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BREARRE - MR . RREHWRSEXHEYR? Bk,
BN S AE SRS T LA — 248, wiS 7 B A 1E, 5%
FHRRIFTEY, MR THUHIECR, RSB TSEAMNBR, MiZEsEs -+
BAPERPIEXBET . MLAERARBHIIREXHER? B TEERH%
BREXIR S 25 5. BORAEN, BAFEEMHEN LS. BERFRER
5. Elbr&mn. HiE RSN SmiRFE G, BATLERIREE AR,
BT oy BB FNIEAR SN A T CPBE R — Lok SRR, b — R G m
B, fERE SR EGATAC, BIFLIE (Courtesy) . &l (Consideration) |
56% (Completeness) . {&%#5 (Clearness) . {i{% (Concreteness) . H.fk
(Concreteness) . #:#ff (Correctness)

—. L% (Courtesy)

ERFBENENARRSEDD, ILRMEEREENER., X
WHBHER LR, A TR ANIMERAE RN, LSk EES Sk
WITWMFIR N IR B AN . RN, IR SRR R

HH,

B, BILRENER. BUFIRMESE, BARRESS %S
> B@EROENEREFRAABIEE . AR ERPRES By, HE
I8 FARRANITIDRE A SE & R ASE AR I RBMRL, TiA G HEM— 5, fERS B
A3 N RE B HAT (TR R,

B, LR IERIEIEE, EHBREEZH, BN
BAVRIIE R, AR SIS RATEL, 0%, SR, SO, 2,
BRI & FIEE R KR KK courtesyWB 7 BLIESR L — 264 LA fit
(=) BaESERFR

130

1) Will you give us more detailed information on your requirements?

2) Will you please (kindly) let us hear from you on these two points?

o
O
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Cbapter

() EH
i
1) Would you compare our sample with the goods of other firms?
2) We would ask you to ship the goods by the first available vessel.
3) We wish you would let us have your reply soon.
4) This would seem to confirm our opinion.
5) We should be grateful if you would help us with your suggestion.
6) We think if advisable that you should accept this offer at this price.
7) We should (would) like you to let us know the exact amount.
8) Perhaps you might like to have a look at the actual goods.
9) We might be of some service to you in a similar case.
LA E#92). 6). DRI will, shall, may, {H& A BHENIZGRE R B
ik,
(=) EHA*E
AT Rt s E R REDst 5, FH: we are afraid, we would say, we may
(or, might) say, we (would) think | it seems (or would seem) to us, we (would) suggest
as you are (or may be) aware . as we need hardly point out 22 AR EEFIIE S,
B30 .
1) J&E4): It was unwise of you to have done that.
% Jg: We would say that it was unwise of you to have done that.
2) JR4): You ought to have done it.
5 : It seems to us that you ought to have done it.
3) [Ef): We cannot comply with your request.
o5 . We are afraid we cannot comply with your request.

.. & (Consideration)

GRS BERETERYE N, (R F NG —E R RAFIENE,
WA WEN TSI EZ BN S FAREE, ok, SUEMEYE, REUE
ZARR RT AR A, TARLE AR ‘R B BT AHESNEE.
P B ARG 3R A B RR B A G E R, X AT DA A 1t B ki R A2 4%
SAEBARNAE., AT ERRE.

XEEEFEHIEGPaAEER, HETENET. Flan.

P T FI &A1

1) We-attitude (55— AFR)

® We’d like to send my congratulations to you.
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© JRBYIESTR

@ We won’t be able to send you the sample this month.
® We allow you 2% discount for cash payment.

2) You-attitude (% — AFR)

(@ Congratulations to you on your success.

@ We will send you the sample next month.

@ You earn 2% discount when you pay cash.

=. 5c% (Completeness)

—HESBERAEERS THANLERG BN A TREE BREEZCR, M7l
IFRANE Y TEFEELEEE. EHRERBEE T UEINE, HFEETH
AR, REBREEADERILI, ES4 YIS ASHREYZ T = AN EFRIEN
£, WREMLATMMBIRE T VL EREE, SCE B IAEERE, BtelhE
BFESIHRHEE.

— 1 AR R RIS & TS TR, am&iE S ML ULEART A, Hb A, Y1
FHEMABRIGE. BIBENEXhMRAIGEANSHREL, JEERER
SRR R, XRERSEZA, BYRHN, BOEITIFRR.

