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1. gl TCTHfgE2EL BiFEd, Mary Stewart & i L £,

2. HWtkoA Zu 7 2R L, BEHoOMmICBlREZ RS £ L,

3. DRIV EE LEEY T, James DA —LT NLAZBHLE LET,

4. BEEA— L TIEENLLWOT, SCEFNCEY £,

5. AL HER TOEETEBEVWTEXADEHLAIZLTWVET,

6. AEODTEEIZOHEICHATF P TRVE AN T-ARADODE DT,

7. 2HLLTHRERTF—HIZHONWT, BHLEWELET,

8. John [TFEICHELTZDT, ZD L I AL RNl N L EE A,

9. (EHLESTNREN-ST-DT, Steve LT DOITEEL £,
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FHA, UTOHEHZLTEYIATL L OIZL TS ZEN,

+ Salutation
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« XA—LDBEY

c ZOBECH/THI L, FRIIESOHE

- KD < <Y OB

+ Complimentary close

- B4
ARIXMN3/RT T T TRREIZIE D X IR L T ZEWn, A—/VAEOHA4IL TA1020Name] (255
& (RBHEOEEHOT-OIZHEETY), Mkt T STV D H X, AR ORZEE T L% O il# s 72
ErBEYWEEWTHE#TT,
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1. John and Mary are going to be married [ ] this November.
Tare A7V X011 AICHET 5,

2. Please come to my office [ ] Tuesday, [ ] around 11:00.
KEEH O 11 FFEIZFL DA 7 ¢ ZATRTL IS0,

3. The meeting will start [ ]13:30[ | Meeting Room 3.
BT 13:30 OB ERHEE TITVE TS

4. Orientation will be held [ ] the afternoon [ ] November 1.
AV o7 —ra 311 A 1 BOFRIITObNET,

5. John’s farewell party will be held [ ] December 15 [ ] Marc’s.
Var ok 12 4 15 Hicvy—27 2 (J54) THMEL £,

6. It is a tall building [ | the river.
ZIUINDOZIZITH HEmVEY T,

7. The restaurant is [ ] the eighth floor [ ] a department store.
ZFDVARNTATTR—= D 8FEITHY £,
8. You have to leave your office [ ] time for the 16:00 train.

16 REDFNEIZIZE S K olCA 7 4 AZH A L 91T,

9. I haven't played videogames [ ] almost ten years.
H 9 10FEIFET L EAF—LTRo TR,

10. Turn [ ] the right [ | the corner, then you will find the shop [ ] your left.
ZOMTHICHAD &, EFIIENRDHY 7,



11. Lucy’s presentation will start [ ] time, so please come to the room [ ] 12:50.
N——=DT LB ATELD £ 9 EICBAT 5D T, 12FF 50 0 TITIZAE L TL 72 &0,

12. This is the largest corporate merger [ ] last ten years.
THIEZ D 10 ETRRABBEOEEEHTT,

13. Nobody had had any idea about cloud computing [ | five years ago.
BAEMETIIZIU R s ava—F 4 v TREHELNO RN -T2,

14. You need to submit the application form [ | Friday [ | the latest.
P E BB ETITFFAEZ R LTI ZI0,

15. Please call me [ | my office first thing [ | the morning.
FHWBIEAEDF 7 ¢ AIZEFHF L TS,
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1. HEOAEY—FIT1 52 0505DTETT,

2. BHFEITTEOFANIOWTIX, W7 7 A2 TSR TEEN,

3. Okl e B A FIRIATIZR D £9° 0T, AEKRETITIRE LTS

4. HbLEDTLESL, FAETA—ANEFECTITEME S Z IV, EiFHF 51T 090-XXXX-XXXX C17,

5. HRIVICIIERERTORBEH D E VI ON, BHZER LERA T,

6. 10KNGE 1 ARPLORHEIZEL L HH 2HBETITONETOT, ELHNITHELES
Uy,

7. ZZ5FIZEITLTCWARWVDOT, 1 1THIZ2HEMIZEEI —a o IAT< DERE LA L TWET,

8. KON, BDIDIZDNA=T 4 —IZZHFENEEEHINE 5 TSNET,



9. MmMARELTEYETOT, WEORTVa— N ELUTOLIITEFNZLET,

10. ¥HoeX=2UT 4 - V7 FOT VA NIEEREDOT, KRkDOarBa—TF 4 7DdD
T U ERELET,
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1. HRR7-0#EIL, FUIME TRV EDTLT,
t > b : hard to swallow % 1{# 9

