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Part 1

anagement and Office English

(BEBfHAERIE)

urvival Business English offers the major courses of English

knowledge and skills used in typical business situations. Mastering
English is so useful for the employees of the companies because it is one
of the most important factors to make them success.

Offices are the windows of corporations. We deal with different
things day after day in our office. Business between we and our
counterparts far away is usually controlled in the offices. Management
starts from the office, and actually the head office of a company is the
main stage for management operations.

Working in the office, people, especially those dealing with
management work, may meet with different persons everyday, including
the Chinese and foreigners. So it is necessary for us to learn Management
and Office English to satisfy our daily communicational demands.
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U n it

I
Daily Reception

(HE#E
Section A Situational Conver sation
Dialogue 1

In ABC Imports, the phone rings, Mary picks up the phone and answers the call from Richard
Alexander.

Mary:  Good afternoon. ABC Imports. May | help you?



Part |

Richard:
Mary:

Richard:
Mary:
Richard:
Mary:

Richard:

Mary:

Management and Office English

Yes. May | speak to Mr. James Johnson, please?

I'm afraid Mr. Johnson isn’'t available right now. Wouleu like to leave a
message?

This is Richard Alexander with Star Electronics. It's very important that he returns
my call this afternoon.

Does he have your office number and your mobile phone number?

| think so, but Iet me give them to you again.

Okay.

My office number is 714-555-2000; my cell phone number is 909-555-2308. He can
reach me at my office number before 6 p.m. or anytime today on my mobile.

Very well, I'll give him your message as soon as he returns to the office.

In International Trading Corporation, Miss Helen is making a call.

Helen:  Good morning. May | speak to Mr. Brown?

Mary:  May | ask whois calling, please?

Helen: My name is Helen, the public relations manager from International Trading
Corporation.

Mary:  Wait a minute, Miss Helen. Mr. Brown, Miss Helen from International Trading Co.
wants to speak to you.

Brown: Put her through, please. Hello, Miss Helen. Brown speaking.

Helen: Good morning, Mr. Brown. I'm calling about the fair on the May 10. How much
notice do you need to have areport?

Brown: As a genera rule, we need about five days to schedule a segment on something.
You'd better send your kit to us as quiclypossible if you want to have a perfect
report. And be sure to include your tel ephone number where you can be reached..

Helen:  All right, then I'll fax you the kit tomorrow morning. Thank you for your assistance,
Mr. Brown, bye-bye.

Brown: Bye-bye.

Dialogue 2

At the Post Office, Mary is going to post the |etter and the parcel.
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| Post Office |

Clerk:  What can | do for you?

Mary: | want some stamps.

Clerk: ~ What kind of stamps do you need?

Mary:  How much do | need for this letter?

Clerk: 1 must weighit.

Mary:  Howisit?Isit overweight?

Clerk: It's five grams overweight. Do you want to mail it as an ordinary or registered letter?

Mary:  To beon the safe side, | want this letter registered.

Clerk:  That's right.

Mary:  How muchisit, then?

Clerk:  Registration plus overweight, seven yuanin all.

Mary:  Here’sten yuan.

Clerk:  Now, your receipt, the change and stamps for you. Please paste an air mail sticker on
the envelope.

Dialogue 3

Mr. Brown isa journalist and heisinterviewing Mr. Green.

Brown: Good afternoon, Mr. Green. | hear that your company is ranked first in your field.
Would you please tell me your key to success?



