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Secretory wording #HFE
@ Thofsauhﬂfl should do.
XRR B Bi’&ﬂgo :
Q The meeting will be held in your office.
%ﬂ#ﬁﬁﬂb“i!ﬁﬁa ]
.‘W Qn@;minmesﬁommenotes'?e .
REREE N SR K el
@) should | write down every word that everyone says?
REAEEEG - MANGAERICTR?
ew MMMMlnute Book and some spare copies of the

agenda on the fable.
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(@) Make sure everything is ready.
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@ You'll take the minutes of
the meeting.

@ Inside you’ll take what tran-
spired at the meeting.

® Inside you’ll take a summary
of the meeting.

@ Inside you'll take what hap- |-

pened in the meeting.

| -3¢ %0 17,
@ The meeting will be held

in your office.

® The meeting will be held in
the conference room.

® The meeting will be held in
the hall.

> RAEH BT T

@ You just make a note of
the meeting.

@ You just make a summary of
the meeting.

~ Conversation 1

A:Mr. Li,| come to remind you of the meeting scheduled at 11

o’clock this morning.

B:Oh, that's right. And the general manager asked me to report
the company’s sales for last year at the meeting.
A:By the way, the meeting will be held in your office.

B.OK,thank you very much.

A:Not at all. That's what | should ‘do.
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conversatlon 2

A:ls the room ready for the meeting, Miss Chen?

B:Yes,Mr. Li.

A:How about the microphone and speakers?

B:I also have done it.

A:Good. Have you prepared some paper and pencils: for the
participants? | :

B:Yes. They have been laid by their name cards on the meeting
table for each attendant.

‘entences
&IEC
agendal a'dzends ] WE
audio-visual equipment MITRE ;
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full attendance
inauguration ceremony
minutes/take minutes
outcome[ 'autkam]
participant{ pa:'tisipont ]
prior to

proceedings( pra'si:dipz]
punctuality[ ;papktju'eliti]
veteran secretary
verbatim[ va:'beitim ]
remind[ ri'maind ]

report{ ri'pozt]

hold[ hauld]

conference[ 'kanfarans ]
arrange( o'reindz
aftendance( o'tendans ]
microphone[ ‘maikrafoun
schedule| 'fedju:l]

fopic[ ‘topik ]

absent| 'ebsant ]
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Buyer wording I KA iF

°~ How do you ensure its quality?
KRIERARRENTR?

’. What happens if | am not satisfied with my purchases?

BMETZERREE LI




@)+ Are your prices negotiable? f#i# LRI
@)+ we'll compare them before we make a decision.

ROEB—FEREm, 0 Can
@)+ 1 have to discuss it over with my boss. o
aﬁﬁﬁawﬁﬁﬁl—Tc‘  s

Seller wotd\“g EFEIE g

@ But new product sometimes has a few mubbs ,
BEHF=RENEH—LEE, B

)+ How soon do you want it?

ity emett ot elbanrt s2pait

HEZRED

@)+ You'll be convinced that our product is superior.
&—Eéﬁﬁﬁﬂﬂmﬂiﬁﬁo

@ Your satisfaction is guaramaed or we refund your
money. 3T RE & mamm &

PEREEE....
® The catalogue number
. TS

@ The product coding is. . . .

® The product number is. . .

> BB TR

® We will pay by cash on
delivery.

@ We will pay by credit card.

® We will pay by money order.

> R EERI R 1B 85X B0 7

@ Could you deliver it by to-
morrow? :

@ Could you bring it over by to-
morrow? ‘

@ Could you send it by tomor-

row?
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Conversation 1

A:Can | help you,Miss?

B.l would like to order 2 office-style cabinets and desk calen-
dars. We want office-style cabinets in white. The catalogue
number is 90-f-2356. : '

A.How soon do you want it?
B:Could you deliver it tomorrow?
A:No problem.

B:Please handle the items carefully
A:Certainly.

B:We will pay by collect on delivery.

o ﬂ&ﬁm ? o Baehos suborg s

Conversation 2

A:May | help you, Miss?

B:Yes. I'm excited to hear about your new product.

A:OK. I'm sure you will love what this new automatic answer-
ing system can do for your business.




'B“:Yes. I've heard a lot about it.

A.Watch our computer demonstration, please. You'll be con-
vinced that our product is superior.

( After the demonstration )

B.Yes. | would have to agree with you. It seems to offer more
options than the others. But new product sometimes has a
few troubles. How about yours?

A.Our systems are 100% trouble-free.

B:How do you ensure quality?

A.Any of our new products shall go through a 1 ~3 month fes-
ting period.

B:Are your prices negofiable?

A:Yes, our prices are negotiable, but our quality is not.

B:What happens if | am not satisfied with my purchases?

A Your safisfaction is guaranteed, or we refund your money.

B.l see. But | have to discuss it over with my boss before |
make a decision.

A:OK. | hope you will be in touch with me shortly.
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cellophane tape BOARE
calculator[ 'keelkjuleita ] itHaE
computer[ kom'pjuzta ] 8 %
carbon paper SE%
correction fluid IRBUR
eraser[ i'reizo | BRE
graph[ gref, gra:f] BR
ink[ipk] ]|K
notebook[ 'nautbuk ] EIFS
pencil sharpener HItBEN
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