List of Useful Expressions 1: Salutations and Closes

Salutations

Formal

(BRINTEHDEE)

Dear Ms. Smith
Dear Mr. and Mrs. Smith

Dear Mrs. Smith

Dear Professor Smith

Dear Mr. Smith
Dear Dr. Smith

Dear Sir Dear Madam

(TA—ZILEREUMNMTIE. FOHFICIELHTA—ILEZE DB EIZHLANS, )

Less Formal Dear John Dear John Smith Dear John and Mary
(EDRRIGETH, ERERYBTIBICREICKYITERF-FUNNTEFESLSITHS, )
Informal Hi John Hello John John
(D7 —RRR—LIEZF DU T, [FLHTA—LEEDHEEITHES)
Very Informal Hi Hello no salutation

(B2 TOWOYEYTIEAREELIELH D, T, MITHIITHA L
A= DOYEYETBEE L ALENT TR RS ELHD, )

Others Dear Client Dear‘ Emgloyees Dear Personnel Manager
(BB %3E) (Ex83%8) (AEELHE5)
(BRITIHK BEOESLOBRELOTEMRERANSILLH D, )
Complimentary Closes
Formal
(BFEDMEANIE) Sincerely yours Truly yours (American)
Yours sincerely Yours truly (British)
(%2 E5E) Faithfully yours Yours very truly (American)
Yours faithfully Yours cordially (British)

(ECRRBEDEIZTA—IIETr—RERFIX EA—)LTIXIZETTELFELIE
FHLELTHEW, FETAIAREAFTURAKXDENLFNIZERBZLZLDTIHEL, )

Common Regards Best regards With best regards
Kind regards With kindest regards Best wishes
With best wishes Sincerely Yours
(B2 &b —MRMGAE, EDRRATH, I TIZHYENTHIERITEDND, )
Informal Best All the best Bye
Have a nice day Jack (Kennedy) JK (initials)
Thinking of you Love Kisses

(BRI THEDHLLBDIENEYATH—T )L, BEG Ay E—S TREIZRZ D2
TEAN. HBIZE>TIHIKELLERTLMEDLLZWNESIALWEDEH S, )

SalutationMH EIZIE. EDRAA—)LDBEIFOOY  FAAA—IILDBEIZIFOVIEDTHON
— &, (f5]:Dear Mr. Smith:E71=[LJohn,) £f=CloseDEED H EIZIFOATEFTE. (TE RO TEEI
#E<, (Bl:Yours,) ZFDEITILAR—LTELIIOINEKYTETH S, HoMLOHBE D DIEOER
S5elilE BARLEIBR IZE>THNIL. TNERFDRICELZELTES,




List of Useful Expressions 2: Abbreviations

BE R AL BEREC 2K (A%
Thx Thanks HYMES
Tia Thank you in advance (ATE>THF IR ARB)
Reds Regards (SalutationD—#&)
ATB All the best (Salutation®d—7&)
bw Best wishes (Salutationd—7&)
BFN Bye for now (Salutation®—#&)
cu See you! (Salutationd—7&)
BTW By the way ECATDULNTHMNDS
ASAP as soon as possible TEHEITREC-RAIC
IMO In my opinion MOERTIE. ..
IMHO In my humble opinion IHBEN-LETECATIE. ..
RSVP Please respond HIREFELZE
pls please (BEEWLNT B)ESF-E5M
attn attention FE-ER
at the mo at the moment SDECHBHE
ie (i. e.) in other words ELHANIE
eg (e. g) for example L IFAES
Thur Thursday AER
Jan January —A
w/e weekend EES
Re Regarding (HERGE)~IZDINT
REQ Request (B E)KE
Fwd Forward (BB E) EmE
FAQ Frequently asked questions FLKHBHZEM
FYI For your information ZSEETIC
BYOB Bring your own bottle Z2EARMNL(BE)FS
LOL Laughin out loud RELW

