1 \SE OF THE DAY

SHOIL—

Can you organize a meeting
with the district managers?
TYFIR—Sr—ERBERELTINET A 72 o

SITUATION

Wik

Kevin is talking with his secretary Julia.

TEVIIHEDD AT EELTVET,

3 DIALOGUE
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Directions: First repeat after your tutor and then practice each role.
P SEAEDRITHNTDIRLIZ R, RN OREHE L TAHAELLD,

. a7
Julia : So what schedule have we got for next week? TEOTE AR ASTES 2

. . . . TEV:
Kevin: Meetings after meetings that is what I know. ST RCAE . TYTTHh—S

Can you organize a meeting with the district ~OZHFERELTNS? HRET

) : ) AL
managers? That meeting can wait until the
week after.
. ) a7
Julia : Sure. What time and date do you prefer to EELELE, MR ORBALSL
T WTL&IM?
have the meeting?
. rd 9 TEV:
Kevin: On the 23, say around 1lam? 230, 251 1BCHNE?
. . 2al7:
Julia : Certainly. EHUN-LELL,
. C . TE:
Kevin: Thanks for organizing it. FERHYNES,

4 VOCABULARY

Directions: First repeat after your tutor and then read aloud by yourself.
A SEEDRITHO TR, S EIOLD TEELTAELL),

schedule zx4va1— organize ~#iELTET
district H#h 75 D prefer ~EFE
certainly »LZFYZELE until ~FT
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5 LANGUAGE FOCUS

SHORA

Can you organize a meeting
with the district managers?

TIT7IFR—OF—ERBERELTNFTI N ?

Asking A Coworker To Arrange Or Perform An Action

FRICFREABLTHLIATRZEET D

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

UL JAEOBITRHNTDRL R A I OE THFL THELE.
Can you please photocopy this graph?

Can you make a reservation at the Pearly Gates
Hotel for 6pm tonight?

Can you please organize a work shop for the new
starters?

Would you please arrange a farewell party for
Mr.Smith?

Can you help me carry our new computers to
another meeting room?

Could you please make sure to keep this to
yourself?

6 ACTIVITY
®mE

Activity: Role play the following situations with your tutor.
M FRLORPUTIESWT, S ELn— LT LA 2L EL LD,

ZNT57FaE—LTNETH?

SH6HF I/ =) =T A IRTILEFTH
LTNFET M ?

HADEOIZT—92avTEEHELT
nFEIM?

AZIRSADEHIZEANhEEZTLUY
LTFETM?

SEEFEFTH LWLV IAVEL—4—%
SDEFEHO>TNMETM?

=
E

HE-EE TEEICE->THLTELZ
EFIM?

1. You have a report due in the morning and you cannot get the printer to work.

2. You need to set up the conference room for a meeting.

3. You need to organize a farewell party for another coworker.

4. You double booked yourself and you need your coworker to take one of your

customers to the job site.

5. You have come down with a cold and you need your coworker to give your

presentation.
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