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Socializing/ Small Talk in Business )
8:93:351:(‘?565:036 C'ﬂﬁﬁﬁl!m&] GE:TDSI%@E:

Typical Small Talk with Foreign Visitor 0

- §&¢[eprooniepSanpSséddmyeas Small Talk lposgfse:
Typical Small Talk with Non-Native Speaker 29
85E 9200000001005 §E YD) FFPCAL0D QOO

o3

Fearless Telephone Talk 089
qqgeonn 0a3Begiclgasty

Leaving a Message/ Holding the line Jo
329o000:000:3(5E:/ ¢§:03E00:(5C:

Leaving a message at ahome 19
B8eofogad wonE:¢n(oz1000:3(5E:

What to do when you don't understand Q0

0C §2:000p50)323 00p8ecd
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10.

11.
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13.

14.

13.

16.

17.

18.

19.

20.

Saying Good-bye
(80250 0mmzcgosd(5¢:)
Mastering Meeting

20pS:360:03¢ §E{C g c@oa%@&
Making Reservation

Bt el BB

Hosting the Business Lunch
cq.mugm méaé:eé éEE:
Sales & Marketing
smccpé:ﬁlr:‘: @2 OC:
Buying a Fax Machine
005(3) o0Sodad:0uSuyaE:
Informal Meeting

E}:}:@D% ﬁé:ﬁﬂ :EE:

The Language of Concession

cx%n%caqugc@ll m:cgpcu:ia?eéq: 20020200028

What to say

)
ome{goecd

Mixing Business and Pleasure

cee

8:goicai9ied:sd eqdgl(pSasg colc:od(sc:

Transportation

eaoalasy

Buying Airline Tickets

o3 coas9odqp: 0uSap(sE:
Hotel Reservation

GouS(pRiortgalozigqp:
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Making Hotel Reservations
G (3jorCeal03rgqp:
Renting a Car
m:go:qﬁ:@é:

Meeting Guests

a;x_'_g:::: éqp:aao: ¢0R,59 EE:
How to say 'No'

No o, svuSede[orecs
Problems and advice
Boxgoqpig¢ w(a3p2as
Acknowledging a Request

ceggoqﬁéqlngtﬁ 99333;905@[@3:

Asking for More Time

= §iopl comms:cdEe:
Asking to Repeat
mﬁéc@:zﬁq@ GG:E@:@E:
Marketing Decisions
IO a@:@cgangqp:
Collocation of Make

Make §, oooo:03:360] E:a4p:
Going into business
:goreqpaedegiad ofeepad(se:
Negotiation

coodeag:cg: p&c:(sS:

Jobs and Professions
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Small Talk

F2000000 QY0

Company Information
QYA E:FYABT]O
Inviting and Accepting
8oSesl[sC:4¢ com3[aC:
Offers

mS:008:9qp:

Making Polite Requests

wemyiea 6ega0dg|magp: [Opd[ac:

Asking for Permission
g@@wnﬁcmé:é@é:

Interview at an agency
cmqIE80n0903¢ BEomY)|:[5E:
Quantity

ummmeqs:ogn%@ blsseteok

Can, Could, be able to 3229:4p:
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000:(50(8: Jo epeyo 6 008:6epadano Livivg
English (g€20§6§03 o990000000:) (360000l
0c3005cad ce:qfieacien S:gaieqiagScg:s,
em:a303E: Brgreq:arSc§iod: BOHABSemn:agn
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§0500533 oleepadoyaesli §E&fenonniengd efgosd
o333l go5§0g)E:3¢ elpradornmes 0SS es:d
c[coad oromad §orodulorudi FepSimcoieayyn
oo eagiegiqoroeay fulonudn 326aPC13005039
cq:§§:p9 816020603 §olooun 203) 0853022
o §oloouSi oppea:ae 300020990 G3PRq
o6y §oloouSn

F6e:3000:08:03 [0§(03p5EcopS: Business
Englisho} c[gosfepyo egapgrgaciod q§sloog
&[or 30005, esléropcuSeoyg(ea:(S: oné[goon:0l
onuSi §EEcrommagra}op d3203C:300F, 03RS

/){)

O /))



63258 [gponE[goonulonuSi magiao(eé &E&(0ra00: |

cops, wpwieoremy: ddoqoq (0o onodeaead
or&[Seon:dloreSu Business Englishgn 3380 Word
Partnerships coga3copS: 3382003 copiogé:oné(o
conolonoSn Business English §, 30):3048:c023,
ofprisfngeny 495o0pEcE pososapy gE:{goondl
oouSn Dialogue ODeO30R TOPURE[PREEETNE (8§60
[0§38E94m0p on€[goon:ulonuSn The Light of En-
glishgo coojoco3eq:géaeamt do5c0:03 soapd:
[6€3: (sgorcu)adcopS: cogppracnioné§efozot: ¢od
od:onégéolonuSn pS003pd [sdefeonSeqacz0d
805Q0560%y 0epdc:oc:8EndcupS: coyraronaeo
oln Business English §, em¢:o3e0330305 S00338
0 [03:69:0300§8:006903 cu:gS:8E60Scd ng§cod
W}[mpSegprocontolonadi
DOOOINGPINY GCOIDDIQTD
conéeencgga84: (ondgorgralad)
090/ B eo:mepcod:l 0d:eqplsl q§ms
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Brgorearopie§:d 20005056800 F0:001U0
Business-English o3 28§ecoconc0n:§, o3aad0l
OUS I B:gIGEEGOIIMED 6505603, 36(RCHE0P
Bea?es cozfolomudi 0ou5cd¢s:a¢ doradpey!
POP5:3260: GOYI GEPCIQIRIOROS 69g:6§:6{00a
fIC:00C160206071 65,000500w0:aC: Gagieg D076y
020p5(s¢ Belsmes B2j:qj:folorudn B3c3a3qd
coR9 PYP:§p5:07 6[3reY0MBE0205¢, B[
a0l onuSn :ge[gyomeor Befgdsondoguden
PRD CPFBOT:g016q: BEPIAOGRES POQUS
coo:olonadi §eoma:c(gogovlo) situations (se3
FPG§E0R) LD FPCEYISOCEIGI§! WSEMYHT(Q]
PpIogEm[0Cenyen Befgd000:07 § Beufi§ad:
w0cSSomn:c(n (American Spoken Business
English) c3comé esladcdqeuScocolonudi aleod
32900E[0agnrend B@e[mnt:mapezumn Beedms
o% G29600 mg_:%ﬁéaaaﬁ:ag:?o mn%aauge[:ma%
§op Spoken English 36000508, s3gEclonuSu
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Socializing/ Small Talk in Bussiness

3:3:::;;1:0350%:035 qzlﬁc:l:saq:;@)q?ﬁﬁ:

Socializing (q¢:q¢:5:58: eqoego0a535(5¢:)
50 \. ce C * c c
Qo263:30003: soasde[Foymal wwSemyzeny):
0350058500058 ImeeE(03:0l oS opaag)S:q)E: eog, dcfoosd
P92 0p5:q5:0p5:008:603303C: 0305§00205¢ F@eez(ed:0lonuSH
oCeCqt:§:9 M@0E?N§:0P §0:00p5353020 20E§0534:

soa (greeting) §, o3[uggaeol gonpSesolonuS

Dialogue (Greeting) - (§05g§:s005000:)

How are you? (¢&:egcmmoézo0ot)

Okay, (53em)

200l 0oie(adgurn qE: 003 vewsQoli

How are you? («¢: eg§eooc:con)

Fine, thank you. (coooc:clonudi ec:03 eoqp@ionolonud)

20050l 0ooie(30e§:07160% E:8:96078018), 1 S0a50005

(0038 ep 8oSealg§iom veoy qoln

How are you? (¢&:c§c0008:000:)

Fine, How are you?



J) cunéewné[géadS:(ondgongralcs)
comé:olonudt e€iemn cgeaoliant

gﬁﬁ@#ﬁmm m%;q&:g:q‘laaéﬁc& GG‘S@U1UJL1§I
e[p¢daq 6o LMy o)[0§ce:gs: [B§ew:ad sl
oS @3lod return question o, esloloruSs How are you?
o return question (sdoloowSn

§0588:50 0500216083 6P 630050l :03E: 03 [0§e{co
B33, sy conranculoudi
I.(a) Nice weather, isn't it?

288emnc:0} epadpordi vposoruSeuyodarotn isn't is?
v Tag Question 8ol oruSn oadeaSepade colfgEqindal g
c\?g_ GEHO?@M:U'] I

(b) Yes, it's beautiful. I love spring weather.

u?cr%u'] 02051 §PISPORM CYVAVEE0VII oa@eaﬁm
co% egp: cpago? §6200500051

3200590 6{add0) ()3 (b) dlaluguem qc:&:alelyp
o3[odg (firendly response) [sd0loouSn 20¢w653 00:60oRE:
o$ 00 G@x\%q%éu'] o205
II. (a) Nice weather, isn't it? |

60E:030503 P800y d1 oS LS ELITS VI

(b) Yes, lovely. Beautiful day! Are you from around here?

