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Using this book

This book can be used as a reference book or it can be used as a
book of instruction for office staff who wish to improve their com-
municative skills when contacting English speaking visitors or col-
leagues. )

This book can be used by students working alone or you can at-
tend one of the English for Professionals training programs organ-
ized by the author. We would like to ask you to invite your friends to
study this book together with you. Especially when you are studying
without the supervision of an instructor. It is much easier and much
more fun to practise your English and the instructions of this book
in group than alone.

FORMAT

A unit of this book usually consists of:

1. ACONVERSATION to introduce the topic of the unit and the con-
text in which the vocabulary and the phrases introduced in the
unit can be used. The dialogue also provides you with listening
and reading practice.

2. Two or more sections called WAYS TO SAY IT in which this book
introduces teaching targets, structures, grammar, vocabulary
and fluency practice.

3. EXERCISES to practise the teaching targets.

4. QUIZ & THE LIGHTER SIDE. Between units, conversations,
teaching targets and exercises you will find many quizzes, funny
stories and games to further help you practise and expand your
English skills and to make learning English much fun.
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HOW TO USE THIS BOOK

1. CONVERSATION

Read the dialogue carefully if you are using this book together
with your friends. Read the conversation in pairs with different
friends taking the part of one of the people in the conversation.

Listen carefully to the conversation if you are using this book
with tapes or with the supervision of an instructor.

Make sure you understand the story of the conversation. It
doesn't matter if you cannot understand every word.

Turn to the conversation of Unit 1 and try it.

2. WAYS TO SAY IT
Focus #1, Focus #2, ...

The FOCUS windows are constructed in question-answer ses-
sions (speaker A - speaker B - speaker C). The lines of the different
speakers are always synchronized. The first line of speaker A with
the first line of speaker B (and C), the second line of speaker A with
the second line of speaker B (and speaker C), etc.

If you are using this book with your friends, read the FOCUS
windows in pairs with different friends taking the part of speaker A
(line 1), speaker B (line 1), speaker A (line 2), speaker B (line 2), etc.

Turn to FOCUS #1 of Unit 1 and try it.
Attention

In the ATTENTION windows you will find further explana-
tions about the correct use of English words and-phrases. The
ATTENTION windows will attract your attention at some questions
often asked by non-native students as well as mistakes often made
by non-native speakers of English.

Check Unit 1: FOCUS 1: ATTENTION.
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3. EXERCISES

This book provides many different types of assignments for
practising your English. In the EXERCISES following the FOCUS
windows you will be able to practise what you have learned in the
windows. Students studying in a group will have a lot of fun with the
Practice Makes Perfect sessions which present everyday situations
to act out.

Always read the instructions of the exercises carefully and
make sure you know what to do!

In the Exercise and Practice Makes Perfect sessions you will
find:
a. Interviews

Practise asking and answering questions. Always ask and an-
swer with complete sentences.

Check Unit 1: Exercise 1.

b. Diagrams/Illustrations

Complete the spaces in the diagrams or pictures with full sen-
tences.

Check Unit 2: Exercise 1, Exercise 2.

c. Acting out a skit

Read the instructions carefully and make up co.aversations with
your friends. You may substitute the names in the exercises with
your own names or the names of your company.

Check Unit 2: Practice Makes Perfect.

d. Role Plays

Check the indicators (instructions) carefully. You must follow
the instructions when making up conversations. Make sure you un-
derstand what is expected of you.

Check Unit 3: Exercise 1, Unit 8: Exercise 3: ROLE PLAY.

Tiéng Anh dam thoai danh cho Nhan vién Vin phong — 9




e. Open dialogues
Complete the conversations with full sentences.
Check Unit 6: Exercise 2: OPEN DIALOGUE.

4.QUIZ / THE LIGHTER SIDE

You should use an English dictionary to help you understand the
story and complete the tasks in the Quiz and Lighter Side sections of
this book.

The author strongly advises you to use an English College
Dictionary and NOT an English-Vietnamese dictionary, especially
if your English is quite good and you can fairly well understand the
conversations and do the exercises in this book.
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OVERTURE

Welcome To Graphic Co., Ltd.
and

The Great At The Office Quiz
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- RAPHIC CO., LTD.

MANAGING DIRECTOR
Mr. Donald Travis

]

CREATIVE SERVICE PRODUCTION SALES & CLIENT ADMINISTRATION,
DIVISION DIVISION SERVICE DIVISION FINANCE & ACCOUNTING
! |
production manager sales manager
. Mr. Somchai Kobjiti My, Wirat Mathong  office manager chief accountant

] . Miss Kanjana Mrs. Suda

salespeople 3 Tirz P .

art director media director irawatana ongvirai
Mr. PaulTaylor Mr. Jim Preston secretaries 2 | accountants 2

artists 10

copy writers 5

receptionist 1

cashier 1

sub editors 4
editors 2
translators 2

photographers 3
computer artists 3

Graphic Co., Ltd. is an imagi-
nary company located in Siam
Square, Bangkok, Thailand. Graphic
Co., Ltd. is a production and adver-
tising company that plans and pro-
duces materials for promotional
campaigns. This includes packaging
and display materials, advertise-
ments, company reports, booklets,
etc. The people we will meet in this
book are executives of Graphic, their
employees and visitors who have
dealings with the company.

The characters in this book are
all fictional. Any resemblance with
names or people that do exist is
purely coincidental.

operator 1
clerks 2
typists 2

Cong ty Trach nhiém hidu han
Graphic (D6 hoa), 1a mét cong ty
tudng tugng dong & Quing truong
Siam, Bangkok, Thai Lan. Céng ty
Trach nhiém hitu han Graphic 13 cong
ty san xuat va quang cao chuyén thiét
k& va sdn xuat cic vit liéu cho cac
chién dich khuyén mai. Viéc niy gom
cA céc vat liéu dong goi va trung bay,
quéng cdo, bao cdo clia cic cong ty,
sich huéng din, v.v... Nhing ngudi
chiing ta s& gip trong quyén sach nay
la nhiing ngudi diéu hanh cong ty
Graphic, nhin vién va khich ciia ho
c6 giao dich vdi cong ty.

Cac nhén vét trong quyén sach nay
déu 1a gid tuéng. B4t cit sy gidng nhau
nio vé tén hojic ngudi co thit déu hoan
toan 1 sy tring hgp ngiu nhién.
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UIZ, QUIZ, QUIZ

Join our Great At The Office Quiz !!!

J oin the Great At The Office
Quiz which in several rounds spread
throughout this book will both test
your knowledge and comprehension
of the things you have learned and
further introduce new phrases,
expressions and idioms. It is fun,
fun, fun.

To take part in the quiz, just
mark the correct answer in the
check box. Then turn to the key at
the end of your book for the correct
solution. You score three points for
every correct answer. You can keep
track of your scores on the scorecard
following Round #1.

Are you ready? Yes? Excellent.
Now turn to Quiz Round #1 ...

Hay tham gia Cugc d& vui triing
glal I6n tra1 qua nhiéu vong thi xuyén
subt quyen sach nay. Cugc thi nay sé
vita kiém tra kién thic va sy hiéu biét
ciia ban vé nhitng diéu ban da hoc va
vira gi6i thi¢u thém cic cum ti, thinh
ngit va dic ngit méi. That vui, vui, vui.

pé tham gia cudc dd vui, chi can
danh diu vao ciu tra 15i diing trong 6
vuong Sau do lat sang phan dap 4n &
cudi sach clia ban dé kiém dap én
ding. Ban ghi dugc 3 diém cho méi
cau trd lo'l diing. Ban cd thé theo doi
diém s6 cfia ban trén phiéu didm sau
Round #1.

Ban da sin sang chua? Rbi pha1
khong? Tuyet 1im. Bay g16‘ hay chuyén
sang Cu d6 Round #1 .

i A
Q ulz “““‘\Qﬂ‘

QO a new employee.
(Answer key #1)

Unit 01, A New Face At The Office, is about
Q a secretary who has just bought a new pair of glasses.
Q a secretary who has just had plastic surgery.

& AND DON'T FORGET TO NOTE YOUR POINTS ON YOUR SCORECARD! &
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QUIZ: SCORECARD

Round #1
Round #2
Round #3
Round #4
Round #5
Round #6
Round #1
“Round #8
Round #9
Round #10
Round #11
Round #12
Round #13
Round #14
Round #15
Round #16
TOTAL
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AT THE OFFICE

The story of a “model” secretary, her
colleagues and polite and sometimes not
so polite foreign visitors.

Tiéng Anh dam thoai danh cho Nhan vién Vin phong — 18



A NEW FACE (AT THE OFFICE)

* Asking new friends about their names, occupations
and companies

Héi nhiing ngusi ban méi vé tén, nghé nghigp va céng
ty cGa ho

* Asking new colleagues about their names
Héi nhing ngusi déng nghigp méi vé ten cia ho

* Talking about stationery and office equipment
Néi vé vain phong phém va thiét bi van phong

* Asking and saying where different things are at an
office

- Hai va ni vi tri cae dé dac khdc nhau & van phong
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CONVERSATION

Graphic Co., Ltd. is a fictitious
company located in Siam Square
in Bangkok. A few days earlier
Graphic hired a new secretary,
Miss Sopa. Kanjana, the office
manager at Graphic, is now show-
ing Sopa around on her first day at
the office.

Cong ty trach nhiém hitu han
Graphic la mét céng ty gid tudng
dong ¢ Qudng truong Siam ¢ Bang-
kok. Cdch ddy vai ngay céng ty
Graphic thué mét thu kj mai, c6
Sopa. Kanjana, truégng phong hanh
chinh cia céng ty Graphic hién
dang huéng ddn Sopa di quanh vao
ngay ddu tién cé dy dén co quan.

K: Good morning. Are
you the new secretary?
Xin chao. Cé la thu ky
mdi phdi khéng?

s: Good morning.
Yes, that's right.
My name's Sopa.
Xin chao. Da, ding

s - =\
K: Welcome to Graphic, Sopa.

My name's Kanjana. I'll show
you around®.

Sopa nay, chio mimmg cé dén
céng ty Graphic. Tén t6i la
Kanjana. T6i sé hudng dan
c6 di quanh day.

s: Thank you, Kanjana.
Ca&m on, Kanjana.

) show (someone) around huigng dan
ai di quanh ngi nao
@ Right = Yes Vang/ Da.

vay. Tén t6i la Sopa.

K: Your desk is over there on the W
right, and I'll be over here at
the desk in the front.

Ban lam viéc cla c6 & dang kia
bén phai, va toi sé ngdi é day
tai ban lam viéc phia trudc né.g

$: Right®,
vang.
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( ™
K: The filing cabinets are over K: The accountants are using the

there in the rear. Let me left cabinet. Most of the files
show you. that you'll be working on are
Céc ti dung hé so & dang kia in the flght cabinet.

phia sau. D€ t6i chi c6 xem. Céc ké todn vién dang dung ti

bén trai. Hiu hét cic hd so cb
sé ding tdi la td bén phai.

$: Yes, of course.
Thua vang.

4 ™\ - \
K: Reports on present activities K: But I think that you'd better

are in the top drawer, bro- have a look around® yourself
chures are in the second drawer and make yourself at home®.
from the top, and so on®. Nhung t6i nghi 14 t6t hon cé ty
Céc béo céo vé cic hoat déng di xem quanh day va cu tv
hién nay & ngin ti rén cung, nhién.

cdc to théng tin quang cdo & ~
ngan ta thit hai k€ ngin trén
cung, van van.

$: Sure. Thanks,
Kanjana.
Da dugc. Cam on,
Kanjana.

G andsoon van van.
) have a look around di xem quanh day
) make yourself at home c( ty nhién

18 — Ti&ng Anh dam thoai danh cho Nhin vién Vin phong




WAYS TO SAY IT

N

Hoi

Néi

* Asking someone's name, occupation & company

¢ Saying your name, occupation & company

ten, nghé nghiép & céng ty cla ai

t&n, nghé nghiép & cong ty cda ban

A: What's your name?
B: My name's ]

A: What do you, do?
B: I'm . i se

I'm a typist.

I'm an office

My name :

My occupation:

My company:

manager.

Ti&ng Anh dam thoai danh cho Nhan vién Van phong — 19



ATTENTION !!!

s What's your name?
Tén c6 / chi /anh la gi?

® What do you do?
C6 / Chi / Anh lam nghé gi?

m Who do you work for?
C6 / Chi / Anh lam viéc ¢ dau?
(khi muén héi tén cong ty)

= May I have your name?
Cho phép t6i dugc biét tén ciia
ong a?
{védn trang trong, xem Unit 4)
m — What's your job?
— What's your work?

— What do you work?

Work va job d& bj dung nhim lan.

Work la cdng viéc va job 1a viéc

lam. Hay xem bai d6i thoai sau vé

cach diing ding cta work.

A: What are you working on for
the moment?

B: I'm translating an English
textbook.

A: What's your line of work?

I'm a designer.

A: What does your work
involve?

B: I design billboards.

8 Where do you work?

Khi muén héi tén cong ty ma ding
Where do you work? 14 khong ding.
Khi can héi dia diém cda cd quan
thi héi nhu bai déi thoai sau:

A: Where is your office?

B: It's on Silom Road.
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EXERCISE1: NEW FACES

Practise with your partner. Find
out the following information about NAME:
your partner and make notes.

Hay luyén tdp véi ban déng tdp cia
ban. Tim ra cdc thong tin sau vé ban COMPANY:
déng tdp va ghi chi.

OCCUPATION:

When your boss asks you for a PUNCH, you

QA bring him a fruity drink.

a hit him like Mike Tyson.

3 give him a small machine to make little holes in paper.

(Answer key #2) DON'T FORGET TO NOTE YOUR POINTS ON YOUR SCORECARD!

Stationery and office equipment

Find the following items in the Hay tim cdc mén dé sau trong hinh.

picture.

1. desk 15. switchboard 30. glue

2. (desk) drawer 16. typing paper 31. cutter bar

3. desk chair / 17. carbon paper 32. calendar

swivel chair 18. notepad 33, waste basket

4. filing cabinet 19. diary 34. letter basket
5. bookcase 20. file(s) 35. brochure(s)
6. (water) fountain 21, envelope(s) 36. catalogue(s)
7. typewriter 22. ruler(s) 37. magazine(s)
8. calculator 23. (set) square 38. blotting pad
9. computer (P.C.)  24. paper clip(s) 39. paperweight
10. diskette(s) 25. thumbtack(s) 40. box(es) / container(s)
11. keyboard 26. stapler / staple(s) 41. fax machine /
12. monitor 27. punch facsimile

13. reading lamp 28 tape 42, photocopier

TP’UT&F}E‘?H ﬂL Hf :i:f: 29 (a pair of) scissors

'g’ H%g %{' 5”?‘ N 1 Ting Anh dam thoai danh cho Nhan vién Vin phong — 21
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WAYS TO SAY IT

* Asking and saying where things are at an office
Hai va néi vi tri céc dé dac & van phong

* Office furniture, equipment, and stationery
D4 dac, thiét bi véin phong, v vén phong phdm

A: Where is the

A: Where are -

IN DRAWERS ON SHELVES

Inthefop drawer <> On the top shelf
On the second shelt
" ;Ir]:nsletcl?: ?ogmwer E from the top

In the second drawer || o= On the second shelf
from the bottom |-

In the bottom drawer \ On the bottom shelf

Ti€ng Anh dam thoai danh cho Nhan vién Vin phong — 23



EXERCISE2: AT THE OFFICE

Practise with your pariner. Look
at the picture of the office. Then
ask and answer about different
objects. Ask and answer like this:

A: Where
- are the catalogues?

B: — - It's inthe rear/back

- is'the fax machine? .

Hay luyén tdp véi ban dong tdp cia
ban. Hay xem biic hinh vdn phong.
Sau d6 hdi va trd I6i vé cdc do vt
khdc nhau. Héi va trd 167 nhu thé
nay:

- They:are in the ieft filing cabmet in the second drawer from

the top.

Now ask and answer about the fol-
lowing:

Bdy gio hdy hdi va trd 16i vé nhiing
dé vdt sau:

o photocopier O reports

o waste basket o office license
D computer o dictionary

o scissors o calculator

o account files O errreeeeenns
(Answer key #3)

Practise what you have learned
with your friend. Ask your friend
about different things at his/her
office. Ask and answer about the
following:

o account files
o English dictionaries

o water fountain
o paper clips

o toilet articles (lipstick, comb)

Hay luyén tap nhiing gi ban da hoc
véi ban cia ban, Hay héi ban céa ban
vé nhing do vit khic nhau § vin
phong clia ban dy. Héi va tra 15i vé
nhiing dé vit sau:
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THE LIGHTER SIDE

Somchai & Preedee

Hello, Preedee! Long time no see?

[Hello, Somchai. Yes, I've been working for

the Oriental Hotel for 3 months now.

Somchai & John

Hello, John! Long fime no see? |

[Hello, Somchai. Yes, I've been ]

working for the Oriental Hotel
for 3 months now.

As we
Preedee and John above, not only is
the European or American people's
language different from Thai, but
sometimes also their thinking, their
habits and their culture.

learn from Somchai,

As we learn from Somchai's ex-
perience, it might perhaps be better
NOT TO ASK a foreign person HOW
MUCH MONEY he earns.

Oriental! Good money, hey!
How much do you make?

0Oh, about 20,000 baht
per month,

Oriental! Good money, hey! How much
do you make?

WHAT! HOW DARE YOU ASK? | NEVER WANT
T0 SEE YOU AGAIN!

Nhu ching ta hoc dugde ti Som-
chai, Preedee va John § trén, khong
nhiing ngdén ngd cla ngudi chau Au
hay ctia ngudi My khéc tiéng Thai, ma
d6i khi 16i suy nghi, théi quen va vin
héa cflia ho ciing khac.

Nhy ching ta hgc dugc kinh
nghiém ctia Somchai, ¢ 1& t6t hon Ia
PUNG HOI ngudi nuéc ngoai kiém
dwge BAO NHIEU TIEN.

Ti€ng Anh dam thoai danh cho Nhan vién Van phong — 25



Quiz
e 2

Unit 02, A Model Secretary, is about
J a secretary who works as a part-time photographic model.
O an example of a very good secretary.

O a very beautiful secretary.

(Answer key #4)

¢,
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A MODEL SECRETARY

* Answering quickly and correctly
Trd loi nhanh chéng va dung cach

* Responding to requests for information politely
Trd loi cdc cau hdi dé Idy thong tin mét céch lich sy

Tiéng Anh dam thoai danh cho Nhan vién Vin phéng — 27



CONVERSATION 1

The manager of Graphic has just
arrived at the office and he asks
Sopa for information about the

day’s work:

Ngai gidm déc ctia cong ty Graphic
vita dén vdn phong va ong dy héi
thdm Sopa vé céng viéc trong ngay:

M: Good morning, Miss Sopa.
Xin chao cé Sopa.

M: Is Mr. Brown coming today?

$: Good morning, sir.
Xin chao ngai.

AN

|
|
‘i

M: And have you finished
the Olympia report?

Va c6 da lam xong ban
bdo cdo Olympia réi chu?

Hém nay 6ng Brown sé dén chii?

$: Yes, of course!), sir.
He's coming at eleven.
Da thua ngai, chdc chdn vay.
Ong 3y sé dén luc 11 gio.

$: Well, actually®, no, I
haven't sir. It will be

A, thitra la chua a,

xong a.

) Xem Focus 2
M 1t will be ready. NO sé xong.

ready™ this afternoon.

thua ngai. Chiéu nay sé

M: Are there any important letters

for me?

C6 thu nao quan trong cho t6i
khong?

§: I'm afraid that® the
mail isn't in yet®, sir.

Thua ngai, téi e la thu

chua dén a.

@isn'tinyet chua dén

28 — Tiéng Anh dam thoai danh cho Nhan vién Vin phong




WAYS TO SAYS IT

* Learning by listening: subject, verb & tense

Hoc béing cach nghe: chi ngt, déng tir & thi

Hay xem ky cdc cau hdi va trd 13i sau: Luu y chi ngir, dong ti va thi trong
tting cau.

insene

B: Yes, —heis. L C: No, : =heisn't, "
eis “wsheisn'ts
»Z I'mnot.
~they aren't.
« theredsn't::-
~i= there arent,t G

- she hasn‘t :
«Thaven't..

Tieng Anh dam thoai danh cho Nhan vién Vin phong — 29




ATTENTION !!!

GRAMMAR REVIEW

Trong Focus #1, 11 cdu héi § dang cau hoi Yes / No va ding cht ngg,
dong tr va thi khdc nhau. Hay 6n lai cach thanh lap thiva cich dung cda
ting cdu nay va cic diéu can luu y:

(1) present continuous tense: thi hién tai tiép dién: is, am, are + V-ing

dién td hanh déng trong tuong lai da duge dy dinh.

(2) present simple tense: thi hién tai don cia dong tir to be, dung trong

cau hdi truc ti€p vé mot su viée.

(3) present simple tense: thi hién tai don cia dong ti to be, dién ta mét

du dinh trong tuong lai.

(4) present continuous tense: thi hién tai tiép dién, dién td mét hanh

dong dang dién tién ngay lic néi, trong ciu cé trang tit now bdy gio.

(5) any nao, bit cit; duge ding trong cau héi va cau phii dinh, déng tit luén

§ 50 it is.

(6) any brochures bit cif thong tin quing cdo nao; any dugc dung véi

danh tif s6 nhiéu, d¢m dugc nén dong tit § s6 nhidu are.

(7) (8) speak, know: present simple tense: thi hién tai don cda dong tur
thudng, & dang cau héi phai cé trg dong ti to do; dudc dung trong
cau tryc ti€p vé mét sy viéc.

(9) have got = have cd. Trong vin néi have got thudng dugc ding hon

have.

(10) present perfect tense: thi hién tai hoan thanh: have / has + past
participle; dugc ding trong cau c6 cic trang tir khong xéc dinh rd thoi
gian nhu yet chua, already r6i, ever ¢ bao gid, never chua bao gid,
recently = lately gdn ddy. Past participle: phan tu qué khd, ddi véi
nhing déng tir ¢6 qui tic, phan tir quéa kh( giong nhit dang qua khi
don: them -ed vao dong tir; ddi v6i nhitng dong tir bat qui tdc, phéan ti
qué khit 13 dong tir & c6t 3 clia bang cac dong ti bat qui tic.

(11) simple past tense: thi qu4 khit don, dién ti hanh dong da x4y ra va
hoan t4t trong qua khit c6 trang tit xac dinh thdi gian cy thé nhu yester-
day hém qua, last week tudn rdi, last year ndm rdi.
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EXERCISE 1: GET THE LITTLE THINGS RIGHT:
SUBJECT & VERB

Check the questions in the follow-
ing diagram and write short an-

swer (Yes, .... and No, ...). No, ...).

Hay xem cdc cdu héi trong bdng sau
N » A% A a s Y
va viét cdu trd lot ngdn (Yes, ... vd

- ’?2??5%??§?r=:‘?‘.f,

Is there anything wrong with the
air-conditioning?

Yes, there is.

No, there isn't.

Are there any important letters
for me?

Has the manager come in yet?

Did you work last Saturday?

Is our lawyer coming today?

Did you see our ad in the news-
paper yesterday?

Have you completed the S.A.S.
dossier yet?

Do you know Mr. Jones from
[BM?

Does the new secretary speak
French?

10.

Are you fluent in English?

11

. Have you booked my flight to

Tokyo yet?

12.

Is there any coffee left for me?

(Answer key #5)
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WAYS TO SAY IT

N

* Courtesies
Nhing cau néi lich sy

Ting cau hdi cta A dugc B trd 18i mot cach lich sy theo thit ty iong (ing:

1. Nhém 1:
Hay hoc cich tra I8i khdng dinh y cGa ngudi hoi.
A: - Is:Mr. Browir coming today? (1) '

~ Have you finished the report? (2) - .
- You didn't throw my teport away, dxd you? (3)

B: = Yes, of cotrse, heis ...
~ Certainly;: Thave. =
- No, of coutse, I didn't..

2. Nhém 2:
Hay hoc cach trd 18i ngugc y ngudi hoi.
A: - IsMr. Brown coming today’

~ Have you ﬁmshed the
—1s there ar g

B: - Well actually, no, he isn
- I'm afraid:-that 1 haven
~ I'm afraid that there is.
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ATTENTION !!!

"

m A: Is Mr. Brown coming today? m A: Is Mr. Brown coming
B: Yes, of course, heis. today?
A: Have you finished the B: Y?-S-

report?
B: Certainly, I have.
Khi tra 1&i khing dinh § cda ngudi héi,
khong nén chi néi Yes ma can thém
cac cum tu of course..., certainly...

m A: Is Mr. Brown coming today? |m A: Have you finished the

B: Well, actually, no, he isn't. report?

A: Is there anything wrong with B: No. Not yet.

the computer?
B: I'm afraid there is.
Khi tra 161 ngugc ¥ ngudi héi, khong
nén chi néi No ma cin thém Well,
actually, ... I'm afraid ...

Is Mr. Taylor in? Yes, certainly, he is.

[s Mrs. Goodman coming? Yes, of course, she is.

Does Mr. Brown speak Thai? No, I'm afraid that he doesn't.

Is there anything wrong with the = Well, actually, yes, there is.
computer?

Are there any brochures left? Certainly, there are.

Are they repairing the video? Yes, of course, they are.
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Did you contact Mr. Brown
last night?

Do you know how to operate a
switchboard?

Have you got an English
dictionary?

Have you finished the report?

Well, actually, no, I didn't.
No, I'm afraid that I don't.

Yes, of course, I have.

EXERCISE2: A MODEL SECRETARY: CONFIRMING
& APOLOGIZING

. Complete the questions in the
Jollowing pictures and give po-
lite answers. Use: “... of course
o "Certamly ”, “.. afraid ...”,

.. actually ...” in your answers.

Did you work last Saturday? ]
@J, I'm afraid | didn't, sir. ]

you completed
the Leyland report yet?
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Hay hoan thanh cdc cdu héi trong cic
hinh sau va dua ra céc cdu tré 1oi lich

su. Duing: “.. of course ...”, “Cer-
tainly ...”, “ ... afraid ...”, “... actu-
ally...” trong cdc cdu trd Ié‘t ciia ban.

Is our lowyer coming toduyT]

Certainly, sir. He is coming
at eleven o'clock.

there anything

wrong with the air- |

conditioning?




the new secre-

you sent Sun
Tours their invoice yet?

tary speak French?

oul,

| MONSIER

the manager {

letters for me?

there any ]

come in yet?

3
you see our ad in”

the newspaper yesterday?

you know
Mr. Jones from 1BM?

you fluent in

English?

(Answer key #6)

§ Practise the conversations of Hay luyén tdp cdc bai dam thogi

the pictures with your partner.

trong cdc hinh trén véi ban déng tdp
ctia ban.
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Practise what you learned today  Hay luyén tdp nhiing gi ban da hoc
with your friend. Ask and answer  hém nay véi ban cia ban. Héi va
about the following: trd 167 vé nhitng diéu sau:

o if your partner studied English at home last night:
A: Did you study English at home last night?
B: - Yes, of course; 1did.  C: = No, I'm afraid that I didn't.
- Certainly, OR  _ well, actually, no,

o if your partner speaks Chinese

o if your partner has ever studied English conversation at school
o if your partner knows how to operate a computer

o if your partner is afraid of foreigners

a if your partner often speaks English at work

o if your partner has got an English college dictionary

THE LIGHTER SIDE

LOOK AT THAT REPORT! You'd better |
rewrite it Noi. And RIGHT AWAY! Miss Noi said she INow where is that, Noi? |

had to go away, sir.
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Quiz

.Y
RourS
When you want to go home earlier because your
mother is ill, you

U sneak quietly out of the office when your foreign boss isn't looking,
Q ask your foreign boss for permission.

0 don't go home earlier because you're too shy about your English to
ask your boss.

(Answer key #7)
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INSTRUCTIONS FROM
THE MANAGER

* Requesting people to do things
Yéu céu ai lam gi

* Confirming you will or can do things
Xdc nhan ban s& hodc c6 thé lam gi

* Apologizing when you cannot do things
Cdo 16i khi ban khéng thé lam gi

* Asking for permission to do things and giving
permission

Xin phép duoc lam gi va cho phép

* Refusing permission and giving a reason

Khéng cho phép va néu ly do
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CONVERSATION

It’s ten o’clock in the morning and
Mr. Travis has just arrived at the
office. He discusses the day’s ac-
tivities with Miss Kanjana.

T: Good morning, Kanjana.
Xin chao Kanjana.

K: Good morning, sir.
Xin chao ngai.

o
T

—_
T: And could you send some of
our brochures to Mr. Waits
from the Seaside Hotel? He's a
very good friend of mine.

Va c6 gli mét s6 to théng tin
quéng cdo cuda ching ta dén éng
Waits & khdch san Seaside nhé.
Ong &y la mét trong nhing nguoi
ban rat tét cda téi.

~N

/

K: Well, actually, we're all
out of@ brochures, sir.
A, thua ngai, that su thi
chiing ta da hét cc to
théng tin quang cdo réi a.

™ hold my calls ti€p céc cudc dién thoai
cla toi

Bdy gid la 10 gio sang va dng Travis

vita dén vdn phong. Ong dy ban bac
céc hoat déng trong ngdy véi cé
Kanjana.

T: Could you please hold my
calls™ this morning? I will be
very busy.

C6 vui long tiép cic cudc dién
thoai cia t6i sang nay nhé.

Téi sé rét ban.

K: Yes, of course, sir.
Da, chdc chdn duoc,
thua ngai.

Can you order some right
away®, Kanjana? It's quite
important.

C6 c6 thé€ dat ngay mét s6
dugc khéng, Kanjana? R4t
quan trong do.

o

K: Certainly, sir. I'll do
it right away.
Thua ngai, chic
chdn dugc a. Téi sé
lam ngay.

~

@ be out of hét, can
@ rightaway ngay lap tdic
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K: They should be
here in two days.
Hai ngay nia sé
co a.

—

ﬁ(z I'm afraid® Miss Sopa is still
working on it, sir. She should be
finished with it in about an hour.
Thua ngai, téi e la c6 Sopa van

con dang lam né. C6 Ié khodng
mét ti€ng nda cé 8y sé xong a.

\

T: Could I have the Olympia
report now?
Bay gid dua t6i ban bdo
cdo Olympia dugc cha?

T: Hmm, I sce®. Can you get it to
me right away when it's ready?
Um, téi hiu. C6 dem né dén
cho téi ngay khi da xong nhé.

(K: Oh, by the way, sir, I've
got an appointment with
my doctor at five this
afternoon.

O, thua ngai, tién thé xin
thua ngai la téi c6 cuéc
hen véi bac si ctia t6i lic
5 gio chiéu nay.

K: Yes, of course, sir.
Da, thua ngai, dugc a.

u \y

4l

L

\

T: 1 think that's all for now®.
T6i nghi cho dén lic nay
thi chi thé théi.

o
o

@ I'm afraid, I'm sorry 10i e la, 16i 13y lam ti€c la
| see toi hidu
® That's all for now. Cho dén ldc nay thi chi thé théi.
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K: Would you mind if I leave
a little earlier today?
Xin phién ngai cho t6i vé
sdm mét chdt hém nay cé
dugc khéng a?

T: Yes, of course, Kanjana. -
Pugc, chdc chdn dugc, K: Thank you, sir.
Kanjana a. Xin cdm on ngai.

When you are congratulating your boss about his
photograph in the newspaper and he asks you to
“cut it out”, you

1 stop congratulating him and go on with your job.
2 carefully cut his picture out of the newspaper.

2 delete his picture with liquid paper.

(Answer key #8)
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Did you know that English is two
languages? One English is Formal
English. One English is Informal
English.

Formal English is how you speak
with people you do not know very
well. Formal English is very polite
English. You speak formal Eng-
lish with strangers, foreign visit-
ors, businessmen, your boss, and
S0 on.

Informal English is how you
speak with people you know well.
Informal English is friendly Eng-
lish. You speak informal English
with your family, your friends,
your colleagues at work, and so on.

Ban c6 biét ring tiéng Anh 13 hai thit

tiéng khong? Mét tha tiéng Anh Ia
tiéng Anh trang trong. Mot th tiéng
Anh la tiéng Anh thian mét.

Tiéng Anh trang trong Ia cich ban
ndi vii nhitng ngudi ban khong quen
than lim. Tiéng Anh trang trong [a
tiéng Anh rét lich su. Ban néi tiéng
Anh trang trong véi nhiing ngu®i la,
du khich ngudi nuéc ngoai, doanh
nhan, sép ciia ban, v.v...

Tiéng Anh thin mjt 13 cach ban néi
véi nhiing nguéi ban quen thin.
Tiéng Anh thin mit 13 tiéng Anh
thin thi¢n. Ban néi tiéng Anh thin
mit véi gia dinh, ban bé, dong
nghiép & s6 lam cia ban, v.v...

