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Task 1

You are going to read a bar chart about the number of complaints about electronic
products sold by an online shopping mall. After that, you will be asked five questions. You
should give brief answers. You will have 90 seconds to read the chart and you must
answer each guestion within 15 seconds after you hear a tone.

Number of Complaints

B ERLREY AR mEARERHIRRORE

1053
1000 952

800

" BRIRE NEAT RV mfrhim s IR,

SR i TR R S
II l I n BB ERISANIEEEE

600

4

=}
S

2

=
S

0

2017 2018 2019 2020
mCameras M Llaptops B Cell Phones
Now please answer the questions. Key:
Q1. How many complaints were made about cell phones in 20207 Q1. 1053
Q2. Which product received the most complaints each year? Q2. cell phones
Q3. Which product saw a steady decline in complaints over the four-year period? Q3. cameras
Q4. Which product saw nise and fall in complaints over the four-year period? Q4. laptops

Q5. In which year did laptops receive the least complaints? Q5. 2020 %
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> OFR: £2did (Zhow many); TIE (#cell phones) ; &5 (302020) ; ABE&EES
(lowest, highest, increase, decrease ...)

BR. =X i i v UR G ===t — I RE*
> B IREETEE BAUNEMAS, REREE, mMDiEx
Number of Complaints Now please answer the questions.
1200 Q1. How many complaints were made about cell phones in 20207
1053 SE——
1000 952 Q2. Which product received the most complaints each year?
e o Q3. Which product saw a steady decline in complaints over the four-vear period?
800
o 654 Q4. Which product saw rise and fall in complaints over the four-year period?
566
. 453 - Q5. In which vear did laptops recerve the least complaints?
400 532
286
I I 205
200 I l
0
2017 2018 2019 2020

W Cameras M Laptops Cell Phones
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Task 2

You are Harry Liu, Assistant Project Manager in the R&D Department at your company.  Seripts
. . - 7l 15 1 {
You are going to reply to a voice message from Jason Smith, a colleague from the Human Good afternoon, Harry! This is Jason Smith from the Fuman Resources Department.
) . ) e . Mr. Simons has told me that you want us to recommend someone for a position as a Junior
Resources Department, who is recommending a candidate for a position in your project.

Data Analyst.
You will listen to the voice message TWICE and you may take notes while listening. After So, we'd like to recommend Wang Zhiyuan, currently a senior graduate student in computer

that, you will have 60 seconds to prepare and 60 seconds to give your reply. science at Tsinghua University. He will graduate in two weeks and he has been working part-time
] in our IT Department for three months.
In your reply message you should: If yvou are interested, we can help arrange relevant documents about Wang Zhivuan such as
. show your gratitude and your interest; his resume, recommendation letters, a review of his research work, and a report on his
» specify two types of documents about the candidate you need; performance in our IT Department. Please specify what vou need most urgently so we can
+ suggest a time and place for an interview. immediately forward the documents to you.
Moreover, since you need someone to fill the position asap, maybe we could arrange an

interview sometime next week to see if you think he is the right person for the position.

EEEE A RLE S
g E AR

EBHH

ERF RN AOLSERIEES;

SAthE. &1Fa98e

o¥XIE (BRE2) 3K, RBRUBRLSE (8in) /Y88 (Byeen)

» BN IRRETNFRIARE 2

vV v v 1 1 1



iFatneE (OkigEEs=

IGRA iR
R

/
SRS

© AT

. EBEAEN
© AESWESERRX
EASEEER

7T
- BEFRHE

- DOEDORBSEEEX
© REETAUESEK
o FRIEUEEW

PMEEESEREX
SIS E ST v N N =

FIALLBGATA!

1T, TEACRAE
HIRRE

RIALLRIS

BEMIOIR

RIAEAHA
L. TE A AN
HNE—EZN
RAERGIR

BTRIOIR, EXAFI0ERE
FRABRAKGA

i, EEEANER, B
SEEBIR

BTV E I
FIAERIAKIENR
FHEESHER, BRTIRERE
RIARSEARA

L, IEEAER, SRR
BT LR

ESUYIINETES
IESRRAE, SRR

Xee /D> EiREREF

VPR

1. SWNEE, 0-501;

2. BUEEIARERAITTHRER;
3. REBENEERRFEAES.



TSI

‘You are Harry Liu, Assistant Project Manager in the R&D Department at your company.
You are going to reply to a voice message from Jason Smith, a colleague from the Human
Resources Department, who is recommending a candidate for a position in your project.
You will listen to the voice message TWICE and you may take notes while listening. After
that, you will have 80 seconds to prepare and 60 seconds to give your reply.

