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Boss : Good to see you again, Jack, Did you have a good
flight?

Jack : Yes, thank you,

Secretary: Excuse me, would you like something to dnnk?

Jack : I'm sorry I didn't catch that,

Secretary:

Jack : Yes, please, thanks,

22.

23.

@ Anything else?

@ How would you like your coffee?
® How do you like it?

@ Would you like some coffee?

OtchH CHatel 220t €01 dri2J XXX E2 R2?

@ Q: What does his company make?
A: It makes toothpaste and soap.

@ Q: Where's the head office of your company?
A: 1t is in New York.

® Q: How long have you worked there?
A: About 30 minutes by subway.

@ Q: How many employees does your company have?
A: It has 37,000 employees.

Otch CHEtSl BIZH0I S0 222 Jtd HE0HK &

U
ol
ro

Secretary ! Good moming. MMs, Eeller,

Ms, Keller: Good morning,

Secretary : I'm Mina FKim, secretary to Mr, Jackson, Mice to
meet vou,

Ms. Keller: IMice to meet vou, too,

Secretary : Mr, Jackson is waiting for vou in his room

Ms, Keller: Olay,

24.

(1) Please come again another time.
@ Let me show you the way in.

@ Follow me, please.

@ This way, please.

i
ro
N
i
fr
—
]

Otehe 88 N=gLIth SSAl
L

Ct.

LHEE [HetE il =M Eoti 2

A Good afternoon,  May I help vou, =r?

B: Tes, I have an appointment with Mr, Woods at 3 o'clocl
A Are vou M. Cliff of Young Industries?

B Ves, that's right,

A You are right on time, Would vou plesse have a seat?

25. T| tatel WEez Ity 2%= g2 2II0M 12

® you visited @ you want her return call

=

2.(24%H BEXE 2H)
@ Mr. Woodse 25 2101 Mr. Cliffel AIRAIS &2
=]

Al A
@ Mr. Woods= Mr. CliffS 2Ll ol AIRAIS B2
CF.

@ HIME= &ALSl BAl 2£E2 A 2K RIAUCH

@ Mr. Cliff2t Mr. Woods= A& O BHLIDIZ 255l 0f
ULCH

26. Ct& 2M0l OHE 4oz OX e AE EJI0AM 2

A2,

To: Albert Green<agreen@ajc.com>
cc: Jody Sawyer<jsawyer@ajc.com>
Subject: Conference

Artachment: Conference schedule pdf,

Albert,
I have attached the conference schedule as reguested. You will

see that vowr presentation is on Satwday morming, I vou have
any questions, please get in touch,

Cargline
® 0l 2M0le é?%OI UL
@ 0l M2 =4Xes & 290|CH

@ Albert Green2 2FO0| st al&lQ LIZO0ICH

@ ER2 0}& presentation® ZE A= Jody SawyerOlCh.

27. Gh82 SAAMACZ JHE HEBE HES 2N

Frome JSL

To: Department Heads

Diate: Aug, 20, 2013

Subject: In—house Accounfing Class

1, TFrom September 7, Monday, Accounting class will be
held in the library, there will be two sessions: intermediate
lewel (11 am.) and advanced level (2 pm.), TFlease encourage
vour staff to attend one of the sessions,

2., Please =zend me the names of all interested staff by
August 28, They will be given a test so that we can decide
which of the classes is best for them

28. CI8 ®XIQ inside addressJt SH Mol A

@ memorandum @ invitation
® itinerary @® minutes

fo

?

M Ms. Jane Smith
New York, NY10114
8437 West Drive
Manager, Sales Departmet
Modern Productions

@ Ms. Jane Smith
Manager, Sales Departmet
Modern Productions
8437 West Drive
New York, NY10114

® Modern Productions

Il tell Mr, Woods that { )
Uistel S8 & {2 diztil sZ Jt&E &8st ZE82 1
EAN2.
@ you called @ you are here
e

