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Email structure

One of the advantages of emails over normal “snail-mail” letters is that they are quick and direct. We
send an email for a particular purpose and we expect a fast response or immediate action. For
email—whether formal or informal—to be most effective, it is a good idea to give them a clear, logical

structure.

Subject line: This should be short and give some specific information about the contents of your

message.

Salutation: As in letter-writing, the salutation can be formal or informal, depending on how well you
know the person you are writing to.

Dear Mr / Mrs / Ms. . . A formal form of address, also used when first contacting a person.

Dear John Less formal. Either you have had contact with this person before, or

they have already addressed you by your first name.

Hi / Hello Mary Informal, usually used with colleagues you often work with. In the
(or just the name) U.S.A and the U.K. also sometimes used at first contact.
(no salutation) Very informal, usually used in messages which are part of a longer
email exchange.

Opening sentence: This is used to explain why you are writing. (Remember: the opening sentence
should always start with a capital letter.)
I" mwriting to. . . More formal introduction to say why you are writing.

Just a quick note to. . . Friendly, informal way to say why you are writing.

Body: The main part of the email message.

Conclusion: This is where you tell the reader what kind of response, if any, you expect.

Looking forward to Friendly ending, can be used in formal or informal correspondence.
your reply

Hope to hear from Informal ending to indicate a reply is necessary.
you soon.

Close (Complimentary close): Like the salutation, this can vary from formal to very informal.

Yours sincerely Very formal, rarely used in email correspondence.

Regards / Best wishes Most commonly used close, can be used in formal and informal emails.
Bye / All the best / Best Friendly, informal close.

James / Mary / J. K. Name only (or initials) is also common when writing to close colleagues.



From: Mike Ainsley <m.aisley@trt.ch>
To: David Page <d.page@trt.ch>

Subject: [Motorson invoice—the story continues!

Hi David

Here’s the low-down on the invoice to Motorson:

Invoice no.: S1258B

Amount due: €7299

Product description: Motorson mobile phone
Model no.: MS 586

Quantity: 100 units

The invoice still hasn’t been paid and we’re going to have to do
something about it soon. You should have a copy of their

contract—I faxed it to you on Tues 2nd.

I called Rachel in Sales & she’s given me some more info. Our
contract person in the Finance Dept has changed since the
merger & we haven’t been informed. I think the company name
has also changed & this will affect the invoice details. We may
have to make out a new invoice in a different name—what do

you think?
Could you call Motorson again for me asap & get all the details,
including the name of our new contact person? Then we can

chase up the outstanding amount.

I'll need the info by Friday 12th as I'm meeting Fiona Chambers

to update our client database.

Cheers

Mike

—Sender’s name & address
<—Recipient’s name & address
<—Subject line

«—Salutation

<—Opening sentence
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Colloquial phrases and contractions (&5 & 4EHEE)

Colloquial phrases

When English native speakers write to each other as close business acquaintances they often use
colloquial phrases like the low-down, to chase something up (AmE down), or cheers (BrE for thanks).
Be careful when using colloquial phrases as they can make your English sound too familiar when

used in the wrong context.

Contractions

Emails often reflect spoken English and tend to use contractions instead of the full form, e.g. heres
(here is), havent (have not), or I'll (I will).

Watch out: don’t leave out the apostrophe when using contractions as the meaning could be changed.

(e.g. it’s =it is / its = possessive / I'll = I will / ill = sick, etc.)
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KE—E

to check. ..out // tobeoutoftouch // totouchbasewith / tosend...bysnail mail //
to postpone... // togetincontact with... // tomail... // tolook at...in detail //

to give. . . the low-down // tochase...up // totrytofind... // tosend...bypost //

to be out of the loop // to give...information // tosend...anemail // toput...onhold //

(Tip: Watch out when mail is used as a verb—in American English fo mail also means sending

something by the traditional service (.e. by snail mail).)

HEME 2| MEME1IDOV A FEREBIZL T, RO A—/L% “standard language” CTEZHE LT
X, (FOMICHERHAZEZ TOLTEIZRD EIICTRLTAHATIIEEY, )

Hello Sally

Thanks for getting in touch and giving me the low-down on the March sales meeting.
By the way, I called Barbara’s office and tried to chase up the January figures but she’s
been on holiday—so no success there! Perhaps you could touch base with Gary and ask
him to mail me the info directly. I hope he can—I'd hate to have to put the meeting on
hold.

Oh, one last thing: can you send me a few of the new brochures? No hurry—snail mail
will do!

Ciao

Jon

(ZAUTB LWERICZE T TENWZA =TT, b LINDBEGI R I Tt Lz, £
FOMTE I WIMBENH D EZ THTLITEEN,)

R 3| ROBICITIE, Ak D& L Z AT apostrophe () WA->TWERFA, FHIEWVEEL
TEELTLEEN,

—

The employees were asked to comment on a non-smoking policy. Well report the results in our
next online bulletin.

2.  Were happy the negotiations ended positively for both parties.

Lets introduce Internet access for all of our employees. Theyve been using it for years anyway.

3. The production plants just had its yearly safety examination and no problems have been

reported.
4. If you havent received the report, let me know & Ill send it on.
5. Heres the survey. Remember, well have to scrap the product if its not popular.
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BEGER oI a=r—rarSERE @5 Ib £
Punctuation (2B L T

1. Lynne Truss, Fats, Shoots & Leaves D/X > 7 J1/3—1 1

A panda walks into a café. He orders a sandwich, eats it, then draws a gun and fires two shots in the

air.

“Why?” asks the confused waiter, as the panda makes towards the exit. The panda produces a
badly punctuated wildlife manual and tosses it over his shoulder.

“I'm a panda,” he says at the door. “Look it up.”

“The waiter turns to the relevant entry and, sure enough, finds an explanation.

“Panda. Large black-and-white bear-like mammal, native to China. Eats, shoots and leaves.”

So, punctuation really does matter, even if it is only occasionally a matter of life and death.

2. The New York Times &V
Boston, England—Apostrophes jump out everywhere at John Richards, and he sees the little

squiggles of punctuation as a sign of the declining standards of our time. Just four blocks from his
house, for instance, is the Print Xpress copy shop, with its sign offering to print “menu’s.” (Correct
English, of course, would read menus.)

Everywhere you look, Mr. Richards says, apostrophes are running amuck. Taking a reporter on a
grammatical tour of his neighborhood he stopped at the sign in front of “the modern mans barber
shop.” (It should be man’.) There was a store featuring “ladies fashions” (which should read Jady’s)
and a pub whose weekly current event board was titled, shockingly, “whats on.” (What’s would be
correct.)

