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Memo BITEX

memofJ 3 S ¥% R a short official note to another person in the same company or organization,
PYRBEREELSE, URRERXNER, memo 92 FRE memorandum, HE K 4 memo-
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Memo SERIRE T

BEBAREETHIX) memo, BEX—TEMRANE X,

earson Co. Lty

MEMO

To: John Corter, Regional Sales Manager
From: Mary Walden, National Sales Director
Date: 29 March 2004

Subject: Annual Sales Conference

This year's Annual Sales Conferences will take place in our London Branch from 3 April

to 8 April. Please book your flight in advance and we will meet all your expenses during

your stay there.
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Memo BIFP

memo RIBEH RTINS AESH . BN, BIUMMIRENF.

MEMO

To:  All Department Managers

From: Simon Hofner, Human Resources Manager
Date: 30 March 2004

Sub: In-service English Training

An English class will take place in the Training Centre. Please encourage your own staff

to attend the course.

Please send me the names of all interested staff by 10am on 3 April.

& ZERVIFDEERIROET, BRMRINOR IS,
FEA4AIBELEF 10 RATIERESMBIINR TR RLH,
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MEMO

To: All Staff

From:  Anna Hope, Sales Director
Date: 18 May 2004

Subject: The Visit of Chairman

The chairman of our corporation is going to visit our company next Monday 24 May

2004. He plans to discuss the pricing policy for our newly launched product with our

soles staff. He will arrive here at 10am and please attend the welcome reception for him

at 10:15am. Thanks!

® BASMNESEKET 20045 248 ( TH— ) RRINAF, itis
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MEMO

To: Mary Zhang, Managing Director
From:  Paul Gray, Production Manager
Date: 16 May 2004

Subject: Suggestions

Having checked our production capacity for the next year, | can suggest the following:
Increase production by 20 000 bottles over a three-month period, while maintaining
present production level of other lines.

Discontinue production of weaker line(s) and use the shortfall capacity for mineral water.

| hope one of these suggestions is suitable.

W BT HNMBENESENE, REBREUTEIL.
EI3INAMESEBREN2 TR, BNFRSEM” @A 4 7KE,
AEE T —EHERFNT RS E =T RK,
BEEXPENENEI
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MEMO

To: James Palmer, Sales Director

From: Jane Phillips, Regional Sales Manager
Date: 23 Aprii 2004

Subject: Survey

As requested by the Managing Director, | have done a consumer research survey con-

cerning our products. The survey showed that the market potential for our own brand

shirts would be negligible.

w FELENER, REATRT —PRTRNT&NEF AR, E1MBER
ARNEF AR BEOWNEETH LEFARNE .
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v MEMO

B To:  Sheila From: Paul
W
g Date: Tuesday Time: 9:30am

Caon you give me the following data, please? a) Latest sales figures for market share of
: our products. b} Total market survey for soft drink (US North East).

“ W REESTHIITHIRL? o) RIS SR ETHHMORFET. b ) BRMN
B THAE (ZERIHBE ),
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Practice ], >))

You are a sales manager in a large international company. You will go to New York next week. Write
a memo to your secretary:

Why will you go there

Ask her/him to book a flight ticket and accommodation

When will you be back

n7
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Note BITE X

note fY3K X #EFE Z a short informal fetter, MFE BB X EHEEERMNENSE, @R
BH, ERE2HEI memo R IFEHHREN—FEEELR, CHBRBRAIRER, ESFEMOIE
. EREE—IPATLAN—TA, ENXNRENAMESEAR BIMIRTEEL—DERT

5, —RERT note FRF B

Note sggﬂsgﬂ

TEFEARE/LNBEIT, THET note NEMHEETIE,

David,

Just to let you know I'm arriving in London on Thursday 31st Mar. at 7:15pm. I'm really

looking forward to seeing you again. See you soon.

Love,

Alice

w SHEFHSESRFFEBTIAINA (AT ) BE7 515 5RERH. BE
HBESRAXNE, AAER.

-----------------------------------------

Sarah,

| need this month's sales figures because I'll attend an international sales conference

tomorrow. Could you prepare and send it to me ASAP?

Paul

o EARPRESIN—NEREEAS, FFIURBEX N ANHEERT. R
BUHBAE—THARRLH, ( ASAP R X as soon as possible WS, &
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Bob,

Can't find the catalogue for the newly launched products. Could you fax me it? Thanks!|
Jane

* BHRRBFEREN=RNERT . REBLREETR? Bt

-----------------------------------------

Helen,

Tuesday's meeting is postponed. Shall we meet on Thursday lunchtime in my office? You

can call me on 13981300XXX if you have any problems.

John

* A-MRERRT .. TEENFRNBERNALAZTNE? NE 8, §5%
&8 13981300XXX,
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Jack,

Please notify all staff to meet in Room 410 at 9:30 tomorrow morning.
David

w BEMSGRTPAX EF 9 SEE 410 BEFLS,

-----------------------------------------
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You can'tfind the price list for a new product and ask a cofleague to send it to you. Write a note to tell

E your colleague.
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e-mail (YL MEFER a message that is sent from one person to another using the computer system,
BREBR—IABIHENRGREL BI—PALE, ELSHEMST, 5/ email 223
HER. email RERBME, LLMERER. H{E. SRNEREAE,

~E-mail BIRETt

FERMELME—T email (918K, AREBHETFIEE, FTHRERTUES e-mail
RE. TEHEE=HEFIBH, TB— Femal EIBE LI5S, MR ERHWMILEBS MR,

= fil—

To: Jamegreen@abc.com
From:  Maryzhang@abc.com
CcC:

Subject: Arrangement for a new employee

A new employee will join our company recently. Please prepare a desk and a chair for

him. Thanks |
* ﬁﬁﬁfﬂ’t}a#}*—%ﬁﬁloiﬁ%ﬂﬁﬁ—gﬁﬂ}’éﬁﬂ—ﬂﬂ}’&ﬁom!

-----------------------------------------

To: Mikezhang@hgltd.com
From: Lilylin@hgltd.com
CG:

|11
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Subject: Pricing policy meeting

Hi, Mikel We'll meet at 2pm tomorrow afternoon to discuss the pricing policy for our
new product. Could you come and join us? Please let me know ASAP.

‘ & G, R BMNPXTF 2 it FH = RNENHE. REATERFIA]
| —RITIR? HERRILBHIE

-----------------------------------------

w fij=
To: Green@microhard.com

From: Phillips@microhard.com

CC:

Subject: Hotel Reservation

Hi, Greenl Please make suitable hotel reservation for Mr. and Mrs. Smith from evening

of July 18 through morning of July 23.
w B, RF) EHEBHAEHNARBITSENRERE, HEZM7 818
BB LtE7A238% L,

-----------------------------------------

M ETE Y e-mail Se6 7 KK T ILE i e-mail IR TR EIE 4 T,

To: BIX email R4, BEREWENRB S,

From; BIX/ email RIER K, BERRERHENRHE S,

CC: & carbon copy NS, RERAESHKESEA, XERMENER, HIRN
LR R G HMA A BEBTITER Copy to:,

Subject: RIF &, hptRiX$ email IETEABRRI 4o
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