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B HRAXHE, UREHERENEL. R, ARCETRER. BER R MRS
A ASEE BEHNER TRARE ATRE SER.AFALBS EXERA
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BHREE=HS.

BE—-BWAMRAEENEHRARRR R ERSRFPHANREXEN X FHER,
BRN-D®REBEXENREEN.ES BSFEEREPHIANITEE, HXEE
Bt , — VAT LA 2 A IR 75 R R 6 R P S SO R SO RS M AT HO AR . I SRk s o
B 5 EXEXFE LREE, EEHATEEERE/N MR 5 EXEXF LR AHFELY
HHEE, FRATREERBR, R, SR CEWRIERMEE, RERERK., .

During the two-year warranty period, we’ll repaire or replace defective parts free of

charge.

A. Free after sales services are offered for two years from the purchasing date.

B. During the t§vo—year warranty period, customers will have to pay for tﬁe new parts.

C. During the two-year warranty period , customers will have to pay for the labour in-

volved.

HOXE R AT, 5 4 W LR B WX = A %, B R AIEEXFREW E SRR
AHR AR R B.C FHE T FECHH A During the two-year warranty period 1§[F]
# 5 B, 3 LW S ESCR—HE T A o RF free two year 5RICHIE , ## 5K
AR, Bl R TR BRSNS . YRR BN XL ERSY
B NEE, B X KR PHRE, AERERABRER MENRXH B —HEFK
PR RO, B X R S K S, )

[Our minimum export order requirement is 1,000 dozens. |

A. There is no requirement for export order at all.

B. The Company doesn’t accept an export order below 1,000 dozens.

C. Customers cannot send any export order over 1,000 dozens.

B h . RITB/MME O SLEND 10004, ENEREEN B, AFARERZISTF1,
COOTBME N R, BHEBERARERENEXTHHE, MEXM R XATR—FF
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#, BERNTCRBEESBHTRUAH=TERER. W,

Product specifications

32 mm Long
18 mm Wide
46 mm High

A. The height of this product is smaller than its length.

B. The length of this product is greater than its width.

C. The length of this product is less than its height.

AR—KEEHEE. MRFABRIFHRNIE, ERXFRVONERBEL TR
RYFEREEE AB.CRXENMERE A ZTSWEEDTRE,B: X RHKEXR
FREC:RERMKENFREE, RYEE. RXET S, ERERX =8 ELT
BEAT FHBS M ERSFEAEN R ATEFRLENE.

BRA N RAESEL, EECY R, X — W41 B B EER WM A AR A 2
&, EREEBERX TG BT, £ 5 AP E R F (organization chart) , B2 R B 7]
FURERREFAANE, EBEHRERBHSIE. W accoount ¥ EM, FVEHE
HuEERSWXIRY, M WENES TR, B AT M5, A7 F XL
%9%%?@“‘@] -
A B C

Manufacturing Marketing Finance

1. Which department sells goods to customers?
2. Which department makes products?
3. Which department deals with cash management and investment?
AB.CEZAKITABNE LF . ERT]. SXEE, AICEX=/LFANE
BRES, FEMEX SAWITHRE: S B TARKEH 4H,BHE, L RABER R
MBI TABSER: 2. BE=HAMITN A ABRASEHARFHTITN C &R,
SRS N RN RRAEE S ER VRS, IRURER N EHERNER.
HEERE A RBLE PO X TR R IR AR, BXRTHXBERETER
P X FERR BN EEER T ES A RREARGREN T ETEH i EILES
HEX.

A 4,000 ¢ B 4,000 " € 4,000
3,000 p———+—— 3,000 3,000
2,000 © 2,000 2,000
1,000 1,000 1,000
. ,
91 92 93 91 92 93 91 92 93




1. Computer sales remain the same during the three years.

2. Computer sales dropped steadily from 91 to 93.

3. Computer sales hardly changed through the period, except for a slight increase in
92.

BREX=ZKERPHENHEBEX ZF PR B R, (B0 X 8 6 < 8

REMBX=AXFHE. 1. X ZF AT ENEERRETE RARXEX A By

2. B ERTE 9L F 93 FNTRTRE, X RN B BM L FHMA: 3 X HETBIHEE
BILFEARZE, HRE 92 £rg H i, X 2&x C Ak,

AR B RN, 2% HH—ERF LT T RS, X SR X E XA %
b, X EFHER

1. F#xLF. 10,38 5 :increase (v/n), rise(v/n), come up, grow, pick up, reach
the top, exceed (#12)

2. ERTFRE.HL fall(n/v), decrease(n/v), drop(n/v), decline(n/v), come down

3. R AA R, hardly change, remain steady (constant, the same), maintain the
same , level off % '

4. FERBEF .continuous(y) M) yrapid (y) (R B ,sharpUy) (25D ,slxght(ly)(#ﬁ
) ,steady CF-5a#Y ) , steadily (P 5 H1) , small (/P ) ,dramatical (ly) CRUE)D %

