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Part 1 Listening Comprehension (20 minutes)
Directions:  This part is to test your listening ability. It consists of 4 sections. EFE
b
Section A [x]
Directions:  This section is to test your ability to understand short dialogues. There are
5 recorded dialogues in it. After each dialogue, there is a recorded question.
Both the dialogues and questions will be spoken only once. When you hear
a question, you should decide on the correct answer from the 4 choices
marked A), B), C) and D) given in your test paper. Then you should mark
the corresponding letter on the Answer Sheet with a single line through the
center.
Example: You will hear: W: Are you catching the 13:15 flight to New York?
M: No. I will leave this evening.
Q: What are the two persons talking about?
You will read: A) New York City. B) An evening party.
C) An air trip. D) The man’s job.
From the dialogue we learn that the man is to take a flight to New York.
Therefore, C) An air trip is the correct answer. You should mark C) on the
Answer Sheet with a single line through the center.
[A] [B] [€] [D]
Now the test will begin.
1. A) Ajob interview. B) A business meeting.
C) A Chinese product. D) A tour to China.
2. A) The ID card. B) The receipt.
C) The label. D) The menu.
3. A) Return to the office. B) Buy another smartphone.
C) Go to the man’s home. D) Cancel their trip.
4. A) Write some invitation letters. B) Put up a conference poster.
C) Work out a meeting schedule. D) Prepare some documents.
5. A) She stayed with her parents. B) She volunteered in a museum.
C) She made a survey in a school. D) She went traveling abroad.
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Section B

Directions:

This section is to test your ability to understand short conversations. There
are 2 recorded conversations in it. After each conversation, there are some
recorded questions. Both the conversations and questions will be spoken two
times. When you hear a question, you should decide on the correct answer
from the 4 choices marked A), B), C) and D) given in your test paper. Then
you should mark the corresponding letter on the Answer Sheet with a single

line through the center.

Now listen to the conversations.

Conversation 1

6. A) Its shipping terms. B) Its business hours.
C) Its delivery fees. D) Its after-sales service.
7. A) Some fruits. B) Some flowers.
C) Some books. D) Some documents.
8. A) By making a phone call. B) By sending a message.
C) By downloading an app. D) By placing an order online.

Conversation 2

9. A) Office work. B) Computer programming.
C) Marketing. D) English teaching.
10.  A) The salary and benefits are nice. B) The company is near his home.

C) The company enjoys a good reputation. D) The employer is kind and friendly.

Section C

Directions:

In this section you will hear a recorded short passage. The passage is
printed in the test paper, but with some words or phrases missing. The
passage will be read two times. You are required to put the missing words or
phrases on the Answer Sheet in order of the numbered blanks according to

what you hear.

Now the passage will begin.

ABC Travel Agency organized a 10-day tour for us to many famous places of interest

in China in October last year. They arranged for internal travel by (11) ,

booked hotels and various guided activities. But we arranged our own (12)

to and from China and extensions to the tour to Hong Kong of China and Singapore. ABC

Travel Agency was good value for money when (13) other travel agencies.

It was about 40% less than I was quoted by well-known UK travel companies for the same
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itinerary. I would have no hesitation recommending it. Its guides were (14)
and generally knowledgeable. Most of them spoke good English. Some even went beyond

the agreed itinerary and arranged (15) activities for us.

Section D

Directions:  This section is to test your ability to comprehend short passages. You will
hear a recorded passage. After that you will hear five questions. Both the
passage and the questions will be read two times. When you hear a question,
you should complete the answer to it with a word or a short phrase (in no
more than 3 words). The questions and incomplete answers are printed
in your test paper. You should write your answers on the Answer Sheet

correspondingly.
Now listen to the passage.

16. In what case do you need to write a leave letter?

When you need to be absent from your work for

17. Why should you write a leave letter as early as possible?

To allow your employer to for your leave.

18. What should you be specific about in your leave letter?

You should be as specific as you can about the

19. What should you be honest about with your boss?
You should be honest about why you

20. What details may you include in your leave letter?

You may suggest how your work should be

— Part 1l Vocabulary & Structure (10 minutes)

Directions:  This part is to test your ability to construct grammatically correct sentences.

It consists of 2 sections.

Section A

Directions:  In this section, there are 10 incomplete sentences. You are required to
complete each one by deciding on the most appropriate word or words
from the 4 choices marked A), B), C) and D). Then you should mark the
corresponding letter on the Answer Sheet with a single line through the

center.
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21.

22.

23.

24,

25.

You need to be always open, honest and friendly when with your customers.
A) work B) working C) worked D) to work
Our employees are motivated by the fact their work has a positive impact

on the life of others.
A) that B) which C) what D) who

you are one of the lucky few, finding a new job can be a challenging
experience.
A)If B) Since C) When D) Unless

behalf of our entire team, I want to thank you for helping us grow and

achieve more this year than ever before.

A) On B) For C) With D) Upon

They had been scheduled to meet in New York in November, but the meeting was
at the last moment.

A) turned out B) called off C) sent for D) put on

26. No sooner its new product than it went bankrupt.
A) will the company launch B) the company would launch
C) the company had launched D) had the company launched

27. Surprisingly, it was the manager called us and apologized for the mistakes.
A) whom B) what C) which D) who

28. IfI _ inyour position, I would try to find out the cause of the accident.
A) will be B) were C) am D) have been

29. Self-driving cars have been talked about so much they’re barely on the road.
A) now that B) even though C) in case D) so that

30. A study showed that the first candidate had a 20% chance of being hired.
A) interviews B) interviewed C) be interviewed D) interviewing

Section B

Directions:  There are 5 incomplete statements here. You should fill in each blank with

31.
32.

33.

34.

the proper form of the word given in brackets. Write the word or words in

the corresponding space on the Answer Sheet.

To my (disappoint) , I was unable to find a job in the field I like most.

I’m sure they’d like to help her out (financial) , but they’re not in a position
to do so.

Our biweekly reports (publish) twice a month and are available to view
online.

The Internet of Things has grown a lot (smart) than it once was, but

individual devices still lack real intelligence.
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35. After (complete) this course, you should be able to understand why the IoT

is so important.

Part 1ll Reading Comprehension (40 minutes)

Directions:  This part is to test your reading ability. There are 5 tasks for you to fulfill.
You should read the reading materials carefully and do the tasks as you are
instructed.

