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Unit 1
Letter, Fax and Telegram
{S¢%. ERDBR
i rd |

Top Sentences £i%! {5 4]

1. Please send a contract to XYZ Company about 154 XYI ARHE—H*EF A TEHNE
project A and urge them to sign the offer as soon as [, FHER IR IRIER .

possible.
2. Would you please send this fax together with the BIREREEERAASR— LA
Ganbrace s terms to Mr. Smith? SEERRT S 47D ?

3. Process the letters yourself and keep them on files. RECAIBX LM, RIEER.

4. This is an urgent letter which should be sent by IR—HAR, BEAMNSHS RS
registered express airmail. Ho

5. The others are ordinary letters. You may send them Rt RE B, APESHMT
by surface mail. o

6. Should I enclose this commercial paper with this BB AR E XGRS ER?
letter?

7. I'want to send a cable first, then send an invoice. BBE— I HIRHmRE ke,

Words and Phrases 4 175 1748

acknowledge &4nukE|; 2 clear E#HY, SEMTMN
fax £ & out of order #ifE
page number TG receipt Bzl

Fashion Conversations 2#3<

Dialogue 1

A: Anne, would you mind coming in for a while? Al RIE, EERk— T iFm?
B: Sure, Sir. B: 9719, %4,




Part 1

A: Please send a contract to XYZ Company about A: i

B:
A:
B:
A:
B:

Secretary Routine

project A and urge them to sign the offer as soon
as possible.

All right. To whom shall I send this letter?

Mr. Robert, their Managing Director.

All right. I'll have it printed immediately.

Thank you. Please also enclose their proposal.
Sure, I will.

ialogue 2

A: Hi, Mary, I’'m reading a book on letter writing. Look, A:

this is the layout of a business letter. But I don’t
know what all these pans mean. For example, here,
the heading. What does it mean?

: Well, the heading is the sender’s (or writer’s)

address. If you use letter head stationery, it is
already printed with the name of the company, the
telephone and fax number, email and so on. But if
it is typed, it must be typed at the upper right-hand
corner of the first page.

: Then would you mind telling me how to write the

date?

: Of course. It consists of the day, the month, and

the year. The month should be written in words or
in its abbreviation. And don’t forget to put a comma
after the month. For example, “8 September (or
Sept.), 2009.”

: But I found the date in some letters was written in

this way, “Jan. 15, 2009.”

: I think it’s the American way of writing the date.

You could do that. But you’d better avoid writing
the date like this: 3-10-2008. Because it is hard to
tell whether it is March 10, 2008, or 3 October,
2008.

: It’s really ambiguous, isn’t it? But how to write

the address?

Uner 1

W o> m >

8 XYLAREFE KT A TN
B, FHERMITRIRES.

P9, IXEHEEPAIRTR?

D BERRE, TN ESK.

I, RIERITEFTENER.

DR, IEKT LRI

hg, I, REFR—EXTESR
SENP. B, XE—HESERMN
%X, ERTHAXLEATNER,
Bign, XBEHELETARE?

®, EARLREARSEAN
ke MRIREANRAXEE, tH
BENELNBTR. BIEMEES
5. email &%, {BE2FTED, FPRE
SREATEE—TNA L.

BARRESIRIEHS BHAG?

HRT. BHEER. BME,
REERBAFZHEENER. 3=
TEREWLEES. i, 8
September (8§ Sept.), 2009,

P ERERLEERREAIAHRIXE

S, B0, Jan. 15,2009,
RIAAXREEANBHSE. K
ALAXHE, BEAREFAEINA
BAS ARIXAE: 3-10-2009. HAIXTR
X FIE 2009 £ 3 § 10 Hif &2
2009 %£ 10 5 3 He

 ARRRAT, FRE? BAERH

Sithit?

Letten, Far and Telegram
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B:

A:

The inside address is the same as the receiver’s
address on the envelope.

Then I know how to write the receiver’s address.
How about the salutation?

¢+ Here. (Pointing) The salutation is an essential part

of an English letter. It’s followed by a comma in
British English, or colon in American English.

: May I write “Dear Sir”, “Dear Gentlemen” in the

salutation?

: You could write “Dear Sir”, “Dear Sirs” or “Dear

Mr. Smith”, but only “Gentlemen” without “Dear””.

: Can I write “Dear Miss Mary”’?

No. You could write “Dear Mary” in a personal

 letter. For a business letter just write the family

2

A:

name or surname with the title Mr., Mrs., Miss or
Ms. in the front.

