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Learning Objectives:

In this unit, you will

© listen and speak in English appointments;
O read about time management and scheduling; OSSN,
© write a schedule in English;

© expand your vocabulary of duties;

© comprehend food culture differences.

Unit 4

To Choose Time Is to Save Time
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. Time and | are against any two.

Fill in the time management matrix with the following work that a secretary usually

does.
a. Prepare for the afternoon board meeting b. Make a schedule for next week
c. Attend the staff dinner immediately d. Repair the bulb

¢. Make coff ee for the manager

g. Establish good colleague relationship

f. Prepare for an emergency conference
h. Answer the telephone

Time Management Matrix

Urgency Not Urgency
Important (1) a,f (2) b, g
Not Important | (3) c,h (4) d,e
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Time and | are against any two.

Are there any other duties of a secretary you know in English? Write
them down to expand your vocabulary.

Add More
Order office supplies



H e IEE]

order office supplies, keep various papers in good order, receive visitors,
make PPT, organize meetings, take conference records, assist the
department leader to do the daily administrative work, coordinate the
internal and external relations...
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In business communication with customers, a clear schedule 1s very important. If
you are an assistant, what do you need to take into consideration when you make a
schedule? Share your opinions with your classmates.

As an assistant, |

T abrupt

iﬁ account when climate

change

What else?
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As an assistant, I need to take place into account when making a schedule.

As an assistant, I need to take participants into account when making a

schedule.

As an assistant, I need to take climate change into account when making a

schedule.



. Time and | are against any two.

T

Receiving customers 1s an important link in the operation of a company. Do you
know how to make customer reception? If you are appointed to receive customers,
what will you do? Think about the following questions.

hat should I prepare before the customers come?

hat can I say as opening lines?

W
W
W

nat business acti viti es need to be arranged for the customers?






B Let’s listen and speak!

Would you like to know the schedule for tomorrow?

Listen to the conversation and match the time with the corresponding
Task . .
arrangement. Practice the conversation with your partner.

Time Arrangement

o 10:00 a.m. @ Attend a meeting regarding the launch of our new product line.

@ 1:30p.m.

@ 3:00 p.m. / :@ Discuss the final selected personnel with personnel manager.
@ 3:20p.m. @) Interview five applicants.
@ 7:00 p.m. *'e Have dinner with an important importer from Canada.

o

®
@

@ Meet with the general manager of 3D Company to negotiate pricing.

©
<
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A Schedule for the Boss
Secretary: Mr Smith, I have worked out tomorrow’s schedule for you. Would you like to take a look at it.
Boss: Just read it out to me.
Secretary: OK. At 10:00 a.m., you will be meeting with the general manager of 3D Company to negotiate pricing.
Boss: I know.

Secretary: At 1:30 p.m., you’ll interview five applicants. After that, discuss the final selected personnel with
personnel manager at 3:00 p.m.

Boss: You can do that for me.

Secretary: Sure. Then at 3:20 p.m., you will be attending a meeting regarding the launch of our new product line.
Boss: OK. Which meeting room?

Secretary: Room 3. At 7:00 p.m., you will be having dinner with an important importer from Canada.

Boss: All right. Is there anything else?

Secretary: No. Is there anything you’d like to add regarding the schedule?

Boss: No. That’s OK.



s listen and speak! O

Would you like to know the schedule for tomorrow? =,
Listen to the recording of rescheduling the appointment and fill in the blanks @

with proper words. Role-play this conversation with your partner.

Jack:
Amy:
Jack:
Amy:
Jack:

Amy:

Hello. This 1s Jack. May I speak to Amy?
Hi, Jack. This is Amy (1) speaking
Amy, it looks as if I won’t be able to (2) keep the appointment we made.

That was to be (3) Monday | wasn’t it?

Yes, I’m so sorry. [ have to receive a very (4) 'mportant customer  fyom
America. And he had some kinds of (5) changes in his 1tinerary, so now
he’s rung me up to say the only day when he can come 1s next Monday.

I see.
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Jack:

Amy:

Jack:

Amy:

Jack:

Amy:

Jack:

Amy:

Jack:

Let’s listen and speak! O

And the trouble 1s that he will come over from America. I can’t very well

(6)_p

ut him off . Hope you can (7) understand .

Well,

I suppose so.

But, could it be (8) Postponed if possible, till Tuesday?

