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g2 HMG o ;

- otoi O P B B Y. Excuse me, Where is the sales department?

EXX = 0l Al AHYO Set2 AW FIIE & , , . .
25100 Z™BCH 5. When you step out of this office. go straight
© 1% ST 02 Al AADF MSEte BAOZ oot along the hallway, and turn left at the first

Ct. COmEr,
Y. Turn left at the first cormer?

‘ S : AS S0 5. Yes, The sales department is the second
door on wour right, and it says “Sales

21.

22.

23.

24,

—

ChEe 2EHY WEW LXIGHA = A

rlo
-~

THURSDAY, MAY 7

07:30 a.m, Breakfast meeting w/ Donald Hallahan
and Courtney Watson
Royal Hotel, Cafe Terrace

10:00 a,m, Presentation to MNational Pharmaceutical
Sales Conference
Royal Hotel. Decker Hall
11:45 am, Lluncheon Blake,
accountant

Royal Hotel, Minth Gate Restaurant

wi'  John e

04:00 p,m, Meeting wy' all regional sales managers
Royal Hotel, Hall B

07:30 p.m. Conference Banguet
Royal Hotel. Boston Room

® 28 7Al 020 2LSE JMHONAM =& LF0| UCH

@ 2 10AI01 SLH M 20 SIQ0M ZgAH0lE o
g0l UACH

@ 2F 4A0 R XS B 22INSH 512 2FO0I U
Ct.

@ XS 7Al 30201 3o HAXNSH HEO HE U
Ct.

CE & d3HSE HIZI 2 A27

(1) 82-32-553-2050: national code eight-two, area

code three—two, telephone number double five—three,

two—-zero—ou-zero

(@ 738-2000: phone number seven—three—eight, twelve
hundred

@ 81-3-545-1218: country code eight one, area code
three, phone number five—four—five,
one—two—one-eight

@ 212-355-2987: area code two—one-two, phone
number three—double ou, two—nine—eight-seven

CtE SO0l CHS €Yo =2 HIZX Y2 22?

@ extra charge: =1} 2=

® baggage claim: #=3l2 £X

® boarding pass: HI&J| &3
2Pl

@ seating preference: H| &

CtE Oizt LWEW XX @e 27

25.

26.

27.

28.

Department” on it
You can't miss it,

@ W2HO| R LA AALHOICH

@ IAR M 2LFR0l= 'Sales Department'els ZEZ0|
Ct

@ HYUEANE JIdH 2BEE W2t = Sl 250/
AN 2ZoZ S0tJI0F 8Tt

O 2L2EN=E 250 UL

CaC Business Software
51 Madison Awvenue,
Mew York, MY 10010

February b, 2020

(D) letterhead

@ date

Ms, Sandra Block
Executive Director
Customer Support Division
PP (@ sender’s address
Ace Instuments Inc,
5390 Crescent Drive

Chicago, IL 14437

Dear Ms, Block: @ salutation

@ letterhead
® sender's address

@ date
@ salutation

B X =

o & %2 D—IO’?

(1 Please find the attached Mr. Lee's travel itinerary.
® Thank you for return the agreement so promptly.

(® Staff meeting will be held on Friday, October 14, at
the main conference room.

@ I'm emailing you a copy of our bid for the SOC
Project.

ChE 2 olol e &Y
@ due date: 2|
@ customs clearance: &2
@ date of issue: ZHAX
@ deposit: &2

Z HI=EX @2

A=27

s dies«
=Y,

QIHZ0 2 €8 =

e BIGA

@ American plan — ZHAIS0 AIHE ZE0IH Hatote

JIE&2H 8X2HE CBT : www.comcbt.com
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@ Continental plan — A 20/l 1A/ (OF& Al AN BE ITSHAID|

@ May | ask who calling is, please?

0

= 29 32. U8 &3 WEs 90z E8s 2 & 18 fx5Fst A
® European plan - ZHAZ 0 HEAHE Z&AD|= LY =X
@ Dual plan — D249 @720/ et OI=A0L EAS ® &2 ZB2MR. — Please hang up.
HElg = A= Yy S3ELICH. — The lines are crossed.
® M3t BFOMR. — Answer the phone, please.
29. hs S HiE HEG2=2 Kl 27 @ 0l ®M3)le DELYLICH. — This phone doesn't work.

