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ISt AFEotD QUCH Ol 24 A0 AISE = U= & & HFE A2?
Anel |el A2?
7t BE{g Lt A Ct &5 ®
ch FE O g
@® I U, O ® . U, o E": “HJ ”affi;: , —
rrom: James Cool, manager of enet fars Llepartment
L+, O, 2l Lt, 2k, 0 : £ ; x
® L o, & @ Lt 2 o Date: September 24, 2016
Subject: New Health Coverage
| 212 : AR YO
_ _ This is to infarm you of the new health nsrance policy. .....
21. OIS =29 &€& & B2 4A0| UE diLt=?
Ms. Donna Hays @ Memo (@ Business letter
Back Mountain Production, Léd @ Contract @ Business card
475 Broadway
Beverlev Hills. CA 90210 26. Lt Business letterfl A El2t @0 S0{2 XS MY
i 2 2HI2K %2 A2?
@ Co. @ Inc.
@ Corp. O Ext. Dear Mr. Foster:
22. U3 EH?}O"A—I 22 & 222 =X JISE S0Z es Further to vouwr letter concerning work placements,
M =eothl o2 ¢4s2? i = ] -
[ am happy to inform vou that we recnnt temporary staff
over the summer period. I enclose a copy of the terms
Receptionist : And what's vour phone number? and conditions together with a bist of vacancies. We look
Victor : It's 646 — 750 — 3048. forward to receiving yow completed application form in
@ & the near future.
Receptionst : And yvour e—mail address? —
Vietor ! Um... It's viopezf@ecup . arg. L
o @ b
R‘x-ace;:tmmr-;: : 0K Soit's $10 for today. Here's vour pass Hamish Napier
Victor : Thanks
@ Cordially yours, ® Your sincerely,
™ @ “double five” @ © “onh” 7y ) Y
Y W ® Truly yours, @ Sincerely,
® © “and @ @ “dot
27. 32 FaxE8A e E2, U8 €9 5 gXl €2 127
23. 012 4319 WIZHl SOIZ HEBH CHO{=? < =

A ! Excuse me, where is the Fxhibition hall in this building?

1 A fax is a piece of correspondence sent over the
phone lines.

@ If the first page has attachments, then the first page

B:Its the 8th floor., is called a cover sheet or cover page.
® '"Re" stands for "Regards."
@ by @ over @ 'Pages: 3 (including this)' means total 3 pages are
@ in O on sent.
24, UI2 UEI20HAM LS & 229 YA 2oz & | 28. TS USHA BlI2H S02 It 222 2o=?
Mol AH2?
Secretary : Good afternoon, what can I do for you?
A T,.jat o T sttiees: Bongenebles ribienis Visitor . Good afternoon. I'd like to “get Mr. Jung.
B: &My f?h’@li'te show? Friends. R ;Ih‘nre]}m Ty, basiness card.
Secretary © Thank you.
A 19'111 It's © my favorite show, too. Bk b o T i e G
o w o . . ) Visitor ! It's Bennett. Peter Bemnett.
In our family, {d were all Friends fans. Secretary | Thank vou, Mr. Bennett.
® @ vou're @ ® My @ last name @ first name
® © my @ @ we're @ given name @ company name
25. Ol2Het 22 SAHS AWM L= & @220 S0 It 29. Lt29 &5t UstliA L= & @0 S0 HE82Z Jt&E
2 XAS JIE2M EX2HE CBT © www.comcebt.com
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Ae?

A : Can I speak to Matthew White?

B | Matthew White? I'm afraid @
There's no one here by that name.

A I'm so somy.

@ | will put you through.

@ Matthew White is expecting you.
® You must have the wrong number.
@ He is in a meeting now.

30. O3 HE=2 0lE 22 2= QI}?

I was very happy to see vou all on the 17th Anniversary
of our company. Thank vou again for coming and enjoying
time with us.

ORESVES, D ZAE
@ ot @ =&z
. OhE Tistol et 882z 8A 2 A2?

Secretary : Good morning, may I help yvou?

Visitor  © Hello, is Ms. Cooper in?

Secretary © Mav I have vour name, please?

Visitor @ I'm Sam Kim from Pine Travel Agency.
Secretary + Do you have an appointment with her?
Visitor : Mo, I don't. I stopped by to introduce our

new group tour this winter.
Secretary : Oh, I'm sorry but she is in a meeting with
a client at the moment.

