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1. From: Sarah Fuller sarahfuller@mattersoninternational.com

2. To: Lance Davis l-davis645@westbridgeservices.com @QTOC
» Date: June 10, 2011 _ USE & PRINTING outside of eTOC are
.. Subject: Improving skills at Matterson International strictly PRONIBITED.

-----------------------------------------------------------------------------------------------------------------------

5. Dear Mr. Davis,

6. Thank you for your call last week regarding the courses your company offers.

7. It was kind of you to agree to give Matterson International a 10-percent discount off
s. your regular group rates.

o. Having discussed the various options with my co-workers in the Human Resources
10. Department, I have decided to book two training courses.

11. The first is the beginners’ course on the word-processing software Angel 2011.

12. We started using this software two months ago, but many employees are still

13.

14.

struggling with it.
I would also like you to organize a course on the WB 500 presentation software.

Further Questions& Sample Answers

15.
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20.

21.
22.

23.
24.
25.
26.
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29.
30.

31.
32.
33.
34.

35.
36.
37.

38.

39.

1) What company does Sarah Fuller work for? Does this email tell you what they do?
She works for Matterson International, but this email doesn’t tell us what the
company does.

2) What company does Lance Davis work for? What do they do?

He works for West Bridge Services, they train people in using computer software.

3) What are the programs that Sarah Fuller wants her employees to learn?

The programs she wants the employees to learn are Angel 2011 and WB 500.

The sales manager here at Matterson recently attended a conference and was
impressed by how this software was being used by some of our rivals.

He now wants everyone in his department to be trained to use it at an advanced level.
You mentioned that we could send employees to your training center to join classes
that are open to the public or get a trainer to come to our office for private sessions.

I have chosen the latter option as it will allow the trainer to focus on the needs of our
employees. Would it be possible for you to come to Matterson International sometime
next week so we can go over the details?

Best regards, m

Sarah Fuller M
Human Resource Manager Not for use outside Flex English Community
Matterson Internationa

Further Questions& Sample Answers

4) Why does the sales team want to learn WB 5007

They saw a rival company use the program at a recent conference and were impressed
by it.

5) Does Matterson International want to send employees to the training center or

receive private lessons?

Sarah Fuller wants the employees to take private lessons.


mailto:sarahfuller@mattersoninternational.com
mailto:l-davis645@westbridgeservices.com

P2 |

40.
41.
42.

43.

44.

45.

46.
417.
48.
49.
50.
51.
52.
53.
54.
55.

56.

57.
58.
59.
60.
61.

62.
63.
64.
65.

66.

67.
68.
69.

70.

71.

72.
73.

74.

75.

76.

717.

78.

6) What is the reason Sarah Fuller gives for her choice between public and private
lessons?

During private lessons, the trainer can concentrate solely on the needs of Matterson
International.

7) What computer programs can you use?
[ can use Microsoft Word and the internet browser.

8) How would you feel if your company wanted you to attend extra classes to learn
computer software?

I might be a bit annoyed to have to spend time learning new programs, but afterwards
I might be happy I took the classes.

(34) Last week Mr. Davis
1 Held a training course for his senior managers at Matterson Interional.
2 Told Sarah Fuller that his company could provide training courses at a reduced
price.
3 Joined a discussion at Matterson International’s Human Resources Department.
4 Accepted a reservation for two training courses from one of Sarah Fuller’s
co-workers.

(35)  What is one thing Sarah Fuller says about the WB 500 software?

1 It was created by one of Matterson International’s rivals.

2 Many employees at Matterson International already have it.

3 The course on it should be suitable for people who are beginners at using computers.
4 The sales manager wants members of his department to be able to use it well.

(36) What has Sarah Fuller decided to do?

1 Have employees choose the person who will teach them.

2 Send employees to join classes that are open to the public.

3 Arrange for the classes to be held at Matterson International’s office.
4 Telephone Mr. Davis next week to go over the details of the classes.

Review Questions

1) What company does Sarah Fuller work for? Does this email tell you what they do?
She works for Matterson International, but this email doesn’t tell us what the
company does. S
Py EyeTOC
BSE & PRINTING outside of 6TOC are

2) What company does Lance Davis work for? What do they do? s PR—
He works for West Bridge Services, they train people in using computer software.

3) What are the programs that Sarah Fuller wants her employees to learn?
The programs she wants the employees to learn are Angel 2011 and WB 500.

4) Why does the sales team want to learn WB 5007
They saw a rival company use the program at a recent conference and were impressed
by it.

5) Does Matterson International want to send employees to the training center or
receive private lessons?
Sarah Fuller wants the employees to take private lessons.
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7. 6) What is the reason Sarah Fuller gives for her choice between public and private
s0. lessons?
s1. During private lessons, the trainer can concentrate solely on the needs of Matterson
s2. International.

ss. 7) What computer programs can you use?
sa. I can use Microsoft Word and the internet browser.

s5. 8) How would you feel if your company wanted you to attend extra classes to learn

s6. computer software?

s7. 1 might be a bit annoyed to have to spend time learning new programs, but afterwards
ss. 1 might be happy I took the classes.

