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PART ONE

Questions 1—7

@Read these sentences and the product advertisements on page 3.
@Which product does each sentence (1— 7) describe?

@For each sentence mark one letter (A, B, C or D) on your Answer Sheet.

Example: You can use this piece of equipment to carry letters and parcels from one place to
<! ;

another in a building.

1. It is possible to put files in one of the baskets. ’_,’

2} The top of this has a surface which prevents things sliding. i~ X i"):

> 3! [Thls can be fixed to your office furniture or to the walls. D) .

$ You can put this together very quickly, using only your hands. ,”.3, Ot Moo 0{“ nglend

pulling them out. )
6.0 You can make it much smaller when you put it away. C
70, This item is useful because there will be less dust and more air moving freely round any e-

__1_
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R
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quipment placed here.

A OFFICE STORAGE UNIT

OPEN-WIRE DESIGN — a new approach to the aged-old problems of storage and organi-
sation in your computer room. Just one (vﬂigshelving unit can store all your computer
hardware — monitors, CPU’s, keyboards — in one readily accessible location. It will also

reduce dust circulation and improve air-circulation.

REINFORCED SHELVES provide extra strength and allow items to slide on and off easi-

ly. Tough, hard surface resists chipping, scratches and other damage.

ASSEMBLES IN MINUTES. You don’t even need tools— just snap together sleeves and

slide shelf over sleeves to securely lock in place. Shelves are easily adjustable. The floor lev-

ellers also adjust for surface irregularities to keep the unit stable.

B EQUIPMENT(CARD

Perfect for transportmg computers, audio visual equipment and other office machinery.
Non—shp top (W71mm X D483mm X H25rnm) with heavy duty 25mm. tubulai\ frame,
supports equ1pment weighing up to 159kgs Lower wire shelf (W533mm X D330mm)
holds additional equipment or supphes Cart moves easily on four swwel ball bearing,
102mm rubber wheels. W711mm X D483mm X H737mm, 14kgs.

C MAIL CART

Organise and distribute your mail more efficiently with this sturdy cart constructed of
duarable 25mm tubular steel. Top basket (W914mm X D406mm X H279mm) takes
hanging folders. Bottom basket (W889mm X D400mm X H279mm) is ideal for moving
boxes and lafge packages. Rubber wheels in front and two 203mm rigid wheels in back
provide easy mobility.’ l:;ld}s for easy storage. W1117 X D559mm X H279mm, 20kgs.

D WIRE MANAGEMENT KIT
Safely organise your equipment wires and cables. Self-adh%ive cable tubes, with slide-on

covers, attach to the underside of your desk or around your office walls to safely route ca-

bles and wires. To group multiple wires, the kit includes an assortment of clamps and ties.

B3 A Hy#58 OFFICE STORAGE UNIT S8 R A B 7= & W MDA ERE
AR,
$83C B B9#3 8 EQUIPMENT CART $iBIE AR5 s R £ 0%,
—— 2 P



X C 1R MAIL CART RBNBIAHE.

3 D 578 WIRE MANAGEMENT KIT i ZENM ANREBEHEE.

RIMABEHFANTNMFRHEAG.60: RERE, AEERAFHELC (MALL
CART) K letter # parcel &%, FHHM C &5 h9%]F "Organise and distribute your mail
more efficiently” 0] PAEEX —&. Bt ERN C.

#1 T BAAE, &30 H P basket X~ A H & 7E C f. Top basket ... Bottom
basket... . HitA]F1 Bxt4EX C HHR.

82 H: MREUFEARAEXESHR= SR, BEERTEARXHRIS
surface, prevent, slide 257 s AL 1A X AYiR). AR, & B B X HH non-slip top
(non-slip X5 prevent sliding [&] ¥, top 5 surface ML), FHILEIF2 BXE X B fIHA.

38 AR, EEEHHIARE LB N ABEARTRREST FHRTBMC K
W), WA ERFHEE, -NTRRRBEEE. BEFEXTRETAHEMN
fix, office furniture Fl wall Z B #ia. AMEIE L ”. .. attach to the underside of
your desk or around your office walls to safely route cables and wires” @) attach to, your
desk DL J office walls 43815 fix, office furniture 1 wall R E X, BRI LH#HF—HF
EERAD,

B4 B BEFEE RI-BAQLAARNEBEHTRREBLEREER, FXE
R, FHLRIHERT & B M1 C BarE#E. £E X A M D £ F K5 put rogether,
very quickly DI} using only your hands Z 25917, Ry L BLE L A F#f assemble in min-
utes I K you don’t even need tools 45l 5 H & AHE, HE4L MiERITE L A B
r.

