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MEETING PEOPLE

Dictation
Listen to the dialogue and fill in the blank.

1 Ilt'sniceto__ you again, Mr. Brady.

2 It's been along time, _ ?

3 | should say so. How haveyou been __ ?

4 I've been __ well, thank you. How about yourself?
5 __ busy. Well, where have you been?

6 I've been away __ business for the summer.

7 By the way, you haven't changed a

8 It seems like the you get, the better you look.

9 | can say the thing about you.

1 Vocahulary Building
Fill in each blank with the correct word from the word list.

barge in concern yourself feel like for pleasure
get worse instead of awake make a speech
on purpose rain check regards small




1 I didn't do it

2 lhad abusyday.l__ awet noodle.

3 Dont____ too much about it.

4 I'm always nervous whenever |

5 __ complaining all the time, do something about it.
6 Are you here on businessor __ ?

7 Things couldnt __

8 Would you please givemea__ ?
9 Please give my __ to your parents.
10  Coffee helps keepsme __

11 Don'tthink ___

12 I didn't mean to like this, but he insisted.

Dictation
Listen to the dialogue and fill in the blank.

1 I'm a new manager.
2 First of all, let me myself.

3 My name is Mr. Brady, as in my introduction.
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4 This is Mr. Ford, a

5 I work in the Sales

6 I've heardsomuch __ you.

7 I've been looking forwardto__ you.
8 May | haveyour _ card?

1 Vocabulary Building
Fill in each blank with the correct word from the word list.

travels very good got to go been up to
meeting you  have to go get together long time
ages with you on my way got to be

1 What have you ?

2 no see.

3 | haven’t seen you for

4 How are things __ ?

5 I guess I'd better be




10

11

12

I've on my way now.

It was to see you.

It's been very nice

| hope to see you again before you leave on your

Let's s00N.
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GREETING PEOPLE

Dictation
Listen to the dialogue and fill in the blank.

1 It was very kind of youtogotothat__ forme.
2 It was no trouble at all. It was my

3 lcan ___ you any time if you need me.

4 It'svery _ of you to say so.

5 By the way, | hear your wife had a traffic
the other day. How is she?

6 Oh, it was a accident. She just got a bruise on
her leg.

7 But she's now.

8 I'm to hear that.




| Vocabulary Building
Fill in each blank with the correct word from the word list.

comfortable experienced shine involved in
clothes at home coffee make it
please accept slight nothing to be gained

previous engagement

1 | am going to be there, rain or

2 You really make me feel

3 We need an man to pull the department
together.

4 Wear whatever is

5 Just come over in your casual

6 I'm sure you can

7 lhavea__  acquaintance with him.
8 Iseldomhave __ at night.

9 ldon'twanttoget it

10 Thereis by arguing with him.
11 _ my deepest condolences.

12 lam sorry that | could not make it. | had a
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Dictation
Listen to the dialogue and fill in the blank.

1 Thank you
2 | don’t know how to enough.
3 | wanted to thank you

4 You've been a

5 You are to me.

6 It's very kind of you

7 t'smy

8 Don't make of it.

1 Vocabulary Building
Fill in each blank with the correct word from the word list.

a long way congratulations manager  a lot of credit
best of luck coming along come cut  good luck
admire you one step ahead deserve fingers crossed

1 Congratulations, | hear you were promoted to !

2 You've come




10

11

12

| hope everything will all right.

___toyou.

I'll keep my for you.

I wish you the

oh your new scn!

You are well!

You're always of me.

You deserve for that.

I for sticking to your plans.
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MODULE WORKING IN THE OFFICE

Dictation
Listen to the dialogue and fill in the blank.

1 How far___ are you with the report?

2 I'dsay 'mabout __ done.

3 Canyou finishithy _ ?

4 | don’t think so. I'llneedat___ two more days.
5 It hasto bedone _ Friday’s meeting.

6 OK. I'll make every __ to get it done at least by

Thursday afternoon.

| Vocabulary Building
Fill in each blank with the correct word from the word list.

reply discretion union getit done
raise about 70% drop by no later than
by halves by tomorrow a little earlier accordingtorumors

093 |IERY




1 I'm looking forward to your earliest

2 The labor __ is demanding a 20% pay raise.
3 | was told to finish the work

4 | have to haveit _ Wednesday.

5 I'll giveyoua__ , asof January 1 next year.
6 | leave the matter entirely to your

7 I'dbegladto__ your office.

8 They're _ done.

9 May |l leave ___ than usual today?

10 It isn't my way to do things
11 I'll make every effort to by tomorrow.

12 , the company will go bankrupt.

