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@O dLEZ S| @ UARH to burn.
® Uuesy @ X =2E4bH @ I'm not comfortable with your idea.
@ | see what you're saying, but let me point out that
19. TUIS2 HIMe 2224 SUOICH Htetast 322 & A this is not a time to focus solely on numbers.
o 2127
clob & Xes @ You can say that again.
A 0 HE EEE B SZ2EE BEE BE =
) H 1= [ ] N Xt MEHEE 2429
= HE A xzoz FHE = EHUE Sl I am enclosing a map of the New York City area for vour
I convenience,
B : AFEEDl D=3 EMEE | AHEYE
xl': LHI:II-:‘HD' 2 — [[H: '_.'I'._l':'EH_I]]'"_.'I'._'I— ﬁ'ﬂ }}.Em Me‘é
?cc Mr. David Smith
M O= =& ZS0IHLICE 2td SHaHH & © Enclosure
= [HETIELCH @ Plfe
C:&YS ZAD YEHOIEESE EF= 32 "Mt © Sincerely,
oA I-:“'ﬁLIEI- ‘ol 2EF = EH0l Bt (© Peter Jones
Sob rmErHES & Sales manager
=0t S'HES =1 JICHELCH
D ZZ2H g8k LHEHHE0 B2 E [ 53 e H-@->b-—->0 -0
gkille 44 STUSLICH Z5HEELICE “2F (GROESEY ®-d—->0© - Wb
d SHarsEcH ® ® @ @-0O-b -0
® A ® B @ ® ©O-@-0O-0->0b
®C @ D 25. C}2 AMAIS QA0 iE o2 2X 2= A2?
20. OfcHel AEO0IA 8 HIMS S XMel & 2 ItE A ABC Corporation
S E=Y, 246 Wilson Blouvard «—— ®
Waterloo, Ontario, Canada MN2LAT3
HESHE TR HME 280 ZISH HAE
=54 MESEZEH 2EA2 245 =H T September 2, 2015
Ck &F HIM=E 0 42 Eotd 23 HEE H
Il-ﬁl-J_'l—Il- ﬁl.l:l_ Owr reference: PO#Z32 7 E
@ BIAb 22 L HIASHH Al LS Sof 2D&RS 2 Mark Harrison :
LHC}. Director of Finance
F2 USA AUB0 2SIAE WSS SCH e e B
\ < Main Street
AFALO| X ol X5 IH A B2 ofg| 2 i =
® EM_I AL XS ML HAz 2SS Lel Vancouyer, WA 98685 _
@ ?i&% 8t HIZ HYAXROZ I Z2E ot =i Dear Mr. Harmisonr  ——— @
A¥2 5=
D @ Letterhead : CIMMS. &AIXIS F=AE HE&olD QU
24t AIR490 =]
ine : SAZACIE /AT BXHS
21 ChS 20I9 1 S0l BH RXOKA %S 22 D2AIQ. @ © Reference Line : 2A#CIS FIE FZUS
@ CFO : D2 X} ® @ Ijrwlsl?e Address @ A&l W22 ZAS=E =45 &
i icer + 2D 2 e
@ Chief Executive Officer : £ 1 i @ @ Salutation : ASOIAH
@ Vice—President : 2 A&
@ Executive : B& 26. CI22 90 H2 =202 HAMS M 2012t S3tAl
e 27
22. 08 & 890 2e O e H&E0] 2R H=2? (M May | have your attention please?
M CV — Curriculum vitae galol BAS FHEHE 20K
@ EU — European Union @ I'm in charge of finance at ABC company.
. Ne ABCAIOIA THE S E<otn
@ IMF — International Money Fund . .
® I'd like to illustrate this point with some examples.
@ e.g. — for example OlZ0l CHAHA & JHXI OIE &0 2YotASLICH
03 0 B9 = UDIK AT OS2/ o= 220 @ Let me just run over the key points again.

@ I'm against that because we don't have any money

CIAl =2 At&tsS IIO.I!:ID-IIAL“_—J.

b
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27.

