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Thank you for your e-mail.

| TR
Dear Mr. Ph/”/ps:

: Week
p.2 p.12
» T2 Wl TR
. d Let me know when is Let me know if you are
; {7 : convenient for you. interested.
L veek

® p.48 p.58
- AR5 5 5 M 4 3% 5 AL T R
o

% 3 d Please reply to the I'd like to inquire about
{; ek following address. your refund policy.

® L

p.94 p.104

i BB A PRIEE

il
o h Congratulations on your | wish you a very happy
- 1{ ik promotion! holiday season!
veek
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‘ ] l Here is the report you Our target market is
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I look forward to hearing I hope all goes well with

from you. . your project. '.

p.22 . p.32 . p.42 ﬂ&
HBER L HRAEBR ‘

| need last year’s project Please see the attached

manual. i file.

p.68 i pJB . p.88
B 3l [ & R L TR

Away from my e-mail until I'm going to be transferred

March 5th. . toour L.A. Office. ‘

p.114 . p.124
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| apologize for the delay. You are invited to a party.

p.160 p.170 p.180
A% o

The Planning Department This facility is a tobacco-

is in charge of the : free workplace.

meeting. :

p.206 . p216 | p.226
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Dear Mr. Phillips,

>> FEIERTIFIG BIRZ AT, SeMBillsed: —RBE— T i T lR A A ZL R

rom: | snes@uratwencokr

To:  Smih@darakwoncokr

Cc

Bcc

Subject:| [Re] Thankyou! e
Dear Mr. Smith, S R

This is to reply to your e-mail of July 21st. We agree with
your plan and would like to visit your New York office on

...........

Friday, August 15th. It would be great if we could discuss ;
how we should proceed with the development project. ~ J = 7777
Sincerely yours, ’
Li Yong
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O E2BH--- B8 Dear.... XE&% BHOBE FIRAHEFLAIE X
(RFIEMAT UL dear, BERFHBER

O B senee My name is.... ZHEERNRBERT, EREHFHRHF
HEHE, BES—BHTERN R,

O] R, X4ABABERE, Sorry | didn’t write sooner. JXBERK S5
SHTBER MR, X ERRIOKAIEILRY o

(] —tIER4FIm? / #53718? How are you doing? / How are you? X
)G LR B X 7T i3 BB ARERY ) f& M B

O &&mE? /| &REE4H? How's business? business HARRARKTR
“hE B MER, BRT B KR o

] B3 LSS This is to.... XEHATHAIE f=E R E A
7 b ] S AY This e-mail is about... 3 I'm writing about...

O T2 Below is.... X2& LB THEFHREMHE.

...................

From: &4 A

To: Wit A

Cc: ¥03% ([RIATEA /M N R B PFAI RAE )

Bec: FbaPb% (S ik At FHCeri Bl U N 48 2 AT
(5 T FBee A& 2% MR A P A N B Bt 4 2 BERR A

Subject: H1 TFHB{F 3R ( EEEARAE . B, iE A—F SR AR BRI
A )

Greeting: FRIF (“ Dear+ Mr./ Ms. + Wtk N HREES” R A AR )

Body: iF3¢ (H1L FHBFKIE SCRIREA BE P, HIESXHAEREE
BT )

Closing: Z59iA (GEHFEAL I, Sincerely yours, Sincerely, Best regards,
Best wishes % AR HIRIZE R iE )

Signature: &% (FEMRE R B & A4 . BRFR T, LR HoAth
DEREBZIE, B &kl )

1 d99M

1 1S



Key Expressions TOP

BIGER T U, BR T S — L B B AR
MMZS, HFATEEREZHEER, FLIGEET
HRPFE SR L A A o (HUIER Ak, AR
DANRTAREIIE I LT o FHRATERN G —
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Dear Mr. Phillips,
A TERI R S 4

B THRA B 5 —FE, @ B L ERHEREARNAT . RS
NI E R BRI RE, nTAEIER, BHEMRIPH S, 5 fDear
JohnfIER, HEAE 0] LS S Hello JohniX FEi dear#fi 4 B FE I IE X, 78
Ri%A51E, 8% FManager, President, Professor§ B 4524 FRRFRIF X 5 o

- Dear Mr. Gatesbox, %) 55 R IERHT 6k
- Dear Bill, 3EZMHIK:
- Dear Manager Jones, A{HEHT 2 .