(RO} gOepenE:adn50201 YooYesoldn syp:eep
So§:0q oot

mconsol Dialogue (a) § (b) v mcg§acecal:8:909
cm@:.ﬂmu:m 803[0§900 oonie(gre§:d mme@:ﬁo 8oseslcon:
oloouSu

B:goreqrapbe§igudouden business lunch§ meetingeop

603Ee8¢0 og§ecrBcRaBuSont (of) mEriopecg} ScseoaBomsl <

small talk 03 z223:[0 EEQ']mmu
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8:iequebie§ind: 3bc880mmic[ Q

small talk &30 cpo63:560065: BB:op603 (o§) vooe -
(036 603 sd50)mesl doradplsdolonudi small talk ¢ espep:on
cga(o:eqa$:0996031 ©6m0E:0p00E 6031 §EEGRH 93020064
Soon:pmoyieq:eogaac(mpt:d (soolonudt gé(eguSep joke
coRaRepS: 2003000:q(3d0l 00 06{nEadadeorp U0
O WPGNRO0930003 azofgniagoldn small talk uoo vod0d:
€apegaoonieol gorpS(B: 8sdmspS:coSmes cdgafemyd
2 [m3pEulonudi

Small talk in business
Dialogue _ :
Noelle : Hello, I'm Noelle Sharrone. I'm from the Maketing
Depertment of New Age Telecommunications.
531 cgfecsiipegs F{eS)gpgdl cgfecrSon ooos
206000503500593 0566, 6Q:RMG§Ol I
Raman: Hello, I'm Raman Santos I'm just arrived from Spain.
0dd1 0g§c005§96pS epesa0§03(d)oli og§eordm
?9cc0:0nC 08§8EEm Gspnrgmémacﬂ I
Noelle : How are you? Welcome to our company.
1 3 U‘]

(3

aCypregeant:oon:l 0g§60750) MY
o051
Raman: How are you? Nice to meet you.
s qpre§caotiaun 60g, 607 06:200010005H
Noelle : How was your flight?
aCqp: 6005 B:607 MVS]egcdl
Raman: A little bumpy, butI am glad to be here.
§05:8p5:60% 0o udy)l 3led oR|§60% Saﬁm
022 080000l 005 >

-.._':-__
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Noelle :

Raman:

cwr€ewné[§Ea8S:(0ndgongralcd)
Good, Did you have a chance to rest?
cooC:0l[G1 aCyp:40:8 gcTee:634), 000t
Yes, I had a good night's sleep last night.

qu"lmugl E:a}cﬁ om oa%caﬁ comcieomnE:330eqp

5 "I c
- 90loowon

Jm

Rama

Jm

: Well, fortunately we have nice weather today.

c . c c c c O o] g
G ms;a@:c:mgcmcm R|$G0D0) PG, 36§,

cpngec“)munm ogﬁcmézmﬁn

: Yes, it's beautiful. When left, it was raining in Madrid.

(030181 epa8p0y ouedn50m1 aRi§cord 0gadge
307§:m 03B[5.97 S:gpegodudi

: So, Mr.Santos, where are you staying?

S3RqC ©90020§03(8)1 ayp: udSeo00p5:864

20051

: I'm at the Excelsior Hotel.

[ c
01§ 6075 F053005BLUFLS9D opS:ulorudi

: Very nice. Have you seen any sights yet?

2Bdemn:oneu)i ayp: [EEmp:ondpondep 603,
Booozn

: Not yet, but Saturday I plan to tour the city and see

everything. May be you could recommend tour.
660, qe0:0l09:1 31608 ©6§65,6 [§].0309pS 05 (B
(S oepaa0i0d:(8pSE og§e0r5Bogconionudn scyp:
2c§d ypS(mpdoapey m@émgém%édmugn

Noelle. Well, there are some bus tours of the city, or you

might try just a tour on foot.

3&:1 [B,d90 02058m0:3,09p3(Com> 3g],c0fer0So”
S

-
O
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&:goieqabiedind: 360880m:c(gd

Noelle :

Noelle :

Raman:

9
3lgonod olqprmesd, B adisd(B: ypd(3as8
[Bjzeo:(03p5 & 0005

: Sounds good.

GOaC1202:01

I understand you are in advertising. Do you have
any new ideas for our company?
sEyp:e(035(Cogo89209 5000y, 01§ c0n528 oozl
05K (R1§602503 MEABBORAD sy 33ESw0

200 aa.;.é:cuSﬁu’l 2000081

: Yes, Ido, I hope we will have time to discuss them

all at the meeting,

Rosa} §olodudn mopS:mcoieo 3leogmoiad:
cag:6§:8 32§ 00005cd, aR§605 eypouloud
Great! Then let's get started. I think we are in the
conference room over there.

coot:Becor (B:qE ag1§607503, 030581 cwoL
§8107 30p5:3260:9§:6090 (R)§602503 {HOFLUSEOC
oS 5

Okay, I'll follow you.

(=] c c c ¢ C c
G?Gml (‘IaH»GU:I'D acqp:eq‘omm Cﬁm?'@mll

20p5c8 small talk cops, sedq:§:go wemy:gociny
20055[3¢:s¢ S:gpraqiapSediadiomnicny clursjoros(mvlcon

Q
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Typical Small Talk With Foreign Visitor
(%Eé@:mzcéméi@ t'eémllnan Small Talk G[L‘FG%EE:)

ofpps8§8ase msofep:

(1) Greeting(g053§:s003(5¢:4p:)

(2) Weather (epa8007)

(3) Where you are from (20€ onoSamoona0ad) |
(4) Nationality/ residence (cpgj:t ¢55)

(5) Language/customs (oxo000020:/ 06c00d:d)
(6) Work (sacpSaac(o3oC:)

RY:3.005005¢8, eapiegielraRgun QgleSeRe

co:g§:60338 S:00pSognicapolonuSi oxoo0000:§, wgemy):

g3Cep }on[eor40:9e03m coE(gEqiadeuiomgieay 60,9

uTmuSn 3?11%’3:3?*‘309_33

:n'ﬁlc[:m@meﬁl:cogmé: Sor050lonSi

Bee§m$CaS e pencor 08160307 ggcSea:agCap
co:g§:60303 20wm§iogcerenr§iloouSi 08slcddge Saoorg

G’?GEI}E:GOB (.ﬂ mmc%u] mugn

/'/')
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Bzgotccﬁcqsc&:ﬁ:

Dialogue

2bdc88oomic(d Q

ez oloonic(0oagim ca0o€:e[uncieagarn cocktail
olo3gen §E&[epiepS0pS0re3:3, small talk cfunade sp40 cco:d
Eﬂ'aur] G':}US n Gﬂ?m@é @U‘] ]

John

Susan

Jean-Pierre :

Susan

Jean-Pierre :

Susan

Jean-Pierre :

: Susan, I'd like you to meet Jean-Pierre Ber-

nard. Jean-Pierre, this is Susan from our Sales
Department.

spa0§eq 0g)§6025 QIE0uS§o2:505(3)3, alyp:
03 603 curgiEonadn qE:005§i euralmeorn

"8!%‘30750%.51. 9996[3&5'3-?:1: agm.;{ﬂﬁn

: Hallo, How are you?

03c31 aCypregemnionconti
How are you? Pleased to meet you.
6§60mE:0] 2000011 9EY:$,603,602 06:2020]

c
jeplon]

: Mr.Bernard, may I ask where you are from?

69020920:505(3 )1 op[03:0E: LS&EEMmevaol
200566:0] qeol

Yes, of course, I am from Belgium. From
Antwerp.

sltﬂ onodi oaﬁcma mugcﬁcﬁub%éému'l I ::m%of:

@l_mr.ﬂ I

: Oh, really? I hear that's the diamond capital.

331 oSSt B0 858,605, g5
[03p::0005u
Yes, that's right.

005031 B3l 9§olondSi

/'/')

G /))



Jean-Pierre :

Jean-Pierre :

Susan

Jean-Pierre :

Jean-Pierre :

cwnfewndgEa8$:(ondgorgradcd)

: Well, how do you like it in San Francisco?

2C:1 050q50003(81,03 op3: oC: moSo%

§m:::: mu‘]mmgp I
It's beautiful here. I love the weather.

SELmepcfadoogpr oggecd SepaSpoyar

éﬂﬂ)ﬂgmmll

: Yes, we have good weather year—around

Ro3a0l1 0g§60355¢0 §60050Y: GIICIREOP

epadpop50l0o05H
Not like Belgium.

D055 ud§, eopopiesdi

: Mr, Bernard, may I call you Jean-Pierre?

690200:505(3)é1 og§ecp(3:ec:0d qiciond
qed.ealcd, q&coloocon:n

Yes, of course. May I call you Susan?

05031 qulodudn ag§eonSancopS: alyp:ay

sQa0§dealad q8Ealaocoor

: Yes, Jean-Pierre. What brings you to the’

United States?