555 Fl: RABEX BERE, BRITESMERS A LLERBESEHE, SA/DOE
SMERNTEHRERKBEEEEA, BEXD, FEXHE ... to safely route cables and
wires” JEELTX—& - "

%6 8. R HE/ I ERBMI WA= QB XIFTEYE, XRETEREER
X HRPB| 5 make it much smaller F put away FHEH)HE . RB|*JA/PRT, HEEB
FMCHHREXB PRHXTIPIEFE, —TEEELBHKES, 5 — TR THKY
KRR C FRABMES T EHMTHREFHORDAE BEBE - MRFHESR
"Folds for easy storage” —i%&, £ make smaller 1 put it away {F XA, HIEABERN
C.

B7 8. BUEE, BFLEKERMEEESSELRABERSINRE - ESHERESH
XK, B ATEREE, OATREREERA. HHFREIH S "less dust, more air
moving freely around” ZEHMIAFEH R EHEEL A F4F: ”... reduct dust circulation
and improve air-circulation” , [H L7 A1IERITE T A R,

MU EAHAERR, BREERES -EEEXR 0, BRE—0E, X
ETIEXENTLRE, EFRCPRESHAEHX FIXEEE0 BE.
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it S EERBRA AR, tRRVL, S H S L — P AE T LR B
B BUNBERE R 3 — B4 S

PART TWO

Questions §—12

'Reéd this text which is about issues of health and safety in a factory.
@Choose the best answer from the list A—1 on page 5 to fill each of the blanks.
@For each blank (8— 12) mark one letter (A—1I) on your Answer Sheet.

@ Do not mark any letter twice.

@O0ne answer has been given as an example.

MEMORANDUM
To: D.I. Law, M.O. Oxenhope
From: R.S. Hilton Ext. 2354
Date: 25.2.94 Ref: SG\267\1

Re; DNC Machine Health and Safety

I am now growing increasingly concerned about the dust levels in and around the DNC
machine and the surrounding offices. Since the beginning of January we have experienced
a number of serious breakdowns of the computer equipment in this area. On each occasion
when the equipment has been opened for inspection and repair, there has been such an ex-
cessive.amount of dust as to cause us considerable concern. ........ example, .. ..... In
particular, we have experienced frequent memory failures and disc problems as a result of

contamination. Other important equipment has also been affected. ........ T

Of even greater concern is the effect on the health of the machinists and office staff work-
| e

ing in this area. Several have complained of eye irritation problems, sneezing and general

difficulty in breathing, lasting for as long as an hour in certain cases. ...... A T

I recommend that the following action be taken,

1) Damaged pipes from the extraction system on the machine should be repaired immedi-




1 2) All dust levels should be constantly checked in a controlled way and carefully recorded.

A If such a system cannot be produced, improved methods of dust limitation should be in-
vestigated.

B For example, there have been several instances of photocopiers and printers being dam-

" aged by dust.

C Otherwise the DNC machine has been {unctioning without too many problems.

D There can be no excuse for operating with defective extraction pipes; repairs are needed
now. '

E We should explore relocating the machine in another part of the building.

F The large amounts of dust have gathered in spite of regular cleaning of both the work
and the equipment itself.

G The findings of this monitoring should be reported to health and safety officals.

H Inexperienced employees are not permitted to operate the DNC machine.

Even more serious than these immediate health problems, however, is the possible effect

Py

on the future health and well-being of our employees.

BIFRTEM—AER “BEITHRERE. BN, SAREHKRETERITRK
MXE", FENERNZSXARBHKEE X KRERERFIRNAR? BATRE M IR
BUSHEHER? XEMEFRREANTNF AERAEFF BIGHEXKZAREY, FEAT
F §1f4 ”the large amount of dust” FF$5AY LIS HT B A "such an excessive amount of
dust” , B B2 4 SR F

Z3¥&8 B A ] % Other important equipment has also been affected, HEF ¥ A A)
FRNZEHECEERSAX, THERFABLLEFEFR RS, HEREABRZIEELR.
AT B Bl B RX X 4] iRRIAE B, RIixE i B.

B B A FRBKE X AN S A RRA R, T R — )35 R 2R R i R
Eme, AERRAEF | EFAE; FEEF I 4 " these immediate problems” 5/ 5
f& "eye irritation, sneezing”, A ARFER K 1.

