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<FFEDOKRA k>
a7 A58 T, TP 2B X —CaL Pa— X 52T 57 D0BREA2RTE L%, Yol
DIFIEN TNV 2012, i Z KR TWH L SO0 RBEICE Y A TR & £,

1. MR TAN - A v 2 —% > bHERE - Google h—E X DF%E  (BEMAERELZEID)
BETA I =Xy FREIZT 78 AT HOORELITVET, ARATE, arta—g—LA
YH—=Ry FBARARTTOT, ETHRMNCLOPVRELTBEEL X I,
2. BETOPCHEMAIZOVTDOH (WebCT., * v E&—I1Ek - #£4%. Google DEEAE
ZOFRETIT. KIRRZOREZIE L AT LA THS WebCT &, Google MHfd 2 < 2D RE
FIFALETOT, TNOLDOIERBRENFT E/I LET, BARNZREGIEERICHE 2175 F
THH L TVEET,
3. WYX E A—NOREmE  (&R1, YA L)
BEL A RN D, BE A= VORARN G L EE LIZWAA & MZOWTHEHR L ET,
4. BIser A T (BRk2)
BEL2 OB LA =N E LR, BLLTHA T LI OEFIE TESTLEEN, A vE—U1E
% & 5= 5121 Google D A — LERE. Gmail ZH L £3, SREETIHA—LDZ A FLiX
[E1021Name]| & LTL 72 &V, (Exercise ® E & HAf, EXEHEDOLRITTY,)
5. FC{ERE  (EEE3)
Bk 3 DAMBEICHRE L, BWISCAER T 28038 21TV £ 77, f#2&1X Google ®H' D Document & 1
IREE > TITWE T, 7 7 AREKE2 7 V—TIC3ETOT, BOBRETHIL—TDT L7
7 Xy ROV [Week1] @ FF¥F o X2 MIBIFE LTS EE0,
6. Fxv b
PEEE > CTF v ML E3, SENIZACHEMZHRAT, 7 7AA—REBAEVOZ LIZO0
Tz L TATLEIY, Fv v MIIE WebCT HOF ¥ v MERBEZMFEH L E7,
7. EREIRH
AENIRDO ZSDOED 5> O EL By EIEWFIZONWTHELA v =T %2EK L, Gmail 7256
I H TITE-> T &N, HEROM4 1T TA1021Name] (Assignment D A & HfF, B#EHED4
A LT &N,
BEL : OB OA =L E2FENTIIZS W,
BE2 Ty v MCHELEZ 7AA— MIOWTHMHATHA— L EENTIEEZN,
G 1RRBOY A N EBEZIZ, FEEHRDELRKOONWE Ol bDEEATANTIEIN




< Email structure (F&3X E A —/V D) >
JELE A=/, EARRICRD & O etiE 2 Ff > TWET,

1. subject line (f-4) : AHZRRICE L DT, A—LDHX A FLTT,

2. salutation (FFONNT) : BEXLCZEEOANR ELZRIICEE ET, HFLOBMRICE > TR S

FEODNTZE D EWV D =3B Y £,

3. opening sentence(s) (EXH L) : A —/LDOEELREFEDOINR EXRIICEE T, FHE

2T, HEVFHLIESLEIDHY A,

1.

=

4. body (K30 : A—=1VOALTY, HEV AR FESTIRVE S ICEATZANES, 44T 60

~T70 XFRENSATOHLTY, A—NY 7 FOHBBITHERELREL THERW,

5. conclusion (i) : L& HDOLTT, IEOMBEOAESL, REIOERKEZ DT H0nEWH Z &7

Lo, RICEZ LT,

6. close (60 : & ICIRE LEAEZ ANET, B (PS) HHLSHAITZDORIZEET £,

RBECHW, FEHT50Faxz—a i oTR, LT LS OIS LEITH Y FH A,
2L, 2074 ==y Mt TXEZHIRTL2EHEZ ST T &, LVFERIGEALT VAL

ZESIZENTEEY, UTORIXZRTRBEEL X 9,

Example 1

Let’s go to Maui!

Hi! Lynn,

How’s life? I've been up to my neck in work. Feel burned out.

But vacation’s coming up. Yea! Maui is marvy! Had a great time there

last summer: swimming, catching up on my reading, and just doing nothing.

I'll be off the first 2 weeks of June, so why don’t we synchronize

our vacation time and go to Maui together. Sounds good? If it’s OK,

just leave everything to me. Will make all the hotel and rent-a-car arrangements.

Get back to me ASAP. Crossing my fingers you can go.

Aloha!
Judy

(ML Y 27 4 A, WINEFLT [ 2728 E A — L DEE T L RBUE] N VIR, 2006 5
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Example 13D B WAGEIZSE Tlo A—/L DB TH, WEEE L TWDHIRHTHE 5 RINEDE E A>T
F9, Bl iE, XHD “marvy” 12BF 5 < “marvelous” (FEESH L) OFEMEETL X 9, “Feel burned
t” (RZR&E7-%%) X “Had a great time there” (Do BRI Lo70) RED K HIT, EENE
H%éﬁ’b“(b HZRICHBIEALEL X D, PERCAER ETIEEFEOEENEATbNET, LED Y XA
EEEZRICEL DI FBOAR KN DT 7 =y IV TTR, T —vARGER TIIEbA L E
FEE AL, DEuE"Jiﬁ?ﬂ%fﬁ%ﬁ FHIEIBERNWTL X 9,
WOFISCIT XY 7 +—~ LR TEIC > TWET,

Example 2

Re: secretarial position subject line
Dear Ms. Brown: salutation
I read of a job opening for a secretarial position on the WebContents opening
web site. sentence

I have been an executive secretary for three years. I type over 80 wpm and body
I also trained other secretaries how to use word processing and
accounting software. I am looking for a challenging work environment
like the one at WebContents.

I attached my resume and will call you next Monday to discuss it. conclusion

I look forward to talking with you soon. close

Sincerely yours,

Masami Morishita

(i . BEKIT [P R A E A =LA L Mgl Hisy A7 L, 2007 FE 5 —EikZ)

< Subject line DDIFH >

Subject line (2% %5 “Re:” (Regarding) 1%, HAFEDA—/LLE UL, ZHBZE LA —MITHT 5
BIETHDHZLERLET, ZOM4IT Example 1 @ “Let’s go to Maui!” LHER_RDHEEVRAT A
TER, ERZHRITRT LW RTIER LT, MHARKEDA =V EZITROHEFOLE. 700
SV ZAHT 5 EFle D& Z R LIS D AR E < 20 £7, O H TARDBDLLHAIZTI
T, BRI E S THBHEFICL o THEEN RS TRWTL L 9,

<BEEOMHLF>
ST ODHFIL D salutation & close THEDONAERIOEWZHIER LEL X5, DL OHETX, =G
F & OB EIZ L o T formal & informal ZfEW3 1T AE LD T, UAMEBELLETDT,



ZNHBHEIZL TSN,

<Formal & Informal ® X5 (register) >
AAGE & g L2561, WERIIZEIUR ERE RBGERBUTIH W AN, B VXX LR DX %
DUF, HHF & OFEHITHI OFEWRFEE O E IS U TXREEZ DM ERH HR1E, £o7<FLT
T, DI, AvE—TVEEFSFVEADLEDIC, HATEOVFHTTELZELHDLTL L D,
FIEROFMAEFHWZBEICHARDE  EA—ALTOaIa=lr—va VRS Tiy,
FNEZEST—IZONTRNELLELNDLZ bV EHA, LLERL, FRIZHHATESD0
W32 ETHHLE LTHEDSDON E A—LTTDT, EROZF v b (RF 7 v ) B5FHZENK
gcd,
Tip: Register (X, LLFDORA & MIKEZDTIULD L HWT L2 LN TEET,
Salutation & close / HFEAIS W EI L (colloquial phrases) /785 (vocabulary)
BWEFE - L7 (abbreviations and symbols) /#5F (Emoticons)

<HATL B>

AARFED E A—/LERUL, CEITERZ T, HEICSITEANRN D, B EEXHBECHLA T v
I (indentation) Z#HWFIZ, —{T722F CEEZ 4D ET (block style),

1E LM

How’s life? I've been up to my neck in work. Feel burned out.

But vacation’s coming up. Yea! Maui is marvy! Had a great time there

last summer: swimming, catching up on my reading, and just doing nothing.
o T2

How’s life? I've been up to my neck in work. Feel burned out.

LU

ﬂ\

But vacation’s coming up. Yea! Maui is marvy! Had a great time there last sum- mer:

swimming, catching up on my reading, and just doing nothing.

RS2 Tld, AX—ANRL eoT=72®) “summer” NP TN TWET, EFETIT, XTFEY
SEZEID AT T AT K 5729122 9o 72 hyphenation 2SHWHILE TN, E A — /L TITHGED
INHETEATLET, BITOXA IV TIEFHICED N TV H DT TIEH D E/ AN, Rk 2 i K
ELTBRIZ, BmOFRETZD THVIRT L OIZE &, ZEFITNSVEHTEO E ETH EAWITHT
ZLMTEET,

<BBEERFLFIEDRN>

FHTZPCRY 7 b7, FREEHEREREICL > TE, Eo e A—ARERNVICEREINRN D
ERHYET (Wb EXTET), TORKROOE DM, CTEHT HERIC TBREHRFE LT 2> T
LEIZLTE, flaidn—~HFONEZ, 4] >EH— [IV] & LA, BEIEKACTFICRY £7,

ATV T7 7 Xy DT EVOMAEDLETEZEL LI,



<5 SR >

A
ZHUIE VR AD A =T, IO TOMFPICHEE MDA, (EFEOFT7 7= B, L ¥ =285
L. FRIEENL ZE 5 U TRV,

This is my first email to you. — &I HEZ RIS 5, “Thisis todo...” X “I'm writing to do. .. ”
e W< OMEL ﬁbﬁ’bé%iﬁﬁi’o %, “Just a reminder.” [ (ZALTUWZRW\Y) —SHER D T2 8

REBRMED, ZOHAIFFET, YIOTEDLIA—NLTHDLZ t%ﬁ%ﬁfwé
opening up new business with you —— “opening up” ® & Z AIIfhiZH “starting” “initiating” 72

E, IEHEEH# (collocation dictionary) <CHBIE (7772, F v I‘J:“Cﬁﬁ STELHLDOLEHD) &
fiEo> T, r@]aﬂ-#busmessj THREIR, Jﬁ I ZEDTELHGFANHERTE D,

manufacture \Z [A—=J1—] (maker) 7273, JFEDOYA TR
£ T manufacturer 28 B < ﬁbﬂéo
please contact me by email —— “contact” X [~IEFET 5] OEKRTIRIAS Hnohd, (G &

W) ERDBBEIZE £ DD T, AIERIL DRV O R WA, 78O FEITZ < O%E “by” TR
7

I've attached —E A — 27 7 A VE IR T H5EDEDH, “See attached. . . ” “Please find
attached... ” 72 8L 59,

let me know — THILE % |, E A — /L TIIIEFICZHI N DD T, BFHFHENZ 22 L7 WEREL, (“Let you
know” % [AlfK,)

