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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
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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
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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,
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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
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Dear Ms. Coleman: ——Salutation (Z2OWTIFHIHERIZ2Z MO Z &, an  TRELDIET +—~ /L
TREXFEN, MR E A =L TIERIESH E D EbR,

This is my first e-mail to you. —Z1 L2 WVFHTFND A=A NKD LEH L TLEVNRHZROT, #IH
TA—NEZELHEFITIEL, 2O RFBEHLET L2 E03Z0, MIZIE “T'm writing to you for the
first time.” 72 &, [E A —/L] X e-mail 2\ T email & E< ORN—f%1,

one of the leading manufacturers of home and office furniture in Japan. —— [~OHF OO E>] L
IRBETLHEIT., ZOFITE AT THUEXS | manufacturers % (D manufacturer &3 53R
@#%wg@ﬁ®%®®9%®oko@@f\m@%_%zmi::1@@%_L@imi@%@mo
F 7= furniture |T T5E | 2 EZHETEELTROT, < SADEERH 7L LTH furnitures
LNTFEN7RN,

found about — Z L [ (HDFEE) ITONTHD] L0 BEIROKREL,

website — ZHUFIEDOEE UV =T7H A~ OZ &, HRTIE [F—2L~—] homepage &\ )ik
ZRICEWRTHE D Z &NV, BEEIZITET L ONE S O T, HEENSHLE, (homepage IE. T A k
T 7B AL EZITHRANIBAS N=Y DT &, AKRFETEINE [y T _=T) LIFATND,)

registered myself register [T K4 72 & B $k$ 5 Z &, register oneself [X, A DEFE Y ~DHNN
Berz T o250 TRELOD LD,

our Overseas Sales Department ——Z @ our % our company’s & 3§25 DIEXHEWTIX /WA, JE5E &
LCIIRERRRBUCI D, Wb b T8t L) O X9 ICH OS2 5613, B we
our, us ZfEZ XL\, [AERIZ Tth) TEfL) O X S ITHFOSMZHETEEIL, you, your,

I'm very much interested in. . . —— “be interested in...” [~{ZBILRH D) TBIENH 5| 13FEAD
FHEN, EA—L T IMENZ O T, Hikd b ) —ERRLTBE,

years of not having much chance to use it since graduating ——Z Ot > 7 R {2E7= < S ADIERN

RENTWDOT, BRIZANEMECR> TS, StAE LT, flx OfFHz &0 & 912k Lk
N %i’i’n‘ﬂ%ﬁif“(b\%)@i) R L TV & 720, KFIZ having <° graduating @ X 9 (Z8E| @3‘
TeHFIZ DN TR D56 &, to use DX IZEHERD Z LITOWVIRRDIGE TIE, BFoEriE
ZEITIERLTCWY,

I’'m looking forward to seeing you in the first class next Thursday. —— [look forward to + 47 or B}
A5l b A=V ORBEOBRE TE E S RILDT, ﬁ“ﬁ%?ﬁ@ LTBEEW, ZOREEND,
to DHRIZENG 2 ST 72K 72578, “look forward to see you” IRV 72D T, K[EMITH Z L,

TANAKA Shinji Mr.) — HARADLARTIOT V7 7 Xy MEFLICOWTE, E+4) 4+ EHD

DIETENTH RV, BARANDAFNI/ CAOHENAIZ S5 L 912, T OF 22 TRIFTEL
&RV ARRIZHERT B 47 B 72 LIV o T AHFEIRIE T 2 B0 2% 2 T, (Mr.) (Ms.) (Mrs.)
BRELEZIIRZAD LBRBRV,
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Subject: This is Yuki, Little Choco’s mom — I3 A L1TES> THA BT 2T VR D L7 >TND,
ZOBEITHENDE DA =N THLIPNT I DO T, IRORMLETEEE XD, EARA—ILTYH,
RAONTHA 2 TR E O MDD HO T, WRICHEETETICTRTHE 2L,

It was very nice seeing you —— %7248 & L Cid “Nice to see you” 73% %73, “Nice seeing you”
FZELOLNEFZIX, OE LEVFEEZ L TIINOBRIZES HNWS, Zoflo5as, EAS-72 &)
ICEKLTNDHDT, BEORIALME>TWVD,

being a Chihuahua —— “who is a Chihuahua” &R U, ZDO#EAA)E, being THORIFHZ ET, [F
TUROT] LW KO RMROMBIT 2> TV D,

realized & [RUZ &, for real (3 TAMIZ) TARKT) =¥ Tl L) EROM
FEFHL, “Isthis forreal?” 1= C? ] “Forreal.” =T, LW\ 9 EIZTEAFD real DXV IZH
WHZEBHE,

your Lab, also named Choco! ——Lab % Labrador retriever ® Z & (KRFETY), KB RARDT, /I
DOF VT LORIEREAVY, “also named Choco” &9 fiAM)IE, £ “being a Chihuahua” [Fl4E
(2. HATD Lab (Z2WTORB & 72> TWv%, “who is also named Choco” & 5> TH A L,

AsIpromised —Z D as | [~D@E V2] L9 EIK, “Asrequested” [ ZELDMH Y IZ), “Asyou
proposed” [ZHREEWLZEELEYIC) RRED X I, A—NDORLYVEY 2T 2O (Fo X
VIRAEN B ST, BIEED X 5 R H D0, F) 2 LEIIKMIELGAICETHLAER), &%
(EOPTHHRVIEL ZNODORBEDH TS HDT, HNHFERZ TV &0,

I'll text you ——text |Z text message (text messaging) D#g, Wb HEHEHED g — M A—LDZ
Lo Ta— R A= &ED] LW BEROEFEIE LTHHWD, 7272 Mo Thl LEbilk
B LEVS T, HREZEELLNE I ITLN,

the vet I told you about ——vet | veterinarian [EK[ZERfi| OB, veteran NEZLEAN] O THLH LD
T, CHRCTHIE L7, M2 7228, “the vet T told you” Tid7Ze< . B L EWIZ about &1 T

“the vet I told you about” & 72> T\5 Z EIZHIER, 2 “I told you about the vet” % Dk
FEIZOWTHRTICHZ T EWVI IR Lo TEBY, BEZEZTH about 1T TIZAHT TH
DIRT AT 72\, SUERICEMEE HF 72 51X, 2 21X “the vet about whom I told you” & 9~
ROER, BUETIE (FRITE A= T, < EIRERBOGNERIZR> TV,

contact him —— I~ (2T 5] EWVWIHIEHOOE D, EAXA—/LTIIEIEENL DT, BATHL
LEF, BEES E A — 2l BARRRFRICEMRZR L HEEARICOWTZDFHETENERT Z L0
T& %,

Just let me know —— “let me know” (X E X — /L Cix b ZHTHRIOOE D7D T, FBIEE X
HEDITHE L TWEEETLY, ZHO0LHEFIMNZ O L5513 45K “let you know”, [~IZ
ONWTHIHE D] OTHIUL “let me know about...” L. about ZH\ 5%,

knew this for real
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X9,
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BRI OBIIA =V AL BELLSHASA BEULTHA T LEEbDOEHME TR T ESV, EE
DEEOME4 T TE1027Name |, 4 2 EMEICE S, FIXE2 7 AELZTICELI A TTDH LD
ICRZTFTLTEE 0,

s FISLUZ DN T O Z FEA £

2. AAhEE (BE2)

R 2 Ao T, BIEEOLE LUVMEWE A0S L E T,
* ﬁ /Q iD»E’Cﬁlﬂiﬁ‘@T\ nﬁ%é—’a< F‘-léﬁl/\(jbl/\f< f_éb\

3. FIERKHE (BE3)

BB 3 OB LA RGRICEH LTI ESNY,

- i 1% Google R¥ =2 A2 h D Week 2 A & Week 2 B oATWET, TNENFTEBDO 7 V—7D K
Fa AV MERE, ARINENTHDE ZAITHE LTI IEEN,

RIS o T2 & A TIREN &R ATV ET,

4. HUELER

- SENE, ATDD IR EGFT A DD A — /L EAER LT, #iiE TEo T EEW, EEDEROM
£1% TA1027Name], 4 X EREICFHT TS EE 0,

s A= VONFITHBIZAEL THEWERT A, BEFERBZ T2 VIR D L HITOLBTTIEEN,

ANV OZEHFITHET, BOOMBIIEDL 2 72b D), IHIZ, WOEZTED LS Z2ENTH
nNo0%E, BEMICHREL TSN,

- FRCATEFI O NGO, IFHRATEHAIY LTV ICEOHEIC T+ a5 a2 5 K21 LELE I,
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A.

