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MAY I ASK WHO
IS CALLING?

Conversation

(Sue, Mr. Mo€'s secretary, answers the telephone.)

SUE:
VOICE:

SUE:

VOICE:

COLE:

SUE:

COLE:
SUE:

COLE.:
SUE:
COLE:

SUE:

COLE:

Good moming, Pulchritude Products. Mr. Moe’s office.
This is the New York office. Mr. Cole would like to
talk to Mr. Moe.

Mr. Cole? Please tell him Mr. Moe is not in his office
at the moment. I'm his secretary. Does Mr. Cole want
to leave a message?

Just a minute. Hold the line, please.

Hello. Jim Cole here. You say that Moe isn't in his
office?

No. Mr. Cole, he isn't available now, but I expect him
back scon. May I take a message?

Well—yes. Why didn't he answer my letter?

Your letter? Mr. Cole, 1 don't remember receiving a
letter from you recently.

It's about our visit down there this weekend.

Your visit? This weekend? .

You're Moe’s secretary, aren’t you? Didn’t he say any-
thing about arrangements for a conference?

No, Mr. Cole. We didn’t receive any notice from you.
Mail is running late because of the holidays. Nothing
has come from your office for a couple of weeks.
That's funny. I have the copy here. We sent the letter
eight days ago. Jones and I are coming down to talk

1



2 SPECIAL ENGLISH FOR SECRETARIES

about the promotion of the new product. We want
Moe to set up meetings with your group at the plant
and with our branches and outlets.

SUE: I give him your message as soon as he returns, Mr.
Cole. When are you arriving?

COLE: Next Sunday. We have booked reservations on TWX,
flight number 787, arriving at eleven p.m.

SUE: What about your hotel reservations?

COLE: Oh, yes. Please make the same accommodations as
last year's—same hotel, and the same suite, if possible.
Tell Moe to give me a ring as soon as he gets in.

SUE: Of course. You're going to be in your office until
noon, aren’t you, Mr. Cole?

COLE: Yes, 'm going to stick around until he calls.

SUE: Fine. Don’t worry, Mr. Cole. We'll take care of every-
thing on this end. You'll be hearing from Mr. Moe

soon.
COLE: Thanks. I'm relying on you. We'll be seeing you soon.
Good-bye.
SUE: (to her assistanf) Whew! That was a close call, wasn't

it? Where's Mr. Moe? He usually lets me know when

- he’s late. Cee, I hope he comes in soon. Mr. Cole didn’t

seem very happy at first, but he brightened up a litile.

EVE: Good for you. The secretary didn't let her boss down.

It pays to be tactful, doesn't it? o ke fYer A 4 :
S e o
AAA A Vel Dk
Vocabulary 7 72 .
accommodations Common Expressions e ::,( g
is . te O e
branches . _ - | am. : B}
conference , ., “2% book reservations o Ui iy e e

g()py Cre 1 qm  close call leoh —
iscretion <5 *7 ve someone a ring—to telephone £} Lhas .,
o“.aﬂ;f T ﬁ)ld the line 8 T

%et &someone; lc&own Ve s e
pmmobon . et {someone) know T el ey
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soite | ~ ve %’ rupning late - . e
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Discussion

1. A secretary always uses discretion when answering the tele-
phone. Do you think that Sue was discreet in saying that Mr. .
Moe wasa't in his office? Imagine you are Sue. Which of the
following replies are appropriate?

a. He's late this morning.

b. I don’t know where he is.

c. He's not available right now.

d. He's stepped out for a moment.
e. He's in conference.

2. Imagine you are Mr. Cole. How would you feel toward Sue—
friendly, unfriendly, indifferent?

3. Does a person like to be addressed by name, as “Yes, Mr.
Cole?” _ _

4. A secretary answered the phone saying, “Mr. Clark’s office
speaking.” The caller responded, “A talking office? How un-
usal.” How should she answer the telephone?

A. Progressive Substitution Drills
Substitute each of the following words or phrases in the model
sentence.

May I take a message?
Example: she
May she take a message?

1..May I take a message?

she call you back
send give you a ring
telegram can

2. Does Mr. Cole want to leave a message?

give me Doesn't
Sue her number
information Would she like
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3. You're going to be in the office until noon, aren’t you?

He's. .. isnthe Sueis ... she
out of . three
Mr. Cole all moming

B. Structures
1. Look at these sentences:

1. A. I'll give your message to her.
B. I'll give her your message.

2. A. Please send your latest catalog fo us.
B. Please send us your latest catalog.

Sentences 1A and 2A have this structure: verb—object—

prepositional phrase (to the person)

Sentences 1B and 2B have this structure: verb—indirect pro-

noun—object

We dse an indirect pronoun to show fo whom or for whom

something is done.

These two structures are used with verbs like give, tell, lend,

send, show, and read. :

With the verbs explain, say, speak, and report, only use struc-

ture A:
Example: Mr. Moe explained the letter to me.
With the verb ask, only use structure B:
Example: She asked her a question.

Study the examples above and write these sentences using an
indirect pronoun. Make sure to change structure A to structure B.

a. She handed the file to Sue.

b. Sue always tells the truth to Mr. Moe.
¢. Did she send a telegram to Mr. Cole?
d. Eve read the letter to Sue. =

e. Don't lend money to the children.

2. The following sentences from the Conversation express a

polite command, with you understood.

Hold the line, please.
Don't worry.
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Following the above examples, write sentences requesting a
person:

a. to give your boss a message

b. to postpone a meeting

¢. not to call before seven a.Mm.

d. to answer your letter soon

3. The following statements all express an act in the future:

I'll give him your message. (Will or shall denctes future time.)

We are arriving Sunday. (Are arriving is used with a future
date.) :

You are going to stay in your office until noon, aren’t you? (The
phrase going to expresses future time.)

Write sentences using the verbs arrive, stay, and visit in these
three different forms to express an action that will take place
in the future.

C. Punctuation

1. Notice the contractions in the Conversation: I'm, isn’t, you're,
he'll, let’s. The apostrophe in these words takes the place of
missing letters. These forms are commonly used in everyday
speech, but rarely in business correspondence.

The apostrophe is also used to show possession: Mr. Moe's
secretary, the boss’s briefcase, the Board of Directors’ meeting.
Note also that the apostrophe comes before the s in singular
words (Moe’s, boss’s), but after the s in plural nouns (Direc-
tors’).

An apostrophe may also be used to replace numbers when

a date is abbreviated: Oldtimers still talk about the flood of
21. -

Lo b N e Wi . 0431
Punctuate these sentences correctly by adding necessary apos-
trophes.

2. Lsnt it the employers duty to secure his employees rights?

b. Arent there two rs in “correspondence™?

c. Shell soon be eighty years old, because she graduated

in 28,
d. The company is giving a childrens Christmas party.
e. Sue, were going to leave at 2 oclock. :
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2. In the following sentences, questions are added to the state-
raents. A comma is used to set, off the tag ending.

(rds P au

Youare Mr. Moe's secretary, aren’t you? {The expected answer

is “Yes.™) .
He's not there, is he? (The expected answer is “No.”)
Complete the following sentences, using a tag ending. Punc-
tuate them correctly. Watch for apostrophes and capitalization!

a. you wont be in your office on saturday will you

b. he hasnt left yet has he

c. that was 2 close call wasnt it

d. mr moe is sues boss isnt he

e. it pays to be tactful doesnt it

D. Correspondence
1. The Memo (memorandum) :
Most companies have forms for brief interoffice communica-
tions. A sample form:
MEMO B ; & s, éf"’? PAAS

Date: Jan. 5, 19~ Time: 9:15 am.

To: Luis Moe
From: Jim Cole, Market Mgr. N.Y.
iV Re: Telephone call. Return call immediately. Cole

concerned —no reply to letter sent eight days ago.
Subject: Visit to Cal. offices and plants. Cole and Jones
* arriving Sunday, Jan. 8, TWX, 11:07 r.m.
Purpose: Set up meetings with all dept. heads, divisions,
outlets. Plan to synchronize promotion and mar-
keting of Magic Mask.

2. Telegram

Telegrams are used for many different reasons. They are pri-
marily used to demand immediate attention when a telephone
call is not feasible.

There are several forms for telegrams. Be sure to fill out all
information requested: date, type of message, correct name
and address of recipient, and sender’s name, address, and
telephone number.
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Western Union Telegram

Jan. 3, 19— South City, Ca.
James Cole
Pulchritude Products
65 Exchange Street
New York, N.Y. 10007
Reservations Grand Hotel January eight Double suite Fifty
dollars deposit Present this Meeting you airport
Luis Moe

E. Assignment S
1. Oral {with a classmalte)
a. Sue answers the telephone. A man says that he would like

to speak to Luis Moe. He gives his name and says that he is
an old friend of Mr. Moe. Sue does not recognize the name
and asks the reason for his call. He replies that he has an
important deal to discuss. She asks him what company he
represents, but he says only that it is an important one. Sue
says that Mr. Moe is in a conference and will call him if he
leaves his telephone number. He refuses to do that and says
that he will call back later. She checks later with Mr. Moe.
He doesn’t recognize the name.

. Call an zirline or travel agent for information about your

vacation travel plans. Ask for definite information: prices
{one way and round trip}, departure time, arrival time,

et type of tour (regular and excursion), direct flight or stop-
S over, and any other pertinent information. T
g Fep? “:;‘rﬁ%' - e PAT mamy L h-af [T et
Rk 2. Written ~g u-vf/x-- Attnes
-t .

As Luis Moe, write a memo to Val Chang, your assmtant re-
garding Mr. Cole’s visit. In your memo, ask Ms. Chang to call
a staff meeting at four o'clock today in your conference room,
and to alert the staff by telephone and follow up with a memo.
It is urgent that all staff members be present.

aiﬂ/wq; | A= yy



LET'S GET
ORGANIZED

Conversation

SUE:

EVE:
SUE:

EVE:
SUE:
EVE:

SUE:

What's happened to Mr. Moe? He's usually on time.
I called his wife, and she said that he left an hour ago.
I'm getting worried. (Sorting out the moming’s mail)
Eve, look! It's here—Cole's letter. {She opens and
reads the letter.) He's arriving with Jones this Sunday.
He also attached a list of suggestions and a schedule
for meetings. '

We'll probably have to work Saturday.

Yes, it looks that way. Let's get busy and organize -
our material.

I just filed the advertising reports this morming,.
What about the data on commercials?

I'saw that file yesterday. It’s here someplace. I'll check.

. {She returns from the filing room.) It’s not in the files.

We have to find it. It's Mr. Moe’s special project.

(As Eve leaves, Mr. Moe enters, dragging his coat. He slumps
into a chair.)

SUE:

MOE:

EVE:

MOE:;

8

Mr. Moel What happened? You look exhausted. Did
you have an accident?

Well, not exactly. I was just stalled half an hour on the
freeway. Then coming up to the office, I was stalled
fifteen minutes in the elevator.

(Dashing in, not seeing Mr. Moe) I found it. Now what
other files do we need for the meetings?

(Sitting up) Meetings? What meetings?
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EVE: The meetings we have to set up for Mr. Cole and Mr.
Jones.

MOE: Cole? Jones? Meetings? Here?

SUE: Mr. Cole phoned about half an hour ago. They're ar-

riving here Sunday. He's waiting for you to call him
back. Here, his letter explains everything.

MOE: With all my problems, that’s all I need . . . VIPs.

SUE: What you need is a good cup of coffee. Eve, please
get Mr. Moe some coffee.

(She follows Mr. Moe into his office. A man enters the reception

room, as Eve returns with the coffee.)

EVE: Good morning. May I help you?

MAN: Do you greet all your visitors with a cup of coffee?

EVE; Not really. This is for Mr. Moe.

MAN: That’s the man I'm looking for.

EVE: Do you have an appointment, Mr . . . ?

MAN: Tate. His secretary suggested that I drop by around
about nine forty-five. Here's my card.

EVE: Please be seated. I'll give it to Sue.

(Eve leaves, and Sue immediately enters with the card in her

hand.)

SUE: Good moming, Mr. Tate. You're the representative
from IDA, aren't you? Unfortunately, we have an
emergency here. Mr. Moe is too busy to see anyone
today, I'm afraid. Can you arrange to come back
some other time?

TATE: I suppose so. [ brought along a portfolio of my work.
It's a new type of presentation for beauty aids.

SUE: {(Looking over the illustrations) Mr. Tate, these are
unusual. They're wonderfull Did you make them
especially for us?

TATE: I had your products in mind.

SUE: Please leave them with us. Mr. Moe is looking for
something original. These are very attractive. Did you
compose them yourself ?

TATE: My brother-in-law worked on the plans. He's head of
the firm. 1 did the photograpliy. I'm an ex-artist.

SUE; t don't think you are an ex-anything. These show great
taleut. I'll get in touch with you as soon as Mr. Moe
looks them over. He wants sumething new and dif-
ferent, and these may be the answer.
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Vocabulary

accident report {n and v)
advertising sf:ggdu}e)
appointment - - slhump (v

attached v b sort (v}

{business) card stall (v)
commercials suggestion
compose

data

emergency Common Expressions
exhausted

fife drop by

firm (n) et in touch
freeway ave in mind -
illustration I'd better + verb
meeting It looks that way.
organize Let’s get busy.
portfolio organized.
presentation May 1 helf you?
project {n) That's zll I need.
representative (n) VIPs (Very Important People)
Discussion

1. As an executive secretary, does Sue assume the responsibility
of organizing work for her boss?

2. Why must a boss give his secretary sufficient information about
his business?

3. Did Sue know about the type of commercials that Mr. Moe
was looking for?

4. Discuss Sue's tact in handling Mr. Tate. Did he leave happy
or disappointed?

A. Progressive Substitution Drills

Substitute each of the following words or phrases in the model
sentence.

1. His secretary suggested that I drop by this moming.

She bring this matcrial
asked today
come call up



2. Did you make them especially for us?

these ' design (v)
the advertisements the artist
the TV specials our products

3. Coming up to the office, I was stalled in the elevator.

returning trapped
' coming down from locked
recreation room stuck

B. Structures

1. Change the following statements to questions.
Example: You had an accident. Did you have an accident?

a. He brought along his portfolio.
b. They set up the meetings.
c. Sue says she will call him later.
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2. Answer the following questions, first in the affirmative and
then in the negatwe

Example: Did you file the reports this morning?
Yes, I filed the reports this moming.
No, I didn't file the reports this moming.

a. Did Sue tell him to come back?
b. Did she read the letter?

c. Did you throw out that letter?
d. Did he leave a phone number?

3. Look at these sentences:

He arrives in the office on time. .
He usually arrives in the office on time.
He always arrives in the office on time.
He never arrives in the office on tme.

How does the meaning of these sentences change when we
add the adverbs usually, always, or never? Do these words
express something definite or indefinite?

" From the following list, choose an appropnate adverb for
the sentences below.

seldom always occasionally
never often generally
sometimes frequently usually

I {not often) work in the file room.

We (once in a while) bring our lunch.

She (not ever) takes dictation.

We (very frequently) come early and stay late.

He (without fail) retums our calls.

We (now and then) take a day off.

We (most of the time) take a break for coffee in the morning.

Y N N

C. Punctuation

A hyphen divides words at the end of a line. Notice that most
words are divided only between syllables, as after-noon. Do not
divide words of one syllable or words of less than six letters
(thought, index), proper names of persons and places (Marguerite,
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San Francisco), or dates (July 4, 1776).

In a letter you are typing, the following words all appear at the
end of a line. Decide which words can be hyphenated and con-
tinued on the next line. Supply hyphens wherever necessary. You
may use a dictionary to check the syllables of the words; perhaps,
valuable, impossible, aftemnoon, planned, N. G. Brown, proper,
March 6, confident, reunion, greatest, investigation,

D. Correspondence

When you write a letter, always keep in mind the person you
are writing to. Do you know him? How will he react to your
suggestion? Are you certain he is familiar with the subject you
are writing about? Is he able to fulfill your request? Try to put
yourself in his place.

The next step is to decide exactly what you are asking for
and the reason you need the information. Decide how you will
express your ideas. Jot them down, then plan your letter. Try to
create interest from the very beginning of the letter. Get the
reader on your side. Be clear, but brief and courteous.

SAMPLE LETTER

Dear Luis,

Isn't it about time for us to get our heads together to prepare
the launching of Magic Mask? With this idea in mind, Jones
and I will arrive in your sunny city Jan. 8 to work out details.

As you know, we plan to coordinate the appearance of our
newest product in all areas. We may follow the same pro-
cedure as last year when we introduced Adonis for men.
Again, we are relying upon you to set up meetings with
your department heads and with the trade. Jones, as usual,
will check the plants and production, while you and I will
devote our time and talents to promotion and sales. We have
a few new ideas that we hope you will like.

We are also depending upon you to make hotel reservations,
the same as last year—a double suite at the same hotel. Please
confirm reservations. Will you be so kind as to meet us at
the airport, Sunday evening at 11:10, flight 7877
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We here are all confident that Magic Mask will create a sen-
sation when it hits the market. So, let's get off to a good startl

It goes without saying that we appreciate your help. See
you soon.

James Cole

Discussion

. What requests does Cole make?

What is the purpose of his visit?

. Do you think he’s a good boss? Why or why not?
Is the letter clear? Is it concise? Is it courteous?

Do you like the beginning? The ending? Are they effective?
Why or why not?

D o

E. Assignment

Write a letter of request. Make a brief plan of your letter before
writing it. Consider: :

1. The beginning: Is it an attention-getter? Do you identify your-
self? Do you clearly state your purpose?

2. The body: Do you clearly develop your main points?
Are your sentences well organized? Are your
words well chosen? :

3. The ending: Do you restate the main idea? Does it move
the reader to take action? Is it courteous?

You are Jacques Dumas, sales manager of Tresor Cosmetics, and
would like to visit Pulchritude Products. Write a letter to Mr. Cole
requesting a visit. Tell him when you will arrive in New York
and where you will be staying.



A PLANNING
SESSION

- . S [ Y
Conversation foley G ket
MOE: (Reading Cole's letter) It’s that time of year for visi-

tors from the North. Let’s put on a big show for them.
Sue, please get Cole on the line. Then make hotel
reservations.
SUE: I already did that, and I also sent a follow-up tele-
gram. I talked to the assistant manager, and she as-
sured me that a double suite would be available for
them. Here, Mr. Cole is on the line. .
(Sue leaves but returns just as Mr. Moe finishes his conversation.)
SUE: A young man . . ..
MOE: Oh, forget him. We have work to do and not much
time. Sue, please inform all department heads zbout X
Cole’s schedule. Ask them to get their reports up to e

date. A e
SUE: What about an interdepartmental meeting? —~
MOE: Yes, arrange that by telephone and follow up with a el
memo. We don't want anyone to say he wasn't invited.
SUE: Will the meeting be held in your conference room,
or do you prefer the Maple Room? L
MOE: Mine. Either you or Eve has to be on hand, &/~ ¢ —
SUE: We'll both be there. I'm sure everyone will de his best

to cooperate. Will there be a preliminary depart-
mental sales meeting? 0. .-

MOE: Of course. Get hold of Val and ask her to get*back
here tomorrow. We'll 'have to call all our salesmen
from the field for a Saturday meeting.

o A

15
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SUE:

MOE:

SUE:

MOE:

SUE:

MOE:

SUE:

MOE:

SUE:

MOE:

SUE:

MOE:

SUE:

MOE:

SUE:

MOE:

SPECIAL ENGLISH FOR SECRETARIES

Saturday?

Yes. Invite everybody to a luncheon here. 1f they get
a free meal, they probably won't mind coming. Order
the Granada to cater for us. Then alert Leo to prepare
all conference rooms for next week. Give him the
schedule. Bemind him about microphones, screens,
pads of paper, and pencils. He knows the routine, but
he sometimes forgets.

What about Mr. King?

Good heavens! How could I forget the executive di-
rector? Get him on the line. I'll ask him to give the
welcoming speech at our first general meeting. Please
follow up with a sweet note to him.

I'll have to apologize for the short notice. Do you
think he’ll be too busy to come?

If we ask him to speak, he’ll come. I want him to
understand how hard we've worked to make Magic
Mask a success. Can you think of anything else?

The second schedule deals with calls on the trade.
That’s very important. Val can help out there She did
a great job last year. g

That was with Adonis products for men. (Reading
from her notes) The department heads meet Friday
at four, and the salesmen come Saturday at ten. Right?
Fine. Were there any other urgent letters in the mail
today?

Nothing really pressing. Here's an interesting request
you may want to answer yourself. A sales agent from
India wants information about our products.

That’s routine. Send him the usual response and
pamphlets.

It's a “she.” You met her at an exhibition in India
last summer. She's interested in handling our products.
Her name is Indira Singh.

Yes, 1 do remember her. Put the letter aside, and we'll
get back to it later. I'm not satisfied with our new
television commercials.

The contents of this portfolio may interest you. While
you were on the phone, Mr. Tate, a commercial artist,
brought these samples. '

(Looking at the pictures) Suel Look! These are great.
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Did you see them? o
SUE: - Yes. I thought they were sensational. Ly
MOE: Why are we wasting time? Get him back here. Call

him now. Sue, I think we've made a discovery. Wow!
We may be able to surprise Cole.

Vocabulary
arrange routine {adj)
assure sensational
available . session
conversation trade (n)
Lou[)e,ratc urgent

{n)
exccutive director
exhibition Common Expressions
field
handling follow up E v)
interdepartmental U vy follow ~up {adj)
interview i £y fully booked
microphone %et (someone) on the line
preliminary heavens!
pressing up to date

request {n and v)

Discussion

1. What is the purpose of Mr. Cole’s visit?

2. What does Mr. Moe ask Sue and Eve to do?

3. What preparations are necessary to set up a conference for
twenty to fifty people?

4. Do you think the salesmen will object to coming to work on
a Saturday?

A. Progressive Substitution Drills

Substitute each of the following words or phrases in the model
sentence,

1. I'll have to apologize for the short notice.

must Saturday conference
explain the reason late delivery
Mr. Moe She
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2.. We don’t want anyone to say that he was not invited.

I our chief
wouldn't like to think
one salesman included

3. We can depend upon him.

I listen to
had better his instructions
ought to carry out '

B. Structures

1. Look at these sentences from the Conversation:

We don’t want anyone to say he wasn't invited.
I'm sure everyone will do his best to cooperate.

Pronouns and nouns must agree. If the noun is singular, the
pronoun must be singular. If the noun is plural, the pronoun
must be plural.

Study these examples. Then, choose the correct forin of the
pronoun in parentheses in the following sentences
o A WA T |
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Examples: Nobody likes to hear (themselves, himself) on a

C.

d.

tape recorder. _
{Nobody is singular, so the pronoun that refers to
it must be singular. The correct choice is himself.)

When the executive directors arrive from the home
office, do your best to make (them, him} at home.
(Executive -directors is plural, so the pronoun that
refers to it must be plural. The correct choice is
them.)

a. No one here takes (himself, themselves) seriously.
b.

Even if customers are unpleasant, a salesynan has to be
courteous to {him, them).

Don't worry. Everyone is going to do all (be, they) can.
Everyone is out to get what (he, they) want(s).

2. Now, choose the correct form of the verb.

Example: Everyone minds his own business.

| D oR

Each of the managers (want, wants) to make a speech.
None of us (wins, win} all the time.
Every one of the salesmen (tries, try) hard.

. Either Sue or Eve (writes, write) the reports.

I don't think any of us (is, are) going. -
Nothing they do (seems, seem) to please their boss.
Every one of the secretaries (was, were) present.

Punctuation

When two complete independent sentences are joined together
in one sentence by and, but, or, or nor, they are separated by a
comma.

Examples: The department heads meet Friday at 5 p.m., and

the salesmen come Saturday at 10 A.m.
He knows the routine, but he sometimes forgets.

Punctuate these sentences. Rernember to add comrmas when two
sentences are joined together by but, and, nor, or.

1. were sorry to ask you to return mr tate but mr moe cant see
you now
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2. should we serve a big luncheon or should we just ‘order
sandwiches

- 1 would like to go to the meetings and listen to the speakers

. id like to go but i wouldnt like to make a speech

i want to go to all the meetings and i also want to atfend the

tarewell banquet

6. she likes to wear yellow but she thinks it makes her look heavy

o b L

D. Correspondence

A reply to a letter of request should be prompt and to the point.
If you can grant the request, then express pleasure in doing so.
If you cannot, then express regret, and, if possible, give a valid
reason for not being able to comply. Your refusal should be
discreet. Avoid being blunt or rude. Always think about the per-
son you are writing to.

In the following letter, Mr. King replies to Mr. Moe's request
that he deliver the welcoming speech at the general convention
planned for Mr. Cole and Mr. Jones.

(Letterhead)
January 11, 19—
Dear Mr. Moe:

Thank you for inviting me to address the convention Tues-
day at 9:30 a.m. I shall be delighted to welcome our dis-
tinguished visitors from our head office, Mr. Cole and Mr.
Jones, representatives from branch offices, and our own
group.

As you pointed out, the notice is indeed short, but under-
standable, considering the late mail delivery these days.

It is always a pleasure to receive officials from our home_ ,}-v"-

office and to know that they are personally interested in our
operations here. 1 have every confidence that the introduc-
tion of our latest product, Magic Mask, will meet with
EUCCess.

_—

i
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Thank you for sending the attractive bulletins and pamphlets
with the latest information about the product. As you know,
it has been a rather costly investment, including a lengthy
testing period. However, we feel that the success will more
than m’;alc‘e up for the effort and expense.

‘:-7. Mo Al
If I can be of help to you in any way, do not hesitate to call
upon me.
B. ]. King
Gen. Mgr.
Discussion

1. Do you think Mr. King is a warm, cordia), friendly person, or
a reserved, serious, and formal person?

2. Does he give an impression of being an effective general
manager? '

3. Does his letter meet the requirements of a good reply to a re-

quest? Is it clear, cordial, complete, courteous?

Is the letter well written? Is it specific? Is it well balanced?

Is the beginning effective? The ending?

bl o

E. Assignment

Imagine you are Mr. Moe. Write a reply to James Cole’s letter in
lesson 2 (pages 13-14). Plan your letter carefully. Make sure you
write an attractive beginning, develop your ideas logically, and
end courteously. Answer all of Mr. Cole’s specific questions.






KINDLY LET
US KNOW

Conversation

MOE:

SUE:
MOE:

SUE:

Thanks, Sue, for escorting Cole and Jones to the
demonstration. I'm sorry that I can’t go, but there's ur-
gent business here. Until I talk to Tate, [ won't know
about the films for our final meeting. } 4
Can't you join us for lunch? 3 4 e ooy %2
No, I've neglected my own work too long. Staying here
is better for my health than going to a luncheon. I'll
have to help Eve with my report, and 1 have to check
on the TV commercials. Besides, it's Val's job to par-
ticipate in the entertaining.

Well, suit yourself. Bye. See you later.

(Eve enters as Sue leaves the office.)

MOE:

EVE:
MOE:

EVE:

MOE:

Eve, please cancel my appointment with the com-
pany's lawyers.

Do you want to cancel or just postpone?

Postpone it until next week. I want to stay in the of-
fice this moming. Please set the Dictaphone there on
my desk by that stack of mail. There are a few letters
I have to answer. We'll send them to the pool for
typing. If you have any questions about that report,
don't hesitate to ask me.

Thanks, Mr. Moe. I think I understand the plan. Sue
explained the format to me. I'll write a rough copy
for you to check.

Since I have a little time now, I'll take a look at the
letter Sue told me about.

23
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(Eve leaves, and Mr. Moe begins to read the following letter
from Ms. Singh.)

Singh’s Agency
642 Royal Ave., Delhi, India

December 28, 19—

Mr. Jim Moe, Marketing Mgr.

Pulchritude Products

8970 Business St.

Leetown, Cal,, J.S.A. -

[}

Dear Mr. Moe: -3

Perhaps you may remember a redheaded agent whom
you met at the International Cosmetic Exhibition last
summer. She spent a lot of time admiring the Pulchritude
Products display. Didn’t she also sit beside you at the
banquet? At that time we discussed the potential market
in my country, This same agent is now interested in
representing your line of cosmetics and allied products
throughout India. Don’t you agree that this is an appro-
priate time to consider the market in this vast country?

Last fall our company discontinued Lovely Lady prod-
ucts. Now we are locking for a well-known brand. Re-
cently I read in a trade journal that you are expanding
both your products and your distribution. There was
speculation that you may introduce something special
for women. I recall that last year your Adonis line for
men was very popular.

You are aware, I am sure, of the reputation of Singh's
Agency. Nevertheless, I am sending you a list of our
retailers. They are mainly reputable drug stores, well-
known department stores, and beauty clini¢s. This will
give you an idea of the volume of our business as well
as the type of our clients. If you are interested in our
Agency, please send us a complete list of your products.

We could even plan further and set up a meeting at your
convenience. Personally, I would enjoy 2 visit to your
plant—that is, if you are not too busy at this time. 1 will
soon make a trip to China, and I could extend my jour-
ney and visit your country.
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Will you kindly let me know if you are interested in
this proposal?

Sincerely yours,

Indira Singh
Vice President

tinclosure IS:cb

MOE: Well, Singh’s Agency. This is something to think about.

Yes, indeed.
Vocabulary
agent postpone
appropriate potential
brand proposal
cancel represent
demonstration retailer
Dictaphone volume
display (v}
distribution
escort Common Expressions
expand
format rough copy
hesitate suit yourself
lawyer trade journal
neglect
participate
Discussion

1. Do secretaries often help to entertain their boss’s guests?

2. What type of work is Eve doing?

3. From Mr. Moe's point of view, discuss Indira Singh’s letter.
a. Do you think her introductory sentence aroused his interest?
b. Is her message specific? Does she give enough information?
¢. Does she leave a way for him to refuse politely?
d. Does this letter inspire a reply?

A. Progressive Substitution Drills

Substitute each of the following words or phrases in the model
sentence.
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L. Thanks for escorting Cole and Jones to the demonstration.

going with display
taking We're grateful to you
them on an excursion

2. It's Val's job to do some of the entertaining.

my assistant’s take care of
his hiring
responsibility interviewing

3. This agent is interested in representing your line.

Ms. Singh products
knowing about Magic Mask
selling pleased about

B. Structures

1. Lock at the pairs of words below. The words in each pair are

very similar, but their meanings are very different. _
From the context of the sentences, choose the correct word
to complete the exercises. :

a. beside-besides
Didn't she sit beside you?
I have all that filing to do besides typing these letters.
Put the letter .________ the portfolio on my desk.
b. then-than
Then you can check it.

I'd rather take the day off than come in to the office on

Saturday.

After you write the letter, _______ correct it.
c. sit-set

Didn't she sit beside you?

Set the machine beside the letters.

ShallI ___ it here or over there?
d. further-farther

We could plan further and set up a meeting,

We hardly ever see them since they moved the home office

farther west.
We didn't discuss the matter any
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e. there-their
There is urgent business.
It is their duty to entertain.
Didnt shelike ____ products?

[
Look at this sentence from the Conversation:
Until I talk to Tate, [ won’'t know about the films.

The adverb until expresses an idea of time in this sentence.
Other adverbs that serve the same purpose are before, after,
ever since, and as soon as. Study these examples:

We have to complete the marketing study before the product
enters the market.

After T've had lunch, I'll begin typing these letters.

We've been busy ever since Mr. Cole’s letter arrived.

I'll be with you as scon as 1 speak with my secretary to con-
firm the reservations.

In these sentences, choose the adverb that best expresses the
time relationship.

a. — 1 closed the door, I remembered that I had
forgotten my keys.

b. . Icame to this country, { couldn’t speak English.

c. I said it, I knew it was the wrong thing to say.

d. I'll stay here .. he arrives.

€. —— Eve joined the firm, Sue has been able to leave
work at 5:00,

C. Punctuation

1.

Today, letters are more informal and personal than they used
to be. In informal letters, we use a comma after the salutation
instead of a colon.
Example: Dear Judy,
Thank you for the get-well card.

. Explain the use of punctuation marks in Ms. Singh’s letter.

Look at these sentences:
Until I talk to Tate, I won't know about the film.
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Whenever I use that old typewriter, I make a lot of mistakes.
As soon as you file these bills, answer today’s mail.

In these sentences, a comma is used to separate the adverbial
clause from the main clause.

Based upon these models, punctuate the following sentences.

a. Since Eve came Sue doesn’t have to work so hard.

b. After we received your letter we changed our minds.

¢. Because Eve wrote such good letters she received a raise
in salary.

d. Although he studied English for six years he couldn’t speak
it very well.

e. Until we hire a new secretary I'll have to work late.

D. Correspondence

The “Four C’s"—clarity, conciseness, courtesy, correctness—are
important for all letters. Clarity means making your ideas easily
understood. Conciseness means brevity—eliminating unneces-
sary words, phrases, or sentences. Courtesy ensures that your
reader will want to answer your letter. Correctness is especially
important for secretaries. Their bosses hold them responsible for
the neat appearance of the letter, spelling, punctuation, and
proper usage of the language.

Apply the rules of the “Four C's” to Ms. Singh’s letter.

What is her purpose? Is it expressed clearly?

Is the style concise or rambling?

Is the tone friendly? Give an example,

Are the paragraphs well organized?

Do yeu find errors in sentence structure, spelling, or punc-
tuation?

A

E. Assignment L
//—-‘-

Ms. Belle Ronato, a busy executive, saw a'commercial for Magic

Mask. It was entitled “Before and After.” She was impressed by

the results shown after only a six-month treatment. As Ms. Ronato,

write a letter of inquiry to the sales department of Pulchritude

Products requesting more information about the product.
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POOL

Conversation

CEN:

NGA:

GEN:

NGA:

GEN:

NGA:

GEN:

NGA:

GEN:

Cood moming. Welcome to our group. Your name
is pronounced “Nga,” isn't it—with n as in “pot” and
& pronounced as y in “yellow”?

Yes, that’s right. It's an oriental name.

Call me Gen—short for Genevieve. The g is soft, as
in "generous”. English pronunciation isn't easy, is it?
No, it's not. But I use tapes for practice, and I think
I'm improving. I hope I do well my first day here.
I'm sure you will. As usual, we're very busy. Mr. Moe,
our marketing manager, sent down several tapes. His
secretaries are busy this morning. You're familiar with
recordings, aren’t you?

Yes, I am. My previous boss used the Dictaphone. 1
liked it because she always spoke distinctly and gave
clear instructions. She also trusted me to make re-
visions and corrections.

Good. Mr. Moe seldom uses machines, as his secretary
usually composes his letters. Machines are helpful,
but they can’t take the place of dictatioft' Often a
secretary has questions about spelling names or ad-
dresses.

I'll do my best. If I get stuck, may I eall on you for
help?

Sure. That's why I'm here. This is a sample of the for-
mat vre use.

29
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{Later, Nga comes to Gen's desk.)

NGA:

GEN:
NGA:

GEN:
NGA:

GEN:

NGA:

GEN:

NGA:

GEN:

NGA:

GEN:

NGA:

I'm sorry to bother you on my first assignment, but
after I listened to the tape, I made only one copy. Then
I wrote a revision. .

Please read both. ]
(Reading) “Dear Ms. Brown: Your kind letter of in-
quiry asking about our new product, which we named
Magic Mask, is at hand, and we hasten to reply.”
That's trite, isn't it? And yours?

“Thank you for your inquiry of January 2, expressing
interest in our new beauty aid, Magic Mask.” That
mentions the date and omits unnecessary words. I
also omitted this sentence: “Evidently our advertising
campaign is effective, as you are witness to that fact;
and we look forward to a successful future for this
new beauty aid.” That sentence, I think, isunnecessary.
You're right. Mr. Moe is very intelligent; but when
he dictates, his enthusiasm runs away with him.
(Reading) “Answering your question about when you
can obtain this product, the marketing date is set for
the immediate future, when it will be displayed on the
shelves.”

I hope you corrected the grammar and clarified the
meaning,.

I simply said, “It's a pleasure to assure you that this
product will soon be available. In April you will be
able to find Magic Mask in all leading department
and drugstores in your city.”

Cood. That's more specific. I like the personal touch
in referring to “you.” What else does Mr. Moe say?
“In the interim, I take pleasure in sending you under
separate cover a complimentary two-month sample,
free of charge. Please let me know if you see signs of
rejuvenation, Also enclosed please find a brochure
with details for using the mask and its gradual change.”
Evidently Mr. Moe was dictating without notes. And
yours?

I revised the entire last part and tock out the phrases
“thanking you for your interest,” “hoping to hear from
you soon,” and “we remain.” [ wrote, “Enclosed is a
brochure which explains the use and the result of the
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treatment. Also, you will soon receive a sample for a
twa-month supply of Magic Mask.”

CEN- That’s good. It’s more definite. What about the clos-
ing? The last paragraph is very important, you know.

NGA: “Ms. Brown, after using this treatment according to
instructions, will you kindly give us your opinion of
Magic Mask? We value your comments and appre-
ciate your interest.” Should I add something like:
“We hope you and your friends will be among our
best customers™? ' :

CEN: I don’t think so, Nga. The word “hope” weakens the
effect of the ending. It's not a very positive word.
Moreover, don’t overdo an appreciative attitude. You
have made the original far more simple and natural.
I'm sure Mr. Moe will be gratefu} for your help.

Vocabulary

appreciate outmoded

assignment previous

attitude recording

brochure rejuvenation

clarify revised, revision

COmpose tapes

correction trite

customer verify

delete

dictation

distinctly Common Expressions

effective

enclosure advertising eampaign

enthusiasm complimentary sample

hasten department store

interim drugstore

machine et stuck

marketing eading stores

omit run away with {someocne)

Discussion

1. Applying the “Four Cs” and the “Three §'s" (simple, short,
and sweet), discuss improvements Nga made in rewriting

Mr. Moe's letter.

L. Clear—In his reply, was Mr. Moe definite about the date



and places to find the product? Compare it wlth -N‘ga:.
reply.

2. Concise—Did Nga's letter come to the main point more
quickly? What outmoded and trite phrases did she omit?

3. Courteous—Did Mr. Moe emphasize the “I” or the “you”
approach? Was his mention of “rejuvenation” tactful?

4. How would you improve the following sentence? “Your
letter of inquiry, asking about our product, is at hand.”

A. Progressive Substitution Drills

Substitute each of the following words or phrases in the model
sentences.

1. Thank you for your inquiry of January 2, expressing 1ntercst
in our new beauty aid.

April 10 magazine
quick response your opinion of
We appreciate our service

2. That's why I'm here.

be’s working what
where : I like
she writes they sell

-
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3. If I get stuck, may I call on you for help?

confused rely
don’t understand ask
assistance she doesn't . . . she

B. Structures

Review this sentence from the Conversation:

I'm sure Mr. Moe will be grateful for your help.
(That is understood: I'm sure that Mr. Moe will be grateful for
your help.

Following that structure, respond to the questions below. Intro-
duce your answers with: I think, I believe, I'm sure, I know, I
wonder if, I hope. '

1. Do we have enough invitations?

2. Will everything go smoothly at the meeting?

3. The letter wasn't lost, was it?

4. Does the volume of sales justify the expense of TV advertising?

C. Punctuation

Study the use of the comma in the following sentences from t-e
Conversation.

a. Good moming, Nga. (Direct address, to separate the name
of the person.)

b. Yes, I am. (After introductory words: yes, no, please, of
course, naturally, etc.)

¢. Thank you for your interest in our pew beauty aid, Magic
Mask. (To identify one part of a sentence with another
word.)

d. That's trite, isn't it? (To set off a parenthetical question—
a tag ending.)

Referring to the above sentences as models, supply all necessary
punctuation marks in the following sentences. Remember apos-
trophes and capitalization.
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no we are not allowed to send samples through the mail
you want to have his opinion dont you

after using it ms brown will you please tell me your opinion
i like the personal touch the reference to the writer

you are famliar with our product magic mask arent you
yes i like it but its expensive isnt it

O e 0 1O

D. Correspondence

A reply to a letter of inquiry may be either positive or negative.
Either reply requires tact. Often a reply like Mr. Moe’s becomes
a type of sales letter. Read Mr. Moe’s reply to Ms. Singh's letter
carefully. Notice that he did not commit himself to a definite
action at that particular time. Perbaps he wanted more time to
consider the question or to obtain more information.

(Letterhead)
(Inside address) {Date)

Dear Ms. Singh:

How could I forget the charming redhead at the Interna-
tional Exhibition? As 1 remember, we were addressing each
other as “Indira” and “Luis.” It is indeed a pleasure to hear
from you and to know that you regard our produgls so
highly.

Your letter arrived at an opportune time. We are now con-
sidering expanding our sales department. We hepe tainclude
far-away places; so the field you mention could be yours.
Your list of retailers is impressive. In turn, you may be im-
pressed by our newest product, Magic Mask. It will hit the
market in a few months. [ am enclosing a pamphlet about it.

We certainly weleome you to visit our plant and to discuss
a possible relationship. However, before we set a definite
date, I prefer to consult Mr. Cole, our marketing directgr
in New York. He usually goes along with my recommend‘i-
tions. I would also like to discuss this matter with Mr. King,
our general manager here,
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You may :xpect to hear from me very soon. Personally, I
am optimistic that we will be able to work out a satisfactory

arrangement.
Sincerely yours,
Luis Moe
_ Marketing Mgr.
Enclosure

E. Assignment

1. Copy Nga's revision of Mr. Moe’s letter.

2. Write an answer to a salesman’s inquiry about representing
Pulchritude Products in Canada. You may mention that you
have (don't have) a representative in that area, you are {are
not) able to give encouragement; you are {are not) sending
information about your products; you do {do not) suggest that
he come for a personal interview.






CREATIVE
ADVERTISING

Conversation
MOE: Sue, have you finished the letter to be sent to our
salespersons?
SUE: Yes, here it is. Will you sign it, please?
MOE: (Reading)
Dear

Are you ready to begin the campaign? The big day is set
for April 3, a nice spring day for rejuvenation.

Please check on the distribution of all materials: window
ads, counter displays, gift samples, brochures, and in-
struction sheets. I suggest you distribute these a month
in advance. Choose good spots for displays. Have you
set up demonstrations in big department stores, similar
to those we had for Cole? Some cosmeticians in stores
may need special training. They must know what to do
and how to do it. I'm sure you can explain the procedure
to them. Remember hcw important retail salespersons
are to us. I suggest that you give them samples for
themselves.

From our office here we are sending out the circulars
and brochures to special customers. Your efforts plus
the help from TV commercials should make the promo-
tion a success.

a7
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SUE:

MOE:
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If you need anything, just come up to the office. We are
ready to help you in any way we can.