XA BEEE (abbreviations) ¥, IRMIIFEZIFAR—ZADEHICHEYXENT>EFYLET, I
HREMTOREE, BERLEBTEDN—RUTI DT, BEEIKRATHEEELL R
LI-L\DI%, BRREZZRAL T E H&informalGHIREEANETHAILL, ENFATLEK
DI MBLDLUUNMETED R EDGENEINENENITETY , REBDLZVEIIUEA LN E
T BEORBAZANVTEEINEHTLLD,




List of Useful Expressions 3: First Contact

[ZUDTORFICA—ILEEDIEEDRIT—HE

FCHTA—IILEEEZET,

This is my first e—mail to you.

This is the first e~mail I have sent to you.

FFTOOLHLET, I'm. .. /My name is. . .
~T£->5-00TY, I'm. .. you met in (at/on, etc.) . ..
BEHEMLET. Let me introduce myself.

I would like to introduce myself.

A—IVEESBMGEZERBATS

~ELTID A=z HZITHRYLIZSLY,

Please accept this e—mail as. . .

OOTADKETY

I'm a friend of. . .

My friend. . . told me about you

OOzAMNLHE-DEEFEEL-,

[ heard about you from. . .

R—LR—DFHFERLEL,

[ saw your home page.

LETREOOIZDWTENTLNET,

I'm writing about. . . you advertised. . .

(f:=F=F)OO0ZERDITFEL=,

I came across. .. /I noticed. . .

OOF51=BITA—IILEZEYET,

[ am writing to you by e—mail to. . .

[ am emailing you to. . .

OO0IZDWV\TOA—ILEEYFET,

This e—mail is about. . .

OO0 THOHEHMLETY,

This e—mail is to inform you about. . .

This is just let you know. . .

FHMNODER

ZRITTA-IILEHTES

(BEUNZEHUNESSISVEL,

It’ very good to hear from you.

It was nice to get your e—mail (call/letter, etc.)

Many thanks for your e—mail.

Thank you for your e—mail

A—ILEZITERYELT,

[ have just received your e—mail.

I acknowledge receipt of your e—mail.

Got your e—mail.

(e EE) ZITRYZELT=,

I received. . .
OO~NDIHRFMRELLT. . . In response to your invitation for. . .
LHIBELIZABGEIIDVWTEGSE

AREICEELELERY

As discussed on Monday, . . .

OOIZELTTY A ..

With regard to. . . /Regarding. . .

Concerning. . .

KL ZLDEVEILIHYF T ERIECALGECATT, [FLHTA—IILEZECKIRE
LT, £<EBOLEVANICEUGEE. HAHAVIBRIZHMYEVTHAIADEFTH, 42—

ZEDDEELOTTHAT—RIZHINET . EDRRDENZES>TEVELEEAF
L& FEMFDOANLEISERAH OIILIBEEL. RPN A—ILTIE, EDHIZfiN
A TEEFBRODHERAL—XITLKERNET,



List of Useful Expressions 4: Emoticon

) WhRBERTA)—, b —A%E,
‘D REWLTLBEL,
%Ly
)
> ELIZEMNALDHTLNS,
>:-(
=y > |
}i(
=(
Tk =<
(
=(
ELA
-(
EEE | J—arVRDE,
N -0 UoKYLfEE, FFRDLIZEE,
= ,
-0
2 ) Da3—YEE-EHEIZHES,
0:) HFITBRWIEZELTHIFI-LELLE,
XfE
0:-)
zE > W =9 52(FA5E (T3,
BRLY N
HLLy -9
FENOy P LEALT=. F=IELTHO=YELSREL,
- G-D BMEZE5AYNEELI-UTHLEE,
-0} F AT EFYISEhADAIENSEL,

T, BRGEAREFENRELTITEATPEET . EXFEFERATHHEIE, BFIC
BERABELHHEETHNIEEHHICTEHELTENFVFERB A FISHRLLERTHAIL,
BHEIZENLLHET DICRICILET N EDRRA-LTOFEAL. BEEOA ENIFE
EFHDENAANDA—ILTOEAFEZIFSHNRINTLED,