Thank you for your attention. ——Z Z {3 TBFAV] LTWDH & Z AN, FEFEOFAFES TiX “thank
you' L35 ENLN,

B.
ZHUTFAH D A —vy KADFHY BVNA~D A —L T, NEDEANREWNL DT, L0 772
FTENTH D,

Anyway, I'm writing to ask you out to. . . —— “Anyway,” [Xi58E %YV #ax HHFIC F}; AT, Eh
T TEE] EWHATTHES, “Bythe way,” & FIEEFEC, “Tm writing to. .. ” Xk R A >
FEZOZ &, “asksomeoneout” L 59 & [F— b (BF) IZH D LWV IHER, “to” 721X “for”
DORTEF Z BN A2 E2 T D72 OICAME L K 5 &55 9 BIRIZZAR D, “to” 72& THJHLO LT (the beach
72E) BRL, “for” 72L& TEIOWNE (swimming 72 &) Z4ET == 7 2 AR, ZOXFIE
ZHIUE E RS TR0,

family business —FERE O E VR A B 2 HF I, ZOHAE FEOHFE] 1ZEOEK, “Mind
your own business” X° “It’s none of your business” (&5 54 [EBANIIIBREFROZRNZ L 72 OEW)
DE D “business” b [AIEL,



joinme — &I13 5., —#EIZAT< (T2) ] ZREDEAIE. “Goin” %M H L{HEF], “come with me”
EEOTHRWA, “oin” 72 EBHBAYICSINT 2 /& U3 TR,

Looking forward to your reply. —— “I'm looking... ” ##sL CH 5, “Ilook forwardto...” Lt HE
Vo HLAIZT D, WIFFT D) OE, “to” OFIZ “toseeyou” RED X HICHFZFF > T HD
EHEWZRDO T, EENLE, ZhHEHT 2RO TETF = v 7,



M= ==r—rva VSt GGk B 0 IHERER

<HREORA >

AENEE A =%l THAYE (inquiry; enquiry) %17 9 72O OME 24TV E T, RIENZ A —/LTOR
BRI TOREDEFEEZFZRLTWEETOT, milty PTHWLIFEZRZEL LI, E A—LOfn
HHEEZ TR, ARG & OFEECRREOH NI D ERH AT, BIEEDRDITE S Z &R
ZWEEDLNET, (Fry bOTFRIRA L —Ry b Tav 7 MEETOEZLEHET,)
L7eDo T, LEFRDOERE 2 DEMO L b3 T, Ml HFEE H 2 H 201 T < LERITT,
HFETHEIGEBHHAOEGE S, FonE B FHEZ EFRICHE T 720ic, BRTHERO L0 L
TEA=NEEIITLBTEL X I,

1. piscx 1 7E (&R
cBR L OA—ABICA, B, C&ELHA, BEELTHYA T LI b OEHEIE T T EE 0, %
§ A= Of41% TE(1)1028Name], HEIC5 1T TELGAE A DOKREIZ A, B LD G %4t
FTRRRILTL7EE0,
« BISTIZHOW T O A Fedr. RA » MR L E T,

2. BEM#xfELEEXICTL &R2, BB1)
B2 DA =B D & EEFHALSNTLLEEN, FAUHNAEDA—LTTR, Az fEicEsicd
BHLHARLTRVET, PLEH0ESHTHLRVWTTN, TRENCHIER DD L BNET DT,
ZHUTONTHEEZX TAHATLTEEIN,
BRI DOA—NABFILB E CE, NENEDLRNE IICHEEZICLTATLES D, R0 H 5
FHixwiGz, Co< VRVMATZWHIZELLN—2TLRETTOT, EXB LI XEL AN
FTAINVTESTLIEI N, EEOBEOHA4IT TE(@2)1028Name ],

3. FICfERE  (EEE3)
BB ICHIT T AARFEDO L ATGEICE L T, Y E2RHFET DT, 7 —7Z L2 Google
Document 7 HFE LT 7230,

4. e
< AENE, ADIZ OV THWEE D LR O A —/VEHBICER L T EE, FHORBEICE T 2R A
Y MIREMF TSN, BEOBED A — L D4 1T TA1028Name |, f&H SALIZRED H52 5
BATEA— )V REIOBRBEIENETOT, HiE> TENTLLZSN,
« A= VERDBRIZIE, (1) 2OV TOREEN, (2) ZEREELTWDoh, (3) BRRIC
HEL7oWZ &3y, BEEIC 2D KO IREfTT T ZS W, Ftpd &by obuns o7k
LR b0 NS LI LTI EEN,




< B SCHER >

A.

MEEA—LOHME LTERERETHEVILORH Y, ZNbREERNREEEICH ¥ a 75
KT DL > TND, EVRR « A—)LIENR, BRI T, Y PV REES PO TE LT
Do

I am interested in ordering shirts and jackets from you —— “be interested in. ..” [XpH L — B A
WZOWNWTHIWEDLELLEICZHEINS, “order. .. fromyou” @ from OV HIZHIEH,

on aregular basis —— [EWIIZ, B ZAM D OFEW, “on adaily basis” 4 H4% H |, “on a friendly
basis” THLL< | 72E, WANWARNNE = TEibh b,

depending upon ——Z UL [~KFETIE, b L~BRITNE &, FHZ2EDLHEDOSWVEL,

quality, fit, and smoothness of delivery fit lICdH 72D AARZENE DOV, ZTEZEED
BRR-BDZ LD T, vy FEGRLT, delivery I [EERE, #94L) DO Z &, #EIX deliver,
ZIHIERESS TE< | BRSO Z L2 L TWAHDT, £ HT RS 2457 shipping (shipment) 5
%] EXBITHZ L, send 155 OHFAITELLLBfHETRVOT, IR EORTEMEZHI L
WOTHIE, TNHDORIAZHENTT 5L I L,

your latest catalog —— latest |X [ELED, FHD| &) EK, “the latest fashion” THHT DT
REDEITHEY, D LEBICHTL % “your most recent” & [6 UEM, Eiaild the Db v i
your [ttt ZH50 ] LWHRAFHAEZANTH L LA, HBRARRDLKFRFA > b, TOMR
WEBIRT 50, DO APESTZH D72 B2V Cld the KV b your & L7 AN TERZUNT 5,

could you send two or three of your most recent back issues? ——  “back issue” [T/Nv 7 F /33—
DT L, issue DELRBEHRO—2IZ, HITHO 15 BHV ., BECHITSNIEFOZ L2 AATIE
NNy ZF o= ), ZOXOERITFFRIZR LIZED 7203, issues & BETE DT, ZiudEEK
DE2D 5] OZEEFRLTWD, Zhvgx [—2RIDF%E ., ko T3V LRI 5D
TR, B LEDO I IICEWVTEWEATE, #x1E “Could you send two or three copies of your most
recent back issue?” & ZRFIUUX T 72\, copy IZTFIATHSCHIR O TOf, O D Z &, issue
& copy (KOHEILvolume 72 EHEH) 2y FTRATEEZU,

I am looking forward to hearing from you. — Z D SWHEILIZE S F 2R 2 TBWTHIT RV, [T
FESIZEWN] EVWOIERT, EVR AT HLAA, FMET TEEKE L TR LFI LEITBEXD,
I H SN DR E O SO BRI 7241,

B.

AR EICTHEA LRSI OWTEE Y AR — MIBWAEDELINED L X —T, 72 NEDRGEMT
LENEDIZR-oTWD, BlEFIFETHIEIC T3] TKRIZ) EW ) EWZXYIY 235005 K 5 I1I2ENT
HHDOT, PLEWLETHTHLHFEVFHAIIL SITR LRV, TobAZ2ELGAREICTHLEEIC
RAHEAS,

Dear Sir or Madam: —— ZFUTIZEEDORALACF E,. S DICHAMRI S 00 bR WA DAL DEX T,



OB HHTLS B53, 220D I —ATOREONTDEFIT N DR F =003 5,

it needs to be cleaned — AW 4 FFHIC L TREEBTES LW IRV FHiE, LN L T E -2 THIZ
F—RASEDLLWVWESITER D, L LERIZITRIEDKL L Z—Th I X° We 72 &% 3512 L THE
FRECELS IRV U T ADOHRARLTVEINTNT, EVRADHELEITIHI ENERE o
TWb, 2 THATHRAEYEGE/ZEREE L THLOIE, THIFZ V—= R0 EE LS ) L
IHAEANND EXINELS 2o TLEIDL GENRATHHILTND LW ) BBINFEEL(LZ D720,

Ifso,... — XEDIfNZ A L =TT D120 DOEHEOMT & LT, FRCHRSNEZELR E A —/L T
ZHIND, FEFITERZR O THEMBANME > TWETZY, ETEATOLT [~nE 50, ~TE5H)»
ED VO W E I, FAUKHT DB ZANA T ADEET “If so,” & L TEEERT T <,
AICZLaRA LD IRTOIRSRNDT, 29V oI A4 (it, that, them 72 &) ZiEY)
WD L ENRT & VT 5, BT “Ifso,” OHT [HLEI TIERV] BHBAEIL “If not,” ZfF
Do

Incidentally, ... —— “Bythe way” 72 LR UL, BRI E WO KL TH LIHZENTGEEZ Y]
DHFTRHICHN D, RN LI ESTEFHE, ZHUTHRNTEINTND ZENRANZ L > TUIKRFER
ZLTH-TH, [HLKETRRROTEANCZITMSLNTLEESW] LW EfFIZE< T, &
LEWICKWZ 280 AT > THD & L,

I'm sorry for troubling you with. . . —— “trouble someone with some- thing” T [~»DZ & TA%[A
HHEL, FrEbEDH | OEK, trouble D1 IZ bother 29 Z & &, & %, “sorry for troubling”
ETHE BEICLThLIEZ Iz T MHEDbETLEVHLIRG D FHA) EWVH =2 T AT,
ZivE “sorry to trouble” (295 &, SBUENLARIINT T HEHLETLE) Z LI T®
PIREN] EWVWS R UIZZR %, M IRIEWVITH 575, ZOFIXD X 5 G Bld b5 THEX L 972,

much appreciate your reply —— (&<, EMID) fHliT 5] &V o7 EBO appreciate % thank
ERICE YIS Z ENEL H D, GEENEE T “I much appreciate your help” & L72V | Z#HE T “Your
help is much appreciated” & LTH kv, T< AGEAREREE LTH L fibitsd,

C.

