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| imeTaBLES AND
SCHEDULES

Section Talking Face to Face

by Yourself

1 Read aloud the following dialogues. You could practice role-play with your partner, chang-
ing the information into your own.

- Dialogue 1
(Miss Green is going to book a ticket for her boss and now she is calling for flight
information.)
Miss Green:  Good morning, could you give me some
information about flights for Beijing?
Receptionist: ~ Yes, there are three flights for Beijing

every day.
Miss Green:  Are they all direct flights? Bikm
Receptionist: ~ We have two direct flights. One is in the
moming and the other is in the afternoon. DY ok
Miss Green:  Would you tell me the departure and Q’A B
arrival times? ik
Receptionist: Certainly. The morning flight leaves at 6:50 and arrives in Beijing at
10:10. The afternoon flight leaves at 1:40 and arrives in Beijing at
5:10.
Miss Green:  When does the other flight depart? B

Receptionist: ~ That’s not a direct flight. You need to stop in Changsha, from 11:15
a.m. to 12:15 a.m.. The departure time is 8:55 a.m. and the arrival
time is 2:10 p.m..

\ Miss Green:  Thank you very much.
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— Dialogue 2
(A foreign friend Linda is asking Miss Zhang about her school schedule.) CEES
Linda:  What’s your school schedule like, Miss Zhang? I
Zhang:  Well ... I take five courses this term. I have Computer Science on Monday, l
Wednesday and Friday at 10:00 a.m. and I have English on Monday, Wednes- :
day and Friday from 1:30 to 3:00 p.m. I
Linda: When is your math’s class? \,a " vy :
Zhang:  Tuesday and Thursday 8:00 to 9:30 a.m. yhs e |
Linda: Do you have any other classes on Tuesday N~ |
and Thursday? l
Zhang:  Yes. I have Business Management on Tues- : [N A= ¢
' day and Thursday afternoons from 1:30 to |
3:00. |
Linda: Do you take any evening classes? |
Zhang:  Yes. I'm taking an evening class on Wednesday evenings. It’s Foreign Trade | 4M%
Practice, from 7:30 to 9:00 p.m. |
\_ , ‘ l J

2 Hereis a group of short dialogues. Follow the examples to fulfill the tasks accordingly.

1) I’m going to Macao on business. Please book a hotel for me.
OK. When will you go there?
Feb. 22nd.

How long will you stay there?

A:
B:
A:
B:
A:

Two nights.

Ask about hotel arrangements.
2) Mr. Green, do you have time this afternoon?

I'm afraid not. I have an appointment with Mr. Black at 2:00 and I have to attend a meeting at 3:30.
Can I come after the meeting? '

A:
B:
A:
B:

Sorry, Mr. Anderson. I suppose the meeting won’t be over until 6.

Tell about your schedule.
3) Mr. Li, when do you usually go to work?

At about 7:00 after my breakfast, and I get to my office at about 7:30.

What about lunch?

1 try to have lunch in the canteen at 11:30, but sometimes a little later when [ have to have lunch

w > wx

with customers.

4

When do you go home?
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At about 6:00 unless there is a dinner appointment.

Ask a businessman about his meal hours. e Fast e acons

here at 10:30 p.m.

What time does the first bus come?
It comes at 5:15 a.m.
And when is the last bus?

The Jast bus stops here at 10:30 p.m.

A:
B:
A:
B:

Ask about the first and the last bus coming to your college.

3 Here is the Data Bank. Practice the patterns and expressions for talking about timetables
and schedules.

Data Bank

I'm going to Hong Kong on business the day after tomorrow.

BEXEEENE,
Id like to take the 12:15 flight for Beijing.

BAF 12 515 F HALR ML, :
The flight leaves at 3:50, but you must check in one hour before departure.

XAMGBER 3 550 438276, (HERIGIRAT 1 BB,

1 plan to leave for Shanghai on an early morning flight.

it R LR Bl Bl

Please tell me the departure times and arrival times.
T R R T R B,

There’s a flight to Dalian at 7:00 a.m. tomorrow.