Dictation
Listen to the dialogue and fill in the blank.

1 How does that matter now?
2 What's your normal time?

3 You must meet the
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4 Take care of the things first.

5 | havesome __ foryoutodo.

6 __ itdownsoyoudon't forget.

7 Wouldyou ____ in forme?

8 Please __ to see how they are doing with their work.

1 Vocabulary Building
Fill in each blank with the correct word from the word list.

as soon as to catch up done by much earlier

report once-over look over for yourself

is set behind schedule toc many things much to be desired
1 We worked so hard that we finished it ___than

we expected.

2 ___lIknow the result, I'll let you know.
3 I'll phone you when everything

4 Whendoyouneedthe _ by?

5 I'll have thisreport _____ Friday.

6 First of all, let's_______ the papers.

7 | gave it the




10

11

12

Why don't you read the manual ?

| think this paper leaves

We're

| have a lot of work on.

| have to do. I don’t know where to begin.

S OO0 SAHCMA, - HINKWIDIE



MODULE WORKING TOGETHER IN THE OFFICE

Dictation
Listen to the dialogue and fill in the blank.

1 Hello, is this Mr. Brown Chicago?
2 Yes, |
3 This is Mr. Brady of the J&M Trading

4 Oh, yes. As a of fact, | was about to get in
touch with you.

5 Mr. Ford told me a lot about you and me to
look you up as soon as | got here.

6 Is that ?
7 What time shall we _ 2
8 Well, I'll arrange my to fit yours.

So, just tell me what the best time is for you.




| Vocabulary Building

Fill in each blank with the correct word from the word list.

via branches handle an eye upon

to set up onmyway home instead of background

of the matter paid vacation fringe benefits unaccustomed to
1 Could you tell me about your family ?
2 Do you have any _?

3 I'll stop by your office

4 Wasn't it difficult ___e-mail?

5 Howmany __ doyou have?

6 We__ kitchen appliances.

7 All communication in our companyisdone _ e-mail.

8 Keep me informed

9 Is there _ ?

10 going to New York, Mr. Smith decided to go
to Chicago.

11 Mr. Smith has that position.

12 I'm this kind of business.
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Dictation
Listen to the dialogue and fill in the blank.

1 Younamethe ___ andtime.

2 What'sthe most ___ time for you?

3 When can | you?

4 When is his next appointment?

5 What's the besttimeto_____in?

6 I'dliketo__ an appointment with Mr. Smith.

7 Are you going to be at about three today?

8 Do you have some free time three?
9 What day is it ?
10  What day of the week is for you?




| Vocabulary Building

Fill in each blank with the correct word from the word list.

foramoment a little earlier it'll take any time

half way come down today straight over
drop by as shall stop by in the neighborh ood
1 Can you come from there?
2 I'll soon as | get a free afternoon.
3 I'd be happy to to your office any time.
4 Il your office on my way home.
5 When you're , please stop by to see me.
6 May | drop in and see you ?
7 Where we meet?

8 That's too far. I'll meet

9 isn't good.
10 Idon’t have today.
11 Why don’t you make it ?

12 I'm afraid a little more time.
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MODULE Quiz

Power Vocabhulary

| didn't do that kind of thing
a) on purpose

b) on time

¢) on board

Don't worry over such a
a) matter

b) trifle

¢) traffic

Please forgive me for coming
a) unannounced

b) unnoticed

¢) under

Can | take a ?
a) rain coat

b) blank check

¢) rain check

| didn't mean to like this, but he insisted.

a) back in
b) barge in
¢) blow out

We need an experienced man to
department

a) pull, together

b) come, together

¢) break, apart

the
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10

11

12

13

Just come over in your clothes.
a) Sunday

b) cause

¢) casual

I have coffee at night.
a) often

b) always

¢) seldom

There is nothing to be
a) gained

b) gain

¢) gaining

The labor union is demanding a 20%
a) pay raise

b) pay reduction

¢) salary

| don't know when the work is going to
a) be going

b) be over

¢) finished

| leave the matter entirely to your
a) determination

b) decision

¢) discretion

Have you the documents?
a) filed

b) fill

¢) filled

by arguing with him.
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14

15

16

17

18

The plan was put
a) on the back

b) postponed

¢) on the shelf

If you more memaory, you can use it fairly well.
a) instill

b) install

¢) installed

We kitchen appliances.
a) handling

b) hand

¢) handle

I'm to this kind of business.
a) unaccustomed

b) undecided

¢) unwelcome

Could you tell me about your ?
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