2S5 10FT M B9 ) F 28 : "Damaged pipes from the extraction system on the machine
should be repaired immediately” , AJABWI%&1, THMZSXEHIRETHORE FUKE
AKX, Rt#sHED.

23 A% 11 R B9 H] 4« "All dust levels should be constantly checked in a controlled way
and carefully recorded” , RIEFKHFRZEGREMEEMICRER, A7 G 5HMX,
M H G #1#y ”the monitoring” #{AIEERAIAKI KLU, HHABTERK G.

ZSR12ETE B ] FR: "A much more satisfactory method of dust extraction should be

J— 5 J——




developed as a matter of urgency” (K iZHFHIE —MEASABENRLFYE), FERHE T
BELARBBRXAMMNEENE, EARGHNERHA BXEE, RELN BRHES
H A, H A §# "such a system” F§H]5E & "2 much more satisfactory method of extrac-

tion” ,

MEA LSRR, ROTAEHOX M R 5 T EB = MATEmr e 7. FEER
TZEBRER, —RUR, A FZEFEUTRER:

1. BHEXR

BHRRFRN AT ZAR AR AN E— SR8, IHE—SBERRE
i XF EEROR R A, AT RER AT PR R R X K R A BT A B KRR R,
WMRAMLERRHAE

moreover, what’s more, more important, on the other hand, on the contrary,

otherwise, instead , however, nevertheless, after all, in fact, whereas,
though, in spite of, even though, while, similarly, in the same way,
FRFTIBEXRAEEF ’

for example, for instance, more exactly, more specifically, thatis, thatis
to say, in other words, suchas ARBEITS ), EE ) &%, ‘
WA Fritfy i@ A, A)F 1 (Even more serious ... ) B A (If such a...) FHX L
) BRAT ] R — Rt — SRR X R ) B (For example, ...) REAXEHER

X BT A ) F AT

2. BEXR

BE R R R o T /5] XA A F A, B R RR S AR R R iR
H

in sum, inall, in general, in brief, in short, therefore, consequently,
thus,  on the whole, briefly, ina word, in simple words, generally speaking.

3. FHIx%

FFol%k R Fa B AR RIAAERERRS] LHFIZE, RRZIMREKEE:

next, secondly, finally, lastly, intheend, ultimately, atlast, then,
later, until , after,  so,

BRTEEUL-ERRETFIEXRARRESN 5 - NMEBEEMERFHHE
AN]SR R T IR S P MR TR B AR RE R . Br U AE $5 7 18] th A AR A st ) B
HFHEXEPHANE. WK EREE:

this, these, the, such, sucha, those, that, it, its, they, them,

their,

Filan £ B+ i aEF

A If such a system .

F The large amount of dust . . . the work and the equipment itself.

G The findings of this monitoring should . . .

—f —




I Even more serious than these immediate health problems .

REX LRI BT S WX LEBR SR BT S ENET .
=) EREREETISEEARE

WA N B FRAEL00-500 MR E, BEHE, EREERET

B ] R ﬁ%lﬂﬂ@?ﬁlﬂﬁ%lﬁ&?ﬂﬁﬁﬁ» O E R R B EAT AR
I8 R BT AT PE A — R TSR F IRE - B A CRL B . —HORIR, E
BES — B —FaESRE — 0. A B R R 0 B, — MR
A, WM%% R E 80 U HEA L WA FRE
BAREEENRE, T BB EHE. Bk, ERNGF—RAR FEE. RINE
F*FE BEC 2 HEHRE=ZRT.

PART THREE
Questions 13—20
‘Reazl the text about how to negotiate, and answer questions 13 to 20 on page 7.

r

At the Harvard Negotlatlon Prolect we have been developing a method of negotia-

tion e /_PllCl tly designed to produce good results efficiently and ami€ably. This method,

called prznclz pled negotiation or negotiation on the merits, can be boiled down to four basic
-

points,

The first point recognises that human beings are not computers. People have strong e-
motions, often see things very differently, and do not always communicate clearly. In
\x{éé;)f;a;;r\l\.lt often happens that emotions get mixed up with the objective rights and
wrongs of the situation. Taking up a fixed position makes this worse e because people’s
personalities become identified with their positions. Sc before the actual negotiation

begins we need to distinguish between mmlfferences and differences over solu-

4

The second point distinguishes between what people say they want, their stated posi-

tions to the problem.

tions, and they really want, their underlying interests. Negotiating positions often
hide what you really want. A compromise between two positions is hot likely to pro-

duce an agreement which satisfies the needs underlying each position.

