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Part III Section A

Directions: In this section, there is a passage with ten blanks. You are required to select one word for
each blank from a list of choices given in a word bank following the passage. Read the passage through
carefully before making your choices. Each choice in the bank is identified by a letter. Please mark the
corresponding letter for each item on Answer Sheet 2 with a single line through the centre. You may not

use any of the words in the bank more than once.

Have you ever used email to apologize to a colleague? Delivered a 26 to a subordinate( /@)
with a voice-mail message? Flown by plane across the country just to deliver important news in person?
The various communication options at our fingertips today can be good for 27 and productivity—

and at the same time very troublesome. With so many ways to communicate, how should a manager

choose the one that's best— 28 when the message to be delivered is bad or unwelcome news for
the recipient? We've _ 29  business communication consultants and etiquette({L1X) experts to come
up with the following guidelines for _ 30  using the alternative ways of delivering difficult
messages.

FESBEAEFIMEREER? BEEESH FTEALHES? Rl ClEERNIEEAEEH
B? S EARF ARSI OEISEIRAETREFNER, FItbrTsFE<S AN, BXAZEET
AR, EEENZIMIERERELS N — AERSBEARN SRR EM S RNE B SR
ROHER? HIEETESIBMEMUNER, SEHUTER, BIEERSHENSRELE
MEEE.

First of all, choose how personal you want to be. A face-to-face communication is the most
31 . Other choices, in descending order of personalization, are: a real-time phone call, a voice-mail
message, a handwritten note, a typewritten letter, and the most 32 is email. Some of these may
change order according to the 33 situation or your own preferences; for example, a handwritten
note might seem more personal than voice-mail. How do you decide on the best choice for the difficult
message you've got to deliver? "My 34 concern is: How can I soften or civilize this message?"

says etiquette expert Dana Casperson. "So when I apologize, I usually choose in-person first, or a phone
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conversation as my top alternative, and maybe a handwritten note next. Apologizing by email is
something I now totally 35 "

B, IERFEERATRANEE. BNEYEERFEER. RtSREMAERRFFRAEY/9: SSRYE
BB, 1BEBE. FEEFK. 1760, URSRARFRBEFEMG. Hh—LiEEa g RiIEERER
BRE CRIRF I, Fla0, FEEFRUTEEERIEEESEMANL. BA, ITHROUEERIE
WEER, (RUMERERERE? 1{{EZKDana Caspersoniin: "REEEEIIE: HAMAIBERAEHEXS
SRENEE? FILASHKERN, REFRGRIEER, BEBRERRENBRIEEENSE, X8
EFEER. BURFHHERERIETSERAE.

A) avoid I) reward

B) convenience J) silent

C) effectively K) specific
D) escape L) surveyed
E) intimate M) unfriendly
F) particularly N) warning
G) primary 0) witnessed
H) prompt

26. Delivered a _ (26) __ to a subordinate( /&) with a voice-mail message?

[&2%] N) warning | &3

[i@1E4E] Delivered a _ to=RYIzhiAEiENL

[ikiE] WTERESBESEE=-EE
deliver a warning to a subordinate 2ihEEEL, S TBEXAES " WS BESEBESEM
TaREE"#NES; 5/5™4 apologize, deliver important news 751, 1" LS
HN=MaEns".

[Z=%id] B) convenience convenience AT BIENAS

convenience FR"@F", &5 deliver to a subordinate #&#ic, BiEEAN a TS S, 5T
X'FIESEEER " NaEBR R,

I) reward RE52X"IFiER"£HRME

XEFER ' BAELUBE/AZWINER", REBIEEBEE, 5"ALERN voice-mail &
R'AFEERE, BEfEiER.

[ZE] SERXMUAERIAERE ) — BRI EXAEMN: reward B{UETS L deliver, deliver a
reward PN E"RIXRE 1@, Delivered a (26) to a subordinate(~fE) with a
voice-mail message? BBEWRLIZ; Bain: FcRIZIERER"EISE/AZWBETGES",
IEMEE reward ZBE—EAR, NIESRETBRILACH warning,
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27. can be good for _ (27)  and productivity—and at the same time very troublesome

[#£%] B) convenience | &id
[iF4#E] good for + &iF + and productivity

[&iE] EFISEF=HDHT
BRI 18RRI AN S MBS T R ER 54 i Fr——Cconvenience 5§
productivity EfESRIEE®RIRE, BEBMA, BS5T¥4 troublesome FZak"FIEEXGEL ",
[Z5i7] 1) reward reward {F"3E/BHR", AF5 productivity
reward fEEAREEEIR, ZASE rewards FiMSFIEE, 5 productivity HFIARER, BEX
ERIR" OB TESE/ & A" R&E".

