FRZe/ — k)

KRFFEHFEIZOVWCOMES LIRS
—jjﬁ’/ﬁi%%gfo‘i U‘l:“‘/“ff\xﬁ@%’i’ EF'/L‘,\}; L7 — AR T4 ——

Moo o= gk

(%A 20164 3 23 H)

I & C & I

FEFNIKRFICBIT BIRATEE 2 S5 FICE VA AEFEOHF ICHED > T
705, HAE, IS OGHOEEIHT LR =—ADHENOOH S
£9Ths,

FRATHERRIZOWTIE, HARAOWAMRITA201541,621 07 A& $x, st
AT (7 MoN 2 R) TS ==Xz, AAEAOFHRIT (£ o
7 ¥ F) BH20154:1,97405 N L@ T & % o 72130, 20204E DR Y
YE Y 7T, ELICHLR—ANEELLDEEZ LN, WA
(2, 20134F12H 21 HAF U Seoc# M 7T TBOGT C© H AIIAN 2 Fpo 4t
FEINEZA R v, e AMAEZEK L 722 L THROS o 7z01L, [HFEAS
WUV RESEICHTLMEL>72] EHUESRAIEA, 20144 2 H
16 HAH T B AR EH M E TR TR HAEANICLS BT L] AT
X VT THERFEY —C AP LRI THoT2e 2O L) RIRMLEH
Ab L, FHRITEICHETE 5 L) BEFEN 0N L2 2 L5 HOK
EhipEE VXD,

Y YR ABFRIZOWTIE, SCRFHAAH20034F 12K e L7 [FEFEAME R
5 HARNDOBERD 720 DATE I ] 12 X 23Tz 2 3353 2D
HMADITA, 7a—r0 AMBEBIHEAEF IR 70— OV O Rih 5 5
SACIZELRE L 72 53BN OB Y MlA DT TOEIC 7 A b OGN A BN,
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IRy 57 % W1y
AFTIE, 29 L2RITEREZ S NI Y R AEGEDO REHREZ ol
12, FRIRNZIZDWT, LD 5 ORI &8 0 JfE L % 5 S8
b, F—ARI T4 ELTEREZAALDLDDTH S,

0 7r—AR¥7+1

FEDERE IOV THFFR I 2T 2 D0 AROHH TR RO T,
PRELC B IRE ST E T LT 5, BT, #RETE
WCRPERZY BB 2 &2l 72w,

1. RITEZBICOVTOHFRE

T BB EFFIZ3MH Y, HREZTD 1 IIHERR 3 ML
VOWNEIHER, 7 U CTHERBEZ D 2 13HE 3B 2 # L~V D P I L
EHY, MERBICHIE LTV DER-THY, MEilBo EMEIE
PEHIH 5 TWDe WTNOHFHE 20144125 1 A FsIT S 7z
A%, ZNLENC ERAEDI AT L CORERBI 73 2 7y 7 2 %ET
LZNERE > TWb, #EREZO 3IISEANDFFHIRIT (£ 8T v F)
B Po7-b 0T, FEHEAL (OBIEANLHA) TRES K, 2016412
RARMRAFAITEN TV D,

1) #HRFEZ01
COHEFEOE 1 OIEBREIZIE, 2T O IESBE SN, Z0lF
LAEN, BHSEORMR I ATHAHH, EHIFROEEICHEA L,

i) AEEE
1E) ARESAE
COFTIERTfE S 0, IEREICE THAOMAREEH T 714 v v
CHWON L HERICETIEZ W2 LIS tdH b, 2oHBE LT, it
ML Tt LOFEEOM Y @R 720721 Lo ME L)WY ER 72
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B - REFFEFEHRF IOV TORMERM LIS
DAY TH 205, AEOYHTIAEFREETH ), DAED AR
JDOFR—2R=TTRELTHAREEHE L W) HFHIRY5 %0,

#%) Baggage claim check ZECHrs [k

1F) Baggage claim check ZECTAWE HRGE, 2L T [HEGE

DOEOHZELFETIX, baggage % T+, % L T baggage claim check
LRI L AT 5 L) I bbb, ZORTIETIE, Thze K
WLL72b D> TWBA, 1 IRTIEARE [Rtmilfiit] L Lo
PRI S, BB, 4H, bHETIE, EBER BEWNKE DI, 35z
ECTTFMW 25 SWBEE, LTI HRIEIZES 2 o> TWBH DT,
[ZAE T HED VEE] & L7213 ) ERICE-TWDETH A I,

%) baggage claim area fif P EERIT

1E) baggage claim area F47 ) Z I

Z D baggage b 1 R TIIMM E LKL L TVl &l b, RIIEL7: [T
W20 ] THREEW &IV R WS DO, baggage claim area i&, 1 A5H
ZFT L H 2 TR TR EY, FIHZRE T T iy, B
2T TG EY L FR SN T WD, BB TEI KL EIhTWS
D= E R 5% 0, [FHPWZI] L3450 TIERWIES ) D