FEERALEDIEELLT, FARYFFLFESUNMNIEDLZNELSIZL TSN, £
XFORBEREXFEFESIE, RELERICXFEITLT. ERTHADAYE—UI2HS
BEENDHYFEY  EXeA—ILDFR. FHARBFANDKRET, F—R—FTEEASD
’G%?K?’G&B#’Llfﬁﬁﬁﬂﬁ%f?o NIFEEXFITRS-CETEBYFREAERLT
f2Eby,




List of Useful Expressions 5: Self-Introduction
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e 3

[OOTHL TS I work for (in/at) . . .

I'm working for (in/at) . . .

I'min. .. (BBE4)
CODHFZLTLS I'ma... (B8 &IEA)

I'm workingasa...

I'm (accounting/selling. . . )
OOXRTHELITLS I'm in the . .. (real-estate) business
NEETHD I'm a civil service employee.
BEXTHD I'm self-employed (B§ifE)

IN—F =T ILINA+TEILVTLNVS

I am working part—time (for/in/at/as). . .

I am a part—time worker (&AL X EEFE)

OOZREELTLS Iruna. ..

FIRTHD I'm a housewife

BETHD I'm a student at. . . (8 R)

TRIIT—9%R>TWS I have a sedentary job

RIVTATERPOTNS I do volunteer work (at/in/for). . .
I work as a volunteer. . . (¥£7&)

— B ~FFfEE< I work. . . hours a day

B [ 2~ Bl <

I work. . . days a week

(~EFHII2) REELT=

I retired (... years ago)

fRESNT= I got fired
% SeYs I lost my job
R ER (BIELP) THD I'm between jobs right now.
£

~ARETHS I have . .. members in my family

My family consists of. .. members
-5 My elder brother/My younger brother
o - Bk My elder sister/My younger sister
EHE-F% My oldest son/My oldest daughter
b &z} My second son/The second oldest son
RoF The youngest son/daughter
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E3ACTED)
(RiED>5)00EITINS I look like . . .
[ resemble. . .
(BMANEEZELTHS I am a living image of my dead. . .
OO LYEMNFELY I'm taller than. . .
OOLRILLLL\DEXTHS I'm as tall as. . .

My. . . and | are the same height

RET—EBERETHD

I'm the tallest in our family

OOF~FHIIZTL o1z

...died ... years ago

... has been dead for . . . years

OOELVSRZEEIH>TLVS I have a dog named. . . (& HIl)

H & -
OOH&ETHS I'm from. .. (#142)
OOTAEFNT= I was born in. . .
OOTE-f: I grew up in. ..
HBIBIEOOIZH BH/INSTEF My hometown is a small village in. . .
FHEDEFIL In my childhood/When I was a young boy
SIRYR->THBDE Looking back on it now, . . .
SlELMN S Moz My family moved around a lot
OO%ZXL1: I graduated from. . . CE#X4)

I am a graduate of. . .
OO%FHERLT= I dropped out of. . .

k- X
OOIzZ&tf= I'm crazy about. . . (& EFE=IL. . . ing)
OO0IFH»HBENALY I can't get enough of. . .
OOT DM IFES:

I love (doing/to do)

[ am fond of. . .

OOIZBEAHLDIFEL (KEFE)

There is nothing like. . .

