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From:
Date:
Subject:

Flease be informed that the security system fc:-r
building is going to be replaced as of January
vear. According to our new policy, all employees must
carty their photo ID cards.
next vear, anyone without proper identification will not
be allowed inte the premises.

John R Taylor, Head of General Affairs Department
MNovember 14, 2016

Security System

this

1 next

Starting January 1 of the
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Memorandum
To: All employvees of Seocul Holdings

FAX
Diners Plus
B7 Stevenson Road
San Prancisco, CA 97604
Fhone, (416)666-0792 / Fax, (416)666—0716

To: Mr, Peter Ranger Fax: 216-662-8181
MNew Tech Publications

From: John Blake Telephone: 215-662-8800

oot Date: Angust 11, 2018

Subject: Re: Your request Mo. of pages: This only

Meszages:

Dear Peter,

[ am soirry that I was not in the office when vou rang. but here is

25.

the mformation that yvou wanted, The address of owr branch in
Singapore is b4 Liu Fang Road, Jurong Towm, Singapore #2267,
The manager is Mr. 5. Rushford.
John Blake
D 441012 Peter RangerOI{ E1&9 BAE g=(},
O 0 HAN=E SE20| QUL
® John Blake= Diners PlusOll 2S28tCh.
@ =00 A HS = K9S 215 HARS

652-81810ICt.

02 S 0l &#- Al ¥3UZ SHIEX %2
(1) Please give my best regards to Mr. Park.

A2?

@ We are writing to double—check your payment.
® We look forward to your prompt reply.
@ We hope to hear from you soon.

Tharnlk: vou for vour cocperation 26. EAHA SEN HE = Y= UE2e=2 IJME HEX 2
< = o L . D-I_’)
@ 0 EM= AU E2AO0ICH ® Sincerely yours, @ Confidential
@ Mz& AZ2tel AIAEN Oist oL 20ICH. (® Special delivery @ gralol =4
@ L2 ordae B2 EAEOICH
@ 29 NIE 2HotE= A2 = 1000}, 27. Ms. Shin2 MZ2 e-mail 4= ANRH KREEII?
22. Ot & 0 20t L8 HE0| E#RE A=2?
@ ASAP - as soon as possible
@ CEO - Chief Executive Officer
® FYI — For Your Information
@® MA - Master of Availability
23. IS & Y EC2=Z JIE SHi2X 22 28 12AHR.
@ Haven't we meet somewhere before?
@ Please call me Miss Lee.
@ | would like to introduce Mr. Smith.
@ Long time no see.
24, Ot TAQ OIS €22 HIEX 22 A2
2 NAES J|I£22HM 8A2HE CBT @ www.cbtestpro.kr
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To: All Recipients
From' Hamna Shin
Date:  July 6, 2018
Subject: Auto Reply

16:06:30

Dear all,

I will be out of the office and will be back at July 12
I vou need assistance, please contact Ms. SE Chei at

sechoi@naver.com.

e-maill address
(hanna shin®@email.com) as of July 15.

Flease also note my change to

Regards,
@® July 6 @ July 12
@ July 14 @ July 15

28. U3 2cIZE oz sZ O S ool ot HE
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AP 708 ek 14 2 pEE Yonz ek
AL 5] ded 42 hl?] Attt We suggest
rhat vou | ) the repair center because the

radio you purchased have a 1 vear warrant.

@ contact
@ would contact

(@ contacted
@ would have contacted

@ Who's calling, please?
® May | help you?

@ Would you like to wait?
@ When will you be back?

31. CtE Wate 120l
27

SHZ WEex JtE HEGHA &2

S Would wvou like to have a seat over there while
vou're waiting?

V : Thank you

g Just a2 moment, please.
Can [ get vou something to drink?

V ! Yes, I would like a cup of coffee, please.

@ Mr.
@ Mr. Brown will be with you in a minute.
@ Is Mr.

@ Mr. Brown will see you soon.

Brown will be here shortly.

Brown speaking?

B SUe TSl &2 S0l o8 HE

]
02
=]

32. O
H

Secretary
Visitor

: 3% o197 2asA e
: It's Robinson.
: Thank you, Mr. Robinson.

Secretary

1 What do you pronounce your last name?
® How do you pronounce your last name?
® How do you pronounce your first name?
@ What do you pronounce your first name?

