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Please keep your in case you need to return

the item.

areception breceipt crecipe drecipient

The for the conference has been changed to
the Grand Hotel because more people registered
than expected.

a revenue b avenue cvenue d menu

Employees will be for their travel expenses
within two weeks.

areimbursed bresigned crelocated drenewed

session

All new employees must attend an
on their first day.

ainventory binvoice corientation d itinerary

Our travel agent sent us a detailed for the
business trip, including flight times and hotel
information.

aitinerary binquiry cinventory dinvoice

The store will be closed for renovation from
July 1 to July 15.

arespectively b temporarily ¢ approximately

d unanimously

Safety training is for all factory workers, so
no one can skip it.

amandatory boptional ctentative d affordable

The laptop is still under , SO the repair will be
free.

avoucher bwarranty cdeposit drefund

The new ordering system will the process
and save time.

awaive b streamline cresign d expire

Please receipt of this e-mail by replying
today.

a acknowledge b allocate canticipate daccommodate

The banquet hall can up to 300 guests.
aassess bauthorize caccommodate dacknowledge

Office such as printers and copiers should
be turned off at night.

adevice bmachine «cequipment dequipments
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13 Please pay the outstanding balance by the end of
the month.

alarge bmonthly cexcellent dunpaid

14 Could you take the minutes at today’s meeting?
ashort break b photographs ¢ official record d attendance

15 We are planning to open a new branch in Seoul.

alargetree b research project cproductline dlocal office

16 Before deciding, we asked three companies for a
quote.
a famous saying b price estimate ¢ signed contract
d short speech

17 For more information, please call extension 215.
ainternal phone line b new building ¢ account number

d extra time

18 The plan was approved unanimously by the board.
a after along delay b with everyone agreeing
< without any discussion  d with some changes

19 The schedule for the trip is still tentative and may
change.
avery strict b already past ¢ clearly stated d not yet final

20 We need to expedite the shipment because the
client needs it by Monday.
acancel bspeedup cdelay dcheck
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MEMO  To: All employees ./ From: Personnel
Department ./ Subject: Annual evaluations ./ This year’s
performance evaluations will take place from October 6
to October 17. Your supervisor will contact you to
schedule a 30-minute meeting. Before the meeting,
please complete the self-evaluation form attached to
this memo and submit it to your supervisor no later than
October 3. Please note that attendance is mandatory
for all full-time staff. Part-time staff may attend if they
wish. Employees who are on leave during the evaluation
period should contact the personnel department to
reschedule.

®
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What is the purpose of the memo?
a To announce the hiring of new staff

b To explain the schedule for evaluations

¢ To ask for feedback on a workshop

d To introduce a new supervisor

What should employees do by October 37

a Submit a form to their supervisor

b Meet with the personnel department < Schedule a vacation
d Sign up for training

The word “mandatory” in the memo is closest in
meaning to

aoptional bbrief cpaid drequired

What is indicated about part-time staff?
a They will have longer meetings.

b They are not required to attend.

¢ They should contact the personnel department.

d They must submit a form by October 6.
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25 ZMAEICIF200 A NFBZ 2EENH D=, More than
200 a applied for the job.

26 FHEDRNDIERICBYUFELLD, Let’'s move on to the next
item on the a

27 ZOEMIIHEE, St DEHEFR KLU, The company
announced a m with a rival last year.

28 ARLIRE, KIrA#EI D, The h
Osaka next year.

will move to

29 EAMROFEISRITSHENLTIND, The travel agency
will arrange our a

30 HLHAZZEREFVEZULET, Please find e
application form.

the

31 REDHDIHEBITRMBTED, D
returned.

products can be
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ED b receipt
RRICHBRDIFFEUNE L U— b (receipt. p [FFEBFULEL),
recipe [FEFIEE. reception (3211 -8ul%. recipient [EFZEXA.