28.

29.

30.

Che 271 & oteiol €8& 32 =BIAIE0l Ot

R2?

Reservation Information
Company Name @ Solomon Corporation
Number of Attendees @ 15
Conference Room : The Grand Ball Room
Meeting Rooms : Three
Conference Equipments :

_ v Projectar _«  Photocopier
____ White Board i Tax

4 TAf
___ TV/VCR

Y Wireless Microphone

Paortable Screen
Laptop Computer
Remote Light Confrol

@ The conference room has wifi capability.

@ Photocopying and fax services are available on the
conference site.

@ Wireless microphones and laptop computers are
included in the reservation package.

@ Portable screens will be placed in each of the small
meeting rooms.

s & ot HIAIX e Heldt & 218 DEAL.
VISITOR MESSAGE
To: Mr. Walker Date: Sept. 3, 201b
Taken by His secretary Time: 240 pm.
Visitor: Ms, Kang Company: Samil Insurance
Fhone: 010-2242-3325 Email:
Message:
{ ) Please call () Please email

@ Mr. Walker was unable to meet Ms. Kang on Sept.
3, 2015.

@ The message was taken by Mr. Walker's secretary.
@ Ms. Kang waited for Mr. Walker for 40 minutes.
@ Ms. Kang wants Mr. Walker to call her back.

Chs tistel gl

2Hol 012 Oty HE8 HE

re
flo

?

S I'm sorry, but Mr. Kim is in a meeting right now
and won't be back all moming.

V I see. Flease tell Mr. Kim that I dropped in to
give my regards to hum

S : All right
Thanks for visiting him

@ Please go right in.

@ He is expecting you.

@ Please have a seat over there.
@ 'l give him the message.

ChE SO0lHEE0l et=012 22 gYd" RS

™ You must be Mr. Kim?
OIAE 201 LIN?

N2A2.

31.

32.

33.

34.

@ How long have you been with your company?
SIALOIA & 0HU SLIDE?

® | hope the jet lag doesn't bother you much.
AXES0| &= L2H0F & HHR.

@ I'll come here to pick you up tomorrow.
Y a2 23t Oo10 A SLICH

2258

Chat E JtE JAHeldr & RE

DEANL.

Visitor . Good moming. My name is Mark Hennings.
Secretary © Good momning, Mr. Hennings. We've talked on
the phone many times befare.
Glad to see vou finally,
Visitor @ Glad to meet you, too.
Mr. Taylor will be expecting me.
Sacretary @ He will be with vou in 2 minute.
May I take your coat and the briefease?
Visitor ! Yes, please. Thank vou
(@ Mr. Hennings and the secretary haven't met before.

@ Mr. Taylor has an appointment to see Mr. Hennings.
@ Mr.

@ The secretary is not sure Mr. Taylor can make it with
the visitor.

Hennings and Mr. Taylor will meet soon.

08 BJ1 & @ 0l S0 E820=2 HEGIA 2 2127
S @ Would you ke to have a seat over there while vou're
waiting?
YV : Thank you
S ¢ Mr. Robinson will be here scon. Just a moment, please.

03]

ot

Vi Yes, I would like to a cup of coffee, please.
5 : How would vou like it?
V : With cream and sugar, please.

1 Would you like something to drink?
@ Can | get you anything to drink?
® Would you care for a drink?

@ Can | have something to drink?

Ct& gl 2ol Ot HESE 2127
A May I speak to Mr. Howard of the Sales Department?
B : Hold the line, please. I'll connect vou { )} Mr. Howard.
@ through @ with
® to @ for
Otchel Matthat LS 41 BI2td SHI10 HESHA
%2 AE DEANL

A Is this Hanjin Corporation?
B : Yes, it is.
A : This is Dick Newton of Eric Industries.

Can | speak to Ms. Underwood?
B : It's very noisy here. Can vou speak up a bit?
A} I'm afraid
B : All nght.