To whom it may concern,
gE LN

“Gaa N7 T SCERIKRF A, BAESE P EIRAE 5 Z XN ETE
ERER TP HEES “f A" BEHE, ATLLAH to whom it may
concernKEik, MR “Hid N7 " LLiFthe person in charge, {HEHEH
to the person in chargedeAE N LT HRATFF LG, 2 RASBONEM ., BTl

23430 to whom it may concerniX — & FH B & J2iH o

To whom it may concern,

This is to certify that Mr. Warren Collins has been working for
Main Street Sports since January 3rd.

HARKIATIA -

TR B R AR AR SE A A 1A 3 H iR — ELAE TEARE A A
FEHR,



My name is Kim Sanghee in the

Warranty Department.
RERRTHEHEE,

WERAHEIAIR, SIBABEMARNA T . [HARREAER SR P —RS
X7 BRLTHME, BAFARE RN H— T AT R b SRR 4 AT
FR TR ik, (8 TR A T R A A N B o

* I’m Lisa Collins, | am mainly responsible for the R&D Department.
FRATBE AR, FER ST
* My name is Glen Morrison, | am in charge of the Design Team.

FoRARE- S HLRR, TATTRITHIBA.

Below is the information you’ve

requested.
MU RIEERRHNE S,

AT BARTERA NG PR B, (BAER SRR AR W . itk
AA] DA PR E R RE RN ST HRPINAE 28, HIEhE
TEE AR B AE ik, Hdibelow ist] LA Ahere is,

Below is the information you’ve requested. If there’s anything
else | can help you with, please let me know.

AT RAEERIEMAE R . WREEA L7 ZIRAR M By
7, EE .

How’s business?

Rk E A

X SR A I Sk TAENG B2 . QRS X IRAR WIS, AT LAS
Long time no see. (MFARIL, ) ZE—MIEH T, Fnlalfgnl LUE LT
ik

- How are you doing? it B ARE?

- How is everything with you these days? X B[R] & — LI #R 452

- | hope everything is going well for you. JE#=HH N7,

EL)IGGM
|

I 'i1es



Thank you for contacting me.
BIESRER,
R SRR S WA R AERREIT kN £ B4

T, BAEELAKES HENEHE, ERESZWHB . RKBBGT L
“Thank you for + #14418” 5% “Thank you for + £ 1i]” HHJHL,

Thank you for contacting the Customer Service Center.

SRR R Lo

I’'m glad you had a successful

presentation.
| RAIEMBIR BRI
FESET, (TR N A S IR RIS S R A KR, 1

BHE MR, 2 FHTm glad (that)...BXI'm pleased... 5%, A
T T 4] -

I’'m glad you got the job. T A #FEX 4y TAEREIR %,
I’m pleased to hear that your company can join us in the project.

oA AR, BA R SRATEETRIZNHE

I’m sorry to hear that the meeting

didn’t go well.
RIERBHEE, LS UREENFIHET o
sorry FIAT “REAHR” ORI, T AT IR SR SRERY & 3o

B LB R TR0 fRihR” , AT RA#FITm sorry to hear that... X—%]
R AN, #ATRCHIEAE AT, AT LAY Please accept my apologies.

- I'm so sorry to hear that you were sick. FAE# BHRALAG RN T o
It is very unfortunate that the R&D division is going to be shut down.

WF A TR E Y, SR At



This is to let you know that we’ve

shipped your order.
USRS, BATSYEERIE,

This is to... XA~ FH T IAS MR HiY . BMEA{ER The reason why
I am writing this e-mail is... ( FEXEHBAFA B ) BXFERE]T,
o n] AR S T b 2R W S R H A

. This e-mail is to inform you the result of the test.
THE DA IR A R A R 2R
This e-mail is about the proposal you’ve sent us before.

SRR RAT S iR FRATTH Hh B —

Mr. Church gave me your e-mail
address.
2 M 25t BB RGBSR PR F AR

IR RIS, R NFERE A X AR AR LA Y
MR Lk UE 2 " SRR BRI o BB BIZUEIEEL , A A AP
PR b e AR LA B AR L T 2 TR, SXAERE R AL
A, AT LAY I A I o

Mr. Ned Church in the Marketing Department gave me your
e-mail address.

o R TR 2 e -2 e IR FEAS B i T IR A o

B F BRI Sk e & 1E

. The opening should be as brief as possible.
A2 T Sk B R AT BB AT o

. Try to be positive. LAl I ERITE .

. State the purpose of the e-mail. 55 HB{FHI R o
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