: I see. Does the body mean the most important part

of the letter?

: Of course. That’s the reason why you write the

letter.

: And what can I write for the complimentary close

here?

: In modern business letters the most common forms

of complimentary close are “Yours faithfully”,
“Yours truly”, or “Faithfully yours”, etc. But
nowadays if you use the addressee’s name in the
salutation you can use “Yours sincerely”. Only the
first word of the complimentary close is written
with a capital letter, and the close is usually followed
by a comma.

: May I use “Sincerely yours”?

: Sure. In private letters you can directly use

“Yours”.
And the signature?

D Rt 5EE ERUE ARBLES

5R—1HM.

D BRAMEEHSREARMIET .

RIEEABIE?

D XE. (EEIREREEPHES

. BERATEREAES,
ZXEREAES.

DRUH EENELE R FEEN

A (ERRIEID?

D RAE “EEBNSLE ®OFEENE

ET W REBNEBRSRLE, B
ERE BT AIRAER SRERN .

A HAIUE SRENIDT/NME" 5?
P ARERL RATMEFAARLEE “F

EMNDW . ELFELAEYE, A
EELERE. KA MNEHE L L.

P RAET . EXREHREEND

T3G?

D HR. XRIREENEN.

| EREOES A AMR?

P EHREEERT, REBHER

WIER “RIBZH” ( “Yours
faithfully” ,  “Yours fruly” =% “Faith-
fully yours” |%%. B2, 450
RIRERIEE S5 AR E FHRIR
TIPAFE “Yours sincerely” . R
BEHHNE-—MIEFRELRS, &
F_MAEEERES.

: BATRAA “REVEIR” ( “Sincerely

yours” )ig?

D MAT M. ERAAE TR EEA
“151—.\94]1:0

L BAZZIR?



Part 1

Secretary Routine

B:

The signature is important in both business and
private letters. In business letters, to avoid mistakes
resulting from illegiblé signatures, the name is

- always typed below the handwritten one, usually

A:

B:

with the position underneath.
I’ve learned the layout of the letter. Thank you
very much, Mary.

It’s my pleasure.

Dialogue 3

A:

B:

>

Annie, would you please send this fax together
with the contract terms to Mr. Smith?

Sir, I'm sorry to tell you that their fax machine is
out of order and they expect it will resume normal

service tomorrow morning.

: How do you know about it?

ago and he told me about it.

: That’s too bad. The fax is very important indeed.

I’ll try again in the afternoon. Don’t worry. Their

fax machine is under repair now.

Dialogue 4

A:

>

A:

Miss Chen, I’ll go to America to spend my holidays.
Would you please book a seat on a flight from
Beijing to Washington this afternoon?

: All right, Mr. Carter. A telex message from London

has just come in. Shall I get it for you?

: Yes, please give it to me now. By the way, any

orders today?

: Yes. I’ve forwarded them to the Sales Department.

Here’s the telex message from London.

: Thank you.

Shall I hold your business mail while you are gone
or process the letters myself?
Process the letters yourself and keep them on files.

Unit 1

D BEERAENESETTRES

M. EBFEF, ATBERTF
BRENEZSRNER, EFS
FERTHELEREFITHR. BE
B EHEIRE.

 HERSFSTENER, FERK

i‘g:.H;J—{ ) Egm"

D RES.

DRI, BRI EREERESARRK

—RRA B EFIT?

DA, REKEIRMRMMNNEEN

HEET, MitARE LARERE
EH.

A: FREASNER?
Jack had to send a fax to Mr. Smith five minutes B:

S SRR BELEEL LB
ik, RfbEREN.

A: FREFERS. BEEBIREEMN.
D BRTFERIK. EAEEL, ]

EfEEEEN.

P BNE, REFXEERT . ER

SR THFIT 5K ML =B e R I
HIH R EFE?

DR, REESE. RIMARESR T H

e, BERELED?

DR, BEAR. IEGE, $X

BIT8NG?

DB, RESINEEANEST.

XRMEERAIREH.

A 5.
D BRENEREEN LS EHRE

ERETRRE S E?

D IRECAEXEES, REFE.

Letter. Far_and Telegram |
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- But forward private mails to me two weeks before

B:
A:

the end of my holidays.

I see.

‘That will be all for now. I’ll call on you if I need
anything else.

Dialogue 5

A:

B:
A:

B:

A:

Miss Chen, would you please prepare all these
letters for posting?

Yes, Mr. Dickens.