28. how should a manager choose the one that's best— (28)  when the message to be delivered
is bad or unwelcome news for the recipient?
[#2] F) particularly | 53
GAME] TS+ +when 3| SHERAINE
[{k#E] particularly when=H......

particularly when FALGEE"ERFIER FAAEMLL", AN HERINEREASZIID
RHCHEMELUERRE", B3RS,

29. We've _ (29) _ business communication consultants and etiquette(¥L1X) experts to come up with
the following guidelines
[&Z] L) surveyed | #id
(REE] We've BRI EDIRIFEE
[f&iE] EHGBER=survey
T3Z to come up with the following guidelines FRIBIEE 2" T ZBAERERNLAIFYNHE
m", survey EILIER"EN/EH"ZE, 5 "GHMASHNER"FEE,

[E518] o) witnessed witness EXIREE, BALER
witness 15" ZIRERFESEH", EEEEEEMH. 1R, Ftk"'BETEHA";, 5T 'BHE
M "ANEX AL,
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30. guidelines for _ (30) _ using the alternative ways of delivering difficult messages
[%2] C) effectively (53
GRMHEE] for + Bl + zh&iE, EliFHER using
[##8] guidelines KIERI=B3{EFM
guidelines (f8F8) HFEMEBRN " EABRUHEE", effectively using 2EIEEES; &
18" XA LMEIRINER., effectively FEEXIRL,
[Z5i7] F) particularly particularly F3&if, RAMEHERAAR
particularly E9"/CH. 550ith", FSKEBAREMERSZHRE, HI40 particularly when...; ©
MEIR"EREME", EEC using RABEA.
31. A face-to-face communication is the most _ (31)
[£%] E) intimate | &
[iA44E] the most + & = BERAFEH
(&iE] EXE=-RFEAE

X Other choices, in descending order of personalization, are: a real-time phone

call, a voice-mail message, a handwritten note, a typewritten letter, and the most
_(32)__is email. B "R ABHWEEIRR HEF, EXEMT&RR, FLEA the most
intimate (RFE/&ZEABK) .
[ZFiF] 6) primary primary EEHER, SABHHIFETX
primary 3&iE"BE2AY/&N", HAERMINFMIEFEREE", 5 TX descending order of
personalization FI4EERIA L.
J) silent silent 2iiEKk, RXAE
HXNHEBEANENAN, 5 personalization EEAEX, EEEX.
K) specific specific BEARM, RERABHIEE
specific ®R"BAR. FERN", SRARNSHMERNRE, 5"5%%/IEERk"10E A ITE,
M) unfriendly unfriendly SHEFIRIRAEXIEHRR

HEFFIimE face-to-face, REAIBIK; unfriendly (@E) BUXEHSMEER, MNEELZE 32 @A
FRimAY email,
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32. and the most _ (32) _ is email
[&3] M) unfriendly | E&iE
[iF4E] the most + &= = BEERFEH
[#&#E] HEFEXIRAY email=Fi$iRAY
32 Other choices, in descending order of personalization 18 email HEE face-to-
face BRI, # email & the most unfriendly (B REAB/&ELEN) , 531 81
most intimate BHEMNAL.,
[&%8] G) primary primary 5"%k{i"Zi§HR
primary R"BER/Y", B HFRR"RY email LIEXRE.
3) silent silent {iAEE, FHEiRABLER
silent FIRMHZ loud, 5"FE/ QR " MAER—HE, 1RIZTL.
K) specific specific RES, SHEFMTX
specific #iA"WERHE", NMERABUSIE, BULSIATTE,
33. Some of these may change order according to the _ (33) _ situation or your own preferences
[%%] K) specific | =il
[iAt4t&] the + == + situation=EBRAEFAITIEHZF
[#%iE] E{S1EIE=specific situation
T3 Some of these may change order according to the (33) _ situation or your

own preferences 2" [IFSEEMNEER N ARIFRZ", specific situation 2 E
SIEERRES, 5 your own preferences 7%, &F"EBEMRE".

