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Secretary wording &4 FE HiE

That's what | should do.
T2 TN AR
The meeting will be held in your office.
SUCH AR I s = R E I,
Should | type out the minutes from the notes?
IR 0B S U SR AT ER kg 2
Should | write down every word that everyone says?
KERZALE — N NWE AR IC T R 2
I've put the Minute Book and some spare copies of the
agenda on the table.
IO AL T A A — 26 55 I IR RO AE = U
T
Boss wording Z ik AHiE

Is the room ready for the meeting?

YA BT

How about the microphone and speakers?
T TR RT A v T

Have you informed Mr. Wang and Mr. Lee?
PR IE 0 E S A AR S T

Make sure everything is ready.

R — IR T .



> REMSBAZR.
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.
S E #17.
The meeting will be held

Conversation 1

in your office.
The meeting will be held in
the conference room.
The meeting will be held in
the hall.

>R MmITT .
You just make a note of
the meeting.
You just make a summary of

the meeting.

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.

lo~]

: 0K, thank you very much.

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

AR FORIEMAES K P+ — R
B R, X, B B R B AE 2 b A — AN OC T T K AR B B A
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A AR 3 — T, 2 WA SR I N B 24T
B #F B, MR
A RS XTI

Conversation 2

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

B:Yes, Mr. Li.

A.How about the microphone and speakers?

Bl 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.

ABR/ANE, S A T
Bl 1, 250

A J2 o KU 473 75 245 Wi 7

B: MR T o

AR R 5 2 A T ARRI B 2B NG 7
B2 Ky, AN IR R 5T o
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audio-visual equipment MITIZE
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full attendance
inauguration ceremony
minutes/take minutes
outcome| 'autkam |
participant[ pa:'tisipant |
prior to

proceedings| pra'sitdinz |
punctuality[ papktju'aliti ]
veteran secretary
verbatim[ vor'beitim |
remind|[ ri'maind ]

report[ ri'po:t]

hold[ hould ]

conference[ 'konforans ]
arrange[ o'reind3z ]
attendance| a'tendons |
microphone|[ 'maikrafoun ]
schedule[ 'fedju:l ]

topic[ 'topik ]

absent| 'ebsant ]
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Buyer wording L5 FHiE

0* How do you ensure its quality?
PRAT B AR AR B 1 B A 2

ﬂ* What happens if | am not satisfied with my purchases?
BANSE T 2 J5 ANl 8 4967

o’




3.+ Are your prices negotiable? /&4 Byidng 7

4.+ We'll compare them before we make a decision.
AT B — T HE e,

5.+ | have to discuss it over with my boss.
KGR EREE—T

Seller wording £S5 FHiF

1.+ But new product sometimes has a few troubles.
B3 7= A i 2 — S )

2.+ How soon do you want it?
B Z Pk 2] 7

3.+ You'll be convinced that our product is superior.
PR— 5 2 AR FRATTAY L B R A 4 o

4.+ Your satisfaction is guaranteed, or we refund your
money. AT ORIE B B, T RATER K

>ERRBE We will pay by money order.

The catalogue number | P R gEBE K30 4 3% B AT 7

is. .. Could you deliver it by to-
The product coding is. . .. morrow?
The product number is. . . Could you bring it over by to-
> AL FRAR morrow ?

We will pay by cash on Could you send it by tomor-

delivery. row?

We will pay by credit card.




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.

:How soon do you want it?

:Could you deliver it tomorrow?

:No problem.

:Please handle the items carefully.

: Certainly.

© > @ > @ >

:We will pay by collect on delivery.

AN, HE S A A

B IRE LT Mg WA I A AE RNy 5 F3, I S AHEE Y.
72 9m 5 2 90-f-2356

AREZ PRI E] 7

B:ARBEA REW R IL 2 7

A B
B /N IB 3K 57 o
A%

B b7 H I AT

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.



> ®

> ®

W > W > W

:Yes. I've heard a lot about it.

: Watch our computer demonstration, please. You’ll be con-
vinced that our product is superior.
( After the demonstration )

: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?

:Our systems are 100% trouble-free.

:How do you ensure quality?

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

:Are your prices negotiable?