C: Good morning. is that the accounting 33 0S = JlE MER 9e 20| EES?
de partment? o
i " @ =& =otstLIct. — Congratulations on your
S Yes, @ (it is) / ® (| am), promotion!
C: I'd like to speak to Sara Adams, please, @ M ADIZ 2OIE=AAQ. — Please accept my
S @ (0 am) /@ (This is) Sara Adams, apology.
C: Hello. my name is Mark Ellis from Longman, ® S FTHAN HYL ZAISELICH — | feel blessing to
I'm caling sbout a bill we sent you, have you support.
5S¢ Oh, you should speak to my colleague, @ g4s e =WEUCH — You are invited to a
Roger Kim, [l put wou through to  his party.
extension. 34. i3 LE 7 Q2LS H0i2 82 I 25 o & H
C: Thank you, 88t He2?
5! The line‘s busy, Just a minute, please,
C: Yes, 22l ABCAM= HEF JHEH 210 S22 H#EE8
5: I'm afraid the line is still busy, Would you ZE0H7 La) T L&D USLICH AEE 2
give me your number? Il ask him to call "0l MAIZZ HAMIIE ZEHM. REz= M8d
you & {again) / ® (back), = AEEr JEEE HScHH &0 2IELICH
C: Yes, cerainly, It's 555-43728, . VL .
B8. Ceranly. s We at ABC are continually striving to provide
5! Thank vou, Goodbye, .
C: Goodh our customers with top ) products  at
+ Jn0anye. competitive prices, With market pressures that
® ®, ©, ® ® e O & seem to grow by the hour, we are pleased to
® @, © O ® ®, @, ® { ) a new mare competitive price list,
30. OUtS U320 M 20 & HEE A27 @ quality — ask @ quantity - request

. , , ® quality — provide @ quantity — require
Vi BEwcuse me. I'm trving to find the bank, quaity = p @ Y @
Could you tell me where it is? 35. C+29 CH3t LIS D JH& YXIGHA e 2e?
5! Yes, sir, It's on the lobby, Please the
elevator at the end of the hall and go Secretany: Good afternoon, May | help you?
down the 1st floar Visitor ¢ Good afternoon, My name is Michael
Wi Thank you, Jacksan,
S Wou'te weleome secretary: Mr, Jackson of Glad Hatel?
Visitor @ Right,
@ take - to @ go to - at secretany: Mr, Jackson, DIl let Mr, Kim know
@ stop - from @ leave — by that you are here. Just a moment,
please,
S X5 E5 S X MNHE 2FS \
31. L8 &3 SsHolAl =0l O st 227 |:T|:| Mr. K“TI:' Mr. Jackson of Glad
A Good morning, Mr, Robert Smith's office, Hotel is here for three o’clock
May | help vou? appointment,
B: I'd like to speak to Mr. Smith, Mr. Kim : Please send him in,
A O gERS AT %=E 5D YO
(» May | ask calling who's, please? ® SA= X3 EEAHS 22 + gle 0L
@ May | ask who's calling, please? @ g=2Ah2 I20AH 2ot AL
® Who may | ask calling, please? @ HIMde ZE22° WS olgotd AAUCH

b
oy
e
J¥
Ol
A=
[

2H dX=2HE CBT : www.comcbt.com
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@ MM AFRL REZ IS 2ol AIEA U2
36. OIS = S0i2 O 50| E2H BXOE 2AH2? RO HAE HEG RIS
@ HIE B2& - supply cabinet O IEE0 PR Bot HYHEANAM 2E 20|22
@ L& M2E - out-tray HAS =2 20 SHIHX Z=C.
. S Z2R, SAl YA 2108 & AAFSl XIAION et
@ 3% - correct white st
OF StCH.
87. S =J1 & 2019 X0/ )t Sclil o424 Xe? 43. OH8 = AIRFEIDI0 et 80| IHE BRE AS?
@ savings: M= ® registration: 02 O 0A3S PC: GIECIAT 20| 210 FEHE XA W
@ attraction: ¥4 @ work: & d4s01 £E2Lt 24 ¢ o2 /80l A
@ S ES: E00F Halstl & 3210 otLIH2tE 2
38. OtS HIZ2H0 S0Z HEE SAY HEl=? NE A -8 4= UL
(@ TAILRZ|: 2HEHEE AIRBEO2 2AH9 24l L 2Als &
Mr, Shin should keep personnel recaords, A OIT|OF =QBF A B AAS sHols WQIL 9
Ct.
@ to update ® updated @ SHABIOAAL: HE 20 SVHOIKC 24 L2t
® update @ updating AMXIE =95l 3IolE RIEHGHOF BHCH
39. Ot 21 & 2010t Chg A=27? 44, 0432 OI0IEHY E=F0I CHst &HOICH O3 €498 ¢
@ Headquarters @ Main Office EJIOHkI CtE HIOIE1EE} ER/It CIE HOIHE HdEBIAIL.
® Branch Office @ Head Office

HOE= ZH =2 OOEZF =2 HOEZ

=% = S =32 H0IEHE AMAHEEE=R

Hzlat= Q0IEHE ZU0/EHt HHIZ 22N 2

& ¢ Miss Lee. can we go over my schedule far ZMH U= HOHE =2 OOIECAE QI0IE

today? cfd EHCH

Secretary: Yes, today at 9:00 wou have a
meeting with M, Park from the HR
Department, &t 10:30 the chairman
wants to  discuss  our  newest

