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Project 1 Establish Trade Relations

Task 1 Look for Clients

— .Extension of Words & Expressions Bif fl1R L EN AR

1. ¥ 1% 44 18] B9 )5 8% -ment: 3l 18] + ment #4 B 44 18], U1 establishment, management, payment,
shipment, arrangement, %%,

2. H5H A #S7% % & 3£ 15 K : establish business relations with sb. = enter into business
relations with sb. =build up business relations with sb. ,

BE S E R T & 1Y) 323K import goods = imports, P& [ B 5 s export goods = exports, ) R
&b simports and exports, gE H 7 56 s exhibits, B Y% 5B R M.

4. TR BRI JG Bi-al . 4498 + al #4) B 218 , U professional, international, personal,4§5%,

5. A TR B G Bi-al: shiR) (G M4 7254k ) + al ¥ Bl 4% 1), W1 arrive 78 B, arrival, try 2% i trial, %
&%, trial order R EE“ITH/ 7,

6. T “fHE” . shial & sell, & ir 42 sale, F= A Ay IR 4 f& push/ promote the sales of sth. #E& I,

7. kTN T BRI : assistant manager= vice manager, s Bl 2 P i) = & , 1l manager assistant J
BB E B, assistant 2 [ 31F assist AN €, 3 Fb, general manager 2 “ A E
JH ,sales manager & “f5E L1 = B , purchasing assistant J&“ % 4 B FL 7 i) = 8

8. KT : present A ZFhia) M AE 44 TR ALY UG 7 R MRS IE R R L B3 R AE
B2 im0 AE 1078 B s represent 2 31A] , 2“0 F 71 B B ; representative 2 4% 1), 2“1t
MR

9. FRCT &S W) ) A4 : goods, product, commodity, article, item;fj # N “—HE A
““”E’J#iﬂﬁ .cargo, shipment, consignment,

L H 4l T 7 detall fiT A H S A% B4R BY G] 20 A« details = detailed information, §E 1 ; detailed
introduction,ﬁééﬁf] A4 sintroduce sth. in detail, JEAHA 5,

11, CF Y i cvary & alin) , BEUZ A - AR TS ] S P oo oo AR AR T A8 A7 s various S B 253
A E“%ﬁ%’#ﬂ’]”,varlety L ANV P NE 2= 3 CE A X A
. LT EHEICAHZ c contact 2B R 7Y & JE (contact sh. =approach sh. “Bk RFE A HIZ B, 1M
contract ;& “ & [[] " B BB R Z Tl rl LR FRBEMNBFESF T .

— .Extension of Sentence Patterns 7] & {7 &

L DA Ak 0 0 ey 45 27 A A1) 22

(1)We learn your name and E-mail address from China’s Foreign Trade.
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CHMSEw VR ) Bkt AR S RE 18Tt

WATIMAO SHANGHAN JTAOCAI QUANJIE YUNENGLI TISHENG

(2)We obtain/ get your name and address from the Chambers of Commerce in foreign countries.

(3) We owe your name and address to the Commercial Counselor’s Office of the Chinese
Embassy in Malaysia, 3jir] 4 if 25 7] DL — B AR IS L — i 25 i B A 52 U .

2. KWy HAT LS B ECRRAE " Y ) B be of + n. A

This medicine is of no use. X1 2§ JLRL .

Prompt shipment is of great importance. 37 Bl 12 fR B 3L,

These table cloths are of various patterns, modern designs and nice colors. X 26 5 47 gk AL |
BB B e, (PS)

All our dolls are of nice colors, unique designs and good quality. F&{] fr G 1 1 1k 1 201 {0 fif ¥ 3%
THMRE R B, (P27)

Your products are of superior quality. R 7= mEERLE . (P31)

= .Extension of Grammar &% E

would be a great pleasure to meet you at the exhibition.
A. We B. That C. It D. This
S XD IHEEXEFENEERR . Y EERKMIEESRELH (be + EAH/ £
WD B RS E S B AR Cit + be + RIBOBRW / &)+ AERX”, bl AR
IEMEE R C, YR ARBIAA LIS N . It would be great to meet you at the exhibition. X 4l : It
is not an easy thing to master a foreign language= It is not easy to master a foreign language. & —