RSN E q:005§i Ieefm(0pSccnleay
ﬂémmogémdﬁ I

Well, I am working with the International Di-
vision of San Francisco Software. And may I
ask what kind of work you do?

cool:B1 20§0as00036507608), §CE0G085
0RI§6075 ByScgdegolordSi :ﬂ% a&qp [ ¥ere)

o 05330pSq: cgﬁcqmm& R|§ 6070661096 K

L=laea ]

-4
S
~
O
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8:preqrapbefiag: 326088e0mic(p e

Jean-Pierre :

: I'minadvertising. I work downtown. -

o@fom doleegoyol ogie Boocemacys

G?C\EUC\?UU] G"JUJII

: Do you live in San Francisco?

aCyp: 0§06$0003(5].92 6§00t

: No, actually I live in Sausalito, I commute to

work. It only takes 30 minutes by car.
60050l 11 RI§6 PYEMVI6§RPCOMM
c20p30008038|. 000l ogi8ed:03 >ogarm(0§
ox0:8:0lonuSt 020:3.33 € 856 Q0 eaoad(3o
olonoSu

That's good. Listen, it was very nice meeting
you, but I see someone I must stay hello to.
Please excuse me.

c09o¢:200:31 8EgP:ad 60,3607 285emac:

onuSepil 3leod agi§eod vdadadegraeud 0P
mﬁé:@_ Goa_qé:eugu
coqiq:(Ole) aRI§eom0} g¢(g0l3:n

. Yes, of course. It was nice talking to you.

0po5030lqél qulonudi §E§emmic(gog .

c c_ e
G‘U.')'DCEU'!U]{.D iﬂC i

nnoSeory Small Talk vn meeze[03:0903: coeeod

29§56 CRYI?Y ORS¢ g §dmea:(03:090lonaSu
Small Talk e[3rs3[EE:[6¢ cgod:3,0068: BogS:e00) ma4:

P qQieo0l oS OSBGOS, aCole:8:9ap v§o3iG0:

o] c -
SlonuSi 0983:030083: ca:6m:620:650: §:08:600000E, BFN

olonadi qmﬁﬁ:&l«,ﬁcﬁ@: G QPR G?GCG:JGG:J& Dﬂgm:mﬁuaggi’“ _

A
*

/))



20 cwa8ewn[§Ea8$:(endgongalcd)
a3¢[cEcompameogal Small Talk gluoeé:3 sendscdeayoxndiol
ooSn Small Talk §, sceqzolgeogoldn slefsné §E&(g0a00:
epS0p5e0pd, ooceoy ayqey, Small Talk cloosd qodmsl §o
o eorsyonodeamné capensopd:pia3oicoognd, oocadndg
[BE: [sd0lonadu

Small Talk o3 ddoqi0q) elgradonodgleé S:goieqropdcs:

somade[prRgaesoceufmoleon

Q
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Typical Small Talk with Non-Native Speaker

SaComanemm: eupcdn3s¢ §5mm) InmENLEP(E:

By og§cordnc(gesod @e[oaCimepeogan Native
Speaker e»y0503 3:6088000:6(0ooy (Non-Native Speaker
of English) coga0305 [s80loncSn 03... ca20050l 0000088107
ccooo[aspS ol

Dialogue:

Ms. Tanimura : Welcome to our company. I'm Ms. Tanimura.
Very nice to meet you, Mr.Sanders.
og§6c RgaBe [BolaruSqgn ogeqoeps
» 098uapoll cp[3ieéi03eoy o Fegs
08:0000l 02051 ©g9o s0§:3l:dN

Mr. Sanders : Nice to meet you, too.
oRI§conSmeopS: 60p, qo2208:3000l 036SH

Ms.Tanimura : How was your trip?
op(B:0€:4), a§:ms0Ee(gd,contgCH

* Mr. Sanders : Very nice, thank you.
. 20g§0 B2a0Ea0uloudi coyiqioldn




2J
Ms. Tanimura :

Mr.Sanders

Ms. Tanimura :

Mr. Sanders

Ms.Tanimura :

Mr.Sanders

Ms. Tanimura :

cwa€eung€aBE:(endgongralcs)
How do you like this weather?
8epaSpopa3 ap[oB:ec: M3 qp:400050]

2051

: Well, it's pretty warm. Isn't it?

3C21 EPIOPOYN G§16§:609:60g: §rvvlooud
0050205610500z I

Yes, in Tokyo it gets hot and humid in the
summer.

oscloreSu ojarf§|,9960% egapaSgogon
(B: 3B E:9§c0n0lonuSn

: Well, New York is no better. It's like being

in a tropical rain forest, only without the trees.
o0l 81 §oprecnns( 00 a88ecmnt:apal
op:1 Sepadpopm 2080eozediod :¢dE:BEep
:2066070¢28§ 650203, opulodaSi

May I ask how long you will be staying.
op[@3:e€:1 onuSeconad(oo[03n egecdadom

RI§ece:ol Qe

: I'll be here for a couple of weeks.

0RI§60753¢0 8600503080l 205N

I hope you will have a very nice stay. Now,
if you will follow me, I would take to intro-
duce you to some of our executives, who
are anxious'to meet you.

op[03:6€:8¢0 meg§eomnciggod c§a3E(ae:
$8800Scd og§e egpeoolonudi :pm{§9o

p[3:08: og§ecgoadmafadondecdsieé  ©
0R|§032643, op(Bre:03603.59¢ &y’_‘;m@_}ﬁ

¢ /))



8:gpreqpagbe§ind: 3dc8800m:c[d - R

0 QI§eoRe, mn?ﬁaaﬂmémaﬁl‘% op[3:ed:
o3 8o5z00560:q)C0l oS

B20050] 002:6[00§:0060% F2003S000: e[gr0r050)
§E&[amio0niepS0pS[eooy Mr.Sanders vo qEREE] R4,
§:98:03 cepoS§3vloduS o038 Ms.Tanimura o (Bjs3clooudn

2R.03 FGe(3:030gai3¢), 3209 5§600Ee0R3603,%) 8052005

co:§ §mSclonuSi §ms] vwemsoimess, EeoBTIOM:
c[gr9§:03 32a005¢n 0xE[0dom[gdularudi
Poodolomcloos§:eo 'Maylask...'s30} mod:mgs:
U2 Ge:gsiceraPEo Pag§IPea:(03:0)c6:g5: [Bdoloandu
o305§ndeurendadqéeon :9c3 ce:cdqolonusn How
long will you be staying? o3 co:cdqoloaoSi

Informal Greetings (§éooqc0o §osa3[gc:qp:)
8oSeagogcudyCicags, ddenyean §odm005(5E:603 cloo
[Becp§cloneSu Bsleogmn cergieoged SEenaanicamac:oloncdu
3leod me(sondecory ecdaedolay:i
c5.05 ono3C:e[0oad(mepy> Informal 344, Slang ex-
pressions o3 cslo} v§:0omnieoy a3:(meap§olodudn

Hey! What's going on?

cusl m@ﬁaqmcﬁ I

Nothing much. How about you?
oge(edolog: 6S:eam 305G
Hey! What's up?

cua1 o[BS

Nothing.... What's up with you?

/'/')

G /))




oG cunée m&@§33 $= [ocﬁimggo&cﬁj
3096050l 816000 o(BdesadH
How's it giong?
Great. And you?
What's happening? -
Not much. What's happening wﬂh you'?
Hi. How're you doing? '
Hi. How are you!

]

PON0Ge:g§:60303 DEIPEsF, VOIS’ 3303
2069226508, q00d ‘6wpod’ 03 Weoe(Ead, qulouSi

powo- How'sit going? c§ ce:qc

'Fantastic, I just won the lottery a3, ¢[sad.qorudu
50§:030507i1 claeg oSeul mﬁcmu

Informal meonp cqpéomad s0a5ade(gnad geozgo
3223:(g|eg.q0lonuSn ale[o3oé cpgce: é@:a%oﬁs:aﬂ Bclpmcs 3,
aaqﬁsaa']saa‘f’m 0§ 0005, mcqc efoné: oné[gadad

U‘] D'}UJII

Q

/){)

G /))



Fearless Telephnrie Talk

Eﬁ@ﬁ:m mtﬁrﬁﬁ:a@:;ﬁﬂ

- 0005c8ps:efuoadpum FBeq(B:0) cpoosondagudes;: 009
(800l oS 8E&[g01000:6008¢ 3OS S0O:ERrYepyn 02LISP4:
paB0r05pum 3§eslodagiS:aqEpodadlsdolorudi ondslondd
¢&:0360 §E&[g01000:4,6[003 =8| 06(gogesieadoneny ol
oo0Si 296[000003 §o1eVpS og|:eopS: (a3)qoro30]l LS
8[0o0g060303 clsgiE:e0:d 08e§:009 aEean cruSeSesice
B9 3E&EagS:0q€emnt gE:cucionc[gagaigiColoruS

D560 ¥§:65] Q0L G S:EH
oqd(sdclonadn 005c8¢§:8 20¢ FEGELEE (000556
PN T AR 4 8 3 Yo S
(5630140 050101 §o0Ea:0090 20E8 02058 p§:e{pR 038l
 [B1e93.54902 e[p30037.509303 coyegoi§El oxEgogargalsdel
o051 §ooCe:0007 FPeEdMI0) Bignieaiapdcg:ad: LS54

cmsﬁg mmaﬁuaoﬁ @ﬁu’]mcﬁu

/){)
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o8 cwa€ew€géadS:(endgongrafcd)
Calling a Business
(8:Qotcq:oqScg:opc ¢§:ealaqq)

S:orea:a9Sc§ion @§ieal Bopmasl 3223:(0)], cwd(gen
eoN-
m250¢ (o) your name and company

¢ §o0p3§, g

(y) the person you are calling

20C6sl6§0) OGS

() why you are calling?