“It’s irritated me for years and years,” says Mr. Richards, who is 75 and has retired from his job as
a copy editor, where he corrected grammar, punctuation and spelling. He doesn’t understand why
people insist on forgetting to put apostrophes where they should be and inserting them where they
should not.

A few weeks ago he decided to act on his annoyance. He formed the Apostrophe Protection Society
(the only other founding member was his son, Stephen). Then he drew up a form letter and began
delivering it to offending business in the area.

“Dear Sir and Madam,” the letter begins. “Because there seems to be some doubt about the use of
the apostrophe, we are taking the liberty of drawing your attention to an incorrect use.”

“After explaining the punctuation rules, the letter concludes, “We would like to emphasize that we
do not intend any criticism, but are just reminding you of correct usage should you wish to put right
the mistake.”

The campaign has had limited success so far, with only one establishment actually correcting
anything. (That was the local library, which changed its “CD’s” sign to “CDs.”) In general, Boston

business owners do not share Mr. Richards’s passion for punctuation.



“Sounds to me like this man wants a job,” Reginald Dunmore, a local butcher whose van
advertising “carvery’s” earned him a letter from Mr. Richards.

But if Mr. Richards is a man with an obsession, it is an obsession many Britons share. The
Telegraph, a British newspaper, ran an article about the Apostrophe Protection Society, and within a
day Mr. Richards had received 50 letters from well-wishers, many of whom joined the group on the
spot. The issue is an emotional one, judging from the writers’ accounts of their own apostrophe-
related battles. “One person said he carries round sticky bits of tape with apostrophes on them, and
sticks them on as required.”

One woman wrote movingly about her outrage when a pub in her area displayed signs for “todays
menue’s” (¢oday’s menus) and “Nigels special pudding’s” (Nigel’s special puddings). “I tried to correct
the notices but was restrained by my husband,” she related.

In another case, a letter writer described her fruitless battle with the local branch of Sainsburys, a
supermarket chain that removed the possessive apostrophe in its name (Sainsbury’s) but put it in
the wrong place in the parking lot, where the sign reads “shopper’s car park” (shoppers’would be
correct, because there are usually many customers in a store at one time and the lot is for all of
them).

“I suggested they were perhaps being too modest in only expecting one shopper to turn up,” the
woman recalled. “They didn’t even reply.”

Mr. Richards has the straight posture of a man used to stand up for himself. He is all too aware
that his fight against the greengrocers’ apostrophe, as it is known because of the tendency of
fruit-and-vegetable stores to advertise “apple’s” and “orange’s” (in place of apples and oranges), is not
universally popular. Even some experts seem unbothered by this casual use of apostrophes in
nonpossessive plural situation.

“Greengrocers might do it out of ignorance, but it is also being used intentionally to draw attention

”»

to what you are selling,” Jean Aitchison, the Rupert Murdoch professor of language and
communication at Oxford University, told The Telegraph. “In the informal setting you can do what
you like. That’s the way language works.”

But for everyone willing to bend the rules of punctuation, there is also someone like Ian Senior, an
economic consultant who seethes daily at the fact that his village is called Kings Langley, having
long ago dropped apostrophe from King’s (unlike Boston’s neighbor King’s Lynn).

For years he has been fighting to bring the apostrophe back, and he even brought the subject to a
vote at an annual town meeting. But though the villagers voted in favor of apostrophe restoration, 80
to 8, they were overruled by the council.

“They initially said they would have to change all the stationary,” Mr. Senior said in an interview.
“I said, ‘Let the current lot run out and print new paper,” and then they said, ‘What about the road
signs? There was no appetite for making a change.”

As for Mr. Richards, the correspondence spurred by his apostrophe campaign has reminded him

that there is a big, imprecise world out there, with many outstanding grammar and punctuation



problems.
“The incorrect use of ‘fewer’ and ‘less’ is another thing that annoys me,” he said, warming to that
subject but checking himself just in time. “If T carry on, I'll get quite worked up.”
Sarah Lyall
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1. b ULEHERGEZMEST L TV 2R0We H, 200847 H 9 BN OESUIRWES S5 %2 2 8 A,
(the terms of / you fulfill / of / the contract, / compelled to cancel / unless / July 9, 2008 / we will be /
the order).

2. HEMICOVWTIE, BEANDOKREFEFEZ XD 70T, MEFETREMEZRBED <230,
(we are / with / by the surveyor / articles, / the inspection certificate / sending / the damaged / respect

to / issued). Please send us the alternative items by air cargo.

3. BN, 5 A 12 HE TIZZOMEEZ R L TWEET R0 E 9 ThUE, HETTBIENLEZ &
HIDEHFEE A,
(need to seek / to inform you / we will / you / we / legal counsel / that / if / regret / do not solve this

problem) before May 12.

4. PEBMLELEZL, MdmShBEIT 1I0EAELTBY £,

(the number / is short / upon / the contents, / by / delivered products / inspecting /of) 10 units.

5. 2RI TED AL Ea—F—Il2XE LT, WELEMOERDWZZENWTEY A,
We have not (about / of / any information / the computers / for delivery / at the end / scheduled /

received) February.

6. EMANDH, MEORMIZLY ., 10O N—RT ¢ 27 BFERTHE LT,
We (faulty / broken / inform you / packing / that /10 of the hard disks were / regret to / due to /).

7. SHEHNOOMENRH Y FHEATLIEDO TRER>TEY £3, £ FRAUTKIEDIZE LA L
<BREWWZLET,
Your (receiving / a great inconvenience / to the matter / and we / this morning / your prompt attention

/ non-delivery / was / to us / look forward to).
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<BILA— C>

I am writing about the facilities, food and service at the holiday dinner that JRD Corporation gave

for its employees on Tuesday evening, December 11, at Scripps.

First, Ballroom B was much too cold for comfortable dining, with several very strong drafts along the
west wall. Audio system at parties in Ballrooms A and C were loud and distracting for our

entertainers (~7217 ¢/ < OO0% [3#T] )! our guests.

Second, the food service was extremely (35#i5#72)2—we had contracted for dinner at 6:30 p.m., and the

first guests were not served until 8 p.m. The main course was cold; our ice cream dessert was melted.

Third, there was no one (F7328 T\ %, % T& %)3 from Sales and Catering to offer help, and (A % )4

we talked to at the front desk were “not responsible.”

In order to (thinxtk#ES % [33EC] )4, please reduce our room rent and food bill by one-half; I have (/&%
£} L 72)5 our agreement with the original total. And please, always have a representative from Sales

and Catering in attendance at any future function hosted by JRD at Scripps.

For over 10 years, JRD has hosted many occasions in your hotel. In light of

1 this matter.

RI1. B LS TOA—LE LT, ZOA—ARNEB2DOIFRETL L IN?

