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® Human Resources Department @ 2IAMS = N R T
. ool e L Lol SINESS SOFTWARE
@ Planning Department : &2 666 Fifth Avenue, Suite 1810, New Tork, MY 10086
B B Tel. 212-876-0432 Fax 212-876-5433
22. Lt L= & B0 S 202 ¥Fe Hg?
& March 17, 20—
@ Dr. Ame Grondahl
Sijr Peter Knowl, Chairman of Bains PLC :\ts;“-'i COﬂﬂLlitalltFi
requests the pleasure of your company
to celebratk Anderson Co. Lid.
the epening of the Bains Bank PLL Seoul Branch 5b6 East Philadelphia Avenue
ard the Baing Capital Securities Limited Seoul Branch TR ‘ o
at the Shilla Hotel Annapolis, Maryland 20899
on Thursday, 11th April, 2014 from 7:00 p.m.
@ Dear Dr. Grondahl:
Ms. N, 8. Lae
Tel: (82-2) 2126-2730 @O @2 letterhead® ZA&IX 2t 2tad UL,
email: nslee@@bains.com @ @& Date lineO|Ct.
@ FYI - For your information @ @2 F=4oEs LAXS HEE LA FLCL
@ RSVP - Reply, if you please @ @= SIS UEHHCH

23.

24.

25.

26.

@ ASAP - as soon as possible
@ ETA - estimated time of arrival

a2 271 DEANL.

(D All accounts are due within 30 days.

s Yoz FRE AS

@ | apologize for any inconvenience.

® | recommend Mr.
manager.

Park for the position of sales

@ Do you mind to come with me?

2 & 2 2582 AIE0| 2x&
@ Mary's duties include filing, typing, and handling
incoming mails.

@ Mr. Shutton said this:
by next Monday."

A=27

@ The President announced, "A special campaign will
begin in March."

@ | do these every day: scheduling, typing, and
handling documents.
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@ Special Delivery : SEZ0ICH > HESE 200t
25t AIEEH BHLEDIMXIC BHEE IS5 £29
SAH0 BEE=E REYA
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@ Confidential : J|Z&
= OIH Al
— T (=}

@ Metered Mail : AL ZEHE S SUS QEEE
2 UESs [ REE S0/ €10 2= X=sots &

Otch business letter A2l 2t &=0l CHSH &Y 22 Ht
A %2 He?

"The report must be completed

27. O3 fax0ll Ot

S0l It H

To:
From!

Mr. Carl Anderson

Y.5. Kim, Manager of Ramada Hotel
Re: Room reservation

Total pages:

2 (including this cover)

@ fax2l
@ faxe
® fax2l
@ fax2l

=AMl XH= Ramada Hotel2l OHLIX Ol Ct.
cover sheetE HI2I5t2 2&0|Ct.
2 A X= Mr. Carl AndersonOlCt.

e =& 44 ool 2= 2A0ICH

28. HXIE OIReldts =NMZ JtE 82 XS D2A2.

Dear Ms. Yoon:

I am enclosing a map of our hotel area for yowr convenience.
We are lodling forward to seeing vou in Chicazo soon.

(a) Enclosure

(b) Sincerely vours,

le) Jenniter Cloud
(d) Marketing Director
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To: Roger Green<roger@nare.com>
Subject: Renewal of a contract

As we talked on the phone vesterday, I will send a copy of
a new contract. Flease see the

Regards,

@ attachment @ resume

® carbon copy @ cover sheet

.,
al

30. Gt glz2Hol S0&2 HEEcez JHtd HE

o

x=27

= Voung Mee Kim I'm sory I'm not able to

answer the phone now because I'm on a business trip

Y] next Tuesday. I wou like to @ a
message, please do after the beep. In any urgency, please
@ Mrs. M. S. Lee, extension 2424, Thank you.

® @ This is, ® until, © leave, @ contact
@ @ This is, ® to, © take, @ call

® @ | am, ® until, © leave, @ contact
@ @ | am, ® to, © take, @ call
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: Would vou have a seat here, Mr. Thomson?
¢ Thanlk you.

: Would you care for something to drink?

: Yes, coffee please. Thank you.

: With one teaspoon of sugar, please.
! How about cream?
: Without cream, please.

.0 B CS v 4 S o B S w4 =8

@ Sorry. How about black tea?

@ We have coffee machine over there.
@ Do you prefer black coffee?

@ How would you like it?

32. Us a2

BIZH S012 Y A

[}
]
b
ron
fo
~

S Good afterncon, Mr. Anderson. How have vou been?
V : Fine, thank you, Miss Park
Can I see Mr. Lee for a few minutes?
s - Let me see if he's available.
(by interphone)
S ! M Lee, M. Anderson of ABC Conpany is here to see vouw
B: , Miss Park
- Yes, =i
S {To Mr. Anderson) Mr. Lee is available at the moment.