Oh, let me check 1t. No, Tuesday’s not a good day. Friday would be all right,
I think.

Friday’s OK for me too. Oh, good. Shall we say
(9) the same time as we’ve arranged?

Yes, f1 ne.

Thanks, Amy. Hope I haven’t (10) messed up your arrangements
too much.

Oh, no, these things happen, don’t they? See you next Friday.

Bye.



Try to summarize the questions that are often asked related with
appointments and practice answering them with your partner.

C
©
©
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SR AN IS

. Are you free next Friday?
. Are you busy this evening?
. When are you free?

. What 1s your schedule like?

. May I ask you out?
. Do you have plans this night?
. Do you feel like going to have a drink?

. Would you like to go to see movies with me?



Let’s listen and speak!

Useful Expressions

Make an Appointment
B — May I have an appointment with you?
— Sure. When do you want to make 1t?
B — When will it be convenient for you?
— Next Wednesday would be all right for me.

B — Could we meet and discuss the matter in a little more detail?

— Certainly. Any time between three and five.




Let’s listen and speak! O

Rearrange an Appointment

B — [’'m afraid we’ll have to postpone our appointment.
— That’s all right. We can make it some other time. How about next week?
B — How about changing the time to next Monday?
— I’m sorry, but I have too heavy a schedule then.
Cancel an Appointment
B — Somecthing urgent has happened. I won’t be able to keep my appointment
with John this afternoon.
— Take 1t easy. I will let him know.
B — [ have something urgent tomorrow, so the appointment will have to be
canceled.

OK. We can make another appointment 1f 1t’s necessary.




s listen and speak!

Listen to the passage about a schedule and fill in each blank with no more
than three words. Then practice describing your schedule with the useful @\

expressions in the passage.

A Day of Jenny
Time Activity
Before (1) 9:30 Get to the office and (2) check the email
10:00 Prepare for the conference (3) in advance
(4) 12:00 Have lunch with colleagues

(5) Go back to the office and continue to check whether there
are emails to be dealt with?

Around 13:30

Before getting off work (6) Hand documents  to my boss for signature
Around (7) 18:00 Get off work (8) on time




= K

Hello, everyone. I'm Jenny. I work as an assistant to president, assisting
my boss in dealing with daily affairs. I usually get to the office before 9:30.
The first thing to do 1s check the email. Browse whether there 1s any urgent
email to my boss so as not to delay important events. Today, my boss needs to
attend a conference at 10:00, so I need to prepare for 1t in advance. At 12.00, I
often have lunch with my colleagues. I usually go back to the office around
13:30 and continue to check whether there are emails to be dealt with. I
always hand documents to my boss for signature before I get off work. After
that, I often get off work on time around 18:00.
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We always have enough time, if we use it well. @

C,

How to Manage Your Time Effectively?

1 Time treats everyone fairly for we all have 24 hours per day. Good time
management allows an individual to complete more 1n a shorter period of time,
reduces the amount of stress, and leads to career success. Here 1s some advice
on how to better manage your time.

2 First of all, make a plan. This starts as a list of all the tasks that are either
worthy or vital for accomplishing your goals. Write them down; don’t just
rely on your memory. Then, highlight tasks on your list to show their urgency.
This allows you to identify at a glance the tasks that you need to focus on.

O L e

~
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B etsreaar

3

T

Secondly, beware of distractions. Although some social medias are vital
to everyday communication, they can claim much more attention than they
deserve. Consider shutting them off completely as you work on a task that
requires your full attention.

Thirdly, learn to say ‘no’. If you blindly promise others something but fail
to do 1t well, these people will be more disappointed than 1f you don’t promise
them at first. Be realistic with yourself, and honest with others.

Lastly, give yourself a break. Taking breaks i1s good for your brain. You
will actually perform better 1f you take breaks and develop other hobbies. In
the face of problems that are obviously difficult to solve, an energetic brain can
g1ve proper answers.

| 22 0 0 O
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Words and Expresions @

effectively /1 fektivli/ ad. A %5

worthy /'w3:0i/ a. {Ef5H)

vital /'vartl/ a. AARIDE]; XL ARE R
accomplish /o' kamplif/ v. 5EHK

rely on {K3g, M

highlight /'harlart/ v. RH; 581

urgency /'3:dzonsi/ n. B2, BV

identify /a1'dentrfar/ v. #i\; AH; &
ata glance —&, F—HR
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Words and Expresions

beware of X7...... /NGy R
distraction /d1'strek[n/ n. 5 N\ 770 )5
deserve /di'z3:v/ v. {HTS, N5

shut off VJWr; g

obviously /' pbviosli/ ad. &8, HHEH




We always have enough time, if we use it well.

