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1 I'm calling about ~ MEHTBINDE

2 AEFRIGERKR T1EEIC1E1F 5 :put off
z - postpone

3 5D while supplies last=TEENR
<BYULEVET

TOEICTIE REUNADERIZZBOFEANUAGELZENS
WoI'm calling about ~ - B, Unfortunately ~ — Riz&
=. Would you like me to ~? = HUE. 'Ll ~ = RDTT
8, JL—XZH> W3 &, B< HEOBARND RN DL,

o O EHE-A—ILDER20 20

() I'm calling about ~ ##* - ~DHETHBEZELELE
BRZERSEEDEAIFIS

O I'm writing to ~ *xx ~ ~9FBEHICTERLTLVET

X—I)LOBEM, Part7TL<fEHN3
[ Could you put me through to ~? *x ~[ZD7ELV T

=rEIFERTH
put through=8&5E=xDR<

() May I ask who's calling? » EE5ERTCLEDN
O She's away from her desk. ** BEHLTVET
out of the office [FF7E- 4t
) Can I take a message? *x BEZAVELLON
leave a message={cEZ5% 9
() I'll have him call you back. ** TRV ERSIEFRT

have+ A+REFE=~Tt%

() Please leave a message after the tone. REED
BICGEZEEST
Part4DBFEDIAEY
O Thank you for your prompt reply. « BREOHIRE
EHUNESTTVET

() Please find attached ~ ##*x
SEIEICFE:find attached + &5

CHREDESY ~
~DHTHH TTERLET

~ERMILET

O As requested, ~ *x

O I'm following up on ~ **
AIICEEL=ODHERR - 1R

() Please don't hesitate to contact me. *x ERRT
BRI

) Ilook forward to hearing from you. **
FELTVET
to MIIENIRER

JERED

() at your earliest convenience *x CHEEDDELEEWV

(BsI2)

) We regret to inform you that ~ #xx

MoEUERY
BLAIS E (FERA- D) DA

BN o~EH

() We are pleased to announce ~ *x ~ZEATHHS
BULET

RULWHISE (ZE-FE) DEM
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(] Thank you for your patience. * BBV ESHY
MESTTVET

BB - MEADIRHR RN

(J Let me know if you have any questions. * BN
HNIEHFSELETL

[ Please note that ~ xx* - ~[C3FESETL)
CORICEERER R -TEHFKD

* QO =EE-RIR-1RE20 20

) Why don't we ~? xxk - ~UEEAH
2=, Why don’t you ~7 [Z&)%

() How about ~ing? *x ~FBDIFEESITIH

(] Would you mind ~ing? #xx - ~ULTWEEIFEITH
5IEZ(F375 Not at all.

() Could you give me a hand with ~? »x ~ZFEoT
EHAFETH

(] I was wondering if you could ~ ** ~LTW TR
WTL&LDH
ETETLRLVRKEE

[ Let's get started. aHFELED

(] Let's move on to ~ *x* ~[CBYFRLELD
SEENZEDDEN

(] I'd like to point out that ~ » ~EiERELEVERVNE
¥

() That sounds like a good idea. xx LWWEZTIR
RREZITANEEH

() I'm afraid I can't make it. x4+ - FHRRTIHEENDEE
gy
make it=#EH DO -FEICED

(] I'll be out of the office until ~ ** ~FETTEICLET

() Can we push it back to ~? xxx - ~[JEHTETFTAH

push back=iEH9 3

() I'm running late. *x ENTLWET

[J I'll take care of it. xxx - FANNPOTHTET
UL RDITEINZZ RS

() I'll look into it. #xx - FARNTHET

look into=&Y 3

[J Let me check my schedule. xx FEEERIE TS
T
Part2MEEILRREBEDES

() Who's in charge of ~? *x ~DIBYFHTTH

() Is there anything I can do? * AN TEDZ&lEHY

Sl

(] Count me in. *
&xtl& Count me out.
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O I'll fill in for you. #* KOYICOOTHEFXT

fill in for=~DREZEHHD

o QIE-BEWIH- 5520 20

) Are you being helped? E5HREVLTVETH

[EEDENNT, [ENDIEEN I HEER

() It's out of stock. x*x - EEYNTY

IR CIE unavailable

[ It's on sale this week. #x SEFE—IVRTY

for sale EZ[FEVHID ]