M2, AXD () 1~5IC#RiiEoiEnZE AL T EI0,
(1) (2)

(3) (4)

(5)

3. SURD FHREBIZHL A, LT DX 5 RANEDLEZFE-> T ZE W,
Mtk OREORGI ZEB L, ZOMHER LTSS LB LET, |




<BILA— D>

The cold weather season approaches, and I (45t L7\ & BHiuvE$)6 that all shopkeepers are
expected to keep the walk in front of their stores free [ | snow. Five other merchants, myself
included, (H77=DEHL50 ICH->TH Y £3)7 in this matter. It (K% 577159 %)8 customers and
merchants alike. Please help us keep the walk free [ ] snow during the winter months by clearing

off the area in front of your store.

Until now, we have taken care of our own space—and when a neighbor need help, we all pitched in.
This year we (#1 L LiF T & £3)? —before the shovels are all sold and the salt is all used—that
everyone is expected to keep the sidewalk in front of his or her store free [ ] snow and ice. This is

not only for ease of walking, but also for safety.

Thanks from your neighbors and the customers who come by on snow days!

14 . ZAUTEEDGEICIE T TEWZ A — LT E BN ET N

5. XH3»ATcHDH WIS ADEIETNIMTTL X 902

6. ( ) 6~ 9ITHFEDHFEEIILAA . AAEOERICES 25 L 21 LTIESW,
(6)
(7)
(8)
(9)
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4) TERBESHPWETIHI—ZTEOZHROZHIT, LEOX AL FISEBHMLET, £
“would” “could” “please” ZZ EHIZANTEL DHLZEKTT,
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Apologizing

<HKA Y h>

SENE, FIEO A =D ZFOET, ERBZEMFIZOWVTOHBIT, ERUCCE (FHk - FAX) ©
fTHRETT, LEBN->TE A—LTHIETDI I —2E LT, B2ETHAC, O EFPTHE LT
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fFImzszEb20ERNWET, T TERLOND, BOBERLOE T, SFIEhKLHEHM-
TBLLEEWTLE D,

1. FISCA— N2 A THH
R D57z oSt E L RT, ERICHA T LTE->TL &N,

2. B Ok 4
BB 2o EnERO TR, BAEBRONAICE S LWL TS0,

3. EXA—/VRE
<[ B30 A=A R FA, ERERICHOWTORBICHA LTS,

4. E A—/VIEIE

cHIRIOFREOEH 0D, WS OO 7L Z2BEL LET (Sample Emails from Making
Complaints Assignment), ZiILZ % L<FA T, BIEAZEHL THTTIZIN,

5. aidEH
s BIEIOFEAAEEOFI LA — L0, SRIBEL LI-REREY T E25H, DI HDOOEONH
HUNTEEIC LT, #iSRE IR A — L EER L T Z &0,



FEA O A
1. ZHE#MWEEWelBY, 5 HDOFERFITRY BZHY £ LT,
As (has been / a mistake / your May bill / you correctly / on / pointed out / made).

2. HEEEL L2008 ENELTHLRS Y EHA,
Please (not / my apology for / such / for / accept / long time / getting in touch / with / you/ a)

3. FEHOMSIEREIT. HHRLIDPLENTNEb L HBALTEREBVWET, HLIRHY £H

Ao
It is (the delivery yesterday / with / for me / on our part / improved upon / a shame / a little more

effort / could have been / to hear that / quite easily).

4. THWRWIEIZTRWETOMMIZZR Y £ LIEDITEHOARAFETHY LIV BFEOCH L RITET,

(to apologize / and / in / for / the delivery / sincerely / less than / was / of goods / our mistake / we

would like / perfect condition) it.

5. ABARMEML L TEREREZBNTT22LDRWE S| REOHHEZWLET,
We (will / never / to cause / assure you that / do our utmost / again by delivering / you / we /

inconvenience) defective goods.

6. FEREOSIANH>TEY L2 LIT, MEORMITISNEE A,

I (this invoice / to it / for / have no excuse / my tardiness / that / gets paid / in seeing).

7. FEROIEEDIZD, BEOFEREGTLH LD DHREFEN, SHEEBNLTLENELL, 2 &I

HLRHY A,

(including your invoice / is / last week / sent out / due to / five days / the power out / all

communication) late. We are very sorry for this.



ESC A — LR

<fFl3L C>

Dear customers:

We at Merker’s would (0L 0 5302 LET & & b0, BEEO DA B 355 BREVE L EFES).L

Our recent (x5 # # = )2 made claims that we could not follow through on. Not all merchandise in
the Summer Saver Sale was (50%3| % Tli7z £41%).3 The printer inadvertently left out the important
word “selected.” Because of this glaring error, we have decided to postpone our sale and reschedule it
for another time. By postponing the sale, we will be able to offer you even better bargains than we

had originally planned.

Thank you for your understanding in this embarrassing situation.

1. AXHF1~3D( NOHAFEIZED L), HLEM-oTIEEN,
1. We at Merker’s would

2. Our recent

3. Notall. .. was

<fi3C D>

Dear Mr. and Mrs. Lambertson,

Please accept my apologies for missing your Thanksgiving brunch on November 23. I hope my (5:#% ®

B#%l2 7 o CoTEZH)* did not inconvenience you too much.

As you know, I had planned on attending and was looking forward to it. However, my brother who
lives in Boston had emergency bypass surgery, and his wife asked me to be with her. (+ L # o %3727
57-725)5, naturally I (BEICEIEE STV 2721 720 TTR)5,

Once again, I ask for your understanding in this matter and hope that my frantic, last-minute call to

bow out was acceptable.

M2, K4 t5 (51240 OHAGEIZAD X912, HXEM-TIEIN,

4 .1 hope my did not inconvenience you

too much.

naturally




<3 E>

Dear Mr. Stapleton:

Regarding the wine Sunrise Port, please be informed the following.

Unfortunately our warehouse made a mistake when they have placed the order. Is (= ®Etpc~92% =

& IE A T922)86 to pack both half bottles and full bottles in each container?

We have also ordered 200 dozens of each size. Is it possible to increase this amount to 280 dozens?

We are really sorry to change all this (4272 - )7,

M3. AxXH6L7D () NOHARFEIZED LHIT, EXEMioTIEIN,
6. Is topack...?

7 . We are really sorry to change all this

<f3L F>

Dear Mr. Schultz:

I (18 Atz ds32 0 L _EiF £ 30)8 for your unfortunate treatment by one of our employees last Friday. His

actions toward you were totally (Rit)9.

Because of this situation, the employee has been placed in a position working directly with our
inventory, having less contact with customers. We would also like to offer you a $50 gift certificate for
merchandise at our store. We value our customers and hope this token will (~izxf L T4 LThEED A D
(272 %)10 the embarrassment you felt. We are increasing our training in customer relations for all of

our employees to (= » % 5 2RO I A X -\ — T,

Thank you for your business and your understanding. We hope this is a satisfactory solution to the

problem.
4. AXH8~11D( INDHAAFEICE S K HIT, HEFEOFEMEHM > T EEW,
8.1 for your. . .

