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1 BERITE<KEDIHEAEDEICERRD
(meet a deadline)

2 REZREBHRNITNDEITER:
outstanding =33\ - RUED

3 equipment-merchandise-
machinery [IFaIEZE
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outstanding=*#L\D(outstanding balance).
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[ applicant Iy job applicants

(J candidate EfE a qualified
candidate

() résumé BEE submit a résumé

[J) qualification
[ recruit

() hire

[J) personnel

[J promote

[ transfer

[ retire

[J resign
[ colleague
[J supervisor

[J employer

[J) workforce
[J) orientation

[J workshop

[J performance
[J evaluation
[J) benefits

[J) wage

D vacancy

[J internship

[J expertise
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meet the
qualifications

recruit new
graduates

hire temporary
staff

the personnel
department

be promoted to
manager

be transferred to
Osaka

retire next spring

resign from the
position

a former
colleague

report to a
supervisor

a major employer

a diverse
workforce

attend an
orientation

hold a workshop

a performance
review

an annual
evaluation

a benefits
package

the minimum
wage

fill a vacancy

an internship
program

expertise in
accounting
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[J) eredentials B 1RFE impressive
credentials
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[J agenda

() minutes

[J conference

[J session
[J reschedule

[J postpone
[J confirm
[ notify

[ inquiry

[J) attach

[J enclose
[J memo
[) extension

[J reminder

[J correspondence
() feedback

[J proposal

() brief

[J coordinate

(J venue

() attendee

[J participant

[J announcement
[J approval

[J consensus
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the next item on
the agenda

take the minutes

an annual
conference

a training session

reschedule the
appointment

postpone the
launch

confirm a
reservation

notify staff of
the change

respond to an
inquiry

the attached file

Please find
enclosed ...

a memo to all
staff

call extension
215

send a reminder

business
correspondence

positive
feedback

submit a
proposal

brief the team on
the plan

coordinate
schedules

a convenient
venue

conference
attendees

workshop
participants

make an
announcement

get approval from
a manager

reach a
consensus
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O client B - R a long-time client

) patron BEE-fAE library patrons

[ retailer INTEEEE an online retailer

() wholesale EFEY D wholesale prices

() merchandise Em (R &) display
merchandise

[) inventory EE(D—E) take inventory

[J discount ZI5] offer a discount

() voucher 5|#azs- 25|25 a gift voucher

[J refund RE a full refund

() warranty {REE under warranty

[J complaint =iE handle a
complaint

[J satisfaction i F e customer

satisfaction

[J survey wWE- 7Tk complete a
survey

[J advertise LETS advertise online

[J) competitor HmatEF a major
competitor

[J demand BE meet the demand

[J) subscription EHREST - FIZEN renew a
subscription

[J brochure NIk a travel brochure

[J estimate REtY give an estimate

[J quote Rz get a quote

() purchase BA(TS) make a purchase

[) sales figures e LF quarterly sales
figures

() promotional FRFSIEED a promotional
event

[J) representative HLE-RFRE a sales
representative

() feature - Hae new features
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[J invoice
[J receipt
[J) budget
[J expense

[J reimburse

[J) revenue
[J profit
[ fiscal
[J quarter
[ contract

[J) terms

[J) negotiate

[J) renew

[ expire
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HRRMNIND

issue an invoice
keep the receipt
within budget

travel expenses

be reimbursed
for

annual revenue
a net profit

the fiscal year
the third quarter
sign a contract

terms and
conditions

negotiate a price

renew a
membership

expire at the end
of May
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[] balance

[ due

iE - TkE

HHARRD - FED

the remaining
balance

Payment is due
on May 1.

[J accounting bt the accounting
department

[ audit B an internal audit

(] merger i a merger with a
rival

[J acquire BINT 555 acquire a startup

[J investment BE a sound
investment

[J shareholder HE a shareholders’
meeting

(J funding B (DIRf) secure funding

[J deposit FitE- AL a security
deposit

[J transaction HX5| online
transactions
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(] shipment Fixmm - i a shipment of
parts

() delivery By express delivery

[J package N track a package

[J warehouse BE a storage
warehouse

(] supplier e a reliable
supplier

[J vendor BRo¥s ¥ an outside
vendor

[J manufacturer BhEHEE an auto
manufacturer

[] assemble HAITD assemble
furniture

[ facility it a manufacturing
facility

[J equipment Hi| (ReI%E) office equipment

[J) machinery R (Rals) heavy machinery

[J maintenance RTFRR routine
maintenance

[J malfunction WE(TD) a malfunction in
the system

[ install RIETD install new
software

[J upgrade HEeE LTS upgrade the
system

[] defective RIEDEH D a defective
product

[J inspection RR-IRE a safety
inspection

(] output YES increase output

[J capacity HERS - IRE S at full capacity

[J procedure
[J regulation
O component

[J durable

FE

p ]