%) checked baggage THIT 724

1E) checked baggage THIT 7214, ZELTFaid

ZOETIEIX, WMAEEEEBIEO =y b ®Hrod Words and Phrases (2
HY, MBSALTHIT =T EHTERTHELNL DO LRI NS,
ARSI [ 78] CHOMEVTIERWELTWwEDS, 2H»
MM CTOMERE LTiE [ZEFml] <oy, [T T3z
FERTHILITRARLHRVEIICE) . BRETIE, ZOYRHTHEDNL
L LTHET20THL 5 01E, HiECREVWERLEAZBRT 201
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IBilEmEY: 57 & 1w
DL BERYDLDIEH ) D

WIZ, IEREDH OB IO WTIY FIFThRizv,

25512 AL 1 Is this the check-in counter for flights to Sydney?

FATHRICIE TS DS H B RFEOH T, TORIHIEIWEIN TV 5D,
EFEZODDOIEEMER VSO0, EBREOWHEICHI L2 ETIE R WX I IZ
bz, ZoMHIL, flights LEEIETHL I 00, FU L) RFRH
WCHBOY F=—f3db b 2 L2k, ThODOEDTF =y 74 Y
YI—HELTHENLTHD, EREDF =y 74 hY s —Ti&, %
=5 —WHICERTRE A POELNTRENL, W—fHIZa—-FYx

L BMAEL DOV T VD Z EiEdH 525, 4 flights EHEIRIZT 5
DR AR5

WAL - IR EAE A — FE2FERTE T30

IR E RN HA B & LT May I see your passport and landing card,
please? LI NTWVWD, THDL=y NTlEHF ¥ AREOHROXFEDH
0, Z0OdbEIZINEXDD S, HREHIH % landing card & 1Z 1 F1) 2D
AEA—=FTHY, )7 DOYf declaration card LI TV, 7 X1
71 Cl& arrival/departure record (72721 ESTA ®3E A2 X 1) BIEHBYT0
HUHOBEIAE), bAETIE disembarkation card & FHEITH Y,
EDOEDOAEA = FOZ LD ZWHIZ LR wE, ZOMEHITIXHREL
EFREPREVIIICE S,

FUREIEIC B 5 M FE  security checkpoint
W27 T TERRZEHEN O RN DGR OWT, BEHERORFUS
security checkpoint IZ fREMM AT L IRE N T Wb, —Hawme LTI
security checkpoint % fRZHEHIAT L R CTHHE LRV O»H Ltk was,
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BIML : RZFEFBEHMF IOV TORER LT
ZEENE V) HTRAEYTH S 9o ZOHEIL, DAEDZEENTIX
security checkpoint {21243 % £Kil & L TREREL b T L 005
Thb, &b, bDYPEOYE, WEPr&IE, 20154 3 H £ THRHZEEIC
HolzkH, BEANIHTLNLDDTHY, ZEZENDHDTIEAR NV,

E5I1C 3 5 Y3 © Would you fill in this form, please?

COEZLITATNGHOL=y FOHIZHY), FDOL=v b4l Hotel
(Accommodations) &L THILENTVWSLDT, TAYIHETHS
ZEDRDDDB, RTVTOF v 74 YOYIHT, ZOELIPHEHLILTY
2705 ZOfillinid4 FUAHETHY, HEOREIH L L HITHI,
& 512, Words and Phrases {213 [fillin (aform) FEAT 5] LdHEH7T
T, TAVHEAF) ZAOHEOECICIIER L T, T/, HFb#
DOEHIZ [HEFEDO AN ¥ 7IZENZENOHMIZIE U T American usage &
British usage 2¥iH SNTwET | H D, AXR) Y FOEW LHIEEL
TVARVOREMEL LT TG TIERNES D b

AROIEBREIZOWT, MG ER I TRIEYRE, W L1385 51

HTHE LSO TTY, MWRMICEND WY 2 FETE oo 7z & ik
LIRCRALTBNET] LIS, HBLROCIZHEAIZE » TERERL
TETHY, FRFLLTOB#MERZLTWZLEELVEIICE), F
7z, IERBVUHNORMEEIZOWTIE, EBEOBSTORLER T2 52
L, ZLTHEDEVIZOWTHHBEF L L TORBEILETH S ),

(2) #HREHEZD2
20154 FERTIIC BB 2 0 1 OB % L2720, 20154 EHRMoIZ Lo
AR LIS WEDbRE L 2 A, HRHEZD 2120V T, I AEH
BENTOURWDERT 5 L OHEYD 72, 10K, HROKBRL
LTl & 220 ST E Z2IRBRFEIIR2LE R OETIED D O, #RE L
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582 % 57 & $1
D1 EFRUEDOETIEE ol ZDIFEAEDBIMEOHME I ATH >
7275, ZOHD 12RO DI H - 72,

af

SRR LZ 2 5 ¥ Persons must be 21 or older than 21 years to buy
beer, wine and distilled spirits. (Tt EE#)

