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1. — Hello, I’m Harry Thomas.
— Hello, my name is Charles Green, but
A. T don’t like it.
B. everything is ok.
C. call me Charles, pleaes.

2. — Who’s that speaking?

A. Sorry,I couldn’t tell you.
B. Who are you?
C. This is Tim speaking.

3. — Do you have any plans for tomorrow morning?

A. I’m sorry, but I have another appointment tomorrow. Thanks anyway.

B. No, I have nothing planned tomorrow.

C. Well, I’ll be most delighted to come over.
4, — ?

— It takes about 3 hours.

A. How long will the journey take

B. How often do you take a train

C. When will your train arrive
5. — Thank you for inviting me.

A. I really had a happy time.

B. Oh, it’s too late.

C. Thank you for coming.
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6. She feel very tired and was glad to him.

8.

A.
B.

B.

C.

insist on
put on
lean on
a good film on TV at the moment.
watch
am watching

watched

The book in English.

A.

B.

C.

writes
is writing

is written

9. Professor Smith promised to look my paper, that is, to read it quickly

before the defence.

10.

11

A.

B.

C.

after
over

into

They didn’t arrest him in the shop, 9

A.

B.

did they

didn’t they

. are they

, after introduction, you can ask about their journey.

. To break the ice

B. Broken the ice

Breaking the ice
(3895 B)EHIHIE 1 IS 2 WAEE 6 7D

12. I have an English class

A. three time

a week.

B. three times

C. three

13. these honors, he also received a sum of money.
A. Except B. But
C. Besides

14. I don’t know when
A. did he borrow

C. he borrows

the dictionary.

B. he borrowed

15. Nowadays office work can be done by computer very fast speed.
A. in B. at
C. on

16. Neither John
morning train.
A. nor
C. but

17. The manager will not

’

his father was able to wake up early enough to catch the

B. or

us to use his car.

A. have B. let
C. allow
18. He can good English.
A. talk B. say
C. speak
19. Mary has been a secretary in this company she graduated from Beijing
University.
A. before B. when
C. since
20. you deal with the data files, the more familiar you get with them.
A. The more B. If

C. Because
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Meetings are very common nowadays. They can be weekly, monthly or annually. Some
people think most meetings feel like a waste of time. They seem pointless and boring at
times.

Then how do you run an effective meeting?

First, assign roles, such as greeter, timekeeper and note-taker, so that you, the
organizer, can be free to lead discussions and presentations.

Next, take charge from the start. Everyone will listen to you and join your discussion if
you take charge in every aspect of the meeting. Show everyone that you really know what
you are talking about, and everything that you talk about is useful.

Most important of all, follow the agenda. At the end of the meeting, spend a little extra
time for the participants to discuss anything that needs to be immediately discussed but
which may not have been on the agenda.

Always ask the participants questions so that they can speak their minds and keep them
interested. Remember that a good meeting is a two-way communication. Be open to
everyone’s opinion, ideas, and suggestions. Don’t forget to thank them for the ideas they
present.

And finally, close the meeting with everyone knowing what is expected of them and
what they should do for the following weeks. Then, send out meeting minutes within a few
days, while everyone still remembers the points.

21. Most meetings are sometimes thought to be

A. solving many problems
B. discussing important matters
C. killing time and uninteresting
22. In order to have a successful meeting, the organizer should first.
A. assign different roles to different people
B. look up a reference book

C. prepare pens, notebooks, drinks
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23. When you are in charge of a meeting, you should do the following things EXCEPT

A. knowing what you are talking about
B. only discussing things listed on the agenda
C. considering anything that needs to be argued about

24. Which of the following statements is TRUE according to the passage?

A. When the meeting is closed, it means there is nothing to do in the following

weeks.
B. It’s not necessary for the organizer to thank the participants.
C. The organizer should be open to the participants’ opinions.
25. The best title for the passage is

A. How to Run an Effective Meeting

B. Steps of Organizing a Meeting

C. How to Organize a Discussion Meeting
26—30 B ERBEAXABTHMAHNEARETER, EMNE T, BRNEF",FHER
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As more workers have their own personal computers at work, e-mails are beginning to
take over formal memo writing in many companies. Email messages are written, sent, and
usually read on a computer screen.

There are several advantages in sending e-mail messages. E-mails can be sent readily to
anyone listed in your address book, a feature that lets you store frequently used e-mail
addresses. Messages can be sent to as many people as you want with a simple click on the

“send” button. Whether long or short, documents can be sent in seconds.

Messages are sent in real time, and the receivers can read an e-mail any time anywhere
they log on an e-mail account. It doesn’t matter whether the receivers are sitting before the
computer screen or not while you write the e-mail. The messages are always held in an

electronic mailbox.

You can also attach files in your e-mails. Documents from other software programs can

be attached to the e-mail message.
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Once you are used to working with e-mails, it improves work efficiency a lot. Besides,
it is relatively inexpensive in the long run and it saves paper.
26. Email messages are written, sent, and usually read on a piece of paper.
27. Messages can be received in different time.
28. The e-mail can be stored in an e-mail box.
29. You can’t attach documents from other software programs.
30. Email can improve work efficiency, but it is expensive.
M. BEE( 200, 8084 7)
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31. The less clear you are about what you want to do, the less effective your plan will be.
A. BRAXKIER B CHEEMA 4RI RIS R
B. RBAER B CHEBEMA A, R TR B B A AL
C. RETHRIBREA BB IRRFAEE B DB 4.
32. Years ago, zoos kept all kinds of animals in small cages.
A. ZEUN, SIYHEELF B RENETE.
B. JLEERT, i ERE A S ERETE.
C. ZFUN,.FYWEAFTEEEIYHARBRLHITE.
33. We will be flying to South America this time next month.
A, AR BXABHMRERATR R WL L ERRM .
B. T/4ABXARRZ AR CHLEEREEN.
C. TAMABENIPLEFE L EREEN.
34. He was too tired to say a word and went to bed at once.
A KRBT, WEERSLZ ERT .
B. fli KRBT, —AE WU 2] EIRBER 2T .
C. kKRBT, RfET —HEMILA LIKT .
35. How long have you been working here?
A REATEXETER?
B. Rt AmHEEX B TIER?
C. REXBTEEZEAT?
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