HE A — L ORFENRDLOLE LT, SFOEKELZH L LTET, Mo TEBLI REFHE VLT B
LLTHIEICERA LY, ALICEXINAWVWZ LI 7 7 AL LTHNCHEERLTZY . 1H8RAE
HILICHT TRROT ST AEDICHEEXZ LY, BEICRVZIRTRNPILINTNS,

To all Editorial Board members: — %60 AN LW E72 L, HEHONTH RV,

I am writing about. .. — I TA — L OEEZMRICHI T 5, “Tam writing” & BIEEITZIC LT
bHEZAIIER, ZOA—NERELT, 5ZNEENTNDHEIATT] LW EKRIZR D,
next Thursday: ——Z 21 “of next Thursday” <° “on Thursday next” (“on next Thursday” &ixL

W) R EOEXFHLTEL0, FFIZT AV B TIE “next Thursday” = [ROARBEH D] LW 9HE
THWDOREE, SRR aay (1) KR TWNDHDIE, T2 TRz b (=71 7) O
Mz 2B THIT DLV I B, SIHREREZ ORI Z, 2 TREIDZ ERZ,

due to —FEHCJHIKN A £ K, “due to heavy rain” [ZED 7= |, “due to a railroad strike” 8k
EDOAFTAXDENT] RE, HEVIE LRV, RERYEICHONTERD Z LRZ, FEE
FZBLUZIX, “because of” X “thanks to” 23d% %,

For the map . . ., please see the attached document. —FE A — /L IZ 7 7 A V&R LTHDH Z & &2H
HE LR, OO, W7 7ANVERTLEEW) @ TOOIF & Z A% for TRLTH D,

The agenda is as follows: —Z ZH 20 CTRE-THY | ZORICEFEZI N KL L2 THLT
H5, agenda (T FHHEFETTFEDZ L, “as follows” [LLTFD#EY | & X< HRELDT,
A TBERW,

the design for the cover ——Z Ui, & ORIEFZ 21X L WKW AR BRSO, “design for” &7
L8 [~DIDOTHFA R L) LOREK, “design of £ 59 &, BEICHR EA-72b DD
B2 ExET,

the modification to ——modification IZ to modify —¥§IZEFE A M2 5] O4FF, [~k LTz
LER] RO T, ZOBEITENEOMRYZERT to &\ D ATE 2 H 5,

John is to give a presentation on this topic. —— “be to do” X [~FT 22 LiZR2>TW5b, THTFE
Thbd] LWVHEM, “on this topic” @ on (L, [~IZONTD] L) EH, KR DHF A Mz
HE<HWSND, B “On Beauty” £V TY,)

attend —— [~ ICHIET 5, 2T 21 LW BROBEE, [~I2) OMIBBEICEENRTWLHOT, T3
—7 4 —IZHFET 5 ) 1% “attend a party” & 72V | BIEFIIAZE (“attend at” EWVWOEFEWVWEF BT D),

“attend t0” 13 [~ZKZE D) [~DFEEZ T %) T, “attend on” 1% [~IZ[ATTT %], attend H
BIZZNOEBOE®RNRH DD T, BRBITHEW T2 WRHE, AiEFE WS & R,

If not, please let me know by Wednesday. —— “If not” (%% DOHiD XL (Yes 7> No 2 TEZHNDH H D)
ZOTFT, TH LEI TRITFNEX (No) ) &V SHIZEEERIT AT, D& L LTHWLEREL, TH
LZEI7D (Yes)] @ “Ifso” &y FCTRADEIICLIEVY, £72ZD byt TWoWSFETIZ) &
WO HIR A F T,



questionnaire —— [V =X F g %7 —] EREETH, WbDLT U — DT &, fllx OERMEHZ$E
THE (AEAF) &, 77— REEWVWI LORKERTHEEND D, ZOROEEITHKE,

i

SR 2t <
< SCHRR >

B.

Btk O Q25884 2 A — 1, ==L 2R EATZ L 1T VW 2. ZOFEOEKITIER TIT O DN
WEZICEREZE BN D, ZHITEHRRHI T, BEET L0 A—/LTHEKZE L TWD &V 2RI,
RO THIE WD NE 72D T, AR HFRIGE A — /L TIERWD, BRI Z S I3BISCA LR TH S,

taking the time to consider . .. —— “to take the time to do” I DX b E~7F 23| [~F 2 DI
ZEIC ) LWHER, FUEWROSWEIL & LTIE “to be at the trouble of doing” <> “to go to the
trouble to do”, JEIFEELZ “to take the trouble to do” 5L £ ~35] 72 L. trouble &~
T=bDOnH Db,

CV — Z & curriculum vitae [JEE, JBEE ] OB TFE LoD, vitae ld [V 4 —% 1) £z
T To7A47 4] EHETH, —MIZIXCV THELD, 7AY I TIE resume (résumé) & I[E UEE

EEE VXA A1),

this field ——Z @ field (T [ZEFR TR &9 BIK, BEELSMT S, BIFESE R LI field 2 W
%, WFEIZ X > T industry (£ Z/E-> TV %), business (&fl<CH—E ¥ L), trade (/hiE
NiRE) OFEEZMNDLZLLEH D,

I would like to schedule an interview —— “would like to do” [T T~ L72\ ] &9 EBROFERBL T, “want
to” X “need to” LHAD L RVPEAILS L THATWDEUIZZ2 D, schedule [IHI3C A6 T
e, [FEZRD L) THRZERET 2] L) BIROEE & L TEDTND,

meet me —— [FAE &9 | [FHIZ “meet me” TRV, [FUHISLOKDY OFHIZ “meeting with you”
EH DD, “meet with” IZREEZR EIZ ISEBRAIND | &) KO REMN, Lo THEEIZITR- T2
FETER, SFECEBEXTII LI LIE “meet with” HEH IS4 5,

on Wednesday, the 1st, at 11:00, for around an hour? ——HFFDFK I Z OFEOBHE DO EE /2R A
RRDT, IEMEICKLT D L ISR &2 T 7, BISCA DX OIZ, HRFEGIEEREZICTH LW
DDH—DODLREN, XPIZEDOEEFHFEILGEIL, ATEFICKZT 2V, AR IZIE on, FF
ZNZIX at, FEEOE 21 for, WIRZRTITIT by 72 8, AL LTHS X TEEWOT, Al
OEICBE L TIERIE B RBEICHEE L Tn a2 2 &icd 5,

If so, please refer to the attached document for ... — I EB 5 L7z “If not” OO /XF— 3 “If
s, ETLIMT7 7 A WMICETH2RE G, KIFERTC LD LEERDOEIZRT, 7 740 22T
L] EWOEROEHR L LT, “referto” b —XMICHNHND,



the floor plan of . . . —— “floor plan” (FEMDHF O ENK DO Z &, FFIFHERKO L OEFET, 2
O A bRTERL for TIE72< of, design DA LRI UL H1Z, “planfor...” T 5H&, ZhnbAE
DHDODOFFHE VD ERIZ/R D,

Please ask for me when you check yourself in at the reception —— “ask me” [FAIZ7=F 425 Tid7e
< “ask forme”, ADKG L2 25813, THix LOmERZROD] LWIEKRIZRS, EiET OO
SATBLNETH EMI<DOE “askfor...”, “checkin” TR T /L2 EOWHTE S Z L3
2V, RRHFENRERBLE LT, Stz CkRiiz& T 2564 T 2L bbb 5,

direct youto... — [~ ~NT 5] L) FEREN, direct I(TENEEZHZ D E V) =27 AR
DT, FRDOADBFEHL T NDDIFTIERES L 9, EIHDZ L1 directions & F\, [~ITIT<EZE T2
F4a5] 1% “to ask for directions to...”, [HHEZ# % % | 1% “give (someone) directions to...” & 72
%,

Please call my office to confirm this appointment at 06-XXXX-XXXX, Ext. 56.