20¢ 9906 m&tg@:eﬂc@mcﬁ

3533300 Q IO0ap 9§:ealomd, lpronodqulenSi comud
o3, 20Em 20E406pSadec(rgE cadueaom (o3) Receptionist
o 4PN 6619039501 DEMEADS, v§:68 qopaee(n3E
o€: ee(pdqEaopS: emdueqoms, Receptioniston 2003 codee:
64900101 3332g)05 2 903 ¢ [pS[0pSPPe(o(0dqE ecdaoo:
32003 00:6[pa3pd, 6saEeqineaRmd eapqp:acen (gdolonadi
330 00CiPYOPI003603 60:E00RS: WEN I][Enice:g§:603
co:@colean:onudi

... 0§:65129 Kunstler§ o§:emdoeqom Secretaxyo%
Q007:6[3r] 03 copeos(m3pS(30l§u

Dialogue
Secretary : ACME Manufactruing, may I help you?
ACME m§m05008 mgadmali agige oxogp:
RS qt.ﬂ oS
Kunstler : Yes, please. This is Otto Kunstler from Swiss
Trading Company calling for Tom Jones.

005031 Gagg:olOn ag1§GoOMN agﬁﬂﬁ:xgugﬁq;‘?‘&
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8:oieqrabe§iad: 2dc88eom:c[ 09

Secreu'y
Kunstler

Sécretary

Kunstler

Secretary :

Kunstler

Secretary

. QDY 63 M§:000050000]1 RSB0 ¢4

GETGQ D'}DU‘I |

: Would you spell your name, please?

m’-ﬂﬁE@ W@@E%wéf&mwﬂcﬁtﬂ
ﬂCII

: Yes, it js K-U-N-S-T-L-E-R.

u?cgn?r:l cm-q?-sag-aaa%—og—sacﬁmg—ag:—
2(8) [G5clorcSn

: Thank you. Do you know which Department

Mr.Jones isin? _
coq:@:0l0qE1 egomqj:dm mogsﬂ.??oﬁu'lmoﬁ
830 q@:eé:ﬁu’lmmm

: I'think he's in Marketing. Could you look it up

forme?

2L ©2:NO50EGHED §OPVICY, (R|§GOSC0E
05 sSypreayigilofS: cggecdmogad podep
@étﬂm:]l

No trouble. I think he's in Advertising.
o3gefolop:qé pelo3dcgrg 9o el dpige

c c
oCcooQoll

: Thank you. Could you put me through, please.

coqia:onéolonndi coqie:(o|: 0g§e0703 R4,

C\%E:%O’SGG:@EU‘INM: I

: One moment please, 'm ringing. Oh, sorry, he's

busy. Would you like to leave a message?
corgofG: smeosbedl ogige ggresleqey

08:85:0l005qCt 2RTYOGP: 16500031 op[oB:ec:

0PSO ePgdF|Colad Oz S

-
L
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o0 . cwlewrd[§Ea8S:(ondgoignafcd)
Kunstler : No, thank you. I'll try again later.
0626070l op:i core:0l 01 aRi§eorde(030eE codd
@l:m:@étﬂﬁmugu f s
Boomolomnie(goa§ien opgnepSeangpeant eoad:eulE:

€202 3(gjeogiColomudu

An Introductory Call (8052005 ¢£:cala3(¢:)

e300l Dialogue¢n ¢g:eslay (Caller) uoo ¢§:ealadp0
B {E:[0g105 (reason) sco:on:n 29030500z [0]0) FBYOpSeso)
REWNR0PS: 6efio[Gon:n pSmecgad cadocqo (a3) moyé:
CREQ|[ aﬁgmmétmqngsamngtﬁ Gu:@$:qQ0$ mE@c$r501

7
ool

Dialogue
Operator : B&B company. Good morning.
93383 mpgadmoln ehooggadac:ol
Kosmo : Good morning. This is Chris Kosmo call-
ing for Ms. Thompson in Accounting.
060004 5058C:0l1 egooaligosm 6934
©30Ca} ¢§:ea] om0l ogi§c07§00p5 M
960607080l
Operator : May I ask what this is regarding?
UM 900D rﬁmac.* mcﬁaﬁm aaﬁu
| cerol qeon
Kosmo : Yes. Tell her I am the Greek Representa-
tive from Hercules Equipment Company.

wnoSaoln og§eorsm umayeSogps:  ©

03 §umpgady n§opudeniapudafon aa\qp%

¢ /))



&:ieqpopbeind: mdcBioomicfg og

Operator
Kosmo

Operator

Kosmo

Ms. Thompson

Kosmo

Ms. Thompson

G@DGU:U.] I

: Will she know your name?

nem op[03:6c:d, §00pS03 Bgocon:i

: Yes, I think so.

005031 236050y, 0R$6075 cocolouSH

: One moment, please. I'll put you through.

GO'.Z':&F@@: ECH'.'JGCDIGMI'E-U'I 515.1 (’I&|$G ﬂ&("%
?;:&é:%ﬁ@ﬂ:&%fﬁﬂ]ﬂﬂgll

: Thank you.

coygroncolonodn (Pause) (¢§:0g79537:

00d)

: Jane Thompson here.

236[0oe§0 rﬁ:aﬁum&ﬂ I

: Good morning. This Chris Kosmo from

Hercules Equipment.

If you remember. I sent you a letter from
Athens about my trip here. Is this a good
time foryoutotalk?
ebooodsadac:oln ag§eodo’ wmy)ed
0gpS:a3§uonmgasm aqﬁ(ﬁ)ﬁc@(ﬁ)%u’] I
aCyp: 20036e05536C oaﬁccrf:ﬁ 2943,
00500508, cPEB,mes acyp:da3
2200860oE 3onuSecor oomic(30§, acyp:

POROS B3|§60E:(600]§, 000t

+ Actually, no.'m in the meeting room. Could

you call back at 5:30?

it oo cafors e

3c0:0§:05 ¢ouln op(0B:e€: pocg 9 48RS

G /))



Jo

Kosmo

cwaCeuntgEa8§i(0ndporgralad)
q.ﬁ:@$ca'|'$éu1mm:§15n

: Of course. I'll talk to you then.

qu’lmmu aagaaqﬁrqqc Q|§c0%d acqo n%
0§:e{goo] euSu

Q

/))
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Leaving a Message/ Holding the line

FO0: u:n:;j@ﬁ: / ﬁm%suns@ﬁ:

20CUM m-ﬁo‘gmtﬁézﬁ’_ umea@:m@ﬁ tﬁ:o‘}n@%rﬁq"lcgc\%_
0eqo60y s[mpaam [mBigorosolonuSt 20E¢sieslgoy squm
¢§:6[0re502000p5: [36&E0l0nuSn Gg0005e0 @:6§07000pS: (86
§E0lonuSi 2opS:3c0:0§:05¢0 20pS:3260:aEe50000RS: (6D
&Elonudi mo:dmmes d6sPOICEPIEE04|:c0pS: §/EOI
0S| méma’ﬂ mgcaacﬁ._ mépuél tf@:.iau']c%i}_ mﬁmc@mf:
¢&:e8]a3qoocdadom Secretary oy ¢ofozoiqolondSn slum

Leaving a message §, 2069702092000

Dialogue
Mr.Santini : Could I speak with Tom Brown in marketing?
This is Alfredo Santini from the Italian Consult-
ant Firm calling,
©2:000500C:G§M Rdmeepc:3, ¢oocd q8cul
20000t aEgpiI 0R1§6025ME0) FBNASTOFEOES

2.9 P0Sc56§350§03§ [sd0loruSn

Secretary : ] am afraid he's out to lunch. Would you Iikejp? |

-
L
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JJ

Secretary :

conewnégéals:(endyongnalad)
call back later? |
08:4p5:0lonuSgEn oy eg 0005 0002: 3[GEagNd
ayoiolonoSn op[e3:e€: ©[20e ¢§:0§eslQs

=lawaH |

: Okay, Go ahead.