BixEEE In my spare time

KAHDAEIE On my days off
(ERT)OOFEKLTLNS I major in. .. (1 B)/My major is. . .
OOZMHLTLVSD I study. .. /I'm studying. . .
BETHELTLS I study. .. on my own
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K- 2R (S
OOMNLELTETLS I'm making progress in. . .
OOASIELTERL I have difficulty with. . .
#2200 THS I am a keen. . .
OOIZHEKMNH 5D I'm interested in. . .
(SFEHD)EHIF a high school senior
(BEHID) BHR24F a junior in high school
(AFH D) KF1F a college freshman
RE3E a college junior
(AFH D) KFE245F a sophomore

K-SR E
AFEELHSIFEL I can get along easily with. .. (A)
OODHITIEE|2AH B E I'm shy with. .. (X)
OOIZB ALY I have a weakness for. . .
OOMBE I'm good at. .. (REAFE=IZ. .. ing)
OOMFgeElF~FEYT- I got my talent for. .. from. ..
OONEEZEBL A5 [ devotedly take care of. . .
K[EINERLY I'm liberal of. . . (my money/my advice, etc.)
FILyRLY I'm careful of (about/to do)
B I have a sweet tooth
gaEoIFLY I get tired of things easily
REFETOYHL I see things through
Kotz [ have put on weight/I have gained weight
P I have lost some weight
Bz

OOLf=Ly I want to. . . /T'd like to. . .
OO TEET =LY I want to find a job in (at)
OO0IZHHDOIE My dream is to be. . .
007 452%Y Iwill (do)/ I'm going to (do)/I'm (doing). . .
OO0THNEPHD I will quit (doing)
EFRIL When I retire. . .

X?-’EEO)H?UZ_(:OL\'CO & EfRE D Senior T, FDUVED T M Junior, 2FH D KET
HPNIE. FIAE (T JuniorlZH S, FIAEITB TERH T [ZFreshman&EERT EMNZ VAN,
First—yearELVS T BHRZAWLNSAZELH D, 4FEHIDIBEE . 2FE £ (L SophomoreEMEIE NS
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<ERMFRZRAW-EBERD

What

What do you. . . ?/What does it. . . ?

What is. . . 2/What has. . . done ? GRTEESE T 2)

What are you. . . 2.”What did you. . . ?

(EDOO?)|What. . . do you. .. ?2/What. . .isit...?
A4 R(ERIBETTM? What floor is your office on?
BFIAAEETTM? What grade is your son in?

EARTEICERKRAHYFT M ?

What things are you interested in?

EABGERETRH-WTIMN?

What kind of books do you want to read?

(g7 @AD=HD?)

What . . for?

ESLTENEESI-DTIMN? What did you buy that for?
ZNIEMEIZESIDTIT M ? What do you use that thing for?
(ZDMDR) | | What? (whatig ER)

On what. . . ? (ATEZR D))

RIZATE-1=D

He said what?

ADF=HDEHEEDH-LND?

You want to collect material for what?

BIEERIERZEITEE DTN ?

On what did he say we should focus?

When

(EXR:.1v D 7?)

When is. . . /When does. .. /When will. . . ?

AU EYIITWNDIBFEYET I ?

When does the Olympics start?

WO EHYFTHI? When will it be finished?
(BTE DA LRI DRI ZFE2E))|Since when/Until when/From when
WOETHEREEFIT M Until when will it continue?

FrIMILIMLToNTNET M ?

Since when have the tickets been on sale?

Where

EAXR-EZ?)

Where do you. .. ?/Where am ... ?

Where is. . . 2/Where would it be. . . ?

(EZTOOLTWVS=nf=h?)

Where is. . . doing?/Where was. . . done?

RTEINIECTEBRLTWVETMN?

Where is Pokémon showing?

HET-DEFEHIECTELNT-D ?

Where was your watch made?

KWhat DT ZDRD R JIZDNT, What DR ER LA BRIGED T, T4 —T I)L7GeA—)LTIE
FEHZNEIA L, F-FIEFAMNZEFADAIZKDD L, BEMLIGERAZRE--2D,
TH—TIVEXETIE. S5THIEINTEIZRLLND,
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Who

(EHDWho 5 7?)

Who is. .. ?2/Who does. .. ?

D3 - AZIRXHOTEHE?

Who is John Smith?

COTEDEREIIHTIMN?

Who is responsible for this project?

(BRI DWho : 5tix ? (2?2 --+)

Who do you. .. ?

