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HIA UL E2XSULE 2AE IS A2, @ A% H2ZS 23| WS 2H BLR0 Y52
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Cl2 HEs 90 S2H S5IAS ® What time would be convenient for you?
@ Shall | come back tomorrow?
20129 113 288 =84
08:00 2ME =2 (Hal2 &) 22. Ci2 Uist =4 2120l E0Z Jt&a HES Zs27?
1000 HEME S8E ME TE
(Z27 LH4E HEYY 55 AR A - How was your fight?
345-2111) B ! It was a little long, but not too bad.
12:00 EH0| 829 dt=24 A& 2 FL A ! [ hope the doesn't bother vou much,
(E3 E=E IHEY ZHE 432 B : I hope so, too. I've got lots of things to do in
= 786-1324) Horea. 1 shouldn't be sleepy in the afternoon.
15:00 DIAFS 25| (5]2]4) I'll try to take a good sleep tonight,
- s A : TN take vou to the hotel first, It'll take about 30
: OF &2 7| Obxt : : '
13:00 DI=H= FE minutes from here.
(ai2E =8 HAHAZE 435-5636)
@ plane @ baggage
0 2=X° =4 @ ot Atgel 018 ® conference @ jet lag
@ LAl @ LA
23. i3S U3 LISA BIZHl S0HZ & HEs ZE27?
19. &At €3 T 9 HINS 2REHEZA JHE HIE#& s 227
@O AAF ET B AU EFRAUA AR 2HA 23S & . e m
HAUZI= QE AAIY UREES MG =ACH A ! Good mornming, Mr, Robert Smith's office,
@ Hel X AMO| CtA 20l IS0 AHROK RoHRE Myl bl oy
SItE U8 AIREIUCH B: S—
© =0 UNE BETRY MA ARMO ARERS of | |4 30T ask whos caling please”
= ULt B : This is Grace Lee from Econet Company,
@ AAUH 2 RQESN NMHRs LS AAISl & 2 May | take vour message?
= YAl £1 Sl B © May | take y ge
@ This is Tom Jones ABC Software.
20. &AL 91X SEst DA DIE0| UXE AIZS ES @ Just a moment, please.
Of, Lhgkr2d0] DIl € E=, HIADE dlioF & sisoz @ Could you put me through to Mr. Smith, please?
S HEGHK L2 #HES2?
@ 0IE=0 AMAHHAH CHE 2o T2 RSF2 Lo 24. CI2 U3 WS4 BI2H0 S22 Jt&E HES Z&27
E)»H ARG HY 228t N0 ¥el OlE@ 2 OIXESs
TSt
@ LH‘%&”OI JlttelAlE SOt RI6HA LSS AIS0ILE Al A ¢ Telcome to Ocean Adr.
A EX S8 dot] XNHE TS B : Hi, I'd like to
@ W20l HIMANIAN ) SY Z2, 312 2508 & #.- Where are you traveling
S AIZ2ICt B : Cairo, Egypt,
@ JICI2IAIE LIS D (SIS0l ®ateol S2ie!, £ ol A Are you e e TO0 2, tiete?
H 2oHE Fotd MFE =L B : Yes.
A May I see vour passport. please?
B : Sure,
2= 1 AR A Do vou want the window or aisle?
21. THS CA3H LIS 4 WIZH0l SOIJPII0I HEGHX ¥ Ea Bold e e
27
= @ open an account @ reserve a plane ticket
® apply for a visa @ check in
A | Good morning, I'm here to see Mr, Brown,
My name is Jin Kim, 25. OIS tiste) gizto) JrE =Es do=?
B : Good morning Mr. Kim, Do vou have an
appointment? A Bail T ik
: 5 : Tom spedl
A ! Yes, [ made an appointment to see him at 10 am . L.le_._rarl ™ = ___Dﬁ ol \ e s e
B0 P ek Beleetill v o el Vil o vhaaa B : This is 5&1@3 from TI Movie. Is Ms. Moore there?
ki ’ A @ Sorry, she is out at the moment,
A ’ Would wyou a message?
h tak
@ Should | come back later? @ have ® take
® say O lcave

@ No, not at all.

b

|
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26. O3 OHate =4

Q20| JHE MBS 2EE?