CHUTMBARNCEMZIA L L 5 305810, ERICEREFEOHERIC OV TR ZERT 5 A —/b,
FWEIZE SAOEMDETD ZENTWD2, ZHUTBILAREMZE N T, H< £ THRDOIRE
LT DHEOOTR, HHRENLTILLMEEN I EL VDRV LBHLDT (HEINRNE
FRBISNDEMB DD, 2E). oI ELDD T LR,

To whom it may concern, —— Z AL b HHFORA 7R EN 50 b WGH D5
HOEFZT, HDOVTEROHETFIC TBRES] L LTELILAICLAVWSLND,

order — [ (—fFZL D) FE3L) EWHERE (% D) FEXL72dh] OFEMAH Y | “minimum order”
MEDI ST, EXOEE LW ERTHLHVOR S,

if any —ZAUT THLEDOLIRBOBHIUT] LD 2L, HLMNEINARRRGE L. RAZIA
DT IBELLBRWEAIN] LWIRFFLTHEILGE LRSS,

stock —— [~Z{EEE LTEWTHD, ~DOIEENRH D] &) EHOEE] & LT stock & U2 Hi,



LTV ZITAIC LAY, Fi@id HEE (fh) ] &0V BROAGEE LTHWD, HIERER,

inventory —— Z AUF4 RO stock & [AF, EMEICE 21X (TEREMEE] OZ & T, EOXHb0nn
KOEEIZHDNEFLLIZY A DT &, 4D stock LR C LI ITHNHD,

place an order —— ¥ 3 % |, HIZ order (HiFd) 5> THIEIL, “make an order” & L <A 5,
KL< HAHMEWNE LT “give an order” 23d 2525, ZiUE BT 51 W) EK, HIEICL > THE
D ENFHNE D O THE LW (Z20H 720 BNRIT 5 H1E, i HEEH# [collocation dictionary] (Z& 7
STHOLNDZ EEB#OLET), 2B [~Z2EXLT D) LENTWEATT “place and order for. . . 7
Efor 25, BT EXEZTDH] OTHIUL “take an order”, HFESLHIUIBEEOH L LD L
Ty NCRADLEIICLEEY, BIXICH D “fill my order” b [FIEK,)

out of stock —— TEEELIIL T, “instock” (“ininventory”) Difi, W% EiBICT 5356 (“These items
are currently out of stock”) &, A% FFEIZT 53554 (“We are currently out of stock 7n these items”)
Wir%, BWIEFE L, %EDOHEIIRERFD in 26 5 Z LI,

how long will it take ——take (1%, 7D BHID 7= DI & P09 72 8N [ D] L) Bk
b5, long L dHDYGEITRHENDD D LD 2L, much THITEET, HHOZ L2 THE
LD, BIITHD L2, “take todo...” (“take youto” H DL “take for youto” 72EH) D
Waltd, LEN->Tit BERICITERITIZRS, HSET oL TFOZ LA LTV DITEE T, XDOF
EHEZDTOITERMIFA SN TS, “whatittakes” EWVWIFWNHEH V., Z OHA TGN
B < BRSO P AR SN2 EH 20, filE LT, =7 8 A I AOED K] “Tell
me what it takes to let you go.” TWo72W\WE S THIETEDZ L2 SN LD AT,

% Would & Could (T2 T

PREDGERBLO—>o L LT, FHIHHFED you IZOW T, “Willyou...” “Canyou... ” EZFbTIZ,
“Would you...” “Couldyou...” 522 &DH5, L LEIALTIUE] EWVWHT T via &l
ZLT, HEOFBZEE L TWO LKL ESEDLZENTELDOT, Lo T ERWREITHE
WeW, FZETREME D MEDRWFEMRL, A TH YRRGHE T S &z - TRILZRDO THENR
W 728 Would 1ZHF TER) (726256000890, CouldlZHWTD RN FEITFE) (T
LZMEID) D EVIBNRHLOT, @R bOEM S KL oT Lz,



< B SCHER >

D LREICANED A=, A (BENZEMONE) #EEEZICLEZL0ON E, EEESXOH BT
ENENDIT TR, BEEICERREND AN=RAZONWTEZIE, LA EOLFRN ETICELS 2o
TWo, E OFIFEMBN 2H 200035000 0T WO T, Jke Lae LW ThiuE, S
HEERMEHI LR, EELEANLO0ZBRDIZEL DL, 2T A NVARUCEE T OILH
HTIERWD T, ZOGEITFHFMERNIE N T 7 A NVERMNT 2 L0 ) ONEIE, EREZIIMNGE
A= NVPATHERIIODO T, LEIECUTHEY EHIC L, MEEEEZEI G ERDIMyOEES
J5 (“. .. the following question:”) HiRE ST /XZ—2NE\, HEHZ Y X N7 v 7T HERICIXERTIC
avy () ZOIFTRYIS,

F 7B oH4 T4 DY “the North Pole”, ASCHICid “your North Pole” & 7> T35, Jeilkod
By AL 7 BlE your T A EF AL,



= la=r—va S OG5 B B EmSEE

aE~DiRfE

<FFEDOKRA k>
FiEEAER COFE@Y . AT E A — /L TOMARIZHTHIREDEES FE2%20E T, ek sz

A

X AIRIED LI, E A—=LTOa a=lr— g AINFAHZREDTT, Eb DGR

STHHETELLIIC, By FPTHETL2XO5ICLELL O, BEICHL T, HENREEELZT S
EL/\

e LEENRIRFELZT D56 (EEIEADNRN, bR l) B3H0, TALhICMm->TE
S EERZ2ARA L IBRHY EFT DT, RO BMHL TWVEET,

—

I A 7k (R

EEFL OBISCA & B, FAEIHIREIERAEED A & CITxd HiRfEA—/L &7 TWET, #iI3C

L FHHL BPULTHEA T LEbDOEFBAINE TESTLEEN, BEDOBOM41Z TEL111Name]

DAY=V EREDOA =V EBDHLEANT, EOLIRTRPBREINTNDNEZTHTL

7230,

< FISCIZ DWW T O A e E T,

. PISCRA > higE (BERE2)

- B2 OfFI0E, ATEERATER B ~OIR(E L Z —L 2o TWET, Al of L2 —6 SR LA

BB, PISCE AARFERZHA T IZEY,

- FISLUZDN TN D OERAH Y £ DT, EAIUTHEL T ZE W, fi#41E Google Document
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A.

0 EEATER (B A THE) OFIC A ~DEE, HTFEOMAERICH T AHHICHEEIDSAD L9
@W@_@ofwéo%Lﬁii%m%%of<mfwé@f\Emwmk:km#m%ﬁfm\%?
FlEiE a2 7 FERDRT LT 5200 XN KEIHTNZ SN TWAEITTH S,

inchargeof — [~DEAETH L, ~ Y TH D], KA THILETIZ, 2O X I ITHSDY
Fal ﬁ“é%@ FFbd b, WITHTFOEMRERLG D006 0EAICE “To the person in charge
of. .7 I~THMFER) L L THADEZATHZ D,
as you requested —— [ZEHZ|ZH D EL72#Y |, you ZEH VT “as requested” & T 5560 H D,
WTNH KLFEIRBAZDOT, BRATBERLY, 20X I 2ELL ZOFMRITEICZSH D, —
OlF, HFEIZZLZ LAV ENTEA—LVLONFIIM ThHoTenE BN 2L, § 95—
D, HEREOFEMEH LD THVIET Z LT, TONETRHIEBEWRZRZWNE D D ERT 5 &0
52 &, MAEET M, MELWEAZSNVRTSHAT L L0 IZK[E 20 RiITER 67200
ERIT LT, EET LML, EMICEZTWDINE I MERE LT bR, MatoNEE
&2 & T, BIEVWRRY ., FmeE LTHTEREUN/HLIOT, 7 7=y 7 L LTHIZD
FTRETVY,
Also attached is the promotional pamphlet on. . .

EXTLHEORBO—, #
PYDOEZADORIER on (X [~IZ20ToD] L) L9 fiﬁ%o “A study on the Middle-East
geopolitics” [HHHIK DO ME IOV TDELL] . “A documentary film on the late 1960’s American
counterculture” 1960 FREH-DT A U B OXHUULEBEMIZ LTe R 2 A & U — Bl

requirements [ZRK, BE | [Z5 25 &5 O WHFIC meet &\ 5 EjF
X <JHWD, meet (2IF, TELDRENIGHEZHL D | LW oTERAHY . £72 “make ends meet”
T TRV VT 5] LI ER, BIXDE ST, “best meets” & T 5L, TEIITUS72Y ) & FaH
L7CECIZ2 5,

as below —— [ TFiidDi#EY |, “We have made a statement as below” [ TR X 5 72 AERE L £
L7zl EWVOEUTHE D ZENFERDT, FIXDO LI TFRROT FLANnb] L) BIRTH S5 Dl
RRFWRE LN T H0, AL LTIESRL>2H D,

We'll have a representative get in touch with you

best meets your requirements

representative |% person in charge & [7] U<
M3 ) L9 ER, “getin touch with. ..” 1 contact & [F] U C I~(Z#f&9 5 |, FHEFKET “be
in touch” NE#KAE LV H-TNDH] & keepmtouch” A& M-S RN L DI T D) BHDHDT,
ZEPR=aT VADENLEO T . EFEOTRADLELIICLIEY, £/Thave+ A + B TIHOAN)
IC~EH5] SV ) B, Hk#Em S MEENns 50T, i 'make+ A +do) llet+ A +do) lget
+ N +todo) lforce + A +todol 72EDH D, HHEH to do DIBIZRD Db HDHDTHEE, £
B OEENIZENEI TBEHIT 5] EEWARZR S (let 1355< . make 358V, TOHFHTHH £ 9
EHHVD B DN have T, [~3E 5] Th [~LTHHH | THMEZD LB ZIUIEN 2,



B.