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

:What happens if | am not satisfied with my purchases?
:Your satisfaction is guaranteed, or we refund your money.

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

:OK. | hope you will be in touch with me shortly.

A/NE B A 2

I, FRARAE TR ARAT I BT A O

Ariy , FAE X —ERH ASIE R AR A A AT
b 55 RAR £ Ak

B i At , HEWMTUEREH REMAN A

ATEEFRNE R o VR —E S A E R AT H B KA S
(FEREE)

B, FARNA BAR B Bk o B R R ARNT ™ i 19 2 BE L
AW NRE L o (BB ™ i A 2 A — 88 [, AR A1)
BB AR
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ATRATTH R G2 A 3 2 A B TCHRE

B o AARAT] 1 AR Dl AR U 7 i 14 J5 4k WG 2

A TRATRAE AT — {35 7 i HR A — = = H B

B i S 15 A1 R Ak AR LW 7

A FRATHI A AT LU (EFR AT 7 b 9 T = A — B
o

B:fansk TR AR E 4907

A TRATTARTE P B B, 75 0 AT R A

B3R AAE 1o {HIEF AN S T A9 2 AR A i 2 5 A RE ok
JE o

Al A BARMTA A TG st AT R .

S2M1;C
cellophane tape ZHERE
calculator| 'kelkjuleito ] iT&EB
computer[ kom'pju:ts ] £ i
carbon paper SER
correction fluid SROUR
eraser| i'reizo | BRIR
graph([ greef, gra:f] Bx
ink[ ipk ] =K
notebook[ 'moutbuk ] ETN
pencil sharpener HIEZEMN,
staple[ 'steipl ] 445t

10



ball-point pen BIRE
coffee pot 000 G E
fountain pen NE
glue[ glu:] BRX
paper clip i
stapler[ 'steipla ] AREU]
scissors[ 'sizaz | BI7)
waste basket BRE
time card BE+<
time sheet HER
z=x

1. Affairs that are done by due degree are soon ended.
F R IR LSRR

2. All wealth is the product of labor.

— M BEEHBR TN,
3. A short horse is soon curried.
BEE5BW,FNB N,

4. A man can succeed at almost anything for which he has un-
limited enthusiasm.
AERFAIBOHE, — DAL F T UL T F HF LERIF K
7,

11
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Secretary wording  #4F HiE
0* Would you like me to file them according to dates?
PREEFRAR H PTG U A 0 2
ﬂ* I'll copy them and file them both ways.
Fog 0 REPF T EE 5,

"




I'm going to clean out all the old files.

TN HE A TH (4 4% 2 0 0 Bl

The rule of file-keeping is“one customer — one file”.

RSB SL RN — 7 —B7

My secretarial duties includes taking shorthand, typing

and filing.

FAF g B A5 19 MR 55 A FE - U AT F BB R
Boss wording i AHiZ

Please file all these reports for me.

T TR AL X SR AR

| can’t find the document | was working on yesterday.
T H A 2 WE KA IRA SCHET o

Did you look up those files | requested?

TR A TR S R 5 BORHHR 4R F) T

But first of all,fetch me those Brown files right now.
B RS R BT B4 T Sci e

File the reports in alphabetical order.

A AR S BRI I A

File the letters according to dates.

A5 PR BB 0T A8

File the reports both ways.

A 3R A AR P AP A AR — 1

13



PRSEH—B . KREEHTA
XEZRAE—5.
I'll make copies and file
them both ways.
I'll copy them and file them
both ways.
I'll duplicate them and file
them both ways.

> REK L 5T = Y3 4 A 2

Do you want me to file

them in alphabetical or-

der?

Conversation 1
A.
B.
A
B.
A
B.Of course | am,sir.

AT TR AT X S AR AR
Bk
A TR BRI

BERRAR HHAIGY 5 A 2

14

Would you like me to file
them alphabetically?
Should I file them according
to dates?

> KIS A G ¥,
I'll list down all the docu-

ments.
I'll organize all the docu-
ments.
I'll photocopy all the docu-

ments.

Please file all these reports for me.

Would you like me to file them according to dates?
No, please file them in alphabetical order.

I'll copy them and file them both ways.

Great idea! You are an excellent secretary.



