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Unit 01

DA DAL IEREET,
| am taking over her job.

FLTEZEERELTABC Electronics TEILIVTULVET,
| am a sales manager for ABC Electronics.

Da—U ARNETETBAVNEEL,
| was referred to you by Mr. Jones.

FTRTDBRYDEEIFFZHYFET
| am responsible for any errors.

FDAFNEAFHEDTT, ABC International IZEiO TLVET,
My name is Hiroko Tanaka, with ABC International.

FFSESFLRUMTHBELTEEL,
| have worked with many different companies.

BHEBORBRA I 7 TERVLELIA,
We met at the Career Fair in Nagoya.

ROULREVWY—IvIL RURT—FT HAEDUVEDABC.comEBNLET
| would like to introduce you to ABC.com, one of the largest social networking websites.

FLIZABC Foods TEILVTLVET
I am working for ABC Foods.

FhlT. BREGERBRNVLEYTLE,
| was one of the qualified sales managers.

Unit 02-03

MU ORI (TAEEOE, F. B, B. ZHrHYET,
Our products come in 4 different colors: red, white, black and brown.

Bt DRGSR www.abemarket.comZTHEBEULRO UL IHET,
Our products are now available at www.abcmarket.com.

BHOHRIRSREDEMNEONTVES,
Our products are made from the highest quality material.

BHAOBEEICE. ZHOEEK, it BANEERTOET,
Our clients include many different organizations, companies and individuals.



B OEREMICIT. ZRBGREARRBNEFNLTVET,
Our product range includes dry products and frozen food.

B O RFORERE CEHEZEL,
You can rely on our years of experience.

BIRTULARF—ILD/IATEEELTNET,
We produce stainless steel pipes.

B OLRRIC12HADRIEHSHVOTVET,
All of our products come with a 12-month warranty.

B SERERS/NFERMTT,
We are a global food service retailer.

BHOBRITHFIHABEDOICERINTVET,
Our products are specifically designed for cancer patients.

ENDHEGELAT, B OERIF10/ 8 —E U METRIILF—TT,
Compared to other products, our products use 10% less energy.

I TURAARRAT I r—ar ORFEEMICLTOET,
We specialize in Android application development.

Unit 04

ChITHEEERTY,
This is for statistical purposes only.

CNIF201583A30B T DEFTMoDA—ILADIRIETT,
This is in response to your email dated March 30, 2015.

BRAR[TEBILTLLIM?
I hope this email finds you doing well.

EEBROBADOELESEALEWEELET,
| would like to express my interest in the position of Sales Manager.

IN—bF =y THERED RTRERI S DUV TR =LK AL EZEL EIFTEYET
I am writing to discuss a potential partnership with you.

2BMRNCEBEY LIEA—IL DT O—TvTELELIELTLVELS,
| just wanted to follow up on my email from two weeks ago.

CEZITHRL, FAEIDERFAHRNEDIE—ERFLELT,
In accordance with your request, | have enclosed a copy of our signed contract.



BHERRLTIDEA—ILEZEL LT TBYET,
I am writing to you on behalf of my company.

3A2HNETORIEINEA—LIZEAL T, LOMEBATENVET,
With regard to your previous email of March 2, we have a few questions.

Unit 05

BIFZOTOCIIMBELTREICSET LA TEHERNET,
We can reach an agreement on the project.

FATEEINROBHEIC. Lee RERUHERLES
I highly recommend Mr. Lee for the position of Sales Manager.

FADKIMSAITEEELELLSIM ?
Would you like me to call Mr. Kim?

(EADBIREEEL TIEHEI-OUHREFIEOAEBIENHYFET,
Another option would be to hire someone to help you get things done.

REOTEXDGEIFESIENLET,
We can offer quantity discounts.

HIZT=ADFADTERARIE, FEDTE /A REBFZRITRYGESNENSZETT,
My advice to you is to take his advice seriously.

B IR D A A— Ry MERE IRV LET,
We can provide you with high-speed Internet connections.

FIZE OO HOFIREEICEERANSETTOSERDONET,
It appears to me that the main source of our profit comes from advertising.

BEFRAICKY SO —ERZRBT =D DEHEMLEENDO—BEL T AAELDY—ERITDVNTOEBERADHEZE
Yr=L\EeFLET,
As part of our continuing efforts to provide better serve our customers, we would like to know
what our customers think of our services.