CHECK THIS !!!

FORMAL
ENGLISH

INFORMAL
ENGLISH

your best friend

your manager

your banker

your old friend at a party

the man of the shop near your home

a politician at a reception

a foreign businessman

a tourist on the beach

(Answer key #9)
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WAYS TO SAY IT

A\

* Requesting people to do things
Yéu cdu ai lam gi
* Confirming you will or can do things

Xdc nhan ban s& hodc c6 thé lam gi

* Apologizing when you cannot do things

Cdo |6i khi ban khong thé lam gi

Yéu cau ngudi khac lam gi theo cach trang trong va than mat:

Would you mind + V-ing ...2
Do you mind + V-ing ...?
Could you + V ...?

Can you + V ...7

A: (1) - Would you mind: - signing this report?
(2) - Doyoumind . = "= gettmgtthe d:caonary?
(3) ~ Could you . J '
(4)=Canyou - . -‘agetthe t:tmnary‘?

Xac nhan ban sé hodc c6 thé lam gi theo cach trang trong va thin mat:

B: (1)=Yes of course; - .—Justa moment.
(2) = Certainly. ‘ = Here you are. =
(3) =Sure; - ~ 1l signit nght}gway
=11l get/do it right away.

Cao 16i khi ban khang thé 1am gi: bit diu véi cdc cum i phu hep roi sau

dé néu ly do:

C: (1y=Wel,actually, = ~Idlike toread it ﬁrst.
(2) = I'hafraid (that) - = I don‘t i
(8) —Sorry,but - = abeeens

*() ¢4t trang trong @ trang trong @ kh4 than mit @ thdn mit
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ATTENTION !!!

® - Would you mind signing
this report?

— Do you mind signing this
report?

— Could you sign this report?
- Can you sign this report?

m - Yes, of course.
- Just a moment.
— Certainly. Here you are.
— Sure. I'll sign it right away.

~ Well, actually, I'd like to
read it first.

— I'm afraid (that) I'd like to
read it first.

- Sorry, but I'd like to read
it first.

m - Sign this report.

bay 1a cdu ménh lénh.

- You must sign this report.

Pay la cau dién ti bdn phan; must

phdi.

— Do you want to sign this
report?

Pay 1 cau héi & thi hién tai don

ctia dong tir want, khong dugc phép

diing d€ néi véi cap trén.

- Yes.

- Wait.

— No, I want to read it first.

Déy 1a nhitng cach néi khong lich

suf khi néi véi cap trén.
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EXERCISE1: ASKING PEOPLE TO DO THINGS

Work with your partner. Make up
conversations for the following
situations. One person takes the
part of PARTNER A. One person
takes the part of PARTNER B.

Hay lam viéc véi ban dong tdp cia
ban. Nghi ra cdc bai dam thoai cho
cdc tinh huéng sau. Mgt ban déng vai
PARTNER A. Mgt ban dong vai
PARTNER B.

PARTNER A (jou are ..

PARTNER ﬁ[yau are ..) _I

1. A MANAGER. You don't want
to be disturbed for a while. Ask
your secretary to hold your calls.

A SECRETARY.

2. AN AUDITOR. Ask an account-
ant to get you last year's balance
sheet.

AN ACCOUNTANT. (Last year's
balance sheet is at the revenue
department.)

3. A MANAGER. Ask your secre-
tary to fix an appointment for
you with Mr. Honda of Toyisha
Co,, Ltd. right away.

A SECRETARY.

4. A SECRETARY. Ask your col-
league to help you move the
heavy photocopier.

A SECRETARY. (You have a bad
back and you cannot lift heavy
things.)

5. A MANAGER. Ask your secre-
tary to get the Graphic dossier.

A SECRETARY. (Give your boss
the Graphic dossier.)

6. AN OFFICE MANAGER. Ask
one of your clerks to turn down
his/her radio a little.

A CLERK.

7. A MANAGER. Ask one of your
clerks to make two photocopies
of the Graphic contract.

A CLERK. (The photocopier is
out of order for the moment.)

8. A SECRETARY. Ask your
colleague to pass the liquid
paper.

A SECRETARY. (Give your
colleague the liquid paper.)
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9. A MANAGER. Ask your secre- | A SECRETARY.
tary to cancel your appointment
with your doctor.

10. A MANAGER. Ask a clerk to A CLERK. (You are out of
make some fresh coffee. coffee.)

(Answer key #10)

WAYS TO SAY IT

N

* Asking for permission
Xin phép
* Giving permission
Cho phép
¢ Refusing permission and giving a reason

Khéng cho phép va néu ly do

Xin phép dugc lam gi theo cdch trang trong va thin mat:

Would you mind if + clause ...?
Do you mind if + clause ...?
Is it all right if + clause ...2
May1/ CouldI/CanI+ V ..?

A: (1)~ Would you mind if 1 ~ use your telephone? - :
- Do you'mind if I ~ go homie a little earlier?
(2) = Is'it all-right if I - —takethe-empty cups? ;
(3)—~May I _ =—have alook at your report?
(4) = Could I -~ borrow your calculator?
(5) = Canl ' - —switchon the alr-condmonmg?
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B: (1) ~Please do.
(2) ~ Certainly:
{3) ~ Yes, of course:”
(5) -~ Go' right ahead. -

ly do:
C: (1) - I'm afraid that

(5 ~'Sorry, but ...

Cho phép ai dugc lam gi theo céch trang trong va thin mat:

(4) ~Stire. Here you' are,

Khéng cho phép va néu ly do: B&t ddu véi cum tir phu hop réi sau dé néu

~it's out of order..

(2) - I'd rather you didn't; - there's a lot of work.
(8) — Well, actually, .. .
(4) ~Imesotry, but-.,. .-

~11 have:some miore coffee.
~I'mmnot quite finished yet.
‘=1 ean't find it :
~Tve gotacold.

*M @ trang trong @ trung binh @ kha thin mat  ® than mat

ATTENTION !!!

~ Certainly.

SAY ' DONT SAY
m - Would you mind if I use your a [ want to use your telephone.
telephone? Want chi dugc dung trong vin
— Could I use your telephone? thén mat.
m - Please do. m - Yes.
— Yes, of course. - Wait.

— Well, actually, it's out of order. Khong ding broken bi 05 ma
— I'm afraid (that) it's out of order.
- Sorry, but it's out of order. cach néi nay.

— No, it's broken.

dung out of order bj hdng, hu,
va khéng trd 16i coc 16¢ nhu cac
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EXERCISE2: ASKING FOR PERMISSION

Work with your partner. Make up
conversations for the following
situations. One person takes the
part of PARTNER A. One person
takes the part of PARTNER B. Ask
for permission to do things and
give or refuse permission.

Hay lam viéc véi ban dong tdp ctia
ban. Nghi ra cdc bai dam thogi cho
cdc tinh huéng sau. M6t ban déng vai
PARTNER A. Mgt ban déng vai
PARTNER B. Xin phép dugc lam cdac
viéc nay va cho phép hodc khéng cho
phép.

PARTNER A (you are .)

| PARTNER B (you are ...

1. AVISITOR AT AN OFFICE. You would
like to smoke. Ask the receptionist.

A RECEPTIONIST. (The
reception is a no-smoking

minute.

area.)
2. A SECRETARY. You would like to A MANAGER.
move some of the office furniture. Ask
your boss.
3. A SECRETARY. You would like to go | AN OFFICE MANAGER.
home a little earlier because your (There is a lot of work at
mother is at the hospital. Ask your boss. | the office today.)
4, AN ACCOUNTANT. You would like to | A CHIEF ACCOUNTANT.

speak with your chief accountant for a

your office manager.

5. A SECRETARY. You would like to
turn up the air-condizioning a little. Ask

AN OFFICE MANAGER.
(You've got a cold.)

receptionist.

6. A VISITOR AT AN OFFICE. You
would like to use the telephone. Ask the

A RECEPTIONIST.
(The telephone is out of

7. A CLERK. You would like to take the
empty cups from the office of your boss.

order for the moment.)

MANAGER.

row your colleague's English
dictionary.

8. A SECRETARY. You would like to bor-

SECRETARY. (Give your
English dictionary to
your friend.)

(Answer key #11)
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THE LIGHTER SIDE

CROSSWORD: OFFICE TOOLS & EQUIPMENT

Complete the “Office Tools & Hoan thanh é chit vé "cdc vit dung &
Equipment” quiz to find the sur-  thiét bi vdn phong" dé tim ra théng
prise message in the grey box diép gdy ngac nhién trong cét mau

(down). xdm (dong doc)-
al |
b
d |
e|
f |
8|
h
i
il [ [ [ ]
k
1

CLUES

a. You use this to hold several papers together

b. On this you can see all the things you type at your computer
keyboard

¢. When you sit on this for a while, you may not be able to stand up
easily

d. With this little machine you can count how much money you make
or spend

e. This is an old-fashioned tool used for writing quickly and neatly
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g. These are small publications for advertising goods or services

h. In this book you write all your appointments and important
happenings

i. This is a small tool used for cutting paper, cloth, etc.

j. This machine you visit every time you get thirsty

k. A modern tool that helps us to write, count, store information, etc.
more quickly and efficiently

I. These sometimes have pictures of sexy ladies and they sometimes
have pictures of beautiful views, but they always have the names of
the months and the days written on them

DOWN

The surprise message is:

(Answer key #12)
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A FOREIGN VISITOR

* Receiving a visitor to your office
Tiép dén khach dén van phong coa ban

* Greeting a visitor & Asking a visitor's name
Chao khéch & Hai ten khach

¢ Asking and talking about appointments
Hai va néi vé cdc cude hen trudce

* Announcing a visitor's appointment
Théng bdo cudce hen trudc coa khach

* Saying people aren't available at the moment
NGi ai d6 hién khéng c6 & co quan

* Telling people to wait or come back later
Néi ai dé doi hodc tré lai sau

Tiéng Anh dam thoai danh cho Nhan vién Vin phong — 51




CONVERSATION 1

A visitor has just arrived at the
Graphic office and the reception-

Mgt vi khéch vira dén vdn phong cia
cbng ty Graphic va c6 tiép tén cia

ist of Graphic must receive him. céng ty Graphic phdi tiép dén 6ng

dy.

R: Good morning. May I help
you, sir?

Xin chao. Thua éng, cho

phép t6i dugc gidp 6ng nhé.

R: Have you got an
appointment, sir?
Thua 6ng, 6ng c6 hen
trudc khéng a?

V: No, I'm afraid I
haven't.
Khéng, e la téi
khéng c6 hen trudc.

V: Good morning. Could I speak
to Mr. Travis, please?
Xin chao. Vui long cho téi dugc
tiép chuyén vdi 6ng Travis.

R: May I have your name, please?
Xin 6ng vui long cho t6i biét tén
cda 6ng a.

R: Just a moment, please,
Mr. Smith.
Thua éng Smith, xin
vui long dgi gidy lat a.

V: Yes, my name's Smith. Tony
|\ Smith from Olympia.

Véng, tén té6i la Smith. Tony

> ! V: Thank you.
Smith ty Olympia dén.

Cam on cé.
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T: Show him R: Mr. Smith from Olympia is here
) in please to see you, Sir.
T: Travis. Bur; on a Thua ngai, 6ng Smith & céngty |z
Travis ddy. vao nhég g Olympia da dén day dé gap ngai =

day a.

R: Mr. Travis will see you now, sir.
If you'll just come with me.
Thua 6ng, 6ng Travis sé gdp
6ng ngay béy gio. Xin éng vui
long di theo téi.

R: Excuse me, Mr. Smith ...?
Xin 16i 6ng Smith ...

—

V: Thank you.
Cam on cé6.

N
¥
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WAYS TO SAY IT

* Receiving a visitor
Tiép dén khach
1. Greeting a visitor Chao khach
A: - Good morning, sir. ~Whatcan i do foryou?
- Good afternoon, miss. ~Could I help you?
- How do you do, ma'am? =~ -~ May I help you ?
B: —~Good morning. -Idliketo - —~speakto —thesanager. .
- Good aftemoon.  —Could 1 —meet - =Mz Travis?
~Howdo youdo? ~Mayl ~88E | = avveseresnenns?

0 Practise with your friend. Hay luyén tdp vdi ban cia ban.
Practise how to greet a foreign  Luyén tdp cdach chao mét khdch nuoc
visitor. ngoadi.

2. Asking about an appointment Héi vé mét cuéc hen truéc

A: - Doyou have anappointment, sir?
— Have you got an appointment, miss?
- Is:Mr. Travis-expecting you, ma‘am?

B: -No,I'mafraid ~Idon't. (For visitors with an appointment:
Lfhaven't. see FOCUS #2 of this Unit.)
e hﬁ isn't (D67 vt nhing nguoi khdch c6 cudc hen
fils trudc: Xem FOCUS #2 cda Bai nay.)

15 Practise with your friend. Hay luyén tdp v6i ban cia ban.
Practise how to ask a foreign Luyén tdp cach héi mét khdch nuéc
visitor about an appointment.  ngodi vé mét cuéc hen trudc.
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3. Asking a visitor's name Héi tén khach

>

May I have your name, please?
B: ~Myname's Smith. Tony Smith from Oiympla
~Iam Wﬂma Wilma Vanetta from Avon. -

— Mars. Mrs. Mars from IBM. 5

A: Just a moment, please. ' <~ Mr, Smith.
<" Miss Vanetta;
~Mrs, Mars. .

iz Practise with your friend. Hay luyén tdp véi ban cia ban.
Practise how to ask a foreign Luyén tdp cdch hdi tén cia mgt
visitor’s name. khdch nuéc ngoai.

4. Announcing a visitor Théng bado khach dén

A: =M. Smith from Olympia. :
~ Miss Vanetta from Avon _ ioh

- Mrs. Marsfrom [BM - ish i eynu, sir.

C: -~ Sendhim in, please. .= =
— Show hetin, please; -
~ Please tell her'to wait fora: few min

(*) telling people to wait: see bdo ai dgi: xem FOCUS #2 cia Bai ndy.
FOCUS #2 of this Unit.

i Practise with your friend. Hay luyén tdp vdi ban cia ban.
Practise how to announce a  Luyén tdp cich théng bdo mét khdch
foreign visitor. nudc ngoadi dén.
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5. Announcing the visitor's appointment
Théng bao cuéc hen trudc cva khach

Attract attention Goi ai cha y

A: (Excuse me,)  —Mr. Smith ...? g
- Miss Vanetta, ...7?

B: Yes, ...?
Tell the visitor about his/her N6i v8i khich vé cugc hen trude cha

appointment nguoi do

A: ~Mr. Travis will see you now, "= If
sit, e

i Practise with your friend. Hay luyén tép véi ban cia ban.
Practise how to tell a foreign Luyén tdp cdach noéi véi ngudi khdach
visitor about his/her appoint- nudc ngoai vé cudéc hen trudc cia
ment. nguoy do.

ATTENTION !!!

a - Could I help you? ® - What do you want?
— May I help you? , Want chi dugc diing véi ngudi
quen than.

— What can I do for you?

m - Do you hayve an appointment, |m - Does he know about you?

sir? — Who are you?

- Have you got an appointment, Khéng néi nhiing cch nay vi
miss? . khong lich sy

- Is Mr. Travis expecting you,
ma'am?
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SAY s DON'T SAY

May I have your name? ® What's your name?

Chi dung trong tiéng Anh than
mat (xem Unit 1)

Just a moment, please. m Wait. / Wait a minute.
Chi diing véi ngudi quen than.
- Excuse me, Mr. Smith? m You!
— Excuse me, sir? You khéng phai [a danh xung dé

goi. Tuyét d6i cam ky khi goi
ngudi déi dién 1a You! You! khi
can ho chi §.

sir, miss va madam dugc dung dé goi
ngudi minh chua biét tén.

— Mr. Travis will see you now, sir.|m — Mr. Travis is ready for you.

— The manager will receive you — The manager wants to see
now. you now.

is ready for you vi want déu

khéng phi hgp trong tiéng Anh

trang trong.
— If you'll just follow me, sir. s - Come with me.
- If you'll just go with me, miss. — Go with me.

- Follow me.

Khéng diing cic cau ménh lénh
nhu thé nay vi khéng lich su.
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EXERCISET: A HOLLYWOOD SECRETARY

Complete the words in the follow-
ing story.

An unexpected visitor enters the
office of Spielcas Productions and
the secretary must receive him.

Hay hoan thanh -cdc tr trong cdu
chuyén sau. '

Mot nguoi khdch khong duoc mong
doi budc vao vdn phong Spielcas
Productions va cé thu kij phdi tiép
dén éng dy.

You will find *#!% symbols in the
following dialogue. That is be-
cause the visitor at this office is a
rude man who uses impolite words.
When an unprintable word, i.e. an
impolite word, is used in an Eng-
lish text or an English dialogue,
people will write symbols such as
HEE @#'*, elc.

Ban sé thdy cic dau hiéu *#!%
trong bai déi thoai sau. P6 1 vi
ngudi khich & vin phéng nay la
ngudi thé 16 ding nhing tit bat lich
sy. Khi mot tit khong thé in dugc,
nghia 13 mét t¥ bat lich sy, dugc
diing trong ban viin tiéng Anh hoic
mot bai doi thoai tiéng Anh, nguoi
ta sé viet cac ddu hidu nhu ****,
@#!*, vov...

| NOW, WHERE IS THE * #1947 )

Morning. | want fo see your #$%*
manager, Spielcas.

| |

No, | don't need an appointment
if I want to see him. '
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Yes, | om Mr. T.. “Mean”
Mr.Rambo T. .

(Answer key #13)
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Act out the following conversation
with your friends.

- One partner is a secretary.

Think about the following:

SECRETARY:

o greet visitor

o ask about appointment
o ask name

VISITOR:
o ask to see the manager

o say your name (Brooks)

MANAGER:

Dién bai dam thoai sau véi cic ban

cha ban.

One partner is a manager (Mr./Mrs. Boon).
One partner is a foreign visitor (Mr./Mrs. Brooks).

Hay nghi vé nhiing diéu sau:

o announce visitor (phone your boss)
D take the visitor to see your manager

o say you have no appointment

o answer your telephone (say your name: Boon)
o tell your secretary to show the visitor in

Quiz

at your office is saying, you
Q ask, “Again please?”

Q ask, “Pardon me?”

A run away.

(Answer key #14)

When you do not understand what a foreign visitor
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CONVERSATION 2

A visitor has just arrived at the Mgt nguoi khdch vita dén vdn phong
Graphic office and the reception- ciia céng ty Graphic va cé tiép tdn
ist of Graphic must receive him. ctia céng ty Graphic phdi tiép don
ong dy.

R: Good afternoon, sir. What / ;
can I do for you? V: Good afternoon. I am Jim

Goodman from AIA. I've got
an appointment with Mr.
Travis.

Xin chao. Téi la Jim Good-
man tr AIA dén. Téi cé cube
hen trude véi ong Travis.

Xin chao éng. Téi c6 thé
lam gi gidp 6ng?

BRAPHIC CO,LTD

R: I'm afraid Mr. Travis is still in a
meeting, Mr. Goodman. If you'd like
to take a seat for a few moments.

Téi e la 6ng Travis vdn con dang hop,
6ng Goodman a. Xin éng vui long ngdi
doi trong gidy lat nhé.

V: Thank you. | 7
Cam on cé.
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WAYS TO SAY IT

* Receiving visitors with an appointment
Tiép don khach 6 hen truéc

* Saying people aren't available at the moment
Ni ai d6 hién khéng c6 & co quan

A: - Mynameéis Mrs: Vanetta from Avon. I% gat an ap )
with the manager. -

- I'm Jim Goodman from AIA. Mr. Trams is expectmg me..

B: - I'm sorry, but —the manager = 1s just von  the teler

—Imafraid. - Mr. Travis

..........

(B)) If you'd like to -~ take a seat for-a moment.
~ wait for a few minutes.
- leave a message®™,
- make a new appointment.
— come back later:

A: Thank you.

(*) Leaving/Taking a message: Dé lai / Nhdn I5i nhdn: Xem Bai 8
see Unit &
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ATTENTION !!!

® - I'm afraid Mr. Travis is just on |m — He is not free now.

the telephone at the moment. — He is not available now

not free, not available 13 nhitng

cach néi khéong lich sy, khong

- I'm afraid Mr. Travis has not ding vén phong trang trong.
come back from lunch yet.

- I'm sorry, but the manager
is still in a meeting.

- I'm sorry, but the manager has| _ He has not come yet.
already gone home. .
A - He is not here.
Céc cach néi nay té ra thiéu ton
trong cap trén.

m - If you'd like to take a seat for a|m — Sit down.
moment. _ Wait.

~ If you'd like to wait for a few

; - Do you want to leave a ‘
minutes.

note?
— If you'd like to leave a

- Do you want to come back
message.

later? |

- If you'd like to make a new ap-| Please come again.

Pomtmel.lt' Céc cach néi nay khong phu hop |
- If you'd like to come back véi vin phong t -ang trong.
later.

If you'd like to ... dugc thém vao dé
té sur lich su.
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EXERCISE2: APOLOGIZING FOR THE BOSS

[V] Check the following pictures
and write why the visitor can-
not see your boss right away.

[] Find suggestions to tell the
visitor in the different situa-
tions of the pictures. (If ... take
a seat/wait/...)

Xem cdc hinh sau va viét lij do tai sao
ngudi khdch nay khéng thé gdp sép
cia ban ngay.

Tim cdc dé nghi dé néi véi nguoi
khdch nay trong cdc tinh huéng khdc
nhau ciia cdc hinh. (If ... take a seat
/wait/...)

at the moment.

at the moment.

a If

o If
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still
o If o If

(Answer key #15)
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Study the following situation: Hiy xem xét tinh hudng sau:

It's ten o'clock in the morning. The manager of L.L.T. has not
come in yet. He/She could arrive any minute now: A visitor with
an appointment to see the manager at ten o'clock has just entered
the office. The secretary of L.L.T. receives the visitor.

Act out the above situation with  Hay dién tinh hudng trén véi cic ban
your friends. ctia ban.

One partner takes the part of the secretary.

One partner takes the part of the visitor.

One partner takes the part of the manager (who arrives a few
minutes after ten o'clock).

THE LIGHTER SIDE

How much do you want to learn

English?
Do you think learning English is a
HOWMUCH was};e of time? 8
Do you think it is a useless activity?
DOYOU Or do you think a lot about learning
English?
WANTTO Do you think you are doing everything
you can to learn more English?
LEARN Or do you have many excuses for not
learning English?
ENGLISH Complete the following check list and

find out how much you want to im-
prove your English.
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ow much do you want to learn English?

Complete the following check list and find out
how much you want to improve your English.

s
&
2
S

]

01. You are studying English with a nativeﬂspeakér at
the moment.

02. You will study more English when the traffic
problems in Bangkok are solved.

03. You will study more English when your boss will
pay for it.

04. If an English speaking person asked you out to a
restaurant you would gladly accept.

05. You will study more English when your friends
are ready to join you.

06. You bought an English newspaper or magazine
last month.

07. You are waiting for the Bangkok “sky-train” to be
running before you want to study more English.

08. You have an English dictionary at your home.

09. You have tapes with English songs which you of-
ten try to catch the meaning of.

10. When you see foreigners you often think: “I want
to learn more English so I could speak with him
or her”.

11, You will study more English when there will be
no more corruption in Thailand.

12. You will study more English when you find an
American teacher who takes you to a disco every
month.

13. You think that learning more English is a waste of
time. -

14. The last time you spoke English with a foreigner
was not more than 2 months ago.
15. You would like to meet the writer of this book to

talk about how to improve your English.
(Answer key #16) :

OO0 OO0 OoOoooOo0ododgad
OO0 OO0 OO ogfoodoogaQd
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THE GRAPHIC TOWER
BUILDING

* Asking and saying where places are in a building
Hdi va néi vi tri cdc noi trong mét téa nha

* Asking and saying where places are in the city

Hai va néi dia diém céc noi trong thanh phd

T

CRAPHIC o, 11

L) JLLLL

g > LLLLLJ._LL_LL

I
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CONVERSATION 1

A visitor to the Graphic offices
would like to know about a place
in the Graphic Tower Building
and the receptionist must give di-
rections to places in the building.

R: Good morning, sir.
Could I help you?
Xin chao éng. Téi xin
giup éng dugc chu a?

V: Good morning.
Xin chao.

Mot ngui khdach dén vdn phong cia
cbng ty Graphic muén biét vé mét
noi trong Toa nha Graphic Tower
va c6 tiép tdn phdi hudng dén cdc noi
trong téa nha.

V: I'm an engineer from IBM. I
was asked to come and repair
one of your computers.

Téi la ky su tr cong ty IBM
dén. Téi dugc mai dén sira
mét trong cadc mdy vi tinh cda

céng ty co.

R: The computer room is on the second
floor, sir. It's at the end of the hall

on the left.

Thua éng, phong mdy vi tinh & tang
hai. N6 & cubi hoi truong bén tréi a.

R: You're welcome®, sir.
Thua éng, khéng c6 chi.

V: Thanks a lot.®
Cam on nhiéu.

M Thanks alot Cam on nhiéu

@ You're welcome. That's all right. Don't mention it v2 It's a pleasure. la cic ciu dép cho

16i cam on.
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"WAYS TO SAY IT

* Asking and saying where places are in a building
"Hai va ndi vi fri cdc noi trong mét tda |_1h<‘:1

A: —Whereis &

B: (1) It's ‘= ove

(2) It's on the

(3) It's

on the

Use combinations of the differ- Ding két hgp cdc con s6 khdc nhau
ent numbers above to explain ex- & trén dé gidi thich chinh xdc vi tri
actly where something is. ciia noi ndo dé.

(1) + (2): It's on the second floor, at the end of the hall.

(1) + (3): It's over there, next to the elevator.

(1) + (4): It's on the third floor, the second door on the right.
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EXERCISE 1: THE GRAPHIC TOWER BUILDING

Work with your partner. Look at  Hay lam vigc véi ban déng tdp cia
the picture of the Graphic Tower ban. Hay xem hinh Téa nha Graphic
Building (page 69). Ask and say Tower (trang 69). Héi vé néi vi tri
where the following places are: cdc noi sau:

1. Susan's desk:
A: Where is Susan's desk?
B: Its......... , the ......... desk on the ......... .
2. the sales manager's office:
A: Where ......... ?
B: It'son the ......... floor, the ......... on the ......... .
. the studio
. the production manager's office
. the canteen
. the accounting department
. Mr. Travis' office

~N OO O & W

(Answer key #17)

Ask your friend about different Hiy héi ban céia ban vé cic noi khic
places at his/her office. Ask and nhau § cd quan clia ban 4y. Héi va trd
answer about the following: 19i v& céc diu sau:

o his/her desk

o the manager's office

o the bathroom
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CONVERSATION 2

A visitor is leaving the Graphic of- Mt nguoi khdch sdp roi vdn phong
fices and he would like some infor-  ciia cong ty Graphic va 6ng dy muén
mation about a place in the city —mét s6 théng tin vé mét noi trong
where Graphic is located. thanh ph6 noi céng ty Graphic déng.

R: Yes, sir. May I help you?
Da, thua éng. Téi c6 thé giup
éng dugc chi?

=

V: Excuse me, miss ...?
Xin 16i c6 ...?

R: Certainly, sir. The DK book-
store is in Siam Square. It's

V: Could you tell me where behind the Lido Theater.
the DK bookstore 1s? Da dugc, thua éng. Hiéu sdch
Cé vui long cho té6i biét DK ¢ Quéng truong Siam.
hiéu sach DK & dau véy? N6 & phia sau Rap hat Lido.

‘v: Thank you very much.

R: You're welcome, sir.
Cém on c6 rdt nhiéu.

Thua éng, khéng co chi.
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WAYS TO SAY IT

* Asking and saying where places are in the city
Hai va néi dia diém cdc noi trong thanh phd

B: It's|

1. NEXT TO 2. NEAR 3. OPPOSITE
X Road Soi X

X Square
TR & E
[B]

4. IN FRONT OF 5. BEHIND 6. ON THE CORNER OF

4]

X Road Soi X X Road

(5] ]

peoy
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EXERCISE 2: HOW WELL DO YOU KNOW YOUR CITY?

Work with your friend. Look at the  Hdy ldm viéc véi ban ciia ban. Xem
plan (page 73) and ask and say so db (trang 73), héi va néi dia diém
where the following places are: cdc noi sau:

1. the Siam Intercontinental Hotel: 4. the Coca Restaurant
A: Where is the Siam Interconti- 5. the DK Bookstore
nental Hotel? 6. the National Stadium
B: Itson ... Road, .......... 7. the Canton Restaurant
8
9

2. Dunkin Donuts: . the A & W Optician's
A: Where is Dunkin Donuts? . Siam Center

B: It'son.......... Road, .......... 10. Mr. Donut
3. the MBK Shopping Center M
A: Where is the MBK Shopping
Center?
B: It'son.......... Road, ..........
(Answer key #18)
MY CITY

%\ Write where the following places are in your city:
Hay viét dia diém cdc noi sau trong thanh phé ciia ban:

YOUR HOUSE:
My house is

YOUR OFFICE/SCHOOL:

THE BEST HOTEL:
The best hotel is
It's on

THE BIGGEST DEPARTMENT STORE:

YOUR FAVORITE RESTAURANT:
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Practise what you have learned to-
day with your friend. Ask and an-
swer where different places are in
your city. Ask and answer about:

o a bank (the City Bank/the

o a hotel (the ......... hotel)
o some big companies (.......

o some famous restaurants (

Hay luyén tip nhfing gi ban dd hoc
hém nay véi ban cia ban. Hoi va tra
16i cac d1a diém khac nhau h’ong
thanh pho clia ban. Hbi va trd 16i vé:

......... bank)
.. airlines/......... )
......... restaurant)

THE LIGHTER SIDE

Excuse me, miss? Could | | Yes, of course, sir. Which
you help me out? way did you come in?

Can you help me out? Xin c6 gitp tdi viéc nay nhé.
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Quiz s

When a foreign visitor at your office asks you about
a place to eat near your office, you

A tell the visitor that you don't know.

2 tell the visitor about an expensive restaurant.
Q ask the visitor what kind of food he likes to eat.
(Answer key #19)
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AN

GETTING AROUND
(IN THE CITY)

* Asking and talking about facilities or places near
you
Hai va néi vé cdc tién ich hodc cdc noi gé‘m ban

* Asking for directions and giving directions to places
near your building
Hai duéng va chi dén dén cac noi gén toa nha lam viéc
cba ban
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CONVERSATION

A visitor is leaving the Graphic
offices and he asks the reception-
ist for some information about
places near the Graphic Building.
The receptiorist must make sug-
gestions! about facilities® near
her office and she must explain
how to get there®,

Mgt nguii khdch sdp roi vin phong
cia céng ty Graphic va éng dy héi
c6 tiép tin moét so thong tin vé cdc
noi gén Téa nha Graphic. C6 tiép
tén phdi gioi thiu vé cdc tién ich
gdn co quan ciia minh va c6 dy phdi
gidi thich cdch di dén do.

R: Yes, sir. Could I help

V: Excuse me, miss ...?
Xin 18i c6 .

you?

.7 Da, thua 6ng. Téi cé

V: Could you tell me if there
are any good restaurants
near here?

C6 vui long cho téi biét

thé gitp éng dugc
cha?

gan diy c6 nha hang nio
t6t khong?

R: Certainly, sir.
Thua éng, chic
chdn cé a.

Perhaps you ought to try® the New
Light Restaurant. It's in Soi 1, next
to the British Council.

C6 16 6ng nén tha dén nha hang
New Light. N6 ¢ Buong 1, canh

" suggestions 13i dé nghi, 10i gidi thidu
@ facilities cac tién ich (nhu hiéu sach,
nha hang, khach san, cong vién, ..

Héi déng Anh.
P 65 Wi

® how to get there cach di dén dé

{4 perhaps you ought totry ¢6 |é dng
nén thir dén

J
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ﬁls Walk out of the office and turn
left. Turn left again at the first soi.
V: How do I get there Turn right at the second block®.
from here? The New Light Restaurant is next
Tir day t6i di dén dé to the British Council.

cdch nao? Ra khdi co quan va queo tréi. Queo

: - tréi l1dn ni7a & soi déu tién. Queo
R: It's easy, sir. phéi & day phd tha hai. Nha hang
Thua 6ng, dé théi a.

New Light & canh Hgi déng Anh. |

V: Turn left, turn left again at | jv: Thank you very much.

the first soi. Turn right at C3m on ¢6 rat nhiéu.

the second block. v

Queo trdi, queo trai l1an ni7a R: You're welcome, sir.

& soi dau tién. Queo phai Thua 6ng, khéng c6 chi.

& day phé tha hai.