HRE 7 mA NS CERE.

My flight leaves at 7:50 a.m. and is due to arrive at about 3:30 p.m. local time.

AL E E T 48504 CHL, SR T4 3 A5 30 2Bl

I’m catching an evening flight at 9: 30 and arriving back at 4:50 a.m.

Fobtep b 9 230 o HIBEHL, B B4 850 Dk
The next train to Shenyang is at 8:20 p.m..

T—BER ATk % R7E 101 | 8 420 53,

The train is due to arrive at 9 o’clock, but it has been delayed for one hour.

KEESRBEREZ 9 K, FTRESHEA L/ T,




! 1 Timetables and Schedules

e

RBeing All €ars

n More by Yourself

1 Listen to Dialogue 1 carefully and try to find the English equivalents given in Chinese.

1) Wi 2)

3) JLP PRt i . 4) R

5) Bt 6) EMHHKL
7 BER

2 Listen to Dialogue 1 again and select the best choices.

1) Linda and Joe are talking about

a. daily habits b. office rules ¢. working hours
2) Linda usually has Iunch at

a. twelve b. 1pm. c. 2pm
3) Linda works a week.

a. thirty hours b. forty hours c. forty-eight hours

4) Linda can finish work

a. anytime before 4 p.m. b. at4 p.m. c. anytime after 4 p.m.
5) Linda prefers to working more hours from Monday to Thursday so that on Friday

a. she can come to work late b. she can leave early c. she can be free

3 Listen to Dialogue 2 carefully and try to judge whether the following statements are true or
false.

(J 1) Tony is very busy because he has to study computer science and English.

(d 2) Tony has to work at the coffee shop every day during the week.

J 3) He works four hours at the coffee shop every day from Monday to Friday.
(d 4) On Saturdays he still has to go to an insurance course.

[J 5) Tony majors in Insurance at college.

J 6) Tony does not feel satisfied with his job at the coffee shop.

(J 7) Besides working at a coffee shop, he has taken some other part-time jobs.
[} 8) Tony thinks he is sure to get the job at the insurance company.
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4 Listen to Dialogue 2 again and fill in the blanks.

Tony’s Schedule

Monday 9:00 a.m.— 1:00 p.m.
work at the coffee shop

Tuesday 8:30 a.m.
1)
1:00 p.m.—5:00 p.m.
2)

Wednesday 3
: work at the coffee shop

Thursday 4)
work at the coffee shop
6:00 p.m.
5)

B

Friday 9:00 a.m.— 1:00 p.m.
work at the coffee shop

Saturday 6)

Section v Maintaining a Sharp Eye

)y Yourself

Quality Time

You’ve just been given a major task and want to do it well, but it seems that the | HER
minute you get started, you're interrupted. First, Jane stops by. Then, it’s the phone. | A1)
Later, your boss tells you to drop everything — she’s got a rush job. And you have that |
meeting at three! |
All these things are important. If only you could rearrange them without break- | H3#i %
ing your concentration. And you can! We’ve heard about quality time at home — | wE 5K e
why not quality time on the job? |




Begin by finding out those parts of the day during which you're

of each day. Why? Because you are working!
Prepare for this special block of time as carefully as you would for an important

I
most creative. You may work best in the morning or in the afternoon. : =Riibewalio)
No matter when — just find your time and build a wall around it. |
Say that for you, quality time begins at ten. Focus on your | Hilin / &
major task then, and don’t let anything interrupt you. If you have a |
secretary, tell her or him to hold all calls and visitors; if you don’t, | f%43
try to ask a colleague to help you. The point is that both outsiders I &
and colleagues will know that you will not be available for a part : AR ARy
I
I

meeting. Don’t waste precious minutes searching for memos or notes. Be ready to | EHN

begin precisely at ten, and get the most out of every second. You might like to use | 5 HH

your block simply for thinking about a projéct, problem or a new idea. |

Start small — maybe thirty or forty minutes, three times a week, building up to at | 1z %j#%m

least an hour. Sure, you’ll have to chip away at your block a little sometimes, but | i3

guard that hour as you would any other valued possession. I o =

1 Read the passage carefully and check your understanding by doing the muitiple choice

exercise.

