1 The Basics
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Beginnings and endings Gl g bl
Your language A =) Axl)
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How are you?

I'm finalising the details of the
Leadership Course.
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Best regards. banl) Jaadl
No changes needed. (No changes are dals dls cua) Ay gllae &y Y
needed). (&) il

Dear Ms Novotna-Yours sincerely
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I would like to invite you to visit us.

b el sen )

I look forward to meeting you again.
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Dear Sir/Madam - Yours faithfully
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This is to confirm that your current
policy covers you.
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Basic layout
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It was good to meet you at the
seminar in Paris.

o 3552 8 GhLlGa o IS

I would like to arrange a meeting with
you.

RIS IN Ry

We have many new products that will
interest you.

agin Al saaall cilaiiall e 8K Lgal

Could you let me know if you are
available on June 5th or 6th?
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s e gl

I look forward to hearing from you
soon.

G i e o Y QT

Please note that our Korean agent will
be visiting the company next Friday
21 June.

Do g8 e () JaaY lliad (4
i3 21 39 pall plE sl A8

Please confirm that you can attend.

panin Gl W oS) @lliad e

Dear all, I've attached a copy of the

8 aladal) Al Fas oS0 (38 5 o) 32V 3oLl

menu for the annual dinner. sl e Lial
Laurent, please can you make the i Jext o (Sar da Alimd e o) 8l
arrangements for the music? € A gall
2 Making Contact Juaiy) el 2l 2
Messages 1 Your language A el 4300 1 Jiu )
I have seen your advertisement on FUREURER N RS PY EN PR
your web page. 2S5
I would like to apply for the post. conaiall Gl apai
I am currently working as a Gt 2o laS Llla Jac|
Marketing Assistant

I work for a publishing company in O 8 30 AS Hd aa daeel

London.

Thank you for your email.

s A 3l R I T

I am pleased to attach our online
application-form.

e (s A llall 3 i (381 (O (Som
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I look forward to your reply.

sl ) el

I enclose my CV as requested.

osthe s Lases 431 5y (38 )

Please let me know if you have any
queries.

Al 4 @bl calS 1Y o Jlai¥) ela )

I apologise for not sending this
earlier.

s iy 313 Jlu ) ae e el

Please call me on my mobile.

o e o Jed i e

Messages 2
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We are writing to invite you to a
conference.

e ) el e Al (i

Please take a look at our website.

i i) e Uiad e o5 ylas 3l elliad o




I am sending the schedule for the
forthcoming conference.

Al all 3 gandl el s

We would like to attend the
conference.

Al pan 5

We have reserved a stand for you.

el daie Ay

Could you please send us a summary
of your company by the end of the
week?

oo T se W 55 o llimd (ge 08 o
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We are an established company in the
UK.

Baniall ASLel 3 A e AS_d o

We provide training for the
manufacturing and service industries.

clexall g deliall e Uail cy 5l i g

We are happy to provide on-site
training.

S e il ana Bdeay

We can provide training at venues in
the UK.
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3 Arrangements
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Arranging a visit

By b )

We would be very pleased if you
could visit our company.

LS 5 k) oST Sl 1) Tan (a5 mse (S0

Please let us know your availability.

B S 8 5 due) sy Lol oShiad (1

Thank you for the invitation to visit
your company.

SR Sen e 1SS

I look forward to your confirmation.

3oL lL aSasls ) alla

Just to confirm your visit to us next
Friday.

) Aranll o g Wl oS5 5 2l Lasé

See you Friday.

Aranl) o gl S all

I am attaching a map with directions
to our facility.

L8 5e Y lalasy ey 3 (38

Follow the road around to the main
reception.

eV JLiu) S ) 5kl a)

Do you know when you are planning
to arrive yet?

438 J gum ol (5 535 A e gl ey oy o

Travel arrangements

Al s g

I've put together the following
itinerary.

Al el iy 8

We need to finalise it today. sl AdlgdY Zliag
Departure is from Milan at 11:05 on sl e 11:05 Zeludl (Ble a5 pilad)
flight BA68. BA68 22
You will have an overnight stay at the & osiba (38 8 AL AL el () S
Hilton Hotel in Salford. 2 sl

Your pick-up by company car will be
at 8:00.

