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I wum 1 - eanWea & Bwa (Correspondence)

AIMNYINE

2ansvas ludaaay

1 attach (v.) uwy (lWa/1enans) please find the attached file
2 confirm (v.) flusu confirm the appointment

3 schedule (n./v.) ARUANIT / WarNIE behind schedule (Fan71719u0)
4 appointment (n.) UarN1g make an appointment

5 deadline (n.) AVUAFINU meet the deadline

6 request (n./v.) A28 / 28 upon request (zﬁa'fm?/a)

7 inquiry (n.) ANSHDUAN respond to an inquiry

8 respond (v.) AOUNAL respond to an email

9  notify (v.) uda lvnsu notify staff of the change
10 remind (v.) hau a friendly reminder

11 submit (v.) a4 / fu submit a report

12 approve (v.) BYNG approve the budget

13 revise (v.) uiladsuigs the revised schedule

14 draft (n./v.) UM / 519 the first draft

15 enclose (v.) uwunn lu (7ee/3u.) the enclosed brochure

16 forward (v.) §6D forward the email to...

17  regarding (prep.) ey regarding your order

18 urgent (adj.) 15969U an urgent request

19 postpone (v.) \dousanly postpone the meeting

20 reschedule (v.) 1 lnai / i@owsin reschedule the interview
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| w20 2 - sz & smymAAa (Meetings & HR)

agenda
attend
conference
presentation
candidate
applicant
interview
recruit

hire

resign
retire
promote
supervisor
colleague
department
employee
qualification
experience
training

performance

ANNYNNE
MzNsUIEYN

12159

Ny Inai / duaun
nULEUD

Haxas (faaan)
deiuluasing

dunnsal

JuarAIAY

9

anoen

Nt

dausuvis / TusTua
NI

BN INGY

UWUN

WUNITU

AMANY

iszaunisel

ANTOUTN

NaNISNINY

Janwevns ludssay

on the agenda

attend the conference
conference room

give a presentation

a qualified candidate

Jjob applicants

a job interview
recruitment process

hire new staff

hand in a resignation
retirement party

be promoted to manager
report to a supervisor
my colleagues

the sales department
employer = 189N

meet the qualifications
experienced (adj.) fuszaunisai
a training session

performance review



| wu2a 3 - #0218 & n913u (Business & Finance)

purchase
invoice
receipt
refund
discount
warranty
estimate
quotation
budget
expense
payment
charge
afford
profit
revenue
invest
merge
negotiate
contract

installment

AN
nsdade / #a
Tuusowil

luasa

AU

duan

N135ulsznu
Uszanunig / fisnan
luauasan
Julsenna

@ ldfans

N197E928U
Asssuiien / Sendu
el

Als

sele (296n3)

AU

AIUTINAINTT
LR3NADIAN

Neyayn

NNHDULTE

Janwevns ludssay

purchase order (PO)

send an invoice

keep the receipt

a full refund

a 20% discount

under warranty

a cost estimate

request a quotation

over budget (1fuvy)

travel expenses

payment is due (Asun%ua91L)
free of charge (W5)
affordable (adj.) 1A nBaNd
profitable (adj.) nnls
annual revenue

investment (n.)

merger (n.)

negotiate a contract

sign a contract

pay in installments



| w420 4 - 1Auns & Tseusw (Travel & Hotel)

reservation
book

itinerary
departure
arrival

delay

boarding pass
luggage
accommodation
check in/out
destination
passenger
fare

round trip
aisle

available
amenity
complimentary
currency

customs

AN
115904

209

ANAUANITLAUN
ASBBALANNIN / 21880
SN / 2710
ANanZn / tdau
Wasduiasaa
nsztdAUNIg

#inn

WD / AURDS
YMNFUA8NIY
Jlagans

a1 laaans

lu-nau
masiiuszrinedids
19 / §14uSns
ABIUIBAINEZAIN
W3 / aduunung
anawsu

faninsg

Janwevns ludssay

make a reservation

fully booked (i6iauda)

a travel itinerary
departure time

upon arrival (1iiasnéia)
the flight is delayed
show your boarding pass
= baggage

arrange accommodation
check-in counter

final destination
passengers to Tokyo
airfare / train fare
one-way = iig e

an aisle seat

no rooms available

hotel amenities
complimentary breakfast
currency exchange

go through customs



| %20 5 - Tseau s1uén & wSn1s (Production & Service)

ANYINE

Janwsvns ludaday

83
84
85
86
87
88
89
90
91
92
93
94
95
96
97
98
99

100

manufacture (v.)
inventory (n.)
warehouse (n.)
shipment (n.)
deliver (v.)
supply (n./v.)
equipment (n.)
facility (n.)
maintenance (n.)
repair (n./v.)
install (v.)
inspect (v.)
defective (adj.)
guarantee (n./v.)
customer (n.)
complaint (n.)
exchange (n./v.)
out of stock (adj.)
renovate (v.)

temporarily (adv.)

FUAIAIARY / dABn

e

NAIEUAN

AN5INE / ApARUA
danay

v / Ingeu
guUnsal
a1ANTA
ANSZBNUIF
ADNUTN

@
17

ANG

Lo

NI

#1350 / Aenidl

Suilsenu

an@

A13D9L5 8

wasudud / wanidsu
FuAnue

Usuly (21a13)

2R

manufacturer = gruan
take inventory (1#aasan)
stored in the warehouse
the shipment arrived
delivery (n.) n1soaas
supplier = ganvmug
office equipment

a manufacturing facility
under maintenance
repair the copier
installation (n.)

safety inspection

a defective product
money-back guarantee
customer service

file a complaint
exchange or refund

in stock = dzav
renovation (n.)

temporarily closed
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