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Transitional Phrases

We are here to discuss / to talk about /to learn more about...
Our main goal today is to...

The first thing to remember is...

It must be remembered that...

On the positive / negative side...
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Transitional Phrases

Another key point to note is...
A major concern is...

A point often overlooked is...
A significant issue this year is...

For one thing...
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Transitional Phrases

As an illustration, let me show you...
This chart shows a breakdown of...
To give you an example, ...

Let me expand on that point...

By that | mean...
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Translated into real terms this means...

To put it differently / to put it another way...
In other words, what we need to do is...
The significance of this is...

Simply put, that means...
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So what I'm saying is...

This relates to what | was saying earlier about...

Let's consider this (point/aspect/possibility) in more detail...
I"d like to elaborate on that.

With this in mind let’s look at...
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Keeping these points in mind let's turn to...
Now that we understand...

It’s important to realize that...

There is no doubt whatsoever that...

For this reason we must...
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Moving on to our next area of interest...

This brings us to the next topic (on the agenda) which is...

We’re pushed for time, so let’s discuss....
The next area I'd like to focus on is...

Let's turn our attention to...
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Transitional Phrases

The next important element is...

Before we end the meeting, I'd like to summarise the main points...
If | can just sum up the main points...

Let me remind you of the points we've covered...

To recapitulate / to sum up/ in conclusion...
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Late or No Show

\ Five minutes late GBS juazs 30
. If you are going to be just a little late, then JbaVl ] zliss ols SB[ 2l cuST13)
. you don't need to call in. s 3 9,00 3S)> (e 0,315 Lol o
m * Sorry I'm late. Traffic was unusually bad Lol oliaall A& e

today. 379 Jeess dl sl alill e ydis! o
\ * | apologize for being late. | had to drop off S Lo Jgbol lidg oIl (3 il ¢ Janl]
. my wife at work. It took longer than | REE
. thought.
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Late or No Show

and it was longer than | expected. 28951

* I'm sorry for being late. | got stuck in Bylas) S (8 cbgs cLSJ.‘>-L: e Cawl Ul o

every light this morning. Tl e
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Late or No Show

If you are the boss, then you might G 3 JLad OF (3 833 488 el S 1)
want to ask why your employee is late. abgall 506
* Running late this morning? Crlall e 5l 39 S Sy o
* What held you up this morning? YA USSIRT 2l Gl o
* Do you have a reason for being late? bl e o) o 0

 Why are you late?

&:AJ;U RYN|
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VRN [P RPENT]
Late or No Show
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\ A boss or manager will not be too upset if you 50 0,50 13 Luple paedl 0550 o

. are late only once or very rarely. But if this is a e 8 13] (g dus 8y0b ol a1

. constant habit, they might be a little more upset. Lrle) ST 00655 aae dnli sale

E * You have been late three times in the last two e guel 43T G Ol SJEGRTIE
weeks. Is this going to be a continual problem? T8 yadune A e 042 (S0 Jo

\ * Your tardiness is getting out of hand. You had 28Vl o Bylaidl e zys0 56 e

. better start managing your morning time S lwall Elidg 3l o of ¢l
better. sl

. * | expect you to be at your desk at eight deludl (3 LoSe 3 0555 O c_’éjsi o

[.] o'clock.Do you have a problem with this? Tlde e i o Jo 4ol
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Late or No Show

\ If you hear one of these statements, then you O u2dVl b bl ol st Coe 13)
better say something that will calm the boss o (2 Y Lol sy 8ug 4la oo buis J g3

down. Also, you shouldn't let this happen ol o) il o ps T 1) 45,5 830 ol 1 g
. again so tell him or her it won't happen again. Sy Bye
m * | am terribly sorry. It won't happen again. Sy Bye 10 Codsu ) T ol Ul e
* | had a lot of recent changes at home, B 8l (§ ol aal pe _aSl (s OF @
but it's all taken care of. | will not be late JESHIEN T L sluel @3 (S cJiiall
again. Jodse
. * I'm really sorry. It's been one of those 2ol Gl (ye Tuslg OF w@) cdaw] las U o
weeks. It won't happen again. Sy Bye Cadsu ]
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Late or No Show

401 |

If you are going to be a lot later than st Juasl L3585 5 e JST 3l cS13)

. 5 minutes. Then call your manager. )
Aol ol delis Canai 3Bl dlp)b borye @

Hi Barbara, I'm going to be 30 minutes
late today. My car is having trouble this 2o Ao g3 oy A (7luall e i g
morning, so | arranged for a ride with a

friend. o
Hey Jack, I'm running a little late today. | CCSERNTA PN W R AP CS PR
just got out of my appointment and it -C—éﬁj S s Jgbol I3 055 de ga o gl

was longer than | expected.
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Late or No Show
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* Mark? This is Pat. I'm stuck in traffic. Ol Aazel )9 ol S 3l Bl .ob BTS2l o
| think there is an accident that is holding T5-lie 98T Caguw ¢ )95l o Bal> 2l
up traffic. I'm going to be a little late. s
J-oc)
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Late or No Show

When you plan on being late ahead of time, 91 0550 ;S 3y (§ 3L lalass Lodie

it is much easier. Tell them in advance.

* | have an appointment tomorrow morning.
Remember | told you earlier this week? I'll
come in right after my appointment.