.8:00 delud) &S il 5 jlas el S

I'm booking Don's flights today for
the Berlin meeting.

glaial (I Ldulla gl "o 52" SIB jaal
enpY

The Lufthansa flight leaves London at
7:30.

TladYl & gall Jo gladll A< H5 Ala 0l
7:30 Acbul) gail | jilgd ol

Shall I reserve you a seat on the same
flights?

Sl il e Taria el jaala

I am writing to confirm the
reservation.

aall st el ci)

Could you check out the following for
me please?

Sl Jpanii o ela )l

Has the airline reserved an aisle seat
for me?

Taking and forwarding messages.
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I'm sorry I wasn't free to speak.

e il s oS &l Y Cadl U

I tried to call you back this afternoon.

gl sl el Jlail) sale) Gl gla

The number was engaged.

Y pdia (S 3]

Jane Baxter has been delayed in
Shanghai.

sleaid b AL S sl gla




Can you give her apologies, please?

¢ elliai e gl Hiel Jas of aakiind Ja

There are still some details to sort out.

L petll Joalatl ey llin J) e

Can he call her tonight, please?

felliad e cdlull) Ly JLan) @Llu:\dﬁ

I've just received the draft itinerary
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for Sweden from Helen. Ceba e 2 el
Have a look at it. Adde 3 ylas (3
Thanks for this, Stefan. Ol ey e T K3

Let's say 10 a.m. in my office.

ciSa 3 alia s il Jal

I shall be away from the office until
22 July.

22 s Sl 7 s oSl

4 Meetings

clelaal 4

Setting up a meeting (1)

(1) ¢ \al i

We need to set up a meeting.

gl i il 2 lias

How about next week sometime?

adlill ¢ 51 e 2o g0 Al ) Lo

What about Tuesday at 1 p.m. in the
canteen?

0 sl | ALl (DG 45y i el L
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We could have a working lunch.

I would be very pleased to visit you
next Tuesday.

3 p.m. would be fine with me.

S 1 Tae ge 0 Sawsle 3

I look forward to seeing you again
next week.

A g ) Al S e iy ) S e

Can you confirm the meeting on 21st
in Bonn?

s 2] psglaind aSl adiis Ja

We need to finalise arrangements
today.

ol Sl A oY b

I want to meet urgently.

Alale 3 ) goay g Laia) die 3

The purpose of the meeting is to brief
you on the meeting.

gl ol el g plaa¥l ga e

Please clear your diaries.

il FNT (e oS3 Sia syt wSLiad ga

P
Setting up a meeting (2) (2) glain) ap 5
Please let me know in advance if you | e )38 e i€ Ladia (5 jUad) elliad 1
are unable to attend. . gpanl

Agenda/Venue/Participants/Apologies

S J¥iel / oS e / P&/ Juel Jgan

I've attached the minutes of the last
meeting.

AOB/Date of next meeting.

A o L) g )b/ (o sl A

Please note the change to item 2 on

Jsan a2 2l 8 janl) AaaDle clliad (e

the agenda. sy
I've moved the International VA sall claai) Y1) A8 5 ae e sy al
Strategies paper to next week. o e gy

We'll need to circulate the agenda
prior to the meeting.

gl dad Jae¥) Joan il ol

Our computer system is down.

ey ¥ Ll i graesl) alkas

Is it possible to put this on the agenda
for Monday's meeting?

glaiay Jlee ) Jpan o 138 gy (Kan o
¢ oY)

I'd like to run through the final
arrangements.

el Sl Gl e 3

We need to ensure that everything
runs smoothly.

Al dliss o3 JS o Qlaal gliag

Meeting follow-up

& LaiaY) datlia

Review of last quarter's performance

aY) )l el daal s

All teams to provide weekly report.

oS sl i G S e

Schedule interviews with the Press.

Adlaal) e cllie i

AOB = any other business

I've just looked at the minutes.

We'll need to rearrange a date.

.30 s i yidale Y o liaie

I suggest the 2nd June.

¥ (e S - sl

Can you please send out an
amendment to everyone?

Samanll Sawt Ju i ) elliad (e Sy o




Re. the new brochures ...