B block day phd, diy nha
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- WAYS TO SAY IT

* Asking and talking about facilities or places near you
Hbi va néi vé cdc tién ich hodic cdc noi gén ban

Hdi vé cac tién ich:

GiGi thiéu cac tién ich:
o Ceranly, ~sir.  ~Beshaps - you Zoughtto uy th

~XHotel,

~ X Restautant.
Xac dinh dia diém:
B: ~The X Hotelis = onX Road,

~Tis ~inSoiX,

sa0ARM SR

Khéng c6 céc tién ich hoac khong biét:
C: I'm afraid there =isn't; ¥
—aren't.

D: I'm sorry, but I don't know.
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m - Perhaps you ought to try the
X Hotel.

- Maybe you should try the X
Restaurant.

Perhaps you ought to va Maybe
you should la cum tir lich sy khi dé
nghi hay gigi thiéu.

m — I'm afraid there isn't.
- I'm sorry, but there aren't.
- I'm sorry, but I don't know.

® — You must go to the X Hotel.

- I want you to go to the X
Restaurant.

must va want 13 dong t khong pha
hgp trong vin phong trang trong.

No, there haven't.
there haven't sai ngi¥ phap.

Q uiz “0““6#%

When you can't explain the way to a foreign visitor

at your office, you
3 say you don't know.

< say something to make the visitor happy.

3 tell the visitor to wait for a moment and quickly consult this book
somewhere where the visitor cannot see you.

(Answer key #20)
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EXERCISE 1: IN THE NEIGHBORHOOD

Work with your partner. Look at
the plan of Siam Square (page 73).
You are at the Graphic Building.
Ask and answer about the follow-
ing facilities near the Graphic
Building:

1. a movie theater:

Hay lam viéc véi ban déng tdp cia
ban. Xem so dé Qudng trudng Siam
(trang 73). Ban dang & Toéa nha
Graphic. Hay hdi va trd 167 vé cdc
tién ich sau gén Téa nha Graphic:

A: |_ Could you tell me if there is a movie theater near here?

- Do you know if there is a movie theater near here?
— Is there a movie theater near here?

B: Certainly, sir/miss/ma'am. Perhaps you ought to try the
.......... Theater. It's in Soi ... / on .......... Road, ..........

2. any American coffee shops:

A: |- Could you tell me if there are any American coffee shops

near here?

here?

- Do you know if there are any American coffee shops near

— Are there any American coffee shops near here?

B: Certainly, sir/miss/ma'am. Maybe you should try .......... It's
On ..cceeveee Road, ..........
3. a bookstore 9. a supermarket
4. a swimming pool 10. any good night clubs
5. any fast food restaurants 11. a hospital
6. any good Chinese restaurants 12, any airline agencies
7. a bank 13, e
8. a first class hotel
(Answer key #21)
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THE LIGHTER SIDE

UNCLE BOB'S STORY

When I was young, there were four funny
boys from England who played party music
and made funny movies. They called them-
selves the Beatles, which my mother
thought was a disgusting name for a music
band. Anyway, here's a story of the four
Beatles that, since I made it up myself, no
one has ever heard.

One day, the four Beatles
wanted to go to a party.
Since their homes were all in
different directions from the
party grounds, they got into
quite an argument about the
exact place where the party
was. So ..........

155> Check the words of the two  Hay xem céc loi ciia hai thanh vién

Beatles in the following illus- trong ban nhac Beatles trong hinh

tration. Then complete the minh hoa sau. Sau dé hodn thdnh

words of the two other Beatles.  cdc loi cita hai thanh vién con lai
trong ban nhac Beatles.
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The Party is on the

corner.

THE PARTY

PAUL

The Party is on
the near left

THE HOTEL

GEORGE

RINGO B

THE BANK

JOHN

Please, boys, the
Partyis -

corner.

THE CLINIC

'f‘he Party is on the far left

comer.

Check the answers of the four
Beatles and mark which ef the
following conclusions is correct:

Q Only one Beatle is correct.

Q All four Beatles are correct.
Q The four buildings move.
(Answer key #22)

Hay kiém lai cic ciu tr 18i clia bén
thanh vién trong ban nhac Beatles
va danh d4u két luin nao sau day la
diing:

Q All four Beatles don't know left from right.
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WAYS TO SAY IT

¢ Asking and saying the way
Hai va chi duong

Héi dudng:

Chi dudng:
B: Certainly, sir. (1)

@)

(5) Cross Y Road. / Cross the road.

Z Road
®)

Jleft
mjrﬁght

(&)
¥ Road
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ATTENTION

Luu y: Khi chi dudng cho ngudi la, can néi cham va ré.
1 C6 thé néi cing mét cau:
- Walk out of the office and turn left.
- Drive out of the alley and turn right.
B DE ngudi nghé dé theo dbi, nén ngit ra hai cau riéng:
1. Walk/Drive along X Road and
2. turn left/right at Y Road.

1. Walk/Drive along Y Road and
2. turn left/right at Z Road.

1. Walk/Drive along Z Road and
2. turn ..........
ez Pass va 'till you get to 1a hai cym tr théng dung khi chi dudng:
- Pass the Hilton Hotel.
- Pass the World Trade Center.
- Pass the traffic lights.
— Pass Silom road.
— Drive along X Road, 'till you get to Y Road and turn ...

- Walk along X Road, 'till you get to the Bangkok Bank and
turn ...
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EXERCISE 2:
Open dialogue

Complete the following conversa-
tion. Use the plan of Siam Square
(page 73). You are inside the Gra-
phic Tower Building. A foreign visi-
tor would like some information.

GIVING DIRECTIONS

Hdy hodan thanh bai dam thogi sau.
Ding so db Qudng trisomg Siam (trang
73). Ban dang & bén trong Toa nha
Graphic Tower. Mdt nguoi khach
nuidc ngoai cin mét s théng tin.

visitor:  Excuse me, m....... ?
YOU: , Sir?
visitor:  Could you tell me how I can get to Siam Theater from here?
YOU:
Walk along and turn
Walk
Siam Theater is
visitor:  Thank you very much.
YOU:
(Answer key #23)
Roleplay

Practise with your partner. Look at
the plan of Siam Square. Ask for and
explain the way for the following:

Hay luyén tdp véi ban dong tdp cia
ban. Xem so dé Qudng truong Siam.
Héi va chi duong dén cdc nov sau:

1. You are at the GRAPHIC TOWER BUILDING:

o Siam Intercontinental Hotel
o Sea Fah Restaurant

o the Bangkok Bank

o Shakey's Pizza

2. You are at DUNKIN DONUTS:

o DK Bookstore
o the British Council
o the Coca Restaurant

(Answer key #24)
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Practise with your partner. Ask  Hiy luyén tip véi ban dBng tap clia
your partner about the following: ban Héi ban dong tap ctia ban Ve cic
didu sau:

o where his/her office/school is

o if there is a post office near his/her office/school

o how to get to the nearest post office (from his/her office)

o if there are any good restaurants near his/her office/school

o how to get to a good restaurant from his/her office/school

o how to get (by bus/by car) from his/her office/home to Siam Center

Quiz ) #

When you are calling Science, Engineering &
Education Co., Ltd. and the person answering
the telephone says, “City Bank. Good morning?”, you

O quickly drop the receiver.
Q say, “I'm sorry. I've got the wrong number.”
Q ask, “Is that Science, Engineering & Education Co., Ltd.2”

(Answer key #25)
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THE LIGHTER SIDE

Mr. Travis's favorite restaurant

Mr. Travis of Graphic is a man
who likes American lunches.
" Luckily for him, there are plenty of
American restaurants in Siam
. Square in Bangkok. But there is
one restaurant that Mr. Travis
likes very much. To find out at
which restaurant Mr. Travis likes
to eat very much, you must follow
him through the following maze.
Now hurry up and get going be-
. cause it is nearly 12 o’clock and
Mr. Travis is very hungry.

Ong Travis cia cong ty Graphic la
nguoi thich bita dn trua kiéu Mg.
Thdt may cho 6ng dy, c6 nhiéu nha
hang My ¢ Qudng truong Siam &
Bangkok. Nhung c6 mgt nha hing
ma 6ng Travis rdt thich. D€ tim ra
nha hdang nae ma éng Travis rdt
thich dn & d6, ban phdi di theo 6ng dy
qua mé cung sau. Bdy gio hdy nhanh
lén va bdt ddu di vi bdy gio la gén 12
9id va 6ng Travis dang rdt doi.

aaf He

2 cross walk | = start

2
>
B

s

I walk tun |
inTon 1rigl£l—into

| _pass_ |

Scala

at | Phraya outleft on
the | turn |Thai| of

the‘_l_}eft l Siam

walk] Soi |

the | left
| left

corner

T
turn | corner | theater

T

right, on

!
Siam

T T
on | left |right on | at |turn

over| left road| Center

1
Soi | office
in?iam left |turn |

right' walkl out—

Thai i, Road —Tig};

walk out in  on

T
turn pa.s_s_

out

VR

along Phraya ] turn

along Ramal [ at

theater

T 1
left nextl to right{near
—

walk| turn

turn | the | Soi : the

I1'ight

on | Ramal ' at ' the

—
Phraya | stadium |

right
Th;r at under

near at
|

the

left on

the gus Road
Lido} office

along turn

T
Road on | the IfootJnear

: ARl :
into | the | Soi  after |walk| into

.1 . . .
left near into lnght[ bridge

behind lnea;r opposite right
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KFC* Hut.

Makin' it great!™
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Now write down all the direc-
tions you found on your way
through the maze. Use commas
and full stops to turn the words
you found on your way through
the maze into good sentences.

The way to Mr. Travis's favorite restaurant.

Bady gio hdy ghi ra tét cd cdc chi dén
ban da tim ra trén duong qua mé
cung nay. Hay ding cdc ddu phdy va
déu chdm dé chuyén céc tir ban dd
tim ra trén dudng qua mé cung ndy
thanh cdc cdu ding.

(Answer key #26)
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AN

ANSWERING THE
TELEPHONE

* Answering the telephone at your office correctly
Tra loi dién thoai & co quan cla ban ding cach

* Asking to talk to someone on the telephone
Yéu cdu duoc ndi chuy?en véi ai dé qua dién thoai
® Operating a switchboard
Diéu hanh tdng dai dién thoai

* Announcing a call
Théng bdo cude goi dén
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CONVERSATION

The operator of Graphic answers
an incoming call". The caller
would like to speak to Mr. Travis
and the operator must put him
through?®.

Nhén vién téng dai cia cong ty
Graphic trd loi cudc goi dén. Nguoi
g0i muén néi chuyén véi 6ng Travis
va nhdn vién téng dai phdi n67 méy
cho 6ng 6y.

The operator answers an incoming call.
Nhan vién tdng dai tra 16i cudc goi dén.

0: Graphic. Good morning.

May I help you?

Céng ty Graphic day a. Xin chao.
Cho phép t6i gidp 6ng nhé?

€ Jim Goodman of AIA.
I'm calling from L.A. .
Jim Goodman & céng ty AIA.
T6i dang goi tr Los Angeles.

€: Could I speak to

Mr. Travis, please?
Vui long cho t6i néi
chuyén vdi 6ng Travis.

0: Hold the line, please,
Mr. Goodman.

0: Who's calling, please?
Xin héi ai dang goi day a?

The operator talks to Mr. Travis
on the intercom®.

Nhan vién téng dai néi chuyén vdi
ong Travis qua may ndi bd.

Xin vui long gid@ mdy, | [T Travis. 0: Mr. Goodman of |
thua 6ng Goodman. Travis nghe day. AIA is on the line
—\ — | for you, Sir.
G Thankyou.| fg, pythim Thua ngai, éng
Cam on c6. through, please.|| Goodman & céngty
Vui long, néi AlA dang cho 6ng &
mady cho éng déu day diy a.

4y nhé.

M incoming call cudc goi dén
@ put him through ndi may cho éng Ay
® intercom may ndi bd

® on the line for you dang chg ong &
dau day
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Nhén vién téng dai chuyén dudng
sang vin phong 6ng Travis.

The operator extends® the caller to Mr. Travis’ office.

day cha ngudi goi

T: Travis speaking.

€¢: Good morning, Mr. Travis. This

Travis nghe day.

A\

|

is Jim Goodman of AIA calling.
" Xin chao éng Travis. Pay la Jim

Goodman & céng ty AIA dang goi.

T: Yes, of course, Mr. Goodman. Good
morning. What can I do for you?
Véang, phéi réi, 6ng Goodman. Xin

chao 6ng. Téi cd th€ lam gi giup

cho 6ng day?

Glextend chuyén dudng day
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WAYS TO SAY IT

N

¢ Answering the telephone
Tra loi dién thoai

* Asking to talk to someone on the telephone
Yéu cdu duoc néi chuyén véi ai d6 qua dign thoai

Nhan vién téng dai nhan cudc goi dén:

Nhan vién tdng dai héi tén ngudi goi:
A: Who's calling, please?

A:

+a: nhan vién tdng dai; e: ngudi goi
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ATTENTION

m - Graphic. Good morning. May
I help you?

— IBM. Good afternoon. Could
I help you?

~ (name of company). Good
morning. Can I help you?

m - Who's calling, please?

Co th& n6i May | have your name,
please?

m — Barbara Richards from
Graphic.
Gidi thiéu tén va cong ty minh
dang lam.
— This is Olympia. I'm calling
from Mr. Smith's office.

- Jim Goodman of AIA. I'm
calling from L.A. .

m - Hold the line, please, Mr.
Goodman.

- Hold the line, please,
Olympia.

Ciing c6 thé néi Just a moment,

please, va cin goi tén hodc cong ty

ngudi goi.

~ Graphic Company Limited.

- Hello. Good morning.

Khéng chi gidi thiéu tén cong ty
hoic chi chao.

- Hello, IBM company.

Khong chi chéo va gi6i thiéu tén
cong ty.

—~ Who wants to speak to him?
— Who is that?

Khong phu hgp véi vin phong dién
thoai lich su.

This is Lek.

Khéng chi giéi thiéu tén ma khéng
noéi tén cong ty.

- Wait.
— Wait a minute.
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EXERCISE 1: THE TELEPHONE OPERATOR AT

WORK #1 -

Open dialogue
Practise with your partner. Make

up telephone conversations for
the following:

One partner is the telephone op-
erator of Link Letter Co., Ltd.

One partner telephones to Link
Letter Co., Ltd. and asks to speak
to the manager.

OPERATOR: (answer the telephone)
CALLER: (ask to speak to the manager)
OPERATOR: (ask the caller's name)
CALLER: (say your name and company)
OPERATOR: (tell the caller to wait)

(Answer key #27)

Hay luyén tdp véi ban dong tdp ciia
ban. Lam cdc bai dam thogi qua dién
thoai cho nhitng nguéi sau:

M§t ban la nhdn vién téng dai dién
thogi ciia céng ty trdach nhiém hitu
han Link Letter.

Mot ban goi di¢n thogi dén cong ty
trach nhiém hitu han Link Letter va
yéu cdu dugc néi chuyén véi vi giém
déc.

THE LIGHTER SIDE

AHA, LOOK AT THE CLOCK!
Time to knock off, Noi.

KNOCK OFF, sir?
Are you sure?

Of course, I'm sure.

INEXT MORNING |

|@#8%8* ~ %#2@1§1]

knock off (infml) ngung mdt cong viéc
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WAYS TO SAY IT

* Operating a switchboard
Diéu hanh t8ng dai dién thoai

® Announcing a call
Théng béo cude goi dén

Ngudi nhan cubc goi nhac may:

Nhan vién téng dai théng bdo cuéc goi dén:

Ngudi nhan cudc goi nhd néi may:
C: Put —him." through, please.
~them

*C: ngudi nhdn cufc goi;  A: nhén vién téng dai
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ATTENTION

m - Travis (speaking).
- Mr. Travis' office. May I help
you?
m — Mr. Goodman of AIA (is) on
line three, sir.

- Olympia is on the line for
you, Sir.
C6 thé no6i on the phone/telephone

a - Put him through, please.
— Put her through, please.
- Put them through, please.

Diing him/her sau khi biét tén
ngudi goi. Diing them khi biét tén
cong ty. ’

m This is Lek. What do you
want?

Khong phi hgp khi nhén cujc goi.

m - There is someone to speak

with you.
— There is a man on the
telephone.

- Telephone for you!

Khéng lich sy khi thong bao cugc
goi dén nhu thé nay. Cin néi rd
tén/cong ty goi dén.

Give it to me.

Péy khong phdi 14 cich nhén cufc
goi. Cin néi Put him/her/them
through dé dugc ndi may.

EXERCISE 2: THE TELEPHONE OPERATOR AT

WORK #2
Open dialogue

Complete the following conversa-
tion.

You are the telephone operator of
IBM. Answer the telephone. Find

the caller’'s name and announce
the call.

Hay hodn thanh bdi dam thoai sau.

Ban la nhdn vién tong dai dign thogi
ciia céng ty IBM. Hay trd loi dién
thoai. Tim hiéu tén ciia ngudi goi va
théng bdo cuéc goi dén.
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YOU:

you?

caller: Could I speak to the manager, please?

YOU:

caller: This is Fred Cash of Angel Enterprises.

YOU:

caller: Thanks.

You contact the manager on the intercom.

manager: Baker speaking?
YOU:

manager: Put him through, please.
(Answer key #28)

Roleplay

Work with two pariners. Make up
telephone conversations for the
following:

One partner is the caller.

One partner is the switchboard
operator of EWS Co., Ltd. .

One partner is the manager of
EWS Co,, Ltd. .

Lam vi¢c v6i hai ban dong tdp. Lam
cdc bai dam thoai qua dién thoai cho
nhitng nguoi sau:

Mot ban la nguai goi.

Mot ban la nhén vién truc téng dai
dién thoai ciia cong ty trdach nhiém
hitu han EWS.

M¢t ban la gidm d6c céng ty trich
nhiém hitu han EWS.

Answer the telephone]

Ask to speak to the

manager

Ask the caller's name ]

LGive your name

Tell the caller to wait
for a moment

Answer the telephone ]

[Announce the call

(Answer key #29)

Tell the operator to
extend

|
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Practise what you learned today
with your friends.

Work with two people and make
up telephone conversations for the
following:

SCENE ONE:

Bank.

SCENE TWO:

of S.K. Motoring.

Hay luyén tip nhiing gi ban da hoc
hém nay véi cic ban ciia ban.

Hay lam viéc vdi hai ngu@i va 1am cac
bai dam thoai qua dién thoai cho cac
tinh hudng sau:

TELEPHONE TO THE CITY BANK HEAD OFFICE
Dign thoai d&n Try sé chinh cia Ngan hang Thanh phé

One partner takes the part of the telephone operator of the City

One partner takes the part of the caller who would like to
speak to his/her friend at extension 14.

One partner takes the part of the caller's friend at the City Bank.

TELEPHONE TO THE DIRECTOR OF S.K. MOTORING CO., LTD.
Dién thoai d&n Giam d&c Céng ty trach nhiém hitu han xe hoi S.K.

One partner is the switchboard operator of S.K. Motoring Co.,
Ltd. . (The director of S.K. Motoring has got five telephone
lines going into his/her office.)

One partner is a caller who would like to speak to the director

One partner is the director of S.K. Motoring.

Q ask the caller to spell it.

Q guess how to write it.
(Answer key #30)

Quiz
S
When you are talking on the telephone and you must {od%
write down a caller's difficult name, you

O don't bother to write it down since it is too difficult.
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TAKING A MESSAGE

N

* Reading addresses and telephone numbers correctly
Poc dia chi va 58 dign thoai dong cdch

* Asking names, addresses and telephone numbers on
the telephone

Hai tén, dia chi va s& dién thoai qua dién thoai

* Writing down names, addresses and telephone
numbers correctly

Ghi tén, dia chi var s3 dién thogi dung cdch

* Taking a message on the telephone

Nhan lsi nhdn qua dign thogi
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CONVERSATION

The operator at Graphic answers Nhdn vién téng dai & céng ty
an incoming call. The caller would  Graphic trd I67 cubc goi dén. Nguoi
like to speak to Mr. Travis, but the  goi muén n6i chuyén véi 6ng Travis,
manager of Graphic isn’t in®. nhung ngai gidm déc cida cong ty
Graphic khéng cé é co quan.

0: Graphic. Good afternoon.
May I help you?

Céng ty Graphic day a. Xin
chao éng. Cho phép téi dugc
giup 6ng chu?

¢ Good afternoon. This is Henry
Brooks of Dorssey Enterprises
calling.
Xin chao. P4y la Henry Brooks &
Doanh nghiép Dorssey dang goi.

¢: Could I speak to Mr. Travis,

please? '
Vui long cho t6i néi chuyén € When will he be back®?
vdi 6ng Travis. Khi nao 6ng 8y sé trd lai?

0: I'm not really
sure, Sir.

Thua 6ng, that
sy t6i khéng biét
chic a.

0: I'm afraid Mr. Travis
isn't in at the moment,
Mr. Brooks.

Thua 6ng Brooks, téi e
12 6ng Travis hién khéng
g c6 d co quan a.

Misn'tin khong cé & co quan @ be back trd lai, tré vé
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¢: Could you please tell him to call

0: Would you like to leave a me back at two-four-five-oh-

) .
mesiage(a)' 1o P two-double eight?
X;)I;'Oﬂg vui long dé lai loi C6 vui long nhin éng 8y goi lai
n n.

cho t6i G s6 2-4-5-0-2-8-8 nhé.

VRAMHIE co.. (10

0: Could you repeat the

telephone number, please?
Xin 6ng vui long nhic lai
sé dién thoai a.

¢: Double eight.

8-8.
0: Oh-two. a 0: Double eight.
0-2. 8-8.
GR PHIC co, (v 72

© leave a message dé lai 16i nhdn
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0: And could you spell the name
of the company, please?
Va xin 6ng vui long danh
van tén cia céng ty a.

¢ Yes, Dorssey, ...

Véng, Dorssey, ...\ - .
h .“.»— -

- ——

.

0: So, that is Mr. Brooks of Dorssey at two-
four-five-oh-two-double eight?
Nhu vdy, dé 1a 6ng Brooks & céng ty

Dorssey d s6 2-4-5-0-2-8-8 diing khéng a?
C: Double S-E-Y.
S-S-E-Y. €: That's right.

bung vdy.
|4

0: I'll give Mr. Travis your
message, Sir.
Thua éng, t6i sé chuyén Ioi

€¢: Thank you
very much.
Ciam on ¢cé |
rat nhiéu.

0: You're welcome,
sir.
Thua 6ng, khéng
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WAYS TO SAY IT

2N

* Reading addresses and telephone numbers
Doc dia chi va s& dién thoai

0= Pia chi:
36/59 Clarck Alley, Denver
Cach doc:
Thirty-six slash fifty-nine, Clarck Alley, Denver.
/ dugc doc |a slash.

0= Dia chi:
173/34 Main Street, Sacramento

Cach doc:
One-seven-three slash thirty-four, Main Street, Sacramento.

5 Pia chi:
15/1-4 Link Bldg., Rama 9 Road, Bangkok

Céch doc:
Fifteen slash one to four, Link Building, Rama Nine Road,

Bangkok.
I 5§ dién thoai:
248-6609

Cach doc:
Two-four-eight-double six-oh (zero)-nine.
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ATTENTION !!!

36/59
Thirty-six slash fifty-nine.
hodc:

Thirty-six stroke fifty-nine.
173/34

One-seven-three slash
thirty-four.

15/1-4 Link Bldg.
Fifteen slash one to four Link
Building.

248-6609
Two-four-eight-double six-oh
(zero)-nine.

245-7779
Two-four-five-seven-double
seven-nine.

Khi doc s8 dién thoai, s 0 duge
doc 13 oh hoic zero.
276-1620-4
two-seven-six-one-six-two-oh
(zero) to four.

256-3355 EXT. 25
Two-five-six-double three-double
five extension twenty-five.

< z
«ExT. s0 may phy

m Three-six tab five-nine.

Khéng ding tab nhung néi slash
hoic stroke cho diu /.

One hundred and seventy-three
slash thirty-four.

Khéng nén doc cich nay. Néu s6
trude ddu / tir ba s& trd 1én, doc
timg s6 mét cho né va doc binh
thuong cho sd sau dau /.

Fifteen slash one-dash-four Link
b-1-d-g. .
Bldg. phai dugc néi nguyén ti
Building.
Two-four-eight-six-six-oh
(zero)-nine.
Two-four-five-seven-seven-
seven-nine.

Hai s6 giong lign nhau doc 12
double-, vi ba s giéng lién nhau
thi doc riéng mot s6 dau, roi doc
double-.

Two-seven-six-one-six-two-oh
(zero) and two-seven-six-one-
six-two-one and two-seven-six-
one-six-two-two and two-
seven-six-one-six-two-three and
two-seven-six-one-six-two-four.
Khong néi cach nay vi qua rudm ra
ngudi nghe kho theo déi.
Two-five-six-double three-double
five and then (line) twenty-five.
Khéng néi cach nay khi sé dién
thoai c6 s6 may phu.
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EXERCISE 1: ADDRESSES AND TELEPHONE
NUMBERS
& Read (and spell) the following  Poc (va ddnh vdn) cdc dia chi sau:
addresses:
o 15/2 Oxford Street, Leeds: fifteen- _____ Oxford Street, Leeds.
o 27/55 Woods Road, Paddington:
o 103 Oak Street, Kansas City:
o 23/11-13 ABC Bldg., Sunset Drive, L.A., California:
o 75/207 Broadway, New York City:
o 2508/70 Surrey Road, Brightonville:
@ Read (and spell) the following  Doc (va ddnh véin) cic s6 di¢n thoai
telephone numbers: sau:
o 798-4069:
o0 244-0935:
o 254-5607-9:
o 339-0751 Ext. 34:
o 245-6609:
(Answer key #31)

WAYS TO SAY IT

* Asking names, addresses and telephone numbers
Hai tén, dia chi va s8 dién thoai

~

* Writing down names, addresses and telephone numbers
Ghi t&n, dia chi va s8 dién thoai

1. Asking names, addresses and telephone numbers

Hoi tén, dia chi va sé dién thoai

Hoi tén ngudi goi, tén cdng ty ngudi dy lam viéc, dia chi, 53 dién thoai:
A: May I have ”
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2. Writing down names

Ghi tén

A: —Could - you spell

—Can
(NAME) (COMPANY)
B: Brooks. B: Dorssey. D-O-R.
B-R-double O ... A: D-O-R.
A: B-R-double O ... B: Double S-E-Y.
B: K-S. A: Double S-E-Y.
A: K-S. Brooks? ' Dorssey?
B: Right. B: That's right.

*8: ngudi goi;  A: nhan vién téng dai

3. Writing down numbers

Dé nghi ngusi goi danh van tén cia ho, tén céng ty, tén dudng:

(ROAD/STREET)
B: Clarck Alley.
C-L-A.

C-L-A.

R-C-K.
R-C-K. Clarck?
Correct.

w>»w»

Ghi sé

Dé nghi ngudi goi nhic lai s6 dién thoai:
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A: —Could ' you repeat ~the nmnba pkéase?

=Can
(NUMBER) (TELEPHONE NUMBER)
B: Thirty-six. B: Two-four-five.
A: Thirty-six. A: Two-four-five.
A: Slash fifty-nine. A: Oh (Zero)-two.




A: Slash fifty-nine. That is
thirty-six slash fifty-nine?
B: That's right.

*B: ngUGi goi; a: nhan vién tdng dai

: Oh (Zero)-two.

: Double eight. .

: Double eight. That is two-
four-five-oh-two-double eight?

: Correct.

ATTENTION !!!

® — May I have your name,
please?

- Could I have the name of
your company, please?

- May I have the address,
please?

— Could I have your/the tele-
phone number, please?

m - Can you spell your name,

please?

— Could you spell the name of
the company, please?

— Could you spell the road/
street, please?

— Can you repeat the number,
please?

- Can you repeat your tele-
phone number, please?

m — What's your name?

s — Can you repeat your name?

— What's your company?

— Where is it?

— Do you have a telephone?
— What do you want?

— Repeat, please?

— Can you say that again?

— Again, please?

Repeat hay again chi dé yéu cau
ngudi néi nhic lai chi khong dién
t3 ¥ mudn ngudi néi danh van.
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: Brooks. B-R-double O ...

B: (write & repeat)
B-R-double O ...

A: K-S.

B: (write & repeat) K-S.
Brooks?

: Thirty-six.

: (write & repeat) Thirty-six.

Slash fifty-nine.

B: (write & repeat) Slash
fifty-nine.

» @

m A: B-R-double O-K-S.
B: B.... uuuh?

® A: Thirty-six slash fifty-nine.
B: Thirty-six .... uuuh?

Ngudi néi khong nén doc lién mét
liic cé s8 dia chi, va nhan vién tdng
dai khong dugc héi tit nhu the nay.

EXERCISE2: THE ADDRESS BOOK

. Complete information about
yourself on the following page
of an address book.

| Surname:

Hay hoan thanh théng tin vé bdn
thdn ban trén trang s6 dia chi sau.

1 First name:

{ Company:

1 Address: No.

1 City

& Now ask your partner for in-
formation about him/her and
note the information down.
Make sure you write down the
information about your part-
ner correctly. Ask, answer and
write down like this:

Bdy gio hday héi ban déng tdp cia
ban céc théng tin vé ban dy va ghi lai
théng tin dé. Nhé ddm bdo la ban ghi
diing théng tin vé ban déng tdp cia
ban. Hay hdéi, trd loi va ghi lai nhu
thé nay:
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Partner A: May I have your surname, please?
Partner B: ..........

Partner A: Could you spell it, please?

Partner B: A-B-C.

Partner A: (writes & repeats) A-B-C.

Partner B: D-E-F.

| Surname:

1 First name:

| Company:

Address: No.
City
Tel.

[Vl Check with your friend to see  Kiém lai véi ban ciia ban xem ban da
if you wrote the information  ghi diing théng tin vé ban dy khong!!!
about him/her correctly !!!

(Answer key #32)

WAYS TO SAY IT

* Taking a message
Nhan l&i nhdn

Théong bao la ngudi nhan cudc goi khdng c6 & ca quan, di ving, hay ban
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Hoi va dép thai diém ngudi dy sé trd lai:

5

Héi xem ngudi goi c6 cin néi chuyén véi ngudi khac cung phong khong:
A: Would you like to speak to his secretary?

B: Yes, please. ' v

A: Hold the line, please./Just a moment, please.

Nhan tin nhin & nhin tin:

ATTENTION

@ ——m
o
o ——

m - I'm sorry, but Mr. Travis isn't |m - He has no time for you now.
in now.

— He is not available.
— I'm afraid the manager is _ He doesn't want to be
out at the moment. disturbed.

- I'm afraid the manager is in
a meeting.
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— You can call back in the
afternoon.

his secretary?
~ Could I take a message?

- Would you like to leave a
message?

- Could you please tell him to
call me back?

- Please tell him that I called.

— I'll give him your message, sir.

m — When will he be back? [ |
— At what time could I call back?

m - He'll be back at two o'clock. |m

m - Would you like to speak to =

m - Yes, please. u

m - I'll tell him, sir. "]

When can I speak with him?

You can try in the afternoon.

- Goodbye.
— Do you want to speak with Noi?
Who is Noi?

— Is there something you want
me to tell him?

— Sure.
— Don't forget to tell him ...

oK.

EXERCISE 3: TAKING A MESSAGE

Open Dialogue

Complete the following conversa-
tion. You work for IBM. Answer
the telephone.

ANSWER THE PHONE:
caller:

ASK THE CALLER'S NAME:

caller:

TELL THE CALLER TO WAIT:

Hay hodn thanh bai dam thoai sau.
Ban lam viéc cho céng ty IBM. Hay
trd loi dién thoai.

May I speak to Mr. Jenkings,
please?

Steve Klemme from Pear Corpo-
ration.
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You try to contact Mr. Jenkings
SAY Mr. JENKINGS 1S NOT IN:

caller: When could I call back?
NOT SURE :
ASK ABOUT A MESSAGE:

caller: Could you please tell him to call
me back at two-double seven-
four-oh-three-seven extension
fourteen?

ASK TO REPEAT THE TELEPHONE
NUMBER:

caller: Yes, two-double seven-four.
REPEAT: '
caller: Oh-three-seven.
REPEAT:
caller: Extension fourteen.
REPEAT:
ASK TO SPELL THE SURNAME:
caller: Yes, Klemme. K-L-E.
REPEAT:
caller: Double M-E.
REPEAT NAME, PHONE NUMBER:
caller: Yes, that's right.
SAY YOU WILL TELL Mr. JENKINGS:
caller: Thank you. Goodbye.
GOODBYE:

(Answer key #33)

Roleplay
Practise with your partner. Make  Hay luyén tdp véi ban déng tdp cia

up telephone conversations for ban.Lam cdc bdi dam thogi qua dién
the following: thoai cho nhitng ngudi sau:
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One pariner takes the part of the
secretary of LLT Co., Ltd.

