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“/ Learning Objectives:

In this unit, you will

© leam how to prepare for a business trip;

© read about overcoming procrastination and punctuality;

© write a schedule in English;

O expand your vocabulary about time management and
sc heduling;

O know about Chinese tie-dyeing culture and develop

translation skills.

Unit 4

Time Management and Scheduling
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Introduction

Time management is referred to as a process which
helps you in setting your goals and later prioritizing the goals,
deciding how much time to spend on specific activities. And
along the way you should review the goals as well as your

priorities at regular intervals while assessing the results of

your efforts, thus making adjustments accordingly to achieve
your goals finally.

Managing time is an art. It may look straightforward at first sight, but actually it is not
so because you need proper planning and the right tools and strategies to implement it in
real life. In fact, if you think of implementing it, then you are on the right path towards your

goals.
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@EET1 Making a list of what you are going to do for a day can make you more

efficient. Listen to the following passage, and fill in the blanks with the

missing words.

To-do lists are really useful things. They can help you clear your mind, and increase

your 1, ProductiVity oreatly, thus saving your energy and stress. So start your day by

spending five to ten minutes 2. _ PlaNNING yoyr activities for the day — even better,

prepare your to-do list the evening before. 3. Write down your tasks and divide large or

complex tasks into smaller pieces and 4. _focus on one at a time. When you complete

one task, 5. _cross it off—it’s a really satisfying feeling!




A man and a woman are talking about some work schedule over the

phone. Listen to their conversation and choose the best answer.

1.  What are they talking about? _B
A. The arrangements of a project. B. The arrangements of a project meeting.
C. The arrangements of some flights.
2. When is Anne available for the meeting? A_
A. The third week of May. B. The third week of June.
C. The eleventh of June.
3. Their meeting will probably take placein L
A. London. B. Toronto.

B

C. Chicago.
4. Where is the woman now?
A. London. B. Toronto.
C. Chicago.
5. When is Eric calling back?

A. Thursday afternoon. B. Friday aftemoon.
C. Thursday morning.
-



/A Lead-in

§€EHA3 Whether you are travelling for conferences or sales meetings, making

T

careful preparations will allow you to travel safely and help you
accomplish the goals of your trip. Read the following tips and learn

how to prepare for a business frip.




L ol |

JLI NEE ='
Boliw BND =« “F.& ="

1. Pack the essentials.

Check the local weather and bring enough clothes to cover your entire trip. Pack items that
are both comfortable and appropriate for the events you're attending. Bring clothes that are

appropriate for the events you're attending or match the dress code or company culture.

Though you may travel primarily for work, you might spend some time outside of the office
during your stay. You may need to pack items or clothing for specific activities, such as

travel dothing, comfortable footwear, and formal clothing for a special dinner or event. Also

remember to pack your electronic devices and any chargers or adapters that you might need.

2. Make travel arrangements in advance.

Whether you are traveling by air, boat, car or rail, you should make your reservations well in
advance. This ensures you'll lock in the best pricing but also gives you top picks as to your

accommodations.
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3. Load important addresses into your phone ahead of time.

You can make sure you have all of the correct information by saving the important addresses

into your phone’s GPS before you reach your destination. This small step could help you make

it to the right destination on time.

4. Prepare for your meeting or event.

Depending on the purpose of your trip, you may be giving a presentation at a conference or
meeting, attending a conference or training, securing a sales contract or reaching another
important business goal. Be sure to research key details, such as the people you are meeting

with, the places you are visiting, and the dress code.

5. Print materials ahead of time.

Its a good idea to have all of your materials printed or at least have a plan in place for finding
a printer before you arrive. Consider using cloud-based storage for documents that may need
to be updated while you travel. Each of these options helps you ensure that you're prepared
with any documents you may need to give those you're meeting with or have hard copies of

important notes.
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Overcome Procrastination

The verb “procrascinace” is derived from the Latin word “procrascimare”™ , meaning “"to poscpone

until comorrow.”™ Then o procrascinace is to delay doing someching unril some fucure ctinme, and a
procrastinator is someone who is always purting off whart he or she should be doing right now.

