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4> Warm-Up Questions

DL @ D1

BAERESZE(IC, ZFRICASE%Z (A) ~ (D) oZEUEL &S,
1. EMH2HNIE 1100-2230 125EE % S BRF L TLZE W,
Feel free to contact ------- at 1100-2230 with any questions.

(A) we (B) our (C) us

(D) ours

2. ETHORAY Y 7IZIOHL WY AT A2 AT L ThiEwirFg A,

All the staff members should enter

------- work hours into this new system.

(A) they (B) their (C) them (D) theirs
4> Words & Expressions Mol @i
ERZEVT. BXERICESEEZ () RICEEANEL LS,
1. WEIEKT D contactthe (s _ _ _ __ ___ )
2. MEHTD a paper (j __)
3. ZJL—akBEFHTH expecta(e __ )
4. aC—EEHLVHDICHY KL S (r______ ) the copier with a new one
5. P the accounting (d _ _ _ _ _ _ _ )
6. HMiBEAxLELTS needa(t_________ )
7. HHE M (v_______ ) feedback
8. K#ifAO~—7rr v MiEEE T 5 do(e________ ) market research
9. PLEZLA T 14 A a(e__________ ) office
10. HRICESEEZT 5 (g __ _)theclient a call
1. ZoEWz21BHT 5 (f_ ) the machine
12. ZOLLTWw5 rest(a__ _ _ __ )
13 HIIE$hZE 52 5% (i __ ) everyone
14, ZOL AT v OH LT thenew (1__ _____ ) of the restaurant
15. BHIEIZSEH in(a______ ) of the opening
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4 unit @ Office

RAFIEFEORBE T ORBE T, LWL OEKZ IEFMEIHR S 5 1213405 5 o R
BRIPETRA, @D, HERELTBETILE I,

AT %&ER _ _ _
; i IR 4
AFR 0 ey Bmie | FEk EREE | BR4EHE

e B I me my mine myself
" B we us our ours ourselves

_ B yourself
Z TR P you you your yours Jourselves

he him his his himself

_ By she her her hers herself

= AR it it its — itself

B they them their theirs themselves

'» Practice @oL13 @3
EERICADBZEHI OBV, XEZERIETXL &5, BREEFE—EULMEZXZEA,

© O NGO LODd2

As you might already know, ------- office is moving to a new location.

Ms. Sato was congratulated on ------- achievement.

I will participate in ------- of the conferences.

Given ------- background in the field of finance, I am qualified for this position.
Let me introduce a colleague of ------- .

If you notice any changes, you should communicate ------- to your coworker.
Please note that ------- have decided to order a new copier.

The cabinet we released ten years ago is well known for ------- durability.

Your feedback is very valuable as ------- helps us improve our service.

10. Thank you for providing ------- with the sample of your work.

A. we B. both C. our D. mine E. it
F. my G. them H. us l. its J. her
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4% Short Listening GoL14 - @cora

ROLE=ZEWT. 1~4D( ) ICEZEZTANELELS, ZDHE. 5& 6 DEM
[CBFRBTEAXEL &S,

W: Are you having trouble (* ) your office equipment? If so,

don't hesitate to call us. We will send a (* ) to help you
right away. From large cabinets to desk (* ), we can
repair a wide range of products in no time. If there’s (* )

we can do to help, please let us know.

5. ZOSAIIMOBEZ P> TV

6. SiLTE MESTFIMEd2ILeBBHLTWIIH

4% Short Reading MoLis - @cor=s

ROVTTHA MEFRAT. 1~30ERICBEREBEBTEZIXZL &S,

|| — 0O X

M & B OFFICE SERVICES

Would you like a comfortable office? It is important to set up an office quickly
so that you can start operating immediately after starting your business.

We have been developing and selling office supplies for many years. In order to
make our experience more useful to society, we have started a business where
we send our staff to help you set up your office. From installing some nice
ceiling lights to setting up your laptop, we can do it all. Please send any inquiries
to inqury@mboffice.com.