9. His actions toward you were totally
10. We. . . hope this token will the

embarrassment you felt.

11. We are increasing. . . to

KEILA~F 26 9 —EHALNT, E5WS XA TOBRLRH L0, FTEONEDOLAIZ E A—
JLTOBENRHSE B L TNDEINEZ THTIIEINY,




===/ —va VERFE GG B BILE#ERE R

Expressing Your Gratitude

<HKA Y h>
SENXE ESEREH ORI A FTOE T, ERXREHLRCIRITE U CIRRFRO T BMF v E T3,
E A= ToORY LVIZBNTH, HFRIUERHOSEEZ DREIIN2DZNTLLE S, oL D
MABDET, BHOER BB DL ICLELL D,

F I SEEEANICHEZ D702, AlENT [ER (article) | [ZOWTOffEGL L MERBEOHELEL
7oo FEEOTTHRHCEE LWEFOHEE, EENOHMERLEL X,

1. BISLE A—N2 A 7HfHE
[EE D o DB E ERIZ Z A T LTS T &,

2. EXA—/VRE
<[ E 2o D BT E BT, FRERICET 2ERICHA LTS,

3. YR L—=2
TGRSl E A, & HICHERMEE A TL 2 E W,

4. PR
cRIZFET DU R 1*034375)6 SFEFIFEHDOY Faxz— 3 U ERAT, BXA—LVE2/ER LI L

TLEE W, EIEHOEHZ A — VO THRMMEZ TV D1 E R LET,

<Y Faxz—rarl1>: ALEVICKAEBELERELZLELL, MFEITREBELTFRLNDLILWN)
ZETLEN, BARETLEFEHINEDLS TWRVWOTEE Lo, SEIXFIEHEIISA (BEA)
HENLTHERNIKDLEDZ L TLE, HREITIFER., TORKNIA—NEZFEEZET,

<V?ni%VaV2>'%@kiﬁk%%@%%?? BEINANT-BIZ, BEO ZE#E~OKGH 215
Z. RAWIDNS DNR—FF o — )L DENEIED T A= NEEXFET, A—NEZITR-TFH
Wik, &EBIC w%@ﬁ%%thﬂﬁMéMé;k%ﬁzf<ﬁéwo

<YFaxz—ar3> BEHOHMETHLIHRTZIE. 5HDOF v o~ — RO ¥R CHEIHEE
STHTA2ED, SOICENTHIIICHMIT S A—LZ2EXET, BEIENDBEHF S TWS &
W, BEATOIR A TBL EEANTL & 9,



2| EcA— AR

<Hilxx C>

(Seven Sisters ttD A% v 7 —[fd & FEK L T iEDJLEF ¥ L X—2 TOH R0 TRINTEH# AN - L
F9).1 Your (1% L 572\ VB % )2 made the campaign one of the most successful we have ever had.

Seven Sisters’ success (ON& ZITHEEB D S ADEINTHHr-> TUWE$).3 Devotion such as yours
allows us to be leaders in the field of fashion merchandising in the Omaha/Council Bluffs area. Your
efforts contribute to higher sales, and that, as you know, means increased profit-sharing for our

employees.

Thank you for all of your hard work. Seven Sisters is successful because of employees like you.

10 Zhud, GEDEEICHE TTERNIZA =TT ?

2 Ao () 1~3HNOHAFEIZE D LOIZ, FEXEERL TIZEN,
1.

2. Your made the campaign one of the most successful we have

ever had.

3. Seven Sisters’ success

<Hilxx D>

EHRIZHDLX T E - va vy TOEFEEFEETEES>TWEEE, HURE S TSN EF).4
I called them this evening to ask about the tablecloths you told me about. You were right. They were
most cordial and reasonable in their prices. I was able to order 10 tablecloths (~ X ¥ & (%2 2 ZZ20>

flli#% )5 what they would have cost here in the States.

(b5, THENCEH - LET).s

I3 : AXHFD () 4~6NOAARFEIZE D KO, TEXLEEML T EE 0,
4.

5. I was able to order 10 tablecloths what

they would have cost here in the States.




<HIX E>

Thank you for the interview today. Your joke about the lonesome lawyer still makes me laugh.

(GF =B FHFEER M4 243 [escrow representative] DRI %9 HFLDOERE &0 = [application] %
TEBNEEE, HOPRTELESTEY £9).71 will 82242 L £ 9)8you next Monday (~7>& 9 M 2
9% 7-®)8 you have made a decision about the position. If I can answer any questions or concerns,
please call me at 555-6678, (C& & L7z 56, FaIFID).9

Thank you again for your interest.

R4 : stk Gob interview) IZOWTOBILD A —/L T, FEERIIHTWARWE S T, 20
A= NVDOBENATWDLRITEZTL L HIN?

16 : AKX () T~9INOHAFEIZE I LOIZ, FEXEERL TIZEN,
7.

8. IT'wil you next Monday

you have made a decision about the position.

9. IfIcan answer any questions or concerns, please call me at 555-6678,

<HIXX F>

Attached is a summary of the evaluations from the accelerated reading course. We are very (f 5121

J& L 0)10 and feel you GO D HIRF 12 2. 72)10 with a difficult topic quite well.

It (IR EED D Z ENTE, H 1L < BUvE9)1with you. Sorry that I missed the last meeting
of the group.

Thank you for tailoring the course and using our own materials so that company objectives were

met.!2

16 : 2072 STETTENBED A=V TR, BEELXEHIZEOL S LBRIELEENESN?

17 :A3Hho () 10 & 1IINOBEAFEICE D L 912, HEXEMER LTI ZE0,

10. We are very and feel you

with a difficult topic quite well.
11. It with you.