Those of us who have a tendency toward procrastination know thatitis a verrible habic. Every
day we tell ourselves that we should scarr doing chings immediacely, and each day we poscpone
our work, are lave for deadlines, and put off keeping our promises o other people. Because we are
abways in the process of procrascimarcing, we are also alwaws trying o cacch up. We are always doing
yvesterday's jobs roday, and tcomorrow we will be doing today’s unfinished work.

Maybe the way to get rid of procrastination is to change our habits gradually. We can starc by
making a schedule on a daily basis of the things we want or need to complete. But we should be
realistic abowuwr whar we can do in a day, so we shouldn't cram oo many tasks into the lisc. Especially
in cthe beginning we should be lenient with ourselves. Afrer all, if we getr discouraged act the scarc, we
will go right back o our old habics.

Finally, if we begin o follow our own schedule for each day, we will stop poscponing the
chores that face us. Life will become fFar less complicaved and easier. We will undoubredly feel
becter abour courselves, too, because we will know cthat we can overcome our weakmnesses and

improve ourselwves.
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Language Points:
1.derive /di'rav/ v. 15 H; #2J5
EEZN

TR BH, P8
We can derive a lot of knowledge from books.
FATA] LA A kAT 1F 2 AR

o R, fTAE”
This English word is derived from Latin.

XA e LA YR Ty T 15
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2.postpone /pau'spaun/ v. ZEHR; #ER

T

183 M FER7
“postpone” {Exal, = “GEHE; HER®, IBEEANTIFNEE. &1, FHSE
mfEHERE, (FEAESEBAVETEALE, %%}%Hz%_ljjiﬂl)?l (AIARI TR LAY IS,
%%%% “FooE) MARERFERITRIHT, SEEHTHETE,
=

We had to postpone the meeting until next week because the manager was ill.

(RAAEEERT, FAIMENEWFERRITAE. )




/N Reading

3.put off #EIR,; FEHA

Fle EERERRR A

We've put off the party until next month because my sister is ill.

HAIEBRERESHEREITNMNAT, EAFKEERT .

put off 5 postpone

“put of” RECEOIEMHIFRIX, EHEXNENAKRENNSIERERME,

B0 : | put off going to the dentist because | was too busy.
HKEAXICMER T ESE.

“postpone” 1EXIEIET., HHATFLLRIEDNNTS. BSSRFAFEEF,

f5140: The conference was postponed to a later date due to unforeseen

circumstances.

RTARIFRNAIER, SWEHHRR] T —MNRIRRIEER,




4 tendency /'tendansi/ n. {fi[a]; B

“tendency” {EARIE, “MiR” E2E2EAEITH. B BREFSEI—FMREEL
BIRERSME. Flal, — M ArTEEHEERYRE, SEBRMAYERE,

= “m)”

He has a tendency to be forgetful.

f S E=HIRR.,



5.get rid of #&/it; [k

Bl 5] fe o
TR EBRREAAREY)
You should get rid of these old clothes. They are no longer in use.
PRNAZA IR AR R, EMICSE A HE T .
TR BRI REY)
He finally managed to get rid of his bad habit of smoking.
fth 2T BRI TR AR > 15



6.realistic / ri:a'listzk/ a. TRECAY; ISCFE VA

FIEET
=~ DRy
We need to set realistic goals for this project.
BAIEENX M IR IREMN LA THIE R,

The realistic style of this movie makes it more appealing to the audience.
IXEREE EZHIINSE T M XIS (EEXI AR E RS [/,



7.cram /kreem/ v. &3 ;  CHMNATHER) B0

ol
RN “HETH
We crammed all our clothes into the small suitcase.

FATE A AR ZEHE T XA MTZFE

For "t CONATEBD R AEICE T R

Don't cram all the information at once. Try to study regularly.

AE-TF PR IARES, REEHYA.

A
KT




/8 Reading @

8.undoubtedly /an'daovtidli/ ad. Jo&EHE

EEEZN
He is undoubtedly one of the most talented musicians in the world.

sttt BT 4 S R K L

undoubtedly 5 certainly

“undoubtedly” RIS SLA B I ETE, AR EME R0
#41: The ancient building is undoubtedly of great historical value.

