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A company plans to introduce a new eBook reader to the market and five employees from
the Marketing Department are invited to use the product and give feedback. You will hear
five short extracts from their feedback. After that, five questions will be asked on what each
speaker has mainly talked about. Give oral answers, summarizing each speaker’s message
in ONE sentence only. Answer each question within 15 seconds after you hear a tone. Note-
taking is allowed while you listen.

Q1: What did the first speaker mainly talk about?

Q2: What did the second speaker mainly talk about?

Q3: What did the third speaker mainly talk about?

Q4: What did the fourth speaker mainly talk about?

Q5: What did the fifth speaker mainly talk about?

Scripts

Speaker 1: The touch screen is a delightful surprise. Tapping the edge of the screen to turn
the page is incredibly easy and less intrusive than pushing a button, which was
always a little jarring reminder that [ wasn’t, in fact, reading a paperback. The
small, quick tap of my thumb on the edge of the screen has become almost like
areflex and I don’t notice it anymore; it feels natural.

Speaker 2: Although our eBook reader is cheaper, our competitor has a better display
resolution. They look just about the same, and at first glance you don’t notice a big
difference. But close-up words and pictures are not as clear or as sharp on ours. If
a buyer is very particular about the quality of the screen, he probably would not
choose our product.
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Speaker 3: I don’t like the touch screen. If you are reading and want to go into another room,
by the time you have carried it there the touch screen will have changed so much
you’d spend a good amount of time trying to get back to the page you were on.
Same problem if your cat jumps up on you and you need to put the eBook down in
a hurry to get the claws out of your chest.

Speaker 4: In brief, why purchase this eBook reader instead of our main competitor, Kindle?
Because it is less expensive and can do everything that the more expensive Kindle
models do — it runs the same e-reader software, it has the same processor as the
more expensive models, and it downloads books via Wi-Fi. It has exactly as much
storage for books as any other current Kindle model, 4 GB, enough for “thousands”
of books.

Speaker 5: 1 don’t think this product should be positioned as a Kindle for less. It has its own
unique features. For instance it is thinner and lighter, and it has Bluetooth! It also
offers way more color options than black and white. I know buyers are going to
compare, but we need to stress those features.

You are going to read a bar chart about the major expenses of a company based in
Beijing. After that, you will be asked eight questions. You should give oral answers and
each of your answers should be brief. You will have 90 seconds to read the chart and
you must answer each question within 15 seconds after you hear a tone.

Major Expenses at Venti Ltd

Unit: Million RMB

4 ] [] 2014
[ 2015
I 2016

0 T T T
Rent Transport Salary Other expenses
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NOW PLEASE ANSWER THE QUESTIONS

Q1. How much did the company pay in rent in 2014?

Q2. For rent costs, which was the fastest growth year?

Q3. Which expense sector has had steady growth over the past three years?
Q4. What was the biggest expense in the year 20167

Q5. Which expense was second highest in 20167

Q6. For salary, which year saw sharp growth?

Q7. Which expense sector has decreased over these three years?

Q8. In which year did other expenses decline sharply?

Read the following passage about an IT company, Weihua. Introduce the business to your
client by summarizing the main features of the company. You will have 3 minutes to read the
passage, 90 seconds to prepare and 60 seconds to speak.

Together with telecom carriers, Weihua has built over 1,500 networks, helping
over one-third of the world’s population to connect to the Internet. Together with our
enterprise customers, we employ flexible enterprise networks, including open cloud
networks, to drive efficient operations and agile innovation across domains like Safe
City, finance, transportation, and energy. With our smart devices and smartphones,
we are improving people’s digital experience in work, life, and entertainment.

Weihua advocates openness, collaboration, and shared success. Through joint
innovation with our partners and peers we are expanding the value of information
and communications technology (ICT) to establish a robust and symbiotic industry
ecosystem. Weihua actively participates in over 300 standards organizations, industry
associations, and open source communities, having submitted over 43,000 proposals
to drive standardization and pave the way for more effective collaboration. We have
joined forces with industry partners to innovate in emerging domains like cloud
computing, software-defined networking (SDN), network functions virtualization (NFV),
and 5G. Together, we are promoting ongoing, collaborative industry development.

As a responsible corporate citizen, Weihua has made a significant contribution
to bridging the digital divide. We are keenly aware of the importance of
telecommunications in emergency response situations: facing Ebola-affected
areas in West Africa, nuclear contamination after the Japanese tsunami, and the
massive earthquake that struck Sichuan, China, we hold fast in disaster zones to
help restore communications networks and ensure the reliable operation of critical
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telecom equipment. To further promote sustainability, we develop the next generation
of ICT talent with our global Seeds for the Future program, in which we give
university students the opportunity to visit China, receive training, and gain first-hand
experience in the ICT industry.

You are a training coordinator at the Human Resources Department at D-Toys International.
Give a presentation to employees in the Marketing Department. Your purpose is to
encourage them to join a cross-cultural communication training program. You should cover
the following points:

- understanding overseas markets;

- possibilities of working with colleagues from foreign countries;

« opportunities to live and work in foreign countries.