One partner takes the part of a
caller who would like to speak to
the manager of LLT.

[Answer the telephone

[Say the manager is not in

_ Say you don't know

— Ask if the caller would like
[ to leave a message

Write down the caller's name:

\.

'Ask the name of the caller's
Lcornpany

\

J

Write down the caller's com-
pany:

J

(Ask the caller's telephone
(number

J

s
Write down the caller's tele-
phone number:

—

Repeat the caller's name, ]
company, telephone number
(and message

>

l;Say you will tell your manager

Mgt ban déng vai thu kij ciia cong ty
trdch nhiém hitu han L.L.T.

Mgt ban dong vai nyuﬁt‘ goi muén néi
chuyén véi gidm déc cong ty L.L.T.

Ask to speak to the manager

Ask when the manager will
be back at the office

— Say your name
— Leave a message ........

Spell your name

pany

Spell the name of your com
pany

Say the name of your com- J

Say your telephone number

Repeat your telephone
number

Confirm |
Thank ]

(Answer key #34)

Ti€ng Anh dam thoai danh cho Nhan vién Van phong — 117



Practise what you learned today Hiy luyén tip nhiing gi ban di hoc
with your friends. Make up tele- hdém nay véi cic ban ciia ban. Hiy
phone conversations for the fol- lam nhing bii ddm thoai qua di¢n
lowing: thoai cho nhifng ngudi sau:

A. TELEPHONE TO YOUR FRIEND AT DAIKIN CO., LTD.

Bién thoai dén ban cva ban & céng ty trach nhiém hou han
DAIKIN
One partner takes the part of a secretary at Daikin Co., Ltd.
and answers the telephone.

One partner takes the part of a caller who telephones to his/
her friend Jim at Daikin Co., Ltd. .

Remember:

o Jim isn't in.

o Write down the caller's name, telephone number, ...
o Talk about a message.

B. TELEPHONE TO SONY CO., LTD.
Dién thoaqi dén céng ty trach nhiém hou han SONY
One partner takes the part of the operator of Sony Co., Ltd.
and answers the telephone.

One partner takes the part of a caller who telephones to Sony
and would like to speak to the chief engineer.

Remember:
o The chief engineer is out.

o Talk about a message (the caller's new T.V. is out of order
and no one came to repair it as promised).

o Write down the caller's name, address, telephone number

5 sese
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SN Message Date Time
to from
UTELEPHONED QVISITED Q4

| o will telephone again at
|| 0 will come again at
/| o call back at tel.
| o others

THE LIGHTER SIDE

CROSSWORD
1 2 3 45 6 7 8 91011

50Q -0 M TR

=

— R .

3
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ACROSS

06 O o

= -

a small tool for fastening papers together
short for tuberculosis - the head of state of Thailand
she types all our letters and invoices - letter of credit

the part of the body we hear with - famous army unit of Nazi
Germany - a large language school in Bangkok

short for Proprietary (in Australia a Company Limited is called a
Proprietary Limited) - There are too many ... on the Bangkok
streets.

Most English plural nouns end with an “s”, but some English plural

nouns end with an “...”. - the island in the Mediterranean sea on

which Napoleon was in prison for a while

left and right, near and ... - a small tool used for writing
she is very good at numbers

the opposite of short

“Look at the ..., it's time to go home.”

Thai people often ... their food in a little bow] with sauce. - Hua ...
is a beach resort south of Bangkok.

office furniture to write at - through this we enter and leave a
room

furniture to sit on

DOWN

a large electrical company - equipment to sent letters by telephone
- a chemical used to kill mosquitoes

before we leave we say, “Good ...!” - air-conditioning - short for
“that is” [Latin: id est]
a bend wire to hold papers together (many of them)

boys wear pants and girls wear ... - “At The Office” is an interesting
B.K.

we clean our hands with ...sue - a small tool to make little holes in
paper ‘

small crawling animals that we can find almost anywhere - the
most used language in the world
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7 short for page - a good smell - the dictionary is ... the shelf

8 zip code for the state of Alabama - the first three letters of the
alphabet - Department of the Interior

9 the kind of paper we use to make copies when typing - “Would you
like coffee ... tea?”

10 the United States of America
11 Office Automation - someone who does general office work
(Answer key #35)

Quiz -
RosS

When you are calling to make an appointment for
your manager, you say

O “My boss will go to see you tomorrow.”
QO “My boss wants to talk to you tomorrow.”

Q “Do you think it would be possible to set up a meeting for
tomorrow?” :

(Answer key #36)
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MAKING AN APPOINTMENT

* Asking for an appointment
Xin mét cudce hen

* Discussing the date and the time for an appointment
Ban ngay va gio cho mét cuéc hen
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CONVERSATION

Mr. Travis, the managing director
of Graphic, is visiting Singapore
next week. He’s got some impor-
tant matters! to discuss? with
Mr. Wang of ETM Co., Ltd. in Sin-
gapore. Sopa, his secretary, tele-
phones to make an appointment®,

Ong Travis, gidm déc diéu hanh cia
céng ty Graphic, sé di thdm Singa-
pore tudn sau. Ong dy c6 mét s6 vin
dé quan trong cin ban véi 6ng Wang
& céng ty trdéch nhiém hitu han ETM
& Singapore. Sopa, thu ki cia éng
dy, goi dién dé hen gdp.

The operator of ETM answers the telephone
Nhin vién tdng dai clia ETM tr3 10i dién thoai

0: ETM. Good morning. May I

help you?

Céng ty ETM day a. Xin
~chao. Cho phép t6i dugc gilp
c6 chu?

6: Goed morning. Could I speak to

Mr. Wang, please?
Xin chao. Xin vui long cho téi dugc

néi chuyén vdi 6ng Wang di a.

: Who's calling,

please?
Xin héi ai dang
goi ddy a?

) matter van dé

6: This is Graphic
Bangkok calling.
.Pay la céng ty
Graphic & Bang-
kok dang goi.

0: Hold the line, please, miss.

Thua c6, xin ¢6 vui long

git may a.

6: Thank you.
Ca’: on c6.

) make an appointment hen gip

@ discuss ban bac, thdo luan
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The operator tries to contact Mr. Wang.
Nhén vién tdng dai c6 ging lién lac véi ng Wang.

~

0: I'm afraid Mr. Wang isn't in at the

moment. Would you like to speak to
- his secretary?
. ?
0: Hello, Graphic ... Téi e Ia 6ng Wang hién gi khéng c6
A-18, co phdi céng ty , A < Py
Gravhic dé khéne a? d co quan. C6 c¢6 mudén néi chuyén
p 5 vdi thu ky cda 6ng 8y khéng a?

Yes, please.
Véng, co a.

The operator puts Sopa through to Mr. Wang’s secretary.
Nhin vién tdng dii néi may cho Sopa gip thu k¢ cia 6ng Wang.

Vian phong 6ng Wang day a. Xin chao

N

s Yes, miss. What can
I do for you?

Vang a. Toi c6 thé
lam gi cho chij?

Mr. Wang's office. Good morning. ]

6: Good morning. This is Graphic
Bangkok calling.

Xin chao. Day la céng ty Graphic
& Bangkok dang goi.
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. N ( - 3

6: Our managing director, Mr. Travis, is E: Yes, I think so. How-
visiting Singapore next week, and he's ever®, Mr. Wang will
got a matter he'd very much like to be out of town® from
discuss with Mr. Wang. Do you think Monday to Wednesday.
itd be possible® for them to meet? Vang, t6i nghi la dugc.
Ngai gidm déc diéu hanh ctia ching téi, Tuy nhién, 6ng Wang
6ng Travis, sé di tham Singapore tudn sé ra khdi thanh ph6
sau, va 6ng &y c6 mét vdn dé rit muén || 1 that hai dén thu tu.
ban vdi 6ng Wang. Chj cé nghi la ho c6

| thé€ gap nhau dugc chu?

£ Would Thursday E: What time would it
be all right? suit® you? _
Véy thd nam co Nhu vdy may glt?' sé
dugc khéng a? pht hgp cho chj?

6: Yes, that would be fine. But,

Mr. Travis can't manage®

the morning.

Vang, thé€ thi t6t qui. Nhung,

6ng Travis khéng th€ sip xép o
vao buéi sing duoc a. )

How about two o'clock
in the afternoon?
Hai gi® chiéu c6 dugc

 possible c6 thé @ manage sip x&p
& however tuy nhién ® suit pha hop, tién lgi

© out of town ra khéi thanh phg
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Checks the diary.
Xem s8 cong tic.

(E: Let's see ... Yes, Thursday next week
at two would suit® us fine.

D€ xem nio ... Vang, that ndm tuln sau
ltic 2 gio sé tién cho chung t6i ddy.

\(

'E: Could you spell the

name....... ?
Chi vui long danh

van tén ....... di a. 6: Thank you.

Cadm on cé.

Q uiz 3 1
- ot
When you telephone to Mr. Andy Beardy to fix

an appointment, but Mr. Beardy's secretary tells
you that her boss is “tied down”, you know that Mr. Beardy is

Q attached to his chair with a length of rope.
Q busy. -

Q married.

(Answer key #37)
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WAYS TO SAY IT

* Asking for an appointment
Xin mét cudce hen

o Ty gi6i thiéu hodc néu ngudn gii thiéu:

A: |- You were "= te to us by Mr. X of A Co. and ... 2

— Our manager Mr. Yis |- planning to be in ... tomorrow and ... =»
- visiting ... next week and ... 2

— We saw your advertisement in the (newspaper) and ... 2
— We are regular clients of your company and ... =

i Dat van dé:

A: — ... our manager has got a matter he'd very much like to discuss
with you/Mr. Z.

— ... there are some details he'd very much like to talk about with
you/Mr. Z.

- ... Mr. Y, our manager, was very interested in your offer/
products/services.

— ... our manager, Mr. Y would very much like to discuss some
details with Mr. Z.

05> Hai y kién vé mot cudc hen:

A: Do you think it would be possible
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ATTENTION !!!

m Cin gi6i thiéu tén hojic tén cong ty.
- My name is Somchai from R.T. .

- I'm calling from Graphic.

m Ty giéi thiéu hodc néu ngudn gidi thidu
(qua mdt ngudi nao d6, qua bao chi,
quang céo, ...)

- You were recommended to us by
Mr. X of A Co. and our manager
has got a matter he'd very much
like to discuss with you.

— Our manager Mr. Y is planning to
be in ... tomorrow and there are
some details he'd very much like
to talk about with you.

- We saw your advertisement
in the Nation, and Mr. Y, our
manager, was very interested in
your offer/products/services.

— We are regular clients of your
company and our manager Mr. Y
would very much like to discuss
some details with Mr. Z. .

m Hoi y kién vé mot cudc hen mdt cach
lich sy:

— Do you think it would be possible
for you/them to meet?

- Do you think it would be possible
to arrange a meeting?

— Do you think it would be possible
to arrange an appointment?

a Hello, I am Somchai.
Khéng chi gi6i thidu t3n ma
khéng c6 tén cong ty.

s-— [ will come to see you
this afternoon?

- I must see you tomorrow.

— I want to talk with you
about something.

- Can I come see you?

— How about coming to my
office to talk about some
business?

Déy la nhitng cach néi khong

lich sy.
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EXERCISE1: COULD YOU FIX AN APPOINTMENT
FOR ME WITH ...?

Open Dialogue

Study the following picture care- Hay xem kij hinh sau va hodn thanh
fully and complete the conversa- bai dam thoai. Hay viét vao cdc loi
tion. Write in the words of the cia ngudithu ki, nguoi phdihen gdp
secretary who must make an ap- cho gidm déc cia cé dy.

pointment for her manager.

Mr. Travis is interested in the following ad- 1990 BMW
vertisement about a BMW and he wants his | Owner leaving

secretary to call the advertiser. Excellent condition
Ong Travis quan tim dén miu quing cio sau vé Tel. 279-2024
BMW va 6ng iy muédn thu kg cia minh goi dién " (Mr. Watts)

cho ngudi ding miu quing cio dé.

We saw

and my

Do you think

i

(Answer key #38)
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Fixing Appointments

Study the following pictures care- Hay xem kij cdc hinh sau. Hay viét
fully. Write the words of the secre-  cdc loi cida c6 thu ki, nguwi phdi én
tary who must fix an appointment.  dinh mét cuéc hen. Hay viét:

Write:

1. the reason for calling (why) ly do goi dién (tai sao)
2. what the call is about cii dién thogi dé vé viéc gi

@Mr. Travis is going to a
trade show in Tokyo next
‘week and his secretary must
make preparations for his
trip.

DIARY

Call Mr. Honda of Toyisha
(Japan): fix appointment for
| next week

©) w

There are foo many mistakes in our accounts.
Call Joe Clom of Cheat Accounts. Ml be in his
office tomorrow.

| g

130 - Ti€ng Anh dam thoai danh cho Nhan vién Vin phong




@ [I need some good advertising, Jim! | [—

Why don't you call John Brown of Graphic?
Here's his number.

Jimm GoopMaN,
AIA CO,, LTD.

(Answer key #39)

Roleplay

Practise with your partner. Look  Hay luyén tdp véi ban déng tdp ciia
at the pictures and make up tele- bagn. Hday xem cdc hinh trén va lam
phone conversations. céc bai dam thoai qua dién thogi.

One partner is the secretary who must make an appointment for her
boss.

One partner is the receiver who answers the telephone.

o for picture 1: Mr. Honda (the manager of Toyisha)
o for picture 2: the secretary of Mr. Clam (of A & A)
o for picture 3: the secretary of Mr. Brown (of Graphic)

(Answer key #40)
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WAYS TO SAY IT

Ban ngay va gid cho mét cude hen

A:

B:

Hdi ngay va gid cho cudc hen:

What -day would it suit = you? :
—time - M. ...?

Bé nghi ngav va gid cu thé:

- Would -the day-after tomorrow <beall right?
= tOMOITOowW. aftemoon | =suityow? ¢

— How about - next Monday/!’uesday/Wednesday/.‘,?{-v
= the tenthnf next nonth? 5

- the monnng/aftemmn? ,f;f{- :

webeidananny

A:

Néu ly do khéng thé c6 cuéc hen vao ngay, gis dugc dé nghi:

~Imafraid Mr. ...~ —won'tbein - on Friday.

~I'm sorry, but Mr. ... ~willbe away' - tomorrow: afternoon.
~can't manage - on Mondayand
Wednesday S

= from Monday to
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A: That would

SAY

ATTENTION !!!

.DON'T S

m — What day would it suit you?
— What time would it suit Mr.
Brown?

= — How about the day after
tomorrow?

- Would tomorrow afternoon
suit you?

— How about next Monday?

— How about the tenth of next
month?

® - I'm afraid Mr. Cash won't be in
on Monday and Wednesday.

— I'm sorry, but Mr. Brooks will
be away from Monday to
Wednesday.

- I'm afraid Mrs. Goodman
can't manage the afternoon.
m — That would suit us fine.

— That would suit Mr. Travis
perfectly.

— That would be all right.

m When would be suitable to you?
Cau nay khong ding trong tiéng
Anh chuén.

m ... not tomorrow, but the day
after.

Khi mudn néi ngay mot, phai néi
the day after tomorrow.
- Can you tomorrow afternoon?

— Do you want to meet next
Monday?

— Are you available the tenth
next month?

m — No, he cannot on Monday
and Wednesday.

— No, he is not here Monday,
Tuesday and Wednesday.

m - OK..
- Very good.

— That would be good.
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EXERCISE2: WHEN WOULD IT SUIT YOU?

Work with your partner. Make up  Hay lam viéc véi ban dong tdp cia
conversations. Discuss a date and  ban. Lam cdc bai dam thogi. Bin bac

time for an appointment.

|Example I ASK: date: & A:

PROPOSE: next Monday <» B:

DISAGREE: not next Monday < A:
PROPOSE: Tuesday =

AGREE: - B:
fa\ ASK: date:
PROPOSE: tomorrow morning:
DISAGREE: not tomorrow morning:
PROPOSE: the day after tomorrow:

AGREE:

& Now ask and answer about the
following:

ngay va gio cho mét cudc hen.

When would it suit you?
Would next Monday be all
right?

I'm afraid M. ... will be away
next Monday.

How about making it (for)
Tuesday?

Yes, next Tuesday would suit
M. ... fine.

<> A: When
= B:
> A:
>

= B: Yes,

Bdy gio hay héi va trd 167 vé nhitng
diéu sau:

PARTNER A PAR 1
ASK - “PROPOSE -

PARTNER A
DISAGREE <» PROPOSE

" not in the
morning

= lunch

not from the =>» the 14th
8th 'till the

, . 12th
clock~ notinthe = the
~ =" morning afternoon
not on Mon- =» Wednesday
day and
- Tuesday

(Answer key #41)
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MAKING AN APPOINTMENT

Practise what you have learned to-  Hay luyén tip nhitng gi ban da hoc
day with your friends. Act out the  hém nay vdi céc ban cida ban. Dién
following conversation. bai dam thoai sau.

You need three people:
One parmer takes the part of the secretary of B.E. Display Co., Ltd.

One partner takes the part of the operator of International Soft-
ware Co., Ltd. in Hong Kong.

One partner takes the part of the secretary of Mr. Lee, the
manager of International Software in Hong Kong.

The Scene:

The manager of B.E. Display is visiting Hong Kong next week.
He would like to discuss some business with Mr. Lee, the man-
ager of International Software in Hong Kong. The secretary of
B.E. Display telephones to Hong Kong to ask for an appoint-
ment.

Instructions:
Secretary of B.E. Display:
o telephone: say your company and city
o ask to speak to Mr. Lee/his secretary

o say why you are calling, what you are calling about and ask
for an appointment

o discuss the date, the time

Operator of International Software:
o answer the telephone
o say Mr. Lee isn'tin, ........

Secretary of Mr. Lee:
o answer the telephone, help the caller
o discuss the date and the time (Mr. Lee is not in on/at ...)
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THE LIGHTER SIDE

HOW EMBARRASSED ARE YOU ABOUT YOUR ENGLISH?

Many people in Thailand worry all the time
about their English. They are always shy
and embarrassed every time the word English is
mentioned. How embarrassed are you about
your English? Complete the following question-
naire to find out.

1. When a foreigner comes into your office, you
a. hope he will talk to you.
b. hope he won't talk to you.
¢. run away.

2. When a foreigner says, “Hello.”, you
a. say, “Hello”.
b. smile and say nothing.
c. pretend you don't hear and walk on.

3. When your boss asks for a volunteer to receive a foreign visitor at
the airport, you
a. are the first to volunteer.
b. only accept the assignment when you are asked.
c. hide behind your desk.

4. When a foreign visitor asks you the way, you
a. try to explain.
b. say, “Sorry, no English”.
c. wave your hand and walk on.

5. When you read the job vacancies in the newspaper, you
a. don't worry if they ask for people with knowledge of English.
b. worry a little bit if they ask for people with knowledge of Eng-
lish but still apply.

c. forget about it if they ask for people with knowledge of English.

136 — Tieng Anh dam thoai danh cho Nhén vién Van phong




10.

1.

12.

When you are asked about your English, you say,

a. “I speak it not well but I can manage”.

b. “I speak it a little.”

c. “No, no”.

When you have to wait in a room with only English magazines and
newspapers, you

a. try to read a story.

b. try to read the headlines or words under the pictures.

c. don't try to read anything.

When there is an English speaking person on the telephone you

a. say, “May I help you?”.

b. say, “Just a moment.” and find someone else to answer the
phone.

c. say, “Oh, Farang” and quickly put down the receiver.

You often tell yourself,

a. “I know enough English but I'd like to learn more.”
b. “I want to learn English, but I'm too stupid.”

c. “I don't care about learning English”.

If you had to go for an English job interview next month, would
you

a. not worry about it at all?

b. find an English teacher to brush up your English?

c. telephone and cancel the interview?

When you are offered a free English course, you select
a. a foreign teacher who speaks your language a little.
b. a foreign teacher who speaks your language well.

c. a Thai teacher.

If a handsome English speaking colleague invited you to go to a
discotheque, would you

a. accept eagerly since it's a chance to practise your English?
b. accept if you were sure the foreigner could speak your language?
c. refuse because you're too embarrassed about your English?

{Answer key #42)
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Quiz LD
When you are at the airport to meet a foreign
visitor, you ask
< “Hey, You! Are you Mr. Jackson?”
3 “Excuse me, Mr. Jackson ...2"”
- “Oh, hi. What's your name?”
(Answer key #:43)
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ASSIGNMENT AT THE
AIRPORT

* Attracting people's attention
Thu hdt sy cho y cla ai

* Introducing yourself and your company
Gidi thigu ban than va céng ty cba ban

* Greeting people formally and informally
Chao ai trang trong va than mét

* Introducing people formally and informally
Giéi thigu ai trang trong va thén mét

* Starting conversations with foreign guests and hosts

Bét chuyén véi khach nuéce ngodi var chd nhan
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CONVERSATION

Mr. Iso Honda has just arrived from
Japan. Kanjana and Sopa from

Ong Iso Honda vita tir Nhit dén.
Kanjana va Sopa ¢ céng ty Graphic

Graphic are at the airport to meet
him.

dang cé mdt & sdn bay dé don 6ng .

K: I'm Kanjana Tirawatana of
Graphic. How do you do, sir?

Téi la Kanjana Tirawatana &

c6ng ty Graphic. Xin chao 6ng.

K: Excuse me ...» Mr. Iso
Honda?
Xin 16i? C6 phéi 6ng la
Iso Honda khéng a?

H: How do you do, miss
Tirawatana?
Xin chao c¢é Tirawatana.

K: Did you have a good trip®,
Mr. Honda?

Thua 6ng Honda, éng da

trdi qua chuyén di tét dep

chu a?

H: Thanks for coming to meet me.
Cam on vi da dén dén t6i

(k: You're welcome. Don't
mention it.

Khéng cd chi. Khéng cé
chi dau a.

H: Oh, yes, thanks. J

0, vang, cam on.

Mtrip chuyén di
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(K: Mr. Honda, I'd like you to
meet Miss Sopa. She's our
translator® at Graphic.

Thua éng Honda, t6i xin gici

Cé 8y la bién dich vién cla
9 Cong ty Graphic ching t6i.

thiéu vai 6ng day la cé Sopa.

H: How do you do, Miss Sopa?
Nice to meet you.
Xin chao cé Sopa. Han hanh
dugc gap cé.

$: How do you do®,
Mr. Honda?

Xin chao éng Honda.

K: Shall we go to the car,
Mr. Honda?
Thua 6ng Honda,
chiing ta dén xe cha a?

H: Yes, of course.
vang, phal réi.

|

Is this your first trip over here,
Mr. Honda?

Thua 6ng Honda, c6 phai day la
lan ddu 6ng dén day khéng a?

H: Well, I was here on a visit last
year, but just for a few days.
A, t6i da di tham noi nay nam réi,
nhung chi trong vai ngay thoi.

@ translator nguoi bién djch, bién dich vién
© How do youdo? Xin chao/Han hanh dugc gap ong/ba (dung chao nhau lan

dau gap go)
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H: Have you ever been to
Japan, Miss Tirawatana?
C6 Tirawatana a, cé co
bao gi& dén Nhai chua?

K: By the way¥, please
call me Kanjana.
A, xin cu goi téi l1a

Da chua a.

K: No, I'm afraid 1 haven?'

@ Bytheway A, nay. (ding diu ciu) Xem Focus #4

THE LIGHTER SIDE
The Origin Of "Fa-Lang".

Do you know why people in Thailand call
me a “Fa-Lang”? No? Well, maybe this is why:

You see, the first white man to come to Thai-
land was from France. That man spoke French
or “Francais”.

But we all know that “R” is very hard for the
Thai mouth, so Thai people said, “Flancais”.

But we all know that in Thailand people like
things to be easy and “FL” is very hard for the
Thai mouth, so Thai people said “Falcais”.

But in Thailand people DON'T LIKE
PROBLEMS, and “C” and “S” are big problems
for the Thai mouth, so now Thai people call me
a “FA-LANG”.
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WAYS TO SAY IT

¢ Attracting people's attention
Thu hit sy cht y cOa ai

¢ Introducing yourself and your company
Gisi thigu bén than va céng ty cda ban

Thu hit sy chd ¥ cda ai: » ‘
A: Excuse me..? #Mr, Iso Hond:
= Mrs;

B: Yes ...?
Tu gidi thiéu:

A: -~ I'm Kanjana Tiraw,
o fm'Leé Wang of I :

WAYS TO SAY IT

# * Greeting people formally and informally
Chdo ai trang trong va than mat

Chao trang trong: Ldn ddu hai ngudi méi gip thudng chao nhau How do
you do? va ngudi chao dap lai ciing |a How de you do?

A: How do you do? B: How do you do?

Chao than mat: Khi da quen biét nhau thi chao theo cach than mat nhu
sau:
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SAY -

ATTENTION !

m - Excuse me ...? Mr. Iso
Honda ...?

— Excuse me ...? Mrs. Green ...?

m - I'm Kanjana Tirawatana of
Graphic.

- I'm Lee Wang of International
Software.
m A: How do you do?
B: How do you do?

m - Excuse me ...? Are you Mr.
Honda?
- Excuse me ...? What's your
name?

— Excuse me ...? I'm looking for
Mrs. Green.

Haéi Are you ...? hoic What's your
name? la khéng lich sy khi [an d4u
gdp ai.

m - I'm Miss Kanjana.
— I'm Mr. Lee.
Chi ding Mr., Mrs., Miss tru6c ho,
khéng ding cho tén.

® A: How do you do?
B: I'm fine thank you.
Dap lai cho 161 chao gip nhau lan
dau tién la How do you do?
Khi di quen biét nhau, ngudi chao
trudc la Hello, how are you? va
ngudi chao dap lai 1a I'm fine, thank
you.
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ACTITOUT# 1: Greeting people

Work with your partner. Act out Hay lam viéc véi ban déng tdp cia
the following conversations: ban. Dién cdc bai dam thogi sau:

@Mr. Rao Sing, an Indian businessman, is arriving at the airport in
your city. You work for A.B.C. Productions. Your company sent you
to the airport to meet Mr. Sing.

o attract the visitor's attention
o introduce yourself (and your company)
o greet (formally)
An old friend from your school days is arriving in your city. You are
at the railway station to meet him/her.
o attract your friend's attention
o greet (informally)

@ Mr. Tom Wolf is a foreign visitor to your city. You work for Fun
Tours, a large travel agency in your city. Your company arranged
for you to meet Mr. Tom Wolf at a restaurant in your city. You

enter the restaurant. The person on table 5 is supposed to be
Mr. Tom. Join him on his table.

(Answer key #44)
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WAYS TO SAY IT

¢ Introducing people formally and informally
Gisi thi¢u ai trang trong va thén mét

Gidi thiéu ai trang trong:

B: = Hello. »

“Hi,

=%

ATTENTION !!!

Hello. dugc dap lai la Hello.
How do you do? dugc dap lai la How do you do?.
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EXERCISE 1: THE PEOPLE OF GRAPHIC CO., LTD.

Check the organization chart of
Graphic Co., Ltd. at the beginning
of your book and introduce the dif-
ferent people at Graphic to Mr.
Honda from Toyisha Co., Ltd.

o Mr. Travis:

Xem lgi biéu db co cdu ciia cong ty
trach nhiém hitu han Graphic ¢ déu
quyén sdch cia ban va gidi thiéu
nhitng nguoi khdc nhau & céng ty
Graphic véi 6ng Honda dén tir cong
ty trach nhiém hitu han Toyisha.

Mr. Honda, please meet our managing director Mr. Travis.

o Mr. Somchai Kobjitti:

Mr. Honda, Mr. . He's
o Mr. Wirat Mathong:
o Miss Kanjana:
(Answer key #45)
EXERCISE2: THE PEOPLE AT .......
t° Study the following words care-  Hay hoc ki cdc tit sau:

Sully:
personnel department/division/
section

human resources department/
division/section

sales department/division/
section

public relations department/
division/section

promotion department/division/
section

purchasing department/division/
section

marketing department/
division/section

finance department/division/
section

accounting department/
division/section

administration department/
division/section

auditing department/division/
section
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managing director
general manager
personnel manager

human resources development
manager

training manager
production manager
factory manager
warehouse manager
sales manager

15" Use the organization chart of
Graphic Co., Ltd. (page 12) as
an example and draw an or-
ganization chart for your com-
pany in the following space.

marketing manager

credit manager

office manager

purchasing manager/director
finance and accounting manager
auditor

chief accountant

foreign department manager

Hay ding biéu db co cdu cia cong ty
trach nhiém hitu han Graphic
(trang 12) lam vi du va vé mgt biéu
db co cdu cho céng ty ciia ban vao
ché tréng sau.

|

& Introduce the different people
on your organization chart to
a foreign visitor at your com-
pany.

o Mr. Green, please meet our managing director, M

o Mr. Honda, may I introduce our

Hay gidi thifu nhitng nguoi khdc
nhau trén biéu dé co cdu cila cong ty
ban véi mot ngudi khdach nuéc ngodi
dén céng ty ciia ban.

M

o Mrs. Richards, I'd like you to meet Mr.

o Miss Sally, Miss

,he's

,She

o Mr. Bob,
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ACTITOUT #2: Introducing people

Work with two partners. Make up  Hay lam viéc véi hai ban dong tdp.

conversations for the following: Lam cdc bai dam thoai cho cdc tinh
huédng sau:

@Two colleagues are at the airport to meet a foreign businessman.

Partner one: introduce your colleague Mr. Jack Green, chief

auditor (Partner two) to the foreign visitor Mr. Rao Sing (Partner
three).

@ Two friends are at a railway station to meet an old friend.

Partner one: introduce your friend ..... (Partner two) to your old
school friend (Partner three).

@Two colleagues of Fun Tours travel agency are at a restaurant to
meet a client.

Partner one: introduce your colleague ...... , a tour guide (Partner
two) to the client Mr. Tom Wolf (Partner three).

@Two friends are at one of the friend's company party.

Partner one: introduce your friend ....... (Partner two) to your
manager M...... (Partner three).

(Answer key H46)

THE LIGHTER SIDE

You've forgotten to type the inside
address in this letter, Miss Noi.

week. You must pay aitention!

| How much do | pay, sir? |
(A

But this is the third time this ]

pay attention cha v, luu y
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WAYS TO SAY IT

N

* Conversation openers: how to start talking with
foreign guests and hosts
Nhing cdu mé déu cudc dam thoai: cach bét chuyen
véi khéch nuéce ngodi va cho nhéan

B B4t ddu cudc dam thoai bing céch néi loi cdm on:

~ Shall we

B: Yes, of course.

U Tao quan hé thin mit, cdi md hon bing 16i xung hé tén, ch khong
phai ho.

A: By the way, please call me Kanjana.

B: Oh, you can call me .... (first name/nickname)
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ATTENTION !!!

— Thank you for coming
to meet me.

~ Thanks for meeting me.

— Not at all.

- Don't mention (it).

- You're welcome.

- It's a pleasure.

— Let's go to the car.

-- Shall we go to the car?

- By the way, please call me
Kanjana.

~ Oh, you can call me ... (first
name/nickname)

By the way la cAu mé dau dé

chuyén d@ tai néi chuyén mét cach

tu nhién.

s - Thank you for come to meet
me.

- Thanks for to meet me.
C4u tric diing thank somebody for
+ V-ing

m Never mind.

Khong dap Never mind cho 16i cAdm
an.

m - [ want to go now.
— We must go now.
— Can we go now?
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Practice makes perfect

RECEIVING A FOREIGN VISITOR AT THE AIRPORT

Practise what you learned today Hay luyén tip nhing gi ban da hoc
with your friends. Act out the fol-  hém nay véi cic ban cta ban. Dién
lowing conversation. bai dam thoai sau.

You need three people:

Two partners take the parts of two employees of LLT Co., Ltd. (of-
fice manager - secretary - ...).

One partmer takes the part of a foreign visitor (Mr./Miss Hall).
The Scene:

The visitor from America is arriving at the airport and the two
people of LLT are there to meet him/her.

Instructions:
D attract the visitor's attention, ask his/her name
o introduce yourself, your company
D greet
o thank the hosts for meeting you
o introduce your colleague
o suggest going to the car
o get on friendly terms (first name/nickname)

| Quiz AM
"\“‘“‘\6 £
If you don't understand the instructions of your

foreign supervisor, you

Q say nothing because you're afraid he might be angry.

Q4 say, “Could you explain it again, please? I don't quite understand.”
O go looking for a new job.

(Answer key #47)
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PROBLEMS AT GRAPHIC

* Making suggestions about work
Dua dé nghi vé céng viéc

* Asking for more details about assignments

Hai them chi tiét vé cdac nhiem vy duoc giao
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CONVERSATION

Mr. Travis and Kanjana are talk-  Ong Travis va Kanjana dang néi vé
ing about the work at the office. céng viéc ¢ vdn phong.

