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1. The language style appropriate for most business, professional, and
technical careers is called
2.1t’s wrong to use slang when writing a letter to a friend.
3. You should be sure to use the same style of language in all commu-
nications.

4. Standard English is always superior to other types of English.
5. To succeed in this course, you must memorize a long list of tradi-
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tional grammar rules and terms.

. This course includes learning a little about international business.
. The single most important ability required 1o get a good job or a

promotion is communication ability.

. If you want to pass this course, be sure to refer often 1o “Grammar

for the Expert” in Appendix E.

- By completing English for Careers carefully, you will achieve thorough

mastery of traditional grammar terms and rules.

10. After completing this course successfully, yon will be confident of

SEER:

your ability to speak and write English in a style that leads to suc-
cess in the workplace.

1.Standard English 2.F 3.F 4.F 5.F 6.T 7.T 8.F 9.F
10.T

HE&N: SHERNHNE LR RERNERDFER,

1.

2.

The carton of books and papers (a) have been (b) has been (c)
were lost.

Etymology is the study of (a) insects (b) synonyms and antonyms
(¢) grammar and word usage (d) the history of words.

. If the first line of the inside address of a business letter is “Mr. Samuel

E. Smith”, the preferred salutation is (a) Ladies and Gentlemen: (b)
Dear Sir:  (c) Dear Sirs: (d) Dear Mr. Smith: (e) Dear Mr.
Samuel E. Smith:

- Outsource means to (a) import needed supplies for manufacturing (b)

export high technology products (c) use services of workers who are not
employees of your organization (d) wastefully use valuable natural re-
sources (e) help laid-off employees find new jobs.

- Such a (a) phenomena (b) phenomense (¢) phenomenon ( d) phe-

nomeni (e) phenomene has never before occurred.

- George’s wife is the (a) president of the company (b) President of

the Company (c) President of the company (d) president of the,
Company. |

- Which word is incorrectly spelled? (a) accomodate (b) recommend

(¢) pursue (d) embarrassed (e) separate.

- After three (a) year’s (b) years’ (c) years of being on this mer-

ry-go-round, George decided to get off and change his ways.
3




9. Twileen modeled high-fashion clothing for (a) womens (b) women’s
(c) womens’s magazines on her day off.

10. Please give the reports to Frank Hitt and (a) I (b) me (c) myself.

11. Ms. Denova is the one (a) who (b) whom we believe danced
the hoochie koochie.

12. If you had (a) gone (b) went to work this morning, you would
have seen the sunset.

13. Which would be (a) easyer (b) easiest (c) easier (d) easyest
for you to prepare, a letter or a short report?

14. We hope to receive (a) a (b) an 18 percent discount.

A

15. After working at the computer all day, his eyes were tired. The
preceding sentence has a (a) comma splice (b) lack of parallel
construction (¢) misplaced part (d) dangling verbal (e) lack of
subject/verb agreement.

%1620+, EFRERNOITHE L o, HHEROFAMURE,

16. “Telecommuting”, he said, “is good if you are disciplined” .

17. Money, beauty, intelligence, and charm—she has them all.

18. Mr. Crane is not here, however; I can help you.

i

19. We’ve mailed you a copy of the new book we told you about, and
hope it will reach you before the end of the month.
20. Greet your clients by name; then welcome them with a smile.

O AR RO, REBERENEA. REXHEHR.

18-20 RESMIFMEE TR TEFBENLE, REAS, —2HR
BOTRMBAHR, HEEREZEES KN BRI,

15—17 HREIZEFKFHT, FHARBMABRNEYT, GXEE—ELEK
RH#EE,

12—14 FRMEFKVFARRR, BEMENRE, FERERAS, KHK%
BRI CEESE,

0—11  HFRMERNER! BRABREREEO®RE, KT LEERET
BREFFHHEB IR,

iBfE: AT RFARFREFKRE)
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F—E RFHRAMMHK

BiRaR: THXEELIARAE, XRATHETRRZHEOWR

BEEIBMITE, ALAN—-BEFERAENTR, REER, S
B%, RRAAERRZHROMVERE A0 “GRIEESHR” IHNRS
EHERRRN, BARFAREN BN TERBEMURT R, EXERIT
FE, SHAREFLE,

FIRFBRRBRIME, RIEFRITEY—AGEHN, TUERALE
SHRRMERROST. BTEARDZR, RRERRHFBEEL RN —3
HeEeE, FREREARTLLT

RERAKREESDTILE. 27, @, E. BEH, 3R, 4
. ERANBNE, SMRAREEESFINERFTRRIAE, RHKEY
gEdia T EHAR, BEX-EEED “BEmAH" WEA,

BRFHA-RALHEERR “REIHE—F", FHBAL, (B
HiE) WEBRFTESARE, RERE-BFRTGERNL, RERAESE
MATEREAR, XREAH, EHRERELSBRIHIALHIEWERHE,

MARE1 %A (Nouns)
ZARA. B, FY. BE&. BK. BE. FHORELHK,




THRLBAREEA. Y. FY. W&, A, THNREKER, DX
E¥&FFk, f: Monopoly (ZZMKr), Toronto (£ %), Republican Party
(M%), Columbus Day (BE#H¥, 10A 12 H)

EELA—MUNEFEIFL, W: game, woman, city, dog, organi-
zation, holiday

THES —LHTFRESLFANTT:

A (PERSONS)

instructor accountant woman Twileen members brother

My brother, who is an accoumtant, is also an instructor.

