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Unit 1

Unit 2

Unit 3

Unit 4

Unit §

Unit 6

TH] ) 10 FH B 4T 4R
I am Mary Wang with United PR,
(REBRANXAFIHAW,)

FABRIE RN A
Helle, My name is Mary Brown.
(&3F , REHW-HFY.)

AR B AT 4

| need tc write an introductory ietter.

(BMES -HA4E.)

TE XT8R2 B R 8
We were the top.
(RpEAHELE )

1 I SCFBURHE 68
The numbers are in this packet.

(RBREXNFRBE.)
MR LE

We believe we can increase your
sales by 40%.
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Chapter (2] asmass

Unit 7

Unit 8

Unit 9

FE
How are you today?
(45 RIFET)

ES NG R

| understand you have something
planned.
(R HERA —RitR)

PriLEEEg
What a coincidence!
(F4%5M)

Chapter 3] mT=mr%

Unit 10

Unit 11

Unit 12

Unit 13

Py =:5/
It’ s a pleasure working with you.

(FEEERRERK.)

FR<H
When shall we meet again?

(RN FERLT)

LHER K <H
it would be a good idea to meet
again.

(REEH—KT.)

ARESH
| am really booked.
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(REyERFMEHT )
Unit 14 H %7 % HERY H]

| have a meeting that moming.
(BEEFREANH2,)

Chapter (4| nEmEns

Unit 15 #MASHE
Call Mr. Brown and arrange a meet-
ing.
(TRFLAREELHELT,)

Unit 16 HHRIEZH A
| would like to set up a meeting with
you,

(REE5 R AANE)
Unit17 FHRK&E

Welcome!

(REAZD)
Unit 18 $R2 5

Have you come up with any ideas?
(BELREST)

Unit 19 @&
I have something to say.

(RERENBEL)
Unit 20 5i8FR

All in favor, say “Aye.”

(FiA %R, R EE”,)
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Unit 21

Unit 22

Unit 23
Unit 24

Unit 25

Unit 26

Unit 27

Unit 28

BEESZH]

Would you arrange a cocktail party
at my house?
CGERERREHANERBEL.)
iR

We would like to invite you to a

cocktail party.
(RMNEHHEHEBREL,)
RICEWH R B %
B E

We accept your invitation.
(RMEZEHHRE.)

A EERTHE

’m afraid | have to decline the

invitation.

(BRRFBTRFIIANME)
EEHEM

Now you are free to line up the cater-

ers.

(RAERT UK FLHRKT o)
EHBAR

1’ d like to propose a toast,
(RFWHH)

BESEE
It’ s keeping me busy.
(& EIFHEM)

71
74

76

78

4 BARREF



Unit 29

Wk R
Thank you all for coming.

(A AL )

Chapter 6] = Ax®%

Unit 30

Unit 31

Unit 32

Unit 33

Unit 34

Unit 35

Unit 36

U 8% Sy t)
You fax me a press release.

(HE-RHFERER.)
‘AR

Identify yourself and your company.

(KRB ERAF)
T A

t have a press Kit for you.

(RA - FEEHLE)

JH R
Include the topic in your show.
EXANEHFINENFER,)

BRI RR

| want to follow up.

(REBKEK—-T.)
LI R TR

How do | make contacts with
other clients?

(REEHPHREF KRR
HreTA APRRFR

Did you receive my letter?
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(GHARKETEY)

Chapter 7] iesmess

Unit 37

Unit 38

Unit 39

Unit 40

Unit 41

BIFieEHES

i need you to arrange a news confer-

ence.

(A2 HMEEBESRS)
CEHFSS

| think we are ready.

(RE-VHBRET.)
FRiCEAGE

| want to thank you for coming.
(R AEMHE.)

[5] % [a) A
I"m glad you asked that,
(RRBRHLER T XAFA,)

SR EHFTE
Again, | want to thank you all
for your time.

(B—ABMMARE L)
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Unit 42

 J8 3 8 38 TR,
We should have a company news-
letter.
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Unit 43

Unit 44

Unit 45

(2 F B YA — 4 5 &R, )

FEERAS 126
We'll be sure to give people an ad-
dress.

(BN -2 27 L RN y34t,)

SrRFTEWR 128
We can leave some copies for the
public,

CTUY — B RAARK,)

B8 F 15 38 TR A B A 130

We are getting a lot of feedback.
(HNK RS K %.)

Chanter (9] ax=is®i#

Unit 46

Unit 47

Unit 48

Unit 49

WA HE 135

Mr. Jones needs a twenty-
minute speech,
(BHEELTE—f - +2 4 HH#H.)

2 E R IR 138
We were hoping to use your facilities.

(BN AR AR

WA R EVEA 140
| don’t know how.
(BrRuERELH#.)

THRES ABNER 142
Show me how to introduce a speaker.
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Unit 50

Unit 51

Unit 52

Unit 53

(BREHNMEHBHAL)

EREFIEFE R
Thank you for joining us here today.
(BMAREEA X SW,)

FWEWHN T HE
Begin by welcoming the audience.
(KA ARTF SR )

FIEEHNE S
Should | include humor?
(REHBR 5957

FOEMWPHRIGE
In closing, | want to thank you all.

(LR, REMNAKKTEM)

Chapter 10 zt7xt5ME3h

Unit 54

Unit 55

eI = TG S
We can hold a big dance.
(RMTUFEH-DARE2.)

He ik XI5 B)
| love it, a community campaign.

(HE#E3, FEX.)

Chapter 11 =& 5Hit
Unit 56 FEiEEPLIN

| am very disappointed.
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Unit 57

Unit 58

Unit 59

Unit 60

Unit 61

(R+2%%.)
HioEiE M4 ik e

} wrote what | saw.
(REBRAFLNEE,)

BECRMOEIRH
| expect an apology.
(RERHEK,)

TYES
| have taken care of it.

(RELRE]ET,)

BRFLI = 5 X R P
| demand my money back,
(RERERK.)

HERIEBIHIUKSLS RS
No, it’s this simple.
(F, BXRREXAHE,)

Chapter 12 =irssis

Unit 62

Unit 63

Unit 64

2] IE 1

| need to make a correction.
(REEMBERE,)

(o] IR 2 &4 TE 4518

| gave you the wrong impression.

(RATEBRNAR)
IERT = MBIEIR

| apologize for the misinformation.
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Chapter 13 s

Unit 65 X4 5 71 R 2 Fe = Bk ig 185
You’ ve done a great job.
(M BABRET.)

Unit 66 RRiFFFEAIE A SBE 187
| appreciate all of your hard work.

(B FFRRERHM,)

Unit 67 XTI S FTER BB 189
I am grateful for the good publicity.
(BWMNBxhEth.)
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