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To the Learner

All-Star is a four-level, standards-based series for English learners featuring a picture-dictionary
approach to vocabulary building. “Big picture” scenes in each unit provide springboards to a
wealth of activities developing all of the language skills.

An accessible and predictable sequence of lessons in each unit systematically builds language skills
around life-skill topics. A/l-Star presents family, work, and community topics in each unit, and provides
alternate application lessons in its Workbooks, giving teachers the flexibility to customize the series
for a variety of student needs and curricular objectives. All-Staris tightly correlated to all of the major
national and state standards for adult instruction.

Features

* Accessible “big picture” scenes present life-skills vocabulary and provide engaging contexts
for all-skills language development.

* Predictable sequence of lessons in each unit reduces prep time for teachers and helps
students get comfortable with the pattern of each lesson type.

* Flexible structure allows students to customize each unit to meet a variety of student needs
and curricular objectives, with application lessons addressing family, work, and community topics
in both the Student Book and Workbook.

* Comprehensive coverage of key standards, prepares students to master a broad range of
critical competencies.

* Multiple assessment measures like performance-based assessment offer a broad range of
options for monitoring and assessing learner progress.
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Welcome to All-Star

All-Star is a four-level series featuring a “big picture” approach to meeting adult_-I
standards that systematically builds language and math skills around life-skill topics. ]

Predictable unit structure includes the
same logical sequence of lessons and two

Accessible lesson format in Lessons 1-4 . : ;
Spotlight lessons in each unit.

follows an innovative layout with a list of
activities labeled “Things to Do” on the left
and picture-dictionary visuals and readings
on the right.

“Big picture” scenes are springboards to a wealth of life-skills
vocabulary, activities, and discussions in the Student Book and
all-skills expansion activities in the Teacher's Edition.

UNIT 2: Getting Around TALK ABOUT IT: Describing Transportation Problems

.J«.f It happened
during rush hour..
THINGS TO BO

Kl Warm Up
Work with your classmates to answer the questions below.

1. How do you Ity get around—on foot, by car, or
by public transgortation? Which do you prefer?

2. Whats happenihg during rush hout in the picture?
List 10 things, inkluding 3 unsafe ones.
1 Make Inferepces
Read the facts and irfferences below about Tom. Check
() the inferences thit are logical. Then choose another

person in the picturefand write facts about that person.
For each fact, write 2fnferences.

Facts Inferences

Tom drives a red | _| He likes big cars.

sports car. He likes to drive fast.

Tom ran into __|He’s not very happy now.
another car. ~|He's not a very careful driver.

Read your inferences td the class. Ask them to identify
the person.

B Analyze

Work with a partner. Fo{ each situation below, describe
what would do.
1. You have a flat tire .

2. The police stop you fof speeding.
3. You hit the side of a prked car.

4. You see road constructipn ahead.

.............................
€ Setting Goals |Below are some topics in this
SmATIeY  unit. Identify edch one as (1) very useful to

you, (2) somewhat useful, dr (3) not useful.

..................................

Warm Up activities activate students’ background
knowledge and interest in the topic, and prompt
discussion.

viii




Life-skills vocabulary is presented through
compelling realia, illustrations, and in rich contextual

environments.

Comprehensive coverage of key
standards prepares students to
master critical competencies.

UNIT 2: Getting Around

ng.f My insurance
4 will cover it.

THINGS TO DO
Kl Talk about It

7

Use the Dictionary of Common Automobile Insurance Terms on this page
to answer these questions.

1. Which terms in the list do you know?

2. Is it important to have collision insurance? Why or why not?

3. What is the difference between collision and comprehensive coverage?

E} Write True or False

Study the insurance policy on the next page and read the

injuries the
to someone else.

3. Claim The policyholder’s
request for reimbursement of a
Toss covered by their insurance
policy.

4. Collision This covers damage to
the policyholder's car from any
collision. The collision could be
with another car, a wall, a rock,
etc.

S. Comprehensive This covers
damage to the policyholder's
car from something other than
another car, such as theft, fire,

below. For each statement, write True or False.
1. The name of the policyholder is Thomas Rideout.
2. The policy holder owns a Toyota.
3. The policy holder drives about 10 000 miles a year.
4. His insurance policy is good for 6 months.
5. Tom pays $50 000.00 for his liability coverage.
6. Tom got a discount on his insurance policy
because he is a good driver.
7. Tom has a $500.00 deductible.
8. Tom's bill for car insurance comes to $256.80.
9. Tom has an alarm system in his car.
10. The insurance company is in Florida.
Now correct the false statements.