18 : FAE 12 TG SN TWADIL, FPo ko biZtBnET N




Bkk3| Lk L—= v S —q
(BB DT X A &~ Writing Updates: A Grammatical Approach to English Writing% 232 L% L7-,)

<>
RN, 1D CTEEBEIZ 72 5 ] E AT O RN AT 2 AE iR (indefinite article) “a” (FE3% @RI TIX an)
&L BEICEEEIZ I > TV B LT, B D WIEFFEDAF ORNIAT T 5 Exili (definite article) “the”3 &

Diﬁ—o

1. RNEEFOMiE—EENLETR “an” OFE : BFld a, el i o, u TT 723, university ® u I
[jul & #&& &35 D T an university TliE72 < a university., X2 hour i h THEL H DD h L%
T EN2WO T, ZORNIA AE/FILan & 720 77,

2. AEREER O
You'll hear from her in a day or two. (a=one) [—H " H®D 5 BIZHE LN HEER H D725 D |
Try to memorize five new English words a day. (a =per) [— HIZHODOFHFELF/-IZHZDH LI
L7p &S0
A Mr. Johnson came to see you this afternoon. (a =certain) [~ VU SAEWI HFN, FEIZE
MIRBIE LTz &
Birds of a feather flock together. (a = the same) [[A]l U D Bid#tn %729 (HHEIZAZMES), TH

CRDLTF ] LIFFE)

3. e O A

. JEG Sk ENT4F%E T84 1 ate an apple this morning. The apple was delicious.
Hits DR 53035854 Please pass me the salt. / Feed the cats.

cME—D AN EFE T84 the King / the President / the earth / the sun / God (ZIEff1J 72 2 &3
£4%

- B BRI « only X° same TIESf S AU 7=44 7R DR
the fastest man in the world / the only survivor / the same mistakes

- right X wrong 2MEAGI & L T4 EREA LTS
the right man in the right place / the wrong answer

- R E D E A 4 56 O
BRIV DOEA 475 the Philippines / the Himalayas / the United States /

*¢the United Kingdom (3D & D670 50, Z O%EAIXHIOBH T the 234 <

JIl « ¥ - 72 £ the Tone River / the Japan Sea / the Queen Elizabeth
AEEEEY)  the White House
#ll  The New York Times
TEFH#%3C  The ball hit him on the head / Did you catch him by the hand? / The farthest stars

are not visible to the eye. / Americans buy gas by the gallon.



4. MG
« FEOW T May I drink some water, doctor?
- Zl%z Dad won’t be home before seven.
- Ak ByaE RIS (IBAM) Did you go to school even on Saturday?
- % Have you already eaten lunch? (7272 L—E D7 > F %2745 13 a lunch)
- Z=ffii If winter comes, can spring be far behind? (7272 L 2000 4 ® & | the summer of 2000)
%54 My uncle died of cancer.
- [BHZFEH  day after day / day and night / at noon / from flower to flower / face to face / by name
/ by plane, etc.

ZOMIZHENANAHD FI0, ERTIZAREZATT,

<#HERE>
A, ROEXDOVEREITIC w1 A2 AL TL7Z S0

. At age of 19, he left Japan for United States to study.
. Then, couple of children came singing arm in arm.
. After light lunch we went to see movie you talked about yesterday.

. Ithink Tokugawa shogunate was most interesting period in history of Japan.

[ I N S

. Man I met other day has many tales to tell of old days.

B. ROBFLAHFHRICE L TSV
CWERILHA S A L) T AR, HRrl-DRERICStHICA X T LT,

—

2. TOHIFAEY OFEONT THZRITHOIT T,

3. EFIFRIS, —A—E) rIzmuUE. BOIFHELE (BHILERY) LEVELL,

4. HEIZIFIGEO 72N S 505, BEBHITIZEA EEFT LRNTL L I,

5. FEH =P DHERIENOIE~NETRATWDEDE R G, FIIZHLHITSEZIETERTCWSEEES,



= la=r—va SR OG5 B HINEHSZEE

Making/Asking for Comments/Advice

<AHA U >
SENE I A FRT RAA R RO DHEFH L, ZHUSKH L TOREDOHE ST MR LET, ZhH0EY

BaxlpovFaxz—ra  TRIEDVHBICHWLNLDZ D TTDT, EOXHI R —ATHERMIMEZD
MNERTBEELE Y., FTEHBOIEIS 2 I NN—F 572012, S ENIHISCE S < LN B 2D T

WX FE9,

1. BB A=, 2 A TH8
SBISCA, B, C%& L3, EMICHAA T LARBLTE- TS EED, RELMaa ThxEL

ZDT, NEARLHIBEORHDS Lo DGR L TS 2S00,

2. FA THIEA— VIS
BT D~J & L RT, ZRFRCOVTOEBICHE LT &0, R XA FORKR S

ZEODELLOT, HxOREBPANLREOHER L TIZS W,

3. iR
AENTEBEBRNETA— NV EER L TRELTIZEIY, ZEICoTTRELET,

A) FFFARA BT RS RAERDDA—NEENTES TSN,
SZTNE%ITE Google K= A2 MIEHFH L E4 DT,

B) ZZ/hBDLEDEAT, ZIUTHT DIRIEA =V EAFER L T IZE0,



5 RIS A — L

<HIXD> [REEHE~DOT 7 — |

(FREAFR DO 728012 T 71 < 72 & )1 that people in businesses such as yours have.

Each year, businesses that sell medical supplies are faced with hundreds of new products. (~~» =
[F% % BFAV W= LE9)2 the online survey (for the URL, see below). By doing so, you will let us
know how we can best serve you. Also attached is a 10%-off coupon (consisting of your number and

how-to-use manuals) to use on your next order to thank you for your time.

We (are willing / to take their time / customers better / people like you who / serve our / value / to help

us).3 Thanks for all your help.

M 1:ACHD () 1, 20RFIZE D £91T, EXEEHR LTS ZE0,

1. that people in businesses such

as yours have.

2. the online survey.

2: () SHET~HRZXLT, LEAMALTTIZEEN,
We

<BISCE>  JEE~O KB

(~Z A L TH Y £9)4 your projection for the possible Grantor-Retained Income Trust (GRIT).

You may also want to investigate Grantor-Retained Annuity Trusts (GRATs) and Grantor-Retained
Unitrusts (GRUTs). I (B5 T2 5658 T =72& £ L72)5 by post a pamphlet describing these

options in more details. It will be delivered to you within a couple of days.

Please (AT AR 3B 0 £ L= B8 5L 72X for you.6 We (at your convenience / best suit

/ which trusts / next Thursday / to discuss / could meet anytime / above)? your assets and family

situation.

[ 3 ACHD () 4~6 DAFICE D L DT, FXEIERL TS ZEN,

4. your projection for the possible Grantor-
Retained Trust (GRIT) [projection= ZFH ¢ ¥ ]

5 1 by post a pamphlet describing these

options in more details. [t > I : take 23# 2 F 7]

6. Please for you.




Ml4: () TNEZIE_NRLZ T, XEAMALTTIEIN,
We

your assets and family situation. [assets = 4 P£]

<BISXF> EEHEHOMKIH

This (~IZOWTEE TH HEOETENBREZMHRT D720 A —/L L TWET)8 claims reporting and
updating. OKMEBIZH L _EiF 72189 )9, T am receiving too much paper from you. (LL FD & OB MET
7o)

A completed first report
Your report of claim

Defense counsel’s initial analysis of liability and quantum

= W b=

The most current narrative medical report that best describes the claimant’s history, diagnosis

and prognosis.