——confirm |, THI72 &% (FEWRWD) MERT 5 Z &, Eahd w5 DN at 2MEDLN D, “Please
contact me at . ..” T [(EFE&HES) ~FETITEKIZIV] &0 ) EWRIZZR D, Ext.d extension O
T, ARETDZ &,



= la=r—va SR OG5 B B EwSER

ILI\II_J“%)IJZE‘ % ‘TLRJ{ 6

<FZEDKRA L F>

AR, Hk D 72 EBMICERZBET AMEE2 LE Lz, 2720, E A—rpala=r—rav
IZBWTE, BOKFLREX ZRBTHLELH Y F3, MUIRMBIHE LgWne | BN ECT
DMHTFORpEELEZY LT, HERala=r—rvarzihifsZ icbnrhEdi, #EZH
LT, [REMTFTEVWRAS o FEfR L, 2ERBRA —LDOFEZHFE2FREL L 9,

1. FIscx A 7Eg 1 (Bkk1)

SR OBICE A—/L A L BE L EULT&4?L&%®%$%1TLOT<EéwO%
EOBEOMHA L TE1110Namel |, IROFEE & XBIT 572012, KEIC 1 21T T EE 0,
- ISR A e A, BEIRAA ] @ﬁuioﬁﬁ%ﬁmbi?o

2. BIscxA TiEE 2 (BR2)

B2 DOBISLA =L C EDEELHR, BEULTEA T LELDOE#METES TSN, EE
DEEOMH4 1T TE1110Name2], J6lE & OfE & XAIT 572012, KREIZ 2 2T T E S0,
- (I SCARRI e BE ig@f47‘@/uioﬁﬁ%ﬁmbiﬁo

3. HA BAESCERME (&t 3)

BB OE LA FFEICE L TSN, FECEREZ IR R LEEIIEICL D, ORHENRbOEE
DRIUZEFELORLTHY ETOT, TNEMH S TLEMANLTTHATIESN,
- fif%01% Google R =2 A2 b Week 3A, B> HATW\ E9,
4. FSCERE (EkH4)

R4 DE L HEFEEIZE L TL 72 &, fifE1E Google K= A2 b Week 3A, B2rBATWVE T,
5. PRETEH

c SENIIRD — oM EBLENERATIELA =L EER L, L T T ZEW, RO

:41% TA1110Name|, i 520> TV THAEETT,

L ZOREIOVTORBESCERZZENTL SN, UTARNETHHOEEA L, AIfE
LTWeZWTH OK T, BLWERENL Vo TR IND Z EixdH 0 /A, FERK
WZHONTTHEWVWWNTT L, EMERFCREDED ST, D WIIRETIRY EF ey 772 8
Ko THEEZLTHNNTL X 9,

B2 ROBATSREOBI . = 2 — AR L IO A RA T, ENICOWNWTOE R Z
EBNTLEEN, BIRIZED L 572K A > MoV T E I B I DRI RT DX 1L T
KTEEW, SEIOBETRSTZAF LTV LR RZR Y 70T, ORHLSENEOID LIVE
A,



<5l TR >

A
ENFAEHEZED, L IRBD MOV TOERRELD L, KT 4 7 2iHli2 52 5 10
ERTVDT, AEIEHIE ORI L Th S, BHOKELEE LoD, 4% BIEFCHATSH D
2BEICHBN =L TELHEESICT D E LU,

Thank you for the excellent job you didin... —— FEHNOIEHOKFHLEZR L, I HIZA—LOHME
VAT <5 E 2L TH D, “Thankyoufor...” & for TORSDONRIERLDT, R TEBE
72V, £ in 2o T, HEONEZBI L THDH & ZAIZHIEH, excellent 72 & OFEA G % 251
2L, BONEDLIIZEZTWDHONE EFBZD I ENTED,

I talked with Mr. Sumida on the phone this morning —— FiEIOFB S H U\ E LT, Z ®“this morning”
W TR 22 b LT, SUIRIC L =TT TARRTH ) b LV & 2R L TR E 720, “talk with .
ﬂFOOkﬁﬁjf\%wmm.?tkFOO:%L#T%Jk&éoitFﬁﬁfjﬁbfmék
WO RPLIE “on the phone” & ERBLL, [FEBFET) HE L T EIWNEFTWIEWEEIL, “by phone”
ET 5, HEWORGLDIZ WO THERENLE,

give you his best regards for your impressive presentation —— “give [send] one’s regards” T Tk
AL LBz D] EMHOKFBR EELEZ D] LWIEK, HEZURZD] LW IEEIE, B
DX HIZ “give Aone’sregards” TAICLALL L5225 T 50 HDHVE “give one’s regards to
A" DX T to THENTENNERT, BISCT for /RLTWAHDIE, ilco>nT) LALL &5z
HEVH Tk, impressive HEHFHE L L TR HNWB D,

It was evident to all of us that you had put a lot of time and effort into it.

—— O It IR b O T, BE LTI that U FORNEEIEL T b, L7z L5 23X
“It .. .for .. .to...” &5 il : “It’s good for your
health to take regular exercises” [ HEEGHIEENT 5 2 L I3EEREIZVN,)
“It was evident to .. .” DX 512, §Elc & > Tevident B THD DN ERTDIZIE to BAHN
bivsd, ZO%E “We all thought that .. .7 72 & & 872 “It was evident that” & L THHDIE
FEHENICBID D 22 HERRTHEHALNTE WS 2 EE2RELTH120, IR EDHFD—>

ELTRATEBEZW, £72 “put...into...” EWIHIALT 4 AL LFEIEENZ DT, HbHHET
AT,
all the points you and I had discussed beforehand. —— beforehand (% [HFR{[IZ, Aib > T LW HE

BROEIF T, BFCHIREDORZIZELS, ZOHITIX “T had discussed” &) ESE TERELSH W
HILTWDR, ZIUXZ DDA A OEGEITIH % covered NiBEET, FTHEbLELZ] O Th
N—=L7] OLYHBEOREEND, O Z Eid—> LOHEBIZEBIT D “Ttwas” & “you had put”
IZOWTH Y TTED, put (ZIERFHIE(RIZESTER WEE, BEFETIE) 230, bR “you
and I” (3% “Tand you” &1IHT, I 2RI T HZ &IZR>TW 5,

Your contribution to . . . is greatly appreciated. —— contribution | [Eiikl, #haoo [HERT 5] 1%
contribute, OOIZKT %) HiR, TOOIZ) HIElKT 5, WIHDOEE S, to Z HWTHEZRT, #@)



FA D appreciate (% NE#HT 2] [BE<FHET 5] & W 72EWKT, thank SR U<, A— a2 EIREIZ
I35 5%, “...is much appreciated” O X 9 IZZEAEIZ L7V, “Tappreciated ...” & BEHEIE
L7720, HDHWITERTFZED It 21> T, “It would be much appreciatedif...” [t L~THii
REHY BTz EELLZ LB DD,

<5l TR >

B.