—HESHREGTE, BIUAHAD “W” X%, HI: Who, What, Where,
When K Why (F§How) , filZn:

TR ES, LU .

“ERMA LW 4h (What you want) 7
“fA[F+8E3E (When you need the goods) ”
“Sedy kB {a b AYe (to Whom and Where the goods to be sent) ”
“fnfalftEk (How payment will be made) ”
xR G BRI E B (AnASRERAL, AREEERESE) FriiAHER
“Wft4a (Why) 7, B EERNERABESSH, BTREERAER &M
X AH:Fh#E 7 (Complete and Effective) il B A4k A E RIS,

P, 5% (Clearness)

ATHERERFEREINEL, BOIRES, RUMEBHFRIRAIED:, &
HERESMAERAEE U NIES .

LRI T AR ER AN, EREW. SRMEE, SR TIRMIE
), BREBHFEHR, HEESGHSENS EIRESSIEE eI TE LR
. IERE. BEALT . BIERIEIEL RS REBETLER,

BREER RN, BEE:
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(—) B AEER
30
As to the steamers sailing from Hong Kong to San Francisco, we have bimonthly
direct services. »
B Aabbimonthly# X : FILLZtwice a month 5;# once two months, #iE(E#H
BHFEERE, FTLARED.
1) We have two direct sailings every month from Hong Kong to San Francisco.
2) We have semimonthly direct sailing from Hong Kong to San Francisco.
3) We have a direct sailing from Hong Kong to San Francisco.
() ERRIEABHE
IEup
1) We shall be able to supply 10 cases of the item only.
2) We shall be able to supply 10 cases only of the item.
FE—mNIAE BFP R S LA _ERIE S,
() ERATFHISEHM
B30
1) We sent you 5 samples yesterday of the goods which you requested in your
letter of May 20 by air.
2) We sent you, by air, 5 samples of the goods which you requested in your letter
of May 20.

Fi. Hii% (Conciseness)

BIEEHEHUCABENE -, FAXFRRETLSEANRRE, Wit
#lfs ARt EERORBENAZE. BEEEmAKER. BEES.
—EHFIR S BEMIZEHET. BT Y. A THBEIBERE, RE R
FHE/MER, BABSEIEREL, H¥EE/RHT.

IWEMoBESHEHSBEEMERE. Bik, RoIRE. R, 841BEN
B8 — B s — A R I R — PR AT I 5 T

EREIHDEEE:

(—) BRERER
&in.
1) We wish to acknowledge receipt of your letter...
a] %A : We appreciate your letter...
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RN bR

2) Enclosed herewith please find two copies of..
" A We enclose two copies of..
(Z) ZREA. Big
4.
1) enclosed herewith m] %4 . enclosed
2) at this time A2 2% . now
3) due to the fact that 7] 2%, because
4) adraft in the amount of $1,000 B[ a draft for $1,000

7. HAE (Concreteness)

BREMIZGHAE, U, MRS, MR, B%. SRR, H
RERKEIEXTERREENEER, REMRESENZELE, G, piaingt
Lo R ANEHIEE RS T, R K™ . “47 B 4P xBEIIRE.
BHRIZZEM, FEA AR, SBER, EEZEU/NG . obh, B iz
MR, “TAAT . ‘DR BRAAIE,

LA AT DA B e 15 S5 Bk

L RS 5508,

2. MshiAlZekahte, ZEREHES, L RMDIESSIAE HIENTIE,

3. EEEG). FRMIEE,

4. BRI, REHEEME.

. ##h (Correctness)

HERREARBIES, ARSI SHERBER, HAEEHAAEN
BERBUAR EN, BB ER, EERE—HEIFEREEEITFE, this
BEfER TARBNABEAN, BEBENNELILTIRENEE, THER
RSB AT BRI AR BRI ™M B, Bh B R & R MR IkIE, SR LENR
FHIRFL RAESFIE. Hik, BROEAEETHRFBAGERS A, BheTF
RFESIRFBOREMAMASERAF, AW, BiET TSNS H O
A B S5E b,

B E R ERMEREILE .

(—) BRELR

BB ENNEERR B, BEAERBAME (Understatement) , B RE

Yif3idk (Overstatement) , f5ilfn,



[HE 2] (8
FEfl it gk

JE4): This stove is absolutely the best/the very best on the market.