The third point acknowledges the problem of having to find a perfect solution while
you’re under pressure. Making up your mind in the presence of your opponent re-

stricts your ideas. Deciding on something very important or trying to find the perfect

_7~.




answer limits creative thought. You can get around these limitations by arranging a
set amount of time to think up a wide range of possible solutions which help both sides
and creatively bring them together. ’

o ARk .

4 When both sides find that their interests are directly opposed, one negotiator may try
to win simply by being §tgbl3p{1‘n. However, you can respond to such tactics by insist-
ing that his opinion alone is ot enough and that some fair independent standard is
needed. This does not mean that you yourself select the independent standard, rather
that both of you decide on one, such as market value, expert opinion, or law. By dis-

cussing such criteria neither side need give in to the other.

Questions 13— 16

@For questions 13— 16, choose the correct title for each paragraph from the box below.
@For cach paragraph (1—4) mark one letter (A—G) on your Answer Sheet.

@/ not mark any letter twice.

13. Paragraph 1........ e

14. Paragraph 2 ......... Sl

15. Paragraph 3 ............ (..

16. Paragraph 4 .......... e

Opening negotiation
Firmness and success

A

B

C Objective reference points

D Separate people from problem
e = —_—
F
G

A
|01

Invent options
Compromise and flexibility

Interests not positions

Questions 17— 20

@U se the information in the text, complete each sentence 17— 20, with a phrase from the list
below (A—G).

@For each sentence (17— 20) mark one letter (A—G) on your Answer Sheet.

@ Do not mark any letter twice.

17. You need to agree a fixed period to . ... ( ...... . .

18. An example of the use of objective reference pointsisto ........... .

19. It can be difficult to see the problem clearly if you .. e .

20. A negotiating position often makes it hard to............ .



analyse problems systematically
take an emotional approach
make up lots of options

consult a specialist

show strength and firmness

identify real needs

G mmooaw e

insist on your opinion

FLBF, $1. 2 AEMLBRE, HATTERE FMA]. §&)5—H# So before the
actual negotiation begins we need to distinguish between personal differences and differences
over solutions to the problem” #ﬁ,{é%ﬁzﬁ, A Hso BREHMFEIRE, BkiEL M
AR AT HBME B ST BRGE B R, AERISE LBAITREERNL A D.

H2Er®1 5] " The second point distinguish between . . . their stated positions, and
. . . their underlying interests”, M #t 6] DL #E M 3X — EX ¥ B2 their stated positions F
their underlying interests Z AKX R, FEMAEE P BBXMXER: RAPRER
i) interests i AN positions, B E2EBRER G.

3 BFMEL AERN “EREENNER L RBIZROFBRSENERE”, XTTHE
*"i@*] UTFAERE N 22B%, B85 —HERE ik EERR R,

SEIAFE G —A)3E You can get around these limitations by arranging a set amount of

time to think gp—a&glg range o of p0551ble solutlons e BNPTARSG X — B MIAR R
E,

H4 B HE ), BAE2 f)3% "However . . . some fair independent standard
is needed” , PIJREE3 HJi% 7. . . select the independent standard. . . 7 B] DUHIE X — Bt

HRRIEHERE -2 LOERORE, BiF@ERNC .

E-HAMENEENERE T MXEEN A ETREFERS —BRWIE

» RES -BNERLANRAB -BFIRER, %Fﬁ’lﬁﬁﬁ @*W%%WE
EX’?%&*E?&@ (R XHRERD . e

817 8. BRANER -BHIRERLUF LBREME, 7EFEXPIRE" agree”,"a
fixed period” #HCHiHE . X EHRBIBHEK RABIK, AEARB=REF —AE T
"by arranging a set amount of time” X "agree a fixed period” @ ¥ . HHKEEAIEX—
B3 . EXPEH—EMAE KA "to think up a wide range of possible solutions” ,
BHABERA C.

188 NEIE 7T URIEE RS B 584 BB J5—4)3% " by discussing such cri-
teria, neither side need give in to the other” , BATAIBE R LB AEN . BT EXENL
AR TEBEHBRYE XU FHREH. EEBERPERERIAHMTREBRHEREE A
(analyse problems systematically) . 2538 D (consult a specialist) AR Fx HE. B ZHE
BRo

519 B XRRAPAREN—E ( “RERFERBERINE, Hit “K” RK

— 9 —
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Wit

TR EBER (A-G) PRAMUBWEEEBHG . EEXPRAE-BTE
"difficult” , "see things” , "clearly” & C4E1E, B ATEE N B .