5 ARATERE (BISLH A THE) OB C ~DIR[E, EXLIEWE W) IR TORMAEEICR LT, £
TUTIE U DN WG ORER], KA v ML, EXIS o WERZHEICRTZ e, 2R TH
RBEYRAORREMEELHERE LT, oA 7 7y —%28RrT 528, ZORISUEL, ZORZ—2DA—)L
DBFROLIREDIZR>TND, M LIcNWE ZAZEEEZICLTHDLIDHEEIIRD,

But unfortunately, ... —— R LEHZEHORTNIE R0 E L TH, ETIEARTT 4 VR THD S
DONRZOFED A —/VOEA, LTz, EXEZIT NN EN S FRERITEDICHN L TE LEN
HHDT, AHT A TRAYE—VORNIIE, N2 TETLI0EEEANDL LWV ERANAL—X
(272 %,

is currently out of stock —— (4 HfE, H FJ OEMT recently 21l o il 2 L < BIZT 528, WHEIC
ks currently T ORI D, recently X T < Dk GEE L CW AR OERTS &)
T OT, @IS T E & HIZfE 9, “T've been seeing someone new recently” [T £ TiE D A
LIFE G TWEATR) DX, RIZABIELE D) Tho7c b LTH, EARIZITD LATORE A E
TOFE%E T DA recently 72 DT, BUEROLE LX),

sure b A— /LT HHFE,  “I'mnot sure whether. ..” T~/ 5037 &
WIOEWHSEZHIND, forsure ld NE-& VD & MELXFR-T] Lo 2L, HZBOFWELIC
“for real” [ARY|Z, EEEIZ) BdH D, “Is that for real?” AR TE-THD] & FZIE “Are you
kidding?” MEIX->70 | ERILC LD RBERIZZRD, HEOREEZE> TV LIZR S,

are in line for production —— “be in line for” 1% [~FT A HE(HERE > TV 5| OEM, “be ready for”
LIAF%, “[Something]l isinline” L7217 59 &, [~DHE(HITIES TWD ] EWVWHEREN, [~13k
ERLSLTWD ] HHWIT T~MTEERFHNICNE > TS VI ERIZH 2D, WTCL
Th, inlinelZiE HERE LTS WO IEOERNH 5.

onoffer —— [HFEH TJ, “onsale” LA, sale 8 59 EBENOLARONHNL S FITHTLED
DT, KU K> TUIHDOZFWEDRIFEN D, FTIEHEZE CD RS LW, TLE CM 72 E
ZRTWDE, “Instoresnow” E W) FNENLZNWEDITEZ D, WEHREUNT L0725 9 D,

we do have the following items —— ZAUFBEICHEM L7 & B0 | FEHSEEXZEEOES S, T2 Tlwe
have” TiZ72< “we dohave” & L THLDIE, MDD, 2F V| [BREGEDOMIEIH D EHANR,
INZNDOBDORLENIZINVET] EnH e, HFEVHFENTEL LML E LV TITA
HDT, ZZEELEWVWS LZATHWEN,

identical X K —>®D, MO TREST=, IFEAERT] EWVWH Z &, AiE
X to TH with TH LV, flLiZiX “compare to [with]” [~ LT 5] L ELLORIERGRTH LW
2. with72& TEEWIZ) EWHEKU T, to T T~IZxf LTl &b ) —HEiag & L Th DI
C 3R,

the successor model to. .. —— EiFi D succeed I& [EZAMH T, HITH< ] L5 O EWT, TOHE BT
Bl & LT to Z M5, successor & EIUT/R BT, HiE toZ & b7,

comes in. . . — FEHMAATE DN D, BT A XRENNL OH L0 ZiH T 2EKEL, “The

for sure

almost identical to. . .



T-shirt comes in five sizes and three different colors” [Z D T ¥ Y ZHODH A X & = a5 I518
[ONAYb b=

in such cases as yours —— “in your case” & 59 & [HRT-OHET), L0 —EWIC THRT-DX
IIRGEIE) EBFEWVWTEWEAIX, BIXO L ST “such. .. as” B &LV, as o RELTS 4
HOHMN, ENHEMIEL TRADDIFIRELRDT, FIXOLIIIXEDOFTLEDL )L TND
DEMER L TEM L TENTADS LD ID#T 720,

I’'m sorry for the inconvenience —— BEIZ /.72 “I'm sorry for troubling you” & [RIFEOFEL T, RED
SCA)DOFEAREES D —>, “Thank you for your understanding” [ ZEHiEIH D £9 XK 2 B vz L
T3 bty FTHOVWBND Z ERZV, BleAiZ, “your inconvenience” L 5> THF LW
ZEEFREEILEN, BEVEOHNIRIZZ L0,
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ol R A e aIa=l—vaOFThH, 7L —L2OH LN TEZRA~ORLIZ, FRZ N7 7L
ICRBELT WL TT, F—RZLoTLED b= 20T 5 0ERH Y T2, LI2hEE
A7) T E N2 & BIRIRRO/L—/L T,
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2. PISCHATHE 2 —ED b= OffivgiT Bk 2)
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CINHOFISE, —FRY 7 MeXXHE T, b9 —HR0R0 ¥V AREEZHNTENPILTOET,
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3. wEExzIE  (BE3)
RS OBISLE B L HA, EANY T MRXHEICR > TWSZ L &R LT IEE0,
CRIZZOBILE LD Y A RHEANTEERBLTATLEEWN, EEHIE LTI BAGER
BB EERER LN, EOREEZDE M—UPiESTL AN EZLTHATLLEIN,
cAERR L7 SCE AR E Tt o TLE SV, HEOBEOMHA T TEB)1118Name,
4. RA BRI & H SRR ﬁﬂ4)
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<5l TR >

A
BLE SN2 DOFICARMPIRS > TWEEZ A D A=k, BEPFOFRLO ARG HHD T, HF
[ZHREDD 2 TUIN DA, BRITHEIZENTH 2,

Dear Mr. Brown: —— 5B DHEGI1 8 D D TRLBHILTWAFHFEDN, HZ THAEEE T+ —~
MZTHZ LT, AR A LTV D,

as always —— [ER LV |, SEIOELET TR, HEOLCD EDIZONWTEFEL LTS, EXHL
TEHEZBERLDE, 7L —LTH-THY 7 FRXHEICLTREIZWND, SEICHR > TIFEEIC
BoTWa WO RFHLEZEZDLNDDT, HFELLBIERISE G EH LT,

I'm afraid —FFEDOHZB LD TIIRL, FEFXEFOLELZMALZ LT, HEORIDEZETLHZ L
<, BWIZKWIEEFH LN TE D,

I have had our technical staff carefully recheck —— (\) IE~&® %, LTHH o LWHERE, A
DALy 712 TSHD] LW DEFRBERWS, fFORXZ vy 712 TLTH6 9] LEFIHBITR
SREENME, 21X “Would you please order your staff to do...” &9 SV TiL, please 78 A
STVTHNRLTH, FYAENHIIRY, EnbbDEF->TWDL RIS E 5 TLE D,

those at the bottom ——Z ™ those [Z-2F ¥ clocks D Z &, X4 FAEM > TE WL D, [ LS
ALY IRT LD A~— MNIRDZ ENE,

We need further research to be sure, but there seems to have been some kind of accident on the way.
— I IREBREM O THENTH D, APEHTHFEOEMLTIIRWNS LRV & S ATREMEZ R
LTHEWT, #ETIIFLD (ol L7 LHEEMIZERRTNWD, &EDNRT 7T T wgHie L,
ZOHTY OFEBRIZIS LTHETIEIRLS, WTUICLTHMEIND Z ENEHFICENTHD
L b, LInLZOr—ATIEL, HFONGAEET L L L HSOEREMLEBT Z LA FEL
ROOT, WRNZEE L SAHFEZED 246 ET 7220,

According to the contract, we need you to send replacement right away. ——Z D A — /LD E [ FE AN
UZD—3, BA 2 MIRK (F) EWVIOFHLTEI L TEREZEEMFITTHDHI L &, FEFEHAD
FHEIZOWTHEEDL LAREW 2 LN &, BEIERNICEAT I XELE 7 7 A VR ERHIL,
ZFDAE—% A=W D 0D D HEERM, F72 “we need you to send” Tid72< “would you
please send” 2 EDFWEILZT D &, HEF/NUFREH, LT ETHFRICRZME > LEL RV,
A—=/LDOHBIND LTHEETIER,

Please do what ever is necessary to make sure the shipment gets here before 12:00 on the 7th. ——
KHAEITFFIAEE TH L8, HiEIZE b <HEELIEH A £ TICHEICRS ZENEELROT, £
DR Z R E W TG L7 728 v,

B.
Dear Brown, — %54 EICEA LT, BICA XV 7L R =R U0, KA EHide XTEAKE
XA LY LEELWEEUNT D,



I have to inform you that because of your failure to deliver our order on time, we suffered a serious
loss. —— “I have to” & L ToH D DL, REUDRIIZTITRDIZRENT LW IE L EBZ D20
ARG EPEL T, FEORELZDA—NTHDLIZ LR, EXHLMLL LI TEKD,

“inform” “suffered” 72 EFOFEDROS b, FHA CELEMLFHK[LZEHT L TS, FRZ “your

failure” EWVWIHIEVWHITHHHELRNEIICHEZ LN, SEAEFHL TOATLWEEZFETLI0H, 7
L—AD A=V LTE—2ORNR00 FTho, REIICIEAFRNNZRCH & 72> T D,

Due to this delay, the startup of our new plant needed to be postponed. ——Z Z T% ., “this delay”

[ZDBEN] EWVWIHIBDE—DODMEELT-FEFEL L THRRL, EbHIZ Faﬁ%@iﬁ}q%xiﬁ BT (M=
NRTERb7eholz)) ELZ LT, BEXFOEBNREILARVESIICLTHD, ThEZITH-
TEHFIZ, BERSINTZLDRZFHIZR I LW, A—LVOHE LTEENLTEIVWDT
H5, H7eHIZ “Dueto” 1% “Becauseof EFRILLIREHRT, A—LTH LD, “Dueto
the bad road condition, . .. ” [B&ERIEASHE “Due to the heavy rain, ... ” ISR D70 72 &
BHEVEITE RN %ﬁ: ;Ob\fuﬁﬁﬂﬁ“é f£€ﬁ¢i<)ﬂb‘5o

we will contact you again ——contact |ZIE/A< FHWD Z ENRTEX B0, TR E LT, FFITH LWE
WCiE “get back to” BMEDLIND Z ENZLNDT (“We will get back to you”), Z Z T contact I
FHRIR b= 2 RACEE L L T\ D,

we may need to require you ——Z Z H 1 21X “we would like you to. . .7 L EL I ENTE S, © I
BAMY O . Z O T need ZAf 5 DAY,

compensate us for damages ——damage (2/% #8729 ] L WHBEEAOFEKE . HHE] LWHLGHOE
B3 d 5, damages & HEIE TELLGEICIL HEEE (&) OBEKRTHLIZENZVDOTHE, #
BT 2 EBRPNEDDILFAE NI LORH LD T, ZEDICFHEREITF = v 7 LTEBEEL, )
— i, compensate [E 9 | OFEWFIZHIEENHE, FHI3LD X 512 for 25 Dix, T~z LT &
IEEIGE, [~E Lo THED LT O %A IS with 26 5, “They compensated for his loss with
a replacement.” [ SIIRML A2 LD Z & THROBREMIE L7, 7272 L “He compensated for the
wasted time by working even harder.” HEZ FIEFKIZ L2 RER 2 B0 R 72Dl kv —Jg@8 hLiz) 72
EDEHic, ~F56Z2L7T) LEH>»HEICITby ZHWS,

Regardless of the outcome, ... —— Regardless L I~IZRb Y 72, ~BE D Thiv) &) EK,
XOBRICEET H, LEN F“{—"f* ZIRHDT, A=)V TIIFTAFE4L D, outcome 1F TRER. Hhim)
EFEDER, ZITIHLRIC RETS) £H2DT, ZTORELNI 2L,

take necessary measures to insure —— “take measurestodo...” E\WH 7L —XL L TRAD L XL
VY, “take the majorof” & 59 & [~ZWD |, T~%k TE&J?”%.SJ EWVWHEIRIZR D, HITWBHDT
EE, 72% insure I “make sure” L[ U T MEEIZ~T DL IICKEDITDH] Lo TloEK,