ELLIZBEHTIM?

Who do you work for?

HEA—FIFESTIMN?

Who do you like most?

(BRI DWhom  HEIZ? 5L 2 )

Whom are you. . . with?./With whom are you. . . 7

HEFELT=D?

Whom were you talking to?

ELLIZBEHTI M ?

Whom do you work for?

Why

EARR GE?)

Why does. .. ?/Whyis... ?

BEEIEIDTIMN?

Why do you think so?

ESLTHELED? (A2 T7+4—<)L)

Why him?

—HEIZEK=5ES? (GBLY)

Why don't you come along?

BREZEEIZITEEEAL ? (FBLY)

Why don't we go to the movies?

Which

EFXE - EEon?-ED7?)

Which. . . are you. . . 2/Which does. . . ?

Which of those. . . are you. .. ?

ELLDHKRARED ? IHELTLDD ?)

Which side are you on?

ELLDRTIVECHETIMN?

Which hotel do you prefer?

COBBIZEAVLTWWALARS V& ?

Which restaurant is still open at this hour ?

ELLDTIORIYNEUENFET N ?

Which of these T—shirts looks good on me?

TSN, ELLTITIHELWN?

Which is better, to go on foot or by bus?

mAELAWNTE, EoBMNRESBL?

They are both white. Which is which?

How

(BEF=FEDLIIZ?)

How do you. . . ?/How did you. . . ?

HFLLAYaAVIFESTIM?

How do you like your new computer?

EICOTEABKREZITOH=D ?

How did you save so much money?

(BE-BE: Ehiolba?)

How (B &5a-&lA). .. 2

TIS—NIfEIEERTTI N ?

How many floors does your apartment have?

CRRFIFATEA?

How large is your family?

ENSNANYFET 2 (HARED)

How long does it take to. .. ?

ENBNHIMNYFET M ? (5

How much does it cost?
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How (t&)
EDBWN(DEET)KREITMN? How often do you come. .. ?
IFEELTIMN? How much older are you than. . . ?
RFITESTITMI? How are you?/How are you doing?
How's it going?/How're things going for you?

¥¢What., HowZx E D EEREEA &, LIEXLIEdo you. are youli E D EEEI i A S HETHLY
5B, 5) What do you think you are? (B3 &{a[#k1=LB>THD ?)

EERELTIL, “do you" DERS THREIME/E>TLNDD T, RITH “you are"DETAH%H
“are you” [CLBEWZEMNEITONS, Blf=KSERHEWNELTIE, £EREF D “What are you
talking about?” (fAfMEEZEL THD ? ) [ZDHMN T, “I don't know what are you talking about”
(EIDEEXELTLBADND IS ELTLESZENZ LD TEE , ZZ(E “what you are
talking about” &9 AMAYIELLY,

DD EMDRZH>

(EAKRR: ~TIH?)|Are you. .. ?/Do you. .. /Will you. .. ?

(~LTWZFET N ?) Would you. . . ?2/Can you. .. ? /Could you. . . ?

Could you please. . . 2/Would you please. . . ?

(~LELESIMN?-LTHELNWTT M ?)|Shalll...?2/May L. . ?

BMELTHLL? Can I come over?
BEEWN=FZTETHI? Could you give me a call?
WIZERLI=? Have you contacted him? (58 T 2)
HOTEDZD? Do you think I can stay with you?
BEWNAHYET, Could you do me a favor?
RBEBATCVEILZFETN? Would you be interested in teaching English?

Would you consider teaching English?
BANTZERS>TERVEEAMN? Would you mind my smoking?

May I smoke?./ Can I smoke?
~IHTHELAFETMN? Could you let me do. .. ?
ECT~HFEEFTMN? Could you tell me where [ can. .. ?
~LTHLEOZEIEARETY M Is it possible for you to do. .. ?
FEOoTHELAFITMN? Could you help us out?
£5~LFELI=M? Did you. . . yet?