Bl Aeply

L THT

lead each situation below and answer the question. Then compare ideas
ith your classmates.
1. Someone stole your car and the police never found it.
‘Which coverage would pay for your loss?
2. A rock from a passing truck cracked your Py
windshield. Which coverage would cover your

or

6. Deductible The part of the loss
that you agree to pay if you
have an accident.

7. Medical Payments or Personal
Injury Protection (PIP) This
covers the treatment of injuries.
1o the driver and passengers of
the policyholder's vehicle.

8. Premium The amount of money
you pay for your insurance. The
higher the deductible, the lower
the premium.

collision with an uninsured
driver.

Cecscesasanstecatasieseserecs

You can expand your

Learning Synonyms
smaTier  vocabulary by learning synonyms. Find a

loss? synonym for these wor
3. You haven't had a car accident in 7 years. 00 (o
you think you can get a discount on your
insurance? car or truck
driver

3833 Bradbury Road — Fredericksburg,

Named Insured and Address:
Thomas Rideout

VOCABULARY IN CONTEXT: Understanding Insurance Terms

Policy Number: 00044 44 244 4443 5

POLICY PERIOD (12:01 A.M. Standard Time)

564 Philips Street !CTIVE OCT 01 2009 TO OCT 01 2010
Miami, FL 33136
Description of Vehicle(s)
YEAR MAKE MODEL BODY ANNUAL IDENTIFICATION
TYPE MILEAGE NUMBER
2000 PORSCHE BOXSTER CPE2D 10 000 WPOCA29894U612345
COVERAGES LIMITS OF LIABILITY | VEH VEH
(ACV MEANS ACTUAL CASH VALUE) o ANNUAL | 02 ANNUAL
D=DED PREMIUM | D=DED PREMIUM
AMOUNT s AMOUNT s
PART A - LIABILITY
BODILY INJURY EAPER $ 300 000
EAACC $ 500 000 256.80
PROPERTY DAMAGE EA ACC $ 50000 92.00
PART B - MEDICAL PAYMENTS
EA PER $ 10000 1925
PART C - UNINSURED MOTORISTS
BODILY INJURY EAPER $300 000
EAACC $ 500 000 184.00
PART D - PHYSICAL DAMAGE COVERAGE
COMPREHENSIVE LOSS ACV LESS D500 283.50
COLLISION LOSS ACV LESS D500 376.00
VEHICLE TOTAL PREMIUM* 1211.55

ANNUAL PREMIUM $1211.55

“Premium is based on the following discounts: 5-year good driving record; anti theft device; designated professional group.

Critical thinking activities such as evaluating
and classifying, allow students to interact with
the content in a meaningful way.

Try This Strategy activities present specific
ways to help students learn vocabulary,
understand their personal learning style, and
approach academic tasks. These are included
towards the beginning of each unit.




Listening activities include a rich vgriety of .e\./e:ryday personal, Realia-based readings and narrative selections like
academic, and workplace conversations. Activities ask students maps, advertisements, stories, graphs, and online

to listen for important details as well as main ideas. articles provide the basis for developing reading
skills and associating text with listening passages.

UNIT 2: Getting Around
¢ Could you tell me O T‘r
@ :

# 1 the arrival time? Ly [
THINGS TO DO ——
Bl Warm Up

Work with your classmates to answer the questions below.

1. What do you think the people in each scene are saying?
2. Look at the map of Florida. What route would you take to get from
Miami to Tampa? From Miami to Ft. Myers?

3 Put in Sequence £

Number the pictures about Tom and his accident in order from 1 to 5.
Then listen to 5 conversations and check your guesses.

[ Listen for Specific Information [1)

Read the statements below. Then listen to the conversations again and
check (/) True or False. Next, correct the false statements.

True False
1. Tom asks the police officer for her name.
2. Tom doesn't have proof of insurance.
3. Tom s polite to the police officer.
4. Yumiko asks Tom about the weather conditions at the
time of the accident
5. Yumiko's phone number is 555-3465.
6. Tom's car has only a damaged windshield and bumper.
7. 1t will take a few hours to fix Tom's car.
8. The mechanic offers to take Tom to Tampa. 3
9. Tom buys a bus ticket for the 1:45 bus. BUS SCHEDULE

10. Tom buys a round-trip ticket.
11. Bill is Tom’s boss. COMMUNICATION From To Date
12. Tom asks to borrow Bill’s car to go to the beach. STRATEGY Miami, Downtown,FL  Tampa,FL  10/14

