1 PHRASE OF THE DAY

SHOIL—X

It would be great if you could

bring me the document.
TOREREFH > TETWETNEBYN =TT, . 54

@ situaTion
win

Ann is talking with her client Kelly on the phone.
TUNEOZAT DT ) —EBETELTLET,

3 DIALOGUE

FA47ayg

Directions: First repeat after your tutor and then practice each role.
R A DRITRE N TR L2 ZNENOEEHE L THELLD,
. T
Ann : Hello, is Kelly there please? SAITBIE T —EAEND Lo ET
me

Kelly: Yes. Speaking. ELJ\_ %Afa“o

T
n : Oh hi, Kelly. I just wanted to inform you that  ®.cAIS5E7)—SA. HEFIZHLZO

: BBENESEEBHMLELIAAT
our agreement is all set. Is there any way [ can + zane-pczsonto =55

come to your office sometime this week? BRY D EIFRRETLLID ?
. . I7-IJ_ >~
Kelly: Sure. How about Friday say around 4ish? It *’f’f Q;ﬁ;ﬁf.@?éﬁf?ﬁ};ﬁ’;}
. . FOM? EFFHETTTFD VzZiz
would be great if you could bring me the ity
document.
T

Ann : Friday sounds perfect and yes I will bring the &EAEFE-&F#Harvncd., FE 45
document BABELRZA TAHLELET,

T)—:
Kelly: Great. See you soon. FIELLL, BHELTVET .,

4 VOCABULARY

Directions: First repeat after your tutor and then read aloud by yourself.
AR JEAEDRITHEV TKDIRLIER, SEITOLITEEL TAELED,

speaking #TY(BETERDMEID) inform z5€3%
agreement #x.RAE set #®2%
come in A%
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5 LANGUAGE FOCUS

SHORIUE

It would be great if you could

bring me the document.
ZTOEHEFH-OTET W EETNIEHYMN LT,

Making Polite Requests in a Business Environment

ESXADBTTEGERBLET S

Directions: First repeat after your tutor and then read aloud again by yourself.

A SEAEDRITHNTDIRLIZR, A EITOLD TREL THELLD,
It would be wonderful if you could come to our office.

It would be great if you could wait for me to get back to

you on that.

It would be greatly appreciated if you could provide me

with all the necessary information.

It would be great if we could get together earlier.
It would be wonderful if you could offer us a special deal.
It would be great if you could stay away from this project.

It would be great if you could have informed me of this

information a little earlier.

6 ACTIVITY
®mE

Activity: Role play the following situations with your tutor.
BE D LUFORBUIZHOWT, elbbmn— T L AZLELLD,

1.

The deadline to send inter-office mail was 10
minutes ago but you want to add one more

package.

You want the promotion packages re-wrapped

in green ribbon instead.

You want to ask your boss to change his
meeting time so that you can meet with a

client instead.

ERDATARIZEBLWN=1Z1HHEHY M=
LOTT A,

ZNICEALTIA RO TCERTHIDTHEFD
W=FET5EHYNRT=L\DTI M,

WHEHERESTARICWE=E1T5EHY M0y

LOERCBRNTEDEHYMNT-L\DTY A,

BRILERE EL TV BEBY AL DT
T,
ZOTOSIIM SN TN BEBYHS
f=L\D T A,

EOVS-EELRFERITESIDVLELE AT
F=REFTWESHY N E=M>T=DTTH,

Hints
ek

It would be great if ~
~LTEBARZEHYN=-LVDTTHN
It would be excellent if ~
~LTHEHRBETIESLLNDTTA
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