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1. Please call me at any time you like.
2. Will you repeat it, please?

3. May I have extension 456?

4. May I take a message for you?

5. You can send your report by mail or by e-mail.

Conversation 1
A: Hello. This is ABC Company.
B: Hello. May | have extension 14567
A: Sorry, the line is engaged. I’ll put you through later.
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Conversation 2
A: Hello, this is 85904893.
B: Hello, may | speak to Mr. Wang, please?

A: OK, hold on, please. Sorry, he’s out. Can you leave a message?
B: No, thanks. I’ll call him later.
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& SEHF , BAT LA 56 A 3 L i g o
WP IS — T, AR MAE, BRABE,
L ART A, R LE AT,

Conversation 3
A: Have you received my mail?
B: Not yet, I’ll check it.
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Conversation 4

A: Could you please repeat your number?
B: OK. It’s 5567890.
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Conversation 5

A: | have to hang up now.
B: OK. Bye-bye.
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. We are writing in response to your letter of October 11, 2008.
. This is to acknowledge your letter of July 8, 2008.

1

2

3. Thank you for your concern.

4. Please find enclosed two copies of the contract.
5

. I look forward to your urgent reply.

Conversation 1
A: | haven’t received any reply from ABC Company.
B: | think you should call them.
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Conversation 2

A: Have you read the letter from ABC Company?
B: Yes. It is in response to our inquiry.
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Conversation 3

A: The information in the letter is confidential. Do not get it lost.
B: | see.
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Conversation 4

A: You have to acknowledge that Mr. Smith is a good boss.
B: Yes, of course.
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Conversation 5

A: You’d better never refer to this matter again.
B: | got it.
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Conversation 6

A: We will inform you of our decision within two days.
B: OK.
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Conversation 7

A: | enclosed a photo in this letter.
B: Well, I’ll check.
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Conversation 8

A: Lily, thank you for reminding me about the meeting.
B: With pleasure.
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Conversation 9

A: Have you heard of that? John was fired!
B: That’s no concern of mine.
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Conversation 10

A: | look forward to seeing you again.

B: Me too.
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1. Please send us your proposal as soon as possible.
2. She’s efficient.

3. John coped with a difficult situation just now.
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