(@ Please go right in @ Would you come this way?

@ Send him in @ Please have a seat

33. 32 tHatE 24D st WEM LXdte XS LEAL.

[el]

: Good morming. May I help you?
: Good moming.
I have an appointment with Ms. Campbell at 11 o'clock.
: Oh, ves. Are you Mr. Lee from Intech Korea?
*Yes, [ am
: We've been expecting vou. But vou are a little early
for vour appointment. Ms, Campbell is in a mesting.
So vou'll have to wailt for about 20 minutes.
Would vou please have a seat over here?
: Thank you.
: Would you care for some coffee?
: Yes, please, Thanl: vou.

b

= =

b et

@D Mr. Lees AUZAIZIE0H EH S =3UCH

@ 390l &HAE Ms. Campbell2 Mr. Lee2to| 2 AI2+E
Ct 20012 =0 & WAHOILC.

@ &= A2 22 LB CXE Mr. Lees coffee
shopUl A Al2tES 22 StCh.

@ AMRA9 ZA2 |ntech KorealllAd =20 0I2 21

20 UULCH

ujo

34. G382 tZ2a WE

ot LXIoHA ¥= H27?

For: John Smith
Date: June 14
From: Tricia Smart from EQ Electnies

Message: Tricia Smart from EQ Electrics hasn't received
the paclage. Call her on 02 456 6783 or
smart34@egelec.com

e-mail her

Taken by Jane Kim

—

@ 0] HE2E 21 02 456 67832= HtolOF &t
@ 0] M3t HEE &4t AFZE Jane KimOILCt.
@ Ol OIAl Tricia Smart2t John SmithOlIHl £2! OI2

Ct.

@ Tricia SmartJt AZE QL= WH=0ICH

?

]
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A Hello. May I speak to Ms. Kim?
B : I'm sorryv. She's not here.
A Yes. Please tell her to call Brian

(1 Can you hold just a minute?

@ May | take a message?

® May | leave a message with you?
@ How can | reach her?
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Al wning., Unilever. May ou? . : :
g ] gid TCL{E-L’J ;iﬂle‘? nh' ey youu A Td like to arrange a meeting with Ms. Jackson.
A I'm G'g;" B ’1-.9' 0'];"0;1 1&?:'. N — Could you @ her schedule for sarly next week?
A T'm sorry, he's not i I take a message’ - s : s e
B : Yes, ask him to call Haller at Thomas Cook as soon as = Howr about. Te .dag.llmn‘mb.
b gls o o, A 0 I have another meeting then.
B ' Is Tuesday aftermoon possible?
A H-A-L-L-E-R. It has two L's. Brlesitin @ 230
A 2:307 Fine. I'll see you and your boss, then. Bye.
(» Could you spell your name, please?
@ How do you spell your name, please? (B : Secretary to Ms. Jackson)

@ Could | have your full name?
@ How is your name spelled?

a
i

Ol

FXI

2
ro

A

ro
-~

37. O3 gl Ztol S0 Ueez H&

® @ - make, ® - Say

@ @ - check, ® - That's O.K.
® @ - check, ® - How about
@ @ - make, ® - How about

