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Exercise 5: (Checking/ Correction information)

A secretary is taking dictation from her boss. They are
checking and correcting. Information. Read the conversation, then

complete the letter below.

Boss: Take this letter, please Maria. It’s to Mr D.P Broadham.....

M : Can you spell that, please?
B :B.-R-O-A-D-H-106 Field Rise. Manchester. You can check.

The postcode your self after. Just hang on a minute. That’s
not quite right. That should be 116 field Rise Ok? « Dear David».

No.

Change that to « Dear Mr Broadham. Thank you for your
letter of 13 themay. .. ...

M: Lg.ion30 th May?
B: Excuse me. That’s not quite right. It should be 13 th may

M: Sorry
B: I'm sorry it has taken me so long to reply. But I averseas
have been. ;
New paragraph conﬂlm that 2,260 wunits will be

available. CJV\ ...... h 2
M: Can you Iepeat tha
B: Yes, 2,260 units will be available for delivery on 3 rd july.

M: Did you the 3 rd?
B: That's right. ,«The total invoice will be for

£21,400......... . & TendeliVe

M: Sorry. I didn’t quite catch th
B: The total invoice. Will be for £ 21,400 and we agree to

accept payment after delivery. Finich it” yours sincerely and
S.M. Cork. Sales manager. ;
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Statement of what makes a | Necessary | Not Prohibited
good personal

necessary
Assistant / Secretary \l

|- Have a good filing system \

2- Create a bad impression to
VISILOTS

3- Have a bad phone manner b
4- Distribute work fairly to \
other typist. \ ‘
5- Have a bed filing system N
6- Be able to speak different
languages

7- Be good at receiving
visitors

8- Have a good phone manner
9- Distribute work unfairly to

other typists \\
N\

10- Live near the office

| |

Y
o

Exercise 4: (Correcting information)

The following statements are wrong. Correct them starting with
the words given and using the correct information in brackets:

1- The first letter is to Mr Dwight: D- W-I-G-H-T. (D-W-[-T-E).
That’s..\efer 3 S. .'\l:\,J;;\-QgS ...... His name. Jg... \\¥. RN {\ﬁ .

2- The total profits for this year are £ 29.468. £ 28.313 . |
I’'m aﬁaid.’éé\&.ﬁ.ﬁﬁéﬂ‘aﬁ&.ﬂne total proﬁts..}g...g[ 23 5%

3- To get to the restaurant, 20 straight across the lights and turn

second right (third right). P
Excuse,m:c:mi. ..NOl...&'.Cm\z\(& ...... right.
ol
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Mr D.P Broadham

116 Field Rise

Dear 1. Pksadhonma
- Conddnm, I g‘--i-, b2 .. il will

e .anailakle: so 2y s e fal inwice

v be A& SR, aﬁaiv: ‘amﬂﬁ:})%m%

a4 len delne R |
S.M Cork .

Sales Manager.

Exercise 6 :

An important visitor has come to your office for an
appointment with your boss He explains that:

1- He doesn’t have a hotel reservation

2- His luggage is still at the airport

3- He needs to change some money at the bank

4- He needs to confirm his return flight for tomorrow
evening at 17.00

Make appropriate offers
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