<5l TR >

C.
BESNTZEBREL TWEEZIRZD A=V, THHIXY 7 " REZHFNRINTND,

Dear Claire — %54 EZ XN OB DL HICENTH D, LHEHIZEWVDOHED,

I am sorry to inform you. .. — F TITHTONEZ B NLLER T, BEoORWESH LIZ/AR> TV 5,

(shipment list and original order attached) —EHl & 72 5 LEZIRM L TH D, TERSEBEV RN
5H, FRIIFELLUI-ET 0O ELL9ICTH0IC, SV IFRLGEHLEZIRTT DL oL
7o, ZAUFRNC TRELAEZEE AT D) LW il T, HELHALTWLIT—XIZbD%
EOELZLICL ST, HFEFORLEZBEICED TIZEBNICEZED TS Z LZAREIZT S
DTHH D,

have the missing items supplied on an urgent basis ——Z @ [have + £ + WESF ] (IR EE
TR DN, BRITIZEALFLT, I~200&nikglcT 51, 20 [~2007T 5] &
92 &, “on...basis” DD LEDLSTAMHNEFLINTNAEDOT, Fxv 7 LTHEERZ,

must be supplied —— = ZIZEE /R L ZAROT, ERE2HVOFFIZELS, HIAICETLIEZAIFL
WXUITEBECR5DOT, mEbLAaEXS (“would you please make sure that it will be supplied”
72 ) ITRET =AY K,

please — [BFEAWLET] LW IEDTIEZ £DIT please # AN TH D, please N7 EFHENT
WORBLBRNEFT I A NDOT, BEICHY 28D L HIT Lz,

In the shipment shipment |Z1% 135 EWVWOBMRLH DN, ZOHFICTIEA LI TSI
il ZFELTHEDLN TS, order IT6 VESX) & [FEXL7cd] OWFOERNH D Z L1353 TITH
L7z 7223, shipment [ZOWTHREI U L D ICEAE L TRBW W& 720,

Thanks for your support on this. —— 2416 K <5 PF 0 4], BEH L TWDH I IR X508, Zid
(bolLomhLTL7Zanal, MEVICLTET L] &) 2L, ROEH L HHET, “on this”
EWVWIHIBEWVWHELTF =y 7 LTEEREL,

We would appreciate your action on this by Friday your time. ——% 7" “Friday your time” |% “Friday
in your time” “Friday of your time” & $F X €572, £9 7T 5H & time DEHREVWNEDL>TLE
9, “inyourtime” 72 & TH7elzNAEZ Tz, “of your time” TlX I H 727D (“May I have
a minute of your precious time?” [(BILLWE ZAR LIRS D FHAN) B X o L BEREWEZT F
T, [ZH50 (M) KEHET) L5 25A1E, BIZ “your time” WX IZEH7E, ZOXOHI
X “We would appreciate it if you take action” 6 LITEIZ#L Z L CW 2 72T AUREGH WV = L E 97
ENS Tl UTOFRUHIZEELTWHOT, —FOMEEELE LT would BMEDLILTN D,

when you have sent the shipment ——Z 235 TR TELINL TV D DITHMITEZ 2008 LIV,
THVUIARFE TIE T, RKRORF R TITENDNER T oEZ KRB L T D, DF Y “will have sent” &\
5 Z &M, when (R°0if) (2 < B CBIEIEO will 2 V5 OIEREY, Flz1E TR HFIC
W5 Z EIZ9 5] 13 “T will stay home when it will rain” TiE72 < | “T will stay home when it rains”,




D.
CLRILNEDA—LTEN, BRI VAL EBX FR2INTWA,

Dear Ms. Sanders: / Susumu Ikeda —th AfTEZ2FEHAIL, BARBALMICDENLTNHT, K0 74
— IR EX G NREIREIN TN D,
Ms. Sato, the General Manager, ... —— L& Z 5[ AWCHT WO O, Bk X 9B 250, b

D &I fEbI D FTH D, MR (authority) O D AR TWNWAZ EEZTE—LLT, F
RBROEA S 23S, BERRIGE 5 EHES LW WA H D, HEE L TELRIND DL R
IR, TIRFTOMERR] TFE b DR%Mk] MH—ROER] 2Eb. A= VITEE&RE R
HlcdIflibinng,

not to mention the mislabeling of product (see attached) ——Z 1272 0 HELRE A, TR
7ANE LTI E R L Th D, ZOHEEIERENWRS, FELSbERWDIZ [FHLA 22X T
5] EWHEM, SHIT “not to mention” [~TFHETHRNILTTN] L LTIV IFRIEA
LThHhDHEZAN, A—NVOBIEFEH LTS, T-ULOREY BEWIZEBRICITRA S EKRR Z
LlEm, C OHEELERRY ENETEICHATL2FHEZEANTND, £H2THZLITE-T, &S
THPEOBE ZET &V )T Iz > T 5,

we require very prompt action from you to avoidd ——Z 2% C & L THD & L 3D 03,
appreciate 72 D [V 7 K] SWElL i()\k’)%)ﬁibf WS LCWb, ¥7= C TlE action DH &
IIHHFOYIBIALE D X O IZEPNTNDN, DEEITE TN EEIZR o Tnd, 2FY C
ITEHBEU R R LT &5 5ﬁﬁﬁefﬂé’/)i))ofib\f%%.’ﬁiéchiT&)é0) lZxk LT, D i,
FEF OISR EFE TIEEBIBROK T bEES 2N E WV D RVBEN KR e, BELRDOTH D,

DEF, as you know, is the largest user of your XY-123 model here. —— Z uidciZik~7= THEE %5l
EEVWCHTFEOTYy Vo—va v, BOREEIET ORI b—L 2B LI TTWHLOTIER
WENWI Ay E—UBRZATVWD, FFZ “as you know” [X¥HET, TZFLDOHEY | ESWeRn5H,
FERIIE TEEhBENTIERWTLE ] &AL TNDHEZATHD,

must arrive here by. . . — XYV A LHDOHETH, HIAREDEE R E Z A% T IITE PR T
X2 HRVOIEFE T, FFICE Z &2 LIZWIGATT, 2ENICRBLIZfOL ST, 222 tnwo bz
ATHBENRSVHEHNDE NI DL —2DTRTIED D,

CORRECT —E A — VORI /L—L & LT, RXFETTHEZ DS DIT LRV, ZAUEEE
LEETIH, KFETUATWDIOLEL I LICRDNETE, BIEEBELICT2HGUMIE, 29 L
IRWENEHCHD, T TIHENPIIZZEI LTHDLOENR, ZNEE I ETHLRIEZRNTHS, it
1T & “not tomention” L L TEH D ERCVIMILIZITT DT IVDUEVEZXOHFEZ, ZZTAHLIEL
T2, HBEVRTF AT L LEXELZES L, FEXFOAMETHRREDOILTLENDLRRND T, B
LSELGEDLEOROZ L Z I B THER b—rTHaTE LT LE,

as you have contracted for —Z b, ZHIEAFHH L CEBMICGGEZED LS L TWE EZ A, T
I TCyouz EFBICLTHDHIDIE, (22 INEFFLNTTEDIEHRT-DFTE] LD Z & 2B
95729 T, “according to the contract” 72 & OHSLRREUTHK A D & | FHFEIEHET 25072350,
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AIEORENREZBE 2, SEITIA—LTHELNTL 7 L—AICXT2REOEX HERLTHhEET,
HIFIZ L o TGO FIEE R D 308, BAMICIITEIGRE T 20P/BWTL L 9, B HEFL
SODIEEIC, 1) HE——bDIHERH D Z L EREOXISREMAT 5, 2) RF—0I20F
NWOFEERD -T2 L ZFPA LSRR EZRTRTDH, O DTT, 3) HEOEENTY L—ARE T
L. 0WH =26 B0 EETN, TOHEAE LMD L ZATIEERE —oOMAEbETHIGTE £,
T 7 NOEEE BT L L. REREREHE S THRT L 2 ENRYTT,

1. piscx 1 7E (&R
BRI 1L OFISCA L BEELSHAR, BRLTHA 7T L2 O E THESTLEE, HEEDOED
413 TE1125Name].
<BISCA L BiX, ENENHIEEAAEROFICA & BIZHT2REER>TNET, 7L —AIZED
ETHHE L TV D0 %, WEZ AR THER L T EE 0,
- BISUIERR A Be A, REERBL L CEMRORA » MR L E T,
2. A MHlERE  EE2)
- BB 2 OB C & DIZENENRIRIEAERIOFL C & DICHTLIRE L o THET, T
7 L= BAsOIG O S BT 272012, SRR THATIIZE 0,
« RIZHISL C & DITOWTOREIZEZ TS ZE W, i#Z1E Google Document @ Week 5 725470
E3 a8
CEEEICE, O E | XDOWAREZNH Y ETOT, IHERLTHELTEIN,
3. iﬁﬁﬁ% (&8 3)

- B3 ICBIT T HAGEDR L EA

ITWET,
4. PR (BE4)

- B4, el @&%@¢ﬁ% OzEATHEHRLTHY £9 B3 E, F. G, 4Hb—
HEEAIDELEZITIZOA T, BEERXOEETT, EFREELLTNDOA—LE LFATHTS
7ZEN,

R LB 5 H D FEEICHON T, RIEED A=V Z/ERR L, F#iTE TE-TIEE0Y,
fEHIRF D413 TA1125Name ],

mm

HELTLEEW, fi#tZ1% Google Document @ Week 5 7> 5



< B SCHER >

A.

7 L —LONFEEMIGRD, ZIUTOWTHIEL DD, SR EZFBT 5 Cm O A —/b, MENE X 7=
FAEIZONTOEHGNEDIC/>TWNDD, b b EZOMHEZRD LNIZDIT TIERN-72DT, 2
AT ST 2 OHET CIREZITY L) 2 EERL TS, HPEOERITIFAEICE 2 SD, EHIC
B —EREZRETLHZ LR, EBRHIEE LTV EWIHIREEZ DT ENTE D,

sorry about —— Z 4L FE TlE “sorry for” O ZFAI L TE 72, “sorry about” HREIC L D ICTHWSHZ &
NTE BN, AlE RARY Tix, [MRIRDHEDITHONTE I BHAEIE “sorry about” (“sorry about
the delay”). AIZOWTE 2 HAEIE “sorry for” (“sorry for you about. .. 7). 721742\ CEI%
FEESTE 95 A D “sorry for” (“sorry for not being able to reply soon”) & V3T 5 DR —i%
H72 K572,

We've already sent you ——Z Z (% “Wesentyou” & LTHLREWA, ETHICT DI LT, BAICKHIG
LIzEWIE L EHTZENTED, DFED, oA T LEZOT, T <ICHEKZELTND V) A
=V PR LDTHD,

It should arrive ——4 [BlD—#H O3 Tidk, BhBEhF should D HW OGN FIZHEHR Lo, #2101 “Tt will
arrive” 59 &, MRIZE EPFELTWDHE LTI/ 5D, “Tt should arrive” & 34UiE, 100 73—
U MEREEEZROPELIETEEWVWI =T VR IhD, SEOONEESIAENTELI L
—LPHESNDAREMED HD DT, 9 LIEETITEEICZR Y 720,

your taking the trouble of checking —— “take the trouble of. . .ing” IX [HOIXbLE~T 5] LW HE
RO 7 L—X, FIXD X, HFEOITHIUEHOBEEZERTIGE L, ThZbE~LTWeZn/2< T
LAEETT ) LEVIZWERICHN S, BOOTLZLIZOVTIHIDOEWLZLRNEL DI,

there should have been no such defect as you reported ——Z DA ® should & Tkl & 13X E 2 720
IR T Sy Z &, BEOHEEIZOVWTHRRTNADT “should have been” & 725
TWb, £72 “such...as...” OfFVEFHLTF = v 7 LTEE,

as you noted —— (355 L2 25V 2], note [ILFEIHE OHF TS &) K HRER, Z 2134
FOEVWHIIFAFELRTEIAROT, TNEBRMHTDDICZOT L—=APHASN TN D,

it seems that —#%1EEHTL B “itappears that” S[EIL T, [E9b~D X HTT) LW IHELZH
FTIZOITHNDEWEIL, JEiko should &R UL FEETIZRWAKRANS R TE S HErTcE2 72
EWVWH ZEERIILTND,

Please accept my apology for the inconvenience we have caused you. —#f{JE 3 2 5H DR F£ 0 4]
D—>, LIXLIE “My apologies for. .. 7 O TlEDLIN S,

Thanks for your patience, ——Z b 6D [JE# Lo>HDZERT 2| LW ) F— DIRF Y LA, ZD
BAITERR<FE->TH 5 9 Z IR D DT, patience & W) FEEE - TWD, TOEZ DRI
IZEoT, O BHELZEZ TV ERWEAS D,



B.