(each item / for / the attached / please / visit / refer to / PDF-file or/ a full detail of)1! our website.

If I need other information, the burden will be on me to request it. I hope this email will serve to

clarify exactly what I need regarding insurance reporting.

Thank you for your cooperation.

M6 : AXHD () 8~10 DNFIZHE D L 1T, FXEERL TIEE,
8. This
claims reporting and updating. [claims reporting and updating = fHZERHMERE K OHE & g @l

9. , I am receiving too much paper

from you. [paper = documents = E¥]

10.

f6: () 1IIAEZWOKEAT, XEEZMALTTIES,

our website.

[defense counsel = 3[4 / liability and quantum = &f{F: &%) / claimant’s history, diagnosis and
prognosis = HFERHEFERE OIFIE - W - T1%]




<BIX G> ZIFTWolib~D=a Ak

The samples arrived yesterday and my manager and I have had the opportunity to review them. (24
FHnbHOa Xy MILLFO#EY T

® Will the final product come with a plastic cover? All other new hair-gel products in the market
have this protective plastic cover to ensure they don’t dry out prior to being sold to the consumer
and your product should also include this protective feature.

® It is difficult to (178 & K% [451F %)13, as the graphics are identical. We would like to alter the
color of the print on the large size to a silver color (Z 9 T 3UX - SDET AN LT < 72
%),

Could you please send us the specifications for these products when they are available?

M 7: A0 () 12~14 ODRFIZE D L 9IT, FLEERL T EEN,
12.
13. It 1s difficult to , as the

graphics are identical.

14. We would like to alter the color of the print on the large size to a silver color

[identical = # - < ¥ 7% / specifications = 5 TAEE]

<#IXXH> AHE=

We recently received an application from Carl Olson for the position of master carpenter with out

firm. We understand he was previously employed by you.

(~MZOWVWTERZ W21 UEH D 237-< £ L £9)15 Mr. Olson’s work habits, expertise as master
carpenter and attitude. (~DFLH & BH 2\ 72721 UL 3EV Y T9)16 he no longer works for your firm.

We look forward to hearing from you in early March. Please advise us if the information you provide
is confidential. (Z DIFHAVITK L TR AZEINTWZEE HY AL 5 TENEP,

M8 : R () 15~1TDODHNFIZAE D L O, HXEEML T 7ZEN,

15.
Mr. Olson’s work habits, expertise as master carpenter and attitude. [expertise = B[ %171

16. he
no longer works for your firm.

17.

[master carpenter = T KT « % / confidential = FfLD]




<BIXI> KASOFEODT

Hi! Everyone

How have you been?

Next Saturday (Nov. 29th) is Sarah’s birthday. How about chipping ( )18 and giving her
something for her birthday? Any idea? She’s really ( )19 Korean movies recently. So how
about some DVDs? I'm ( )20 to other suggestions.

Bye,

Bethany

[ 9: Ao () 18~20 Z#EI2RFELZM > T, LT D HAGER RS TLIEE W,

18. TAAZLTEBEEH LE> CRABIMNHITHDI1XE D 2
19. [ g i arms [E e ) | 2 2 rp 72
20. EENHIIEE - TH)

<BILI> KA B DORFODNT IR 5 IRE

I'm snowed ( ) with work.

I think a DVD is a good idea. If we have enough money, we can give her a Korean movie-star photo
book as well. 'm near a bookstore, so (K% & 9 DidfEH 72\ ). Is that OK? (72872 5 A —/L L Q).
Trouble is, I can’t remember who her favorite actor is. Somebody, anybody, (#z 7)!

Let’s get together soon.

Ruth

Fﬂﬂ 10 : zfgj(q:l@ ( ) 211 @Jiﬁ; %*ﬁ’)f /k@aztgnun 1/|5’)T<7‘;él/\
2Lfﬁ$ﬂm&ﬁfﬁbwj

11 AXF o () 22~24 ODNFIZE D L 91T, WXEERHR L TS X0,
22. I'm near a bookstore, so
23. Isthat OK?

24. The trouble is, I can’t remember who her favorite actor is. Somebody, anybody,




= ==r—rva VSt G B HAHEERER

Invitation

<HKA Y h>

SENTHRFRECHFE DD DORILE A=V EHE LET, FAE A=A NTXTOBEEDORIEHD HE
AR L TETUIWETA, FHFERICE L TE RIS T7 +— v A RBREROGE) KARTHOEEN 4T
ENLHMMITHY T, TTrbH, E A=V TORFELITFHFWVIL, T<KBKobonIZE A ETT,
BLLOEARCFE R E~DR—F 0 —BIMOMEONTRR, E I HAHCEE L TR 2 HEKE L TR
SHEHDREREIZR>TEI LENTLLE Y (LR 74—~V EE 0 ~OFEL E A—L
THEEEDLZ N TOVET), FOHEICHERFREZE VAL L IICTHZ L e KL TN 20
WNFTAZRLEIZR IRV E D IR &2 5 Z &N REITT,

1. BISCE A—)v XA THH
EE LoBISE A~E & K HiA, ERCH A T LTHESTLESY, FRMHREMLIRATHY
FTOT, TNLONEE LoD EZTHRELE I,

2 . SO~ 2
R 2| DRI 1 ~ 8 DA, AAEIICA D X5 ICW A~ Z T 72 &,

3. B A— RS
< [@E 3ol A BT, MEAMETTA PEERCE LT S,
BB 3B SN TR E AR N E VDT, BIIENDHE D 2 E HEETEN T Gmail Ti%o
TL &V, (Beware: It’s for real! FEERIZSIMENDE 91 TT),

4. E L —= —rHiEs (prepositions)
B R AlE B, BIETO BB T O A D, MR RO LT

5. P
c PV ARAN=T f —~OFFA =N EEBNTLEIN, [BEREEV 20T, XEIHE D B
LB I IcRZ2 T T Ea, RBICHLEREREK VAT Z & (BEE - 5T - Fio T
W W s RFERZ &), RIUTHBICHREL TW W THEWERA (SHORER D - FHHEOH
WIZT D KNED, 72872 E), FOELBMLIZWEEDEDL L IR A—LEBEFL L TWVET,



ST~ 2 A

1. BAEBLBIMLTRBYETY 7 bu=T v a —ICEEE SR LET,
(the Software Show / to / we / our company / in / would like to invite you / which / will be

participating).

2. 12 9A KA, 113032 =T b ATATTELTEY ETERARCTHHENZZTEL
Teb, TEWASANRIZFELET,

(I/you/at/at/on/could attend / 11:30 / would be delighted if / the Sheraton Hotel / a luncheon

meeting / Tuesday, December 9).

