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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
(EER W= HEEEH £ A A How was your flight?
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 E& 5 9 HAY 2REHEZA JIE HIEAs A2?
@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,
@ e B AWO| CtA 20| SO AFSEX RS Moy L sl oo
F0IE 2= AISOIUCH B: S—
© IS0 LuE BTN AN BRuS NEEeE o | | A7 Canlask whos calling 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, iAol JICt2lN € &=, HIADL Helor & sz ® Could you put me through to Mr. Smith, please?
OtE MAEBHA 22 #s2?
@ DIE=0 AANAH G2 LHEHe T&2 252 2o 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 BRI S8 Aotd XIHE HE St B : Hi, I'd like to
@ LH20l HIM&OIA U0l 52 Z2, 30t 2508 & #. - Where ane. g 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 Fim 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 hum at 10 am : L.le_._rarl . ) ___Dﬁ L \ mg 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?
@ Should | come back later? @ have ® take
® say O lcave

@ No, not at all.
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26. O3 OHate =4

gizhol ot #EE 227

. OS gl 2holl J1E HEE 232?

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?

HF@st A=27

27. Ot At WHELz IHE

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.
O CHAl &3 Se|AsLICh @ &3 J|Ckel A sLICH
@ 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 letterd
ME JICellle 28 2 M=
oz Jt& HES do=?

=222 WEE DN §I
HEE 'L.IEP giz2iol =

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 cancel the Citrus project. MMr,
Muphy says that it's very wgent to speak to you

can

32. Oteie €S2 A0l BIEA

@ | didn't recognize his voice.

@ | understand why he is calling.

® Can you forward the message?

@ Would you like for me to transfer his call?

gt A2?

HEHLX 2

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

2Lt sSX
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O+ Fax LHEE 211 20| EotA=2. May 15, 2013
FAX Mr, Jim Henderson
Diners Flus Marketing Manager
57 Stevenson Road Henderson & Son Co., Lid.
San Francisco. CA 97604 2334 Craig Street
Phone,(415)666—-0792 / Fax.(415)660-0716 Franlkz WI 57661
To : Mr., Peter Ranger Fax : e —
New Tech Publications 215-652-8181 D
From : John Blake Telephone : Thank vwou very much for yowr letter of May 10
215-652-8800 requesting an appointment on May 26 at 3 pm I am
cc : Date : willing to see you at your office fo talk about our new
August 11, 2012 products,
Subject : No. of pages : . _
Re : Vouwr request This only Collii e B
Mages : Jonathan Kimberly
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

u
[
o

r

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

[~ EORONC)
P+ =
>
ro
o

manager is Mr, 5. Rushford, HIE & 0l Z4&AdH 2% 20 &5 NE =+
John Blake A S AL
g ZRHIsSE & ERE 2227
33. 919| FaxE w1 238 H0l YS O ofCIZ eiztsior ot | o O Nes s
=17
1 215-652-8181 @ 415-665-0792 )
@ 215-652-8800 @ 415-665-0716 i Ryl
Sunshine Interior Design,
34. OIS 2J| = 99 Fax81 JHE YRS A27(33H 2 Deyton, CEHG7ES
SN2 2H) @ #1739 Watson Dr,
@ Mr. John Blake= Diners Plus KIAF ZAS 2D A0f8 USA
Ct.
@ Mr. Peter Ranger= Diners PlusOlA 23tD QULH Mr, Ronald Wong
) . & Sales & Marketing Dept,
Diners pluse= Colorado0l €I XIoH RUCEH.
o o E P il oo B ;lu ® AR MAIL The New Palace Hotel
o = = T =2 : 68 Ho Ping Fast Rd,
35. O3l HIZHOI SOIZ JHE mEE 2mE? © Iaiped, Taiwan
A Can 1 see Mr, Lee now? 9@ ®®
B ! He is ocecupied right now, ®© @ @
A . I have an important offer, so I would like to ~
=ee him today or tomorrow, If he is very busy 38. Ct& U8t & Mr. Johnson0l 2= Ms. ThomsonE 2tLIX|
o . i 7. gk = o [elJu] =T K=1]
today, shall I come back tomorrow? Zol= 0IRE dRe e
B : I'll ask him,

@ 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?

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.
g : 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,

@ 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?

40. Ot S0A g0 EXOF S
@ phone directory

A2?
@ extension number

@ long—distance call @ colect call

41. U8 & 222 470 &
@ SAHMA XIALZOIH 2 §x2
@ D240l TAENA B =2 A
@ HLAMOAM XALZUHH 2H &
O TIAZHO MEIIE HAM

42. XHIAl= MZ OlAret 239 AIREd

43.

44.

0 ACH XHIME S S It HEol
® VOT E&Z2 0legst)] 2ol RUEE U=
otXl &=

@ JINE =2 My U Los SO BIHEES 2| 9
o NS MK el

O U STA, SlA, TAIM S2 AS9 A4S EYT
SO0l BHXIBHCE.

@ 20| 520| HM0| TT= DotsD FHS OIS
FCO2 FIHB = ABICH

OS = HIMS 29 2 JILRNBLE A B 5 I

HEGHA =8t H2?

@ YUINE E28 ASU NI AZ0ILE AHRS M)
SOl B#R22 H2X XD, SHMSIIE 01860 T
s = vt

@ EHHINE HE HS Al SIAIN Z8 )12 SZ2ol ot
A2 Qo501 CHEC

@ TUINE £2 SAE PEOR MY B =ARS
D U=t

@ YHINE BU A0l 2228 01HYS SORX 2=
Ct.

OS & A2 AJD EE HAS SO IHE g2
297
OIHIME AI22 012S JIZEQR AJYWEH

AQBICE

dbldE HMSE JIE2E AQYSHC

etelA =
g StCt.

xR
®
O ZHINE JIMS =HE JIELR
®
@

AZ2X0 AME ML FIIE JIELZ A3

45, S40ILI HICI2 OIolHE EEHI Mg &= UM CXNE
2 HH3=D, O CIoIHE EEH AKX & 2= QA 2
LI =2cHUZ2 MMAIAH F= 2ZEO0 o= A
=7
0 24 @ C2d
® olE=Z @ A=

46. MXLT0 28t =202 L4240 UHXL JIE OHE 242
2201717
@ Forward @ BCC
® MIME @ Filtering

47. 22 H42 JIX AZEYONZ B2 A S It HES
A S H2?

O A4 - ZHA - BUAE
@ IMYAZQE — Z|eHA
® E2AH - U2 - TE2EHO0IX
D A A - Outlook — dBaselV
48. Ofc 20| cHZdl=E HAZE JIE HEst 2422

[
o
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25|
=2 ASELL (7h SMTP (L POP3 (CH IM&P (2 FTP
© CO-R @ CD-ROM @ (1) @ (1), (L)
® CD-RW @ DVD-ROM ® Oh, (L), () @ (N, (LD, (), @)
A g g, B N mABU LR 48 5018 280t | 55 02 = nesn e A FUs0r B Ao E NE
B 27 5K w2 Ae?
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® WWW(World Wide Web)
@ HTML(HyperText Markup Language) 57. 89 OddiZ= MF0UH 39 NMSAl =8 MAgt HS
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® URL(Uniform Resource Locator) 21X g2 AHe?
@® HTTP(HyperText Transfer Protocol)
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