Task 1

Directions:  After reading the following passage, you will find 5 questions or unfinished
statements, numbered 36 to 40. For each question or statement, there are
4 choices marked A), B), C) and D). You should make the correct choice
and mark the corresponding letter on the Answer Sheet with a single line

through the center.

As a boss, you want to do your best to run your organization effectively. If you do
your job well, then your employees will do their jobs well, too.

Here are several common strategies used by good bosses.

1. Realize that management succeeds via the efforts of the workers. It’s true you’re in
charge, but it doesn’t mean you deserve all the credit for the work being done. Your staff is
responsible for the bulk of the work.

2. Assign responsibility and then trust your people. Once you’ve trained someone to
handle a task, allow him or her to handle it without interference. Different people have
different approaches, and someone else’s way of doing something may be just as efficient
as the way you would do it.

3. Deal with any problems quickly and directly. When you see a problem, deal with it
quickly and don’t nag ( AMEHLTT S ) your people about it later.

4. Tell your staff how much you appreciate them—in front of customers if possible.
Never hesitate to praise your employees and thank them for their excellent service—if
customers are there, let them know how you value your people. The customers will have
more faith in the services your business provides.

5. Show your appreciation by doing things for them. They go the extra mile for you

when you do something nice for them.

36. The writer believes that the credit for the work being done should go to
A) the proper management
B) the efficiency of the workers
C) both the boss and his staff

D) the excellent business planning
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37. When assigning a certain task to an employee, the boss should
A) tell the employee how to do it
B) ask the employee to do it efficiently
C) have faith in the employee
D) help the employee do it well
38. What should a good boss do when he sees a problem?
A) Discuss it with his staff.
B) Address the problem at once.
C) Ask an expert for advice.
D) Ask an employee to deal with it.
39. To earn customers’ trust in your services, you are advised to
A) praise your employees in front of them
B) thank them for doing business with you
C) teach your employees how to serve them
D) treat them as your valued customers
40. The passage is mainly about
A) the importance of customers’ trust
B) the expectations of new employees
C) popular approaches of staff training

D) common strategies of good bosses

Task 2
Directions:  This task is the same as Task 1. The 5 questions or unfinished statements are
numbered 41 to 45.

There is no better time to get a quote from your local AA Insurance Agent.

Get a great rate with a personal touch.

If you ever need help saving money on car insurance, contact your local AA Insurance
office. You’ll get the great rates you’ve come to expect from AA Insurance, all with the
personal touch that only your local AA Insurance agent can provide. And they’ll help make
sure you receive all the discounts and special benefits you deserve.

Ask about insurance for more than just your car.

Your local AA Insurance office can help you find coverage for almost anything you
own. We offer coverage for your motorcycle, ATV, boat or RV. We can even help with
homeowners and renters insurance through the AA Insurance Agency.

Your local AA Insurance office is part of a tradition.

AA Insurance Company has been around for more than 80 years and is the second-

largest personal auto insurance company in the city, insuring over 21 million drivers.
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You’ll always get AA Insurance’s fast, fair claim service.

You can go to their website to report a claim, schedule an appointment, even view

your estimate and photos of the damage. And when you take your car to an AA Insurance-

approved shop, the claim repairs are guaranteed for as long as you own your vehicle.

41.

42.

43.

44,

45.

Contact your local AA Insurance office for a free quote.

According to the passage, your local AA Insurance Agent can help you
A) schedule a test drive

B) search for a good car dealer

C) save money on car insurance

D) select a right car within your budget

Your local AA Insurance office can

A) provide insurance for almost everything you have

B) help you to rent a motorcycle, ATV, boat or RV

C) offer door-to-door services to senior citizens

D) assist you in applying for a big mortgage

From the passage, we can learn that AA Insurance Company
A) is a state-owned Insurance Agency

B) has over 21 million customers in the world

C) is the largest auto insurance company in the country
D) was established more than 80 years ago

How can you schedule an appointment for your claim?
A) Visiting AA Insurance Company’s website.

B) Contacting the car store.

C) Paying a fee in advance.

D) Going to the car manufacturer.

What is the purpose of this passage?

A) To introduce the history of AA Insurance Company.
B) To describe the operations of AA Insurance Company.
C) To advertise the services of AA Insurance Company.

D) To recruit new employees for AA Insurance Company.

Task 3

Directions:  Read the following passage. After reading it, you are required to complete

the outline below it (No. 46 to No. 50). You should write your answers briefly

(in no more than 3 words) on the Answer Sheet correspondingly.

Valmont Industries, Inc. is a leading producer and distributor of products and services
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for the infrastructure ( FZ£if{i%Jifi ) and agricultural markets.

Valmont began in 1946 when the founder, Robert B. Daugherty, combined his $5,000
savings with a whole-hearted belief that business could and should be done better. From
those modest beginnings, the company grew into a global leader of engineered products
and services for infrastructure, and water-conserving irrigation ( #£ ) equipment and
solutions for agriculture.

Four primary business sections comprise Valmont: Engineered Support Structures,
Coatings, Irrigation and Utility Support Structures. We manufacture products in over 80
different facilities spread across 6 continents and do business in over 23 different countries.

We have great confidence in our products. We pride ourselves on being people of
integrity who are excellent at delivering results. We pursue opportunities for growth by
taking products and processes to new markets, developing new products for existing
markets, and continually improving across the company to ensure that Valmont solutions

are always the global industry leader.

Valmont Industries, Inc.
Founding time: 1946
Founder: (46)

Belief: business could and should be done better

Development: from modest beginnings to a global leader of (47)

and services
Business sections: 1) Engineered Support Structures;
2) Coatings;
3) Irrigation;
4) (48)

Products: manufactured in over (49) spread across 6

continents

Business scope: in over (50)

Task 4

Directions:  The following is a list of terms related to poverty reduction and elimination
(TN ). After reading it, you are required to find the items equivalent
to those given in Chinese in the table below. Then you should mark the
corresponding letters with a line through the center in order of the numbered

blanks, 51 through 55, on the Answer Sheet.



A — Money income

B — Family needs

C — Economic resources

D — Proper allocation of resources
E — State-owned enterprises

F — Absolute poverty

G — Relative poverty

H — Per capita disposable income

I — Human development index
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J— Impoverished population
K — Poverty line

L — Annual net income

M — Poverty relief funds

N — Income redistribution

O — Shared prosperity

P — Job opportunity

Q — Economic growth

Examples: (M) #7395 4> () NZEE %
5L ) #Exf 4N () AWK
52. () AFEltA () &THmK
53. () &TFHRIA ()Y AHED
54. () KFEIEH ( bkl
55. () BTl ( ) EHEMIE
Task 5

Directions:  Read the following passage. After reading it, you should give brief answers

to the 5 questions (No. 56 to No. 60) that follow. The answers (in no more

than 3 words) should be written after the corresponding numbers on the

Answer Sheet.

