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I.

OFFICE WORK

1. Taking Notes, Dictations, Translations

mModel Dialog

A .

B .

S It isn't a personal letter, so please type it on

Miss Nakajima, | have a letter | would like you to
prepare. Could you take care of it now ?

Yes sir, would you like it typed or handwritten ?

company stationery.

: Yes sir. Shall | type it in the usual business letter

format ?

: Yes, | think that would be best. Any other

questions ?

- Shall | sign this letter in your name ?

Other Useful Expressions

1.
2.

I am ready to take a dictation now, Ma’am.

Would you like me to take this in shorthand or
record it on cassette tape ?

. When would you like this prepared by, sir ?

. 1 could type an outline of your speech on note

cards if you would like.
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4 Office Work

. Would you like this translation done in a formal

or informal style ?

6. How exact do you want this translation to be ?

7. Since I typed it, 1 have also placed my initials at

the hottom.

2. Preparing Letters, Outgoing

Model Dialog

A

Would you please prepare these materials for
posting ?

© Yes sir, right away. Who would you like me to

address this to ?

. Send them to Mr. Donald Smith. 1 believe he's in

Michigan.

o Should | use Mr.Smith's hcme o0or work

address ?

- | think using his home address would be best.

He might be on vacation when it arrives.

- Would you like this sent surface, air or express

mait ?

. America doesn't have express mail service, so

| suppose ycu had better send it by airmail. |
want it to arrive as soon as possible.

- Would you like me to file a copy of this letter

before sending it ?
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6 Office Work

Other Useful Expressions

1.

Should 1 enclose payment, ask to be billed, or
request that the item be sent C.O.D. (cash on
delivery) ?

. Should I use a form letter or a personalized reply ?

. Should I enclose any other materials with this

letter ?

. Would you like this typed on company or personal

stationery ?

. Local mail pickup is at 3:00, but if you prefer, 1

will contact a private delivery service.’

. Since this is too large to send as a letter, 1 will send
it as a parcel.
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8 Office Work

3. Preparing Letters, Incoming

Model Dialog

A

B‘.

What would you like me to do with today’s mail,
Ma’am ?

Please bring it to me now, | have been waiting
for some important information.

- Here it is. Personal mail is in the first bundie,

bills in the second and receipts in the third. |
have opened all the envelopes except the
personal mail.

: Fine. Thank you. Weren't there any orders

today ?

- Yes Ma'am, | have already forwarded them to

the mailroom.

- Very good. That will be all for now. I'lf call you

if | need anything else ?

Other Useful Expressions

1.

o

A telex message from Tokyo has just come in.
Shall I get it for you?

. Excuse me, but Mrs. Aims has requested a personal

reply to her letter. She has a few questions she
would like answered.

. Would you like me to send replies to any of today’s

letters ?
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