Twileen and the woman with her are both members.

2% (ANIMALS) _

goldfish Fido eagle dog flea (Bk&) dinosaur ['dainosn] (GB)

Fido has fleas.

Dinosaurs were prehistoric animals.

X (THINGS)

piano sandwich People Magazine subway seat pen

A piano and a pen were advertised in People Magazine.

If you get a seat in the subway, please hold the sandwich.

M2 (IDEAS)

integrity Buddhism modesty beauty success business

My beauty is exceeded only by my modesty.

Integrity in business contributes to success.

#m (PLACES)

home company factory city New Zealand porch

My bome in New Zealand has a green porch.

The company will build a factory in this city.

RHiE (TIMES)

birthday holidays week today Thanksgiving Day Monday

Today is my birthday and Thanksgiving Day.

Since I need Monday off next week, I'll work during the holidays.
1T (ACTIVITIES)

drinking running sleeping driving eating crying

The baby spent the day sleeping, eating, and crying.

Drinking and driving or running do not mix.

Rk '
L UERAS, ARAMFRO 3 A LARERHBEOY, #ETH
2




——RUHEELUTREL,
@ @ €)
2. AEEAHB L TaFHa9480 (E81),
When interviewers speak with applicants, they look for energy, compe-
tence, loyalty, skill, ambition, and flexibility.
3. MEGHEANYE, Bl 3180,
©) ) &)
4. Katherine 2— 1% H %43 (Proper noun), 5 Katherine &% 8% &
£ (Common noun) H:
mother-in-law,friend, sister, grandmother, wife, mathematician
BEH—-MRAEROARNES, HIHE52 XN 3 M EELH,
BH4R:
¢ EALIE
(FRR 354 )

Y 1 pe]

REYEHAEEY (singular) . EB (plural) X, BYIE—A, HK
WATHAE T L,

FHE AL, 1 honesty, ethics, running BH E ¥ X,

i@ (Pronouns)

REARAEEZE, BUBREN., RLF—#, RAGITHARY,
fn, i She AILAMRELLT 4

Sue woman stockbroker (XKLL A) lady Ms. Gilchrist

daughter student

NOUNS Jerry Sider has finished Jerry Sider’s work.

PRONOUNS He has finished his work. He has finished it.

NOUNS Dick Tracy won the prize.

PRONOUNS He won it. Who won it? Somebody won it. Did anyone

win this?

585 EEMARFENARMERKIN, A2, KAEANRADT,
AT EIBIL, REHHANRTSR 3 4.
1. ¥— AW (FIRST-PERSON PRONOUNS) HiEZER B E#

Singular I me my mine myself
Phral we us our ours ourselves

2. B_A®{A (SECOND-PERSON PRONOUNS) RiESRBEEHTE

Singular or Plural you your yours

Singular only (RAEBH)  yourself




Plural only (RfEEH)  yourselves
3. 8= ARR{i@ (THIRD-PERSON PRONOUNS) #i# KM ALY
Singular Masculine (FE#£8%() he him his himself
Singular Feminine (BtE %) she her hers herself
Singular Neutral (¥R it its  itself
Plural Neutral (FPH#ES ¥() they them their theirs themselves

23

hisself? theirself? thereselves? mines? mys?

U ERELIRS, A ARREERRNABABIELE,
FERA (INDEFINITE PRONOUNS) REfRiFtARAREARY, BH
BRAKABMRLE, A

who this everyone  everybody  everything
whoever  that someone somebody something
whom these  anyone anybody anything
whomever those  no one nobody nothing
whose each

KAk T ARRELAN, BWHEXRRERA:
He is responsible for keeping his own locker secure. fRi# his {431 he.

IMAIR

RIFARREN A RIS NEZARRE, FHEFSHRBTURE
EANT, W: It is hot today ZH The air is hot todayo it AR air (2
o

IR 1
A. BT 5T 25 M43, MREZFAHHUERTHR, t
RA—1-mm,

#i43: Do not tell ethnic (ke while on the (o5 at Abernathy Jons,iic> (3)

1. A smile is likely to help even the most challenging situation, (2)

2. Well-written letters in the United States are less formal than they
are in Asia, South America, Europe, and Africa. (6)

3. It is important to your career to accept people of various cultures
and to judge them as individuals. (4)

4. Avoid slang when communicating with co-workers for whom
English is a second language. (4)