ZHUIHTO 7 L— MTITRIA 72 2 EE FR L DD, HEOHREZRTNAED A—1LElkoTN5D,

ﬁﬁ®7v%A@%%wE¢W)ﬁ@%74%%féﬁﬂfwk®T\%it@%IAuﬁmék\ﬂ

FBHORRNHFITR > TND, LITFE A, AR 2 R0 T, TEEICHM L, M

FOHFLYS) BRTLESTZL W) FERIHONTUL, BREOBEELRLTND,

I'm very sorry, but our records show that the deadline was November 8 and not November 1. ——Z
DA D sorry 1L TTAHFEHA] EWVWH E0IE FRERAL] THL EFIZKWOTTR] L)L,

[Fofk) 2B > T D& T, AL RDFERIILDEEDLEDL LI RFBEHIIR>TND,
“November 8 and not November 17 % “not November 1 but November 8” &, Inot...but] O
WLTHRIEZ &,

verify this —verify I3 #8925 T, confirm &L TW5A, Z O DIIMHAIZE E#x FRETZ)
confirm 7% [RRD Z LAZ DWW THREINITIRET 5] LW H KL TH D DIZXF LT, verify [Z{i 703 W(
WRFHLICHE S LTEETHLINEI DT L) LWIEBERTH D, FIZIE, BEHEONELET =
v 735D confirm T, FFIEIZITE > EDPNTWDNEMHERT D DI verify &5 5 5 IV
FHELIWEASS,

It is my understanding that. .. —— Z VLW S 2T CGEST HRILO—>, EBIN AV IATO THIE
WHIGZ 52N B1ER, SIHO —AD XS5 ITHWDIGEIEL, BEF T LARBEARITN2 Y BIE
EROTWLILEREEAETH D, DEVZNE—HEDOL Y v 7T, EEOA =213 TZTh
EHEVDRWEEZNS BRoALHENIDDLE O] L) bD,

we did agree —BEICHRT L2 L 912, ZAUTHFAD did, [T~IZHOWTHFENICOO L (( LarLA
AZOWTIE. )] VI SSIT, HOICHEET 21DICHN LN TN D,

as shown in my October 15 email — 216 X< &5 as DHEDO—>, FHLE LTA—/1DOD Y
T H%AIE, A EHFOARIZHEL T LI Lcwn, FIXo k5 REFEEZHFLUIMMIE “my
email of October 157 D X 912 of Zffi> TE Z & & AHE,

Ms. Yoshida, your secretary ——Z D A —/LNF Y A EX FT/x> T\ D LK Eé#%@fiﬂaﬂi Z 1,
AL EZH L TEEEZBLT D L0700 HiEk, TR OBWADOEE, RERIBRLEHE D
BndHbH, ZOHEIE, HTFE0aIa=r—a PR+ THLIZLEEBTEDOTNDLEZARD
T, EEHREPANTE EEZDTEH 9D,

It appears that there was a communication problem, and I'm very sorry about that. ——Z ® “It
appears that” [XJcik il v wighF B, MHE'E 72 “communication problem” W9 FW\WHZT 5
DX, EADOELEZAIEICH ST, mELFRUNRZ D ThoTc bW Z LM+ 5720, Z08
B O sorry HANIHIEL TWD DT TIEARLS, TI9R-oTLEVWERELE LW IHIKEFHLEZERLTWVD,

the above ——Z 4L [ RO E W HEWRT, [ LD &0 AT O above | 7E i il & 1) T4 il
HICHNTH D, FCHEZ#HRY KT LR RVTELHEITFIREFELM D & v, Thllstic
H DX RRINARE, 2B [TROM] LW HKFTIE “the below” & FWWE S 7EH, Zid—ik
M TIE7e <, HiliE “the following” NHWHN D,



= a=r—va SR GG B BAEREREE

BhEhFR D Mk L R XDEE FIZONT

<FZEDKRA L F>

SENTEEE BEEZEZ T, E A=/ TS BRIZKEZ DT 2 WBIEE O A OW TR TR EEd, £
72 _Mifﬁ¥fmﬂbfﬁkm4/btiwﬁ?ét AL FETHR, RFE D CAMEY < En
FBUT, FHAPT K LDOBRNWLEZEL OB 2 R LW E WS BREZRMN L ET, HEME
TEEICINOOFEELMR LN, EwE%~w@i%ﬁpowT%zfﬁiL;%

1. piscx A 7iE (&RkL)
BRI OB A B L LKHEA, BEEILTHA T Ln b DOEATE Tiko TS E &V, HEDBEOIH4
< TE1202Name],
- BISCHRER 2 Be e, RBUCHRLORA » MR L ET,
2. R xoEZ);  (BEE2)
cfEFREEZEIL, IR THRART VWXL OEFEZ F 2R LET,
R 2 OKREITH HHEREICER Y MAFE T, fi#E 1T Google Document @ Week 6 7> H 1TV E 77,
3. EA—/WTHEEIR LB O (&EE3)
- fRFE A 252, BhEhE] must X° should, have to <° need to DEWVHFIZ OV THER L £ 77,
4. FESCERMEE  (BERk4)
BB 4 OFCHEBGEICE L TL E SV, fi#51X Google Document @ Week 6 2> 51TV E 77,
CBSERRIZH T > TE, BRI 1 ~3 THI LIRS > b EBEIL, FOLIRBERTMESE &
LTS D0aE R BEZTRALMEN DT TIEIN, BBEXOAKRGETNRD TTEREDLH 5
DT, XEI 2\ RDRTT, RIIZHRE L THBOERA,
5. AR (BkE1. BE5)
CERL OFISC A LIZIEFRCAED A — L EER L TR E TiEo> T 230, ZIHOBEOHEA I
[A1202Name |
cBRS ICHAGER AL THY ETOT, TNHLEBIZ LN L LEAER L T ZIWN, RIS
WO 72 BhBhER O FES Y v VIR SCOFSNE TICRZBL Y . A —/VOFREK A B FRANHET T 5 X9
LTS, TOMOEFROERSICHT THY £,




<5l TR >

Regarding... —— [~IZBLTTIA) LW IHFEZFHFOMBERN, 2 THHESATHnD, 22D
FEORBZEOLTICES ZLFHELOA, KV A ML —RMIEBESZERTEDLANZNT & HiEN
Th b,

appear to require ——Z @ appear X [~D X 9 TF | LW omighRE, FHMIET IR LIZEBY
Thb, BRAEED it 2o TLEMANLTIHEIIONTH, BRI 22ROz L,

A b

may have copyrighted ———copyright Z &G & L > ThH b, ZOHAED may i [~ X572 [~
PH LRV LW EER, BEDZLICOVWTE IBARMITO L Y I TR LT 5,

we must pass the details on to. .. —— “pass something on” T g4 ], % AITOWNTWVD to 1L 71
Xt G ERTANEF T [~ (ET)) &) 2, ZORITHE must DFEWHIZHER Lz, 2k
EDXDIRBWRIES 5 vy FHNTE R 3 ZHERED Z &,

we may not be abletouse... —Z® may & [~2H Lit7Ze\y] W9 EBR, “be able to” 1XBh#EhF
can ERICEDIMEZ D3, BWT 5L ZANRCRLEL D, can id [R°AH LEXITTE L) THRET
HoH LD LT, EBNREKEETZ EREV, —JF “be able to” 1%, HEJIORILIZIEL UC THY
Kb EVDZEROT, FHNRERELS IR CICR D, FTWEAEMEED DV EED it &
fi 5T “It can be done” L5 25725, “Itis able to be done” & IXE DRV, DA T possible
%~ T “Itis possible to be done” L RELTX L3, HO S EWHISRRHY, HbEVZEI VI FWS
ZLR2NWE S 72, EHICE XX, BE3SOMBIHICHHLEY |, {EBEF (must, could 72 &) % —-ofi
FTHWAZ EIXTERWVWDT, ZOFOEH 7% “we may canuse” & 92 DIXMEHE,

we will need to consider / alternatives will have to be designed / we need to receive ——Z 15 D57
THEEFIRCZICET H2 RV IR LY T 5, T will BE IR, T LHAEDLET

“need to” X “have to” HEDLIL TS, EE3IZHHHEY ., “need to” “have to” F must &{EIT
WAHDER, ZZ 6030 “will must consider” “will must be designed” & 9% DiF/L— /ViEK 72
DTREDTIZV, ENHDHENFFIZONTOMIS H D DT, MR L TV & 2y,

With the tight WebShop schedule, ... —— ZAUTEE} 2 THHH SN TWD Z &2 D7ED, Hil 21X 2 OE
57 % “Because the WebShop schedule is so tight, . .. 7 & 53 “If we try to meet the tight WebShop
shedule, ... ” 352 HHEETIEH D, LLANICH S L D12 With 2> TRIRICE L DD HM
RWEENRZWDO T, RIDEWICKDHEOEN (RRITIZEWNES 2L bHD) ITREDTDH K
LTy,

the sudden rush rush (X 7 v a7 U—] PO bBIERTELHY, WEAEIZE > LM LEHFE
DREFERT, T THRAICKREOEFEELMULMIT TLESTZEWVNI ZLIZERLTND, ZOFIX
I, BEMICHFICRZE > TY 7 MBS IR INTWD, ZAUIBIEE O WG 2 LIzt R T
WHDT, ZNEEFHLRND S ) —EFAHE L TWIZEE 20y,

It appears. . .