FISCA LB L ZHUIRENREREZLBA DA ERoTND, I LEOLATYH, MHEEIE
T AMFITRORVE IR EMT D Z L, BICHFEOABMNEEZGET D Lo RESHITRET S LD
L2, ZNE VB0 LABGEREARE L VMEAZ TEICERM LD T L 2cLniFs e, 2
HHIZE S THEE LWRERICORDD Z &ML,

Thank you for sendingme ... —— LW\ 2 A2 M &2 RZ D A —/L720, EEH L Cld 97 I G
IR TH D, ZIHIFHLFETROTANRLS TH IV, 2R VIZERH D, FTINETH
AL E21C, ZO—XT, MZHONTDRA—=ALTHLINNTIUsbh b, SHIZZDRHIRT
JyiarkRdHZET, EX bbb, BHEVWTENTELLEWIDRPD L, ZD—X
EEHENTNE 72D RO “While . ..” WOIELNRZ = LHRD L DRVEIGNED Z 0505,

While it is very well-written, I don’t think it will work. —— Z O f3CTIEEFEI D work 23 —JE i
TWT, E66% [5FEWNY BIRRHD) EWVIHIXIREK, ZO—NEIT DA —/LOE S % i
BTN TWAEN, BNFIZH TRAZ LI TS, £7 “it will not work” Tlx72 < “I don’t think
itwillwork” & L Toh DL A, BB ELMEBEEHN T ATLLE > TWVDLLIITEbNE DTN, TH
3] EWVWIHIDEANDZET, HBKETEAMRER THL Z LRSI, Y7 MREIRIZR D, b
9 —mE While Z IOV CTRANCA YT 4 7705EE2 LT ) AT BERNRI AL Mk ThHb EZ A,
FWVZWZ EEFIBICIE, TETRD LT ThoEET) ORERFTOIER, AARFEOLE T
D [~22OTTR] BORD BT BRNEHTIRWA, FEEIEHEYIC While 72 8T, Z 0% D
FESHOZLAERNPHENDLDT, ST bHLIBRETHTE D, BRAIZINIE, RIITEN==2
—AEGAZATHE L T2 — A E B2 5 L VI EXFHICHLIGHATE 5,

Here’s why: —— [HIHIFZLITO@Y TF ) L WHREL, ZORICHBOHAN (HEEET) F<D
T, BLEWOEZARar  TREU>THD,

two separate things in one mailing: separate (% [B/ % D], mailing (% TE] [ X —/158f&] T,
TITE T 5@ OXSICEABNDbDOELTHHNLATND, ZZbBLEVRaR Y
L7205 TWTC, things & IFEARAIATTH 2003 TRl ST\ %,

one thing at atime —— [—(Z—>7 D], “one...atatime” EWHXHA LDV L L HNERRD,

unrelated —— “OLU EO B DDRIZDR RN 3 H Z &, RITHTL % irrelevant HE172 K 9
REWEN, 2bbiT [HiEWR] TZORAEETIIR] Enolc=aT VA,

I should be able to buy ... ——Z OHI3C Tl should AL H SN T\ 5, ## 4 KT BENZA, must
(TS LR O EAVTII (must (IREEAYRBIEDOBERDP TRV, PYRE S H LX) L)




KU, ZOHEOTFFETHD 1 ITEEXFTHD FL TidZe<, — &Iz TAIZ] EWVWo<B0VDE
e,

justas —— [HEHE~EFRIT LT LWV EHROEHREL, NiETiEHlke bRIT IS ICTHWOR
Do

without committingto... —— [~9 252 &7 LIZ) LW IHEEHEDL, commit | [FHEEZAI | L
D B,

The partnership might work —— might &t 2 D%, ZHPMREDFETE D, BEEZZEHI>THMNED
MEHE LT, THL~T24b) &)L,

However, that’s irrelevant here. —— RO X EHbOET, 228 [FHH EFThbE LT RFx—1C
2o TS, BLEWVD here (T, TZDOHAIT] 55 < HBVDEK,

We would have to give —— Z ZH{REDOERT, [HLEITLHOTHIUT] LW H T &,

I would much appreciate your reconsideration. —— Z AV HERBL TR DOERRE S, TH LMK

AILTHHRNE. .. WS T &N, FEMICIE IEHREFLTIZEIN] LE2TnDHDERT D
2:0



<5l TR >

C.

BISLC & DITEBIT, AN SLDOY—EAOH LR EDOHE TR TIXZ2Wo T, BBl Lz
WEWIRER B DLEDERS> TS, C OFFN T —</L Tl LApEX FIZhoTWnAN, 2
IIAETF L AR X AN RN EHERNH D L o7,

On behalf of Opti-Net’s Board of Directors —— F£ 3 E X [ L2 L EUfifk e & W o B E K% mim
WHL, HFEITHEBEZIRA S L3 2R RS, FEFEAOBATIT W AL, FAME
ZHEL CE VR AT 2B ZRTHHEL H L., HEICE > TR (authority) %5 & AW
My LT MRIT Ly vy —2 525000 H D,

I would like to give my thanks for your exciting proposal. —— EO—HilZHiWTEH L TRL) % 55
WL TEMNZ RN TN D, ZORXA—=ARBENS, SEMREEZ L THFOX D ZHARNE ST, K
S TENTWDOREFR I DR ZDLD, FEFEAOKEFELMEDLLLOBRLRNPLTHLZ LD
ZOHEDOE D,

We have carefully considered the AT-Fon’s presentation —— £ T HEZTHIC L THDHDIZIE, [5
WS o EETHFAZHIT TOT, fmSHRE T SICER LTS L0 D 2L ZIE0DONT RN
&%, “your presentation” TR HAZHNTHLIDIE, ZOXIBRRELZ TSI IDHE 27072
DR, A—=NVDZEHETHY ERCT LB ZHY LEARADOELETIERNWI 2R T 729

very attractive tous. —— JGiE EH T & 7= exciting [FIEE, Z @ attractive 72 & & W FAI 225 O
Fe

However, finally, we regret that we have had to decide not to proceed with it.

— HIOXEHDLET, b TFL EF TRV T LT X2 —2, regret L ELZ LT, [RAK
BRENDL] EWIORRBLNRERBLIND, “wehave hadto” L HHDIE, Mtz ERLEET E5 L
THEID5H < leolz] EWH T &, 1TAEDHW 25 Te should ° must &% &, “had to”
TIEARAHLI LV D %%Ab\ﬁ§3§< FENDEETIIRWZ L 2T 2R H D, [~T 52 LI
FOD]1E “decide to .. .” 7228, W [~L7RNWZ LIZik®5 ) 1E “decide notto...” &725,
TE7E not @ﬁﬁﬂﬁiféﬁo “proceed with it” X [ZDFEEHED H | [ZDHTLo TN | L9 BB,
FHISCD @ “go ahead with it” &R L,

We are sorry to say that . .. —— JGIEED regret LRICZ &, ZDOHAD sorry 1E [HS] E0v0H 2
&

a little higher than we could justify —— justify I3 [ITE%{b3 5] T, 3EL< S22 NHEEMITEZT
EXTHDEHMPMALIHTEED] LW EK, ZHudflz i3 afford T2 28 5 721 DeERY
BB HDH| TEIHEZTHLOWDITER, B2 TEXFOLONOEEEZE L IEDL X ) eiEs
WThHDEZAVBKMMTELES X5,

considering an expected budgetary cutback —— considering IZ[~%&Z[EIZAND L&V H Z LT,
HHCHEKNOBAZ AT LAV S, the TidZe< an & W9 FIZR > TWDH DI, Z OFRREHI
U OWTIHFITRI S RN L2205, the lZT 5 & [BIOREHIE] Lo Z&ilhd, Zbb0



FHHELZFLWIT L2 LT, HFEOMZORIENRH D DT TIERNWZ LMz bivd,

We appreciate your efforts and look forward to hearing from you in the future. —— H& T FE 0 L
M) TREID LS K > TH D, HISC A TlX your effort £72>TWT, Ziux B35 L) EEY ) &
W Z &, efforts EEBIEICT 25E1E, LB ORE, SEOERE, S OFRL. YD OFERK
BmE. A DHEEOTEAENRELTD TNWANALE L THE b7z 8] L TWD, FEROKX
B, responsibility & responsibilities ([FH{f:] & IHTL2HE 5> XX H]). formality & formalities

(MERT o722 &) & TIEEARFRE (DOEDSOESDFIR) ) REIZLH D,

<5l TR >

D.