M ~LTWEITETITMIEBEOE S, FilregisterT5EE T 528, EARMIZIE, “Can
you. .. "“Will you. .. "&Y%., “Could you. .. "“Would you. . . "&ETEANTE, £-XF
[Zplease”Z#MADELYTELEMN, FEAZLET HIHFEIZIL. register|ZBH{%R %< “please” %
DIFFIFZIDBRL, ENHENEFEATWAESICEH AR ELH S,
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KEDRE

~LTLF=alby

Can you. .. ?/Could you. .. ?2/Would you. . . ?

Do you think you can. .. ?/lIs it possible that. . . ?

Could you do me a favor and do. .. ?

Mo TS

Let me know. . . /Please inform us about. . .

~L71=Ly, LTLM=2E =Ly

I want to do. .. /I want you to do. . .

I'd like to do. .. /I would like you to do. ..

We are looking to do. ..

We are looking forward to doing. . .

~LTW = hEFENTYT

I'd appreciate if you. . .

It would be much appreciated if you could. . .

Your kind. . . will be greatly appreciated.

We would be much obliged if you could. . .

I would be grateful if you could. . .

We are most grateful for your. . .

OOZHFLLTNET We are waiting for. . . /We would like your. . .
We are expecting. . .
OOZFELTWFETY We are looking for. . . /We are seeking. . .
We are on the look out for. . .
OOzEZE->TL sl Please send us. .. /We would like. . .
Please forward us. . . /Please forward. . . to us.
OOF ZIR#HLFZE Please provide us with. . .

OOIZHEHKAHYFET

I'm interested in. . .

I'd like to express my interest in. . .

We would be interested if you could. . .

BENAEHY TLLOM I hope you find this interesting.
BREZHFELTVET We would like to hear from you.

BRIZTREL LS

We hope to get a prompt replay to our. . .

Please answer. . . Inmediately./Reply ASAP.

BEEL TS Could you give me a call?/Please call me back.
ERRLTZEW Please contact us./Please get in touch.
BREAEZEFEM 0 We would like your feedback on it.

HEDEALLEEIC

When it's convenient for you, . . .

At your convenience, . . .
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Bl AGIAIAES It doesn’t matter what time.
LLCEEITEHRIFNIE If it is not too much trouble, could you. . . ?
&I T HRE
5IEXITH) LK BEAT It's OK. /Sure./No problem./
I'm always there for you./At your service.
FE TSN Just leave it to me./You can count on me.
EAT~W:LET We would be happy [honored] to do. . .

We are more than pleased to do. . .

It is our pleasure to do. . .

WFELGEF~LTESLY ... as long [much] as you like./. . . as you please.

ESE(THHID) You are welcome to do. .. /Be my guest.

Please feel free to do. . .

PoOTHET I'll get to it.

I<CIT~LET I'll do. . . immediately.

I'll lose no time in doing. . .

(B 5) R 2ahsio Unfortunately, . .. /Sorry, I can't. ..

We are sorry to say that. . .

I'm sad to say that. .. /I'm afraid that. . .

We regret to inform you that. . .

Z5LE=0LDEITNE I wish I could, but. . . /I'd love to, but. . .
~TEHERNENFEEA I cannot make time for. . .
(BERE)DODNMNFEEA [ have no idea about. . .

[ have not a slightest idea about. . .

I don't know./Dunno.

I'm not sure [certain]/I cannot say for sure.

BMWTHET I'll ask. .. /Tll ask around.
FARTHET I'll check on. . . /T'll check it out.
~LThoERLET We will get back to you after. . .