You will have 90 seconds to prepare and 60 seconds to speak.

BEnE )

Read the following passage on planning business research and use NO MORE THAN FIVE
WORDS to fill in each blank in the outline below.

Planning Business Research

A report about a complex business problem begins with a research plan, which
becomes a guide for collecting data, analyzing data, and reporting the results of
the analysis.

When a project requires extensive research, you must be sure that you
are authorized to spend time or money on the project. In some situations, your
job description will require that you prepare specific reports; then you need no
additional authorization to initiate a research plan for that report. But you may
also discover the need to analyze a unique problem related to your work; then
part of your plan is to be sure you are authorized to do the research. In addition,
your supervisor may ask you to work on a special project; then your research
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plan must include a review of the request to demonstrate that you understand
what the supervisor wants.

As when preparing a simple report, you must have a clear understanding
of your audience, both primary and secondary. The authorization facts may tell
you who the receivers are, or you may need to determine who they will be. When
you initiate a research plan, decide whom you want to influence with the report.
Sometimes you cannot determine the full audience until you have clearly defined
the problem. The definition of the problem may provide a clearer view of potential
audience for the report.

As the problem is the central focus of the research, a clear, concise statement
of the problem keeps the researcher on target. To conduct business research,
you must distinguish between the managerial problem and the research problem.
The observable phenomena about which a decision must be made comprise the
managerial problem. Such phenomena are also called the symptoms of the problem.
But a manager who looks at several symptoms may decide that a deeper problem
exists. That question would become the research problem or research question.

Whereas the problem defines what is to be investigated, the purpose
identifies why the research should be conducted. When the research is
completed, the purpose guides the formulation of recommendations. In some
situations, the problem and purpose are nearly identical. If so, they may be
stated as the objective of the study, the overall outcome or goal of a report. In
other cases, the problem and purpose must be differentiated from one another.

Having defined the problem and purpose, the next step is to identify the
scope of the investigation. You will identify the specific factors or elements to be
analyzed. A perfect study would investigate all the possible aspects of the research
question. But time and money constraints require that you focus your study on the
factors most likely to yield relevant data. Preliminary research often leads to the
identification of those elements. After identifying the factors, you will concentrate
the remainder of your research on those items.

Two concepts, delimitations and limitations, relate to narrowing the project’s
scope. Delimitations are the additional boundaries or restrictions that you place on
the study, while limitations are the potential shortcomings or inadequacies of the
study. Some limitations arise from circumstances beyond your control; others derive
from the way you define the scope and delimitations. Stating delimitations tends
to clarify and refine the scope; stating limitations demonstrates that the researcher
understands and is willing to acknowledge the weaknesses of the proposed study.

Having done all these, you are now ready to plan how you will collect relevant
data.
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Planning Business Research: An Outline

. Obtain or review authorization IV. Clarify the purpose
* Need no additional authorization if - 6 when the
1 ; problem and purpose are identical;
+ Seek additional authorization when * State the purpose and problem
mandated by the situation; independently when different.
* Review 2
V. 7
I3 + |dentify specific factors or elements for
+ Refer to 4 : analysis;
* Define the problem clearly. + Conduct 8

for this purpose.
Ill. Define the problem

+ |dentify managerial problems which = VI State delimitations and limitations

are 5 g « State delimitations to set
* Specify the research question which 9 ]
lies behind managerial problems. + State limitations to recognize
10

VII. Prepare to collect relevant data

Read the passage about Uber, the on-demand car service, and answer the questions by
choosing the correct option.

The Wrong Reasons to Fear Uber

[. (1) Recently there has been a lot of negative reports about Uber. (2) A few
cities are stepping up their efforts to regulate Uber’'s business, and a tiny but
growing “DeleteUber” sentiment has been stirred up. (3) But the accusations
against Uber are misguided in two profound ways. (4) First, none of the
reported violations have proved to be real threats or concerns; second, Uber
does present a potential risk, but it is going completely unnoticed.
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Cheating authorities?

(1) Uber was using a program known as Grayball to disable its ridesharing
APP when riders are suspected to be violating its terms of service.
(2) Designed initially to block banned users, the program was latter adapted to
avoid government inspections. (3) Being out of the government’s control, Uber
is viewed as a threat in some cities such as Portland and Austin. As a result, in
some European countries Uber has been temporarily or permanently banned.
(4) It's true that there is something furtive in using such “cheats” to escape law
enforcement but | regard the government’s banning operation against Uber as
more disturbing, at least from a customer’s point of view. (5) | happened to visit
Portland on the day the city lifted a three-month suspension of Uber’s service.
Unable to get an Uber ride from the airport hotel that morning, | paid $42 for
a regular cab ride (taking an unnecessarily long route with a driver chatting
on his phone the entire time). Later that day, when the regulatory ban on Uber
ended, my UberX return trip — in a clean car with a polite driver — cost less than
$20. (6) This might help explain why consumers are switching away from the
regulated taxi sector.

Cheating drivers?