= JIE2M 8XE2HIE CBT : www.comcbt.com
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New YOI’k, NY101 14 Veronica Aaron
8437 West Drive F Consulting Company
Ms. Jane Smith 1234 West Crescent Dr,
Manager, Sales Departmet Toronto, CAMADA
@ Modern Productions . —
Manager, Sales Departmet Abin, Dr, Fighard Drinceten
Ms. Jane Smith o Mty & i
: . CONFIDENTIAL 234 Golden Rd.
8437 West Drive Manchester M11 4MS
New York, NY10114 UK )
29. }g o 92 =BAHE a_rg o] GIFE A = I Mo @ HUCHOIM f3ct0lUZ Jte = M<SEOIC
X @2 As 2I0A DEAL. @ Veronica®l HIAQHOl O BXIE Z&s 2 QUL
@ Customer Service — 124222 ® 0| BXl= Richard Princeton0l £30le2 ULt
@ General Affairs Dept. - E28 @ St. Mary's Clinic2 Torontodl UCH.
@ Headquarters — Xl Al
@ Personnel Dept. — QI AHS 34. O3 USE 24 A O HES D2 A2,
30. 2 2& S0A 28z Ht2Xl 28 A2? Boss : Bora, tell me my schedule for today.
@) Please send us your catalog. Secretary: You have a meeting with Jerry Clinton of PTG bank
at 11 am and a lunch appointment with Ms, Helen
@ How about have a lunch tomorrow? Kim of ANC at the Cloud Restaurant,
® | would like to know more about your company. Boss  :Is that all? _ ,
i i Secretary: Mr, Adams of First bank is supposed to be here at
@ | am interested in computers. i pm
31, OIS BAZ 0lR2lsle a2 IR A H29 (D Bossz 25 Ml AIES 2tLIDIZ2 ©I0f QUCH
@ Boss= Mr. Adams2l AFSAIO 4AIMFR JHOF SHCH.
= i S = | A
Doar Ve Tam: ® Bosse Jerry Clintondt @0l 3/21& Jt& 240[C.
Thank you for vour quick response. I will check on it and @ Bosse= Cloud AZ0AM EAAMAIE & 210/
get back to you asap,
© Elden Jonas 35. Of2) CHEIE 91D &S gYs L2 NFE 2427
& CC: Mr. David M, Houghton
© Enclosures
@ Sincerely, A May I have vour ticket, please?
& Elden Jones B: Here you are,
Executive Director A: KAL Flight 419 to Tolgo,
B Yes,
VPO-®~-@->0-0 A Do you have any luggage to check?
@d-@—->6—-b— 0 B: Yes, only this one,
vo-@-e-0-b D 5 +235| @ BI#I| B o etstol
®P0-0~-@~-0~-0 ® 22 AMBH @ Bl#I ga L2500
= S22 o1 7) XI_C"_ St (w3 N XA 0;8 Bd% _
32. Lg eI &, =0l Hie (8ol =20l & 36. U8 %49 LE & 220 4201 02 22 2IUA 2
JEAN2L.
ZA2.
@ A: May | please see your customs declaration form?
B: Sure, here it is.
. . . . - Mr, Donna Hays
: ? : :
@) g UVO\{\l/l Ignghwnl fyou1t;edstay|ng in this country? ik Tt Dechsiion: T,
: We e here for ays. 475 Droadwas
@ A: Have you flown with us before? Beverley Hills, CA 90210
B: No, I've never been there. @ c ® |
0. nc
@ A: Is your passport valid?
B: It's valid until January 2012. ® Corp. @ Ext
33. Ot8 SE0 &gl WEsez 0IRH 2 A2 EII0AM 2 Otcdie =8 N=dLLC. sSises 85 H)| &
SA2. LICt.
22 NABE JIE2H 8XA2XE CBT © www.comcbt.com
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CHE2) Tt [HEtS S 28 EitA 2. 41. 08 RBE £2 /st =2 = & HFGK %2 A
27
o ® ZTAIBE AT ASt @ BEL o
E Hello, could I speak to Mr, Brown, please” i i B
: (1) Who shall T sav is calling. pleass? @ HiEr==AISIAL ALRE St @ == 29
B- My name is Edward. Jean Edward
A Thank vou, Mr, Edward, Hold on a moment, please, 42. Us & HOADJ gt 212l BRI =27
B I'm afraid (b) Mr. Browm's line is engaged. Will you hold or M ER A B2 - 28X Y& =
would you like to leave a message? @ ERAE 2SR - 2E PE =
37. 219 (a)oll CH&l E0{2 HE o=z JtE HEGHK E2 NS @ 2 Y AR - B, I¥S
R i @ 2R A - PF, BES