Comprehension Check

Choose the best answer to fill in the blank in each statement below.

1. There are tips about managing time effectively in the passage.
A. two B. three ‘ our D. five
2. Consider completely as you work on a task that requires your

full attention.

‘shutting them off
C. switchingthem on D. shutting them down

A. turning them on
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3. People will be more if you blindly promise them something but
fail to do 1t well.
disappointed B. satisfied C. pleased D. painful
4. In the face of problems that are obviously difficult to solve, can
g1ve proper answers.
A. a positive brain B. a clear brain
C. a negative brain an energetic brain
5. The author mentions all the following suggestions EXCEPT
A. bewaring of distractions B. making a plan
@. updating your plan D. giving yourself a break



B letsreaat

We always have enough time, if we use it well.

Vocabulary Focus

Fill in the blanks 1n the following sentences with the words in the box. Change the
form 1f necessary.

accomplish distraction vital highlight worthy

Trust is a(an) vital component in any relationship.

J

The first part of the plan has been safely accomplished

The Minister says the idea is worthy of consideration.

Total concentration is required with no distractions

o o=
]

Highlight the important words in bold type.




We always have enough time, if we use it well.

Grammar Drill

Complete each sentence with the correct form of the word or words 1n brackets.

1. Ifyou work hard, you Will succeed (succeed).

2. If he comes (come), he will tell me all.

3. Ifthere is no water, fish will die (die).

4. My mother will take (take) me to the park if she is free.

5. If1t doesn’t rain  (not rain) tomorrow, we will go hiking.




We always have enough time, if we use it well.

Grammar Notes
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We always have enough time, if we use it well.

Task e Translation Practice

Translate the words 1n brackets to complete the following sentences.

1. We esteem him to be worthy of trust.({E1FH) )

2. The doctor saw at a glance that he had caught a cold.( —%&, &—HR)

3. It would be rash to rely on such evidence.( #K3E, HCH# )

4. The engines shutoff automatically in an emergency. ( VI, =%
15 )

5. Beware of dishonest traders in the tourist areas. (7>, 1P )

£ "5 _; £ N
‘:‘ “; T—



B letsreaat

We always have enough time, if we use it well.

Text Summary

Summarize the text with the help of the useful expressions.

T

[ 413

Good time management allows an individual to complete more in a shorter period of time,
reduces the amount of stress, and leads to career success. Here 1s some advice on how to better
manage your time. Firstly, make a plan. This starts as a list of all the tasks that are either worthy
or vital for accomplishing your goals. Secondly, beware of distractions. Consider shutting off
some social media completely as you work on a task that requires your full attention. Thirdly,
learn to say ‘no’. If you blindly promise others something but fail to do 1t well, these people will
be more disappointed than if you don’t promise them at first. Lastly, give yourself a break. You
will actually perform better 1f you take breaks and develop other hobbies.

0 0o

~— ~—



<8 Let’s read!

We always have enough time, if we use it well.

,? Useful Expressions
B This starts as a list of... B Don’t just rely on...
B Beware of... B If you do..., someone will do...
B Be realistic with... B You will perform better if you do...

B In the face of...




. ‘Further Thinking"
In order to finish the task efficiently, we need to arrange our time reasonabiy i the
routine job and life. Think about how to make the best use of your time. Share your

opinions in arranging time with your classmates.

«-my»!

£
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B letsreadt

We always have enough time, if we use it well.

Reading 2

e

The Consideration About Scheduling

1 As an assistant, 1t 1s important for the secretary to arrange the work
schedule for the boss. There are many factors to consider.

