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Y DU 4R 100 ~ 120 DR, ZORTE 6 7R ASER: (B 20wpm,
B4y 20 S PRR)) , MERRREORIAE]90% L E (R AR VF R A G 12 1) .

Task

1. Practice typing letters A S D F J K L and measure the time yourself. (% >]F]F&
ASDF JKL ¥#itht)

asdfjkl; asdfjkl; asdfjkl; asdfjkl; asdfjkl;

asdf asdf asdf asdf jkl; jkl; jkl; jkl;

kk jj ss dd ff 1l aa ;; jj kk 1l ss ff dd aa ;;

ak aj ad Is If 1d kd kl k; ds sd a; sj

Ijk If jkdf fdk fl; askfd fds sdf kl; lkj

s a; sy fydy 1y jfitkfafs flfy jfjdjsjljaj;

dj dl dk ds df da d; sj sl sk s; If 1d Ij 1k 1;

ask a dad; as a a sad lad; lad; all fall;

fad ad all lad lass all fall ask dad ads asks ad

sad dad lad fad lad sad dad fall all dads fads

2. Practice typing letters G H V B and measure the time yourself. (%4 ]3 T2 GHYV
B H#itaEt)

ghvb ghvb ghvb ghvb ghvb ghvb ghvb

hbv hgv vgh ggg hhh vvv bbb gvg hbg

go get lag jag hag gas leg glad sag leg keg egg

she dash had has he lash heed heel hall shell

five cave ever van vac give gave value gave hive

book rob bib bit bob bid rib bad sob bow

fang gang sang hang gang hang fang sang

they are very happy after they heard the good news

it was a very difficult quiz so he failed

beat bowl bad brim better beam bell ball

have above heave brave cab bet crab hell high

ghost good sag lag boy brother baby very good

she left she needing at the sale the things

&2
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3. Practice typing letters M N and measure the time yourself. (Z>]#T=2H& M N Ffit8t)
mm nn mn nm mom none more no nothing met

mother month mat jam time mud mam mow mad

same mail most comb meet team man con brim

fan land nat den fan hand sand tan hen than

shine kind gain king hint link sing then then

thin think than keen night knife need fine fang

clam much mince crime cram can munch now

time finish men hamburgers many monkey mice

north northeast noon afternoon kneeling sang

won want sun fun Westminster went Nancy nana

Mary did not bring his material to the meeting.

He is a fine dad; she says he needs his kind

4. Practice typing letters O R and measure the time yourself. (Zx=]$T==£ O R F#itht)
fro fro or ro oor roo or ro dor dro mor

rag her rat ran far free jar dart tar the dirt fir

lol lot log hold done too to go do soon old

tooth good song jolts fool sold told gold fold

ala aJa aKa aHa aHa aOa aOa aNa aNa

done fore note nose none sore soar dare tore lone fir

for this; for her; for their; for those; for him; tar for the jar
we asked Jane to send the pizza to Mary;

there are the letter that she sent to Nancy;

is to to the go for decker or and she that this these

5. Practice typing letters E T and measure the time yourself. (% ]$T==8 E T F#it8})
he see tee fee kee led feed sea fed dead seas

steel lead task these dash teeth eat feet

she dash had has he lash heed heel hall

jet fat tea set let sat tall talk tell eat

he has a deal; dad had the jet; ; the meal;

deal the deal; at least love a mom; a fast cat;

shell sheds hash heal ashes ash

fat east sat eat jets feat teak least let

Let’s go to the cinema to see a film together.

Cathy prefers coffee to tea, while Kate prefers tea to coffee.
He has to take bags when he goes out for camping.

They were very happy after they heard the good news.
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6. Practice typing letters X Y Z and measure the time yourself. (&3]3 T8 XY Z 3
VHae)

hex fax fix six box flex next fox ox

wex box hex axe six jinx fox tax wax

your yes joy jay yoyo you yet year yum

year you yard yes jay ray yam say yawn

zip zone zoom zest zap zany lazy zero

zig dozen zag zip zinc zone graze faze

azav azav azav azav azav azav azav azav azav

sly why day fly try stay bay way pay may

doze frizz leave quiz froze freeze gaze size zoo maze gaze

She bought six boxes in the yard.

They were not sure whether they have time to go to the zoo.

You should finish your assignment by the end of this week.

7. Practice typing letters U W and measure the time yourself. (%:>]¥T=2f U W FHit8T)

SWS SWS SWS SWS SWS SWS SWS SWS SWS SWS

Juj Juj juj juj juj juj juj juj juj juj juj juj juj

jug run jut just dug hug rug our use sun fun

wet were sew saw SOwW Wwig was won win we

few were we sat was wag drag dare wade date

junk fuss our use us four work down town two

week won while with will want wall would well

wig were few sat was wag wade wet rude waste

Let’s go. Ned wants to buy a white cup.

I was drunk last night.

I saw a wire in the street.

I came. I saw. I conquered.

Nancy went to Westminster.

Kathy went to the store.

