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2| PART 1 BRI 5 AL

UNIT 1 S3GEH

Subject: Next Meeting of the Board of Directors

The next meeting of the Board of Directors will be held at 11
a.m. on Thursday, May 2 and will start in Conference Room 101.
Main topics are:

(1) portfolio management;

(2) pension assets;

(8) environmental impact studies.

As the details are attached, please thoroughly read through
in advance, and be sure that you are ready with questions and
comments.

FTM.TREFL

TREFLHETS A28 2HwES 11 54 101 &%
2%,

FEZBHM4TF

(1) BFasdFm,

(2) Bth&F~;

(3) FEHAHR .,

EMLEiaXan, kitmiad, AR EEFRAELURERRS

o

X
13

PRACTICAL BUSINESS LETTERS 3




PRACTICAL

BUSINESS LETTERS

HHSNAATEARA AN, AE2NZTHELEL

ZORTHSRALEELERE AREEAAGT AR ELEERL, £
O TAHBFTABERLARSEBXF L,

o] PUX ¥ 15

* Training on the database system will be given on Monday,
February 12 between 10: 00 a.m. and noon in Conference
Room 101.

BEERANBIIET 2B 2B888—F 0RE 12 F
101 RIWEHHT,

* Please do some homework by reading the following report in
advance, and come prepared with questions and suggestions.
BEAE TEHNRS, HESE SRR REN,

* The following is the tentative agenda. If you have another topic
you'd like to add, please let me know by the end of this week.
BURSBINER. BEEEMATINGR, BEAERZHISKR.

* If you can't attend the meeting, please let me know within this
week who will be attending from your department.

DREABELR, BT ABASHARBILBEIWNHARZE,

* Please mark your calendar accordingly.

IETEIEN TR,
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Oboard of directors WHEEL

Oin advance

Ctentative X #EARY, RIS/
(Jagenda i IR

Olet a person know ik (A ) &iE
Oaccordingly 883 ; H8 R it

UNIT 2 iEzhiE A

Subject: Year End party

Come join — Year End party, the most popular activity of our
company. The food will be divine, without any doubt! Everyone
bids farewell to 20XX together, so let's have fun together. Don't
miss it!

Time & Date: 7 p. m. Tuesday, December 15

Place: “Palazzo” on the 20th floor, Royal Park Hotel

Please let me know if you'd like to attend the party by mail
before November 30th.

TMEAERE

FPHBETEARE, ARADNIRER AN ENZL —, h A EH
H A, AMREERFE £k, EEMN—F L5 20XX &, £ F %k i
B! REBAEE R

W12 A 15 8B 2HM=—%t 7 &

b S RERE 20 B AR T

BREHFOART 11 A 30 BT AL KB,
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A T A W ¥ g £47 . tasty ¥ vL ¢ /delicious £ "k %/
scrumptious 3k % 4 /divine A 8] # & 69 vk i o

8] PLIX AR

* ABC cordially invites you and a guest of your company at our
Year End Party.
ABC NEHEEBERR— RN TNRERSNERN NFLR S,
* XYZ cordially invites you to a cocktail reception in the occasion
of the opening of its new regional headquarters.

XYZ WEBBSERSNX A8 B NAELSER B .

* There will a New Year's party on January 1 starting at 7 p. m.
Let's enjoy the food and drinks specially prepared for this oc-
casion at “Bravo”.

1R 1 BR 7 SUTBEOHERY, LRIERAGBETZAR
BESENEBEBRE,

* We will have a New Year’s Party at Hyatt a Chinese restaurant
starting at 7 p. m. on January 3.

18 3B 7 R, B NSEBRPETHETHERY,

* A welcome party will be held for our new colleagues Mandy and
Mike at “XYZ” in Taipei starting at 7 p. m. this Friday.
AEQE 7 R, BESI XYZ, AFRRSHBSHE TR INDH

Pas
ZIo
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* Let's go to the company cottage in Tamshui next weekend and
enjoy the tennis game and BBQ!

TRRBAREIKNR TR ES IR BESER.

* There will be a company trip to Philipine during the winter holi-
days. You can enjoy kayaking as well as snorkeling! If you're
interested, contact Miss Lin.
RXTRBATBER—REFERRG. RTUZSERARFH
BX. BHBIABSWIVEER.

Oactivity i&3h

Ocordially i Zith
(reception <, %iBE
Ohold a party #HES
Ocompany trip A HR¥%

UNIT 3 #1F HHRE

Subject: Submission of Expenses

As you may know already, the deadline for submitting the
expense form is the end of September for all of you who attended
the Kaohsiung CS (Customer Service) Training. You can pick up
forms at the Financial Department.

The form must be handed in together with receipts for any
expenses being claimed. Failure to provide receipts or other proof
of expenses will mean no reimbursement.

Also if you delay, you might not be entitied to reimburse-
ment. So please observe the deadline!
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AL pil, RnHROFERENGLEARLAT 9 A
RZMRIF XA, BTRAEMFHRALE,

WA X, AFLFAHBELE, EXRBEZRA b IAE
B, W R EIRA

A, e RBETHREBH, WTaRXLRERA, FHEFRE
B !

AT T RSN, ALK “-ish” ETHFEBEL

TOUEEL A4 8 5¥ £ 42 8 30 —ish & around 8: 30; 48 &
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* The main subject for the next meeting is PR strategy. Please
submit your planning report by November 5.
TRZWEOERZ PR RIS, BT 11 B 5 B2AlRBERIB,

* The meeting will start at 10 a. m. sharp. Please be punctual!

ST LF 10 REFB, BENEHRE,

* E-mail me the details for your presentation within two weeks.

IBEMBZ A E-mail RARFENEDARS,

* | would appreciate it if you could manage it by the end of April.

WREE 4 RIRZ AUsTiEIE 058,
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