In your reply message you should:

« show your gratitude and your interest; gm\ '5J§3U9LM

» specify two types of documents about the candidate you need;
» suggest a time and place for an interview.

iEAEiE | FERE
Us 5 5

B
Thank you for recommending Wang Zhlyuan Wang Zhlyuan S

Scripts

Good afternoon, Harry! This is Tason Smith from the Human Resources Department.

Mr Simons has told me that vou want us to recommend someone for a position as a Tunior
Data Analyst.

So, we'd like to recommend Wang Zhivuan, currently a senior graduate student in computer
science at Tsinghua Umiversity. He will graduate 10 two weeks and he has been working part-time
BE MO

1n our epartmen
If you are interested, we can help arrange relevant documents about Wang Zhiyuan such as

his resume, recommendation letters, a review of his research work, and a report on his
performance in our IT Department. Please specify what vou need most urgentlv so we can
immediately forward the documents to you.

Moreover, since you need someone to fill the position asap, maybe we could arrange an
interview sometime next week to see if vou think he is the right person for the position.

Please reply with a voice message. Thanks!

. | bet he would fit in the job

A= erfectly as a Junior data an

. S0 would you please help me prepare his resume and his Hr2

report on his performance in IT department? Would you please also send these two files to my EMAIL address as soon as possible? | 172

 sencifese to filesto my EMAIL adefess as soon 2

would be very interested to look at it and give you an answer. Also, as of Interview, | suggest what about meeting at 9:00 am next

Lesdayein international huilding room 4097 | will also send you the details about the |nterV|eW later to your EM?IL agdress Thank

“"‘égam for recommending Wang Zhiyuan.
1% A
*  BERE: ESENHK, EShg,

BEn, Bi0E, BELEE, 858
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You are Harry Liu, Assistant Project Manager in the R&D Department at your company.
You are going to reply to a voice message from Jason Smith, a colleague from the Human
Resources Department, who is recommending a candidate for a position in your project.
You will listen to the voice message TWICE and you may take notes while listening. After
that, you will have 60 seconds to prepare and 80 seconds to give your reply.

In your reply message you should:
= show your gratitude and your interest;
+ specify two types of documents about the candidate you need;
= suggest a time and place for an interview.
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Task 3
You are Thomas Liu, an assistant manager from the Administration Department at Office Design and Productivity
SmartTech. Your company is considering redecorating the offices. You are going to hear
the talk "Office Design and Productivity” and then report the main points to your manager,
Olivia Brook. Remember that your manager has not heard the talk. You may take notes
with the help of the following outline. 2,

Basic elements in office design

1.

3.
You will hear the talk ONCE only. After the talk, you will have 90 seconds to prepare and

80 seconds to speak.

Decorative items to use

1.

mERUEEY DAERE >
B BSRE ARNRADARE, FINMAHITHAEEE
m EEHED

> IRIEELESIE (redecorating the offices), LUSFES ) (assistant manager) [FiEEXTS
(manager) OkREFEEERIRES;

o, HBEENREEMTREE] (ByEEen)

S AV IEREFOZRIARE
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N Helle, I'm Lili Harris and I'm honored to be invited to talk about office design.
'ﬂzﬁﬁg*ﬁ In most cases, an average full-time emplovee works 1,800 hours per vear, mostly in an office,
so we need to design workplaces that encourage an efficient, happy, and healthy workforce. How?

Office Design and Productivity
Let me break it down into two parts — basic elements in office design and items vou may choose

Basic elements in office design to decorate your office.

" First of all, plan the space in advance Keep in mind how different departments may need
different working environments, so that different needs will all be met. Secondly, the lighting in

2. the office influences productivity and employees’ mental health so it's important to combine

. B EETAJN  natral light with artificial light to create a bright and comfortable environment. Um.. Thirdly,
considering the long hours spent at a desk and in front of a screen, employees should have H

Decorative items to use of appropriate height and chairs that provide support and comfort.