38 bl S lue Tue dega s o
Gl 85

(Sde g0 dn Btiles Sl (Eounedl 1o (10

* My daughter has been sick, so I'm going to LdsT g U Ay ] ol ual e
take her to see the doctor tomorrow T O oS (o sl Tl )l 48 )

morning. Is it okay if I'm a little late? So I'll
only be an hour late.
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VRN [P RPENT]
Late or No Show

* | have to take my parents to the airport ST Tae el ) s 5T of e o
tomorrow. | shouldn't be too late, but S 83 (8 D] o)l S

wanted to tell you ahead of time.
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Seo Jall 23
Leaving Work Early

\ This is a little easier than explaining to 13lad el 7 adl opo B Sl 1
. your boss why you are late. You can think B s yde (3 1Sl Sy .,5 6
. of an excuse ahead of time, so you can TSe 8yolandl ope (e
leave early. S Sae by 3 olel of Lo o

* | have to leave a little early today. 3 s Cugdl 13] T 9w Jo

s it okay if | finish my work at home? S Jre)l
* | have an appointment at four. [Se palel oT Y anll (8 e go (S @

| have to leave early today. 292)
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Leaving Work Early

|s it okay if | leave early tomorrow? Tae Se 3y g ol 13)

* | have to pick up my wife at the airport OsSuw Jo dag sl (yo az9) I3 Of e o

tomorrow. Is it ok if | leave at three? TN 3 @pole 13] T
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[She Joadl 233
Leaving Work Early

i
4
o
\
. * | have a conference tomorrow at three. oo d Yl delll 3Tae jai5e s @
. | have to leave at two. Will that be lo e 14 OgSuw Jo 4511 (3 8)slas]!
o
\
i
4
o
\

okay? Tele

* | have a terrible headache. Is it okay 131 Tz 058w Jo . audad $lae sl @
if | leave early today? Tosdl S cdy g wple
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Leaving Work Early

* I'm not feeling well. | think | should get  .ziwl O oo L";dT dazel ol bo e cud Ul o

401 1 Fdol | rdol |

some rest. Will it be okay if | go home 39 (@ Jiall ] a3 13 Tz 098w J
early today? Tegdl JSe
* My son got sick and | have to pick him Auydall (o 03T O ey (o50ll (@l ol @
up from school. Will that be okay? Tz 1o S Jo
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' 4 Vacation

(<]

= Taking a Planned Day Off lalass dllac pgy ]
. e Can | use a vacation day this Sunday? T8)l>] w1 ds siSey Jo @
m * Will it be okay if | use a personal day el 1 dT13] Y gide O Jo @
\ this Thursday? 15l

. * Will it be okay if | take the last week of July &gl dllae s 13) T oS Jo @
E off? 9l et oo Y
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Vacation

» Can | schedule a vacation for the second o QW Eoadl) 8] Ugur oSy Jo o

[

week of August? ¢ ot
* | was wondering if | can take a vacation. Bl Azl aSa 08 13] Jeludl oS o

* Can | take the first two weeks off in e (po (AE gueel J9l A u\&&w Jo e

September?
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Company Policies

How long are we allowed for lunch?
How long is our lunch break?

If | only take a 30-minute lunch,

can | leave 30 minutes earlier?

What time should | report to work?

o Jesl - dbgaze Ggadl e

Teldadl Jgliss ded W ganuall B gll Lo o

Telasll dxlinl 8o (o Lo o

Jndd 43,85 30 8l slae Jolisl uST13) o
Tda.85 30 Ju8 8yolad! u\&u ad

€ Janld Ty 48l o o 89 T 3
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Company Policies

* |s there a strict policy on working hours? ¢ Sl Olelw 0lio 4oyl duwluw 2llin o o

* Are we allowed to start work an hour de L uJPLM Sl s oo B Zosun Jo o
later if we work an hour more? 78503 deluw Llac 13)
* What is the dress code here? Tl ol Wlelyz] (oo o
ﬁ.g.u._l.'ll&l!
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Company Policies

* Are we allowed to wear casual clothes dawsy & e sl U maaws Jo @
on Thursday? T owezdl e g

* Does this company have the casual iyl uodlall allas Ll Sl o o
Thursday thing? T o S

* If | have ten vacation days, am | allowed d Toewn (o Bl>] ol 8 ae G O 13]
to use them all at once? T8u>9 8,0 gl Lgoluseiwly
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Company Policies

* What holidays do we have off? Tl sl ol o Lo
* Do our vacation days expire? allaall pbT s o
* Does this company allow telecommuting? Ta e Joadb a0 mand Jo o
* Are we allowed to work from home? Tl ope Joadb W Zgone o o
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Jordl SUas b / clac)
Giving / Asking Business Cards

* Do you have a business card? Tdee ddlay clhud o o
* Could | have one of your business OBy (o Ba>lg e Jguaxdl (aiSws Jo
cards? Tellac
* Can | have your business card? Tellas dlay e Jguaxdl (aSws Jo @
ﬁ.g.u._l.'ll&l!
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Jordl SUas b / clac)
Giving / Asking Business Cards

401 |

. Responding to these questions are very easy. 1had liSan ALY Jgw diwd ods de )l

. You can just say 'sure' or 'no problem.’ NS A g3 Y ol "uSTIL" J g8

m e Can | get your phone number clasla @)&QJW\MJ@ o
or email address? T a9 ASIYI Hauy g

* What is the best way to contact you? Tl Jhas W das o Juasdl ploe

aogalsl
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Jordl SUas b / clac)
Giving / Asking Business Cards

e Can | get your contact information?

e Let me give you one of my business

cards.