BIL C Loz kD& LTV AIERIZF L, MHFELITFEANRGEENEH DL L O T, BENR F—13
MIRN D 2T v, EIFFE ZABISC C I~ D EHTNEATHE LWHEZRDO T, [ 2nEMFEer
MPRIZT DA —=VITRDBEND D D,

About your proposal, we've talked it over here . . .in great detail — H4 D &L ZAICHLENTH D Z
LG, EOR UHNIENTICWE 72 REIZA - T 5, exciting X° attractive 72 & D EEFFRE
b7 FEETER L LIRRTWD, “talk...over” BN—2DA T 4 A LT, [~ZONTikinm
Al TFE#ET A &) BB, FHEPIERDIZ “talk it around” 3% 5, “in detail” 1% TEEAIIC] W)
T, great THFIL, LoVEELAEVE LI LE2SVXRIRLTHL.

but to tell the truth, we’ve decided not to go ahead withit. —— Z i1 % but T ED—HiL 27203 > T\
T, HFEERD LT DT TIERWA, BRETERRVICR YT « TR ER L, %P TEND
Sa—RAEMBED LIRS TS, BEHO—XT, BATLWEHFTILETEWI-TndH L
[ZHER L72vy, “to tell the truth” &V O DIE, 2O WOIHENRVBERELC T, HFLOINET
OEFEABREVI LOEZHTIILT, DA LW EE2F 5T EEQUIRVNL LN XAy E—U%
EoTW5B,

We were disappointed regret X° sorry & [A] U< | disappointed & EHX FORE R A5 D SHETZD,

(23500 Lz EW ) DI 0EWRIIE EE 25, ZDH% T “our earlier meetings” ~D 5 &
WHY, ZNOHEEL TS TELEFEBRLEVI BOR, ZZTHRIEIVAMHREIZR>TWD, £9
LTERHEDR S A0 2, ZOHEI TRom) Liz) EE-oTHLIIEEMERRNOTH S,

Frankly, it just wasn’t realistic for us —— Frankly 8\ 5 DL EXFRAOLDENIC LA A FHET
b5, ZOFIXTH TFA IIARHF—EZITHOLITWDA, ZUEb & 9 K8 ZBIE DR T,
2T HS EHFORBRZETEICH L T, Ulx EFANT TR ERT D,

Doyouthink... — fI3X C N2 5 XL FHAFEMADIFAELE L SHERNE I ITENTHY | ZD 551
FADKIBWIE L LD DIZx LT, FISTD OO you X HNZHAFEAN, 2FED [H7ei-)
ThO. ZHIEANBMEA~SETIEA =L ERS>TND, HAVDIZ, TORIITEE) ZAFA
JLTENTNDITT2DIZ, FI3C C LITED BRT, EXFOMEFITHTHIENCOINE LD Z



Lo DFED TRIZESIERS D) LEEGEV T L ZE T, MFEOBAZHELTNDHDTH D,

If so, we could re-open this question. —— “If so” ZZDOHIDOFEZ ST T, L LEI 725 LW HE
(272 TV KB, REDEE72D T, could WL LD, “re-open this question” [Hfth TiX .72
ZEDRWRBIEND, T2 LWV ) EBRT “this question” &5 9 Z EIIHMENIH D L H 72,

P. S. I hope we can get together for a beer somewhere. Call me! —— X9 2NMIAL/Z 1 Tl L4
HERECTDN, BHEZST T, A% BMEEVEMHEL TWEZWEERELRL TV,

MHBISLC EHICD Z L THD &, FHEKBRDED L) 72T Tl TRENRDA—L0HF)
HRDH LN DH, CIFFEBNT, BREOBRELH ETHEILNTER A EEV RS L 2 &2 1]
HLTWD L TFE xR, —F D OFIEE L BREZBRRERAZEX AT 2R 06, ERZEN
ZELALZITIEDTI NS ZTHUE, 5% LEDLTARICDE s THEAESTW 2L Y THD
ZEMMEboTL b, MEBEZ DD bRUIEN, A= VIKRENEZHE > T ZR Z 37200
—NVIRDT, ZDEOIZ TEIMEZ2 D0 bEL<EZXD LT LI,



Bl a=r—a 5 H GGE) B o DU R 2 R

BIETH, b, Ro¥3—KEXDOKRART 7 =v 7

<IBEDOKRA 2 >

SENIFFIMDN AR T 25BN DT 7 =y 7 2 FNET, EVRATHONRH ThHIL, i
LEFINAEZFENTENUTRWNENS D TH R IKBZ LoD ZTIEOTHH I ITiE, A—LD
FEHTHLENRY OFFK A L2 THIER 5 A,

1. pIscx A 7ifE (kL)
cBISCA~D 2 LK AT, BEULTHA 7L TElliE Tiko T Z &V, #4103 TE1117Name], A,
B& C, DI Tk THRMMETT, ZOHGIIMALDORKIZL, 2 LFFEIRSTIZIV,
2. BISCigE (ERE2)
- FISCA & BEEART, ZNENOFEEILEARAD, ENEND ORI D, F i OE
WEAINZDONWT, T4 ATy v a Y E2ITWET, 0% THISUER 25t £ 7,
< HILC L D EEAT, RESCEIRELDORCD MY NENDLFT, EOLIRTRBLIN TSN
IZOWT, TAAB Yy arEZIT0WET, TO%THIERZTAE T,
- BN ICOWT O AE R TRxE7,
3. FICfERE  (EEE3)
- ZZETOMEOMANESEZ T, BOWLEEAERT 2B L LET, MEIZIE Google R¥ = A
NE@#HLET,
4. ST
ARFEA — KT DIREEER LET, SBEA LFEB ALY T 0T, EHon0Eo, T
W I ONWTIL A — L EAERE L, il E T - TLE &, HEOBOM4 1T TA1117Name] ,

BB A BISCA X BICHT 2 iEFEEEL,

BEB) : ROXFTEEZHLICL T, bo LRRALAISES IR D,

Thank you for your call.

I talked to our production manager who said this is impossible. We have a complete quality control
back-up check at the assembly. In order for a battery to be missing, four persons need to fail
independently at one time. Therefore please make sure once more that the battery was really

missing. Thank you.

(R b &b & DT, BNICERBAS TR T-OTHERLTUILWE WS 0, FBFE
EHDOBRS, EVRAL LTOBEELEZRNL, EXELTAELE I, )




I SC AR

BISCA L BIEZXT 7> TWWb, 6 CERICOW T ORIBEDIRIE ST, S0e-C5E 1N E D 2 & iR
L7zuy,

<FA4ABYTarDry s>
CAVTHEICHE T A — )2 A DXCEDORSII )2
s BITFEIZSE T A= ? BITA LD EED L S RHIZLRN?

<FEHIfRER >

—HiI3C A—

I would like. . . so well begun. ——(H7Z L DO T U A TEWVO T, ZDOIZFTHWW, 72720, &
ZATELSEBESTLNCTHZIET, 74—~ ARG EHTZ L1 TEX %, “great effort”, “the task
that has been so well begun” &, #tV IR LAHFOMHFESY ZEOTWDH I LIZHER, D9 2 TRE
ThHOHKEZYY T L, FHFBHV S5 8D, 2F 0,

Fr=v21  ¥TRODTHLEAZL 2T 3|

express one’s gratitude for. .. [~~DFEH O EZAKT) —HIZ “Thank youfor...” L\ o> THRW
N, FHFEELRD L2 BN &S DL, BERICR O RWREIC TERRBZ KV AT & KX, A&
I for 2D THMIEZ 72 <,

effortin...ing ~92%%J)) —Z 6 OIIRTEF in,

make arequest for.../askyoutodo... [~Z{KEHTSH ~LTHH O XIFLy) —AIEDIVDDD

[(FFah)) Zffo7-RE, AARFEORZ KT L) THEHTr) & L2, SEETAFNICT 0 E 90

X, BARGECEGEEZME O FIREZAE 5 D 0EN EEITV D,

dispatch [(A%) JRiET 5] —OBRUE - 72FIL, “send (over)” LSV Z TH RV, “dispatch”
DHFAFZENTT T, [BNT) EWVWH=aT U ARD D,

The reason. . . performance level—— “The reason why I...” WO EWHbH D, WTIUTH L,
“The reasonis that... ” NIEL< . “Thereasonis because... ” IZEEEWRDO T, &9 —EEE L