31. S gl 2toll Jre MES HE2?

Secretary : Good afternoon, mav I help vou?

Eelly : I'm Jessica Smith from Fineapple Company.
I'm here to meet Mr, Park in Accounting
Department.

Secretary : Oh, Mr. Park is in a staff meeting now.
Flease have a seat and wait a little,

Eelly : Coffee, please,

® What do you want to have?

@ How do you like your coffee?

@ Do you drink coffee so often?

@ Would you like something to drink?

27. Ot HSM2S LS

2 JIE FHES A27

To: Mr. Roy Eim
While yvou were out

Ms. Joanne Lee of Star Agent called

[ Telephoned ] will call again
[ Returned vour call [ Please call back

Taken by : Jim MNorton
Time : 3115 p.m.
@ CAl &3 =2|ASLIC. @ &g JICel A &LICH
@ otF ANz =SLICH @ XS} Mol FHNR.

28. 0|=24l©22 Formal business letter® EWE HI| & M JI

& HEOIA M0 & 2H2?
@ 8/19/2012 @ 2012/8/19
@ 19 August, 2012 @ August 19, 2012

29. C+22 Formal Business lettere 222 LIS OIXIH §I
AE JICIBIClE S92 =2 M= HEe 'I_II:P BIZH0l &
oz Jt& HES do=?

I look forward to from you

@ taking ® hearing

@ expecting ® coming

30. TS UWE0l £Hot= A BXNEE?

A HESE SUHAE 2clotd S0A=ZES
SO, 2AMRZ EEz ZHAME 2 O HDZE 2
HEl 25 E2E5ls 2A

(@ secretarial department
@ R&D department

@ marketing department
® accounting department

Mr. Mwphyv is on the other line. He wants to know
whether he can cancel the Citrus project. M,
Muphy says that it's very wgent to speak to you

@ | didn't recognize his voice.

@ | understand why he is calling.

® Can you forward the message?

@ Would you like for me to transfer his call?

32. OrcHel €22 A0l HIZEH ZE&EX & H2?

Taipei Banghok
AP 318 8:20 am 11:40 pm
AP 307 5:20 pm 2:60 pm

Tokyo Seoul
AP 304 10:30 pm 12:60 pm
AP 305 7:05 pm 9:26 pm

@ The arrival time of AP 318 at Bangkok is 11:40 p.m.
@ AP 307 leaves Taipei at 5:20 p.m.
® AP 304 gets to Seoul at 12:50 p.m.
@ AP 309 leaves for Seoul at 9:25 p.m
Otedie =8 Xl
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Diners Plus

57 Stevenson Road

San Francisco, CA 97604
Phone,(416)666—-0792 / Fax.(415)6656-0716

To : Mr., Peter Ranger Fax :
Hew Tech Publications 216-662-8131
From : John Blake Telephone :
216—-6a2-830N
e ! Date :
August 11, 2012
Subject : No. of pages :
Re : Your request This onty
Messages :
Dear Peter,

I am sorry that I was not in the office when vou
rang, but here is the information that vou wanted.
The address of our branch in Singapore is b4 Liu
Fang Road, Jurong Town. Singapore 2262, The
manager is Mr, S. Rushford.

John Blake

33. 919 Fax2 2D 228 FH0l US I 0ICIZ AHO} 5

=1?
@ 215-652-8181
® 215-652-8800

@ 415-665-0792
@ 415-665-0716

34. 02 2J & A9 FaxUH8 Jt&E LXidts A
sXE 2H)

?(33¢

o

-

M Mr. John Blake= Diners Plus XIAF =AZ 27 A0

Ct.
@ Mr. Peter Ranger= Diners PlusOilM 28t10 RUCH.
@ Diners plus= Colorado0ll 2/ XIai RULCH.