* My contact information is on my

business card. Let me give you one.

ol iyl loglan e Jgpsaxd! 580y Jo @
ot

Q3 Aol Jeall Olay (e 8019 Sudacl aco o

4_9&2.: k}‘c’ 53_9_?-_9,0 3 dwo 5| JLasy| u\.oﬁl}w o
Bty elidacl ses .3 Aol ol

o Jee] - dbgase Bgixdl puex issue 01
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Giving / Asking Business Cards

 You can reach me by calling the number 03,Jb Jlasdl 33,k (e (3 Jbaidl by o
on my business card. Szl Jolad ddlay Je

* My email address is on my business card. . hee 8l (e 39290 Jo, Y Sy Olgie
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Machine Problems

* Do you know what's wrong with the printer? Taamlall 3 Uasl g Lo (3ya5 Jo o

* Who do we call to report a problem with the Tamlall (§ dScine e EW Juais oo @

401 | Fdol |

printer? Tdullal Po| @iaw (20 @

 When is the printer going to be fixed?

aogalsl
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Machine Problems

* The printer next to the break room is broken. ¢ Joa3 Y d>| el 48,8 Hlg= 2l dallall o

Where is the other printer? 75,31 Anlall (]
* The copy machine is jammed again. Sy 8o Bh9Yl pgaad LSle @ il @
e The copy machine is broken. Al Olaiued! pguns AT o
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Machine Problems

401 | Fdol |

* We need to get the copy machine fixed. Ollue)! frad AT A Ay =0

* Atechnician is coming this afternoon to fix oY psdll g e (58 Bl
the copy machine. Bhel frud jlg=

* Where is the paper for the copy machine? Tl dwad] pguas &Sle Byg ol @

. * We need to order more paper. 39V (3o il b ] dar oy x5 o
. We're running low. Ao Lodd b

aogalsl
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i Ll ds,e
V' 4 Mail Room
. * Where is the mail room? Saupl 38,8 ug3 ol
. * | don't have a mailbox. Who should | oo bl e (2 oy B9dive S ) @
m contact to get one? Yoy (de Jgua=l)
* Your mailbox is pretty full. You should Cads O o delad pliae Sy Godiue @
\ go pick them up. ey
. * | haven't checked my mail in 2 weeks. S gl o Sy (o (AT o) @
N Joc!
_ o Jes] - dbgaze Gobl puax issue 01 IEE“..,,'
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Mail Room

* | never receive anything so | don't Bl dxbo cod U oo T 25T e

* What time does the delivery person e gl pased (b c3g 6T 3 dole e

? . c
usually comen Soale sl Gl s T § -

* What time does the mail usually
come?

aogalsl
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m to check my mail often. 0LVl e S (3 Sy (50
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& Ll ds e
V' 4 Mail Room
. e | can send it to you through inter-office (10) Il ae ] ) (2K @
. mail. JLW\@&\M\&;\J\J& C\L,ujl.w o
* |'ll send it through inter-office mail grY:il
immediately. s e Ll of Lgodbal 3 3 o
* Would you like to pick them up or should | FPEARY

send it through the Inter-Office mail?

aogalsl
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Requesting Equipment

* |I'm out of staples. Do we have any more Wyl Load o ¢ punbadl couas

in the supply room? CalueYl 26,2

e The supply room is running low on pens. . ) ) .
= SUPPY & P G Wl el s sl 48,5 oDIEY)

sall e duai o

. and it gives me a headache when | look at Gebarg Ml duled L] M a8 sl

. it for a long duration. Could | get a new Jo dbsb suad L] Ll buse lelaye
[.] monitor? Toddxr dals e Jgpaxdl (siSe

J-o-<cl
e . . . " 1 1
\ o Jee] - dbgase Bgixdl puex issue 01 (JU I
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| think we should get more.

N My monitor is very old. It's a little blurry
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Requesting Equipment

e My computer is too slow. It slows down bl s Jo g gl oSl e o
my work. | would like a faster computer. It FosS jlez e Jgradl 291 [ es thang
will increase my efficiency on many of my 2o opo Bl (3 (35S e Wi ¢E el
tasks.

aogalsl

J-o-c]



Requesting Equipment

* | would like an ergonomic keyboard. WU (238ay cdonyo eilas dgl (e Jguall gl @

] Fgol |

| can type much faster with those. V5o g A5G gfu?

e Can | get a new chair? Tl (o0, e Jgpaxdl (oS Jo
This one is so uncomfortable. ALl ruye e o

\ * Can you get me a headset for the telephone? Sl W) delow doba> b&ay Jo o
. I'm on the phone most of the day and | would ool elaze Ca3lg)l UM o Jos Ul
like to free up my hands. O yie ($100 0555 Ol 39l

aogalsl

J-o-c]
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. I'm Busy

. * I'm busy with work. ol Jgadn Ul o

E e Can | do this later? Tlasy el bl oSy Jo o

\ * Does this have to be done now? SOV el ald) oo Jo 0

. * When do you need this by? Tells zliviw go

\ Joc|
_ o Josl - dbgame Fgaxl ez issue 01 lv:"i'l:'.!:.:l"!
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V 4 I'm Busy

O

\

= * When is the deadline? Tl e gall oS (a0 o
* I'm not going to have time for any el pgy (5> Sy dage Y By s 0sSu ) @

other assignment until Thursday. eyl Jgaz) é”ﬁgj\ L e ekl Jolslu o

e I'll try to free up my schedule. g e

aogalsl
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* |I'm pretty sure | can meet the deadline. Qg de ol slogl audatanl (231 (yo uSTio Ul o