PEIC: XA WPF a2t AT LRIFEPT.

XAER MR EE SR, EEA B ARG EEE, mithh RN EiX
R “tity LEER” . XN ERS, SAAEREPER,

AT E 4. Our model A185 is designed on modern lines and gives,
without any increase in fuel consumption, 23% more heat than the older models. So
you will agree that it is the outstanding stove for economy of fuel.

BESC: MY AIBSH 32T R Bl M XXt 8), ATIGIRA N L6 oL
T, st sAte XPFEA R23%, A, IREA, ERML R G
¥
(Z) HFEHEH

XHOME B EAFEF, XS BEPRR TR IIMCAER, Al
“RzZEE, ZZTH” , EESIEAFEIRERE,

(=) AFERIEAELRIE

— R DL RE A B . S, AR, TrEETHEIIH,
REAL, s sRRAL. R, B2 EALERNAL,

(W) SENEEEITGE

EREERRINFRE P E RS R 2 — AR EFBS (spelling) &1
T, BEERSERL M REBNAE, BLERAREEFIIS? BN
DEAERTH, R FRERDHE RFHEY], BEEZEFT (syllables) |
FAR (roots) . HiZE (prefixes) . J52& (suffixes) .
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BEERARA B A. THERSBESHETNILEERESN, /LA
E{EIRE CH LD HILX IR,
(—) PBEEREEM
Biltm.
JE 4] : Deciding to rescind the earlier estimate, our report was updated to include
$ 40, 000 for new equipment.
M4 . Deciding to rescind our earlier estimate, we have updated our report to
include $ 40,000 for new equipment. (J&welkErescind, A5 f&report, )
(Z) AFFEETR
B30 .
JE4]). He decided not to audit the last ten contracts. Because of our previous
objections about compliance.
Freic A . He decided not to audit the last ten contracts because of our previous
objections about compliance. (P§/~A)FRIi%ELE—EE)
(Z) EESEMEXR
Biltn .
JE ). The owner questioned the occupant’s lease intentions and the fact that the
contract had been altered with ink markings.

Jigk 4. The owner questioned the occupant’s lease intentions and ink alterations
of the contract.

(M) BEBEEH
Biltn.
JE4A): An authorized person must show that they have security clearance.
M4 : Authorized persons must show that they have security clearance.



%5 T3
SRR

(R) ZhiAFMEFEFER

ST — T XA T4 B
1) This is one of the public relations functions that is under budgeted.
2) This is one of the public relations functions, which are under budgeted.

(%) BRREAT
Bian .

JE4): He did not make repairs, however, he continued to monitor the equipment.
Brek A . He did not make repairs; however, he continued to monitor the equipment.

(1) EIAEIER

% affectfiieffect, operativeFlloperationalZs%y B iRIA MR E T .
() KINEEFR ’

it

JE4): MUST change to OSAKA immediately.

B3 SFEAREARASRR A, (ERIANIE, FAESK. . M
RERATLAT . )



SRR W A

—. HFIBeEREX

FA o, FHB A AR B AT A R AR IR TR P B EAR R, —, E5H
B TR, AR T R R AR A Ry, T L B TR
#ee B EB IR AT

Subject: £, HRBEAEE.

Date: &f5 A, HBFFHzhEM.

From: %z AMuhk, e FiA-EF RS,

To: Wfg Adbak (REE—1) .

Ce: hikshit, wTLAZAS, H s 7 & ¢, 7 ok,

Ecc: #ak#hht, wTLAZA, W % 7 & “, 7 kR,

Reply-to: [lfgibat, &gy hFrom,

Content: NZE

Attachment: Fff{4

. Wi EAE

(—) FREE

BRI AR B R EIER : ERIERA AR, {£/H “Dear Sir” |
“Dear Madam” ; TERK AW/~ ABHER “Dear Sirs” |  “Dear Madams” |
# “Gentlemen” , EIEXFEIEFMEMNE S, WRBSENNRKEAN, T4
B E A A M EIE TR YT (R e i -

Dear Mr. David,

Dear Ms. Bonny,

Dear Dr. White,

MRRSE L TER, LR ES, BEHMET#EHR “Ms.” fEH%L5R
B,

10