Sincerely yours,

L. Moe

That's splendid, Sue. I believe you've included all the
important points. Now please get off 2 short note to
cosmetic supervisors of stores on your list. Inform
them that our people will soon visit them and will
explain all about Magic Mask. Enclose some informa-
tion. Convey a personal touch. We have to sell the idea
to them if they are to sell our product. Try to arouse
their enthusiasm.

Val asked me if we were going to print new brochures.
The “Before and After” idea is 1 little old by now. We
need a new gimmick, something fresher.

Sue, you've got it! That's the idea. Fresh! That’s the
reason we decided to present Magic Mask in the spring
—new life. Ask Val to come in.

(Val enters.)

YAL:

MOE;

VAL:

MOE:

VAL:

MOE:

What's your fresh idea?

That’s for you to decide. How about getting out a new
bulletin? Perhaps we can use some of Tate’s photos.
That’s a good idea. Would you be willing to give a
discount to every person who presents a coupon?
Well . . . yes, or a free facial in the department stores.
Our booklet, Everything from Head to Toe, describes
our other preducts. It's a good idea to give the entire
line a boost. You make those decisions.

We could even have a cosmetician give demonstra-
tions te women'’s clubs.

Good ideal But why limit everything to women? Why
not include men? Tate featured men in some of his ads.
They were he-men, too.

Vocabulary

arouse

booklet
bulletin

circulars (n)
convey
convince



CREATIVE ADVERTISING 39

cosmetician Common Expressions
coupon

discount by the way . ..
enclose check on

facial (n) get off {a letter)
feature get out (a letter)
gimmick ive a boost
instruction sheet e-man

line how about . . .
sample in favor of
supervisor

Discussion

1. Are the instructions to the salespersons clear?

2. Does Sue's letter stress the responsibility of a salesperson?
3. What sales gimmicks are suggested?

4. Give examples of gimmicks you have seen.

A. Progressive Substitution Drills

Substitute each of the following words or phrases in the model
sentence.

1. We have to sell the idea to them if they are to sell our product.

explain to promote
persuade them to handle
convince to get customers for

2. I believe you have included all the important facts.

think ' they
am sure data
would say the salespersons

3. Have you finished the letter to be sent to all salespersons?

brought given
typed directors

revised customers
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B. Structures

1. Look at these sentence pairs: -

a. I'always ask her, “How are your salesp”
1 always ask how her sales are,
b. I asked him, “How are your sales?”
I asked him how his sales were.
¢. Where is the file?
I don’t know where the file is.
d. Who are those women?
I don't know who those women are.

Notice the change in word order and tense in these models:

I asked him, “How are your sales?”
I asked him how his sales were.

Following these patterns, complete the following sentences:

Sue asked Eve, “What is Mr. Moe doing?”

- He asked Val, “Where are you going?”

Val asked Eve, “Where are the new brochures?”

. The salesmen asked Mr. Moe, “Where can we find the
information?”

Mr. Moe asked Val, “When will your new promotion he
ready?”

What time is the meeting?

Where did he go?

How are their sales?

What are they planning?

How is Mr. Moe today?

® oo

il

2. Look at these possessive pronouns:

my—mine our—ours
your—yours your—yours
2::}1‘;23 their— theirs

They are used to denote possession or ownership:

From our office here we are sending out circulars,
What is your fresh idea?
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He featured men in his ads.
The idea was hers.

Fill in the blanks with the correct pronouns.

S e

a. [thoughtitwas..____ idea. {Val's)
b.
c.

It really was ____ __ idea. (Nga and Sue)
Ithink..____ company is very generous. {The one we -
work for.)

Won't you tell me where you found ____ file. (The
one that belongs to you.)

Whose file is that? It's | (Mr. Moe's)

Whose camerais that? It's . (Sue’s)

Is this your typewriter? Yes, it's .

Was that Sue and Val's idea? Yes, it was

C. Punctuation

In writing dialogue we repeat what people say. They do not al-
- ways talk in complete sentences. Sometimes for dramatic effect,
a word or short phrase may be followed by a period.

We listened and listened. We shouted again. No reply. Punc-

tuate the following examples correctly, using commas and periods
whenever necessary.

1.
2.

3.

i met sue on a cruise going down to mexico

i was out after dark in a strange neighborhood a neighborhood
that didn’t seem very safe

he was an interesting man a man who had traveled in almost
every country

i hardly knew him he had grown a beard and his hair had
turned quite grey

weve done our best which is really all we can do

i had never been in that place before it was dark and damp

D. Correspondence

Val wrote the following ad for Magic Mask. She tried to create
enthusiasm for her product by using a fresh, springlike approach.
Her most important task was to make the customer eager to buy
Magic Mask.



42

Discussion

e
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SPRING SMILES

In the spring, one's fancy tums to thoughts of —a new look,

a new life. Spring is the time to renew your spirits, to feel R
young and happy. It is the time for magic—the Magic Mask - . = vem
treatment. Arwd AT L e, B

Let the magic of this jar remove dull, drab, flaky winter skin,

tighten the muscles, and smooth out wrinkles painlessly.

This is a new process. It contains no harsh chemicals that ™9
cause buming or peeling. Within a few months, the skin )
gradually tightens and becomes softer. You will smile when (ﬂ{ L
you look in the mirror. )

Take advantage of this introductory offer for a three-month I
trial. The coupon on the back may be redeemed at any of oA
the listed stores. o di AR L e L j

Attention, men: Magic Mask is not for women only! If you -
would like to shed a few years (and why not?), try it. Look Lot
for the special offer for men only wherever Magic Mask is
sold. Buy a large jar, and receive a gift bottle of Adonis '
lotion. . e .
T b T -y
po
Lt

e

Would this introduction impress a person who is aging?
Would it offend anyone?

Does it make the customer want to try the product?

If you were an aging person, would you be tempted to try it?
Why or why not?

Do you think the blurb exaggerates the aims of the product?
Are there too many gimmicks?

E. Assignment

Write a letter to a women's club, suggesting that a beautician give
a demonstration of Magic Mask at a meeting.



KEEP THE
SALES ROLLING

Conversation

MOE:

FRANK:

MOE:

FRANK:

MOE:

MARIE:

MOE:

DICK:
MOE:

BUD:
MOE:

Gentlemen, I will end this meeting as I began, by con-
gratulating you all for your efforts in making Magic
Mask a success. At present, as you all know, we have
more orders than we can fill. However, don't let
down. Keep the sales rolling.

And keep the cash register ringing. 3~~~ o

Right] Remember the increased production costs that
I just quoted. We have to work hard to get out of the
red.

Which area has the best record?

In the United States, California and New York, as
usual, are about equal. But all areas are doing better
than ever. The foreign market has increased also.
Are you planning a competition among salespersons?
No, not now. It would be unfair. The territories are
not equal.

You're right!

I didn’t intend to mention this subject now. How-

ever, you will senn be informed about it. Qur sales

system is being reorganized, and the areas are being
redesigned. Also, more salespersons are being hired.
They will take some of the load off you people.

I hope our salaries won't be affected.

Don’t worry, Bud. This new system is set up to help
you in every way.

43
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LULU:
MOE:

DICK:

YAL:

MARIE.:

MOE.:

BUD:

MOE:

VAL:

FRANK:

MOE:

MOE:

SUE:

Can we older salespersons choose our own temitories?
Many factors have been taken into consideration, in-
cluding seniority. I can’t go into further details now,
since the New York office hasnt completed the pro-
cedure yet. Letters of explanation will be sent.to you
as soon as possible. Now if there is no further business,
the meet— . ..

Excuse me, sir. Before we leave, I want to say that
the TV ads have been terrific. Our sales certainly have
been helped by the new ads.

That's certainly true. Everyone is impressed by them.
They're designed like a serial. Different countries
have been presented in each episode.

Thank you. The public reaction has been favorable.
If there are no more questions, the meeting is ad-
journed.

Pardon me. Just one question. Will our commissions
be affected by the change?

It's difficult at this point for me to promise anything,
Bud. Frankly, I believe the commissions will increase.
As the demand continues to increase, so will the sales
and commissions.

The salespersons’ efforts keep the commissions up,
don't forget.

Will we older salespeople be pushed aside?

Frank, you know better than that. Our policy has al-
ways been that first consideration is given to our ex-
perienced people. Under the new system, I believe,
people who have seniority will be in charge of large
areas and share in commissions. As I mentioned, letters
of explanation soon will be sent you. But, believe me, -
as the company prospers, so will you all. Thank you
all for coming. The meeting is adjourned.

{Later, to Sue} Were these conversations recorded in
your notebook?

Yes, and they have also been recorded on tape.

Vocabulary

area
adjourn

cash register
commercial

ad{vertisement) COMMission



competition
congratulate
effcrtd
episode
hﬁ-e
increase
inform
intend
orders
policy
prosper
quote
reaction

record (n and v)

redesign
reorganize
salary
seniority
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serial
subject (n)
success
system
tape (v)
terrific
territory

Commeon Expressions

et up

eep sales rolling
let down
out of the red
push aside
take a load off
under consideration
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Discussion

. What meeting was Mr. Moe presiding over?

Has the product paid for itself yet?

What information did Mr. Moe give that was not on the agenda?
What were the salespersons most concerned about?

Who will be in charge of the new areas?

Does Mr. Moe use goad psychology in dealing with his sales-
people? Give examples.

- ETyvye

A. Progressive Substitution Drills

Substitute each of the following words or phrases in the model
sentence.

1. Letters of explanation will be sent as soon as possible.

regret delivered
congratulations the same day
Telegrams by the main office

2. Our sales certainly have been helped by the new ads.

commercials increased
commissions good salespeople
orders your efforts

3. We have more orders than we can fill.

have received are able to
have taken supply
The salesmen The company

B. Structures

1. The present perfect tense is formed by combining the present
tense of the verb have (has, have) and the past participle of
the verb.

In the following sentences, fill in the blanks with the proper
form—has, have—and the past participle of the verb in
parentheses: )
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Examples:
They (be} our best customers. They
have been our best customers.
Chae chain store {buy) two thousand
cases. One chain store has bought two thousand cases.
1. We (begin) to refill orders.
b. they {find) their address?
C. he (send) the check yet?
d I not (read) the new ads.
e. One salesman . already ___ _ (spend) his
next month’s salary. :
f. Our products (lead) in almost all
areas.
g. Where she (put) my briefcase?
h. 1 _often______ (think) about changing the
commercials.

. In letter writing, the active form of verbs is more frequently
used. It is more forceful. However, sometimes it is necessary
to use the passive form when you do not know the subject,
when the subject is not important, or when you do not want
to mention it

The passive form can be used in any verb tense. Look at
these examples from the Conversation:

Present tense # First consideration is given to our experi-
enced people.

Present progressive iense » Qur sales system is being
reorganized.

Past tense » Were these conversations recorded?

Future tense o Will we be pushed aside?

Present perfect tense @ Our sales have been helped by the
new ads.

The following sentences are in the active form. Find them in
‘the Conversation in the passive form.

a. We are reorganizing our sales system and we are redesign-
Ing our areas.

b. We will soon inform you about it.

¢. We are hiring more salespersons.
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They impress everyone.

Will the change affect our commissions?

Did you record these conversations in your notebook?
They have presented different countries in each episode.

® ™o A

C. ?unctuation

Look at this sentence frqm the Conversation:

At present, as you all know, we have more erders than we
can fill.

Commas are used in sentences to set off phrases that further
explain what the speaker wants to say. These phrases can be
taken out of the sentence without changing its meaning.

Commas also separate two adjectives that describe the same
noun when and is understood:

It's a windy, rainy day.
She presented an exciting, imaginative advertising campaign. .

However, don't use a comma unless and is understood between
the adjectives:

He’s a kind old man. _
It’s a valuable antique typewriter.

Punctuate these sentences. Remember capitalization, apos-
trophes, and correct use of commas. :

these commercials id say are the best ones ive seen
sue is an efficient intelligent secretary

we are striving i might add to reach that goal

she wore a bright green dress

he is you may recall one of our oldest salesmen

in their class english is never spoken

she wrote a long acturate letter

lack of time and money i fear are our worst enemies
they are without a doubt the best in the world

10. she is a young pretty girl

L1. it is nevertheless the right thing to do

12. on the contrary i usually agree with you

e i ol ol oo
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D. Corre5pond%ce

In the following letter, Mr. Moe keeps his promise to inform his
salespeople of the new changes and their new rolein the company.

Dear John,

The news in this letter will not come as a surprise. At the
meeting two weeks ago, you all were informed about the
changes in sales areas. Since the demand for our products
has increased so rapidly, we find it necessary to change your
territories. Under the old system, you salespeople did not
have equal opportunities.

Because of your record and seniority, the planning board
has chosen you to be supervisor of the Western Division.
Your headquarters will be in Spokane, Washington. Your
area will include the western states—Washington, Oregon,
Montana, and Idaho, as well as Alaska and western Canada.
The boundaries are clearly defined on the enclosed map.
This area should please a former Westerner like you from
Boise, Idaho.

The new plan will become effective January 1, 15—, so
you will have plenty of time to taake any adjustments. Also
attached is a list of your assistants and their specific ter-
ritories and a salary scale and rate of commissions. Add to
your basic salary the percentage of the commissions from
your sales assistants, and you will find that your annual in-
come will be considerably higher.

I personally want you to know that we have always been
proud to have you on our team, and we believe that you
will continue to be one of our star players.

John, if you have any questions, don't hesitate to call me
or to come in for a chat.

Sincerely yours,

Luis Moe
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Discussion

1. Is the information that Mr. Moe gave explicit?

2. How do you think John will react to the letter? What if he
doesn’t want to move?

3. Is the arrangement reasonable?

4. Does Mr. Moe express his instructions in a friendly manner?

E. Assignment

Write a letter of notification to an employee. You are changing
her territory. She will be sent to China, a, territory she eagerly
requested. Give information about the date of transfer, the in-
crease in salary, commissions, housing. You may mention ex-
tended vacations.



A MATTER OF
DIPLOMACY

Conversation

MOE: {On the intercom) Sue, can you come in for a minute?

SUE: {Entering) Here are some letters to be signed.

MOE: That's quite a Jot of work you've done. Sit down. You
and Eve need more help. We'll have to get another
person. What about that girl in the pool, the one who
wrote such a good letter for me?”

SUE: Nga? She's very good. I'll talk to her.

MOE: (Looking over the letters) Here's a funny one. This
guy forgot to specify the size of his order. Here's one
questioning the terms of payment. Your answer to
that is good. Who's Ms. Don, the woman who wrote
this letter?

SUE: She is the director of La Belle, a cosmetology school
in Australia.

MOE: {Reading) Let’s see what you said to her.

Dear Ms. Don:

Your letter of June 20 brings both good and bad news.
We are delighted to share your successful experience
with Magic Mask, but sorry to leamn that your stock is
almost depleted.

The product has become so popular that the production
department cannot keep up with the demand. But do
not worry. Even though we cannot fill your entire order,

31
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we are serdling you a partial shipment. It is now being
processed, and your full order will be ready within two
weeks.

Thank you for the photographs that you sent. Your school
and staff are very attractive. We will include La Belle
on our list of star customers.

Enclosed with your order ar- a few samples of a new
perfume that we are testing. I will appreciate your opin-
ton of it.

Very truly yours,

That’s fine, Sue. I'm glad you remembered the per-
fume. Anything else?

SUE: Hold on to your chair. Here's one with a different
tone. I need your help. It's written by a woman whom
I don’t trust.

MOE: (Reading the letter) Oh dear! this is the first time we
have had a serious complaint. She says that her face
swelled and bumed after she used Magic Mask. That’s
ridiculous. We tested hundreds of people before we
manufactured it.

SUE: She doesn't threaten a lawsuit—at least, not yet.

MOE: That’s it—not yet. We'll have to forestall that. Sue,
this letter calls for diplomacy. Be firm, but gentle.
You know,; “the iron hand in a velvet glove.”

SUE: It’s not that simple. We usually agree with our cus-
tomers. “The customer is always right.” Then they
don’t complain any more. But this case is different.

MOE: Sue, go over to the laboratory. Ask the chemists in
the research department what they think, Get some
facts and their opinion. We have to be careful—
judicious—right?

Vocabulary

chemist forestall A, s .

complaint intercom 43 sy tow law ndt 63

deplete

f A lm"‘a

aboratory

cosmetology M. ,ﬂfﬂm et hjudlc:ous LR Sgpmn | ooy Vi
l

diplomacy

awsuit k-u'e;, n
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manufacture Common Expressions

partial . -
research .. fillanorder Thei oo o, oy
ridiculous 16 b. s’ <i. Hold on to your chair. e R T
serious ripped off % tweae T T

specify st oo, el By velvet glove g oy ey
stock ' o :

swell (v) €& o, wa

threaten T

Discussion

1, Sue had to write to Ms. Don with some disappointing news.
How did she soften the blow? '

2. Do you think people should complain if they feel they are
being cheated? What is the best way to voice your complaints?

3. If a company is at fault, should it admit its mistake, put the
blame on someone else, or ignore the letter of complaint?

A. Progressive Substitution Drills

Substitute each of the following words or phrases in the model
sentence,

1. Let’s see what you said to her.

he I want to

me wrote
hear Sue

2. I brought some letters to be signed.

Sue a few
has corrected
received answered

3. Ask the chemists what they think.

doctors did
specialists tests they made
them their opinion is
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B. Structures

who—whom—uwhose

Look at these sentences:

She is the sales manager who started last week.
Who is used as subject.

Whom did they choose as president?
Whom is used as direct object.

To whom shall I give these letters?
Whom is used as indirect object.

Whose gloves are these?
Whose is a possessive form.

Based on these models, use the correct form of who in the fol-
lowing sentences,

1. Mr. Cole, ——_____ letter arrived late, was a little upset.

2. All the salesmento T wrote were very cooperative.

3. The ladies ________ are using Magic Mask are enthusiastic
about it.

4. I dont know —_____ umbrella I took home.

5. Mr. Jones, — __ _____ is head of production, came with Mr.
Cole.

6. Idontknow —_____ you are talking about.

C. Punctuation

As we saw in the last lesson, if a clause can be taken out of a sen-
tence without changing its meaning, it is set off by commas.
These are called nonrestrictive clauses, and they often begin with
the words “whe” or “which.”

Examples: The women in the stenographic pool, who work on
the third floor, go to lunch at noon.
The mail, which is usually late, arrived early today.

*This is a more formal form. 1t is still used in written English, but seldom in
conversation. i
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Remember, only clauses that are not necessary for identification
are nonrestrictive and are set off by commas.

Punctuate these sentences. Remember capitalization!

this product which we just introduced is called magic mask
the school director lives in briga which is 2 town in australia
ms longfor who wrote about her unfortunate experience did
not reply to our letter

the lady who has the school sent pictures of it

i like people who never complain

my girlfriend who never complains is good-natured

i heard that the last one which i did not see was not so good

05 po 1

N ;s

D. Correspondence

Replies to complaints must be very carefully planned. Think
about the person who wrote the letter. Try to ana'vze his or her
reason for writing. Is the complaint valid? Is it better to accept
the blame and keep your customer happy? Is your company at
fault?

Here is Sue’s reply to Ms. Longfor’s complaint.

Dear Ms. Longfor:

Thank you for your letter of July 6. We were indeed very
sorry and puzzled to hear that your face burned and swelled
after using our product.

We immediately consulted our chemists and company doc-
tors. They had never encountered a similar case in all
the hundreds of tests they had conducted before the prod-
uct was marketed. Out of the thousands of present users,
no one has reported anything but complete satisfaction.

We are asking you to send a report and a diagnosis from
your physician. We also would like to know if you ever
had any allergies. Directions on the jars clearly state that
all users must make a patch test before applying the mask.
The instruction booklet that accompanies each jar also ex-
plains that procedure.
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Did you experience any reaction after that preliminary

test? The instructions also warn all users NOT to use the

product if they have or ever had allergies. The chemists

ask that you return the unused portion of the jar so that
" they can make further analysis of the contents.

Please let us have this information as soon as possible. We
hope that you have experienced no further discomfort.

Very truly yours,

Discussion

1. Consider the letter from Ms. Longfor's viewpoint. If she had
told the truth, would Mr. Moe’s reply anger her?

2. Did Mr. Moe take proper action when he consulted the chem-
ists and doctors?

3. Do you think Mr. Moe should have ignored Ms. Longfors
letter?

4. Do you think Ms. Longfor will reply?

E. Assignment

You ordered two boxes of fruitcake as a special Christmas offer.
You sent a check to cover the postage and handling charges.

-~ v

However, you received only one cake. R A

Write a letter of complaint; be specific about the order Be
sure to include such facts as the total cost, the description of your
order, the date, the amount of your check.



THE CLUB MEETING

Conversation

(Linda, the president of the Bilingual Secretaries Club, has just
called the meeting to order. The minutes of the last meeting

are accepted.)

LINDA;

TOMAS:

o z\._;

A

LINDA:

TOMAS:

NGA:

)A'_,V._ [ \/)ﬂ ‘ﬂ
I will turn the meetmg over to our program chairman

_:-f.} today’s surprise. The topic is interesting.
For the next six meetings, we will have a contest. At

the end of three months, the winner will receive a
prize. I'm going to pass gut instructions. At each meet-
ing, you will submit a letter of the type specified.

The committee will evaluate them. The person with
the highest rating will win the prize. What's the
prize, Linda? Y= T o vt

Dinner for two at the new restaurant on Eighth Street.
Your program is an excellent idea for us who are
bilingual. Some of you know three and even four lan-
guages. This will be an interesting project. We'll be
able to accumulate models of different types of letters
that should help us in our work.

That was the idea. When we're in a hurry, it helps to
have good examples on file that we can refer to easily.
Since we're bilingual, it's a temptation to translate.
We must realize that when we write letters, we should
avoid translating word for word. We must understand
the idea and put that idea in the idiom in which we
are writing.

(Raising her hand) A collection of good samples is
a real time-saver, and sometimes a lifesaver.

59
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TOMAS:

LINDA:
TOMAS:

GEN:
TOMAS:

That’s right. Thuse of us who .have to write several
types of letters are grateful for suggestions. Today we
have an application letter. It's an example of what we
were talking about, a letter written by a person not
familiar with the English way of speaking or writing.
It's clearly a translation. You are to rewrite the letter,
putting it in acceptable English. I will read it to you,
and you will take it down in shorthand. Then use
the typewriters in the next room to write the letter
in good English. In a half hour, hand in your letter
for judging.

Don't forget to mention the assignment for the next
meeting.

Oh, yes. Bring your own application letter, and be
sure to include your résumé.

What criteria do you use for judging?

Good question. We'll consider several different things:
first, the overall appearance, such as neatmess, good
typing, paragraphing; second, the manner of expres-
sion and clarity of the letter; third, correct and com-
plete information; fourth, accuracy in forms, spelling,
punctuation, and usage; and fifth, your success in
moving the reader to take action. You know, an ap-
plication letter is really a sales letter—you're selling
yourself. This is an actual letter written many years
ago. If there are no more questions, let’s begin.

Apolis, Monten
First Av. East 4258-23
June 20, 19

San Blas College
Pine St. 18
Apolis, Monten

My dear Sirs:

I am directing this letter to you because of the desire
I have of gaining a position in your institution, whether
it be as a bookkeeper or a cashier. The experience that
[ have acquired during the time that I have been in busi-
ness fits me to hold either of the posts mentioned above.

I worked in the Bank of Menton during thirteen years,
having cccupied the position of bookkeeper, and recently
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I occupied a like position in the drugstore of Samuel
Peten, but economies introduced by t]us store caused

" my separation from work.

At present I arn working in a moving picture theater,
The Palms, but the salary 1 receive is quite small and
does not permit me the necessities of life, as I should
have. I am anxious to obtain employment in your insti-
tution where there is greater chances of remuneration
for employees who merit their abilities.

1 am enclosing copies of letters for recommendation
that I have from firms in this city, as well as from-that
where 1-waorked last.

Hoping that on having a vacant place, you will kindly
take into consideration this letter.

I remain,

Yours very truly, .

" Salazar Tipton

Vocabulary
acceptable minutes (of a meeting)
accumulate project (n)
anxious remuneration
a%g]mve résumé
W shorthand

eeper time-saver
cashier translate
chairman
cordial
criteria Common Expressions
evaluate
idiom call to order
lifesaver take up
maximum
Discussion

1. How is a letter of application like a sales letter?

2 Do you find that modem letters are more natural and less
formal than letters of fifteen or twenty years ago?

3. Do you keep a file of letters of different types for referral?
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A. Progressive Substitution Drills

Substitute each of the following words or phrases in the model
seatence. _
L. It helps if we have good examples in our files.

makes things easier models
accumulate letters
can refer to office

2. We should avoid translating word for word.

Secretaries be aware of
ought to be careful about
must literally

3. The person with the highest rating will win.

one best
secretary letter
who has get a prize

B. Structures (Review Exercisés)

1. Give short answers to the following questions:

Example: Do you want us to take it down in shorthand?
Yes, I do. (No, I don't.)

Did she ask Tomds about the letter?
Whose letter is that?

Can you give his name?

Did you read it over before you sent it?
Do you have all the envelopes you need?

® Qe oP

2. Follow the model below to compose sentences. Use the phrase
I know followed by a clause telling what you know. Introduce
the clause by where, who, when, how much, why, or what.

Example: Jim is going to play golf at the Country Club.
I know where Jim is going to play golf.

a. Sam doesn’t approve of smoking because it costs too much.
ITknow ________ of smoking.
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b. Nga is going to work in Mr. Moe’s office.
I know __ to work. '
¢. Eve is Sue’s assistant.
Tknow . gssistant.
d. Mr Cole comes to California in January.
Iknow ____ _ to California in January,
e. Tom4s told you about my mistake. :
I know __ you about.
f. He paid a hundred dollars for that machine.
ITknow _____ for that machine.

- Follow the model below and complete the following se;htences.

Example: The topic interests us.
The topic is interesting.
We are interested in the topic.

a. The president convinced the group.
The president was . '
The groupwas ____ by the president,
b. Smoking disgusts them.
Smoking is . . :
They . by smoking.
¢. The lecture impressed us.
The lecture .
We______ by the lecture.
. Look at these sentences:
I have been reading a lot about that lately.
The secretary in the accounting department has been knit-
ting a sweater for a month. .

Based upon these models, complete the following sentences.

Use the verbs given in parentheses. _

a. Sue is a good secretary, and she . (work) hard
lately.

b. Eve is also a good secretary, and she __ {(help)
Sue.

¢. Theyboth _____ (put) in long hours.

d. I (spend) a lot of money lately.

e. They . (come) in early every morning.

. Choose the cérrect pronouns in the following sentences.

a. We seldom see Bill and (she, her) anymore.

b. We'll drop by for her friend and (she, her).
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¢. (He, him} and his brother often come here.

d. Il gladly give it to his brother and (he, him).

8. One of (we, us) girls will help.

f. He did it for Jim and (1, me).

g. Some of the samples don't have (their, there, they're) labels.
h. Best wishes from Val and (I, me).

i. A group of (we, us) men is going.

Punctuation (Review Exercises)

Punctuate the following sentences:

1.

johns brother is younger but he looks older

2. bill cant play football hes too small i think

3.

4,

So o Noom

the best letter was written by nga the new girl in mr moes
office

what was that article about the one that she wrote entitled
no longer under domination '

she didnt forget the address sue didnt either

. shouldnt she spend more time practicing her english

they wont arrive until ten oclock theyre coming from boston
massachusetts

we need paper files bookcases and reference hooks ‘dont
we

. did eve sues assistant win a prize B
. that man whom we passed in the hall is my new boss -

D. Correspondence’

Below is one of the letters submitted By a secretary at the meet-

‘ing. Take notice of the corrections made for the headmg and the
inside address

428-13 First Avenue East
Apolis, Monton
June 20, 19—

Mr. L. McFadden -
San Blas College
18 Pine Street
Apolis, Monton
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Dear Mr. McFadden:

When I visited San Blas College this morning, 1 noticed that
your- department was very busy. The thought came to me
that you might be able to use a person with my background
to help out. I would like to be considered for a position as
bookkeeper or cashier in your office.

For thirteen years, I worked for the Bank of Monton as a
bookkeeper. More recently 1 worked for two years in the
Peten Drugstore. Unfortunately, the owner had to reduce his
staff because of loss of trade.d am now a cashier at a theater.
This is just a temporary job untd I find more suitable

employment. Lo e -r<——L L by e 3y b A

I am enclosing my résumé and several references. You can
see that I was a student at San Blas College for two years,
where I studied business. I would like to return as an
employee.

If you can find an opening for a person with my qualifica-
tions, I would appreciate a personal interview.

Sincerely yours,

Discussion

1. Does this revised letter gwe you any clue of the applicant’s
ability?

Is the writer enterprising and observant?

Would you, as an employer, consider him for the position?
Judge his letter by the criteria given by the committee.

Ll

E. Assignment

Write an application letter for a job you would like to have. Men-
tion how you heard of the job opening, your special qualifica- -
tons, your experience, and the salary you have in mind. Request
an interview and mention that your résumé is enclosed.



A LESSON IN

CORRESPONDENCE

Conversation

(Luli, secretary of Mr. Poff, the general manager of the Grand
- Hotel, is training a new secretary, Elva.) -

LULI:

"ELVA:

LULI:

ELVA:

LULI:

Ly -
Elva, aftef three days of filing, you need a change. We
have to attend to some complaints that came from the

. head office. 1 wish we had more cheerful letters for

you; but these today were sent by the Guest Relations
Office in New York, and they must be answered
immediately.

You know, I haven’t composed many letters. My boss
was accustomed to writing his own.

Youl get plenty of practice here. Since we belong to
a large chain, what we do and what we say can affect
the entire organization; so we try to avoid mistakes.
There is no advertising like word of mouth. On the ’

other hand, we cannot allow people to take advantage -

of us. Strange things happen in a hotel:™ : -

You can say that again. I remember one case in the
hotel where 1 was working. A young man threatened

- to bring suit against the hotel. He slipped and fell in a

bathroom. The x-rays showed no damage. The doctor
said that only his pride was injured. He was there on
his honeymoon, so the hotel gave him a free two-week
stay. bage s

Sometimes we are very generous. Here is a letter from
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Ms. Marty, Guest Relations Manager, requesting an |
explanation about a complaint. Address the letter to
the client and send a copy to the Guest Relations Of-
fice. Remember, we must be clear, courteous, and i '
understanding. However, we cannot always assume
the blame. Let him know that we've been fair. Here O SRS
are reports from the housekeeping department, the
security department, and the insurance company. Jot  * Jq
down the main points. Look them over before you
compose your reply.

(The Ietter Elva wrote follows:)

Rev. Fred Mild
4166 Wear State Drive -
Tanner, Louisiana Ref: 8-28-3-47

Reverend Mild:

After a through investigation by our Security Depart-
ment, no trace of your camera could be found. Our
maids, waitresses, etc. send an average of twenty items a
day to the Lost and Found Department, ranging from
pyjamas, jewlry, cameras, to money.
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ELYA:

LULI:

ELVA:
LULL

ELVA:

LULI:

Would it be posible that during the Conivention, when

. so-many persons were in and out of their friends rooms,
that your camera could have inadvertently been taken
by someone else? W

I have checked with our In.sura.nce Compnn'y, -and our
public liability coverage does not include items that
disapeer from guest rooms.

Again [ am awfuly sorry for the inconvenience and
please except my sincere apologies.

Sincerely yours,

cc. Mr. John Jones, Area Director
Mr. Harvey Bums, Dir. of Security
Mr. K. Kind, Security Administrator
Ms. B. Marty, Guest Relations Mgy.

Here's my letter. It's not very 'good. I wish I could
write better.

Let me look at it. First we will evaluate the content.
Elva, you need a good introductory sentence. Why
not mention the subject of your correspondence, and

. refer to the date? You included our reference num-

ber, but it has no meaning outside our offices. Instead,
say something like: Our New York office has for-
warded your letter of September 10, regarding the
loss of o camera during your visit here July 4-8. We
understand your concern about such expensive equip-

. ment, and we, too, regret your loss.
. As we explained in our letter of July 12, we made ev-

ery effort to trace the camera, but we were unable to
find even a clue. It is unfortunate that you waited until
after your departure to report the loss.

I wonder why he wrote to New York'if he had already
written to you.

There's no harm in trying, Some people think that

- they can frighten us by putting on pressure. Now go

on to develop the idea of investigation.
I think I should leave out the sentence about the pos-

sibility that someone borrowed the camera.

I agree. That may be the real solution, but it’s best not

.to make accusa_tionr. A hotel is not responsible for

1
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lost articles. There is a notice in every room to that ef-
fect. It advises guests to put their valuables in a safety
deposit box.

1. a. Find seven misspelled words in Elva’s letter. -
b. Find three words or phrases that should not be capitalized.
¢. Find a word that needs an apostrophe.

ELVA: Shall we leave in the part about the insurance
company?

LULL It's a good idea for him to realize that he can’t make a ppt
legal claim. The ending should be more dignified ~ b.'J
than I'm awfully sorry. There’s no need to apologize. '
Simply close with: We sincerely hope that the camera
will find its way back to you.

ELVA: Well, I'll try again. I wish I had more experiernice in
writing letters. o e

LULL Here is a book listing proper forms of address used for

: people with titles. You must spell out a title in the
address, but use Dear Sir as a salutation.

Note: You have noticed that in the Conversations, contractions

: are frequently used. In spoken dialogue, people usually
use contractions instead of full forms. However, when we
write business letters, we don't use contractions. - J.-:«
. . o

Vocabulary T

accusation safety deposit box

accustom salutation

adwlmtage security

apology trace

cmin x-ray

discretion

factors

filing Common Expressions

forward (v}

headquarters brin a suit

home office : jot h th hand

honeymoon on the other han

housekeeping public liability

inconvenience word of mouth

insurance company

investigation

reference

Discussion
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2. Why is it difficult to respond to complaints, especially in
chain hotels?

3. Why do you think Reverend Mild wrote to headquarters?

4. How would you correct the inside address and salutation?

A. Progressive Substitution Drills

Substitute each of the following words or phrases in the model
sentence.

1. My boss was accustomed to writing his own letters.

supervisor enjoyed
tired of . correcting
bored with revising

2. Let him know that we've been fair.

see generous
realize Inform him
understand taken action

3. What we do can affect the entire organization,

say : group -
How we treat our clients other hotels
our guests our reputation

B. Structures

1. Look at the following sentences from the Conversation that
use two-word verb phrases:

Let me look at it.
Write down the main points and look them over before you
compose your letter.

Some prepositions (on, at, to, from, for, of, into) complete the
meaning of the verb.

Look at that letter. Wait for me.
Listen to your boss. She called on them.
Ask for samples. : Can’t you think of it?

Look for the lost file. Look into the matter.
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Provide the correct preposition.

P e P

We havetolook .. a solution.
Don’t look directly .. the sun.
Welketolisten ___ music while we work.

I'm hurrying. Wait _._ . me.
Eveis angry. Shewonttalk ... me.
The teacher didn’t call _______ me.

2. Study the following sentence pairs. Note the change of posi-
tion of the particles. Using them as models, complete the
exercises.

b.

. Did you take off the old ﬁbbou? Yes, I

Write down the main points.
Write them down.

Call up your girlfriend.

Call her up.

Fill out the application.

Fill it out.

Did Mr. Poff hand out the schedules? No, he hasn’t handed
out yet.

. Did you look over the sample letter? No, I didn’t

yet.
Did he write down your address? No, he didnt

Did he throw away the papers? Yes, he

Did you fili out the forms? Yes, 1

C. Punctuation

Semicolons are not often used in correspondence. Since their
function is to join sentences, they may make sentences tco long
for letters. The semicolon is a strong comma and a weak period.
It may be used:

1. To separate two independent clauses joined by a con]unctlon
one of which contains a comma.

Example: I wish we had more cheerful letters for you; but

these today were sent by the Guest Relations Of-



72 SPECIAL ENGLISH FOR SECRETARIES

fice, in New York, and they must be answered
immediately.

2. To separate clauses joined by however, thefefore, furthef— :
more, for example, nevertheless, etc.

Example: She spent a lot of time writing the letter: neverthe-
less, I couldn’t accept it.

3. To separate a series of items that contzin commas within
~ themselves:

Example: We sent bulletins to our hotels in London, England;
Vancouver, Canada; Brisbane, Australia; New
York, U.S.A; and Caracas, Venezuela.

Compose three sentences in Whlch a semicolon may be appropri-
ately used.

D. Word Study

Words that sound alike but are spelled differently and have dif-
ferent meanings are often confusing. The example in this lesson
was accept—except.

Consider the following pairs:

ascent (rise)—assent {agree)

addition (adding process)—edition (copies published)
advice {noun)—advise (verb)

affect (influence}—effect (result)

all ready (prepared)—already (by this time)

capital (money, city, capital letter)—capitol (building}
close (shut}—clothes (garments)

correspondence (letters)—correspondents (writers)

Examine this list and choose the appropriate words to complete
the following sentences.

1. I have a stack of {correspondence, correspondents) to answer
this afternoon.

2. We will gladly (except, accept) your invitation.

3. Waiter, please check this bill. I think your (edition, add:tlon)

is wrong.
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4. We were (all ready, already) when they came.
5. I'm sorry, but I can’t {advice, advise} you what to do.

E. Correspondence

Letters of complaint are common in any business, but especially
in hotels, where clients are sensitive to treatment. Tourists are
prone tg be especially critical. Hotel secretaries are trained to be

.~ diplomatic. Consider the following letter that Elva wrote in reply

|1/.

0

4

to a complaint.
Dear Mr. Long: - w0 Cast

In reference to your letter dated February 22, please be in-

\":)J' formed that it is not our policy to handle our guests as you
and your friends were treated during your first visit to our
Terrace Room.

We are very sorry about it, and we offer you our sincere
apologize, dlso we want to thank you for taking your time
to write and letting us know the inefficiencies of our busi-
ness; be sure next time we will take the necessary steps to
correct them, as we are always concerned about the loss of
patronage of our visitors. .
e

/- " Hope that you will give us another opportunity to serve you
in the way you expect to be treated as a guest in our Terrace
Room. '

Very Truly Yours,

Discussion

Analyze the entire letter, checking each paragraph and sentence.

1. Is the general tone of the letter natural or stilted? Put yourself
in the place of the recipient. What is your reaction? Has your
opinion of the hotel become more favorable?

2. Is the message specific? What was the “treatment™? How ¢an
it be corrected? Should you “wait until next time” before steps
are taken to remedy the situation?

3. Consider the structures and mechanics, paragraph by para-
graph: '
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a. Is the word dated necessary? Is the phrase please be in-
formed a good choice? Is handle a well-chosen word?

b. Deep concem is evidently the topic of this paragraph. Is
it well expressed? There are three ideas expressed in one
sentence. Where should there be periods in the second
paragraph? . '

¢. How can you eliminate so many we’s? Is apologize a noun
or verb? .

d. In the last paragraph what is the subject of hope? Is the

- last sentence effective?

e. Should truly and yours be capitalized?

F. Assignment

Consider the comments in the Discussion and rewrite the letter to
Mr. Long. Be friendly and gracious, but don’t overwrite. Mention
the specific treatment Mr. Long brought up, and assure him that
measures have been taken to remedy the situation. Would an
invitation to a complimentary dinner on his next visit soothe
Mr. Long’s anger? .

After you have written your first draft, check it over. Is the
gppearance neat? Have you followed a modern format? Are the
paragraphs and sentences varied? Review each paragraph more
closely for proper usage, punctuation, and spelling. Have you
followed the “Four C’s” and the “Three S§'sP”
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THANK YOU,
COME AGAIN

Conversation

(Luli and Elva are busy wntmg letiers when M 5 Poff the general
manager, enters.) ;

POFF:
LULL:

POFF:

ELVA:
LULI:

ELVA:

LULL:

.-f‘./. V

What a lovely picture é;o employees hard at work.
Luli, I'm expecting' a Jong-winded visitor. In half an
hour, please rescue me. Call me about an important
meeting. e

Of course, Mr. Poff We re finally catching up on this
backlog of letters. 1 2 b I
Don’t worry. I'll find more for you. (He enters his
office.)

Isn't it wonderful to have a boss with a sense of humor?
He's one in a million, a fine person—and smart, too.
Elva, I rewrote your letter of apology. When you have
time, look it over. I also got some letters out of the
file. You might look over these samples, too.

Luli, thanks for correcting my letters. 1 appreciate
your help. It's a good way for me to leamn. You must
have written a lot of letters yourself. Oh, Luli, don't
forget to call Mr. Poff.

Thanks, Elva. (Talking over the phone) Mr. Poff, they
are waiting for you at the meeting. (She hangs up the
phone.) Here's a letter to be answered. I've written
down a few facts that you might need. Do the best
you can.

73
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/s
Ay ELVA’S LETTER

W;Alave just received your letter dated August 30, 19—,
in fvhich you tell us that the correspondence you left in
our maleshute during your stay at our hotel has not
reached its destination yet and that the ones you sent
from Riverdale, which is close by, have already been
o

received. —

o g T
We must inform you that maleshutes in every floor are
checked daily and the correspondence is collected three
times a day by an employee in the Main Post Office.
Therefore, we can only believe that the delay was due

to unsufficient postage or too much work at the Post
2\ Office.

,u"" 3 On the_gvent that you still bave not received your cor-
AN respondence during the next ten days, we will appreciate

ELVA:
LULEL:

ELVA:
LULI:

ELVA:
LULIL:

your informing us so that we can notify t\he Post Office.

Here it is. How do you like it? = V72

Just a few pointers, Elva. Your opening is specific,
with a reference date and statement of complaint.
However, the sentence is too long. We try to limit
sentences in letters to no more than fifteen to twenty
words. The beginning of the second paragraph, We
must, is a little too strong. It implies that we have to
~educate the reader. Perhaps we could soften the tone
by saying that the situation is difficult to understand.
To give the next sentence better balance, rephrase it:
The delay may have been due to insufficient postage
or to an overworked posial staff.

You know how to make everything sound better.
You'll get there. Now we’ll check the spelling and
usage, Elva. Male refers to a man. I believe the word
is mailchute, with a ¢, as in parachute. The prefix un-
signifies not, but here the un- changes to in—
insufficient. Write either a ten-day period, or a period
of ten days. Don't capitalize post office unless you
identify it in a specific place, like the New York Post
Cffice. : ;

Oh yes. I do that all the time.

Also, these little prepositions—in, on, at—cause a lot
of trouble. A chute is placed on every floor, but used
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in the event it is needed.

POFF: (Coming out of his room} Thanks for remembering,
Luli. Old Windbag might have stayed for hours. See
you later.