SE . HIA KR ER KN X E N EER, BRERSEENERAN, AR
HEMERAEERD, BEXFARS R — A EREERBEXFHHL SR &
REHXE, TRXEERNCEESEH AL LA B~ T HEREEEE B
iﬁ&‘l’i,ﬁHMJ:TB’CEF’ﬁEﬁ%/I\ﬁﬁLﬁ']?E%ﬁE;ﬁ%ﬂqﬁﬂgﬁﬂiiﬁﬂeﬂﬁj(ﬁq’ﬂ@
FREZBERGIARARNEN RS, EXCEPUTNBHAIENEZHMMALERT K,
B BB LR — R R N X TR ]Elﬁﬁﬁtﬂﬁ’aﬁﬁﬁ@] £
KNP EFEH LB EEEE L.

B —AMEBEEHR, BN , 4 Right, Wrong, Doesn’t say X =1 %
$ob, — F EARE R ST A (T HIMT , R 512 Doesn’t say #1 Right . Wrong 2 [B]#9 i #, >
TEEE, VR EHES FREREE IRHMTEE, Hln T E— B

The sun gives off light every minute and the earth moves around all the time. Thus day
and night are formed on the earth. '

MR E X B A X A — 4 IE 1 #5748 : The earth moves around the sun, fR &/
R RITAEHIRGEAAHETHARKH, BRICPRERIZMFE, FFUKIIR
fE3% Doesn’t say, [f] BE# % F The sun moves around the earth X EE— %, 189 ¥R
ERRNXAERSRERY, BRI -BEXFHBEERRGE. BHRITHARRE
Doesn’t say, FT B4 7E R o 1E 158 390 U A0 66F 419 4K 4 SR BB R IS R RE AR 3B ¥ IR SRR 3 o
RS R , AR SRR RO P R F SR E BT .

EARTAREBEE . AEN—BARFIPHRH CE B YREEE, 8T HE
REE—RIE L HEERY—ERAR, B RXEEN T E#THBENPE AR
BCONE—TE” BT SR E, R MERRE E IE S = K.
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I. AR ERIHE

FiEERPEERBERBEHEREBSN, EFERBE R LAY E R XEE
B TR ESCEBROIES, R HE B2, ik, RATH R BEC ek
B HFERNCED T IRRHBTHE KR, AR RESHAR BN RS
BEC HiXH KRAEK.

1 B

ERFERERRERFREEAR. AREHFVEEREENIEH., REAREE
REMEXRE - KREFHAORRBFEHLH LT BNETHROREFREZRHK
WA, AMERREEIXMER. EIEEEEREN. — B TAMT R —EHFR
iz, Bl — R F WU BRI .

A% 0 37 BEC MM AI =RaF . RENETRE SR ENERP TR —
EEEANA B THREFTHRBMENL, LRSI ERSEEN B g%
B, ERFERBFTPHXFEOREHAER . B IE G E X 7 SR 4, 2T
WHEAXRERRTR. ¥ LAHEFRSRIEHE (ine chart), [# 3K &l (pie chart), 2 JE & (bar
chart) REMEHHHRRE ., FRAPUXFNETEAARANERERR, WA, R
HERRRAFENAE. : ‘

1) %8 (pie chart)

EREEU—PMEAIRE, BFERROEFI RS BEM —EN A mES HD,
REEXLRF RS B AR TR, BRE-RETRASNHSS 8K
ZEER, :

» Look at questions 1— 2.
« In each case, which sentence ts correct?

1. Export of Developing Countries, 1970.

A Exports of petroleum were bigger than those of primary commodities.
B Developing countries exported more primary commodities than any other goods.
C Petroleum was the most important item the developing countries export.

._4._
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2. Product Costs by Division.

A. Raw material costs less than labour.
B. Labour and others cost more than labour.
C. Raw material costs over twice as much as labour and others.

WEDH: i |
1 RR—KRBPERE O RERE. RABABRFALUE L EERRGHOBT

AWAMAERNGOR, BHERERB.
2. RE—HFREBER. ARFITLUR S, ™ 5P RSB AT R TH 3 H
MEETEABE,RENSMOPAEES. BLEEERNY C.