T: Have those brochures that we [ |T: But they should have

ordered been delivered™ yet, been here long ago.
Miss Kanjana? Nhung 16 ra 13 phai
Cac to théng tin quing cédo 6 lau r6i chy.
ching ta da dit dugc giao chua,

#: They should have been
delivered two weeks ago, sir.

c6 Kanjana?

K: No, I'm afraid they Thua ngai, Ié ra la chdng phai
haven't yet, sir. dugc giao cich day hai tudn
Thua ngai, téi e ring mdi phai.

ching chua dugc giao a. ‘ /

K: Shall I telephone the
printer, sir?

Thua ngai, t6i sé goi

dién cho nha in nhé.

T: TWO WEEKS AGO! T: Yes, please.
CACH DAY HAI TUAN A! Véang, cu lam thé€ di.
R

~r
Q ny
v

M deliver giao (hang)
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' N

T: Tell them if they can't deliver K: I've already telephoned
immediately®, we would prefer | several times. What would
to cancel the order and place you like me to tell them?
our business elsewhere® ... Téi da goi dién nhiéu Iin
Hay ndi véi ho la néu ho khéng réi. Ngai muén toi néi véi
thé giao ngay, ching ta sé hdy ho th& nao?

viéc dir hang va giao dich ché T
khac thi hon ...

]
{

b oo b

- .0'1
ey

@ immediately ngay lap tGc
@ place our business elsewhere giao dich, lam dn nai khic
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WAYS TO SAY IT

/
* Making suggestions about work
Pua dé nghi vé céng viéc
A: Shall -1 ~telephone the suppliers?
~we . —ordersome more? -
- get Susan on it?
—~make it-priority?

—leave a message?. g
~place an ad in the newspaper? =

B: - Yes, please:
~ Yes, of cotirse.
- No, that's alright.

ATTENTION !!!

m — Shall I telephone the suppliers? (m - Can I telephone the suppliers?
" - Shall we order some more? — We must order some more.
— Shall I get Susan on it? — I want Susan to do that.
— Shall I make it priority? - You should do it first.
— Shall I leave a message? - Do you want me to leave a \
— Shall we place an ad in the message?
newspaper? — You mnust put an ad in the |
newspapers.
— I'suggest that we ... Can, must, want, should nhu trong
- Maybe we could ... céc ciu trén khong duge diing
— It might be a good idea to ... trong cac cau dé nghi.
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MATCH, MATCH (Part One)

Make suggestions to the supervi-
sor for the different situations be-
low. Maich the right suggestions
in the second column with the
different problems in the first
column.

Hay dua dé nghi véi ngudi qudn lj
cho cdc tinh huéng khdc nhau duoi
ddy. Két cic dé nghi diing & cét thir
hai véi cdc vdn dé khdc nhau & c6t
thit nhét.

[SITUATIONS |
An order has not been
delivered.

[2] Mr. X didn't come for his
appointment.

[3] The manager needs someone
of the staff who speaks good
English.

[4] The company is out of
stationery.

[5] The company needs to hire
more personnel.

[6] The manager needs informa-
tion for teaching English to
the staff.

The paper in the fax machine
keeps jamming.

The auditor made some
mistakes in the accounts.

[9] Someone stole your manager's
car from the car park.

Your manager has got a
terrible headache.

[SUGGESTIONS |

Shall I ask Miss Lek to look
into it?

Shall I contact some language
schools for more information?

Shall I order some?

Shall I telephone his office?
Shall I call the suppliers?

Shall I call the police?

Shall I prepare an ad for the
newspapers?

Shall I contact the office
automation company?

Shall I get you some
paracetamol tablets?

OoO0oo0 odd ogaid

Shall I telephone to make an
appointment?

(Answer key H#48)
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WAYS TO SAY IT

%

/ * Asking for more details at work

Hai thém chi tiét & s& lam

ATTENTION !!!

l

SAY

& Eac i E

Day 14 cac cich néi lich sy dé dé
nghi v6i ngudi nghe khi ngudi néi
6 kho khin vé tiéng Anh.

m - [ don't quite understand.

— Could you explain it to me
again, please?

— Could you speak a little
slower, please? I'm afraid my
English isn't very good.

- Could vou give me some
more details, please? I'm
afraid I don't have much
experience with this.

Hay xem va hoc thujc cic cach néi
4 cot bén. Khéng nén néi cach
khéc ngoai nhitng cich néi dé.
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MATCH, MATCH (Part Two)

Ask the supervisor for more de-
tails about the different assign-
ments below. Match the right
questions for details in the second
column with the different assign-
ments in the first column.

Hay hdi nguoi qudn lij thém cdc chi
tiét vé cdc nhigm vu dugc giao khdc
nhau dudi ddy. Két diing cdc cdu héi
héi thém chi tiét véi cdc nhiém vu
duc giao khdc nhau 6 cét thit nhdt.

| ASSIGNMENTS |

[1] Could you place an ad for a
junior secretary in the Bang-
kok Post?

[2] Could you buy a new calcula-
tor for on my desk?

[3] Could you reserve a room for
my trip to Chiang Mai next
week?

E Can you fix an appointment
with Mr. Wirat from IRC?

[5] Could you order some more
computer paper?

[6] Could you leave a message for
Mr. Jones in case he isn't in?

Could you get someone to
translate this brochure?

Could you tell Miss Sopa to
make her report of the meet-
ings with Mr. Honda a priority?

[9] Could you enquire about the
tuition fees for English in-
struction at our office?

Could you take care of the
sale of our old desks?

(Answer key #49)

[ASK FOR DETAILS |

[ ] When would you like to
meet him?

D Who would you like to
translate it?

] What brand would you like
me to buy?

[ ] How many boxes would you
like me to order?

[] What would you like me to
say in it?

[] At what hotel would you like
to stay?

[_] when would you like the
instruction to start?

[] For how much would you
like to sell them?

[ ] By when would you like it
to be ready?

[} what would you like me to
tell him?
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OPEN DIALOGUE: Problems at the office

Complete the following conversa- Hay hoan thanh bai dam thoai sau.
tion. You are the senior secretary  Ban la thu kij thém nién cia mét
to the general manager of a trad-  téng gidm déc cong ty mdu dich ¢
ing firm in Bangkok. You are in  Bangkok. Ban dang ¢ vdn phong ciia
your manager’s office discussing ngai téng giam déc ciia ban dé ban

some work.
manager:
SUGGEST AN ACTION:
manager:
ASK FOR MORE DETAILS:
manager:
SUGGEST AN ACTION:
manager:

ASK HOW TO SEND IT:
manager:

(Answer key #50)

mgt cong viéc ndo de.

I've just noticed that Dos (Co., Ltd.) still
haven't settled their outstanding bills.

(send another reminder)

Yes, please. Send them a letter right away.

Tell them that we would like to receive their
remittance in the next few days.

(inform this the last reminder)

Yes, of course, they should have paid their
bills months ago.

Send it by registered mail, please.
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Study the clipping from the classi- (r A consulting firm urgently D\

fied pages of a daily newspaper requires SECRETARY
carefully:

Hiy xem kj miu ndy duge cit tw ||*® Female, age not over 30
trang quang cao ctia mjt td bao hang ||* Friendly personality

ngay: * Good command of written
Now practise what you learned & spoken English

today with your friends. Act out the ||* Typing both Thai & English
following conversation. Use the ||+ Some knowledge of
newspaper clipping to help you. computer is an advantage
Bay gi¢ hay luyén tip nhiing gi ban |[Please send full résumé in

da hoc hém nay véi cic ban ciia ban. English to:

Dien bai dam thoai sau. Ding mau ||y 1, (Thailand) Co., Ltd. 73/68
cat tir bao nay dé gidp ban. Suthisarn Road, Huay Kwang,
{BK 10400

)/

You need two people:

One parmer takes the part of the manager of L.L. (Thailand) Co.,
Ltd.

One partner takes the part of the secretary to the manager of
L.L. (Thailand).

The Scene:

There is too much secretarial work at L.L. (Thailand) nowadays
and the manager is talking about this problem with his/her
secretary.

Instructions:

MANAGER:
o tell your secretary that you need an extra éecretary
o confirm placing an advertisement in the newspapers
o say what you would like in the advertisement
o say you don't want to talk about salary in the ad
o say in what newspapers you would like the advertisement
o say how many days you would like it in the newspapers
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SECRETARY:
o suggest that you advertise in the newspapers
o ask about details for the contents of the advertisement
o suggest that you mention salary in the advertisement

o ask about details for the newspapers your boss wants to
advertise in

o ask about details for the amount of days your boss wants to
advertise

THE LIGHTER SIDE

Good afternoon, Noi. What's cooking?]

always eaf out.

N\

E\Iell actually, | don't cook, Mr. Bob]
]

!;:

What's cooking? (infml.) = What's happening? C6 chuyén gi vay? / Dang xay ra
chuyén gi vay?

If your boss tells you to “get on the Graphic
contract”, you

QO go and stand on the Graphic contract.
Q eat the Graphic contract.

Q start working on the Graphic contract.
(Answer key #51)
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GETTING THE JOB DONE

® Making inquiries on the telephone
Hai tin qua dién thoai

* Reporting to your supervisor
Bdo cdo véi ngudi quén ly cla ban
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CONVERSATION 1

Kanjana is on the telephone with
the sales manager of the printing
firm where her company ordered
brochures a few weeks ago. The
brochures have still not been de-
livered and Kanjana wants to in-
quire!") about the delay®.

Kanjana dang néi chuyén qua dién
thoai véi trudng phong kinh doanh
ctia hdng in noi céng ty cia c6 dy dd
ddt cdc to théng tin qudng cdo céch
déy vdi tudn. Cdc to théng tin qudng
cdo nay vdn chua dugc giao va Kan-
jana muén héi vé viéc chgm tré do.

P :Oh, yes, Graphic. What can
I do for you?
O, vang, c6ng ty Graphic.
Téi c6 thé (am gi giup c6 a?

~

K: I'd like to inquire about
the brochures we ordered
a few weeks ago.
T6i muén hdi vé nhing
to théng tin quang cdo
_ chdng téi da ddat cach

P: Sales division. May I help you?
B6 phén kinh doanh day a.
Cho phép téi gitip cé chu?

A A A
\__ddy vai tuan.

Minquire hai tham (v& viéc gi)

K: Yes, I'm calling
from Graphic ...

Véng, t6i dang goi

tr céng ty Graphic ...

P: Oh, yes, your brochures.
We've just started printing
them today.

O, phai réi, céc to théng tin
quang cdo cda cé. Ching téi
vira bt dau in chiing hém nay.]

K: But we ordered the bro- |
chures three weeks ago!
Nhung chiing t6i da dat
cdc to théng tin quang
cdo dé cach day ba tuadn
réi ma!

@ delay viéc cham tr&, viéc tri hoin
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P: I'm afraid we've been having
some problems with
shortage® of paper lately ...
Téi e la ching t6i dang gdp
mot sé rdc réi vé viéc thiu
gidy gan day ...

K: Shortage of paper!
Thiéu gidy!

4 R N\
P: Yes, with the latest restric-

tions® on logging® and so on,
the paper factories are having
problems supplying® us with
certain types of paper.

Véng, véi nhiing han ché gin
day nh&t vé viéc dén gé, van
véan, cdc nha mdy gidy dang
gap khé khin vé viéc cung cap
cho chting t6i mét s6 loai gidy
nao do.

K: And when will you be able

to deliver them?

Vay khi nao thi anh c6 thé
giao hang cho ching téi?

P: They definitely will be

P: Let's see. It's already Thursday
today and we will be closed on
Saturday.

D& xem. H6m nay 1a thd ndm
réi va ching t6i sé déng clia vao
thi bay.

delivered on Monday.
Chic chdn chdng sé dugc
giao vao tha hai.

K: Next Monday?
Tha hai toi a?

® logging viéc don gd
® supply cung cap, cung Ging

® shortage su thi€u hut
@ restrictions cac han ché
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viéc do.

P: I'm terribly sorry about the delay, but there
is really nothing I could do about it.
Téi thanh that xin 16i vé viéc cham tré nay,
nhung that sy téi khéng thé lam gi dugc vé

K: Well, we'll be looking forward to

receiving them on Monday then.
Théi, thé thi ching t6i mong la sé
nhan dugc ching vao thi hai nhé.

P: Certainly.
Chdc chdn vay.

K: Goodbye.
Chao tam biét.
Vd

THE LIGHTER SIDE

The Origin Of ...

Do you know why people all over
the world call my name and say, “O.K.”,
whenever they want to say that they
agree? No? Well, there are many stories
about where I, “O.K.”, come from ...

Some people say that I come from a
North American Indian tribe called the
Choctaw. Whenever a Choctaw Indian
agreed to trade something with the
first white men to come to his lands, he
would say, “Okeh”, which in the Choc-
taw language meant, “Yes, it is s0.”

Some people say that I come from
New York where in 1840 the followers
of Mr. Martin Van Buren, the eighth
president of the U.S.A. (1837 - 1841),
formed the “O.K. Club”. They probably
named their organization after Mr. Van
Buren's birthplace “Old Kinderhook”.

I’(

ndy

Still, some people say that I come
from Boston (Massachusetts). In Bos-
ton slang people say, “all correct”,
when they want to say that they agree.

And then again, some people say
that I come from Ireland. A long time
ago, when our present U.5.A. was still a
colony of Great Britain, there was an
Irish captain in the British Merchant
Navy by the name of O'Kay. Mr. O'Kay
was an excellent seaman but unfortu-
nately enough, he could not read or
write. So whenever he had to sign
some papers he would just write “O.K.”

O.K.?
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WAYS TO SAY IT

Hai tin qua dién thoai

® Making inquires on the telephone

Néu van dé can hdi:
A: T'd like

T ek e

m - I'd like to inquire about our
order for brochures.

— I'd like to order a dozen boxes
of computer paper.

- I'd like to place an ad in your
classified section.

ATTENTION !!!

m — [ want to know about ...

— You must send us ...

- [ want to booking a
ticket ...
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— I'd like to book a seat on a direct
flight to Tokyo next Friday.

— I'd like some information
about English language
instruction.

want, must 14 cach néi khong lich
st khi néu van dé can héi.

want to booking sai ng phap.
Céu tric diing la want to book.

EXERCISE 1: MAKING INQUIRIES

Work with your partner. Make up
conversations for the following
situations.

One person takes the part of
PARTNER A who telephones to
make inquiries.

One person takes the part of
PARTNER B who answers the
telephone and responds to the in-
quiries.

1. Inquire about a shipment of

few weeks ago.

floppy diskettes that you ordered a

Hay lam viéc véi ban dong tép cia
ban. Nghi ra cdc bai dam thoai cho
cdc tinh huéng sau.

Mot nguoi dong vai PARTNER A goi
dién thoai dé hdi tin.

Mot nguoi dong vei PARTNER B trd
loi dién thoai va dép lai cdc cdu hdi
tin do.

Tell the caller that the ship was
re-routed.

2. Reserve a double room for next
Monday.

Ask for how many days the caller
would like to reserve a room.

3. Make inquiries about placing an
ad in the newspaper.

Ask the caller how large an ad
he/she would like.

4. Ask for some information about
English language teaching.

Ask if the caller would like the
instruction at his/her company
or at the school.

5. Ask the company to send an
engineer to repair a computer.

Ask the caller what's wrong

with the equipment.
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6. Ask to book a seat on the flight
to L.A. for next Monday.

Tell the caller that the Monday
flight is fully booked.

7. Inquire about the firm's adver-
tisement for a junior secretary in
today's Nation.

Ask the caller to send a résumé.

8. Order 3 boxes of computer
paper.

Ask what size of paper the
caller would like.

(Answer key #52)

CONVERSATION 2

Kanjana is reporting to Mr. Travis
about her telephone call to the
printer of the brochures that have
not yet been delivered.

T: Have you found out about
those brochures yet, Kanjana?
C6 Kanjana, cé da tim hiéu
vé nhiing t& théng tin quang
cdo dé chua?

K :Certainly, sir
Thua ngai, réi a.

Kanjana dang bdo cdo véi éng
Travis vé cudc goi dién cila c6 dy véi
hdng in cdc t& théng tin qudng cdo
chua dupc giao.

K: They said they had problems
with the supply of paper.
Ho da ndi la ho gap khé
khan vé viéc cung cép gidy.

T: The supply of paper>
Viéc cung cap gidy 1a
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T: And when did they say they would
be able to deliver the order?
Véy ho da ndi 1a khi nao ho sé ¢é
thé giao hang da dat?

(" N\
K: Yes, they said they couldn't
get certain types of paper
because of the recent®
restrictions on logging.

Véng, ho dd ndi la ho khéng
thé& c6 mét s6 loai gidy ndo
dé vi nhang han ché gan day

vé viéc dén gé.

7

~

K: They promised us that the
brochures would be here next
Monday, sir.

Thua ngai, ho da hua voi
chiing ta la nhang to théng tin
qudng cdo dé sé dugc giao

| dén day vao the hai tdi a.

N
-
Vg

y ‘

\
8]
!
N
N
N

37

P

Mrecent gin diy, mdi day

WAYS TO SAY IT

'\

* Reporting about the work
Bdio cdo vé cong viéc

Hdi vé cong viéc:
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Bao céo vé cong viéc: (thuong dung thi qua kht trong ciu béo céo)

ATTENTION !!!

m Haiy 6n lai cich chia thi trong cdu tuong thudt: Khi tudng thujt / bao cdo, ta
thudng dung thi qua khit trong ménh dé chinh (cft 2) va dong ti trong
ménh dé dugc tu0ng thuat ciing thay d6i so véi dong tir trong céu néi truc_
tiép. (Tdy thoi diém tudng thust, c6 thé c6 mot s6 thi & cau néi tryc tiép van
git nguyén nhu cau 7, 8, 9 & dudi).

2 They are
3 She speaks .........
4 He is planning ...

5Wewill .............
6 He can .......c......
7He was .......ce.e.e.
8 They were .........
9 She ordered .......
10 They have been ..
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m Trong cdu hoi Yes/MNo va cdu hdi c6 tir d€ hdi: trong ménh d@ dugc tuong
thudt khong dugc ddo dong tit ra trude chd ngd nhut trong ciu tryc tiép.

Cau hdi Yes No: thém whether hoac if + chi ngii + dong tir
Cau héi co tir d€ hoi: tir d€ héi + chi ng + dong ti

Ishein ...coooveviivniiniinenan. ?=>

Are they ....cccocevvvieeeniicinnn, ?
Does she speak ................ ?
When is he planning ........ ? >

How long ago have you ...? &

EXERCISE2: REPORTED SPEECH

Turn the following messages into  Hay déi nhitng cdu sau sang Ioi n6i
reported speech: tuong thudt:

a. Could you please tell him to call me back? (He asked)
- He asked you to call him back.

b. I won't be able to make it to the meeting today. (He said)

¢. The goods will be delivered tomorrow morning. (They promised
that)

d. She spoke French and Japanese fluently. (She mentioned that)

e. How many people are planning to join the program? (They wanted
to know) '
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How many days do you want to advertise? (They asked me)

. The morning flight to Tokyo is fully booked. (They told me that)

. Mr. Honda will be arriving on the 10 a.m. flight from Tokyo. (They
informed us that)

Shall I make it priority? (She asked if)

LLT are very pleased with the display materials. (LLT said that)

(Answer key #53)

EXERCISE3: REPORTING TO THE MANAGER

05 Do you remember the infor- Ban con nhd théng tin ngudi trd loi

mation the person answering thdc mdc cia ban é bai tdp 1 cia bai
your inquiry in exercise 1 of ndy da cho ban khong? C6? Khéng?
this unit gave you? Yes? No? Bdy cdc cdu dy duoc ghi lai ddy:
Well here it is again: (Xem lgi bai tdp 1 néu cdn).

. The supplier of floppy diskettes: I'm afraid that the ship was
re-routed.

. The reservation clerk at the hotel: For how many days would
you like to reserve a room?

. The newspaper: How large an ad would you like (to place)?

. The English language institute: Would you like the instruction
at your company or at the school?

. The computer company: What's wrong with the equipment?
The travel agent: I'm afraid that the Monday flight is fully booked.
. The applicant: Could you send (us) a résumé?

. The stationery supply store: What size of paper would you like?
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X Now check the questions of
the supervisor below (first col-
umn) and report the informa-

Bdy gio hday xem cdc cdu héi cia
ngudi qudn lj duéi ddy (c6t thir
nhdt) va tuong thugt théng tin tré lai

tion back to the supervisor.

1. Have you found out what is
happening with that order for
floppy diskettes?

voi nguoi qudn ly do.

Yes, of course, sir. They told me

2. Did you reserve a hotel room
for next week?

Certainly, sir. They wanted to
KNOW ...oooirireercveiceeeereeen

3. Have you contacted the news-
paper about our ad?

Yes, of course, sir. I called and
they asked ......ccovvvevinviriirenee.

4, Have you got any information
about our project for English
language instruction for the staff
yet?

Certainly, sir. I contacted a
language institute and they
wanted to know .........c..eereunne..

5. When are they coming to
repair that computer?

6. How about my flight to L.A.
next Monday?

7. Has there been any reaction
on our ad yet?

One applicant called, sir, and I
told her

8. Have you ordered any com-
puter paper yet?

(Answer key #54)

§ Work with your partner. Make
up conversations for the situa-
tions above.

One person takes the part of
PARTNER A, the supervisor or
manager.

One person takes the part of
PARTNER B, the employee who
reports back to the supervisor.

Hay lam viéc véi ban dong tdp cia
ban. Nghi ra cdc bai dam thogi cho
cdc tinh huéng bén trén.

Mét nguoi dong vai PARTNER A,
nguof qudn lj hay trudng phong.

M6t nguoi dong vai PARTNER B,
nhdn vién bdo cdo lai v6i ngudi qudn
1.
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Now practise what you learned to-
day with your friends.

Important messages

Together with your partner, think
about three messages that you may
have to report to your supervisor
and write notes on the message pad:

Biy gid hay luyén tip nhiing gi ban
da hoc hém nay vdi cic ban cia ban.

Cing véi ban dong tip clia ban, hay
nghi vé ba tin nhin ma c6 ¢ ban phai
twong thuit vsi ngudi quan 1y cia ban
va ghi chi trén tip tin nhin sau:

Message Pad

O

Reporting

Act out the following conversation
with your partner. Use the mes-
sages that you wrote on the mes-
sage pad to help you.

Dién bai dam thoai sau véi ban dong
tap clia ban. Hay diing céc tin nhin
ban di viét trén tap tin nhin dé giap
ban.

One partner takes the part of your supervisor.
One partner takes the part of the secretary who must report

to the supervisor.

INSTRUCTIONS:

SUPERVISOR: ask about the messages
SECRETARY: report the messages to your supervisor
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THE LIGHTER SIDE

D think that's for you, Jake.] LLT, good afternoon.

|THANKS FOR WHAT? '
Q A}

), Co g4i trén I¢ ra khong dugc néi Thank

- you vi c6 iy di goi nham s6. Thay vao
d6, c6 &y nén néi I'm sorry, I've got the
wrong number., hodc I'm sorry to
have disturbed you. va cuéi cling méi
néi Thank you.
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Quiz: “The Great Final?” #\8
oud

If your manager at a company meeting tells you
to “go ahead”, you

U go and stand at the head of the table.

Q stand up and say what you would like to tell the meeting.
~ QO stand on your head.

(Answer key #55 & Answer key #56)
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ENCORE

Congratulations
and
A Bangkok Special
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' ONGRATULATIONS

* How to congratulate people and how to express
condolence

Céch chic mung ai va céch chia buén

CONVERSATION 1

The winner of the Secretary of the  Ngudi thing gidi trong cudc thi Nguai
Year award®" is about to be an- Thu ki trong Nim sip dugc cong bd:
nounced:

(Ladies and Gentlemen, this is the moment we've |
all been waiting for. ... The first runner-up is ...
Miss Porntip Chaterjee. ... Our new Secretary of
the Year is MISS SOPA THONGSIRI. ...

Kinh thua qui vi, day 1a gidy phut tit cd ching ta Congratulations®,
déu dang ch& doi. ... Ngudi doat gidi nhi diu tién || Miss Sopa.

la ... c6 Porntip Chaterjee. ... Ngudi Thu ky moi || Xin chidc miing c6
 trong Nam la c6 SOPA THONGSIRI. ...

) Secretary of the Year award Gidi cudc thi Ngudi Thu ky trong Nam
@ Congratulations Xin chic mung
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CONVERSATION 2

Sopa is at a party after winning Sopa dang dy mot bita tiéc sau khi

the Secretary of the Year award. thing cudc thi Ngudi Thu k¢ trong

She's talking with John Brown. Nim. C6 ay dang néi chuyén véi John
Brown.

B: Well Sopa, congratulations again on winning
the Secretary of the Year award.
Nao Sopa &, xin chic mung 1an na vé viéc
doat gidi cubc thi Nguoi Thu ky trong Nam.

$: Thank you,

Mr. Brown.
Cém on éng
Brown.

B: I'm afraid I've got to be going now. QOur little
boy 1sn't feeling very well. We've got to take
him to the hospital tomorrow morning.

s: Oooh, I'm sorry to]
hear that. Thanks

Téi e I3 by gid t6i phai di thoi. Thing con nhé|| for coming.
cta chiing t6i khéng dugc khde 1dm. Ching téi 06, rat tiéc khi
’ nghe chuyén do.

hai dua chiu vao bénh vién sdng mai. A P ~
P X — 4 Cam on 6ng da

dén.

z
o

$: Oh, I understand.
O, t6i hiéu.

B: That's all right. I wish I
could have stayed longer.
Khéng c6 chi. Téi udc la
minh cd thé & lai lau hon. |,
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WAYS TO SAY IT

* Congratulating People
Chuc mong ai

Congratulations on + V-ing/n

A: Congratulations on

to Miss Sopa m to Mr. Peters

CONGRATULATIONS Best Wishes on your
40th Birthday

A bit more greyer,
A bit more smarter.
A few more sorrows,

Our warmest congratulations on being
named Secretary Of The Year. The award is
giving much pleasure to all people who know
you at work and is the perfect recognition

for the excellent services that you have A few mote joys.
been giving to your company for quite some But all together,
€ One year older,
time now. i
One year wiser.
Our best wishes Congratulations

All at Graphic the Staff
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To Mr. and Mrs. Brown

Congratulations
on your

Silver Wedding

I was very surprised to hear
that you were already twenty
five years together! You don't
look old enough to have a silver
wedding!

My very best wishes,

Sopa

To Maria & John,

We were happy to
hear about the Epr%)ﬁ 0
your son Jimmy. It's lovely
to expand the family (and
increase the work). We'll
be glad to help at any

time. Just ask,
Lots of love,
Nancy T Bob

to Mr. Preston
CON1 QMTUL}ITI ONS

| My warm congratulations on
your appointment to the Board
of Graphic Co., Ltd. .

[ am very happy that the many
years of service you have given
to your company has been
rewarded in this way.

My best wishes for the future.

Paul Taylor

to Mr. Taylor

My warm congratulations on
your promotion to Art
Director at Graphic Co., Ltd. I
was delighted that the
enormous input and creativity
that you contributed to your
company over the past few
years was rewarded with this
exciting position.

My best wishes for the future.
Mrs. Carol Richards

Congratulations
On Your Wedding

It was very nice to hear
about your wedding. I
expect your parents are
sorry to lose a daughter but
happy to gain a son! My
best wishes to you and your

fusband.
Christina Robertson

BEST WISHES ON YOUR
15th ANNIVERSARY

You have been contributing
enormously to individuals,
organisations and society for
fifteen years and we are sending
our best wishes for continued
5UCCESS.

Graphic Co., Ltd.
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WAYS TO SAY IT

AN

* Chia buén

* Expressing Condolence

B: Thank you.

With
Sincere
Sympathy

I was sad to hear about
Joseph's death. W is difficult
to know what to say. As you
know, | worked with him for
several years. Hewas a
wonderful person...

He will be sadly missed by all.
Sincerely yours
Bob West

Get Well Soon

I was very sorry to hear
about your accident. I hope
you'll be well soon. I am
enclosing some magazines
and 1 hope the nurses are
nice.

Al the best,
Kanjana

Dear Mr. Irwin:

Yours very sincerely

Margaret Jackson

I was very upset to hear about your wife's passing. There is not much one can
say at a time like this. She was a very generous lady who was always ready to
help those in need. She will be greatly missed.
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BANGKOK SPECIAL

* Places in Bangkok which foreign visitors often ask
about

Cdc noi & Bangkok du khdch nudc ngodi thuéng héi

dén

Following is a list of some of the  Sau day 1a bing ké mét s6 noi 6 Bang-
places in Bangkok which foreign  kok ma du khach nuéc ngoai rat thuong
visitors most often ask about or  héi dén hay d& cip dén.

refer to.

TEMPLES CHUA
Céac chua & Thdi Lan thudng dugc goi theo ti€ng Thai la Wat.

the Temple of Dawn (Wat Arun) Chtua Binh Minh

the Temple of the Emerald Buddha (Wat Pra Keo) Chiia Phat Ngoc

the Chapel of the Emerald Buddha Dén Phat Ngoc

the Temple of the Reclining Buddha (Wat Po) Chua Phat nam

the Temple of the Golden Buddha (Wat Traimit) Chia Phat Vang

the Marble Temple Chiia Cam thach

the Giant Swing (Wat Suthat) Chtia Suthat

the Temple of the Great Relic (Wat Mahatat) Chuia c8/Chuia Xa Ly

Wat Kalayanamit Chua Kalayanamit

Wat Saket Chua Saket

Wat Ratchanada Chua Ratchanada

Wat Boworniwet Chua Boworniwet

Wat indrawihan Chtia Indrawihan

the Erawan Buddha (popular name) Phat Thich Ca

ATTRACTIONS & LANDMARKS CAC DIEM DU LICH & CAC NGI NOI TIENG

the Grand Palace Cung dién 16n
the Golden Mount (Phu Khao Thong) Nai Vang
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the Celestial Residence Dinh Hoang gia

the Parliament Building Toa nha Nghi vién

the National Arts Gallery Phong Trién lam My thuat Quéc gia

the National Museum Bdo tang Qudc gia

the National Theater Nha hat Quéc gia

the Queen Sirikit National Convention Center Trung tam 6 chdc hoi nghi
cap qudc gia Queen Sirikit

the Floating Market Chg N&i

the National Library Thu vién Quéc gia

the Snake Farm Trai Rén

the Rose Garden (in Nakhon Pathom) Vudn Hong

the Ancient City (in Samut Prakran) Thanh phé c§

the Crocodiles Farm (in Samut Prakran) Trai Ca siu

SPORTS & RECREATION THE THAO & GIAI TRi

the National Stadium San Van dong Quéc gia

the Thai-Japanese Youth Center Trung tdm Thanh nién Thai - Nhat
the Army Stadium San Van dong Quan doi

the Hua Mark Indoor Stadium San Van dong Trong nha Hua Mark
Rajdamnoen Boxing Stadium San diu quyén Anh Rajdamnoen
Lumpini Boxing Stadium San dau quyén Anh Lumpini

the Royal Turf Club Cau lac bd Hoang gia Turf

Siam Park Cong vién Siam

the Thai Cultural Center Trung tam Van héa Thai

TRAVEL VAN CHUYEN / Bl LAI

the Eastern Bus Terminal (Ekamai) B&n xe buyt mién Dong \
the Northern Bus Terminal (Mochid) B&n xe buyt mién Bic
the Southern Bus Terminal (Saitai) B&n xe buyt mién Nam
Hua Lumphong (the railway station) Ga xe Ilfa Hua Lumphong
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PARKS CONG VIEN
Lumpini Park Cong vién Lumpini

Chatuchak Park / the Weekend Market Cong vién Chatuchak / Nai hdi cudi
tuan

the Rama the Ninth Royal Park Cong vién Hoang gia Thi chin Rama
Amphorn Gardens Vuon Amphorn
Dusit Zoo S& tha Dusit

MISCELLANEOUS CAC NOI KHAC

* Chinatown Phg Tau

Siam Square Quang trudng Siam

the Victory Monument Dai Chién thing

the Democracy Monument Dai Dan chd

the Royal Plaza Trung tam thuong mai Hoang gia
Sanam Luang Sanam Luang/Khu héa tang Hoang gia
the G.P.O. or the General Post Office Buu dién chinh
the Immigration Office Van phong Nhap cu

the Revenue Department S& Thué vu

DDDDDDDDDDDDD2
=]
o~
N
(¥

Ti&ng Anh dam thoai danh cho Nhan vién Vin phong - 187




188 - Tigng-Anh dam thoai danh cho Nhin vién Vin phong




CURTAIN CALL

Important Phrases to Remember,
a Glossary of Vocabulary,
and
the Key to all Exercises and Games
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HRASES TO REMEMBER

UNIT 1: A NEW FACE (AT THE OFFICE)

Asking someone's name, occupa-
tion & company

Saying your name, occupation &
company

A: What's your name?
Tén chi la gi?