Remi 0056[covl g )

: Please leave him call me at the Italian Consult-

ant Firm regarding his trip to Milan.
8co§ B, M3 c0060d 998, §:05805095:(8: FB0rcS
BORCOCIIRY 0 (R8G0S0 2 DeE:eal B cayre:
[0[S:¢o30lqeon '

Would you like to leave your phone number?
op(03:6¢:4), ¢§:4010503 co:dgiEolaocn:qin

: That's Okay. He has the number.

qtﬂmugu o969 tﬁ:éu‘]ogﬁu"l oS
Why don't you give it to me anyway?
0(s8(coe0] mc@:éﬁé RI§eD ©&:40105

L
@000 el

: Okay. It's 212-514-5700

ggemi caxot:ol[Qn g&:40l0dm jo j-§og-9900
ol

Thank you. I'll give him the message. Bye now.
coqpa:onEoloruSgén agi§ean0d gEenomeuagad

oleaS o3¢

: Good bye.

9033'3511

/'/')
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S:gieqpegbieding: 26c8800mic[ JR

Poomol omo:6(uosgi¢o I'm afraid sdox Iam sorry to
tell you (something) o3 s8c30200ln “6&:03 (026 0odep) S0
od: qé 10l0205” o8, 3;399{55101mu5u oLt m5§ §, 600605
sﬂm (request)o% Ec ummaaa']ag ﬁ'? m u:ecnqj mmm cEm
§05:000501d1

Would you like to leave your number? MeOPS: ©&:
§0l 0366107003 wdwemypemy: 23:98E: [gdcloradu

Why don't you give me your number? eocom) ecwad
§p5:8p5:[0E:0l 0005 333lm00: May I please have your num-

ber? (cogrgeiS: cglcBotq dolodey "RH’“‘HC”":‘DW-‘ ) %9
S emy:0dFea: 2§41 [s00loouSn

Holding the Line (¢ §:03coo:0l)

005l0n0d WEe§:ealoyopurn §:95:90 BdAYSyp:cs
onqj: [B|qorosulonud B3 §eo Receptionist oo 20¢a3
¢8:03E000:3 [oovlc8§euSn eanndulomn:e(gossiay oo

@Efu'] I

Dialogue:

Receptionist : ABC products. Can I help you?
ABC products opgadmolgén agi§e 9o4p:
opdqolecdqc

You : Yes, Marketing Department, Bill Sims, please.
It's a personal call.
oS3 coga:Q)8: en:modoncigogm 935
20&(8)03 esleotaln aduSeqauSorm o3,

U'] I

/'/')
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JY
Receptionist :

You

Receptionist :-

cwa8ewrEgEa8§:(0nSgona3cS)
Just aminute. I'll ring him.
6897600C0l 9EINREe 2938 w§ieal cYadcleudi

: Thank you.

Gnql:g:t.ﬂ on

Sorry, that line is busy. Would you mind hold-

ing?

You

Receptionist :

You

Receptionist :

You

08:5p5:0lon0SqE 33¢§:03E:00 dYSypicy
oudn op(03:e: ¢§:09E 000l qeconigiE

: Okay. I'll hold for couple of minutes.

Bem! 080> §08§0600005 Q@:a%&m:mﬁ

cgoll
That line is still busy.

:333(\935:0: mcqf:qp:cqcrﬁ:u'] ﬁﬁé 1

: Nevermind, please cancel the call. I'll try again

later.

ABgedolog: coqpe:[o8: ogi§conSeslol ¢§:03
0uSgascd0Sali og§eod olspaccodesl[03ps
oleaSu

Would you like to leave a message?

q@:aé: oooqpieodgIcolaoadi

: No, that's Okay. I'll call him back later. Thanks.

69o60%0lon: qulouSi ogi§eordan ol 6oz
s[o§eslo]endn coge:oldu

B3002:6009§:60 calJonum ap §06pS1 ;PERS, ¢§iesl
Bopmefornt:ac:ad eegavlop oduSeq:adudomcdd opolonudi
gp:ca00mx(5¢ BogSicareieogm ce:(@:ecp§e3vloudi 5pop

c -
66:0703,006E 03050050 0e[Grorm F26rE:R:0lSN

2Re4pER clgroros(oscleon

/){)
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Leaving a message at a home

Suasljnﬁaﬂﬁ mmE:g@azm@EEz

5:go:cq:cqﬁc$:a§: mﬁcﬁﬁq}m:::c@:?o 03| mﬁq rr%cf:
098¢ 1300520050390 0a5305qoMY|: folodudn 6
sqon Informally ¢&:3 clsorogj: [030:q09050l026Si

:2300¢[0g€0m0n Mr. Kims3agan o9 §.0pSesdadé vad
Peter Smith 33603 ¢§:e5s0yaws] Mr.Peter Smith & e§:mn
[6§copSels[o0:d [sD0l oSt 20p50s] 936503 message con:dq)

_9033%0}: 9o§mzcmq|€'u'] oS

Dialogue:
Wife : Hello?
S
Kim : Hello! Is Peter (Smith) home?
Soo Myung Kim calling.
1] 8omoedad3dmulcon:n Belaéme: vs:esles
olonaSi

Wife : Oh, I'm sorry, he's not in. Can I take a message?

3%:! cﬁ:*ém’lmugﬂ& % 335?3 H?P'I:’RHF “3]%9 330'15!‘* -

O
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Wife

Wife

Wife

cun€ewné[géalS:(oadgongralcd)

oim:cﬁ_ q Eeoopi

: Isthis his wife? l am working with your husband on

a project with his company.
aCqpion ap.e§:a0nin 0g§eondm alypradyg:d,mead
@0 0GEPQIE3803 93 B2 Segoxuli

: Really!Nice to meet you, Mr Kim.

mg@mmuﬁémn ?0%33610'}5 oﬁ:mtﬂ D’:JUS Hgm

n&(S)

: Would you telling him that I called? He can reach me

at the Portsmith Hotel Room 20. When is he ex-
pected home?

ORI§005 ¢§:68] 302007 A apelGrliecontn o agi§eor?
o} Qoedudmud m9§:40l05 jo adeslaculoudi
2 HBE0 :05602[0§eqp0560503, egSeo i

: I'm not sure when he'll be back. But I'll let him know

you called.
QN 05607[0§00eadad 00 ng§e BeIPFP E[YP
§¢olon:n aleod gE¢§:eal302003 mg§ e odawadcw:
cga50]eadi

: Thank you very much. I appreciate it. Bye.

ccq:g:ep:g:m&ﬂ GOL‘ISII nglfr}cmg GC‘D:M:U'] O'TJUSII 03"5“

: Bye.

2381

Language Focus

Boasolomn:egosg:eo Nice to meet you 03 291809

2003(0uln Nice to meet (e&:0360,qo> 08:2000l0305) v

paSie0.9965 e0podilopen of:elgaorsmslyocopS: sfcgadl

&

¢ /))



&:mrcqragbcdind: 38c880mmmc[p J2
oS

oo:e{oadaeadien thank youd mead:aoodom wdeoy:
oloxuSu I appreciate itad a3:gomc0pS: d[B:aodempzolonudu

Voice mail (or) answering machine

og,c4epecg9o g§:eslorms] wgEogor(melesepyo
ofjopas] messageopd voice mail (or) answering machine o3
a0 c0n:(030l0ouSn B80ad¢o 20E[030:06033B NI

We are unable to answer your call now, please leave
your name, number, and a brief message at the sound of the
beep, and we will get back to you as soon as we can.

p[Brec:y, ¢§:esTsggap ogjgeoriad mecsacoln cogsq:
B8: 020303(8pSa3[020:qaE op(o3:ec 8 mepSt ¢§:401038, 390
003 0y5:03002:30 1t 0gi§e0n50%, [0§e(0o8EagE8qE: apo3:
GE!QS ?5:@%3@(‘?50] HUSII |

mwoo050l voice (a3) answering machine §, formula
message o3 [p:qeC 20¢mesd [0§e{urgcoy messageamcorn.,

This is Susan Bartlett calling for John, My number is
123-4567. Please call me this evening, I need to talk to you
about the China trip. I'll home till 9:30.

2c[0oc§om 89§30 0lN QI§03¢8:68l 0200l
R§ed¢§:0l05m 2 3698 ol Spoes ogFesd eayiigfS:
0§:65T611 03Q05§EEa:053, 00520058 9E30mmie(eo§ §aad
S0l ogi§e @0 B BSgoegend

Answering the phone (¢4§:c[6s3[3¢:)
(@) Answering the phone informally:
(3a0g0520697 ¢&:6(6R(5E:)



o

(b)

cunleoné[gEa8§:(endpongralcd)
Hello? u3c§
Hello, Mark (Susan) here.

D331 epSa9a0§ elregolonudi

Answering the Phone formally.
(gooneny G4

Mark Green Speaking.
©2506C:(8) ccosgolorudi
Hello, Green residence.

3§ 0gC:(§) eg33Sanvlgcn

At the workplace (cpScé:e5p0p¢)

The Mark Brown Company, Mark speaking.
ep8meepE:mpeasm e8 eGocgulonuSi
Extension 44, this is Noelle.

03¢:3 65 malu &8 ¢[regolonwSi
Marketing Department, Richard here.