TEE72\, “the promised” & UL TBEIC TFADFELIT-EZ VR TH 2 & T, (KENEIZH
ENAETRNEIICTRLTH D, 2FD,

F7=v7 2  BEYFREEEH> TR~ )

countermeasures [ X5 | ——counter-iX [ « #f « ) 72 K& BRI 5 828A5E (prefix) (] :
counterargument [/<ifi]. counterattack [[X%]), measures |Z Ui LIFEHEIE TH v, [FE]
ERT, HABIIENEBET D/ X—=VI0MR L TEXD E BB NDILGENREZ N,




—#I3X B—

I have something I need to ask——something, someone ® HIEDOOE >, M) TEEN] 2o XKD
IR 2 ERRFEDO LD EIB L TND LB ZEN, ZOHARIE-ZD E—2DRkESTZHD
ZER LT 5, “Ineed someone to help me out” [FE/NZFAE-> TH B2V | & “T've got someone
to help me out” [ P> T NDEANNS | OFENVE L HERL TR0,

get Mr. Brown sent back here—— [get + someone (something) + 2555 T, TA (#) Z~DIKEE
&85, —HEO MFEEEGE] & LT get OHE, ZOHA, mEDLIZ, A—/LEESTVWDHHE
FIMLTT IV REZHFZSIHELIE LTS, [~LTHLDLRTIUT] WO FWHIL, #ERE
NZaTHOPHETRNE IR AT, BANERWERDOGEICHEXD, DFED,

Fr=v7 3 EREFALES T NERTRAT D

need / must / require / have to—fF| L A IZHERD E, LOZWNKBEWNIINHDOFWEILNEZHIN
%, “Would you please. . . 7 72 E L F > TWVAHLATIE VW, BRAAZEST L HERKHOLEIZIL,
HRZTEILESESPNETLIOLHEY, BENBRSVWFE2 T2 TCXEBEIXYLN, 26
LARBNTND EWIHIREE 2D, DFD,

Fr=vr4  ERERTENESRALT, BANELHRAT S

severe system problems——(I-> &V 472 WIS Z LT, HFEOMIGEMRLTWD, 29 L
TRWERERIL, 22 LN EZATH D LRENE V., £/ “system problems” D Z & Z 3L
A TlE “system troubles” & FWHLx Th o7, &< 72A, “problems” &5 H3HHF% FEiE
LTWBIEURRNE D72,

To tell the truth, we were surprised—F¢IZ ITEE 2 R ICHT O HLERN, TEES>T) L90 HT O
. DRYREFERIEEZEONTHD, HEVZHETIC, FRICHEMALIEWEELZRD & XITH-
TBE7W, 2FD,

Fr=v4  BCEBEEDHOLDICL, SR IF-oXVEBLD

by the end of December—Iless than two weeks——#13C A 23772 D FHFEOHAIZTHHOETWNDHDITH L
T, BidiEo& W #iR&2H T T, MKERL TV, TTEMbRVAT] EFTINA2DIFRE R
HEED S LIRS, FIREOEZ S 2P EH 5 (remind) 729 IZIEEFRA,

Thanks in advance—— Z < HBIZH N DO D FHELEN, ZOHLEDOLARTV D & HFITLURE DI
e BVITHLT 5D ERD TN TND, T 50O LIICRX TERT LW " F—,



BISCC & DIEA~TIZ>T0D, KIHE ZNICHT LRETHD, EOLI LYY OTRN2SH
TV DR L2V,

<FA4ABYTarDry s>
« C DX ) IRKFESTIT R D720 G DA 2
DD XD IRRE LT T ERX A T DT DI MR LELD 2

<FEHIfRER >

—H#iI3C C—

onarunfor... — ZDHAD “run” 1F TUKEINIAEL LTO) HiE] EWOIZEDOERK, OF
DEBEHRE WS Z L,

Another of —Another + 4FTH RV, Z 2 TiE “our truckers” M AW AHD, v v F ¥
A 7 UA D “another one” [HID—AN] ZHH L TNLHDT, [2IKOFO—H] 2FKT “of MNHLE,

“Another truckers” &5 9 &, MOEHRFO—MZIET, v vF 247 & H 9 — A LDEIEFEN
W2 lF X, “The other trucker” & 725,
jackets that say——Z @ “say” 1L [~ L FENTH D 1T EDERE, P72 FKBLZ “Aheadline that reads. .. ”
[~2n) (FNWTHD) RHL] B8dHD, BRAIT “say’ OOV IT “speak” “talk” ILE o
7m0, “tell” ES bbb DO, T EN,

as— P2 RS, “because” L[ L,

reach you by phone—— “reach someone” |% l##& A4 & 5] OFWVWHOOE D, #Higa A9 L L TT
ERWERIC I bR,

busy—— [FELH | &9 Z &, “The lineis busy” [[EI#R 5SS NR> TS | EWH EUZHN S, “Abusy
traffic” WREMEL7ZEEE ] EWIEA LR L XD Z2EE,

C.0.D.—— “cash on delivery” ®2WME (7 A U I EGET) “collect on delivery” DEHIFH#H-7- %
D, [FHFHNT, RE51#TJ, “send something C.0.D.” &9 EIZ, BIFAFIZHWS DT, by 72 &
DORTEFANILEZR N,

Thank you for. .. ——Z DA+ “Thank youin advance for... 7 &9 Z &, BIZHLEZ BTV 5D,
BPISTB DX D 7RFNEERE W D KV F, TEICHA TV DKL, URICE > THIRIEBZED SO THER
WL, DED |

F7=v25 :ALEHRETH, R E-TEIAIREZHLEDND|

—#3C D—

I would like. .. — &I~ ARHEHEDOTFETENTH D, WY Y VALY ROA—F =72 D259,
WERR D ZAREZTFILR, FHZZOHEMFOKRBEIC 2 722 HIVRWEIH 23072 ) 8 AR 72
HDRDOT, I ZEIIEI>INL- DL D,

had that jacket made. .. ——Z ® had & —FEOE&EEG, ZOHEITHEICHSTY v 7y M &L T
7T TR AL TRIZRSoTHEL 272D T, 29I FEWNH%Z LTS, “Thave to cut my hair”




“Thave to have my haircut” (ZEHHH [EZ2U L H) EREDD, FIEOLAEILH S T
YI%FE-THD LWV BERICRD,

on the Saturday you mentioned—— —fiX19IZ T LHEHIZ) X “on Saturday” TRV, ZOHAEIT
SEDELEOTREAD FRE] SN TWADT, “onthe Saturday” L78-> T3,

The phone number there is——Z ™ there |Z [ZZ D] LW IHIERFE, 20 i) (ZDHA Rick’s
DEFEE ) (T DATADRIZHOT 5 H1E, “Its phone numberis... ” W9 O & ERMIZITE D
SRR

get us mixed up—— = @ get HLFEXKEEIO—FE, [fA7-H ] % “mixed up” (Al &) BV EZ B,
—fEL Tl EnTz) OREBIZT D E VD Z &, “mixup” (FOBCANE D HER) THVEZ ],

XHISLC L DITRFICBRE R EV R A LEOBRICH DT TIERWARE DM OBETHDH, T TR
SESPNT, RERETEIE 2 TICENTH 50080, #13C D OiZEIE, C OIS Tt s T
WEEERERE LoMYVKE LSS, TNTNICTERIZEE LTS, S5, HREORICLLE
IRFHROBREZHL THT TCVDHONRETHLERY, BZLLLrobw HMo)E & iEDILTH -
TWDDEA I, HRICR O TH S LFFLZHH L TWDLDBIFRIZR, ZOgE, KEFEITS
BOEELE L TNEGS TOVELLWVHTROT, IEEIXZOL I ICTERIEES2XDZ L THREZS
TWBEE2EIE, DOLHEIEL, 2—FT2K25Z ETHRE LT THWD A= LDEFTH D,

<MD >

[fEARBNE] (22T

—RIAE B & 13, A TED T LMD AR fE TS5 TLTHEH 9] EWVWHIERBETH
BRUCHWAEETO Z &, Bilz1E have T/ b =2 — s 7 /LT #RA 72 &SN T, w@H

have+ AN () + BhF

DIBIZ72 b, il LTIX

I need to hAave someone proofread the draft for me.