; When the basics are settled, add some decorative items that suit the work style and company

culture. One example would be works of art. such as pamtings or sculptures. They are found to

I
2. boost employees’ creativity and reduce stress. Another type of item which is very popular in all
offices 1s plants. Having plants in the office 15 a way for us to connect with nature. They also help
iiﬂrﬁ]ﬁ iﬁﬁﬁﬁ clean the 37 300 can even reduce noise levels.

All right, let’s . (fade)

AR BER 84T, BREAER, A5RE
Good morning, Olivia, I'm heard a talk about office design and productivity. So let me tell you something about it. There were three
basic elements in office design. The first is you need to plan a space in advance%%use there will be many different needs in the
office. And the second is lightning. Lightning will greatly impact employees” productivity. So we need to_umzrtiﬁdal
enlightening to make a better environment for our employmlﬁmﬁnd chairs. We need to set our desk with
appropriate height and make our chairs be comfortable and supported. And there are two decorative items to use. The first is works
of art. S@Wmonly the plants. It can not only connect with nature, also clear
the air, and also it can reduce noise level.  hope they will can be helpful to you. Thank you verw
ZmT

15 : tegimAl, aiE—ERMN, 815I0IR y

N 5 4
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You are Thomas Liu, an assistant manager from the Administration Department at
SmartTech. Your company is considering redecorating the offices. You are going to hear
the talk “Office Design and Productivity” and then report the main points to your manager,
Olivia Brook. Remember that your manager has not heard the talk. You may fake notes
with the help of the following outline.

You will hear the talk ONCE only. After the talk, you will have 90 seconds to prepare and
80 seconds to speak.
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Task 4

You are Sandra Li, a clerk at the Neighborhood Committee for the Skyline Residential
Community. Give a presentation to an assembly of foreigners living in your community.
Your aim is to persuade them to take part in a community cultural festival. You should
cover the following points:

+  the purpose of the festival,
+ any form of activity welcomed;
*  an opportunity to socialize.

You will have 90 seconds to prepare and 60 seconds to speak.

B EREGEEY X TR ERTPEMXCERNEED L, SIMEEEESNEENE
B HRIEE HXAFERRMUHEEFRAXENES, Bi5/MERERS

m EEH

> RIBEEERE (SESIMXXHT), DEESH HRIEAR)EIEENS (HHRHEFI/NE
A) ALEBEER. REER. IR AREESD;

> DRITAREXRIEER, NMACSEMIREEN (BikeN) ;

> SV IBMRINZRIARE
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You are Sandra Li, a clerk at the Neighborhood Committee for the Skyline Residential
Community. Give a presentation to an assembly of foreigners living in your community.
Your aim is to persuade them to take part in a community cultural festival. You should
cover the following points:

+  the purpose of the festival,
+  any form of activity welcomed;
+  anopportunity to socialize.

You will have 90 seconds to prepare and 60 seconds to speak.

EEEEE

. 5 5

Hello, ladies and gentlemen, I'm Sandra Lee, a clerk at the neighborhood committee for the skyline
residential community. Here is a good news for vou. A community_culture festival iéf% be held. The

gﬁ'\ipurpose of the festival is to expose you to multiple culture and establish good relationships with others.

Besides, any form of activity is welcomed, such as dancing, singing, performing, etcetera. This activity
will be an excellent chance and experience for you, because it o#ers you an_opportunity to socialize. Just
participate in this festival, and I I'm sure you won't regretted. Look forward to your active participations.

iﬁaﬁlﬂt' BLBRE, Enx®, AMRIERRD, F=RIEEiIERE.
= . RAEERA, BEEm, BE0OR.
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You are Sandra Li, a clerk at the Neighborhood Committee for the Skyline Residential
Community. Give a presentation to an assembly of foreigners living in your community.
Your aim is to persuade them to take part in a community cultural festival. You should
cover the following points:

«  the purpose of the festival;
- any form of activity welcomed:
«  an opportunity to socialize.

You will have 90 seconds to prepare and 60 seconds to speak.
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Task 1

You will hear two presenters talking to their colleagues about a new product, a Touchless
Video Doorbell.