This is an urgent letter which should be sent by
registered express airmail. The others are ordinary

 letters. You may send them by surface mail.
: All right. Who would you like me to address this

urgent letter to?

: It’s sent to Mr. Li Daming. I believe he’s in Beijing

now.

: Should I write Mr. Li’s home or office address?

: Please write his office address. He might be at work

when it arrives.

Should T enclose this commercial paper with this
letter?

Yes, that’s right.

Dialogue 6

A:

B:

Az

Good morning, Madam. What can I do for you?

I want to send a cable first, then send an invoice.
Will you plggzse give me a blank? What’s the rate?
If you send your cable full rate, it’s 20 cents per
word, minimum charge one dollar; if it’s urgent,
the rate will be doubled.

I’ll send it as “urgent”.

: By the way, please write them in capital letters.

All right. Is it OK? How much is it?

- BRERERBRLERAEERICHRG

FAANEHHAR.
HPABET.

A DERIXLEET .. MRBEHH4

HHREMR.

DBRNE, BRI IX L -

BEFIG?
S, IKERE L.

A ZR-HRE, BRAMTESRE

A:

A:

A:

w

HFii. At LEESE, AT
EHERITT .

FH. XHRAELESENM
g?

P BHEERFATABLEEN. R

rRfE IR,

P REZEFAERBENMUTES M

INMAZERIHAE?

B Efh A E M. EHEIX
AY, fhRTREIEFE EHE.

BT E RS X 9 8 L S
nz?

PR, MIERE.

BLIEF, XK, BHLEERES
BANG?

BIERZ T HERHIFME—KLE.
LR IKRIFG? NERZD?
WMREMAIE, §MRF20 5, &
E—2T, WMRMBMIE, M

%o

T REMBER.
D IER T, BRAEFES.

ZH, ALTE? SO0



Part 1 Secretary Routine Uniz 1 Letter, Far and Telegram

A: That will be $3.2. Anything else I can do for you? A: 3. 2‘%7730 BB ABERHBRING?

B: Yes. This invoice is very important and I want to B: B, INAEREE, REHLE
send it to a company in London. ?Eﬁééﬁﬂ’\]—/l\/&ﬂ o

A: I suppose you would like to have it reglstered A: BIEMRRESFESE.

B: Yes. How long will it take? B: ¥y, EZKAEE?

A: About a week. A: RA—EH.

B: Oh no, it’s too late. Any other faster means? I want B: R, AT, HEMRAILHER

it to reach our client as early as possible. Money is ~ 13? {8 T RRIERNNEHE
no object. AFE, BARZE—M.

A: In that case, I'd suggest you send it special delivery A: BRFEERNIE, FEBIWEARREE,
or express. By special delivery, it takes about only BRF—Ro
one day.

B: That’s good. I'll send it special dehvery What’s B: A%F7T, HARREE, HMERES
the postage? &b

A: $30 for the stamp, $3.2 for the cable. All together A: 30 ETRIBRE, 3.2 ETHIEIR,
is $33.2. —#t 2 33.2 .

B: OK, by the way, I have a money order to cash. B: #FfN, IER—T, REBULK.

A: Sign your name here, Madam. Have you brought A: {E%EiXJLE EBME, &t. &
your ID card with you? SHMIE T IE?

B: Yes, here you are. B: 28, AR,

Brilliant Paragraph 5% 5 E&

The Digital Entertainment Academia League (DEAL) is presenting the inaugural
“Beijing’s Your 'Playground—2007 Beijing Summer Digital Entertainment Jam,” which
will gather digital entertainment enthusiasts from Asia, Europe and the United States,
in the form of nine workshops, symposiums and exhibitions held from July 5 to August
10. The Jam will focus on future entertainment, interactive advertisement, and
communication-based technologies.

(Adapted from english1.cri.cn, June 27, 2007)

“WFRARFH(DEAL)” FALRET “IERENRNERIFG—2007 ItREEHFERTE

B o WRIEENEIRS IR BIDN . BUNAMZENBBIREAEFE. FHLPIA NG, M7 B 5

HE8 R 10 H, ¥UILEZR. WEeMBESER#HT. IWEENER D FRKIRSE. Ea
H AR LA IE BRI R AR
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Unit 2

File Keeping {1344

Top Sentences B2 54

I

What should I know about the management of the 42 RAEEH4?
files?

. Mary, could you file these reports for me? IDEE, FIRICXE SR LFE?
. Sorry, I'm a little tied up right now. Could I do it RIFZEE, FHixL LB, REEFS)L

later? Hgng?