20 B WARBEBATHEE R AR 2B T . B2ERAMBREY positions Hl in-
terests R, A A negotiating position often makes it hard to . . . 7 G iKESH
FHRPIEIE, AAIER N F (dentify real needs),

() RICSTLEFRTER

R IS —H 180— 250 FEA M ICHE, BB N RS, SRENKY
ST M B 10 55 R S RS AR IR 9 BEC 260 10 S50 055 0 — A A A
R EAEMTHER AR BEC 2BR A M B MR SR, 4B £ T SOR R i)
MEE, LB EAUERS £ RS A N R RERP N AT, THREEH
BRI, FIRSRA AR 7 TR F R MR 558 DO 5 b R — /B

PART FOUR

Questions 21— 35

@O Read this letter about buying a computer.

@ Choose the best word to fill each gap.

@ For each question (21— 35) mark one letter (A, B, C or D) on your Answer Sheet.

@O0 answer has been given as an example.

All orders must be accompanied by a ..... 24..... of 20% of the total amount shown on
the attached ....25..... The....26..... amount should be paid no later than one week
following delivery. Please note that ..... 27..... charges have not been included, and a
separate! invoice covering these charges will be .. ... 28..... at the time of delivery.
24. A portion B percentage C. deposit D discount
25. A cheque A \i‘ﬁ/;roice C charge D demand
26. A payable B credited C -owing D outstanding
27. /A’ transportation B transference C transformation D\" transmission
28. ‘/i\" written B conveyed 104 ]issued D distributed

Ny,

24 BHEREFMUF discount (F741) # deposit (EED FAILL, BREF LM, B
A E R R BRERN20 0 MR ETM ARSI, Btk 24 Bk C, 25 ik B,

26 B, AR —RERT XA RTARRES S 80%, Hilk 26 3 D (out-
standing, FKLZE5MAT) .

27 B, RETREGFENREER BEEHA

28 f, FRERNEEHEA, REER issve, HHEREHZC .

_,.‘.«f;k‘m-—-

— 10 —_



A F A R R %EW@Mﬁﬁﬂlﬁéﬁo 5\%“1@%%7)‘@9‘13‘(
#, 0 -

——

(R FELER

BEC 2 FEiEM SR BLE, HFHNRE, BREAMPRERERBARS
RSB, BT AR REIE WAR L RIAE LR 58— (SECTION A)
EREAANE XN E—TPREAZRMEIE, %4 (SECTION B) ERHIES
AT AR R SRR ﬁﬁ%ﬁ¢%%&ﬁﬁ?§%&%&ﬁﬁ%ﬂm¢lk
KL LB [

1. SRERA

SECTION A & &M HHAE A TEILE FESHIZ RGBT

) A — ik B YshiEsE B AR, TEIBENARYshiRE mEKE, X
ANWEEGRAUERIR EATEN RN HHEFRONEF.

Do you know where Ms. Collins was A\yésterday? (at)
1 saw the beautiful girl entering l}xto the bulldmg (into)
Was the invoice inside 5f that pocket? (of)

Flight 420 will arnvei( about half an hour late. (at)

_ His words and deeds are not compatible with. (with)

They have t\t\ reminded the company of the coming danger. (to)
You and he must to be promoted soon. (to)
(2) ghi CRRRNFRSE, mBIsA. HESRUREN R 3R BE shiA)
People were called him a paper tiger then. (were)
They must \have to finish the work before lunch time. (must)
The goods have ad)been unloaded here since early this month. (hadl)
- We a e completely agree to your wonderful proposal. (are)
As beihg a student, he has to depend on his parents. (being)
John and Smith made submitted their resignations on Friday. (made)
“ He has tohs investigate who is responsible for the delay. (be)
(3) i
That his coming late made the boss very angry. (that)
He believes in whatever that she says. (that)
Study hard, and before yoi’ll taste the experience of success. (before)
They arrived at the airport later than wﬁl\a) they had expected. (what)
Although he accepts responsibility , bht he refuses to admit his mistakes. (but)
4 KA
Please invite those whoever you like to attend. ( whoever)
Everyone who knows they must be at work on time. ( who)



