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# The boss asks me to file the reports in alphabetical order.
EMETRAG TR H R

& Would you please file these documents for me? FEHE FEHL X L& 3 {4 )5 R4 2

¥ TI'll keep th_e documents in each file in chronological order.
EHAE F PR S HER 4
¢ Please file the letters according to dates. #¥5{5 {444 H W F 1984 .

¥r File the reports in alphabetical order. ¥4 45+ 7RI £,
¥ Punch the documents evenly and place them squarely in the folder.

W SCAFE 53T HL , I8 SO F- B s A S
v¢ All letters from Mr. Henry are filed under the document of letter “H”.

RN e K BT A (R R ERCE LA HY RSk i SC e
¥ Please put this memo in the pending file until we receive more information on the subject.
X IR A SR A RSO, ERIRAE B XX FHESEE.

¥r The secretary numbers the pages in the report. BB 54 7 1065,
¥r Each customer’s order has a number on it. It's kept in a numeric file.

TN BN G, XA A e S

¥ Outgoing and incoming correspondence is kept in this file; invoices and receipts in this one;
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and product information, reports and business documents in that one.
(e 373 Eﬁﬁﬁiﬁ/l\)tﬁ(g Mt R BEAEAE X A SCRY B 7 s B R AR 25 SCIR AR ETR
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¢ Please keep records of all the company’s transactions. iFiC®7 Al iA 25 .

¢ You are responsible for keeping all the files in order. 4 TTHEAA S HE T AR

¢r The contract is on hold now. & FMEFRY .
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A :Please file all these reports for me.
B:Do you want me to file them in alphabetical order?

A :No, please file them according to dates. -
B:I'll make copies and file them both ways. Dialogue One
TIE

A :Great idea! You are an excellent secretary.

B.Of course I am, sir.

N <

A :Would you please file these reports for me?

B: Yes, sir. Should I file them in ascending alphabetical
order? -

A :Yes. Will you also make copies and file them?

B Yes,I will.

A :Good. Can you please also list all the documents in those old files?

B:When do you expect it to be finished?

A ; Before next Friday will be fine.

B : Alright, sir.

- Dialogue Two
TIE =
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A :Mr. Huang,should 1 file all these letters and reports now?
B: Yes, Mary. Please file these according to their dates and

)

-
Three

company names respectively, and the others in ascending
alphabetical order.
A Of course,sir.

Dialogue

B :Mary, would you please organize and list all the documents in this old file?
A :No problem. When do you expect it to be finished , sir?

B : Before Friday will be fine.

A; All right,sir.

/7
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A :Mr. Li,should I file all these documents now?

B: Yes, Linda. Please file these according to their dates and
subjects respectively ,and the others in ascending alphabetical
order.

A :Yes,sir.

B:Linda,would you please re-organize all the documents in this
old file according to their subjects?

A :Sure. When do you expect it to be finished ,sir?

B : Before next Friday.

Dialogue
X 7E I




A All right,sir.
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A: Amelia,did you look up the file I requested? [ -

B:I'm s«})n'y, Mr. Austin. I couldn’t find any information on —
that company, even though I checked all the cross-
references. I 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,] believe I asked you to put it in Mr. Benton’s file.

B :Maybe that’s why I couldn’t find it. All the information on the Benton correspondence is filed
under “B”.

A :Then be quick, please.

y

Dialogue Five

TI&

BBy the way. 'm going to clean out all the old files by tomorrow. Would you like to look
through any of them before I throw them away?

A . Of course. But first of all ,fetch me those Benton files right now.