. Would you like me to file these documents according 3% 2% & H HA I iF £ 1% 52 5 I 5 0

to dates or in alphabetical order? IXEEST (R F4Y?

. Could you give me some advice on the way of filing #REERE 2 T HIRY SR B HRLA Ty Legziy D2

documents in our company?

. Keep the documents in each file in chronological S&#4RERBER BHIRFEY.

order.

- Remove clips and pins. Papers which have to be ZiEEFSTRIA LS. IR XA

attached together should be stapled. TTBETETE—#2.

- “One custom, one file” is the rule. And being “—p—3%" BEZRMEE, HE, B

consistent is essential. BEERNEBRRN—.

- Punch the papers evenly so that they lie squarely in SCHFTILE—5, DS 5

the folder for filing. BET.

10. File management is very complex and important. #YREREIERELR. ELESHNTH.

Words and Phrases 4 17 51748

alphabetically % &I calculator 7341, v+
check #2s, #3¢ chronological #2244 IR HEF
classify m------J33% classify 432, H%
correspondence #E{E cross-reference XtHEZR

file cabinet £4324E filing instruction J3443% AF

filing system 344 & %4; geographical #hIBaY, Huikm




Part 1

Secretary Routine

Unit 2 File Recping |

heading #x28 issue &17, ENT; HAT

look through E5#% particular 4572/, Jh4EHY
pin X3L§t punch 7g----- EFTFL

routine BfTASE; H¥, AHES,; BF sort 4328; I

subject F & the essence of filing 344 E &

Fashion Conversations Z#A<

Dialogue 1

A:

B:

>

A:

Miss Bai, do you know the filing system in our
company?

Yes, I attended a training class before I started
work in this office.

: What is the essence of filing, do you know?

Yes, I do. The essence of filing is to bring together
in a single folder or file all papers relating to a
particular subject.

: That means “One customer, one file”,

And each file should be named cléarly, either in
block capitals or in jet-black typed capitals.

: That’s right. And how should the filing materials

be sorted into order?

: There are four basic methods of classifying materials

for filing: alphabetical, numerical, geographical,
and by the subject.
Great! You have a good memory.

Dialogue 2

A:
B:

A:

Miss Lin, have you found those files I requested?
I feel terribly sorry, Sir. I looked through almost
all the documents you gave me, but I couldn’t find
them. I think maybe they are in other places.
Really? By the way, did I give Mr. Brown’s files
to you?

B: I don’t think so.
A: Here you are. And do you remember how our filing

A: MBS R
DAREER, k& RILFPBETHE

D B/NE, RENERATRIR RS

ng?

D BM. RRDAEFBIERTSM

T— &R

A: RENE IR ERD?
RN, BREE. FNERRIY

RIF AR RN RICHTH K43
A—TFENRE .

A R “—PR—#Y,
: T B MYRBIRER, & RENR

BAEFHREARGBFASFE,

D Xte BARMAIRIANE S 260

DA EE 4 FEASE: &

TR BEF. RHERENRE
ﬁo

D BHE! fRIZHEER.

FREANARLL SO T g2

RGBS, BRRBERINRE
RISt BOANSFEN HER it

D EL? N7, RARHEEEER

Xk TE?

1 BH.
A: &R, B, FRIFIZERIIMITRY
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system works?

B: Sure I do. All the documents are arranged
alphabetically.

A: Good. And I'd like you to restore all the old files
and take care when you throw some of them away.

B: Of course. But I think I should find out the
documents you need first.

A: That’s right.

Dialogue 3

A: Excuse me, Miss Liu, I’'m Dora, the new secretary.

B: Is there anything I can do for you?

A: Yes. Before I came here to start the work in this
office, I attended a training class of filing system.

B: That’s good.

A: And I want to know that whether what I have
learned is proper for our company.

B: I see. You want me to check what you have learned.

A: Yes, please.
B: With pleasure.

Dialogue 4

A: Miss Wang, did you look up those files I requested?

B: I’'m sorry, Mr. Steven. I couldn’t find any information
on that company, even though I checked all the
cross-references. 1 don’t think it’s there.

A: I’'m almost sure that information was filed.

B: Would you like me to check again under a different
heading?

A: Yes, in fact I believe I asked you to put it in Mr.

; Brown’s file.

B: Maybe that’s why 1 couldn’t find it. All the

information on the Brown’s correspondence is filed
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