“certainly” BE 7] LRI TR ME LRI E, T UHTRENMANEE. SE&EFEME
B, AN R
#ll: Certainly, you can borrow my book.

&=
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oAl e SRIRTAL T 1B e, SREHIREIIAX". BRANBEMEHELE (MRS, e
Sy e e L OE

A X LB IEERERIAEIEXE— M AHININR, S8XFAIEEFEC, Tl Mz ]
THAM—LoENS, SARIEHSETIE, EREEIR, BRBERINGIA MR, ENE
NS 2EHEERNYRET, FrRIERERER EHE. HMNSKERE EMEERRII(E, BAX
FeA PFEMS RARFE I TAE,

I EREEERY T AR AYSIR. Bl TRTLANERIRIER B EEE TR B 5ehkhY
HI5HIE— I EFRITE. @x'asi\i{ I‘JEZiZf)”éEﬂﬂ%ﬁﬁ—% A, FrlAFd] ARz EsRE
FERSHES. FHlEE—THR, BMNZWECRES. R, R (I—FFnRESK, &
N ERIBENNEIIR.

&, WRKNTFEEREECHERITE, BHMSFELEREIHIERIZRS. £&EFE
XELT LSRR, BRSBTS, HITRSRE B, EAR(IAERATILIZRISR, =2
SEl=
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Comprehension

Choose the best answer for each statement below.

The first paragraph tells us D  of the word “procrastinate”.

A. the origin B. the meaning
C. the history D. Both Aand B.

A procrastinator is a person who always postpones _ ¢ ~ work.
A. important B. unimportant
C. important or unimportant D. uninteresting

©
©
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3. The first step suggested by the author to change the habit of procrastinating is_ A

A. not to fill our plan with too many tasks
B. to make a plan for everyday activities
C. to list as many tasks as possible
D. not to be reasonable with our plan
4. Procrastinators do not live a happy life because L
A. life is complicated and uneasy for them
B. they can't choose what to do
C. things often become more difficult the next day
D. they will lose interest in doing things C
5. The author of the passage tries to tell us
A. that to be a procrastinator is not easy
B. to be procrastinators
C. that to be a procrastinator is bad for oneself

D. that being a procrastinator is good for others



M reocing

Vocabulary

IF= 4. Choose the best answer for each sentence.

Thousands of English words are L from Latin.
A.come B. derived
C. gone D. resulted
We have tui__ﬂur picnic until the rain stops.

A. delay B. delete

C. detail D. delegate
Business is showing a _E_*tc:- improve.

A.tend B. tender

C. tendency D. tennis




The C for making an application is next Monday.

A. dead letter B. deadlock
C. deadline D. dead end
A , the children began to understand.

A, Gradually B. Finally

C. Immediately D. Especially
She had to work very hard tuD with her classmates.
A. catch on B. catchin

C. catch at D. catch up

It’sno use B your head with a lot of unrelated facts.
A. cracking B. cramming
C. carving D. creating
They want all people to be treated on an equal B

A. base B. basis

. bases D. basement
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€EEA3) Match the items in English to the Chinese equivalents.

postpone one’s work (J€ ® PusiETE
keep one’s promise @ | ® E---gEEd
be late for deadlines €& ¢ @& EFEREGEHRE
get rid of procrastination €9 @ @& I —LE
berealisticabout @ 0 @ EEEAMTH
changeone’shabits @) @ EFefia®
followaschedue @f @ azmusn
intheprocessof @ B @ =S
overcome weaknesses €@ h O ETEANES
feel betteraboutoneself ( g @ JEFEANIMA
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a :
. Reading

Choose the best Chinese versions.

B

1. Those of us who have a tendency toward procrastination know that it is a terrible habit.

A EXEEFEERA S EXE— A E 3 .
B. EiIXEREEMENASNEXE—TFA1ENHE,
C. BATHRLESR sy ASHERZ— 0188 3 .