. 3aad) sl - oLy

By the way, I was interested to see
our new sales target

Slaal e ¢ SURYT alaal G qi:a%umg
By Wilae

Thanks for your comments on our
performance.

Al e ebilidas e of K

I've passed on your congratulations to
the team.

G Y i ] 3

Thank you for all your support.

203 e 4ied L UK e ol 1SS

5 Enquiries Messages 1

1 d,l il 5

Please send me a current price list.

Al ) e Aals ) elliad g

Could you include some samples?

i) any el of S o

Thank you for your interest in our
products.

Jnilaiie clalaialy 1<

Y our email was forwarded to me.

L Janl s Sy el

We believe in buying from Fairtrade
organisations.

.M Al \BJ\A.\]\QLALL\A w;\ﬂs\.’w}d

You will find further information on
our website.

LB ge e Aglny] e sl ains

I will send you a copy of our new
catalogue.

) Ui JUST 33 ol Jos s

Many thanks for your prompt
response.

e s, e LISTAE

We are very interested in ordering
from you.

lie Qllally Tas ¢ saign (i

Would May 24th be a suitable time to
visit you?

el )l e 20 50 500 24 o

I enclose a copy of our latest LS i) S Gaaaly dss 3 )
company brochure.
Message 2 2 Alu

What would you advise us to do?

¢ Jans o Lmaai 13l

Are there any suppliers that you
recommend?

0 sa sl i Ja

It's best not to start the machine again
until the engineer arrives.

s Al ASl) Jaaits (f ade JuadY) 4l
Lodigal) Jiay

Have you considered contacting
Gudul?

?dﬁ}s_gdhamga)s&dm

You could contact Universal Tools.

Vg Jlas yit o Joss (o (S

I would be grateful if you could send
me further information.

Sl slae s 55 o) il 13 T SLE () S
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Thank you for your enquiry.
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I'm afraid we do not run any general
courses.

%b&\)}d%‘bﬂﬂwuﬁjcw]

I have forwarded your enquiry to
Filton College.
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With reference to your enquiry.

nﬂ)l...us:\.u\ ‘_;! bJu\gL}

You can see further details of our
school by going to our website.

Ui y2e G Al Jrealdi (5 53 o (S
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6 Orders.

bkl 6

dealing with problems Orders

BNEY) LI e Jalal

We have recently ordered some new
office furniture.

Ll o€l G yany o Ltk

Could you please quote for removal
of existing furniture.

Ll G AN Y land (i ye pai o s )

We would like to place an order with
you.

Aol oSl o

Your terms and conditions state a

g ol el ialal) AlSaY 5 da g il o

delivery time of four weeks. b da i sl
Would it be possible to dispatch the P D glhaall a5l Jlus ) Sl e Ja
items within two weeks? fpe sad

If there is an additional charge, please




let us know.
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I can confirm that all the items you
ordered are in stock.

535 e Ll A 5 gl OS o 2l Sy

L0953l

We'd like a repeat order. Is this your
latest catalogue?

gl )85y
¢ Al s S 1 Ja

Could you give us a firm delivery
date?

T2 3n et ey 5 U o (e O

Could you confirm that our usual
discount would apply?
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Dealing with problems (1)

(1) JSLaal ge Jalail

I'm sorry to say that we may not be
able to meet the agreed schedule.

Al e ool <Y a8 W J gl JEENEN
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I'm afraid we will fall behind
schedule.

P ae sl e Al WKl g ccadd Ul

I was very surprised to receive your
message.

el cueli Laie Tas Llaaie <€

You assured us that this schedule was
guaranteed.

Ggacae S Jsaall 13a o W e il

On Friday 13th March we took
delivery of a consignment of CD
cases.

e Ains Galind ujle 13 daeall o s
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On unpacking the boxes, we found

Galed) (e IS o Laa g ¢ Gaalinall &y )8 2ie

that many of the cases were damaged. Al
This is extremely inconvenient for us. B8 celia Ul cuuy e 138
We urgently need replacements. Alale 3 ) gay Jilaill - lins
I am very sorry to hear that you had JSLiia elaal CulS adl pan of Ll sy

problems with our delivery.

We have sent a replacement by
courier.

Our regular packer was on holiday.

e b Gl anilly paiad) Jalad) oIS

Our service was below our usual
standard.