@ Who are you, please?
@ Who's this, please? 43,
® May | have your name, please

A 2Ae EEN Ost &2 =2 ItE HelIdF M 2H2?
=M E=, Z2M, B2, 2N S0 225 = Al2H0l &
@ Who's calling, please? e

2z ZME D NN M Heldl AR%H=
38. A2 AU 22 & (b) Uhel S0z + Y= & g0l SZ =0

= SII0M DNEAL.(37H SSX2 ZH)
@ Mr. Brown's line is disconnected. 0l
@ Mr. Brown's line is crossed. A Ed AIZHOl SOEC

@ Mr. Brown's line is busy.

sl
®
@ ZFEH It
®
@

@ Mr. Brown's line is available.

39. StAI2. 21 DA

=3I K=8 ol So cH - - = == - -

TR R T J = A =EE (HYBYS 24EHHD D seEel 2
— = [=) = [ j— = = =~

T £ ASFRICHH WSS LES HZHET HHA2H

2ald MusE O=E B2 £ RUCE HITZ0N M2

Voicemnail: ,:aiee_p= You .have reached Kathy Bae, 1 ar_n not g OICE O/EH JHADHS ApNS SHEE. o M| g
available at the moment, Flease leave a3 messags, )

and T'll return your call as soon as I can. Thank = HAs =547 fE=2 sMEE HS5s 2

you, Beep~ PtE EREATE 2HeE &7 RE HEHM JIER E

Mr, Shin : Hello, Ms, Bae, My name 15 Mike Shin from ABC
Company. and my number is Oh two double two
four five three double seven. I would like to

HES xihl ‘) & S8/ ME'EEN JI=S
#lt= E0ICL D= AtWSE ZHHEH #al S

discuss an upcoming project, Please call me back ol B HE] - =AM A
at my office sometime tomorrow, Thank you, A=0AZE SR IS SAME S =< A

af
—_

H1
Jwﬁmlu}mlﬂ

g 280 MEREIOE WUs22 2@Ei Exkl=

@ Mike Shin is calling to Kathy.

_ _ 02k AEE gd QU0 Eal SCIT=HAE0ILE
® His phone num.ber is 02—224—5377. 912 FAME == ZDS = oM ZHIET K
@ Ms. Bae can pick up.the phone r|ght n.ow. = E7 HEQT MSH M= AMESH o=
@ He asks her to call him back at his office. AHHY OICH=S Z0|CH E5F ISE2= AAQEQ FF
40. Ct2 CHat2l &8 &F Bl 20l JtE HEsh A2 2J/0lA H SHH ‘Shdio] 291 NS 4§ grAghD ShtpM =
Sz ZHD| EH HUS QF ASHETIEIIES EE
ACHD =ADE Ol 2old =0 I =& HEE =0
A: What's my schedule today? 2SS0 Atdsh OS5 =EtESE 25 2A0ick= b
B: Vou have full schedule today, It's going to be a busy day, 0| SHCE
A
B: FPlease handle this _reporr _ﬁr!—‘.t, @ HYHE HEote @52 AMussE B2 £ Alse
A: How about rhe staff meefing? HIZHO| MIDIE D QUCH.
B: That can wait, _
@ &) =2 deol= gors S@XIeH JI=9 EJ|A
@ Anything else? M S ELEo Mu=s0 2JEE =50 SiCH
@ When is the stockholder's meeting scheduled? @ +=sSEMESHIIES = 2360HH Ol HYHH
I BFAHTE B¢ 2 M2 = |
@ I've got to check my schedule. A0 Hdit 22 88 US =014 JUC
P @ SJ| € Y 2 80| Jisst got2 J&E9 us:!
@ What should | do first? I E O ORI BT
45. TIS2 28 SAH2 Meletegol cHst 8O0ICH HtEAH &
| 32 : AREB 22 | del g 2E D2AL.

b
oy
e
J¥
Ol

JIE&2H 8X2HE CBT : www.comcbt.com
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46.

47.

48.

49.

50.

51.