Harry : I'd like to check into ny room please.
I have a reservation. | 3= . AIREE 2|
Receptionist | Certainly Sir. Could [ have your name please?
Receptionist : You're going to stay for three mghts. @D HHIANE QESZ M2 Al HOIHUOIZE Ol25lH LHE
Is that correct? 20| =4SN 2H FSHALE
Rary - Yes it s @ HIAES AA NI 2 B S2 2H2S e
Can you tell me when breakfast is served? Sl & MEBHALE.
1ot sl =t 1= {1 g 10 i p
Receptionist © Breakfast is Lfomlﬁ.ﬁ’la.m. fo 10:0am. Your @ HHHINS SEE W2 Al E220] D0F Y=X JEOl
room number is 123, Here is vow room key. stoict
Harry : Thank vou very much -
Reu:e‘ptim]irt' ) . @ LHHIME AAMH REES2 &2 i RE=S2 257¢t
e 2 2SES2 USOHA SREZ2 W {0 2 FACH
@ You're welcome. @ It's my pleasure. ~
. o 42. OtS & SAH2 a0 28 8902 It SHIEX &2
@ | owe you one. @ Don't mention it. 3129
38. TS O3l LIE & BIZH0I SOIZ JI1% =Es BaS? RIS THEN UERS S0l SHE i 2
@ HFXNZMHE 2N HAN2AEUH AsS22=C
Mr. Anderson : Miss Park, please bring me a glass of ® 5‘@_% A &€SEdle EMs €2 AN MEQ OIe2
orange juice, HE 25
Ms. Park : Yes, right away, Mr. Anderson. @ HYLS Qs 2AS StA 220 S0jA 28 & B
Mr. Anderson : Miss FPark, ot X MEe 2=,
Ms. Park : Yes, this moming at 1000 vou have a
meeting with Mr. Shin from the Flanning 43. U2 = 22N L0l e 4502 II& HEGHA 2
Department. At 1120} the vice president st =22
wants to discuss the our new product in @ ZEMHE TH £2, 22, 2202 M.
b @ BEM FROS BAIIBY, 20, BRE HABC
(@ can you go over my schedule for this morning? @ AT HHY HR S29 fAletofl =X ZZetl
. 5 JIMe = 229 YalFEe 2o saUtS USUHAM
@ can you make an appointment for me?~ AATE DB Fe ANGES TASCH
® let's start today meeting. @ 29 oiHol J|Bo 2D, A 22 00INE &
@ how was the meeting like? ot HE 2 XNEH UTH
39. O3 330 Ust 8Yoz SHIEX %2 HE? 44. TS & LSEU LA SHIEAH HHEEHX %2 2427
O Passenger Name : S244Y @ JHLAjE @ F=EFE
(@ Booking Reference : &S @ mMEH @ =S=0HH
@ Flight Time : HI& A2}
@ Not Valid After : ©5712F A=l 45. HE 24 = 0 FXLY WS OAl THE J120 2U0f
UdelE M=
40. OIS @, @ BI2t0 S J1& HEs H2? @ OlIEEAM @ 2N
HAE2A @ HJIEM
22 NABE JIE2H 8XA2XE CBT © www.comcbt.com
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46. Sttt AIRO EUS2 SIAASE HIREA FA5 JUE TAHIE0 FH S0 2 1000HE HaeE
B AMDE Gt= MENS Ho HEHR A MA U Flahst HOEAMGY 75~7F =0 ooy
BS mASI0l BYRHO BAoI0 0 A MU HE S ‘Lj“ S=2MEH 2 EEE_}'H' [[L_E SEA
E _E_/H_ql _i__'grjl_ E’éﬁ}ll %‘8 3387 49.5«"6]" 'I:F";E[Hl HlEH EI" R’I\: .-'I\l'?_I-E EED‘"J_J_ Iél-
® HSHU o8t S22 HASAU S0 HCH SR MO CAHH (2D 20134 B 1%%E Lt
@ MmO o5 S22 DIADA0| 250 EE MO HIEZ2 Aol 10 7%TEAL S50 HE A
@ SOl o SEE GASA BEO £50 HEME 20134 70H800001 H(HEH CIRR = 4.3%)
’ o OE 120 Of# M0l AlLhH 202r60002(8.9%)2 2
47. T2 5 MAHIN 2TOI 24 242 Helol et 49 S01=Th] 3L
O It HHFGIK 2ot A2? ZAEfE 2, =25 Ord, 28N M= E=E'S
@ #4018 SES I 4A AW 2HE BXU W B 2O 04 Al SESAE, 2HIE OHICH 82 9
NSE HSoto LA 28 Hetth. SR 2% ARSI M2 AEBAE FHA5HD KU
@ %%bﬂgﬁslﬁmﬂﬁ 2 Bl 82 HE HREs &AL A= =FSCHD 2S00}
C . <EED
@ $4 BNE 2 SRt SREI2E HEE 2M 0 o = i _
R ololS Ml o Z= =R Y HONHEE STl W21 OCH Ot
@ MM M2 SHSS ZHo AL Al 202 O 88 F1c HES” B2A S2EHNZ 55 =
225t1, W22 ZQC0 Metd 226t EE0| 2CH ENs 83261 & 2HHAM 108 B
E 5l RUCHEF S8MHE T=Ch O AZ20HY B8l=
48. s = L2320t Otd He? M EaE 2 200 ERHMCL = 8 AZAIH
@ CD-Rom @ DVD-RW CHOIEE 2D SUCL AM=E "8 PHHAME LH &0t
=2y 0| @ SD o U, LE ERUS 2 UCHD LMLOHL 27X &
o SNS(AE UEAT KEIA) SEAMHAM 40~500H STHAH 4492 Z 458%= HE
.02 = SNS(A4 UERD MHIA) et HRE HHe9 N C o= = .
HISH ZAF U= A2tE S2ICHD Bl
@ XHalo] T2 Aaro] ATS HAIGHD EIOIDHSl Ol Al TLELZH F =S Sabv wh
AES SOl AR 2ALS PET > UCH = ] _
® HSH SHACO| GO AT ASE & ULt H2JMH 2%, =25 61 “F210 A3 24
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