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Ms. Donna Hays

Back Mountain Production, Léd
475 Broadway
Beverley Hills,

® Co.
@ Corp.

CA 90210
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: And what's vour phone number?
:It's 646 — Thh — 3048,
@ &
> And your e—mail address?
: Um., Org.

Receptionist
Victor

Receptiomst
Victor It's viopez6@cup .
o @
Receptionist : O So it's $10 for today. Here's yvour pass.
Victor ! Thanks.
@® @ “double five”
® © “and”

@ ® “Oh”
@ @ “dot”
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=
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A ! Excuse me, where is the Fxhibition hall in this building?

B:lt's the 8th floor.
@ by ® over
@ in @ on
24. Ot8 S EZUHA 2= & 222 UHIEAD 2HECZ EX
MOl 2127
A ! What's @ voure favorite show?

B : & My favorite show? Friends.
A @ Yeah It's @© my favorite show, too.

In our family, (& we're all Friends fans.

® @ you're @ © My
® © my @ @ we're
25. Ol2he 22 2AM AN 25 2 @220 02 It

®

To: All staffs

From! James Cool;, manaser of General Affairs Department
Date: September 24, 2016

Subject: New Health Coverage

This is to infarm you of the new health nsrance policy. .....

@ Memo
® Contract

(@ Business letter
@ Business card

26. CtS Business lettertilAl BIZF @0 S0 22U
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Dear Mr. Foster:

Further to vouwr letter concerning work placements,

[ am happy to inform vou that we recnnt temporary staff
over the summer period. I enclose a copy of the terms
and conditions together with a bist of vacancies. We look
forward to receiving vour completed application form in
the near future.

(=)

Hamush Mapier

(1 Cordially yours, @ Your sincerely,

® Truly yours, @ Sincerely,

27. 2 FaxE Mo &=,

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

e 849 =

= 2N @2 227

@ If the first page has attachments, then the first page
is called a cover sheet or cover page.

@ "Re" stands for "Regards."

@ 'Pages: 3 (including this)'
sent.

means total 3 pages are

28. Tt UHstol A BI2Hol
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Secretary : Good afternoon, what can I do for you?
Visitor  : Good afterncon. I'd like to mest Mr. Jung.
Here is myv business card.
Secretary : Thank you
But, how do I pronounce your , sir?
WVisitor  : It's Bennett. Peter Bemnett.
Secretary @ Thank vou, Mr. Bennett.

@ last name @ first name

@ given name @ company name
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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.

i

30. th2 W82 ok

=22 L2 QI0}?

[

convenience.

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

34. U8 MatS4 UHAIXS W) LXISHA &

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.

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

A

?

rr
FIO

O =& @ ZALZ
® oL @ =&z
31. TS Uistol thet 282z X =2 H2?

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.

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 muv number is Oh 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.

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

@ Sam Kim2 Ms. Cooper2t BHLIDIZ2 2F |0 QULH.

@ S AFEQ UaF oLt Al2t2 280l
@ Sam Kim2 O ALOIA Z2R&tCH
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+ gt 2

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

@ Shin2 KathyOllH AtRAZ Mt et QESHD U
Ct.

35. 3 Ms. Lopeze ZFE WHEW LXK %= HE?

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

A : Reservations. How can I help you?
B : I'd like to cancel the room reserved for tonight.
A What name is under?
B : Jane Smith.
A Chay. Your reservation for tonight has been cancelled.
Thank vou for calling.
O SE oflesto| @ 34 ol A5
® 34 ol FHA060 @ S o =olst)|
3.0 & 2= & @ 2 2Oz LUK &2 2A42?

36. Gt M3t Uiste =AMJF & &= A

@ @ & A2 32D UCH

@ EEUA DAY OIAIR & 2850 DO ULCH
® JohnsonMle =0 2t OI™OICH

@ MIOIU= 3012 SodalM XgiE ol &O0ICt.

?

I'|0

@ Can I have someone in IT, please?

E OK Ms. Lee ... Youre through now.

(@ Susan. Susan Lee,

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

b

|
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@@-@--0-0
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Visitor : Good moming, Miss Eang.
Secretary : Good meoming, Mr. Patterson.

Visitor  : Yes, I ususlly like flying,
Secretary : May [ offer vou a cup of ginseng tea

Visitor  : Yes, please. I'd love to have Eone.

Did vou have a good trip?
but the stopover was too long.

while you wait?

@ one glass of water @ one spoon of ginseng

@ a dried ginseng @ a cup of ginseng tea
38. 22 UstE S0A B SO0l It HESHA 22 A
27
@ A : What's my schedule today in the morning?
B : You have two meetings in the morning.
@ A : Can you arrange a meeting with Mr. Garner of
Tree Agency?
B : Sure, I'll do it.
@ A : When is Clark Cruise supposed to be at my
office?
B : He moved to another branch.
@ A : Please bring me file No. 354.
B : Yes, I'll bring it right away.
39. CIS & B2t @0 =0{Z &¢2 HEGIA ¢ 242?
A Good afternoon. May I help vou?
B ! Good afterncon. Is Mr. Smuth in his office?
A ; No, I'm afraid @
Can I take a message?
B : Yes, I'm John Anderson from ABC Consulting.
Flease tell him I'd like to arrange a meeting with him
@ he's out @ he's available now
@ he's just stepped out @ he's not at the moment
40. Ot &t Uistel 220 SE0| SHEX 22 Ha?
M A : When will he be back?
B : In about one hour.
@ A : May | speak to Mr. Johnson of the Sales
Department?
B : Hold the line, please.
@ A : May | ask who's calling, please?
B : I'm Donald Fred of Beautiful Cosmetics.
@ A : May | take a message?
B : Yes, please. Could you have Mr. Kim call me
back?
3US : ARFEE |
4. 08 = =8 = GEA JI2Ee Egez ItE HY6HA
22 gd=:2?

OR=V -1\ @ LA 2H/L LTS
® 2N =X @ ==Xt
42, (1S9 Z2Eot 2§st OIS s =5 )t 2RE

H27?

@ oo PAXE HHRO LHE24D HIMS €201 05t
otALt.

@ FE 2ot J1Y SN FRHA AW 2= &
KHOIl CHRECH.

@ HAJL AIB5tE ZREN HYPSE dFMERCH

@ IMHMREs 2 NRsE USE Ola0 2222 Hel
ot AT
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44. O3 & 420 GE otLt=?
® s @ HolAS
® UloIH @ 72

45. T8 & 2 MM HEothl = H=2?
® WINDOWS 8 @ ORACLE
® UNIX @ LINUX
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