THIANS ME, 8 Hoe ASS S45ts ANE N
() EHEME SMGHH HES S50 MES B},
T} UHIHE MEOI U= MM ZUEE S2ASK LU
(Lh EdHZ RHEE LHE SMYH EE RHE Ch.
S| I8 CH &t & Xt b= 2HIA kel ol S 2ol
. N 52, (HBIE R0 2R5ts 2HIAE AAIS] 012 S22 93
2= &3 Aol HIRS = = oy = _ i = <
Ch &= LTI A S =5 '?'EE gat 1002212 S®oteiD S0 =H|oH0F ot= |stel 2He
Me SEH 20M E HIEHLL o4 0roIJp?
(2h B2 8 R0, =g FH= EY0 2UHEIH
o= 2EE= 2= AEHITI =2 ARl=
U= EEE MEoHAHL ARMEES E=[) 351 M 7= FHH| EEtg
oS DE0| g9ra = HiAEHZ O
A 1=l =Lk =g 712921 a230 | +0.20%
@ 1, (LH, (T, () @ OB, (@), (2D, (@) D0 1.487.08 A0 | -0.02%
= =
®@ (Lh), (abh), (oh) @ (Ch), (eh), (oh == b
LY THI LY =M
ANSHIE Z2IE I3 HIMS BEC2 IIE 22X %S A 023§ |1.131,96 | 1.093.04 | 1.123.40 | 1.101.60
27? U=y | 1,148.97 | 1.109.45 | 1.140,27 | 1.118.15
O YHIM= 01 Ot& SADIM EXE IS MY ==Ch o2oiEtE | 151667 | 1.457.49 | 1.501.95 | 1.472.21
@ 2HINES HY OFE UM ASTE X YWM2 HHH s=
Ct. ® 111,250 @ 113,196¥
@ OlHIMES DHY OFE ALA} ZHAF 90| S AIQIHS X @ 112,340 @ 109,3042
25t = DHBC
@ EHIM= Y OFE Aol Q3= DHIEHCH 53. IS & ZTRE FEE2UES g HIHMS ds2=2 JtE =
X ge e
HE =21 IF O YZEOR A0TD| OIANKIE =20| Jts ® ZHIAS ZA BEO Al Z2OBS AR50 =I|H
504, DHATZOl B0 JISHA =2 OE oM AR O HI0IZA ZAIE 28BHC}
of= X3 01§e el @ HHINE SIAF ZOIOISHE 240 HHISH 61E Tl
@ HOoIY ZaIF @ =Z=2H 3, LES ZEH, 014 MEAEII(USB) S0l XEol
@ 30 TaIf @ ADIE TRIf et
@ FHINE BIAF HILFEAQ MO HYFEAZ 2 P35
- _ N - of AFR5tD 20, RAIOIE JIUAl DSBS 3IAF O
o5 2|12 95k 2 o] HE O PSS o =
_ SHAES 2EEHES == ol =11
D BT OISA, HEIIZ ARMEHR SACH @ égﬁggama. AL A= =102 O 8=
@ QUEHE 309 2or8o2 015 ©al0| 9= DLIEHE
AEEL. 54, A2 AQE0| BE A = OIE NEGIK %S HS?
©HIMEE SIF Setes AES A Bl D AN B US TEZA, ON ST HHED
At XIS Al X — A} (e} Z2A7) J:lz(_% 7 = [=Z] o o = _ _ _ . -
e @ t2A3e FIIE B IO WIS ZAE
== Aleora SHIBHA =Lt
HAMNA SHCHD 5= OIHILO0l SRS or=Ch Heh © TS NS0 2EE AN, EX, GBS OIS
H 2AMels 29 922 o xtall 5hACHD SHCH okeH @ A2 AP DY M20A HIZ 22N H2ES Wa
X2 S0 Doig 4 gls Aze? H A BT
@ KO MU MEE0| 2E510 +AIGHK REHACH
- _ 55. 712 MHE FANAC STHE 0/20l2ts 2EHA =8t
ol A [e]] A = D225
@ ABHL2 H2IZ0l 245K R5IUCH S50l 20EE OI0IEIHIO0IAS D=6 3IAS K2, 31K
@ SAHMIDBNA LK L0 SAIBHK REHACH O g B S 2 29 S8 28R IS
FEGTS MA AIAHS 220(2 HLI?
s 2ol HEE sIAt =24 281 ZES 10020 2 @ ERP @ EC
WX ot B ALESHII0 JtE Hgst RENE=E A @ MIS @ EDMS
01947
o= @ s=2H 56. SA0IL QEHS Soi 2SE UL0H eI, L5
3 Ho=o @ ue=y XE 92 HYS (o2 BUs Z0A HUS =5t
202 25 D2AI2.
ASHLE QB MES = OIE NEGIA 22 A7
@ 2HNE 2T %S o ALHES 0/R5HACH
@ QIHIAE 2210F 20| Lis THMI| Lol DRmS 2
Ct.