* |f | don't get any help on this, oladl e (§ 8uslus @I e JuaxT @ 13] o
| won't be able to complete it on time. cwnladl B gll 8 LS| o RO IRNE

aogalsl
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. I'm Busy
. * |'ll do whatever | can to make sure o3 (gl opo JSTU @Ayud&éb o
m this is done on time. bl 851§
\ * You can count on me. Je slaxedl eliSy o
. * Have | ever let you down? Teldds Ol J Gaew Jo @
ﬁ.g.u._l.'ll&ll
\ o Joas] - dbgae Gsixl e issue 01 l."l'l'ij'.l.'i
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ﬁL; . S
General Office

\ If you can't find a file, you can ask around:  Jlud 0f €liSay ccile (e Hgiall opo oS @) 13)
0e

SABC oo cboud Jo o

. * Do you know where’s the ABC file?
* Do you have the ABC file?
* |s anybody using the ABC file right now?

m e Did you check the file cabinet? It should YOV ABC cile psvin pass L..ST Jo e
be there. 0550 O o Tlalell Ll jamas cwd o o

. * Check the bin. Sometimes people throw Sl
it in there after they are done. Lo ys OLYI (s 3 chagall Alw (po (3a=S @

e Oh...it's on my desk. | forgot to put it e slgil e Slia b
back. ole] Cud 18 (S Je ) ol o

J-o-<l
. e . . 1 T J
\ o Jesl - dbgaze Ggadl e issue 01 l."l'l".."l“".
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. General Office

\ If you see a file or a book you need o pazd CoSe e ad) zliss LS ol lake ol 13)

. on someone's desk, you can ask to borrow )l Cllas O eliSogs
it.

TOIN OUSII 1de pusud Jo o
TSI a8yl @,«iw U e
¢ akall i o gl o
Cpyaill e e gl o
Tkl 1in plasuil 28y Jo o

. * Are you using this book right now?
m e Can | borrow this book?

\ * Are you finished with this file?

. * Are you done with this report?
. * Can | use this file?

aogalsl
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General Office

401 |

. If you need something, it is common to Jlud O BLadl (e e e dldzbo eSS 1)
ask around:
. s I woledl §3Ls!] wole el Jo @
* Do you have an extra mouse? Mine Jhsd (go S o $Lal pegle b Jo

E broke. b e U LU G 5T s LS ebad Jo o
* Do you have another network cable?
The one | have is too short.

= * Do you have a blank DVD | can have? Gade Jgmal (3380 £310 DVD 0,5 cbt) Jo o

.Tb

aogalsl
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General Office

* Can | borrow your stapler? bl Hlarwl (sSa o o
* Do you have a hole puncher? T3yl daly> ch) Jo o

* Do you have a staple remover by any chance? Tl oo chad do e
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(1)

401 |

: "l can't get the printer to work."

>

. B: "Did you check to see if it had paper?"
m A: "Yeah. That's the first thing | checked."
\ B: "l don't know then. You might have
. to call the technician.”

. A: "How do | do that?"

O
\

P15-FO5

o Jesl - dbgaze Ggadl e

duoyland! - CoSad! liwo L]
Office Basics - Practice

B: "Just tell the admin and she should

take care of it."

A:"ls there another printer that | can use?"
B: "Yeah. There's one down the hall next

to the supply room."

A:"Oh yeah... | remember that one. Thanks."

B: "No problem."

aogalsl
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Office Basics - Practice

(2)

401 |

A: "Do you have a lot of work?" A: "Do you need to read the documents
. B: "Yeah. I'm pretty busy. Why?" first?"
A:"Oh. | needed some help B: "Yeah. That would help."
on documenting this process." A: "I'll print you a copy and then drop
B: "Does this have to be done right now?" it off."
\ A: "The manager wants it by Friday.” B: "Make sure you drop it off before five
B: "I'll try to free up my schedule. because | have to leave early.”

. . . A: "No problem. Thanks."
Remind me again tomorrow morning.

aogalsl
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w

A: "Are you new here?"
B: "Yeah. | just started yesterday."
: "Welcome aboard. I'm Jack."

: "I'm Mark. Nice to meet you."

> o >

: "What are you going to be working on?"

IEIIIEII

. B: "I'm going to work on the planning team.

. But | haven't started yet. I'm still in

[.] training."

duoyland! - CoSad! liwo L]
Office Basics - Practice

A: "The planning team is great. Our
marketing team works with them closely.
We'll end up working together sometimes."
B: "That's great. Oh, can | ask you some
questions?"

A: "Sure."

B: "Does this company have a casual
Friday?"

aogalsl
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Office Basics - Practice

401 |

. A: "Not really. You can get away A: "Yeah there's a deli right across the

. with wearing slacks, but I've never seen  street. They have fresh sandwiches and
m anyone wear jeans." sometimes hot dishes. It's pretty good."
\ B: "That's alright. Do you know any B: "That sounds good. Thanks for the info."

good places to eat around here?" A: "No problem. If you need anything,

aogalsl

J-o-c]

o Jos] - dbshzs Gshodl gy issue 01 (YA j'l'“',.

