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19. g2 HXM7}F gAeAl RS Budes dfolt U F 24. TS Higho| E0jd A3 dolE 1EAQ.
6aHEs] Faol BA) e AL
I'm sorry to keep you
A g, 129 3 HA F EQY@Y) 2 6~T4]
Abolell KY CC Mountain A2 d)oksle2 a2} @ waited @ wait @ waiting @ to wait
agar o F 59 A 3o 7Y FAgo] et - L
slgolet 7 o 4 TFsd Belag elerkA 25. T () Sofe Wef= Haeh &2 227
I3 12A] 302 HAAAL AR A 2AIRE ookt A : This is a five-page ( @ ) for annual staff meeting.
H AF" TETAA A4 22F A7 A4 FA 85U Could you please make ten copies?
AR © Alse vkE g SAR S = AEUE A B : Yes. Anything else?
H AAleHd dol gleAlzta? A @ Could you please type this ( @ ) by noon?
B Yes, I will.
2| J .
@ who : 7%} T}\V A : Please make no ( @ ). When you complete it,
@ what : A8 please ( @ ) it to all department managers.
@) when : 129 2%1 A 6~7TA
@ how : ) 2A} @ printer @ minutes ® typos @ email
20. HAFIE AHE A fod doz §A e ALY 26. oFF A AFLE 7P AEE A2
O =5 ARSSE o] W2 wE A S48 1) Fofof Dear Steve,
&,
Q@ Flee A HAF4Y ®vAsty s o e we= [ just received the final sales numbers for the last fiscal
HIEA] glojof i), year. Your sales increased more than 21%! This is
@ iE AEo] AL oFAFAN EF HE A9 FuES outstanding and [ believe you are pleased with the results.
241 7o) Safe} 2,
@ Fl= AA A WE Az AT IR Holsli AH My sincere thanks to your sales team for a great year.
allof st}
Best wishes,
@ Invitation @ Congratulations
<Xﬂ 231]"E|‘> A]'J'?‘ o(:;' 01 @ Condolence @ Inquiry
91. T of Sojzt HolZ 714 AR ALY 27. U 2719 Business Letter 74849 24 F 7FF 24}
27 g2 AL?
D . .
ear Mr. Lee, @ Best Regarding
We are interested in your printer (model # MCS3082). @ Dear Dr. Grondahl,
Could you please a price? If a volume @ Enclosure
discount is available, please indicate that. @ October 8, 2017
Dauote  Dtell  Otake @ get 28. THS % Business Letterd] T4 Q40 8 Aoz Sl 59
99, ThS ololo] Yist Aoz HlER] e 329 @ Subject= =S Hait}
@ IT - Information Technology @ Inside Address= 570l 23] #rIQl9] 4ot
@ BTW - Buy the way @ Salutation®] o= Hil7} 7Pg dubA¢l sz ol
@ CFO - Chief Financial Officer @ Letterhead= A1 AxolT}
@ HQ - Headquarters _ .
29. ¥l 7t @9 017 o3 AYsHA| & A?
[¢] E]_]_ ILE O =97ty O]-TJ]-E B _% 1E2AQ. - -
23. T NIl TR SoPpld| ERE FARE 12N Secretary : Mr. Smith's office, good afternoon?
1. The task of the ___ is to project the Caller  : Good afternoon. May I talk with Mr. Smith?
right image of a company. Secretary : May [ have your name, please?
2. The ___is fully taken up with promoting Caller  : This is Sen Kenji from Sumimoto speaking.
the new product. Secretary : Could you @ a few seconds?
@ IT department Caller . Sure. . ) ' '
) Secretary : [To Mr. Kim] Mr. Kenji of Sumimoto is on
@ Finance department Line 3. sir
@ Human Resources department —
@ Public Relations department @ wait @ hold on @ hang on @ hang out
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30. When is Ms. Parker's return trip reserved after the 33. o Hiskl U= vHAE FAY X0 g Ao uiE

dialogue below?

A ¢ Hi, I'm calling from New York.
[ want to know if I can change my return date.

B : Do you have your reservation number?
And your name is...

A Ann Parker. The reservation number is 893420320.

- How would you like your reservation changed?

A I'd like to change it from Saturday, the 17th to
Monday, the 19th.

B Let me check the seats available on that day.

A :In case that there are no seats available, please try
for the next day, the 20th.

B We can book you on Monday, 19th.
Would you like it changed to Monday?

At Of course. Thank you.