ELVA: Every day, I leam somethmg—-—m fact, many things.

LULI: Here are models for the letters you will write today:
a letter of request, a confirmation, a response to a can-
cellation, and an explanation of an account.

Vocabulary
account recurrence
backlog rephrase
behavior specific
- cancellation
confirmation
destination Common Expressions
inelgf{ciencies catch up
insufficient I don't mmd

~ mailchute long-winded
notify one in a million
pointer :

A. Progressive Substitution Drills

Substitute each of the following words or phrases in the model
sentence.

1. He might have stayed for hours.

My visitor all afternoon
Mr. Rox slept
dinner could

2. I should have practiced writing.

Elva studied
All the secretaries _ typing
shorthand English

3. You must have written a lot of letters.

Luli composed
‘The secretary corrected
read mistakes
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B. Structures

The structures in the Progressive Substitution Drills are examples
of the use of might have, should have, and must have.

a.

Might have is used when a past situation or event was a
possibility,

Example: Did he decide to leave? He might have decided to
leave. (It is possible that he left.)

. Should have is used to express the belief that an event or situ-

ation was right or desirable, but the event did not come to
pass.

Example: I am broke. I should have saved my money. (But
I didn't.)
Must have expresses the conclusion of a situation in the past.

Example: She must have stayed there a long time.

In the following sentences, fill in the blanks with the correct
phrase.

1.

2

3.

Luli knew English very well. She
studied many years.
Elsa didn’t write good letters because she was too lazy. She
practiced more.
Possibly, she didn't mail the letter. She ____ . not
— put them in the chute.
She was able to help me, but she didn’t. She
helped me.
He fell asleep in his chair at work. He
slept more last night.
She began to cry after he left. He
(tell} her something sad.

She didn’t have to quit. Her boss wanted her to stay. She

(stay) there.

C. Punctuation

Rules of capitalization vary in different languages. In the United
States, it is customary to capitalize proper nouns and adjectives,
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names of people, countries, states, organizations, institutions,
streets, avenues, buildings, parks, days of the week and months,
but not seasons.

Example: Did you know that Easter came late this year? It is in
Apnil. It is alweys on a Sunday in the spring. ~

Religious groups, political parties, names of the deity or words
that refer to the Bible, abbreviations of academic degrees, and
geographic regions are capitalized.

Example: This summer they will visit the Far East and the South
Pacific.

Drive north two blocks and then turn south.
Capitalize the first word in a direct quotation:
Example: He said, “Please send this telegram immediately.”
Capitalize titles only when used with proper nouns:

Example: I will refer your letter to Ms. Jones, president of the
company.

Punctuate the following sentences. Remember rules for cap-

italization.

1. sue said send this letter to our new york office

2. the salespeople will now be working in the far east—in china
japan and the philippines

3. do you want to eat lunch in the new mexican restaurant on
second street tomas asked

4. the girl scouts are going west on saturday for a week of camp-
ing in yosemite national park

5. will this package reach mother before christmas luli asked the
clerk in the santa clara post office

D. Word Study

1. Many mistakes in business letters involve unnecessary repeti-
tion. This list shows some common mistakes to avoid:

and ete. same identical

both alike a customary practice
check into during the course of
continue on endorse on the back of
codperate together near to

mav Twrhanc
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2. The following pairs of words are often confused:

envelop—envelope hear—here formally—formerly
fourth—forth know—no passed-—past
it's—its lose—loose principle—principal
personal—personnel  plane—plain -

a. Compose original sentences in which you use the following
words: passed, its, formerly. '

b. Fill in the blanks in these sentences with appropriate words
from the list above. ‘ :
L It's . ____ tosee why this customer wasn't satisfied.
2. Put your bag over your shoulder and hang on to it so

yonwon't ___ _ jt
3. If you are looking for a job, go tothe ________ office.
4. Thisis the ______ letter of complaint I've received
today! . :
S. Idont_______ where Mr. Moe is.
6. Speak up, please. Icant . you.
7. The —_____ reason he is going is to sign the contract.

E. Correspondence

Executive secretaries in hatels are faced with a variety of letters,
They have to know about operations throughout the hotel. Often
they assume the responsibility of answering many different types
of correspondence.

Here is a letter addressed to Mr. Poff. He has given it to Sue.
Dear Sir:

I am enclosing my hotel bill for a five-day stay, May 16-20,
which I would like you to explain to me.

When I checked out, I was in a hurry to catch my plane;

and since there was a long line of guests paying bills, 1
could not wait for the clerk to examine my statement,

The enclosed bill shows a charge for six Hays. However, I

occupied the room only five days and checked ocut early
in the afternoon of the 21st.

The telephone bills to London were exorbitant. Will you

N . Y L I
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I will appreciate clarification of these items and reimburse-
ment of my overcharge. Until I checked out, my stay was
very enjoyable indeed. I would like to retain happy mem-
ories of your hotel and trust that you will help me to do se.

Sincerely,

Discussion

What is your reaction to the letter?

What specifically was the complaint of the letter?

How will you go about investigating the case?

Do you think that the guest is being fair? Does the letter seem
sincere?

bl el oS

F. Assignment

As Mr. Poff’s secretary, make an investigation and write a reply
to the letter. Prove that you have thoroughly checked the case
by giving facts and figures. Give substantial proof for your de-
cision. Be courteous and fair.
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DIFFICULT
DECISIONS

Conversation

POFF: Luli, where’s your smile this morning?

LULI: I'm really concermned about Elva. We all like her be-
cause she’s so friendly. She’s very conscientious, too.
Yesterday she came to work when she wasn't feeling
well. :

POFF:  What’s your opinion of her work?

LULL Although she tries, she doesn’t compose satisfactory
letters. You know that the different letters we write
don't always follow pattemns.

POFF:  What do you think? Should we keep her? Would you
like her as your assistant?

LULL: Personally, I like her a lot, but I don’t know whether

' I can recommend her or not. I'm not sure if she can do
the work. It's more difficult than what she is accus-
tomed to.

POFF:  Perhaps we can find her a place where there is less
pressure. Until she’s more qualified, she must have
more training. By the way, The Food and Beverage
Department needs a typist. Elva would only.have
to do interoffice correspondence_there.

LULL She's a pleasant person to have around.

POFF: Luli, we must face facts. Whether or not she is a fine
person is not the problem. For our work here, we must
have the most efficient person we can find. Regard-
less of her pleasant personality, she just isn't qualified.

a3



LULI:
POFF:

LULI:

84

We must think of the hotel first. Besides, she’ll be
happier if she has a job she can handle.

I still don’t want to hurt her feelings.

Don’t worry. Eventually she’ll be a better friend
than if she had stayed here. Send her in when she
comes. I'll explain that F and B needs her.

Thanks, Mr. Poff. That's probably the wisest decision.
Look at this. Have you seen Marge’s latest promotional
literature for conventions? (She hands him the follow-
ing letter from the head of the sales department.) She
sent one to each executive in the group.

Greetings

This is a sales letter. We may as well be frank from the
beginning!

When you attend the convention of the National Society
of Sales Training Executives, Wednesday, May 31 to
Saturday, June 3, you will have an opportunity to look
over the elegant Grand Hotel as the possible scene for
your own company conference.
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It will be a challenge for cur staff to do an extra special
job because we want to impress you. In addition, since
you are experts on the training of salespeople, we hope
to learn a lot from you. -

In the meantime, will you look aver the enclosed plan
of our mezzanine floor, showing a series of function and
meeting rooms? They lead one into the other, aiding in
the efficient operation of a meeting. These rooms are one
flight from the reception lobby and easily accessible.
Pine Hali, the largest, has 5,000 square feet without pillars.
A fine public address system with eighteen speakers and
chairs designed for comfort are other assets at no extra
charge. We are sending you information about our freight
elevator, in the évent you are interested in exhibits.

When you come, ] will show you much more and invite
you to sample the delicious food our catering department
will prepare especially for you. Remember the dates—
May 31 to June 3.

Marge Mitchell
Director of Sales

POFF:  That letter should bring in business. We did very well
in conventions last year, in spite of some heavy com-
petition. We all think that we’ll take the lead in con-
ventions again this year.

LULL Everyone knows where to come if he wants the best.

POFF:  Because we belong to a well-known chain, we're in a
position to offer the best,

LULI: This hotel would get most of the business whether
we were in a chain or not.

POFF:  You're right. Look at the time! [ must hurry to a sales
meeting. Marge is figuring out new ideas for conven-
tions. Call me when Elva comes in.

Vocabulary

accessible chillenge

asset competition

catering concern

chain conscientious
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convention regardless

efficient satisfactory

elegant

expert

irpress Common Expressions:
literature

lobby figure out

mezzanine freight elevator
personality public address system
pillar square feet

pressure work out
qualification

recommend

Discussion

1. What are the criteria for choosing an executive secretary?
2. Should an employer allow his personal feelings to influence
his decision in choosing employees?
3. How does Mr. Poff deal with Elva? Is he fair? Is he kind?
4. Discuss the sales promotion letter.
a. Does it attract your attention?
b. Is the idea a good one?
¢. What features does Marge emphasize?

A. Progressive Substitution Drills

Substitute each of the following words or phrases in the model
sentence.

1. Would you like her as your assistant?

approve of our
recommend Are you going to
receptionist Elva

2. I dor’t know whether I can recommend her or not.
if hire
should can't decide
you - a new assistant
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3. Regardless of her pleasant personality, she just isn't qualified.

In spite of this new applicant
experience can’t take dictation
recommendations do the job

B. Structures

1. Look at these sentence pairs:

She tries. She doesn’t compose satisfactory letters.
Although she tries, she doesn’t compose satisfactory letters.
The food was terrible. We ate it.

Although the food was terrible, we ate it.

Using these models, combine the following sentences using
although.

po e

2.

She had a headache. She came to work.
She wrote a good letter. It was difficult.
She doesn't like the work. She will accommodate us.

. It's Saturday. They have to come in to the office for a

special meeting.
The play received good reviews. I didn't like it.

2. Examine these examples:

We belong to a well-knoun chain. We are in a position to
offer the best.

Because we belong to a well-known chain, we are in a posi-
tion to offer the best.

She won't last long in this department. She's very inefficient.
Because she's very inefficient, she won't last long in this
department.

Combine these sentences using because.

o As o

She stayed home yesterday. She had a headache.

I have to work late tonight. It’s been very busy lately.
Everyone likes her. Elva is very friendly.

I'm not eating lunch today. I'm not very hungry.

She doesn’t like the work. She is looking for an easier job.
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3. Study these models:

She's a fine person. That's not the problem.

Whether or not she is a fine person is not the problem.

He talks and talks in sales meetings. He has nothing impor-
tant to say.

Whether he has anything important 1o say or not, he talks
and talks in sales meetings.

Combine these sentences using whether or not.

I write letters. I am tired.

There is a good TV program. I continue to study.

I am going to take a break. I have not finished my work.

. The field is wet and muddy. The baseball players will
begin their game.

e. We're going to the beach. It's a cloudy day.

apoe

C. Word Study

1. A common closing for a business letter ig Respectfully yours.
The word respectfully is often confused with respectively.
Other words often confused in letter writing are:

profit—prophet : then—than
quiet—quite—quit two—to—too
raise—rise walve-—wave
receipt—recipe - week—weak
role—roll ' weather——whether
set—sit-—sat whose—who's
some time—sometime youre—your

stationery—stationary

Choose from the sets above the appropriate word for the
blanks in the following sentences:

a. Mr. Poff is flying to London next . {Monday--
Sunday)

b. Will you order more ? (paper)

¢. Do you know umbrellz this is? (belonging to
whom)

d. I was eager to go. (very)

e. Please send me the for your order. (document
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proving payment)

2. Keeping in mind the “Four C's” and the “Three S’s,” eliminate
any unnecessary words or trite expressions from your cor-
respondence. Here are some awkward expressmns along with
better substitutes for them:

Instead of: Use:

at the present time now

at this time

at the present writing

at your earliest immediately
convenience

by return mail

in due course soon

in the near future
at an early date

at all times always
in the course of during
it is requested of you please
" (we will appreciate it if) ’
we extend our thanks thanks
{thanking you in
advance)
trusting you will send please send
your letter of recent date  your letterof _______ (date)

Choose the appropriate word to substitute for the wom-out
expression:

a. You will hear about this new process at an early date.

b. In the course of our conversation, I explained the procedure.
¢. May we hear from you at your earliest convenience?

d. We will appreciate it if you will please send the refund.
e. We extend our thanks for your help.

D. Correspondence

- Secretaries in a hotel often write “Thank You™ letters to promote
good public relations. The following letter is an example.
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Dear Ms. Takita:

Please accept my sincere appreciation for the privilege of
serving the Japanese Queen Coronation Ball in our hotel,
Friday, June 28, 19—. You will agree, I am sure, that all
those present enjoyed this beautiful and successful affair,
The guests seemed enthusiastic about the festivities and the
banquet.

It will give us great pleasure to be of service to you again.
Do not hesitate to call on us whenever we can help you.

Ms. Takita, since we are constantly striving to improve our
services, we welcome your comments or suggestions regard-
ing your recent function.

Respectfully yours,

Peter O'Grady

Food and Beverage Manager

Discussion

1. This Ie.tter was written by the Food and Beverage manager.
Does it sound sincere to you?

2. If you had been the chairperson of the event, would you be
pleased to receive this letter?

3. Would you be prompted to answer it?

E. Assignment

You are the secretary to the general manager of a new hotel. A
gala reception is planned to celebrate its opening, and your boss
asks you to write a letter in his name inviting honored guests
to the reception to preview the hotel's facilities.

Here are the specifics:

Date: November 20
Time: 8:00 p.. .
Place: lobby of the Elite Hotel

Remember, this is a sales letter as well as an invitation. Be sure
to include details that will arouse curiosity and enthusiasm.
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Conversation

(Jim Dall, Division Manager of Standard Equipment Company,
arrives at his office in Caracas, Venezuela, early in the moming.)

DALL:  (Surprised to see his secretary already at work) Anna,
why are you here so early?

ANNA:  Welcome back. I was about to ask you the same ques-.
tion. I'm trying to clear my desk before Ileave on vaca-

. tion this weekend. How was your trip? TR

DALL:  Congratulate us. We got the orderl We cut out all
our clever competitors who cut prices.

ANNA:  There was never a doubt in my mind.

DALL: The competition was tough. We had to work hard.
John flew back to New York with the specs—specifi-
cations. What a boost for us here—the first of the big
rigs to be sold, a complete dnlhng rig to Land H
Company. Anna, that's news.

ANNA:  It's also big money. el ' e

DALL: It sure.is. If you're not busy, will you run off a few

. copies of the contract? By the way, where is Vera?

ANNA:  She'll be here Monday, I hope.

DALL: - I thought she had returned. (He enters his office. Anna

. ¥ resumes her work. Dall soon rushes in, very excited.)

' Annz, help me out. John should be in New York this

afternoon. He has the contract. I tried to call the of-

91
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ANNA:

DALL:

ANNA:

DALL:

ANNA:
DALL:

ANNA:
DALL:
ANNA;

DALL:

ANNA:
DALL.:

ANNA:

DAIL:

fice there, but the connections are bad. You'll have
to send a cablegram to get there when he arrives. If
our communication systemn were better, life here
would be simpler.

. What's all the excitement about?

Just now when I was going over the contract, I dis-
covered a big mistake. We omitted the rig lights when
we wrote up the specs. _M\/v‘-

Rig lights? '
Yes, the lights for th_tle{g/ at night. How can drillers
work without lights? They have to be out there around
the clock. Sometimes it's dark for twelve hours in the
tropics. I can't get Laff, either. All the lines are bad.
There’s a big storm in the mountains.

I wish I could talk to Laff. If I had reached him on

the phone, I could have explained it better. I think we
should send him a letter rather than a telegram. Write
2 nice letter, Anna. : <

What shall I say? ¥y

You know, something like “I/zegret to advise you—"
Oh, no! Not that old cliché. “Please be advised . . .”,

“regarding the matter . . 7, “with reference to . . .
“in connection therewith . . ."—those phrases are out
of date.

I know, I knew. You're right. Please be diplomatic.
You know how to say nicely ihat there was a ristake,
without making it a tragic error. It's just a matter of
adding lights. All his other old rigs has 2 lights. He'll
want them for this new rig, too. How could I have
slipped up on lights? R _‘_:/
Why didn't Mr. Laff catch it?

I don't know. We were sure that we had checked
everything. We had been talking about every piece of
equipment for days. After we all kad read over the
contract carefully, we signed it. .
What about John? He's the expert. He came down to
clinch the deal and write up the contract.

I know. He had been drawing up contraots before I
was born. We even read it together on the plane. If
we had paid more attention, we would have found the
error. I think we both were overexcited. That’s no

et
%
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excuse. What's done must be undone. I've got the cost
here. It's just a matter of addition—a couple of hun-
dred thousand dollars, more or less, for Laff to s:gn
for. Send John a cablegram right away.

Give it to me, and I'll call it in. '

No, Anna. If I were you, I would take it to the tele-

- graph office. They might misunderstand the message

over the phone.

I'll have to call a taxi because my car is being repaired.
Take my car. Oh, no. I came directly from the airport
by cab. If I had driveX; you could have used my car.
But that is just an if, isn’t it?

" ANNA’'S CABLEGRAM

Laff rig contract purchase order A426-27 omission light-
ing equipment on spec stop Adjusted price sent to Laff -
for approval stop Telephones bad

Jim Dall

e




94 SPECIAL ENGLISH FOR SECRETARIES

Vocabulary
cablegram Common Expressions
clever _ T
congratulate clinch the deal
contract ' draw up
diplomatic slip up
illing rig
purchase order
specifications
telegram
tropics
Discussion
1. What made the sale of the rig “tough” for Dall?
2. What adjustment on the order did Dall have to make?
3. Do bosses often rely upon their secretaries to make discreet

excuses for them?

In writing a letter explaining an error, is it better to admit the
error and concentrate upon the solution or go into detail about
the cause of the error?

L

A. Progressive Substitution Drills

Substitute each of the followmg words or phrases in the model
sentence.

1. We were sure that we had checked every detail.

insisted gone over
thought inspected
wished section

2 We had been talking about every piece of eqmpment for days

-

The experts studying
Salesmen all parts of the
exp]aining _ the rig

3. If I had reached him on the phone I could have explained
- better,

talked to in person
Laff ~ the error
the buyer changed the contract
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B. Structures
1. Examine the structure of these sentence pairs joined by afier.

We all reqd over the contract cerefully. We signed #.
Aftqf we all had read over the contract carefully, we signed it.

The baby started to cry. She was frightened by a loud noise.
After she had been fﬂghtened by aloud noise, the baby started
. to ery.

Use these examples as models and join these sentence pairs
with after. Remember the verb structure

_ had + past participle. _
He purchased the rig. He looked at many others.

He telephoned the buyer. He found an error.

His secretary wrote the letter. He explained the purpose.
Anna left on vacation. Vera returned.
He bought a new pen. He lost the old one.

e ook

2. Look at the structure of these sentence pairs joined by before.
He had been drawing up contracts before I was bomn.

Anna was typing a 'Ietter Mr. Dall asked her to answer the
phones.

Anna had been typmg a Ietter before Mr. Dall asked her to
answer the phones.

Use these examples as models and join these sentence pairs
with before. Remember the verb structure

had been + verb + ing.

Anna was writing. He came in.

Mr. Laff was pricing rigs. He came to South America.

We were reading. You called us.

The men were talking about the rigs. The ladies }omed
them.

-e. [ was shopping. We went to lunch.

Ao o p

3. Give complete answers to the following questions, repeating
: the if clause

 Example: Where would you go for pacation if you were Anna?
I would go to Trinidad if I were Anna.
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- What would you do if you were in Alaska today?

. What would you do if you were sick?

What would you do if you won a thousand dollars today?
. How would you go to New York if you could go?

What would you have studied if you had wanted 4o be a
doctor? .
What would you have studied if you had wanted to be a
secretary? . . : .

g What might you have done if you had lived a thousand
years ago? -

e po ow

g ]

C. Punctuation

Refer to the sentence in the Conversation:
You know, something like “I regret to advise you—""

A quotation is enclosed in quotation marks. (The above example
is an interrupted remark.} Quotation marks are also used to
indicate names of short articles or short stories:

Example: He was reading “How to Invest Your Money.”

Single quotation marks are used to enclose a quotation within a
quotation:

Example: The letter specified, “Please send your reply *Special
: Delivery.””

Punctuate these sentences. Remember quotation m_a}ks, capi-
talization, and apostrophes.

1. in the magazine ive been reading theres a very good article
called the stock market made simple

2. do you like short stories i asked

3. yes she said especially the unicom in the garden by james
thurber

4. ive got to run dall called but ill be back after lunch and well
go over those letters

5. the contract that he took to new york was incomplete

6. mr laff who is the president of the company lives in venezuela

7. the question however is debatable

D. Correspondence

The old saying, “To érr is human” is true, but it is unfortunate
when an error occurs in 2 business transaction. As Mr. Dall men-
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iioned, when a mistake is made, it is a gdbd policy to admit the
mistake and to apologize for it without dwelling on the error.
Here is the letter Anna wrote for Mr. Dall to Fred Laff:

Dear Fred:

Congratulations on your choice of a rig—only the best for
L and H.

We appreciate your order and know that you will be happy
with the performance of the newest and most modem drill-
ing rig, and we wish you great success in your operations.
However, there is one matter that must be corrected
immediately. -(/W o

Upon checking over the order thjs“inorning, 1 found that
‘there is no mention of rig lights! I'm sure that even your
good men cannot work in thefdark. We will be happy to
add that omission to the specs, and we have already cabled
New York about the oversight. If you sign the enclosed
purchase order, which stites the amount, we can send the
lights down'with the rest of the equipment.

When the rig arrives, t us down to celebrate. How
sbout arranging a big barbecue? We will pick up the tab.
If there is anything we can do for you at any time, feel
free to call upon us. S

Best regards,
Discussion

1. Put yourself in the place of Mr. Laff. How would you react?

2.. Was the omission in the contract all that important?

3. Was the error easily remedied?

4. Did Mr. Dall play down the extra cost involved by assuming
~ that Mr. Laff would agree? (Of course, the hghtmg system,
even though expensive, is a necessity.}

E. Assignment.

Anna has to write a letter in response to another oversight. The
instruction manual, called the Composite Catalog, for operating
the rig was not included in the initial shipment. This book is a
necessity’ Mr. Laff informed Mr. Dall by telephone that he had
to have it immediately. Write Mr. Dall’s reply.

ar?
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Conversation

DALL: Thanks Anna, for being a messénger and taking the
" cable to the office. I can rest easier when you take
charge of things. - :

ANNA: - That's OK. It was a lovely early morning bree.k Shall
we check the correspondence now? Did you find a let- '
ter from Brown lying on your desk? _

DALL:  Yes, here it is. Thanks for revising it and eliminating
all my oldfashioned expressions, like “thanking you
in advance,” and “it will receive our prompt atten-

- tion.” I talk like a parrot on the Dictaphone. Anna,
you have too much work for today. Leave some of it
for Vera and take this afternoon off..

(The telephone rings.) ;
ANNA: It's a long-distance call from someone down on Lake = "l
: Maracaibo. I can hardly hear. Theoonnechon:sb,adf”"
DALL: ~ (Shouting) Spedk louder, please. That's better. What? -~

No! A blow-out? Is it bad? I'll get hald of Pete. Yes,
he’s in town. Yes, I'll go down with him. You'll meet
us with theheli(_:opter; Yes, there is a plane out of
here about one o’clock. Yeah, Il let you know only
if we can’t make it. But depend on it. I'll be there.
(Hanging up the receiver) There's never a dull moment
in the oil business. That was Sam, the drilling super-
intendent on the Lake. There’s a blow-out on a rig

ANNA: A blow-out? The ope in the picture you showed me

: - lJooked like a small volcano. It’s serious, isn't it?

- . [-*- I
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DALL:

ANNA:

DALL:

ANNA:

Any blow-out can be serious. We hope to get there
in time to get it under control, though. Call up Pete
right away.. '

I heard you say that you were going down. Shall I
make reservations for you today? '

Please. There’s a flight to the Lake about 1:15 p.v. It

usually isn’t crowded. Make one for Pete, too. And
Anna, make it three reservations. I promised to take
Claire on my next trip to the Lake.

(On the phone) Pete's on the line now. He just arrived
at his office,

(Mr. Dall explains the situation to Pete, who agrees to go down
to Lake Maracaibo to supervise the capping of the well)

DALL:
ANNA;

DALL:

ANNA:

DALL:

ANNA;

DALL:

ANNA:

DALL:

ANNA:

Please call Claire, Anna. Tell her to get ready to
along. She should enjoy visiting her old friends.

Yes, she told me she has been looking forward to a
trip down there. . =
She! have fun, but I'll be tired. I wish I didn’t have
to go today. I wish I could have at least one day of
rest.

I just thought of something. You'll miss the Conrads’
big party this weekend. :

Oh, gosh! I had forgotten about that. Claire will be

. sorry to muiss it. I think she bought herself a new dress.

I might have known something would come up. In
this business, you can’t make any plans. Anna, please
write a note of regret and ask Pedro to take it over
to Conrad’s office this afternoon,

If I were you, Mr. Dall, I would find another company
to work for. :

Are you telling me to quit? What about you? How

There’s just too much activity nd here now, Mr.
Dall. As a matter of fact, I've decided to postpone my

- vacation and stay in the office until you return.
‘Do you IE#Y mean it? You'll put off your holiday
to Trinidad let's send for help from one of

 those temporary agencies that supplies trained secre-

taries. Dick, across th often uses their services.
If Vera doesn’t come back Monday, I can get help
from the agency myself. \ }}; !
- _1 .. .
~ ‘\Q '/:"

[N

b ool
y"'}'

il

N : . : M.
about changing companies? N I S IR
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DALL: You're great, Anna. Thank you for sacrificing your
vacation. Look, I'll tell you what well do. If you stay
until I return, we'll send you on a two-week holiday
to Trinidad, all expenses paid.

ANNA: Two weeks in Trinidad—free! If I could, I'd spend
the rest of my life on that island. Why can’t you trans-
fer the office there?

DALL:  If you don’t come back, we'll have to do that.

Vocabulary

blow-out Common Expressions

eliminate

flight get hold of

helicopter Fosh

holiday ong-distance call

messenger put off

old-fashioned rest easy

arrot temporary agen

gosrpone The‘r)e 5 never a ?ull moment.

recelver

sacrifice

superintendent

.supervise

volcano

Discussion

1. Are most secretaries so loyal that they would sacrifice their
vacations in an emergency?

2. Would

you have made the same decision if you had been

Anpa? Why or why not?
3. Are there agencies in your area that supply temporary office

help?

A. Progressive Substitution Drills

Substitute each of the following words or phrascs in thie model

sentences. .
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1. If I were you, I would find _another company.

Mr. Dall Iook for
the boss job
the secretary quit working

2. I wish I could have at least one day of rest.

were able to week
would be a month
" had vacation

3. I might have known that something would come up.

should some business
realized an emergency
figured out arise '

B. Strucfures

1. Study these sentence pairs:

Did you find Brown’s letter? 1 left it lying on your desk
Did you find Brown’s letter lying on your.desk? -

I watched the rain. It was flooding the street.
I watched the rain flooding the street.

Using these examples as models, combine the following sen-
tence pairs.

a. We thought of Anna She was taking the telegram to the
office.

I saw her. She was running down the street.

He watched her. She was chewing gum.

I heard the phone. It was ringing loudly.

Dall found his wife at home. Sbewasmaldngadmss

2 LookatthesesentemafromtheConvwn]non

Sheboughtherselfa.newdrm,
1 can get belp from the agericy myself.
In these sentences, the reflexive pronouns (herself, myself)

refertothesub;ect pronouns (Ske, I). Thkmoddshowsthe'_
use of these pronouns:

o a0

:’
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I did it myself. (I—myself).

You did it yourself. (You—yourself)
He did it himself. (He—himself)
She did it herself. (She—herself)

. We did it ourselves. (We—ourselves)®

C.

You (pl.) did it yourselves. (You—yourselves)®
They did it themselves. (They—themselves)®

‘Ncﬁee that in the plural, relf. changes to selves.

Complete these sentences. Make sure the reflexive pronoun
agrees with the subject pronoun.

."He lives alone. He lives by

a — .
b. She insists on writing her own letters She wants to write
the letters

c. She is making a dress without any help. She is making it

d. “Tomas and Linda, you don’t have to hire a temporary of-
fice worker. I think youcandothework ..

e. Were proud of . We prepared the monthly
report all by .

Punctuation

Punctuate the following sentences:

b b

10.

© Seg hw

. sue took the cablegram to the office she was happy to do it

. she planned to leave for a holiday and was hurrymg to finish
. her work

when she realized the emergency she decided not to go

mr dall appreciated her sacrifice and he promised her an
all expense paid holiday

running to catch a bus anna my secretary slipped and fell

it happened friday june 13 on the comer of thirteenth street

. herauntscou.dnmsrobertsfmmrednverwlleyrsvmmg‘. |

here

. by the way do you remember johns address jim asked

1highlyreenmmmdhetshe:sagoodaecrehwwhoseldom
misses a day

wbenyourecéiveﬂ:islettuplenacallme :
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D. Word Study

Many people who dictate letters, especially on tape, sprinkle them
with windy phrases like those used by Mr. Dall. Most bosses,
like Mr. Dall, appreciate secretaries who make corrections.

Here's a list of suggestions for eliminating some trite expressions:

Instead of: - Use:

attached herewith we are attaching
we are in receipt of we received
furnish all necessary particulars give details

we are prepared to offer we offer

we are in agreement to we agree

we ire recipients of we recdved

in the event of : if

at an early date soon

at your convenience as soon as possible
it will be our earnest endeavor we will try

due to the fact that because

your letter of Feb. 14, inst. omit inst.

as per our records

at the present writing ' now

E. Correspondence

Here are the letters and the telegram Anna sent.

I

v
This letter confinms our telegram sent today in reply to your
order of February 20. :

2 drilling bits, each $
from New Orleans
1 drilling hose, type 14G, 3

Dear Sir:

, FOB

Full description of both items can be found in the Composite .

Catalog, pages 40 and 45, respectively. Shipping charges of
the bits will be paid by you.

' Delivery of the hose will be made out of stock from our

nearest supply store. You will be billed in the usual manner.

according to our records

%\

L
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We thank you for this order and look forward to hearing
from you again. .

Very truly yours,

2. Telegram

Thanks for order 694 stop Bits shipped from New Orleans
stop Hose from supply store stop Letter follows.

3. A Social Note of Refusal

Dear Fanny and Jake,

Ever since we received your invitation to celebrate your
company’s tenth anniversary in this country, we have been
looking forward to being among those present. Unfor-
tunately, our plans have been changed. D_Mls and J
must Jeave immediately for the fields. & Tt
Claire and ] are sorry that we cannot be w1th you to drink
a toast to your success.

Congmtulauons. “
' Jim Dall

F. Assignment

Your store, The People’s Store, received an order by mail for
four different items, priced according to last year's catalog. You
cannot fill orders at prices quoted so long ago. Prices had to be
adjusted because of the rise in wages and materials. Answer this
letter, giving your reasons for not sending the order. List the
four articles, the catalog number, current prices, and approxi-
mate date of delivery. Ask whether you should send the articles
at the present price.



DUTY FIRST

| -
L) "'-".—
Conversation _ i .-f/)\

DALL:  Cliire is coming soon, so we have only a fe\(ninutes

to talk about some letters on the tape. I rattled them
_off in a hurry, so you'll probably have to revise them.

ANNA: "Récently I've been working on collection letters and
complaints from New York about expense accounts.

DALL:  There is a similar letter on the tape, but you have to
compose a letter about Dan yourself. As we discussed
before, the accusation against him is unfair. Dan has
brought in more business than any other salesman,
and his entertaining isn’t exorbitant. When you write,
point out how he travels around the country and how
he makes friends and contacts easily.

ANNA:  His expense accounts are large, though, aren’t they?

DALL:  Yes, he spends money, but he gets new business—
the Laff rig, for example. Anna, you know what to say.
Being the most intelligent secretary in the oil business,
you can compose an effective letter.

ANNA:  The idea is that you want me to write a letter explain-
ing that his spending is getting good resulits.

DALL:  That's right. I had been planning to ask for a promo-
tion for him before I received that letter from New
York. In fact, when I get back, we'll do just that.

ANNA: Do you have any idea when that will be?

DALL:  Annz, you know better than to ask such a question.
My answer is always, “As soon as possible.” Being an
optmist, however, I think Pete will have good luck
in bringing the well under control in four or five days.

106
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The best of luck to you. 1 need some here, also. The
gentle reminder I sent to Acme Production Company
about nonpayment of those parts hasn’t brought re-
sults yet. Therefore, I'll send them a second, hopmg
it moves them to send a check.

Make it strohger than the first, Anna. Also let Haley
know we expect a reply. Some of the small companies,

thinking we don't need money, {ake advantage of us.

(The office door opens, and Claire Dall walks into the room.)

ANNA:

CLAIRE:

ANNA:

CLAIRE:

DALL:

{Anna found the following letter on Mr. Dall's tape:) 7 L

- Good morning, Claire. It’s nice to see you again.

Hello, Anna. It's good to see you, too. I suppose you've
been busy here all alone. { o

I've been trying to catch up with my work before
vacation. I hope you enjoy your trip.

Thanks. I'm happy to be going along,

Well, Claire, let’s get going. We were lucky to get you
a reservation. Good luck, Anna. Be sure to call the
agency for help. When you feel overworked, think
about those two weeks in Trinidad.

W

Your letter of April tenth at hand. Thank you for your
order for-two swivels. The order was duly noted and
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has gone to the store. In due course of time, it will be
shipped to you. We are, however, retarning by registered
mail your check for $350.00, which accompanied the
order. The correct total is $400.00, as the cost of each
swivel is $200.00. e wr

You evidently overlooked the price change in the catalog.
We trust that you will send us the check for the full

amount at the earliest opportunity.

(Anna also heard these instructions at the end of the letter:)

VOICE: Anna, please revise this letter. I think I have been too
hasty. We can trust them.

(Anna treated the situation more effectively by omitting several

trite expressions as: contents noted, duly noted, in due course of

‘time, and we trust.)

expression

Thank you for your order of April 10 for two swivels.
This has already gone to the store and will be shipped

immediately to you.

" Your check for $350.00, which accompanied the order,

is appreciated. However, it does not completely cover
the cost, as the price listed in our catalog is $200.00 per
swivel, totalling $400.00 for two oV Y

The enclosed invoice credlts ou- w:th the amount al-
ready paid, leaving a balance of $50.00.

_ It is a pleasure to do busmess with you, and we hope
A~
VL e w0 AT
) r - _;:.Lo.. s
R

to hear from you soon.

Vocabulary 2
accusation hasty Common Expressions
catalog invoice
collection nonpayment air freight
complaint optimist - bring results
consequence proportion expense account
contact Sn) reminder ' Let’s get going.
credit {v swivel rattle off

" cultivate via start out
effective ' work out
emphasize
exorbitant
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Discussion
1. Give evidence that shows bow fortunate Mr. Dall is to have
Anna for a secretary. -
2 Was Mr. Dall's letter of adjustment too severe? What diplo-
matic improvements did Anna make?
3. What trite phrases did she eliminate?

4. Point out each of the improvements Anna made in her revi-
~ sion of Mr. Dall’s response to an order.

A, Progressive Substitution Drills

Substitute each of the followmg words or phram in the model
sentence.

1. Small companies, thinking we don’t need money, take advan-
tage of us.

Some are too big
customers rich
assuming . impose upon us

2. Tl write a letter explaining that his spending is getting good
results, .

She will _ : entertaining
send - enthusiasm
convincing them Dan’s

3. T've been trying to catch up on my work before gomg on
vacation.

attempting finish
staying late complete
wondering how this project .

B. Structures

1. Linking related ideas is an important technique of writing.
Look how these sentence pairs are joined:

You're the most intelligent secretary in the oil business. You
can compose effective letters.
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Being the most intelligent secretary in the oil business, you
can compose effective letters. :

TU hire some temporary office help. I know Vera won't be -
kere. - : '
Knowing that Vera won't be here, I'll hire some temporary

office help. :

Using these sentences as models, combine the following sen-
tence pairs. o

a. I'll write another letter. I hope it moves them to send a
_ check.
b. Some of the small companies take advantage of us. They
think we don’t need money. :
¢. I am an optimist. I think Pete will have good luck.
d. I'm going to write a letter. It will suggest his advancement.

2. Another means of linking sentences is by connector words,

Examples: He spends money, but he gets new business.
I rattled the letters off in a hurry, so you'll probably
have to revise them. :

Combine the ideas in these sentences, using other linking
words to substitute for and, but, or, so.

a. We all read the contract carefully, but we found that the
lights were omitted from the order.

b. Our sales have increased, and business is better than ever.

¢. I want this package to reach California by Tuesday, so
I'll send it air express.

d. They sent us a check for their order, but the amount was

insufficient.

The pressure gauges you ordered were boxed, and we

shipped them air freight last Tuesday.

We sent the order, but it was not complete.

That customer usually pays in cash, but he sometimes pays

by check.

You may send a check, or you may send a money order.

We gave him credit, so he was very happy.

Dan is a good salesman, and he is a friendly person.

o

- N
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comector words
mvd pheases what they connect examples
. end, in fact, moreover, ideas, thoughts, xnd 1 saw you this moming:
+ | words that are similar in fact, I saw you

furthermore, in addition
besides

yesterday, too.

He's bossy and nasty.
Berides, be makes us
work late every night.

I don't want to accept
delivery for that pack-
age; furthermore, 1
refuse to sign for it

but, or, nor, howéver.

ideas, thoughts, and

Shedoésbayeapleasant

revertheless, srill, words that are contrary personality; however,
in spite of that, or opposite she just im't & good
regardless typist.
His expenses are high.
Nevertheless, he's our
best salesperson.
so, becouse of, two ideas when one is Mr. Dall received an

consequently, as g result,
therefore

C. Punctuation

caused by the other

emergency call, 20 he
took the first plane to
Venezuela.

I'm going on vacation

" next week; therefore, 1

have to finish this report
by Friday. '

Punctuate the following sentences. Make sure you can explain
the reason for each punctuation mark.

1. anna offered to drive mr dall to the a

for him

irport but his wife came

2. he just returned from a trip so he was tired

3. claire had planned to go to the

a new dress

party she even bought herself
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she went on vacation and stayed two weeks longer than she
had planned

the company gave her a Iong vacation in addition they paid
her way

since mr dall has gone to the lake anna isin charge of the office
luli is not a good typist nevertheless she does her best

. mr v ¢ good president of our organization will give the main

address on tuesday december 31 19—

he always begins a speech saying gentlemen it gives me great
pleasure to be here today

i said to him of course mr dall its & shame that some sales-
people take advantage of their expense accounts

Word Study

Since people react emotionally to words, secretaries must be
especially careful not to use words that antagonize readers.

Example: In the letter that Anna was given to revise, Mr. Dall

used the word overlooked: “ Evidently you overlooked
the price change.” No one likes to be accused of being
careless.

Other phrases that ruffle readers are:

You neglected to You did not pay attention

Your ignorance of the situation Your error

If you actually did You failed to realize

The mistake you made 1t is unreasonable of you

You claim that ' You are wrong in thinking that
Correspondence

E.

Anna was asked to write a collection letter ThJs is the second
notice:

Usually we find that one reminder of an overdue balance -
is sufficient. S0 we assume that our letter of May 16 about
the overdue account of $789.00 may have escaped your
attention.
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Will you kindly look into this matter? We would like to
¢close the balance in our books by the end of the month
and satisfy our accountants in New York that we have
cleared up this outstanding account.

Since this letter was ignored, it was necessary to write a third:

Surely you could not fail to receive our two previous letters
reminding you of your unpaid account of $769.00. We are
disappointed that you have failed to acknowledge them.

If there is some reason for your long silence, please let us
‘know about it. It is very difficult for us to explain to our
New York office the reason for this delinquency.

‘We have always maintained a friendly relationship ‘with -
your company and would like to continue to do so. How-.
ever, our books must balance. We certainly dontmt to -
take legal steps after a friendly association with your com- -
pany, and we hope it wontbenecessaxytotumd:ismalter .
over to the legal department in New York.

We urgeyoutoavo:dsuohacuonbygwmgthismtter T
your unmadmte attention.

Discussion

1. Do you think the wording is too strong in either.-letter?. :
2. How would you react if you were the recipient? Would you
be motivated to pay. your balance?

F. Assignment

Write a letter of collection using these facts. A statement from
the accounting department was sent to the customer three months
ago. The customer has failed to recognize the account due. Don't
- start off too strongly in the first letter. Be polite and diplomatic
to see if you can get results. After all, there might have been
an oversight.



| REVIEW
OF STRUCTURE
AND MECHANICS

Tomis and the evaluating committee found several errors in
the letters they reviewed. Look over these sentences and make
corrections wherever necessary. It may be necessary to rewrite
some sentences.

1

NSO o

11.
12,
13.
14,
15.
18.
17.
18.

19,

We are sorry that we cannot solve this problem, however we
assure you that they will not occurr again.

He claimed that he had all ready checked out.

I'll never forget him and how he helped my friend and 1.

- These problems of this hotel is not easily solved.

It's people like you and I who are hurt by inflation.

Neither one of we intend to go to the meeting.

Of course, everyone is entitled to their own opinion.

Being head of the company for ten years, this hotel thrived
under his leadership. '

. We are proud to have her with us as well, as her father.
. [ am looking forward to make more busyness with you later,

It is threw good friends like yourself that we know about in-
eficiencies that crepe into our business.

I have just finished to read your letter and appreciate it’s
kind remarks. =
You said your accomodations were different than you were
promised.

Coming into the entrance of our hotel a large flower shop
is on the right. '

Riding about this city the buildings are fabulous.

Thank you for letting me know this matter.

He has been here since a long time.

It is our intent to make our guests stay as comfortable as
possihle, '

They arrived to our office late and the receptionist wouldnt
take there names. :
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Due to illness, she substituted to me.
Shortly after he came by work he dictated me two letters.

22. We tried to solve their problem like it should hdave been.

ERERR BER
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&

Regarding this matter, it isn't a simple one to solve.
I'll think on this matter and let you know my decision later on.
We will make every effort to comply you irregardless of

expense.
We intended to leave early which was important for us.

. He knew Spanish and we spoke a lot about this country.

Trusting that we have clarified your doubts, we remain, . . .
It’s a true fact that we sent the order the 1st. of March.