2. TDOT T EHLWT T ETIE, K& ESTWVET,
b | : world of difference % 1{# 9

3. SHEPICEFBLALIIE -T2 T L, BEOR 72D LFENED,
t > b : something else again % f# 9

4. BES LW LB U E ST EBATZLTHOTHITLTCEL,
t > b :bedyingto #ff>

5. ®RT-DLAR—FDOHLELE LTI LH THA,

b b : find fault with %1{# 9

6. VarNEEDHEMNEIMRAT, HEIZIZE DI THULUY,

b b : couldn’t care less #1{# 9

7. EES-> T, HORKEIZOWTITEME RS DH T,
t > b : mixed feelings %f# 9



8. REWZ LITWWWZ LW IHkDERICEFEDH Y T,
b b : take issue with  Z{# 9

9. ZORL, #EiRmDORA L b E EFLARZTWD EIFEWHE,
t o b : drive home one’s points % 1{# 9

10. BlIM&E-S TWA EEITIS o722, AisfESETHEH 9 L,
b | : take back Zff 5

XbrhMUX, VLEEZEZTHWDL O LB £,
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1. FRLOBGEEE TITZF S LUMEFEAE2 L QW2 S8 L £,

2. 5B b —HMIIBEFET IR LW IUTRZEE L < EnET,

3. BRERNL, HtORHE LHITEEOIFFIZE D b OTIEH Y FEATL,

4. Y—ERABFEIZOWTOIBIRWNTIRETIEH D L2, BEiRESTCIIAITENnE L,

5. mILOMEZE 2T, THEAROMFITLAIC b TR ES boZ L BnET,

6. E&ﬁ%ﬁ%%@*ﬁﬂﬂlﬁ“ﬁﬂ#%ﬂ%%ﬂb \Tb\f;ﬁb \O)ziéﬁ@ E L‘:%) E)q EX))T\\,?_O

7. KAR—=FT 4 —TBEWLEIVHE IR, BREDTFHITIZHT A vkt Bo Lo T
* L7



8. P—ERWEIITI DD ENMET, ZHITREHIEE A Z v 7 DHE T,

9. ZOF—LDEEEII~=2T AR L TN LD TRIFIUIRBZRWVWL, £H) TR Th~v==a
TMIF T4 TROND L IITTRET,
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A) UUFofIscho () NEEZRIGEIE L TES W,

I would like to (~®D " JA T, FHLHDOKRT LDV TV )V— L% KT 5)D March 4 and 5.

Would you please let me know the check-in an check-out times? And (¥2/H/)L—Ai3H Y £57))@?
Also, FABIZMEFZHINDTL X 9 2)68?

(RO TRMER OB ZTEIT D TL & 9 2)@W? The fax number is: 03-3238-0001. Or (EFFDLE
03-3238-0002 (2 Z3H & < 72 v V)G, T am looking forward to your reply.

CY T DESRIEBIMSEWNWEEH YA E 5 T8 NE$)0,
However, we would like to GEICHFAV T %)@, Would you please send the order (G #]Di% D IRDFE
# & B 12122 {# [air mail]l T) and not air cargo, as stated in your February 2 fax? (41T %= &Y

fif 3 [agent]l 3B 0 £HADT)O,

Would you also let us know the air mail charge? We will send (187,000 [ D412, fize @kt 4% H b
)9, on March 1.

Finally, (BRE Z7# 0372012, BAETZ L7200 7255212 LTLEE1)00, (No need for

hangers!)

(Rl 72 IR E 2 5 0 B 72 L E 90,
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B) ROZEXELZFEFRIZE LTI LS,

1. EZEVET L, TR mITITRERLELE L,

2. AANT B OIREIZIEL TH 74 EXTH0%0FF) 50 E L7,

3. HAOFHIHIC Smith SANTKRTH L - T, EilMa it L Tb o bRITIERY £HA,

4. Bz ECERBILIEWVWD T, Elenar B a— X Il LWFE I L BIZIRE L CWEEITE
47y, (some-Z1{#9)



. VS-330 OEADOEFT|IZHOWTHBEEWV LW E BnET,

. WELROEFROT ) =XYoo T TIERL, RUY ) —=XDF B0 7T,

L EIOBMVEADRH ST LD TTN, I HEL - 5T, AHERN - ZFHTEATIEHY F
A,

L MFOERIZSEA AR B L TWEEF X< FLET, (meet 21 9)
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A REDFRH
WDOHR LD THEAEEZRZ T MRE] OFRBUCL TSN, 2R LEXHZ 2 WA LBV EET,

1. 2F~OHENEH Lo, HE L=< R,

If the attendance to the meeting is optional, I will rather not.