BEXER : TA T4 R evA v [HEEIAT 4 IN—T v 7——IFE L IBZ AT ODIE - 3515 -
Apeitl] DHC, 2004 4 (FIEOWNREZ LI M A 2. BT OMNEET-T)

=1 PSRBT B2 U v A LR
7= (cliché) 1. fEWE ENTZBEXFVOERFE I L —ADZ L, 7V =2NEH I TV D LET
MHEMCKRT, IRLTRWERLEIIEZ W, 7 vxidE/z, BV ELSNERZL—XATHLH 5D,

ROBNTFROEFZH L THEOANBRERHIZN, HEIZED S ENWESHTTHDH, A Fb— hREA
DI, FFICHEZ LSRN RL 2D,

A 1 am writing this letter to tell you that we received the catalog that you sent.
(BEOVWEEE LI 28% LT Ll t2BBa L L2 6, BPREENTHNETD)
O We received that catalog that you sent.

(BEYWEEE LI 2EZLE L)

/\ The purpose of this letter is to let you know that I will arrive in New York on August 15.
(Z2—3—27I2E8 A 15 HICEETAHAZ L 2BMOLET H7-0ICBMEY LE LK)

O 1 will arrive in New York on August 15.

(Z=2—3a—7I21X8 A 15 HIZEIFE L ET)

Flo, PRICGKHMH L2, RELEZLOICRLTE &ﬁ"%’) UTD XS RFEHBENVESINTHTH
F 0 4FFE L< 72V, Please see the attached ~ for... [... DFIZONTIE, I L7a~Z2 B EE
VY] X, The attached contract has been signed by myself and Bob Smith. [#sfFOZEAEICIX, FAL
RT « AIANELZ LTHY 7] 22L& BEITENTZTRNWES 9,

A Attached herewith is. . .
R L7zDiX. .. TF)

/\ Attached, please find. .
WLz . 208 éb\)

/\  Enclosed please find. .
(AELELE... 22 ﬁk< 7ZEW)

[~DMTTRN] EVoLRIBEEOT7 L—XbI1EE A EDHANER,
A\ Inreference to your letter, . . .

(N2 I2W 2B FROMHETT . L)
A With reference to your phone call today, . . .



(5 HOBEFEOMTT . ..)

INHIFORBIT, UTOXIICEESNALTNT >0 T2,

rﬁ%ﬁﬁ%%ﬁ@j\%&:%@ L Ti, }DJIJ@ =T~ yywcﬁ‘y ) ?%H‘i@ﬂ
A As to the concerns of our R&D personnel, we will address these in a later meeting.

O We will address the concerns of our R&D personnel in a later meeting.

[FAOHIEFEIZHOWTTTN, KK — VAT =27 DO FEEMPAAL TN &2 HFLET)
A Inregards to my travel plans, please revise them to include the Osaka Sales Fair.

O Please revise my travel plans to include the Osaka Sales Fair.

UTIZHT DL BRFROFZICEI LD, 7z Ebh2bDThHD, R SNRED L
ATHY, ZhbZfioTh, TNIZMEE > THZRNIIFELLY,

/A 1 trust the above has been helpful to you.
(ERRONEBETBEICNL TN EFLET)

/A Thanking you in advance for your cooperation.
(TN EET LI BN LET)

/\ Please do not hesitate to contact the undersigned.
(BRIRIC ZHfE < 7250

A\ Please feel free to contact the writer.

(WD TH THFE S 72V

ERL : 2 TIEZ U =B D LRI SN TW AR, BE IR T A — L2 EN R TR
HRNE D RGAITIE, 7V v bR D, RIS 7 7 A M2 O TOF W E LIZ—FEDF 5
DEI7RLDOT, MFLTHDEND ZENT-ETVIEDLIITEFERY 27559, £ [~I12H4
LTTER] EWIHIEFOEIIT, < THIWVESONIITHENTE S RDEN, BETRML
TELE, THiEWE LT ) IHEREZ -5 R EOREH-THES Z & 20V DT,
JFHIFIZAE DN E ST 2 &0 D DIFFEWTEA 9, DV OHNWIDDOEIE, VWD
ARG EWVWIENHFELTNDA IV v =TEETEDLZ ENE N, NEDRVIERIZARY
WHETIEH DM, DRIV TIE, A=A RROER N ZETLHDT, T2V LE-ENE
FFo TS Loz Lz,

I TCREIZR > TV D DIELEDMERDT, LVELLBSLYBELZEZLLVWEESOTH
AUTRWDMZB BT D, FHIS A TR ETWEGNL, TR o7z 03 <E TRy
I BOOXEEZEBINCHRESTZ L 72550



V=2 it iz L NI to FEFATEL]

[, T2881F~ 28075 L &, WICif&i2 MV if you want [have /intend] to. .. 728 & & LT
IXWRWTEA Iy, ZOL I EEHIITNETHLIET TR, M5 2L 05K R=aT VA
BT, ToEVE o REMT .. 75T ERIAL LD,

YA THE SN DA HEEIT, TOEMEEZREY ZSRITZI
A If you want to contact us, please refer to the telephone directory below.

O To contact us, please refer to the telephone directory below.

Bz &0 RT TR LRVEEIE, ZOFHICTHAL T ZEW
A\ If you have to borrow money, please fill out this form.

O To borrow money, please fill out this form.

L CHhALEET o XV U T NICT HTOIRITNEDT KA A, If 2 2 5HEUSMNIH Y Tl
5, BFICOWTE I LGAITERICH T VRERR2NZ ENRZ 0N, EE LIV Az
WTEILATHD, MO LIICEZHRXDHI LT, HREZXH LTI Ly v —2NnT5L 97
UM 25, ZOHED., Hxhiz Ifyou. .. & LRTIURR L2000 E 5 h, BODOLEEH
HIRBLTHERT DX oI Lzvy,

=3 XY HLEICEE

B0 < EWITEBARRBC, B LIS WSR2 5T LE 5 X080 I LFICER Lz, BEHEo
it &M B, BSOSO L B2 5, IFOZNEROT &l LTHTIELL,
TRREGINZEDE, ZEALEDGEHIBRL TCLE ST IR NNT L—XTh D,

A\ It should be noted that sales will drop unless we can improve quality.
(WEZ EF7RnWERY EFRELTLE D Z EICHER S
O Sales will drop unless we can improve quality.

(WEZ ETF7RWERY EFRA%EBTLED)

/\ It is hoped that this report can be rewritten and ready for publishing within two weeks.
(ZOLVAR— MITHEHBLWNICESE L TRERTEL 2L EBbvET)
O This report will be rewritten and ready for publishing within two weeks.

(ZOVR—=MITEBEIUNIZY 794 FLTRERETEDLTLE D)

/\ It is worthy of note that this mistake has occurred several times.
(AT I AMAENEE TS Z EIFERICET S)

(O This mistake has occurred several times.




(R T ADPMITEIEE TV D)

It is important to consider that we have to finish this project on time.
(Zo7rv=7 VEHRICHICEDLERTNIE R DN E NS T ENR, BXDLXIEEARZ L)
We have to finish this project on time.

(Co7ay=r7 MIWAICHIZEDERITIZR B2

It has come to my attention that you have not filled in all the spaces on the form.
(EEOZEMMP TR THE > TN Z IR EE LK)
You have not filled in all the spaces on the form.

EHOZEMN T X THE > TWVERTA)




Bkt 3)
BET : TAT A R eBA L [HEBEIAT 4 ITN—NT v 7—FELLUBR DIZDDILEE - 351 -
Aeeiz] DHC, 2004 4 (FIEZEONEZ Il e Ll a2 2, B TOMEEZIT-7)

1 - 1., LaidiuEZe b7y (have to/ need to / must) |
Lo LRI R b7 (Cxbisd 5 58352 8L 1 have to / need to / must 72 EA3H 53, £hEh
=27 CAZENRH LD TELLS KA LTHW D RER D 5,

have to

have to (X L7-< 722 L ZHENTHREI SN TWD E VNI =2 T U AZ RN, AR BRTEHIEIDH %
27N E NS XIS, E72, havetold MEA] OFEMZRTEE 2O T, % The company have
to... e ELITE /20N,

I have to leave now.

((FERV =L BWT ERNESDONLTNDDT) 170372 H2)

I have to find another job.

( BOHEFEEZFDIELSBRVBFEDZ D552 220D T) FLuvtEz Lo 7une)

need to

EVURATHEDLDILAS Z ENRZ VDI needto TH D, needto lZiF L7z iT7eWnay] 0 [FENZE DL
2B Vo lAMREEITEENTE LT, HREIC (2022081 H5] L) BEEDIR
nEFRT,

We need to finish this report by Friday.
(BHEAETICZOLAR—FEKDLELILERD D)
Quality needs to be improved by the end of this month.
(4 B & Clo B A 8T 5 ULER 5 5)

must

have to PWARIEKIZ LT L., 22270 ER25DICX LT, must (TFEEE LT L. LA
THER B0 LWV) =27 VAT, FHCRBRNY 22 L 2T 55GICHWENLO T, SiiZ A%
ERITR LT D i3Iy, T LRBND TRRNWZ & T, RVWER] 2777 & EI121T must
NHWHILD, [ : Ireally must stop smoking. (#aktc7-IZZ20H5F )]

We must take action to prevent pollution.

(B Y% TeDIATE &L 2 S22 7R 7R 5 7200)
Companies must make a contribution to society.
(SHIFESITR U TEBRL 21T U2 5720



5T, ZAMEEEICTAHES., Youhaveto. .. 125 % [(BBIHIZS->T) ... LETHRNN] &
WO ERIZZ2DDIZxt L, You must. .. 2B HORNZIWAMHFIZ [, LaadWn] EmaHLTnb L)
R=a 7 AR D,

You have to save money for a rainy day.
I—Iffi 2T, BEEFD TBO RN T L)
You must same money for a rainy day.

I—IZfiZ T, Berird &)

728 must [ZIFBEER 20O T, @ EITHOWTE LT HEEIT have to 2 5 Ly, KEKITHOWTE
IGE Y. EMEEAE o) Z LIXTE RV T, have to Zff 5,

I must leave early today.