I'll hang up and call again.

b
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@ we don't have the p.erson by that name. A 1 Ms. Lee, can vou tell me what my schedule is today?
@ we have a crossed line. B : You have a mesting with Robert Higgins of Pacific

35.

36.

@ there's an interference on the line.
@ the lines seem to be mixed up.

ChE dettietE ¢11) BIztol ot Hgotkl @22 HsE 2

JI0A DEA.

A @ May I speal: to Mr. Benson?
B : I'm sorry,
May [ take a message for vou?
A ! Please tell him to call me back by b p.m. today.
B : I'll give him the message.

@ he is in a meeting. @ he is out.

® he is available. @ he is on the other phone.

n

@0 S0iZ 0152 Z&6tH UM MEoiore & ®HE
et H=2=s?

Caller : I'm Andv &) of ABC Company
calling from San Diago.

Secretary : How are you Mr. K... I'm somry, but could you
spell vour name please?

Caller . Yes, it is C-U-double N-I-N-G-5. Can I talk
to the director of cperations?

Secretary : He's away on business and won't be back untif
210, Would you leayve a message for him?

Caller ¢ Could you tell him to ring me back as soon as
he gets back?

Secretary ! May [ have yvow phone number?

@ Mr. Cuning left a message.

@ Please call Mr. Cunnings back.
@ Mr. Cunings has called.

@ Please send a ring to Mr. K.

37. C}3 Boarding passE 21 & £ = Us2?
EOREAIMNA ATR
NANE LEE/MIHEEMS
FROM SEOUL
TO HOMGEONG
FLIGHT DATE DEPARTURE TINE
ER124 13MAY 1630
GATE BOARDING TINME SEAT
13 1600 332G
ECCINOMY CLASS
BOARDIMNG PASS
® HHdo =3 @ T=AIZ
@ &) By @ gs7 Hs
38. 32 UISE o1 & 292 488 NEANL

Otle 28 N=LUC SSX

39.

40.

41.

42.

43.

Holdings at 10 am. and a luncheon appointment
with the VP of Vietory Incorporated at the Hilton
Hotel at noon.

A Anvthing else?

B : Mr. Collins of Central Banlk is supposed to be here
in the office at 3 pm And don't forget to make a
phone call to Mr. FKim this moming.

@ Mr. Higgins= Pacific Holdings2l S A& OIC}.

@ A 2% 10AI00 Hilton HotelOll A 2F50] ‘BAEP.
® A= 2501 Mr. CollinsE AFSA0IA 2t 210ICH.
@ A= Mr. Kimlt 0|0l Sgtst AEHOICH

s

g2 g% HJ| U,

Ho

A ! Please tell me what's In my schedule for tomorrow.

B : CK You have a monthly leaders club brealdast meeting
at ¥ am

: And then?

: There's a board meeting at 1) a.m. in the conference
room A, 50 vou need to be in the office at least
(E)quarter to 10.

A 1 Sounds like 3 busy moming. Please 8 me of

the brealdfast mesting tomorrow once again when
I leave the office today.
B : Sure.

=

U= & @2 IME HEoIH HIIs 212 BEII0AM D2 Al
2.
® 9:15 a.m ® 10:45 a.m
® 9:45 a.m @ 10:15 a.m
LEZ B2 BOl JtE HES HOHE BII0AM DEA
Q.(39H ZsXE 2H)
@ refer ® remind
@ require @ reconfirm

| 3UE : ARFE R
S & 0Me2 01RMHXE 528 249 & ) A
o 2N Z2HAN Be= THOILE #RIE 20Idste E0HE
faeIr?
® 2ol ®@ e
® ol @ 9ol

s & M2 JIs2z JtE

@ 2AANHEIs @ AMEEIS

® NHEM3Jls @ WsEHIs

2T ANAEES 0ISoHA Hiegs =-2d & =+ 8l e
AMOIENACH AIBE = U=

© aoe ® POP3 M

® ADENY @ SMTP Ol

b

|
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