Unit 06-07

MHIREBOEERER LSELHEERELTVET,
We are looking for ways to increase employee productivity.

FIPEZALNCEEHE-ITRIETEES
| can assure you that | am a fast learner.

BTOREEERICERENMLES,
Your application will be taken into serious consideration.
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BTOTOERICR#EEZTEL,
| was impressed with your professionalism.

RIEETOHREZITIBELTEYET,
Your report was brought to my attention.

EHIE, EDLSIBEE BRITOVTHLEBMLEEEZAVETS,
We assume financial responsibility for any damage or loss.

COIEERBEICEVNT, EBTBNLEXESEYLET,
With this in mind, we will send you the appropriate form.

FAEBIFI03-AET ILOBEAICBLEF>TEYET,
We are interested in purchasing Model 303-A.

BATOE DR XI(CIFfAIDOMELHYER A
There would certainly be no trouble in doing business in Japan.

IELFTETORBELT HERET N THRLIOIC. RBELGEALGHBETLRYET,
We will take whatever steps necessary to get all the information you need.

AELITETOHFE LES-DITEELTRLET,
We will do our best to exceed your expectations.

Unit 08

FEDIFEBERR—Y AR EERELET,
We will be hosting an international sports event.

FEBIE. TDODAT O IMDTE T ICAMN > TRGEL ZENTEET,
We can quickly move toward the completion of the ODA projects.

AIELDBEDUVEYD, BT HHELET,
You will be taken care of by a member of our staff.

FCITHYBLESEL-LET
We will immediately call you back.

FA=BIE ERNELL T, 75/ D FEEEFELEL
We have rescheduled our flight without penalty.

EEIZRITLEER., A5 REIDREETRUEL -,
After careful consideration, we have chosen another candidate.

WofzAft b ofzn, FAEESEELEE A
Once it is finalized, | will no longer be involved in it.



5 IRHABITSNSFETT
The commerce regulations are set to be implemented.

WfB(E. TOTATSLOETICAITTEATHET,
We are moving forward to implement this program.

AfbE BRESOTLEAY—2vILERT S EERELELT -,
We have decided to place a TV commercial for our product.

ZOFEIFERIRET T HEEAHYES
The plan is worth taking seriously.

FA-BISTEIRVEELLE, COFFTENMEEERITDHETT .
The most important thing we can do is to keep up the good work.

Unit 09

REBHTESTESVET,
Congratulations on your award.

— I T, ETEELGBI TN TEELT,
| really enjoyed working with you.

FAEBIE, Ht-0 BARGFRIEFDN-LET,
We are pleased to welcome you to Japan.

BET-OBEES N hHEORRICEBRLUEL =,
Your time and efforts contributed to our company’s growth.

BHRATARTEMYESIENTETELTL .
It's been a pleasure knowing you all.

CRAKIZENET &5, LALBRELNLET,
Thank you in advance for any help you can offer.

BHHNSEORI2014)[SRIEN-LE BUEE>THAOELVLET,
We are pleased to inform you that your company has just won the “Company of the Year 2014
Award.

Unit 10

BHORBEEREEL-HLTOELEA,
Your products do not correspond to international standards.

HEIOT7AINET O O—RT 5DICEENECTLET,
I am having problems downloading your file.



IODERED . bMOM A ZOUDT=ODFEEFO>TIVENENIZETY,
My concern is that we do not have the budget for this.

RIEQEEE (L, THORDGELLYET,
Return shipping costs will be at your expense.

ZHEFBIET HONENERZEEBVERA,
| don’t think it is a good idea to revise the contract.

HET-DW|EBITRYLHYEL .
We found an error in your report.

BEHORMGE, BHOMBEEEH L TEYEE A,
Your products do not meet our quality requirements.

BHOY—ERDGIZ, BEEBLELT .
I was surprised and disappointed by the quality of your service.

ZOZHOERICEZICHDETAIE, LEDOERELINELNEE A,
Failure to fully comply with the requirements of this contract may result in criminal penalties.

Unit 11

SIiHERRWZERHOLET A BBEFLET,
We appreciate your concern, but it seems like you went too far.

FNHBZSRBO O IEERRTT A, EODOAITEENIZINLNEFLFET,
Although | am flattered that you would ask for a recommendation from me, | think it would be
better if you asked someone else.

Ho-bFELT, FHHEZERICIETLFESILEDISEHUBLLEIFET,
Once again, my sincerest apologies for wasting your time.

