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%5118 : Unit 1 Welcome to the “Big Apple” BifEF
%218 : Unit 1 Reading and Writing Exercises
%30 : Unit 2 What” s the Boss Like? RAa5]
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#5108 : Unit 3 Masa’ s First Day on the job Aiji&]
%610 : Unit 3 Reading and Writing Exercises

% 71A] : Unit 4 Summer Fun WEH
%5 8[0] : Unit 4 Reading and Writing Exercises
Z9[E] : Unit 5 Hotel Guest Satisfaction Al - ARnEA

%1 0la] : Unit 5 Reading and Writing Exercises

%1 18] : Unit 6 Brainstorming T
%1 2[8] : Unit 6 Reading and Writing Exercises

%1 31[8] : Unit 7 Glad to Be of Service WHEEE
%1 4[0] : Unit 7 Reading and Writing Exercises

%51 5[A] : AiHEE

TEHEAER

TXA R
[English Missions! Basic] (Robert Hickling, 4x%:%)
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RATHENZED D cHAEFEAI 2= —va v
BHA Xy X3
DT —~ R OEE R

—OD My Z7IZHONWT, B A HAEDLE T, HET

AHTE S L ICLELE I,

PEEOE
ATENCHEE . EREDm RIZE O £ T8, FCORAEROME NG | #ta 2> T, FEL
SHOOBRAZBR~NLND L) IZ#HEE L TWE ET,

e il

751
75 28]
75 3
B4R
%5 5]
756
557 [H]

#5918

: Unit 8 Socializing with Co-Workers E# 7 « ~&qil
: Unit 8 Reading and Writing Exercises

: Unit 9 Vacation Sports KR

: Unit Reading and Writing Exercises

: Unit 10 Sports Talk Elst - e Bk
: Unit 10 Reading and Writing Exercises

: Unit 11 Tour Day Bhhia)

% 8n
: Unit 12 Party Time! BT T

Unit 11 Reading and Writing Exercises

%1 0[a] : Unit 12Reading and Writing Exercises
%51 11[a] : Unit 13 Office Meeting B e
%1 2[8] : Unit 13 Reading and Writing Exercises

%1 318 : Unit 14 A Bit of History SZHRE

G

%1 48] : Unit 14 Reading and Writing Exercises
951 5[0 teEEE

FE |

[English Missions! Basic] (Robert Hickling, 4x%.%)
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Ka=y NOXATe—T%28fEL, ZNEBBIZL T, HabhizT7T—~TA%x vy h&1E
BLET, REEHEEAY L2 ECT, JA—7HBIIBRELTHLLWET, 2. B UboEaiH
FULﬁ% Igni L/ J: 5 o

oy O

My 2RI HEREREER L, FEEOT Loy — Y 3 VD ERERD RN D, S
A SN D RIUCDOBMATED TOE ET, AAN LD AR L, RS & o0
T2 < SREAATEBAET 5 = & 2 ATUCIRO T, B FEHEGTELIICHEDER
EBSDEEE LET,

e ]

% 11a] : Unit 1 May I help you? KW-o72 NIZEELMNT D

% 21A] : Unit 1 Getting around in a foreign country AMETHEEH D

%5 3[a] : Unit 2 What do you do on the weekend ? #IxHE DA & &25E4 6T D

%418 : Unit 2 Tips for Keeping a Conversation Going =izt 572Dk >
%510 : Unit 3 That sounds interesting! HRI7 4 7/ X HT 4 7 7eE R ER~D

%60 : Unit 3 dJuggling Preferences in a Group 7 /V—7WNOUHZFHET 5

%718 : Unit 4 I’ m not feeling well. AFHA{EZ D

% 8[0] : Unit 4 I Do Not Feel Well: What Do I Do? AFHNRLL 2y SHEHITH?
% 9[a] : Unit 5 You shouldn’ t step there! =I5

#5108 : Unit 5 Local Etiquette: Know Before You Go HUMiO=F /v k : 47<HllcH->TEIH
%1 1[5] : Unit 6 Why don’ t we buy potatoes, too? #E&T 5

%51 2[5 : Unit 6 To Speak Up or to Hold Back? [Z->& 0 E 90>, 59 DEFEX H)>
%51 318l : Unit 7 Would 5pm be convenient for you? A7 =—/L&i#ET 5

%1 48] : Unit 7 What Time Should I Be There? {ilRHZEIEIAUI LV D)2
#5150 FINEY ERF=v7