A: Around 9:007 Let me see . We have a bus that departs at 9:45. Hold on a minute. 04:10p 12:10a 8h,0m
10:10p 05:30a 7h,20m

B Use the Communication Strategy §d Pausing Expressions Departs  Amives  Duration Transfers

; When you need a moment or5ss. 05 psie 3
Role-play a telephone conversation between a customer and a ticket agent o respond to someone's = 55p 3

at a bus station, Use information from the bus schedule on the next page. question or comment, use the 09:452 05:55p 8h,10m 0
A Blowwoy Bos Servics, Con T help you? following expressions. Nssa 0900p  hSm 0
B: Yes. Could you tell me if you have a bus to Tampa from downtown Miami Let me see. 0135p  11:15p  9h,40m 0
Ieaving around 9:00 in the marning fomorrow? Justa minute. 0145p  11:45p  9h,30m 1
0
1

8: Can you give me the arrival time?

Communication Strategy boxes present specific strategies that
will improve students” ability to communicate effectively, helping
them become more fluid, natural speakers.

Use the Communication Strategy activities
invite students to engage in everyday
conversations with their classmates, using the
vocabulary, grammar, and communication
strategy they have learned.

WINDOW ON MATH
Converting numbers to percentages

* Read the information.

To convert numerical information to a percentage, you should divide the part by the whole and
multiply by 100.

1. 130 calories (from fat) + 170 calories X 100 = 76.5% total calories from fat

2. 5 calories (from protein) + 14 calories (total) X 100 = 36% total calories from protein
Windows on Math help students o

develop functional numeracy skills Coladd U porecnitages

needed in everyday applications. 1. One package of peanut butter crackers contains 180 calories. Ninety calories come from fat.
What percentage of the calories are from fat?

2. Aserving of pasta has 42 grams of total carbohydrates. The recommended daily amount of
carbohydrates is 300 grams. What percent of the recommended daily amount is the serving

of pasta?
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A grammar lesson is presented in each unit, Grammar boxes describe the structure of
offering in-depth grammar practice. The essential the grammar and offers everyday examples to
grammar content is correlated to a variety of help students understand usage.

national and state standards.

GRAMMAR: Using Past Forms of Modals

x The Past Form of Could
You can use could (not) have + a past participle to identify something that was possible (or
impossible) in the past. This structure is used to talk about an option not taken.
Exampies:
| could have left on Monday, but | decided to wait until Tuesday.
Jude could have bought a new car, but he decided to buy a used car.
You couldn‘t have booked a ticket because your name is not on the flight list.

UNIT 2: Getting Around

5/ | should have
#\  stayed home.

The Past Form of Should d | |
Y should (not) have + a past participle to give inion on or express regret about something in | |
epatte net) plstparicpia DNeaNpinon on o pres ey 9 | You could have taken the train instead of the bus.
il He/she/it L could have gotten a cheaper fare by booking early.
Tom should have slowed down. (Slowing down was advisable, but Tom didn't do it.) | 0. couldn't have seen the accident becausa it was too dark.
| shouldn't have stopped the car. (Stopping the car was not a good thing to do, but | did it ‘ Y
They should have taken the bus instead of driving. (Taking the bus was advisable, but they drove instead.)
i
You should have slowed down. B Write
He/shertt L should have bought some insurance.
We shouldn't have gotten angry. Answer each question with a complete sentence.
The,
v 1. Ann rented a car to travel from Miami, Florida to New York. How else could she have traveled to New York?
She could have flown

[El Complete the Sentences 2. Mohamed used a credit card to buy his plane ticket. How else could he have bought his ticket?
Complete the sentences with should + have and the past participle of the verb In parentheses.
1.1__should have taken _the bus to Tampa, but | drove instead. (take) 3. Fatima only bought liability insurance for her car, What other kind of coverage could she have bought?
2.He Insurance, but he only bought liability. (buy)
3. To get cheaper plane tickets, they seven days in advance, (make)

4. Andrea left her computer in the car and someone stole it. What could she have done to avoid losing her

4. You when the light turned yellow instead of speeding up. (slow down)
computer?

. a discount on your car insurance because you haven't ever gotten a
ticket. (get)
6. When she saw smoke coming from the engine, she right away. (stop)

5. Ray was late to the meeting because he got caught in rush hour traffic. How could he have avoided being

. late?
What's Your Advice?
r each situation below, write a sentence telling what you think the person should have done and shouldn‘t
ve don 6. Tranh tried to stop his car, but the streets were wet and he crashed into the car in front of him. What could

Tranh have done (or not done) In this situation?
. Nan forgot to put on the emergency brake when she parked her car and it rolled down the road and into
another car. She was lucky because it could have caused a much worse accident.