Alinal) U gicee (g J8 Liead cailS

Dealing with problems (2)

(2) JSLE oe Jalad

We are very unhappy with the level of
service you have given us this year.

‘H;\S\ Aaadl) g sl slati Tas oy ge e (gad
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We always have to wait for spare
parts.
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We have had to shut down production
on three occasions.

I was very sorry to hear about the
problems you have experienced.
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We should meet as soon as I hear the
outcome.

Al aand O 2 e paind o A

I expect to receive his report by the
end of this week.
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We have still not received this order.

OV s ddhal) o2a alivd ol o

We apologise for any
misunderstanding.

We do try to keep our website up-to-
date.
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I regret that we cannot accept the
return as faulty goods.
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As a goodwill gesture, we will issue a
credit note.

O Jhad) Hlaie Ay s 3 alS

I trust this meets with your approval.
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7 Short reports
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Providing information Your language

Lol Zall il glaall 2 3

Could you send me a short report?

M50 18 J du 5 o San o

We hold weekly Board meetings.

Lo sand 3 1aY) Gulae cileLaia) (5 ja

The purpose of the visit was to take
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part in the Exhibition.

2 000 enquiries were received.

lsdind 2000 (AL &

We need to follow up customer
enquiries immediately.

We recommend that the new agents
should visit the UK.

5ol AS0eall yondl IS S 55 o s

Just one thing missing - can you send
me the cost analysis?

o Ju O (Sa Ja - dah (bl 2l 56 oS
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Exhibition stand
Expenses/Expenditure/Anticipated
Revenue
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Focus on Facts and Figures.

AEY 5 laal) e 58 5

This year we had over 25 000 visitors.

. A525000 Ao v Le Lpal S Q) 038

A third of the visitors were children
under sixteen.

A 16 i Yl g5l &l

Approximately 90 per cent of the
visitors said they found the Centre
informative.

|33 5 pesl 1518 G ) 530 (he 2343 90
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Most people were happy to pay the
entrance fee of $3.50.
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Sales went up by 30 per cent.

Al 30 ks laaall Cn )

There was a sharp rise of 40 per cent.

AL 40 4wty Bala 3ol ) Slla il

Sales dropped slightly by 2 per cent.
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Compared with last quarter, sales are
higher.

oY) el A lae el eyl

Last year's fall in productivity was a
direct result of low morale.

At Apnlall Aiad) Ay el <
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These pay cuts were responsible for
the increase in sick leave.

8l (A ol o2 a1 Ciliaggas CilS
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8 Personal messages

Messages | 1 Jika,)l
Just a quick note to say many thanks. S8 iy oo matll Ay o Laith
We really appreciate everything you o5l Lo JS GadAly s

have done.

Many congratulations on your
promotion.

i e el al

Stay in touch.

il e an

This is to let you know that I will be
leaving EFPC.

o o B g b (ol ol

Please come and visit me.

L Jaah elliad (1

I was very sorry to hear that you are
leaving the company.

A8LA) @ i @l Curan ladie Taa lanl e

It has been a pleasure working with
you.

I wish you every success in the future.

i)l 8T el las el gl

Thanks for all your help.
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It would be great to see you there.

i A Gl Gyl Som

Good to hear that the event went so
well.
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AL

Messages 2
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I'm pleased to tell you that I've just
received the results.

Ll A b)) gl il obiald) | e
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I thought you'd like to know
immediately.

g8 Gl A8 jaa ay gin el e

Well done, Macy.

VDR

I'm sorry to tell you that George will
be on sick leave for two weeks.

8l OsSm zos o ol Jus
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I was really sorry to hear that you're
not well.

Ana Jiaily cud el g land Slad el S

Get well soon.

Lol Al el Shia

Have you remembered that Mona is

.....




retiring in June?

We'd like to organise a collection for L Jl (3 sdia aalati oy 5
her.

I hope you can make it. el e oS )
I'm sure she'd want you to be there. (Sl i Ll xSl U
Thank you for reminding me. oS e ol il
Just to check-is the party in June? ¢ 535 e 8 Jind) Ja — Jadé sl
If so, I'd love to come. eaall Samus SIS ) S