2 Improving efficiency 1s very important. How many companies will the
boss visit? Will he visit A Company first or B Company first? For such prob-
lems, the secretary should make overall consideration in advance. The boss
often goes out by car, so the secretary should be clearer about the travel time
and traffic conditions.
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B etsreaar

3 What 1s more, 1t 1s necessary to add some flexible time for each task.

T

When arranging work, we should allow for unexpected circumstances. Many
secretaries have made such mistakes. For example, 1n order to race against
time, meetings are arranged one after another for the boss. In fact, the result
often exactly opposites. Therefore, 1n the process of making a schedule, the

secretary should add 10—15 minutes of flexible time after the original time

of each task.

| =
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B etsreaar

4 Besides, 1t 1s essential to give consideration to both inside and outside the
company. As a company leader, the boss needs to deal with affairs both inside
and outside. Therefore, when arranging work schedule for the boss, the secre-
tary must set aside special time for the boss. And the boss can better master the

operating status of the company and deal with various problems 1n the

business 1n time.

| =
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Words and Expresions @

efficiency /1'fifnsi/ n. ZUFE;

overall / ovvor'o:l/a. 4=
in advance TJG, HEH)

traffic conditions A2 JE R

H

iF

unexpected / anik 'spektid/ a.
circumstance /' s3:komstons/ n. ,jthF R, IR

race against [f]...... Ll 3§

e TR
SRAH ;s SRR

H P =R 3RS A

exactly /19'zaektli/ ad. FEffAHL; HERAHL; ARDIM0
original /a'ridzonl/ a. JF R EFIHI; H&F-H

set aside B H

operating status 85 R,

O

T



We always have enough time, if we use it well.

Comprehension Check

Choose the best answer to fill in the blank in each statement below.

1. As an assistant, 1t 1s for the secretary to work out the schedule
for the boss.
A. urgent B. necessary
‘important D. helpful

2. A secretary should be clearer about the travel time and
A. traffic rules ‘trafﬁc conditions
C. traffic jam D. traffic signs
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B etsreaar

3. When making a schedule,the secretary should add 10—15 minutes of
after the imitially determined time of each task.

A. leisure time B. ample time
@ﬂexible time D. agreeable time
4. In order to time, meetings are arranged continuously for the boss.
A. make up for B. catch up with
C. escape from race against
5. The boss can better master the of the company and deal
with various problems in the business in time.
A. financial position operating status
C. stock market D. production situation



B Letsreat

We always have enough time, if we use it well.

Text Analysis

Summarize the main idea of each part and fill in the blanks in the chart below.

Consideration

AbOU": Number of companies to be visited
Scheduling ‘
. __ of companies to be visited

Tip 1 Improve (1)




Consideration
About
Scheduling

Tip 2 Add some (5)
for each task.

Tip 3 Give consideration to
both inside and outside the
company.

The boss needs to deal with (8)
and outside

To (10) various problems
in the busness in time



<8 Let’s read!

We always have enough time, if we use it well.

Task 6 Content Questions

Fill in the blanks with proper words to answer the questions.

1. What shoulda secretary do when he/she faces some problems?

He/She should make overall consideration in advance

2. Why should a secretary add some flexible time for each task?

Because when meetings are arranged one after another, the result often
exactly opposites




B etsreaar

3. How long should a secretary add as flexible time after the original time of
each task?

T

10—15 minutes.

4. Does a secretary need to set aside some special time for the boss?
Yes he/she does

5. What 1s the purpose of setting aside special time for the boss?

The purpose is that the boss can better Master the operating status  f the
company and deal with various problems 1n the business in time.




We always have enough time, if we use it well.

Task e Translation Practice

Translate the following sentences into Chinese.

1. It 1s important for the secretary to arrange the work schedule for the boss.

A NN A DA R 2R N

2. For such problems,the secretary should make overall consideration 1n advance.

il

D0 o= =< 151 BT 0V ) A /=Rt
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B Letsreaar

3. When arranging work, we should allow for unexpected circumstances.

LHFTARRS, AN ZZ5 RS R SMF D o

T

4. The secretary should add 10—15 minutes of flexible time after the original
time of each task.

A5 N AE BRI AR 1 J5 € I TR) 2 )5 B H 10-15 73 O SRR I [H]

5. Iti1s essential to give consideration to both inside and outside the company.

7 E AR BT AR B
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Task @ Vocabulary Expansion Pictures below are four Chinese cuisines. Match them with their

English names and the cuisines they belong to.