ZHIE TAYA - IVH VMOV TORNOHIZH BIETTH b
FHNLTHHDT, [2lorolder] THED Z2DOTIELE W, f ¥ —%v
T [21 orolder than 21 #MF L2 25, 9Ly M Lido
7oo HRALAG 45822 513 [Persons must be 21 or older & L7213 9 25H A
BEHTHL] LONENH oI TO—HT, ML=y MId DI
XD [ITVHMNTHEEZREAT S, 2D ETRIFIER D F8A ]
¥ T B R OB TIX, [Persons must be 21 or older to buy alcoholic
beverages in Michigan.| [In Michigan you cannot buy any alcohol unless
you are 21 or older.| & L TWw5, TOx1=vy b TITHBEMEIH Y, €0
HEHNELD D B0, BEWNEN TV RN LIRS,

WIZ, ESRELUSOREIZOWTHRDY EIFTHRZZV,

£&52 3 5P 1 Can 1 have our vouchers?

COWLIE, ZBEIEBROBER EANZEET LOKFOTICHY, K
BHER T (2R T Ldotze BRI [N F ¥ —%TH
FET] EEIIES NS, T, 4 1 BT voucher % FHA V) ik & §R
L72Dx &% O 05D 5 o

Words and Phrases (2 & % HIGf © expiration date Z3%h H
COMERE, FTMIT, 7L Yy b — FORMBIRZ FVTWw 29
HTlibhTwd, EEOZ LIy M — FIZERBENTWSELICAIL
T, HRWIRETRETHA I,
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BIAR @ REEPGEHREIC OV T OREM LIS
22l T ( ) is recorded by the post office when sent and at
each point on its route so as to assure safe delivery.

Domestic mail / Express mail / Registered mail / Special delivery
ZOMET, 1F4X Registered mail & 72> T\ 5, MEXONEDNS,
HAGEO ERH AN $ 20T, FRBHEDOIEFNTDH 5 Registered mail
BEIEEETHLDOTHAH. 7272, IEETIE7%\» Special delivery 23& 9 W
IDBDLEDOPATH S, IO Special delivery & 13EIZH LRI T4
Bl | LRSS NTWE25, DAEEIIIFTEL RV, 7 A DDA,
#EHL on the WEB IZ X % &, [18854EIZHA S o 7z, ERFLIAMIELIE S % i
T, 19974 IZBEIE S, 19774E\ZBIG S 7= express mail IZ—ARfLE 1

721 kHY, TAVITHUHEL T RWI LR D, 1T ZA0E4,

[ Special Delivery Guaranteed] &L 5 D DA% V), [to track important
documents online and get signed proof of delivery| L #HHEINTW5, 3
LHARLT A A2 MET L% 01X, FHELLZVDHDOEZEFNIZL TS
ZEiznh, AFY AR MET S % 51X, Special delivery = Special
Delivery Guaranteed £ %2 5%, THHIEZEICHD ) DD TIERWESS
Mo

WOPFELVL F—DFHMTIE, 4 XY AEET A) HHEOEBIRHE
PRAELTEY, HEOK M2 RELIZR>TWVD,

Dear Madam or Sir,
I am writing to inquire about my shirt which was damaged by your
hotel laundry service.

I stayed at your hotel from the 15th till the 19th of December. I handed

in my shirt on the 16th, and when it was returned on the 18th, I found
that some of the buttons were missing and a part of the right shoulder
was slightly torn. I complained to one of the front desk clerks. But
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B8y 5857 B H1

afn

unfortunately the manager was not in; the front desk clerk couldn’t do
anything about it.
I would like to ask if I could get appropriate compensation for the shirt.

I hope you will take this matter up immediately.

Yours faithfully,

$EFHHTHE L7z [inquire] (&7 # ) A Mk, [the 15th till the 19th of
December | 131 ¥ A, [front desk] &7 2V A M, [Twould] 1
7 AV AP, [Yours faithfully | &4 ) AHETH O, HEERIERS
LETVLY L LTRIFELLSZVEER S, 4B, Salutation I2dH 2
[Dear Madam or Sir] 3R T [Dear Sir or Madam| & 51E3 % Z &1
o7,

Words and Phrases (23 % 3 : signup &35, (BHLT~T54HZ
Li2) b b, BXOinquire Fia b, 9

IhbiE, FEEE LT [signup for ~ (~ICH LA, ~2&d5)]
% [inquire about ~ (~iZ2oWVWTa@mMa b, ~IIOWTHVEDbES)] &
WO HEE L LCHF L2 R WL S I,

Wi & Cd B EMERIZZ ) L7ZREERNEIZOW T2 LAL E
2, [THMWIZEE LMo E T LT, (s [CiERE2 LD
Flico Z4TRBEBPITLELT, MICHLRISVELA] W)
METH o7z MERBROMBIZHIRE ZETHY, WFEH L LTHTEE
bo TENMIBDOLE TRETIRRWES ) D