2. Because we are always in the process of procrastinating, we are also always trying to
catch up. C

A, BERBINESEHELESNEES, FLUE(TEEEEEIEH,
B. BAEINEETEIEFEL, FRLEITBEEESE HhiEH,
C. EAENESEELE, FLEINTbEEEEHER.

(&
(¥
©
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3.

(¥ g

We can start by making a schedule on a daily basis of the things we want or need to

complete. C

A, BEATRILUFFE AR E B RET RN SIS H1T8El&,
B. E(IAILIFAEEF AR EARETHNEEFRITHER,
C. E(TALMNEXARINEE ARETANERFIITHEIRAE,

If we get discouraged at the start, we will go right back to our old habits. B
A, IDSREAT—FeFEINE, BiTM=EEES B3R,

B. MIRBNN—FEmLES, EIM=ERIE198 I8,

C. MRBA—FiamA6mb, FM=ERIZ]VIEIE.

If we begin to follow our own schedule for each day, we will stop postponing the
chores that face us. C

A NRBIFHEESXEHETE CHEER, BB ERE ] kS,
B. MIRFNNFREEECHBEETHES—X, HTHELERRITE RIS,
C. MRFENFEsAEETECHEER, BElRsF BRI IGeVHIS,




=

Punctuality means observing regular or appointed time. A person who gets up at six oclock

J

~—

every morning is punctual. A person who has promised to call on a friend at three oclock in the
afrernoon and actually does so at that hour is also punctual.

Unpuncruality is a bad habit. A few minutes’ delay may not be a serious matter. But it may
have bad results. Getting up five minutes later than usual may upset the plan of the whole day.
Calling on a friend five minutes later than the appointed time may cause him/her some unexpected
trouble. Moreover, habitual unpunctuality leads to laziness and even failure in life.

One delay after another makes a person unable to exert himself/herself It also proves him/her
to be untrustworthy. Those who are unpunctual should try their best to get rid of their bad habit. In
doing this, they should avoid making any kind of exception. They should never say to themselves: A
few minutes’ delay does not matter this time. | shall never be unpuncrual again.” Those who think in

this way will ind excuses for delay from time to time, and will at last give up the attempt to cultivate

the good habit of puncrualicy. @ @



B reoing

Language Points:
1.punctuality / panktfu'selati/ n. JERT

i

‘1‘pJL£nctuaIity” EOFPEREFE. EEEFRE.
%0 :
Punctuality is a very important quality in both work and life.
ERNETE A EFE RIEE EER MR,
a5 “punctuality” {EEE1E, B 7 /ERX—RARAIEEM,
TBXFEIEFEHT
“show punctuality” Z7~ “FIVHAERS (FIGRER)
“demand punctuality” EEE “EIERT",



/B Reading

——

2.0bserve /ab'z3:v/ v. BT

%?x% “‘observe + ZiaAl (WM. ER. IBEF) " BIEH,
PR

Everyone should observe traffic rules to ensure safety.

BN ABMNZET BN ABREZ E,
1T MRl

5 “comply with” # “abide by” &EHIT,

“‘comply with” BIEETHRRRER, mTHAEANEEM, B RN IERE, F170: Al the
factories must comply with the environmental protection regulations.

abide by” SEIFETIMY. RE. [RUF, AEE—MEREEZLYRRKT, Flal: We

should abide by the contract we signed.



B reacivg

3.habitual /ha'brtfusl/ a. IEFER; SIIER

[RERY
le]:

He took his habitual walk in the park after dinner.

MRiRkfE, BEBEER—FELESE. XN FF, “habitual” EimR1a “‘walk”, ZREHEX
TXMTHRMEEEME, EL/I—FRRA,
SJIRAY
le]:

His habitual tardiness led to his dismissal from the job.

I IRMEANRZISEMERRE, tEE9 “habitual” {2{fh “tardiness”, RBHIRE! EtBAY—
MR, XSRS T AFER.




4.exert /1g9'z3:t/ v. I=FH; FE0

EH (NE. #&I5. FN5F)
lI=Th
You need to exert all your strength to move this heavy box.

(FBEEDRFMENISKEX T EfE T

fEsl (ED. <)
Fa:
Parents should not exert too much pressure on their children.