8. Practice typing letters I C and measure the time yourself. (% ZJ¥T=2& 1 C Hitht)

fist kid kit hid hill sit fit it fill sill little

shine kind gain king hint link sing interest

cup cut cow cod can tack call cot cat cell ceiling

clam cost cab cob crib cast computer con car

if in it a it is in is it knife big needing something

time is important think this thin hail tail fail laid nail

camera catch cough caught cut country come came

crime cram crab mince nice advice practice like Cindy
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single sister nothing hit in face his kind instead
height night fight light frighten sign sigh night light
century cent currency current caught cunning case
Can you catch the candy I throw to you?
He is a fine dad and she says she needs his kindness.
9. Practice typing letters P Q and the left and right SHIFT key, and measure the time
yourself. (23478 P Q K7 A SHIFT &, FHith)
up op ap qp wp ps pp pup quq pup pop qoq oq op
7p? 7p? 7p? 7p? 7p7 7p? 7p7 iP5 iP5 ;Ps P33P 3P; 3Ps
aQa aQa aQa aQa aQa aQa aQa aQa aQa aQa aQa
pep pet pen pin part pug pan pup pop pat pot lap pal
past pest president spare hip ship part-time please
question quit quiet queen quite quip quirt equip
quote quits quilt squall quench squid quick quip queen
To Paul, Ed, Sal, Fred, Don, Dan, Sal, Dean, Gorge
When Where Who Whom What Want Waste
Opportunity Opinion Onion Oh Only Oxygen Ox
She is sending the gift to Peter.
I was not quick enough to quote all this.
10. Practice typing numbers and measure the time yourself. ( Zk>]$T#=FHi1T/F)
1 23 456 78 9098 42673520
23 45 66 81 49 26 52 90 75 63 69 18 97
189 264 321 840 439 744 539 105 372 844
3,429 4,874 5,309 4,666 9,065 7,583 8,210 2,351
44 890 32,819 51,800 43,631 52,504 79,310 94,524
321,095 540,000 670,333 742,500 961,728 253,749
8,655,712 9,499,356 8,254,719 4,573,800 7,436,255
57,345,820 61,822,543 20,540,000 79,734,462 85,641,300
320,563,891 904,583,472 441,309,582 288,357,911
1,540,916,758 5,622,504,302 7,280,122,524 1,010,051,117
11. Type the following sentences and measure the time yourself. (¥#3¥TTF%aFHitrt)
1. Practice makes perfect and constant practice is the only way to achieve becoming a good
typist.
The way to greet a British person is to shake hands with him or her.
Kissing is not common except in the case of elderly ladies.
I enjoy playing computer games a lot.
I think American football is very exciting, but I don’t like playing basketball.

Many of my classmates are working as volunteers.

~N O BN

The Department of Labor did a study on how Americans use their free time.
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The advantage of green food in the market is that this kind of food can bring no harm to
people’s health.

12. Type the following sentences and measure the time yourself. (#4TT%|aFFHitEf)

1.
2.

Now, the green food in China is graded into two levels, that is, A level and AA level.
In 1950, Diners Club and American Express launched their charge cards in the USA | the
first “plastic money”.

Did you know that taking your medications properly is one of the best ways to avoid future
health care costs?

. The transportation in Beijing has changed a lot and there are more subways and light rails.

. I have published two short stories in national magazines, and I have also finished my

novel.

. Most people hate the terrible morning sound of an alarm clock when a loud noise wakes

you up from your sweetest dreams.

13. Type the following sentences and measure the time yourself. (#)¥TT3IRF3HitET)

1.

6.

When I first came to New York and studied in a university in 1997, everything seemed
new and strange.
Bus is one of the most convenient means of transportation and some of them have

comfortable seats and toilets.

. The main obvious purpose of advertising is to inform people of the available products or

services.

. A successful business trip highly depends on a detailed and thoughtful schedule.

. As a general rule, the businessperson should keep the schedule flexible enough to allow

for both unexpected problems and opportunities.

From the beginning of time, people have wanted to get from one place to another.

14. Type the following sentences and measure the time yourself. (#}4TT%q)FFHitht)

1.

You can do a lot during a working holiday—picking apples on a farm or teaching English

in Thailand.

. William has asked me for a loan of five pounds and I don’t know whether I did right by

lending him the money.

. The whole class is divided into three big groups: the Land Transportation Group, the

Water Transportation Group and the Air Transportation Group.

4. These books cover every area of life, from love to work and back again.

6.
15.
1.

. These “feminine” books ask you to search deep inside you for the answers to life’s

problems.

They offer rules you can use to change the state of your heart and everything else follows.
Type the following sentences and measure the time yourself. (3T T%RFHitRTt)

Piggy Wiggy was the first self-service store which was opened in 1916. Prior to 1916,

when Clarence Saunders invented the self-service food store and named it Piggy Wiggy,

shopping for food was an entirely different experience from what it is today.
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2. In the past, department stores were the only modern trade that was known among Chinese
shoppers, but ever since China’s open door policy and China’s rapid transformation from a
planned economy to a market economy, great changes have taken place in the retail
market.