1 Ms. Coopers= D241t 39| F0|LCh.

@ Sam Kim2 Ms. Cooper?t CtLIDIZ2 2k |0 QUL
@ F ALS &It 2olis AlZE 2FO0ICH.

@ Sam Kim2 O &#HAIHAM 2R 8HCE.

-

32. O3S Uate &S Jtg & 498 27

. Reservations. How can I help vou?

: I'd like to cancel the room reserved for tonight.
Vhat name is under?

: Jane Smith.

: Qlay. Your reservation for tomight has been cancelled.
Thank vou for calling.

e e i = o 8 R £

Dear Sir or Madam:

Due to a typographic error in the shipping address, the
shipment was delivered about a week late. Furthermore,
after checldng the parts inside carefully, we found a
tiny accessory of the equipment missing from the
package. The part's number is PS3011. We'd ke vou to
look into this matter and let us konow @kt yvour earliest
conyenience.

34. 8 &84

@ as many as possible @ as quickly as possible
® as soon as possible @ as fast as possible

OIAIKISl L8 LXIoHK f= X227

Volcemail © Beep~ You have reached Kathy| Bae.
I am not available at the moment.
Flease leave a message, and T'll retum your
call as soon as [ fan. Thank you. Beep~
Mr. Shin : Hello, Ms. Bae. My name is Mike Shin from
ABC Company, and nv number is Ch two
double two four five three double seven.
I would like to discuss an upconing project.
FPlease call me back at my office sometime
tomorrow. Thank you.

@ Mike Shin2 KathyOlloHl &3t=0ICkH
@ Shine MstHS= 02-224-5377 OICH.
® Ms. Bae= X3 HSE 2= = UCH

@ Shin2 KathyOlloHl AtRA =2 M3t et
Ct.

kJ
0
0%
ol
J

0

35. IS Ms. LopezS 2FE WHEW LXISHA &= H2?

May 20 (Monday)

9:00~8:30  Arrange a schedule for the staff meeting
later this weel:

10:00~11:00 Meeting on financial market analysis at the
Head Office

12:00 Luncheen with the marketing director of
ABC company at Hilton

2:30~-3:00 Meeting with M. Johnson of Central Banl:

4:00 Seminar at Conference room 301

O 2HM=s & A2 32D UCH

@ SEUA DAY OIAIRE BA 20| T/ QUCH
® Johnsonhls 2F0 2t OI™OICH.

@ MIOIU= 3012 SodalM XgiE ol &O0ICt.

36. C+S M3t Hatel &=AIF S 2 E H2?

& C'an I have someone in IT, please?

E L Ms. Lee ... Youre through now.

@ .ClLLR'rlﬂ. Susan Lee,

@ ABC Company. Tracy spealing. How can [ help you?
& And youwr name is ..7

b

|

AN2S JIESE2H 8 X2HE CBT : www.comebt.com
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P@-©-0-0-© @@D-@-©-0-0b QO =N LSLX @ YA | 2H/ AT
@@-0-0-®-0 @®D-@-b-0-6 ® A LI @ 12Xt

37. OIS & @2t X&oste 227? 42. CISo HEEoH) RS 0lHIAS #MS = Iy 22=

AH2?

; - = O HAO| 2XIE HIRO WD HIAS 20| 0F=otAH
Visitor : Good moming, Miss Eane, SHACH. 7 = N
Secretary : ‘G:.:'od moming, Mr, Pat:?rﬂcn. @ FE QoD J|Y SF] ADAMAl ALY EOHSY =

Did vou have a good trip? THOIl H2tCY
Visit ! Ves ally like flying = o = =
e 2 e Tissiy e fame, @ MADL MEOHS ZEEO HUMSE LS,
e pee S Lo @ IS B ARS OISy ORI LZEO2 He
Secretary : May [ offer vou a cup of ginseng tea stoaCt
while you wait?
Visitor  : Ves, please. I'd love to have @one 43. 2018 SEE MYHOR T F HINI Het HE =
' JIE HiEX e A7
W one glass of water @ one spoon of ginseng D S22 DA Y= HS =25 =0 A SoiUs A
® a dried ginseng @ a cup of ginseng tea CHEo8H £ ULt
- e _ @ S5 UE M HAX =20 etd S§EE &
38. i34 = S0AM B S€0| JI® HEGHK 22 A 2 IS0
27
. ) _ @ AMUHAH HIE M8 W €& & I 228t HSE &
@ A : What's my schedule today in the morning? A MUSICTH
B : You have two meetings in the morning.
¢ . 9 D MNEXHEIE ERZ ol HAZ SAIXele =0 et
@ A : Can you arrange a meeting with Mr. Garner of = Al ™M2l5HC}.
Tree Agency?
o i ‘ Sv“hre’ . g:’ ':'C | . 44. T2 I 50| O+ BHLE?
: en is Clar ruise supposed to be at my o _ o
office? o as ® HolA=
B : He moved to another branch. @ dlolH @ 73
@ A : Please bring me file No. 354. ) o
B : Yes, I'll bring it right away. 45. Ui S SYHAHO aHFotX H= A27?
@ WINDOWS 8 ® ORACLE