SEIE, ELFTETOIELITRSIENTEEE A,
We are unable to accept your proposal at this time.

EA—ILADBRIENEBNELIZIEE DOSEHLULLET,
We sincerely apologize for the delay in responding to your email.

ERIMND, ABFETERELKTIIRYER A,
Unfortunately, we have to let you go.

KIS, ETEDERZMAVFESLITR T LIS EEBRLELVLET,
We regret to inform you that your employment is terminated effective immediately.

BEAEHETTH OIS D LT DA RLET
It is against our policy to sell or trade personal data.
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TRRIEWD BMIDT—RERKIENTEFE AL
I am afraid that | am not able to open the attachment.

Unit 12-13

BEZRLEIZEDDDHLT, E-bIERRBEETRETEELATL,
In spite of our best efforts, we couldn’t make it to the final.

SIS SEDARUNTORIZEDR T a—ILHYET,
Here is our schedule for the upcoming event.

IDIZACDRTCa—VESHSELET,
I will inform you of my flight schedule.

FADIRMZEBRREIZ AL LT BT EEHBHLILE,
Please allow me to clarify my situation.

Newark| HEZEFEVFELT,
We express-mailed a letter to Newark.

FAADEN TS DL, COTAREELTLDNSTT,
The reason for my fatigue is that | work the night shift nowadays.

FENOKBEDET, €I F—EZLOREELNHYELT =,
Due to unexpected weather conditions, there were a lot of no-shows at the seminar.

BETOBEEEZITRYEL -,
| have received your résumé.

FBICIE, FISESULMBROSRAHYE R A
We will have no choice but to move on.

BEAD MDD AvE—SHHYET,
| have a message from an anonymous person.

FADBEIZDOLT, oA DRMENH--L5TT,
There may have been some misunderstanding about my job responsibility.

Unit 13

AT LRARZMDTTAIVE RSN LELT=,
Please find attached a file of the system development contract.

B ORGAHIIROESYTT,
Our return policy is as follows:



FADRIEIO BERIFERL T2,
Please ignore my previous question.

BIEIDEA—ILT, FADAAUMEESIBDODNED NI IDETN TLENEL .
In my last email, | forgot to ask you what you think of my comments.

RIZEricalTEA—/LEEAHEE BCCLTLZEWET M ?
Could you please CC me on your email to Erica next time?

AINEIEAHYELI=L, SHREBHSELIZEL,
Keep me posted on any changes.

ZMEA—)L%E, =60 LT Cathy Clidel 285k V\=LET,
We will forward this email to our boss, Cathy Clide.

HET-DERESHDBEDT=HIZ, INERBEL TS,
Please keep this for your records and for future reference.

REBEOBFROMEERFLEL,
Enclosed is a map showing the meeting venue.

BRDOERNHNBEIIZ, bbb OEEFXES=KYRZITY,
As can be seen from the table on the right, our problems are worse than we thought.

Unit 14

AU A—2 YN ERIN TVD I EE THERRZEL,
Please verify that you have a connection to the Internet.

FYBKMICHRLET L A BIXEREEIBRILELLELT .,
To be more specific, we reduced heating costs by $30,000.

REENSBONDEHFTELLOBELHALV-LET,
Let me give you a brief rundown on what we can expect from our partner.

EXICIEEREHNEEIN S LITTEEZEL,
Please note that a shipping charge will be applied to your order.

FEREZEVNEY TARTOIAFHOAONDERBEEN>DIDTY
Unless otherwise indicated, all quotations are taken from our annual reports.

BREET. OBROT—7 T TBROBELSOMNET,
The reports offer a snapshot of our company’s marketing strategy.

HOFFAELIZIE. COXEEHITHABLANTIZEL,
This document may not be disclosed to any person without my permission.



N)F—U DR, bhbh (3B FELEISTYELE,
As a result of the hurricane, we have suffered an economic loss.

FADHBMEY, FoEZDEFHEICKMLTOER A
As far as | know, they have no objection to the plan.

REDAT D 1—)UIZDNT, TORESSELIZEL,
Please refer to the table below for our meeting schedule.

ERDEHERERDOENTEET,
You can stay updated with the latest information in your industry.

EREICEL T, HREO2ARMETE TFHERIHTHES,
As far as domestic flights are concerned, we offer reservations up to 24 hours before
departure.

Unit 15-16

I ETORRICH->TERERRFOLET,
We will ship the goods as per your instructions.