Your Input Is Invited

Service Change Public Hearings

AC Transit Company is seeking public feedback on a proposal to replace Line 1 with
the new Bus Rapid Transit (BRT) service. Lines 801, 14 and 47 will be shorted.

Complete details on the proposed service changes are available at the website,

or in printed format at the company’s general office, 1800 Park Street. Information

about the proposal can also be obtained by email at plan@123123.com or by calling

881-XXXX.
Community Meeting
Thursday, July 25
6:00 p.m.—8:00 p.m.

BRT Information Center, 680A International Square

Public Hearings
Wednesday, August 7
2:00 p.m.—6:00 p.m.
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AC Transit General Office, 1800 Park Street

Wheelchairs are accessible. Spanish and Chinese interpreters will be available at
the community meeting and public hearings. Upon requests for the public hearings, the
company can supply a sign language interpreter or an interpreter for languages other than
those previously mentioned.

How to Comment

Attend a community meeting or public hearings, or submit comments via email,

phone, and US Mail no later than the close of the final Public Hearing on August 7.

56. Which bus line is to be replaced?

57. Where can people get detailed information about the proposed service changes?

At the website, or in printed format at the

58. When will the community meeting be held?
It will be held on

59. What will be arranged at the community meeting for those who only speak Chinese?

will be available.

60. When will the final public hearings be closed?
On

Part IV Translation—English into Chinese (25 minutes)

Direction:  This part, numbered 61 through 65, is to test your ability to translate
English into Chinese. After each of the sentences numbered 61 to 64, you
will read three choices of suggested translation and mark the corresponding
letter on your Answer Sheet with a single line through the center. And for the
paragraph numbered 65, write your translation in the corresponding space

on the Translation/Composition Sheet.

61. If for any reason you are not able to meet the deadline for applications, please inform

us immediately by email with details concerning your situation.

A) Toief R R R, S ROR BETERUE H ORISR S A, 35 7 R A HL T R R

TS AFHAT

B) 2R ol A DR RN B AL XSRS R H TR R AT, RA
158 55 2 HE

C) WIERARSAETCIE XK &L, FATAT LATE S J5 I AT B8 S A AH K
THLE YRR

10



62.

63.

64.

65.
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As a human resources manager, you need to listen carefully to the questions and
concerns of everyone in your company.

A) VER AT R A, VRETE BN T RS LA TR F R B T,
B) VEN AN SR, ARBOAENTEA ] 5 AR D — A,
C) VR ANRIEIREI, VRTEAF AT 4w B ) A DR 2,
When finding the location for your business, you must consider whether your location
is convenient to your customers, employees, and even investors.

A) ARSI, EEEERNES . AR E L, R R,
B) —HAREE T H O AL J5, ARRAZARE MR S AR AT
C) A H Cablldehbny, RIS Bz a T, G TR E R,
Our parking system will be a relief for drivers with poor parking skills or who are
struggling to find a parking space.

A) BT R G SR E AR ZE 8B H AR mIPLER (7

B)  FRATHYE RIS 4 AR GERE A B A D B i PP O ME R TR

C)  FRAMIBE4 R GERT DA ] Selt AR AR B 5 4 R 20 BILAR B 440

A letter requesting a change in working hours should have a professional tone. Before
sending the letter, it is recommended that the employee research the company’s
policies regarding shift changes. There are laws and unions that may determine
whether an employer can make a simple shift change or not. However, most
companies will give careful consideration to an honest request, which is another

reason why the letter should have a professional tone.

Part V Writing (25 minutes)

Directions:  This part is to test your ability to do practical writing. You are required

to write a letter according to the following information given in Chinese.

Remember to do the task on the Translation/Composition Sheet.

Yl BRI AT HIARRAI /NN, Falrvi i 7O E R — R AT, HREAT

WA E—ERE .

WA
1) ESCRA T A El S A 5

11



TSR e 175 RS R+ 2 EUBD A ),

2) FoR LRV ORI (WA AL, MWL, SFPRE), e aE
BOZRUIAT 5

3) FRAATRAWZ T B G SE TR, A2 G 1R TEEE,

4) FRJEVGIR T AT, HERR RS

Word for Reference:

IR win-win

12
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Partl Listening Comprehension

Section A

L [IEMEZR] D
[ et ] Sescaniiel, BiH fm B LA TRt 2GR Gh B 3THiER
AR ) — e T E 2 iR T, BTN D IR
[ Wr J3=%4#35] ] tour to China, inquire

2. [IE#WEZR] B
([ PEANfEDT ] Sscdiiiel, REH WL LHREEMT 4. B EERSERTEARYLIR
T, Zekin): CHRERCEATR TS L R A, B EWLES,
[ Wr J3%4#i5] ] washing machine, receipt

L[ IEMERE] A
[ PEANfEDT ] AR, REH D e N AT RE S 40 ARFTE TS
THFHVELE T AR, o RRNE: LG, FRATMIEEL X HEUTEIRY go
back 5 return ZEAHIE], B, A BEWUER.
[ Wr J35%4#iH] ] smartphone, go back

4. [IEBRER] C
(@E STl Wbl T = 1 11 e o 1/ /D R = e o1 1 7
BHRITHRAZSVOTR], g TEEER : “TFn, JrZkii,” o LU
C BEITIE .
[ W J35%4#95) ] work out, schedule, meeting, all right

5. [IEMER]B
[ FRAnfEdT | HRAEE, B H f)in) 2 LB A B Ak, ITERTRT, Lo
AN FEERAE A I E SRR, R B EI0ER

[ Wy J35<4#30) ] winter vacation, volunteer, museum

Section B

Conversation 1
6.[ E#fiEZ 1B
[ PEANDT ] Sscdiiiel, REH i n) 55 AR SNIE 6 SR S5 MREE(E B, i 55
+:35%¢: “T want to know about your business hours during the Spring Festival ( A8
EHETTARIRAIEEDL ) )™ MRS know BE Fe82(5 B, business hours, [t B
TEIIED
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7.