(1) Another accusation against Uber is that in its poor welfare system its drivers are
treated badly. (2) Indeed, Uber treats its drivers as contractors, not employees,
which means that they are not provided with workplace protections and benefits.
However, unlike ordinary employees, Uber drivers are free to work as much or
as little as they want. They provide their own “tools” (cars) and bear their own
expenses. (3) Eighty percent of Uber drivers work less than 34 hours per week,
whereas only 20% of taxi drivers enjoy such freedom and Uber drivers also earn
more per hour. (4) A research done by a group from New York University suggests
that the Uber drivers’ satisfaction levels are relatively high, tampered only by
recent declines in fares passengers pay.

Cheating society?

(1) Uber fought with California over the requirement to get permits to test its
autonomous vehicles. (2) California should applaud rather than tax Uber-
the-experimenter for pushing the driverless technology rapidly into markets.
(3) Famously, Uber does not conduct drivers’ background checks. (4) New York’s
Mayor wanted to limit Uber’s operations, citing safety concerns. (5) But are Uber’s
drivers more dangerous? (6) No, data shows that ridesharing services lower the
rate of DUIs and fatal accidents, potentially saving up to 500 lives annually.
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VILI.

(1) There are also episodic complaints about Uber’s internal culture and
management — claims of sexual harassment, chauvinism and intimidation of critics.
(2) Evidenced by the company’s periodic “profound apology”, these are nasty
incidents that ought to be punished, but they have zero bearing on the quality or
value of the consumer experience and the income opportunities Uber provides.

Uber’s real threat...

. is market power. Traditional taxi prices — even when regulated — are not
much above cost. But Uber is increasingly displacing the old taxi model. And
the ridesharing network is a platform, which, like social networks, the larger it
is, the more valuable it will be. Riders prefer a network with many cars roaming
the neighborhood, and drivers prefer a network with more rider-subscribers.
Uber, in economic terms, is building a natural monopoly.

(1) Once it achieves transportation dominance, what would stop Uber from
raising prices? (2) It already uses “surge pricing” at intervals with excess
demand. (3) And will it service the remote locations that taxi companies
are currently required by law to reach? (4) It is hard to imagine that Uber’s
pace of innovation would slow down, but the market power it secures would
eventually erode its most desirable feature: low fares.

QUESTIONS o

1. Which sentence in Para. | best summarizes the main idea of the whole
passage?

2. Which sentence in Para. Il states an opinion?

w

. Which sentence in Para. Il provides evidence to explain Uber’s popularity?

. Which sentence in Para. lll represents the opposing opinion?
. Which sentence in Para. Il is a factual source?

. Which sentence in Para. lll is an experts’ opinion?

. Which sentence in Para. IV is an opinion?

. Which sentence in Para. IV indicates the research result?

© 0 N O o

. Which sentence in Para. V is the author’s opinion?

10. Which sentence in Para. VIl makes a prediction?
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Read part of an email below from Anna Brown, an account executive of Buzz Advertising.

<>

| wanted to let you know that we had a staff meeting in the morning even
though you were unable to attend. Bob informed everyone about the progress
made by our department in reaching out to the Tianjin market.

We also discussed some issues related to confidentiality of data filings and
the budget update. You will find the detailed description on your desk.

Please get back to me with any questions or concerns that you may have.

Write an email to Ms. Brown:

+ expressing apology for not attending the meeting;
+ explaining the reason why you were absent;

« requesting additional information on the updated budget.

Write about 70 words within 20 minutes.

You work for a well-known fashion magazine. Despite best efforts, its circulation has
dropped recently and employee morale is low. You and some of your colleagues have been
asked to conduct an anonymous survey among employees to suggest ideas to motivate
staff and improve morale. The comments on the following list are those most frequently
mentioned by the employees in the survey (in order of their frequency):

« voice not heard « poor communication

+ unreasonable deadlines + no team spirit

+ no clear company vision « rumors of lay-offs

« stress - few development opportunities

Write a proposal for the manager which includes:

« a brief description of the problem;
« survey findings and analysis;
+ your recommendations.

Write 150-200 words within 30 minutes.
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AAESFEIT F) A SRS GE ok, W o SRR T B AIC IS, AR AR (R R
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1. TERPRARSEH

A H W] You will hear five short extracts from their feedback. After that, five questions will be
asked on what each speaker has mainly talked about. /R Z A FE: H—, BILHEILRHLEKRT,
ANREICHE R FF: 5, EEMRAR AT R B SR =, BEORERFEMERRE, AR
4145, 8 H 15 B Give oral answers, summarizing each speaker’s message in ONE sentence only. # 7~
FATE: BANEAR, REEH iR R CEIEn, W EIC SN A, AH B
Answer each question within 15 seconds after you hear a tone. /R % AT 2R H F1EM, ZHELF 15
FPLAN R F W%

2. Anaidsgid

PRSI0 RO XM RZBECE AL, AW IC A &R AR 55 2R, B A2 IIHf i
ZiCH HRRMET A QBEE A T R B, 7ET i e 5 A 7 AR BRAR RO RIS T i S oG iiE
BIAR LA Bedg o A0 SC B

Speaker 1: The touch screen is a delightful surprise. Tapping the edge of the screen to turn the page

is incredibly easy and less intrusive than pushing a button, which was always a little jarring reminder that
I wasn'’t, in fact, reading a paperback. The small, quick tap of my thumb on the edge of the screen has

become almost like a reflex and I don’t notice it anymore; it feels natural.