Listen and complete the minutes by filling in the blanks. Write only ONE word or humber

you hear in each blank.
Minutes

You will hear the talks TWICE. Date December 12th, 2021

Place Room 318

W HRUEEN TR 15 Subject

Mew Product Briefing: Touchless Video Doorbell

TRESKPERFTGR. FiRlE:, SRR

+  Anne Ferguson, Sales (1)
*  Vincent Goldman, Development Director

Preseniers

B SR8 HAENEE {113*‘|3I—_|H$ BFRtA + Avoiding physically pressing a(n) (2)

7i}""nnEl'Jf|‘—_r,\m ﬁ[-;é’ ﬁl\* v_r Benefits of using it +  Talking to the visitors without opening the door with the help of
the camera and (3)

*  Helping to (4) social distance

B BTN ERAENXRREEEE

*  Ain)(5) to remind visitors not to touch (included)
+* A doormat (sold separately)
[ J -

Accessories




vV V. V V

Rl RSEKEI (WBenefits of using it) ; RIETRIEXETBNFHETEME
IFR3: YERFRISER, KRENBINFTR,; TERTRABR ASMRANE G
5. 5RiE, HELEHR TERETIEASE, AHAEERX

HE: BEMEENG, BB EESER. EXNESERE, aEHE. XI5

Minutes
Date December 12th, 2021
Place Room 318
Subject Mew Product Briefing: Touchless Video Doorbell
Presenters Anne Ferguson, Sales (1)

Vincent Goldman, Development Director

+  Avoiding physically pressing a(n) (2)

Talking to the visitors without opening the door with the help of
the camera and (3)

Benefits of using it

Helping to (4) social distance

Aln) (5) to remind visitors not to touch (included)
A doormat (sold separately)

Accessones
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Task 2

Read the following passage about cyberloafing at work and answer Questions 1-10.

Why Bosses Should Let Emplovees Surf the Web at Work

Paragraph 1 A controversial

(1) If you're like most workers, y
you're supposed to be doing. (
their work day surfing the Interr
cyberloafing costs employers u
behavior may not be a sign a
conducted with several colleag
exceptionally stressful work env

Paragraph 2

(1) Existing research on cyberloafing, a term first coined in 2002 by researchers from the
Mational University of Singapore, typically assumes that this behavior is problematic and
counterproductive. (2) Therefore, the majority of cyberloafing research focuses on ways fo
deter employees from engaging in this behavior through interventions such as Internet
monitoring and computer use policies. (3) However, more recent research has found that
using the Intemet at work for personal purpgses may also have some positive outcomes.
(4) For instance, social media use at work has been linked to higher levels of
employee engagement and job satisfaction.

Paragraph 3

(1) But is cyberloafing actually effective at reducing employes stress levels? (2) That's the
question my research team wanted to answer in our new study. (3) Our hypothesis was
that cyberloafing may serve as a mini break during the workday, giving employees an

B iEREEEY _FHTHAE R

EEHED

& VV R

Questions 1-5

Read the passage and choose the best heading for each paragraph from the list in the
box. There is one heading you do NOT need.

1. Paragraph 2 A. Limitations of our research
2. Paragraph 3 B. Design of our research
3. Paragraph 4 C. Implications of our research
4. Paragraph 5 D. Applications of previous research
5. Paragraph 6 E. Findings of our research
F. Review of previous research

Questions 6-10
Read the passage and answer the questions by choosing the correct option.

6. Which sentence in Paragraph 1 explains cyberloafing?

7. Which sentence in Paragraph 2 provides an example?

8. Which sentence in Paragraph 3 mentions the sample size?
9. Which sentence in Paragraph 4 uses a metaphor?

10. Which sentence in Paragraph 6 is an estimation?

R E IR AMSEER TR TR TR, FI5W

IFMESEAR, P FENR. 1BIEFMCIDIfERIEE] (BHEEN)
SRS AR, SERIRIRAYEE
SRENES SCAIRRTRED) (PSS IVIRfRRESD)
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> EARRE: ARSI, PRS2 ERYZES, 17 (4Nexplains cyberloafing) ;

> EXE: EEXE, DEEARM, DT
Questions 1-5 [BXE .

Read the passage and choose the best heading for each paragraph from the list in the

box. There is one heading you do NOT need. .
Questions 6-10

1 Paragraph 2 A Limitations of our research Read the passage and answer the questions by choosing the correct option.
2. Paragraph 3 B. Design of our research 6. Which sentence in Paragraph 1 explains cyberloafing?