To our understanding, you sent your letter before our latest
catalog arrived.

Thanks for letting us know this situation.

While looking forward to hearing from you, we remain, . . .
Your note was one of the most distressing missives I've had
sent to me for a long time.

Please be informed that should the situation change we will
certainly advise you. _
I would deeply appreciated being granted the opportumty

-to acquaint you with our facilities.

We are sorry to communicate you that we cannot fill your
letter.

Believe me, we are grateful that you took so much of your
valuable time to advise us of our mistake.

It gives training in applying management techniques. And
how to interpret production costs.

I received your letter on June 22, and it was immediately
sent by me over to the sales department.

On arriving in New York, his friends met him.

Young and inexperienced, the work seerned easy for h:m
Being in a run-down condition, we were able to buy that
rig cheap.

I met him several years ago. Coming from Mexico. _
He was an interesting man, a traveler. Who had been all
over the world. .

Her jetters are well written, they are the best of the Iot.
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“1. We are sorry that we cannot solve these problcms Howcver.
we assure you that they will not occur again.

He claimed that he had already checked out.

I'll never forget how he helped my friend and me.
-The problems ‘of this hotet are not casily solved.

It's people like you and me who are hurt by inflation.

Neither one of us intends to go to the meeting,

Of course, everyone is entttled, to his (her) own- opinion,

He was head of the company for ten years, and the hotel thrived
under his leadership. OR During the ten years that be was head
of the company, the hotel thrived.

i 9. We aré proud to have her and her father with us.
10, I am looking forward to doing more business with you,

g0 N bW

"11. It is through good friends like you that we lcam about thc in- -

~efficiencies that creep into bur business.
12. "1 have-just finished Teatling your letter, and | appreuate your
. kind remarks. :
13, You smdyourachmmodmanswmdlffaentﬁmuﬁwseyou
" 14.  As you come mto ke entrance of our hotcl. you will fotice a
- large flower shop on the nght.
15. As.you ride arolmd the clty, you will be 1mpmsed by the
- buildings.
16. Thank you for ml‘orrnmg me about this matter.
1T He has been here 2 Iong time. '
. 18. It is our intention to make our guests’ stay as comfortable as
. possible.
.. 19. They afrivéd in.our office Iatc and thc reccpuomst wouldh’t .
' take their names. . ..
-20. Bechuse I was ill, she suhst:tuted for me.

%+ 21. Shortly after he came to work, he dictated two letters to me.

22. " We tried to solve this problem in the proper manner.
23, This matter is not a simple one to solve.
24. T'll think about this matter and let you know my dcctsmn later.
25. We wili make every effort to comply with your request, regard-
- less of expense.
26. It was-important that we leave early.
27. Because he knew Spanish, we were able to talk about Spain.
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28. 1 hope we have clarified your doubts. Very truly yours, ...

29. We sent the order March 1.

M. We assume you sent your letter to us before you received our
latest catalog.

31. Thank you for informing us of this situation.

32. 1look forward to hearing from you. Sincerely, . ..

33. [ was distressed by your recent note.

34. [f the situation changes, we will certainly.let you know.

35. 1 would like to acquaint you with our facilities. :

36. Unfortunately, we cannot fill the order sent with your recent
letter.

37. Thank you for taking the time to let us know about our mistake.

38. It gives training.in applying management techniques, and in
interpreting production costs. '

39. I received your letter of June 22, and smmcdiately sent it to the
sales department. .

40. His fricnds met him when he arrived in Ncw York

41. Since he was young and inexperienced, the work seemed easy.

42. Wc were able to buy that ng at low cost be;:ausc it was in a un-
down condition. - :

43. - I met him several yﬂrs ago when we were eommg from Mexico.

44. He was an interesting man, a traveler who had bccn all over
the world.

45, Her letters are well wnttcn Thcy are the best of the 1ot

Appendix: Sample Letters

In the text, the block letter style of business correspondence has been used
for all letters. These sample letters illustrate the paragraph style of cor-
respondence. Both are correct gnd can be used interchangeably.

Lesson One: A Memo
To: Val Chang Date: Jaouary 5, 19—

From: Luis Moe Re: Important staff meeting

Immediately contact all salespersons. It is imperative that all who are in
town attend. Fotlow up telephone calls with memos. Report attendance
to me as soon as possible.
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Lesson Two: A Letter of Request
Dear Mr. Cole: '

Although we have never met, I have known of your fine work at
Pulchritude Products for 2 long time. My name is Jacques Dumas, sales
manager of Tresor Cosmetics. Since we share similar positions in similar
companies, | though that on my upcoming business trip to New York, we
could both benefit from a meeting at your plant.

I will arrive in New York on Wednesday, March 5, and I will be staying
at the Ambassador Hotel until March 14. if it is convenient, I would like
to visit your offices and plant on Tuesday, March 11.

[ look forward to meeting you personally very soon. In the meantime,
please accept my best wishes. ' '

Cordially,
Lesson Three: A Reply to a Request

Dear Jim,

"

It was good to hear from you once again. Preparations are already
underway to welcome you and Jones when you arrive in California on
January 8. Our staff has been hard at work to create an imaginative
campaign to launch Magic Mask, and we are eager to share our ideas
with you. -

As you reguested, we have been able to reserve a double suitg in the
same hotel you and Jones stayed in last year. The reservations will be
confirmed directly by the hotel. You will be hearing from them several
days before you leave New York.

I have notified all the department heads of your visit, and we have
scheduled meetings with major retailers here on the West Coast. The
response so far has been enthusiastic, and our new Magic Mask campaign
should te just as successful as the Adonis campaign was last year.

If there is anything else I can do for you, please let me know. I will
meet you and Jones at the airport on Sunday evening, January 8, at
11:10. Have a good flight!

Regards,
Lesson Four A Letter of Inquiry

Dear Sir/Madam?*® _
Last week [ was impressed with your television commercial, entitled
“Before and After,” advertising your new product, Magic Mask, Will you

kindly send me detailed information about the Magic Mask treatment—
how it works, when and where I can purchase it, and the cost.

-
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I bave called several stores in my area, but none of them have the
product in stock yet. However, if Magic Mask does all you claim it will, -
I would be willing to try it. I frequently give lectures, book reviews, and
interviews on television, so it is.important that I photograph well,

Your advertisement sounds convincing. I hope it does not exaggerate
the “magic” in Magic Mask.

Sincerely,

*When you do not know if the recipient of your letter is male or female,
the salutation can be written, “Dear Sir/Madam.”

Lesson Five: A Reply to0 a Letter of Inquiry
Dear |

Your letter of April 10 indicates that you certainly are keeping up with
news of our market. Yes, we do intend to expand our sales force in
Canada. :

At the present time, however, we are in the process of reorganizing
our sales areas, and until they are clearly defined and our salespeople
reassigned, we are not in a position to add to our staff. Undoubtedly
we shall be taking on more help, as soon as our needs become clear.

We were impressed by your letter and your experience. All I can say
now is that you are high on our list of prospects, and that we will contact
you as soon as possible, perhaps within a month.

Sincerely,
Lesson Six: A Sales Letter
Dear

No doubt by now, you and the members of the Park Country Club
have heard about our new facial product, Magic Mask. The demonstrations
you have seen on television are not exaggerated. The results speak for
themselves, as hundreds of satisfied customers can testify.

During the month of April, we are offering special demonstrations
to womens’ groups that are interested in seeing how this new formula
works. If your group would like to be on our list, we will be happy to
send a beautician who will give a demonstration of this sensational
new beauty treatment. _ ]

Simply fill out this postage-free card and send it to my office, or
telephone me at (714) 555-3999, extension 200.

Sincerely yours,
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Lesson Seven: A Letter of Information
Dear Ms. Chan:

You must bave been eavesdropping at our conference last Thursday!
We were discussing the possibility of sending a representative to look
over the market in mainland China, with the idea of opening a Far
Eastern sales office. Today, I received your letter suggesting that you
would like to include China in your sales territory. Frankly, it could not
have amrived at a more opportune time.

It certainly is to your advantage that you understand the language
and customs of China. Another point in your favor is your excellent
sales record in the Hawaiian Islands. Of course, as a foreign representative,
both your salary and commissions will increase. We will also reimburse’
you for your living expenses and assume the responsibility of finding
pleasant living quarters for you in Shanghai. Another incentive is a.
two-month vacation every year.

Wewouldliketobegmﬂnso;)emhonmafewmonths Isuggestthai
you report to our office within ten days to discuss details. 1 hope we can
come to a satisfactory agreement. just give me a call a day or so before
you amve so I can schedule tdme for our meeting. -

_ Sl.ncerely yours,
Lesson Eight: A Letter of Complaint -
Dear Sir/ Madam: ' '

Enclosed is a photocopy of my check for $23.20, sent November 2,
for full payment of two fruitcakes advertised in the November issue
of Country Cookery. The cakes were priced at $10.00 each, plus tax
and handling.

Only one cake arrived on December 3, and it is smaller and less
attractive than the fruitcakes illustrated in-your magazine ad. I planned
to give these cakes as Christmas gifts, and | am disappointed with your
service and the quality of your product. Do not bother to send another

cake at this late date. Just refund half the amount of my check, a total
of $11.60.

Sincerely yours,

Lesson Nine: A Letter of Application
Dear Mr. Brown:

Ms. Betty More, the supervisor of your accounting department; sug-
gested that [ write to you about a position as a secretary in the executive
offices of East Seas Import-Export Company.
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For the past three years, I have been the private secretary to Mr. John

Harrington, vice-president of the Harrington and Sons Import-Export
Company in London. In that position, I handled all correspondence in
English and Spanish. I am also fluent in French, and I am currently
studying Japanese. Now that I have returned to the United States, I
would like to continue in the same type of work.
" The enclosed résumé gives details of my education, experience, and
interests. You will see that for four years I was the executive secretary
to the foreign director of the Extol Petroleum Company in New York.
Before that, I worked as a secretary for the accounting department of
Stanton University, while 1 was attending school there. _

T hope you will consider my application and will call me for an interview
at your convenience. My telephone number is 555-2452. '

. Yours very truly,

Lesson Ten: A Reply to a Letter of Complaint
Dear Mr. Long:

Thank you for your letter of February 22.

I am indeed sorry to hear that you and your friends were disappointed
with the service in our Terrace Room. I have discussed the matter with
the manager of the restaurant, and he explained that due to staff absences,
service was unavoidably slow, and, unfortunately, below our standards.

I assure you that we have since hired additional waiters, waitresses, and
kitchen personnel, who have helped to make the restaurant run far more
smoothly. . :

Although first impressions are long lasting, I hope you will give us
the opportunity to show you what a fine restaurant the Terrace Room
really is. I am happy to invite you and three of your friends as our dinner
guests the next time you are in town. -

I hope to have the pleasure of meeting you personally when you again
visit the Terrace Room. .

Sincerely,

Lesson Eleven: A Reply to a Letter of Complaint
Dear Mr.

Your letter of June 4 has just been brought to my attention. I agree
with you that at first glance, the amount of your hotel bill seerns excessive.
Upon investigating, however, 1 found that the charges on your bill are
accurate. .

Your check-out time was clocked at 3:15 paa. According to the notice
posted in your room, departure time is twelve noon. However, since
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you did not occupy the room all day, I am sending you a refund of twenty
dollars along with this letter.
Asfaruthebelepbonecaﬂsmomcemed.lmnotmakemydeduc—
tions, since the charges are made directly by the telephone company. .
I checked with the overseas operator, and she verified the figures., Your
calls to London were made during prime time. The date, hour, and
chargeforeachmllisoo:rectlylistedonyourbﬂl. .
I hope this clarification will help to restore your confidence and satis-
faction with our hotel. I fook forward to the pleasure of having you
as & guest when you return to this city.

Coi'dially,

Lesson Twelve: A Letter of Invitation/A Sales Letter

Dear

Circle the date November 20 on your calendar. The time: 8:00 p.m.
The place: the lobby of the Elite Hotel, which is located on the comer
of Park and Lake Streets. The oceasion: a preview of the most elegant
hotel in the city. .

. At eight o’clock in the main lobby, we will unveil the mural commis-
sioned especially for the Elite Hotel, painted by the famous artist,
Tondonato.-Afterwards, you may join the guests in a guided sightseeing
excursion throughout the hotel. A highlight of.your tour will be Le Chub,
a rooftop entertainment complex featuring tennis courts, saunas, several
swimming pools, and an intimate bistro with a fantastic view of the city
skyline. You may follow our map and stroll along fragrant garden paths,
admiring the lush and rare landscaping. Or, you may choose to inspect
displays in the many shops and boutiques in our lobby.

At ten, there will be dining and dancing in Le Club and in all four dining
rooms on our Mezzanine level unti! the small hours of the moming, -

We look forward to seeing you.

Cordially,

Lesson Thirteen: A Reply to an Oversight

Dear Fred,

Watch the mails for the special delivery of the Composite Catalog,
which is on the way. In fact, it may arrive before this note. .
" When I called the New York office about the oversight, Ted said that
this is the first time the manual has not been included with the shipment.
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He assured me it would be sent special delivery and go out on the first
available plape.
Please call me to confirm its arrival.

Best regards,

Lesson Fourteen: A Reply to an Order

Dear

Your order of July 20 is being delayed, awaiting your approval. We
are unabie to send the articles you have ordered at the prices listed in
last year’s catalog. Because of an increase in production costs, the price
list has changed, as indicated in our new catalog, which is enclosed for .
your convenience. ' .

Your order follows, along with the new prices for each item:

#42-810 1 pr. pewter candlesticks 54.99
#63-068 3 bath towels (blue} @ 9.95 29.85
#72-395 3 hand towels (navy) @ 4.95 14.85

" K96-405 4 double sheets, Tahiti pattern @ 7.50 30.00
129.69

postage and handling i : 575

sales tax - 9.08

total 144.52

We are holding your check for 108.65 until we hear from you. If 'you -
want the above listed articles, you may send a check for the balance,
35.87.

Sincerely, .

Lesson Fifteen: A Collection Letter

Dear

Assuming that your failure to pay your balance of $325.00 is an over-
~ sight, we are enclosing a duplicate of your bill.

This account has been pending since January, and it is now three
months overdue.

We hope to receive your check for $325.00 by retum mail as soon as
possible. If there is any problem, kindly let us know.

Sincerely,



Phan B Tiéng Viét

Bai ' _Trang
1 T6i C6 Thb Hai Xem Ai Dang Goi Dign Thoai Bupe Khdng 125
2  Ching TaHay Ty T6 Chic 130
3 Mdt Cudc Hop Ban K& Haach 136
‘4 XinVui Ldng Cho Ching Téi Bigk 141
§  Van Phdng Téc Ky . 145
é Quing Co Sang Tao 151
7 Gir Cho Cae Thuong Vu Hoat Dong Té& 155
8 Mt Vin D8 Ngoai Giao 160
9  Hop CaulacBd 165
10 MOt Bai Hoc V& Thu Tin - 170
11 Cam Un, Mbi D8n Lai 177

- 12 Céc Quyi Dinh Khé Khin ' i
13 Dimg Bao Gi “hi Tigc Khi Thong Béo™ 187
14 Céng Viéc NhurThubng L8 192

15  Nhidém Vg Trén Hét 197



1

TOI CO THE HOI XEM Al DANG
GOI DIEN THOAI PUQC KHONG

DAM THOAI

(Sue, thu ky cia O, Moe tra il dibn thow)

SUE:

GIONG NOI:

SUE:

" COLE:

Chao dng, dity 1 van phdng clia O, Moe, cong ty Pulchitude Products.
Day la van phbng Niu Use. O. Cole mudn néi chuyén véi O, Moe.

O. Cole a7 Xin vui lbng béo cho 8ng Ay biét ta hign gid &, Moe khong o6 mat &
van phbng. To A thu ky ridng clia 8ng y. Thua O. Cole ¢ mudn nhn gi lai
khéng &7

Chir mbt phait. Xin wui lbng gilr may.
Chéao cb. Jim Coie day. Cé ndi la Moe hign khdng c6 mit tai véin phong a?

Da khong. Thua O. Cole, dng Sly hign khdng ¢6 & day, nhung 1i nght 1 dng
dy clng sip vd ddn thdi. T8 o6 thE ghi lai 1% Sng nhin duye khdng?

Vang duoc. Tai sao dng By khéng tra I thu cho ti7

Thu clia 8ng a7 Thua O, Cole, 16i khbng nholadéoénh&ndlmthuwabng
trong khoang thii gian ghn day.

Thu v chuy&n tham vigng cuachungt& %dng dudi dé cubi tiin nay.

Cudc tham viEng clia dng &7 Cudi tuln nay &7?
Cblaﬂukynénng.Moapha: khéng? Thé &ng ta khdng néi gi vé vide thu
xEp cho mét cude hdi thio hay sao?

Thua khdng, O. Cole a. Ching 16i chus nhan dugc thong béo gi cda &ng ch, Thu
b di cham vi cac ngay nghi 1B. Ching i chdng nhan duoc gi tir van phing
cla dng ca trong subt hai tin qua.

Ky that. T8 c6 mdt bén sac & diy. Ching 18 da g& tha di cach day tirm hém.

Jones va t3i s2 udng ndi chuydn va vide phét tidn mat hang méi. Chiing i

MnQMoebchncacbuqhopmﬁva nhém nihan vign bén cd tai nhi may
v v cdc chi nhanh va clm hang clia chitng ta,

T8i s& chuyén I nhén clia ng d8n O. Moe ngay khi dng By v dén, O. Cole
a. Khi ndo thi 8ng dén?

Chi nhét 16, Ching t8i da daing ky chuydn bay TWX s3 787, dén kic 11 gitr 18
Thé vt vin ¢ gilr phdng & khach san thi sao?

O véing. Xin wui long girchd y nhunam ngodi cling khach san dé, eling phong
dc bitt d6, nifu dugre. CO nhé nhiin O. Moe dién thoai ngay cho 14 khi &ng ta
v& dén,
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SUE: L& di nhign rdi, thua O. Cole, the &ng van o6 mit tai van phong cho dén tnk
phai khdng a?

COLE: VANg, thi 18§ phii quanh quén & day cho dén khi dng ta goi.

SUE: Thé thi tét qua. Xin 8ng dimg phign, O, Cole a. Ching 8 sé quan tam t5i da
a&n survige nay. Ong sép nghe O. Moe goi didn d&n &ng thoi.

COLE: Cam em. Toi tin tudmg noi ¢b, Chiing i cling s&p gap cb rdi. Chao cb.

SUE: {ndi véi nguii phy ta} Ui cha, chuy2n nay cap dp qua cé phai khdng? O. Moe

dau rai? Ong 8y vAn cho i hay trude mi khi ng ta dén trb. Duoc 18 mong
580 4ng ta sap vao thai. Thoat dau O. Cole ¢ vé khdng duoc vui cho Iim, nhung
. 58U dd cé vé tuoi tinh hon ddd chat,

EVE: Thé thi ¢6 ki cho ban rdi, Thuky rizng dimg lam cho thi tnang phai thét vong.

Didu dé ¢d nghia la phai khéo {mg xir phii khdng nao.
TU VUNG

CAC CAU NOY THONG DUNG

accommodations: chd an & A. M: (Ante Meridiem): v budi sang
anangements: thu x&p, sp dat book reservations: dang ky gilrchd
tranches: chi nhanh close call: chuyén cap p,suyt ngyy dén tinh mang
conference: hdi nghi give someone a fing, 1o telephone: dién thoai
copy: ban thao iet {someone) down: am {cho ai} that vong
discretion: than trong let (semeone) know: cho {ai) hay
outiets: cum hang P. % {Post Meridiem): qua tna, chidu, 15i
plan: nha may running late: di tré
promotion: khuy&n mai, xae tidén set up a meeting: 18 chixx mdt budi hop mat
pulchritude: vé dep _ stide around: quanh quin diu dé
suite: phiing dac bidt & khach san take a message: ghi fai ki nhin
tactfui: khéo xir, hch thié p. t& nhj take care of. san soc al

this end: muc tidgu hang
what about ......: thE ve ... thi sao?

THAO LUAN

1. Nguii thu k_)'( udn ludn than trong khi tra i dién thoai. Ban co6 nghi la Sue da than trong khi -
tri I5i ring ©. Moe khéng cé mat fai van phong? Hay tudng tuong ban ka Sue. Ban sé cho cau
tra 0i nac sau day lathich hop?

a. Ong ta d&n tr& sang nay

b. Téi khéng biét hién gir dng ta dang & dau
¢.Ongta hign khéng ob & day

d. Ong ta via di ra ngodi rong chdc lat

e. Ong ta ban hop

2. Hay tudng tuong ban & O. Cole. Ban 2 nghi ra sao vé Sue: than mat, khng than mat, lanh
lung?

3. Ngubi ta cé thich duge goi bing t&n khéng, nhu “vang, thua . Cole™
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4. Nguoh thur ky trd i dign thoai néi, "van phang O. Clark dang néi day", ngubi goi dién tra i,
"mbt van phang biét ndi &7 that ky la.” Thé ¢ ta nén tra ¥ dién thoai nhu thé nao?

A. BAI TAP THAY THE

Banr hay thay thd m&i fir hoac cum tir sau day theo miu cau

May | take a massage?
Thi du: She May she lake a8 message?
1. May | take 2 message?
she call you back
send give you aring
telegram can

2. Does Mr. Cole want to leave a message?

give me Does n't
Sue her number
information would she like

3. You are geing tobe in the office until noon, are not you?

heis ... is n't he Sueis ... she.
out of three
Mr. Cole all morning.
o .
B. CAU TRUC
1. Hay xem cac cau sau day:
1. A. | will give your message to her.

B. | will give her your message.

2. A, please send your latest catalog to us.
8. please send us your latest catalog.

Cac cau 1A va 2A ¢6 clu tric: ddng tir_ bd nglr_ cum tir bt dau bing mét gidi tir (to + ngus).
Céc cau 1B va 2B ¢é clu tric: dong tir _ dai tr_ gian tigp _ bd ngur.

Chang ta dung mbt dai tir gidn tidp d& chi “to whom” (141 ai} hay “for whom" (cho ai} mdt vigc
duoe thue hién. Hai cdu tnic ndy duoe st dung véi cac déng tir nher give, tell, lend, send, show
va read.

V& cac dong tirexplain, say, speak va report chi sir dung cdu tnic A. Vi du; Mr. Moe explain the
letter to me,

V&i déng tirask. chi sirdung céu tnic B. Vi du: she asked her a question.

Hay tharm khao cac thi dy trén day va vidt cic dung mdt daj tir gidn ti€p. Hay doan chic a ban
a8 duoe tir ¢du tnic A sang céu tnic B.
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" a. She handed the file to Sue.

_ b. Sue alway telis the truth to Mr. Moe.
¢. Did she send a telegram 1o Mr. Cole?
d. Eve read the letter to Sue.

e. Don't lend money 1o the children.

2. Céc clu sou day trich tir bai dam thoai “didn th mét ménh 1gnh mét edch lich sy, phai ngam
hidu 1a c6 ¢hd fr 'you™.

Hold the line, please .
Ddn't’ warry.
Dua vac ¢ac vi du trén, ban hay viét cac cAu yéu ciu mdt ngubi:
a. To give your boss a message.
b. To postpone a mesting.
€. Not to cail belore seven A. M.
d. To answer your letter soon,
3. Tét ch céc cdu sau day dbu didn dat mdt hoat ddng treng tuong lai:
I will give him your message. (will hay shall didn ta thi tuong lai)
We are arriviny Sunday. (are arriviny duoc sir dung voi mét ngay trong tuomg lai)

You are going to stay on your office until noon, are not you? {oum tir going to chi thi tuong
lai)

Ban hay vigt cic chu dung céc ddng tirarrive (¢8n), stay (& lai), va visit {tham) theo ba mAu khac
nhau ¢& dién 13 mdt hanh dong s& Xay ra trong tuong lai,

r -~
C. CHAM CAU.
1. Ban hay lw y d6n cac cach vit thc trong bai dam thoai: I'm, isn't, you're, he'll, let's,

D&u " trong cac chir nay thay th& cho cdc mu tr con thidu. Cac cich nay thuong chi s dung
trong cAu chuyén hang ngay chlrit khi dugre sit dyng trong giao dich thuong mai.

Ddu “cdn ding dé chi sursd hin: Mr. Moe's secretary {thuky cta O Moe), the boss’s briefcase
{céi cip cla dng chil), the Board of Directors’ meeting {budi hop cta Hoi Déng Quan Tri).

Cang u y I déu " dimg trude chir s trong cac tiy s& # ivi du nhuMoe’s, boss's), nhung lai dimg
sau chir s trong cac tlr s8 nhidu (Directors’).

Déu ' cling 6 the duge ding dé thay thé cac 58 vé ngay dupe vidt it
Vi du: Oldtimers still talk about the flood of '21 (nhimg nguéi dan ky cuu vn con néi vé con lat
R&m 1921).

Hay chim céu ding cic ¢au sau day blng cach them céc diu ' can thidl,

a. Isnt it the employers duty to secure his ernployees rights?
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k. Arent there two rs in “correspondence™?

€. Shelt soon be eighty years old, because she graduated in 28.
d. The company is giving a childrens christmas party.

e. Sue, were going to leave at 2 o clock

2. Trong cac chu sau day, cau hoi duoc thém vao ciu nét. Dau phiy dupc sir dung dé bt diu
phén dudi cudi clu.

You are Mr. Moe's secretary, aren’t you? (Hy vong tra i3 "Vang")
He's not there, is he? {Hy vong tra i "Khéngn

Hay hoan tit cdc cau sau day, ding cu hdi dudi. Hay chim céu that ding.
Luu y d8n cac dau luoc ™ va chir viét hoa!

a. you wont be in your office on saturday will you

b. he hagnt left yet has he

c. that was a close calt wasnt it

d. mr Moe is Sues boss isnt he

€. it pays to be tactiu! doosnt it

D. THU TIN

1. Ban Ghi Nh&
Hau hét cac cdng ty deu c6 cac miu ding d8 lign lac viin tht gila cac van phong véi nhau, Mbu
dom gian:

BAN GHI NHO

Ngay 5/1/18__ Gia: 9:15 sang

Gdi: Lis Moa

Tir: Jim Cole, Market Mgr. N.Y.

Viv: Dién thoai goi. Phii Iré 1oi ngay 13p tic. Cole bén t&m. T ng ta goi di
da dupe tam ngay mé khong cé hiv am.
Chi: D& Vigng tham cac nhé may va vin phing Cal. Cole va Jones sé dén
ngay chia nhat, 8/1, chuyén TWX hii 11:07 5.
Muyc dich: TG chirc cac bubi hop mit vii tat ca tndng phong ban va ciia
hang dai ly. Hoach dinh dbag b hba vide phét trién va 1idp thi “Margic Maské
(Mat na diéu ky)

2. DIENTIN

Bién tin duge sirdung vi nhigu Iy do khac nhau. Thoat dau dign tin duge sirdung dé tao su quan
1am c8p thai khi khéng thé goi dién thoai dupe. C6 nhidu mau dign tin. Dam bao ban dign duge
it ca moi chi tidt duge ybu cu: ngay, logi théng tin, t&n va dia chi ding clia ngudi nhin va tén,
dia chi va & dién thoai cda ngudi g,
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Waestern Union Telegram
South City, Ca
e

James Cole

Cong ty Pulchritude Products
865 Exchange Street
New York, NY., 10007

Dang ky gitr phong tal kivéch san Grand vao ngay 811, phong din dic bidt
nam mugi do la. Hen gap ong taf san bay.

Livs Moe

E. BAI TAP

1. NGi (w6i mét ban cung lop)

a.

Sue tra I&i dign thoar. Cé mdt nguii dan 8ng ndi la &ng ta mudn néi chuyén véi Luis
Moe. éng ta cho bigt tan va néi 8ng ta 1a ban ¢l cla 0. Moe. Sue khéng nhan ra dugc
tan Bng Ay vh hdi Iy do coa cude dign thoai. Ong 3y 1ra ki 1a ang Sy o6 mdt vin dé quan
trong dé thac luan. C& &y hoi &ng ta dai dién cho céng ty nac, nhl.mg &ng dy chi nai do
2 mot cdng ty guan trong. Sue ndi la . Moe dang ban hop va & Moe sé got dign cho
#ng &y néu &ng Ay dé s dign thoai lai. Ong ta tir chdi lam viéc nay va ndi la dng ta sé
goi dign lai. Sau dé, ¢& ta kigm chimg véi O. Moe. O. Moe cung khéng nhan ra dugc tén
ong ay.

. Ban hay goi mdt dubmg hang khéng hay mét dai ly du lich d& hai tham tin W V& cac

chutmg trinh du lich trong ky nghi cla ban. Ban hay hi chi tiét cu thé v&: gia ca (mét
vong v tron chuyé&n), gi& khéd hanh, gid dén, loai tua (thutmg va tham quan), chdyén
bay thang hay c6 ghé qua nci nao, va bat o moi thang tin can thiét nao khéc.

2Vigt

La Luis Moe, ban hay viét mat ban ghi nhé cho Val Chang, ngudi phy ta cla ban. ban vé
cusde tham viéng cia . Cole. Trong ban ghi nhd clia ban, hay bao ¢ Chang 13 chic
mdt budi hap cla nhan vién vao hdi bdn gir ngay hém nay trong phdng hop cia ban,
va thdng bao cho nhan vign bang dién thoai va theo sat v&i ban ghi nha. Digu quan
trong la tat ¢a nhan vien déu phai co mat.

2

CHUNG TA HAY Ty TO CHUC

DAM THOAI

SUE:

Chuyén gl da xay ra cho éng Moe? f)ng &y thuomg dén ding git ma. Tai da
goi cho ba v 8ng dy. va ba 8y néi rfAng &ng Moe da di mat tidng ddng hd rdi.
T bat dau lo day. (Lua tho budi sang ra). Eve, nhin Kia! nd day rdi! Thu cla
o Cole. (T8 ta md tho ra va doc). Ong ta 53 88n day vao chia nhat nay cung




EVE:

MOE;
EVE:
MOE;

EVE:
Ngudi dan dng:
EVE:

Noudi dan ong:
EVE:

SUE:

TATE:
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véi Jones. Ong ta ciing d dinh kem mdt danh séch d& nghj vh chuong trinh
Cé & ching ta phéi lam lubn chie nhat,

Vang, c6 18 nhu thé. Ching ta hay bt tay vao v td chire &ir kidn di.
T&i vim méi vd hd 50 cic ban béo cho quang cao sang nay.
Th& cbn v dirkién thuong mai thi sao?

Tdi c6 thly hd so dé hém qua. N6 nam & dau day. Téi s& kidm tra xem. {Co ta
quay trd ra tir phdng lua hd so). Né khéng ndm trong hd so.

Chiing ta phai tim cho ra. D6 t du dn die bigt clia dng Moe. (Eve via di ra, thi
&ng Moe budic vao, kéo 18 chidc 4o ngodi. Ong ta ngdi phich xudng ghé).

fng Moe Kia! Chuyén gi xay ra n&o.'é‘ng tréng mét méi qua. Ong da gap tai
nan gi chang?

©, ching phai vay dau. Tai vir mdi bi ket nia tidng déng hd trén xa 15. Adi d&n
khi & d&n van phéng lai bi ket mat muii lam phit treng thang may nia.

(Chay xd¢ vao, khang nhin thdy &ng Moe) Tai tim ra rdi. Bay gio nhing hd so
nao khéac ching ta ¢an cho budi hop nac?

{Ngoi day) Budi bop? Budi hop nac?

Cac budi hop ma ching ta phai 18 chic cho dng Cole va 3ng Jones.

Cole? Jones? Hop? O day?

Ong Caole cé dién. thoai cdch déy mim ti8ng. Ho sép d8n day vao ngay chia
nhat, Ong By dang chés dng goi dign lai. Day nay, bir thu cia dng &y giai thich
& moi digu,

26 ia ¥t ca nhimg gi t3f can d& giai quy&t moi van d@é cia tdi ... nhan vat quan
trong.

Cai 8ng can la mdt tach ch phé ngon. Eve, nho em di lay cho dng Moe mdt it
ca phe. (C& theo dng Moe budre vao phong lam vige cla &ng 8y. 56 mét ngusi
dan dng di vao phong ti€p khach, khi Eve mang ¢a pha trd vao)

Chao &ng. 16i cd thé giip gt cho dng khéng?
Bo6 & chao dén tat ca khach dén bing mét thch o phé 47
Khéng phai vay dau, Day la ca phe cla 8ng Moe,

Tan tdi ka Tate. C& thu ky cé dé nghi t&i nén ghe qua vac khoang 9: 45", Day la
tAm danh thi€p cla tHi.

Xin min &ng ngdi. T s& dua tam danh thi€p cho o8 Sus. (Eve di ra, va Sue di
vao ngay 1ap hec tay ¢hm tim danh thigp)

Xin cha, 8ng Tate. Ong Ta dai dién cla 1DA phai khdng? rt tide hém nay chiing
i & chuyén khan cap. Toi & rng hom nay &ng Moe qua ban khong tiép bat
ky mot ar. Ong c6 thd thu xip trd lai vao e khae duge khang?

T&i nghi | duoe thai. Tei ¢d mang theo mot Ap b sa vd ¢éng trinh cla t6i. Dé
ta mdt kidu trinh bay méi vé my phim.
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SUE:

TATE:
SUE:

TATE:

{Ligc nhin qua ¢&¢ hinh Anh) Ong Tate &, nhimg thirmay trdng la qus, that tuyat
Vil bd dng v diic bigt cho chang tbi a7 ’

Toi da thudc nlim ldng cde séin phém cim hing cb .

Xin &ng vui 13ng db ching lai diiy nhé. Ong Moe dang tim kidm mdt cai gi méi
mé. CAc thir nay that quydn . Thé &ng W sdng ché ra 4?

Ong anh ré 16 v& mdu. Anh &y I chi hang. T6i thi chup hinh. T6i timg K hoa
si diy.

T&i thi cha la 8ng khdng phéi B nguis da ting lam cai gi dAu. Cac the phdm
nay thé hidn mdt thi ning phong phii. Tdi s& kén lac véi dng ngay khi dng Moe
xem qua. Ong Sy mudn o6 mot chi gi mGi mé vaa khéc la, va nhimg thir nay o6
thé dap (ng ducre &,

accident: tal nan,
advertising: quang céo
appointment: cudc hen
attacheé: dinh kem
{business) card: (danh) thi¥p
commercials; quang céo
compose: sing te

data; dirkidén

emergency: clip ciu
exhausted: mdt nhodi
file: hd so

firm {n): hang
freoway: xa {3
ilustration: hinh anh,
tranh minh hoa
meeting: hdi hop
organize: 1§ ¢chic
poriolio: thp hd so

presantation: trinh bay, gid thidu

project (n}: duan
representative(n): dai didn
report {n & v): béo céo

schedule: chuong trinh, tidn d&

siump (v): ngdi phét xudng
sort {v): chon km, phén loai
stall (v): ket

suggestion: d& nghi -

THAO LUAN

CAC CAU NOI THONG DUNG

drop by: tién ghé qua tham
get in touch: kén bé, ti&p xjc woi ai

" bave in mind: ghi nhés
* I'd better + verb: i nén + dang tisr

it looks that way: cb vié nhu vay

let's get busy: ching ta hay am vige

organized: arté chix

may | help you?: T8i cé thé giip Ong (Ba)

choc ching?

that's all | need: DS B tht ci nhimg gi 15 can

VIPs (Very Important People): Nhan vt quan trong
y&u nhan,

1. Lk mdt thu ky &by hanh, Sue 66 chiu trach nhigm 15 chix: cang vigc cho thil tneing clia cb

&y khang?
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2. Tai sao mét vj th thmg phéi cho thu ky fidng clia minh bidt di théng tin vé cdng viéc kam
an cla dng dy?

3. Sue ¢6 bidt VB loai hinh quang céo ma dng Moo dang tim kigm khdng?
4. Ban hay thao luan v& sutd nhi cia Sue khi giso ti8p véi dng Tate. Ong ta ra vB vui vé hay thét

vong?

A. BAi TAP THAY THE.

Ban hay thay th& m&i tir hay cum tir sau day trong cau mhu

1. His secretary suggested that | drop by this morning

she * bting this material
asked foday
come call up

2. Did you make them especially for us?

these design (v}
the advertisements the artist
the TV specials our products

3. Comming up to the office, | was stalled in the elevator.

returning trapped
comming down from locked
recreation room stuck

B. CAU TRUC

1. Ban hay d&i cac chu sau diy sang cAu hdi.
Vi du: You had an accident. Did you have an accident?

a. He brought along his portiolio,
k. They set up the meetings.
c. Sue says she wil call him later.

2. Ban hby tra I cac cu hodi sau iy, trude tign khiing dinh, sau dé pha dinh. '
Vi du: Did you file the reports this morning? Yes, { file the reports this merning. Ne, | didn’t
file the reports this morning.

a. Did Sue tell him te come back?
b. Did you throw out that letter?
¢. Did he leave a phone number?

3. Ban hay xem céac ciu nay:

He arrives in the office on time.

He usually arfives in the office ontime.
He allways arnves in the office on time,
He never arrives in the office on time.

¥ nghia cac clu nay thay d3i nhu thd nac khi ching ta thém edc trang ngirusually, always hay
never? Cac tirnay cé didn td mdt didu gi do 5 rang hay map mé& gi khang?
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T danh sach sau diy, ban hay chon mét trang ngirthich hop che cde cdu bén dudi.

seldom always occasionally
never often generally
sometimes : frequently - usually

a. | {not often) work in the file room.

b. We {once in a while) bring our lunch,

c. She (not ever) takes dictation.

d. We (very frequently} come early and stay late.

e. (he (without fail) returns our calls.

f. Wa (now and then) take a day off.

g. We {must of the time) take a break for coffee in the morning.

C. CHAM CAU.

Dau gach ndi chia cac & cudi mét dong. Luu ¥ la cac tirchi bi chia it gitm cdc Am tigt, vi du
nhu sfter-noon. Bing chia cét cae tirchi gdm mét am tidt hay cac tir oo duti & chir céi {thought,
Index, t&n rigng cla ngudi va nof chén (Marguerite, San Francisco) hay ngay thang {July, 1776},

Trong bic thu ban dang danh may, tit ca céc tir sau day sé hién ra cudi mét dong. Ban hay
quyét dinh xem tirnaoc cé thé ding gach ndi va tidp tuc vac dang k&, 5ir dung dau gach néi khi
can. Ban ¢6 thé dung mdt cudn tir dign d& kidm tra &m tist cis i

D. THU TIN

Khi ban viét thu, ban phai ghi nhé trong dau xem minh dang vidt thu cho ai. Ban cb quen biét
nguisi dé kheng? Ong Ay s6 phan ing ra sac ddi véi ki da nghi coa ban? Ban ¢d chic 1a éng
8y biét v2 véin dé ban dang viét d&n hay khang? Gng Sy ¢6 thé thue hien duge ki d8 nghi cda
ban khéng? Ban hay tr c& dat minh vao vi tr 3ng ay.

Bute k& tiép 1a phai quyst dinh chinh xac xem ban dang yéu cau disy gi va ly do ban ¢an dén
théng tin nay. Ban hay quyét dinh xem ban sé didn dat Wrtuéng cla mink nhu thé nao | Ban hay
¢ gAng g4y suchu y ngay tir dau tha. C8 13i kéo nguoi doc ding i phia minh. Hay viét 15 rang,
nhunig ngan gen va lich su.

THU MAU
Luis than mén,

Phéi chiing da dén lic ching ta hgp stic cing nhau 9é chudn by tung ra
san pham Magic Mask (mat na didu ky)? Voi y udng niy Jones vé téi sé dén
thanh phd ndng 8m cia ban vao ngdy 611 dé ban chi L&t

Ninrban biét ddy, ching K dinh phi hop tung ra san phim mei nhét cia
ching i & khép moi not. €9 R ching 161 sé theo cung phuong phap nhu
nam ngndF khi ching 160 gidd thidy mit hang Adonis danh cho nam gici. Mét
1an nira ching 15 13é tréng cy vio ban dé 15 chirc cac budi hop vii cac tnwing
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phdng bér ban va vl nhimg ngui trong nganh, Nhu 8 thuomg, Jones 58
Kibm tra cac nha miy va cong vibe san xubt trong Khi ban va toi se don hét
thi gitr va kha ndng cho viéc khuyén ma va thiong vik. Ching 5 co mit vai
y kiént mé&i ma 16f mong 1a ban sé thich.

Ching ti cimg nh& ban dang ky gity phong khach san giim, cing rhunam
ngod  mdt phbag d5i die bidt tai khach san ci. Xin vuf 1ong xac nhén laf
viéc dang ky. Ban ¢6 thé dén ching 1 taf san bay t5i chia nhat e 11 10",
chindn bay 787 duoe khéng?

O déy ching 15 18t ca dbu tin tudng 12 san phiam Magic Mask sé& gy dupc
Hidig vang khi duge tung ra thi truong. Thé 1a ching ta sé bat dau that may

Man.

Chtwng t6i xin ghi nhan su hb try cia quy ban.

Mong dure gap ban sém.
Jarnes Cole
THAO LUAN

1. Cole dé nghi digu gi¥

2. Mug dich cubc tham viéng cla dng &y fa gi?

3. Ban ¢ nghi 8ng dy th mét thi trudmg ot khdng? Tai sao?

4. Thu &6 ro rang khéng? Cé ngan gon khéng? Co lich sukhéng?

5. Ban ¢6 thich doan mé& dau khéng? Doan cudi? Cac doan nay ¢é hiéu qua khdng? Tai sao?

E. BAI TAP

Ban hay viét mat thu yéu chu. Ban hay lam mét d& cuemg ngén gen trude khi viégt ra.

LA Y-

1. MG dau: D6 la mdt blic thu gy duge surchl y khdng? Ban cd trinh bay 13 rang muc dich clia
ban khang?

2 Thin bai: Ban ¢é trink bay 18 rang céc difm chinh cla ban khong? Cac clu van cua ban viét
6 chinh khang? Céc Hrban sir dung ¢ chon loc khang?

3. Phan cudi: Ban cé trinh bay lai y chinh khéng? ¥ tuxiing dé cé khign ngui doc ra tay hanh
dong khéng? Cé lich s khéng?

