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® MHE 230M 2 — writing the final report
(@ Zhd HIAMe} H|1 — comparing with the last
year’'s report

® A2 ZH| ®ZA - checking the equipment
used

@ 23 FH| - preparing the presentation
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| have a question about the seminar.—All
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(@ Could you switch shifts with me on
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@ | need your help with the sales report.—&
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@ Please contact me at extension 2595.—Li
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(® Would you like to leave a message?—H| A
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® May | have your phone number?—XsHH S



6lcts <f2lLs oz I AAHSP ZEsid
2 12N
[108]

A= CH

(1 Thank you for sending me such a
beautiful gift.

@ Thank vyou for your help with the
marketing project.

® | appreciate the time you took to
interview me.

(@ We appreciate your recent order for our

new product.
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(1) Congratulations on your graduation.
(2 Thanks for your recent order.
@ | am wishing you a quick recovery!

@) Please accept my deepest condolences.
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(1) We apologize for the delay in reply.

@ I'm writing this e—mail to invite you to a
dinner.

® | look forward to hearing from you.

@ Let me know if you get this e-mail.
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@ I'm writing to complain about the shirts.
@ I'd like you to exchange them.
@ They are too big for me.

@ I'm looking forward to hearing from you.
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| / wonder / product / weighs

/ much / this / . / how
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many / colors / how / does

/ model / this / come in / ?