C. Implications of our research ) . )
3. Paragraph 4 picat . 7. Which sentence in Paragraph 2 provides an example?
4 Paragraph 5 D. Applications of previous research ) ) ) -
5 Paragraph 6 E. Findings of our research 8. Which sentence in Paragraph 3 mentions the sample size?

F. Review of previous research 9. Which sentence in Paragraph 4 uses a metaphor?

10. Which sentence in Paragraph 6 is an estimation?
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Task 3

You are Eric Li, Assistant Manager of the Marketing Department at Superdelivery
Logistics. Your company is considering entering the African market.

You have read part of a report titled “Big Business Opportunities in Africa to Watch in 2021
(and Beyond)". You should then summarize it in about 150 words to help your colleagues
get a better understanding of the present situation in Africa.

Your summary should cover the main points of the text. You should use your own words
as much as possible. Bear in mind that your colleagues have not read the text.

mERAGEEN JEM

Wil ERIMR TR KRN BRI ERIE R IE
B FREE YRAETAREIENT, FFREIHIEEMNTISEN, ICREmE

m EE{EH
> E%i&ﬁ%x?’f%i% (ENIEMMEE) | LUSEB) (BIERE) @isensg (F%) BEHEEEER
SEEAR

S BEIETS. SEMSRIEENS. SE (BEEH) |
BT RAERI IR

Y% V
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Reading Passage F%ﬁ:ﬁ

More Africans are moving to cities and urban areas. The continent is currently the Dear colleagues, | have read a passag.e abQUt the, African
world’s fastest urbanizing region and up to 1 billion people could live in Africa’s urban market and | want to share the main points with you.
areas by 2050. By 2030, Africa will be home to 17 cities with more than five million Novv_adays, ﬁhere have been eiE apd [TiE p(_eople
inhabitants, as well as 90 cities with at least one million people. And by %%ﬁﬁ@’ﬁ@mﬂovmg to cities and.u'rban anrcasyil Africa, making it the
estimates, there will be a total of 14 megacities on the continent. world's fastest urbanizing region currently.

While big cities provide significant economic opportunities, they also present very Ag g consequence, Africans meet serious logistical
serious logistical challenges when it comes to locating people, and deliveri challenges in terms of locating people and delivering

SEMVICES. goods and services.
A prime example is the lack of a formal SYStem for addresses in many urban areas on

the continent. Without accurate and verified addresses, doing business.can_be yen M_The lack of a formal system for addresses in many urban
frustrating in some parts of Africa. E-commerce startups, banks, utility companies, and a ~ areas leads to inaccurate and unverified addresses,
range of local businesses face significant challenges in identity verification, delivering Making it frustrating for local businesses to identify
customer orders, and fracking location data. verification, deliver customer orders and track location

Interestingly, one startup in Kenya has risen to the challenge. Founded by an data.
ex-Google employee, QKH“ uses a combination of GRS technology. .p“‘iﬁ%‘g}ﬁﬁ%mﬁven to this condition, Okhi combines GPS technology
phone location data to identify hard-to—r:?ach addres?.ta_s. So far,_ OkHi has verifi ov.er with photographs and phone location data to solve the
300,000 addresses and successfully raised $1.5 million from investors to expand its . . 0 ] 5

o problem and it decides to expand its service into other
service into other markets.

Last-mile delivery of goods is another serious logistical nightmare. As the population markets.
in Africa’s urban areas grows, it's putting a major strain on the limited transport
infrastructure, making it very difficult to move goods around. These days, road traffic in
most African big cities is hell — and it may only get worsel R SRR

However last-mile delivery od goods is another serious
mlogistical problem due to the limited transport
infrastructure, causing difficulty in moving goods around.
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The good news is, across Africa, a growing number of startups are trying to solve the
last-mile delivery problems in urban areas by combining technology with a network of
agents with motorcycles, cars, and frucks. Sendy, an on-demand delivery platform in
Kenya, has raised $20 million from a group of investors that includes Toyota. Also, Lori Luckily, many startups combine technology with a

Systems, another logistics player in East Africa, previously raised $30 million from j’m_network of agents with motocycles, cars, and trucks

Chinese investors. EBVESEHEY : .
, _ o . , and some of them have raised millions from
In Africa's blggest economy, NIQEHE, the CDmpEtlTlOl’l to dominate the on-demand investors

delivery space is getting intense. \While regulatory hurdles have forced motorbike hailing
operators like Gokada, MAX, and ORide to pivot from transporting people to delivering
goods, new players like ShapShap are innovating in interesting ways to differentiate

themselves from the growing competition.