A D
: . B
the Fish with C Braised Shark’s
(1)-C-d Chinese Kung PaD Shrlmp Wonton F : h
Chicken di nwit
Sauerkraut Noodles Brown Sauce
(2)-A-c
(3)-D-b
(4)-B_a a b C d
Sichuan Fujian Shandong Cantonese
Cuisine Cuisine Cuisine Cuisine



What other cuisines do you know? Do you know the English

expressions for the representative flavor of them? Exchange ideas with
your classmates!

m Jiangsu cuisine: Braised pork ball in brown sauce, Lotus crucian carp
Zhejiang cuisine: Steamed Turtle in Crystal Sugar Soup

Hunan cuisine: Dongan Chicken

Anhui cuisine: Li Hongzhang Assorted Dish
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Culture Notes

WEMA VM REREZEN NS @, EREW R HXA KKK
BAER RN, MRHAA RS AEAES NG © o DI ERvE g, 1
FETEMR T, MizELM M RREBEZ ST, MEELUK
KAFT. PETREXHUNEM . TEIER. ARG AEEZ AR
R ZEFE, HAMRIEAE T X BRI 07 AR 7577 S P8 Sk A2 Ay g Al
%y, MA@ I E . M ERE S, MR IITIR, i K
MO, AgrlTider T, HNERZEERESHRKEMX.

(D food culture (@ cultural symbol (3 ways of the world
(4) maritime civilization (® agricultural civilization
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Make a schedule for the future.

HEZFEEZE D TR ITRER . HHTPR. IE 2, BT DR IR R R 2
AeH G, A LLE— BN RN SIS g —Z5. HEZHFE AR S ni R &
B TAE, WEBEAMEBIRAARANMHLS ). SEBWE. HEZHEN RS FESE
DVSNSE ¥

How to Write WA 55

H A 2 HE ) WAT SO 0

N

W R

WSk ATARYE R Z AT A BIEN N




(B Letswritet

Tips on Writing YE =M

B I gmAR L E R B BIE, vitha R AR A B 7 2

B %A ARSI A FH R B B S AT BUA

B U HAR— R TR . 0 T B IS R R A S8 2 1) 1, (AR S5 BN
HH .
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B Letswier

Make a schedule for the future.

Your company’s Young Workers Competition 1s going to be held. If you are
Task . . . .
responsible for organizing the competition, brainstorm what needs to be done at the

competition and list the necessary activities referring to the given example.

J

T—

Activities Opening Sessions



(B Letswrite!

Arrange the activities listed above and write them down referring to the given exam-
ple in the following table.

Date Time Activities

Monday 9:00—9:30 Opening Sessions




Y Letswritel

Write a complete one-day Young Workers Competition agenda in the correct format.
Here 1s an example for you.

Conference Program

Date Time Activities
November 12, Tuesday 09:00—20:00 Registration
November 13, Wednesday 09:00—09:30 Opening Sessions
10:00—12:00 Plenary Session
13:30—18:00 Parallel Sessions
19:00 Reception
November 14, Thursday 08:00—17:00 Tour to the Great Wall

O L e

~— - ~—



Y Letswritel

Write a complete one-day Young Workers Competition agenda in the correct format.
Here 1s an example for you.

Conference Program

Date Time Activities
November 12, Tuesday 09:00—20:00 Registration
November 13, Wednesday 09:00—09:30 Opening Sessions
10:00—12:00 Plenary Session
13:30—18:00 Parallel Sessions
19:00 Reception
November 14, Thursday 08:00—17:00 Tour to the Great Wall

O L e

~— - ~—



Useful Expressions

B agenda B calendar B chronologically B conference
M itinerary B make for B rcorder B round table
B schedule B remark B charitable giving W daily calendar

B monthly calendar B tentative itinerary
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. Let’s do a project!

Welcome to our company.

With the frequent business activities and the development of
advanced management ideas, business reception is becoming
an important part of the rapid development of modern
enterprises. It 1s essential to master and learn the business
reception procedures in order to establish customer contacts.
Now, role-play with your partner in the following situations
according to the steps.

Student A:

a representative of a company, coming to negotiate on the investment
Student B:

a general manager’ s secretary, responsible for receiving customers

O V9

~— ~— ~—



Let’s do a project!

Understand the Basic Situation

Student A gets the mission to receive the coming customer and contact with Student
B in order to ensure the accuracy of the basic information. The following
information 1s what you need to take into account.

B customer’s name B specific number of customers

B arrival date B arrival transportation

B specific requirements




Let’s do a project!