REBARIZLEME IR FZF IR Z £,



5.exception /1k'sep[n/ n. fHl4p

RZSHIE fFaI#&R: EaFHREEE. REERES.

EEIE:
Exceptlons to this rule are rare.
FANRDEHIMEXE

1,E-£E\1|:|
We make an exception for this special case.

B IS X MR BRI T
{EZRIE:
This case is an exception to the general principle.

X EFIZ—RRFRENIFI—MI5E,



6.excuse /1k'skju:s/ n. (5 ; 7R, IE

EAFPAEEE. KERRES,

{EEIE:

Excuses for being late are not acceptable.
IREIREOEA R EZHY,

{EEIE:

He always makes up excuses for his mistakes.

L2 B ChlERmEEO.

ERIE:

His explanation was just an excuse for his laziness.

fAYRERE R 2 B —Ma 0.




7.attempt /o'tempt/ n. 227; I E

5l5): His attempt to break the world record failed.
I EF IR RIE NN T,

7 W RIEAHED
in an attempt to: BEEE “NE; W&,

f520: The company cut costs in an attempt to increase profits.

make an attempt (at/on/ to do sth): & “=if, (HES
f5l40: He made an attempt at winning the race.

=) B (HEES



8.cultivate /'kaltrvert/ v. 1Z%: ()48

=% (MR, BB, JIBF)
le]:

We should cultivate a sense of responsibility from an early age.

Fef Iz M/ NEFR R R,

fEa (IB1%) ; EF (B0
le]:

Reading classic literature can help us cultivate our taste.

R B E R BT LATS BN A M e 1B



\/8 Reading

=34 TR

T EigBTEHiais e e, KB LSRR ASEN, INRE— P AZNE
RES AR, HEEI MRS, BAMHEEN. FTFNEMIIIE, TR
JLo e e AR— ™ ERnE, (B ErgeeE A TSR, thIEigiARA Do ges
FTE — R, LS AT S P AR A b s B A FURRRA, It
b, SHEMNATIISESEMEETTREE, EEEEM. —ME—RERE—NATE
SRR CAUEE. X BERE T/ SNBSS TR, BREERERTAI A RO R R 6
RSB, 1EXREMBORTE, AbIRnB B, MRz B S BOREL
WILoHHAERE, "B ASATH T, "X EERNASA I OB S, &
s o S IR IR,

—
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Comprehension

§EEA1) Complete the answers with no more than three words.

1. What does “punctuality” mean? .
regular or appointed

It means keeping

2. What may getting up five minutes later than usual cause?

itmay__upset the qpl@whole day.

3. What does habitual unpunctuality result in?
tleadsto _laziness angdifailure

4. What shouldn’t those who want to completetly overcome unpunctuality do?
Theyshouldavoid Making any exception

5. What's the final consequence of those who find excuses for unpunctuality sometimes?

They will at last give up the attem pt to qH&'} ti[\!’Cﬁ'lslglt of punctuality.
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Vocabulary

el

Fill in the blanks with the words given in brackets. Change the form if
necessary.

1. The flight wasunexPectgxdplyct) delayed.

2. You can't rely on what he says; he’s untrustworthy

Singing in the bath is __habituafhabit) with him.

There is no excepti?tﬂcept) to laws.

The success or __failure (fail) of the plan depends on the cooperation of all team

wvi b W

members.



Translation

IFS 43 Translate the following paragraph into Chinese.
One delay after another makes a person unable to exert himselffherself It also proves him/her
to be untrustworthy. Those who are unpunctrual should try their best to get rid of their bad habit. In
doing this, they should avoid making any kind of exception. They should never say to themselves: "A

few minutes’ delay does not matter this time. | shall never be unpuncrual again.” Those who think in

this way will find excuses for delay from time to time, and will at last give up the attempt to cultivate

the good habit of puncrualicy.

—RN—IRHIHERE, (EATTERIFEECHNE, IXBIER Tt / fAMES
5F. A5 BRIANZREISGAEIRAINR, EXEEET, BII80%
EERAREIBIGN, EIKIEAR MZNECHK: "X—KIER/ LD HAERE,
HEBARATET. " BXMEENA SRR EDEE, fKas

BRI DB, Q






Write a schedule according to the information given in Chinese.