7. Marcos bought his plane ticket from a travel agent. Where else could he have bought his ticket?

/

| Jamal had to pay a lot more for his plane ticket because he waited until the day before his vacation to byl(,

Keiko missed her train because she spent an hour looking for her wallet and got to the station late. /

/

Grammar practice activities guide students
through structured and progressively more
open-ended ways to use the target grammar.

Xi



Application lessons focus on
developing the students’ roles in life
as workers, parents, and community

members.

[ community ]

)

B} Warm Up

UNIT 2: Getting Around

ugu/ What To Do in
a Car Accident

Real-world documents and situations are
highlighted in the Application lessons, exposing
students to critical concepts they encounter at
work, at home, and in the community.

APPLICAT : Dealing with Emergencies

QUESTIONS

1. According to the car accident checklist, what are 3 things you should do if you are in an accident?
What are 3 things you shouldn't do?

2. In a serious accident, which would you do first — call 911 or move your car onto the shoulder of the road? Why?
3. How could you warn oncoming traffic that there has been an accident?

4. Why shouldn‘t you move an injured person?

5. Why is it important to get the names of any witnesses?

Work with your classmates to answer the questions below.

1. Have you ever seen or been in a car accident? What happened?
2. What should you do if you see a car accident? What shouldn't you do?

[E} Read and Respond

Bl Aprply

Work with one or more classmates. Read each situation below and answer the questions.

1. Oscar ran into a parked car leaving a big scratch along the side. He parked his car and left a
note on the other car giving his name, address, and phone number. What else could he have
done? What do you think he should have done?

Do you know what to do if you are in a car accident? Read the information below and answer the questions
next page. Then fillin the missing information about Tom Rideout's accident.

2. Barbara was standing on the street corner when a truck ran a red light and hit another car. *I
was probably the only witness to the accident,” Barbara said, “but | was in a hurry to get
home, 5o | just left quickly.” What do you think Barbara should have done?

and out of the way of oncoming traffic.
+ Warn oncoming traffic.

* Call

Car Accident Checklist

+ Stop immediiately. Keep calm. Do not argue, accuse anyone, or make any admission of guitt for the
+ Do not leave the scene; however, if the vehicles are operable, move them to the shoulder of ghe road

« Call medical assistance for anyone injured. Dial 911. Do what you can to provide first aid,
move them unless you know what you are doing.

WINDOW ON PRONUNCIATION 6 L
Reduction of Past Modals 8

*mwnmmnw-\dm

should have (sounds like shuduv)
could have (sounds like cuduv)

do not shouldn't have (sounds like shudnuv)

couldn’t have (sounds like cudnuv)

law |
& 3 E
+ Get the information requested in the form below. ﬁ el Wik Sl tords Lt 4 ke
Other Vehicle Information Accdent Facts
Owner: Thomas Rideout__ Phone: (305) 5553465 Date: Nov. 6. Time: 8:45 an 11 driver :
Address: City, Miomi. FL / Route 41 2. He taken an earlier flight.
condhioans Sy dlear and surny 3.They_ chosenaworsetimeto travel. H
Vehicle ID: Direction of your Car: wast 4 She I Al .
License Plate #/State: S83WE / Florida, Speed of your Car: |wasstopped 5\ou i
Driver's Name: Direction of other Car: west A A §
Phone: (305) 555-3465 Speed of other Car: About 25 mph Ran into backend 1
Address: 564 Philips 5t Miami FL 33126 Did the police take a report? Yes. *mm.m,mmmwmmmm '
Driver's License #/State: FLDOOOS90 / Florsda Police Florida Highway Petrol
1. Think about the last trip you took. |
Area of Damage: bumper. windshield heodiights Case/Report Number: FL2222XYZ '\
Witnesses 2 . A A\
Name: Hn Chen Phone: (61%) 5551263 Name: /A Phone: do o\ i ) i
Address: 1275 75 St Tompa FL 32619 Address: \

Source: AAA Insurance, hitp:/ / www ourasa.com

a0

How safe is your home?

Windows on Pronunciation help
students produce difficult sounds in

ALTERNATE APPLICATION:

O chec e or pase

- - English and address issues of stress,
Dttt e e s Wt ek e rhythm, and intonation.

Cnidren furniture Keeoing you chidren safe at home.