In North Africa, Egypt's Swvl|leads the pack. After raising $42 million from investors in
2019 — the largest funding round for any Egyptian startup — it raised an additional $25
million.in 2020 As the competition to dominate the on-demand

More investor money is betting on African startups that provide solutions to urban delivery space is getting intense, we should entre the

|Ug|st|c§ on t_he C{_Jntl:nent_ And that's be.cause they understand one |mportan5g&t:5 108 immarket as soon as possible to provide fast,
populations in Africa’s urban areas continue to grow, the demand for fast, convenient, an convenient and flexible last -mile delivery services.

flexible last-mile delivery services will surely be on the rise.
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You are Eric Li, Assistant Manager of the Marketing Department at Superdelivery
Logistics. Your company is considering entering the African market.

You have read part of a report titled “Big Business Opportunities in Africa to Watch in 2021
(and Beyond)”. You should then summarize it in about 150 words to help your colleagues
get a better understanding of the present situation in Africa.

Your summary should cover the main points of the text. You should use your own words
as much as possible. Bear in mind that your colleagues have not read the text.
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Task 4
Read part of an email below from Laura Marsh, Conference Manager at Alto Conference You are Roger Zhang, Human Resources Manager at Silver Office Supplies. Write an
Ltd. EMAIL of about 150 words to Ms. Marsh:
I'm writing today to invite you to speak at the annual Metropolitan Business = to thank her for the invitation;
Conference, which will be held at the Sheraton Grand Chicago Hotel, December 15th— « to ask her about the requirements for your speech;
18th, 2021.

+ {0 ask her about travel arrangements.

The theme of our upcoming conference is Finding and Hiring the Right Employees.
With the growth that your company has seen in the past five years, | believe you would
have much to offer our audience.

If you have any questions or wish to know more about this speaking opportunity,
please let me know.
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Read part of an email below from Laura Marsh, Conference Manager at Alto Conference

You are Roger Zhang, Human Resources Manager at Silver Office Supplies. Write an  Ltd.
EMAIL of about 180 words to Ms. Marsh:

I'm writing today to invite you to speak at the annual Metropolitan Business
Conference, which will be held at the Sheraton Grand Chicago Hotel, December 15th—
= to ask her about the requirements for your speech; 18th, 2021. AN\ (=

d yoursp BEASER
+ fo ask her about travel arrangements.

+ fo thank her for the invitation;

The theme of our upcoming conference is Finding and Hiring the Right Employees.

With The groﬁﬁ that your company has seen in the past five years, | believe you would
oI 2:': have much to offer our audience.

If you have any questions or wish to know more about this speaking opportunity,

5 5 5 please let me know.

Dear Ms. Marsh,

I'm honored to receive your invitation and thank you for inviating me. I'm now writing to ask you about some

requirements for my speech. EEy P
, you mentione%ﬁ%: dates of the conference, but the specific arrangement of my
speech. For example, will | give the speech and how long should it last? ly, since the theme is about
finding and hiring the right employees in my company, who is the audience’™ | can make my
speech more wonderful. , something about the travel arrangements, such as
73 the accommodation, and the flight ticket. It will be helpful for me to arrange my schedule. 3

Thank you for your inviating again and look forward to your reply.

Yours, pil?é\' ﬁg)—\l—\__‘u ,ﬁj;EE N
Roger Zhang S ERHSEUEGE, SN, #rEs,
. IB5 . RIAMEK, EERE, RiCAaOEE—ENENX. .
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Read part of an email below from Laura Marsh, Conference Manager at Alto Conference
Ltd.

V & & VY

I'm writing today to invite you to speak at the annual Metropolitan Business
Conference, which will be held at the Sheraton Grand Chicago Hotel, December 15th—
18th, 2021.

The theme of our upcoming conference is Finding and Hiring the Right Employees.
With the growth that your company has seen in the past five years, | believe you would
have much to offer our audience.

If you have any questions or wish to know more about this speaking opportunity,

please let me know.

You are Roger Zhang, Human Resources Manager at Silver Office Supplies. Write an
EMAIL of about 150 words to Ms. Marsh:

+ to thank her for the invitation;
« fo ask her about the requirements for your speech;
« fo ask her about travel arrangements.
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