Task 2	 Listen to the conversation about work 
shift and decide whether the following 
statements are true (T) or false (F).

Task 3	 Morris and Rachel are talking about 
appropriate dress in the company. 
Listen to the conversation and tick off 
the items that have been mentioned.

Task 4	 Listen to the conversation about water 
cooler chat and choose the best 
answer to each question you hear.

  High-heels	   Sandals

  Jeans	   Skirts

  T-shirts	   Sweaters

  Shorts	   Suits

1.	 The woman wants to discuss                               .
2.	 Wilson is                         this week.
3.	Wilson will be back to the office                        .
4.	 Roy has to check                         before phoning 

back.

1.	Shelly has a headache today.  
2.	The new shift-work system will be introduced 

next year.
3.	The first shift starts at 7 in the morning and 

ends at 2 in the afternoon.
4.	The man is eager to know which shift he 

will be on. 

1. 	A.	 The boss of the company.
	 B.	 The man’s friend.
	 C.	 The writer of the report.
	 D.	 The woman’s workmate.
2.	 A.	 It helps to increase the tension from the 

workload.
	 B.	 It  helps to ease the tension f rom the 

workload.
	 C.	 It helps to increase the workload.
	 D.	 It has nothing to do with the tension from 

the workload.
3.	 A.	 Mr. Blacksmith will be happy when he reads 

the report about the water cooler chat.
	 B.	 There has been too much water cooler chat 

in the company.
	 C.	 People should keep chatting at the water 

cooler for long.
	 D.	 People drink too much water and spend a lot 

of time in the bathroom.
4.	 A.	 The woman thinks that people have the 

right to the water cooler chat while the man 
doesn’t care about it.

	 B.	 The man thinks that people have the right 
to the water cooler chat while the woman 
doesn’t care about it.

	 C.	 Both the man and the woman agree that 
people are spending too much time chatting 
at the water cooler.

	 D.	 Neither of them thinks that people are 
spending too much time chatting at the 
water cooler.

Notes 

work out  找出；计算

on vacation  在度假

schedule  n. 安排

Notes 

shift  n. 轮班 
allocate  v. 分配

Notes 

water cooler chat 办公室闲聊 
ease  v. 减轻；消除

You bet! 当然；的确

Notes 

casual  a. 随便的；

非正式的

inspire  v. 激励；鼓舞
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Task 4	 Rewrite the following sentences 
after the models.

Task 5	 Translate the following into English 
using the given words or phrases.

Model 1: 

Before you rely on workplace fashion trends, you 
will want to take a good, close look at the trend in 
question.

Before relying on workplace fashion trends, you 
will want to take a good, close look at the trend in 
question.

1.	 Before you book a train ticket, you’d better find 
out if the time suits you.

	
	

2.	 After he had finished his paper, he checked his 
spelling very carefully.

	
	

3.	 He was very sorry, for he was late for school 
again.

	
	

Model 2: 

There are a number of pros and cons of relying 
on workplace fashion trends. Many people do not 
realize that.

What many people do not realize is that there are 
a number of pros and cons of relying on workplace 
fashion trends.

1.	 There are many kinds of animals in the zoo. 
That interests the children a lot.

	
	

2.	 The program will be put off. She said that at the 
meeting.

	
	

3.	 His son won in the match. Mr. Li was proud of 
that.

	
	

1. 公司所有规章制度都应严格遵守。(observe)

	
	

2. 和这些同学在一起我们应随便一些。(casual)

	
	

3. 上述所说的是一些在职场环境中非常有用的交

际技能。(setting)

	
	

4. 我们有一个专业的团队来营销我们的产品。

(professional)

	
	

5. 你知道今秋流行黑衣服吗？(trendy)

	
	

6. 与其求人，不如求己。(rely on)

	
	

7.	新车必须符合国家标准。(comply with)

	
	

8. 我们公司的一些年轻人可能会来寻求你的建议。

(seek)
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