0 Rt the arile Chechthe childprsofing tps that you fatlow now

1 How to play with your baby

Bl Avswer the

CHILDPROOF YOUR HOME

e, you should hidproat your home
1w, Got down on the foor and look for dangers

1 wha
2 what

i to preven fall?

3. How can you make sure chidren don't get  shock?

JE List three things you thirnk new parents should buy to make their homes safer

TAKE IT QUTSIDE: interview  friend, family member ot coworker. Write wwers n the chart
How their home
is childproofed

Children's names Dangers in
and ages their home?

Alternate application lessons in
the Workbook provide a flexible
approach to addressing family, work,
and community topics in each unit.

TAKE IT ONLINE: 1y
Lt three new ideas for making your home sater

e search engine o find mformation on chidproofing your home.




Listening Reviews help teachers assess listening
comprehension, while giving students practice
with the item types and answer sheets they
encounter on standardized tests.

Vocabulary Reviews provide engaging activities for
students to review and assess their knowledge of the
vocabulary they learned in each unit.

i
UNIT 2: Getting Around  review o assessenr S
|Z /’ What do y0u [El Vocabulary Review [‘

Use the dues to complete the crossword puzzle.

” know? o —— S
[l Listening Review §) 3 mm.‘m;m“;;.T:. FITFITI
Listen to each conversation and choose the best answer 1o the question you hear. Use the Answer Sheet. SM!"’W‘Y- —" F
insurance contract is L | o
et — s _ ‘
< to Miami T OO 10 The amount of money you pay each year | |- - | [T 3
: o v _ BB I
- e Rl sl snsnannnsa i n s BN
< aflat tire OO0 12 Someone who sees a car accident is a 1 M
s®O®O 10 the acident. - ] 4
s OO = C FII 11 O
e rTo9e nmm down in value.
€ collision coverage OO means 1o o in value.”
4. A He wants to have a good time. T D®® 4 Traffic that is coming towards you is called ___ traffic.
& It's cheaper than flying. w®®O S “Watch out!” and “Be carefull” are examplesof

© He wants to see the country. :mm:uum.__.
Another word for “choice™ s .

. The man was driving t00 close 1o the car ahead.
¥i LEARNING LOG
Listen and choose the sentence that is closest in meaning to the sentence you hear. Use the Answer Sheet. — )

6. A My car is just like new. ;"":‘"““"‘“" R |
5. When | bought my car it was worth $5 000. i s vm“" windshield ; (
€ My car is worth less now. antenna policy witness
7. A My insurance coverage starts on August 1. | S ey veres [
& My insurance coverage ends on August 1. | collison reimbursement check into
© My insurance coverage is very expensive. | coverage rush hour depreciate E
8 4 She bought a nonrefundable ticket. | fatire (::M =i inad 8
5. She bought her ticket a week before her trip. | Sinosa i
1 5bi ol buk ot Seven g e . } 1 practiced these skill, strategies, and grammar points:
9. A She bought liability insurance. | setting goals for the unit listening and sequencing events.
& She has Hability insurance. | making inferences listening for specific information
€ She didn't buy liability insurance. | anabyzing transportation problems sing pausing expressions.
2 learning synonyms comparing means of
10. A | took the train. reading road maps using the past forms of should and could
& 1took the bus. reading a bus schedule dealing with a car accdent
1 could have taken the bus. undenstanding car insurance | practiong reduction of past modals

a2 43

Spotlight: Reading and Spotlight: Writing lessons Learning Logs ask students to catalog the vocabulary,
appear at the end of each unit, offering supplementary grammar, life-skills, and strategies they have learned,
and targeted reading and writing skill development. and determine which areas they need to review.

UNIT 2: Getting Around SPOTLIGHT: Reading Strategy

Spotlight: Reading Strategy PR,

[ IDENTIFYING THE TOPIC AND MAIN IDEA n ? S lcenseis
e T s a0 3 major form of identification.  you want 10 cash a check
‘might be: wearing seatbelts, buying a plane ticke, or my trip o Georgia. = ot A il cand, you sy L aded o fhowy yose debeucs
The the writer topic. For example, the main
idea wearing. i your plan Topic:
ecory.or my 7 t0 Georgia was a disaster

Main Idea:

[ Think of a main idea for each topic below and write it in the chart. Then write your own topic and main
idea. Compare your ideas with your diassmates. 5