ITAME A E A 5 3.
M0 . Translation of Letter or Dialogue {5 &5 5} %1 1% B9 &11%

1. Translation of the Letter in Page 3:
Hpl BTSN 2011 R 5 2 T S R ok e
BRI Sl /RN
TATEEE M ABC 28wl o FRATTAABAT B LB o 3§ 35 60 55 2 W) 4% B RN ER - IR 46 ik .
FAT EC ik b 32 1 AN 5 A R S M IRATAE 2011 e i IR 3 e iy 2 5 )T 102 SR fi . hii
2 o 307 A 2 o o I B IR ko e B Y T A AE By s . BT 2011 4F 8 ) 22 & 24 H AR L 4R 2
WAL ZET .
FATIEH A FPRORBE S S AR 55 K AR . IRENEBIAEL S B S,
W 2 W T7 Fefii .
W B
2. Translation of the Dialogue in Page 5:
Helen : 547 , 38 e A S8 s A4 05 2
Jack Hill. W, FARUF 47 B X 467 il
Helen . iff i A 26K . 35 48 FOR N BIEA A4 — T
Jack Hill: & 1) . 3 1 .
Helen: N &S, XA 2R ATHH ™ il . BT 2R BB B0 S
Jack Hill . xf . B8 EEWARFER., KEE - MRITWHRCER)H?
Helen: 3% i) 81, 33X F6 19 44 v ALFR AT ™ i 1) [ i H 5% A B FRATTHE AS A 18 % K BB WL Rk 55
fRHE.

Dl
P

huji
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Jack Hill iBHER A4, RABTHIE—F.
Helen. 47 ), i 5 4510 44 JF 17

Jack Hill . if . 45 1R .

Helen. iffiff. K. FIL.

Jack Hill. 7§ U,

Task 2 Establish Business Relations

— .Extension of Words & Expressions B 7] 1R % LR E

I S R VARG 3

supply 38 H $i5 7€ 1“7 3R R AR Bk 8 i 7 0 T supply sb. with sth. = supply sth. to
sb. Ul : The cars will be supplied to people all over the country. X265 ZE¥5HE 0 25 4 E & # a9 AT,

provide HEAIE WL« 1 0 4 41 55 215 28 55 BCF 55 40 6 T 45 B 07 T I - provide sb.
with sth. 8f provide sth. for sb. 454 . Ul :The school provided food for the students. 2F#¢ by 2f AR 2
ik e,

offer ME X /R“IEELH T”. WM T offer sh. sth. 8 offer to do sth. 454y, J5 A REH T TH M AJ.
4N : She offered me a cup of tea. hZ3Fk ¥ T #r 45 . She offered to go instead of me. fth F o #2 H 0=
Kk,

A s supplier J& 44 1) “fE N Y7 BB EAR R ARV Z BN suppliers; i supply 7] /F 4 3 . &
“HERN I R EAR RN ZHCN supplies, {1 the supply (n.) of sth. J&“ Syt 7 iy 28 .

2RTURT BT WR XMW EICGRIXR L EE BT,

Concerning our financial status and reputation, please refer to the Bank of China, Ningbo.
(P1D

Would you please send us a catalogue covering your full range of products? (P18)

As regards the offer of Chinese costumes for ladies, we do hope to keep the original price of
USD 50/ pc. (P33)

With reference to our S/C No. PTS12 for 1 000 pieces of Men’s Shirts... we would like to ask
you to effect insurance for us for 110% of the invoice value against All Risks and War Risk. (P49)

Meanwhile, we should appreciate it if you could send us by return a catalogue regarding the new

products in 2012 for our reference. (P49)
— .Extension of Sentence Patterns G) 8Y ¥ B

L. it ps B 27 18 ) TR

(Denclosed please find ... , 75 “ Bl o fpf 2 -+ -+ G A o7 1y & B J5 T B # sth., 4 : Enclosed
please find an e-catalogue and a pricelist for the table cloths. (P10)Enclosed please find our Proforma
Invoice. (P42)

(2)we enclose herewith... , il : We enclose herewith Contract No. AT067 in duplicate. (P36)

(3)Sth. is/are enclosed. 8{ Enclosed is/are sth. , {1: An order form is enclosed. Enclosed is our
latest catalogue.

