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1 look forward to @ to IRIE:. &3

2 X—=JLOBEMIXEEE I'm writing to ~

3 push back=3EHA. move up=HiflL, ]

IF&EM~ing ICEBVWTHD AT ZRYEZLRL

* X—=J)LDOEFHL 6 * X—)LDFEV 6
XIS TIBRINRED [ Ilook forward to hearing from you. xxx - HREEZH
() I'm writing to ask about your summer FELTHYET

program. *x* - EQTOTTAICDVTHREE U TER to [3AIEF ~>hearing. hear from=&Ei&z 655

UESWS () Thank you in advance. »x* FAUSBRELIWLET

I'm writing to ~=X—JLO B/, BZEDEZITRURT L) BEREMBIE>THILE | EA— LD
O I'm writing in response to your [] Please don't hesitate to contact me. x4+ — E3FHEK

advertisement. #* BHOLEZEERUVERKUELE

in response to ~=~IJIGA T

() Thank you for your prompt reply. xxx - BEDHRE
HUNESTTVET
prompt =9 [P\

O Thank you for contacting us. xxx - SELVEDEHUN
EDTTVET
KNS MIRIEDEF. contact [FthENEE (Xcontact to)

() I hope this email finds you well. #x HITR THE

LD EEFUERT
BFESINIERDBUE D, B TR

O I'm following up on my email from last week. *x
SEREDX—ILOBHTBEIERULERLE

follow up on ~=~[CDVWTE>TERT D
o R 1KER R 8
[) Please find attached the meeting notes. *xxx - =3ED
AXEEMIULELZDTITHEER<IZEEL)
&, Please find the meeting notes attached. &%
() I've attached the updated schedule. x** - RHDFE

REMTUELUE
attach=R/49 %, attachment=H{I7 71l

() Could you let me know by Friday? +xx - EEFETICH
HoBWEETFERIH
by =HARR(~FTIZ). until [F#E(~FTI>&)

[J I would be grateful if you could send me more
information. xxx - FUWVBHRZHEVWEETREHUN
WTY
REETTZIS if you would ~ &%

[) Please see the details below. ** I TEDESY
TY
below=CMTFIC,above=_t5E

O I'd like to confirm our appointment on
Tuesday. xxx - KEEHODHHWREFERIE T

appointment= A&&>#R (promise TIFRL)
() Sorry for the late reply. xx REMNMESRUITHEEA

late =17z, delayed reply &%

O Unfortunately, the item is currently out of
stock. ## HWIC<ZFDERIFTREEBEINTY
in stock=1EE&"Y) . Unfortunately=B\L\ 15 EDEX
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BRICTEIR<IEELY
hesitate=7z5>

(] Please let me know if you have any
questions. xxx - CREARSDGNIEHHOELZEIL)
RBODEE, TR ONIEERZ, &RT

(] Best regards, xx FAUKBRENWLET (FET)
regards (&85, Kind regards, TEU

(] Sincerely, *x HE

WEOHEV, ETIE Yours sincerely, (BBEMTFEARS Yours
faithfully,)

o EFEEZITZ-NMTD 10
() Thank you for calling Green Travel. *x HEFHHY
MESTEVET . JU—URITTY
RHDEFEDE—F
(1 May I ask who's calling? #xx - E558TLLIN
Who are you? [&%k#L. May I ask TTZIC
() What is this regarding? »x EDEIBRAHBETLLD
P
regarding=~ICEALT
() I'm calling about the job opening. xx* - RADHTH

BELUELUE
I'm calling about ~=&EzEND BRI, opening=xR&-3kKA

(] I'm afraid she's in a meeting right now. +xx - &L\[C
<WLZIFFEZWEREZFRTYT
I'm afraid =3280 (CHWLTIFRW)

(] He's out of the office until Monday. x* EIE RS
THETY
until=ZNFETd>&, ARICIERD

() Would you like to leave a message? xx* - {GE&%E

nxIH

ZIFBAIDERLE, Can I take a message? £REU
() I'l have her call you back. ##* - I7URUEZEIEFET

have A do=AIC~TH2(fF%)

(J Could you spell your name, please? ** HHERIDD
DYZHRATWEETFERIH
spell=23YU%EE>

(J Let me transfer you to the sales department. »*
EHEEICHDRTUET
transfer=&5E%E 9. put you through &%
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Let's move on to the next item. »* RDEZEBICFEY F X I look forward to hear from vou.
L&D O I look forward to hearing from you.
item=:FENEE. agenda=FEN—& to [FRNES. % 5(E~ing

Could you go over that again? +#* - €&t 5—FEA X Please-contactto-me:
LTESAFTH O Please contact me.

go over=RET #3295 5ATD contact [&fth&E, to [FFE

Can we push the meeting back an hour? »»x  £E% X Pleasereply-unti-Friday-
1ERRESESNETH O Please reply by Friday.

push back=JEf (3T HARRIE by. #EEIE until

The deadline has been moved up to Friday. xxx - i X bear-Mr—Fare;
HEYIUDREIRICRIBILIC R o7z O Dear Mr. Tanaka,

move up / bring forward=giEUL Mr. / Ms. D3

I'm afraid I have a scheduling conflict. *x HLIZL X Bestregard;

FEMNERO>TUVET O Best regards,

conflict=32H WAL FJOD regards [FEETH

I'll get back to you by tomorrow. xxx - BAHETIZHR

St

get back to A= AICHTEKTS FEREEDSENFENDKHEEZ 3, push back / put off

. . / postpone [FFEZEH (KF)AHFI =LH. move up /

Let's touch b t K. Ak SFREERERUES

L YR DASERET IS = " bring forward 37 () ABIE %15 =RifL. call off /

touch base =5< k- Y 2 (FHOBENS) cancel [FXEINSHTY =ik, BANZEDSHE T, #LWE
ouch basemEsE ? BT YRIDEN E U TREET Be

We're running behind schedule. #xx - FELYUENT

WET -

ahead of schedule=FELYERL) * WEET AR

Who's in charge of this project? xxx - CO{RENDIEY 1 I look forward to you at the conference.
[F#EETITH ahaveseen bbeseen csee dseeing

in charge of ~=~Z#3LT 2 Please attached the application form.

Let's wrap things up. ** TATAHREDHFELLD afind bwatch cseeto dlook

=BHS5E3-FEEDH , .
Wrap Up=#D5E5-FeH3 3 A: May I speak to Mr. Kato? / B: I'm sorry, he’s in a

o X— VOB (EXTRBARADAS) meeting. T'll him call you back.
ahave btell cwant dask
I % = 1))
a5 $<itish ke 4 The meeting was on Monday, but it has been
H& Subject: / Re: / Fwd: Re:=3&fE. Fwd: =85% pushed to Wednesday.
58%  Dear Ms. Brown, BYAR + o BIEIFIC Mr. [EX aup bon cback din
B8  I'm writing to ~ SEIDEZ [T IHB LN 5 Please submit your report 5 p.m. on Friday.
M#  Couldyou~7/Please  HEDHELIE(by ~) auntil bfor by dsince
~ 6 A:Who's charge of the new project? / B: Ms.
== I look forward to ~ REVUH, THARIELTL Lee is.
L ain bfor con dat
24 Best regards, &l EHBADIIGEESR 7 A:Ineed your answer soon. / B: I'll get to
you by tomorrow.
aback boff cover dalong
° fRE
1 seeing to [FATE 4 back BAN=ILH 7 back tH TEET D
2 find HMIDRFY XA 5 by HAfRIE by
3 have #F&:AIC~TES 6 in ~ZHELELTWVD
~
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