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6. WAHRAE EFFEREZN ELRBKEAY
V60 K 25 , 4 AT RO BRAT B0 07 . BRSNS, F R B
HPHEA R, AR CH R ENEE. BEHE
CHBHE R F PR REE.

7. GREM  REBRREEEM T ER .S R
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9. BELEHE EFBHE.NEALERFAF
i, B EREEBTI&M.

1) FRETHRHERWN FEHR?

(2) FHBFREHTER RALR?

(3) WARESERAH, BUAFHR TR,
W NERTEE. W BRTHEEIL
(5) BERHREET? BE=EFMHBR?



(6) EAEMFHELDEREESBAERER
HEHEHE?
(1 WMERERBBAN BEERBEXLEFMN?
MREHFH, Y EXBEAFEHE, XBEEEKIITF
HIBUR .

1.2 WRRFSHAZE

E—RAGHNBEF, ERRAFSEEEFEEMNE
. FERUGESIRITEARN X NERSFSHAE.
1. @8« 7,
WRBE—AZEXBR mESFRGAE ShSaZBHAN
5.
We mailed you one check on Thursday.
OREREFHRBHERSHNEFHZE.
Dec. (December 4 E)
No. (number {145 5)
Mr. (mister)
L « M « Kelley
GYREDER.
¥45.50 $7.54 #£3.27 801.45
(WO EAESHEHEN R R FRFHEE .
The letter reads “We cannot *-- entil after you
have filled out the gestionaire. ”
2. 5“7
O—MEFH, WEEF GERTH, SR T
DBEXRAEY, HRRHKMRESREF T
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RORKIHY) FTRLE SR B 015, Bl
(a)3EANF] :you may,if you like .go now.
(L) EETF M) :He is honest ,I understand.
() F ] . The message , which was brief , was
sent by wire.
(d) [d] i i : My employer, Mr. Gates, is out of
town.
(2> FESI A 2w,
Mr. Fielding said,“This is not my signature. ”
(D—LHP FARFE W EHER, =008 —
N, RESA . HEG AISSHYRFEREGH
BE5TF.
1,356 87,200 3,123,456 10,000

(4)1Z 5 F R — 3 B2 E 78 IR A i 5
WA . -— e/ R T A f7 R 1 /80 o REOE e W] DL GE
$4H3F
Intelligence, industry, drive, and determination
make for success in business.

Our company has earned a reputaticn for filling
orders accurately .compietely ,and promptly.

We write our own copy »we prepare our own de-
signs,and we plan our entire sales promotional
program.

) EM R FH s oA g 2 e, W ALE S,

When you have finished typing that letter, you
may go.

Having completed my dictation,I\¢losed my desk



3.

and left the office. .
(6)ARPR B AE B 74, N HES 45 .

In any event,the China will be delivered before

Thursday.

I cannot promise,of course, that we can deliver

them before the vacation period.

(MBF| A yes,well ,indeed ,surely,no,certainly %2

Kry RT3 A S S,

Yes,we shall be glad to send you an application

blank.

Surely,you do not have to keep those plants.
547
EBRHEEFENFA S, 250 LA EER yet,

for,that is;so E7H,

A man ought to read just as inclination leads

him ;for what he reads as a task will do him little

good.
OEEAPZ FR IR UEREER, [

therefore, otherwise, accordingly, for hence s

moreover,in fact ZFEENT, W LS54,

Your letter requesting cancellation of your order

8941 was received only this morning; otherwise

this order would have been shipped today.
(DBH F B, WAL ERE R E RGN & T4,

RLEAGH 553 FF

We have shipped items one,two and three today;

items four, five, and six will be ready for ship-

7




ment within ten days.

(WOA]F, A namely, for example &, TTHL/EBE
KR EB, W #E namely, for example % 2 B f#f i
5.

Your letter of application should include all im-
portant details ;for example ,age,education,expe-
rience ,and salary desired.

- BE5 ,

WERFIHHRFZE ENES.

Dear Mr. Tingay: Gentlemen;

(DIEXMERESI HAET, M H 555140,

The president of the company said ; “The board of
directors met yesterday morning. ”

(DUBSHIF—RFMEE.

The order included the following items:6 sets of
471 cuff links, 24 tip clips 8532, and 38 leather
wallets style 0416.

(OFEB ] FRR e, H 8554580 584,
5:30 p.m. 8:15a.m.

- 5“7,

(OIERIS S 8§ S H .

What time is it by your watch?

@OBEWENAGE, K N—BRSEER.

In March(?) of 1984, we called on the Butterfield
plant.

(3IMRF 52 IE T BT 51 Fl A F 89, W 65 5 i 7E 5
BZH.



I said, “Has he the money?”
“Who is it ?7” she asked. “Why have you been
ringing this bell?”
6. HILS“1”,
TSN AEROGAME A RIERNATZE.
Wait)! Don’t release that shipment now!
7. Wﬁ%“_”:
(DB ARRRAFPERRGH PEAHIT.
Imagination is as good as many voyages — and

.

how much cheaper!
(MBI W RUR P HES H , F LIS RF
Three of our trucks—the ’59 Chevrolet, the’59
Ford, and the 60 G. M. C. —are in excellent con-
dition. _
OUBFrSRAES LA REFR S EE.
We must have your check within ten days—ten
days, not a day later!
(OB as,namely ,that is E&HKE— EFIHA
HEHRZE NHAETSERRZ.
There are four steps in our sales training pro-
gram;
namely—
(a)A six-month period in the factory
(b)A six-month period in the offices
(c)eer
(SRR R P F 2 [ BT B0 to B and &
B,