39. Ci8 = B2 @0 S22 L2 HEGHK A2 A2? @ UNIX @ LINUX

At Coed sffeciooh. May T el vaa? 46. g%ﬂ%;&labﬂ HEo QML 2E £HO=Z IE 2]

B : Good afterncon. Is Mr. Smith in his office? == o

o 2z Ch
Can I take a message? Fo . P sl ol -
T z = =] o 2|5

B ! Yes, I'm John Anderson from ABC Consulting. ® gHIELEEJ"l Wet: d&dd =01 ot d=E =

Flease tell him I'd like to arrange a meeting with him. m _
® UM HM3ct=s ZUMEE AIOIES HUOHES &
™ he's out ® he's available now 2e = A= F20I0H

@ he's just stepped out @ he's not at the moment @ 2ol QE HAIMOIA ZMe Aos A2AE 5 QY

Ct
40. Ote M3 CHatel 220 SHO0| SHI2X %2 2427
. S = g4 oA M 28t EE 0|&dl= gge
@ A : When will he be back? 47 g x4§=+x'|a<;g vp ol AOIEE Ol 83t
B : In about one hour. SEOA EE X
o2 =22 =0 o 0]0| Al o5 = X
@ A : May | speak to Mr. Johnson of the Sales © el S52 =0 3 Helels dB0 2/ oIS
Department? @ SY0llo oA2BLE =AN= ol AIOIESl AA 27|
B : Hold the line, please. S0l et hAct
® A : May | ask who's calling, please? ® St S=EE sdHEE AN E=0h
B : I'm Donald Fred of Beautiful Cosmetics. @ 02 HE 22 Y AOIEQN Z2E A2XNZ2 QA&
@ A : May | take a message? Ct.
B : Yes, please. Could you have Mr. Kim call me
back? 48. olgyl, CIXIEotniet, E§UNS S 2SI &2 &M
H2I101 Ot BH AFEXDF AHEOl o= @lo| HIZst
‘ ZEHXE 22NN OZ LIEHE 28 22A0/2tn dt=d1?
3US : AIRFEE2E oUu o
- CC @ E{IH

4. 08 5 824 4 UEN JIge ez Jtd MgotXl ® HolA= @ A48 UERIT MHIA

A2 =27
22 NABE JIE2H 8XA2XE CBT © www.comcbt.com
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50.

51.

52.

53.

54,

55.

56.

o1
>

L & A&Z0|002 E42=2 Ji& =EGHK @2 H2?

@ HAHEDL SHEO AtdE Sale «Z0l UCH

@ 8<%, sZa S U 0I0AHE 238 = UL

@ MHHEZE ZIH5tD EtRlo] BOUE =TS

O I2HNSAIL EEE HAIGHsE LEE HRLAOIE
=8tCt.

CtE2 OE S00l et &™elor?

@ Word Processor &t
® MS-PowerPoint 4}

@ MS-Excel &
@ MS-Access &t

IIGtZ2N & BXRI|129 HEE AHM2L Ot Z2MAXY
2Ot ot JAAU, JIZ A0 CHE &ol- 320t 0IHI5H0
2N KEE EHE 2ots HHE?

@® OlE=2AM O 0Z=2AM

@ HEESA @ OlHI2A

S & ZEH Hiol2A0 2E OIS =8 = Ye
BRAL T2 20| oY AH2?

@ Hol12= @ V3

@ Norton Anti-Virus @ HE0]

S & HEOAO CHer g2 =2 IS Z2RE A27?

O CD-ROM, StECIADE NRE YRE2ES £
Mt W& OICH

@ E2d4012 DVDE ZLIA0 ol & stCt.
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