[ Wr J3=%4#15] ] business hours

[IEfEZR]C

[ eanfier ] Sscan il B E ) 5 KBS R FEA 2. * g 51
¥t “I’'m going to send some books to a friend of mine ( FF54h — ML Z—LL4 ).
R4 send 4l € F {5 5 some books, FILIEIN C 1ETf,

[ Wr J35%4%15) ] send, some books

A EWER] A

[ EtfEtT ] Sescd . R ) B L e S H B IIRSS . FERHE RS
Zz+:[n1%% . “Just make us a phone call and they’ll be delivered on time ( Z5FA 14T H,
W, VIR SR ). R, I A IER,

[ Wt J35%4#15] ] make sb a phone call, deliver

Conversation 2

9.

10.

[ EfEZR] A

([ FE4ufiT ] Ssca i@l R E ) 55 A WRE TAEZ 5. AHE A TAEE I
B, WHENTAEHREEEER B LHIDAZETELE (office experience ), F 1
R 3 BB Rz H Nl (office software )o HR3E office FiE IEMAZZE, W]
A EIER

[ Wr J35%4E10) ] office experience, office software

[IEfEZE]C

[ eauftr ] B b, B E ) 5 o AREEX R A w) TR, Wifs)a
Zz+4): “Why do you want to work with our company (/R ARSEIRA 1A & T
YE) 2 7 B+u% . “Because your company enjoys a wonderful reputation... ( X%
D1/ [ S P2 = SRR )" H4E because FiE FHE(E B reputation, HjHH] %I C JEI
1Eff .

[ Wr J3%4210) Jreputation

Section C

11.

12.

13.

14.

15.

[ 1IE##% %2 ] high-speed train

[ FEZABARHT ] high-speed train &8k

[ IEGEZ ] flights

[ FEAnfEdT ] flights fATHE

[ E##%% ] compared with

[ 4T ] compared with 5------AHLLES
[ [EBEZE ] friendly

[ FEARA#AT ] friendly KUFHY)

[ [E##Z 2 ] additional

[ FEAnf#dT ] additional 57



20204F12 H S o e 5 (A% ) 8% %

Section D

16.

17.

18.

19.

20.

[ IE##%2E ] several days

[ SEanfEaT ] BRI 250 F s 5ig s . WJRC “Well, sometimes you
may need to be absent from your work for several days.” B, ZSA&ALMIE several
days. be absent from = A “HJE - 7

[ IE##%2E ] prepare/be prepared

[ FEAnfEdT ] AU A A 2R R SiEERME. SCh 23] “It is also important to
write it as early as possible so that your employer can be prepared for your leave.” It
SEARAE “so that ( LLE )" HiE (5B allow sb to do sth Zoh “RVFEAMEESE,
ZAEAL R HE ] 5T prepare B, be prepared.,

[ [EFAEZ ] dates

[ FEAbfEdT 1 ASR0R SR 1S h s Z IR AN %S . ML “You should be
as specific as you can about the dates ( /RIS 0] RERARIEIH G H I ).~ w4, %5
FEALNIE dates, specific 2 oA “HAKK)”,

[ IEf%%% ] need time off

[ FEABAERT ] ASRIER) o) PR 1% I SE 5 AR N 25 . SCHH 3] “Another point is
you should be honest with your boss about why you need time off.” FICHI N, 2545
AbR7IE need time off (T e ).

[ IE#)% %2 ] taken care of

[ PEANfDT ] A5ty in) i B b 75 L STRLean 95 8 . SRS —4): “In your
letter, you may include details about how you think your work would be taken care
of.” HItk, ZSHEALRIE taken care of, take care of & A “AbFE”,

Part Il Structure

Section A

21.

22.

23.

[ E#iER] B

[ FEAfEAT ] iZ@I% )& when doing sth Y. W1R when MAJH) E1EFIH47)
M FIE—2, W H ARG IETER: “am/is/are/was/were + doing”, W] LIE ARG 3
18 F1 am/is/are/was/were —it2 4 1%, fdiH when doing sth £5#)

[ 3] 5RPEVER, EFREBRZAHIR T

[ EER] A

[ FRABfERT | %R A R e [l 62 1 WA 2. that 515 A0 )57 18 DA SRR 156
the fact )N R4

[ B3 ] il TAERERM NAETE P =B R, X — S A 0% 2 T2 20
[ E#EZR] D

[ FRANARNT | %R0 A 00 A A TR0 DX ] o SO B OGS P ) Z ) R R

254 lucky few Fll challenging experience, %% 2 % unless, unless=if not, =%/

3
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24.

25.

26.

27.

28.

29.

30.

& BRI, WERAS-T

[ 3] BrAEfRZEDER EZ )Lz —, BN EHT TAE R B APk ik PEr
EZYT

[IETEZR] A

[ PEANRAT ] 18200 [ FATE on behalf of .., &K “fRFE---7

[ 30 ] FRIEARFTRA I B B SG 75 B3R AT & J R S LA 4 T A (1)
e

[IEfAEZR] B

[ PEAfEpT 128 %A A MIEN E R turn out B “Z5HJE” 5 send for &
g IRANEE” ; call off B4 “BUH” ; puton B4 “FF L7, MUEMIE, HEB.
[ B30 ] AT T 11 HEEAZY Wi, HE e G — 20N 1.

[ EFEZE]D

[ FEanfiEdT 1 125 A0 Rk a3 . no sooner... than ok “WY------5k”,
SIS IHERRIE A, no sooner BAER)E HER/MEIRE, HERR B Al Co M4 went A
i, i ZTendn, ik Do

[ 33 ] 12w B P2 St Fe 1

[IE#REZR]D

[ FEnfetr ] iz a0 om A2 “it is... that/who...” HOHIVE. 1ZA5RTE
the manager, FLLi%E who,

[ B3] MAERIO R, R IRA HTHIEIFAEHRR R

[ IEFEZE] B

[ FEAbfEdT | iZE AR S B IRIER, FREIENFLHER, Hid A,
UES P AREH] was, 1T H] were.,

[ ] AR IAENE b, Bk iR A

[IETHEZR] B

[ FRABARNT | %8075 25 1) & 3% 18) 2 15 18] XCHENT, now that FHEK “BESR” 5 even
though F/E N “RE” 5 incase BREH “H—"; so that ZEK “LIE”, BRI
IR, B,

[ 3] RETNSWIREILREA B, HANCEHHEHRE T .