Making a Résume

According to the specific conditions of customers, Student A makes the meeting
agenda for the customer. Student B checks the meeting agenda according to the
following main elements:

Date Time Events




. Let’s do a project! O
Attending an Interview

Student A and Student B prepare separately for the reception. Student A lists several
questions to greet Student B; Student B thinks about questions that may be asked by
Student A and prepares answers. Once prepared, you can begin a mock reception.
Th e following expressions are for your reference.

Excuse me, are you...

[ am... Nice to meet you.

Allow me to introduce myself. My name 1s..., I am from...Company.
How was your flight? Was it comfortable?

It was quite good. But it was awfully too long.



Let’s do a project!

Did you have a good flight?

Not really. We encountered a lot of bad weather.
We have booked a Western-style room for you.
Let me help you with this case.

Does it take long to the hotel?

[t takes about...

[ will drive you to the hotel.
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"] Reading 1 [iEE25])

1. effectively /1 fektivli/ ad.

A GO

e.g. The company must reduce costs to compete effectively.
oy E) B RIS 5 55 b IR A

A [OPP] ineffectively

A ChR by FHsE b

e.g. He was very polite but effectively he was telling me that I had no chance

(inl

of getting the job.
fA WA R, HSZPR FARIES R, WA A RER 2R TAE.




- K] Reading 1 BEEM]

2. worthy /' w3:01/ a.
A [EFHY
~ (of sb/sth)
e.g. to be worthy of attention {H 157+ &
a worthy champion 242 TG 1R 1) 76t 4
A number of the report’s findings are worthy of note.
X BARZ A S5 REATE =

A [OPP] unworthy
A HEEHL; ESFESEH; BR8N
e.g. a worthy member of the team —/H7fL.F5 1 BA T

>

A GENBEYD K MAIRFIE
~ of sb/sth
e.g. He gave a speech that was worthy of Martin Luther King.

AR T — IR A 5 T B A U T




- K] Reading 1 BEEM]

3. vital / vartl/ a.
A U AB]DRT XL
~ (for/to sth)

e BB

e.g. the vitamins that are vital for health PR¥F{EFE DA 0] /DI 4EA 25
Good financial accounts are vital to the success of any enterprise.
B35 A 55 I H AT ART 2 5] Y R D AR e Bl B B2 A

It 1s vital that you keep accurate records when you are self-employed.

FA R B I I E %

Reading 1s of vital importance in language learning.
A B 3

The police play a vital role 1n our society.

ERAERAT AL

MRy

IR

B
N




<] Reading 1 [iF52&~]

4. accomplish /o' kamplif/ v.

A =70

e.g. The first part of the plan has been safely accomplished.
T 28— o E A 58 B




- K] Reading 1 BEEM]

5. highlight / hailait/ v.

A R wiA

e.g. The report highlights the major problems facing society today.
R REA R 1 A2 Pl 1 32 22 1)

A K AR FREEMNS: R GHFENLR =R X0
WEaka R R H

e.g. I’ve highlighted the important passages in yellow.
PR bR T BB B




<] Reading 1 [iE5E=])

6. urgency / 3:d3ons1/ n.

A =T, )

= = 5

Jl]ml

e.g. This is a matter of some urgency. X1



- K] Reading 1 BEEM]

7. 1dentify /a1 dentrfar / v.

s ==

A A AH; EE
~ sb/sth (as sb/sth)
¢.g. Passengers were asked to identify their own suitcases before they were

put on the plane.
PR TR H QAT A0S B KL BTBE1T A A
First of all we must 1dentify the problem areas.
B S HATT A 20K H H) R BITAE

A L2 K

¢.g. As yet they have not identified a buyer for the company.
&4 NIEABATTIE A N~ m) 3B SL T




<] Reading 1 [i(E5E£R]

8. distraction /d1 strek|n/ n.

A [ENITLHIEH

e.g. I find 1t hard to work at home because there are too many distractions.

HA AR B TARARME, IO DHIFHKZ .

L




<1 Reading 1 [i§5E1]

9. deserve /d1 z3:v/ v.

A

s}
i
Z
i

e.g. You deserve a rest after all that hard work.
T RMBAN, IRIERE—F T
The report deserves careful consideration.

MiZ4s T Xk INEFFE



<] Reading 1 [iE5E=])

10. obviously / pbviasli/ ad.
A TR, Blui
¢.g. Diet and exercise are obviously important.

AR, WEMEHEEEN.