(A BIFRIRLRIER B2

I had a terrible headache and so I had to leave early.
(OEVERZ > 7O TRIB LR IT TR B 0o 7)

I will have to leave early to be in time for the last train.
(FEIZHIZE D L 912, BRUIRLRTFUTRHRNES )

fi##% : have to / need to / must DEWIIIH /2 L ZARH LM, BRI EOBHICH @Y, ZTNE
M, TLRTT e b2y ) BRCHENRRD Z L 2RA TR,

INBEOF T need to BV HIZFA=2— FTAT, REAREADRNI E LS 2 TRBE,
EVRAA—=NIR ETRFEZFFEE L TRBINICE HBRITIE, 72 53< need to &1 5 & #fiEA 72 <
THELTEA I,

Flo, BB 2ICbHTELRAS U MEDB, FRTHDPWERBLOFEN IR EZE S R ER 57
WOIE, BALSADANZOWTEISHETH D, B OBRLILOMIN TS X - T, HEF L
THOTHWRNWI EEZMHFIEBATLES7ZY, EMLZOLIFHOERIZELNTLESY
THZENRDD, EVRATIIZ ) LEEMRITEEVRRERBRIZOBRNRDLZENRH LD T,
B EORMEEZ 2T, OB L T ZERROLNDTEA D,

BEL OB SRR THMR VIR LS LI & B0 EEEIEZ ZOW_THWD Z LT TE R,
LEMWM-T, ZDX I I r—ATIREAD L — BN RAE T B, BEhEEFE - CGlaEoZ L2 E
BPIDDIZETIREML ) ZERH DM, ZOREITMEFDOERND LRRLGE1H 25D THEE
L7z, B2 1E “I must have forgotten to call back. If not, I should have been informed about the
change of schedule.” [Eiiz 0T EHTOZ SN TWZDIZENZY, UeR2TUL, TEEREIZD
WTCHID STV T2 228D K512, must X should 28 [~ITEWRWN ] &0 ) HER DO EIE
TEDLNDEWVWS r—ATH D, should IZOWTITFHASH,



2 .. T3_EE] .. LEFBV] OEETO should IOV TOEEA
should IZ1%, T TIZRZ LS 7% TalRetEOHER] (B : It should arrive by Friday. [ F CTiZid)m <
IXT°CF)) ELTOEKRISMNI, mustChaveto ERICE D72 T X772 1L, LR
EWVWIERBEMNR DD, BEOLAEICEE LIEWVOIL, should 23 LIZULIE LT iudze b2unaoldsy
Mo TVDN, BELLLERIZIZILARNWEASD ] LWVWIEBREFRFSTLEILNI L THD,

I (really) should start my own company.

( OKY1T) AODOSAZE LN DWW TT . L)

EOE, T2 E2HFTREIBOIT 0> TVDH, BLE720 ) L0 BRRICHIR S D, 5T Treally
should... L WHEHHNHANSLNE L, [... THX] ZEHL VDO TH, FE{79 2 a[HENE
TIEEAEZNEYICELENTLE S,

HIC 24209 _& 7] LSV 0EATE. needto &V, I need to start my own company. & 9%
AAVAN

- MMFIC . FTREE) . LEFRDWY] WS EMRT Youshould. .. 5 &, ... LW
EWVNTFZ2WV, BEOZEENLLRWEAY ] WO TIZZRY, FRICEHZ 25, ZO%AD really
PRITD &L RANEFASNTLE DO TEEET, maybe & CEEICH 21X, RAIZIZ R B0,

You (really) should work harder.

((EHELBRWEAD T L) BT o LEFEITTe &)
Maybe you (really) should work harder.

Bixb o LtFiIThie &2 -9)

R : Z O X O 72 LT O should OFEIDOZEBL L LT had better 238 %, H4712%f LT I'd better. .. &
i 5 IR 2 VS, FETRICxE LT You'd better. . . &35 & should &AL ERZEE > T
HEVICHI 2D, JEIZESTEFELTWDE2D X HIZENTLE 5, have to/need to/ must
DEHEERLUEIIZ, BEE L TRGERIIMEZ 5D needto 25 9,

should I¥H & & & shall DA & L TN L7, BETIIZNHKTIE OFW & HIEZ -
TW5, L7=A->T “Shall we dance?” IHiV EHAN) L5 9O & L Z A% “Should we dance?”
LT DHE, [RSZART G LRRWNTE, ESLTHHLARNEWTRND] L) ERIZR->T
L% 9, 2WiE “Ishall be back soon.” &5 & FIZHE-TEET ] . “Ishould be back soon.”
[FER D> TT IR T RIFIER S22V 185D,

[ATREMEOfER] & LT should DA L. “It should arrive soon.” T (ffaxt & 135 2 FHAMN)
FTCm<ITT T L EFRL, MENRRBIA TR A > TWLETIZR D, MExHiciELZE VD
e, HEiz will 2> T “It will arrive soon.” [T IZmE 7 EF2EFERV, WInicL
T, should ITIXFEER =T U ANRH Y | EHOEREZLOH EHRINTVD,
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ZHTEEHIAGIE 1 AKDY 15 2 AYOETTO T, @EOIRHIZ 1 A 22E0 % £ TITRED
LET, TRUBOIRHIIMRETMMOME L R LRWEARH Y £9, 28, SN2 EICITIER
HAmL, HEIZSCTHRAILIRELET, BEMEZRNCEERIC L 2 TF = v 7 2 HmBINDLHIX, £
DEZ AL TBHLELIZE, BEEMICHIEW T LET,

2. ARIOBRE

AENIIRZEIZ OV TOFAE (comments), #&F (propositions), EERDOIEZE (suggestions), F72iX
B[ (questions) 72 &% HHIZ (butin English, please) E WA E TE-> TS E SV, BHOFEED
H41% TA1209Name], #Z¥ET7 7 — e HOE T, WEEOREEEDSZ L IETWELEEETO
T, RFELZERZBFHFELZI N,

3. WebCT & Google DFIHIZ DV T

RFORFEZR T AT LT DH WebCT OFIAIE, FHAELIRE  BEFEERY Lo TWET, LR
> THIERBHE WO —E XX, KFE3HRETHITT, Google DT 7 ME, A% bBHEVWET
TE¥. Document [FIRFEEDEREFGEDOEHE CHETEDLLOICLTEBEETOT, T—FERKFES
NEWGEIL, a8—Z2 Mo TBWNWTLZE, FERFELZHEBEZOHIT, ATV b
ML THEA L TWERZTETOT, "RV RFELZAERINTWVLHEIE, ERRnE oL T
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==y a VLT TV T ESEN T,

A BERPILTEL

ETHIEAMRZ LN, SMERED (FHRERFETH-TH) FEHTRYADE, EBIE>THD L
WOk, ENWAXEAZELLTCESOF, FHEEFRITP->TH, BRRXEAEIT L LTk
HIDDITETH D, EWRZ LIZary Ba—F —%ffio THRFFEOHI L Z RS OIXMH /2D T, HiED
RFELCT R R EEAHE L TV AL, RUICRSTENEEBNTHYA T L TR EEEZ T L51CL
W, AT EIFEETHLAEED, XEEZ2aIE—LTEEELIOTIERLS, ~EF2EN L TEEXE
TETT, BHET TRETRZDZENTE D,

B. REVXAEHHERTD

FOEBICEEL T, fIXz AT TRSTERMEER RS2, BEUL Tl THAL Z L bBEIO LT
W, FHARNBEORAAERORHICbHo7c B0, HEVEMERIUTEY &5 & LEIZH AN KIT S
LBV DPRRVD, FHRD LD DHNES DR EIZHONTIE, RHFIRA—LORD &0 %
HERH CTHEE DD ERKRH LT LR D L oI1TLzw,

(f4))

Thank you for your cooperation.

This is just to let you know about a change in our production schedule.

Please see attached our latest catalog.

C. BHIZEDLETXED b—r 2215

FHPWBIES DN LD TEEZ DI LT, A—VDOXLHEHEERD h—rPNED->TL 5D, EVRA
A= ThHhoTH, TELHLETMRICES ZEDBEHINTNDD, FFEOHPOTOIZITH 2 TTE
IZEWED HDWVIEZE ST RLSRBERT LOICE NV T LI ENTED, A—ILONELITTAL,
EXT (style,form) THAVE—VERADIENTELDOT (AT 4TIEA v E—VTHD] by ~
—T X 2= ) FERNCAZOFENC S OIHNE D OFE X FIT/R > TNDH0E D RS
HEDITLTZ, Flo, FEBRICONWTES LA, HIAREOBHEERFERICELRTHHET,. T
E DT REER PO EAEANCES Lol Lizvy,

(51)

Would you please send it sometime next week, or by Thursday, if possible? (/ 7 k72 E X %)

We need it delivered by 5:00 p.m. of Thursday the 17th. (ELEERY7/2 E X J5)

It seems that someone of your staff misplaced the file and accidentally discarded it. (> 7 )

Our email transaction of May 23 shows that Mr. Blaine of the sales department lost the file. (EL#%/)
THES D F—)
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B & 2T 2E, HDHWET L— LA EZRUTKT DXL E, A—=1De0 LDIFIZEAED
LW H MR b D Th L, FHFERNTHIO THALT D2 HDROT, HiX/ L—LADHEEZ5510 R
T <A, FRICTEMIORET 2 X OB LRPKRUNCR D, EERFEBRM 7 7 ANLOERBZED LT
TROOEDEZL, HFEOA—NVORNFICEXR LIEREZITO) ZLHZ I Th D, EMICHERZLVEIY
THZENEARGETOERODEERILAROT, BARRIENPTATHEINREDTLHLEIITL
720, 72120, AREIZLS EWEX HFE2T D EWICENSRE2HEINDIZENRNHDHDO T, T L OBHRS
A= iEo TOLRFORPL E2EE L, HEICHVFEOTES ZELRETH D,

(51)

As you mentioned in your email of September 30, your order is to be sent out in one package. GiE#lL%
T O OMHFOERA MR T D)

We need to know better about the details of the contract, so let me ask the following questions: (%%
DEANRH DHAEIC, EEREXICT D)

Regarding your order (No. 05-63518), I will have our representative contact you by Wednesday. (fi](Z
DWTOFENERTLT D, LOIL 2 BHARXR0T, f{lglkL T L)

I'm sorry about the shortage, but our records show that there was a change in your order. G592 IE
RO, BT 5, but TORSEE HiT L THEITD)

E. EHROMPN\ =27 A EHENL3T B

FW 2 BB K > TXOFAKCRIITERED DN EDLL I LR D, s &lk) T
BIRBZ T2 b H D, HDOWVITEBEMIT 20, BBENEICT 20 BEEICT 52, HifilklZ
FTODETRICT 2070 E S, XOHRICHET 5, FEEOHL SOV L2, Zhbofnn=aT
VAZRBRL TN ITRITER LRV E ZAIZH D, FAlZB X2 T ZEbRUER, 208
BHREVEEL IR LTETREARTNR. RPBRPHIZO DO TIERY, HEEILTH A 7 HEFH
L, 2H LEEERICHRER > T LIz,

(51)

It will arrive by Friday. (=), It should arrive by Friday. Gifas}CTid7ev»)

I will let you know as soon as it’s ready. (—#%),/T have to inform you that it’s not ready yet. (F#51)
You have to make your payment by the end of this month. (&)~

The payment must be made by the end of this month. (F3EZ R X TV 5ELT)

We sent you the materials for our presentation on Wednesday. (B TUW 5 & Uid7avy),/

We have just sent you the materials for our presentation on Wednesday. (21X % -7- & H K L)
Would you please let me know if you need further information? (7= 72\ T\ % 7211)

Could you please let me know if I have to send you further information? (JE%{£< L CTEA TV 5)

KEREHITLLETT, B LR EZICRTCHRERE VS LD THARBL, ZHLHOR
AV FEMER L THTLIZEN,