H
. | sit right around the corner here."
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Jos O
Business Trips

When you go on a business trip, you will 3l bes Gguw cJoe dl>) (3 o ds baie
need to find out a lot of information. Ologladdl po wiSIl ddyas

* Where are we going for our business trip? Tlles Aoy (§ 05013 (25 ool I @
* Where are we going this time? T80l 0dd Cddicw cpl J) @
* What city are we traveling to? e Lokl (pll gl Lo

* What is the objective for this business trip? Toda Joall dly o Bugll o @

aogalsl
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Joe >
Business Trips

401 |

. * What is our goal for this business trip?
* What do we want to accomplish for this business

trip?

* What is the primary purpose for this business
trip?
 What day are we departing for our business trip

\
_
. to Los Angeles?
O
\

o Jesl - dbgaze Ggadl e

Soda Jonll dlny (3 Lidas 95 s

Coda Jand! Al dieios Ly sl L
s Sl Al ()l Burgll 52 Lo
Llas dl>) jolasw p g LﬂgT 3
skl peg) U]
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. JA-C C)y&-)

. Business Trips

. * How long are we going to be there? Tl o (p0 ) ¢

. * How long is the business trip scheduled for? 18)h0ll Josdl dl>y Bio (2 Lo @

e * What time is ABC Company expecting us? Tho ABC 454 axBgs Sl c3gll Lo

. e Who should | report to when | get to ABC iS5 Jl Juol edis sl O oo U1 g0 @

. Company? TABC
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Jos O
Business Trips

401 |

People who go on business trips get a daily Jes @M=y 3 Oguads pdll jobeadl Jas

. allowance for food and other small 63 8 paall cilys allg sl pgs Jos Je

. necessities. This is called a "per diem*. s Jo" w RS

m * How much is the per diem? ool Jadl 0sSo S @

\ * How much per diem do we get a day? qﬁﬁugquﬁ Jb S e

= * How do we get the per diem? ¢ s Jb e Juams oS o

O
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Business Trips

* |sn't the per diem too low? TN [aisoe 2edl Judl Lull o

* What do they expect us to eat with 5@l gy BB of b Ogadgs 13k o

this amount of per diem? T 2ol Judl e

aogalsl
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. JA_C C)M-?)
. Business Trips
O
N

Return Early RO

. * |s the business trip really going to take us TSI )
all five days? b 'S Josdldl>) o ¢
4 f we finish | he fourth d e
* [T we finish on the tourth day, can we ) : o
m come back early? Bog)l LiSar J el sl 3 Legisl 13
N .. . TS 89 4
| think we can finish a day early. | S b San 2 28] Wiy of e o
. Can we come back on Thursday if we e 4 s LLST 3| " g 30l
. complete our work early? 73 s BE ¢ o

aogalsl
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Byo JoY Joadl oMy Al
First Time Business Trip's Q

If you are not sure what to bring or how Lzl S ol ddzes Las TaSTe G o 13]
much stuff to bring, you can ask your yde Jlad OF liSasd dlaylins] Elias &l
manager or a co-worker. el § Ello of
* How much do you usually pack for a C-EWT sue) Jos dl)) Bale Jass oS @

week long business trip?

* How big is the suitcase you take with Tdos Aoy § ehas Lozl @) dptd) oo Lo o

you on a business trip?

aogalsl
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Byo JoY Joadl oMy Al
First Time Business Trip's Q

* How many pieces of luggage do you $as Ay (3 oo Lghases datol dalad S
bring with you on a business trip?

* Where do you usually park when Dl Jl cblad die tole eliylw oS5 ol @

you go to the airport?

| - 8 o)l el e whlad) (ablgo L3935 Jo o
* Is long term parking available at the =

' ?
alrport: ¢ ol

aogalsl
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Byo JoY Joadl oMy Al
First Time Business Trip's Q

* How early should | go to the airport? Olaadl Ul codl of Cow a0 o
Where should we meet? ¢ &b o o ol
* Should we meet at the airport? QJM\@Q&UJ\ oo o e

| missed my flight. The next flight they o ) ) .
M= 8,3 g0 AW gl Ayl | gy (510

ooslml e (3 olaall (8 e ale 4835 45
ol e ¢l Juasla

have available is in 45 minutes. I'll have to
meet you at the airport in Los Angeles. I'll

call you when | land.

aogalsl
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Talking to People

_ygo} |

After arrival at your destination, you G U6 08 cligzg Ul Jguo gl da
might be engaged in small talk such as 9| e,u@ Ol as Jio 8 psue dislwe
. how your flight was or how the weather (IS LY S5 @ 13] (S g ¢ uilall (oS
m was, but if not, then you can get straight 7l w8 Jandl 1] 8 ke J g3l el
to work. You might need to know where 13) Jaad 1 e Jlal . Joaion oyl d8ym0
\ you will be working. Only ask this if they (%LT S PV ESIRANEIVEN PV I
. never tell you. But chances are, they will Jls O b 29 aduw

. let you know before you ask.

aogalsl
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Talking to People

B

' 4

O

N

. * Where will I be working this week? T gl 1da Jaclo ol o
E * Where is your office located? ¢SS dzrlgiy ol o
\ * |s your office relatively close to where Joclio ST OB (o T c0yd cloSo Jo o
. | will be working? G

' 4

O |
\ o Jesl - dbgame Bghl paexr issue 01 ﬁ



Talking to People

_ygo} |

You might need to ask a number of Sy By0 g cdlindl o sue 7yl ] Zliss U3
questions, but again, don't ask these too agmeiad O Coo S Al ode JLud Y
. early, you should give them a chance to AW dpys
E answer.
\ * Who will | be working with this week? Q&W‘y\ lia dae Jeclu Sl oye o
. * Who should | contact if | have a question JIgw S OB 13] b JLasVl e g o0 @
. regarding data? CbLIL glass

aogalsl
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Talking to People

401 |

* Who should | contact if | have a question g0 U OB 3] 0 JUasVI e s (pes @
. with this type of problem? Tl (o £l 1 J g
* | am going to be calling my manager Clipdsd] g ),Sie JSio (S yada Jasl g @
frequently with critical updates. What Je o I Ll 9o Lo dalyl
phone should | use? G dol B!