2. SHOFRIZ, W DEFEPHKLL,

I want him to call me this afternoon.

3. WHrmIRTERNE LEHELNWI & TT,

I think it will be a sad thing if he can’t overcome it.

4. N—F 4 —Rhikizeiu. BEENTEET,

I will be able to do my homework if the party will be canceled.

5. SHOFHMBESTZL, RIZWTT LETHLAET,
If it will rain this afternoon, I will stay home and watch TV.

6. ENEEST L0, BEL—HOMLE— NV ERERNI DI LN L,

You may as well stop drinking as much as five glasses of beer if I quit smoking.

7. bLETARZEPEINE, HESARICEDRRY £,

It happens, we will not be able to ship them in time.

8. TPPIZ oW TIEEMHDERIZKERK T,

I can’t agree with the prime minister more as far as his opinion about the TPP is concerned.

9. BOFMINRRNoTb, FITIFTERN-T12125 9,
Was it not for your help, I couldn’t do that.

10. BRETTN, THREEZZTANLIOFEHE LWL S T,

I am sorry to say that it will be difficult for us to take your offer.

B. & L AT D%




SRR A T DN R AT T ROFXDO TRELESE L TILESY, RELESBILZVEELH
DIFET,

L. RPKLWEZWRLT TWe b, A RICFU U ZH > T NE LT,
I had always told him I want dog, so he gave me Chihuahua for birthday.

2. THAEHEEE LTV A—E—TF,

This is movie I told you about last week.

3. ZHE, Xy FERATWTHD Y =7 H A P TR TZRFETT,

This is article I found on website when I was browsing Internet.

4. bI==a2—3— 27T TRLEWVEDOOE ST,
It is one of tallest building in city of New York.

5. BRULAOKRSIZINZE, TBE&ERH 2138 NT=EIThnD ],
Same old saying goes, “More money you have, happier you can be.”

6. FEMHAARLIZIAL RDDIE, ERICH TR,
It is only in second reading that book becomes truly interesting.

7. FEORKEFIITSy hA—F =D REBEEPFIEINTNET,

Please see enclosed contract for responsibility that pet owner should take.

8. ALV TNLEEFNDHY, HHROBKRIE B> Lo TELE,

Ms. Suzuki called and said she was related to Tanaka.

9. TLR_R—HF =% T=2DD KT INEFHEETT,

Meeting room is third door from elevator.

10. ELTWVWDHDIE, BNTTRAF v I D —RZILSAVTHDHET, REIZALBINENTHLHD
<7,

One I’'m looking for is paper in thin plastic casing with name written on it.

C. BT LEHlO—E




OB THEE, ORISR AR BEM LT LS, EELEXRAAVEE bHY
e

I returned from Paris where I spent three years.

2. WkEiddb s “HEMFEHESTVD,
I am going out with her for two years.

3. ZrvERINTH I TSI AILRY £7,
It is almost five months since Takeshi and I separated.

4. YHLOMIFEEOKELV L RELS D E LT,

My cats became bigger than they are in the picture.

5. 1 2 ARETIRERE LB TRATENRITNITR BRI TZDIT,
We should finish all the shooting by the end of December.

6. BRICEWZRFITIZ, & 9 BHEIIHT®IE -7,
The train left when I got to the station.

7. AT IR H DL D TTR, RRIZIFENS SEVREATHD AT A,
I heard you went to the Expo? But how long did you live in Osaka?

8. WLNEENTZRTIL, TAVATIESL O 77 I a3 ENTE -T2 ATV —IE5 o7,
Mary said that when she was born the NES was long obsolete in the USA.

9. MBUIFHBIZ, FRIERY | EhoFRNBIFSTEO T SHEEZ LRI W EH AT,
The mother told her kids that time is money so that they have to do their homework right after

they return home from school.
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BHHBDIE, ENEBZEIZLTHLINTT L, JloFEEXHFZ L THEHWEE A,
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2.

3.
<9, (MMFk o EBXITEA L] IZLTHD)

4.

5.

6.