ERam

SRR

follow the
procedure

safety
regulations

electronic
components

durable materials

No.382 2/ 4



[J expedite

[J courier

BH5-[FhEstEs

Bl S

expedite the
order

send it by courier
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O itinerary gk a detailed
itinerary

() accommodation TEATEEY hotel
accommodations

[ fare EBE a round-trip fare

) boarding pass BEs show your
boarding pass

[J destination B a popular
destination

[J commute BEEN(TD) a long commute

[J) headquarters A4t move the
headquarters

[J branch x5 open a new
branch

[J renovation o under renovation

[J relocate B9 D relocate to a
larger office

[J tenant ABE tenants of the
building

[J lease E58EEN sign a lease

[J) property TBIEE - M) a rental property

[J exhibition Bra an art exhibition

[J trade show RAm attend a trade
show

() banquet 2= an awards
banquet

O catering fTHU a catering
service

[ registration S8%-2AT online
registration

[J admission A (#D Admission is free.

O refreshments RHY-BE Refreshments
will be served.

() keynote HEAD a keynote speech

[J amenities

Rl - PO R

hotel amenities

[J reception 2t - Eul= a welcome
reception

[J layover FUMTHFS a two-hour
layover

[ fundraiser BEEHDEL a charity
fundraiser
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() implement EHETD implement a
policy

[J conduct 7> conduct an
interview

[J) oversee BB oversee a project

[J) accommodate IRBT3-HUS accommodate
200 guests

[J acknowledge ZITRYZERSE 588 acknowledge

»H3 receipt
() allocate EYHTS allocate funds
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[J anticipate

[] assess

[ assign

[ authorize

[J collaborate
[] consult

[] demonstrate

[J ensure

[J enhance

[] expand
[J facilitate

[J finalize

(] obtain
[J outline

[J streamline
[J verify

[J waive
[J revise

[J accompany

TS

HVES %

FIWHTS

CTIEES

VA

HKTD BND

IPNES
MEIZT5
BRRETD
8%
HEERT
WELTD
BHHD

RERT D
BIET S
1795 KA

anticipate
demand

assess the
damage

be assigned to a
team

authorized
personnel only

collaborate with
partners

consult a
specialist

demonstrate a
product

ensure safety

enhance
productivity

expand overseas

facilitate
communication

finalize the
details

obtain a permit
outline a plan

streamline the
process

verify your
identity

waive the fee
revise the draft

be accompanied

by a receipt
® ® KA &IFE25 25
= =17 FL<HiBHHEDE
[J available FHMZEWTLS-AFT Is she available
=3 today?
[J complimentary itz S10) complimentary
breakfast
() mandatory EHED mandatory
training
[J optional (E8=(0) an optional tour
[J eligible BN H D eligible for a
discount
[J temporary — YR a temporary
closure
[J tentative 5] a tentative
schedule
[J preliminary Flwd - EHED preliminary
results
[J upcoming SED the upcoming
event
[ outstanding FILW-FRUIBD L an outstanding
= balance
() reputable FEHIDRL a reputable firm
(] affordable Ftan affordable prices
(] extensive R extensive
experience
[J comprehensive RGP a comprehensive
guide
(] efficient RHERAY 7 an efficient
process
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previous
subsequent
approximately
promptly
temporarily
accordingly
respectively

shortly

unanimously

o fRE

BID

ZTDED

#

IS BEEHYIC

—BIC

ZNISIHUT

Tmen

FE<
mE—ET

previous
experience

subsequent
meetings

approximately 30
minutes

start promptly at
9

temporarily
closed

adjust the plan
accordingly

10 and 20,
respectively

arrive shortly

be approved
unanimously

alternatively

HBWE-RDYIC

Alternatively, you
can call us.

o ERTA

1

an outstanding balance OEKIL?
a RERFE b TRELLVWEE < B 20 o RIAVWOKRS

Please call me at 304.
aexpense bextent cextension dexpansion

We need to the fee for first-time customers.
awave bweigh cwage dwaive
FaEZHAFEN?

afacility bequipment cvoucher dcomponent

a tentative schedule OEIE 7
A EoTE b HREDOTE cBRLETE dHOTE

1 RILLVWDFEE outstanding=F/ZFA T

3 waive waive=%[}9 %

5 ROFE tentative=1RD - EED

L 4 equipment an equipment / equipments
2 extension extension =& EeD)
[

EOEEHTEIRS

=
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