* How long does it take to get to the airport oo olaall ] Jgso gl Gyaian <o)l o oS o

from here? Gl

aogalsl
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Talking to People

401 |

. * How bad is the traffic around this time Cdgll 1de (3 )9, &> cgu So Lo @

to the airport? Dl ]

* Where is the closest place to eat around here? Tl pladall Joba) O 0,81 050 ol @

401

* |s there a fast food restaurant nearby? T0y® dudl Olargl ealae gy o 0

. * Does this building have a cafeteria? Ll Lo auoll i (Soim Jo

aogalsl
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ol A 2631 pladall JgUs
Eating During the Business Trip

If you go on a business trip alone, then you Cad 18 (215,000 Jos A 3 Cwad 13
don't need to talk much, and you can eat d>l>u
whenever you want. But if you go with a group, -st&d kg ST ol ebiSasy S @asll
m they might want to eat together. Some people B Useby A28 cde gazmo o 3 3] Sy
J9bs el pan coo L pladall Jobs

5 N9 ccdgll Jlgh (ranizme plalall
. people might not want to eat because Y5 oSy cedgll digh rasizne ¢
| N aladall Jols (3wl am
. they are not hungry. e 03 9 F oW pAam
E NS e xiEs

J-o-<cl
e . . . " 1 1
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\ like to eat together all the time, but some



ol A 2631 pladall JgUs
Eating During the Business Trip

* What kind of food do you guys want to T ol AT 93 (sl plalall €95 9o Lo o
eat today?

* Does anybody want to go for lunch? Telaadl el Jobad Gladdl by cre Jlin o e

* |'m going to lunch. sl Jobad Cald Ul o
Does anybody want to join me? qJ ooVl Wy e b Jo

401 1 Fdol | rdol |
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ol A 2631 pladall JgUs
Eating During the Business Trip

_ygo} |

. * Let's go in 20 minutes. | have to finish Lo el o J 0 Y 4835 20 3 wadi) o

m this real quick.

\ * | can't make it. | have to finish this and it U3 (o slgiY ope J b Y Lglad il Y e
. will take me another 30 minutes. Sy 48,35 30 (S0 By dgwg

ﬁ.g.n._l:!bll
\ i Josl - Abgazme Gedxl gun issue 01 lj.l.l.ij-l“.l:



Y401 1 Fdol | rgol |

=
wl
-
(@]

ol A 2631 pladall JgUs
Eating During the Business Trip

| have a small sandwich. I'm just going L plalall ol e Ladglilu (s o
to eat here.

Where should we have dinner T slaadl Jobt OF oz oyl @
tonight?

Hey, let's go to the Italian restaurant 29l JUas)l eadaall ] Cadi lies o
next to the hotel. Bl
We can either go to the steakhouse in (! (3 pgadll ealae ] oladll FAONI
the hotel, or the Italian restaurant 29l JUasl @alaodl ) 5l
next door.

aogalsl
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(1)

A: "Hey Mark, I'm assigning you on the
Tully project. You'll have to go to
California in two weeks."

B: "What is my objective over there?"
A: "You have to review financial
documents over there. If you find
something missing, work with their
accountants to complete

the analysis."

Y401 1 Fdol | rgol |
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a,ijch\ - JA_C C)Bbj
Business Trips - Practice

B: "How large is this project?"

A: "It's pretty big, so take someone
with you. | think you can finish in three
weeks

if two of you are working on it."

B: "Do we have to arrive there at a
certain time?"

aogalsl
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a,ijch\ - JA_C C)Bbj
Business Trips - Practice

A: "Not really, but you should get
there before lunch to settle in. Then
you can

get in half a day."

B: "Who should | contact when | get
there?"

A: "I'll email you the details, but you
should go book your flight soon."

B: "Will do. Do you have a
recommendation on who should go
with me?"

A: "Either Seth or Josh."

B: "Ok. I'll find out who has more
time."

A: "Great. Keep me informed."

B: "Got it."

aogalsl
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Business Trips - Practice

(2)

]
'
O
\
i

A: "Hey Seth, you wanna go for lunch B: "Sounds good. One quick question...
soon?" I'm going to finish all my work tomorrow.
. B: "I'm almost done with this section." If we finish tomorrow, | suggest we head
A: "Ok. Where do you want to eat?" back home tomorrow evening. What do
B: "I'm okay with anything, you think?"
\ but let's go to a fast food place." A: "l think that's doable. We'll see how
much

A: "There's a Burger King around the

corner. Let's go there." we get done today, and if we're close, I'll

. let them know that we'll be done

tomorrow."
[.] B: "Sounds good." "
N Joc]
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sl § dxbatall GBI
Business Collocations

oYl 2o el
Advertising agency - advertising campaign - age discrimination - balance sheet -
bank loan - benefits package - brand awareness - brand identity - brand name -
brand recognition - budget increase - budget reduction - budget surplus -
business ethics - business model - business partner - business people - business plan -
business trip - company policy - conference call - conference room - cost reduction -

customer base - customer satisfaction - customer service - employee benefits.