€D ¢ venue
SIEMEZ TEDOIZDIFEE (venue) . revenue [FUNES.
avenue [FXEY . BDLZEEZE WA Tz R,

@) a reimbursed
be reimbursed for ~=~NEAZILVRLTES D  travel
expenses (HARIZE) U ESE. renew [FEH TS, resign (FFE
F93,

@ c orientation

MAMLENBICH 2 D(EERA% (orientation). inventory &1
E. itinerary [$&#E5k. invoice [F5EKE,

@ a itinerary
BOBRORTIVAE e ikiER =itinerary. including LUFAYZE
FRDAREDERAICR DTS, inquiry [FREVEDHE,

@ b temporarily
BB DEDARELDT—RRIZ (temporarily). unanimously (&
5—EC. respectively [FZNZF1., approximately [,

€D a2 mandatory
so LU GEBEMAHEL) D 5FEFED mandatory, optional ((EFED)
[FFEDERE. tentative IFRD. affordable I[FFtE%,

n b warranty
under warranty ={REEHEIHR T, 72N SEIENERHIGD,
voucher [£5##, refund I5RE. deposit [EFHE,

n b streamline
streamline =%t 9 %, and save time EEFEMNRDEND,
expire IFHARRMEIN S, resign [FEHET 5. waive [FREREZR
fR9 %,

€ a acknowledge
acknowledge receipt=ZTEol & Z MO ED EIRIAAX—
IWORFEST=HAFEDE . accommodate [FINA T 3. allocate (&
ZYHTS,

€D ¢ accommodate

accommodate=(A#Z)INBTZ 5, up to 300 guests &H
o assess |FEHAY S, authorize [FEFRI TS,

€) ¢ equipment
equipment [ITETERFRDT -s BDOH T, BEIDFEFEE DI
237188 5. machine-device [FRIE T, BARUDEBEETIFEZ R
(A

€ d unpaid
outstanding balance=F&#V\DES. SEREEDMEH U2 1 TR
DEXHESR, = I—FDIEHRD TN,

€D ¢ official record
take the minutes=&%E#H% & %, minutes [3EE CEEHD
BIRICRD, [D1EB5 & take DEHENDHNSR<IRD,

€ d local office

open a new branch=#HUWL\XZEZER<, FIHNS . Kth5oh
N5 - XHOEKIZR S,

g‘l
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€5 b price estimate
aquote = (FEENRY) RIEEE - 1~ lig. BIREE Tl price
estimate NEEEV (BEFEIZIE estimate [THIE) . BEDEICHE
A THER D DIFMBER, T5]F I DERBRIESRIC &1,

€I) a internal phone line
call extension 215=RiE215FICN T3, ERIDEKEHS
M call+ HS DR 5HHR.

€5 b with everyone agreeing
unanimously =58 — T (un=one. anim=10\) . £EHER U
CET GERDRD1ZDIF TR,

€ d notyetfinal

tentative =1RD-EED, £ 3D may change "EWEZDEY
botense (BRUT) SFEUDIFRL,

) b speedup
expedite=2%,because LLTFOIHAEETICHREINS, BHE
DRKEDN D, delay [FEDEHKRDTZ—,

€D b To explain the schedule for evaluations
HREEIXH S F1RIDFHEEARD BEE EHDIEN. personnel
(A=) -supervisor R EARXDEZEHE /2 I —ITFR.

€2) 2 Submit a form to their supervisor

no later than October 3GE<&E1083HETIC) ACFHENDA
% L RICH T, ABEBADERILKBRD AT,

B d required
mandatory=&#®0 (required) . BEIC/\—~IHFEITNIELE
TEB|E/EINTVNSZEEE U N optional (F¥EDEK,

m b They are not required to attend.
Part-time staff may attend if they wish(FEZINIEHE/ELT
FWV) =FIETIFRV ABBRTER T DDIFRIRRDIE T, FFED
JTUEZ,

€3 applicants
I55#& =applicant. 200 AR D TEEHIZD -s N0,
application(I55) ¥ &EFRT .

m agenda

agenda==EE(D—E), the next item on the agenda &5
DETTREO>THEBIEVA,

m merger

merger=%&4 (&1FlE merge). a merger with ~=~& D&,
BINE acquisition(&E8 acquire),

m headquarters

headquarters=4%t, -s TENHDDINT DDARKLIZEE D, ZIEE
branch,

a accommodations,”accommodation
accommodation =& A% CK TI3EEF, accommodations A
Z\)oCc & mB2DFDNDDDIVITER,

m enclosed
Please find enclosed+ % =~ZREFHULET. X—ILG5
Please find attached. BEDFANGKEFADFICH DRE >R,

m Defective
defective=XEN &3 (£357l& defect).a defective product
[$HRG- IRDIBEDES.
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