3. Wal-Mart, the world’s largest retailer, was founded in America forty years ago. The
company is a giant in every respect, ranking first on the Fortune 500 list.

16. Type the following sentences and measure the time yourself. (T T%aFFitht)

1. The weekend was over, and Begbie had returned to town, restless, and strangely
unhappy. There was within him a curious sense of something lost. He packed his suitcase
silently but could find nothing missing.

2. Upon my return from the never-to-forgotten series of golden hours at Sea Cliff, after the
habit of the departing guest, I have at least left one of my possessions behind me.

3. If by some good chance you have found it, and it’s useless to you, will you be good
enough to return it to me? Or, if by some good fortune you find it worth retaining, will
you please tell me it is in your custody and is not lying somewhere neglected? It is the
only one I have, and it has never passed out of my keeping before.

17. Type the following paragraphs and measure the time yourself. (#MTT5IE%&HitRT)

1. This is the story of how my husband got mugged at the chemist’s. It wasn’t his fault. On
certain matters, he is as innocent as a newborn baby and should not be allowed to roam
around unsupervised at cosmetics counters. In other words, he is a genuine guy. Genuine
guys are sometimes known as retro-sexual ; to distinguish them from metro-sexual, who are
men with the good taste of a woman.

2. Secretly, I've always thought my husband could stand to be just a little bit more metro.
Sometimes I buy him fancy shaving cream and leave it suggestively on his side of sink. He
never gets the hint. He prefers a ten-second dry shave with a plastic disposable razor and
toilet paper to stanch the wounds.

18. Type the following paragraphs and measure the time yourself. ($#M¥T%IE%FHitHt)

1. ISO is a worldwide federation of national standards bodies from more than 140 countries,
one from each country. ISO is a non-governmental organization established in 1947. The
mission of ISO is to promote the development of standardization. ISO’s work results in
international agreements which are published as International Standard.

2. The art of bargaining is a very specialized art. It is the art of getting the most and paying
the least. Shop around a little first to develop a sense of what things should cost. Let the
seller make the first offer, then counter with a reasonable offer somewhat less than you
expect to pay. Once you've decided on an object, let your attention wander so that the
seller doesn’t know you're hooked.

19. Type the following passages and measure the time yourself. (/3T TF%%&E3CHitT0)

1. Couples usually ask for advice when they are just about ready to throw in the towel. Their

Love Banks have been losing Love Units so long that they are now deeply in the red. And
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their negative Love Bank accounts make them feel very uncomfortable just being in the
same room with each other. To be in love again means they must re-deposit all the Love
Units that were withdrawn. In order to deposit enough Love Units to all in love, they must
follow rules that they don’t feel, like the rule of care, the rule of protection, the rule of
honesty, and the rule of time.

2. We live in a global village, but how well do we know and understand the cross-cultural
influence on business? Maybe we assume that the widespread understanding of the English
language means a corresponding understanding of English customs. However, it might not
be necessarily the case. If we want to have good business, we must understand different
cultures in doing business. Before you go to a country on business, you should have to
learn something about her culture. When in Rome, do as the Romans do.

20. Type the following dialogue and measure the time yourself. (#03#T %X HEFHiTR)

Waiter: Good evening, sir. Here is the menu for you.

Johnson: Thank you.

Waiter: May I take your order, sir?

Johnson: Sure. I’d like to try some Sichuan food today. Would you recommend some?

Waiter: May I suggest Kung-pao chicken? It’s typical Sichuan dish, spicy and hot.

Johnson: OK, TI'll take it.

Waiter: I would also suggest Bean-curd with pepper and chili sauce. Many customers like it.

Johnson: It sounds interesting. I'll have a try.

Waiter: What kind of drink do you prefer, beer, wine or tea?

Johnson: I’d like to try some Chinese tea. What kind of tea would you suggest?

Waiter; Chinese green tea is always a favourite with our customers.

Johnson: OK, I'll have some Chinese green tea, then.

Waiter: Thank you. Your ordered food will be ready in a few minutes.

21. Type the following dialogue and measure the time yourself. (#4T TFI3HEFHiTE)

Manager: Hello, I'm the service manager. Is there anything I can do for you?

Johnson: I want to complain about the clerk. It’s unfair.

Manager: Can you tell me what happened?

Johnson: Of course. I've been waiting in a queue for a long time. But, unexpectedly, he

first served that man over there. How can things be like this?

Manager: If that’s so, it’s certainly his fault. We apologize to you in advance, and we hope

you'll forgive us. Now T’ll ask him to apologize to you. Is that OK?

Clerk : I'm sorry to have kept you waiting so long. That customer arrived here earlier and then

he went away for an emergency. He came here again to continue the service. It’s my fault not

to have explained it to you. '

Johnson: Oh, it doesn’t matter. I don’t care now that you have given me a clear explanation. ‘

Manager: From now on, we must improve our service to satisfy our customers. |

Johnson: That sounds better.
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Manager: We sincerely accept your suggestions.
22. Type the following hand-written material according to the requirement and time

yourself. (#¥T 5| FE#EIHit0T)
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