€210 0300C:508mM qO]IaE[CReg0l 020SH

Answering a wrong number

(94:90:0E[3¢:m0: cfaad[3¢:)

odsloreco 88me§:03Eeud ¢§:entoforndio3as 390)

G@'JQ%G]?D @£U1mtﬁll

Sorry, wrong number o3 c[sq¢ s0goda06o6(som0l

wpey):g> e8P qE o7

(ﬂé:ll

I'm sorry, you have the wrong number. Please try again.

08:405:01 00051 8P ﬁ:.'?u']cg(jrxcqmcﬁn o8 &al[m303 . <

o
.
L
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-

-.ﬂ:g;qu.oilﬁ'c%a{w: adc88oomiefp - Je

i I think you've dialed the wrong number.

' o&qpr $0105¢0:(B: ¢:eaT30005 e}, agi§cordooculoneSu
What number were you calling? Please dial again.

. 054010503 acypieslegorcdn cogpe:(o|S: codeal

‘o35S ol

" May I ask whom you are trying to reach? (very ploite)
o&ap: 0§:6al3[03:00:65070 058 corvlqson
(320§ 0peig)

B3lef03ng §:e8Tg0d 0gdo0y HErR0r056IC cpmye

[6€s0Econian§ul oS

/){)

G /))



What to do when you don't understand

mﬁfammé:f_‘maﬂ INOY0ECS

0a3c3¢§:3, omoieooims] a5y e(gremn:0}
§01000p50333] 223603, 0305010651 2gP:e{Pord §o:600aC
B YesqipS:0c{unegcd equlog:n quicpdjieogan YesoSeooqé
“aSqp: 63007003 agi§e0rdg0100pSulonnS” o B8yuSeé(a
o651 20c880mnigacor "Yes" 3q¢ “og18c005 ooyl
00" (Tagree) o 3:8gouSaulonuSi 3303 Yescd dgoevdzeen:
Oh? (0p03c02:) (or) Really? (s¢&onmnuSdonn:) o, ¢[oaqc
Qemnc:olorudn omaefornéadadeo 2084210000508, 020$0D6P
0 26000R64403 (204003 I 4pS:a9: cqpiqprgiEas Oh?
(a%) Really?n% 3%:3:‘16(;] ouSi

20p5(0200§203 03E0z05e{sgc:d §pS:c08:qp:gofol xS
What?(a3) Idon't understand o3 coSamocodamn ead:oogolop:

BSngmegqieo 03E0g0Sasqc:d §pS:c08:e0303 0>E[G
ago:giColonadu

e Gmngu']gagcaTmm:os @E):Lﬂu

I'd like invite you to our company's black tie event this < ;

Saturday. Would you like to come?
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8:picqogbie§ind: 3288800 2
RI§cord 03 measd, Socges black tie event o oy
[B:6€:300: BoSeslqiEad ol op(B:ec: cngocoaialap:
§8o3eslomnigadl§op black tie eventol 2o goiecopS
QS o920c[GoecSH

] c
3CGHEPYO .SJCGE.:?DEJ(S. O20(NG0kess

(1) Excuse me. Would you repeat that please?
003805600005 cop:e:[0[S: code{ersualacyp:n

(2) I'm sorry. I didn't catch that.
RI§6075 08:8p5:0l o0 Bslay agi§e0r5adasedad ol

(3) I'm sorry. I didn't understand. Would you mind explain-
ing "black tie" to me?
MQ§6075 06:85:0l0005H OY§eod §or00p5SY ol
og§c02p03 "black tie" sBom cpldiec: gc:[ucuiad quooa:
acypil

onmouSeonp black ties3ors formal dress o sda3omalu
¢dag) 005903 Jayomuln Seox black tie eventsdox (o
00530¢(8: cadeaq5q03Q (2a6:340:) 07 Fcgolodudi

63loeco 020605994, 6{gremaien §deog:(S: §2:00p5
Q0503 0o:09:00809:00600 0laamoSolouSt sl ¢
36§3, FT0:4006PI GOIOPECSDd FBIomno:cd: spelling ol coxfes:
a¢oloruSu

c3200501303¢: cu:(eg:8¢0londn

Excuse me, would you please spell "serendipitous" o3
G(‘Qj:ﬁ:@@: mcx’l::cu']é:[gggutm:aéqpn

"serendipitous" s3ox 4o5sBo3qp:gocieann cladipops’

C$_ magjtﬁqu'] 0305“ o
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2J cneunégladf:(ondgongalc)

dsloerd BoRen:ea0ndy 8odesl o050 (Bq sl
o0

"We are having pot luck please join us!"

oR1§607503, pot luck eo:eg(30005n coge:(gS: ogi§c0d
0%_%_3;03 ocon:ul ooz

pot luck 03 o2008:02303 320:40[8:0C@0:03 030S6@0:03
né:i(edegql 30p1 Scom potluck 03 2EgotecpSaé caenadol
20YC: Go:leg:0¢0lonuSn

(1) I'm afraid I didn't understand. What was that?
0R§6025 gorecopScd uladypr 333lanocd

(2) Would you mind repeating that (a little slower), please?
coj:e:(gC: 333l0? mgpS:cudes:(B: codefgew:cd qecvn:
aCqp:i

(3) May I ask what (pot luck) is?
pot luck s§ 0090003 og§eondes:ol qeon

P0M0lce:g§:603u0 §0:600pS02003 §:§:a00r00:
wpwgemen): co:(8§:0:08 a3:gonduloruSn §:q¢:03ceg0
05305 (simple request) d(sdolorwSu

3303 simple request 3 co:q oxdsadepm [B&4¢E: (0ol

"Pot luck is a party in which everyone brings a different
dishof food."

Pot luck s3o» m:mcpzaq?l:c%mé:cog C\RO%E:ORG;D‘:E
a0} 0lo3genos [sdclouSt Bmeefong(GpSeconceyo pot
luck dinner(a8) pot luck party o3 ad:3{3[8: 390360205 322:(3¢
pot luck o, e{cr[msoloruSu

053] 043, 9009630080 §ED R0 3‘5&51%_5}‘.;;"" |
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8:requogbefiod: 3200c8800m:c[ RN
(28) B36q €603 ce:oln mopece:ad SEDPE: tpesoatarnad
mé: Cl(.ﬂ CD‘USH

0éacgs, potluck§ 00500503 wgé:ad ce:giEal 3o
co:ol

I'm sorry. My English isn't too good. Would you mind
explaning "pot luck" to me?

7R1§6025 06:4p5:0] 02051 0pj§ 602938 S0oMm
388 wemnt:cdoln pot luck se(m3oE: og§eonpnd qE:{gsoivlavn:
aCypi

nuScSeg:(e =[0onc[3E:
(Blaming by phone)
08$08S:m 0¢B¢s:0a50msl E §o:00pS3 qF
630050l 2BE: v&:3.c(00qE: :[CdorEomn: [3§e(erdcol oxuSu
(1) I'm sorry. We have a bad connection.
0g1§6025 08:8p5:01000S (¢4§:) soada305gecmC:ag0l
aCypu
(2) Could]I call you back later?
- e[0sé 0g§cord ¢§:(0seslad, g&colaocoa
(3) Sorry. I didn't hear you. Could I call you back later,
please?
08:405:0l000S1 algpre(goor agigeors efazdcqoln
o[0305¢8 coqia: OB ogi§e0or ¢&:[0§es} q§culoocoa:
sCypl

slox [Co0§903 c[sqs:§, v§od:onadoymac(soldn 3o}

. Ly Ly Ca L
c[0oc305(5E:(6¢ 2o :csd, OPIIDEP 0PI00:]§60IWON OO0

mécu:r::n%o% G@:@@:c\%mé:qmugn ?@1@$G9T&.mé:qm@_giﬁ~
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T ca8ewné[gEa8§:(oadgongaics)
3aleo3og S:goieeepdciad: oomoefcond§ss] 20¢efo

K03 meq:(B:000580m 2062260l058, §mSulonuSu
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Saying Good-hye
$c'l)=q“5mmc|§aa‘§55:

Brg166:0p5c§:006920006p:326) 0205080813, 0020:6(00s3
Py> $:q)0omnie{padsc: (Saying Good-bye) a3copS: cvosd
053, Fweq:(03:0lonSH

¢8:3,0000:6(0007 :a:0055EqE Good-byead eoo(ns
o2gp:0louSi Bee§m(cpSeconleys clgregmjoanicoym
GOMuees
Good-bye (or G'bye)
Bye
Bye bye (or Bye)
Bye now o3 (so0l onudu

3203:4p5:0) ©ADI0HIG0300GON uene

Bye for now

See you! (eqpéoraadiecr§or0s)
oslondé) "Seeya!" o copS: a3:[o30l xS
aqcuSg)€:ag)Eiq)c: cloroymsl¢n

Cao!