Masn dea
o To get a driver’s license in California, you have 1o take 2
1. driving too fast Driving too fast can be fatal four-part test. The first part of the test is 2 written examsination
2. traveling by Gar with questions about the rules of the rmad. Another part of the

exam tests your knowledge of road signs. To get a license, you
also have to pass 2 vision test, but luckily you can wear glasses

4 making travel plans. -b__pu-ﬁnm_pmdhuihmﬂ
5. driving while drunk dn-:’u.n-'s-h—,udn-uhna-a.ym-
6. traveling by plane
7. hitchhiking
Y .
Main (dea:
1 through 4 and i .
- Paragraph 1 Pacagraph &
e e e e car. Pened cans ave cheaper than new cars, bt they might

people travel differs greatly. Some people like to (or have
::'mm—.a—uq.a-ﬁ.hugu-:::.u _"‘ﬂ*’"‘_‘rﬂ_hhﬂh:k-h‘_ and
that are ve. Other ke

‘means of ‘people
(oc can afford) the luxurious route in which they stay in the

determine the value of the car. Also, you should have 3
‘mechanic test it before you bay i, I you buy a pre-owned car

way. Still others like to travel alone and explose things an their from a car dealer, you might want 10 get 2 warranty on it. Bat i
own, sthers enj th s you buy ke y have all of
e e,
ownershep.
Topsc
Main idea: s i




Test highlights language patterns and grammar points
contained in a unit and consolidates student’s knowledge
concerning what they should master.

Test

Name: Date:

UNIT 1: Skills and Abilities

Score:

LISTENING: Listen to the conversation. Then choose the correct answer for each question.

Conversation 10}

1. Who are the two speakers? 4

A. Two friends.
. An employer and an employee.
. A receptionist and a possible job applicant.
. A landlord and a tenant.
2. Why is the woman calling?
A.To ask about a job.
8. To talk to her boss.
. To get an apartment.
0. To order a newspaper.
3. What is the caller’s name?
A.Sarah Abdi.
. Sahara Abdi.
<. Lily Rogers.
. Lily Johnson.

o

GRAMMAR: Choose the correct answer to complete
the sentences.

6. Do you know 9

A what is the time?
. if the time is?
. what time it is?
D. time?
7. Can you tell me
A. where we are meeting?
B where are we meeting?
¢ if are we meeting?
. if we meet?
8. Do you know
A. if is Mary absent today?
8. can Juan drive a car?
€. if Tanya lives here?
b does Hugo have a truck?

What message should he write down?
A. Please call back.

». Will call again.

€. Returned your call.

D. Important.

. When will the caller be able to ask about the job?

A. Tomorrow.

B Later in the morning.
C. After two.

0. Around one.

Can you tell me

A. when she will be home?
8. why did he leave early?
c. where is the bank?

0. what day are we meeting?

10. Do you know

A what did he say?
8. who called?

. why isitso late?
. when do we eat?

READING: Read the information below and choose the best response.

In today’s workplace, employees should observe netiquette when
they write e-mails. Netiquette is a term describing the manners, or rules
of courtesy, that people observe on the Internet. Remember that your
e-mails at work belong to your employer and may be read by
supervisors. You should be polite when writing e-mails. Use mixed case
because using all caps looks LIKE YOU ARE SHOUTING. If you receive
an e-mail as part of a group, don’t hit “reply all” if you are really just
replying to the sender. Remember that things in an e-mail can be
misunderstood, 50 be especially clear and diplomatic.

11. This article is intended for 14. Mixed case probably means .

A. friends A. confusing words
». family members . emails with different sources
c. workers . replyall
b. students D. capital and lower-case letters
12. Netiquette is 15. You probably shouldn’t hit “reply all” every time
A. aset of rules because ____.
». a type of e-mail A. your mailbox will get too full

€. an Intemnet service
D. a office document

. the response may not be for everyone
c. it will repeat the original e-mail

13. Your e-mails at work belong to . D.it w?ll send a response to all the e-mails you ha:
received
A you
8. your company
. the person you are e-mailing
D. the Internet

VOCABULARY: Choose the word or phrase that is closest in meaning to the bold-faced words.
16. It is essential that we meet today. 19. Some articles are difficult to comprehend.

A. convenient A. pronounce
® lucky 8. understand
€. important €. remember
o.sad 0. rewrite
17. My supervisor said | was very cooperative. 20. 1 couldn’t concentrate in class today.
A worked very well with others A. pay attention
8. was very punctual . understand
c. solved problems very well C. remember
D. was a very proficient writer. D. listen
18. The report was very concise.
A. accurate . short and to the point 8. long . confusing

ve