3. THMOEPNICHIERBA B ITEETOT, BIF-MIATEEL X D,
(a Chinese restaurant / and / you are / we are / to join us / quite welcome / heading for / down the
block).

4. BEIFT—DOTHROBEEZBHFHH L LT £,

(the seminar / you / you / please advise us if / would / could / attend / or not)?

5. ¥fFOHEA L. 5H 20 HE TICBRFWZETETTLE I N?
Would you (our arrangements / by May 20 / by then / finalize / respond / so we can / to this

invitation)?

6. 10 A 24 HORAN—T 4 —IZBAETWEE, HOUREI TSNET,
(the formal party / on / for / to / thank you very much / October 24 / your kind invitation).

7. bLEREIIKFEDO L ZIE, MEROILMKE TIEED S 2, RELOFEZ L S TIEI N,
If you cannot (send someone / and / Ms. Yamaoka / attend the meeting / on / at / please contact / the

secretariat) your behallf.

8. AkRBIT, BATEBXITLIEWE ZATIN, WERVBLENNIIVELT, N—T 14 —IT8
fAlNTHZ ENTEERA,
(but unfortunately / owing to / I would like to / the party / a prior engagement / attend / I cannot /

accept).



B A — AR

<>

WD E A =L, EBRCZHEAEDT I VW Wb OETCICNAERE L. 22 HEEICELEZHD
TT, XHDO () NOAARFEIZA D X OI2, EXEER L TSN, F2 2OV TR FERIZ RSVP
(FIRE) TTDOT, ESADTHAEEZFEFETENTESTLIEE,

<HIXX F>

Dear my classmates,

I talked with Mr. K___ the other day after class and (F72 O e AL S AETA B EZAEEL L H &0
IEEICZR D F L)L Mr. K FIEFBVTIZ R 2 727 A ENISIM L T2 uidE L &
BoLeTWnEd)e

He and I (5 T30, SO LG 2RO L IR STV aZE E L)%
Date/Time: (12 A 18 H -t 8 i L W CKIED R EHK KB DK TT) )4
Place: Indian Restaurant Kumar

Address: B1F, Kintetsu Dojima Building, Sakurabashi

We are looking forward to hearing the restaurant owner’s talk about

Indian culture.

I FBERRIEH BIERR LEf > CWE E9)5. (BINWZ21T 2008 9 hBabE < 72 & 0)s,

Regards,

(Sender’s name)

1. I talked with Mr. K___ the other day after class and

2.Mr. K

3. He and I

4. Date/Time:
5.1
6.




W R L—= 7/ —FiiiEE] (prepositions)

< B >
AEREL, AARFEOBE (~T, ~IZ, L) OL I, BEAFTEZIFTL TN YT RO E
v, TERFAIPRIF A ZAED £3, & D ORTE | i*’)@?«iéﬂié"]fci%%%ﬁofb\iﬁ‘ﬁ (1 2 1%
on 726 MDD RIZZEDMN BT D XD IT@EINTZ]) . EARGEELRKFEROI NI L > T, LEOHT
DEWITELLET, FEORESLHLD T L %?ﬁﬁ‘iﬁ/\ HERATEF & WD S ORH Y E35, I
IXEEMICHERNRES> T2 LH Y 9, 2 2T, I < BEARRFTEF O TFIZ OV Tt
BLELEY, BSRILEEEDT X AN Writing Updates: A Grammatical Approach to English
Writing =231 L E L7z,)

<BRERE1> ROFIZOZEM, VA M bigleniEwz A TANL TS,

* JETONLE BfR &2 R ERATER

The boys and girls danced ( ) the bonfire. [#X kD FEb 0 TOFEDLNE->T-)

He raised his right hand ( ) his head. I3 FEIHAD LIZH T 72

There’s someone ( ) the door.  [ZBAIZ AR TV D)

The soldier stood ( ) the monument. [t (XFLAMOFTIIN -7

The catcher is ( ) the plate. [F ¥ F ¥ —ZHF—L7 L — FDEAIZND]

His office is on the floor ( ) mine. DA T 4 RFFRDOAT 4 AD T DORET ]

Please sit ( ) John and Mary. [P a & A7 U—ORMICKEY <720

He left Tokyo ( ) Los Angeles this morning. 551 2 22 THRRZ 5 - 72

How long does it take ( ) here ( ) the nearest station? [FHZHFVRETEDL HWT
ERANS

Kimiko lives ( ) alarge house. [ I ZILWFEITEA TS

There are two apples ( ) the table. [T—71d B2 v IR 57255

Nancy put her coat ( ) her shoulder. [ o —ida— K& k-7

There was a cat ( ) the table. [ —7 /LD FIZHiANN =)

- AR RTERANER

Please come to my office ( ) ten o’clock.  [10 FFIZFAD A7 4 AT TL 72E 0]
The new building should be completed ( ) Christmas. [HLWWELVT Y U A~ ZRFNT5ER L
72T
You've got to finish your homework ( ) next Monday. (SR HMEE ClIEEEZFEEERIV
( ) my brief stay in California, I met several former classmates. [ U 7 # /L= 7 (I
B ORI NE LT
We lived in London ( ) three years. B> FUCTEAMESLE L]

My father’s health is improving ( ) day to day.  [4QFHICHICMEREIC /2> CE TVET



It’s impossible to finish translating this article ( )justadayortwo. [ZOfFEEZ-HL H

THRIRR L& 2 2 DI T IERRTE
We go to church ( ) Sunday. [HEERIZITHSIITEZET)
It was raining hard all ( ) the night.  [—BrHE L < AE- TN/
We waited for Carol ( ) seven o'clock. [LHFETHxFy L affHE L)
3. BHY - FRERTELAIER
We went to Hakone ( ) train. [EH CHRICITE E L7z
This tool can be used ( ) various purposes. | Z OiE Tk A e @Il 2 £
Did you go to Nikko ( ) your new car? B LWHETHXIZITo72D 2 )
He went to Osaka ( ) business.  MEIFEFTRIRIZIT -7
You can learn that skill only ( ) experience. [fXBR%Z#E L CORFEMIIH I
He cut down the tree ( ) an axe. [HIIFETEOAREZYIHE LT
4. RRE - ERERTELRAIEN
The company blamed Tom ( ) losing the business contract. [ M A ZEG|EE2 K -T2 LT
KD BTz
I've been suffering ( ) prostate cancer.  [HiNIRAY & B - TCWE Liz]
I'm sick and tired ( ) his bad manners. O~ —DEI|ZFEHIAITY LTS
The boy was stabbed ( ) death. [0 S 7
Many accidents occur ( ) carelessness. [ REENLHFEPE D Z E0N%0
She was shivering ( Yeold. MHLIIBITHHAH LEZ T
5. REBEZFR T E2ATER
The two countries are still ( )war. [ZO " OOENIKALEAF TH D )
I am ( ) good shape. & THFF2INNTT
The house is ( )sale. [ZOFIFFEVICHIN TN