(3) #FEZD3

COEMEIL, HROT T IAT Y FOBEPSTIERL, £ T

ROBERLD L DT, HRADPHEANEZ HARTENT B &) Yz ik
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BAR @ REFEWFELREICOWTOMELR LIRS
ELTWD, 2B, AARMDZD, HBHHEETICIZHWEbEET- T
WHRWZ EERHL EIFTBEW,

FHUZH 2 WOV T OGERE

HH K%L Tokyo University & B E N TwW5b, LAHL, BFHETH 5D
HRIRFD R — A R— |21 University of Tokyo & 5 \» & UTokyo & it
ENTBY, WEP»O5N, BRHFIZILAXLLO2H BRI RETH
N, BHEZXOWERLIZEDELIRZITHA ),

PRE B9 5 AR

FFZ2% 13 special express train & FRIR X LTV 5, 72 LIS, FISEHES
WX OFERSASNLD, HROYHZRELRDOTHATIZE) LiLsh
TVLONEEEZDLRETHH ). HEREZRET S JREHLTIE, FE5)
Hi(X Limited Express (LTD.EXP) &ZFEillL Tw5, TS T special
express & il L TWAD, ENTIORLRIIZALZVWIHIZEbNE, &
512, A ARITEDFIN T & % JAPAN RAIL PASS 1 JR #£4ETL2MER 7
WZlkEEZLLE, ¥ JROKGLTH S Limited Express (LTD.EXP) %
SRR L 7o 22O D REM DR D o

73, special express [ZDWTC, ARFHEE (1993) & [FEEEEAT &
b AW rH 5] L XTwb, 72, FiHAEAZIZX L special
express & ffio 72454, HIHIZ1E limited express & FRENTWB LT 5
&, RELZH S TRMED D S 9 o

20164F 3 H26 0 oAb sBris st B 1 b v, FHR~ AL C#fT S T
W BAT T3 F %3] MBEIES Nz, ShUCk ), HHEMSGETSh
BTN, IRPSEEWETI LI -720T, B TIIEEYHE,
Py, WIS L 2 ), HEFEOREHRLE RETXETELW
B9 e BATHIEAEAT SN TV & X1%, 24750 FA7 & LTh)
BATHIE (BEFNE) 23H 70T, BATHIED 2 W OIZE 25D 5
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IBERGY: B 57 % %1y
DILEFR A Z 5o RGHERE (1993) &, HEFIEORFERLL LT,
LFTHIED D BT, rapid express % fast express #f25 L TW5, L
ML, 4H, BHENETSNDBATHED R o oD T, Hiic Bl
POMET HLENDS ) EHIE, RDOLHIITEZ D,

9, BATHIEHDZZ2VWOT, FFEYIHL %L express & 55 2 LAY HEE &
590 12721, BATHIHEAAEM TET SN DO THIUL, SfTHHE &
WEERFLT A0 W) MEDDH 5, FHIL, express #HA L LT,
) RATHREBFIEE2ATHIEZ &) FFERLT A 02 E 2 5 L, AN
BATHEZ T A0S 2, FRBEANEISTHEO LA TH S
b oRThIVEVIVETHE, TLT, HEFIHEORGER
EVZITANONEET 209 I HFICANS L,

— WL LT, BRERTHO

—HEANIZEST, i) LHPTELLD

—HARAIZEST, BLADLTHHD
Vo 72 ENRBGWERR, €9 F55L, —ODEXHELLT, EHTIE
RIEBTEL) BEANT o TOEMEIE, HAVIHEOYE, FAT,
PFET Tokkyu & LTI E D 72H 9 e FNENEINICE - TEKRE 2T
LD ETH-0IZ, Tokkyu Express, 23 1), At w) #0241 L £H
TEDTHbD, A v —%v M T, —HTEDSD, ZOHBIBALN
5o LT, 2475181, Kyuko Express & £33 5D THh%, JR T,
Frigitid Shinkansen & KL L TH Y, FEFELASASN L DT, FFEFKLL
LTI CIEawEI HIcBbis, 72720, Tokkyu % Kyuko 121 express
DEERDBEENTVLOTEETLDTREI AN LEV) KEdsH o0 d L
NV, TRIZOWT, WilICE2aI2=r—Ya VD ZFNT 2 7
A hTdH % TOEIC 7 A + DFifl % & 1F 72>, TOEIC & & Test of English
for International Communication O#EFETH 5 DT, TOEIC 7 A h &\ 9
EFVHIdTest DT ET A MPEBET LI L% 5, LaL, FHEIAKTIE
TOEIC %* 5 TOEIC 7 A KM A2 L TH Y, TOEIC 7 & b &
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BIMR © REZEFGEHBEIC OV T OMEN L3S

TOEIC L\ ) %405 A b LR &%, [BkIC, Tokkyu Express b f§74
EVIADOBITHIE LN TE L THAH . DT, 20164E2 H 6 HAF
FIERFEE RIS X 5 L, TETZGEE & RETERE, 20204 U 1 - /<
70 ¥y ZIZI, HNO BRI SRR T e E S L,
HMASRIA 5 3 HAME ASRIT S 0 3§ 5 FEE AR LS &
HEFER LI e Bl RTINS 225 AR (TAHHIX) ORI,
HIE 1 [Manseibashi] &fA 20— FETEILLTWBETEN, Hx
BT 5 [Bridge]l 21 RET] Lwd. Ind, L VI 4G E
fERTE X9,