Ban 1a Jacques Dumas, quan ly vign thuong vy cua Tresor Cosmetics, va ban mudn tham viéng
cbng ty Pulchritude Preducts Ban hay vigt mét bac thu ¢he 8ng Cole dé nghi mdt cude tham
vigng. Ban hay ndi cho ang ay biét khi nae ban s2 dén Nin e va ban s& & lai not dau.
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DAM THOAI

MOE:

SUE:;

MOE ;

SUE:

MOE:

SUE:

(Doc thur clia 8ng Cole) Da dén mud tham visng cba cic du khach tr mien béc
dén. Chdng ta hay 68 phd truong e luong cho ho thiy. Sue, hay goi dién cho
dng Cale. Bau dé hay dang ky giir phéng tai kbach san.

Tai da lam didu d6, va t8i ciing gdi mat dign tin theo di. T8I da n6i chuyén vai
ba phu ta gidm d&c va ba doan chic véi toi ring mét phong dd dac bigt da
chudn bj sén. Day, O. Cole dang & dau méy. (Sue di ra nbung rdi vio ngay khi
C)ng Moe néi chuygn xong)

Cé mét nguidi dan &ng tré tudi ...
O. hay quén anh ta di, ching ta dang co viéc phai lam va khdng ¢4 nhigy thi

9it. Sue, xin cb théng béo 141 o céc trdng phong V& chuong trinh cia O, Cole.
Bao ho phai chudn bi sBn cac béc cae méi nhat,

Thé v cudc hop lign phong thi sag?

Vang, hay shp x8p qua didn theai va kam ban ghi nhé theo di. Tai khang mudn
nghe ¢ ngudi ndi ho khéng dugc méi.

Budi hop s 3 chirc tai phang hop cla 4ng hay 8ng thich phing Maple hon?
Tai phong hop clia t8i. C4 hoac Eve phai cé mét.
- .

Ca hai chuing 18i du s& cé mét tai dé. T&i tin ring moi ngu¥ & hop tac hét sic
minh. Lidu ¢6 can mét budi hep so bé vé thuong v & c&p phéng khang?

Chéc chén fa cé rbi. Hay tiép xGc v6i Val va bao ¢ ta trd fai diy ngay mai. Chiing
ta 3& phéi tridu thp it cd nhing nguii ban kang dang cdng tac thu: dia va hop
h&m thir bay.

Tha bay a?

vang. Hay tridu tap 14t ca v& ding com trua tai day. N&u ho duge an midn phi,
Chiéc chéin ho s& dén. Hay dit thac An tai nha hang Granada. K& dé bao déng
cho Leo biét phéi chuin bi t5t ca cdc phong hop cho tin 161, sho 8ng ay beét
chuong trinh cla ching ta. Nhé nhag Ong dy v& micro, man anh, tBp gidy va
buit chi. Ong &y vAn bist thubmg phai lam nhing gi, nhung dai khi hay quén,

V& &ng King thi sao? )
Teén oif Lam sac 13 quan duoc éng gidm dd¢ digu hanh? Hay goi dién dng ay

cho 10i. Tai & yau cau 8ng ta doc didn van chao mimg tai budi hop khoang dai
dau tién. Xin cd theo ddi vh nhin lai m&t chch nhe nhang wo dng &y,

Toi phat xin I8 v cdi théng bao treng thik gian qué ngin nay. Ong c6 nght la
4ng ta qua ban rén khdng dén duoe khang?
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MOE: Néu ching ta méi &ng 8y dBn néi chuyén thi dng By 28 dén. T8I musn dng &y
biét la ching ta da phai tam vide cat luo nhurthé ndo db lam che san phiim Magic
Mask thanh cong. C& cé nghi ra digu gi khac kbéng?

SUE: Chuomg trinh thir hat lisn quan dé&n cac cude vigng tham nganh,

MOE: Digu nay that quan trong. Val ¢6 thé giip o8& & d6. C4 ta da lam rit duoc vige
hdi nAm ngodi. -

SUE: 06 1 cac san phdm Adonis danh cho nam gidi. {Doc ki ghi chi ciia b dy ).
Céce trimg phong hop ngaty thir séu ic 4 gidy vh cée ngudi ban hang va ngay
thir by lic 10 gitr. Thua ding khéng a?

MOE: Ducc, ham hay cé bim thu khéin nao khéng?

SUE: Chéing ct gi gdp ca. Day la mdt ydu ciu thi vi ma ng cé th 58 mudn rtrd ki
Hy. Mat dai Iy thuong vy bén An D3 can bist thdng tin vé céc sin phdm ciia
ching ta.

MOE: Nbwr theimg 1@, Hay gdi cho dng dy tho trd i nhu 12 thubng va tai lidu,

SUE: DG la mt “ba”. Ong da gap bata tai cudc tridn lam tai An DA mia hé nam Ngoai.
Ba ta chd y dén céc sin phdm cia ching ta. Tén ba ta k Indira Singh.

MOE: Vang ! 1 nhd ra ba 1a r5i. Hay 68 bl thu dé qua mat bén, va ching ta s& &
Iai sau. T&i khdng hai long v& céc quiing céo trén tivi mi cla chang ta,

SUE: Noi dung clia tAp hd so nay ¢é thé $& khidn Bng chii . Trong khi &ng dang
di2n thoai, O. Tate, mét ngh# sf thuang mai, da mang cac mhu nay dén.

MOE: (Xem hinh) Sue ! Xem nay ! Cac mfu nay that tuydt, C8 da xem chua?

SUE: Roi. T8 nghl chiing that hdp d&n,

MOE Tai sac chiing ta lai lang phi thii gian. M&i 8ng ta tr lai day. Hay goi ngay &ng
8y. Sue, Téi nghi fa ching ta da lam mét cude khém pha, & ! C6 the ching ta
s& lam cho 8ng Cole ngac nhign,

TUVUNG |

CAC CAU NI THONG DUNG

arrange: thu x&p fellow up {v): theo dai

assure;, doan chic follow up (adj}: theo dbi

available: sén cé fulty booked: Da dang ky hét chd

conversation: dam thoai get ([someone] on the line: goi {ai) bing dién thoai

cooperate: hop tic good heavens: tr&i o

deal(n}: giao dich, mua ban up to date: cAp nhat

executive director: giam déc didu hanh
exhibition: trién am

field: lanh v

handling: gidi quyét, xir tly
inMerdepartmental: i&n phong, lign vu
interview: phing vin

microphone: micro

preliminary: so bé

Pressing: clip thi&t

request (nand v): yéu chu
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routine (adj); thoi quen, ¢é tinh cach su vu hang ngay
semsational: hip dan, giat gan

session: phién hop

trade (n). méw dich

urgend: khin clp

THAO LUAN
1. Muc dich ciia chuy&n viéng tham ciia g Cole la gi?

2. ©. Moe bio Sue va Eve lam gi?

3. C&n phéi chudn bi nkimg gi d& 1§ chirt m&t cude hdi thaocho khoang tir 20 ngudi d&n 50
ngui?

4. Ban 6 nghi i cAc ngubi ban hang sé phan d&i vigc phai dén fam vidc vao ngay thir bay
khdng?

A. BAI TAP THAY THE

Ban hay thay th@ méi tir holic cum tir sau day theo cu miu.

1. 1'li have to apologize for the short notice.

must Saturday conference
expiain the reason late delivery
Mr. Moe She

2. We don't want anycne to say that he was not invited.

( our chief
wouldn't like to think
one salesman _ included

3. We can depend upon him.
| listen to
had betler his instructions
ought to carry out

B. CAU TRUC

1. Ban hay xem cac cu sau day trich tir bai dim thoai:

We don't want anyone to say he wasn't invited.

I'm sure everyane will do his best to cooperate.
Dai tirva danh tirphai phii hop véi nhau. Néu danh tirsd it, dai tir phai s& it. Néu danh tir & nhidu,
dai tir phai 88 nhidu.
Ban hay tham khao céc thi du nay. Sau dé, hay chen dung dang cla dai fir ftrong ngoac) trong
cac chu sau day.

Vi du: Nobody likes to hear (themselves, himself} on a tape recorder, :
.{Nobady la =8 it, do dé dai tir diing d& chi né phai s3 i, cach chon ding la himsel.
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When the executive directors arrive from the home office, do your best to make
{them, him) at home.

(Executive directors la 88 nhidu, do dé dai tirdung d& chi phai 1 s5 nhigu, cach
chon ddng ta them).

a. No one here takes {himself, themselves) seriously.
b. Even if customers are unpleasant, a salesman has to be courteous 1 (him, them).
¢. Don't worry. Everyone is going to do alt (he, they) can.
d. Everyone is out to get what (he, they) wantis).
2. Bay gy ban hay chon ding dang clia déng tir
Vi du: Everyone minds his own business.
a. Each of the managers {want wants) to make a speech,
b. None of us {wins, win} all the time.
¢, Everyone of the salesmen (tries, try} hard.
d. Either Sue or Eve {writes, write) the reports.
e, 1 don't think any of us (is, are) going.
1. Nothing they do {seems, seem) tc please their boss.

g. Every one of the secretaries (was, were) present.

C_l__(;_HﬁM CAu.

Khi hai chu dac lap day di duoc ndi lai véi nhau thanh mét ciu béi and, but, or hay nor, ching
duge cach nhau biing mét déiu phdy.

Vi du: The department heads meeot Friday at 5 p. i, and the salesmen coma S
TO10AM.

He knows the routine, but he sometimes forgets.
Hay chdm cfu chc ol sau diy. Nhé theim déu phiy khi hai clu duce r|\6i ki vdi nhau bang but,
and, or, nor.
1. We're sorry o ask you to return Mr Tate but Mr. Moe can see you now.
2. Should we serve a big luncheaon or should we ju's\ order sandwiches.
3. lwauld like to go to the meetings and listen to the speakers,
4. I'd like 1o go but § wouldnt like to make a speech.
5. | want to go to all the meetings and i also want fo attend the farewell banguet.
€. She likes to wear yellow but she thinks it makes her look heavy.

D. THU TIN

Thartra Ki mat ydu cBu phiti nhanh chéng va vao ngay ven d&. Néu ban ¢6 thd dap (mg duoe Ri
ytu cdu, ban hay bay 15 nidm vui suong khi lam nhu vay. N8u khéng, hay didn t sutifc 1é, va
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nBu ¢4 thi, cho bist Iy do chinh déng da khdng the thue hién dugc. Lbi b7 ch&i eiia ban phai
thén trong. Trinh dimg c8c clin, thé 18, Hay lubn nghi d8n nguis ma ban dang vidt thu cho he.
Trong birc thu sau day, O, King trh Wi yéu cau clia O. Moe la dng sé doc bhi dign van chio mung
i dai hdi khedng dai danh cho O, Cole va . Jones.
{Phan in dBu thy)
1111119
Q. Moo than mén,
Cam on bng da mii 16/ dén ngd id trude o2 hid hd 8:30° sang ngéy thir ba.,
T 56 ré han hanh dupe cho dén cac vi quan khéch dén firvan phong diu
nao, Q. Cole vir &. Jones, dai bisu cia cac van phong chi nhéanh, va cika
chiing ta. Nhu dng da nay, thong bao goi dén 14 thét qué tré, niumg cé thé
thong cam duoc néi ching ta nghf dén van dé thu K bi cham té trong
nhimg ngéy gin day.
Thit fa mot vinh hanh duge don tigp cée vién chirc dén tirvan phéng cda
ching tava biét réng c& nhan ho da quan 1am dén cac hoat déng cia chiing
ta 0 déy. Toi tin rang viéc gicl thidu san phém mor nhit cia ching ta, Magic
Mask, sé gat hal thanh cong,
Carmn an 6ng dé goi cac ban tin va 1 butm hap dlin vér céc théng tin mér
nht vB san phém nay. Nhu drg dé bidt, d6 1 mét cube dBu b khé 160 kém,
bao gbm camdt thdi gian thir nghidm dai. Tuy nhign, ching ti tin ring thanh
cing s& rat Idm lao, bl d8p iai cho cic nd e va phi ta db.
Néu dng cén bt cir didu gi & 1O, xin dng dimg ngln ngaé gof cho ti.
B.J.King

Giarn dac digu hanh

THAO LUAN

1. Ban cé nght 8ng King la mét nguii nhidt tinh, than mat, hin nghi hay dé dat, trinh trong va
nghi thirc?

2. Ong 8y c6 gy duoe &n tuong I mdt vi Téng Giam déc <6 hitu qud khéng?

3. Thu clla dng 8y <6 thda man cic doi hdi cia mdt thu tra ki ¥3u cau tit khdng? Thu dy ©6 1é
rang. than mat, day ol va fich sir khong?

4. Thu 8y vidt o6 ky cang khéng? c6 cu thé khong? C6 can ddi khony?
§. Phan dau thur cé hidu qua khdng? Phan cufi?

E. BAI TAP

Hay tsing tong ban k0. Moe. Ban hay vist mét bix thy tré ki thu cia James Cole trong bai 2

_{rang 13 - 14}. Hay lam d@ cuong cin than. Dam bao la ban viét duere endt phiin mé diu thu hip
din, trinh bay tr tudmg cla ban mdt cach hop Iy v két thic thu thit lich su Hay 1r& k4 tt ca
nhimg cau hdi cy thé cila O, Cole. '



XIN VU LONG CHO CHUNG TOI BIET 141

4

XIN VUI LONG CHO CHUNG TOI
BIET

)AM THOAI

WOE :

LE
ICE:

R

VE:

Cam on Sue da dua O, Cole vax O. Jones di xem cubc trinh dign. Toi tidc % 150
khéng di duoe, nhung ¢6 vidge tdi cn & dAy. Mai cho dén khi 164 ndi chuyan véi
Tate, 1 vAn khdng bidt gi vé cac phim danh cho budi hop cudi clng cia ching
ta.

Thé& &ng khang di an trua cing ching i 4?

Khéng, 8 da sao nhang cdng vidc cla minh qua . G lai day cé ki cho s
khoe cia 1 hon I di Bn com trua. T6i phai giip Eve soan bao cao cho i, va
tdi phai kidm tra lai cac quang céo trén TV. Ngoai ra, 'dé la vigc clia Val phai
tham duvao cac cude vui nay,

Vang, tily dng. Chao dng. Hen g8p lai 8ng. (Eve di vao khi Sue rat van phong)
Eve, nhd cb hiy cude hen cla tdi véi che ludt sucla cdng ty.
Ong mudn hily bé hay chi dinh hoan?

Ho@n dén tuan 6. Téi mudn & lai vin phdng sang nay. Nhé c& dat may ghi am
4 da trén ban lam vige cla tdi canh chdng thu tir. C6 mét vai bu thir 1 phai tra
Ki. Ching ta & gdi ching dén van phong dé cho danh may. N&u cb eé thic
méc gi v ban bdo cao do, dimg ngan ngai hoi 16,
Cam em 8ng Moe. T8 nghi I i ném dupc chuong trinh. Sue ¢6 chi dan mbu
cho 1i. T6i $8 vidt mdt ban thao cho dng xem qua.

Vi 1 bty gir cé it thi gidr nén 18 58 xem bac thu Sue da N6l cho 101 bidt, (Eve
di ra, vh O. bt dau doc birc thu sau day cla ba Singh. )

Dai I Singh ,

642 da¥ 6 Royal, D& Li, An D6

28112119 __

O, Jim Moe, Quan Iy vién tigp thi

Cong ty Puichritude Products

8970 Business St.

Lectown, Cal, Hoa Ky.

O. Moe than mén,

C6 & dng con nhd nguii da Iy t6c d6 ma bng da gap fa5 Cude Trin Lam
Quiic § mila b nsm ngodi. Ba Gy da danh nhibu th gid ngém nghia quiy
trién tam cia Hang Pulchritude Products. Bé b ta khong ngdi canh bén dng
4 budi da 8¢ nim hay sa0? Lie dé chiing 12 da thao uln v& liém nang thj
tnaing tai e 5. Chinh nguss dig iy o6 gi déy Jai quan thm dén vide dai
dién cac mat hang my phém vi cac san phim cing foai khac ciia dng khép
dit nuic An DY, Ong khing dbing y riing diy fa tic hop thoi dé nghién cuu
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thi tnxng tréin 3 nudc ring I6n ndy u? Misa hé nam ngod, céng ly ching
t5i da tam ngung san pham Lovely Lady (Phu ni dang yéu). Gia day ching
16/ dang tim kidm mdt nhan hibu ni tng. Gin day 15 c6 doc duoe trong
mét tap chi thuomg mai [a dng dang ma riing san pham 1an sur phan phii.
Cé dir dodir cho ring dng c6 thé sé tung ra mik thirgi diac bidt danh cho phu
ni, Tai con nhd nam ngodi, mat hang Adonis cia ang danh cho nam giF
rét phé bién. Toi chic tadng cdng bidt dén wy tin cia dai i Singh. Tuy nhién,
ioé van gdi dén dng bang danh séch céc nha ban & cim ching 1. Ho hau
ht 13 cac tiém thulc iy tiéng tam, céc cda hang tng hop ndi iéng va cic
duéng duding tham my. Didu niy s& chodng mdt § midm vé khii keong thuong
mai cing nhu load khich hang cia ching . Néu 6ng quan tam dén dai ly
ciia ching &, xin dng goi cho chimg 16i mdt danh séch dly db cac foai san
phém cia dng.

Ching ta ciing c6 thé hoach dinh xa hon nira va 8 chie mét bud hop lic
nao thufn tibn cho dng. Riéng cé rnhan i, 16 mudn di tham nha may coa
ang - didu dé cb nghia 13, néu bng khang qua ban ron vao Ik ndy. Tai s4p
di Trung Qubc, va I cé the s& kéo dir chuyén di dé sang tham nuoc Gng
fudn the.

Xint dng vid fong cho K5 bit xern Gng cb quan tam gi dén Ii d& nghi nidy
khong? . .

Kinh thu

Indira Singh
Phé Tong giam déc

Dink iam ta¥ ligu IS: cb
T&t, Dai y Singh. Day kb didu éan suy nghi dén. VAng, ding thé,

CAC CAU NOI THONG DUNG:
agent: nguid dai ly rough copy: ban thio
appropriate: thich hop suit yoursell: tidn cho ban
brand: nhan higu trade jolrnal; tap chi thuomg mai

cancel: hiy bé

demonstration: trinh di&n
dictaphone: may ghi am
display {v): tnmg bay
distribution: Phan phdi
escort: Ho tdng, dua di
“expand: ndi rdng, phét trién

format: .mhu

hesitate: chin chir

lawyer: lubt sy

neglect: sao nhang
pariicipate: tham c
postpona: dinh hoan
potential: tidm nang
propeosal: 48 nghj -
represent: daj didn
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retailer: ngud bén 1é
volume: khdi lugng

THAO LUAN:

1. Thurky thuimg phai gitp dua khach clia thil tnémg di vui choi khéng?
2. Eve dang lam loai cbng vide gi?
3. Pmg trén quan digm clia O. Moe, ban hay thao ludn v buc thur cla bé Indina Singh.
a. Ban cé nghi [a ¢ gidi thidu mé dau da goi 1Bn duoe s chd y cla dng 8y?
b. Thur ciia ba Ay ¢é cu 1hé khdng? ba 8y co cho day dii théng tin khdng?
c. Ba Ay ¢& chim cho dng ta mét cach dé tir ehdi mdt chch lich sukhdng?
4. B thu nay o6 khisn ngusi ta hing khdi ra ki khang?

A. BAI TAP THAY THE
Ban hay thay th& mi tir hay cum tir sau day theo cau mbu.

1. Thanks for escorting Cole and Jones to the demenstration.

going with display
taking we're grateful to you
them ON 8N eXCUTSION

2. It's Val's job to do some of the entartaining.

my assistant’s take care of
his hirng
responsability . interviewing

3. This agent is interested in reprasenting your line,

Ms. Singh products
knowing about Magic Mask
selling pleased about
4 r
8. CAU TRUC

3

1. Ban hay xem timg cum tr dudi day. Céc tirtrong mdi cap il gidng nhau, ntumg v nghia thi

khéc hin, irvain canh cla cac clu, ban hay chon ding tir &é hoan tit cac bai tp.
a. Beside (b&n canh) besides (ngoai ra)

Didn't she sit beside you?
| have all that filing to do besides typing these letters.
Put the letter the portiolioc on my desk.

b. Then (rdi th) than (would rather ... than, tha .., hon)

Then you can check it. .

« I'd rather take the day off than come in to the office on saturday.
After you write the letter, - cofract it.



14 XIN VUI LONG CHO CHONG TO BIET

c. sit (hgdi) set (dé)

Didn’t she sit beside you?
Set the machine beside the leftars
Shall | it here or over there?

d. further {theém) farther (xa hom)

We could plan further and set up a meeting.
We hardly ever see them since they move the home office farther west.
Wa didn't discuss the matter any

. there (& 86 ¢6) - their (cUa ho)

There is urgent business.
It is their duty to entertain.
Didn't she like products?

2. Ban hiy xem cau nay trich tir bai dam thoai.
Until | talk to Tate, | won't know about the films.

Trang nglrUntil dién 1A mat y niém vé this gian trong cau nay. Céc trang ngir khac phuc vu cling
muc dich nay la before, after, ever since vh as soon as. Ban hay tham khao cac thi dv sau;

We have to complete the marketing study before the product enters the market,
After I've had lunch, I'll begin typing these letters.

We've been busy ever since Mr. Cole's letter arrived.

I'll be with you as soon as | speak with my secretary to confirm the reservations.

Trong cac clu nay, ban hay chon frang ngir didn t quan hé va thai gian thich hop nhat.

| closed the door, | remembered that | had forgotten my keys,
| came te this coventry, | couldn't speak English.

I'said it, | knew it was the wrong thing to say.

. 'l stay here he arrives.

Eve joined the fitm, Sue has been able 1o leave work at §: 00.

C. CHAM CAu

oo o

1.-Nghy nay, thu tir duoe ding khéng trang trong va ¢6 tinh cach ca nhan hon truie, Trong cac
thur tir khang trang trong, ching ta ding ddu phdy sau i chac hai thay cho d&u hai cham.

Vi dy: Dear Judy,
- Thank you for the get-well card.

2. Ban hay giai thich cach diing cdc diu chdm cau trong bir thu cia ba Singh.
3. Ban hdy xem cac cau nay.

Undil | talk to Tate, | won't know about the film,
Whanaever | use that old typewriter, | made a lot of mistakes.
As soon as you file this bills, answer today's mail.

Trong cac cu nay, aiu phiy duge ding d8 tach rai ménh d@ trang ngirkhdi ménh da chinh.

Dun vao cac chu mdu, ban hdy chim cau cde chu sau day.
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a. Since Eve came Sue doesn't have to work so harg.
b. After we received your ietter we changed our minds.
¢. Because Eve wrote such good letters she received a raise in salary.
d. Although he studied English for six years he coutdn’t speak it very well

&, LUntil we hire a new secretary I'll have to work late.

D. THU’ TiN

Tieu chu&n “B&n C" - rd rang, nghn gon, lich su, chinh xéc - Rd rang ¢6 nghia la lam cho wr
tuomg clia ban dugc hidu mét cach db dang. Ngén gon o6 nghia fa vén tit - bd di nhimg tir, cum
tis, hay cau khdng can thidt. Lich surdam bao la ngubi doc thurban s& mudn trd i thu. Chinh xac
dac bigt can thidt cho cac nhan vien thu ky. Thi tngng clia ho budc hoe phdi chiu trach nhidm
v vide trinh bay bl thur phai gon gang, dung chinh ta, chim cAu vé sir dung ngdn ngirthich
hop.

Ban hay ap dung nguyén tic "Bén C vao bl thu cla ba Singh.

1. Muc dich clia b Ay Ia gi? Muc dich dé cé dute didn th rd rang khdng?

2. Chw van ngln gen hay dai déng, rii rac?

3. Giong didu cd than mat kh&ng? cho thi du.

4. Gac doan van cd duoc phan doan hay khéng?

5. Ban thiy ¢6 18 [am nao trong cé tnic cAu, chink t hay cich chim chu khong?

E. BAl ng

Cb Belie Fonate, mét vien chix didu hanh ban rdn, xem thdy mlu quing cio mit hang Magic
Mask. MU quang céo mang tia d2 "Truge va sau”. CO da o6 8n tuong 15t vd nhimg két qua sau
6 théng sirdung. La c6 Ronato, ban hay viét mét ia thutham do cho phang thuong vu ciia Céng
ty Punchritude Products ybu cAu cung cip thém théng tin v loai san pham nay.

5
VAN PHONG TOC KY

DAM THOA!

GEN: Xin chac. Chio chi dén gia nbap nhém ching tbi. Tén chi doc la “Nga” o6 phad
: khdng - ¢ chirn nhu chr “not” va chir g doc nhurchiry trong chir yellow

NGA: VAng, dang thé. DS b mdt tén déng phinng.
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GEN:

NGA:
GEN:

NGA:

GEN:

Hay goi 144 la Gen, viét tAt 1A Genevieve. Chir g nhe, nhutrong tr” generous
{réng homg). Phat Am tigng Anh khéng phai dé phai khdng chi?

Khang, khéng d& dau. Nhung t8i dung biing ¢& thuc hanh va 181 nght % 10i
dang cé tin bd. T8 hy vong 18i 58 lam vide t3t ngay hdm dau tign.

T8i cling fin chic nhu th&. Nhu thidmg 18, ching ta rdt ban rdn. &. Moe, quan
ly vién i&p thj cha chdng ta, gdi xuéng riit phidu bang cho danh may. Cac nhan
vidn thur ky cda dng By d2u ban sdng nay. Chj v8n quen sir dung céc bang ght
am, ¢6 phai khéng?

Vang. Thi tndng ci cla tdi sir dung may ghi am. T&i thich may dé vi ba thi:
trudmg cdia t8i hidn Widn néi va ra nhimg chi thi that rd rang. Ba ta cdn tin cin
giac cho 16 xem v sim lai. )

T81. &. Moe it khi sir dung may Vi thu ky ciia 8ng Ay thudmg soan thio cac bire
thur cho 8ng By, May méc that hin dung, nhung ching ta khdng thay thé dugc
vide doc cho ngudk khéac vist. Thubng thi ngudi thu ky hay thAc méc vé cach

_ danh van tén rigng hay dia chi.

Téi s& ¢& gng lam hit sic minh, Nu ¢ gi ket, t&i cé thd nh& chi gidp chang?

L& df nhign rdi. D6 la ly do tai sao ti c6 mat & ddy. Day la mdt mu ma ching
ta olr dung. (Sau dé, Nga d€n ban Gen)

Xin 15i, t8i d&n 1am phign chi ngay bat dau tién, vi sau khi nghe bang, tbi chi
danh cé mdt ban. Seu d6 toi vidt lai.

Chi thir doc ¢a hai ban.
{Boc) “Thua ba Brown; Ching t6i da nhéan duoc la tha tr t8 cla ba hdi V& san
phdm mdi cda ching t6i, ma ching t8i dat t&n la Magic Mask, v t&i vi tra Ii?

That nham chén phai khdng chi? Cén thu cla chi thi sao?

CAm on |4 thutham héi cha b d& ngay 2/1, bay t6 mai quan tAm dén mat hang
my phdm mdi clia ching tbi 1 Magic Mask”. Thu dé dé ngay va bé di nhimg
iy khédng can thidt. Tai cing bd bét chu nay: "R la chign dich quang cao cla
chdng i that hidu nghiém, nhu ba da chimg kién, va 1 dang tr&ng doi mbt
wong bei thinh céng cho mit hang my phiim méi nay". T4i nghl, ciu 6 khdng
chn thist,

Chi néi ding. ©. Moe rét thdng minh, nhung khi 8ng ta doc, dng lai qua péhg
ndy.

"(Doc) “DE trd WA cdu hdi cia ba khi néo thi ba cé thé nhin duoc hang, ngay tidp

thi san phim dupc quy dinh trong mdt uong lai giin, khi d6 haing 58 duge trung
bay trén céac ké".

Toi mong chj sim chim gibm van pham va m rd ¥ nghia.

T&i chi néi: “Thit 1 mdt vinh du che 16§ dé doan chiic véi v ing ba sip nhan

maf hang nay. Vaoc thang trba cé thd théy Magic Mask dugt bay ban i t3t cd
cic clm hang ¥6n v céc olm hang dupc phim trong thanh ph& clia ba".

Hay, nihurthi 1d rang hom, Tdmrchgoidachdanhkhuwﬂla "you™, ©. Moe cdn
nGi didu gi nim?

*Trong khi chbdgi.tbhﬁtﬂnhanhdnpcgbihﬁmﬂphongbiﬁéngdungwng
Bl Aina trana hai tdana mibn nhi Yin b o Bae ok 3 bodt nd b dhl nd



GEN:
NGA:

GEN:

NGA:

GEN:

VAN PHONG TOC KY W7

s hidu gi Bm eho bl trd lai ciing xin g3 kim mdt cudn sach mdng véi dAy
& chi 158t V@ cach sirdung mat na nay va s d8i thay tir tir ol 6™ '

5 rang & O. Moe dang doc ma khéng c6 ghi chi. Cbn thur chj vit thi sao?

Toi\ﬁélhiﬁnbbptineu&iv&bébéwécem“cémcananﬁmoﬁab‘a“.
"mong §n ba sém” v “kinh thu”". T&i vidt: “Dinh kém mot cudn sach nhé chi
chch sir dung va két qud xir ly. Cing viy, ba shp dupe nhin hang mbu ding
trong hei thang cia mit bang Magic Mask™. :

Hay that. Nhuvay 16 rang hon, Thil cbn phin cudi thu thi sao’? Niwr chi biét ddy,
doan cudi rit quan trong.

“Thum baa Brown, sau khi sirdung loai thuSc nay theo 4 chi din, xin ba vui long
cho bidt y kiSn v Magic Mask. Ching i danh gia cao su gép ¥ cla ba va cdm
kich mé&i quan thm cie ba™. To ¢6 nbn thém mdt didu gl dé nhu: “ching 16i hy
vong b va ban bé cia ba s& la nhing khéch hang 18t nhit cla ching toi, ™

Tai khéng nghi nhu thd, nga &. Chis "hy vong” am ydu di the dung clia phéin
culi. D6 khadng phai la mdt chir khling dinh, Hon nbe; dimg 16 thai &8 cam kich
qué déng. Chi da lam cho nguyén ban tré nén don gian va tr nhign hon nhigu,
Tai tin chic | O Moa 88 riit cam on su gitp o cla chi.

appreciate: tan thutmg
assignment: bai thp
attitude: thai 85
brochure: cudn saich mong
clarify: lam sang 15
compose: sang tac
correction: sim chim
customer: khich hang
delete: x6a bd
dictation: doc chinh th
distinctly: 1o rang
effective: hidu qui
enciosure: dinh kem
enthusiasm: nhidt tinh
hasten: voi vang

interim: trong khi ¢héy doi (inthe _

machine: may moc
marketing: tiép thi

omit: bd di

outmoded: 16i thii
previous: tnxxc, cii
recording: ghi &m
rejuvenation: m cho trd lai
revised, revision: sim, chinh lai
fapes: bang

trite: rubm ra

verify: xac minh

- CAC CAU NO THONG DUNG

advertising campaign: chién dich quang cao
complimentary sample: mau bidu

department store: clm hang bach héa tdng hep
drugstore: o{m hang duge phdm

get stuck: bi ket

leading stores: chc tidm ion

run away with (someone): bd di véi {ai)
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THAO LUAN

1. Ap dung tidu chusn "B&n C" v “Ba 8" (Simple: gian di, Short: nghn, va Sweet: diu dang),
ban héy thio ludn nhimg 1i&n bd Nga da dat dugc khi vidt lai bac thr cia O, Moe.

1. Clear {13 rang) - Trong thestrd 14, O. Moe o6 khiing dinh v ngay v noi nhan sén phim khéng?
" ban hay so sanh thir nay véi thutrk e cla Nga.

2. Concise (ngdn gon) - Thurclia Nga cb di ngay vao vlin d@ chinh nhanh hon khdng, c& da bé
bot nhimg cAu naém ra va 1B thii nao?

3. Courteous (lich suy - ©. Moe cé nhiin manh dén cach tidp ciin “15i" hay “ba™ khdng? Vidc ong
ta @ c3p d8n vn d@ "lam cho trd lai” ¢ 18 nhij khéng?

4. Ban s& sia chu sau diy ra sac cho hay hon?"Your letter of inquiry, asking about our product,
is at hand", .

A. BAI TAP THAY THE

Ban hay thay thé mbi tir hay eyum tirsau day theo cdu mbu,

1. Thank you for your inquiry of January 2, expressing interest in our new beauty aid,

April 10 magazine
Quick response your opinion of
we appreciate oUr sefvice

2. That's why I'm here.

He's working what
where | like
she wishes they sell
3. If1 get stuck, may | call on you for help?
confused rely
don't understand ask
assistance she doesnt... she
o #
B. CAU TRUC

Ban hay &n lai céu sau day trich tirbai dam thoai.

I'm sure Mr. Moe will be grateful for yous help.
{Ban ngam hidu cd chirthat: I'm sure that Mr. Moe will be grateful for your help.

Theo cu tric &6, ban hay tra i cac chy hoi dudi day. Ban hay bt diu o trd A cla ban blng:
I think, | believe, I'm sure, | know, | wonder if, | hope.

1. Do we have enough invitations?
2. will everything go smoothly at the meeting?
3. The letter wasn't lost, was it?

4, Doas the volums of saies Justify the expense of TV advertising?
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C. CHKM_ CAU

Ban hady nghisn ciu cach slr duny diu phiy trong cac ciu sau day trich %r bai dam thoai.

a. Good morning, Nga. (Ni trre tidp, tich i tdn cla ngui. )
b. Yes, | am. (sau céc firmd dau: Yes, no, please, of course, naturatly, v.v. .. )

¢. Thank you for your imerest in our new beauty aid, Magic Mask. (£ dbng nhét mét
i cbu v&i mdt tirkhag).

d. That's trite, isn't it? (Dé bét diw mdt chu hdi chen vio - cAu hdi dudi) Due vio cac ciu
trén im mbu, ban hay dién tt ca nhimg déu chim clu cAn thidt vo cac chu sau dby.
Nhé sir dung diu * va viét hoa.

1. No we are not allowed to send samples through the mail

2. You want to have his opinion dont you

3. After using it ms brown will you please tell me your apinion
4. | like the personal touch the reference to the writer

5. You am tamiliar with our product magic mask arent you

6. Yes | likeit J.bm its expensive isn't it

D. THU TiN

C6 thé tré i khing dinh holic phil dinh mé1 birc thur do héi, Dii trd ki céch ndo, ding phai thét
1€ ohi. Thutmg thu ted 151 kidu O. Moe da ti& thanh mdt loai thir thuong mai. Ban hay doc thu O,
Moe tré ki thu ba Singh thit cin thain. Luu y b 8ng ta khdng d& cAp gi d&n mat hanh déng cu
thd vao this didm d6 . CS 18 8ng ta Gan nhidu thi gitr hen 48 nghién clu vén d2 hay dé thu thap
thém thdng tin.

{Tiéu (& d3u thu)
(ngay)

{Dia chi bén trong)
B Singh than mén:

Lan sao 16 quén dunc nguis phu mirtoc do duyén dang tai cube Tridn Lam
Qudc TE d6? T&i con nhé 1a ching fa com goi nhau 13 “Indirad vi “Luisé. ToF
rét vi¥ mimg khi nhan duoc tin tir clia ba va duoe hidt ba danh gia céac san
phém cda ching ¥ qus can,

Thubédén that ding Kic. Ching 16 dang nghién cin ma ring phong thuong
vu ctia ching 6. Chilng 15i mong bao ghm ca nhing noi xa xoi, do do lanh
vire ba nhac én cb thé I3 quic gia coa ba. Darth sach nhimg nha buin 14
coa ba 4 gy duoc mit an kiong s sac. Cing vy, ba co thé bi gay &n
hong bk sa pham mér nhét cia chimg 15, Magic Mask. No se dupe fung
ra thi tniimg trong vong val thang niza thoi. Toi c6 gor kém mdt 1 budm vé
san pham nay.

Chiing 1& chac chén sé hoan nghénh cude tham viéng ciza ba dén nha may
ctia chiing 15 véa thao ludn ua mét mbi quan hé kha ai. Tuy nhién, trubc khi
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chiing 15¢ &n dinh mét ngéy.dit khoét, 15i mudn tham khao y kidrn vii O. Cole,
Giém dic igp th ciia ching toi te Nins Uoce, Ong 3y thudng tan dang nhimg
IoR GG thibu eda toi. T cing mubn thao lulin van d8 nay voi ang King, Quan
Iy vién diée hanh clia ching o & day.

Cad Jé ba mong tin 1&F som. Riéng c& nhan i, 1&F cam méyiacqnmﬁchmg
ta cé thé tén hanh mdt cudc sap xép thit &n thoa.

Kinh thu i

Luis Moe !

Quan Iy vién tiép thi

Dinh kém

E. BAI TAP

1. Ban hay chép lai thu cda Nga sia lai thur oiia O, Moe.

2. Ban hay vidt thu tk 15 thu do hdi cla mdt ngués ban hang vd vidc dai dign clm cing ty
Punchritude Products tai Canada. Ban cé thé d& ¢ap k ban c6 (khéng cé) dai didn tai khu
vuc-dé, ban cé thé (khéng thd) Gng ha gi duc. Ban dang g&i (khdng gdi) thdng tin va cac
sén phém clia ban; ban c6 (khdng) d& nghi 8ng Ey dén i&p xic tax i&p v&i ban.
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QUANG CAO SANG TAO

DAM THOA|

MOE: . Sue, cb da vidt xong birc thu gdi cho cac ngubi ban hang chua?
SUE: Rai, thua &ng ddy. Xin dng ky gium cho,

MOE: . {boc)

than mén,

Ban da sén sang bil diu vixo chién dich chua? Ngdy trong dai o dugce 3n
dinth vao ngly 3i4, mdt ngay mia xudn dep Irii 1am cho con ngudi tré Igl.

Xin vui fong kidm Ira viée phan phii ta ligu: Nhimg & quéng céo dén trong
tt1 kifng, nhimg o inmg bay & quiy, mau qua bibu, cac cubn sach mong,
vit cae tir chi dan. Toi dé nghi bn phan phii nhimg thir niy e mil thang.
Ban hisy chor vi Ir7 16t th&t mé trung biy. Ban €616 chit céc budi trink didn
tai céc cia hang bach héa Ion, twong &r nhir céc cude trink difn ching
da 18 chire cho &, Cole khong? MGt vis nhan viéa ban my phim taf céc cim
hang cb i cln duoc hudn luyén dic bisl. Ho phai bist [am didu gi va fam
i Wi néo, THi tin chic ban ob thé ot nghia thé thire cho ho. Ban hay nhé
1a céc nguoi ban hang 1@ quar trong vor chiing ta nhu thé ndo. Toi d& nghj
ban tang ho hang méu dé ho ding.

Ttr van phing cia ching K 6 déy, ching 6 cd g&i di nhimg thdng bao v&
nhimg cudn sach nhd dén nhimg nguti khach hang dac bidt. Cac né e

clia ban c0ng vii sirhd tro cua céc quang cao trén TV sélam cho vie khuydn
mai thanh cong.

Néu ban can bat cir didu gi, xin mix ban dén vin phdng ching t&i. Ching
16/ san sang qitip do ban bang moi cach ching 1 co thé.
Kink ther

Thid wmydt, Sue &, T8 nghi la ob d& ndu Bn hdl tit cé nhimg diém quan trong.
Gib day, nhér cb g&i di mdt thong bao ngén dén céc vi clm bang tndmg my
phadm cla cac cla hang trén danh sach cla o, Bio cho ho bidt & ngui clia
ching ta sdp dé&n viéng tham ho vh 88 gidi thich moi digu v& Magic Mask. Nhé
g& kém théng tin. Nha chuyén mdt sd 161 tham hdi ca nhiin, N&u ho 58 phai
bén s&n phdm cho shing ta, chiing ta phéi lam cho ho hidu. C4 ¢4 goi 1dn duoc
lang nhigt finh cia ho.

SUE: Val 6 hdi ti xern ching ta b shp st inthém nhimg cudn sach nhé méi khdng?
Céch quang cho “Trude via Sau” gidr dby hed 15§ thii rdi. Ching ta cn mdt manh
I5i tuy8n truydn m&i, mdt chi gi méi mé han.

MOE: Sue, & hidu rdi dily! DS chinh ta céi y! MG mé! DS 1a Iy do tai sao ching ta
quy#t dinh giéi thidu san phdm Magic Mask vao mia Xuan - cubc séng mai me.
Béao Val vao gap tor. (Val di vio)
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Digu dé darh cho ¢ quyst dinh. Va viac phat hanh mat thp san mdi thi sao?
Cé l2 chang ta cé thé sirdung mat vai tranh cia Tate,

D6 la mét y kign hay. Ong ¢é wui léng ha gid cho bt ky mat ai xust trinh ra mét

Q- duoc, hay xoa mat midn phi tai cae clm hang bach héa. Cudn sach nbé clia
chiing ta Everything from Head to Toe (Moi thirtirdau d&n chan). md th cac san
phim khéc cla chung ta. D6 Ia mdt ¢ kign hay dé ddy manh toan bd cic mit
hang. C& phai am cac quyst dinh nhuthé.

"Chiing ta ¢6 thé dua mdt ngui bén my pham ¥ cac cau lac b& phu nir trinh

VAL: Y kign mai clia dng la gi?
MOE :
VAL:

phi#u mua hang khéng?
MOE:
VAL:

dién,
MOE:

¥ kign hay! Nhung tai sao lai han ché moi thir chi danh cho phy nir ma thi?
Tai sao khdng danh cho ca nam.gici? Tate da dua mdt s nguti mbu nam gici
Va0 trong mét vai quang cao cla anh #y! Ho cing la nhimg ngudi ke si i,

TUVUNG

arouse: goi lén

bookiet: cudn sach nhd
bulletin: théng bao, 1Ap san
circulars {n}: thdng bdo
convey: chuydn di

convince: thuyét phuc
cosmetician: nguid ban my pham
coupon: phidu

discount: ha gi4

enclose: dinh kém

facial {n}: xoa mat

teature: net, v

gimmick: manh i quang cao
instruction sheet: tir chr din
iine: loat hang

sample: mbu

supervisor: clm hang tnemng

THAO LUAN

CAC CAU NOI THONG DUNG

by the way ... nhan tién

check on: kiém tra vé

get ofl (a letter): gdi di (Mt bix th
get out (a letter). soan ra (mat bic thyy
give a boost: ddy manh

he-man: W st

how about ... : vé .. thi sac

in favor of lng hé cai gi

1. Cac chi dn danh cho ngui béan hang ¢6 13 rang khang?

2. Bde thu cia Sue ¢é nhdin manh d&n trach nhiém cla nguis ban hang khéng?

3. Nhing ménh & ban budn néo durc dé nghj?

4. Ban hay cho thi du v& nhimg manh ki Quang cio ban da thdy?

A. BAI TAP THAY THE

Ban hay thay thé mdi tir hay cum tir sau day trong chu mau.
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t. We have 10 sell the idea to them if they are to sell our product.

explain to promote
persuade them to handle
convince to get customers for

2. | believe you have included ali the important facts.

think they
am sure data
would say the salespersons

3. Have you finished the lefter to be sent to all salespersons?

brought given
typed directors
Tevised cusiomers
4 r
B. CAU TRUC

1. Ban hay xem cac cap chu sau day:

a. | always ask her, “How are your sales?”
| atways ask [_'»ow her sakes are.

k. Y asked him, "How are your sales?”
| asked him how his sales were.