[ IEFEZE] B

[ FRABfERT | iR AR & RIS BT, SE/ oy in) 59k 08 iin) Z 4] i)
KEEFEILIES), ik ik, PrLUE interviewed,

[ 3] —IiFe i, B S —OsiE A 20% NS PR A .
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Section B

31. [ IEWA%28 ] disappointment
[ FEAnfEtT ] Z AN A EHEES “to + one’s + THIRAH”, W FN 4
N B, T to one’s surprise 2K AfFEIFH A, WA R SRR
HYS&”, to one’s disappointment,
[ 3] SRIBNE, FRIRA B S s TAE,

32. [ IFH%% 2% ] financially
[ BEANfEAT ] 1ZBU 4, R R T 2506 financial , {HA X BT 32— B R SR A1 3)
)4 1E help sb out, HUIERTZ AR EIRFE, financially
[ PE3C ] FRagEE, i EAEZDT LA, {H A 1A RE 1AL

33. [ IEWA%22 ] are published
[ FEANfRAT | %805 A 10 3 inl B S AE S T, ek &, L2 be
published, P4 are available i€ H—ABIAERS, BTLIJE are published.,
[ ] HABUARE B H AT, oILAELREE

34, [ IEW%5 4% ] smarter
[ FRAEfERT | iZ5 R TS R LR Tk . than HETIE ZEHI LA, PR
4y A smart, HHUEZEJE smarter.,
[ B3 ] DL LARTAS A5 DI RE, (HARA NIRRT Z HOER R RE .

35. [ IEHAE % ] completing
[ PEamftT ] iZ AR R AEIIE, after &A1), G R4 iEsh 4400,
completing,

(P30 ] seiRiRie)e, TRRI%RENS B At AR At 2

s

Part 1l Reading Comprehension

Task 1
[ PR R ] R — e, 5T

VER—A M, IR R %5 A R BRI . ISRRIE AR,
HRAARIY 5 AR S AR

RFEHYEARH FHELT I LR

LNRBI R TS S, BRGNS, R, IRRTTA, HXIFA
ARG SE R TR VRN ZT . AR TAEN B9 5e R s TAE

2. S BETAE, REEAEIRM BT, —BHARNZ T 3HEA B TOREF TS, Wt
LAV TEAZ AN PR E . AR AEART TS, SRR
J5 AT REFIRI J7 X — AR

3. P HAREHAL ) B, Y ORA B, RGN, DUGAZEAIAMS
TR L,

4. HPRIRE) TR 2B I —— IR RERY T, LRI B T5RE

S

5
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I FRAA VR DI, R I80 R 25— R P e, LAt AT 1R0E PR e
FALRE BT 5 PR A I8k S5 3R BER R 55 A (O

5. 38 A B TR ORAGBIRBV B . SR b e dent, iz A Ret

HE 2N,

36.

37.

38.

39.

40.

[ EfER] C

[ EAbfEdT ] BRI, %0 o) VE A R S8 TAE R ) 57 A2 iR . AR R
H o i) o8k in) “credit”, FREB|SCH S ZBriX 4] “It’s true you're in charge, but it
doesn’t mean you deserve all the credit for the work being done.” FffLL, 3£ C “%&
WA T FFA3CY, IETEZ, HEBREI A “GEMEM”, EWB “RT
MR ML D “ZRBEHR .

[ EfiER] C

[ EAbfERT ] BRI, %0 o) A AT 55 5 B E A, IR H BT
“assigning a... task” Fll “boss”, i & B RZAE Y BLiX ) “Once you’ve trained
someone to handle a task, allow him or her to handle it without interference.” W1, =
FEAEIRE A T, — HARMZR 7 3HEA BTORGEN —WESS, B A e i 7E
AZFRAENL TR E. T C “MERMRT” GE, RIEWRER, HiR
WA “HIRMAVE M. W B LR TARGER” FEm D “H ) 5 TR
TFHITERL”

[IEfAEZR] B

[ EANfEdT ] S50, 1% ) IF 00 AR &k BRI R, OB A, e
HRHE - 1] “sees a problem” i€ & Z2AE 55 LB X ) “When you see a problem,
deal with it quickly...” #&%i B Hf) “address the problem at once” 5 “deal with it
quickly” [, WOHIEREZE. HW A “FRTIHE", #EIW C “FRERNE
UL FLED D Cny TR 5 SCGE AT

[IETREZR] A

[ PEANfEDT | H 2880 0, 3% 00 o) AT B A % P A5 AT 1 e A G B i)
“customers’ trust” BAE XML E, BRIEE /NEL “if customers are there, let
them know how you value your people. The customers will have more faith in the
services your business provides.” ., SCHI “have faith in” A H B4 “trust”
Al S, ERREAER R, PR, TR RN %A TR S R
P, WA ERR. HERRIZEI B RIS T I C G T AR S5 R
FHET D A 124 s A M ER & 7o

[IETEZR]D

[ At ] EEB Z8 ) LR KRR, RYESCE S B “Here are several
common strategies used by good bosses.” B %ll, #&jE B ALEZ EMCE LRI,
I D AT A KB EEET . BB X A TR
AL C A TEAII " W TP,
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[ AR ]
1) deserve all the credit WiZA3ZIFTA I . XH credit WEREE “PH5, BF.
2) the bulk (of sth) (JEMHY ) FEEHRIy, K

Task 2
[ SedEm ] A0 AA BRESITH, NERAT .

DU AA CRES AR AT EHR AT i AL

PRI A NIHOLR LR

WP EA T ARG NGV ER, 1 5L AA (RESIVASERR . GR35
TN AA DRECARFHI IR AN NTEOUI R R, U AA (RESARBERT L
Pl AT KRS B ORI S A I A SRR AR AR

AMUCA SRS

TUH) AA PRES 2 w1 aT DU A I LPAR AR VU SR AEORRS: . FRAT DA R0 BEFE
&, BT MREEESREORR . FRA R AT LLEIE AA RESHUA A b E AR
Pelio

TR AA CRES 2 ) RABGEZH GRS o

AA REGAFICZENOT 1 80 24F, AT RN NARER AT, Aiid 2,100
T mIR LR

TRIKIASE] AA PREGHOHE . 2 FRIBIEAR 55 .