W2, WEHF1T time schedule LW E N TW5b, —JF, JR&EMTIE
timetable KL LTBY, Thd LW JROKEBICEDE LD o200
HD5% % o

AR B3 % Ak

EMS (Express Mail Service) (& EFHEEEM/ VD LRI NTnD, —
¥, HARBE/AEHTIZEMS © 2 & ZEFEA Y — FEME & FL L Tw
DT, TNEDELERETHA ), b, EMSIIURTERELE ¥ % A
fELIHEIN TWeAs, EIRSEERENG & v ) ZFRIE SR SIETE L 7RV

O LFEHD, FIEFFMIRIEFFEMRZ &I2 XD, special express, time
schedule, EPSHEBME/NDLEFRLLzOTHIUE, I 7 7 by v
FOHKTHY, 4 N7 Y FTEHATEDI ) IZEKRLEN TV
WO TRZBZRETHLDOT, HHOREDD 2D TRENES ) b

TS EREZ B 2 93T
JiJ& F— 212 LC, It was built for the Japanese Chamber of Commerce
and Industry, and completed in April 1915. & 2 XN TWw5b, Z® Japanese
Chamber of Commerce and Industry & &, HAM LEAFERTOFR—L =Y
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Bl Y %57 % H1%
W& B e, TEAHARARGLEETZ BN T 2 EFELLTH L, ZOXMRH»
IR BIREEERME 2 R R L LTI Twab DT, A%k
FEFRALIIM - BRETHA D, UNESCO World Heritage Centre 7k — A
~— T|Z1Z the Hiroshima Prefectural Industrial Promotional Hall & Fl#% <
NTBY, AALEFERLEVH DI 2 DD L TE) TR D% HFHE
T 20 E L BWVWEER 5,

HHE O 34

Words & Phrases {Z [Pusan 74 > (#EH 2 o¥f1l) ] il hTwn
bo —F, K22 ETEINFEEMIL Busan & 5L L T 512, 1l
TWOF 742 % VA b TH Busan & EFHEERFTLL TS, TNHLHED
PFEELICADLELRETH A ),

HHLDOIRARRRBBALTII RV ET L2 51F, ARGEHEELRY
FEDVEO I HFELLE W T R D BEDPRUMLTVDEEVDEDL % %5\,
o T, ARARRFERLRP UFAVWED L WBRLYD G, FEVZ
NHICHISL Z LR CIRTOEIRBYTH B39 Th, RO F—I1
KT 5D TIERVES D b

2. EYRAEBEIIODVWTOHRE
CO¥FEIE, TOEIC %@ U TE VA REEEF AR > TW b,
ZLTC, 9B TORICHB A TELIIBELE L] EFHWTH 5,

332 : Thank you for your letter dated February 7.

ZOXEIIE, FHRZHOBILEZBRDZEHTHLZ Eh6, FEHHE
(routine correspondence) TX {flibNTWARHIZXDLHIZlbNhD, &
O dated 122V, [HRGE ¥4 AEEEHE 3 AN T F A ] Tk [THKX
OFERB| LFMENTWE EH12, SHOKEERFICBNTIE, dated T
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MR RIS IOV C ORI A LS

3% KT of WAL TS LERITEZE R D, TR LT, WM
HFERIE [T~Hf] @, LwHZETIE, 4THYE Y R AREECTHE D
NET] v, [HEEEI/ZAFa Y - Ky Z A] 12XbL, [dated b
HLEWESbRTWETA, 72&21E THRHE 3 AIOHfHC R > Twb
DI, ZOTPEELDIZ4AIAT, EFICTADH o7 L)
IS, 2R L7z2wEaIciE, dated ICERDYH S L) ICBbRE
T ELAaP0db, [of ZHVZ2O0PBMRMTIVESNTVET] L
HEhTwa,

PERS, BRONZHBEIZHE VT dated IZEFERD B BN A3 5 D
b LNV, BEHEEICBVTIE of ) ODZ YU TIIRWES ) B
[5THEYRAWGETHE DTS L), dated 721F % g
of IOV TELERLTVRVDIE, HRFLLTNT V22K LI
9o

%8, TOEIC & OHEAEIZOWT, WMIGEMHEEL 51& [TOEIC 122
Wi, ETS2ChEFCTOLMBEZAML TS bIFTER WD,
TOEIC T dated 23 A0 E ) PIBEATHIEEITEIRAL LD
Y, TOEIC 7 A b Tl Z @ dated 25fEHLN TN E 0 L) BAHTH %,