KE 1At T 81 : the touch screen, a delightful surprise, J& [ JLAJ TG ARG & T
screen iX— FMiE], PRI A A0 screen i sk oK. [RIEY, 5 a9 ) -t BRI RA T i B AR L,
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25 Pt R AT 48619 delightful surprise, &7 A T incredibly easy #l feels natural iX# A9 i) i #E4 75
R, NXERER, K5 ANES KEEXTHPWEZ
mn DI e o

AR S B, AR R 2™
ILSREE |

5 SR T DU S iC S IC R BE AR B, [ =% A T L ) B

PR ek, AU TIER. 54, FBAEWATET IC kRS bR EE .
BN fE5E—10 % F ARIITHE The touch screen is a delightful surprise 1, %4 1] LIig 5% 3K the
touch screen il delightful surprise %17, #XJ57E surprise JEHIC Sz, LI 25 B4
3. EREEES
AR,

B T ARiECHRE ([LinsE— & = Y the touch screen ) ZA4b, ZAEMNMENESH — M
FAEFE R R . A4

K VamiE 7 RES, PRI T DL experience — i), 38 o 33 Iy FHIA) 18 T LA 42 R0 BT HA 34 fih

FEARGFH o

RE 2385 A B AR S S kS . P B IT A0S, A5t A 2 18 I T J5 e b —
%, KHERIEJE the quality of the screen.

KT 3G fl R TR 23 & A28 4k - the touch screen will have changed.
KEABRAZ, B4 7R T BT L6 B : less expensive and can do everything
that the more expensive Kindle models do.

R 5B AT A X K - B34 « It has its own unique features.
4. EREINERE

REEH|T Y, 76 15PN H— B S R BT, 1R AEMss & 5 G Ak g
@ (FEE

Hoh, HACEEMER, RN, TERELEDT, HIUT R R.

|5 2A

AUIEESAN

XBESE “KFH AT AR5 R — L
- MERE A S B R, ERA S ALY .
fAy EAC RO, RISk EEMRINE .

FEOM R 30 A HE AT I I ATBRAR R, JRMCHEE B L

il
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% H REAE 90 D X B A — 020 BOTA IR - DB P14 424 PR AR i 2 ik AT 4 28 B0 (5 B
ECHE K R ANl 1 S B R IR NSRBI 20 PO T S fF R 25, BT 2RI\
Al AR R R AE R Sk mIAA Tl A (R AT 15 B N SE AR

N T B EARES RAER” AL 55, BRRVRERUA B, KRBT — T B SR LR B RIEK
2 0310 AN T Y 7 e P 5 1 SO 3 I A R O w6 S D AR S €2 RN
DRI

RERI I 25 W R U2 OC T — R A R EZER T S0 AL . Q1. How much did the company pay in
rent in 20142 2R B SN RUREA R, 254 R — T 2014 4F rent X W AR, AT LA EHE (]
i, BRI — AR, Wl LR MR R AT, RS BAERESE . BT, 3T QL,
ZH ] LU FE [ . Two million (yuan)/They paid two million (yuan)/It paid two million (yuan).

FERRY Q2. Q4 1 Q5 2R Z A XA AN LA i BE #EA T He#R, SRJE I H)@, Q2. For rent
costs, which was the fastest growth year? 75 %% /[ AL — T 2014—2015 4F 1 2015—2016 4F rent % 1§
KRR, PR, 20154F A IR L 2016 4F RUSE IR BE R, BT L, 5 AR R [T 43d: 2015/It's 2015.
Q4. What was the biggest expense in the year 20162 /& H44 2016 4EiA 9 T LW £/, 458 k&
salary FF 32 e %, PTLL, 2548 )% Salary/The biggest expense in 2016 was salary. Q5. Which expense was
second highest in 20162 /39X J& HL 4 2016 4 A7 2 HIAY Z2 /0, 4R SR HIT S8 — 2 H , BR 2
Rent/Rent was second highest in 2016.

Q3. Q6. Q7 F1 Q8 & X % 4h 1 4< sl sk 2> 47 i 8 75 I A% ] 81, Q3. Which expense sector has
had steady growth over the past three years? B2k %5 Az [ 22 W — He I 37 22 £ 34 5 Q6. For salary,
which year saw sharp growth? J&:[m]Hf—4F T 75T 3 219 ; Q7. Which expense sector has decreased
over these three years? 77 % % 4= # B IE— - S 2 U0 A3 s Q8. In which year did other expenses
decline sharply? J& [n] HAWTF SCAEMP—AF SRR EE WD . [FIBE, 25 A2 AT AR B BAE Se B 1 ) - XX
SO IR R T IR . BT

Q3. Transport/Transport has grown steadily over the past three years.

Q6. 2015/2015 saw sharp growth in salary.

Q7. Other Expenses/Other expenses have decreased over these three years.