Not for use outsidevFIex English Communi
A AFERN ? o

fig % (34) 4 (35) 1 (86) 3

L<RD HRE (R03)
WWNImproving skills at Matterson International Lesson13 G2 Chobun dokkaiii.i@a) a2

9. From: Sarah Fuller sarahfuller@mattersoninternational.com
91.To: Lance Davis 1-davis645@westbridgeservices.com

92. Date! June 10, 2011

93.3ubject: Improving skills at Matterson International

92. Dear Mr. Davis,

~EHVNRED ~{ZFd (7)’/\/). T5 7t (CW&xr9o) +5%
95. Thank you for your call last week regarding the courses your company offers
~CEE (E9v) 12
os. It was kind of you to agree to  give Matterson International a 10-percent

W5l Gy R (#0E) o it (172<)

o7.discount off your regular group rates .
W< BRI (FATL) FfE (950 x9)
9s. Having discussed the various options with my co-workers in the
ANFE (LA L) TK (k<) 75 Bk (L HHW)
99. Human Resources Department, I have decided to  book  two training courses.
VT =T

100. The first is the beginners’ course on the word-processing software Angel 2011.

BEER (L5 & 1 51A)
101. We started using this software two months ago, but many employees are still
~CES (K59) 5
102. struggling with 1it.

fE (=<) %
103. I would also like you to organize a course on the WB 500 presentation software.

Further Questions& Sample Answers

104. 1) What company does Sarah Fuller work for? Does this email tell you what they do?
105.

106.

107. 2) What company does Lance Davis work for? What do they do?

108.

109.
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110. 3) What are the programs that Sarah Fuller wants her employees to learn?

112.

e (XA BEE (EEITALR) it (SW&EA) BN (B T5 & (PnE)
113. The sales manager here at Matterson recently attended a conference and
~IZED (A LA) T3 BEAHEFE (2XHE£5HVT)
114. was impressed by how this software was being used by some of our rivals
wE (5L x) e (Cxo&wH)
115. He now wants everyone in his department to be trained to use it at an advanced
116. level.

Sk (FAZEwd) Lz
117. You mentioned that we could send employees to your training center to join classes

i (T A) sEffi (29 L)
11s. that are open to the public or get a trainer to come to our office for private
B (Lo&r))
119. sesslons .
#mE (ZH5L») O ~IZER (Lwobw o) 5
120. I have chosen the latter option as it will allow the trainer to focus on the

121. needs of our employees.

122. Would it be possible for you to come to Matterson International sometime next week
Wo(Le) ~5% FEAD (L x iéb‘)
123. SO we can go over the details ?

124. Best regards,

125. Sarah Fuller

126. Human Resource Manager
127. Matterson Internationa

] [TIolC]
Further Questions& Sample Answers grionc!

2. 4) Why does the sales team want to learn WB 500?

129.

130.

131. 5) Does Matterson International want to send employees to the training center or
receive private lessons?

132.

133.

132. 6) What is the reason Sarah Fuller gives for her choice between public and private
135. lessons?
136.

137.

13s. 7) What computer programs can you use?

139.
. S (A T5
140. 8) How would you feel if your company wanted youto attend extra classes to learn

141. computer software?

142.
143.

144.
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150.

151.

152.

153.

154.

155.

156.
157.

158.

159.

160.

161.
162.

163.

164.

165.
166.

167.

168.

169.

(34) Last week Mr. Davis

BifiEe (v L

1 Held a training course for his senior managers at Matterson Interional.

~Eff (ThExd) 7%

. 2 Told Sarah Fuller that his company could provide training courses at a

FB Mtk (0 P& Hh<)
reduced price.
i (37 LA (B) »

- 3 Joined a discussion at Matterson International’s Human Resources Department.

% (9) A (W) niz TR (L)

.4 Accepted a reservation for two training courses from one of Sarah Fuller’s

co-workers.

(35) What is one thing Sarah Fuller says about the WB 500 software?

I (<) bhk
It was created by one of Matterson International’s rivals.
HEE (Lo 5T L H0A)
Many employees at Matterson International already have it.
WY (TELH) A
The course on it should be suitable for people who are beginners at using computers.

The sales manager wants members of his department to be able to use it well.

W N

(36) What has Sarah Fuller decided to do?
1 Have employees choose the person who will teach them.

2 Send employees to join classes that are open to the public.
FhL (TIEV) T3

3 Arrange for the classes to be held at Matterson International’s office.
B (TAD) 2niTD . BEt (FALES) 75 M (L x 5.2511\)
4 Telephone Mr. Davis next week to goover the details of the classes.

. . el T{OJC)
Review Questions

1) What company does Sarah Fuller work for? Does this email tell you what they do?
She works for Matterson International, but this email doesn’t tell us what the
company does.

2) What company does Lance Davis work for? What do they do?
B (E50) T5
He works for West Bridge Services, they train  people in using computer

software.

3) What are the programs that Sarah Fuller wants her employees to learn?
The programs she wants the employees to learn are Angel 2011 and WB 500.
4) Why does the sales team want to learn WB 5007

il (EWEA) O ik (PVE)
They saw a rival company use the program at a recent conference and were
WE) (AL D) sS85

impressed by it.
5) Does Matterson International want to send employees to the training center or
receive private lessons?

. Sarah Fuller wants the employees to take private lessons.
. 6) What is the reason Sarah Fuller gives for her choice between public and private

lessons?
£ (Lwrbwd) 5 bHolEb

. During private lessons, the trainer can concentrate solely on the needs of

Matterson International.
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174.

175.

7) What computer programs can you use?
I can use Microsoft Word and the internet browser.

. 8) How would you feel if your company wanted you to
. computer software?

beT

@eTOC

USE & PRINTING outside of eTOC are
strictly PRONIBITED.

2 (Shd) T2

1947385

. afterwards I might be happy I took the classes.

Y
Ny

Not for use outside Flex English Community
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extra classes to learn
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. I might be a bit annoyed to have to spend time learning new programs, but
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