FEnT DIAEARAT 10 Pty B RIS, 25t Ta), SR AR R 4R T AR I
U AR AA PRI IR R LS, SRR CRIEEHT I 4= 1 33
IEAERE

TR AR AU AA PREGINA SIS -

41. [ IEEZR] C
[ SEanfsdT ] SFScgn 8l Zat)m) AA PRESS BIRESR It AH AFERO IR 55 HRE
BEE T, TESCR S —A bR T REFREIIXA) “If you ever need help saving
money on car insurance, contact your local AA Insurance office.” MM, HEI C
AT EIETRAET, HERRET A 2R B IREIFHNRESE
BT AR D FEWA N IR S EN

2. [EfER] A
[ PEANEDT ] Sscdiiidl, iZRUL L ORR: 2 mlfR vt 20k 55 . EH A
BB T X4) “Your local AA Insurance office can help you find coverage
for almost anything you own.”, B “Bi) AA (RES 2SI LA A T
JUTPARATZR PSR OB 7 BRI R, B30 A L4 B i 2R P s f (L R ks
EIETE S, W B R EEE . 2E4E . WErE” T, ik
Wi C NS BT IIRSS” AL D MRS fE0h A TEE).
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43. [ IEWEZR] D
[ EANARAT | SRS, %A ) AA PRS2 RR A AR Al A7 B sk
X)) “AA Insurance Company has been around for more than 80 years and is the
second-largest personal auto insurance in the city, insuring over 21 million drivers.”
DR, I A CEAARE AT BCERE]; BB A 2,100 TEST IRE T
B, FOOLREE P EA 2,100 TREIML; EITC CRAE KRR ER AT,
JESCER BB X AN R R AT R D bz e i 80 Z4E”
FE TR

44. [ IEBER] A
( PEAARAT | A, 1% o) [ 4 ok PRI 2 B T, MR AT R H 19 G R
“schedule an appointment” B, ERIEHRE — B0 . $£3] “You can go to
their website to report a claim, schedule an appointment...”, X} I u] & A <&
SRR JEIEFE S, HEBRIEW B “FIAJERRR" . LI C “SERihl 2" Ak
D “EREMIE .

45. [ IEEZR] C
(ieanftr ] £E L NS KR SCE H B, I C A ORE 2 /iR 55
535" IEW. A AR AT BB SRk A RIEE
ALEI D SRR ORES 2 w) T BB TRIE T

[ AHARR ]

1) claim n. FRIG; 2G5

2) estimate n. fliffy; (RN B, BARSEN) flit

Task 3
[ SR | %8 e B R H B0k, B RWAHE 3 MIRLIN . AR IESCANTT

FLZRE (Valmont ) Tolk 2\ ) B Al it A A 7577 S AR 550 £ 224 P i
ZEEHR

Valmont 45 T 1946 4F, B14G N P 1A%F - 4% 35 (Robert B.Daugherty ) &4
5,000 SEICIAEE, 4O A i AR E Al ol LUm HLS iZ s 1 4. FlE R R i)
TG, %2 m K RE R i TR F= SR 55 . ARk 1T /KRR T 5 B iR T i)
EERGIFH

Valmont JA VYA FEZESSHT]: TR CHELEMERIT. 20T, R
O R ST ], FAi HEAT 6 KN 80 AT whilili =&, 45 23 4
ANEIE R A ok

BADS PR R L. BATHE CHIEE M, RAHERSR T AR T
o, FAl ISR A T A BT, B TR A A ORIE SR A LS
FEHEEEA A TR, LR Valmont $RAEAIMREIL 7 RIAL R ERIT AT S & .
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46. [ IETf& % ] Robert B. Daugherty
[ FRANARNT | EHEIAS R, 1R n) 2 w] G085 N . AR H 250 i T A SR g
1) “Founder”, F%&%5 —EXJFSC “Valmont began in 1946 when the founder, Robert
B. Daugherty...” #iEZZER,

47. [ IE##E % ] engineered products
([ PEANMRDT | 5 0R R, 1% 00 n) A 20 w) g MR 7 T ) A BR AW S . AR G B i)
“modest” “global leader” FIZA%JGTHIAY “services” %, LI H3RENHE _EBR
S “From those modest beginnings, the company grew into a global leader of engineered
products and services for...” . XLt H AR U R E R

48. [ 1E#Z 4 ] Utility Support Structures
[ PRABfENT | BRS8N A ) PYANERT ], @i 500 1), 2). 3)
W2, w435 =B 5 A), B “Four primary business sections comprise Valmont:
Engineered Support Structures, Coatings, Irrigation and Utility Support Structures.”
RIS

49. [ IE# 2 ] 80 (different) facilities
[ EAbfdT | SR8, ZB0OR N P2 S AE L DA T 7R, 1 EARE Gk <6
continents” N, BHEZERILES =B, FEH “We manufacture products in over 80
different facilities spread across 6 continents...”, X} e JESCHfINE %, “different” {E
EMRRIEZS R, W LA,

50. [ IER% 24 ] 23 (different) countries
[ PEANfADT ] S5, IZRR) )L 55T mE 015 2 /DB R . KRS Gk IN) “Business
scope (ENLYER ) EN, THEERIEF =B, A “.. do business in over 23
different countries.” ", XFHEJESCHMINE S, [FIFE, “different” YEABMITESS
), WA

[ HHRBR ]
scope n. (WH . AL, FHEHEFER) ol

Task 4

[ BeiSedE R ] A9 32 M T XA FICIZER BN J7 T iR 530k . SE A SR,

TGS FIR I R B AR RE KR P DGR BRI B S, ZERT R Y S

WP RAT AR —A, EHERRE, B SR, JS0THE S MR

DR

BlEm: M — Poverty relief funds i “%0757" “Wde” “%4&” 4k, REMEMH “HR

A" SO
I — Human development index N “AZ&” Rl “&J@” Ui, “ANKELR
BE JEIEFEZR.

[ EfEZE]

51.F K 52.L Q 53.C N 54.0 P 55.A E
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[ EAnfbT 1

A — Money income

B — Family needs

C — Economic resources

D — Proper allocation of resources
E — State-owned enterprises

F — Absolute poverty

G — Relative poverty

H — Per capita disposable income
I — Human development index
J — Impoverished population
K — Poverty line

L — Annual net income

M — Poverty relief funds

N — Income redistribution

O — Shared prosperity

P — Job opportunity

Q — Economic growth
(AR ]

1) allocation n. )it

2) enterprise n. {2k, Fll

Task 5

BEmN
REETR
LRI
PRIRI A BT
ESR ST

A% 7
AHXF 2L

AFa] ERCON
NS 3
FHAH
SN
NS
IEm]E
ol S
ZHE K

[ BHER | BT B S RS =A LN, BB I S TR B4R
. ROLH 5 — BT LIAESCE AR E] . ARRBIERR S 5 Do S8k

AIUTIESy, 1ESCHNT

AC AE 2 ] IEAEAESR 23 SO A BT PRI 22 28 (BRT) AR 55 B 1 -5 2R i i

FIRERE L. 45 801, 14 Fll 47 AR TR w4 .