<HMEFAIAL> EEEEATL2506H0 £, £22 2ICEF TROATERF BEZ 206 L
FEA)

above / around / at / before / behind / below / between / by / during /

for / from / in / of / on / over / through / till(until) / to / under /with /




<HEME2> #iEFICKEDT RN HROLEEIFEITRL T 7ZE 0,

1. ZOWEATAMNGIELNTHEDOTT? (1Al = detergent)

2. TOBNFITHEAITE > THTET LE L, (I%1L%] = mountaineer / alpinist)

3. X U—IIEDHEE, MHiEHEE LIZL DT, (TR+4i) = wallet / purse)

4. BHDHART /A= ~BEWHDIATEE L,

5. 0 HXEAE ORI TERRHCO R ANZIT> 2020 E L, (NE5729V 29| =runinto/come across)



M= ==r—ra VSt GG B B ELHEERER

Greetings and Congratulations

<HKA v b >

AENIFHEORE L BRVWOERBZHE LE T, E A— LT E W FH T L oREITEN RN 2
o TWETN, FHESCTIVATARED T V=T 47 « H—FRORDVIZA—NEEDLZ EHEL
ROTWETOT, BEOEEZH 2o TR LERITY, EHE - K5l - FEZOMOD TN
RFEIK L THERNWEZRRD56 0, BRE LB TI2REPHAVONE T, WITBFESCHRR EDLAEIC
IR FROBEBRN RIHEONET, LER-T, FUELIREDL LWARHLEZ IO TA—LEEL
BAEERTRERLVWERNET,

1. BISCE A—)v, XA THFHE
EE LB A~E & L HiA, BRI X A4 T LTHES TS, Fi2, ZRZR OB
RIFHRETTOETOT, ZONELHRLEL L,

2. EXA—/VRE
. ODWJI F~1%2 X< RT, FRNFRIZONVWTOEIZEZ TLTIFE N,
cERL2 DKRRBIC, SHIMESTHEEMEZEHR L THY T30 T, PR L TAHATIE I,

3. iR
< SENT, EHOBE EBHVD A —LEDOE DT OMER L TESTLIFEN,

ZEOBREIE. br ) ES5OFICAEDbE T, 7 A AREREWRDO T ) —FT 47 « A—1IZ
LTCATLEEN, ZUVATA -« J— RRLEERDO L Y2, TLHRICBREDOTEEE, ZIUE
AN A =V HIRZDEIICTHERWTL X 9,

BRND A —)L, fEls - HFE - FER DY F axo—2 g 0 TENTWEENTH LWTT A,
L HANTNUNDOEEEZHEL TCHLHEE T, YFaxz—vad, HELOANLEENDOERE
L EE LT, #HULRSHEILEZLBENT T EEN,



Fr A — L [

<HIXX F>

Dear Tommy,

(V=7 ro—AHOHBFTOFIEY h—L —ATOEKEEBDTL H5).1 Your father couldn’t stop

talking about how proud he was of your victory.

I was interested in your win because I, too, was a soap box derby winner 21 years ago in Akron, Ohio.

EDFEST2bOPERTE L2 AT, ZARICOS DL T5Z LiER0n).2

(BHOHDTEBDTE S, ZNNLEFEREHNAUIE-> OB

Best wishes,
Uncle Charles

11 RKXHFD () 1~3DONEFIZEI L H1T, FELEER L TLIZE0,
1.

[ > b : There is nothing. . . TEX D 5]

U —F e —ida R My Waterloo Days, KIE 7 1 4 UM Waterloo T/NH DI KIZIT
DD I DY

« [F1EY 13— 1L —A]  soap box derby, TR EDTESTBLHLOBEAZFFLEHY, SHELAELE
THio L—A,

- [2[E K2  the Nationals

<X G>

Dear Mr. Brown,

Flatt Tire Co. would like to (B 72724k E LB OEEEN Z ORI — X 2B LTSN D Z L #fH-
TH Y £9).4 We hope that your establishment has been blessed with exceptional customers, as we

have.




We are most fortunate to have customers like Glendale Amoco and hope that, during this coming new

year, we can continue our relationship. We know our prosperity depends on our customers.

Thank you for helping make Flatt Tire Co. one of the leaders in Southern California. (/'L > 5 —/L -
TEEDOERRIZE I DI A LI BEALTEZ NS

CELVMAH%),S
Rhonda J. Flatt

President

12 : AKX () 4~6DAFIZE D L HIZ, FEXEER L TS IEE0,
4. Flatt Tire Co. would like to

[& > b :regards &t~ CTEIF F 7]

<HIXXx H>

Dear Linda,

On behalf of Smith, Jones & Yanacek, I (~ & & ZHEESIZ B A B L BT E9)7 Terry Gleason. (3.5
720 BNEEICEE A4 ZRBB I LI onNET 2 L2, A= b—[FE-> TRV £9)8.

It is always pleasure to share in the happiness of one of our employees. In your case, it was even

more so because you have been such an important part of our firm. I know I speak of all of us when I

say that it couldn’t have happened to a nicer person.® We all look forward to your return after your

honeymoon and hope that we will meet Terry soon.

Best wishes once again. We'll see you in a couple of weeks.

Sincerely,
Monty

M3 :A&KXHFD () 7. 8ONFIZAHE I L HIT, BIXEIERL T EEW,
7. On behalf of Smith, Jones & Yanacek, I

Terry Gleason.




R4 : KXHFOTHBIITEARILEEZE S TWNETN?

<X 1>

Dear Richard,

(~TORAIE~DFHHEL DT L H)10 Ryan Corporation. You have excellent business skills and the
drive to go far—keep up with the good work!

I'm pleased the management at Ryan recognizes your abilities.

(B> Z D DR ZHT > THES).1

(L o)

Pat
15 : KXo () 10~12 ODRNFICHE D L oI, BXEEMRL TS 7ZE0,
10.

Ryan Corporation.

[B> b : TRAEIRE | =general manager]
11.
12.

<MREE> WOBAREOLEZHZEICHL T IZEN,
13. FH#ETT -T2 A2V THIZIZIVWERTA, BHTE I T WET, [deserve 21# 9]

14, =M= —a— 27 OFEEFLZBHAL TURITENRL TWETR, Z2ORVIDREBEI L TY
M

15. ~—F 7 4 Y ITEHOMEIEMENT-Z LBV L EFE9, K =manager., ~—77 1
7¥#= the Marketing Division]

16. B MR, BIEOBHAEZBHVEH L EFE3, % = the General Affairs Department]