770 © Kind Regards

FHLICBT 2 5RO ¢, Kind Regards L it#iE T %, I
AR [Kind Regards &, Regards 2 K CFICT A2 EdbHY, £
A AP TIEMEWEZE AR WE D TY, $72, Bestregards # Best
Regards L L TH5Z LD LBV EFT] L), ZhiZH>nT, [TOEIC
FAMNART S 7574 X V=74 7Hil 1213, Bestregards & it S 11
TBY, FLOMFICHIEEAASND . BELTHMR/IL 25, Webster's
Guide to Business Correspondence 213 Kind regards & 5tk S LT W 5137,
4 % —%v b LoBBC World Service T3 With best wishes %> With kind
regards DFLEAAH S, NIV vy« Tx X DR —LR—I T Best
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IBiERGY 55 57 B Wl
regards £ 7% > T\ b, FH1E, o Kind regards 1%, FHELTD Very truly
yours, Yours faithfully, Yours sincerely 7 & & [il£#(2 Complimentary Close
D—HTHBDT, WANDLFIETHBRLFIILRDLDTIE RN EER D,
A8 =%y bET, £ TRAEVEROMTTWZTONLD, BRHEH
ZEIVI) DOR/EIT 20 E LN ETREVTHS 9.

JHFEIEAN - agenda

HHRGOERE BT 0T, MUt 4ETIE [agenda TS, HAT
bAGKEE, [7Yxry ] GRE - #EEHE) L LTSNS XHI1ZRD
FlL7z] EvH, ThiE, BA2OHEOERILERTE 200, HEdid
ZDOWTIdE - T 5 agenda L% do 2O THWE bRz, ZOREK
25, HmFHEHIIHT A ERIZ agenda W) T LI Y, FLT, HhkE,
[TVxzrF] ELTHBASINTBY, ZOERITHE - FEHEZ W)
CEWlhd, TV FICHTAERE L CIRERHREEE L IHTX 5
A, BIRRICHESHSE DR 2 008N E RN ED % 2 v, FICORMKER
T EHEFSR T A PER1E minutes X° proceedings & & 1), agenda (72
Wb Th b, #Giskld agenda 772 9 7%, agenda & (3P - FHFEH
DILHEDOT, HHEHLIEIRLELZOTELNES I He WAL, [TOEIC
TANSAMETERRF Y 75 —] 12X 5L, agenda DFfize & L Cik
(), WiRPHE, PEREHLP, HPEEL VI Rl R,

PDibEds, [ % TOEICHBE A TE2 XHMELE LA LFHNT
» %%, TOEIC 7 A b & DEEGVEDOMEDH 5 DTRRNIED )

3. HBUBORFICOVWTOHRE
COEFFL, [DOPEDFERIZB T 5 HAHEHE O BR & F B I,
APl L, SRR TR 2 AR EORE 2179 2L 2 HR] & LT&RAL
SNAFEHRICE Y RS, [HEPSERE TOFREAZ LAV LIS
BOBLABETEET] &HY, PEBIVEKTERTLINEZHELR
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BIML ¢ KREPGRECR IS O W T OB LIS
TWwa EHiZlbns,

¥ - Will Jenny go to the movie next Saturday?

COELPBIREI N TV, FHKTH D DI go to the movies Tld 7
Wk unibes, TORMAIE [Z 2 Tld, go to the movies 2% Y4 T,
& OWLH] & PJeed> 1) 72 the movie [FAEY & b 90T, KIH movies
BIELE 9] v, goto the movie & DELIEASIINIZH —TEFTdH D,
WM go to the movies L EJIET 5 2 127 57275, e - SR OWEE
T go to the movies L HIDTH L4 51X, 9 LFBE2HIz TV
WZ EIZR ), FEERW TN 2 AR IREORS 217 9 HED 7% movie
FHEIRE L2008 D5 o

P I'm glad to see [meet] you again.

CZOEZLIZOWTHWAEDbELEZ A, ZORMKIE [4F) ZAANEHES
L 7212, Nice to meet you again. L S-720 b LE ., &M, 1 F
A NI see & D meet DI ) ZUFATH S EHINAH 5 X ) ITBWFE T,
DT, meet bHENTIEHY A, HL, P - BRTIET A A%k
AREHHEIZL TV ADT, MEFICIE [] REZETVALEETLE] &
VI FEFHE LT, HE - BROFE T, meet &) O THITEGRIZ
B, T AYAPEEERIILTWD DL, A F) ZA0HEE []
FORL72ODEEMA KRS F72, [V —=7 ZAWRAFM] 121% [meet 1Z
MR CEBEFN SN TR 726, £ LT W sef KR |
[Tm very glad to meet you. (Z#)xAIO & &, 2 [0 H LLEIX I'm very glad to
see you. D3] L FNFNFHPENTWEDOT, fEdEL OllllE H 5 =
LWl b HEMWADLELE IS, REMRHIFIBIEZIT) 2 &lko
7o, e BRTOIEEL RFTORFE L ZHES T T vt vwbhE
5% R\
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22 7o U4 - Mike fell asleep on the sofa, he was very tired.
[but/for/so]

IEEDS for LHAHZ LIZODVWTIHWEDEZELEZA, ZORMEIE <
TEbLZVOY), FEEFETHLSECIZEEALHEDZVOY, 422
TIEDDITIENFEAN, PR LD for l2IZE L ORHIEFAOE X DT

WERAOBENH L L, FHESEHLLETHIHFE->TFETOT, |
B, for DFERO—BIE LTHRCVE L] Lo HEMREZRDH
R, TEFC old, ((X#)) HBREDINLHPMFVTVWDELDOERH LED
DFELADOT, KEl, ABE»Z2RDTRBLET] Lo/ I,
Y BRTORBETRIFEFLLVOTHIE, REIDX) RHE2E
L 7= DDEER DR B o

¥ : His idea sounded very good, so we all agreed to it.