B: My name's Susan.
Tén t6i la Susan.

A: What do you do?

Chi lam nghé gi?
B: I'm a secrctary.

Téi la thu ky.
A: Who do you work for?

Chi lam viéc & dau?
B: I work for IBM.

Téi lam viéc cho céng ty IBM.
Asking and saying where things
are at an office

A: Where is the operator's desk?

Héi tén, nghé nghiép & cong ty clia
ngudi nao do

Néi tén, nghé nghiép & cong ty cia
ban

Hébi vi néi vi tri cic db dac & vin
phong

Ban lam viéc cia nhén vién t6ng dai & dau?

B: It's over there, on the left.
NG & ding kia, bén tréi.
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A: Where is the typist's desk?
Ban lam viéc cda thu ky danh mdy & dau?

B: It's over there, on the right.

N6 & dang kia, bén phai.

A: Where is the office manager's desk?

Ban lam viéc cda truéng phong hanh chinh & dau?

B: It's over there, in the front.

N6 & dang kia, phia truéc mat.

A: Where is the bookcase?

Td sdach ¢ dau?

It's over there, in the rear/back.
N6 & dang kia, & phia sau.
A: Where are the account files?
S8 sdch ké todn & dau?

8: They are in the left filing cabinet, in the top drawer.

Chdng & trong ti dung hé sa bén tréi, trong ngin kéo trén ciing.
A: Where are the rulers?
Céc cay thudc & dau?

B: They are in the right filing cabinet, in the bottom drawer.
Chiing & trong td dung hé so bén phai, trong ngan kéo dudi cting.

e

Where are the envelopes?
Céc bao thu & dau?

B: They are in the filing cabinet, in the second drawer from the top.

Chting & trong td dung hé so, trong ngdn tha hai tinh &Y ngén trén cting.

A: Where are the brochures?
Nhiing to théng tin quing cdo & dau?

B: They are in the filing cabinet, in the second drawer from the bottom.
Chung & trong ti dung hé so, trong ngdn kéo thu hai tinh tir ngan dudi
cung.
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A: Where are the certificates and licenses?
Céc gidy chung nhan va gidy phép & dau?
B: They are in the bookcase, on the top shelf.
Chdng & trong td séch, trén ké trén cing.
A: Where are the magazines?
Céc to tap chi & dau?
B: They are in the bookcase, on the bottom shelf.
Chiing & trong td sach, trén ké dudi cing.
A: Where are the catalogues?
Céc sach hang miu ¢ dau?
B: They are in the bookcase, on the second shelf from the top.
Chiing & trong td sdch, trén ké thu hai tinh tr ké trén cung.
A: Where are the dictionaries?
Céc quyén it dién & dau?

B: They are in the bookcase, on the second shelf from the bottom.
Chiing & trong td sdch, trén ké thu hai tinh tir ké dudi cing.

UNIT 2: A MODEL SECRETARY
Courtesies Nhiing ciu néi lich sy

CONFIRMING XAC NHAN

A: Is Mr. Brown coming today?
Hém nay 6ng Brown sé dén chu?

B: Yes, of course, he is. (He's coming at eleven o'clock.)
Phai, chic chdn éng &y sé dén. (Ong &y sé dén lic 11 gid.)
A: Have you finished the report?
Cé6 da xong bédn bédo cdo chua?

B: Certainly, [ have.
Chéc chdn t6i da xong réi a.
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APOLOGIZING CAO LOI

A: Is Mr. Brown coming today?
Hoém nay dng Brown sé dén chu?

B: Well, actually, (no,) he isn't.
A, that su thi 6ng &y sé khéng dén.

A: Have you finished the report?
(6 da xong ban bdo cdo chua?

B: I'm afraid that I haven't.
Téi e la téi chua xong a.

A: Is there anything wrong with the computer?
Cdi may vi tinh cé bj lam sao khéng?

B: I'm afraid that there is.
Toi e la c6 diy a.

UNIT 3: INSTRUCTIONS FROM THE MANAGER

Requesting people to do things Yéu ciu ai lam gi

Confirming you will or can do Xic nhén ban sé hoijc c6 thé lam gi
things

Apologizing when you cannot do  Cao 15i khi ban khong thé lam gi
things

A: Would you mind signing this report?
Xin phién 6ng ky tén vao ban béo céo nay a.

B: Yes, of course. Just a moment.
Véng, chdc chdn dugc. Xin cho giay lat.
&: Do you mind getting the dictionary?
Co chiu phién 18y gidp cudn tir dién dé nhé.

B: Certainly. Here you are.
Chéc chdn dugc. N6 day nay.
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A: Could you fix an appointment with Mr. Jones for me?
C6 sdp xép cubc hen vdi ong Jones cho t6i nhé.

B: Sure. I'll do it right away.
Chédc chdn dugc. Téi sé lam ngay a.
A: Would you mind signing this report?
Xin phién éng ky tén vao bdn bao cio nay a.
B: Well, actually, I would like to read it first.
A, that su thi téi mudn doc né trudc da.
A: Do you mind getting the dictionary?
C6 chiu phién I8y giup cuén tu dién do nhé.
B: I'm afraid (that) I don't know where it is.
T6i e 12 t6i khéng biét né & dau a.
Asking for permission Xin phép
Giving permission Cho phép
A: Would you mind if I use your telephone?
Ong c6 phién néu t6i diing mdy dién thoai ctia 6ng khéng a?
B: Please do.
Ctr dung di.
A: May I take the empty cups?
Cho phép toi don may cai tich d€ khéng nay nhé.
B: Yes, of course.
Véng, chic chdn dugc.
A: Could I have a look at your report?
Cho t6i xem qua badn bdo cédo cia c6 dugc chu?
B: Sure. Here you are.
Chéc chin dugc. N6 day a.
A: Can I switch on the air-conditioning?
Téi bat may diéu hoa lén dugce chu a?

B: Go right ahead.
Cu lam di.
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Asking for permission Xin phép

Refusing permission and giving a Khong cho phép va néu ly do

reason

A: Would you mind if I use your telephone?

Ong c6 phién néu t6i dung mdy dién thoai cia 6ng khéng a?

B: I'm afraid that it's out of order.

Téi e la né bj hu réi.
A: May I take the empty cups?

Cho phép t6i don mdy céi tdch d€ khéng nay nhé.
B: Well, actually, I'll have some more coffee.

A, that ra thi t6i sé ding thém mét it ca phé.
A: Could I have a look at your report?

Cho t6i xem qua bdn béo céo ciia cé dugc chu?
B: I'm sorry, but I'm not quite finished yet.

T6i xin 16i, t6i chua lam xong a.
A: Can I switch on the air-conditioning?

T6i bat méy diéu hoa lén dugc chu a?

B: Sorry, but I've got a cold.
Xin 18i t6i bi cam.

UNIT 4: A FOREIGN VISITOR
Receiving a visitor - Ti€p dén khich

GREETING VISITORS

A: Good morning, sir. Could I help you?
Xin chao 6ng. Téi giip 6ng dugc chd a?

B: Good morning. I'd like to speak to Mr. Travis.
Xin chao. T6i muén néi chuyén vdi éng Travis.

CHAO KHACH
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A: Good afternoon, miss. May I help you?
Xin chao cé6. Cho phép t6i gidp cé nhé.
8: Good afternoon. Could I speak to the manager?
Xin chao. T3i c6 thé néi chuyén vdi éng gidm déc dugc cha?
A: How do you do, ma'am? What can I do for you?
Xin chao ba. Téi c6 thé lam gi giip ba a?
B: How do you do? May I speak to Mr. Goodman, please?
Xin chao cé. Cho phép t6i néi chuyén vdi 6ng Goodman nhé.

ASKING ABOUT AN APPOINTMENT HOI VE cUGC HEN TRUGC

A: Do you have an appointment, sir?
Thua 6ng, 6ng c6 hen trudc khéng a?

B: No, I'm afraid I don't.
Khéng, téi e la khdng.
A: Have you got an appointment, miss?
Thua cé, c6 cé hen trudc khéng a?
B: I'm sorry, no, I haven't.
Xin 16i, khéng, t6i khéng hen trudc.
A: Is Mr. Travis expecting you, ma'am?
Thua ba, 6ng Travis ¢é dang cho gdp ba khéng a?
B: Well, no, he isn't, actually.
A, khéng, that su thi khéng.
ASKING A VISITOR'S NAME HO! TEN CUA KHACH

A: May I have your name, please?
Xin vui long cho t6i biét tén cia 6ng a.

B: My name's Goodman. Jim Goodman from AIA.
Tén t6i 13 Goodman. Jim Goodman & céng ty AlA.

A: Just a moment please, Mr. Goodman.
Thua 6ng Goodman, xin vui long dgi gidy lat a.

196 - Tiéng Anh dam thoai danh cho Nhan vién Van phong




A: Could I have your name, please?
Xin vui long cho téi biét tén cda éng a.

B: I'm Jim Goodman from AIA. Mr. Travis is expecting me.
Téi la Jim Goodman & céng ty AIA. Ong Travis dang cHo gap t6i.

ANNOUNCING A VISITOR THONG BAO KHACH PEN

A: Mr. Smith from Olympia is here to see you, sir. '
Thua ngai, 6ng Smith & céng ty Olympia da dén day dé€ gap ngai a.
B: Send him in please.
Hay dua éng &y vao nhé.

A: Miss Vanetta from Avon is here to meet you, sir.

Thua ngai, c6 Vanetta & céng ty Avon da dén day dé gap ngai a.
B: Show her in, please.

Hay dua c6 &y vao nhé.

A: Mrs. Mars from IBM would like to speak with you, sir.
Thua ngai, ba Mars & céng ty IBM muéhn tiép xic véi ngai a.
B: Please tell her to wait for a few minutes.
Hay bdo ba dy doi vai phit nhé.

ANNOUNCING THE VISITOR'S APPOINTMENT
THONG BAO CUOC HEN TRUOC CUA KHACH

A: Mr. Smith, ... Mr. Travis will see you now, sir. If you'll just follow me,
SIT.
Thua 6ng Smith, ... 6ng Travis sé ti€p 6ng by gio, thua 6ng. Thua
ong xin éng vui long theo téi a.

B: Thank you.
Cam on c¢o.

A: Miss Vanetta, ... The manager will receive you now. If you'll just go
with me, miss.
Thua c6 Vanetta, ... Ngai giam déc sé ti€p cé bay gid a. Thua ¢é, xin
cd vui long theo téi a.

B: Thank you.
Cam on cé.
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Receiving visitors with an ap- Tiép don khéach cé hen truédc
pointment

Saying people aren't available at  Néi ai d6 hién khong c6 § c¢ quan
the moment

SAYING PEOPLE AREN'T AVAILABLE AT THE MOMENT
NGI Al DO HIEN KHONG €0 0 ¢J QUAN

TELLING PEOPLE TO WAIT OR COME BACK LATER
NOI Al BO PQI HOAC TRO LAI SAU

A: I'm afraid Mr. Travis is just on the telephone at the moment. If you'd
like to take a seat for a moment.
Té6i e 1a 6ng Travis hién dang néi chuyén qua dién thoai. Xin 6ng vui
Iong ngdi dgi gidy lat a.

B: Thank you.
C3m on cé.

A: I'm afraid that the manager is still in a meeting. If you'd like to wait
for a few minutes.
T6i e la ngai gidm déc vdn con dang hop. Xin éng vui long doi gidy
lat a.

B: Thanks.
Cam on.

A: I'm sorry, but Mr. Brown has not come back from lunch yet. If you'd
like to leave a message.
T6i xin 18i, 6ng Brown di &n trua chua tré lai. Xin ng vui long d€ lai
i nhdn di a.

B: Could you please tell him that ....?
Xin c6 vui long néi vdi 6ng dy la ... .

A: T'll tell him, sir.
Thua éng, t6i sé ndi lai vai 6ng dy a.

B: Thanks.
Céam on.
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A: I'm afraid that the director has already gone home. If you'd like to
make a new appointment.
Téi e la ngai gidm dbc da vé nha réi. Xin 6ng vui long cho mét cudc
hen mdi vay.

B: Yes, of course, .....
védng, chdc chdn duogc, ...

UNIT 5: THE GRAPHIC TOWER BUILDING

Asking and saying where places Héi va néi vi tri céc ndi trong mét toa
are in a building . nha

A: Where is the manager's office?
Van phong ciia truéng phong & dau?

B: It's over there, on the left.
NG ¢ dang kia, bén trai.
A: Where is the accounting department?
Phong ké todn & dau?
B: It's on the second floor, at the end of the hall on the left.
NG trén tang hai, & cudi hoi trudng bén tréi a.
A: Where is Mr. Brown's office?
Vién phong cda 6ng Brown & dau?
B: It's on the third floor, down the hall on the right.
NG trén tang ba, xuéng héi truong bén phai a.
A: Where is the director's office?
Van phong cda giam déc ¢ dau?
B: It's on the second floor, next to the elevator.
NG trén tang hai, canh thang méy a.
A: Where is Mr. Travis' office?
Vian phong cda 6ng Travis & dau?

B: It's on the second floor, opposite the lift.
NG trén tang hai, déi dién thang méy a.
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A: Where is Mr. Taylor's office?
Van phong cda 6ng Taylor ¢ dau?

B: It's on the third floor, the second room on the left.
NG trén tdng ba, phong thit hai bén tréi a.

Asking and saying where places H&i vi néi vi tri cic ndi trong thinh
are in the city phd

A: Could you tell me where Siam Center is?
Cé vui long cho téi biét Trung tam Siam & dau vay?

B: It's on Rama 1 Road, next to the Siam Intercontinental Hotel.
N6 ¢ duong Rama 1, canh khach san Lién lyc dia Siam.

A: Thanks a lot.
Cam on rét nhiéu.

B: You're welcome, sir.
Thua 6ng, khéng co chi.

A: Could you tell me where the S.A.S. office is?
C6 vui long cho t6i biét vin phong S.A.S. & dau vay?

B: It's in Siam Square, near the Bangkok Bank (Siam Square Branch).
N6 & Quéng trudng Siam, gan Ngan hang Bangkok (Chi nhdnh Quéng
truong Siam). )

A: Thank you very much.
Cam on c¢d rat nhiéu.

B: You're welcome, sir.
Thua 6ng, khéng co chi.

A: Could you tell me where Mr. Donuts (Siam Square Branch) is?
C6 vui long cho t6i biét 6ng Donuts (Chi nhanh Quéang truong Siam) &
dau vay?

B: It's in Soi 1, opposite the Scala Theater.
N6 d Soi 1, déi dién Rap hdt Scala.

A: Where is the Dusit Thani Hotel?
Khéch san Dusit Thani & dau vay?

B: It's on the corner of Rama 4 Road and Silom Road.
N6 & goc dudng Rama 4 va duong Silom.
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A:

Where is Dunkin Donuts (Siam Square Branch)?
Dunkin Donuts (Chi nhdnh Quéng truong Siam) & dau vay?

It's on Rama 1 Road, in front of Siam Theater.
N6 6 duong Rama 1, phia trudc Rap hat Siam.

: Where is the DK Bookstore?

Hiéu sach DK ¢ dau vay?

: It's in Siam Square, behind the Lido Theater.

N6 ¢ Quéng truong Siam, phia sau Rap hat Lido.

UNIT 6: GETTING AROUND (IN THE CITY)

Asking and talking about facilities  Héi va néi vé cic tién ich hoic cic ndi
or places near you gin ban

A:

A:

Could you tell me if there is a good hotel near here?
Co vui long cho t6i bié€t gan day c6 khéch san nao t6t khéng?

: Certainly, sir. Perhaps you ought to try the Siam Intercontinental

Hotel. It's on Rama 1 Road, next to Siam Center.
Thua 6ng, chdc chdn c6 a. C6 1é 6ng nén thd dén khich san Lién luc
dia Siam. N6 & duong Rama 1, canh Trung tdm Siam.

Do you know if there are any good Chinese restaurants near here?
C6 c6 biét gan day cd nha hang Trung Quéc nao t6t khéng?

s Certainly, miss. Maybe you should try the Canton Restaurant. It's in

Siam Square (on Henry Dunant Road), opposite the Police Depart-
ment (near the Coca Restaurant).

Thua cé, chdc chdn cé a. C6 1é c6 nén thit dén nha hang Canton. N6
¢ Quéng trudng Siam (trén duong Henry Dunant), déi dién Sé Cénh
sat (gan nha hang Coca).

Is there a post office near here?
Gan day co6 buu dién nao khéng?

s I'm afraid there isn't.

Téi e la khéng c6 a.
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A: Are there any fast food restaurants near here?
Gan day cc nha hang bén thdc dn nhanh nao khong?

B: I'm afraid there aren't.
Téi e la khdng c6 a.

A: Do you know if there is a bookstore near here?
C6 c6 biét gdn day cé hiéu sdch nao khéng?

B: I'm sorry, but I don't know.
Toi xin 16i, t6i khéng biét a.

Asking and saying the way Hébi va chi dudng

A: Could you tell me how I can get to the High Light Restaurant from
here?
Cé vui long cho t6i biét twr day t6i cé thé dén nha hang High Light
béng cach nao.

B: Certainly, sir. Walk out of the office and turn left. Walk (straight) along
Phrayva Thai Road. Turn left at the first Soi. Pass two blocks. The High
Light Restaurant is on your right, next to the British Council.

Thua éng, chdc chdn dugc. Ra khdi co quan va queo tréi. Di doc theo
duong Phraya Thai. Queo trdi é Soi dau tién. Di qua hai ddy phé Nha
hang High Light & bén phdi cda éng, canh Héi déng Anh.

A: Can you tell me the best way to get to the Bangkok Bank Head Of-

fice from here?
C6 ¢6 thé chi cho t6i céch t6t nhat t diy dén Tru s& chinh cda Ngéan

- hang Bangkok dugc khéng?

B: Yes, of course, sir. Drive out of Stam Square at the Henry Dunant
exit. Turn right and drive along Henry Dunant Road. Turn left at
Rama 4 Road and drive along Rama 4 Road 'till you get to the traffic
lights (Robinson Department Store). Turn right into Silom Road
and drive along for about 1 kilometer. You'll find the Bangkok Bank
Head Office on vour left.

Da, thua 6ng, chdc chdn dugc a. Lai xe ra khdi Quing truong Siam &
ngo ra Henry Dunant. Queo phéi va lai doc theo duong Henry
Dunant. Queo trdi ¢ duong Rama 4 va lai doc theo duong Rama 4
dén khi 6ng dén dén giao théng (Cda hang bach héa Robinson). Queo
phai vao duong Silom va 1di doc theo dudng dé chung khodng 1 km.
Ong sé thay Try s& chinh ciia Ngan hang Bangkok bén trai ctia 6ng.
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UNIT 7: ANSWERING THE TELEPHONE
Answering the telephone Trd 16i dién thoai

ANSWERING THE TELEPHONE & ASKING TO SPEAK TO SOMEONE ON THE TELEPHONE
TRA LOI DIEN THOAI & YEU CAU DUJC NOI CHUYEN VOI Al DO QUA
DIEN THOA/

A: Graphic? Good morning. May I help you?
Céng ty Graphic day a. Xin chao. Cho phép t6i giip 6ng nhé.
B: I'd like to speak to Mr. Travis, please?
T6i mudn ndi chuyén véi éng Travis a.
A: Bangkok Hilton. Good afternoon. Can I help you?
Khéach san Bangkok Hilton day a. Xin chao. Téi gitip 6ng dugc chd?
B: Extenston twenty-five, please.
Vui long cho s6 méy phu 25 di a.

ASKING A CALLER'S NAME, SAYING YOUR NAME AND COMPANY ON THE TELEPHONE
& TELLING PEOPLE TO WAIT ON THE TELEPHONE
HO!I TEN CUA NGUOI GOI, NOI TEN VA CONG TY CUA BAN QUA
DIEN THOA! & BAO Al DO CHO QUA PIEN THOAI

A: Who's calling, please?
Xin héi ai dang goi diy a?

B: Jim Goodman of AIA. I'm calling from L.A. .
Jim Goodman & céng ty AIA. Téi dang goi to Los Angeles.

A: Hold the line, please, Mr. Goodman.

Xin vui long giG may, thua 6ng Goodman.
A: Who's calling, please?

Xin hdi ai dang goi diy a?

B: This is Olympia. I'm calling from Mr. Smith's office.
Pay 1a céng ty Olympia. Téi dang goi tir van phong cia ng Smith.

A: Just a moment, please Olympia/miss.
Céng ty Olympia/thua cé, xin ché gidy lat a.
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Operating a switchboard Piéu hanh téng dai di¢n thoai

ANSWERING A PRIVATE LINE/CALL, ANNOUNCING A CALL & TELLING PEOPLE TO
EXTEND A CALLER
TRA LOI MOT BUONG DAY / CUOC GOI RIENG, THONG BAO MOT
CUOC GOI PEN & NOI Al O TIEP XUC VOI NGUO! GOI

A: Travis (speaking)?
Travis (nghe) déy.

B: Mr. Goodman of AIA (is) on line three, sir.
Thua ngai, 6ng Goodman & céng ty AIA dang & dudng day sé' 3 diy a.

A: Put him through, please.
Vui long ndi méy cho éng &y nhé.
A: Mr. Travis' office. May I help you?
Vin phong cda é6ng Travis day. Cho phép t6i gitip cé chd?

B: Olympia is on the line for you, sir.
Thua ngai, céng ty Olympia dang cho 6ng & diu day day a.

A: Put them through, please.
Vui long néi may cho ho nhé.

UNIT 8: TAKING A MESSAGE

Reading addresses and telephone  Poc dia chi va s6 dién thoai
numbers

36/59 Clarck Alley, Denver you read: thirty-six slash fifty-nine, Clarck
Alley, Denver.

173/34 Main Street, Sacramento you read: one-seven-three slash thirty-
four, Main Street, Sacramento.

248-6609 you read: two-four-eight-double six-oh (zero)-nine.
Asking names, addresses and tele-  Héi tén, dia chi va s6 dién thoai
phone numbers

A: May I have your name, please?
Xin vui 1ong cho téi dugc biét tén cia 6ng a.

B: Yes, (my name's) Henry Brooks.
Véang, (tén t6i 1a) Henry Brooks.
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A: May I have the name of your company, please?
Xin vui 1ong cho t6i dugc biét tén céng ty ctia 6ng a.

B: Yes, Dorssey Enterprises.
Véang, Dorssey Enterprises.

A: May I have the address, please?
Xin vui 1dng cho t6i dugc biét dia chi a.

B: Yes, 36/59 Clarck Alley, Denver.
Véng, 36/59 Clarck Alley, Denver.

A: May I have your/the telephone number, please?
Xin vui long cho t6i dugc biét s6 dién thoai cia 6ng a.

B: Yes, two-four-five-two-oh (zero)-double eight.
Véng, 2452088.

Writing down names, addresses Ghi tén, dia chi va s6 dién thoai
and telephone numbers

A: Can you spell your name, please?
Xin 6ng vui long dénh van tén cia éng a.
B: Brooks. B-R-double O.
Brooks. B-R-O-0.
A: B-R-double O.
B-R-0O-0.
B: K-S.
K-S.
A: K-S. Brooks?
K-S. Brooks diing khéng a?
B: Right.
Ding vay.

A: Can you spell the name of the company, please?
Xin 6ng vui long dénh van tén cda céng ty a.

B: Dorssey. D-O-R.
Dorssey. D-O-R.
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A: D-O-R.
D-O-R.
B: Double S-E-Y.
S-S-E-Y.
A: Double S-E-Y. Dorssey?
S-§-E-Y. Dorssey, ding khéng a?
B: That's right.
Duing thé.

A: Can you spell the road/street, please?
Xin éng vui long danh van tén dudng a.

B: Clarck Alley. C-L-A.
Clarck Alley. C-L-A.

A: C-L-A.
C-L-A.

B: R-C-K.
R-C-K.

A: R-C-K. Clarck?
R-C-K. Clarck, diing khéng a?

B: Correct.
Dung réi.

A: Can you repeat the number, please?
Xin éng vui long nhic lai s6 dé di a.

B: Yes, thirty-six.
Vang, 36.

A: Thirty-six.
36.

B: Slash fifty-nine.
Gach chéo 59.

A: Slash fifty-nine. That is thirty-six slash fifty-nine?
Gach chéo 59. D6 la 36 gach chéo 59 diing khéng a?

B: That's right.
Bung thé.
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A: Can you repeat your telephone number?
Xin 6ng vui long nhdc lai s6 dién thoai cia 6ng di a.

B: Two-four-five.
2-4-5.

A: Two-four-five.
2-4-5.

B: Oh (Zero)-two.
0-2.

A: Oh (Zero)-two.
0-2.

B: Double eight.
8-8.

A: Double eight. That is two-four-five-oh-two-double eight?
8-8. DS la 2450288, diing khéng a?

B: Correct.
bung réi.
Taking a message Nhén 13i nhin

A: Would you like to speak to his secretary?
Ong cé muén ndi chuyén véi thu ky cda 6ng dy khéng a?

B: Yes, please.
Véang, cho t6i néi chuyén vdi cé &y di.

A: Hold the line, please. / Just a moment, please.
Xin vui long gitt may. / Xin cho gidy lat a.

A: Could I take a message?
T6i nhan 1&i nhdn cé dugc khéng a?

B: Could you please tell him to call me back?
C6 vui long néi 6ng Ay goi lai cho t6i nhé.

A: I'll give him your message, sir.
Thua 6ng, t6i sé chuyén dén 6ng &y 10i nhin cda 6ng a.
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A: Would you like to leave a message?
Ong c6 mudn dé€ lai loi nhin khong a?

B: Please tell him that I called.
Xin néi vdi éng 8y la t6i da goi.
A: T'll tell him, sir.
Thua éng, 16i sé ndi lai vdi 6ng &y a.

UNIT 9: MAKING AN APPOINTMENT

Asking for an appointment Xin mét cugc hen

INTRODUCING YOURSELF OR SAYING WHY YOU ARF CALLING, SAYING WHAT YOU
ARE CALLING ABOUT AND ASKING FOR AN APPOINTMENT
TU GIGI THIEU HOAC NEU LY DO BAN GOI, NOI BAN GOI VE VIEC Gi VA
XIN MOT CUOC HEN

A: You were recommended to us by Mr. Goodman of AIA and there are
some details our manager Mr. Ditters would very much like to talk
about with Mr. Brown. Do you think it would be possible to arrange
a meetingr
Ong Goodman & cong ty AIA gidi thiéu cong ty cta cé véi ching téi va
c6 mot s6 chi tiét giam déc cda chdng t6i 6ng Ditters rat muén ban vdi
6ng Brown. C6 cd nghi 13 c6 thé sdp x&p mét cuéc hop dugc khéng a?

B: Certainly.
Chdc chdn duoc a.

A: Our manager, Mr. Travis, is planning to be in Tokyo next week and
our manager has got a matter he'd very much like to discuss with
Mr. Honda. Do you think it would be possible for them to meet?
Giam déc cda ching t6i, 6ng Travis, dy dinh dén Tokyo tudn tdi va
gidm déc cta ching téi c6 mét van dé rat muén ban véi 6ng Honda.
C6 c6 nghi la ho ¢c6 thé gap nhau dugc khéng a?

B: Yes, I think so.
Véng, t6i nghi la dugc a.
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A: We saw your advertisement in the Nation yesterday and Mr. Taylor,
our manager, was very interested in your services. Do you think it
would be possible to arrange an appointment?

Chting téi da xem quang cdo ctia ong trén to Nation hém qua va éng
Taylor, gidm déc cda chung t6i, rat quan tim dén céc dich vy cta
6ng. Ong c6 nghi 1a c6 thé sdp x&p mét cudc hen dugc khéng a?

Yes, of course.

Véang, chdc chdn dugc.
A: We are regular clients of your company, and our manager Mr. Travis
would very much like to discuss some details with Mr. Clam. Do you
think it would be possible to arrange a meeting?

Chung téi la khach hang tlurdng xuyén cda cong ty éng, va gidm déc
cua ching téi, éng Trav1s rdt muén ban mét sé chi tiét vdi 6ng Clam.
Ong c6 nghi la c6 thé sdp xé€p mét cuéc hop dugc khéng a?

B: Certainly.
Chéac chdn duogc.

Discussing the date and the time  Ban ngay va gid cho mdt cudc hen
for an appointment

ASKING ABOUT THE DATE AND THE TIME FOR AN APPOINTMENT AND PROPOSING A
DATE AND THE TIME FOR AN APPOINTMENT
HOI VE NGAY VA GIO CHO MOT CUOC HEN VA BE NGH| NGAY VA
GIO CHO MOT CUOC HEN

A: What day would it suit you?
Hém nao sé tién cho 6ng?

B: Would the day after tomorrow be all right?
Ngay maét ¢6 dugce khéng?

A: What time would it suit Mr. Taylor?
May gi& sé tién cho 6ng Taylor?

B: Would tomorrow afternoon suit you?
Chiéu mai c6 tién cho éng khéng a?
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A: When would it suit you?
Khi nao sé tién cho éng?

B: How about the tenth of next month?
Ngay 10 thing sau thi sao a?

A: What time would you like to make it?
Ong muén hen vao méy gio?

B: How about two o'clock?
Hai gio c¢6 dugc khéng a?

DISAGREEING WITH THE PROPOSED DATE OR TIME FOR AN APPOINTMENT,
PROPOSING A NEW DATE OR TIME FOR AN APPOINTMENT AND AGREEING WITH THE
PROPOSED DA TL:' AND TIME FOR AN APPOINTMENT
KHONG DONG Y VOI NGAY HOAC GIO DUOC DE NGH| CHO MOT CUC
HEN, ‘DF NGH| MOT NGAY HOAC GI0 Mdl CHO MOT CUGC HEN VA
PONG Y VOI NGAY VA GIO BUOC BE NGHI CHO MOT CUGC HEN
A: I'm afraid Mr. Travis won't be in tomorrow. Would the day after
tomorrow be all right?
Toi e 1a ngay mai 6ng Travis khéng c6 & co quan. Ngay mét cé dugc
khéng a?
B: That would suit Mr. Goodman perfectly.
Thé& thi sé hoan toan pho hop cho 6ng Goodman.

A: I'm sorry, but Mr. Taylor will be away on Monday and Wednesday.
How about making it for next Thursday?
Toi Iy lam tiéc, 6ng Taylor sé di ving vao thi hai va tha tu. Viy c6
thé hen vao thit ndm tdi dugc khéng a?

B: That would suit us fine.
Thé sé tién cho chang téi.

A: I'm afraid the manager can't manage next week. Would the tenth be
all right?
Téi e 14 ngai gidm déc khéng thé sdp xép tudn t6i.'Ngay 10 cé dugc
khéng a?

B: That would be all right.
Thé sé dugc déy.
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UNIT 10: ASSIGNMENT AT THE AIRPORT

Attracting people's attention Thu hit sy chd § cha ai
Introducing yourself and your Gidithi¢uban than va cong ty cia ban
company
A: Excuse me ...» Mr. Iso Honda?

Xin I6i ... C6 phéi 6ng la Iso Honda khéng a?
B: Yes ...?

Chidé ...?

A: I'm Barbara Richards of Graphic.
T6i la Barbara Richards & céng ty Graphic.

A: Excuse me ...? Mrs. Green?
Xin I6i ... C6 phai ba la ba Green khéng a?

B: Yes..?
Chido ...?

A: I'm Lee Wang of International Software.
T6i la Lee Wang & céng ty Phan mém International.

Greeting people formally and Chao ai trang trgng va thin mat
informally
GREETING PEOPLE FORMALLY : CHAO Al TRANG TRONG

A: How do you do?
Xin chao éng.

B: How do you do?
Xin chao cé.

GREETING PEOPLE INFORMALLY CHAO Al THAN MAT

A: Hello.
Chao anh.

B: Hello.
Chao anh.
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A: Hi.
Chao anh.
B: Hi.
Chao anh.
A: Hello, how are you?
Chao, anh cé khde khéng?
B: I'm fine, thanks. (And you?)
T6i khde, cam on. (Con anh thi sao?)
- As Hello, how's life?
Chao, doi song thé nao?
B: Very well, thank you.

R&t t6t, cdm on anh.

Introducing people formally and  Gidi thiéu ai trang trong va thin mit
informally
INTRODUCING PEOPLE FORMALLY GIOI THIEU Al TRANG TRONG

A: Please meet Mr. Honda.
Xin vui Iong gdp 6ng Honda.

B: How do you do? Nice to meet you.
Xin chao. Hin hanh dugc gap 6ng.