<. Where is the file?
i don't know where the file is.

d. Who are those women?
| don't know who those women are.

Ban hay fuu y dén surthay ddi thirtr chir va thi trong cic cAu mbu nay:

| asked him, “How are your sales?”
lasked him how his sales were,

Dua theo cic mbu nay, ban hay hoan thanh céc chu sau dby,

a. Sue asked Eve, "Whal is Mr. Moe doing?”

b. He asked Val, "Where are you going?”

c. Val asked Eve, "Where are the new brochures?”

d. The salesmen asked Mr. Moe, "Where can we find the information?”
6. Mr, Moe asked Val, "When will your new promotion be ready?"

1. What time is the meeting?

g- Where did he go?

h. How are their sales?

i. What are they planning?

j- How is Mr. Moe today?

2. Ban hay xem cic dai ¥rs& hiu nay:

my - mine our - ours
YOUr - yours your - yours
his - his their - theirs

her - hers

153
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Chiing duge sir dung d& chi vat hay quydn s hia:

From our office here we are sending out circulars.
What is your fresh idea?

He featured men in his ads.

The idea was hers,

Ban hay didn ding dai tirvao chb tréng.

a. | thought it was idea. {Val's)

b. It really was idea. [Nga and Sue}

c ithink ___ _ company is very generous. {the one we work for)

d. Won't you tell me where you found file. (the one that belongs to you)
e. Whose file is that? i's . (Mr. Moe's}

f. Whose camera is that? It's . (Sue's)

g. Is this your typewrniter? Yes, it's __ .
h. Was that Sue and Va!'s idea? Yes, it was

C. CHAM CAU

Khi vigt bai dam thoai ching ta tap lai didgu nguii ta néi. Ho thubmg khéng néi day di cau. Dai
khi & tao cam xic manh, mdt tir hay mét cum ir ngén cé dé ding theo sau s mbt diu cham.

We listened and listened. We shouted again. No reply.
Ban hay chdm chu ding céc thi du sau day, dung diu phdy va diu cham khi can thidt.
1. | met Sue on a cruise going down to mexico ’
2. | was out after dark in a strange neighborhocod a neighborhood that didn't seem very sale
3. he was an interesting man a man who had traveled in almost every country
4. | hardly knew him he had groan a beard and his hair had turned quite grey
5. weve done our best which is really all we can da

6.1 had never been in that place before it was dark and damp

D. THU TiN

Val vidt quang cdo sau diy che Magic Mask. C8 cé tao thign carm cho san phim cia ca bing
cach dung mdt cdch tigp céin turd mat nhu mia xuAn. Nhigm vu quan trong nhét cia o B fam
cho khach hang nao nic di mua Magic Mask,

Nu cudi xuan,

Vao miia xuan, con nquai ¢6 s thich g tu kaing vé - mét c& nhin méx,
mdt cube s8ng mdi. Mia xudn 12 e 1am cho tinh than ban tré Iai, U8 cam
thy iré frung va hanh phie. £6 13 10c didu ki - dé s dung sén phim Magic
Mask {Miit na didu ky).

Hay dé chél digu ky ciia chide hit nay thy di 16 da misa dong khd cln, xam
xit v bub fe, Jam ran chit ch¢ bAp thit va lam dju di niting vt nhin mét
cach nhe nhang. Day Ia mil quy trinh mdi. Khong hé sir dung hba chil gay
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g cé thé Iam bong hay 16t da. Chi i‘ron;; khodng mdt vad thang, da é iyt
san tai va trd nén min mang hon. Ban sé mim cudf khi nhin minh trong
guong.

Banr hay tan dung hang gicr thidu nay tht sir dung trong ba thang. Phibu
mua hang 6 mat sau o thé duge hodn 1ai ta bit ki cia hang nao trong danh
séch, '

Luu v, quy 6ng, Magic Mask khéng chi danh ridng cho phu nirt Néu ban
mubn 150 da mét vl nam (va ta sao khdng), ban hay ding thir. Ban hay tim
mua hing diac bist danh cho nam giéi nof nao cb ban Magic Mask. Néu ban
miusa hii in, bart $6 duoe tang thém mdt chal mude tham Adonis.

THAO LUAN

1. Lot gidi thidu ndy c6 gy duoc &n homg cho mét ngubk ion ulli khang?

2. Né ¢6 ghy buc doc cho ai khdng?

3. NS cé lam cho khach hang mudn thir dung san phdm khéng?

4. Néu ban ia mdt riguid gia, ban cé bi i cudn dé ding thirkhdng? Tai sac?
5. Ban o6 nghi % quang céo thdi phdng muc dich cOa san phim khong?
6. Co quéa nhidu manh I wybdn truydn khong?

Ban hay vidt thur cho mdt caw lac bd phu nir & nghi mat chuy#n vién thim my dén tinh didn
Magic Mask tai mdt budi hop mét.

7

GIU CHO CAC THUONG VU
HOAT DONG TOT

DAM THOAI

MOE: ~ Thua quy khach, i & chdm dit budi hop mit ny clng nhu1di da bit daw
bhing céch ca ngof tht ¢ cde ban v& nhimg nb ke trong vide Am cho san phim
_Magic Mesk thanh ¢cbng. Hi&n nay, nhu it ch chc ban déu bidt, ching ta co
nhidu don dat hiing hon ching ta ¢ thé cung efip. Tuy nhign, ding cé that
vong. C8 gilr cho cac thuong vu dupe hoat ddng tt.

FRANK: Va gir cho méy tinh ti2n duce chay diu,

MOE: Bling th¥! Hey nhd phi t8a san xuit gia tng ma 18 mubn ndu 1&n. Ching ta
phai fam vigc ot ke d8 khoi bi hut tign.

FRANK: Khu wic nio béo cao 13t nhit?
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MOE:

MARIE:

DICK:

BUD:

LULL):

DICK:

VAL:

MARIE;

VAL:

FRANK:

Nhu thudmg 18, & Hoa Ky, Niu Use ngang nhau. Nwng moi khu vie déu dang
am 16t hon bao gidr hit. Thi tnimg nufe ngodi cling gia tang.

Ong ¢6 dinh t8 chix mdt cubc thi ti gioa cac ngudi ban hang khéng?

Khong, khdng phéi ngay bay git. Nhuthd khdng céng bling. Lanh thé khang
gidng rhau,

Ong ndi dhing. T8i khéng dinh ndu 18n van dé ndy by gi. Tuy nhidn, cac ban
s8p dugc théng bao v vin dé nay. H@ thdng thuong w cla chung ta dang duoe
td chire lai va cdc khu vue duoc lam thidt k& lai. Cing vay, can thus tham nhiguy
ngutd bén hang nie. Mo s2 Anh bat ganh nang cda cac ban,

Téi mong long bdng cla chung t8i khéng bi anh hidmg.
Bimg lo, Bud a. H& thdng mdi nay duoc thanh lp dé tro gilp ban vé moi mét,

Ching 18i, nhiing ngubi ban hang ci ¢6 thé chon lanh tha rigng cia chdng t&i
kh&ng?

Chang t&i dang xem xét nhidu y8u t3, k& ca vn dé tham nign. Hiadn gicr to
khéing thé di shu vao chi ti& hon, vi van phong Naw Udc vin chua hoan thanh
thd 1. Thu gidi thich s& duse g&i dén ¢hc ban cang sdm cang t3t. Bay gio, ndu
khéng cé chuyén gi banthém, budi hop-... :

Thua 8ng, 18i xin 13i. Trudc khi chuing ta ra v@, t8i mudn ndi ring cac quang cao
1r&n TV that tuyét digu. Cac thuong vu cla chiing ta héin duoc b tro bdi.cac muc
quing cao méi. T

Digu d6 chic han dling i, Cac quang céo dé khi&n moi nguii du o6 &n fumg
18t

Ching duoc thidt k& lam nhidu tap. Céc quéc gia khac nhau dugc trinh bay
trong m&i ky.

Cam on cb. Phéin ing cila cdng chiing that thuan ki cho chang ta. Néu khong
¢d ai hdi didu gi thém, budi hop xin tam dimg.

Xin 13i. Chi mt ¢au thdi. Lidu hus hdng cia ching t3i cé bj anh hudng bas ha
thay d&i nay khang?

That khé cho 181 dé ¢é thé him biit oir mdt digu gi trong Kic nay. Tharh that ma
ndi, tbi tin ring bud hdng 82 tang BN, Vi nhu ciu ti€p tuc gia ting, do dé cac
thuong vu v bud hding cling s& tang thea.

Xin dng di,mg quén la-cac né kre ciia ngubl bén hiang gilr che mix hué héng
tang l&n.

Nhing ngubi bén hang ¢l nhu ching 18i ku ¢6 bi gat sang mdt ban khéng?

Frank, ban bidt nhigu hén thd ma. Chinh sach cha chung ta b ludn w tidn
cuan tim dén nhing ngubi cé kinh nghidm, T&i tin i theo ché dd méi nay,
ngudA o6 tham nidn 98 phy trach nhimg ktu v in via An chia hud hdng. Nhwr
tbisﬂd&cap dén, thu gidii thich 8 duoe sém o d8n chc ban. Nhung céc ban
hiy tin t8i, vi cdng ty dang Bim &n phat dat, tit ch céc ban cOng s& kidm an kha
hon. Cam on 181 ca cde ban da dén du. Cude hop xin tam ngimg.

{Saudé.néivéiSue):Cbcﬁghicécwbcd&mthogir&y%s&hydmebrbi
a?

Vang. va ching cdn duse ghi Am vio cé bng nim,
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araa’ kv vuc

adjourn: ngung, hoan
ad (vertisement): quing céo
cash register: may thu tidn
commercial: quang cao
commission: hué hing
competition: thi dua.
congratulate: chic mimg
effort: & trer

episode: ky

hire: thud, rmuém
increase: gia tAng
inform: th&éng bao
intend: cyr dinh

orders: don dat hhng
policy: chinh séch
prosper. phat dat
quote: trich dAn, ra gid
reaction: phén {mg
record (n & v): ghi &m
redesign: thidt k& lei
reorganize; 1§ chix: lai
salary: Juong

seniority: thAm nidn
senal: nhidu ky

subject (n): chl @
success: thanh cbng
system: hé& thing

tape {v): thu bang

" terrific: tuybt vii
territory: ¥anh thd

GAT CHO CAC THUONG VU HOAT DONG TOT 157

CAC CAU NG THONG DUNG

got up: 18 chir, tidn bo

keep sales rolling: gitrcho chc thuong vu hoat dang 16t
let down: lam che thit vong

out of the red: khdi bt vén

push aside: gat sang mdt bén

take a load off: l&nh bot ginh néing

under considaration: dang dugc xét, nghidn ol

A. BAI TAP THAY THE

Thay th& tir hay cum tir trong ¢éc chu mbu sau:

1. Letters of explanation will be send as soon as possible.

regret delivered
congratulations the same day
Telegrams by the main office

2. Qur sales centainly have been helped by the new ads.

commercials - increased
COMMissions good sakespeople
orders your efforts

3. We have more orders than we can fill.
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have received are able to
have taken supply
The salesmen The compeny
4 r
B. CAU TRUC

+

1. Thi present perfect duoc tao thanh bang cich phdi hop thi present (hién tai) cia ddng tlrhave
{has, have) va past participle (qua khir phan i) clia ddng tir (dang néi ).

Hay dign vao chd tréng trong cac chu sau dng thich hop has, have- cia ddng tir ghi trong diu
ngeodc domn:

Vi du:

They {be) our best customers.

They have been our best customers.

Orne chain store {buy) two thousand cases,

One chain store has bought two thousand cases.

aWe {egin} to refill orders.

b. they {find) their address?

c.___ he {send) the check yot?

d!l not {read) the new ads.

e.One salesman ______ already {spend} his next month’s salary,
f.Qur products _ (lead) in almast all areas.

g Where ____ she {put) my brefcase?

h.t often {think) about changing the commersials.

2. Trong thu tin, active form (thd chil déng) thubng duoe dling hon, NG lam manh y chinh, Tuy
nhign cé lic phai ding pessive form (thd thy ddng) nhu khi ban khdng bidt rd ddi wong, khi
nd khéng quan trong hay khi ban khéng mudn ndu réra,

Passive form (thé thu déng) ¢4 thé diing véi moi thi clia ddng tis. Hay xem cac thi du sau tir phan
B THOAK:

Present tense * First consideration is given to our experienced people.
Present progressive tense * Qur sales system is being reorganized.
Past tense * Were these conversation recorded?

Future tense * Will we be push aside?

Present perfect tense * Qur sales have been helped by the new ads.

Sau day la cac clu trong thé chil ddng (active form). Hay fim céc cau tuong img & thé thy dang-
(passive form) trang phian B THOAL

a. We are reorganizing our sale system, and we are redesigning our areas.
b. We will soon inform you about it.
c. We are hiring moere salespersons.
d. They impress everyone,

e. Will the change affect our commissions?

1
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1. Did you record these convarsations in your netebook?
g. They have presented different countries in each episode.

C. CHAM CAU

Ban hay xem clu nay trich tir bai dam thoai:

At present, as you all know, we have more orders than we can §l1.

Céc d3u phdy duge sirdung trong céc chu d8 bat diu céc cum tir gidi thich thém didgu ngubi néi
mudn dibn th. Cac cum tir ndy ¢ thé it ra khoi chu ma khang lam thay ddi ¥ nghia,

Cac diu phdy cling tach rdi loai tinh firmd td cung mdt danh tir khi ngam hidu ¢6 chirand:

It's a windy, rainy day.
She pretended an exciting, imaginative advertising campaign.

Tuy nhi&n, dimg dung ddu phdy trir khi ngam hidu cé chirand gila cac tiéng tinh fir

Ha's a kind old man.
It's a valuable antique ty pewriter.

Ban hay chim chu cac cau sau day. Nhé vist hoa, diu " va sir dung ding diu phiy.

1. these commercials id say are the best ones ive seen 2. Sue is an efficient intelligent secretary
3. we are striving 1 might add to reach that goai

4. she wore a bright green dress

5. he is you may recall one of our oldest salesmen

6. in their class english is never spokes

7. she wrote a long accurate letter

B, lack of ime and money | fear are our worst enemies
9. they are without a doubt the best in the world

10. she is a young pretty gitl

11. it is nevertheléss the right thing to do

12. on the contrary { usuafly agree with you

D. THU TiN

Trong bl thursau day, O. Moe gilrdiing % him théng bio cho nhimg ngudi ban hang cia dngéy
bit vé nhimg thay d&i mdi va vai trd mdéi cla ho trong cang ty.

John than mén,

Théng tin trong b thir ndy sé khdng mang dén dibu gi ngac nhién. Tai budi
hop céch déy hai tudn, taf ca cac ban dbu dutc thong bao vé nhiing thay
déi trong cac ving ching ta bar hang. Vi nhu ciu vé cac san phdm cla
ching ta da gia tang qua nhanh, ching 5 thdy can phai thay doi 1anh thd
ciia cac ban. Céc ban ia nhimg nguay ban hang khdng o6 oo hi¥ ngang
rhau.

Di vao thanh tich va thim nign cla ban, hdi dBng ké hoach da chon ban
fam cd van cho ving Mién Tay. Van phong chinh cda ban sé & Spokane,
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Washinglon. Khu wic cua ban o6 bao gbm céc tiu bang & min tiy -
Washington, Oregon, Montana, va idaho, ciing nhu Alaska vi mibn tiy
Canada. Ranh gidf duoc xéc dinh ré rang trén ban db dinh kam. Khu wire
nay sé lam hid ldng mdt nguts & misn Wy tnasc diy ntur ban da dén tir Boise,
idalio,
K& hoach mdi s& bt dBu cb higu hyc k8 tir ngdy 111119, do dé ban cdn
rhidu thor gits 08 Jam bt cir mdk sy digu chinh nao. Cing dinh kém i danh
séch nhing ngutd phu ta choe ban v lanh thi cy thé cda ho va mit bang
thang lomg vé mirc hué hbng. Ban hay thém v3o heomg cén ban cda ban fy
! bach phan hué hbng Hir cac phy th thuong vu vi ban sé thay 1a thu nhip
hiing niim cia ban sé rit cao.

" Riéng cé nhan 15 mong ban hidu cho riing chiing 8¢ ludn lubn 13y 1am hanh
"dibn c6 ban trong d&i ngli cha ching 164, vé ching 16F tin ring ban sé tidp
tue 12 mdt trong nhimg nguts chii chit cla ching 5.

John, néu ban c6 didu gi thac méc, xin dimg ngan ngal goi didn cho K hay
dan 16 ddu 1o cho v,

Than ai.
Luis Moe
THAO LUAN

1. Théng tin &. Moe dua ra ¢6 18 rang khéng?

2. Ban nghi John &8 phan img ra sao vé bix tht? Chuyén g) sé xay ra ndu anh ta khdng mudn
di chuyén?

3. Syrthu x&p cb hop Iy khdng?
4. O. Moe ¢6 difn th cac chi thi cla minh mdt chch than thidn khéng?

E. BAI TAP

Ban hay vi#i mit thu thdng bao cho mdt nhan vibn. Ban dang thay ddi lanh thS cia cb By. Cb
ta sAp dure ¢irdi Trung Quic, mdt Bnh thd ma cb ta ham hé ydu cau. Ban hay cung ciip thdng
tin v& ngay di chuydn, vin dé tang kong, hud hbng va nha &. Ban cé thE & cap dén ca céc ky
nghi duoe kédo dai.

8
MOT VAN DE NGOAI GIAO

‘DAM THOAI

MOE: (Noi qua may lien lac ndi bd) Sue, ob o6 thé vio diy mdt phit duoc khdng?
SUE: {Di vo) Day 1 mdt s& bl thutrinh 8ng kv cho.
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C8 quh 6 that nhidu vide phai lam. C& ngdi xudng di. C8 vh Eve can them
ngui phu t&. Thing ta s& phéi kigm tham mat ngudi nim. V& ¢b géi & vaan phong
thi sao, c& dé vidt gilp tbi mdt bic thu hay tuydt dé ma?

€6 Nga a? Cb &y gidi lm. T8i s& ndi chuydn véi cb dy.

{(Xer qua céc b thu) Diy b mdt bie thu ngd nghinh. Tay nay quén xac dinh
Kich c&r trong don dit hing. Dy [a mdt thu hdi v didu kign thanh todn. Thu cb
tré Ibi v viin d& do that hay. Ba Don, ngubi vidt bic thu nay, R ai?

Ba &y ta gidm d3c La Belle, mdt trudng day v& my phdm &Uc.
{Doc) DA xem thar ¢b da ndi gi vdi ba &y
Thua ba Don;

Thir dB ngdly 20/6 ciia ba da mang o8n tin v 180 tin buln, Ching 15 vid
mimg duoe ghia xé kink nghiém thanh cdng cia bi v& Magic Mask, nhung
chiing I&F 1dy Iam tisc ki bidt réng ba sdp gan hédt hang.

Sén phm ndy da ird nén phd bidn dén ni phdng san xu khbng thé dap
ung ndi nhu ciu; Nhung xin ba dimg lo. Mac d3u ching t5 khdng thé cung
cap todn bd don d& hang ciia ba, ching 1 ciing dang g mdt phin hang
dén cho ba. San phdm nédy dang dupc san xul, vi ba sé duoe cung cdp
day dil trong ving hai tubn nim.

Cam on bé v8 nhimg bite hinh ba da goi. Trudng vi nhan vien ciia b that
déng yéu, Ching 167 6 dua La Bolle vio danh sach nhimg khéch hang hang
dBu clie chimg 1. Goi kb véi don dit hang cta bd 1 mit vy méus nude
hao méi ma ching ¥ dang thir nghidm. Chiing i xin hoar nghanh y kién
ctia bé vé logi nudc haa niy.

Kinh thu .
Thur hay, Sue a. Toi ming 1& c6 da nh& dén vu nudc hoa, Cin gi nim khdng?

Xin dng oi ngdi yén, Dhy 1B mdt bir thur vai mdt giong didu khic hin, Toi chin
6ng gitip &% Thir do mét ba tdi khdng tin Wmg vidt ra,

{Doc thuy O C4 oit Dy ¥ lan dbu tién ching ta gap phai mdt i than phign
nang nd. Ba ta ndi mit ba ta bi sumg bong lon sau khi diing Magic Mask. Thix
nuc cud. Ching ta da thir nghigm hang tram ngubi trutc Khi shn xulit ra sdn
phém ndy.

It ra béx ta chum doa kin cho ot ¢,

BXing thE, - chua dd-th&i. Ching ta phai tidn doin didu db. Sue, thu nay can
ddn ti ngoai giao. Hay cimg rén, nhung nhe nhang. C8 bi¥ét phuoing cham “ban
tay sét boe nhung” chi.

Didu nby khdng gidn di diw. Ching ta thudng ddng y whi khé':ch'hhng cis ching
ta, "Khach hing ldn dn dung”. Rai ho chding than phign g‘m(n Nhwmg tneimg
hop nay thi khac hin.

Sue, ob hay di xusng phbdng thi nghidm. HOi cac nhi héa hoc trong phéng
nghi&n cau xem ho nght gi. Hay thu thap vhi o kidn vﬁ ¥ kr6n cla ho. Chiing
ta phai than trong - sang sudt - ding khdng? .
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T VUNG

CAC CAU NG THONG DUNG
chemist: nha héa hoc fill an order: thuc higén mt don d&t hang
complaint: than phién hotd on to your chair: ¢l ngdi yan & ghé
cosmetology: my phim hoc ripped off: xé toac ma
deplete: fam voi, tréng ) velvet glove: gang nhung

diplomacy: ngoai giao

forestall: tign dodn

intercom: hé thdng lign lac ndi bd
judicious' séng sudt, khén ngoan
laboratory: phéng thi nghiém
lawsuit: k.&n cého

manufacture: san xuéit

partial: timg phan

research: nghign ci

ridicuious: & bich, budn cubi
serious: dimg dan, nghidm trang
spacify: xac dinh, quy dinh
stock: kho

swell {v): cAng phang lan
threaten: de doa

THAO LUAN

1. Sue phai vigt thu cho ba Don vdi vai théng tin khdng duoe hai long cho [m. C& ta da xoa diu
vi&n dd nay nhu thé nao?

2. Ban ¢6 nght la ngubi ta ndin than phign ndu ho cam thiy ho bi lim khéng? Céch hay nhit d& -
ndi 16n s than phign ciia ban a gi?

3. Néu mdt cdng ty ca 15i, oéng ty 6 nén nhan 18i khdng, hay o8 18] cho ngudi khéc, hay I di
thir than phign ¢6?

A. BAI TAP THAY THE

Ban hay thay th& mdi tir hay cum tir sau day theo cau méu.

1. Let's see what you said to her.

he | want to
me wrote
hear Sue

2. | brought some letters to be signed.

Sue afew
has orrected

received answered

3. Ask the chemists what they think.
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doctors did
specialists tests they made
them their opinien is
A -
CAU TRUC

Who - Whom - Whose

Ban hay xem cac ciu nay:

She is the sales manager who started last week,
Who duge diing lam chd ngi.

Whom did they choose as president?
Whom ducc ding lam bd nglrtnuc tiép.

To whom shall | give these letters?
Whom duge dung fam bd ngur gién tiép.

Whose gloves are these?
Whose i mét dang s& hiu.

Dua vao cac cBu mbu nay, ban hay sir dung ding dang cla Who trong céc clu sau day.

1. Mr. Cole, tetier arrived late, was a litte upset.

2. All the salesmen to | wrote were very cooperative,

3. The ladies are using Magic Mask are enthusiastic about it.
4. | don't know umbrefta | teok home.

5. Mr, Jones, is head of groduction, came with Mr. Cole.

6.1 don’t know you are talking about.

C. CHAM CAU

Nhu ching ta da thdy trong bai trude, nBu mat ménh d2 cé thd Iy m khodi mdt cau ma khdng
tam thay ddi ¥ nghia, né ducc bt dau bing céc diu phiy. Cac ménh dé nay duoe gei b ménh
d2 "khéng han ch&", va ching thubng bét dau bang ¢dc fir "who™ hay "which”.

Wi dy:

* The women in the stenographic pocl, who work on the third floor, go to lunch at noon.

The mail, which is usually late, arrived sarly today. .

* Bay la mét cach dung trinh trong hom. Né van dust ding trong van viét tifng Anh,
nhung # khi ding trong dam theai.

Ban n&n nhd, chi cac ménh dé khdng can thiét dé nhan dang 1a khang han ché va duwc bt dau
bkng diu phiy. '
Ban hay cham ciu ¢ac cau sau dAy. Nhé viét hoa!

1. this product which we just introduced is called magic mask
2. the school director lives in briga which is a town in australia
3. ms lengtor who wrote about her unfortunate experience did not reply to our letter
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4. the lady who has the school sent pictures of it

5. i like people whe never complain

&. my girliriend who never complains is good-natured.

7. i heard that the last one which | did riot see was not so good

D. THU TiN

Thu trd ¥ theo khigu nai phéi dutre lam d& cuong cfin thitn, Ban hity nghf v nguil da vidt birc *
thu 86, Ban hiy cf phan tich 1y do clia &ng hay ba By khi ho visit thu, Lii than phidn o6 vimg
vang khdng? Cé nén nhin ki ¢ gilr cho khéach hang duge vui ing khdng? Cbng ty clia ban
cé 8i khang?

Day la thurtrd 14 clia Sue v i than phign clia ba Longfor.
Ba Longlor thar mén:

Cam on thu ba dé ngdy 6/7. Ching 16i 18 I8y lam i vis bSi ri khi nghe
réng mit ba bj ném phdng lén sau khi sit dung sén phim cia chilng 1.
Ch;hglﬁl&o&bhmkh&oikﬁnvﬁcécnh&héahmvébécsfc&hch@g
i Ho chua ting beo git gixp ph mét trudng hap nédo tuong tr trong s&
hang trm cubc thi nghidm o di tién hinh trude: khi san phém duoc lung
ra thi truong. Trong s6 hang ngan nguds hién dang st dung, khong cb o
béy 15 didu: gi khac ngodi sy had ong hoan toan,

Ching 15/ ybes clis bé 96 mdt biin béo ¢ 4o va@hn dodn tiry si coabd. Ching
1 cing mubn bidt xem ba c6 timg bi df img khong? Céc 157 chi din trén hi
o0 b 16 13 13 c& nhing ngudY si dung phéi ther diing mdt ddem tnnde khi
thoa foai m@l na ndy. Culin séch nhé chi dan kém theo mbi hi ciing gi thich
phuung phap nay. :

Ba théy ob phén ting gi sau khi dimg thir t3n g3 khiing? Cac chi d&n ciing
g4 canh cfo 1 ca khach hang sir dung KHONG dupe ding sén phiim nay
néu ho dang hoc da by dj img. Céc nhi hée hoc yéu cBu ba g tré phin
con lai chua ding trong hit dé ho cb thé phan tich thém vB né¥ dung.

Xin ba cho chiing 15i bidl théng tin ndy cang sém cang 1. Chiing 15i mong
1& ba s& khong gép didu gi kho chiu niza

Kinh thu.

THAO LUAN

1. Ban hiy nghign et bic thuthes quan didm cia ba Longlor. Néu b néi dung surthat, tho trd
&5 aiia O Moe ¢4 lam ba e gian khéng?

2.0.M6ecéh’anhd¢ngdingkh6ng khi ng tham kho y kign clia cac nha héa hoc v béc 5i7
3. Ban ¢é nght 1a &. Moe nén ¥ di bix: thu cfia ba Longfor?
4. Ban ¢6 nghi 1a ba Longfor 34 trd i?
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E. BAI TAP

Ban dit lam hai hp banh tréi cAy db lam qud Glang sinb dac bipt. Ban da g&i m&t tim chi phidu
&4 trh tdn buu phi va B phi chuyén chd. Tuy nhibn, ban ohi nhin ducc 6 mdt chic banh. Ban
hay vist mot thu khiu nai, phai cu thé v vide diit hang. Dam bao ban k§ A chc dirkidn nhw
#éng phi tén, md th phidu dit hang, ngay, va s& tidn cla chi phidu.

9 .

HOP CAU LAC BO
DAM THOA! - o

v

(Linda, chii tich Cau lgc b Thur ki song ngir, vire méi khai mac métcuéchcp Bion ban cufc
hop viia i dé dumxe chip thuan)

 LINDA: 'T6|saglaowéchopchovlctutoach;dngtnnhuuchmghnh.rmotdf&u '
tam npac nhidn nghy hém nay. DB thi thit thd vi.
TOMAS: Trong vbng séu thang ¥4, ching ta 58 ¢6 mdt cude thi dua. Cr culii ba thang,

ngﬁﬁngw@cs&nh_&ndmm&giéilhﬁng.Tﬁis&pgbicﬁdcibi.hﬂng )
dhn. Tai mbi cubc hop, che ban B ndp mdt birc thar loei dups chi dinh, Ly ban
#b dénh gié ching. deatdiémmnhsuadoatguambng pidi thudng
g6 B gl had Linda? '

LINDA: . Lamdt budian tSi danh cho hei ngudi tai nha hing mél & Eighth Street (Dubng
_ 35 8). Chuong trinh cla ban t mdt ¥ kién thit hay cho chdng 1 vSn dlng song
ngir. M&t 65 céc ban bit dén ba hay ch bdn sinh ngl. Dy 86 th mdt dyrén thi
vi. Chiing ta 5 c6 thé fich Ky mBu céc loai thukhéc nhau ding o8 h&twchung
ta trong cbng vide.

TOMAS; D0 chinh fa y hay. Khi ching ta v3i, n6 gidp ¢ s8n nhimg mhu hay trong hd
: 80 ik ching ta ¢4 thi tham khio mdt cach o dang. Vi ehitng ta sirdung song
; ngl, thubng ching ta cé xu huémg dich ra, Chiing ta phidi nhiin m thing khi chiing
ta vi#t thu, chiing ta ndn trinh dich ting tr mét. Ching ta phéi hidu dugc ¥, i

fing y d vao trong cu thinh ngir ching ta dang vidt.

NGA: {Dum tay 18n) Su thp chc mbu hay b mdt cach tidt kidm thi gidr thidt sy, va dbi
kb con la mdt phao ciu dadm nia.

TOMAS: BXing th&. Nhimg ai trong ching ta phai vi#t nhidu loai thurkhée nhau phai cam
on i g nghi ndy. HOm nay ching ta c6 mdt thur xin vidc. DG 1 mot thi dy va
didu ching ta dang ndi din, mdt bic thu do mdt nguts khang quen véi cich
i hay vidt clia ngubi Anh, D6 18 rang ta mdt bai dich, Céc ban phéi vist lai bie
thy, sim lai theo thirtidng Anh &6 thé chiip nhan dugc. T8 sb doc bike thur do
cho cac ban va céo ban s8 phai ghi chd blng 15¢ ky. Seu 96 ding may danh
chirtrong phong k& ban vidt lai bic thutheo ding 58ng Anh. Trong vong nim
tifing, cic ban dem ndp thar cia cac ban d8 chim didm,

LINDA: Xin ding quén dé cip dén bai tp cho budi hop 1.
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TOMAS: D, vang. Hay mang thu xin vide ¢lia ribng ban, va nhé dinh kém ch ban so yéu
ly lich cla ban nia.

GEN: Ong ding tidu chudin ndo dé chim diém?

TOMAS: Mét cAu hdi hay. Ching 16 xem xét dén nhidu didu kivde nhau: thir nhat, cach

trinh bay t3ng quat, nhu gon gang, danh méy va phlin doan 18t, thir hai cich
-didn dat va mdc 4 rd rang cha bae tha, thirba, thdng tin ddy di v chinh xéc;
thir tr, mde dd chinh xdc v& m&u bidu, van pham, ch&m ciu va cach s dung
va thir nim, thanh ¢cbng clia cde ban trong vide dus ngudi doc dén hanh ddng
cu th&. Cée ban bist ddy, thu xin vide that suta mét thir mua ban, cac ban dang
ban y uong cia cac ban, Day la mdt bl thur o6 that duoc vidt cach day nhidu
nam. Néu khéng cé ai héi gi thém, ching ta hay bt dau.

Apcdis, Monten
Dai i1, Dong 428 - 23

20/6/19

Tnxmg Cao Déang San Blas
Duomg Pine 18
Apolis, Morttert

Thua quy dng.

Toi xir g&i thir ndy d8n dng vi 16 80 uGc c6 mot cho 1 tad quy co quan, 1am
nhan vién k& toan hay thi quy. Kinh nghiém von €6 trong qué trinh cong tac
Qi & ¢& thé gidr mét trong har chire vu trém.

Toi da lam cho Ngan hang Menton duoe mudd ba nam, gilr chie vu ké toén
vidn, va gan déy I5i ciing gitrmdt chire vy huong tirtai Ciia hiang Duoc Samuel
Petar, phung vi quy md nhd cda clia hang nay khidn i phai bo vige.

Hign 15 dang lam cho mét rap chifu bong, rap Palms, nhung mic hong
cla I6f qua th3p khang di lrang tra céc nhu céu cia cube s6ng tHi can ¢6.
Toi ao woc dupce 1am vige tal quy co quan, noi cd nhisy oo may cho nhan vién
dirge hutng thirlao ximg dang voi kha nang cla ho. Tal xinsgdi kém ban sao
thu gidi thidu ciia céc cong ty trong thanh phi néy cing nhur cia cdng ty noi
tof IEmq 1am vide.

Trong khi ché dgi cé ché trng, xin dng vii ing chidu c& dén birc thy nay.

Kinh thu
Safazar Tiptor
TU’VUNG
CAC CAU NOY THONG DUNG
acceplable; cé thé chip nhan dugc call to order: khai mac mét budi hop
accumulate: tich iy : take up: dam nhiém, ap dung

anxious: lo lAng, bdn chén
approve: chip thuan
bilingual: song nglr
-bockkesper: ké toan vign
cashier: thG quy
- chairman: chi tich, chi toa {cuéc hop)
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cordial: than mat

criteria: tigu chudn

evaluate: danh gié

idiom: thanh ngi, céch didn dat
lifesaver: nguéi ciu dém
maximum: 15i da

minutes (of a meeting): bign ban (cubc hop)
project (n): du an

remuneration: trd cng, thi lao
résumeé: ban t6m ¥t

shorthand: t&c ky

tirme-saver: tiét kigm thi gic
translate: dich

THAO LUAN

1. Thuxin vigc gidng thu budn ban nhu thé nac?

2. Ban o6 thay la cac b(m thu hign dai tr nhign va it trang trong hon cac bt thu vigt cach day
15-20 nédm khdng?

3. Ban cd uu gilr mét hd so gdm di loal thir khée nhau d& tham khao khéng?

A. BAI TAP THAY THE

Ban hay thay thd mdi tir hedic cum tr sau day trong cau miu.

1. It helps if we have good examples in our files.

makes things easier madels
accumulate ) letters
can refer to office

2. We should avoid translating word for word.

secretaries be aware of
ought to be careful about
must literally

3. the person with the highest rating will win,

one best
secretary letter
who has geta prize

B. CAU TRUC (Bai tap on)

1. Ban hay trd Ri ngén cac cu hdi sau day:
LT du:

Do you want us to take it down in shorthand?
Yes, | do. (Ne, | don'ty
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a. Did she ask Tomas about the letter?

b. Whose letter is that?

¢. Can you give his name?

d. Did you read it over before you sent it?

e. Do you havs all the envelopes you need? -

2. Ban dum vio chu mbu dudi diy d8 viét ra cdc clu. Dung cum tir | know theo sau % mét ménh
d3 néi didu ban biBt, Hay bt dau ménh &2 bhng Where, Who, When, How much, Why hay
What. .

Vidy: Jimis geing 1o play golf at the country club.
| know where Jim is going to play golf.

a. Sam doesan't approve of smoking because it costs too much.

I know of smoking.
b. Nga is going to work in Mr. Moe's office.
1 know to work.

¢. Eve is Sue's assistant.

| know as_sistan@
d. Mr. Cole comes to California in Jantiary‘ '
“ 1know -~ to Celifornia in January.
&. Tornas told you about my mistake,
_ | know you about.
f. He paid a hundred dollars for that machine.
| know for that machine,

3. Ban dya vio chu miu dusti dily vA hodin thinh cAc chu.

Vidu:  The topic interests us.
The topic is interesting.
Weo are interested in the topic.

a. The prqs'idem convinced the group.

the president was .

The group was by the president.
b. Smoking disgusts them.

Smoking is . .

They by smoking.
¢. The lecture impressed us.

The leclure .

We by the lecture.

4. Hay xem chc chu nay.

| have been reading a lot about that lately.
The secretary in the accounting departure has been knitting a swester for a month.

Dua vao cAe chu mbu niy, ban hay lam thanh céc tau sau dy. Diing déng tir trong ngodic don.

a, Sue is a good secretary, and she {work) hard lately.
b. Eve is also a good secretary, and she {hetp) Sue,
c. They both {pdd) in long hours.
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d. | ] {spand} a ot of money lately.
a. They {come) in sarly every morning.

5. Ban hay chon dung dai tirtrong céc chu sau day:

a. We seldom see Biil and (she, her} anymore.

k. We'll drop by for her friend and (she, her).

¢. (he, him} and his brother often come here.

d. I'll gladly give it to his brother and (he, him).

a. One of (we, us) girls witt help.

f. He did it for Jim and (I, me).

g. Some of the samples don't have (their, there, they're} labels.
h. Best wisheos from Valand (|, me).

i. A group of (we, us) men is going,

C. CHAM CAU (BAI TAP ON)

Ban hay chdm chu cac ciu sau day:

1. Johns brother is younger but he looks older . .-
2. Bill cant play football hes toa small | think.
3. The best letter was written by nga the new @i in mr moes office.

4. What was that article about the one that she wrote entitied no Ionger under domination3. She
didnt forget the address sue didnt either

6. Shouldnt she spend more ime practicing her english

7. They wont arrive until ten ¢ clock theyre coming from Boston Massachusetts
8. We need paper files bookcases and reference books dont we

2. Did eve sues assistant win a prize

10. That man whom we passed in the ball is my new boss

D. THU’ TiN

Duid iy ta mit trong nhimg bk thu do mdt nhan vian thukytal cude hop ndp. Luwu ¥ dén cac
sia chﬁa & diu thu va dia chi bén trong.

428-13 Dai 16 thir nhilt Ddng

Apolis,"Monton

20/6/19_

0. L. Mc Fadden

Tnxmg Cao Dang San Blas

18 Duing Pine

Apolis, Mortton .
Thua &, Mc Fadden:

Khi 15 déer tham Truing Cao Dang San Blas séng nay, 9 nhén thiy khoa
ong rét bin rin. T chot c6 tr haing 1306 thé dng cin dén mit nguds ¢6 qua
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- tinh cong tac nhu 156 dé tro gitp. T&F muén 6 bog xem xét xerm i cé the tarmy
k8 todn vidn hay thi quy tal van phong cia quy 6ng.

Toi da lam nhén vién k& toan cho Ngan hang Monton dupe muti ba ném.
Gan day hon, 15 lam vide hai ném cho Cia hang Duoc Peten. That khdng
may, Cum hang tring dé phal giam bidn ché vi Iam 0 thua 16, Gior diy 16i
iathiz quy cho mit rap h&l. DBay chi 13 mdt vidc 1am tam théi cho dén khi 15
tim dupc mt vide 1am thich hop hon. Téi xin gai kbm ban sa yau iy fich va
rhigu gifly 1 tham khao khac. Ong cé thi thdy I 1 timg 14 sinh vidn tai
Truong Cao Dang San Blas dupe hal nam, noi dé 15 hoc v thuong mai. Toi
a0 wie duoc i ve di fam.

Néu dng cé thé thay cd mdt chb 1am tréing cho mit nguds co kha ning nfur
164, 160 xin vui ldng duge dén yét kién éng.

Kinh thur

THAO LUAN

1. Lé thu duge sm lai nay <& cho ban thly dau higu gi v& kha nang cia ngubi xin vipe khéng?
2. Nguti vidt thur ¢é ¢an man va cé ¢ quan sét khang?

3. Lathi tngmg, ban ¢é ¥ dinh mudm anh ta khdng?

4. Hay danh gia 13 thu nay theo nhimg ti2gu chuin do uy ban dé m.

E. BAI TAP

Ban hay viSt mét la don xin mat vidc lam ban thich, Ban hay noi lam sao ban bidt cd chd lam
tréng, khé naing dac biét cla ban, kinh nghiém cda ban, va luwng b&ng ban nghi trong dau. Xin
dugre vt ki€n va cho hay la ban c6 93 kém so y&u Iy lich.

10
MOT BAI HOC VE THU TiN

DAM THOAL

(Luki, thr ky ctia O, Poff, Tong Giam déc Cong ty Grand, dang huin luyén mot nhan vién thur ky
mii i Elva}

LuLE: Elva, sau ba ngay luw hd so, c6 cn mét su thay déi. Ching ta phai luu ¥ mat
s& thuirthan phidn ciia vin phéng trung uong. To mong ching ta o6 cac bic
thurvii vé hon danh cho ¢8, nhimg birc thungay hém nay duge gdi tirvan phéng
Giae dich khach hang tai NGu LS va ching phéi duge tri ki ngay lap tie,

ELVA: Chi bidt, tdi ctum soan nhigu bac thy, Thi tmEmg cia 10 ¢6 théi quen hyviét thu
ldy.
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Chi & dupc thue thp nhidu & dy. Vi ching ta thude v mdt day chuy@gn km,
didu chding ta fam va néi o thé anh hudng dén ca t8 chix; do dé ching ta ¢&
trénh =ai lim. Khdng cé gi quang clo bling chinh Ibi ndi clia minh, Mt khac.
ching ta khéng thé cho phép ngud khac I dung chdng ta. Nhigu chuyén la
xdy r tai khach san.