AHRPLBAR 55728 sh W) FEAR VOB ol ZE M vl B, HonT LLaifE AL F 25 [l 15 1800
TN T ZEE IV AR RN TORE, A A S A B AL BT LLE i B AR ER R
plan@123123.com BEH, 881-XXXX 315,

X2
). 7 H25 H, SRy

T4 6: 00— F4-8: 00
Hohl: EFR) 3% 680A, BRT {ZEH0

AVIURNRSS
mffE). 8 A7 H, 2=

10
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T 2: 00—T7F6: 00
Mok ZSPETE 1800 5, AC ZBLEAIMAE
Jefleietr . AL S U TRVTIE 2R P BE A DT D % MR A TFUTIE

AEER, A vl RSP IERIRE ERLAME S # L3,

AT PRI :
SN 2 WEATFUTIE 2y, Bl TR, iE RS EEREcT 8 H 7 Hi

JEATFTIE SR AR AT FIE o

56.

57.

58.

59.

60.

[ [Ef#% % ] Line 1

([ PEANMADT | %% R BT, 1% 0960 ) WK 2% 2 28 2 it B e B, A 4 8 H G 4 i)
“replaced”, #kF|JF/4) “AC Transit Company is seeking public feedback on a proposal
to replace Line 1 with the new Bus Rapid Transit (BRT) service.”,

[ IE#%%E ] company’s general office

[ PEANfDT | B, 10 )15 BB 345 B ik . AR 6 H 23 HE w1
hik, #F)FE4) “Complete details on the proposed service changes are available at the
website, or in printed format at the company’s general office, ...”

[ IE##% %2 ] Thursday, July 25

[ FEANfRAT ] S5k, 1% 80 ) 41 X 2300 H . R4 H #83) “Community
Meeting”, ZSAGHTIHIA: on, YEMMIZAEARH I, A6 5 .

[ IET%& 2 ] Chinese interpreters/Interpreters

[ PEANMADT ] S, ZRBOA AL X B0 P ISRA N RSPUE, SR A%k
P& “Chinese” HEATEANL, AMEF 3 Z ZAE L5 X h1) “Spanish and Chinese
interpreters will be available at the community meeting and public hearings.”, %Lt
JESCRIE H G A2, “Chinese” HCANRIEZS W, Bl mIAIN,

[ [EfEZ ] August 7

[ PEANRDT | ELHAEZS T, IR0 )i o ) 2 JE T IE S A 25 SR ) . AR HE vh
“final public hearings” FXEI M FAYEHSG—B, “... no later than the close of the final
Public Hearing on August 7.”

[ AR ]

propose v. $&i, WL FTHEMILE

Part IV Translation—English into Chinese

61.

[IEFREZR] A

[ EaufEhT ] At a) . If 515 Ry, for any reason A A A ARAd]
JRIE”, deadline Fh “#ubHW, m/EHIR”, application Zoh “HE, HIEH".
EEMA)H, inform us immediately by email & 4“7 RI#E T B HBEE 503417,
details concerning your situation H[1¥) concerning &&=A/id], BoA “F, WK, Bt

11
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62.

63.

64.

65.

12

VIZBEIERE R ARG, B kWi “URAREIE R XA ZR” FER )
HICE R CELRT s C I “WERIRSEAETGIE XA AR
$eEl, PTLL A SEIUhIERE %

[IE#EZR] C

[ BEAnfEAT | A SCEEAE T H05E listen carefully to (JIAENT ) AYFETEAE the questions
and concerns of everyone, questions 1 concerns #4445 %5, questions Z ok “[v)
B, concerns B A SR, O, BTLL CEEIUNIEFE S

[IE#EZR] C

[ FE4nf#AT ] Ah) When finding the location for your business H' location & A “Hi
B, B ETUK BN LT JEETIREY. FEAHEY consider B A “HIE”,
whether 8 “JE7R”, convenient 54 “J7{ERY”, customers, employees, investors
SR R R CEET R PTLL CEENUA IR E R
[IETEZR] A

[ FEAAfEAT ] 2840 parking system B4 “454ERG"7, BRI “HREEE ARG P
0 “FEE” RSO A IRE], a relief for B oA “WEE, THBR, Z2M1”, for JIHE
AR B A, drivers ( ®)A)L ), with poor parking skills or who are struggling to find
a parking space /& /& B %€ W B4 drivers, poor parking skills & A “fEZ4HARE",
who are struggling to find a parking space &8 “%F JI#4E4AL (BRIHL)" . C
PRI “FIHSEHER” TR AR, Frll A IR S,

[ FEAEAT | ASBlE ot e S B TR S i, ARB AL 4 h)if . 56
—A)E ) FiE AL “a letter”, requesting a change in working hours & )5 B i€ i 15
fffi a letter, requesting & A “ZE3K”, a change in working hours &k “Pf48 (&
) TAERFR”, B —Apidm a0 R TAERTHAEER”, have
a professional tone & & “H LAY IES” ; 4 /) it is recommended that...
Sl EENY, B B T, XA EIENAHERIES, Pl that /5
i & 1% M /) the employee (should) research the company’s policies regarding shift
changes H' 44 % T should, research the company’s policies & & “ Wk 77 2\ &) (Y BL
WK, regarding JEAIH, BN LTV, shift B4, B HEK, #IE”, FrLL
company’s policies regarding shift changes & A “/A ] THPASHANECR" 5 45
A laws BoA iR, JEBLY, unions BCh “PhE, BXA S, [EY, that 7E
EENAVEETE, T8ETIHE laws and unions, determine Z2h “UeiE, WiE”,
whether 28 “J&7”, FrLL whether an employer can make a simple shift change or
not Bk “JE I T LA R TAEFER 0 5 SE0U AR JE PR E M 1
M7A), give careful consideration to an honest request = A “fF417% [&3H ik i) 2
3K”, which 84X /& most companies will give careful consideration to an honest
request JX #4175 .