FENFEROT = v 7 % LT bbbk hidie b
DEIBRXEFTHZENTE D,
Ml AR EB BN & LTl “let” “make” “get” “force” 72 ENdH 5,
Let them all do whatever they want to do.
(B ATRTHFE IR 2 L OB THRIT

The teacher’s reprimand made her cry.

EAEICOESLN THKITRNTLE 272



I have to get myself to work harder than usual.
Mo VR > TRIGR L7221 HiE7e 57200
You can'’t force others to love you.
Mbod NICHEFP ) A2 B S5 Z LIETERNY
“get” X “force” DEAITIL Tto+ B OUAC/RD DT, HTOEEDLE,

BISCRERR D72 3T T—ROMEEG] ] LW O FVWHZ2 L T0L01E, fileé LTHEF L D 7230 Mtk
B OMPITH D LIFBEZLRDANB VLG, FISCTHET 26 0IE, #il2iE have ThHiL,

have + A (#) + BE5HE

DB > T 5, mESFE DRE) 28370, —KNHEREGFO®RICIE T4 2RTEGFIK
HZ LT o TWD, flziE seat S T-IRD DD L& R TW72 X720,

The waiter had us seat by the window.
The waiter had us seated by the window.

[ = A B — TR H 2 2RI E SR |

seat IZIX [T 2 & [EHIED] OBRBHY, LOFNIELL L ASN [EHT5] OBEKT,
D] LW ITTAERT, MESTD seated 1%, [FHHLTND] LW IREEZHHDOT, RiFED had
ITEEEN G CHREIXZE D TERWVE WV SIZXBIESIND Z ENRZND, ZODLHNE L THOHIRIIE
BLFEILRDT, 2O X5 ITHBICXBIT 2 HEITRWE BT X 5,

SHEEDOERPRLRZ LW, EBRIZE, THOR~T D] Lo, [FENICI~SED] L )Xo
FEEHIBRTENET A TH S,



= a=r—va S GG B BIOEHSZEE

RKERIEFEOBI LU

<FZEDKRA L F>

ARNTERA 2R 2, WEICRETHEN L0z @0 UEHROBER 25, [EfTITTWwRAS > M &
R L ChEEd, MREDOEB EF] BT ICOWTUIZ ZETORETHFEIZRY ELZD
T, EAEZEMRL, BEMEICLEIRYMA T, ERICEN AT LEL LD, 2RBAHEIL,
IS H A TIE I LBIRA T,

1. SUEHEIFICHOW T O (HEER5. 1, MEgss5. 2. #iggks5. 3)

- HRERS. 1228 T, MBS EDORIUZ OV THEGE L E 7,

-FRERS. 2 BECEMLZLO) 25FI2L T, il A FAOEIZ OV THGE L E T,

- HRERS. 3 GBEICEAMLIEZLD) 2B8BICLT, B IREFHHO B OV THRLET,

2. AA L MRIEEE  (EkL)
c HRERNCHERR LT OEFHZENZNUIZOWT, MEREE IRV E E T,
- fi#% 1% Google K = A >k Week 5 A, Week 5 B HATWVE T,

3. FICfERE  (EE2)

BB 2 O AR, FEEICE LTIV, ISR 2 AT o I SUEFHICR 2T e 6 /X

LTHTLIEEN,

- fi#% 1% Google K = 2>k Week 5 A, Week 5 B HATWVET,

4. iR

- SRIOFETIX, SHEOBENFICHEOH DA v —TEENTCNWEEET, LLFICRLE A

NBDOELLD (E72IEWS) OFEA— LV E/ERR L, Bl E TE- T Z3 W, KEDEEOIHFA

i% A1124Name],

BB A—EXE LTV TRIZAR D, T L DRV IHERFHIZOWTOERMZENT
SV, MFIZIEZ IOV XLETITIELLDOEXHFVRIELWVLO)] 2 E, BEEIZS0IZ<nEZ A
M XOIZHH L TATLEE, TELHETARYIZH LN EE/HNWTWEET5 &)
20 ET, ZHESNTZERICOW TR, EBENTERDY EF720nEBnET,

HEB— 4 RO TIT o 1= SUEMRSR BRI L T2 E 9 D RERBRAZENTH T &N,
MBERRHIUX, TNEREHL. EOTLDDREREZFENTWIET 5 LIFERFICSBITRY
FT, BAAEEIO EDOESNEIRINTE o Toh /e & BRI 2 Lol LT 7E a0, 8 A
DI=DOERPFRZ 2N E WS FHiE, ZHHOHEEBED <7ESW,




fFhala=r—a  5iHH (95 B FANTHGEEE R

7 V= A~ DXfIL
—RFAND D, TR 5

<FZEDKRA L F>

INETORETIE, FCZHONOHEROCERAEZLBZDIGEICOVWTRTEE L, ARENEHIC,
)72 Claim (ZEK « &1 « LML TARE) 28T 202 E2 T, EANIITHFORER A%
AL, HDHNTFRDTEINICL > TIEPESTEET, 2LV EDTIE NI T ADRH
ELNBROT, BWOURNEZZFETLEIIC, RELT 7= 7 2 L<HRLTBETEL LI,

1. piscx 1 7E (&R

BB ORI A~D & LA, BRILTHA T Lo bOE#iE Tiko T EE W, EEOBOMH
20X TE1201Namel|, FTITHEFOI L —LAZ2Z T ANAIEHRZW OB NE LT,
ﬁimﬁé i ET
LBl (LE—) 2ATE (BREE2)
§H2®W1EEF%i<uﬁ BERILTHA T LI bDOEGRE T TLEI, EEOBEOH
41% TE1201Name2], L ¥ —OEEA1T E A—/L XD EEIICELS 2 EREZ0D T, WANWARIEHR
DIADOENTWET, TNENOELT UV ANRED L) KEE R L TCWDENEIRNDLH AT L
TLIEEN,

cEHELNEVZIIHICEITY L— A EZTAND LA —, BISCFIXiERo 5L —TF, MEEk
NT AR EHESAEREL TATIIEIN, FENETROFSUIDONT, P <HKRIUT 4 77230>,
N <XHT7 4 URI>, O <KBHIREHR>OMEFZELIEL, T2y 7 LTLEIV, 205 %E
E<HRD L, ZENEFNOFIXOREN R A TEET,

- BISCigRR A B T,

3. FICfERE  (EEE3)

TR 3 DAL AEBGEIZE L TL XV, fi#%1% Google R = £ h® Week 6 A, Week 6 B /51T
WET,

4. FREEER  (BkH4)

BB A IR E LTI BIC R KRR, TS T HIRFEZENTLS EE N, EEDOBEOM4IT
[A1201Name], HRAITFREILZE A — VO HE LTER LTS, S5 0NEL X —DOLHEE LTHE
WTHTHEHNETA, LA —DFRIVFEMICE AR=2ANH D T8, KZD b DITIEARR
WCRELSEZDVEETHY FHA, WTNOHAES, FEY (enclosure) <PURf+~ 71 /L (attached
document) & LC, FEMZBICIERT HE VNI FHTEET,




<) SRR >
FPIEEEMMER TlE72 <, Z =A% ED A — LB ELBICREFT TR ETZWRA U F a2 D
P TR %

sorry / apologize / apologies —#iJEDAKEKREL, E A — /L TlE, 1TEAEDYA “I'm sorry for
labout]...” T¥#ie, H LAWK FFH & 583 2 RpI3 IR 2 > T “T'm very [terribly] sorry” & &
FiE vy, “T apologize for [that]. .. ” &% E “You have my apologies” & EL DL, HIZTEIC
BELWLL LW T TR, #HRTREMEPERR LD THLIGAICRD, =& 21F “My
apologies” EMEUTH WD Z EHH DN, —AITIE Sorry £V HHETEOKFFL NN D EE 2T
H#EV72VY, apologize b EIFA (deeply, sincerely 72 &) THFH T 5,