. BEOBEMENL, 20

BOYE R oTeb, BITELERCHEWEZILT & A -7, (had TEXIHED D)

HLEALITHIE, FARICEEALTA—/LTIREL TW=EIFE 92, (fill in the form Zf# 9)

HEETTEDPoTERS ZD—2IF, JKWRITEAT, HERTETMHEFHZ DL TR &

BIZTBBRENZFE LWDT TR0, I b IBEID DBREIN & 5,

BARYOZ 72D L WMAIMFEFFTHEE LT 5415, (when it TEZ1(ED D)

b LENRFEERL, PEZ—HEET LT Lo BEPEFETPTECOMEND LD

LT TR B, (reflect 21# )

BN 5 Z LI B0 o572, (conception Z1# 9, )

2



8. [WEFRMORE Li1FE 50, BUVERICIINE L DONRELT X5, (necessity 1 9)
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1. M EICEABENOH Y F L2 2RO L ETETEEBIC, 2085 RV =20V
ZEIEHN - L ET,

2. BARNDL, BB FoMH T, s s NID OFFRITICIIS L SIEE A,

3. BRIV EA—NTHEREIN T EHELEZLET L, Bite LTUIRETRETHD L btk
S

4. BHOP—E R « 2 v T ORI RKIEOENT, SETRMETHoT-Z L EBELLET,

5. ZHENEBWETR, BENTET LIRE JHEN 2T EEN T,

6. ImEBICRHOBEZIREWVW-LETOT, ZLLLITEIN,



7. HIBECIC R TER D=2 LIzoXF LCOE. BEUOOLEY L H Y THAL

8. OptiNet thix., KFEA L F—F v b« Tu X[ =L L TOEY ZHEL, &HHO7 T 7K o
Ba—T7 4 7 « P—ERAZREELTWET,
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ROV L— LK L TRFLZFNTLLEEN, NEXZR DI, DRV BERISZELET, HFEOH
LT LRI CTE B0, AIBARXINIZIED L 572 b OE KL< BT, WA v E—V%IAD
TENTL IV, RIIZE - TiL, Buffer statement <PikFE U SCAIOERE 7 EH KV IAA T, w7
XEEELZHIDBENTEL X 9,

ARG SCTHRAIC G R & 720 2 D 72 DI,

1) AT FrREER A ETS>TNZD)

2) FENFICRBEIZ R D> =D

3) fTRERI 2R EIZ O W T b AE DO EENH 5 D)
BRETLEID, ZOHTED S EFIHFICHERL TATIIEEN,

You installed Sun Ray III Heating Unit in our office about two years ago, but suddenly it broke down
and oil spilled onto the carpeted floor. Not only the floor, but the adjacent wiring and a filing cabinet

nearby, have been damaged.

We are therefore requesting immediate and free repair of the heater, floor, stained carpet, damaged
wiring and cabinet. We are also requesting compensation for business loss, which is estimated at

$2,000 per day. (The employees cannot return to work until the damage is repaired.)
May we have your immediate reply?
Michael Spencer

Manager
QuickPrint Co. Ltd.

Fngrd)

K AERNCEDBLLOY LA Il e —T 4 v 2=y FERBELTH LSO TTA, ZHNZEREN,
B =y FEEDRIZA A NVNRNIZE LE Lz, KT TR, RICELZEBSEAESCIESIZEVNTH
ST 7 7ANMF Y ERy MIO#FENLONE LT,

FITEEBICEET, b —X—LE, VIO —_y b, WEERSZEESE LSy ER Y
FOEEZ L CWE&E W EBWET, FEE ELOBEKRIT-BH20 2,000 SvERBELHLET
DT, THUZOWTHMIEEZERW - LET, (REEAIF. BEI KDL ETHEFIIRNETAL)
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1. MIDFELT, AXRFELY A2 TR WEEEE L, #F - evaltBLET,

2. Ul I AEBEVNVELFEXHUNE ) TXNWET, BETBEVWTADOEI LA LTWET,

3. HMIERM 7 s AN ETEL I, FEMIICIERINSLY LS, 06-XXXX-XXXX ¥ CHE
TEEVY,

4. FBERNEL, BEYWEEWEAEIE S EBMALETY, &FT —2 L. REDRMEL Y
<7,

5. BFETTDH, HOORBICHEEFROF =y 72 LTWELEE, ZOMRET 7 v 7 ATEE
DWTZTZT 2 TL X9 D%

6. ITVEAIADERNSIT1LI2H 16 BFHTHNDICERT LRV ELEZOT, BMHELET, &4
IFEEBHLFE LB T,
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