[Z5i7] 6) primary primary situation REEBEED
primary situation JLFAERXEHI; H primary 2" "BE/Y", 5"MIERZNL INENIE
LIPS
J) silent silent situation {EX %%
silent {&1fp situation fFEIXEIRE N, 5" PR FIBEHAE, BEFA.
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34. "My _ (34)__ concern is: How can I soften or civilize this message?"
[ZZX] G) primary | F&iE
[iFEE] My + = + concern=fZ&FiFHEIREI
[#kiE] EEXiE=primary concern
primary concern RN E"EEHFLEEENE"NEEFRL; £ X How can | soften or
civilize this message? WiE AEEIAE S "&AFK/OBIIERR", primary STSEXIRL,
[Z51F] 1) silent silent concern ARIApEIETD
silent {21 concern RN HFAEN, H"NEAMHEN" 5T How can | soften... IXFEz)E
EFeeER.
35. Apologizing by email is something I now totally  (35)
[EZX] A) avoid  z#id
[iFEE] ENA totally SREEIMINARR
[{%iE] totally avoid=R2AM, FR E3GEFREIENHE
32 when | apologize, | usually choose in-person first, or a phone conversation as
my top alternative REAERREZLE/BIE, T email XMRSENHAXBERR TLE
", avoid 5 totally HBECHEE. BEXWE.
[RFiA] D) escape escape JRFIMEIRPHIR, FEEFATFEIEHFEE

escape Z5EIKE/4IHRIERT (escape from prison) , A5"HMFESE"1EFRIEIER, H totally
escape email REMBEREE, ERIHFENERE

[R$E] HEXTMAIERIFRE D) — IEXaNEMM: escape 5 avoid FI3CE "
Apologizing by email is something | now totally _ (35) EIZI%E@I"J_J&J_#"E’J?—E
BREE escape; BAin: iEfE escape IEER "HIE/BIK", FedE HMES"HREEE,
g RS avoid.

WORD BANK -« i JE %

15 MR - 371 517

GRS GHIRFIREES 15 NE (A-0) , A 10 MEFi— . BiERSA—IX.
THSEHEMIARAMESTEAN, mE [BTENZE] 10 MAEE, HRS5MAT
7/REiN
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A) avoid zid

B8, B
T 35 =

c) effectively a3

Bt
HATE 30 =

E) intimate ®&ia

FER. FAARY
ATE 31 &

G) primary maia

BEN. 2N
T 34 %

1) reward & 3

K) specific wm&ia

B, e
M5 33 =

M) unfriendly mHia

ARIFR. IRIER
M5 32 =

0) witnessed g

B, Wik (FEI/EEDE)

FHbial « RikH

EXEH

MiEREE SSRGS

»,

ix

HELARS E5RY

»
Ry

I

HE

B) convenience il

&7, 75

ATE 27 =

&

-

D) escape &g &id

Fikid -

b

Ak i

F) particularly =53

7‘5,\‘%
T 28 =

H) pro

HUERY;

F4iE -

I3t

tl‘[]

mpt mHEiE  @iE

(s
A 328 H

7) silent m&EE

LERRY.

F4fin -

FoRERY
i i

L) surveyed zid

HE. £ (B3ELIEDR)
T 29 =

N) warning &id

o= =R~ =
5.

=y

AT 26 %
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ENESR EREEXINER/AZIRAYE SR Z AR AES = B, FFREME With so
many ways to communicate, how should a manager choose the one that's best—_ (28)__

when the message to be delivered is bad or unwelcome news for the recipient?, HEFS_ER
{5 HHH face-to-face El| email WABHREHF, BIHERE REIXE".

DISTRACTORS - F#id & 4&
X 5 A A AR AR AT AT 1L H

15 15 1588 5 MNRGBABNTFE—CBMaMESEY, AXELRE, R%
BHEA—PE. FTEETEFEISRERIN=NEE. IHAEMH.

D) escape RZEEZ 35 kY avoid

escape 5 avoid 3 W &L " HEEE", 18 Apologizing by email is something | now totally _ (35)__
FEESZINE, IR escape 2" MAERHEH", FEIBERNZ prison/danger, AEEELZEMN" [BEE
=" hiAl.