BEE., BMEY—E RO DI ELELT,
The delay was caused by the disruption of postal services.

A LIETRL EIFELREBY B ORI ROLIBMZEMONTEYET,
As | mentioned before, our products are recognized as the most efficient.

HEEALITHICE, ROBFHFRHERICHERIBE T N TRAL TS,
Please complete the following complaint form to have the complaint filed.

BIEIEBEY LI A—LDT+O—T v TELTVET,
| am following up on my previous email.

BHHIBEDRBAFFEOZEEBLEL
The contract was awarded to your company by Korean central government authorities.

RO ABHICRBAFESN TS EETHERIZELY,
This is a friendly/gentle reminder that we have scheduled our meeting for next Monday.

A RIFIAKETEEELLA, EBILTLVEE A,
The goods were delivered in good condition but they are not working.

CTERHDEBY, COTLELT—2av [Eh A OB OV THRETHIDTY .
As you are aware, this presentation will be reporting on our new plan.
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FEELY. BEROFMITEEBICEFELEY.
As scheduled, your shipment will arrive on Friday.

ETFERZNIGERLTOET,
You are in breach of the contract of employment.

AU DB BHED . KBRHLET
Trade restrictions with Iran will go into effect next week.

Unit 16

CORTD1—)VIEERSNBIEENHYET,
This schedule is subject to change.

TROTPAINHASDORAEMED RIELYETIRRO L ET M ?
Could you please quote your best price for the following digital camera?

MELDERICEYFET L BEHOBTILVEHREBETEYVET,
Our records show that your payment is overdue.

EFEREANDOILNE. BBANSI0B LRAIZITVEY,
Payment of the invoice will be made within 10 days after purchase.

ROZAEHET R TOHBEISERINET
The following terms and conditions apply to all visitors.

ZThIE, HEIDNECITHEFEVIICE>TEEYET,
It depends on where you live.

HE R T LICEENHYFES,
There is a change in the control system.

OO ORBEEY—ERASIHLT, TCISIFEEEHYFER A
There will be no immediate effects on our customer service policy.

INJIFEUIVSEIC, O AEESEHERELTRVEL TS,
Please make checks payable to UIU and include your account number.

BETORRAEZMITHTLET,
Your contract of employment will be terminated.

TROZHFEHT, 105RILOERREREL TS,
Please open a Letter of Credit for the amount of $100,000 in accordance with the following
terms and conditions.

YR EEA], BERELFLITERVLTVET,
It is our usual practice to have a one-on-one meeting with our clients.
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Unit 17

BIEIBRLOL TR, CEDAVN-LTBYET,
It's been a long time since we last met.

SEXHLIRNISEREEZELLITEY,
I will contact you within five business days.

IR TESTEMA HAHET, B BILHEBRNERSNES,
Effective immediately and until further notice, export goods are exempted from sales tax.

ETOBADEXINE, FBEREDBANSI0BENERTT,
Your monthly payment is due within 30 days after the invoice date.

B ELLA1HEBBEETICRRFEIZESIIBMOLLETS,
Please RSVP no later than Friday, January 1.

2015549 A308HFT. ZDOHRDMEHORILMSI0RILICER LRSI LEHFSE L LET,
We would like to inform you that its price is changing from $9 to $10 as of Sept. 30, 2015.

Unit 18

FYRLEBLESIORBIZEDESLENAHYET M ?
What differences are there between a trade discount and a cash discount?

EHZERBRETENMRIEESAVKIRIZONT, ESBNET M ?
What do you think of situations when you have to work under pressure?

DaAvIFBIREILI- M EINEA TLIZEWVET M ?
Could you tell me if John left the office already?

FADZHL DB DLV THERRL =W ETFLET
| would like to confirm the details of my payment.

—HBESNIZSE. HEEEILFTM?
What would you do if you were laid off?

BECEBENZITELELFENTY,
Your prompt reply would be appreciated.

CHRNSTVELEL, BRISELZEL,
Please let me know if you have any questions.
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Unit 19-20

ELXALTNIE, CBIAESEBELLLET,
If it isn’t too much of an inconvenience, | need your assistance.

BEBIEICOVTISITHELEI O DORFELHTET M ?
Could we arrange a meeting to further discuss our concerns?

BATETERELD I —ITBHVLET,
We cordially invite you to our seminar.

AOO—2DFZINTBI AN &0 ERFLET,
| hope you can help me with my mortgage payment.