¢: How do you do?
Xin chao.

A: May I introduce our manager Mr. Jones?
Cho phép t6i gidi thiéu giam déc cda chdng t6i — 6ng Jones.

B: How do you do? Glad to meet you.
Xin chao. Vui ming dugc gap 6ng.

¢: How do you do?
Xin chao. |

A: I'd like you to meet Mr. Taylor. He's our art director.

T6i xin dugc gidi thiéu 6ng Taylor véi 6ng. Ong &y la gidm déc my
thuat cda chung t6i.

212 — Tiéng Anh dam thoai danh cho Nhan vién Vin phong '



B: How do you do? Pleased to meet you.
Xin chao. Vui mirng dugc gap éng.

¢: How do you do?
Xin chao.

INTRODUCING PEOPLE INFORMALLY GIOI THIEU Al THAN MAT

A: This is my wife Betty.
Day la vo téi - Betty.
B: Hello.
Chao chi.

C¢: Hello.
Chao anh.
A: Meet my fiancée Paul.
Gidi thiéu vi hén phu cia t6i - Paul.

B: Hi.

Chao anh.
¢: Hi.

Chao chi.

Conversation openers: how tostart  Nhing ciu mé dau cujc dam thoai:
talking with foreign guests and cich bit chuyén véi khich nudc ngoai
hosts v chi nhin
THANKING HOSTS OR GUESTS WHEN MEETING

CAM ON CHU NHAN HOAC KHACH KHI GAP NHAU

A: Thank you for coming to meet me.
Cam on anh da dén dén téi.

B: Not at all.
Khéng cé chi.

A: Thanks for inviting me.
Cam on da moi téi.

B: You're welcome.
Khéng c6 chi.
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: Thanks for meeting me.

Cam on da dén téi.

: Don't mention (it).

Dirng ban tam.

: Thank you for inviting me.

C3am on anh da mai téi.

: It's a pleasure. (MORE FORMAL)

That vinh hanh. (TRANG TRONG HON)
MAKING SUGGESTIONS (INFORMALLY)

Let's go to the car.
Chung ta hay dén xe di.

s Sure.

Vang.

: Let's go for a drink.

Ching ta hay uéng chdt gi di.

s Sure.

Véng.

: Let's take a taxi.

Chiing ta hiy dén taxi di.

s Yes, of course.

Vang, chdc chdn vay.

MAKING SUGGESTIONS (MORE FORMALLY)

A:

Shall we go to the car?
Xin mdi dén xe nhé.

s Please.

Vang.

¢+ Shall we go for a drink?

Xin mai uéng chut gi nhé.

s Certainly.

Puoc.

PUA DE NGH| (THAN MAT)

DUA DE NGH| (TRANG TRONG HON)
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A: Shall we take a taxi?
Ching ta dén taxi nhé.

B: Yes, of course.
Véang, chic chdn vay.
GETTING ON FRIENDLY TERMS WITH PEOPLE ~ HOA PONG THAN THIEN VO Al

A: By the way, please call me Barbara.
A nay, xin ct goi téi la Barbara.

B: Oh, youcan call me ....... (first name or nickname)
O, 6ng c6 thé goi t6i 14 ... (tén hodc biét danh)

UNIT 11: PROBLEMS AT GRAPHIC

Making suggestions about work Dua dé nghi vé cong viéc

A: Shall I telephone the suppliers?
T6i sé goi dién cho nha cung cip nhé.

B: Yes, please.
Vang, ct lam thé di.
A: Shall we order some more?
Chiing ta sé dat thém mdt it nhé.
B: Yes, of course.
Vang, chic chdn vay.
A: Shall I get Susan on it?
Toi sé nhd Susan viéc dé nhé.
B: No, that's alright.
Théi, duoc réi.
A: Shall I make it priority?
T6i sé uvu tién viéc dé nhé.

B: Yes, of course.
Vang, chdc chdn vay.
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A: Shall I leave a message?
T6i sé d€ lai I5i nhdn nhé.
B: Yes, please.
Thua, vang a.
A: Shall we place an ad in the newspaper?
Chung ta sé ding quang cdo trén béo nhé.
B: No, that's alright.
Théi, dugc réi.
Asking for more details about work  Héi thém chi tiét vé cong viéc

A: What would you like me to tell them?
Ong mudn t8i néi vdi ho diéu gi a?

B: Tell them to deliver the order right away.
Hay bdo ho giao hang dugc dat ngay di.
A: When would you like to talk to her?
Ong mudn néi chuyén vdi cé &y khi nao?
B: Send her in right away.
Bua cé 8y vao ngay di.
A: How many would you like to order?
Ong mudn dat bao nhiéu hang a?
B: Order thirty-thousand.
Hay dat 30 ngan.
A: By when would you like it completed/finished?
Ong muén né dugc hoan thanh / xong khodng chimg nao a?
'8: I'll need it on Monday.
Toi sé can nd vao thit hai.
A: What would you like me to ask them?
Ong muén 16i yéu ciu ho diéu gi a?

B: Ask them to call me back.
Hay bdo ho goi lai cho téi.
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UNIT 12: GETTING THE JOB DONE

Making inquiries on the telephone  Héi tin qua dién thoai

A: I'd like to inquire about our order for brochures.
T6i muén héi vé viéc dat hang nhdng td théng tin quing cdo cda
chiing téi.

B: We've just started printing them today.
Chiing t61 viya b4t diu in ching hém nay.

A

I'd like to place an ad in your classified section.
Té6i mudn ding quang cdo trong muc rao vt cda 6ng.

B: What size of ad would you like?
C6 mudn ding quang cdo ¢é nao?

=

I'd like some information about English language instruction.
Téi muén héi théng tin vé viéc day ti€ng Anh.

Where would you like to have the instruction?
C6 mudén hoc & dau?

A: I'd like to book a seat on a direct flight to Tokyo next Friday.
T6i muén dit trudc mét ché trén chuyén bay thing di Tokyo thi sdu
tGi.

May I have the name, please?
Xin vui long cho téi dugc biét tén a.

I'd like to order a dozen boxes of computer paper.
Téi mudn dat 12 thang gidy in cho mdy vi tinh.

What size of paper would you like?
C6é muén gidy cd nao a?
Reporting about the work Bio cao vé cong viéc

A: Have you found out about that order of brochures yet?
C6 da tim hi€u vé viéc dat hang céc to théng tin quing cdo chua?

B: They said they had problems with the supply of paper.
Ho da ndi la ho gdp rdc réi vai viéc cung cap gidy.
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A: What did they tell you?

Ho da ndi gi vdi c6?
B: They told me they couldn't get certain types of paper.

Ho da ndi vdi t6i 13 ho khéng thé cé mét s6 loai gidy nao dé.
A: When will they be able to deliver the order?

Khi nao thi ho sé cd thé giao hang da dat?

B: They promised that the brochures would be here next Monday.
Ho da hira (& nhiing t& thong tin quing cdo sé dugc giao dén day thu
hai tdi.

A: How did the meeting with Mr. Honda go?
Cudc hop vdi 6ng Honda tién hanh thé nao réi?

B: He asked (me/us) to prepare a report for him/them.
Ong 3y da bdo (t6i/ching t6i) chudn bi mét ban béo cdo cho 6ng &y/
ho. :

A: What did you tell the suppliers?
C6 da néi gi vdi cdc nha cung cap?

B: I told them to deliver the order right away..
T6i da néi ho giao hang da dat ngay.

CONGRATULATIONS

Congratulating People Chiic ming ai

Congratulations on winning the ... award.
Xin chic ming da doat duoc gidi ...

Congratulations on passing your examinations.
Xin chiic ming anh da dau ky thi.

Congratulations on your appointment.
Xin chdc ming 6ng di dugc bé nhiém.

Congratulations on your promotion.
Xin chic mirng 6ng da dugc thang chuc.

Congratulations on your engagement.
Xin chic ming 6 da dinh hén.

218 - Tiéng Anh dam thoai danh cho Nhan vién Vin phong




Congratulations on your marriage.
Xin chic mirng anh vé cuéc hén nhan cda anh.

Congratulations on the birth of your son.
Xin chic muang chi da sinh con trai.

Expressing Condolence Chia budn

Please accept my deepest sympathy on the death of your father.

Xin chan thanh chia budn vé sy ra di cda cha anh.

I was sad to hear about your accident.
Téi rat dau long khi nghe tin anh bj tai nan.

I was sorry to hear that you lost ...
T6i rdt dau long khi nghe tin 1a anh da mat ...
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'OCABULARY

A

able co thé 165

accountant nhdn vién k€ todn / k€ todn vién 18
accounting department phong /bd phin ké toén 71
actout dién, dong kich 60

ad mau quéng cdo 35

address dia chi 103

administration department phong hanh chinh 147
advantage diéu loi 161

advertisement miu qudng cdo 129 see ad

agree dongy 134

air-conditioning hé théng diéu hoa khéng khi 47
airline agency hang hang khéng 84

airport sdn bay 139

alley hém, con dudng hep 87

announce thong bdo, cong bd 51

announce a call théng bdo mét cudc goi dén 93
apologize cdo 16i, xin 16i 38

applicant «ng vién, ngudi ndp don 173
appointment cudc hen 40

argument cudc tranh luin 85

arrange sdp xép 127

arrive dén 55

assignment nhiém vu duoc giao 139

atthe end of the hall & cudi héi truong 70

attract thu hdt, goi 56

attracting (someone's) attention thu hit su chd y cda ai 139
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auditing department phong ki€m toan 147
auditor kiém toan vién 148

available co mit, ¢6 sdn 51

award gidi thuéng 180

B

bad back dau lung 45

banker ngdn hang 42

beaway di ving 132

bein cé mat & co quan 127
beach bdi bién 42

behind phia sau 74

block day phé 81

blotting pad tap gidy thdim 21
bookcase ti sdch 21

bookstore hiéu sach 84

borrow muon 46

brochure to thong tin quing cdo 18
building toa nha 68

businessman (-men) doanh nhin 42

C

calculator mdy tinh 21

calendar tdm lich thing 21

call (someone) back goi dién lai (cho ai) 105
caller nguoi goi 94

cancel hdy b 155

canteen can-tin 72

carpark bai dau xe 157

carbon paper gidy than 21

catalogue ca-ta-16, sach hang mdu 21
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certain naoc do 165

certificate gidy chung nhan 23

cheat (noun) sy Ita ddi, gian 1dn 130

chief accountant k& todn trudng 48
classified pages cdc trang rao vat 161
classified section muc rao vdt 167 see classified pages
clerk thu ky, ngudi ban hang 19

client khach hang 127

clipping m4u duoc cit ra tir bdo 161

cold (have a cold) su cam lanh 47

colleague ddong nghiép 16

combination su két hgp 71

command ménh lénh 161

complete hoan thanh 31

computer' may vi tinh 21

condolence su uu phién, sy dau buén 180
confirm xac nhian 38

congratulate chidc mung 41

congratulations xin chiic miing 180
consulting tham van 161

container thung chia 21

contest cudc thi 182

contract ban hop déng 45

courtesy /i ndi lich st 32

credit manager truéng phong tin dung 148
cross (verb) bdang qua 87

culture vin héa 25

curtain call phan téng két (cac tir va cum tr quan trong) ddp dn 189
cutter bar ban cit gidy 21

D
daily (newspaper) hang ngay (bdo) 161
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date ngay 122

definitely chdc chdn 165

delay su cham tré, tri hodn 164
delete bo 41

deliver giao, phdt 154

department phong, bé phan 71
desk chair ghé xoay 21

desk drawer ngan kéo ¢ ban lam viéc 21
detail chitiét 127

diary nhdt ky, s6 ghi c6ng viéc hang ngay 21
dictionary tir dién 24

different khdac 71

direct flight chuyén bay thing 167
disagree khong déngy 134
discuss ban bac, thio luan 122
disgusting ddng ghét 85

diskette dia mém vi tinh 21
disturb /am phién 176

division bg phan 147

dossier h6 so 45

down the hall xuéng héi trudng 71
dozen 72 167

drawer ngdn kéo 18

E

elevator thang mdy 71
elsewhere noi khidc 155
empty tréng, réng 46

encore (noun) su dién lai 179
engagement su’ hifa hén 182
engineer ky su 70

enter vao 66
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envelope bao thu 21
equipment thi&t bi 16 |
exactly mot cach chinh xac 71

experience kinh nghiém, viéc trdi qua 158
explain gidi thich 71

extend md réng, chuyén 95

extension duding diy, mdy phu 108

F

facility tién ich 79

factory nha mdy 165

factory manager gidm ddc nha may 148

fast food restaurant nha hang ban thic dn nhanh 82
fax machine, facsimile may fax 21

female ngd 161

fictitious tudng tuong, gid tudng 17

file hoso 18

filing cabinet tJ dung hé so 18

finance tai chinh 147

find out (found out) tim hiéu, timra 169

firm hang 160

first dau tién, tha nhat 71

firstname tén 112

fix an appointment sdp xép, &n dinh mét cuéc hen 45
floppy dia mém vi tinh 168

fiuent tré6i chdy, luu loat 35

foreign thudc nudc ngoai 29

foreign department manager trudng phong déi ngoai 148
foreigner ngudi nudc ngoai 36

formal trang trong 42

fountain, water fountain voi nudc, binh nudc 21
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G

general manager tng gidm déc 148
glad vui mang 146

glue keo din 21

graduation su tot nghiép 182

greet chao 51

guest khich 139

H

habit thdi quen 25

hall héi truong 70

have a look around xem quanh 18

hire thué 17

hold (someone's) calls gicr mdy dién thoai 39
host chi nhan, cong ty chd nha 139

human resources department phong nhdn sy 148 see personnel depart-
ment

I

immediately ngay ldp tic 155
infrontof phia trudc 75

incoming call cudc goi dén 94

informal thdn mat 42

information théng tin 21

inquire (verb) hditin 164

inquiry (noun) su thdc mdc 163 see inquire
instruction su/ gidng day 38

intercom may ngi by 94

(to be) interested (in) quan tdm dén 127
international quéc té€ 143

introduce gidi thiéu 127
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invoice hda don 35
isn'tin khong c6 mat é co quan 104

J

jamming bi ket, bi 4ch tic 157
join tham gia, gia nhap 145

K

keyboard ban phim 21

L

lawyer luit su 34

leave (verb) rdi, ra vé 105

letter basket r& dung thu 21

license gidy phép 23

lift (noun) thang may 71 see elevator
lift (verb) nhdc lén 45

line dudng diy 94

located déng, toa lac 74

logging viéc don g6 165

looking forward to mong chd 166

M

magazine tap chi 21

mail thu 28

make yourself at home cu tv nhién 18

manage (verb) xoay x6, sdp xép 125

manager giam déc, truéng phong 17

managing director gidm déc diéu hanh 148

marketing department phong, bo phan ti€p thi 148 see sales department
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marketing manager trudng phong tiép thj 148 see sales manager
match (verb) két 159

matter van dé 123

maybe c6 Ié 80 seealso perhaps
mean cOy 59

meet gip 125

meeting cudc hop 61

mention dé cip 140

message /0i nhdn 49

mistake /6/ sai 130

monitor man hinh 21

movie theater rap chiéu phim 84

N

near gan 75

neatly mot cach ngdn ndp 49

neighborhood ving, xém 84

nextto canh 71

no-smoking area khu vuc khéng hiat thuéc 48
notepad tdp gidy d€ viét 21

O

occupation nghé nghiép 16

offer (noun) su biéu, cho 127

office automation viéc sira chda, bao tri thiét bi van phong 157
office manager trudng phong hanh chinh. 17

on the corner of & géc 75

operator nhan vién téng dai 19

opposite ddi dién 71

order ddt, don dat hang 154

oughtto nén, phdi 80
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outof order bi hong 47

out of, to be out of something hét, can 39
outof town ra khdi thanh ph6 125
outstanding ndi bat 160

overture phan dao dau, téng quan 11

P

P.C. mdy vitinh cd nhan 21 see computer
paper clip kep gidy 21

paperweight cdi chan gidy 21

pass diqua 87

perfect hoan hdo 24

perfectly mot cach hoan hdo 133

perhaps cé lé 80

permission su¢' cho phép 38

personality ca tinh, tinh cach 161

personnel department phong nhan sy 147
personnel manager trudng phong nhan sy 148
photocopier mdy chup bdn sao 21

photocopy bén sao chup 45

place (our) business giao dich, lam dn 155
pleased vui ming, hai long 146

polite /ich sy 42

politician chinh tri gia 42

possible c6 thé dugc 125

practice (noun), practise (verb) su luyén tdp, luyén tap 24
preparation sy chudn bi 130

printer mdy in 154

priority su uu tién 156

product sdn phdm 127

production manager trudng phong san xudt 72
promise huda " 170
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promotion su Ién chuc 147

propose dé nghi 134

public relations ddi ngoai 147

punch cdi bdm 16 tron 21

purchasing department phong, bé phan thu mua 147

Q

quiz cudc dé vui 11

R

radio mdy phdt thanh 45

railway station nha ga xe lia 145
re-routed thay ddi 1o trinh 168
reaction phdn uing 174

reading lamp deén dé€ doc sdach 21
rear, back phia sau 23

reason /y do 38

receive (someone) ti€p don (ai) 51
reception bo phan, ban tiép tin 42
receptionist nhan vién tiép tin 19
recommend gidi thiéu 127

refuse tir chéi 38

registered mail thu bdo dam 160
regular thudng xuyén 127

reminder diéu, ngudi nhic nhé 160
remittance mon tién nhan qua buu dién 160
repair stra chida 70

repeat nhdc lai 105

report bian bao cdo 28

request /07 yéu cdu 38

require doi hdi 161
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restriction su han ché 165

résumé ban ly lich 173

revenue department phong, by phan doanh thu; phong thué vu 45
rightaway ngay lap tiic 36

runner-up ngudi vé nhi 180

S

sales department bg phdn kinh doanh 147

sales manager trudng phong kinh doanh 72
school days nhing ngay con di hoc 145
scissors, pair of scissors cdi kéo 21

second thd hai (sO thi i) 70

secretary thu ky 17

section khu 147

service st phuc vy, dich vy 127

settle a bill thanh todn héa don 160

shelf cdi ké 23

shipment viéc van chuyén 168

shortage su thi€u hut 165

should nén 80 see also ought to

show (someone) in dua (ai) vao 53

show (someone) around dua (ai) di xem quanh 17
situation tinh hudng 64

slash ddu chéo 107

sneak trén, léndi 37

software phan mém 143

spell dinh vdn 106

square, set square thudc é ke 21

stairs cdu thang 71 i
staple kim bam gidy 21 !
stapler cai bam gidy 21

stationery van phong phdm 16
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steal (stole) an cdp 157

straight thing 87

stranger ngudi la 42

stroke ddu chéo 107 see slash

studio phong lam viéc, phong thu hinh 72
suggestion /0i dé nghi 64

suit phd hgp, thun tién 125

supermarket siéu thj 84

supervisor nguoi quan ly 159

supplier ngudi, nha cung cap 156

supply (verb) cung cdp 165

suppose gid si 145

surname ho 112

surprise st/ kinh ngac 50

swimming pool hé boi 84

switchboard t6ng dai 21

switchboard operator nhan vién téng dai 101
swivel chair ghé& xoay 21 see desk chair
sympathy si/ chia budén 184

T

take din, dua 103

tape bang tir 21

telephone mady dién thoai 21

terrible kinh khdng 157

third thd ba (s6 tha w) 71

thumbtack dinh bam 21

'till you get to, until you getto dén khi ban dén 87
time gio, thoi gian 122

toilet article d6 dung ca nhan 24

tour guide hudng dan vién du lich 149
tourist du khdch 42
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tower thap 68

trade show cudc trién lam, trung bay thuong mai 130
training su dao tao 148
translator ngudi bién dich 141
trip chuyéndi 130

try thd, c6 ging 124

turn down van nhé dm lugng 45
turnup vdn I6n 4m lugng 48
type loai 165

typewriter mdy cha 21

typing paper gidy danh méy 21
typist thu ky dinh may 19

8]

unexpected bat ngd 58
urgently khdn cap 161

W

warehouse manager trudng phong kho van 148
waste basket gid dung rac 21
write down ghi lai 103

Y

yet chua 28
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EY TO GAMES AND EXERCIES

KEY #1: QUIZ, QUIZ, QUIZ! ROUND #1

o Plastic surgery

o The English expression A New Face means a new person in a group of
colleagues, friends or people who already know each other.

So, the correct answer was “a new employee.”.
(3 points)

D DONT FORGET TO NOTE YOUR POINTS ON YOUR SCORECARD! (PAGE 14) &

KEY #2: QUIZ, QUIZ, QUIZ! ROUND #2
The English word punch can have many different meanings. It can
mean:

1. A small tool for making small holes in paper, wood, etc.
2. A blow with the fist.

3. A drink with two or more fruit juices, water, sugar and sometimes
wine or spirits.

So, the correct answer was “give him a small machine to make
little holes in paper.”.

(3 points)

® DONT FORGET TO NOTE YOUR POINTS ON YOUR SCORECARD! (PAGE 14) &
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KEY #3:

Unit !: Exercise 2: AT THE OFFICE

photocopier: A:
B:

waste basket:
computer:
scissors:

account files:

reports: A:

o

office license: A:
B:
dictionary:  A:
B:
calculator: A:
B:

Where is the photocopier?
It's in the rear.

: Where is the waste basket?
: It's near the left desk.

A
B
A: Where is the combuter?
B:
A
B
A
B

It's on the rear desk.

: Where are the scissors?

: They're on the right desk.

: Where are the account files?

: They are in the left filing cabinet, in the second drawer

from the bottom.

Where are the reports?

They are in the right filing cabinet, in the second drawer
from the top.

Where is the office license?

It's in the bookcase, on the top shelf.

Where is the dictionary?

It's in the bookcase, on the second shelf from the top.
Where is the calculator?

It's on the left desk.

KEY #4: QUIZ, QUIZ, QUIZ! ROUND #3

The word a model can have many different meanings in English. In
fact, the word a model can have 16 different meanings in English. It
can mean among others:

1. A standard or an example for other people to follow
2. A person who serves as an example for an artist, photographer,

painter, etc.
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3. A person, especially a beautiful woman, whose job is to show or
demonstrate a product; a fashion model.

So, the correct answer was “an example of a very good secretary.”.
(3 points)

% DONT FORGET TO NOTE YOUR POINTS ON YOUR SCORECARD! (PAGE 14) &

KEY #5:
Unit 2: Exercise 1: GET THE LITTLE THINGS RIGHT

.........

oo wteenis

PRRIPRPIRPINIRIIND UYES T ONO

1. Is there anything wrong with the | Yes, there is. |No, there isn'.
air-conditioning?

2. Are there any important letters Yes, there No, there aren't.
for me? ' are.

-3. Has the manager come in yet? Yes, he has. [No, he hasn't.
Yes, she has. |No, she hasn't.

4. Did you work last Saturday? Yes, I did. No, I didn't.

5. Is our lawyer coming today? Yes, he is. No, he isn't.
Yes, she is. No, she isn't.

6. Did you see our ad in the news- |Yes, I did. No, I didn't.

paper yesterday?

7. Have you completed the S.A.S. |Yes, I have. |No, I haven't.
dossier yet?

8. Do you know Mr. Jones from IBM? | Yes, I do. No, I don't.
9. Does the new secretary speak Yes, she does. | No, she doesn't.
French?
10. Are you fluent in English? Yes, I am. No, I'm not.

11. Have you booked my flight to Yes, [ have. |No, I haven't.
Tokyo yet?

12. Is there any coffee left for me? |Yes, there is. |No, there isn't.
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KEY #6:
Unit 2: Exercise 2: A MODEL SECRETARY

You could replace “Of course” with “Certainly” in the following answers.

1.
2.

10.
11.
12,

Did you work last Saturday? No, I'm afraid I didn', sir.

Is our lawyer coming today? Certainly, sir. He is coming at eleven
o'clock.

Have you completed the Leyland report yet? I need it. Yes, of
course, 1 have, sir. Here you are.

Is there anything wrong with the air-conditioning? Yes, I'm afraid
that there is, sir.

Have you sent Sun Tours their invoice yet? No, I'm afraid that I
haven't, sir.

Does the new secretary speak French? Yes, of course, she does, sir.

. Has the manager come in yet? No, I'm afraid that he hasn't, sir.

Are there any letters for me? Yes, of course, there are, sir. Here
you are.

Did you see our ad in the newspaper yesterday? Yes, of course, I
did, sir. .

Do you know Mr. Jones from IBM? No, I'm afraid 1 don't, sir.
Is there any coffee left? Yes, of course, there is, sir.

Are you fluent in English? Yes, of course, I am, sir. OR No, I'm
afraid that I'm not, sir.

KEY #7: QUIZ, QUIZ, QUIZ! ROUND #4

o sneak

o permission
So, the correct answer was “ask your foreign boss for permis-
sion.”.

(3 points)
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KEY #8: QUIZ, QUIZ, QUIZ! ROUND #5

The idiom “cut (something) out” can mean:
1. delete or omit something

2. leave suddenly

3. refrain from or stop doing something

So, the correct answer was “stop congratulating him and go on
with your job.”.

(3 points)

KEY #9:
Unit 3: CHECK THIS !!!

WITH e YOU SPEAK ... FORMAL || INFORMAL
your best friend v
your manager v

your banker v

your old friend at a party v

the man of the shop near your home v

a politician at a reception v

a foreign businessman v

a tourist on the beach v v

KEY #10:
Unit 3: Exercise 1: ASKING PEOPLE TO DO THINGS

You could replace “Yes, of course” with “Certainly” in the following
answers. .
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PARTNERA

1. A MANAGER: Could you hold my
calls for a while? OR Would you
mind holding my calls for a while?

A SECRETARY: Yes, of course,
sir. OR Certainly, sir.

2. AN AUDITOR: Could you get me
last year's balance sheet? OR Would
you mind getting me last year's
balance sheet?

AN ACCOUNTANT: I'm afraid
last year's balance sheet is at-
the revenue department. -

3. A MANAGER: Could you fix an
appointment for me with Mr. Honda
of Toyisha Co., Ltd. right away? OR
Would you mind fixing an appoint-
ment for me with Mr. Honda of
Toyisha Co., Ltd. right away?

A SECRETARY: Certainly, sir,
I'll do it right away. OR I'll fix
one right away.

4, A SECRETARY: Could you help
me to move the heavy photocopier?
OR Can you help me to move the
heavy photocopier?

A SECRETARY: I'm sorry, but I
have a bad back and I can't lift
heavy things.

5. A MANAGER: Could you get the
Graphic dossier for me? OR Do you
mind getting the Graphic dossier for
me?

A SECRETARY: Certainly, here
you are, sir. OR Yes, of course,
here you are, sir.

6. AN OFFICE MANAGER: Can you
turn down your radio a little?

A CLERK: Yes, of course. (I'l
do it right away.)

7. A MANAGER: Could you make
two photocopies of the Graphic
contract?

A CLERK: I'm afraid the photo-
copier is out of order for the
moment.

8. A SECRETARY: Can you pass the
liquid paper?

A SECRETARY: Sure, here you
are.

9. A MANAGER: Could you cancel
my appointment with my doctor?

A SECRETARY: Yes, of course,
sir.

10. A MANAGER: Could you/Can you
make some fresh coffee?

A CLERK: I'm sorry, but we're
out of coffee.
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KEY #11:

Unit 3: Exercise 2: ASKING FOR PERMISSION
In the following questions and answers, you could say:

— “Do you mind if I” or “Would you mind if I’ or “Could I”

- “Can I” or “Could I”

- “Yes, of course” or “Certainly” or “Please do”

- “Go right ahead” or “Sure” or “Yes, of course”
- “I'm afraid” or “I'm sorry” or “Well, actually” or “I'd rather you didn't”

1. A VISITOR AT AN OFFICE. Do you
mind if | smoke?

A RECEPTIONIST. I'm afraid
the reception is a no-smoking
area, sir.

2. A SECRETARY. Do you mind if I
move some of the office furniture, sir?

A MANAGER. Go right ahead.
OR Yes, of course.

3. A SECRETARY. Do you mind if I
go home a little earlier today? My
mother is at the hospital.

AN OFFICE MANAGER. I'd
rather you didn't, there is a
lot of work at the office today.

4. AN ACCOUNTANT. Could I speak
with you for a minute?

A CHIEF ACCOUNTANT.
Sure.

5. A SECRETARY. Can I turn up the
air-conditioning a little?

AN OFFICE MANAGER. I'm
sorry, but I've got a cold.

6. A VISITOR AT AN OFFICE. Do you
mind if I use the telephone?

A RECEPTIONIST. I'm afraid
the telephone is out of order,
sir.

7. A CLERK. Could I take the empty
cups?

A MANAGER. Sure, go right
ahead.

8. A SECRETARY. Could I borrow
your English dictionary?

A SECRETARY. Sure, here
you are,
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KEY #12: CROSSWORD: OFFICE TOOLS & EQUIPMENT

«[P]A[PIE[R[C]L[I]|P]
5|M|OIN|I|{T|O|R
c}G|L|{U[E
d[cTA[L]Cc]U|L|A[T[O|R]
e[T|Y|P|E|W|R|I|T|E|R
fIrlaAlc|S{I [M|I[L|E]
Z|B|R|IO[C[H|U|R|E|S
A|DII]A[R]Y
i[s]cl1{s|S|{O[R|S
jwlAlT|E[R|F|O|U|N|T[A] I|N]|
C|O/M[P|U|{T|E[R
IICIA]LIE[N|DI|E[R

So, the surprise message is : “ENGLISH IS FUN”.

KEY #13:

Unit 4: Exercise 1: A HOLLYWOOD SECRETARY
1. — Now, where is the *#1%?
- Good morning. May I help you, sir?
- Morning. I want to see your #$%* manager, Spielcas.
2. - Have you got / Do you have an appointment, sir?
- No, 1 don't need an appointment if I want to see him.
3. - May I have your name, sir?
— Yes, I am Mr. T. . “Mean” Mr. Rambo T..
4, — Spielcas?
— Mr. Rambo T. is here to see you, sir.
- Send him in, please.
5. — Mr. (Rambo) T. ...? Mr. Spielcas will see you now, sir.
If you'll just come/follow me.
— Good.
6. - NOW, WHERE IS THE *#$%?
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KEY #14: QUIZ, QUIZ, QUIZ! ROUND #6

o “Again, please” means more something like, “Do it again, please.”

o “Pardon me?” or “I beg your pardon?” is what you say when you don't
understand people or didn't hear what people said.

So, the correct answer was “Pardon me??.

(3 points)

KEY #15:

Unit 4: Exercise 2: APOLOGIZING FOR THE BOSS

1. I'm afraid Mr. Smith hasn't come back from lunch yet. If you'd like
to take a seat for a moment.

2. I'm afraid the manager is in a meeting at the moment. If youd like
to make a new appointment. OR If youd like to leave a message.

3. I'm afraid Mr. Lee is in the States/U.S.A./America at the moment. If
youd like to leave a message.

4. I'm afraid Mr. Travis is just on the telephone. If you'd like to take a
seat for a moment.

5. I'm afraid Mr. Stuck hasn't come in yet. If you'd like to take a seat
for a moment. OR If youd like to leave a message. OR If you'd like
to come back later.

6. I'm afraid Mr. Slack is on vacation at the moment. If you'd like to
leave a message. OR If you'd like to make a new appointment.

7. I'm afraid the manager is still in a meeting. If you'd like to take a
seat for a moment. OR If you'd like to leave a message.

8. I'm afraid Mr. Lucky is in the hospital at the moment. OR I'm
afraid Mr. Lucky is ill/sick today. If you'd like to leave a message.
OR If youd like to come back later. OR If you'd like to make a
new appointment.
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KEY #16: HOW MUCH DO YOU WANT TO LEARN

ENGLISH?
Check the following key to see how much you want to learn or improve
your English.
YES NO | 00 -40:
1 5 0 An extremely low score. You must change your
2 0 5 | attitude to studying English immediately. Contact
3 0 5 | agood teacher right away or you will never find a
4 0 5 | good job.
5 0 5
6 0 5 45 - 55:
7 0 5 | An average score. You often realize that your
8 5 0 | English could still be improved a lot and you
9 > 0 | honestly try to learn more, but you are a little bit
10 | 5 0 | lazy at times.
11 0 5
12 0 5 60 - 75:
131 0 5 | Congratulations! You really do everything you
‘ 14 | 0O 5 | can to improve your English.
15 5 0

} KEY #17:

Unit 5: Exercise 1: THE GRAPHIC TOWER BUILDING
1. Susan's desk:

A: Where is Susan's desk?
B: It's over there, the first desk on the right.

2. the sales manager's office:

A: Where is the sales manager's office?
B: It's on the second floor, the last door/room on the right.