Q8. In 2015/Other expenses declined sharply in 2015.
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WA G AR5 EORTE AR 3 73 B 2 N B 3 — 13 300 381 26 A7 YA G ATRE (022 wIB80™ il B 1]
A ), RIS 90RY, HI1 R m%e P A 4R IR LR A BB NA . AL 5575 A5 ARSI a4kt
SRS 32 205 S RE ST

BRI

VR MAT 5510, 25 A N 7% A B R AT P 2 0 RN RE T, RO B e b 2
FA). FEMAEGR . —BELT, BB -G - REAN, SAZBRNEZFER.
F B PRBOX S BAR 2 EARAN T AEEN TR E S, MR EEER.

PRUIEE R AT 00T BRI K—RIT AR —f 30, =B, H§—B#AE—1
TR, o3 B IR IX 5w R AR

5 — B HE 25 EUA : helping over one-third of the world’s population to connect to the Internet £l

improving people’s digital experience in work, life, and entertainment.

55 T BAYEEE B4« advocate openness, collaboration, and shared success 1 promoting ongoing,

collaborative industry development,
o =B E 25 B A « bridging the digital divide I further promote sustainability
% WARE SO A X e BAE R, AR 90 RPN HEAT PR B SUR S, AN A R X

£4% : help over one-third of the world’s population to connect to the Internet and improve people’s life
experience; advocate openness, collaboration and shared success and promote industry development;

bridge the digital divide and drive sustainable development %5

@ 1FEEN
XA SER “WZAE” AT55 i — BN
o MR R B AR RS A
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RSP ARG ERB A EL TGRS IERZ T, A —BAR ER 5 B A, ol
W O DR LA B M S5 0 1) SR AT 55 o 5 A A A Dl B A e 3 581 R B AT 55 R, S F R T
BT HME BB S MBARE 5 2R, G R R 55 MR R R . AR S5 A (] 90
B, R ERH 60FD,

© ZmEK

F e AT A B VA S RUE B, B EUEE B0y . WSOy PN L R YFE Y,
RIR iR g R ARGk A 2 e AR ILE DS B0y, e IHE S . WMUFN A LSS Bk,
BT AR, JFLA—PIAIEAES ], JFIT I, BERA R P ERM F A Z; HIR, BARRER =
NS, FFtss NS S I, nlf#i firstly, secondly, furthermore, in addition, on the contrary,
lastly S53a)7C 58 PN 28 0 SR BRI R i s e, B DA— PSR A IR, s Wi AR e A%
WNARRIENS . BLIRER R 5347534 -

AT SR R, PR N — K EPR B R A /A BT 5 TEAIEME 5 (a training
coordinator at the Human Resources Department at D-Toys International ), Wt A A i 78 #5311 51 T
(employees in the Marketing Department ), {8} P28 B RE s SCAL A2 BRIl ot 5 oxd in b 8 851 5
TR =354 (a cross-cultural communication training program ), J# iy H B AL A TE 40 255
I E XA A AR R SOF SR T E s 2515 H - ( to encourage them to join ).

et LEEJS, BAEMZOSTEA: (1) X2 —RA R NEREDE, HEYFE AT RA
AE L FHER, HEE B AR BN, BRI K 20 SR A, B st g (i A 4 () LA
Kl must, should FE AT 53018, JSEH ] could, would, maybe 55 Z2 Fl T 17)
W, ADELGA B BECR ;s (2) AFAEBRE S, mgEsEHITe TN IZEA — & I#
S PRER AT R, WZA SRR ERE, FrLL, kAT B85 U0 [ 42 R T T =
LD A B I T RS T, A ER A TR DI s AL SR E 22, i, AEIUWT AR consider it as an
investment [l }z look into the future 55 ; (3 ) X — s P2 Sl A IR 2L ENEWT AR T B B ER 1 5 17
By FETT . 380 B I SCAR S B BE IR TS N 32 25 i, AR R AL Z B4l 5 BE MR GE B
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i, A Cross-cultural communication skills are important for understanding other cultures X
AIAMGLGE R, AU You are in the Marketing Department and you may need to work with people from

another culture. Joining the training program will help you work with them better.

TEVA LSBT ml b, ARIATALE AT AR, A MEREARIIR, WA AR,

© FEEN
XBASER, RIS UE” AR5 — LI
« TEAIE B R  E N M R AR T, W RITSEAR A,
o EEMHBIN . RINSHERE, SR RS, R
« WHEWAEAZEZZER A", BRI AR, Sk LSS
o IR A B A RS B
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“RREE R TS BRI A B 600 Rl 22 A7 A BEEAME S AR, oF AL ) OGBS B R T4
HHIS, AR AMES TR AL LIRS 0 R ASHELA . RRFEEFR
DA B A R S 14
€ =TT

1. DO, 1RGN B RIRBE

YT SR B E ARV AT b 2 ) SR A S B, PRI A A ) 1 SR B T T A A
AT, REB SR FE, S5, MBS N — . B SCE N TR, 2
JE BT IX — RN f B A T R, FRERSR 1 — . B TS, BT, BARAES
DRUE 152 4% SO RERE I R X B . IR R I BOvg AL B AT IX