MAKFBT HRIBIZIE, KELDFRE~LTINFET M ? 1ELVSERBRE, T~L TSN
ELVSIETKEER!, ZLTI~LTWW=EHNIEELL JEWLSBRE A B YET , Please®
DIIHETELRDITEMDIGEESLELTT, TESDESWE, BRELREMIZITZRL
T, EBEENEALNEIYSI U IA—TIL T @EDOLICESALTEICRLONET,

FHAREBICH T HOREICIE, RKEITEBITREBIDINI—2NEZGNET . EF3BRD
MMEEEHK BRETIHZEEDEEIMIWNEITIS— BB TT DT, +95FEL TS
LYo

3GEIZBAL T, “would like” DEWLVAZE BSHERL TS TLZLUTLTHLLMITOO
PNELWNIEE X, TR ENAXENELRYET,
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RETH(EM)
ABEERS I'm writing to arrange (a time/a meeting)
A quick note to arrange. . .
Just writing to organize (a time for). . .
OOTLIMATT M ? How about (time/date/place)?

Is (time/date/place) convenient for you?

Is (time/date/place) OK with you?

Please let me know if this is convenient.

~FHDFNAHATY H

How about doing. . . 2/Why don’t we do. .. ?

Can you do. . . ?/Meet me at. . .

Let's do. ..

OO0II2WZTHEHLELZEL

Please let me know. . .

Would you let me know. . . ?

WDEZTEWELIOMN?

Where and what time shall we meet?

Would you let me know a convenient date and
time for you?

FF Pl

BEERETS

BIZBZEROFELLD

Let's set a date.

KETESITIMN?

How about Tuesday?

Is Tuesday convenient [OK] ?

KEEQFRHPIEESTIAN?

How about meeting (on) Friday in the morning?

AR TESITIM?

What about 5 o'clock?/Is 5:00 suitable?

WOAEELALLNTE AN ?

When would suit you best?

When is good for you?

MEDUVLWERBEZHZ TESL

Please let me know which time is convenient.

WOMRBRTTM? When are you available?/When are you free?
GAERET S
SCTRVETN? Where should we meet?
Where is a good place to meet?
OOT=LELLD Meet me at. .. /Can you meet me at. .. ?
Let's meet outside. . .
ZEDECATHEFELTET I'll see you at reception.

OOIZHA[Z4TEET (ET)

Should I pick you up from [at] ... ?

Should I collect you from [at] ... ?
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WRITETWEZFFEITN?

Could you collect me. . .?

Could you pick us up. .. ?

WRELELTNET A ? Could you arrange for someone to collect me?
Please send someone to pick us up.
RIS KHEITD
RA#ER~R5 I'd like to confirm. .. /I'm writing to confirm. . .
D A—)LELIZE Please send me an email to confirm this.
ARBFTLWNTY

5 o'clock is fine./5.00 is good for me.

[ can confirm that 5:00 is convenient for me.

5 o’clock sounds great [wonderful, good, etc.]

5 o'clock suits me.

REBZ&2ULVELELS

See you on Thursday.

~FBDEELAILTVET

Looking [I look] forward to doing. . .

FE—FICKIRERTI R ?

It's 1:00 pm at Osaka Station, isn't it?

BRICE Do EDBTHINTT

Any of the days you mentioned is fine.

ROLBEIEVEICHARATY

I'm off all day this coming Saturday.

OONEIFHL-DFEIZELEFT

I'm at your disposal while [during] . . .

FEDEEEHLED

(OOZERBICEETCESEEAN?

Can we change. . . to next week?

Could we postpone. . . till next week?

PDLLEOHT FIZIXIBEEICTEEFITMI?

Could you make it a little earlier, say 1:30?

TRETEHGHREIZLEEAN?

Can we. .. on Sunday instead of Saturday?

—FEENFEY

I'll be an hour late.

FITEFRIECIToTHEL TS

Please go to the café ahead of me.

FEFERAFEDOIFIALNTY

I'd prefer Friday at 6 p.m.

AMDBIZENFELED

Why don’t we meet another day?

g

SOEHE (BE)

EEESE~TT

My phone number is. . .

BOEHITEFDESERAFTY

Here's my cell phone number. . ., just in case.

ERY DRFIE~ICEFEZEN

You can reach [contact] me at [phone number].