2)#TEH (bar chart)
AEEEAEXEREZR SRR E . LEEHE —~ANBTF R, RREF,
B—RSER XA E X ETT A RRR B FEZ AN LR B F R W 2.
BREXEROKE, RERBREIHIERHBZEBXE.
» Look at questions 1—2. ,
+ In each case which sentence is correct? _
1. Top Philippine Export Markets (in million US § ).

] United States
| Japan
.Germany .

1,000 2,000
A. Philippine exported more goods to Japan than to the United States.
B. I;hilippine did more business to Germany than to Japan.
C. The United States was Philippine's biggest export market.
2. Computer Sales ‘

4,000
3,000
2,000
1,000

1991 1592 1993



A. Computer sales have been increasing in the past three years.
B. After a decrease in 1992, the sales increased in 1993.

C. After a slight fall in 1992, the sales maintained the same.

BESH.
1 XR-HFERREOWHE . NEFTUEHRERERRAR KA RN

Ha R pEE. HibaBERY C.
2. XR—WHEHHERE. ANEETALIE S 1092 FHHERET 1991 FHH
S8 WERTH, T/ 1992 £4 1, 1993 EM BB R L7, 3B T 1991 MK F. R
BAHTERALBERNB,
FAMRTRE B B RERBY B RRERERE L2 M. A ®R
T B %L [// /77 /| F R TR T RS . 2 F 3R 1993 4EG448 10,000 ﬁrfmﬂ LiE
b 8 BT 50,000 &, BT FRETE FT LA R 0 - «

l:] Target sales

Actual sales
HE THER, A AB.CHBITSERNERFS.

l::‘ Target growth
//////] Actual growth

A. The target has not been reached.
B. The actual development was just as good as expected.
C. Actual growth is far over the target. '
BEMMR:
ZEFMAREE S EREREENXERE, BREMLERRINERRERET
ERTFAMRBEE. FULFEERN B |
3 ASEB (line graph)
KLEREE LY —FHERER, bTUJﬁ%%WﬁEEH‘J‘IﬂLB’JER‘EkE%%
1 55 B M H B AN B 6 I W B R ) ] P 9 AR 4L, TG EL B SR B B R 7 — S B A
B L | o
* Look at the charts below, they show the price increase rate in dif ferent countries in the
past three years. | '
Which chart does each sentence (1—5) describe?
. Before a sharp rise in 1993, the prices remained the same.
U2, The prices kept dropping steadily from 1991 to 1993.
o 3 After a sharp fall in prices during 1991 and 1992, the prices went through a balance
in 1993.
4.*]\ sharp increase in prices from \'1991 to 1992 was followed by a sharp fall in 1993.
15. The prices during the three years didn’t change at all.



1991 1992.1993 1991 1992 1993 1991 1992 1993 1991 1992 1993

1991 1992 1993 1991 1992 1993 1991 1992 1993 1991 1992 1993

R S - | . )

1. 7 1993 Fr#8 B Z BT BRI AL XRXE E Rk,

2. 1991 4EF] 1993 4EHr — B PR Tk, X XE D gyih., ‘

3. FE1991—1992 FEM R BEZJE,1993 FRHMBRFFE., XEME G fflik.

4. 1991—1992 i BFE 2 J5 , 1993 FE M RBK. :X;%XTIEAE‘JHJZE

5. ﬁ_ﬁi{i‘r%#ﬁﬂ!&ﬁik XA E H AL .

4 ) B (orgamzatlon chart)

SUE AR RE MY, ARNR AINERER, MAFMIRE AELHE

%, ﬁﬂ%""]"“éﬂi‘F&%%%IE HHEE EFESE FHEE; £ERE TR~
MEES THEETRS 1Jrﬁ!3*ﬂ)\$iliy Yﬁ"‘]ﬁ?%%*@?&?#ﬁ‘]ﬂﬁﬁ?ﬂ%‘i@%j‘

General Manager : . , iy
I
!7 . . . . I
Eles Manager Marketing Manufacturing Administrative '
.1 Manager Manager _ Manager |
Production | Warehousing Accounts | Personnel

AL E I BEC RRBE —HA, USRI, BEXHENLRET
TRAR & EITHBEE BA R IR B AR A Tﬁﬁﬁﬁﬁmmwmw fej ez,
DA R & TR EE

Accounting — —working out the company’s costs and its profits

VTN



Administrative— —in charge of the control and direction of affairs of the company
Advertising— —in charge of making known to the public what is for sale and encourag-
ing them to buy by means of notices in newspapers etc.