Exing d8y. Tai cdn nhé mét tnaimg hop tai khéch san noi tbi R vigc. Mét thanh
nién doa kidn khach san ra tha. Anh ta bj tret chan té trong nha tAm, chup
X-quang thily khdng sao. Bic sT ndi la chi ¢6 tong tu i cla anh dy bi 18n thuong
ma thti. Anh ta di hudng tiin trang mat tai 4o, do dé khach san giai quyét cho
anh ta & lai hai Whn mién phi.

Ddi khi chiing ta qua rdng luomg. Day la mat bir thu do ba Marty, Gidm déc
Giao dich Khach hang gdi, yau cBu ching ta giai quyat vé mét Ix khig&u nai,
Hay g&i thu di theo dia chi cila khach hang, va g&l mat ban sao cho Van phong
Giao dich Khach hang. Chi nhe, chiing ta phai 6 rang, thiin trong va hidu bidt.
Tuy nhi#n, chang ta khéng phéi khi nao ciing lanh Ay ki bude tdi. Hay cho &ng
dy bi#t la chang ta ludn kidn cdng biing. Day la cac béo cao clia phdng phuc
dich, phéng an ninh va cdng ty bao hiém. Chi bay ghi ra nhimg didém chinh.
Hay xem fai truge khi soan ther ted 16i,

(Thir Etva viét nhir sau: }

ELVA:

LLL:

Kig: Cha Fred Mild

4186 Woar Stale
Tanner, Lowisiana
56 tharm khao: 8-28-3-47

Kinh thera Cha Mild:

Sau mdt cuic digu tra ky cang cia Phing An ninh cia khich san, chiing
i khong thay dau vél gi vé chibc méy ah clia cha ca. Hang ngay, cac cb
gidp vibe, h3u bam, v.v. gof trung binh khodng hat muoi d3 vat dén phong
Mat va Tim, tir bo d6 pyjama, nis trang, may anh, dén 1ign bac.

Cé thé néx trong suil ky Dal hi, khi o6 qué nhidu ngui ra vao phong cia
ban bé ho, chiéc méy anh cia cha m tinh bi mét & d6 c&n di chang? Toi
da phéi kigm véi Cong ty Bao Hidm coa ' ching 164, va trach nhiém dan sy
khing bao gbm nhing 95 dac bj bifn mat khoi phong cita khach, Mot fn
iz 104 ri 13y 1m tibe vl chuyén chang may iy va 160 xin thanh thét xin 16
cha.

Kinh the,

Dmg kinh g&i ©. John Jones, Gigm doc Khu v
O. Harvey Burns, Giam dc An ninh

O. K. Kind, Quan Iy vién hanh chanh va an ninh
B2 B. Marty. Giam ddc Giao dich Khiach hang

DAy f blc thu cla tdi. Thu khong duye hay 1am. T8 ao ude t8i viét dugc hay
hom. .

D& 161 xem ndo. Trude hét, ching ta 58 dinh gia ndi dung. Eiva, chi can mét
chu m& dau hay. Sac khding de cap d&n ¢hi d& clia thu va tham chigu ngay
thang? Chi c6 ghi ca s& tham khéo cla ching ta, nhung né chiing 6 ¥ nghia
gi ngodi ¢o guan clla ching ta ca. Thay vio d6, chi nén néi Phing disu nhu Van
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phéng Niu LiSc clia ching t8i di chuydén thu dng &b nghy 10/9, lidn quan dén
viin d bng bi mét chidc may anh trong cude ving thim & day tr ngay 4 dén
B/7. Ching t8i thdng cam m&i ban tm cia dng v chidc méy anh dit idn nhu
vay, v chiing t6i cing [y lam tifc vd sir mit mat dé. Nhu ching i da gidi
thich trong la thu ciia ching tdi d& ngay 12/7, ching tdi da nd k13 da dd truy
fim chidc mdy Anh nhung ching ©i khong th tim ra dupe mdt diu vEt nao.
Thit khdng may kb éng @& & d&n sau khi 8ng ra di mal béo céo su mit mét

déb.
| ELVA: Tai thiic mic tai sa0 5ng ta lai vidt thu cho Niu UGt ndu dng ta da vidt cho chj,
LULI: - C6 vit them thi ciang chiing hai gi. M3t s3 nguii nghi ring ho cé thé tam cho
chung ta lo sob&ngcéchtaoép hrc. Bby gitr hity 58p we trifn khai y u’mgv&
cudc didu tra.
ELVA: T6i nght 1 18 ndn bd di ctu ¢é thé cb ngudl nao d6 da muom chidc may Anh.
(11 NN Tai ddng y. D6 ¢b 1& | gidi phip thit su, ntumg 5t nhiit khdng ndn dua ra bi

budc t3i. Khach san khdng chiu trach nhidm v dB dac bj mit. Cé thdng béo &
mdi phing v vEn dd db. Thong bho dé khuy#n khich phéi clit db quy gid vao

két an toan.
ELVA: Chiing ta ¢ nen tham vho doan pdi v cdng ty bac hiém khdng?
LULY: Dé ta mdt ¢ kign hay <é cho dng Ay thily fng 8ng Sy khong thé khidu nai v

mit phap Iy, Cau cudi nén nghidm trang hon I'm awully sorry (T8 rit 1y Am
i8c.) Khdng cin phai xin 15i. Chim Gt don gidn bling chu: Chdng 1bi thanh
thét mong rng 8ng s& tim lai dupc chidc may anh..

ELVA: VANg, 18i 83 ¢ vidt lai. T4 ao ubc 13i 88 cé nhidu kinh nghidm hom khi vist thu,

(TURY Day Ia mbt cudn séch lidt ki cae mbu chufin v@ cich xung ke danh cho nhiing
nguii ¢6 chix wude. Chi phdi ghi 1 chie wé: trong dia chi, nhung chi ding
Dear Sir dé chivo mér cfw,

LUU Y. Ban nhan th&y & trong che bai dam thoai, nguiX ta thutmg sif dung dang rit ngén khi
nSi chuydn, nguik ta thudng sirdung dang Rt ngén they cho cAc dang vidt nguyén van. Tuy
nhign, trong thr tir giao dich thusmg mai, ching ta khdng sir dung céch vidt tat.

TU VUNG

CAC CAU NOI THONG DUNG
bring a suit: dum don kidn
* jot down: ghi nhanh

accusation: 4 bude ti
accustom: fam cho quen

advantage: sirthudin kA, wu diém
apclogy: xin iBi
chain: dby chuydn, chubi
. discretion: thén trong
factors; yéu 18
filing: hai b3 5o
forward (v): chuyén di
headquarters: van phong trung uwng
" home office: vitn phéng dia phuong
honeymoon: wuln triing mat
housekeeping: phwe dich

on the other hand: mat kivic
public jiability: trich nhigm dan sy
word of maouth: i néi
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inconveniencs: bat tidn

insurance comparny: cbng ty béo higm
investigation: didu tra

reference: tham khao, tham chidu
safety deposit box: két sétan toan
salutation: chao héi

security: an ninh

trace: déu vét

x-ray: X quang

THAO LUAN

1

&a. Ban hay tim ra bay tir danh van sai trong thu clia Elva.

b. Ban hay fim ra ba tirhay cum tir kh&ng nén viét hoa.

¢. Ban hay tim ra mét tir dan di ", .
2. Tai 520 i khé khan khi tea R4 cho ki than phidn, nhat t tai céc khich san theo chubi?
3. Tad sac bart nght Cha Mild da vidt thu cho tru & trung uong?
4. Ban slm sai dia chi bdn trong va cau chiao hdi nhu thd ndo?

A. BAI TAP THAY THE

Ban hay thay th& mi tir hey cum tir sau day trang ciu miu.

1. My boss was accustomed to writing his letisrs.

supervisor enjoyed
tired of corracting
bored with revising

2. Let him know that we've been fair,

see generous
realize inform him
understand taken action

3. What we do can effect the sntire organization,

say group
how we treat our clients ather hotels
our guests : our reputation

B. CAU TRUC

1. Ban hy xem céc chu sau dhy 1"chtrongbi:id&mmogia:rdungcécd¢ngti:gbm hai fir: Let
me look at it. .

Write down the main points and look them over before you compose your letter.
Mot 38 gidi tir (on, at, to, from, for, of, into) hohn it ¥ nghia cia ddng tir.

Look at that letter, Wait for me.
Listen to your boss She calied on them.
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Ask for samples. Can't you think 6f it?
Look for the lost file. Look into the matter.

Ban hiy didn dling-gidi tir

a. We have to look a sohtion,

b. Don't lock diractly the sun.

c. Wa like 1o listen music while'we work.
d. 'm hurrying. Wait _ for. '

a. Eve-is angry. She won't tali - me,.

f. The taacher didn’t call me.

2. Ban hay nghidn ciu cic clip seu Sy, Chi ¥ d6n surthay d8i v] & cim clie ylu ¥8. Sir dung
ching lam ciu méy, ban hly hoan thinh chc bii the sau dity.

a. Write down the main points. Write them down.

b. Call up your girlfriend. Call herup.

c. Fill out the application. Filk it ourt.

a. Did Mr Poff hapd out the schedules? No, he hasn'thanded , | outyet
b. Did you look over the sample letter? No, | didn't . yot.

c. Did he write down your addreas? No, he didn't

d. Did you take oft the old ribbon? Yes, |
e. Did he throw away the papers? Yes, he
{. Did you fill out the forma? Yes, |

C. CHAM CAU

Dau chiim phiy thubmg khdng dug ding trong thirtin. Vi nhidm v cim du nay I ndi céc chu
¥6i nhau, chiing ¢6 thé lam cho chc chu qua dai trong thu tz. Déu chém phily | mdt diu phiy
manh va l mdt diu chim y&u. N6 b thé due ding of:

1. Téch hai ménh d& dac 1Ap duot ndi N bdi Mot lisn tiz, mdt trong hai mnh dd d6 beo gdm
mdt iy phiy,
Vi du: | wish we had more cheerful letters for you; but these today were sent by the Giust
Ralations Office, in New York, and they miust be answered immediataly.

2. Tach céc minh ¢d duoc ndi lidn nhau b However, therefore, turthermore, for example,
nevertheless, ete. ..
Vi du: She spent a lot of time writing the letter; neverthelass, | couldn't accapt it.

3, Téch mdt loat cac myc gdm chc diu phiy & gita.
Vi du: We send bulletins to our hotels in London, England; Vancouver, Canada; Brisbane,
Australia, New York, LL.S.A; va Camcas, Venezuela.

Ban hay soan ra ba chy trong 6 diu chlim phiy dupe sir dung mdt chch thich hop,

D. CACH DUNG TU

Céc tir doc gidng nhau nhung vist khéc hin nhau thubng lam cho ching ta Iln K8n. M3t thi dy
trong bai nay th accept - except.

Ban haéy xem cac chp tirsay day,
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- ascent (rise): bn ' assant (agree}: dbng y

- addition (adding process): thém vio edition (copies published): xulit ban
- advece (noun): khuyén {danh &) advise {verb): khuybn (ddng WA .

- aMect {influence): Anh hudng . effect (result); hiw qui

- alt ready (prepared): dA sn sing already (by this time): d, rdi

- capital {(money, city, capital letter}: tidn,  capitol (building): tda nha
thanh phé, chirvist hoa :
- close (shut): déng clothes {garments): 4o quhn
- correspondence (letters): thurtin corrgapondants (writers): phdng vién

Ban hay xem bng lidt k& nay va chon tirthich hop dé holin thainh céc clu sau diy.
1. Hhave a stack of (correspandence, correspondents} to answer this afterncon.
2, We will gradly (except, accept) your invitation.
3. Waiter, please check this bill. | think your (edition, addition) is wrong.
4, We were {all ready, already} when they came.

5. 'm sorry, but | can’t {advice, advise) you what to do.

E. THU TiN

Thu than phign thubng xay ra trong bt ky deanh nghidp nbo, nhung nhét B tal cac khéach san,
& o6 khach hang v8n nhay cAm vB cich d&i xir. Du khich thubng of kbhuynh huémg hay phé
binh. Nihan vién khach san duoc hulin luydn phong cdch ngoai giag. Ban hdy nghién o thur
sau ddy do Eiva viét trd i mat thuthan phidn,

Thua & Long :

Theo thir ong d& ngly 22/2, xin thbng bao cing ong ra 1& khing phai chinh
séch clia ching 15 déi xir véi khach hang nhu éng va ban dng da dupc doi

i, trong cubc tham vidng dbu ién cia quy dng dén Terrace Room (Phang
sé&1 thuong} cda ching 160

Ching 15 rét 18y 1am t3c vB van J5 ndy, v chiing 15 thanh thit xin 16, ching
t&¥ ciing xin cém on bng d& dank thi gidr viét thir cho ching tii vé cho ching
{OF bidt v sir kém hidu ndng trong vige kinh doanh cia ching i chac chén
fan t& ching toi 84 1ién hanh nhimg budc cln thist dé sia sal, vi ching 156
fubn quan tam dén van d& mit di su lui 15 clia khach hang quan cda chiing
6. Hy vong fa dng s danh cho ching tid mdt co hi khéc d8 phuc vu dng
theo ding céch éng mubn duoc phuc vu nhu 14 khéch cda phong trén San

Thuong (Terrace Roorm).
Kinh th,
THAO LUAN

Ban hay phan thch toan bd ble this, kifm tra img doan va tmg chu.

1. Giong van chung clia bl thu ¢6 i nhign hay khéng tnhidn? Ban trdat minh vao vi tri ngudi
nhan. Phiin {mg cla ban nhurthE no? Y kidn cda ban v khach san oé te ndn thudn kol khdng?
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2. Thur o6 rd rang khdng? "Su déi xir" | gi? Tf.rh'ey 6 th duoe sl lai nhuthE nac? Ban ¢b nén
“chix fan #5i" trude khi ti#n hanh cac bude dé cai thign tinh hinh khdng?

3. Ban hay nghi&n clu c8u tnic va ky thudt, img doan mdt:

a. Tur dated cé cin thiét khéng? Cum tir please be informad ¢ duoe hon ding khdng?
Handla cé phai la mdt tir duge chon lua ki khoéng?

b. MEi quan tAm siu xa 15 ring | 98 ti clia doan nay. NG cd dupc dibn 4 16t khdng? Cé
ba ¥ tdng dusc didn th trong mdt chu. Nén dit cac ddu chdm & dau trong doan tha hai?

¢. Lam cach nao ban ¢é thé bd bét cae chirwe's qua nhidu? apologize la danh fir hay ddng
d. O doan cudi, ¢hl tir clia hope t gi? Cau cudi ¢6 hidu qua khang?
e Truly vh yours cé nbn viét hoa khdng?

F. BAI TAP

Ban hay nghidn ciu nhimg ¥4 phd binh trong bai thao luan v viét lai b thu o cho O, Long.
Hay than mit va lich su;, nhumg dimg théi qué. Hay d2 cap dén su 86i xir cu thé ma &, Long da
nbu ra, v cam két v&i 8ng ring da ¢é céc bign phap cai thidn tinh hinh. Lidu % méi O, Long
dén dling mdt bim an chidu dai trong chuy@n vidng tham say cla dng 8y ¢é 1am diu di sutic
giin cia &ng Ay khéng? ’

Sau khi ban dé vigtxong ban nhap diu tign, hay kiém tea lai. Cach trinh bay cé gon gang khdng?
Ben cb theo mdt mbu hign dai khéng? Cae doan va chu cd da dang khéng? Hay xem s mbi
doan cfn thin hon v chch sir dung chinh xae, céch chim ciw va chinh . Ban ©6 theo cc tidu
chuén "B&n C" vk "Ba §” khéng?
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CAM ON, MO1 DEN LAl

DAM THOAI

{Ludi vix Eiva dang bén rbn vigt thu khi O. Poff, Tng Giém déc, di vao.)

POFF:

LU :

POFF :
ELVA :

Ll ;

ELVA:

LLKLI :

ELVA:

LLIL: :

That Ia mét birc tranh tuydt dep - bai nhan vidn dang lam wéc cham chi. Lui,
18i Jang doi mét ngubi khach gia hoi. Trong véng nim ti¥ng nie, ob nhé cit tdi
nghe. Nhér got tdi v& mdt cubc hop quan trong.

L& df nhign rdi, O. Poff a. Cudi cling ching ta ciing bét kip d8ng thurthuong mai
con (riai nay.

]

"G4 dimg lo. T8i 85 kiBm them nba cho cb. (OAng di viso van phéng cla minh.)

C6 mdt thil tnemg ¢6 b¢ khdi hai bd khdng hay hay sa0?

Ca tridu ngudi méi o6 mdt, mdt ngudi tr t& - va lich sw nim. Elva, 1 da vidt lai
bide thu xin 18i cOa chi. Chimg nao ranh, chi nhé xem qua. Toi cing cé. By m
v bie thur trong hd so, Chi cling c6 thé xem qua chc miu nay.

Luli, cdm on chi da sim lai cac bde thu cia t6i. T8i cAm kich sir giup dé cia chi.
D6 & mdt cach 13t cho 18§ hoo hdi. Chi chic hin da trvidt it nhidu thu. O, Lui,
chi dimg quén goi O. Poff,

Cam on, Elva. (N6i qua disn thoai) ©. Poff &, ho dang doi ng tai cudc hop. (Co
treo didn thoat Bn). Day & mét i thur phai trd 6. Tai d& ghi sBin mdt s& dir

- kign chj eé thé can d&n. Chi hay o& lm hét sie minh.

Thu cia Elva

Chiing 16 méi nhan duoc thir cila ban o8 ngay 30/9/1 8 __{trong dd ban cb
cha ching tof bidt Ja thu ban bo trong thiing thu trong iy nghi cia ban tai
khach san ching t& vin chua dén nal nhén v nhing thu ban goi i Riverdale
gan day da nhén dugc.

Ching 16i phél thdng bao cho ban hay 14 thiing thur & mdi t3ng 1y duoe kidm
tra m&i ngdy va thu tir duge gom di mii ngéy ba fan béi mét nhan vién cia
Eun; Bign chinh. Do d6, ching 17 b thé chi tin réng sy cham tré 14 do dan
thiéir term hay do ¢ nhidu visc taf Buy didn. Tramg hap ban vén chua nhan
duc thu trong vong muts ngay K, xin ban che ching K hay o ching 5
c6 thé théng béo voi Buu dién,

Day rdi. Chi thiy thé nao?

Chi mdt vai diém, Eiva & PRan mé& du cla chj 16 rang, &b tham chidu ngly
théng va K4 than phizn. Tuy nhign, cu dai qui. Ching ta c& géng han chd s&
tirtrong chu thu dimg qué tir mwii Bm dén hai muoi fir. PRan m& dau doan hai,
we must, hoi qud manh. Né ham y i ching ta phai giso duc ngudi doc, Cé I8
chiing ta c6 thé lam nhe giong didu bling cach néi rng finh hinh that khé ma
hidu dure. D& lam cho cau ké duge cAn bling hon, hay vidt lai nhusau. The delay
may have been due to insufficient postage o to an averworked postal staff.
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ELVA: Chi bit cach tam cho mot thir nghe hay hon.

L i chi cing dat d&n mic 86 thei. By git chiing ta s ki¥m tra chinh th va céch
sir dung Elva &. Male chl din 8ng. Ti nghl chir ndy |b mailchute, 66 mbu trc
nhu parachute. Tiép du ngirun cé nghla R khong, ntung & day un - d8i thanh
in - insufficient. Vi&ta ten - day period hay a period of ten days ddu duoe. Ding
vi&t hoa chir postal office trir khi chj chi dinh rd 8t & mdt noi nao cy thé, nhar
New York Post Office.

ELVA: O, vang. Tai vAn thuimg lam thé.

el : Cing vay, nhing gidi tirngln nay - in, on, at - ghy nhidu rdc r8i qui. Mot thing
thu e it trén (on) mdi fing ), nbung slr dung trong @in) tubng hop can
thiét. -

POFF : Di ra khdi phong) Cém on ¢ d& nhé goi 181, Luli &, Lae gia Windbeg o6 thé da
ng&i nan lai cé miy tidng ddng hd. Glp lai cb sau nhé.

ELYA : MBI ngay, 181 hoc hdi dupe mdt didu gi 86 - thue ra, &t nhidu didu.

UULE: " Dy Ia mBu thwr chi s8 vi8t nghy hdm nay: thu yéu chu, Xic nhan, tra I3 V& mdt
wy dinh holin, vi giai thich mt thi khodn,

TUVUNG

CAC CAU NOI THONG DUNG
!

acoount: thi khodn, ed sach & todn catch up: bt kip

backlag: phan vide chum thue hién duoc ! don't mind; 10i khong phidn gi

behavior: thai 48 Jong-winded: gia hol, nhidu chuyén

cancelistion: hily bd : one in a million; tridu nguii cé mdt

confirmation: xé¢ nhan
dastinaion: nof nhan

impty: &m chi

inefficiencie®: sirkém hidu nang
Inmudficlent: thifu

meilchute: thinng thu

notiy: thang béo

pointer: dlém chinh

mctence: s ditn

rephrase: dibn dat i

specific: 15 tang, dit khodt, oy thé

A. BAI TAP THAY THE

Ban hily mbi £ hay cum tir sau diy trong chu miu

1. He might have siayed for hours.

my visitor
Mr Rox
" dinner

all aftarnoon
slept

could

2. | shoild have practiced writing.
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Etva studied
All the secretaries . . typing
shorthand ' . English

3. Yeu must have writien.a lot of letters.
ki - : composed
the secretary corrected
read - . mistakos

aF L
B. CAU TRUC

Céc cliu tnic trong Bai TAp Thay Thé I thi dy v céch sirdung might have, should have va must
have,

a. Might have dupc sirdung khi mét sir kidn hay finh huSng trong qui khir da o6 thé xay m.
Vi du; Did he decide to leave? He might have decided to leave. (C6 18 I&bnghdﬁdl
khi).

b. Should have duoe sir dung dé dibn t mdt tin .wdng la mdt s kidn hay finh hudng Ta
&ing hay déang ubc ac, nhung sirkién dé di khdng xay .
Vi du: 1 am booked. | should have saved my money. (nhung 13i da khéng Ram).

¢. Must have dibn ¥ su chEm dit mét tinh hudng trong qué khix
Vi du: She must have stayed there a long time.

Trong cac ciu sau dity, ban hay dign cum tirthich bop vao ¢hd trdng.

1. Luli knew English very well. She studied many years.

2. Elsa didn't write good letters because she wastoo lazy. She ___  practiced more.
3. Possibly, she didn't mail the ietter, She not put them in the chute,

4. She was able to help me, but she didn't. She helped ma,

5. He feel asleep in his chair at work. He stept more last night.

€. She began fo cry after he left. Hs : (tell) her someathing sad,

7. She didn’t have to quit. Her boss wanted her 1o stay. She _ . (stay} there.

C. CHAM cAu

Nguyén tic viét hoa thay ddi theo cac ngdn ngirkhés nhau, O Hoa Ky, nguis ta ¢6 théi quen viét
hoa ti&ng danh fir va tinh tir chi 16n rigng, t8n ngubi, qudc gia, téu bang, ¥ chirc o quan,
dubmg, dai ¥, cao &c, cdng vidn, ngdy trong hian va thang, nhung khdng viét hoa cac mia.

Vi dy: Did you know that Easter came iate this year? Itisin April. It is always on a Sunday in
the spring.

Céc nhém 16n giso, dang phéi chinh tri, 80 cla Thuimg d8 hay cée tir chi Thanh kinh, vidt tht
cac bang ciip dai hoc, va cac viing dia |y ddu vist hoa.
Vi dy: This summer they will visit the Far East and the South Pacific.
Drive north two blocks and then tum south.

Viét hoa tir dau tidn trong chu trich din truc tidp,
Vi du: He said, “Please send this telegram immadiately™.
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Viét hoa chie fukic chl khi dung véi 1n risng.
Vi du: | will refer your letter to Ms Jones, president of the company.

Ban hay chiim ciu cde chu sau dly, hay nhéd nguydn thc vidt hoa.

1. Sue said send this letter to our new york office

2. the salespeople wili now be working in the far east - in china japan and the philippines.

3. do you want to eat lunch in the new mexican restaurant on sacond streot tornas asked

4. the girl scouts are going west on saturday for a week of camping in Yosemite National Park,

5. will this package reach mother before christmas lul asked the clerk in the santa clara post
office ‘

D. HOC CACH DUNG TU

1. Nhidu 18 &m trong thu tir giao dich thuong mai lién quan dén vidc ap lai khdng can thist,
Bang lidt k& sau day cho thily mét vai i Bm thubng xay ra chn

and etc.

both aiike

check into

continue on
cooperative together
may perhaps

same identical

a customary practice
during the course of
endorse on the back of
near to

2. Céc clp tir sau day thuimg bi fin 1on.

anvelop {v) {bac) envelope (n} {bac, phong bi)
fourth {thir b forth (v& phia trudc)

it's (nd la) Its (cia nd)

personal (cA nh&n) ) personnel (nhdn vidn}

tear {nghe) : hera) (& day)

know (biét) no (khdng)

lose (mat) looze (ndi I5ng)

plane (may bay) plain ($3ng bing)

formally (hinh thic) tormerly (trudc day)

passed (di qua) past (qué khij

principle (nguyén te) principal (hidu thdng, chinh)

a. Ban hay soan céc cbu géic ﬁong do ban tfrdund cée tr sau day: passed its, formerty.
b. Ban hay dien vao chb tr8ng cac o nay vl cc tir thich hop trong bang lidt ké trén day.

1. t's to sea why this customer wasn't safisfied.

2. Put your bag over your shoulder and hang on to it se you don't it.
3. # you are looking for a job, go to the office.

4. This is the letter of complaint I've received today!

5. ldon't where Mr. Moe is.

. Speak up, please, | can't YOu,

7. The Ieason he is going is to sign the contract,
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E. THU TiN

Thu ky digu hanh tei khach san phéai ti§p.)o:|c v&i nhidu loal thir khike nhaw. Ho phéi am hidu v
cac hoat ddng trong toan khach san. Thubmg ho dam tréch vide trd I5i cac loal thurtin khac nhau.
Day F mdt thur gét cho O, Poff. Ong dy dh due ther cho Sue.

Thimdng :

Toi xin g6f ki héa don cla khach san vB ky has tni nam ngéy cia t, ir
ngay 18 dén 20/8, ma t5 mong dng giés thich cho i,

Khi 15 roi khach san, 15 it wi dé bt kip chuyBn bay: va vi ¢6 nhidu hianh
khach dang xBp hang i chir thanh toén héa don, 16 khdng thé chd nhén
viéiry thir ky xem xét dén i trinh by coa t5i. FHéa don dink ki tinh 18 dén
s&u ngay. Tuy nhien, K5 chi gilr phéng cé nam ngéy v i khach san ddu
ity chidu ngdy 21,

Céc hoa don disn thoaé di Ludn Don thit c@ ¢ xin Gng gidl thich gia bidy
cho méi fan goi didn. TF xin dng 1am 6 nhimg sy viée ndy va hodn tri lai
#i8n boi thu cho I Tinh dan khi 16F r3 khach san, cube luu tni clia 15i thit
thiz vi, 150 mubn gilr nhimg ki niém dep v8 khéach san clia éng, va hy vong
ring dng 8 gitp 15 1am didy dé.

Kinh thu,

THAO LUAN

-
1. Phin (ng cla ban d4i véi bic thu phurthd nao?

2. Thuthan phidn oy thé vB didu gi?

3. Ban 58 di didu tra v3 trubmg hop nay nhurthd nao?

4. Ban ¢6 nghi R khich hang trung thue khang? Bl thu ¢6 vé thanh thit khang?

F. BAI TAP

L thu ky cla ©. Poff, ban hay didu tra vh vist thutra I, Chimg td I ban da ki$m tra frubmg hop

nay ky cang bling cich dua ra céc dirkidn va s5 lidu. Héy cho bing oF cu thé va quydt dinh cia
ban. Hay lich sur va cdng blng.

12

CAC QUYET DINH KHO KHAN

DAM THOAI

REAEREIT L

POFF : Luli, s80 séng nay khong thiy c8 eubi? i A& Bt
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LULE:

POFF :
LWLk

POFF :

LULI;

POFF :

L :
POFF :

UL :
POFF :

LUt ;

Toi dang thuc su ko ling V@ Eva. Ching 18i tht ch dBu quy ¢6 Sy Vi o Ay rit

than thidn. Co Ky clng rift tan thm. Hom qua cb Sy di Im trong khi ¢ &y khdng
Aurc khde cho Bm, :

C& nghi sao v cdng vide clim cb Ky?

Miic dau cb 8y ¢6 & ging, cb vhn khdng soan m dupc nhimg bix thuvim ¥.
Ong bit a chc b thr khic nhau cha chiing ta khang Ldn kidn theo gisng chc
miw.

C& nghi sa0? Ching ta cé nén gilrct &y iai khdng? C& ob mudn ob 8y lam phu -
‘t4 cho cb khéng?

Cé nhan 18 riit thich cd Ky, nbung 16 khéng bist t 1i c6 th tidn cir ob Ky hay
kh&ng. Téi khong chilc la c6 Sy cé thé Am duc vibe. Cong vide khé hon vise
ct By viin quen lm. :

C6 18 ching ta cé thé tim cho ¢ By mdt chd fam khéc it bt &p tuc hon. D8 c8
&y c6 duot nhidu niing ke hon, o By phéi duoc hulin luydn thim, Nhan th,
Phong thuc phim via thix i8ng cn mdt ngui danh may. Elva chi phai soan
thurtin ndi bd & dé.

Cb Sy b mdt ngudi db chiu m oMy ciing duoc.

Luli, chdng ta phai duomg diw véi suthal. Cb ta c6 db thuong hay khéng khang
phéi |h vlin dé. Vi obng vibe clia ching ta & day, ching ta c&n phai fim dugc
ngudi co hidu nAng nhiit. Khdng k& 88n ca tinh d& chiu cia ob Jy, ob &y that au
khéng dii kha nang. Chiing ta phai nghf d&n khach san tnxx tign, Ngoai ra, ¢b
By 58 vui v& hon ndu cb dy lm mdt vidc ma ct By nAm vimg.

Téi vhn khang mudn lam cham twéi o6 dy.

Bimg lo. R&t cude thi cb 1 52 B mdt ngudi ben 18t hon R dé cb &) & day. Bao
cd By vho gip 18i khi cb By din. T8I 38 ot nghia ks Phdng Thuo phém va Thie
uSng can b dy.

Cam on O. Poff, C6 18 d6 th quyBt dinh khdn ngoan nhit. Gng xem cai nay nay.
Ong da xem i khuy8n mai m&i nhit cda Marge danh cho dai hoi chum? (Co
dua cho dng 8y i& thu sau day do trudng phong thuomg vu gdi d8n). C& da géi
mét ban dén mdi ngubi didu hanh trong nhém.

Chao mimg *

Déy & mét 14 thir bubn bén. Ching ta cb 1é nén théng thin ngay tir daul Kni
Gac ban tham du daf hii coe HEF Nhing ngutk Dia hanh Hugn fuyén Budn
bén Todn quic tir ngly thir he 3115 dén thi biy 316, chc ban 6 cb dip nhin
bao quit Khéch san Grand lich sy nbur méx phong canh thich hop cha Wi
nghi cia cong ty cc barn.

D6 58 1 mo{ thir théch cho nhin vién ciia ching 161 1dm mét cong vide déc
biélngcafhmgwchmgﬁmaﬁigﬁynﬁé:mﬁvﬁcécbm. Ngoai
ra, vi cac ban la chuyén vidn hudn luyén nhan vibn bén hang, ching 16i hy
vong hoc hdl duoe nhisy didu noi cbe ban, Trong khi chs doi, xin cac ban
xem qua so db dinh kim & tng géc kimg cda chiing i, cho thay mét loat
céc phong hop viscéng tae. Cée phong niyy dén ndi tap nhau, gitp cho bl
hgpdupcﬁhh&rhcéhi&:q&é&écph&rgn&y&chgm&gdim&g
t&h&?h!a'igtiﬂplénw}d&méy.PhMQPimHa‘!,pm‘:ngkinmﬁ,:éngS.OOO
Ieatmr‘)ng.véld&gcécéf.Mélh,ém&gnéﬂmﬁcc&:gchmgﬁwﬁmuﬁ
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tiam il gidk v ghé ngdl dupx: thidt k& tidn nghi 13 nhimg 1l san khix mé
khéng tinh thém chi phi. Ching ti dang gdf dén cac ban théng tin vl chiéc
thang miy 14 hing cia ching t&, tndmg hop ban hat ¥ dén cac mit hang
trider 1Bm.

Khi céc ban dén ti sb dua cAc ban di xem nhidu nol v mdi cac ban thuing
thire cac mén an ngdn do phdng cung c8p thue phm chuln bi dac bigt

phusc vu céc ban. Céc ban héy nht dén ngay 31/5 dén 316,
Marge Mitchelf :
Giém dixc Thuong vu
POFF : Bﬁclhukiasltporaoch@ihmuncMcMnngMnghd&hmviécrﬁttﬁt

i che ky dai hdi nam ngo#l, miic diu o6 vii cuds canh tranh gt gao. Tat ch
ehing ta ¢y nght Aing ching ta & lai din dau tai cac ky dai b nam nay.

L Mot nguid i bidt phai di d&n dau nlu he musn dat didu 15t nhilt.

POFF : V1 chuing ta thube vB mdt chubi khich san ndi bidng, ¢hing ta & trong rthé o
thé cung clip nhimg gi t6t dep nhit.

LUL) ; Khéch san nay s dam nh&n K3 hét vidc kinh doanh du chdng ta ¢é & trong
midt chudi khach san hay kheng.

POFF : Cb noi dang. Hay xem gty kia! Toi phal vdi di duhop vE bubn bén, Marge dang
fighl ra nhimg ¥ ki8n méi mé cho céc cube daj hdi. Hay goi i khi Etva d&n.

TU VUNG

CAC CAU NOI THONG DUNG

accessible: ¢b thd d&n duge _ figure out. nghi ra, hoach dinit ra

asset: @i san : freight elevator: thang rmay tai har3

catering: phuc vy publkic address system: ha thdng néi tnde ebdng ching

chein: chudi, diy chuy®bn - square feet: fest vubng

challenge: thirthich waork out; thi hanh, thut hign

competition: canh tranh

concerm: ban thm

consciencious: thn tm .

convention: dai hdi

efficient: hidu qua

elegant: thanh lich

expert: chuydn vién

impress: gy &n ong

Ktarature: tii du, vAn chuong

lebby: hanh lang _ . -
_mezzanine: ghckmg wmeZ3nim 4;3, i | s Wt

personafity: ca tinh

pillar: cdt

pressure; &p o

qualification: khé nng

recommend: dd nghi, tién cir

regardiess: khong k§

satisfactory: hid ldng
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THAO LUAN

1. Gée tidu chulin chon lua mdt thu ki didu hanh & gi?

2. Mot vj thil trudng ©6 nén dé cam tinh cé nhan dnh huimg dén quyé&t dinh cbe minh khi tuydn
chon nhan vién khéng?

3. . Potf d8i xir v& Elva ra sao?
4. Ban hay thio luan v bic thu khuy&n mai.

8. NG o6 Ibi cudn duoe surehd y cla ban khdng?
b. Y kidn dé cé hay hay khéng?
¢. Marge nhiin manh d8n nhimg difm gi?

A. BAI TAP THAY THE

Ban hay thay th8 m&i fir hay cum flr sals diy trong cu mbu,

1. Would you like her as your assistant? !

approve of our
recommend are you going to
receptionist Elva

2. | don’t know whather | can recommend her or not.

if hire
shoutd can't decide
you & new assistant

3. Regardless of her pleasant personality, she Just isn't qualified.

in spite of this new applicam
expearience can't take dictation
recommendations do the job
-d r
B. CAU TRUC

1. Ban hay xem céc cip sau nay:

She tries. She doesn’t compose satisfactory letters.
Although she tries, she doesn’t corpose satisfactory letters.

The food was terrible. We ate it.
Aithough the food was terrible, we ate it.

Dung cac miu nay, ban hay kit hop céc cau sau day véi although.

&. She had a headache. She came to work.

b. She wrole & good latter. It was difficult,

¢. She doesn't like the work. She will accommaodate us.

d. It's saturday. They have to come in to the office for a special maeeting.
&. The play received good reviews. ) didn't like it,

2. Ban hay nghién clu cée thi dyu sau dhy:



CAC QUYET DINH KHO KHAN 185

Wa belong to a well-known chain. We are in a position to offer the best,
Because we belong 10 a well-known chain, we are in a position o offer the best.

She won't last long in this department, She's very inefficient.
Because she’s vary inefficient, she won't last long in this department.

Hay k&t hop cle chu nay véi because.

a. She siayed home yesterday, She had a heedache.

b. 1 have to work late tonight. It's been very busy lately.

c. Everyone likes her. Elva is very friendly.

d. I'm not eating unch today. I'm not very hungry.

. She doesn't like the work, She is looking for an easier job.
3. Ban hay nghidn elu cdc chu mbu sau nay:

She's a fine person. That's not the problem. Whether or not she is a fine person is not
the problem.

He talks and tatks in sales meetings. He has nothing important to say. whether he has
anything important to say or not, he talks and talks in sales meetings.

Ban hay k&t bop céc ciu ndy V& whether or not,

a. | write letiers. | am tired.

&. Thare is a good TV program. | continue to study.

c. | am going o take a break. 1. have not finished my work.

d. The fieid is wet and muddy. The beseball players will begin their game.
&. We're going to the beach, It's a cloudy day.

C. HOC CACH DUNG TU

1. Thutmg mét thu tir thuong mai k& thae bling Respectfully yours. Tir respactiully (véi vé ton
kinh) thubmg hay ding #in 13n véi respectively {ritng timg ngubd).

Céc tir khéc thudmg vidt tin Bin B
profit (i fch) Prophet {nha t8n tri)
quiet (y&n lang) Guite {hoan tokn) quit {thodt khdi)
raise (nAng ln) rise ( moc, ding Bn)
receipt (bidn lef) recipe (phuong phép)
rober (vad trd) roll (&n tran)
sat (d4) ait (ngbi) sat {ngdi, qué khi)
some time (mdt thdi gian) sometime (trudc kia)
stationery (dd ding vain phdng)  stationary {ding & mdt chd)
then {rai) than {hom) .
two (hai) to {a¥n) _ 100 (cling)
waive (tir khudc) wave (gon sdng) :
woek (Lian 1) weak (y8u dudi)
waather (thii ti&t) whather (o6 ... khdng) .
whose ( clia ai) © who's (ai )
you're (ban k) your (ol ban)

Ban hiy chon km trong céc nhém trén day trthich hop dign vao chd trdng trong céc cu
saly diy:

a. Mr. Poff is flying to London next - (Monday-Sunday)
b. Will you order more ? {paper)

¢. De you know umbretia this Is? (belonging 1o whom)
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d. | was eagor to go. {(very}
e. Ploase send me the for your order. (document proving paymend)

2. Ghi nhé tiu chuin “BSn C” vh "Ba S” , ban hiy loai bd nhimg tirkhbng clin thiét hay céc chu
néi Ip lai trong thurtin clin ban, Day 1A mat vii cAu dibn t vung v, kdm theo ban canh B tir
thay th& hay hom.

Thay vi: ' Ding:

At the present time now

at this time

at the present writing

at your varliest conveniance immediately
by return mai

in due course soon

In the near future

at an eary date

at all imes always

in the courss of during

itis requested of you please

{we will appreciate it ify

we extend our thanks . thanks
{thanking you in advance}

trusting you will send please send
your letter of recent date your hetter of {date)

. Ban hiy chon tirthich hop dién thay cho céc chu ndi dal ddng:

a. You willhear about this new process at an early ciate. s

b. In the course of our conversation, | eyplained the procedure.
c. May we hear from you at your eariest convenience?

d. We will appreciate it if you will please send the refund.

&, Wae extend our thanks for your help.

D. THU TiN

Thu ky tai khéch san thudng vidt thar “Cém on” d4 tas nén cac m&i giao 18 t5t. Thu sau day a
mdt thi du: . )

Ba Takita than mén:

Xirr ba vii 1ong nhan noi diy s cam kich chén thanh clia chiing 15 vévinh
du duge phye vi Bubi Khidu vit nhan 16 Dang quang Ciia Hoang Hau Nhit

- Ban (the Japanese Queen Coronation Ball) hbm thir Sau 28/611 8 o khach
san ching 1. To tin chéc ia ba s& dong y fa t5t ca cac vi quan khach hign
didr dBu r¥l thich buli tide thanh cng 13t dep nay. Cac Vi quan khach 16 vé
phé khoi vB cac ngéy hii va budd yén tise nay.

Thit la mit vinh dur ién lao cho ching (i duoc phuc v ba mit fBn nim. Xin
ba dimg ngln ngal ghé tham ching 16/ b& ctr khi nao ching 15 cé thé giip
dobi.
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Thisa bi Takita, vi ching W fudn o8 glng cé thién cée dich v cia ching
o, chingldxinfmngh&ﬂ:myk&phébfnhdvydﬁnghicuab&ﬂ
cfumr&vgghdéycmb&

Kink thur
Pater O Grady
G:&ndﬁc'ﬂupph&nﬁﬂlbu&ry

- THAO LUAN

1. Thundy do O, Giém 85 Thut phim va Thix uSng vist. N6 66 vé trung thuc 46 v6t ban khong?
2. Nu ban 1 ngui chi tos mbt bubi 18, ban o6 wi ong khi nhiin duoe thu ny khong?
3. Ban 06 v&i trk 1 khong?

'E. BAITAP

Ban & thirky cOa mit ¥ng gikm d8c mdt khich san mdl. M3t budi da hdl dupe tris dinh t§ chic
nh&n dip khénh thinh khéch san, va thl tudng cGa ban ybu ciu ban nhén danh dng ta vidt thu
mii céc vi quan khach d8n du bufi 18p 1n 38 xem truic chc tién nghi ola khich san.
Day la chi t&t:

Ngay: 20/11

Gilr: 8:00 i

Dia diém: hanh lang khach san Eiite

Ban nén nhd dhy b mdt thu thuong mai Sbng thii I mét thu mdi. Doan chilic i ban ghi day dd
céc chi tiét gy duc s chil ¥ vh long thidn cam.

13

DUNG BAO GIO “HO] TIEC KHI
THONG BAO”

DAM THOAI

Jim Dall, Giarn dic B phan cia Cong ty Thidt bi Chudin dén van phong & Caracas, Veneruala,
va bul¥ sang som).