b
oy
e
J¥
Ol
A=
[

2H dX=2HE CBT : www.comcbt.com



HIM 35 © 20134 11& 102 7| 7|IZ2X D HXHEHE CBT : www.comcbt.com
(20 24 HZ(Spam Mail)
(Lh 32 HEdJunk Mail)
(CH 23 HEBulk Mail)
ch Mg 2lA~EMailing List)
@ (1), (W) @ (On, (Ch)
® (91, (Lh), (o) @ (91, (L), (Ch, (eh
57. ITEIAtS] HIMZ &ot U= ZHIM= &AHUHA ITSH S
S22 Iteot)| /gt 2 2 E N30t0At+ st 24
S 2E ZA A, ME0ILE X, MEEE, =88 S
ANAESE S 23 - HZok)lgt g ZHIAH felel
=OotCt. ZHIMIt 0l8E = U= IHE HEE AMHlA=E?
D 5A A" @ 221 AMbBIA
® 22l MdlA @ E4 MHIA

58. 24 2 2IHY Jlss 2licte A2z FUHE AHU
SHLIIE 01800 OISotHN NEHE2=2 2
0| Jt=s

@
®

59. Gt

CHEr ot B &
2 1670 AL 4L, 2~ 3U070 S S8 529 A

eIl =S
otHl ot= MHIAE 220(2t1D o017

@ SUIFAEA

@ e A

olez
Jdele #RE

Jdefzol 28 28 5 Ot &

N

i
ol
Ho
o
»
10
D

)-ll. J

E;aﬂtj:‘
w3

ﬂ.- dfu .:;

470,000« 1,124,000
149] 22,000 —1 . "
7J€}
OI2HHIE v 341.000
153,000

M2 HE CBT PC H&E  www.comcbt.com
HdXEZHE CBT 24HIY H& : m.comcbt.com
JIE2HM ¥ oH&E TOR2= : www.comcbt.com/xe

SdTEME CBTE?
&0l 2HMEO0l ot IHHY2eZ EME 212

DODA QY LE, HANK RBEH= %a JIE2H st &
g 14??1'@-- 2IMo2 MR ANEWA AIZ3sls OMR 2419 CBTE M2E
B 0007255 LICH.
HIS 81,000 PC HIE ¥ 2HIY A 24 os
n2/ 289N i Q) mersa DAIR/BHME 212|055 HIZELICH
@ et & = S=229 HE2 2 = o QY Y QI LHE FHA N2 N2 MA2HE CBT
Ch LCt OIA EolIsth R
@ st 29 = 2=0| JIE 2 HIES XS
@ s XNEHAN SE22 MU 2200 NS20 1]2]3[4]5[6[7]8]9]10
B0 Q00 ®w || ® ®
@ OistM XIE0A IR HIZ0 2 22 s=220/0 111213141516 |17 |18 19|20
Q@ ®I|lew e 0 @ @
60. CtS2 20 8 HHeIDt? 2122|2324 |25|26]27]28]|29]30
@ eOelele| 0Ol @ @
B4 ZMAHMEEE AMEH RS AT 2ZAL 3132133343536 (371383940
SHH [Hal Z2MAXE HHTHH 25 2 ® BB Q|e|l6e |06 |03 ®
41| 42|43 | 44|45 46| 47|48 4950
ORsE @ 0z @OV ® @ | ® | e @ O
@ =2 @ 9z 51|52 |53 |54|55|56|57]|58]|59]60
DRI O |®l0|®|®
22 NABE JIE2H 8XA2XE CBT © www.comcbt.com


https://www.comcbt.com/
https://m.comcbt.com/
https://www.comcbt.com/xe