Bookkeeping — —keeping the accounts of money of business company

Distribution— —sending the products to customers

Finance— —dealing with cash management and investment

Manufacturing~ —making or producing products

Marketing — —planning. how to sell the products; investigating possibilities for develop-
ing new markets

Vv Personnel — —dealing with the complaints and difficulties of all the people employed in
the company, .including interviewing job candidates, rescruiting new
staff, firing employees ete.
\ Promotion — —helping the selling of products

Reception — —receiving visitors to a hotel or large organization
Transportation— — carrying goods from one place to another
Training — —running courses to teach the staff

Warehousing— —storing the company’s products
@& B IR K
Accountant — —keeping and examining the money accounts of the company; working
out the company’s costs and its profits
v Book keeper— —recording the day to day transactions of the company in the proper ac-
count
Buyer (Purchaser) — —purchasing supplies for the company
Clerk— —keeping records, accounts, doing written work in the company
Finance manager — —taking charge of cash and investment
Manufacturing manager — —taking control of the production
Price controller— —setting prices for the company’s prices
Production supervisor— —making sure the products to be done properly
Quality controller — —making sure the company’s products are well-made
Retail Sales manager — —taking charge of the sale of goods in shops to customers
Receptionist — — welcoming visitors and guiding them to the right place
Sales agent — —representing the company to sell products in a particular place
Sales manager— — taking control of the sales of goods
Sales person (Sales representative) — — visiting customers to show them samples; sell-
_ ing the company’s products to customers
T B AT P A — 0 X T R
s Look at the of fice plan below.
* For Questions 1—5, who does these jobs?



Office Plan

A B C

Mr. Baker Quality | Mrs. Hayden Office | Mrs. Leeds Typist
Supervisor Secretary

D E F G

Mr. Muller Mr. Smith Pur- | Mr. Bolyn Ac- | Mr. Greenwood
Manufacturing chaser countant Sales Manager
Manager

Who receives customers and deals with their complaints? ;
. Who goes to buy raw materials for the company? ,
Who takes care of how much the company earns? F

Who is more concerned about products’ sales?

QT:PQJN»—*

. Who makes sure that every product manufactured is of good quality? A

BESHT:,

XR—MATAAFLRHER, FMAREGEHEWRA EESHRAUMXHHES. A
(Mr. Baker) R REME R, AR E AN ER;BMrs. Hayden) BB AZEHF,
T/ F B H A B, TR R, S HERT 455 C (Mrs. Leeds) H3TE R, ITEIA ]
B & ME 4. B % ; DMr. Muller) B4 F=ISH, MR = HAEF;EMr. Smith) 2R M
R, MRMELAATEM D LG EAKS%;FMr. Bolyn)Z&it, A AR M HF T
BB TAE, 202 7] B U X 5% G (Mr. Greenwood ) 4585 2 58, BUHE 0 R 370 9 44
&, Narprd  RITHIE:

1. B 2. E 3. F 4. G 5. A

- Exercise 1

Questions 1—5

» Look at the charts below. They show car production in different countries during
1991, 1992 and 1993. |

« Which chart does each sentence (1—5) describe?

1. After a sharp fall in 1991, car production rose slightly in 1992 and 1993.

2. Car production almost remained the same during the period except for a slight de-
crease in 1992,

3. Car production rose steadily in 1991 to be followed by a dramatic increase in 1992
and 1993.

4. Before a sharp fall in 1993, car production in 1991 and 1992 maintained constant.

5. There was hardly any change in car production except for a slight fall in 1993.
. g —
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A
80,00
60, 000k——

40, Oon%
2, 000}

1991 1992 1993

E
80.000

60,00
40,000
20,0000

F

1991 1992 1993

i

1991 1992 1993

G

H

1991 1992 1993

1991 1992 1993

Exercise 2
Questions 6—10
« Look at the following office plan below.

» For questions 6— 10, who does these jobs?

1991 1992 1993

1991 1992 1993

1991 1992 1993

-

Office Plan

Accounting

Personnel

Book Keeping 3

Promotion

Marketing

F

Manufacturing

G

Transportation’

6. Which department keeps accounts for the company?

7. Which department carries goods to ports?

8. Which department decides to dismiss an employee?

v 9. Which department helps sell the products?
10. Which department takes care of the sales of the products?

ANSWER KEY
2.A 3.B

1.C
— 10 —

- 4.E 5 H
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