1. A 71 ADOHEETIZR HTEL L3 RERT RO T

2. M&B *+ 7 4 AH—VC RIIED LS EBREEH ) T35

3. M&B #+ 7 1 2% —E A ZHAT I Z KO TV E T 0%
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Listening Part1, 3
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Part 1 CChecklink (B3 DL16 @) CD1=16
Look at the picture and select the statement that best describes what you see in the
picture.

1.

(A) (B) (C) (D)

Part 3 CChecklink (B DL17  @)CD1=17
Listen to the conversation and select the best response to each question.

1. Where does this conversation take place?
(A) In the CEO’s office
(B) In the General Affairs division
(C) In the Accounting division
(D) In the Sales division

2. What is the problem with copiers?
(A) They need a new toner cartridge.
(B) They are out of paper.

(C) They have paper jams.
(D) They have paper feeder problems.

3. What will the speakers probably do next?
(A) They will order new copiers from the copier company.
(B) They will sign a new lease with the copier company.
(C) They will ask the copier company to replace all their copiers with new ones.
(D) They will ask the copier company to send someone to check their machines.
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Reading Part 5, 7

RAFADEMFT L D)= THEETT A, FEIC Part 5 TIIRDY 23S 2w EHIcL%
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Part 5 CcChecklink (F3DL18 @) CD1=18
Select the best answer to complete the sentence.

1. The technician repaired the machine, and ------- now works fine.
(A)they  (B) he (C)it (D) these

2. He attended the tradeshow on behalf of ------- company.
(A)our  (B)us (C)we (D) ours

3. Ms. Page’s laptop is broken, so she needs to buy a new ------- .
(A) it (B) them (C)one (D) another

4. The employees must enter their work hours by ------- .
(A) them (B) their (C) theirs (D) themselves

5. The marketing team has done extensive research, and they now need to submit
reports about ------- .
(A) it (B) those (C) them (D) one

6. -———-- employee directory has not been updated.
(A) We (B) Us (C) Ours (D) Our

7. - who need reimbursement for travel expenses should talk to their supervisor.
(A) Those (B) One (C) Anyone (D) Each

8. Wheeler Tech’s new software helps business owners manage ------- e-mails.
(A) they (B) their (C) them (D) theirs

9. We have received twenty portfolios with samples, and ------- was one of the top five.
(A) you (B) your (C) yours (D) yourself

10. The president invited some of his former colleagues to the party, and all of -------
were very glad.
(A) them (B) they (C) theirs (D) their
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Questions 1-3 refer to the following notice.

N
[ ]

Upcoming Training Session

To: All Bennet Foods Employees
From: Sophia Bennet, CEO
Date: December 20

Since the closing of our Waffle House restaurant, we have been looking for
something else to put at that location. Through a casual meeting at a tradeshow in
July, we became acquainted with Chef Shira Feldman. Chef Feldman is extremely
inventive. She catered the last executive board meeting, and everyone was
impressed by her food, so we have decided to open a new restaurant with her.

As she specializes in Pacific fusion, we plan to call the new restaurant “Pacific
Cuisine Shira.” In order not to lose our shirts in this venture, we have done
extensive market research. So those of you who work on the restaurant side can
rest assured that we plan to make this a success.

On January 10, we plan to bring together all employees for special training. It will
be a full day for restaurant staff, and until 1:00 p.m. for headquarters staff. Chef
Feldman and my team will explain the new concept. She will then treat us to a
tasty lunch. In the afternoon, restaurant staff will learn about the new menu and
service standards in advance of the opening in March.
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What is the purpose of the notice?

(A) To announce the new location of the Waffle House restaurant
(B) To outline corporate training with a new chef

(C) To ask the recipient to evaluate the Waffle House restaurant
(D) To launch a Pacific fusion cuisine recipe contest

Where did the CEO first meet Chef Feldman?
(A) At a restaurant

(B) At an industry show

(C) At a board meeting

(D) At a family gathering

What are restaurant workers required to do?
(A) Think of menu ideas

(B) Stay for afternoon training

(C) Visit the company headquarters

(D) Decide where they wish to work