Z ® agree to \ZDWTC, ZOMKIX [Forest 72 & D%#ETIE [with]
AL L THBRLTWAOT, REOHRIKIZIE [agreed with it.] |
HEETWZEETd] Lwvd, with ZEEAL LTWEDIL, ZEtod L
72D FER DTS o

¥ - I would like to introduce you to my friend Jim.

COELDERIZOWT, FHIHCI R > TV BREICIE [HAR7ZICHROK
ANDY LZ2 A LI ERWET ] EholDTHEDbEREZS, £
DOHRIZ 58 #E 7% ECldintroduce Ato B [AZ BIZHAT5] LT
WET, AZEGHRIZLTWETOT, MEDLRVWIRZL 25 XEZL
Bugd, [z KAOT NIRRT E] L LAE) vk BbhE
TOT, REBERIOIIZIIMEIEVZLET] v, #7560
B, BRTL-00METIIALBEMY EZ TR TZRUTHR-oT0E E
WhEDL%E R\,
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YL : Tt is certain that he will agree to the plan.

Z®agreeto lZOoOWTHWADbLERLLEZ A ZoOMHKIE [BEH
(Forest), #HFEHEREAM (CROWN) % & CHEREZ WAL E Lz, W
Tl [agree with] 25— T3 DT ([agree with (to)] & W) EHTL
72), RNEBER XD EEZ ST AZLZETET] ), 2hd, mwitho
agree to TH Y, ¥ to & LIzDOH5EMA5 5,

H3L : To tell the truth, she is my girlfriend.

Z O girlfriend DF VW IZOWTHWE bR EZ A, FOMKIE [ER
YTk (ALD) d&®, KiicTlibiwvnZ Lidhwnd, BEziFEd 07T,
BT TWLHFELDOZ ETL, BEMONELE R 5 LAY % HE L ]
bRFETOT, RIEBERIFFICIEESET0ZE 3] L), T
WIZIEL ST, HEWLEREIRDLND XHITEH,

2P Al 7S HE © We can wait for him (no longer).

1413 no longer & 7% 5 T\W72 DT, Z & no longer DALE 12D W TR
Gbeicl s, ZTORUKIE [ - FFEFERCHET — 5 X— 2 2k
L7:#5 %, [nolonger] DiEIZH T ) ibN LW EIZTEWE Lz,
WIAERIRE L VAR S TWZEET] Lvw), Thid, BRARRIE
DIATRBEVEIRDT, BEZ I RoTLEH-OPEMIIERS,

MUEdBRTE72E2BY, SEIFERLZEDZVHEHEVWDLEDLEZ 2R
Vi, SO EIZOVTHWEDbEZEZA, [SHOFFAMIOEELT
ARRE TR L72REAH D 3] Lvde FELVWHEEEZ DAL W
A, FOERFZZOMBEOAH L AELPN TR VDT, ZORIED
HEL7zb D Lo Tz, HREFLZHHTLHHL LT, BRETHKS
NIZHRBFEDODDIZL TWZ LIHKRD2, BEOALLTHEICLE S
Th, IADZVERHFRIIFFI LW ETIE RV ZOZEFEEFICIZFIMC
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o TWAIRERFEIILDITEIENTELDT, FHEIMRE %R
5T ENTELRHEDD ) MRE L TW7200S, BRECE),

I KFHEHEHRECOVCTORE

N B XD RBRERCEREA 2 WELE, HEMRI) MAICE
RONTWD Z LR BH, REEHRHREOEMNM L7z IZ3RE %217
I TELWEEMRDOD L L LEZ D RFWEFHRHUBTICOWTIL, KREWGE
YFRE R E V) FEPEEL, FHEOR—AR—JI2E [ 2O
BiE, HICREOEAERIES T, L) REEMOME, HEOHHK
e, FICHEOBESZX2b DL STz, = Wi 4s b R Ok 2
CKIB L, WIS X2 EICEZ, DBBIERO A Y bT—271bz X
D, BICHBRED=—ARXIBALNLIIRBEN LTV ELV] &b
o MIHEORE ST, L RFIFFEHAFEOMBPEERITH LT, ko k
BORS L2,

