


mifg Greetings

F

How ara you doing?  BifE L7
'mOK iR,

What's new? iR a7
What'sup? {UHRET?

T
How are things going? BIEEL1F7

Everything is pratty much the sama as usual.

How is everything? S EF0L?
I"m kaeping very busy. F—E&SRIT

Mefrdd  Introduction

H eI

@ 1 7iE B

@

EHT.

@

I'm Emily Song and I'm Mr Tan’s secretary, REIHRFE - %, WaEniH.

Pleased to mest youl  BEMILE

frafii A

I'd like to introduce Jane Hunter, HEESE—TH - F%.

Mice to meat you!  {B#E#ILEE!

Lat me introduce Ms Wang, whe is our new finance director,  BEMTE—TF

Fit, BERENAFHEES,

s



- DlE
GER  Saving Goodbye ®

A
| think it" s abaut time we made a move. HEE1EHST.

L I

See yvou later! B [{

Take care. Bye! £HE, BRI

Keep in touch. {RFEEE.

Send my regards to your family, IR @S 4 & E T,

&l Finding the Way (7]

il

Excuse me. Can you tell me how to get to the Global Trade Center? 3T —
F, EEEFERAERS A Fm?

Lan you tell ma the way to Linden Streat? SRS FRESESEEL F07

{17

Go straight along this street and turn left at the first tun. W@ EETEE
iE, HE—THROEH.

Dwive straight on until you come to a crossroads.  fR— A 4EE 8+ 2880,

PSR X Contact Details i)

fial gl 3y
Do you know Carl' s new address?  {RE1E /R A& aHm?

0ln



) it e o

1] E-muail
Would you mind giving me Denise’ s E-mail address? {RE[L0ARE A8
FuR bR

[fr i
Do you have Erica’ s phone number?  {REEE Frd i S My

HE_LWJH']F'EIIWII!!I;! Time and Date @

{6 BTk
What time is it? TFENLETY
Duarter 1o three now. 3 15 53 &,

i RS i

What day is it? S EEHNL?
What's the date? 4 X187
It's the April 168th. 4 H 16 €,

MR Information @

T
I' ve got some great news 1o tell you. . B EBESRE,
Guess what! | finally got my driver’ s icensel  {FIRE4®. B TERSET,

Bt G

| have some unfortunate news. HE--TEFER

oy



s - NifE

I'm afradd | have some bad news. BHOREFTFTMAHEE,

1t Telephone @

iR I
I'd like ta speak to Mr Smith, please. FRBESLERILE.

-
ik

1"l put veu through, FRIEEEIR.

i

A AT
1" m somy. Mr Clark is not available just now. L, SHEEEFHETE:

Y

Can | take a message? FREESET

(ST
1"l get back 1o you as soon as possible, WEE FAEEISIE,

i Invitation @

LA AR

Would you lika to coma to a party on Saturday? &7 hn R & 157

We are throwang a party on Sunday night. Can you come? 1S OB L&
s, tREERW?

018



@ 13z 1= fackdl

b T

I"d like to come very much. What time does it start? B0, L& TF4s7

Lol dfen
Thanks tor the invite, but we won't be able to make it SSiEAEE, B
BEEINEFT.

#)-4»  Appointment (]

fitNEY 2
I"d lika 1o make an appointmant with Mr Marris, please. 380 R EE,
o

] . s

How about next Friday evening, at4o'clock? TFTRLETF 4 SELH
Shall we say 10 o' clock at my office?  Tf k10 s B b AT

10:30 would suit me better,if thatk OK with you. 308 10 S 2R ERERE .,
MEEHAETT .

B KA Weather @

tgfia) A
What' s the weathar like? FESELF7

K5I
The weather forecast says that it' s going to be fine for the next faw days.
EEHRRAFRNEXSESRE.

014



¥ EIE - DigE

It was very hot and humid, ZEMES LB,
It has keen pouring ran for days and it' s freezing! KRR ESRETH, &
SiRF.

¥ Restaurant @

WA

What' s your speciatty?  {RN8UIEEERHL"

| would like the asparagus to start with and then the salmon, HEFEYEEE,
mEREHS,

We won't have anything eise. thank you. SIFSEFET, #iH.

£l
Could we have the bill, please? i858,

gnlE Colfee @

LRl

I'd fike: a white coffee, thanks. RE R,

I'Il hawve & chocolate mutfin and a large black coffee, HE—- 153 S0
—F AT R

b
Would you ke another ona? 1538 — L7



@ i+ R i Socd
Wit Shopping @

YR
What would you like today? S REMEHLT
I"d like four of thosa cakes, plesse.  HHEE 4 S E,

{ifak
How much do | owe you?  FEFHES L7
That' | be $28.50, —HE 258 2T E0 F4,

{fEfifr Bank &

F-ire
1" d like to opan a new account.  HBEF-THF.
MNow enter your PIN.  TH#E 5 A 80 5560,

el
1" d ke to transfer 1, 000 doliasr from my clement account to My Savings acoount,
FAMIE 1, 000 ETNFHEF B ERESES L,

itk HL
Is there an ATM near here? MRS 8 shilgbmE?

