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A: May | help you, sir?
Fk, AR AT A ?
B: Yes, could you tell me where Mr. Green's office
is?
e PR RS AR L I Ip A AR RN 2
A: It's on the fifteenth floor.
e k.

A: Good morning.
L <

B: Good morning. | have an appointment with Mr.
Smith.
HEGr. BMEHEME LGN

A: One moment, please.

WM.

A: I'd like to see Mr. Brown.
FAR AT RS A

B: Did you have an appointment?
T g

A:Yes.

M.

A:Miss Lindais in conference now. Could you
please wait a moment?

WIENEIEETT . REESE &)L ?



B: OK. Do you think she'll belong?
U RE ISR AT ?
A: No. She should be freein just a few minutes.

A Nz LA T .

A: Miss Green, isn't it?
FERE AN GH I ?

B: Yes. Did you have any trouble finding us?
SN TRATTIXAR A R 2

A: No, not at all.
ANy A
A: Good morning, are you Mr. Smith? B
R, R SRR A 2 ™
B: Yes, is Mr. Green waiting for me? :
Fel, ARMIEAEAEER G ? E{
A: Yes, heis. I'll inform Mr. Green that you are here. ;U
S REBH SRR T D
D
A: Can | see Mr. Brown now? =
FRILAE AT LA A B 5 A e 2 g
B: Can | ask what you wish to see him about? D
% B 5 R Al A A4 7
=

A: 1'd like to introduce our new product to him.
FAR Al A 20 AT 7 i o
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A: May | help you?
AA A2

B: I’'m Paul. | have an appointment with Mr. Green.
TRRE . AL T W,

A: Please sit down, Mr. Paul. Mr. Green will be with

/j you soon.
f WA PRP A KA B AT UK .

A: May | helpyou?
AA A Fd E R ?
B: | wonder if | can apply for ajob here.
PARHNIE T RE AT AL LB — 0 TAF .
A: You haveto comein to our office and fill out an

application form.
AR B AP AZERE B HFER.




A: Please type this letter for me and run off one
copy for our letter file, Laura
FL, EWBRITEHXEAG, HEEH B
B: All right.
e
A: Thanks.
LIRS

A: Excuse me, boss, could | talk to you a minute?
YNGR, Zh, FBEFERE =)L ?

B: What's up?
g2

A: What about the pay raise you promised me two
months ago?
R ATV e e, BB AR T ?

A: Can you manage all these appliances here?
BTN WA A g 2

B: Yes. Do | haveto demonstrate?

o i IR — R ?

A:No.

ANH .

D0 3 IV

A: What are our working hours?
FAT T AR ) 2 754 2R 2




B ——JiE AL b v

B: From 9 am. to 5 p.m..
ML 9 fBIWE 5 Rl

A: What' s the first thing to do at the office?
BRBPAZME R A2

B: Thefirst thing you do at the office isto punch in.
R EBERISE M EB TR

A: Georgel
ZIRGR
B:Yes?
frade?
A:Would you please tell me how to operate the
fax machine?
W B AL
B: Sure.
ok URR .

A: May | help you?
TERA)?

B: I'd like to see Mr. Hans.
AR B S 4 .

A: Sorry, he’'s been transferred to the London
office.

AR, MegiEBeBrFLET



A: Areyou familiar with the office management?
RGBT BT A ?

B: | have done something like that before.
B LR T RE UM TAE .

A: Areyou il interested in it?
AL IE RS R 2

B: | think | am. | quit the job only because it was too far
from my home.
FAE M FFEEA A T AR LU PN 8 K NIZ

A: Isthe bossin his office?
AL ZE D ?

B: Yes. Why?
fE. fFag?

A: I’'m going to ask for two weeks off.
I E A P AL AR

B: But we're pretty busy now.
ERE FRATTBLAEAR 21117

A: I've earned it. |I’ve been working overtime every

day.
XJE N Z AR . R RIBAE NI .

01140 U1 IV

A: You seem to have something on your mind.

PRUf B AEHH AT 4




@ +& AT A E
B: It's my daughter. She wasn't feeling well when |
dropped her off at school.
AL Tk 2 EAEmr, iR AT
Mk -
A: Oh, the poor girl.
P ok, AT




A: 1'm wondering if you'd like to discuss the new
project with me.
AEnpR e A e it ie — T REAF T E
B: Certainly. When?
MIRTT LA AT A B i ?
A: How about this afternoon?
SR P EARE?
B: OK.
U 1 .

A:I'msorry | can’t keep our appointment.
XAGE, RAREHT .

B: What happened?
it agT?

A: I’'mterribly ill now.

B R E .

A: | wonder if it’s convenient to change our
appointment from this afternoon to tomorrow.
AN TE BE A AR IRAT L 23 I8 1) A A R 1 B 8 W
Koo

B: Oh, I'm afraid I'll be busy tomorrow.
gk, AR SR .

A: Some other time then.
I 2 P I [] WEL

B: OK.
U 1 .

uawiUIoddy ue Bunen