TEHRAER

THZ K
[T a— S MM ED ST RKRFEAEDTFEAF L& AI 2= — gy (SEHE— - MEEE

. AR
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RO
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%5 1[0] : Unit 8 I’ 1l have to pass. {KiHZ K5

% 21a] : Unit 8 Dealing with Diet Restrictions EHHIIRIZKALT 5

% 3[F : Unit 9 I have an idea. MERRZIELT D W E=ET 5

%418 : Unit 9 The Importance of Being Proactive FEfCToH 5 Z & DRUIS

%5 5[a] : Unit 10 Could you do me a favor? ISFAVYT%

% 6m] : Unit 10 Two ways to ask: Directly vs. Indirectly 218 V) OFEA S5 [ERIAIDS, I
%5 7[0] : Unit 11 I think you could explain this more. 7 /3 2 %725

%5 8[r] : Unit 11 Giving and Accepting Criticism in an effective way b Z2ZhRMIC 525,
ZTAND

% 9[a] : Unit 12 I don’ t get what you mean. ¥ &#H & KT

%51 0[a] : Unit 12 But I still do not understand! ZiLTH B!

%1 1[8] : Unit 13 I’ m so sorry to hear that. fHFZHIET

%1 2[A] : Unit 13 Being a good winner --- or loser K&E. F/dlE<TchHhr 2 &

%1 3[0] : Unit 14 That’ s not what I meant. EfiE% it " EE %525

%1 48] : Unit 14 What should I get them? {iJ&&HIF7=6 LWV D)?

H51 5[ BENHEE ERF=v7
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Windows D FEAREAENNTE B, Word * PowerPoint DEAMEREZ{H > T, IR I UAR— ME
B BHERR S TE D, FEZ A CEABIENTE S, 794V R T RHLIRETE
HEHT 5,

B
FAAIEIZBWTC LR — MEK « BEMERR CTHEL NS, EBEL~NLDERY T T —%F
2o 5, BEMERO KB THA, V—Ta « LB TF— g v ORAEELZEET S,

e ]

F1lal . HA XA, Windows DIAR

B2l XA I TT RITONT

5% 310 SGEDO AT LARAT

55415 WordlZ & 2 HAR 722 SCEDIERK

% 50E] : WordiZ L ARDOFA

F6E : WordiZ X AFROFA

F 70 WordlZ L 2FBL 127 v 73 HikRE

55810 1 ATREL £ &0

F5 9[- WordlZ X 5RO L ak— k Dffdk

#51 0[a] : PowerPointiZ X 5 ffiH 27 LB T — 9 U OfFERL
%1 18] : PowerPointiZ L 547 =7 FOVERL

%1 2[A] : PowerPoint|Z L 2T B% « 7= A—3 3 « FIRIEYE
%51 3[7] : PowerPointdD{E

%51 48] . Word D& 78S

F1 50 2R GIEE FL D

TEHRAER

THZ K
Y 75 —7 7V R<ETH >Windows 10 « Office 2016%He (B +H@=> « 4+— « = A
MR &t FOMHEAR)

SEE  ZEERE
L




44

AN DR HE
FA L 710%, ENRE - RS

AEEHA DHET60%., HIRHER30%E T 5,




45

R R4 - IFEGEH | BEORFRREAGDTZ00 | AL : FHNHEA - Pl T
[ 11 WAERH LHINT FHTZRE - Bk
A HEWERFHERITHRIZE 6 6 XD 6(ZEDLSFH
REATHIRNCED % B, 7T —2IEH LN TAEERICET 28 B UL SRR O #E
FHA PRy SRS - i AR O HRAE
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O

FAETRICB T, BEMER - 7 — 2o TR L Shd, KETEOEARERZEHGT 2, &%
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LR A LA FEEY T R

% 2[0] : Excel DA

5 318] : Excel DR (AR, EARDEH)

5 4[A] : Excel DERGRE

#5510 : Excel DR DS, HE — F O

%60 Excel OFMEXE, 77 71EkZED 1 (B - #iiukk - M777)
5B 71 ExcelDFAR, 7T 7EE D2 EETT7)
% 8[E] : Excel DT —H ~— A¥gHE

% 91[a] : Exceld>T—7 /LOF|H

#51 0[E] : Excel DJSHIBHR 1 By = AR
#5118 Excel DB 2 GRrtBis)

#51 208 : Excel DSBS (FeatBis)

%1 38 : Excel DA EX

%1 48] : Excel D

%1 5[0 : Excel DfaF &

TEHRAER

THZ K
Y 75 —7 7V R<ETH >Windows 10 « Office 2016%He (B +H@=> « 4+— « = A
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