2. Wy Ay ) B

(1)Look forward to your early reply. / Looking forward to receiving your early reply. / We look
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WATMAO SHANGHAN JTAOCAT QUANJIE YUNENGLI TISHENG

forward to.../ We are looking forward to-..

(2)We await your early reply with keen interest. (P11)

(3)We hope to hear from you soon. (P11)

(4)We are anticipating your prompt reply. (P17) = We anticipate receiving your early reply.

3. CHEURTT) e (TR T AN TP S8 11 A B

(1)We shall appreciate it if you can/ will do sth. 24 sb. {f £ &R} ,appreciate it =AM . Ul
We shall appreciate it if you will modify the L/C promptly as requested. (P80) it /8] B 41, 7] DL A& Bt &5
4k AT 5 . We should appreciate it if you would do sth. fJJ£ . We should appreciate it if you
could send us by return a catalogue regarding the new products in 2012 for our reference. (P49)

(2)Sth. shall/ will/ would be (much/ highly) appreciated. 4 sth. {F 35 B, 22 #3015 2
Al : Your prompt attention to the above matter will be highly appreciated. (P80) I}, /a] I 34 0] Pt 4 b Tt
will/ would be (much/ highly) appreciated if you do sth.

(3)We shall be much obliged if you can/ will do sth. #1: We will be obliged if you can airmail us
a copy of catalogue for us to study. (P19, zhid)

= .Extension of Grammar &% B

Enclosed please find a catalogue and a pricelist for the table cloths you are interested
in. Please contact us for more details

A. which, need B. that, needing C. /, needed D. that, to be needed

ST X P AR B AP S bt B AN E T, R E RN D R EEEE. H
L — AN aS, DA 1k 0B X . 2E 38 M A] which/ that you are interested in {& 1ifi §if 18 ) 4% 14] table
cloths, G EUZ“UR 7 SR HY ” L 3x LA P3¢ R A3A] which/ that B h 7 € 18 A m) AR 22385, o AT LA
AW, M A FHEINE — DG S E 1S needed, & 1 A 1 1Y 4 1) details, B B & “fr /9 75 5
W7, FrLL, X — &2 2 C, XUl :We are sending you the following offer together with a sample
book illustrating our full-range products (E E Z2“EM¥E F £ E " M 10”). (P27) You should
immediately apply for survey to the survey agent stipulated in the policy (Z B 2 “{f£ AP EM ) to
handle the matter. (P57)

M . Translation of Letter {5 &% Y &11%¥

1. Translation of the Letter in Page 8:
Foil TSN 2011 R 5 2 i R ke e
REHH) Wendy:
SR T 2011 52 7 J 15 H# .
FRATAR & 26 AR AR 7 45 2 m 2011 R 4E i 0 i e g o FRATTAR BE 2 AR 7 & Aor
i T FRATA A 2 2011 L 7 4 fin 307 i e e UG AR Iy 2 MR T AR S 5 REIT Y 76 5 e AL,
TR o B S,
VR
2. Translation of the Letter in Page 9~10.
Sy 7E 2010 iz 307 48 i 30 A e e 3 L 1 R R Ml 55 1K B
REALAY Jack:
AR R 24 AE 2011 i 30 248 i 307 AR e e b D0 3] 45
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E—E | IMEMEX
FdE ok A P E BCD 515 28 B (e . FATHERL A B0 JE 5T H i & B 254000, O AT .
it oI B 2 — 3 5% D7 SO M A SR AT B R TR R H RO H 2R IR R R IT LLARBOE 2 BT T TR
KT TT W 55 AR O NP 3 1w b AR AT T AT A A

Wy AR .