I Z BB DIEZFRD D, TN FEFETH HGHITHBEIZRD D5 0135

my mistake / our mistake
Ko

unfortunately / we regret that—— 5 5% [FRERP L] LW I BT, LFFE LT sorry (IZUTV Y,
L2 L “regret” IZRIEDBNRVIRANBRE L2525 25, WY a7 VIR ZHAT 25461
unfortunately < HWTH L 9 Enwy,

72 =v 7 1 : Buffer statement %4£ 3|

Buffer LIIREEMDOZ &, A—NVOBETHLH A v E—IVBHFIZEZ D54 /37 FERLIT W
9 O Buffer statement, #z1E, FTHENZ L— A2k > CTRIBESZIEH L TN 2 ST <K
WTL>ED, FHIEEZOLLILENRSLIDIT TR EDH, ODEET<HMRET >R EDOTEN NI
BlcD, HEVMLOTNE L RORWEREICHWS & L,

could not / was [were] not / am [are, is] not—— B2 B EDOEHHEZ[H H, [~TE TV I~xnT
W] EWIHIFREREZHMIZT L2 LT, FHEELHA LT 2D, HPRICEERRBR D & D
NHHAEE, EHAEHH LRI,

is / can / will—{REVERY 228G - BIEhGI OV 23 2 LBE e, @R T 212 LT, il 5zl
ThH, HBONIGRTDICLTH, 7 L—A~ORHLTITFRELFIL L THRRDLREROT, I~L
TWZTETD) R I~ EBWET] LWV HENRRIITH E V LETRY, 272 LIRE
DREZEMEDRNENSI DB AREBEROT, £HT2HMHHEDRNE ZAHAEZERDS e AERHBLIZ
L2 I S iz afHiFaudi v,

Fr=v7 2 EERXEENR~NZ

=LK LTCTEICRHET 52 L1E, BT Lo~ EoBELRTZEAEHR LY, 71—
LAZEZITANDIZLTH, FRDIFHIZL T, FRITFFEE LTS THREZILA LD 2T, &i#
DXNRESTHEWVIDORED TERMNIGTEEE D, RV EVO—E8E L THTFISMZKIE - 2K
THEAELSNE, BB - BiEE TR OV L D ICEL 2 E 2L 20,

appreciate your kind understanding——Z A1 & B O E O SCA], T 252020 K 5 T, FHFICHEAE A R



DTS, RVUZ K > TUIRALRE CIZ 2 508, IE D A2 O TEIT EFEZNCZ TGN Z &
13720,

XRA LV PEED

7 L= LD L I BREEZFBCES 220K, 2095 2 THRLE X< B, #io~x
EZAFEDBALHDEIITLTE, HEVIRAL LFEELWASNTLHLETIELEMIZVEIGE b 2 )l
WD, buffer statement PR E VD SCHORE A HEEIZK Y IAA T, XEICENHAEEZD ERWEAS
95

FOMDT 7 = 7RBA » MZHONWTIE, BRI2 22RO &,

<FEAIfER >
2R, WL OMER LT WEBEANIZ DWW TR T 5,

A.

Someone atthisend ... ——end /% [ii> 2] OFEKRT, ZHLMARLELLMENSIRED i) 2L
TWnb, PﬁﬁﬂMréﬁ@JﬁkkatWFA“‘wWMSMﬂ’%ﬁjkEWO%@ﬁu_@%
A @ Someone b [HFFEDFEN ],

booked —— 7 v X2 7| DX I, EFEREDTEEZANLDLERTE book NMEDLILDN, Ak
FZOFIDX SIS, 4 ECIREC %Anéka5ﬁ%o

so —AHNZEHENWTH LI ONEZZIT T, 1720 b~] EDRWTWERIZ, fiISCA Tldso HEHL
ThHbd, bIVP AN Z— gV EHCTHIRENI LB H LN, ZOHEITAT AT EXNHENT
WS CIZR > TWT, #OIRLAZIREDH T T D,

took care of —— [HEIZ L) L WO ERTHME I, FIXO LT, 15 ESHT L] DXL HRE
WTHREHWLND,

so you can be sure there’ll be no more problems. —— “be sure” 1% [HEET 5] &) X5 7REK,
HDHVNT “be assured” 20T 2] IZHIEWVERSG, ZO—HIXMUERBLE L TIWIT RV

“could be sure” X° “there would be” 72 &L L TLE Y &, BENRWEL T, HHFH “sure” I
IE72 iz,

B.

our mistake here —fiISC A IZH > =R A 21X, “a mistake at thisend” ¢V 52 & HTE
%o

We were not ableto find... —— (RO ooz SV IH84E. “We failed to find” &9 k9

REIXHFLTELHN, TOHEIT THRDIFZTOFERH Ko7 W) EKIZZ2D, “not able”



FHAC THORZRWD) 2SI NWARRDOT, ZHHICHERDH D LWV IR U E T D,

the wrong file number was input ——=#EIZ T 5 Z & T, [GEN) AJIL7=dE WS & 2 ANBEEIC
ENTND, BIXBIZAERNIZZO LI REBEIHFNINTHT, MR ZOb IR S -T2 &
MEEFH SN TN D,

in future —— @7 (% “in the future” &35 & Z AN, A — /L TIXERHAZE V2 “in future” %
INDBEZ, FRTEBROEWDR B 5D TR,

confusion —— MEEL] L WO DBBHKARF WS T, TN E-T IBAVWR-S7-Z &2 L7
EVWIOIRFILERBLL, MTOREEZIEHTLOTH D,

C.

will have one of our service engineers inspect it immediately. —— Thave + A + @F] O, EAEE
Zffio7-FKH, immediately TN 1T UV ATRICENTHY, BVTWLEULLHENDS B
55,

Could we schedule ... —Z Z1I®H L2 Tl Z H LiATe & Z A7 D T, REDRID A,
D.
We're very sorry for . . ., but unfortunately ... —72 L — A DONEIZKTHIRENEHEDO 1 BT v

AZELEDOLNTWD, FTH SO XA T, RICREZIRoTLESTENENI FFLHAL TH
%, ZDO¥AETEL unfortunately 23R T, ITEEVRH S22 LIZONTIZH Ml S ERKIZE S
VW) T ENRINTVAD, unfortunately L > TCLES &, EF LT LVWXHEIC/R>TLED,

However, ... — B 20V EZ T, BW=a—A%ZE2CW5D, iiite LTIEE THLHEIZH > T
LU, s TERECIZRD,

will have enough staff standing by. ——Z @ have [ZfE&EEG TIL/R WD, AX v 7% [RZ 84 L
TR T DLW T2 L 522 b D, 723 staff IIARA[HA T2 DT, Hx DAX > 71 staff
member 72 & & FEH <,



<5l TR >

LT, HICE & FZNZFIUSHOWTERAIEGL A 1TV, RISSLDT 7 = v 7 L LEMERD R A > Mo
THiBH L T <,

E.

take the time to write 1> O JWifH] % & o> THEH ) ——take the time |% THIHIF 25 (LTLD) ]
LW FEWH, HFOHEREDL I, HOLWITEHOREZRTTZDIZHNWD Z ER8EL, HRARIT
take your time X [E9ZT Do V| LWHERICAR D, Z ORI O S CTHF & Mk
272> T 5,

pridesitselfon... [~%F0 295, AT 5] —beproudofits... EE->THREILZ L, ZDk
YT ATEOHERREREHAT L b O,

There is no excuse for BEVDEELH Y FHA | —H72 5 Sorry L 0 iRWVEIEGE, Z 5 SN 4m
FNZFER B D RO TN D,

Fr=v23 :BHELES X THRET

CEMEOTRE LT, ETRhoRE HE72 EEHBI L5 2T, 2D LADETI b L0k
EHODEVILORD D, ORE, HENRBEAKICL D bOTHS L5 RN%RE 52 DENH
0. TERRIGE YIS 2 LRTE D,

In view of. . . [~{Z#EA T, BO LADLE T —RWARWIZTITHEL D20, LS FNHTENR,
ZITIEHEVRRATA ZICWOEBIRLT 2 2 L 2BbE, REREENFIVIAE VIS iIc LT
%, appropriate Y72 THDHNE I DOHWIIWNGFNIEF L TWDHENI =TV ARH 5,
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