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Mr. Baker: Sandra,can %s age by
speed ?
Sandra: OK. Do you 1t registered?

Mr. Baker: Should it be registered?
Sandra: Well, just to be on the safe side,
I don’t think it’s a bad idea.
Mr. Baker: How much is it going to cost?
Sandra: I'll call the post office now and find
out.

Itinerary
June 1

arrive at Heathrow Airport

check in at the 4

nbassador Hotel
ne 2-3
: convention
ne 4
opping & sightseeing
ne 5
back home
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UNIT

A Morning Report

SAMPLE DIALOGUE / sLR%hE

Mr. Baker:

Sandra:

Mr. Baker:

Sandra;

LERE

What’s my schedule for today, Sandra?
REHL,.ERRSRNWEER.

Yes, you are supposed to meet the president at
ten fifteen this morning. Then, you have a lunch
appointment with Mr. Clark. And this after-
noon at three you are scheduled to speak before a
group of seminar participants.
HHHEESRELEI0OR IS HERELE, R)E,
FEMMENREERA. TF 3 RHEETR
£ FE .

Do you have the Financial Report ready?

RO W S5 4R S AR MER I T S ?

Certainly. %44R.,

% % schedule Uskedzjul) n. Bf[E]F v HEE
seminar participant & 5iti#t&#



THERE 3

SUBSTITUTION DRILLS / {L#f8i56)

1.
are supposed to meet th
m e
You are scheduled \
president at ten.
are
= 10 S HRLBEREEHE,
2.
lunch appointment
You have a working lunch with Mr, Li.
dinner meeting
» T R/BENKRESRERE.
3.
your schedule
Would you like me to brief you for today?
on what’s scheduled
for today?
» RERBERIRAS K B E R HE, A TR E
4,

is ready.
The Financial Report | won’t be ready till next week.

is being edited right now.

» RO FREBFE T/ TALFA ST/ AEELR
.

% % brief Cbrif) o Y- EHH  edit Cedit) v. BH
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special

Do you have any | particular | instruction for this?

specific

Xt FiX A, KB BEH TR A IE R 7

% % specific Uspisifik a. 5 H

EXERCISE / 53] s v
OB AT E S B, 58 B T 5 X

Boss: What’s for today, ?
Secretary: Yes, you to meet Mr, Blake at ten
fifteen this morning. Then, you have a

with Ms, Crane. At one o’clock,
you are scheduled to speak before
Boss: Is the Financial Report ready?

Secretary .
KEY TO EXERCISE/ %

1. my schedule, Jill, are scheduled, lunch appointment, the
board, Certainly
2. on the appointment book, Rachel, are, meeting, a conven-

tion, Yes



Typing / Word Processing

T/ XFRHE

SAMPLE DIALOGUE | SL2NhE

Mr. Baker:

Sandra:

Mr. Baker:

Sandra:

Mr. Baker:

Sandra, could you please type this report for
me? REH, HHRITX O MG, HFG?
Certainly, Mr. Baker. Is this a rough draft?
YR M ket. XERYMRG?

Yes it is. Could you please double space it so I
can make corrections?

B, WREERBBRRATIT? XA M.

Yes, 1 will. Dou you need it finished right
away? $FH . RELEMED?

No. Sometime this afternoon will be fine.

R ARTFZBMATLLT .

x % rough (raf) a. ®BMH draft (draft) »n. B
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SUBSTITUTION DRILLS / fﬁf;@ &5t -

1.
Certainly, -
] rough
Of course, Mr. Baker. Is this a . draft?
. final
Right away,
» MR/5 EEF, MEEE. XY/ ARG?
2.
finished
Do you need it completed right away?
| typed
» RERY ERB/ATHY?
3.
key
Which mailing list should 1 type this in?
put
= RN ZEXOFEAR— R R P
4,

double space?

Should 1 single space?

triple space?

= RN ZRTIT/ ARITIT/ T2 FiTg?

% % triple Ctripl] ». R =1%



am TF/XFaE 7

font
Which letter type should T use?
letterhead

o RN ZAfAFE/ ([EHER?

* % font (font) n. FiK
letterhead Cletshed J n. ERE fEk X FHE R

EXERCISE | %3

DHfRIE A, 58 BT SIS .
Boss: ) , could you please type this for
me?
Secretary: , Mr. Thompson. Is it a rough draft?
Boss . Could you please double space it so 1
can make ?
Secretary: Yes, 1 will. Do you it finished right a-
way?

Boss: No. will be fine.
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Y TO EXERCISE/ &

Miss Lee, report, Certainly, Yes it is, corrections, need,
Sometime this afternoon
Stella, letter, Immediately, No it isn’t, some changes, have

to have, Anytime today

B % 302 AL BB HL (word processor ) i) Z N T F AR i
BRAEEHE, REHLA S . RATLUAERBU . 8. ¥
BOWFF & SO, T A B B T LR AT AL
(printer), 8] LA & #5047 JE B (original) , X X F HI/E(F
M A RIS AR F R AE B (form letter ) LHT5
. Moh, A FELBEILREFERSE, AT AR
+AES. XFABEYTRER BN ITERE AR E
THERE, RERBBRGET.




SAMPLE DIALOGUE | SESERHE oy

Mr. Baker:

Sandra:

Mr. Baker:

Sandra:

Mr. Baker:

Sandra:

Please file all these reports for me.

AR R X MG TR,

Do you want me to file them in alphabetical or-
der? HRZEFAK T B F 5 #4157

No, please file them ‘according to dates.

A KB H R .

1’1l make copies and file them both ways.
REFHN—6  REFATAEHEE 5.
Great idea! You are an excellent secretary.
HER! RERNMFRE.

Of course I am, sir. X8R, 4,

% % file (fail) v. JH#Y4 alphabetical Caelfsbetikal) a. #&=F &N FF R