() It comes with a two-year warranty. xx 2HFREAEND
WTWERT

() Would you like it gift-wrapped? * EYUYAICEH
FIH

[) Do you accept credit cards? » LIV NI—RIXEZ
FIH
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O for a limited time only **

() while supplies last *#x
[REDZRME, BRETENNS

() Buy one, get one free. * 1DES&E5 108

O free shipping on orders over $50 ** 50RIVERBA
By avdEeey Nk
over=iBZ 5. &RMOPFERE

() No reservation is necessary. »* FHIFTETT

) Space is limited. »* EBICRUNBYUET
BHORELAHZERT

O Don't miss out! HRABLERL

() under new management * BEENEDOT

O We apologize for any inconvenience. xxx - CH~ME%
SMFUTHURSBYFEA
TESBEDODSHSEDRZYXE

O I'd like to return this. »* NERBULIZVWDTEN

[J Could I exchange it for a larger size? *x ASWTA

ARERHTERIN

O That comes to $30. **
come to=&F5~I2%8%

AHTIORLTY

() Proof of purchase is required. xx BEAZERR(LY—
RE)VBNETY

[ for an additional fee *x
iy SR ot DY RS EC o i

BIET

* @ FEEE-FSTIL20 20

A

() The meeting has been moved to Thursday. *xx &
ZIIKREICEEINT
ZEEDHBNEZ

FELWEL
FELVENT
EHENTNS
TUUI—hMREEEY LT

) ahead of schedule »x
[J) behind schedule *x
[J The flight has been delayed. »*

() The printer is jammed. **
)

() The system is down. ** IRTLMEFO>TND
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(] The elevator is out of order. #x* - ILAR—4—hifEF

BIREL TlE not working
() We're short-staffed. xxx - AFHEURL)
FEVWNSO
FHZEZFITTND
BERIIHEDED

[J] There's been a mix-up. *x
[J We're overbooked. »

(] The road is closed for repairs. *x
BITIES

[ due to unforeseen circumstances *x
IC&Y
Fuk - FERAD IR DR FE Y X H

() The office will be closed until further notice. *x
EBOTHISEDETIRE

(] on short notice »* BERIDESE T-2RHFENT
Thank you for coming on short notice.
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(] I'll get back to you on that. xxx - ZOHIFEIFEHRE
LET

(J The deadline is approaching. #x

() It slipped my mind. ** SoMUENTLE
() We're running out of paper. +xx - #ENEINMNFT TS
run out of =fELVR7zd
[ I'm tied up right now. *x SIFFHEEE RN
() Something came up. *x REANTEE
FEEMDEHDEE
o ® ERMTIEIFZEVREZ20 20
A - HOEDRRD BRI TIESSESTHE 5ND,
() complimentary #x* - RN
BIRE free of charge
) I'm swamped. ** HEEMNLEHTZ
IR The speaker is very busy.
(] getin touch with xxx - ~[3EHET S
#EIRZ: contact
() stop by #xx - II5F3
EIRER visit
(0 look over »#x - BZ&EY
BIRE review
[] put off xxx - HEHAT S
BIRE: postpone / delay
(] sign up for xxx - ~[CHLIAD
BEIREZ register for / enroll in
() call off xxx - H1ETS
EIRE%  cancel
[ hand in »x RETD
EIRR  submit
() figure out ** RRT 5 -IBETD
BEIRFZsolve / determine
] come up with #x BuLo<
IR - propose / develop
() set up *x #lFID-RKETD
BEiRE:arrange / install
[] take over *x <
BEIREL:assume responsibility for
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O turn down *xx - #f3 o ERTA
BIREY decline / reject
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fill out A RRIC)EEAT D . _ -
D . ) (FRAEIC) 2 They decided to call off the event. DEV\Z (& ?
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acancel bpromote «cpostpone dannounce
O pick up *x ZIFERWIC1T<
BEiRA collect
O be in charge of #xx - ~%{ELHTS
EIREE: be responsible for 4 Please find the revised schedule.
a attaching b attached «cto attach d attach

3 A: Would you mind closing the window? / B:
aNotatall. bYes,Idoit. <Ofcourse I mind. d No,Imind.
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IR not enough staff 5 I'mtied up right now. DELKIE ?
N F s >
0) within walking distance xx - %\ T/7(J 258 SIENUE b RIHARLTOS Hon TV
#IREL:close enough to walk to d TEFHREE R
° A%
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