™

D Monday, 19th
@ Tuesday, 20th

@ Saturday, 17th
@ Sunday, 18th

31, T memod] i3t AHoE 714 AASRA] L AL AEAQ,

MEMO
To: Department Heads
From:  JSK

Date: May 13, 2017(Thurs)
Subject:  Accounting Class

1. From June 21, Accounting class will be held in the
library. There will be two sessions: intermediate level
(11a.m.) and advanced level (2p.m.).

Please encourage your staff to attend one of the sessions.

2. Please send me the names of all interested staff by
June 12. They will be given a test so that we can
decide which of the classes is best for them.

@ o] EA9] F=A0E 2 B)A} 9] FAgEolth
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32. o o S0 BHoE AP AX?

. Mr. Taylor's office. Miss Lee speaking.

. This is Harry Smith. Is Mike in?

: Yes, he is, but he is .

- Is it going to be long, do you think?

. I don't think so. Would you like to hold the line or
shall I have him call you back?

B : I'll hold on.

> o> W

D on another line @ on a business trip

®) out of the office @ just hung up

A7

A © Excuse me, how can [ get to the Marketing Department?

B : Go straight along this corridor, and then turn right at
the first corner. You'll find the elevator. Take the
elevator and go up to the 21st floor. Marketing
Department is opposite to the conference room.

A : Thank you.

B i My pleasure.

@ MY FAE 7 B g 9le d
B}l 21202 7lo} dv}
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34. T AsdsiolA Wgke] SoPllol AR e 2L

A Good morning. Jane Young speaking.

B : Good morning, Ms. Young. This is Jay Kim from
AAA Company. I'd like to see you to discuss the
Panda project. |

A How about this Friday 3 o'clock in my office?

B : Good. That's fine with me. I'll see you then, Ms. Young.

Ae]HlolH =

ol =

(D When can you let me know by?

@ When would suit you?

@ When would be convenient for you?
@ What time would be good for you?

35, U HIFY] @, 0 L% S92 7P AEE 282

C : May I speak to Ms. Hong of Planning department?
S : I'm sorry, she's not in. May I ask who's calling, please?
C : This i1s Lupini.
S ¢ I'm sorry. How do you spell your name?
C : Lupini, L-U-P ...
S:T @ Tommy?
C:No.P__®  Peter. P-I-N-L
S : L-U-P-I-N-1? Is that right?
C : Right.
@ as in @ as of @ is to @ of the
36. T 17] 3 W0 Bojd 1§02 7Y AEs e 27

A : Hello. This is Janet Morris from ABC Holdings.
Could I speak to Mr. Moris Parker?

: I am returning Mr. Parker’s call.
: Could you hold for a second?
: Yes, thank you.

> o> W

D May I ask what you're calling for?
@ May I ask who's calling, please?
@ What is it about, please?

@ May I ask the reason of your call?
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37. U diste] 2& 3 Wl 7ol 7 do] F AR ¥ AL

S : Good morning, Barclays, Miss Lee speaking.

C : I'd like to talk to Mr. Hong of Export Department,

please?

S : I'm sorry, he’s not in. May [ ask who's calling, please?
C : This is Pauline Wong.
S : I'm sorry. How do you spell your ?
C : Wong. W-O-N-G.

@ surname @ family name

®) last name @ given name

38. o digE ¢l

A% 22X

A What's my schedule today?

B : You have a schedule today.
It's going to be a busy day.

: What should I do first?

. Please this report first.

- How about the staff meeting?

. That can

oo ie-Sve e =S

@ free - leave - run
@ full -
@ flexible - manage — be done

@ slow — complete — be available

39. okl thsjelAl Flel= A AFer|= A= A=

A John, where are you now? It's 2:30.
The meeting starts in 10 minutes as scheduled.
B : I'm in my car. There is a traffic accident on my way.
I'm sorry I'll be a little late.
1I be there as soon as [ can.
A It can happen to anyone.
We'll start the meeting without you.

handle - wait

@ 241 20 2 24] 30
@ 2A] 35 @ 2A] 40%
40. o] oigt W&} dAseE A2
Visitor ~ : Hello. I'm Bill Anderson from Johnson's.

Is Mr. Chang available?

Secretary : He is on a business trip to Tokyo and won't
be back until next Monday.
Visitor ~ : Would you tell him that we need to discuss the

upcoming annual conference in July?
Could you arrange an appointment with him
next Tuesday at 2:00 p.m.? Please confirm
the schedule as early as possible.

Secretary : Certainly. I will surely get back to you.
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