@ 0| Fax= EXINX 2% & & 0|Ch.
st

[t}

35. Otelf Hi=ztol S0i2 ot &

nz

aF2?

all

» Can I see Mr, Lee now?”

: He is occupied right now,

: I have an important offer, so [ would like to
see him today or tomorrow, If he is very busy
today, shall I come back tomorrow?

B I'll ask him,

b

@ May | ask what your visit is in regard to?

(@ Would you please have a seat and wait a moment.

@ Mr. Lee is expecting you.
@ What's the matter with you?

36. = BXI2 UWEW LXIotK &= A2S7?

0K

o

May 15, 2013

Mr, Jim Henderson
Marlzeting Manager
Henderson & Son Co., Ltd.
2334 Craig Street

Frank, WI 57661

Dear Mr, Hendersomn:

Thank wou wery much for vour letter of May 10
requesting an appointment on May 26 at 3 pm I am
willing to see vou at yvour office to talk about our new
products,

Sincerely vours,

Jonathan Kimberly

u
[
o

r

12 KimberlyOl Ct.
eeting M= 201349 5& 2520 Ct.
Mr. HendersonO|Ct.

[~ EONONC)
P =0
>
ro
o

BXE & 0l 2828 28 a0 25 NE +
U EIRUACH

37. U8 YSUNEZE 5 ZRE 22e?

Chris Rubyi
Sunshine Interior Design,
Dayton, CH45763
@ #1739 Watson D,
USA
Mr, Ronald Wong
& Sales & Marketing Dept,
@ AIR MAIL The New Palace Hotel
68 Ho Ping East Rd,
@ Taipei, Taiwan
(1 NE) ® ©
® © @ @

38. CI= O3 & Mr. Johnson0l 2= Ms. Thomsons BHLIX

Zole 0IRZ EA=2 A27

b

|
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H] A : Good aftermoon. I'm Ms, Thomson's secretary,
May I help yvou?
Y7 | Good afterncon. I'm Timothy Johnsen,
the sales manager in Capital Hotel, I'd like to
see AMs, Thomson regarding your company's
products promotion.
H] A : I'm sorry, but she is out of the office now.
HREA : Well, Ms, Thomson wanted me to visit her
office to talk about the details for the event.
H] A : Well, I can give you an appointment for
tomorrow at 11 am. Would it be alright?
YFEA : Sorryv, 1 have an appeointment then
How about the day after tomorrow
at 10 am?
H] A : Let me check... That would be fine,
@ Ms. ThomsonOl 3|2 0|22
® Ms. Thomson0| 22 =022

® Ms. ThomsonOl
@ promotion0| A

detSst 50122

SAI 20

39. OtS UHa e & g 20l oi=2lXl e 2F27

Mr. Kim : Good morning, Ms, Lee, Would vou please
come over here? I need vour help.

Ms. Lee : What can I do for yvou, Mr. Fam?

Mr. Kim : Td like to change the time of the meeting
with Mr. Chol today.

Ms. Lee | It 15 scheduled at 11 am,

Mr. Kim ! Any time after 2 pm. would be fine,
I have to finish the marketing report
before I meet him,

Ms. Lee ! Alright, I'll contact Mr, Choi,

40.

41,

42. MHIM= MZ OIAtEH Y

@ What time will you be available?

® Will you change the time yourself?

® When do you expect you are able to meet him?
@ What time suits you best?

0US S0HM 90 EXoF S
@ phone directory

A2?
@ extension number

@ long—distance call @ colect call

WS : ARFE 2
g & SE=2 8440 ¥ UE A2?
@ SAHMA XIALZOIH 2 §x2
@ D240l TAENA B =2 A
@ MM KA 2H SHIIHS =2
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Welo| AIS R

43.

44.

45. S
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