1)

2)

3)

4)

5)

6)

According to the passage, when don’t you want to be interrupted?

a. When you are given a major task. b, When a friend stops by.

c. When your boss gives you a rush job to do. d. When you have a meeting.
You work during your quality time.

a. most quietly b. most carefully

c. best d. worst

When you focus on your major task, you’d better ask your secretary to .
a. get everything ready for you b. attend meetings instead of you
c¢. hold all calls and visitors d. write down memos and notes
You should let other people know that you are not available during your quality time because
a. you are busy b. a visitor has come

c. your boss has a rush job d. you are working

Build a wall around it in paragraph 3 is similar in meaning to

a. guard it b. create it

c. focus your attention on it d. getready for it

You should prepare for your quality time the way
a. you think about and plan a project

b. you prepare an important meeting

¢. you receive important visitors
d

. you write memos and notes




2 Choose the proper word or phrase in the box to fill in the blank in each of the following
sentences, changing the form if necessary.

focus on precious available interrupt major

quality concentration creative prepare for find out

1) This dress is very popular this year and in all sizes.

2) Mark tried to explain why he was late, but he was .

3) All her attention is her children and she seems to have no time for anything else.
4) She has many friends and friendship is most to her.

5) Two police officers were sent to the town to about the situation there.

6) Linda spent the whole afternoon her son’s birthday party.

7) We are happy because the part of the job has been done.

8) The designers in our company are in producing new models.

9) The market for cars is still very strong.
10) is the key to successful learning.

3 Put the sentences into English, using the words and expressions learned from the passage.

1) BRREERE—DRAWRBERLEF T . (if only)

2) —Wr BB BAK T . (the minute)

3) REBMTRAFR, REEHEM.(find out)

4) A EALE IR AP 28 xR L . (precious)
5) BRIAFit ABITM R (interrupt)

6) EEMRIREF L35 A [H,(The point is that...)

, ‘Trying Your Hand

by Yourself
A. Applied Writing: Timetables and Schedules

Dqta Bank

In the morning I have meetings, talk with customers and do things like that.
EFRAE, REF, DRHEH-BRUMERE,
I’'m meeting Mr. Zhang at 8:30 and we’re going around the plant.
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8 R0 MakEE, MERITHEL %%,

I arrive in Singapore on Monday.

BRI —HLBEF .
The trade fair opens on June 12th.

K5e6 A 12575,

I want to go to Shenyang by train and spend two days there.
TLEBKERLM, EIRERPK,

The bank is open from 9 a.m. to 5 p.m. on weekdays, and 10 a.m. to 4 p.m. on weekends.

WTPHERIABTFS AE L, ARRR 10 KB4 .
I work part-time at a library. I work in the evening on Monday, Wednesday and Friday.

Bl At RE-KEBETLI, B—. A=, Ba%k b3,

After reading the morning papers, I leave for work.
it RM, WX ¥,

I’'m going to have a meeting in the morning and I’ve got an appointment with Mr. Black in the

afternoon.

EFEFE, THPRATHERLL,

I Transiate the following schedule into English.

ZEHR I REE
( 6 A13H TH2:00 FEL

24— T4 7:30 WrEESCEPE
6HI14H T4 3:30 el
B T4 6:00 ZWEHEHE
6HI5H T4 2:20 FuFEFHFEHHBY
Ef= T4 7:00 BiiEHE
6HI16H T4 1:30 fFELRBMELR
8] TH730 £mEHEMNENRS
6H17H T4 2:30 SXI)FE4TMER
BEMH T 745 FHRHRE

2 Read the following passage and fill in Mr. Johnson’s schedule.

This is a rough plan for my trip to Beijing and Shanghai. On Monday morning, June 27, I'm going to

Beijing on the 8:15 train. I'm meeting Mr. Green at his company at 10 o’clock. We're going to have lunch

at 12 at Beijing Hotel. We’ll be discussing the contract at his company at 2 in the afternoon. The next day