A SC R H Planning Business Research A] DLW SCEAF FI S8 43 dnfaf iR TFEDFFE 3% — =
RIJETIT, FTLA, 25 A4 B 1 A B s B OE AT X — F R 4 T MRS sk i, ARBA ., RS
—BUE EHB, TEIX—BUEF LI AT I — i U B T B 5 85 X — BAA s, JFxd
IR E A 25 BRI B R . 2 J5 M LB B RRIR B g, ik B4 Hh BT i AN s
—HI, EFMEHT AR RIS, Wi, the next step 5. M5 —BA EEBI%, 1F
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11 T Having done all these iX#/K FJR TRIEE, $ORFAENIEZHHEBIN “Frf L8R 130
TR T X R

2. RSCEESSHEAT RIS FILEA S A

TR LA S, X TR i) £ B ARBEEWC SR THID Tk, 3T ORMZEX SCR 451 3t
T EARR 73 AR B4R . JUHOR XS T B e IT Bed, B AERR T 4Rt By m 0, 3 7 2 Bk
TN B SCAEWL AT 200 o FAE B AR R, W, B A TR R Bedg b i ) I A )
HPREBOCHE R, [RINMBERE X SR AT R R 43, JFR R A R SRS B o

TERERE , AR 8 7S A B WSS A EEXRT AR ] B85 TS0 i 45 64T 1 A, A Bk ry s —4)
RZB EA], ZJRTEREABE Th A X A FUHEAT T HARRRIR . B A TEREAT AT RN R I
BRI AR B AOCR R B, LAR R SCIBRTA Xe SR AT S AR O30 LARERIER — B
NS —) A AT DL R R A% O Y DG B TR authorized,  BIAZOC JUVAEUR T BEARAS BAN . AR 1% Bt
o, BERERAUEE N EASTT BT T AR A . AR E ST R In some situations 45 T4 — 7l
1500, BIEFXT specific reports 23K J2: need no additional authorization; #XJ5if i But, also $2/R55 —
PG, RIS 28 —Fhs 0 S S RS ;. el In addition 5 58 = FEAL, BIEFXTa special
project FJE3K /2 a review of the request.

3. AFETEHMRE

TEXS SCREEEA T TR T AR Z G, AT LU P T H i . e MR,
A TR A SCEE R AT A B OCEE B, MR TE R R IE LA SRR, X O BT A 1 1)
PEHHAN

PR — T B el 88 5 4 25t B B v AV U SO, BERHZOUIR R R, TR TS 1 45
Prinf R TR “van” B3, Brid, ARt BoR BRI IS 2L, B a2 =2, F
] B B {F B a clear understanding of your audience, UM B2 FH X M5 B RE -5 54~ SO AR
1, WARFETECEOR, 18 70 A il R A A 25 2 48 7585 I s I B2 001 ik 05 B o X ) Xk 5 S
PR el o 0 AT DK A R 5 B : clarify the audience, FRANZH-E%S, FMUA)H)SCHE S B2 identify the
scope, 5HICHARFT, WATEFHEOR, WA I EEEE R S5, WE SO BERR T LUE
i, FEESRIEAYJEH T time and money constraints, F7 % focus your study on the factors most likely to
yield relevant data, P, 8% 28 A] LIS : narrow the scope.

@ fEEEiX
A SR R R” (T5 s
- I B TR, ARSI, HEHEA.
o X T A ST A T AL TS AR T A SO XU AR
o SIS H I B ST SOTT —80, A RERERE .
 BRIFFE LR, TorERASR,
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| Task 2
([ QREZ:

“BEABARL AR 55 R A B 600 Tl A Y BGESC, b LA A s LA ) 1 Z Rl s B
ZIRIRIERCR . A 2 AL LR ERE T AZ 0 HTRE T

© MR

B E B M2 AL RS P2 (Uber) X4l M09 R 2 #4026 BT v RO B2 0. 0
B GRRIEIK, SHMEGR AT AR TH, W F BB MR B, X
5 30 88 R TR 0 2 X T 00 25 s TR S A A , SR T [ e A I K R 1 R B T A
S

R B EE T A SO D BB A A A TR R BRI S X —
BRI ARG, 5 S ARAET, 15 ERX T O RO oA RIS S5 AR i B
A A5 E AR A ELIE A B, T 2L F BB B B R B0 SCRE T A 3 4340 i — r L
BRIFI . HIL, B A Sl f, WA E A%

S TR AR T AL S RO R B AR T B LA T A B 2
o BSOS RS T E A, (R LS A B2 AT ENIT, 4% I BUFE think,
should, believe %1 fF i, 45 B SR AEAR L RO S BAE, Lt s fs B, (R
HAEE VAT AR < BRI A SRR P RS e BT A 2 b, LR TS 2035 110 £
B R, SR BN & RS RO A HO R B4 ARDE ™ e B T T regard SO 3 00 (5% B 11 56
i, PRI DU A P