H) prompt FEHIAMBER specific B primary

prompt AI{EZAIE TUERRY", EEILFEERL 33 & prompt situation By, 34 & prompt concern; iR
IR prompt 5 situation, concern EBAIRINEREIERRE, BXEIF TUER"HE.

1) reward 3B 26. 27 ZiATER

reward BEE]ZiE X BIa0iA), AR SER; 26 3 Delivered a _ (26)__ to a subordinate H{LI"4&T
BRE"EIN, B2 IASHIER B, I[EmE reward R[A; 27 @5 productivity F51
BRHSRE.

J) silent 7F 31~34 OMERRAZERSEER
silent 22T, [AMERE, SRS the most 5 the _ situation [R5, {(BERENER

IBMXHZEAA", silent SABHIABL. BREEEHBIAL.
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0) witnessed 29 RS E7 surveyed

witnessed 5 surveyed B9 -ed 2R, 55 29 MBAMFEMNE, R witness BIEXE"SH
/37 E", FBER"EZ/MA", M We've (29)_ business communication consultants and
etiquette(fLY) experts RUEIEZEE—JI1,

SENTENCE INSIGHTS - 4745
2 F) HARA)Z B ARG

MEROSERIANGDFERTO—PXENE. SWNEERE. oSS Eaif
BEEREE. _REEFENTERET,

We've surveyed business communication consultants and etiquette(¥L1¥) experts

to come up with the following guidelines for effectively using the alternative ways

of delivering difficult messages.

1B 6

AEFIT "EBR + AEIAFERPRIE" X—E\ RS HRIEP SRS, ~E
KRB, MAEEFRERE. IRAHFNEARESFHESNTHNEER, FIFEETIEY
[ERERNAZEIAEXUG T, BEERENHREEINSENE.

First of all, choose how personal you want to be.

BB, H14

EaEaEEEE. EIENT. EERT9(how 3|8). FERERIE. RERIBESSMRST
20 BN DIRBIFIR SRR B—EHINE.

iy
7

HIGH-FREQUENCY -« X @ & 40

=h

1]

AR HILH) 20 ASFETE T 5 H 8 = 4A

THIRERERNRRIGEXF I, X2 EEME HEERNSME (EzE i EET
HIRDFEIADT 8) . BMANEAR HIRESZEHERTMN, ~EIEE
ZARREX., . AESEEGIE.
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deliver s

v.3BIX, BE (8. E4F)
ARSR-BREA G

apologize &
v. IE#CIASE
AE3IR-EfEog

alternative s
n. AT{ERAYEEY)

A2 IR -HE196)

concern  si

V. g R

A1 R-ER 799

various si

adj. BFPEHERY

ArE1IR - B 52 9

specific &2
adj. B{RRY

KRR -BiE42 9

productivity s
n. EFER

A1 R - B 30 9

effectively &:
adv. Bt

FE1R-EFE178

email

n. FEBFHR{
ARE3 IR - B 50 &

expert =
n. xR
RS2 R - EfE 89 4

according &

prep. tRHE
A1 R -EE 88 §

option &

n. J5E4%
A1 R -Ef 60 9

colleague &

n. @5
A1 R - B 48 1

particularly s
adv. UHL, 53 (GREESEY)

Am1R- B398

warning s
n. &

A1 X -EHH 254

n
i

T

>.
[

i

following &
adj. TR
A1 X - B/ 16 A
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guideline &2 preference &

n. I8S5H n. fRE

AR -Ef 16 9 KE1IR-ER 139
totally = consultant s
adv. FT£it n. pRIa)

AR -ER 139 KE1R-BER 1149

VOCABULARY = ia] VX & 2 A

2 103 7% CEFR & B E %

HEME N EEGL 103 NRiE, IRENE CEFR Zh4it. SRiERT ZERRUT]
HEFR NG (CDF) , &A—HE 100%, B2 LAL (C1/C2) AEME, AL 3 4
50% 69% 100% 100%

27 3%,
87% 97%
A1 A2 B1 B2 C1

L ULR K AR SR S LR K ELR K UAR

BIES [2 CEFR FRRLAT] HRFEEZR (CDF) - HIEAEXEER 103 4 - RIEH 100%

25 S 3 2 B2 DL I 1A Bl KU F&ED®E

103 3% 87
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