aogalsl
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sl § dxbatall GBI
Business Collocations

oYl xo @)l
Government regulation - human resources - interest rate - labor market -
labor union - market leader - market share - mission statement - operating costs -
performance review - price controls - price range - price tag - price war -
product launch - product line - product placement - profit margin - sales figures -
sales team - stock exchange - stock market - stock options - time management -

trade secrets.

aogalsl
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sl § dxbatall GBI
Business Collocations

J2all xe ol
Accept an apology - accept a job - accept a meeting request - accept an offer -
accept a position - accept responsibility - admit fault - admit a mistake - attract
investors - boost confidence - borrow money - break a law - break into a market -

build trust - calculate risk - cancel a meeting - cancel an order - chair a meeting -

change one’s mind - choose sides - close a deal - complete a task - consider the fact.

aogalsl
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sl § dxbatall GBI
Business Collocations

Jodll po )l
Consider the possibility - consider the risk - cut costs - deliver an order - develop a
strategy - exchange ideas - exchange a product - fire someone - fix a problem - gain
access - gain experience - gain ground - gain knowledge - hire staff - invest money -
invest resources - invest time - join an organization - join a union - keep someone’s
word - launch a product - lend a hand - lend money - lower prices - lower taxes -

manage a business - manage a company - manage a store - manage stress.

aogalsl
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sl § dxbatall GBI
Business Collocations

J2al xe el

Measure progress - meet criteria - meet a deadline - open an account - pay attention

ol | rgol |

- pay bills - pay dividends - pay a fee - pay an invoice - pay taxes - place an order -
\ present a problem - provide assistance - provide support - raise awareness -

. raise money - raise an objection - raise prices - raise questions - raise taxes

aogalsl
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Business Collocations

Jaall 2o ol
Reach an agreement - reach a compromise - reach a consensus - reach a decision -
recall a product - receive compensation - receive a discount - receive payment -
run a business - save money - save time - sell a business - sell shares - send a copy -

send a message - send a letter - sign a contract - take out a loan - waive a fee -

waste time - waste money - write an email - write a letter - write a note.

aogalsl
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JeIl § d>baiadl ol
Business Collocations
Make zo d>baioll LI

Make an appointment, make an attempt, make a change, make a choice, make a
comparison, make a complaint, make a connection, make a decision, make a demand,
make a difference, make an effort, make ends meet, make an exception, make an
excuse, make a fortune, make a living, make a mistake, make money, make an offer,
make payments, make plans, make a point, make a profit, make progress, make a
promise, make a request, make sense, make something clear, make a suggestion,
make sure, make a telephone call, make the best of something, make the most of

something.

aogalsl
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sl § dxbatall GBI
Business Collocations

BN FR:VERWSIWIREIIN Y

Do business, do damage, do an experiment, do a favour, do good/bad, do harm,
do research, do right/wrong, do something/anything, do well, do your best, do your

duty, do your part, do your share.

aogalsl
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Business Collocations

Take s dxbaisll Gl

Take advantage, take a course, take notes, take action, take a break, take a decision
(British) — make a decision (USA), take a message, take part in, take responsibility,

take a test/quiz, take your time.
Have o dxlbatdl ol

Have an appointment, have an argument, have a conversation, have a meeting,
have problems, have a talk, have time, have trouble, have coffee/tea, have

breakfast/lunch/dinner, have work.

aogalsl
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sl § dxbatall GBI
Business Collocations

Get o dxbaiall GLKI

Get a job, get a certification, get angry, get better/worse, get excited, get going, get
the message, get motivated, get paid, get permission, get ready, get

somewhere/nowhere, get started, get used to.
In ao du>Laiall ol

Believe in, in a car/taxi, in a fight/argument, in a group, in advance, in charge, in
conclusion, in control, in denial, in depth, in detail, in private, in return for, in the

mail, in the process of, in trouble, interested in, involved in, participate in. aoplst

J-o-c]
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Business Collocations

GO g0 de>liaiall LS

Go ahead, go bankrupt, go forward, go home, go out of business, go to work, go well.

aogalsl
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sl § dxbatall GBI
Business Collocations

ol d>Lazall LI dasally

Big decision, big disappointment, big improvement, big mistake, big surprise,
competitive advantage, daily commute, daily routine, deep thought, deep trouble,
friendly reminder, good chance, good news, great skill, harsh criticism, heated debate,

hidden agenda, high/low costs, high/low level, high/low price.

aogalsl
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sl § dxbatall GBI
Business Collocations

a-fbsa-”j M}’\ ML@A&J\ L.")LQ.SJ\

High/low quality, high/low risk, high/low salary, high/low standards, honest answer,
hot topic, huge loss, huge problem, immediate impact, large amount, large number
of large quantity, perfect example, private sector, public sector, raw materials, rising

costs, slight chance, sound advice, stiff competition, straight answer, top priority.

aogalsl
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sl § dxbatall GBI
Business Collocations

&A MW\ C)L«SJ\ ch,\\ gégﬁ

Accused of, adapt to, agree on something, agree with someone, apply for, approve of,
argue about something, argue with someone, aware of, believe in, blame for, by
accident, by mistake, cause of, comment on, complain about, concentrate on, consist

of, contributed to, count on, credit for, decide on.
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Business Collocations

BEAIRETIEy VR IEAUEL N[N N

Decrease/increase in, demand for, depend on, fear of, from scratch, good at,
graduate from, in charge of, insisted on, tax on, trouble with, matter to, object to,

on purpose, participate in, pay for, plan for, plan on, prepare for, proud of, reason for,
relationship with, reply to, respond to, responsible for, return to, satisfied with, smile

at, take advantage of.
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How to Start an Email

Making an Announcement 443 Jas

Please be advised that...(formal)

Please note that...(neutral)

We are pleased to announce...(for good news)

As of (date)...