B T BRI TR G RR Y E TLATHA TR RN 2 SR A,
WO BERR AT, I A P A 1932 W R A T UERR

SV A B S UL R R A (S R B S S A, B LW
B TE T A S S A, AR BRES AP i 3T HE L i S — T St i 4 AL B AR
WA, IR R A A

BT = B AR SO BRI 4 = R B AR STt F A4 RISt A
AT AL TARRHR IR, [ BE, RS5Ok, B AT E RSN, “FEtEa”
B SIS BRI AR, iE RIS S BT, 5 H RIS BRI,

A BB AR LRI A B DU R — R A S 5 T B 1 4536
PRI T LS4 PR AR S AL

bR B AR LR T IR JE TN % R 2k ol T 2 BB AR A
I 77 35 T 411 T FR B 17 AR 42 1] ELAE B8, should — Al G 7R T VR OO (8 20 67, TR R iR T — A
A5 o
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S/ B — AR FE A Ry SN BRI AL T DRSBTS A A5 R Y
CRE

FIUE: B — AR BOLE? 5 A BRI AT A — SR B B A IR, (R
XSG P ARG AP LA E IR A A R AL 2y AN A AT e, AR TR AL

B R-CBME— AR R ROR A BTN SR B RTRAR AT ) T R R A e 55 e H AT
RZWADHIFEE RN, TN T B R A KA 5 T REHE BRI [R]

© FEEN

BOSSCHE R IZ R, SIS R RE R RE, BAEAN. SRR EN, Bk, %
AERER, JUESCRE R FEE R B, I BRSO AR e 1 K, 2o
TZIEWZEKR, 7RSS . 22000 8dE . EXTE . FORPUREBGREY; &a, Bk
TEV- I B TR AL ST s ) BT, BB SR B RE )

© (Fsineg

TR AL 2R A R — R RS R RE O N AR, RIS H ZORIRE 5. ML
AR E R RS IE5E CAATRERA R NEAE, dA TR A S ANRHUAYAE ), DU E B
s EXT R AR . WHIMELLIIEETT . BARRIRAE 70 W24

BRAEER

1. TEShERES MME AT, 25 A4 A BB 3 H 2K, B T 51 = AN R

e, e S Gy, R H I P S AT B FEREOR B — % A AR E AR (Anna
Brown, an account executive of Buzz Advertising ); #R4EH T IBIF 955 — A we had a staff meeting in
the morning even though you were unable to attend FJHEWT 75 4= (1 S 32X K S AR R L. A,
HT L HR AT AT LA, R NFTRE R AR B, T RE R FC R .

Hk, WIS . B A EAT AR B e TR, PRI IO N . R R A R
ITJUZER: AP T8 Tl el Bk 7AEE e R R M 0 MR R ; thHe T
B AR O FE AR RIS AHOCHORE S B NN A S B AR A (AT IR
aUBEIE, FTLABRR AN

e, BB E R, RS R E R = BRI E s, AN EmX =40, A
FEXMERRE A5
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R =B H 552
+ expressing apology for not attending the meeting
+ explaining the reason why you were absent
+ requesting additional information on the updated budget
B —AHE, FoniE, BEnHdnrhR.
I apologize for not being able to attend the staft meeting this morning.
FEXEE ZANHEY, MRORBES IR, 25 A4 alfghn F 24
The reason for my absence was that my flight from Shanghai yesterday was delayed due to a severe

thunderstorm. I did not arrive in Beijing until 3 a.m. this morning.
X =AHE, B ABUE R BRI Z0E R, BRI TRk
Thank you for keeping me informed of your discussions earlier. Upon reading the budget update,

however, I do have some doubts and questions. Could you perhaps explain the rationale for the change

for me?

2. 1EAREEREY, BRI EERR S ER . BT R

B, MENFETENS FEAR =Bk WEE . . RS INBERE, RRRIERERN =
A HEEW AL IR 1 25, FrSORTT LA BN, R LLSIRATE . FriEEe, 2R aebis sl
FREH M RGN H A FTIE RS, R RexHE H S A B 3T L AR AR e, BN, 7
fRRERBES N2 WY A I, 4R AR ke 22 g Bk, M B & PR, fef gt 2Bk, &
TREXRAG I — L A BEATIER, DAORHE B R SCRUE ST, RS NS BRER . 401 1585 Y o o v] DA
WA RYEERE ST, WRBIARBLE LR R 55 SR A AR AR R

Hk, 85 REERA F RS A . BEFA

IR H EOR UME R R E E, BT EAE H . FRVE . fFeRIESC. [FRALE
B TATRIY o TS5 R IR S A MR LA RS X T 5 AR e, SR — Mg e Naity, St RS
ARG LA, REE—1T, WERADFFGREIRT, 15 R IESCE—BRS 1 maE, mifE
RAIE RS AT ETEARARR A T X, 88 2R 255 ka5, BIE ek PG & 19 38 4 2 AR
FRINZSATTE RS, B EMERE T a1 408, HER GBI = —17,