EUV=6 (HARTIC) BEEZE0

Call me when you arrive./. . . before you leave.

EONLROEFIFEFEZE

Call me if you can’t make it.

EHIT A E—UFRL TSN T ZEW

Please leave a message on my cell phone.

BTHHELET

I'll call you back./I will get back to you.
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EEHL

With regard to (the sample)

OOIZD2WL\TTITM Regarding (your request)

Concerning (our order)

OOIZff+mAT Further to (our telephone conversation)
OO0m&EY As per (the email quoted below)
OO~NMDIRETTA In response to (your invitation)
ELELVEL-AY As discussed (on Friday)

We have received (the delivery)

OO%xZITHMYZFELS

We are in receipt of (your message)

“hiEHH=1200% This is to inform you (that/about) . . .

BIRATDILOTY This is just to let you know (that/about) . . .
e e Many thanks for (your information)
OOZESELHFH SIS LVELTS:
Thank you (very much) for (your email)
Apologies for (delay in replying)
HLERHYEEA I am sorry to (trouble you)
I am sorry for (not getting back to you sooner)
OOrHYET I have (an inquiry for. . .)
. I have just (received/spoken to)
~LELI-(FRERT)
I have (had a response from. . .)
~LTHEEALWNTETM? Can I please (ask/check)
. Could you please (confirm/send me)
~LTLEESNWET M ?
Could you possibly (send me)
OO0%FZTELIEELY Please find. . .
(RFT74IL) Please find attached (April sales analysis).
Please find the accompanying file with. . .
(RKXHIZH(TTEIA) Please find below (the order from. . . )
Xrh
OO THHMbtEFLEL-EY As advised in (our email of June 6)
~[I2TDONVTOOOFEH ML ELFEEL please advise (information) regarding. . .
~MhEIMBRSELEEE can you please advise if. . .
(HLESRL/BLESTRHITNIL) If so/If not
SETODECAH (I have) so far (not received. . . )

OONLIRENHYELT- ... has suggested. . .
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RRZEHERL TEKBL TS0

Could you please confirm the situation. . .

CHEIZERFET L

In answer to your questions,

OODUEDICREEWLAHYELT:

There was a mistake with one of . . .

WD (ENHNRL) TEFT M ?

Please advise when you can . . .

Please advise how quickly you can . ..

ESMBRENN-LET Please be kind enough to (advise)
~HBFENLNLET If you could also please (send me)
OO%IAITET M7 Do you have . . . available?

OO02AlEBFIETIMN? I am wondering if . . . is available?

AFARELREDOYUTIL Samples in the available colors

—DGEL) ERBET at this stage/at this late stage

~FHRNETLE(BFDRYELETY)

I should have (requested)

=2~ EWSFEIFRD TN

It's just that (there was . ..)

~ELOIDITTIRGLDTT A

It's not that (I am forcing you. . . )

OOIZET 5 (information) regarding. . . /relating to . . .
SZDT=HIZ for reference/for your reference
tEEDLD the above
LEIZ(FIZ)RLT= shown above/shown below
TEEDLD the following
TEEDAEYIC as follows
OO&—#IC (send it ) along with. . . /together with. . .
EORXALE
=YK invoice EXGE= proforma invoice
. dispatch . dispatch
LT ship Eige shipment/shipping
e sea freight PN airfreight
(fdf) Bl & charge 18 O s product range
e product Em DA product line
— - —2F a copy HRO45 catalogue
i brochure Fov flier/flyer
(i price EH-BRE cost
AEE - A—H— manufacturer R E -] distributor
REE agent/agency EEREEIES customer
BEERE S wholesaler INGREE retailer
#ia supply Eard demand
(BE%)ILKT 5 | expand (business) (BXE%)ZAA1LT 5| diversify (business)
OO%FEMET S specialize in. . . mEIDHD competitive
$hER - Bk delivery XN payment
(BRI ED)EH terms Higdy quotation
ME quantity B quality
= stock RS HRE specification
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