W FREBRATNHESSE, THERIC, BAMSF T—ANBERH,

RE: 1LA—:
2. 8=
LE=:
4. F0:
5.8A:

EFEE—ANLSRE, TF 2:00 NSLEBINeR USRS
LT 830 ZEMATHE=IN, FF 130 =zRHEARAR;

£ 9:30 =0 ABC #H tHOATIBIKTE, TF 3:30 ©EM;
SMESE;

£ 9:00 =AM, TF 4:30 $FERN

C
©
©
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Cultural Reading

Tie-dyeing

When creating a piece of clothing using tie-dyeing techniques, crafts people will first use a
needle to embroider different patterns onto a piece of white cloth made of cotton or a mixture
of cotton and linen, and then will proceed to dye the cloth with a sky-blue colored dye extracred
naturally from plants. The final step involves drying the piece of cloth dyed in blue and white colors
under the sun before the art work is completed.

The tie-dyeing techniques of the Bai ethnic group in southwest China'’s Yunnan Province were
listed as a form of national intangible cultural heritage in 2006. The techniques involve complex
procedures, including creating patrterns on the surface of a piece of cloth, forming various knots on
the cloth, dipping and dyeing it, and drying the completed piece under the sun, among other seps.

Mowadays, tie-dyeing workshops can be found everywhere in Dali Bai Autonomous Prefecture,
Yunnan. Their products, which showcase a variety of patrerns and rich colors, have won the hearts
of tourists visiting the locality.

There is a Chinese expression that licerally says "the color blue is made out of indigo burt is more
vivid than indigo,” which reveals to people where the dyes used in the tie-dyeing craft come from.
The same exact expression, when used figurartively, refers to a situation when “the student surpasses
the teacher,” also vividly expressing the repeated inheritance and innovation of the craft through the

efforts made by generations of inheritors from the Bai ethnic group.



A Cultural Reading

Translate the first paragraph into Chinese.
R E—ERINT, FTZ AR E—RERERREBAHIMEIRTE

FEEARRIESR, HEBRMNEMTPBEMRRIIXGEEIEEM. Ka—22EH
76 N X IRAGEEMEEINET, X5 T X2 AR m,







/8 Glossary

derive /di'rav/ v. 5 5 ; iLlF
postpone /pau’spaon/ v. EHR, R
delay /di'lev/ v BbHE, IEHA. #R
put off iR ; A

tendency /'tendansi/ n. i[5 ; ##H
deadline /' dedlam/ n. R/FHAMR ;. FLLEEE]
catchup & E, B8

unfinished /an'finift/ @ FFERLHY
getridof i, B&E

gradually /' greedzualy/ ad 3 &rHs
on a daily basis B89/



Moossary

realistic / ri:a'listik/ @ BLSEHY; ESEF X AY
cram /krem/ v. il

especially /i'spefali/ ad %55\, £H
lenient /'li:niant/ a. T AHY; A

after all 523, 2K, 5%

chore A2:(r)/ n. TR T1E; BISE;, RF
complicated /'komplikeitid/ a. & /Y
undoubtedly /an'daotidli/ ad. FTEEHE

©
©



/8 Glossary

punctuality / pankt fu'@lati/ n. 2R

observe fab'zz:v/ v E5F

callon Fih, 54; 1BK

upset /ap'set/ v. $T&L; {040

unexpected / amik 'spektid/ a 722Hy, FHMEY
habitual /ha'brtfual/ a. A EH

lead to S, S/, [

exert ig'zs:t/ v I FEMN

exert oneself 271, &1




Moossary

untrustworthy /an‘trastws: 0 a. EAEFH; AEFHL
exception /ik 'sep/n/ n. 5

matter /'mata(r)/ v EXF, &

excuse ik'skjus/ n. {5 0; #8E,. EH

from time to time B&; A

give up MF

attempt /3'tempt/ n. 11, W HE

cultivate /'kaltivert/ v 353%; P4
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