TR H SR LA TR 5 AT I R, B AR AR AR AR . HRAF IS, {5 B HUE M
ARy BRI SRR 3N A BER IRkl (AR U PPIRNGE)
FHRIFAREL" AT LA B

T, PRI AR E RS . IR A A R IS, R CHE
{GE T RIS 15 PR -

(1) B, FigEwRT HIABS N2, EM. BRI REC “H BHAE” B (May
25,2017), WalREC “HH4E” B (25 May, 2017).
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(2) #RIF. FTLUH Dear Mr. 8¢ Dear Ms. F3k, JE N FUSE AR RES 244 . DIFEBURGI, A=
TEFREAR Ay 7] LS Dear Ms. Brown 8¢ Dear Ms. Anna Brown, FRIFEJS EIHYFRESEAF S — R RLE S, W
ATLMERE 5 WEETEEE PR B PRl A

(3) IE3C, EfF sRE i FHRFRIE SRSy, B AT EAR R N A AN R 2 AT & B B TEE
TR A R F U, Bk BEA T

(4) (FRAGE . %A BE#EfdTH Sincerely yours, Yours respectfully 55 ; 7EHLFHE/FHr, Wb AT LA
H Regards, Best regards, Best wishes %5,

(5) &4, EFERHBUENT HE LAT . Fa @il AR, WA E % R 0 Bk
2, N AR5 8 T 5 TR B TP B i S — A F

© (FEEN
MEASEW “REER” AR5 —LEEL .
o BAETEAREFERNHS (IEEF) sk BRCFRE
< WEERXEIERX, AU, EEe M. MES . RERS, WCU, )%, FEgr
() HL F IR T unable to attend, informed, issues, concerns %5 Fb 4 1F XA 4 fil please,
thank you for, could you perhaps %3 /R LI A

< IESCON AT RPEEE, (E B S NOR(E R B BN A, ROE fA I, E G  RE A
ZHIHEFH=AH .

([ QREZ:

GRS EORB ARG 4 E R N RS — RS ARR . ANMLSS B A S AR R
19 358 LURE E B 5 16] 438 5 o8 52 ) B B e i WL B RE 1 o 2% A IO 0 1 S R AT 18 38 o A, O x4
KNABATICUE . %5 A2 Nl TR 55 55 1 A%, 4R S 00 A0 B2 A SUMAT 5 4 E ) By . SRR IR
150—20077]

SRR

TR 55 U 4R 5808 W ARRAT 55 S L. e R MR R AR Rt AN E, R FHR T 2 W] LA
TS — AfREE R i, REERZS AT/ HUGNERE RSN R ? R4 A R STiE 2
P AR, 15 ROZRE H AR E e AN A B 03, SRATIE Y 078 = MU FE T 5 1R .
= RARESENM A4S P, SRETRANHER, SR RIRS ST R A B R T HF
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[V, S AT B IRAE B R B R . R E ARG 5 ZOROR SR R, B BT, A
ST AL o

BRI G BEAT 00T . ARG H AR A 5 15 85, R — K M A4 A9 51 T HRTAE &
AR RE, BT AURT  ARFHA L R S5 — e P8 A 19 005 7 2 1 A PR A — R 58, 4 il
ST RIS e IARIEAE 0 T SO AU 8 2 R AT 0 U A Hh A 05 58, ) 4%
RO R FARIG NS . PR ST BT o (0 B A AL 45 X IR R A ] B . A S IR 500 . R TTIA Y
L,

HASRYE, JHRET IR TEMN AR . 5 4] LUXAERIR .

Following the recent decline in the circulation of the magazine and employee morale, our team
was asked by the HR manager to conduct an investigation and present suggestions for boosting staff
motivation and morale. This proposal outlines the findings of the investigation and offers several
recommendations.

XFFIRA LRI, 75 AT M A B B P A I b S S 4R 58 U AR G A 2
IHULE R AT IHNRLESS, ARE R R LR N A IR k. XA UIT 3Rk

The employee survey reveals that the most widespread dissatisfaction is with communication, both
upward and downward. Employees find it difficult for their opinions to reach the management and feel

generally in the dark about our company vision and policies.

Another common complaint has to do with workload. Our staft report considerable work-related
stress and frustration over tight deadlines.

Lastly, uncertainty about personal and corporate future is also prevalent. This may have been partly
caused by the absence of a well communicated company vision. But the pessimistic outlook results also
from insufficient development opportunities and lack of team spirit.

In conclusion, the main issues that have negatively impacted staff morale are poor communication,

work-related stress and unclear future development.

Wi, AT RS LA E R A S R A A IR SIS, R ISP S . BN

Employees should be encouraged to give ideas and suggestions through small-group meetings and
company newsletters and rewards should be provided for the best ideas.

It is also recommended that team-building activities be organized, such as participating in events

like the Color Run or inter-company competitions.
AN ZE G 22 FESihrfR g R b, 25 Al DR IO [R]85 g DRI i — — X g
g o
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KBS BEEIRE (T4 ey

o LMD, W IE AR R R
o FEREGRIE H A A B AR, —E A ISR, B R
5 H 5D
o B TR A A 4 SR B TR A B R, R S S L 1 S
IS, PRI A A P LA X BRI AT UAGN , S8 60 B S50 A 563
o B R BRI I (VR A AT B S R EEE R L AR, RS SO
o FERFA B P R S I BRI EOR (TR T, % T LURAE 1 B 60 R A S e 2
By, FNFERE A AT B B — e
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