40. CHS OHat0l &8t €8 = JHY HIZ2X @2 27

O TV =A0M HM3&= &H HE A2 & O0olH
@ UM M3== dlol™
@ CD-ROMOI ==& & OO0l

project, At 12:00 a luncheon @ Aol === CIolIE
meeting at Hotel Shilla with U S, _
J 45. OIS & HIMEY EHOIXY E21 0 Us tHEc=2
Ambassador, JIE HEFIX LS H2?
& 1 And in the afternoon? @ ZHHIMS EHOIXG S22 AAl WIS 2 9c=
Secretary: At 3 o'clock, Mr. Aobert White of ZHIRCE
&A10 Insurance Co, will be here to @ SHIME A 9ol EHOIXNR =208 FIIH
introduce the new chairman, ez ZLHEAM
@ ZHAE JHAI EHOIX E2OF HIIHOZ 22U
@ 10Al 3020l= s&L0l Rl =2 HEON Ul E2 g &tCt.
otJIE &L @ LIS S22 AYAXO2 0|28 4 20l ANHIAME
@ 12A10l= 01= OHALR AMEtSEW AN &0 ACH HE2 E20 I =218 206tk LUL.

@ 9AIO QIAFR Mr. Parkdt 320t QUCH.

g M2 Ug 5 LB U2 LD A7
© 2= 3= 2EsAS MEe sEdel zwe so | 40 UE N2 US S ASH0 SH=A =

ENZ ANE 2H0ICH e
O/ HOHS A AR @2HHRICH
| 3L : ARFB P WELHS TEH il OSSN ZPAFERLICE
e | = El& = HOr= g i
4. 08 B OOIE 288 18 ADSH0E IS HE5HX &S0l A=l BAlls=s 2922 CHA 28
e 2e? EEFHIL
@ &t @ SPSS @2EOHY E8 AH 5HS HESRSLL
® Prezi @ MS-ACCESS Zhik ZEARERLICH
42. OS2 HINS FEB 2ot AF AR S WSOICH It ORS) e ©
& HEGK @S He? ® © @ ®
D HIAS AADN 558l HY QHOAOR B0 HeE

StCt. 47. I8 S HINS 2A &4 822=2 J1& HEGHA g2 R

x| ANH&ES JIE=2H 8 AN2HE CBT @ www.comcebt.com
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@ BIMS MAE LASH =85k SHoX, Bihe of | 55 BEIME 20IS HIAS B SIHEIS AdH OSS 23
Zo2 XM= SMOXN Mt &N HES oo s HE g80otn JU. O30 dHLdl= 248 25 =&
AAE UAIGHH M0t 2M2 B2, &AL 0l 2AM - ZHIMI 2 9= EIZ HE: B EZZHES
£ XHGtAE SHS THOGH0] ZA ST D s oo amDl
M mim Do el Eee meel Tots0 2D RUOH U3 HE SO IHLY AL
Sens oas & goE xAs RS LI AT 20| EAEOOFECH
© HAE UG SHE 5l I2, 8 AR T BHES NELIS OH 2HS Bl & -
MNAIE ZAOZ FHABH. HOF $HC
- HEEEH 22 «~8%= MZHE Dol
48. 5%73 M2 E]0 8 HEe=z Ji¥ HEGHA %2 - ZHME LEEP EZ]HOZ HH4E =2 %
== ETHL
D SHE RS A oo T 24 Hel N2 7=
2 = A ® | YFE @ 22 AFE
O 2L BN, SEEDNE XAl 2A0 =80 ® 2IE IE 2=T @ HeMd XE ™I
@ U2, AP BX2, sy o2t 20 20
@ 3|9Z, QA JIZ JHEE JIE 2H =8 56. 2AM2 ZM & &5 2@ £8 5 SE A2?
@ HIAUNE 1 IPE 250 FAGH0 LRE AES
49. TS AZS o0l S0i2 2950 0180 ZRE 2He2? OIXILE PIUE ®2 AIEHOl CHoto! MAARIF M2
@ (.) oEE @ (~): 22F AX= BE.
@ () mE o () u= @ Ze S0l e 22 ZHRAKS Ale 2ES 2=
< - Mo=2 AAS S20| 9iCH
50. 3198 2YE M ASE + US ARIIDI S CHE Al Ot SUS SUSS BAS OIS S AR ASE S
X D019 =9 b Helok 9 B JHXIE? 2= RS
o1 I 2w o = @ T 2D EXAE IYL 24 220 20
@ YE2ME 0 1=l
- SOM 28 5 N MUES [AXO2 B0, £HI0|
® AS5ta)) @ QHIET2ME Ll OIATIO MBS 8r=(}
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