LT
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WATMAO SHANGHAN JTAOCAT QUANJIE YUNENGLI TISHENG

Project 2 Enquiry

Task 1 Make Enquiries

— .Extension of Words & Expressions Bif fl1R L EN AR

. YRR A & AR aliE 2« stand, booth A \ & 5 , exhibition hall )T ,on display &%, & H .
. [ sample fi 4 19 1R 4H : sample piece £:4,sample cutting BJ 4, shipping sample 2% AL 5 .
. do not hesitate to do sth. =feel free to do sth. fFEFH HNI % (P15.45),
. M RE 2R 1Y )G Bi-tive Fll-able: Bl iR + tive ¥4 B JE 25 10), U1 active, attractive, effective, cooperative
2 . Bhia)/ 44 1a] 1 able ¥4 i JE 2% 30) , Ul available, acceptable, payable, respectable, reasonable %,

5. KT Y 1A operate & B iA, “HAE. 2B co BT &, KR EK AR TR A,
cooperate FLIE“ A VE LG 7 I B B I E AT 4 B ok 19 24 1) 5 J& operation Fll cooperation, -tion — i
AR 44 1R Y )G 4% . A : quotation, recommendation, confirmation 2§,

N SR R

— .Extension of Sentence Patterns 7] & {J$f &

CIROGHR AT SR ) B

(1)sh. be interested in sth. ,F&/8“H A X 597 B HR 7 1) 2 FE , 40 : We are much interested in
Type A material in your advertisement. (P16) Enclosed please find an e-catalogue and a pricelist for
the table cloths which you are interested in. (P10) You might be interested in our soft toy dolls.
(P27)If you are interested in any of them, please do not hesitate to let us know. (P44)

(2)sth. be of interest to sb. , &/ “FEM i HE A JBROSHR” fY Z L, 1 . Your advertisement in the latest
China Foreign Trade is of interest to us. (P16)Is there any product on display of interest to you? (P15)

(3)sth. interest(s) sb. , F/RN “F Myl F A B H i) = B, Wl . If any article interests yous,

please don’t hesitate to contact us. (P15)If our products interest you, please let us know at once.

= .Extension of Grammar &% E

If we find the quality of your products and your price , we may start long and
profitable business cooperation. (P17, ¥ %)

A. accept, reason B. accept, reasonable

C. acceptable, attractive D. acceptable, attract

ST X — P find + R+ EIEANEE CGEAD TSmO B AR R R R B
BB X BN A A feel, think 55, FrLL, A BRI A ) 3] PR A X, B S 30 5 — A4 Fil D
I RS AR AR AT, B A % C, XL If you find business possible, please contact us
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through fax for offers.
[ . Translation of Letter or Dialogue {5 &8 5} Xt iF B9 B0 1%F

1. Translation of the Dialogue in Page 14~15;

Smith. XKl Z MK J5 AL, oA .

Matt: &/, it

Smith: A 3 A G R T e it 2

Matt: HRA . XFAAHE L EMRE.

Smith: FRERCELF . X2 FRATA4E BB ™ dh . B 7RI B 23R 52 0GH

Matt: B2 AT 24 il By 7

Smith: B FH 22 28 F0RR A il WA B LB A8 SR, R AR E b 33K ol A R BORE 1) AR IR A 25
PR A

Matt: A JLFHEI A gk $% 2

Smith: FLRf——£06 B0 G0 R IE ORI @ WERARATR 2, AT mT LR B4R 5 iy 26,

Matt: 4F#) . YROTRE M FATHR CIF T H i 2

Smith: #Ef 12 70, HA0RAR I 1T AR K 4% ik 2T B

Matt: 4R G825 3 — 03X Ml A ) R 1 0 2

Smith: ARAT LA, XOE LR H SR o R XS AT AR 7 it SR R L 3 ) A0 B Bk &R AT

2. Translation of the Letter in Page 16:
RISt/ RN
R B A O — R E XS A 5 ) BT SR T RO R 6. AT T by A BB RHR Y
B A AR s AT AR R TS . A 3 m 3K 5 i CIF 7 B kA .
FoA w B AR FNEE T FRATTIEAE S 3 — M NI AE Sy FATRY R BIAK A . SRR T 7 A A%
PN i BT AT 2 52 FRATT AT LA B K0 R Bl 55 A
AT St R AR .
I

&

(3

Task 2 Collect Enquiry Information

— .Extension of Words & Expressions B 7] 1% % R R

1. M costume AJfif4E 4 costumer, “fREER ., 1T 2 T 5 customer, “Jii & 7B X 1 .

2. 24 handle YE“% 8 KM M, °] P15 deal in H 3,40 handle the import of textiles= deal
in the import of textiles; 2§ handle /E “4b P, 1 5 " B fi# B, 0] DA Y5 deal with H 4, 41 handle this
matter=deal with this matter,