/'/')
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6 cwaewné[§Ea8§:(engongradcd)
Take care! '
Take to you later! (or) Just later!
B:goicaiapcgianciamaegqp: (business situations) ¢o Od
oy egrsRoromeors...
Thank you for calling!
(¢§:05[303 30305 alypradeoyp:oncolonws)
(o)
Nice talking to you.
(0&@:95:@_ mm::c@:aﬁcqun comC:0lonwd)
g:gochtqﬁc$:mcmmqa:mq ¢§:65 a9 c[0oad epgo
3266 (05:033])0560303 ?&og|05)EolouS
¢8:65]Q0)mal ©§le[sd 03003 2woCimgIESTPONd
GO m:c\’f:o%cu:cﬂ 1
c[orqeud00né:mg05 30560 E0R. e
Your name (20¢§06p5)
Your title (20 Eepop:)
Your company (ao&mecd)
Whom you are calling (a0€ o050903¢§:e5l6§07003)
The department (gos)
(If known) (283cy€)
6. Thereason for your call

20¢ ¢&:esl qoyme(oc:eg:

TR RIS

p0woRee$, qE:{ogicolonuSu
This is Mya Mya calling for Aye Aye in Marketing. I'm
an accountant at ABC Co,Ltd, and I'm calling to make an
appointment with her.

29 ¢§:c[00c§020 (8[60ln eomad0rCigrgm c3:632:09 c

6&:63] 6502011 og§emeory ABC opeadcd8oady mqé:c%qf;*?

O
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8:grieqiagSedind: avba8Somm:e[p 7
83:(s0[8: 29e3.§§:588 08:cslcgomnsdslorudn

20564 ep9D 9§16 203 cogjipI0M0:E00058, F6a(0d:
0533020 6ewol§ il §:§:cc0:e(0oqceor Thank you for call-
ing. (¢&:esl30330305 op(o3eC:al cogip:0oE0l0005) o3 Gcooc\%
qolooaSu

Sc§e[groims] wiemiodomniad:cozn’ B@ad:(gol

Please

Thank You

I'm sorry

May I

I was wondering

85l 06éEo 00s0dMmP§:esl opm 20EeIE ¢§:es]
200503, [0§ce:03308] 0E[O&E0MMEoNR.

I am calling to speak to (person's name) about (+the
reason)

(or)

I am calling to inquire about (+the service or product
you calling about).

0E¢§:ealeg00um odmFogpd: (23) 0§esoaly
apSc§:ma[o3s: cuxes:podicgonuSsdon eluolgoln

6400590139643, & 29:8E0060% RYGESMY 681070
[68(651 2007E:350530005 ce:0200(3d(d! ogrq03070(so

(68 I'was wondering if o3 s2ad:[gi§olorudn

eg. I was wondering if U Ba was in his office.
S:0 2p §.§:0§:¢0 §aoc0:cd, agi§eond coz:a480005u

3200090 c@:a%ﬂm mﬁmmugeqv_: co:g§:(60c0d 29305 K c

80505:3, ce:88:000:0m[B55: §Gweayiol emni{sdol mt:r::z_;g*?‘

c
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R® cwnéewnégEalS:(ondgongradcd)
Language Focus (Could and 'll)
Could I/ you....? + the base verb u» 0o0ScS¢§:¢[0os}

0pws] LpeooycegzeqdsEeieog [Gopdd, clgradegay ono:

BSclorcSy

eg. (1) Could I speak to someone in the Sales Department,
please?

r;cqi:ﬁ:@@: mcqa&:so§mm§§:m5mn§$_ mn:r::c@::cﬁ_
g&colaocooin
(2) Certainly. I'll see if there's anyone there.

§oloo0Si B3¢0 OHoSeLIAd S, ogise (33
cgos0l3e0du

c0g0q053i05 (Request) 03 og1§600503, o)(0s6(0rsd0d
a3l 11+ the base verb o3 e[o3ramad:qulonud
eg. I'll get him to call you later.

o[0308 a0 ¢§:0§esl @ og§cord apadelupcdndulendi

Practice

cmn%u%m:c@:a%ccgo% u;éoécn;q@m:u’] 1

(1) Could youask U Ba to call me back?
éiﬂ'}fﬁ; O&igﬁﬂ'ﬁ ?;:GEDGGT% SEQP:GH:GU:%EL;]JJCUD:H
Yes, of course. I'll get him to call you as soon as he gets
back.
o301 qolodSi ay(oseepadagiCespadg)C: aCgp:ad
o0§:6518, ogi8coSaGrcSasclecSn

(2) Could Ispeak to Mya Mya, please?

o BB BB} oafecns oomoiiocy qfEdlancont <

o ‘
acC K%
Clell _ R
5, )
@
y
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S:gieqrogbie$iod:  30088emmic[yp e

3)

Just amoment, I'll see if she's in her office.
sanmec:eonsol gEn agi§e 8 §re§:9o apefpocoiedom

[ c3a50]endn
Could I leave a message for Nyome?

- 2518320305 agi§coSeocniad q§ceconialypn

4)

)

©

9

®

Yes, I'll tell her.

DOIOPI RP§E emeBredado]eudt

Could you tell him I called?

RI§e0od 9&:63130200% 29036608 Eeconti

Yes, I'll tell him as soon as he gets back.

00503011 BeepadagCenpadyit: a3 ag§escrcdadd]
ouS

Could you tell her I'll call again tomorrow?

05368 og§corSes:(0§eslenSsdor aqeayelgenigc
©CoD:

Yes, of course. What would you like me to tell her?
BRASad1 qoloraSi spendeGocu:§ og§eorday scqp:
oppl- mcmaﬂémcﬁu

Could you hold the line, please?

coqpe:(o[B: w§:adadconicd gCecoat

Yes, no problem. I'll wait.

oS3 BBgedolog:n og§eorSeengaegoleoSn

Could you try again? I'm afraid it's rather bad line.
p(B:e€: c08o[o5on3: ¢§:esl[03p3§Cecootn o3¢:
0GoE: 02908:4p5:0l0005H

Ok. I'll call back.

Bemi agi§eorScodeslompdg:ecSn

Could you speak up? It's a terrible line and I can hardly

3
Oy
-
L
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GO

®)

cun€ewé[gEa8§:(ondgongralcd)
hear you.
ﬂcmmcct c[orgCecontn ¢§:c8E:a0a3:0l:c5(0: glcr;@:r
0086 3359[: qc?e ol

Is that better? Can you hear me now?
33| %cngnézm@m: I 0g1$6056[000% 33(030:8E(G
ool |

Could you repeat the date please? I didn't quite catch it
aore:o)B: qdgad code(mr[u8Eecoo aaﬁsm :3;3'1'03

C\? 0 GHQC$ 01 Il ]
Yes, of course. It's Tuesday, July 4 th.

‘

00303 qulonuS 38qodgan gcdEcw (g) qo%cq aan'lcq.u'l I

EI
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Mastering Meetings
maé:sacu:muﬁ (?E%Egm@):f?@&

3P0p5:3260:4), Bg§oCep:ol Hdodemeor Business
LunCha@ﬁ%U.ImLﬁ" Gﬁ‘mﬂﬁmﬂ:}:qu C\?SC;:E:GC@E: GﬂB:Gﬁ:
98:0(sd0lon0SH

Business Lunch

Business Luncha?go-x: Qrag:oCogn mgpSicud Bod:ia(s
3o3eaypoy3g§01dn $c3 cgcouSeon:§i§en ocSeq:aqaSqd
%4)§q0loo0S1 ooepioddeuposen:a’d egasgad qulouS
Business Lunch ¢o 320p5:3260:20600098gEq¢ 0305830503
c$epa (053]0 9nconinéalonudi meefang¢ocor Business
Lunch o gp:eoonzenifsé odeornc:op meeting(seop5:360:)
830131 eco:g050pme(0E 3apey veagiegiacyr small talk
e[0oa8 911 @o16000056C: :4]5(61§:q01 0205

o>onuSeor Business Lunch esgieg:geogon $3805eayp
SRl apectoonail) fryeecprograss dhogeed:

ol:[aé:clon Gc8,00000000:6C: (03 Daac@c@:gémmu m%mmemnq{
GBa5eGBecS

-
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¢J cwa&cw€[gEa8§:(0ndgongalad)

Business Luncheogu» small talk § eoxéecp§oloradn
§6c8guSepa0osqqC: @opS:3260:4), 0q§2JE:60 (G060
6500803606 GapasFduloudi voowd:ad: small talk
$200E[030 guideline cogaeo3é: e[graduln epaSporme(asad
cloRuli moment ©2:6200053E1 0E@0:03 P2:TPOCR
e[ e[grsqoln §EEeq 902006q:8, Bad:[6E0 6060
oc{gosgold n Business Lunch¢o epdoopSeops ey, 6 805005
coxfac: (Introduction) §, onEqulonuS

6320301 80350030072:03 6cco(m3pS ol

I'd like to introduce you to our guest. Mr. Steiner from
Zurich. He's joining us today to talk about his bank's new busi-
ness ventures in the United States and Canada. Welcome to
our company. Did you have a nice trip?

ogeo> olepic} BBy caffeorSo3a,epfoogS ogom
mc%qqoq So3s0a560:qiEolonuS quys Beum§s, esalen
glop aammmﬁ oQocs: mmcogmc@ac cag:e§:6(00aq§ mas,
0R1§600509 3000603 o0l

03|§60750}.8), cpgam (5|8 clonuSi Sa&:an cp(c3:eé:
PR 6§ §(GO8.co0N

§E&[50:03E:{0p5 006903 §E¢[50repo0pS a8 coEeapadd
q¢ camnd0leeregmyee:ggicay clsadonoSeannt eapoyE[oéod
002:3c80lonudi

How was your trip here?