B:Yes,sir.
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v I want to send a fax to Sydney. FABLEKE L MEH,

% Receive the fax from M Company. Y| M /A ] & H ML E

7 This fax just arrived five minutes ago. X MEELAE 5 4 HBhRTRIZA

¥¢ Please send a fax to Mr. Zhang. 154595t RIEH

vc Would you please send this fax together with this contract to Mr. Green?
TEHRRX % B R A Rl — R R AR MRS A, T2

7¢I will fax again in ten minutes. 10 43P 5 IR S FAE—WK,

7 He has missed out the fifth page. il 7455 7,

¥ The fax machine was out of order. {&E 4% 4= ik,

v Here is a fax for you. XA @HMEE,

¥ Is this the right place for fax service? i#n)ix H % {& ELng9

¥c Would you please send this fax for me? {REERS T8 & (45 ELG 2

% I'll send a fax. WE K —HPEH,

¥ What's the rate for a fax to America? 73 [F & & EH/E 41137

Yt Please fax this document to the head office. I SCAAE B F] 2436,

% This is the code number of the receiver. X2 Xt {5 EH S,
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A ; Lillian ,would you please send me the fax again?
B What's wrong with it?
A . The fax you sent me just now was very unclear and page three is

Dialogue Qne
TIE =

missing.

B:I'm sorry. I'll send you the fax again right now.

A

N
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A : Have you sent the fax to the project manager of 3D Company yet?

B:I have tried three times already,sir,but the fax line has been
busy.

A .Is there something wrong with their fax machine?

B: Well, perhaps.

Dialogue Two | i
TIE =

< >,
A Lily, have we received the fax from Sun Electric Company yet?

B:Let me check. .. oh,here it is. It just arrived a few minutes ago.

A :Excellent! I've been expecting it.

B:lIs it important?

A:You bet it is. It’s about the new contract.

B :Here you are,sir.
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A :Sandra, haven’t you sent the fax to Mr. Jones yet?

B:I tried, sir, but the fax line has been busy for the last ten minutes.
A :Why would it be busy for so long?

B:Well, maybe it’s because fax machines are so popular nowadays.
A ;That’s too bad. I really need to send that fax.

B:T'll try again in five minutes.

e 3
Dialogue Four
TIE I

1/
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A :Hi, Jane ,would you please help me send this fax?
B :Sure. Where to?

A ; England.

B:What is the number?

A : Here you are.

B:It seems the area code is missing.
A :Yes,because I don’t know the code of England. Could you check it for me?
B:No problem. Should I send it now?

A :Yes. Thank you.
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¥ Let the minutes show we have agreed upon the main points.
IRAESBGE F Eig R RITE BLLA E 2 ) EHE LA,
¥ Let’s review the minutes from the last meeting. iFF{1EIE— F RS F,
¥r I'm wondering if you can tell me what a secretary should do for a meeting.
A REREE SRS PR Bz 4.
¥r What should a secretary do during the meeting? - 7ES1 P R iZ e 42
¥ Could you show me how should a secretary do during the conference?
HRER BE— FERVUh R X EREE?
Y What is a secretary’s duty for a conference? fE£xI AR T & T4 WE?
¥r How should a secretary do during the meeting? H-4 7E2 103 8] 5l 1 B /8 4 VR 7
¥r What about the documents and the information? SC{4F1%ERNE 4 IR ?
¥r How should the documents and the information be handled? SC{4FF1%FkHZ /& 4 AL BV 7
¥r What do I do with the documents and the information? £ /E 2 &b ¥ i3 £ 30 {4- Fn 95 k2
¥¢ What am I supposed to do with the documents? %1% /& 4 &b ¥ 3 #6349
% I don’t know what to do about the documents. Xt F X &34, A HIHEIZE 45
¥r How am I supposed to take care of the documents? & Ji 1 /B £ &b 2 13 6 SC {418 2
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¥ How do I handle the documents? 3% /& 4 4b 3¢ £6 3 {42
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A:Tve come to tell you that you'll have to take the minutes this

afternoon.
B:OK,but I've never done this kind of work before.
A :You just make a note of the topics that are discussed and the

Dialogue One
result of the discussion. H TE‘-'
B:Let me try.

/7%
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A:Yes, Mr. Dickens, is there something you would like to
tell me?

Dialogue Two
ITIE =

B:T've come to tell you that you’ll have to take the minutes
this afternoon.

A :Do you mean I'll have to go to the meeting, make notes
and write a record of what has happened?

B:That's right.

A :And should I type out the minutes from the notes?

B:Yes,of course.