3. the studio:

A: Where is the studio?
B: It's on the third floor, the last door/room on the right.
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4. the production manager's office:

A: Where is the production manager's office?

B: It's on the second floor, the second door/room on the right.
5. the canteen:

A: Where is the canteen?

B: It's on the third floor, the last door/room on the left.
6. the accounting department:

A: Where is the accounting department?

B: It's on the second floor, next to the elevator/lift.
7. Mr. Travis' office:

A: Where is Mr. Travis' office?

B: It's on the second floor, the first door/room on the right. "R
It's on the second floor, opposite the elevator/lift.

KEY #18:

Unit 5: Exercise 22 HOW WELL DO YOU KNOW YOUR CITY?
1. the Siam Intercontinental Hotel:

A: Where is the Siam Intercontinental Hotel?

B: It's on Rama I Road, next to Siam Center.
2. Dunkin Donuts:

A: Where is Dunkin Donuts?

B: It's on Rama I Road, in front of Siam Theater/next to Pizza
Hut.

3. the MBK Shopping Center:

A: Where is the MBK Shopping Center?

B: It's on Phraya Thai Road, opposite Siam Square.
4. the Coca Restaurant:

A: Where is the Coca Restaurant?

B: It's on Henry Dunant Road, opposite the Police Department/
near the Canton Restaurant.

5. the DK Bookstore:
A: Where is the DK Bookstore?
B: It's in Siam Square, behind the Lido Theater.
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10.

the National Stadium:
A: Where is the National Stadium?
B: It's on Rama I Road, opposite the Tokyu Department Store.
the Canton Restaurant:
A: Where is the Canton Restaurant?
B: It's on Henry Dunant Road, opposite the Police Department/
near the Coca Restaurant.
the A & W Optician’s:
A: Where is the A & W Optician's?
B: It's in Siam Square, near the Bank of Ayudhya/Benetton. OR
It's in Siam Square, opposite Hoburger.
Siam Center:
A: Where is Siam Center?
B: It's on Rama I Road, opposite Siam Theater/next to the Siam
Intercontinental Hotel.
Mr. Donut:
A: Where is the Mr. Donut?
B: It's in Soi 1, opposite the Scala Theater.

KEY #19: QUIZ, QUIZ, QUIZ! ROUND #7

o If you tell the visitor that you don't know, you are not being very help-

o If you tell the visitor about an expensive restaurant, you are not being
very helpful or honest. Maybe he will feel that you are trying to make

o If you ask him what food he likes to eat, you can probably suggest hima

So. the correct answer was “ask the visitor what kind of food he

ful and you are probably lying.

him spend a lot of money in your country.

restaurant that he will really like.

likes to eat.”.

3

points)
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KEY #20: QUIZ, QUIZ, QUIZ! ROUND #8

o When you say don't know, you are probably lying.

o When you say something to make the visitor happy, you will probably
make the visitor very angry when he finds out that you were joking.

£ When you tell the visitor to wait for a moment and quickly consult this
book somewhere where the visitor cannot see you, you can probably
explain the way correctly and you are a model employee.

So, the correct answer was “tell the visitor to wait for a moment and
quickly consult this book somewhere where the visitor cannot
see you.”

(3 points)

KEY #21:

Unit 6: Exercise 1: IN THE NEIGHBORHOOD

You could use any of the four different questions of the Focus #1 window
to ask about the different places near the Graphic Building.

Apart from the following correct answers, you could also answer about
one of the other movie theaters, restaurants, banks, etc. in Siam Square.

You could either use “maybe” or “perhaps” and “ought to” or “should” in
your answers.

1. a movie theater:
A: Could you tell me if there is a movie theater near here?

B: Certainly, sir/miss/ma'am. Perhaps you ought to try the Scala
Theater. It's in Soi 1, near the corner.

2. any American coffee shops:
A: Do you know if there are any American coffee shops near here?

B: Certainly, sir/miss/ma'am. Maybe you should try Dunkin
Donuts. It's on Rama 1 Road, in front of Siam Theater.

3. a bookstore
A: Is there a bookstore near here?

B: Certainly, sir/miss/ma'am. Maybe you should try DK Book
Store. It's in Siam Square, behind the Lido Theater.
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10.

11.

a swimming pool:
A: Could you tell me if there is a swimming pool near here?
B: I'm afraid there isn't. / I'm sorry, [ don't know.
any fast food restaurants
A: Are there any fast food restaurants near here?
B: Certainly, sir/miss/ma'am. Perhaps you ought to try Mc
Donald's. It's in Siam Center opposite the Lido Theater. OR It's

on the ground floor/first floor in Siam Center, opposite the
Lido Theater.

any good Chinese restaurants
A: Are there any good Chinese Restaurants near here?

B: Certainly, sir/miss/ma'am. Maybe you should try the Canton
Restaurant. It's on Henry Dunant Road, opposite the Police
Department.

a bank

A: Is there a bank near here?

B: Certainly, sir/miss/ma‘am. Maybe you should try the
Bangkok Bank. It's on Rama 1 Road, near Siam Theater/
Shakey's.

a first class hotel
A: Is there a first class hotel near here?

B: Certainly, sir/miss/ma'am. Perhaps you ought to try Siam
Intercontinental Hotel. It's on Rama 1 Road, next to Siam
Center.

a supermarket
A: Is there a supermarket near here?

B: Certainly, sir/miss/ma'am. Perhaps you ought to try Mah-
boonkrong Center. There's a supermarket on the third floor.

any good night clubs

A: Are there any good night clubs near here?

B: I'm afraid there aren't. / I'm sorry, I don't know.
a hospital

A: Is there a hospital near here?

B: Certainly, sir/miss/ma'am. Maybe you should try Chula-
longkorn Hospital. It's on Henry Dunant Road, opposite
Chulalongkorn University.
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12. any airline agencies
A: Are there any airline agencies near here?

B: Certainly, sir/miss/ma'am. Maybe you should try SAS. It's on
Rama 1 Road, near the Bangkok Bank/on the corner of Soi 6.

KEY #22: UNCLE BOB'S STORY

o The words of the two other Beatles:
RINGO: The Party is on the near right corner.
JOHN: Please, boys, the Party is on the far right corner.
o The correct answer was “All four Beatles are correct.”. (C)

KEY #23:

Unit 6: Exercise 2: GIVING DIRECTIONS

Open Dialogue

visitor:  Excuse me, miss/sir ...?

YOU: Yes, sir?

visitor:  Could you tell me how I can get to Siam Theater from here?

YOU: Certainly, sir. Walk out of the office and turn right.
Walk along Phraya Thai Road and turn right at the
traffic lights/crossroad/Rama 1 Road. Walk along
Rama 1 Road (pass Kentucky Fried Chicken/the
Pizza Hut). Siam Theater is (on the right) behind
Dunkin Donuts.

visitor:  Thank you very much.
YOU: You're welcome, sir.
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KEY #24:

Unit 6: Exercise 2: GIVING DIRECTIONS
Roleplay

You could use any of the following questions to ask about the different
places in Bangkok:

— Could you tell me how I can getto ...?
— Can you tell me the best way to get to ...?
- Howcanlgetto...?

Apart from the following correct answers, you can also have slightly dif-
ferent answers which may be correct.

1. YOU ARE AT THE GRAPHIC TOWER BUILDING:

o Siam Intercontinental Hotel

A: Could you tell me how I can get to Siam Intercontinental
Hotel?

B: Certainly, sir. Walk out of the office and turn right. Walk
along Phraya Thai Road and turn right at the traffic lights/
crossroad/Rama 1 Road. Walk along Rama 1 Road, cross the
foot bridge and pass Siam Center. Siam Intercontinental Hotel
is next to Siam Center.

o the Bangkok Bank ‘

A: Can you tell me the best way to get to the Bangkok Bank?

B: Certainly, sir. Walk out of the office and turn right. Walk
along Phraya Thai Road and turn right at the traffic lights/
crossroad/Rama 1 Road. Walk along Rama 1 Road, pass Siam
Theater, the Bangkok Bank is near Siam Theater/Shakey's.

o Sea Fah Restaurant.

A: How can I get to Sea Fah Restaurant?

B: Walk out of the office and turn left. Walk along Phraya Thai
Road and turn left at the first soi. Walk along the soi 'till you
get to the police booth/police station. Sea Fah Restaurant is
behind the police booth/police station.
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o Shakey's Pizza
A: How can I get to the Shakey's Pizza?

B: Walk out of the office and turn right. Walk along Phraya Thai
Road and turn right at the traffic lights/crossroad/Rama 1
Road. Walk along Rama 1 Road, 'till you get to Siam Theater.
Shakey's Pizza is next to/in front of Siam Theater.

2. YOU ARE AT DUNKIN DONUTS:

o DK Bookstore
A: How can I get to the DK Bookstore?

B: Walk out of the coffee shop/restaurant and turn left. Walk
along Rama 1 Road 'till you get to the Lido Theater and turn
left. DK Bookstore is behind the Lido Theater.

o the Coca Restaurant
A: How can I get to the Coca Restaurant?

B: Walk out of the coffee shop/restaurant and turn right. Walk
along into Siam Square, pass Siam Theater and turn left at
the next/first Soi. Walk along the Soi 'till you get to Henry
Dunant Road. The Coca Restaurant is on the (left) corner.

o the British Council
A: How can I get to the British Council?

B: Walk out of the coffee shop/restaurant and turn left. Walk
along Rama 1 Road 'till you get to the Lido Theater and turn
left. The British Council is in the block behind the Lido Theater.

KEY #25: QUIZ, QUIZ, QUIZ! ROUND #9

o It is very impolite to quickly drop the receiver.

o It is rather dumb to ask, “Is that SE-Education?” since the operator
already told you that you are talking with someone at the City Bank.

So, the correct answer was “I'm sorry. I've got the wrong
number.”.

(3 points)
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KEY #26: MR. TRAVIS'S FAVORITE RESTAURANT

Walk out of the office. Turn right. Walk along Phraya Thai Road. Turn
right at Rama 1 Road. Pass the Lido (Theater). At the right, under the
footbridge (is) Kentucky Fried Chicken.

So Mr. Travis's favorite restaurant is “Kentucky Fried Chicken.”.

KEY #27:
Unit 7: Exercise 1: THE TELEPHONE OPERATOR AT WORK #1

OPEN DIALOGUE

OPERATOR: Link Letter. Good morning. Can I help you?
or Link Letter. Good afternoon. May I help you?
CALLER: I'd like to speak to the manager, please?
or Could I speak to the manager, please?
or May I speak to the manager, please?
OPERATOR: Who's calling, please?
CALLER: (name) of (company).
OPERATOR: Hold the line, please, Olympia.
or Just a moment, please, miss.

KEY #28:
Unit 7: Exercise 2: THE TELEPHONE OPERATOR AT WORK #2

OPEN DIALOGUE

YOU: IBM. Good morning. Can I help you?
or IBM. Good afternoon. May I help you?

caller:  Could I speak to the manager, please?

YOu: Who's calling, please?
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caller:  This is Fred Cash of Angel Enterprises.
YOU: Hold the line, please, Mr. Cash.

caller: Thanks.

You contact the manager on the intercom

manager: Baker speaking?

YOU: Mr. Cash (from Angel Enterprises) is on the line for
you, sir.

or Mr. Cash (from Angel Enterprises) is on the phone
for you, sir.

manager: Put him through, please.

KEY #29:
Unit 7: Exercise 2: THE TELEPHONE OPERATOR AT WORK

ROLEPLAY

EWS. Good morning.
Could I speak to the May I help you?
manager, please?

Who's calling, please?]

This is (name) ..... \
from (company) ..... Hold the line, please,

M...(name) (name) speaking. ]

M...(name) is on the
line for you, sir/miss/

ma'am. through, please.

Put him/her/them ]

J
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KEY #30: QUIZ, QUIZ, QUIZ! ROUND #10

o If you ask the caller how to spell his name, you will write it down
correctly and your boss will be very happy and say that you are a modei
employee.

o If you don't bother to write down the caller's name and maybe the
message, you are a bad secretary and your boss will be very angry with
you and maybe tell you to find another job.

o If you guess how to write the caller's name, you will probably write it
wrong, and if you then later have to write the caller a letter with the
name spelled wrongly, it will be very impolite.

So, the correct answer was “ask the caller to spell it.”.
(3 points)

KEY #31:
Unit 8: Exercise 1: ADDRESSES AND TELEPHONE NUMBERS

Addressesﬁ
o 15/2 Oxford Street, Leeds: fifteen slash two Oxford Street, Leeds.

o 27/55 Woods Road, Paddington: twenty-seven slash fifty-five, Woods
Road, ...

o 103 Oak Street, Kansas City: one-oh (zero)-three, Oak Street, ...

o 23/11-13 ABC Bldg., Sunset Drive, L.A., California: twenty-three slash
eleven to thirteen, ABC Building, ...

o 75/207 Broadway, New York City: seventy-five slash two-oh (zero)-
seven, Broadway, .. .

o 2508/70 Surrey Road, Brightonville: two-five-oh (zero)-eight slash
seventy, Surrey Road, ...

Telephone numbers:

o 798-4069: seven-nine-eight-four-oh (zero)-six-nine.

o 244-0935: two-double four-oh (zero)-nine-three-five.

o 254-5607-9: two-five-four-five-six-oh (zero)-seven to nine.

o 339-0751 Ext. 34: double three-nine-oh (zero)-seven-five-one exten-
sion thirty-four.

o 246-6609: two-four-six-double six-oh (zero)-nine.
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KEY #32:
Unit 8: Exercise 2: THE ADDRESS BOOK

The correct way of writing down the information would be to ask, answer
and write down like this:

WRITING THE NAMES:

Partner A:May [ have your surname?

Partner B: (surname)

Partner A:Could you spell it, please?

Partner B: (spells about 3 letters)

Partner A: (writes & repeats the spelled letters)

Partner B: (continues spelling about three letters)

Partner A: (continues writing & repeating the spelled letters)

After the complete name is written down, the writer repeats all the
letters again.

1z USE THE SAME PROCEDURE FOR:

o FIRST NAME

o COMPANY or SCHOOL

o THE NAME OF THE ROAD
WRITING THE NUMBERS
Partner A:May [ have your address?
Partner B: (says the address: number, road, city)
Partner A: Could you repeat the number, please?
Partner B: (repeats about 3 numbers)
Partner A: (writes & repeats the numbers)
Partner B: (continues spelling about three numbers)

Partner A: (continues writing & repeating the numbers read)

After the complete number is written down, the writer repeats all the
numbers again.

1> USE THE SAME PROCEDURE FOR THE TELEPHONE NUMBER.
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KEY #33:
Unit 8: Exercise 3: TAKING A MESSAGE

Open Dialogue

YOU: IBM. Good morning. May I help you?
caller:  May I speak to Mr. Jenkings, please?

YOu: Who's calling, please?

caller:  Steve Klemme from Pear Corporation.

YOU: Hold the line, please, Mr. Kiemme.

You try to contact Mr. Jenkings

YOU:

caller:
YOU:
caller:

YOU:
caller:
YOU:
caller:
YOU:
caller:
YOU:

caller:
YOU:
caller:
YOU:

caller:
YOU:
caller:
YOuU:

Hello, Mr. Klemme. I'm afraid Mr. Jenkings isn't at
the moment, sir.

When could I call back?

I'm not sure, sir. Would you like to leave a message?
Could you please tell him to call me back at two-double
seven-four-oh-three-seven extension fourteen?

Could you repeat the telephone number, please?
Yes, two-double seven-four.

Two-double seven-four.

Oh-three-seven. '

Oh-three-seven.

Extension fourteen.

Extension fourteen. And could you spell the
(sur)name, please?

Yes. Klemme. K - L - E.

K-L-E.

Double M - E.

Double M - E. That is Klemme, K - L - E- double M -
E, at two-double seven-four-oh-three-seven exten-
sion fourteen?

Yes. that's right.

I will give Mr. Jenkings your message, sir.

Thank you. Goodbye.

You're welcome. Goodbye.
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KEY #34:

Unit 8: Exercise 3: TAKING A MESSAGE

Roleplay

| SECRETARY |

'LLT. Good morning.
(May I help you?

J

~

I'm afraid the manager isn't in
at the moment, sir/miss.

I'm not sure, sir/miss. Would
you like to leave a message?

Could you spell the name,
please? (write the caller's name)

| — ./

May I have the name of your
company, please?

rCould you spell it, please?

(write the name of the caller's company)

.

rMay [ have your telephone
(number, please?

'Could you repeat it, please?

(write the caller's telephone number)

.

That is (repeat the caller's name,

company, telephone number, message)
.

[I will tell Mr. ....

Could T speak to the manager
please?

-~

3

-/

rWhen will he be back (at the
loffice)?

~

(ThlS IS) ..... (your name)
from ... (your company)

(spell your name)

(say the name of your company)

(spell the name of your company)

(say your telephone number)

.

(repeat your telephone number)

[You're welcome, sir. Goodbye.

That's right./Correct.

Thanks./Thank you.
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KEY #35:

Unit 8: CROSSWORD
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KEY #36: QUIZ, QUIZ, QUIZ! ROUND #11
It would not be very polite to say, “my boss will go to see you tomor-

row” or “my boss wants to talk to you tomorrow”.

“Will go to see you” or “wants to talk to you” means that you are not ask-
ing for an appointment or asking if the other person is free to meet your
manager.

So, the correct answer is, “Do you think it would be possible to
set up a meeting for tomorrow?”,

(3 points)

KEY #37: QUIZ, QUIZ, QUIZ! ROUND #12

“Tied down” means: restricted in action, not free.
So, the correct answer is, “Mr. Beardy is busy.”

(3 points)
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KEY #38:

Unit 9: Exercise 1: COULD YOU FIX AN APPOINTMENT FOR
ME WITH ...?

Open Dialogue
1. — Watts speaking?
- This is Graphic calling.
or I'm calling from Graphic.
- Yes, what can I do for you?

2, - We saw your advertisement about a BMW in the
Nation and my manager Mr. Travis was very interested
in your offer.

Do you think it would be possible for you to meet?
or Do you think it would be possible for you to get together?

or Do you think it would be possible to arrange an
appointment?

— Yes, of course. How ....?

KEY #39

Unit 9: Exercise 1: COULD YOU FIX AN APPOINTMENT FOR
ME WITH ...?

Fixing Appointments

@Our manager, Mr. Travis, is planning to be in Tokyo next week
and he's got a matter he'd very much like to discuss with you
(when talking to Mr. Honda).

or Our manager, Mr. Travis, is visiting Tokyo next week and he's
got a matter he'd very much like to discuss with Mr. Honda
(when talking to Mr. Honda’s secretary).

@ We are clients of your company and our manager has got a mat-
ter he'd very much like to discuss with Mr. Clam (when talking to
Mr. Clam’s secretary).

or We are clients of your company and there are some details our

manager, Mr. Travis would very much like to discuss with you
(when talking to Mr. Clam).
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(3 You were introduced/recommended to us by Mr. Goodman of
AIA and our manager was very interested in your services.

KEY #40:

Unit 9: Exercise 1: COULD YOU FIX AN APPOINTMENT FOR
ME WITH ...?

Roleplay

PICTURE 1: Mr. Honda (the manager of Toyisha)
Partner 1: Honda (speaking).
Partner 2: (Good morning, Mr. Honda) I'm calling from Graphic Bangkok.

_ or (Good morning, Mr. Honda) I'm calling from ....... (your com-
pany) Bangkok.

Partner 1: Yes, what can I do for you?

Partner 2: Our manager Mr. Travis is planning to be in Tokyo next week
and he's got a matter he'd very much like to discuss with you.

or Our manager Mr. Travis is visiting Tokyo next week and he's
got a matter he'd very much like to discuss with you.

Do you think it would be possible to arrange an appointment?
or Do you think it would be possible to arrange a meeting?
or Do you think it would be possible for you to meet?
Partner 1: Yes, I think so. ...

FOR PICTURE 2: the secretary of Mr. Clam (of A & A)
Partner 1: Mr. Clam's office. May I help you?
Partner 2: I'm calling from Graphic.
or I'm calling from ........ (your company)
Partner 1: Yes, what can I do for you?

Partner 2: We are clients of your company and our manager (Mr. Travis)
has got a matter he'd very much like to discuss with Mr. Clam.
or We are clients of your company and there are some details
our manager (Mr. Travis) would very much like to discuss
with Mr. Clam.
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Do vou think it would be possible to arrange an appointment?
or Do you think it would be possible to arrange a meeting?
or Do you think it would be possible for you to meet?
Partner 1: Yes, I think so. .

FOR PICTURE 3: the secretary of Mr. Brown (of Graphic)
Partner 1: Mr. Brown's office. May I help you?

Partner 2: I'm calling from .... (your company)

Partner 1: Yes, what can I do for you?

Partner 2: You were introduced/recommended to us by Mr. Goodman of
AlIA and our manager was very interested in your services.
Do you think it would be possible to arrange an appointment?

or Do you think it would be possible to arrange a meeting?
or Do you think it would be possible for you to meet?
Partner 1: Yes, I think so. ....

KEY #41:
Unit 9: Exercise 2: WHEN WOULD IT SUIT YOU?

In the following correct answers, you could either use:
~ “Would ... be alright” or “Would ... suit you” or “How about ...”
- “I'm afraid” or “I'm sorry, but ...”

”

~“... will be away ...” or “... won't be in ...” or “... can't manage ...
A: — When would it suit you?

B:
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B: - Yes, {1
@
(4) = Wednesday

KEY #42:

Unit 9: HOW EMBARRASSED ARE YOU ABOUT YOUR
ENGLISH?
Compare your answers with the following key.
You score:
ONE point for every (a) answer,
THREE points for every (b) answer and
FIVE points for every (c) answer.

I SCORED POINTS

12-24:

This low score suggests that you do not worry too much about your
English and try to practise every time you have the chance. Continue
with this healthy attitude and you will speak English better every day.
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25-44:

This is an average score. There are times when you worry too much
about your English but you are probably not too embarrassed to
speak it when you really must. You ought to study a little bit more
with an English teacher though, so you would gain more confidence
and learn more quickly.

45-60:

This high score means that you are very embarrassed about your Eng-
lish. You must contact an English teacher immediately if you are ever
to speak a little bit of English and get a good job.

KEY #43: QUIZ, QUIZ, QUIZ! ROUND #13
o “HEY, YOU!” is a very rude and impolite way of attracting people's
attention.

o “Excuse me, Mr. Jackson ...?” is a very discreet and polite way of
attracting people's attention.

o “Oh, hi. What's your name?” is a very informal way of starting a
conversation with a stranger.

So, the correct answer is, “Excuse me, Mr. Jackson ...?”.

(3 points)

KEY #44:

Unit 10: ACT IT OUT #1: GREETING PEOPLE

@ Mr. Rao Sing
FRIEND 1: Excuse me, sir? Mr. Rao Sing ...?
FRIEND2: Yes, ...
FRIEND 1: I'm ..... (your name) from ..... (your company). How do you do?
FRIEND 2: How do you do, Mr./Miss/Mrs. ..... (your friend's name)?

(2 An old friend
FRIEND 1: Excuse me, ......... (your friend’s first name/nick name)?
FRIEND 2: Oh, hello/hi ........ (your friend’s name). How are you?
FRIEND 1: I'm fine. Thanks. And you?
FRIEND 2: I'm very well. Thank you.
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(3) Mr. Tom Wolf
FRIEND 1: Excuse me, sir? Mr. Tom Wolf ...?
FRIEND 2: Yes, ...
FRIEND 1: I'm ..... (your name) from ..... (your company). How do you do?
FRIEND 2: How do you do, Mr./Miss/Mrs. ..... ? Please have a seat.
FRIEND 1: Thank you.

KEY #45:

Unit 10: Exercise 1: THE PEOPLE OF GRAPHIC CO., LTD.

In the following introductions, you could either use:

“Please meet”, “I'd like you to meet” or “ May I introduce”

o Mr. Travis: Mr. Honda, please meet our managing director, Mr. Travis.

o Mr. Somchai Kobjitti: Mr. Honda, please meet Mr. Somchai Kobjitti.
He's our production manager.

o Mr. Wirat Mathong: Mr. Honda, I'd like you to meet Mr. Wirat
Mathong. He's our sales manager.

o Miss Kanjana: Mr. Honda, may I introduce our office manager, Miss
Kanjana Tirawatana?

KEY #46:

Unit 10: ACT IT OUT #2: INTRODUCING PEOPLE '
In the following introductions, you could either use:

_ “Please meet”, “I'd like you to meet” or “May I introduce” 1
— “This is” or “Meet”

(1) Two colleagues at the airport:

PARTNER 1: Mr. Sing, may I introduce Mr. Jack Green? Mr. Green is
our chief auditor.

PARTNER 2: How do you do, Mr. Green?
PARTNER 3: How do you do, Mr. Sing?
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@ Two friends at a railway station:

PARTNER 1: ........ (name partner 3), this is my friend ..... (name
partner 2).

PARTNER 2: Hello, ........ (name partner 3)

PARTNER 3: Hello, ........ (name partner 2)

@ Two colleagues of Fun Tours travel agency:

PARTNER 1: Mr. Wolf, may I introduce .... (name partner 2)? |
He/She is a tour guide at Fun Tours.

PARTNER 2: How do you do, Mr. Wolf?
PARTNER 3: How do you do, ..... (name partner 2)?

@ At the company party:
PARTNER1: ..... (name partner 3), meet my friend ..... (name \
partner 2). ‘
PARTNER 2: Hello, ..... (name partner 3)

PARTNER 3: Hello, ..... (name partner 2)

KEY #47: QUIZ, QUIZ, QUIZ! ROUND #14

o If you say nothing because you are afraid he might be angry, you will
probably not be able to do the work correctly and then your foreign su-
pervisor will most probably get VERY ANGRY with you.

o If you say, “Could you explain it again, please? I don't quite under-
stand.” your supervisor will explain again so you will be able to do the
work well and your foreign supervisor will say that you are a “Model
secretary’.

o If you go looking for a new job, you will never learn English and you
will never be a “Model secretary”.

So the correct answer was say, “Could you explain it again,
please? I don't quite understand.”.

(3 points)
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KEY #48:

Unit 11: MATCH, MATCH (Part One)

[sITUATIONS |
[1] An order has not been
delivered.

[2] Mr. X didn't come for his
appointment.

[3] The manager needs someone
of the staff who speaks good
English.

[4] The company is out of
stationery.

[5] The company needs to hire
more personnel.

[6] The manager needs informa-
tion for teaching English to
the staff.

The paper in the fax machine
keeps jamming.

The auditor made some
mistakes in the accounts.

EI Someone stole your
manager's car from the car
park.

Your manager has got a
terrible headache.

[SUGGESTIONS |
[3] shall I ask Miss Lek to look
into it?

[6] shall I contact some
language schools for more
information?

[4] shall I order some?

[2] shall I telephone his office?
[1] shall I call the suppliers?

[9] Shall I call the police?

[5] shall I prepare an ad for the
newspapers?

Shall I contact the office
automation company?

Shall I get you some
paracetamol tablets?

Shall 1 telephone to make
an appointment?
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KEY #49:

Unit 11: MATCH, MATCH (Part Two)

| ASSIGNMENTS |

[1] Could you place an ad for a
junior secretary in the Bang-
kok Post?

[2] Could you buy a new calcula-
tor for on my desk?

[3] Could you reserve a room for
my trip to Chiang Mai next
week?

[4] can you fix an appointment
with Mr. Wirat from IRC?

E] Could you order some more
computer paper?

IEI Could you leave a message for
Mr. Jones in case he isn't in ?

Could you get someone to
translate this brochure?

Could you tell Miss Sopa to
make her report of the
meetings with Mr. Honda a
priority?

[9] Could you enquire about
the tuition fees for English
instruction at our office?

Could you take care of the
sale of our old desks?

| ASK FOR DETAILS

[4] When would you like to
" meet him?

Who would you like to
translate it?

[2] What brand would you like
me to buy?

[5] How many boxes would you
like me to order?

[1] what would you like me to
say in it?

[3] At what hotel would you like
to stay?

[9] when would you like the
instruction to start?

For how much would you
like to sell them?

By when would you like it
to be ready? '

[6] What would you like me to
tell him?
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KEY #50:

Unit 11: OPEN DIALOGUE: PROBLEMS AT THE OFFICE

manager: I've just noticed that Dos (Co., Ltd.) still haven't settled their
outstanding bills.

YOU: Shall I send them another reminder?
manager: Yes, please. Send them a letter right away.
YOU: What would you like me to tell them?

manager: Tell them that we would like to receive their remittance in the
next few days.

YOU: Shall I inform them that this is the last reminder
(we send them)?

manager. Yes, of course, they should have paid their bills months ago.

YOU: How would you like me to send it?

manager: Send it by registered mail, please.

KEY #51: QUIZ, QUIZ, QUIZ! ROUND #15

The English idiom “get on (something)” can have many different
meanings. It can mean:

1. To proceed, advance or progress.

2. To be able to survive.

3. To agree, to be on good ferms.

4. To age, get older.

So the correct answer was “start working on the Graphic con-
tract.”.

(3 points)
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KEY #52:

Unit 12: Exercise 1: MAKING INQUIRIES

PARTNER A

PARTNER B

1. I'd like to inquire about a ship-
ment of floppy diskettes that we
ordered a few weeks ago.

I'm afraid that the ship was
re-routed.

2. I'd like to reserve a double room
for next Monday.

For how many days would you
like to reserve a room?

3. I'd like to place an ad in your
newspaper. OR I'd like to enquire
about placing an ad in your news-

paper.

How large an ad would you like
(to place)?

4. I'd like some information about
English language teaching.

Would you like the instruction at
your company or at the school?

5. I'd like you to send an engineer
to repair a computer.

What's wrong with the equip-
ment? OR Could you tell me
what is wrong with the equip-
ment?

6. I'd like to book a seat on your
flight to L.A. for next Monday.

I'm afraid that the Monday flight
is fully booked.

7. I'd like to inquire about your
advertisement for a junior secre-
tary in today's Nation.

Could you send (us) a résumé?

8. I'd like to order 3 boxes of com-
puter paper.

What size of paper would you
like?
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KEY #53:

Unit 12: Exercise 2: REPORTED SPEECH

a. He asked you to call him back.

b. He said he wouldn't be able to make it to the meeting today.
¢. They promised that the goods would be delivered tomorrow

morning.

d. She mentioned that she spoke French and Japanese fluently.
e. They wanted to know how many people were planning to join the

program.

f. They asked me how many days you/we wanted to advertise?
g. They told me that the morning flight to Tokyo was fully booked.

h. They informed us that Mr. Honda would be arriving on the 10 a.m.

flight from Tokyo.

i. She asked if she should make it priority.
j. LLT said that they were very pleased with the display materials.

KEY #54:

Unit 12: Exercise 3: REPORTING TO THE MANAGER

PARINERA

1. Have you found out what is
happening with that order for
floppy diskettes?

Yes, of course, sir. They told me
that the ship was re-routed.

2. Did you reserve a hotel room
for next week?

Certainly, sir. They wanted to
know for how many days you
wanted to reserve/stay.

3. Have you contacted the news-
paper about our ad?

Yes, of course, sir. I called and
they asked how large an ad we
wanted (to place).
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4. Have you got any information |Certainly, sir. I contacted a lan-

about our project for English guage institute and they wanted
language instruction for the staff |to know if we wanted instruction
yet? at our company or at the school.
5. When are they coming to I called and they asked what was
repair that computer? wrong with the equipment.

6. How about my flight to L.A. I'm afraid that the Monday flight
next Monday? was fully booked.

7. Has there been any reaction One applicant called, sir, and I
on our ad yet? told her to send (us) a résumé.

8. Have you ordered any com- Certainly, sir. They asked what
puter paper yet? size of paper we wanted.

KEY #55: QUIZ, QUIZ, QUIZ! ROUND #16:
“THE GREAT FINAL”

The English idiom “go ahead” means “to proceed without hesitation or
delay”, or “to start doing something without delay”. It has nothing to
do with going to a certain place or with a person's head.

So the correct answer was “stand up and say what you would
like to tell the meeting.”.

(Special: 5 points)

KEY #56: QUIZ, QUIZ, QUIZ! SCORECARD

Add up all your scores on your scorecard and check the fol-
lowing key to find out how well you are doing at learning
English.

I SCORED A TOTAL OF POINTS IN THE QUIZ CONTEST
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36 - 50:

Congratulations. Your English vocabulary and comprehension
are excellent. Keep up the good work.

31 - 35:

An average score. Your English is quite good and you are do-
ing a fine job of getting to know the language well.

26 - 30:

A fairly low score, but you passed. You should take a lot more

interest in studying English, but we suspect that you are
probably a little lazy.

00 - 25:

Oh my, oh my! You really don't know what English speaking
people are saying more than half of the time. You have got to
start studying English seriously because you are missing out
on a lot of fun.
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