3. steady demand E“faE M FT R "I & B 1M steady rise B“f@L 1 EF7 1= B

4. high quality &“ F T E” = B, full quantity 2“2 B2 B, T & quality 5
quantity FJ5 1%,

5. T2 T "M FEik :be in great need of =be in urgent need of=be badly in need of =be in bad
need of=be in a great hurry for,

6. in our area=at our end, “7E K H " H) & B

7. for the time being=at present=at this moment,“ﬁﬁﬂ‘\ SOV
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WATMAO SHANGHAN JTAOCAT QUANJIE YUNENGLI TISHENG

8. for us to study=for our study=for our reference, “ftF I 58 . S=H "= E

9. meanwhile=at the same time, “[a] 7 = B .
— .Extension of Sentence Patterns A]E! IR B

KT e AR AN Y A B

(D quote/ offer sb. + ... price (for sth.), T/R“HIEY)m L AR 207K = E, 41: Can you
quote us your CIF Ningbo price (for this cloth)? (P15) Besides, please offer us your lowest CIF
Ningbo price (for this cloth). (P16)

(2)quote sbh. your best/ lowest price on... basis, F/R “fE - e o) BN R B A B AN/ B AIG
W) = B, 0 Would you please quote us your best price on CIF Amsterdam basis? (P18, ¥t Z%)

Please quote us your lowest price on CIF Ningbo basis.
= .Extension of Grammar &% E

We are a trade company in Malaysia, import of Chinese garments of all types. (P19)

A. dealing B. dealing with C. handling D. handling in

G333k S TR %) I A T LT A R BECIR TR A O . B B RE KU B T R B9 S AR BOIRZS R A
Wl & r) - 15 15 B0 1A B S AR T A AR SR TE Y . 3K A 4 A 2 I A A BUAE 4], O SRR ARMEBE T L 4%
TORAE S B S T . handle fE 28 K2R L E N T deal ing A RIS in, D &5
ZoA in, BRABXE T 5 1 deal with S 40 3”7 R BT DL X A IE B A 28 2 C. XA : We have received
your letter dated October 4 requesting us to effect insurance on the 2 000 cases of L.ong Hair Panda
for your account. (P56) We are in receipt of your letter of Aug 10, requesting us to ship all the

garments in one lot on Sept 1. (P62)
P4 . Translation of Letter {5 & B &11%F

1. Translation of the Letter in Page 18

LR/ iU o
FATE SR E EFER 2 o 2 FARM Bt A "l AR AL . FRATR AT 22— KL &R X R 5 7
AR

HY T 307 S X S IR DL AN [ R % ST RE R AT b — O R R A T R A H S
FI I A 06 55 AT SRS E . D07 REA I BT AR A PF CIE A1y, [a] i A e RO FB A 1 1155 7
W UR D7 A AR [ 5
SRR
2. Translation of the Letter in Page 19:
WA £ A
Z 3k Grand & Sons A Al HERE  FRATIREN B2 0y 2 — R ARG 40U M B2 W 0. AR DRI
) — 2 52 T 2% ) o 0 100 2% v [l AR B
H AT 2 2R 2 70 B o 7Y 0 8RBz 00, (Rt , FRATTOE 2 Pk 1 — 26 JR AR 5 BB AT S R A — 1 R
i B S AR B AR AL FRATIR I B AS PR JERSE  [R)B 3 1 RATTHR M L IR AT SR L 3 000 {4 B
SUETEI
AT Z M KA 1E.
SRR
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Project 3 Offer and Counter—Offer

Task 1 Process the Information

— .Extension of Words & Expressions B if f1 R A E IR E

1. TR N A TR A ik : as requested = at your request, R FTEAL A comply
with your request(P57.62, 7 & H iz AR 28 4k) »in compliance with your request(P63),

2. RF R R I : superior quality = high quality = good quality “fi K # & i, 5 b 3™, i
inferior quality= poor quality “{&45 W5 i, iR 227,

3. X F L/C 8% A % i& : confirmed, irrevocable sight L/C 8% confirmed, irrevocable L/C
payable (by draft) at sight, W5 J& 15, 78 “ B 7 (9 5 18 AT DL ) DLJG .