[ 223 ] iR B TAER TSR IR SN % Tk, @i RIET SR, M
U0 FA R TAEBER SO BOR . A Sy 4SO T 2 2 nT 1 Jg 15 v
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DAficH 8 B0 TARBECEE e . SR, R EHA & fran2% Bk 26K, X
WG RIE UL LML) 75— DS

Part V Writing
AT
TH— SIERT

A AT ) S AN (Letter of Thanks) HS 1. BSHE & 5508 7728 7 HOFE B
SRR, ARG P 0015 T A 7 SRk FE B I B AE L (e AR,
o R ARG, AR AN SRR, SEPemEts, Xe—#H5%
L) EEARIMIEEHE, WA NRIRIESES, ey, BRGNS, tehdt—
B EVER WG A OGS, IR H 2R, AEEELCh: BhERNENE
VRMERTY, TR SR TR, JFARIK R Jr 4 T i A B s . SR BT
RN 7SR DI ORI B . 5= YB3 )i lalxt 77 E— - S AR T RE
P, 5 G T R U R T B
LB {EXEiCinai
B

JE%Hf thanks (n.)/gratitude (n.)/appreciation (n.) appreciate (v.)/obliged (adj.)

4P Marketing Manager

PERERF warm reception/welcome/hospitality; be greeted with a show of cordiality

HRAR RTE R ) — fruitful/productive/beneficial; FEZ5 N\ — got/learned/reaped a lot

I i a win-win agreement/deal

M be suitable for; suit sth; adjust to sth/adapt to sth
H—HE1F carry out/have a further/closer cooperation

A EIE
Rk
1) 1 am writing to express our sincere appreciation and gratitude for your... I 5{5
RFRFATN T+ FO AL
2) I am writing to extend our heartfelt thanks for your... FE{ZHFIEFKN; T

EEEAERATIN
3) We appreciate your doing... F&A TR -+

4)  We extremely appreciate... F/ 15554
5) 1am writing with great gratitude for your... &5 15 45 Hll B F X Emg - -
B

13
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6) Thank you from the bottom of my heart for your... F&AM PCEEARTERAG----- =
ANEILIR

7) Iam writing on behalf of ... to thank you for your... FEAXFE - BE RO

8) Thank you very much for... 43gif--- -

9) 1am obliged to you for your assistance during. .. FfR B ETE- - B AT

10) Thanks to your effort, we had our successful... B ERY%% 7, FATHAS - £
I

11) Please accept my sincere thanks for your help, which I will never forget. &%
FEWAE, RO LT ERHIT,

12) Again, I would like to express my warm thanks to you. F&AE LR Rk FXTEEF 0O
AR

ZHIL
Dear Mr. John Smith,

I’m writing to extend my gratitude for your warm reception when I visited your

company in UK.
This visit was very fruitful. I went to your factory and communicated with many
clients. We signed a win-win cooperation agreement.
We also have many other products that are suitable for your market in your country.
There is a good chance to carry out our further cooperation.
I am looking forward to your visit. Again, I would like to express my thanks to you.
Yours sincerely,
Wang Xiaogang
Marketing Manager

IF AR

Section A
1. W: Youth Travel Agency. What can I do for you?

M: I’ve read your advertisement about the tour to China. I’m calling to inquire about it.
Q: What does the man want to know?
2. M: I bought this washing machine last week. But it isn’t working now.
W: Have you brought the receipt with you?
Q: What does the woman want to see?
3. M: Oh, I have left my smartphone in the office.
W: Don’t worry, let’s go back for it.
Q: What will the two speakers probably do?

14
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4. M: Mary, would you please work out a schedule for tomorrow’s meeting?
W: All right. I will do it right away.
Q: What will the woman probably do?

5. M: How was your winter vacation, Amy?
W: Great. I spent the whole time working as a volunteer in a museum.

Q: What do we know about the woman during the vacation?

Section B

Conversation 1

W: ABC Delivery Service. What can I do for you?

M: Hello, I want to know about your business hours during the Spring Festival.
W: We have three days off from January 24th to 26th.

M: So your service will be closed these days?

W: Yes. We will start our regular business from 27th.

M: What are your business hours then?

W: From 8 a.m. to 5 p.m.

M: I see. Do you have the same-day door-to-door delivery service?
W: Sure, for the right price.

M: OK. I'm going to send some books to a friend of mine.

W: Just make us a phone call and they’ll be delivered on time.

M: Great. Thank you for your information.

W: You are welcome.

Q 6. What does the man want to know about the delivery service?
Q 7. What is the man going to send to his friend?

Q 8. How can the man get the same-day door-to-door delivery service?

Conversation 2

W: Good morning, Bill. Please have a seat. My name is Jane Smith, HR manager.
M: Nice to meet you, Ms. Smith.

W: I have your application form here. I see that you have some office experience.
M: Yes, I have three years’ experience.

W: Are you familiar with office software.

M: Yes. I’'m very organized.

W: Great. Do you have a good telephone manner?

M: Yes. I'm always friendly and polite to customers on the phone.

W: Good. Why do you want to work with our company?

M: Because your company enjoys a wonderful reputation and I want to be part of your

team.

15
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Q 9. What work experience does the man have?

Q 10. Why does the man want to work with the company?

Section C

ABC Travel Agency organized a 10-day tour for us to many famous places of interest

in China in October last year. They arranged for internal travel by high-speed train, booked
hotels and various guided activities. But we arranged our own flights to and from China
and extensions to the tour to Hong Kong of China and Singapore. ABC Travel Agency was
good value for money when compared with other travel agencies. It was about 40% less
than I was quoted by well-known UK travel companies for the same itinerary. I would have
no hesitation recommending it. Its guides were friendly and generally knowledgeable. Most
of them spoke good English. Some even went beyond the agreed itinerary and arranged

additional activities for us.

Section D
Some of you have asked me why we need to write a leave letter. Well, sometimes

you may need to be absent from your work for several days. In that case, it is especially
important for you to write a leave letter. It is also important to write it as early as possible
so that your employer can be prepared for your leave. You should be as specific as you
can about the dates. When are you going to be absent from work and for how many days?
Another point is you should be honest with your boss about why you need time off. It’s a
good idea for you to discuss how your work would be taken care of when you are absent.
In your letter, you may include details about how you think your work would be taken care
of.

Q 16. In what case do you need to write a leave letter?

Q 17. Why should you write a leave letter as early as possible?

Q 18. What should you be specific about in your leave letter?

Q 19. What should you be honest about with your boss?

Q 20. What details may you include in your leave letter?

16



