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[Hl1] (2022 FRmELEE 11 )Writing an essay is a difficult process for

most people. However, the process can be made easier if you learn to

practice three simple technigues.



36. D. Firstofall, learn the technique of nonstop writing.  When

you are first trying to think of ideas for an essay, put your pen to your

paper and write nonstop for ten or fifteen minutes without letting your pen

leave the paper. Stay loose and free. 37._Let your pen follow the waves of

thought.  Don't worry about grammar or spelling. Even though this

technigue won't work for everyone, it helps many people get a good store

of 1deas to draw on.



. Make sure your handwriting Is neat.
. Let your pen follow the waves of thought.
. The second draft of the essay should be better.

. First of all, learn the technique of nonstop writing.

m o o @ >

Too many writers try to get their drafts right the first time.
F. Many beginning writers don't leave enough space to revise.
G. Then you can print out a fresh draft, again setting your text on triple-

space.
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“When you are first...write nonstop for ten or fifteen minutes without
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[$12] (2022 FHimELEZEI)The next technique is to write your draft

rapidly without worrying about being perfect. 38. E. Too many writers

try to get their drafts right the first time.Yet, by learning to live with

Imperfection, you will save yourself headaches and a wastepaper basket
full of crumpled (F3K) paper. Think of your first draft as a path cut out of

the jungle—as part of an exploration, not as a complete highway.



. Make sure your handwriting Is neat.
. Let your pen follow the waves of thought.
. The second draft of the essay should be better.

. First of all, learn the technique of nonstop writing.

m o o @ >

Too many writers try to get their drafts right the first time.
F. Many beginning writers don't leave enough space to revise.
G. Then you can print out a fresh draft, again setting your text on triple-

space.
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[513] (2022 #RiIFE1LR)| have the same 24 hours in a day as you do, but

| have made specific choices that allow me to make the most of every day,

and still feel happy and relaxed. 31. F. Perhaps these tips will help
you make the most of your time.

*Pick the most important.



32  Make choices about what i1s meaningful in your life. Focus

on spending time that for you is fun and productive. | chose the life of an
adviser because | like to work with companies, but don't want the life of a

big company CEO. My choices are based on the lifestyle | want.



A. Speed up.

B. Be an active learner.

C. Stop trying to balance time between them all.

D. Make choices about what is meaningful in your life.

E. The things you do well usually give you greater joy.

F. Perhaps these tips will help you make the most of your time.

G.This i1s why making lists Is important in any productivity handbook.
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(2022 SEE=%8—IRIEI&)As a working mother, my years passed
without time for relaxing. The kids have been out of the nest, and | have

been retired. Now | could take some time for ME!



1. B. Of course, there were many possibilities. As a lifelong

list maker, | did my research. There were relaxation activities like
meditation (E%8), exercise, socializing...I was determined to find the one
thing that truly filled my soul. And so | began my not-so-smooth journey to

finding myself.



Meditation was the first to come and go. | never fully understood how

to shut my mind off. I always felt like | was just waliting for it to end. Next,

| tried “Teatime as Me Time.” 2. C. At first, | was very enthusiastic

about this. | imagined sitting across from a dear friend, drinking

elegantly from delicate cups, but that Is as far as It ever went. | have the
fancy tea set (never used) and a shelf full of tea packages that | will never
consume. Exercise Is a highly recommended me-time activity. But for me,

after a week or so of ftraining, exercise time was Kkilling me.
3 D. So, | eventually crossed these ideas off my list.




Many other me-time experiments left me wanting less of them, not
more. | felt like a failure at this me-time thing. | could spend the whole

morning watching the big, fuzzy bees in my garden. In those moments,
time stood still. 4. A. Taking the focus off myself was a relief. | discovered

that | truly desired less emphasis on me altogether.



Maybe the experts had this me-time thing all wrong, and it had little to
do with “me” or “time” as | was defining It. Perhaps we are too concerned
with how we spend our time instead of enjoying the nothingness of simply
being. Instead of viewing it as a hesitation between activities, we can shift

our awareness into welcoming timelessness. 5. G.Witnessing  simple

moments of nature re-centered my soul better than anything else.

Maybe a better version of “me-time” is simply “be time”. ..or, better

yet, “bee time™’!



. Taking the focus off myself was a relief.
Of course, there were many possibilities.
At first, | was very enthusiastic about this.

OO0 W >

. S0, | eventually crossed these ideas off my list.

E. Sitting around feeling special doesn't feel special to me.

F. I still value all those busy years but | know | should learn to relax.
G.Witnessing simple moments of nature re-centered my soul better than

anything else.
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(2022 ZBAE =iAtH)People with bad manners are refused in the

world of work. They do not get good jobs or promotions. Their businesses
do not succeed. 1. C. People with good manners are accepted.

They are liked and supported. They have friends, luck and success. When
you Improve your manners, you also improve your chances of success. The

following are several examples of good manners.



2 . B. Bepolite to everyone you meet.  You will never regret

being polite, but you might regret being rude. For example, when you go on
a Job Interview, be polite to the desk clerks as they can affect your chances
of success. Use these magic words as often as possible: Hello, Please,

Excuse me and Sorry, and use the two most important words: Thank you.

3. D. Use good manners in all of your communication. Examples:

Call back and email messages within 24 hours; If you receive a rude
message, do not respond with rudeness, but be polite; do not interrupt

people; make sure people are ready to listen to you before you start talking.



4  A. Usegood manners when driving. Cutting other cars up

only gains you a few seconds of time. If you are polite, patient and calm,
you will arrive safely and feel more relaxed.

A good sense of humor shows good manners. 5.E . Tell jokes or

humorous stories that everyone will enjoy.  Before starting important

conversations, meals or meetings, turn off your mobile phone. Ignoring

people while you use your phone is impolite.



A. Use good manners when driving.

B. Be polite to everyone you meet.

C. People with good manners are accepted.

D. Use good manners in all of your communication.

E. Tell jokes or humorous stories that everyone will enjoy.
F.You should learn good manners from people around you.

G. Itis better to make a careful plan before you take action.
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