— .Extension of Sentence Patterns A) B!y #H B

AR AL LA S UE AR A R

(1)We are now making you (the following offer) , subject to your reply reaching us/ here within
10 days. (P23)

(2) We are pleased to offer you the following items, subject to your acceptance reaching us
before/ no later than June 15.

(3)We are making you this offer, subject to your reply received here not later than July 1.

(4)We are making you the following offer, subject to our final confirmation.

(5)We are making you the following offer, subject to the goods being unsold.
= .Extension of Grammar &% 8 E

Our textiles products are selling fast their unique design and superior quality. (P23)

A. because B. because of C. since D. due of

3T X A Y R R IR IE 1 3R 38 . because, as, for, since 3X JLAN 1 #F 2 F R R H 7 Y %
1A, 15 S B IR 2 59K IR N : because—since—>as—for; H.H' because, since, as ¥ 5 M J& & i . 5| F 7
ARVE AT 5107 for SZ2IFF 348, 51 FIFH0 4] AS I 30T F5 T A2 A O I 2 ) L BT DAL ALC SRR X
D kW AN, IEFA RN B, X HAY because of 1] UL A due to 8% owing to FACHE ., Xun,
Because of changes in labor cost, we have to raise the price. Although we have made an effort to

keep the price favorable, due to the increase in freight cost, we have to inform you of an increase in

price by 506, (P33)Aiad . 75 B 5 W ] “7 1T A 2 AR AUt W] LT A0 37 for D45 37 Jit PRI A S i
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MY . Translation of Letter {5 tF 89 &11F

Translation of the Letter in Page 22~23.

LI OE VN
RS 9 A 25 H i AE . $& IR D7 BER L 07 BUAEAE A0 T R B AR B DL St A R B B AE 10 K2
BRI N HE .

LR 1RB8581

e ad . e e He. 98 .28

# Tk CIF 4 15 £ 7

FAT R VAS T A % B A PROL 8 R T BOH 69 BF 0V0 243 R R AT

KiE KB MAEE 28 R A A 22
FATH G5 250 i T3l Ry BT bR B L e KR G R BT SE K
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Task 2 Make a Voluntary Offer

— .Extension of Words & Expressions 87 f1 R % LR E

1.t load" %48 A1 A& Hh 1 B 30 53] 4H : loading, 44 1] “ 2% 4% L 3¢ 2 & 75 download, 3l i) “ N 2”5
port of loading, “3% $% W " 14 = & ; port of dispatch, “k& #7192 & ; port of discharge = port of
unloading, “HI 5% i " H) & B ; port of destination,“ H A" &= &,

2. XT“HiiR” : describe, 3Jjia] s description, 44 1] ; description of goods, “ G2 ¥ i ik " FR“ G247 .

3. beneficiary“3Z 25 N\ "2 H benefit“F] 35 340" F7 A 100 %K o

4, TR B AR B R 2 - 3h 1R A deliver, 45 1] & delivery, 38 4% B} [A] S time of
delivery, 3¢ 5% H #§ 2 delivery date 8 date of delivery, & %% & make delivery of sth. , JU%% N take
delivery of sth. ,

5. RTFE7H A try Z 30, trial Z 44 FFIRAE H trial order i1 HL”,

— .Extension of Sentence Patterns 7] & ff B

%% TF Would you be good enough to do sth. ? “§Ef/Re+- - -0 27 iR A B . £ 48 “be good enough to”
ANFZ MR A B R ARGR L TN E “be good enough to” W] 45 B A LA L H &

(1)Would you be good enough to keep silent? 5 R AR 57 2 i 115 2

(2)Would you be good enough to turn the radio down a bit? iH R LU & WL A & 2 /D — 8
b g

(3)Would you be good enough to move a bit to the right? i /R1EA P #8— & g9

(4)Perhaps you would be good enough to study the enclosed information. ] 1G5 5 7 WF 5%

FrBEgERE, (P27)

= .Extension of Grammar &% 81 E

We are sending you the following offer together with a sample book our full-range

012