TITRENF=RFHELT BHATEN,
Please make sure that you read the terms and conditions set out below.

TEFRILVZE T RIEL FADFERD A—LEREYET
With your permission, | will send a confirmation email.

KEDEHFDIEREBREOLI-WEFLET,
I would like to request an extension of my U.S. visa.

U LR ERSR D AT S DV TEEL ALV =L EFELET .
I would like to discuss a possible opening of a Seoul office.

ZOEMIZELISHIGL TS,
This notice requires your immediate attention.

MELHBOIRIILF—BEICTZ S NENENSTEE TSN,
Please understand that we cannot afford high energy prices.

FEEIAZORAZEEI TS,
Please bring with you to the interview your original academic certificates.

Unit 20-21

BERIEEERICLI=KB L ANITIE, St OB —EXNBZIANMELNEE A,
For those who don’t want to waste time, our time saving services might be the answer.

AINEFEONASBETLI=E, CTIEEGFAZTERIZEL,
Please feel free to contact me for any assistance you may need.
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CDIFAPR T Da—)LTTEHEN LM EI M, TRIETFEELY,
Please respond if this flight schedule is good for you.

EATEXERRBERITHEN-LEY,
| would be pleased to attend a networking dinner.

CORBOELGEMIE. TSFEHREREFTHLETY,
The main purpose of this meeting is to share market information.

CHEENIENVELRS, TOEFEESFTITERZIL,
Should you have any questions, please contact us at the phone number below.

BEESBIZHDBIEIELAEETLEIN ?
| was wondering if it would be possible for me to meet you in person.

FYELLMERRIZ DUV TIE, 222-3333DKiMETITEIELIZELN,
For further information, please contact Mr. Kim at 222-3333.

WODBFHTACIOMIBYBL ZEATEEZITI M ?
When would you be able to start working on the new project?

B A BREIROHREN ESEREEL LTET,
| will contact you if you qualify for a tax credit.

LLIAD BTN B D TLIS. ShILFELET,
If | can be of assistance, it would be my pleasure.

Unit 22-23

BREDEEIL, 333-4444F TTEIIZELN,
You can reach us at 333-4444 in the case of an emergency.

FATF BB ETICTIIBIHICRYES .
I will return to work by 2 p.m.

EREDEBDAEERIEICTEMOELEEL,
Please indicate your approval of the amendment in a reply email.

FEESIR—r T4 T BB TG ET,
I will no longer be with the marketing department.

5A108 ABBETIZ, $ATOEMICCEELZELY,
Please respond to all questions by Monday, May 10.

8A1EALSHET. KIRDF=OFELLEYFET
I will be away on vacation from August 1 to 5.
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IDOGEEHEOZITRYEEHMLEZENET LOSBRMULL-LET,
Please kindly acknowledge receipt of my application.

T F—~DOHREKEAFETICEHMSE AL,
Please RSVP about your attendance at the seminar by Wednesday.

MDOATES, BEORAMET AT, ROA—/ILFRFLADIonathan WattF TIERELESY,
In my absence, please refer all urgent matters to Jonathan Watt at the following email address.

IESE48(3, 200-3000F TIFVARATHEYLZEL,
Please fax us your application at 200-3000.

Unit 23-24

BTO5IEMEDTHNESEREBTYLLET,
We wish you continued success and prosperity.

HHNDOFLNVF— LAV N—ZEALLBIEALTZSY,
Please give my regards to our new team members.

ELLIZLBoLpo T, 5IEHE M EERERY G0 TS,
Please keep in touch with our company wherever you are.

BIERERBHICTHREWE T LERE>TEYET .
| hope we continue to satisfy customers.

BRT-ZIEDF—LOFRERLLTDA S EEELAILTEYET .
I look forward to having you as a new employee on our team.

EHED BRZRDLT= . CHEDINEEIZEA—)LELZEL,
Email me at your convenience to arrange an interview.

MEEECTOSEEEMYET,
Good luck with your job interview.

RYHFEN TS IO OMDTRIESTYLLET,
Best wishes on the project you’re working on.

ZOTUT—MNIBBEZIDIZ ., AEFTRELEIVNFET LSBFEMNNVLET,
Please complete this questionnaire and return it to us at your earliest convenience.

FEBE, BfiIS OV TOERFETZHEHFELTEYVES .
We are still waiting to hear back from you regarding the unit price.
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