1. ERBROF—LNR—IADIBH
Hohoiine#bdd—7— Fo—ok LT, [MEHAH] 2HiFoh
bo TRFIZOVTY, WEVDDH-720THNE, BEVWEZFTIEL T
NEBRAMTRETHS ), BIZIE, HARBEEHEYA VAV MY
Y=Yt HEYE DA ABEBMEART F A b Lol o@m - 57
EE#E R — 2 _R=VIZHETL TV 5130, [HEEEHRUIMIETIERE T2 &
BEAMZOHMBTEIVELLDL, TELOBMWEDE 7+ — AT TEA
LHELEZEV] ELRBLTBY, 29 LAWY MALREZHET 550
THhbo T2, T IN—T Iy NV TOEGEBREL 74 Vv VT F
A MG EDQIERELZFBL T05E, Wihd, BHEMEOMBIIRS Z L
HOT, EHLALHERRAZLTNEHDEER 5,
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2. EHCRFEZFHENEA

INETORENL, E£HIE, MR ERPEZORE iK% 572
F & B WG R ANNE T 5 720 Oh, MENEDORZ YN
BRESN TV WIEEERDH 2 2 L2 EETE20DTH L, [REEFETIL,
v RFEZF U BROLIENTE LI TH 5 T L -%FE
OHNEDHRIZ, FAICHZDIHHICHLHBITE > THHRTE R VD DN
HiUE, FAECELZ D> THRZDIENTERL D, 29 LA,
FYRVWERELETH72012, BHEF (FH) TlEdiv, HROEME,
LOFAZRDBHNELZBEATRETHAS ),

BIZIE, 7—AR¥ 5T 4 OF TR Y EiF72 [Thank you for your letter
dated February 7.] 122\ T, FHEiX [4THE Y F AWFHETHEIMD
NFET] L), BAROFEMRIZE 2EEOHMWIZ X % & dated 1A
ROEH, of VHAWTIVEINTVE, LA >T, h Y FHE=
FUHERZEATNE, IASOMMWELEE R, HROEMRIZLY
of ~NDBIED 5\ i of DFEF R & v ) RIEIR SN L WD D A
9o

HHROWE, HORMOMERROKEEIEEZ Z 52 0H 0, -
BECiEt s v FAE=F V2 ROBNL LD D, ZE, REEKD
Yity, ZHREBELZMRT 5L & HITHENEHEZ o N MBI L v & fF
HEHRPHDONLZ R ) PREVE V) EEREER, LD LI I bR
b0 &h Y RFYE=F 25, CIREDO A 7% 5 HIR O MEK O 5 LI
SICE ) RUMEAIES N2 D TH D2 5H1E, BHE FH) IcLo-T
AT 4 ThEwmERNE LT, KEFEWEGEERH o MRS
Lo TRENDPUEDIZDODT T AL R LD TIRENIES I h

Vv B b 0 12

SHOr—AZXT T4 &2BLT, HEELIIMrEEZSELNLZ L
2oz T, HRIEL I [PARRHHE 2230 THDH, ZL
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T, TOFRREFHH & IZTE LTHIROEMROMT [ SN TV
W EBERALLOTHENE, LEZ DL, 2L ORKIZE ST
X, ZEXMEZELALBIZ TV RVEBNZAMBOL I LRIOL A
ZF oMb, Zhud, BRE LA COBIICERL TS0 b L
R FHROFmMRP ERTREBRDYE, HHRHFIFMHLTERVO
T, FEHPFEORARFELH BN H Y, HELRELET S, &
W Z DL, BEOYEMEDOLOERNTH 5,

T, FEFE HELIEHA, P BREOZSMRTH L ERL
5o BEIE, #HREZBHLCT, FAECHELIT)OT, HRFLIES
DEEE BN DHLDOTH D, TOHFEIL, HEVIZVE V) DI,
FELEIETERVIETTH L, METHIUL, BERLKTE L72REMICK
WA HIE D D - 72y, UK L CHAN BB AL LD 2 EI2h 59,
FEH O CITHBREICH LT, HBE BT 2 HFEoRE LT Ex £72 5
72012, REZHEREOLY, ZLTHVwAEDLEIRHAREELZ:) 2T
D% KD HRETH %,

2 £ X ®

ARFHEE [ Limited Express £ DEBORIE—LWELLIKENCBIT L7 4 —
VE - T=7DF—=FIZHD VI UFEKBIOHE—] [HBRFHmE] (Vol. 8
No. 1), 19934F,

[HRGE ¥ A AFEGEBGE 3MANT F A M, HEARRHEI AT AV MY S —,
20124F,

[B¥ERFES T AF a3 v - Ky 7 R, KIBEEHIE, 19904,

[TOEICT A AR T T2 74 A V—=F1 V7], EBREYRAATII2=r—2 3
Y, 20144F,

Webster’s Guide to Business Correspondence, Merriam-Webster, 1988.

[TOEIC 7 A PAXMBETHERRF ¥y 7 IV =], EBELIYARAII2a=Fr—Ya v
e, 20134,

[V —=7 AFHRTFHR], KIBEFNE, 20014F,

[WFFEALBr SRR, WRFEAE, 20024F,
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