{ElgE R Post Office 5]

i e
I'd hike 1o send it a5 a registered parcel, HEF—TEEAN,

0zl



Hid R - OlE

Howe mich will it cost to send this by airmail? B SR8 & 57
It's a Iittle overweight. You have to pay extra.  HEJLEET, SHHEEE.

i

I"d like to wire soma maney, AR —85,
{EDifi Hospital
ERR B AR

What' s the matter with you?  {R R T15086"
Are you allergic to penicillin? 34 5 2 # bk 7

1"ve given you a seven-day course of freatmeant and these pills will soon cure
the infection.  JERH T —TEEX—ITENS, ZEHSHREGFHRNFN,

B AT
I"va got a temparatura. e T,

My chest hurts and |'ve got a sore throat and | have a bad cough, HE DO,

W, ERAREE.

WITBLET Holiday Greetings

HOE

All the best for 2010¢  #§ 2010 FE—1IHF |
Happy new year!  HiiEER

P wish vou health and happiness in the coming vear!
A3 e

022
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A T
Mery Christmas!  SEtik]

B Good Wishes @

AL
To your heaith] 3 iE{ERR
Bottoms upl [Cheers! T8

MR R

Good luck!  IRIEHE

All the bast!  $E—tIEH |

| wish you well with your new job. IR LIS E—NRFE,
Congratulations an your promotion!  #RE{RHH

It anyone dasarves a good job, it'syou, WMEEARREBE—EFIHE, B
B{f,

N Gratitude &

g I T

Thank you very much indeed, That's really kind of you. HEEXEHT, {F
N RSl o

It weas my pleasure. FHRES.

Thank you for your hospitality. B ERA AR LR,

You're welcome! THES,

It was very generous of you., {FHEEEMMET.

Don®t mantion it. =& E,

023
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f% Compliment o)

Fe¥e 1o
Wall donsl TR
Good jobl T4

iR e

| do like vour newy hairstyle.  FRIER B2 {Re3TE 8,
Thank you. 8,

It" s just your color!  ETEREAEESET.

It' & vary kind of you to say 50, 8,

It suits yvou very well,  EPIERESH,

il  Apology @

VL EFELY
Sorry to disturb vou.  fRIEMFTIE#E.
That's all right. % .

B Al bk
Plaase accept my apalogies.  WHESIEMHEE.
| apclogze for having caused you so much trouble. SRR T4 S,

i il 34
I" m very sorry for having kept you waiting so long. FTRERIHFSE TE4E
B fE]



@ it miF fodd

Mo problam.  EER.

iR i
Sy for the long delay in replying to your E-mal. iR ELRE 2 EEES
Sy £ (6 B 4

WHh  Help @

HEIE TR

Can | help?  JRRERE0EY

Would vou like a hand?  $EREERICIL?

That' s very kind of you,  HBREXET,

Is thera arything | can do? = HEMER?

FEEt g H

Could you carry this box. please? FREMRFEREBEFEY

| need some help on the competitor analysis.  RE SRR HIEPH T
| was wondering if there is any other research | could refer to. BHEENES
ERE-CHESEAWRAR.

Can you give me a hand with this new travel brochure, please?  {RIEFRIER
i L2 2 B o e T AR A

Sure thing. 1'd be happy to help. %8, RENF,

il Suggestion @

A
How should | solve this problem?  EREFiE B BRI E T

025
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Could you give ma sarma tips?  TEE S do i my
What wouid you do if you were me? HB{RER, MaEaM?

ra i (R

Why not install A security system? AftAFETEEREHT

| think you should falk to your boss ahout this matter.  FEREER{FER
i,

I recommend keeping those ideas in a log for fater, HR|WICEREBHLEN
=, HEEE,

M  Reminding &

YRR

Plaase make sure you armive on time. BRI EH Tk,

Plaasa rarnamber ta finish the proposal by Friday, S AMExEREE,
I"d fike to remnind you that yesterday ' s meeting was rescheduled for 4 o' clock
todsy. HHEBEEENEUNTSTLISET.

e

Don't forget 10 book the tickets a few days in advance. RIS THREINLE
iR

You' |l remember to keap your prarmise, right? S0 BEaREE, 2IE?

Mt Reassurance @ |

Fo
I'm truly/deeplyfextremely sorry to hear that, FEE-TMERHENMIESR .

n2a



@ it 7= fodal

Pty Tt

| hope you fesl bettar soon.  |EEERITERE,

| wish you a speadyigquick recovery, FHEIRRERSEE.

If you need anything at all, please just lat ma know. HR{FEEEEEE,
RESHER,

thifk Persuasion ()
My A A

I'm not sure that' s the bast decision. B THREEEEFERE.,

There® s still time to change your mind,  BENTEEEEERRE.

| would advise vou to quit smoking.  FEhEHE.

AN
| think you should reconsider.  FRIBIRE SR EEE,

27