We regret to announce...(for bad news)
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How to Start an Email

Making a Request b @S
| am writing to request...(formal)
| am writing in reference to...(formal)
| am interested in finding out more about...(neutral — requesting information)
| would like to know if...(neutral — requesting information)

Could/would you please send...? (neutral)
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B9 ASIY Ll Al as s

How to Start an Email

Following up on a Conversation  4&lw Balswo gl Eoo 90 dalio
e Per our discussion...(formal)
* As we discussed on (date/day)...(neutral-formal)
e Regarding our conversation on (date/day)...(neutral-formal)

* As | said on (date/day)...(informal)
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How to Start an Email

Apologizing e

Please accept our apologies for...(formal)

We would like to apologize for...(formal)

| am deeply sorry for...(formal)

I’'m sorry, but...(informal)

I’'m afraid that...(informal, used for minor transgressions or softening bad news)
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B9 ASIY Ll Al as s

How to Start an Email

Extending an Invitation  8ge5 dodkd
We would like to cordially invite you to attend...(formal)

* We would be delighted if you joined us...(formal)

We would like to invite you to...(neutral)

* You are invited to attend...(neutral)
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How to Start an Email

Congratulating Someone b ez digs
* Congratulations on your...
* | was pleased to hear about...
Reminding Someone L jasi AS35

* Just a friendly reminder that...

NEJONEs/7CNE

* Just a quick note to remind you about...

[.]  Just checking on the status of...(gently reminding someone to finish a task) -
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How to Start an Email

Delivering Bad News s ;Lsb £50)
* We are sorry to inform you...

* We regret to announce...

ol | rgol |

\ Note that we can also use expressions with due to, after, and despite to communicate

. bad news.

. * Due to (reason) we are unable to...

[.] e After consulting with..., After evaluating..., Despite our best efforts, ... e
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How to Start an Email

Responding after a Delay 5Bl das Ll
e Please excuse the delay in responding to your last email...(formal)

e Sorry for taking so long to get back to you. (neutral-informal)
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How to Start an Email

Requesting Payment el b
e Our records show...
* According to our records...

e Thisis a reminder that...
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"How to Start an Email
Responding to a Complaint  ssad Ll

Start by thanking the customer. The actual apology usually comes later in the email.
* Thanks for letting us know about...
e Thank you for your email...
* Thank you for taking the time to write to us...
* We're sorry for any frustration this may have caused...

* We sincerely apologize for...
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How to Start an Email

Acknowledgement TS
* Thank you for your prompt reply..
e Thank you for the detailed response...(formal)
e Thanks for getting back to me so quickly...

e Thank you for your email...(neutral)
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How to End an Email

Making an Announcement  @gll

Should you have any questions or concerns, please contact me. (formal)

If you have any questions or comments, please let me know. (neutral)

Feel free to contact us if you have any questions. (neutral)

Thank you for your understanding. (formal)
* Thank you for your patience. (neutral - announcing a delay)

e Thank you for your cooperation. (neutral)
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How to End an Email
Making a Request b o3
e Thank you for giving this request your consideration. (formal)

Thank you for your consideration. (formal)

| look forward to your reply. (formal)

| appreciate your assistance. (formal)

| appreciate your help. (neutral)

Thanks for your help. (neutral)
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Q9 ASIYN i Aluy (25 S
How to End an Email

| look forward to hearing from you. (neutral)

| hope to hear from you soon. (neutral)

Thank you for your time. (formal)

Please contact me at your earliest convenience. (formal)
e Thank you in advance for your prompt reply. (formal)

* Please get back to me as soon as possible. (neutral)
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Q9 ASIYN i Aluy (25 S
How to End an Email

Responding to a Request <o) dl=iw)l

Let me know if | can be of assistance in any way. (formal)

Let me know if there’s anything else | can do. (neutral)

Let me know if you need anything else on my end. (neutral)

Hope this helps. (neutral/informal, often used as a sign-off as well)
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How to End an Email

Apologizing /Responding to a Complaint $sSad Llswndl / Hldae)!
* Once again, sincere apologies for...
* Once again, we regret...

* We apologize for the misunderstanding.
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How to End an Email

Extending an Invitation 8ged Jodal
* | sincerely hope you can attend. (formal)
* | hope you can attend. (neutral)

* | hope to see you there. (neutral)
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Q9 ASIYN i Aluy (25 S
How to End an Email

Requesting a Meeting ¢luxl b
* | look forward to meeting with you...(formal)
* | hope to see you soon...(neutral)
Other Ways to End an Email 29V wall slgd 5,31 &b
e Thank you for your continued business. (formal email to a regular customer)

e Thank you for choosing...(acknowledgement of an order)
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How to End an Email

Sign-offs s34l

Warm regards, (formal)

Best regards, (formal)

Best, (neutral)

Regards, (neutral)

Thank you, (neutral).... Thanks, (neutral)

e Thanks again, (neutral)
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How to End an Email

Other sign-offs 5,31 @l gl Zils

Have a great weekend.

Have a great night.

Hope this helps.

See you tomorrow morning.

Keep up the good work. (from a supervisor to an employee)

Good job! (from a supervisor to an employee)
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