DALL : Ngac nhibn khi thiy o6 thuky da dén [am vids) Anna, sao & d8n van phong
sfm quh vay?
ANNA : Chbo 8ng da trd vd. T,i cling dinh hdi dng cu hdi d6. T4 dang don dep ban

thm vide trade kit ¥ di nghi phép vaxo cudi tulin ndy, Chuyén di clia 8ng thé
nho?



188 DUNG BAD GI&Y “HGk TIEC KHI THONG BAD"

DALL:

DALL :

ANNA :
DALL :

ANNA :
DALL :

ANNA ;
DALL:

ANNA :
DALL :

ANNA :
DALL :
ANNA, :

DALL :

ANNA :

Hay khen thubng chiing ta. Ching ta & danh duoc don &t hang! Ching ta d&
loei o céic A8 thil khéo Ko d& ting kéo ha gid xuSng,

Tai kbdng bac gidr nghi nghts v didu dé,

Cube canh tranh thit gay go. Ching ta phdi lam vige that cit e, John phai bay
tri V& NOu U véi dity o ohe dic didm ky thudt, Thit B m&t sur phét tridn cho
chdng ta & dty - gian khoan 6n diu tién duoe dem béan, tokn bd mét gian khoan
duce ban cho cdng ty L va H. Anna, d6 f tin vui ddy.

M né cbn mang lai mdt s ikn km nim.

Chéc chéin rdi. N8u ¢d khéng bén, cd o6 thé in giGp mdt vai ban sac hop ddng
duoc khdng? Lubdn thé, Vera dau di?

Cb 1a 53 co mit & dby vio ngiy thir hai, t8i hy vong thé,

Téi nght th cb By da tr lai B chi. (Ong ta di viso van phdng. Anna trd laj lam
vige. Dall chdc sau chay xic vito, thit bd hi) Anna, gitp t8i vi. John sé c6 mit
tai NOu Lige ehidu ham nay.éng&ydahmxong hop ddng. Téi 34 oé goi cho
van phdng & dé, nhung dubmg day lin lac qué 18i. G4 & pha 061 mdt b didn
tin d&n dé khi dng ta ¥5. N&u ha thdng lisn lac cla chiing ta 18t hom, ddi séng
& day 88 gidn dj hon.

Chuyén gi lem &ng phéin khdi the?

Chi bay gidr khi 16 xem laj hop ddng, 18 m&i phét hign ra dupc mdt didu sai Am
Xm lao. Ching ta gk bd qua nhing dén khoan khi ching ta vidt cac dic difm
ki thudt,

Dén khoan 47

Vang, dén khoan vb dém. LAm sao nhimg the ¢b thé lam vise duore nBu khéng
6 dn? Ho phai c6 miit & d6 subt nghy ddm. Dai khi trdh 18} sust mubi hai tidrg
ddng W & céc viing nhiét ddi. T8 cing khong lign lac duoc véi Laff. Tat ch moi
dubmg day ddu xiu,

Ca mdt con bao I trén mign noi.

Tai mong t6i ¢6 thé néi chuydn duge véi Lafl. Nau 16i tiSp xic doe véi 6ngdy -
qua dibn thoai 187 ¢4 thd giai thich duge digu &6 13 rang hon. Téi nghi K ching .
ta ntn o3 cho &ng ta Mt i thu hon k mét b didn tin. Anna, ¢3 hay vidt mét
I thur cha Sich sy, '

t0i 88 ndi didu gi?
Co bidt ddy, mdt didu g) dai khéi nhw T8I héi tide khi thdng béo wéi ban .

O, khéng! Dlng nét cbu khach séo ¢l kg dé. “Xin théng béo ...", "v viin &8
s “tham chidu ......" "lign quan d&n &R d6 ...." - che cAu noi kia 15i thai rai,

T&i bidit, ¥i bigt. Co néi dang, Xin ¢ hay ding i ngoal giso. CB bidt cach néi
rthe nhang B da o6 mdt didu aai [am, mé khdng bign né thanh mdt sai Am tAm
trong. Dé chi B vln d& thém din chidu, TE ¢d cée gian khoan ci khac ddu ¢é
den. Ong ta cling mudn o6 dén cho loai gian khoan mal nay. Lam sac i o6 thé
mic sai Bim v& vu dén nhi?

Tai sao O Laf khéng nhén ra?
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ANNA :

DALL :
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T8i khong bist. Chiing ¥ dii tin chiic I d& ki§m tra dly O moi thiz. Ghing
& di ban v® mg o phin cGa gidn khoan trong nhibu ngly. Sau khi ¥t ch
ching t5i d& doc ky bdn hop ddng, chiing 1 méi ky.

ThE John thi sac? Ong Sy I chuysn vidn, 8ng By xulng d8 ky k&t mua bén,
soen thdo hop dbng. i

T8i hidu, Ong Sy d& soan thao hop dBng trudc khi 181 sinh m. Ching 18 cdn
cling nhau doc hop ddng trén phi o nim. N8u ching 18 chi y ki hon, chiing
15§ da& nhén thily duoc didu cdn thidu sét. TS nghl B ci hei ching i déu qué
vui mimg. Khing 6 ty do nivo &8 bao chim. Didu d& lam phdi duoc sim chim.
Toi o6 bang phi t8n & day, D6 chi I vin 48 cfdng thém vaio - khoang chimg hai
tr&m ngan db la, &8 cho Laff ky tén. G3i John mdt b dign tin ngay Rp ¥,

Dum cho i, 100 52 goi didn cho.

Khéng, Anna i Néu 1 Ja cd, thi s mang xuing phdng dign tin. Ho cé thé 8
hidu nkarm ¥ nhin ndy qua didn thoai.

Toi o8 phii goi taxi vi xe tbi dang sim chim.

Co iy xe 1 4.3, kh&ng. t6i o¥n thkng ¥r sin bay blng xe taxi. N8u t&i cb lai
xe dn diy, ob ob thi dimg Xe ¥ ¢ duge i, Nwmg dé lai chi la chir“néu”,
phai khong cb? ’

Bic dibn cla Adwa

Don &' mua hop dng gian khoan Laff A426-27 sit thidl bj thip sang trén
bang dac didm thilt b chém Gié didu chinh gdi dén Laff chér chip thugn.
Dién thosf x& "y

Jirn Dadl

TUVUNG

CAC CAU NOI THONG DUNG

tablegram: didn tin clinch the deal: ky k&t vide mua béan
clever: thdng mint: draw up: thio {(vain kidn)
congratulate: chiic mimg slip up: thit bai, mic I5i

contract: hop ddng

diplomate: ngogi giao

drilling rig: gian khoan

purchase order: don dat mua hang

specifications; da¢ didm ki thuat

telegram: didgn tin

tropics: Wing nhidt déi

THAO LUAN

~

1. Didu gi khibn vide mua ban gian khosn glp "gay go™ d&i véi O, Dail?
2. 0. Dall phai didu chirth gt trén phisu dat hang?
3. Cée thi trudmg thudng o6 nhir thrky b chiom khéo 160 thay cho ho khong?
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4. Khi vidt thur gidi thich mat diéu sai [am, 6 nén nhn 15 via p trung vo cach giai quyét hay
c(r di vo chi it v& nguy®n nhan cla sai fAm?

A. BA! TAP THAY THE

Ban hay thay thd mbi tir hay cum tir sau diy trong chu mbu. .

1. We were sure that wa had checked every detail,

insisted gone over
thought inspected
wished soction

2. We had been talking about every piece of equipment for days.

the experts studying
salesmen all pants of the
explaining the rig
3. if | bad reached him on the phone, | could have explained better.
talked tc in person
Laff the errar
the buyer changed the contract
Il r
B. CAU TRUC

1. Ban hay nghi#n c{m ciiu tnic cla che ciip ol ndy duoe ndi b after. We all read over the
contract carefully. We signed it. After we all had read over the contract carefully, we signed
it. The baby started to cry. She was frightened bya loud noise. After she had been frightened
by a loud noise, the baby started to cry.

Ban hay sir dung cée thi du nay lam mbu va n¥i cac clp n&y v&i After. Nhé cdu tric va
dang had + dang tinh tir qué khir

a. He purchased the rig. He looked at many others.

b. He telephoned the buyer, He found an error.

€. His secrelary wrote the letter. He explained the purposs.
d. Anna left on vacation. Vera returned,

e. He bought a new pen. He Jost the old one.

2, Ban héy xem cu tnic clia c&c clip cdu nay duoe ndi idn nhau bdi before.

He had been drawing up contracts before | was born.
Anna was typing a leftter. Mr. Dall asked her io answer the phones.
Anna had been typing a letter before Mr. Dall asked her to answer the phones.

Ban bay sir dung céc thi du nay Ihmnﬁvin&c&ocﬁp@myv&before
Nhé ol tnic vl ddng fr. had been + ddng tir + ing
a. Anna was writing. He came in. ]
b. Mr. Laff was pricing rigs. He came to South America.
¢. We were reading. You calied us.
d. The men were taiking about the rigs. The ladies joined them,
e. | was shopping. We went to lunch.

3. Ban hay tra R dhy di cic chu hi sau day, Bp lai mnh db if.
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Thi du: Where would you go for vacation it you were Anna?
1 would go to Trinidad if | were Anna.

a. What would you do if you were in Alaska today?

b. What would you do if you were sick?

<. What would you do if you won a thousand doliars today?

d. How would you go to New York if you could go?

&. What would you have studied if you had wanted to be a doctor?

{. What would you have studied if you had wanted to be a secretary?
g. What might you have done if you had lived a thousand ysars ago?

C. Cﬂim CAU

Ban hay tharm khao ciu nay trong bai dam thoai: You know, something like “| regret to advise
you " chu trich din dugc dong trong ngolic kép. (Thi du trén déy & mat nhan xét ngét
quang). Dau ngodc kép cén duoc sirdung dé chi 18n cac bai bao hay ruyén ngén:

—y

o b W N

Thi du: He was reading "How to invest your meney™.

Déu ngodc don duoc sir dung dd dong mat chu trich din trong mét chu trich dan:
Thi du: The letter specified, "Please send me your reply 'Special Delivery."

Ban hay chdm cau cac chu nay. Nhé dau ngolic kép, vist hoa va diu ',

. in the magazine ive been reading theres a very good article called the stock market made

simple

. do you like short stories i asked

. yes she said especially the unicorn in the garden by james thurber

. ive got to run dall called but ill be back affer unch and well go over those letters
- the contract that he took 1o new york was incomplete

- mr laff who is the president of the company lives in venezuela

D. THU TiN

C8 nhan ¢ cau “Sai [@m la chuydn thuing tinh that ding, nhung that khong may khi ¢ mot
sai fm xay ra trong giao dich thubmg mai. Nhu©, Dall da d2 cap, khi pham 15i, phii bi#t nhin
va xin 1i chir dimg dao séw thaém vao i lam dé.

Day la bic thu Anna viét cho O, Dalt géi cho Fred Latf:

Fred than mén,

Xin chiic mimg dng da chon lua dupe méuoa gidn khoan - c&l 15t duy nhat
cho Cong ty L va M.

Chiing 16i cam on vB don dit hang ciia dng v bist rng 8ng o6 rit vui vé v
each vén hanh cda gian khoan hifn dai vd méi nhit niy va ching 17 xin
chiie dnd thanh céng nsc 13 trong qua trinh vén hinh. Tuy nhién, c6mét van
d8 cin phii sim sai ngay I5p tic.
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Khi kidm tra don dat hang séng nay, 197 thily quén khng d& cap ‘défm deén
th3p sang gian khoan. T6i tin chac 1a ngay ca nhimg nguli tho gidi ciia céc
ong ciing khong thé Iam vie trong bong 1. Ching toi s& s&n sang bo sung
phin thidu sot ndy vao cac dac dism ky thust, va ching 1/ da dién di Niu
Uoc vB didu thidu sét ndy. N8u éng ky phiéu mua hang dinh kém, ¢& ghi o
88 tidn, ching ¥ cb thé gdi dén xudng cling vai phén con lal cda thidt bi.
Khi gisn khoan dén, xin béo cho ching i bist d8 ching 15 xuéng chic
mimg. Vi vén o816 chic mdt budi lién hoan ngodi trdi thi sao? Ching thi sa
chi tré moi phi ton.

Nbu ¢6 bt cir didu gi chiing tof ¢6 thé fam cho dng vao bl cir 16c néo, xin
ang cir tr nhién dén gap ching 166

Than &.

THAO LUAN

1. Ban tir d&t minh vao Vi tri clia O, Laff. Ban $8 phan ing m sac?

2. Phan thidu sét trong hop dBng cé phéai la 1t cd nhimg gi quan trong khang?
3. Sai BAm nay cd db sim chil khéng?

4. &, Datt ¢ giam thidu moi phi t8n phy trdi 88 tam che O, Latf ddng ¢ khong?
(L& dT nhign, ha thdng d&n, mic dau dit tikn, nhung 1a didu can thigt)

E. BAI TAP

Anna phai vi&t thu trd K v& mdt vide thidu sét khac, Cm nang van hanh tan goi la Composite
Catalog {catal® t8ng hep) 98 van hanh gian khoan khdng duge géi kém theo chuy8n hang dau
tign. CuBn sach nay can thigt, O. Laff dign theai bao cho O, Dall bist la #ng ta cin cudn sach dé
ngay Iap tic. Ban hay vidt thu tr i gitim O, Datt

14
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]

DAM THOAI

DALL : Cém on Anna da la ngudi dua thur v mang didn dén vian phdng. T8i c6 thé nghl
ngai thoai méi khi cé c& dam trach moi vigc.

ANNA : T3t thai. That |h mdt g nghi ngai sdng sém thodi méi. Chiing ta ¢é kigm tra

thu tin bay gi&r khéng? Ong cé thiy birx thu nive cba Brown niim trén bin lam
vidc cla &ng khéng?

DALL : Céo, day nay. Cém on cd db sim lai thu vk bd di it ca nhimg e néi 1&i thés nhur
"Xin chmon ban truGc” vh " Ching 181 58 luu tim ngay Ap K", T8I néi rhurmdt
con vet rdn may ghi &m. Anna, ¢4 ¢é qua nhigu vidc phai Bim trong ngay hdm
nay. C& hay chia bét cho Vera va nghi chidu hdm nay. (Didn thoal rac!
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By fa mbt ¢ didn thoai dutmyg dai tir mdt ngudi niaso dé & phia hd Maracaibo.
T&i khé nghe qua. Duimg day xiu.

{la 6m) Xin néi I6n hem. Ro ham rdi. Céi gi? Khdng. NG gisng dau a7 T3 a? Tai
s& 1um By Pete. VAng, anh Sy & dusi ph&. Vang, 16i sa xudng dudi véi anh By.

" Anh s dén chiing t5i bAng may bay tnue thang ch? VAng, cb mét chic miy
~ bay mdi ra khét noi day khoang mét tidng dang ha. O, 18i 88 cho cc anh hay

chi khi nae chung i khéng tam duoc didgu dé. Nhung hay tin tudng nhé. Téi
s& dén do. (Tree 8ng nghe l8n} Chue bao gi&r c6 duoc mét o 18 nhat trong vén
& kinh doanh dau hda. 6 la Sam, anh giam thi gian khoan trén hd. Bj nd trdn
gian khoan & do. .
Mt vu nd a7 Vu nd trang anh 8ng da cho tdi xem trdng gidng nhur mét nui Il
nhd. V&n d& that nghiém trong, phai khdng?

Bt ky vu né gi&ng daw nac cing nghi¢m trong ca. Dlu sac, ching tdi hy vong
s& dén dé kip thdi dé ché ngu duoc viin d& nay. Goi dign cho Pete ngay Bp
L

Téi nghe ndi &ng 58 di xudng dués dé. Vay i dang ky gilr ch cho dng ngay
h&m nay cha?

Vang, ¢d mdt chuy&n bay di t& hd vao khoang 1:15° chigu. Thuong thi khang
ddng lBm. Gilr thém méat chd cho Pete nim. Va Anna &, gilr ludn ba chd, 1&i cé
him ba Claire cing di trong chuyan di ké 48p cla tditdi ha,

Qua dién thoai) Pete dang & dfau day. Anh &y vim mdi dén van phong. (O. Dall
gidi thich tinh hinh cho Pete, anh &y ddng y di 16i hd Maracaibo d€ giam sat
van d& bit lai gi&éng dau.)

Anna, nhé& cb goi ba Claire. Noi ba Sy chulin bi sin sang dé di cling. Ba 8y chie
vui ldm khi duoe gap lai ban bé e,

Vang, ba By cé bdo 10 i ba 8y dang mong duoc xudng dudi 35,
Ba &y s& vui vé, cdn t0i thi mat Hhm. T8i mong sao toi khdng phai di ngay hém
nay. T&i ac ue ¢6 it nhit dupc mdt ngay dé nght ngai.

Tai vim nght dén mbt vide, Ong 88 khdng du dugc budi tide 16n cla gia dinh
Conrad cudi tudn nay.

O, tréh oi! Toi d& quén bing didu dé. Ba Claire cing s tidc khéng dutide duoc. -
T&i bidt la ba ta di rmua che minh mét chide 4o dam mai. Toi e 1& da bidt didu
gi do s xay ra. Trong doanh nghiép nay, ¢8 khéng du dinh duge didu gi ca.
Anna, nho cd vidt thurxin 18 va bao Pedro mang sang van phodng Conmd chigu
nay.

O. Dall, néu 131 Ia 8ng, 1 5& kism mat cdng ty khac dé& lam.
Co dang bac 16 bé vigc 3? ThE cb thi sae? Sao ¢4 khdng ddi cdng ty?

O. Dall &, vi by gib & day cb qua nhidu vide. That ra, 18i da quy&t dinh hoan
chuy&n di phép cia t0i va & lai cho dén khi dng tré v,

Cb that sir cé y dinh vay sac? Cb hoan ky nghi cla ¢& di Trinidad a? Anna,
ching ta hay nhé sur giip d& cla mdt trong cgc dai ly tam théi cung cdp thu ky
& duoe hudn luyén, O, Dick, & phong d&i dign, thubng sirdyng céc dich vu cla
he nhu thé,

Né&u Vera khéng trd lai lam vao ngay tha hai, 18i ¢6 thé s nhd dai ly gidp d4.
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DALL : Cd that uyét, Anna a. Cam on ¢b da hy sinh ky nghl phép. Xem kia, 1&i s& cho
¢ hay digu chung ta phai lam. Néu ¢d & lai cher t8i v&, 16i s& cho cb di nghi
phép hai tan tai Trinidad, moi chi phi duoc dii tho.

rNNA : Hai tan di Trinidad - mién phi. Néu ¢6 thé, 1 muBn & sudt phan dot con lai
trén hon dao dé. Sao 8ng khéng thé d& van phéng dén dé?

DALL : Néu c& khong trd vé, chic tbi & phai dai thdi.

TU VUNG

blow-out: vu nd

gliminate: loal bd

Hight: chuy&n bay

helicopter: may bay truc thang
holiday: ngay nghi, 1&
messenger: ngudi dum thu, s gia
old-fashioned: 1&i thii

parrot: con vet

postpone. hodn lai

receiver: dng nghe (Dién thoai)
sacrifice: su hy sinh
supesintendent: giam thj
supervise: giam sat

voicano: nui lim

THAO LUAN

CAC CAU NOY THONG DUNG

get hold of; 1im 18y, chup By

goshi: el

long distance call: G dign thoai duong xa

put off: hoan .

rest easy: nghi ngoi thodi mai

temporary agency: dai ly tam théi

there’'s never a dul moment: chua bao gidr ¢é Kic
nao t& nhat

1. Haw hét cdc thir ky déu trung thanh d&n ndi phai hy sinh ca ky nghi phép trong tnkmg hcp

c3p thiét khéng?

2. Ban cd quydt dinh nhu th nu ban fa Anna khdng? Taj sao?
3. Trong khu vue ban &, ¢6 cac dai ty cung clp chc dich vu vin phéng tam théi khéng?

A. BA! TAP THAY THE

Ban hay thay th# mdi tir holi¢ cum tir sau day trong cac cau miu,

1. If | were you, | would find another company.

Mr. Dall Lock for
tha boss
the secretary quit warking

2. | wish | could have at least one day of rest.

were able to . week
wolld be ) a month
had . vacation

3. I might have known that something would come up.
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should some business
realized an emergency
figured out arise

B. CAU TRUC

1. Ban hay ngh|én ol cAc CAp cAu nay.

Did you find Brown's letter? | left it lying on your desk,
Did you find brown's letter lying on your desk?

| watched the rain. it was flooding the street.
| watched the rain flooding the street.

Sir dung céc thi du nay tam miu, ban hay kit hop cdc cap chu sau dhy.

a. We thought of Anna. She was taking the telegram to the office.
b. | saw her. She was running down the street.

c. He watched her. She was chewing gum.

d. ! heard the phone. It was ringing loudty.

e. Dall found his wife at home. She was making a dress.

2. Ban hay xem cA¢ cAu nay trich tir bai dam thoai:

She bought herself a new dress.
| can get help frem the agency myself.

Trong cac cau nay, cac dai tir phan than (hersell, myseif) &m chi cac dai tir chd ngir (she,
). MAu nay trinh bay cach sir dung cac dai tirnay:

| did it myself ~* B myself)

You did it yourself. (you - yourseH)

He did it himself. (He - himsetf) -
She did it herself. {She - herself)

We did it curselves. ~ - {We - ourselves)*

You (s& nhidqy) did it yourselves.  (You - yourselves)*

They did it themselves. {They - themselves)*

* Luu v la & s& nhigu, self ddi thanh selves.

Ban hay hoan thanh cac cAu sau day, Dam bac 1 dai tir phén thin phi hop véi dai tirchd
g
a. He lives alone. He lives by
k. She insists on writing her own Ieﬂers She wants to write the letters
¢. She is making a dress without any help. She is making it .
d. “Tomas and Linda, you den't have to hlre a temporary office worker.
1 think you can do the work
e. We're proud of . We prepared the monthly report all by

C. CHAM CAu

Ban hay ¢hdm cu cac cu sau day:

1. Sue took the cablegram to the office She was happy to de it
2. She planned to leave for a holiday and was hurrying to finish her werk
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3. When she realized the emergency she decided notto go

4. Mr Dall appreciated her sacrifice and he promised har an all expense paid holiday
5. running to cash a bus anna my secretary slipped and fall

6. it happened friday june 13 on the corner of thirteenth street

7. her sunts cousin ms roberts from red river valldy is visiting here

8. by the way do you remember johns addresas jim asked

9.1 highly recommend her she is a good secrstary who saldom misses a day

10. when you receive this letter please caii e ’

D. HOC CACH DUNG TU

Nhidu ngubi khi doc thu, nhit I khi thu bng, ddi khi chém vao nhimg cum tr dii dong, nhu
nhing cum rO, Dall sir dung. Nhidu thi tnamg, nhud, Dall, it quy cie nhain vign th ky ¢6 thé
slm. chin thu cho ho. Dy |h 1 bang lidt k¥ o8 nghi bd di mdt o8 e néi dh dbr)g:

Thay vi: Hay diing:
aftached herewith we ars attaching
we are in receipt of we roceived
furnish all necessary particulars give details

we are prepared to offer we offer

we are agreernent to We agres

We are recipisnts of _ we received

in the event of _ if

at an easly date 800N

at your convenience a3 8001 as possible
it will be over earnast endeavor -wo will try

dus to the fact that because

your letter of feb. 14, inst bd inst

as pet our records © according o our records
at the present writing now

E. THUTIN

Day fa cac bic thu va didn tin Anna da g di,
1. Thuadng :
Thu nity xéc nhén birc oién cia ching 17 d géi di ngéy hom nay o6 phiic
dap don dat hang cia dng b ngly 202,
2 mi¥ khoan, gia $ mbi c&, FOB, tir New Crleans
1 8ng khoan, logi 14 g, 5
Bang mb t& chi it clia ca hai m3l hang ndy du cb thé im théy trong cuén
composite catalog (calald 1ng hop), trang 40 va 45, theo ther . Chi phi
chuyén cha cac miii khoan do dng dis the,

Vise churybn ché g khoan sb.auoc thyc hign tirkho cung cip gin nhl cia
ching t&i. Ong s& duoc #am hoa don theo céch thutng I, Chiing i xifrcam
om v8 vén dé dat hang néy va mong tin éng.
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Kinh thu
2. Dign tin

Cém on v don dat hang 694 cham MU khoan dupc chuyén cha tir New
Crlaans cham Ong khoan tir kho cung cap chm C6 thir sau
3. Thutir chéi

Fanny va Fake than mén,

K& tir khi ching t5F nhan duoc thu mdr ca céc ban dén dur is ky nigm mudx
nam thanh l3p cong ty tai quic gia ndy, chiing t dang trdng mong duge
el miit trong 50 quan khach hidn didn. Rt tiéc, chuong trinh clia ching 15
thay d&. Vi cong tac, 15 phid re hién tnudmg ngay 18p tic. Ba Claire va 15 rat

idy 1m tide khing th3 dén cing cée ban d8 ndng clic ehix mimg thanh
cong cua céc ban.

Xint chic mimg.
Jdirm Dall

F. BAI TAP

Cim hang clia ban The People’s store (Clm Hang Nhan dan) nhin duge mdt thu d&t hang quas
bou didn, ¢it mua b8n mén hang khac nhau theo gié bidu clia catald ndm ngodi, Ban khéng thé
cung c&p hang theo don véi gia bidu kb ra di qué 1L, Gia bifu phai didu chinh lai vi ong va
vt lidu da tang |&n. Ban hay trd I thu niy, cho bi#t ly do tai sao ban khéng g& hang di. Lit
k& b&n mén hang, s8 catald, gia hidn hanh, va ngay giao hing phdng chimg. Héi xem ban ¢6
thé g&i hang di theo gia bidu hidn hanh duoc khong.

15
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DAM THOAI

DALL : Ba Claire sip d&n, do d6 ching ta chi ¢b vai phit d8 ndi v mdt 38 thu trén
blng ghi &m. T&i dec vai mdt mach, do 46 6 18 ¢b phai s0a la.

ANMA ; Gan dhy 15i phii soan céc loai thur dbi in va thur than phign tir Niu Ute v cac
khodin chi.

DALL : Co mét thu tuong tu trén bang ghi &m. nbung o phai s scan mbt b thir va

Den. Nhu chdng ta da thao lulin trude dby, i budc 1 anh By a khéng céng
bling. Dan da lam duoc vige hon bt ky mdt ngudi bén hang nao khac, va sy

_ gidi tri clia anh 8y khong qué dang. Khi vist, c& nhd ndu 15 anh ta da di céng
thc khdp noi trong nube, kit ban va isp xic db dang nhuirthé nac.

ANNA : Mic dbu vay, cic khohn chi cla anh Sy km that, cé phai khéng?
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JALL :

\NNA :
JALL :

\WINA :
JALL :

LNNA ;

JALL :

\WWNA :
LAIRE :

\NNA ;

LAWRE .
VALL :

HONG NOI:

Vang, anh ta xai t2n, nhung dupe vige - vi du nhu gian khoan Lal. Anna, cb bisit
phai néi gi r3i. La thu ky thang minh nhélt frong nganh dau hda, o8 cé thd soan
ra mét birc thir o6 hidu qua.

Y Ia dng mudn tai vist mat I4 thugidi thich la vigc xai tidn cie anh ta mang lai
rthigu két qua 5t chir gi.

fxing th¥. T&i da du dinh thang thudng che anh Zy trude khi 18 nhan duoe thu
tr Niu Ure, That ra ma noi, khi 1 trd v, ching ta s& lm didu 36,

Ong ¢é v dinh chimg nao lam chuy@n dé khéng?

Anna, c& cdn bigt 18 hom khi hai mdt c&u niwrvay. Cadu trd i e 81 16N ubn
l4 “Cang som cang t3t". Tuy nhidn, la mdt ngusi lac quan, Wi tin Pate sa gap
may mdn khi sém &n dinh lai gi€ng du trong vong bdn hay nam hdm. .

Chue dng nhigu may man. & day 18i cong can may miin nie. Toi da goi ther
nhic t& nhi Acme Production Company (Cdng ty san xult Acre) va vin dé
chua thanh toén tizn cac phu ting vBn chua mang lai k&t qua. Do d6, tai sé géi
thur fan hai, hy vong [an nay s& thic diy ho géi mét im chi phidu.

Anina, c& hay néi manh hon thurdau. Déng thai cho Haley bidt chung ta doi thu
tré |51, Mot 8 cdng ty nhé nghi & chung ta khang can tign nén ki dung chiing
ta dé thai. (Clm vin phing mé ra, va ba Ciaire Ball di vao phong).

Chao ba Claire. Vui ming duoc gap lai ba,

Chac Anna. T4i cling rét sung sudng duse gap 1ai c&. T8I nghi ¢& van ludn bén
rén & day mét minh.

T&i mudn lam cho xong viée cla t5i tnsc khi di nghi phép. Té mong ba thich
chuyén di nhy.

Cam on cd. Téi vui mimg duee di ¢ling -

Nao, Claire, ching ta i thak. Chiing t&i may mé&n da giirduce chd cho ba, Chic
may mén, Anna, Nhé goi dai ly giGp d&. Khi nao cb cam thdy cbng vidc qua
nhigu, clr nghl dé&n kai hiain aghi phép tai Trinidad. (Anna tim th&y birc thu sau
day trén bang ghi 8m cia &. Dall).

Chung 16 da nhan due thu ban dB ngdy 1014. Cém on ban da dit mua hai
khop xoay. Thur 03t hang dé duoe ghi nhan thich dang va da duoe chuyén
xuing clm hang. Hang sé duoc chd dén han ding lie. Tuy nhidn, ching
&/ dang tré lai bing duing buu dign bao dam 13m chi phidu 350 d6 la gof
kem don dit hang. Téng s6 chinh xac 13 400 d6 la, vi gié m&i khép xoay #a
200 db la. Ban hin d3 xem sot bang thay d&i git catrong cudn catald, Ching
15 tinr 13 ban s gt cho ching 167 13m chi phifu cho di s6 1n vio mét ngay
G&n nhit. (Anna cing nghe cac 17 dan dd nay & cui tr)

Anna, nhdr c6 sim Jai ble thur nay. Téi nghl 1 18i qua hip tBp. Ching ta cé thé
tin & ho. (Anna sl lai sirvide mat cach o6 hidu qué hon bAng cach bé bét nhisy
cBu néi dai dang nhu: contents noted, duly noted, in due course of §me va we
trust).

Cam on don dit hng ciia ban d8 nghy 1014 dat mua hai khép xoay. Don

da chuyén xubing cim hing va hing sé duoc ché giao cho ban.ngay 18p .
Chang 8 xin c&m on t&m chi phisu 350 d6 la géi kem theo thr dat hang.’
Tuy mhién, s6 tin ndy khong trang tré¥ di todn b chi phi, vi gid bidy lithé
trong cubn catald clia ching 167 1 200 dé ta m&i chibe, nhu vay tng cong
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har chiée 1a 400 db fa.
Hda dm dinh kém ghi o6 508 tign ban da géi, phin két sb dur con lad 1a 50 do
fa.

Thét ia vinh harh duoe fam &n vdf ban, v chiing toi mong sém duoe tin ban.

TU VUNG

accusation: budc tdi

catalog: catald

coliection: thu tign, sus tap
complaint. than phign
consequence: hau qua
contact (n}: ti#p xuc

credit {v): ¢dng nhan, ghi oé
cultivate: trau ddi, nudi dufng
effectiva: hidu qua
emphasize: nhan manh
exorbitant: qué cao, cit cd
expression; didn dat, phat bidu
hasty: hap tip

invoice: hda don
nonpayment: chua chi trd
optimist: nguii lac quan
proportion: ty 1&

swivel: khdp xoay

via: qua dutmg

THAO LUAN

CAC CAU NOI THONG DUNG

air freight: chuyan ché bing dubmg hang khéng
bring results: mang lai két qua

expense account: khoan chi

let's get going: ching ta hay di nao

rattie off: doc mdt mach

start out. bit dau

work out: thue hign

1. Ban hay dan chimg cho thily ©. Dall d& may méin nhu thé nao dé o6 duoc Anna lam th&k)’r.

2. Thu dfgu chinh cia O. Dall ¢6 qua nghigm khikc khéng? Anna da thue hign nhing cai isn

ngoai giao nao?

3. Cb ta2 da bd bdt nhing cum tir dai dang nao?

4. N&u ra tigng didm cai tién Anna da thue hign khi sim lai thurtra ki don dat hang cda O, Dall.
A. Ban hay thay thé mdi tirhay cum tir sau day trong chu miu.

1. Small Companies, thinking we don’t need money, take advartage of us.

some - are too big
customers -
assuming imposea upon us

. Fll wtite a letters explaining that his spending is getting good resufts.

she will . entertaining
send enthusiasm
convincing them Dan's

3. I've bewn trying to catch up on my work before going on vacation.
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attempting finish

staying late complete
wondering how this project

'B. CAU TRUC

1. N&i cde y kiomg lign quan la mdt ki thudt viét quen trong. Ban hay xem nhimg cap chu nay
duore ndi lai nhu the nao:

You're the most intelligent secretary in the il business. You can compase effective
letters.

Being the most intelligent secretary in the oil business, you can compose effective
lstters.

I'll hire some temporary offica help. | know Vera won't be here. Knowing that Vera won't
be here, I'll hire some temponary offics help,

Sirdung cdc chu nay lam chu miu, ban hay kit hop lai cée cap chu sau day:

a. I'll write another letter. | hope it moves them to send & check.

b. Some of the small companies take advantage of us. They think we don't need money.
¢. lam an optimist. | think Pete will have good luck.

d. I'm geing to write a letter. # will suggest his advancement.

2. Mt cheh khic d8 ndi cac cau Ia bang cach dung cac li&n 1.

Thidu: He spands money, but he gets new business.
| rttlad the letiers off in a burry, so you'll probably have to revise them.

Ban héy kit hop y tuéng trong cac cu nay, ding céc lign tirkhac thay th& cho and, but,
or . 80,

a. We all read the contact carefully, but we found that the lights were omitted from the
order.

b. Qur sales have increased, nnd business is better than ever,

c.  want this package to reach California by Tuesday, so I'll send it air eXpress.

d. They sent us a check for their order, but the amount was insufficient,

o. The pressuie gauges you ordered were hoxed, and we shipped them air freight last
Tuesday.

t. We sent the order, but it was not complete.

@- That customer usually pays in cash, but he sametimes pays by check.

h. You may send a check, or you may send a money order,

I. We gave him credit, so he was very happy.

j- Dan is a good salesman, and he is a triendly person,

Ban hiy ngridn ciu bang nay:
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moreover, further,
mere, in addition,
besides

Lién tirhay cum tr | Chimg ndi diau gi Thi dy
ding dé ndl
And, in fact, ¥ nghi, triudmg, v | | saw you this moming; in fact, | saw you

céc i tuonyg tr

yesterday, too

He's bossy and hasty. Besides, he makes
us work late every night.

| don't want to acceptdelivery for that
package; further more, | refuse to to sign
for it.

But, or, nor,
however,
nevertheless, still,
in spite of that,
regardiess

¥ nghi, wrtudng va
cac tu trai nguoe
hay d&i nghich

She does have a pleasant personality;
however, she just isn't a good typist.
His experiences are high. Nevertheless,
he's cur best salesperson.

So, because of,
consequently, as a
resuft, therefore

Hai ¥ nghi khi mét
digu dupc gay nan
bdi didu kia

Mr. Dall received an emergency call, so he
took the first plane to Venezuela,

I'm going on vacation next week; therefore,
t have to finish this report by Friday,

C. CHAM cAu

Ban hay ch&m clu cée cau sau day. Doan ¢hic 1a ban c6 thé giai thich I}""do cho mbi diiu chdm

clu,

[ R T N A

ar19__

. anne offered to drive mr dall to the airpont but his wife came for him
ha just returned from a trip 50 he was tired
- claire had planned to go to the party she even bought herself a new dress

she went on vacation and stayed two weeks konger than she had planned

the company gave her a jong vacation in addition they paid her way

. since ms dall has gone ¢ the lake anna is in charge of the office

- ik is not a good typist neverthaless she does her best

- mr ¥ ¢ geod president of our organization will give the main address on tuesday december

9. he always begins a speech saying gentlemen it gives ma graét pleasure to be here today
0. i said to him of course mr dall its a shame that some salespeople take advantage of their

expense accounts

D. HQC CACH DUNG TU

V1 nguii ta phén dng nhay chm véi cac tir dung, céic thirky phai dac bidt thin trong tranh dimg

sirdung céc tir 48 gay phan (mg noi ngudt dec,
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Thi du: Trong bc thr Anna duoe dus cho A& sim lai, ©. Dall da dung tiroverlooked (bé
‘s.qua, khéng chl y 1d): "Evidently you overlocked the price change” (Ré rang
B &ng d& khang chl y dén bang thay ddi gia ca). Khéng mat ai mudn bi kit 4n

thidu than trong.

Cac cum tirkbéc lam mét long ngudi doc fa :

You reglected to: ban quén

Your ignorance of the situation: sirmd tit clla ban va tinh hinh
i you actually did. n8u ban that sir g lam

The mistakes you made: sai [Am ban méc phai

You claim that: ban cho rling

You did not pay attention: ban da khéng chi ¥

Your error: sai [Am cla ban

You failed to realize: ban da khéng nhan thic duoc

i is unremsonable of you: ban thit v6 Iy

Yeou are wrong in thinking that: ban thét sai [am khi nghf rang

E. THU TiN

Anne dugc ybu cBu phii vidt mat 4 thu ddi tidn, Day ka [an thdng bao thir hai:

Thubng ching 16 théy chi cBn nhdc nhd mét Jan v van dé quydt toén da
da0 han & dil. Do dé chiing 16i nghi réing bl thy cia ching 5 d& ngéy
16/5 vé tii khoan 785 dé la da qué han c6 Ié da khdng duoc cac ban luu y
dbn. Xin cac bar vui ldng xem xét Iaf van d& nay? Chiing 16f mubn két toan
86 dr $8 sach vio culli thang va larm cac k& todn vibn & Nou Usc ha iong 1
chiing ¥ d2 gidi toa duoe: 14 khodn chua thanh todn niy,

Vi bire thir ndy bj 1o di, nén cBn phal vist mot bie thu thir ba:

Chéc ban khdng thé ndo khéng nhin dugc 14 thir tne coa ching 1 nhic
ban v 1i khodn 789 dd la chua chi tré Ching 15 13y fam thit veng fa ban
da khing bao da nhan dugc thr,

Néu o6 mét Iy do nio 96 v8 sy im lang s ngay cla ban, xin vui long cho
ching toi hay vé didu d6. Thit khé cho ching o gial thich v viin phing
Nitu U Iy do cia mon ng khdng tré ding ki han niy.

Chiing 16 1ubn fudn duy tri duoe mit m& quan hé mat thidt v cong ty ban
vé mudn tidp tyc fam didu db. Tuy nhién, s8 séch cia ching 16 phai quydt
todn. Chiing t5i chic chin khdng mudn 4p dung céc bidn phap phap ly sau
khi dd cd quan hé than thidn v cong ty cua ban, va chiing 15 hy vorg sé
khdng phai chuyén giao vin o& niy cho phong phap Iy & Niru Usc.

Ching 1 thilc giuc ban trénh hanh déng nhur vy bng céch fuu tam ngay
1ap e dén van db nay. '

THAO LUA

1. Ban o6 nght ia ki 13 qua manh trong ¢ hai bic thukhbng?
2. Ban 35 phén (mg ra s80 néu ban la ngudt nhan? Ban ¢6 bj thc ddy phai trk e& tidn cdn lai
 khdng?
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F. BAI TAP

Ban hay viét mdt b thur doi tign sirdung cac dirkign nay. M8t bang tubng k& tir phdng k& toan
dé duge gii cho khdch hang céch day ba thang. Khach hiing khéng ¥ thie due la da dén ky
han phai tra khoan tién nhy. Dimg mé diu qua manh bao trong 1& thr dau b2n. Hay tich suva
ngoal giao xem thirban cé gat hai dupc kbt qua khong. Dhu sao di N, ¢6 thé da cé s bd quén.

BAI ON VE CAU TRUC VA KY THUAT

Tomas va Uy ban lugng gid da thiy cé nhigu 18i trong céc bic thu ho da nhan duoc. Ban hay
-Xem xét cac ol nay va sia sai néu can. C6 thé cin phai vidt lai mdt vai cau.
{chu 1 - 45: In nhurtrong séch) Trang 114 - 115

Gidi dép bai on v& clu tric va ki thut (chu T - 45: In nhw trong sach, trang 116 - 117).

PHU LUC: THU MAU

Trong bai vin, kidu chir hoa trong thurtir giao djch thuong mai duoe sit dung cho mei thutir, Cée
thir mbu nay trinh bay kidu phan doan thu tin. Ca hai loai du ding vA ¢ thd sir dung thay thé
cho nheu,

(Lesson 1 - Lesson 15: In nhwrtrong séch trang 117 - 123}
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LAN CAREER ENGLISH

. Mot nirthu'ky & cac xa hdi tien tién ¢ nhing vai trd dac biét
gan nhu la phu ta cho giam déc.

Day la quyén sach Anh ngi, chl yéu day nguu ta cac tir nglr
thuong s dung trong nhing nhiém vu giao dich ma mét nir thu
ky phai hanh sir. Ban doc ¢6 thé thay rd nhing vai tro thét té nhi
clia nguoi nuthuky dan xép cac budi hop, nhic nha céc thirtrudng
phai tiép ai, ngay gio nao, soan thao nhung van ban bang nhing
loi & dbi khi cing rén, doi lic that t& nhi, dé gitr khach, thay mét
thu trudng dao tao céc thé hé tré, v.v.

Sach gom nhiéu chuong, méi chuong ¢ chii d& néng Bat dau
bao gio clng bang mot bai dam thoai, nhing ghi chivé van pham, -
va dac biét nhat la phan thu tin, noi ¢ nhing bt thu soan thao
san dé quy ban co thé xem xét cach thie tra Idi mét ble thu clia
khach hang.

Gan déy tai Thanh phd, nhiéu khéa hoc danh cho cac ¢b thu
ky dugc mé ra dé huan luyén nhing nguoi nir thu ky tuong lai cho
cac cdng ty, xi nghiép nudc ngoai.

Quyén séch nhd nay c6 thé dap ting mét phan nao nhu cau dé.
Quyén séach nay cing sé rat hiu ich cho nhing vi Gidm déc

Viét Nam thay duoc gia tri dich thuc clia mét nir thu ky trong tinh
hinh déi méi hién nay.

Pham Dinh Phuong (B.E., MBA)
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