20. Ot ___ 0Ol SO{Z H82=Z2 JI& HIZ2X g2 A
22(2X EX 2F=Z 2, 3¢ 20t M AMEOUAN ZUAS

LICH. OIF &1GIAIOf 2K FAID| HH&LICH)

V : Good afternoon. Is this Mr. Kim's office?
5 : Yes, it is. Are you Mr. James Tavlor from Seoul Bank?
ViYes I am
S : We've been @O vou. I'm Miss Choi,
Mr. Fim's secretary.
V : Mice to mest you, Miss Choi.

S ! Pleased to meet vou, Mr. Taylor.
Mr. Kimis @ a meeting now.
He should be back @ about 10 minutes.
Fease have a @

V & Thank vouw

@ in
@ seat

@ waiting
@ in

30. Gt& 271 S 21zl E0Z WE2Z Jtd HEs Ha?

A : May I speak to Mr.
B:
A This 15 Tachee Kim from ABC Company.

White?

33. OIS dsUsiiA 2E & 2E2 JUEEE Ot 2%
2 A2?
Secretary | Good moming, Mr. Smith's office.
May I help you?
Fam : This 15 Eugene Kim of Momis Securities.
May I speak to Mr. Smmuth?
Secretary 1 31 & o]k

@ I'm afraid he hangs up.

® I'm afraid he's on another line.
® | guess he changes his call.
@ | guess his line is very terrible.

ps|
=
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A2?

A T'd like to bock a flisht to Seoul on the Z3rd of
January.

B : There are no vacant seats.

A Then can vou find me a seat on the ZZnd or 24th
instead?

: I'm sorry. BEvery flight 15 fully booked.

o = m

: May I have vour name please?

b
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@ Let me check if there are any seats available.

@ We have two flights available on that day.

® Can you place my name on the waiting list, then?
@® Can | have your passport and a credit card?

35. OreHel &3k OIZ0 HEEX H= WES?

TELEFHONE MEMO

Date Jurm I Time AM
M Ziek?

To M- C. Lewis

While you were out

Mr. Nick Jordan

Of CSC Business Software
Tel No. 554-8085 Bt
[ Telephoned [
O Retumed yowr call
& Flease call

TWill Call Again
[1 Came to see you

Wants to see vou

Message  FHe manfs youwr refurn call
as soon 35 possible
Taken by M S Aim

@ HEE Z2 AFZE Mr. Nick JordanOlCt.

@ Mr. Jordan2 Mr. LewisJt iS5t e H2tgis A
= RI4O |:|-

@ Mr. Lewise CSC Business Softwarell 2
@ HEE 22 AR M. S. KimOICh.

Sotn UL

36. OtcH Ol ?

ujn

o2 ZF8cz A

o

6t Xl

6

o
:31

ro

S Good moming, Unilever Korea. May I help vou?

C : Good moming. This is William Johnson of the Citibank
Can ] speak to Mr. Cha of R&D Department, please?

e Mr. Johnson. I'll connect wouw

: Thank vou

[

@ Hold on, please ®@ Just a moment

® Hang up the line, please @ One moment, please

37. Gt& &2 =0l %= 0

Hu
HH
_U,
m

HEE 2027

Good evening,
: Good evening.
118 29 2% 64 o2

Receptionist : Continental. May [ help you?
Secretary

aska Heuc

@ I'd like to postpone my reservation in November 2nd
at6 o'clock.

38.

39.

@ I'd like to put off my reservation on November 2nd
on 6 o'clock.

® I'd like delete my reservation in 2nd November on 6
o'clock.

@ |'d like to cancel my reservation on November 2nd a
t6 o'clock.

CtE 2019 g WE0l J1a MEGHK 22 227
@ A : How long will it take to Paris?
B : About 2 hours.
@ A : What's the purpose of your visit?
B : Sightseeing.
® A : May | see your passport, please?
B : Sure, here it is.

@ A : Are there any message for me?
B : Go ahead.

OtcH CHStOIAM sl2l= M AIEGHIZ HEE0 AA=IH?

A

John, where are vou now? It's 2:30.

The meeting starts in 10 minutes as scheduled.

: I'm in my car. There is a traffic accident on my way.
I'm sorry I'll be a little late. T'll be there as soon as
I can.

: It can happen to anvone.

We'll start the meeting without vouw
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1 CD-bluray-DVD
® bluray-DVD-CD
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