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Part 1 Secretary Routine] O [ [ Unit 1 Letter Fax and Telegram[1 [0 00 O O O O O Unit 2 File Keeping[d O [
[0 Unit 3 Computer Operation [J [0 [0 Unit 4 Handling Complaintst] O O O Unit 5 Arranging a Meeting and
Taking Minutes] (J [0 0 00 O O O O Unit 6 Advertise for StaffC] [ [ [ Unit 7 Receiving Visitors( [J [0 [0 [
[0 Unit 8 Making IntroductionsC] [0 [0 [0 Unit 9 Seeing off[] [0 O [ Unit 10 Arranging aBusiness Trip O O O
0 O Part 2 TelephoneCallsforOfficed O O O O Unit 1 Booking Flight Ticketst O O O Unit 2 Consultation[]

0 Unit 3 Calling Shoppingd O O O Unit 4 Confirming anAppointmentd O O O Unit 5 Customer Survey[ [
O O Unit 6 Making Announcementstd [ Unit 7 Restaurant Reservation] [0 O O Unit 8 Talking about Business
O O O O Unit 9 Receiving a Personal Call Instead] [0 (O 0 O [ Unit 10 Roam Reservationd [ [ O Part 3 Daily
Communications] I O O Unit 1 Visiting Colleagues] [0 (I [ Unit 2 Going to a Party] [0 [ [0 Unit 3
SightseeingJ [0 Unit 4 Consolationt] O Unit 5 DinnerdJ [J [0 Unit 6 Present Giving[J [0 [ 00 Unit 7 Taking
Leavel] [0 Unit 8 Helping Each Otherd [J [0 O Unit9 Giving SuggestionsC] [J [ Unit 10 Giving OneS Opiniont]
0 O Part 4 Pastimel [0 0 O Unit 1 Have a Relaxing VacationO [0 O O O 00 O O Unit 2 Accompanying
Someoneld [J Unit 3 Films and TV Programst [ Unit 4 Music FansC O O O Unit 5 Gynmasium Exercised [J
O O Unit 6 Campmg and Outingst) O O O O Unit 7 At the Bar(J [0 O O Unit 8 At the Parties] O O [J Unit9
Ball Sportst] O Unit 10 Books and Periodicals[] [J Part 5 Have a Chatin Officel] [0 O O O Unit 1 The Weather[
0 O O Unit 2 Interests and Hobbies [J [0 [0 Unit 3 Work Pressurel] [J [0 [0 Unit4 Talking aboutthe Boss and
Colleagues] 0 0 00 0 O O O O O Unit 5 About Ideals and Hope O O O [ Unit 6 Money Management and
Investmentd O O O Unit 7 About Country and Languaged (I OJ [0 [0 Unit 8 Talking about Beauty and
Cosmetics] [0 [0 [ 00 Unit 9 Talking about Environmentd O O " Unit 10 Talking about Family[ [ [J
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O0Ounder* B DOOOO

00 O AO Do you still remember how our filingsystem AD O OO O OO0 0000 OO OO O works?d DS?0
00 BO YesO I dod All files are arranged alphabetically O BO O 0 O 00 OO0 O0O0O0O0O00O0OO

00O ADO That SrightD AO OO O

O O BO | found them in report and businessdocumentsO BO O O O O OO0 OO0 000000
O0ADOGreattAD 0O OO

00 O Dialogue 500 [0 A 1 was SO cross yesterday when I discoveredthat AD O OO DO D0 00000000
[0 Mary Was keeping two separate filesforthesamel 0 O O D OO0 0O 00O OO

customer O O B Yes[ you said we would have toissuealistof BO D O O OO0 00O OO0 OO0OOO

[ instructions to all the staffon filingroutine0 D 0 000000000 O0OO0OO

0 O A0 Right!Welld whathaveyouwrittendown?Al [0 [0 [

000000002 0BO I thought we might head the page* notice” andBO OO D OOOO®* OO
O O O O then center the title” filing instructions” DO OO OOOO" O

O O AD YesU that'  Sall right[] and then it Can be dated at tlle AD D O O O OO

O0000D00O0O endand signed by the managing directorD OO0 D OO0 O 0 OO
O0OBOYeSOBO O OO

O O ADO Thenwhat’ S the first point?AU O O 0 O O O O ?0 O BO The first point | have is about sorting
papersintoBO OO0 OO0 OOO0OOO0OO

[0 O chronological order [0 [0 A Good W1lat" S the next point?Al] [0 [

00 O 0?0 O BO Its about removing paper clipsand pinsO BO O OO OO OO OOOOO0O

O O AD 0K Thethirdone?AD 0O O

00 O 0?0 O BO The third is about punching papersevenly SO thatBO O 0 0 0 D0 OO OO O0OO0OO0O

[ theylie squarelyinthefolderC] O O O O O O

O 0O ADO That Sfined What'  Sthenext?’A0 00 O O O 0O ?0 O BO Fornumber four I’ - ve written* Be
Consistent OBOOODDOODOOOODOO

0 O AO YesU that” Sessentialll “ One customer,onefile” isAD OO OO0OOO0O

O000" OOtheruleO OO OODODOOO

" [0 0 BO VerywelldD Mrd Brownd BO 00 0 0 O 0O O O ald O AO And don(J t forget to include a note on
lockingthe AU OO O0DODOOOOOOODODOO DO O filing cabinetsatthe endofthedayd O 0 0 O 0O 0O O
O 0O BO NoO lwon’ tforget0 BO OO OO ODOOONO
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