80300003 8lyp:d) 8§:05:meEmegmn 05 §olaocdn

Where are you staying?

6C:005¢2 0p5:9e520d1

What do you think of our city?

0g1§607503 (8.3 aEgpronuScdgEoadn

/'/')
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&:reqpaabiefind: mba8domnicyp g

Tell us about Tokyo.
Bofi[8,3c[0308: ag§eoriadedGoln

How was your flight?

g [B:0:4), soundsd:ofmcsmcy oSS
Tell us about your company.

p[B:e&: mgadamac(m3ot: agearsaya} eleagoln
What do you think of our weather?

g §c05038, p8p0yad agpionudc} cocgcupoancd
How long was your trip?

cp[B:eé:d,0§:05m 2n0Sec0aa3(a3p0cSH

How long will you be staying?

aSqp: wuSeconas(o3o(oe onpS:3ecd

Have you seen any sights yet?
[6EmpE:00090bep (205 B: oo

a

/'/')
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Making Reservations

(Bt loprafgiepdfat:

o&aecss, business lunch o3 orpSac:emyeg:aat 00063
501 20CapSapudFaPME) 12:6000053¢ [Bwolec:(ojepSgoldn
caa50looidpegion cgo00Sen [Booleospipmagad v§:eal
250(s00l 02051 Sooie(Greg:an 0EF e0:6a0005a3Ee[0a3¢d

c Ly
@mﬂ s

Restaurant : Chez Michel. Good afternoon.
q03(&) §admudi edonescouSac:olu

You : Hello. I would like to make a reservation for
tomorrow lunch for six people. Do you have
any quietrooms? It's a business lunch.
1T qc@arﬁé:ma&ogo% eqrﬁ@@ e.q..muSm
PROS (R)§6025 [BjorEgocongiEadal alyp:oy
B¢ 030538050339§:603 §olaoot FBPOD:PD
m a9cg:0em0 6§,0050o(gdolonud

/'/')



8:pieqagbedind: 326c8600mic[p $9

Restaurant :

You

Restaurant :

You

Restaurant :

You

Yes, of course. We can reserve one of our pri-
vate rooms for your group. What time, please?
nosajoli qoloadn og03:e:zmdqamozas
RI§602503.§, 0305GEMmage0pdm oas:
031§602503, [BeuSaon:@Eolonadu cogpe:(o)C:

mcﬁm%@cﬁa%m S0l qeol

: 12:30. Is that Okay?

o) §9830ln B3:g§33 Fpemd,coot
Of course. Under what name, please?
qulooeSt eoqpia:(g[B: 92059940654, 903000:q)

s
(=law]]

: Jack Frost for six.

qoSecapdoli apefgrnseunaiorzayadol
Very good. We'll see you then. Good bye, Mr
Frost.

B8emné:olorudelenl ag§e0rs0p, acqp:§eay,

[03620:0m060) 1 go593E1 vgorucaR()

: Good-bye.

90'3336“

/){)
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g8 cneuntgEa8S:(endbgongalcd)

Hosting the Business Lunch

cimtﬁm méa&uéé@ﬁ:

méaacq% ©:62000, @19313 ¢ Business lunchooné
c;:a:a'] (313 8.8 350l onuSu Gguglcaac.?.? aocan small talk
co:gs: cogce:quleudi

eg. (1)Didyouhave anice trip?
(2) How do you like this weather? -
(3) Do you like French food?
(4) Howlong will you be in town?

S3q§90 0EMess, 0EFwalm 660y, qe0:0) 063:008
cuoa503 business card Sepud8EalonuSi [B:qE 3pSpadm apand
c0R0} 8035003601011 cpgoepS], po:eaRra’ 8odsoadeozali
c05sg4055005(0:¢ business card o3co:olu business card ooé
oqqceopS: 208ea3p3013 1 Beudm§CpSeconleen apeozum
business card o3 ®m[3or8:0u3c00(0303:n business lunch col
£02p5(8: businesszmc{o3os: 663R:6§:5C S0U30§DY IO

m@"l@ﬂ?ﬁﬂmu‘in 31;@}3@ business lllllcho% Gnalmgmééq}:;_ :

W
)
.\\



8:mreqiogdediad: aada8800om:cgy %7
®sl| business og§ooSeognd 28§oon5:(s¢ BmsoEdceonom
631§ 5p3$:3.35 s0050c[038E¢0 (3d0lonSH

Q
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Sales & Marketing

DGEPE:SE rMMmOC:

Everyone's a salesperson s3o3 om0o:@03¢: apopc:um
eepC12002:006602005 (860l onudi ag§eod03iad: cuSaRgp:
(382008 eepé:gqiogecgopS: [B80loruSn wémesd, 0268:008

GUIDOSTR 020PIBEP 3360aEHOPOY FFE0YTR8l 03E: 20CUM

cepC:qi6(0109 08, (B)re0:e50m [sd0l 00N

Sales Language (mcqo:on0000000:)

Segepyo The art of persuading c3050p§:a3es00Ep 320007
0p203 §E:032:92(8S0l 065

Persuading is molivaling or convincing someone to do
something,

Persuading (03050§:a36500E(5¢E:) 83020 0068t 020
0503 06$0dep[0jepSS, 8oSen05adea0SgEorE(aé: (3)

qo:mémmcuflﬂgcm@&(‘ﬁ [sd0lonndu

eg. (1) Don't you agree that....

(313.0052005c8) & weoovcpoldin

/){)
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8:¢pieqiagbiedind:  98c88oomic(d . %€
(2) Youmustadmit that....
(s53l03) 20¢ o§dquudu
(3) Don't forget that...
(:3%:3'](73) 20¢ ucgu’]éif._u

Sample Sentences (§¢420loyqp:)
eg. (1) Don't you agree (that) the price is right?

(that is optional)
CQp:§§:95000589070 OC VEINEOYORECV:N

(2) Youmustadmit (that). It's a beautiful design.
a3l Yoo} S%E:aﬁm m50$éqau5u

(3) Don't forget (that) we are cheaper than our com-
petitors.
cafforsofumn cgieosscl, pffoncsecgoocs §3

Q120 (520000053307 6GeulZ

Reassuring (a320wo} eqpaSeo(sc:)
eg. (1) Thereisno cause for concem...
(2) Let me assure (reassure) you...

(3) You don't have to worry about that....

Sample Sentences (5¢3§00loyqp:)

eg. (1) As for future service, there is no cause for concern.
We guarantee it.
38500508 650089643, 331300520058 92096(50

olog:i og§c0o503, 3ala3 Fedolousi

(2) Letme reassure you that this is the safest producton <

the market.

rs -\\ !
&~

-"/)



9o c€ewn€[gEa8$:(0nSgorga§cd)

Sumeoy Gqrgodys cimmEdiopsogpSiRon
aCqp:§, 250003 7g1§602503, eypPadcVzol GOl
(3) You don't have to worry about competition when

you use this product.
. 809pS:03 Emaj:[godmsl [GEREqa} Bodequiq
oR:64I

Buyer's Response (0052303 [0§3]05)
Doubting (a5a0wocfse:)
(1) I have doubts about...
3130052005(8: 0p§c0p9rd W60y §oruSH
(2) Iam concerned about (that)...
R)§6025 Bodp0g (Bod6emm:) 020MEo)..
(3) I'm afraid that...

1§6075 06:§05:80700060%)..

Sample Sentences (544320l oyqp:)
eg. (1) Ihave doubts about its practical use.
33l 005603,090p :233:[opaefrnE: o ddWeRy
oS
(2) I'm concerned about this product's safety.
Sm§00p5:300520050, ¢l Bodecaatopop:i
(3) I'm afraid (that) it will be too expensive for us to
maintain.
53103c8§:038:§ og§cor503ae0gad smagdeqy:(3:c3e
6u5a807003 agi§e0n508:4p5:80005H
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Counter-arguing (o»>§[c8(cé:3(s¢:)
Nevertheless (a8 clogjad4¢)
In any case (a39q5026$0ndepozE)
Well, the problem is... (a2¢:1 [Gooogoameo)

Inany case o3 [s5q058E0) 0rdpordapaR0zad gE(0[sC:css,
29:58:0l00050

Sample Sentences (34400l oyqp:)
eg. (1) Nevertheless, we are concerned about it.
8 6log 53, og§607503, 33313, olooodanadegorud
(2) Inany case, itis still too expensive.
333l oneorn a85[B:eq(03:058:920ldacon
Seconadadql sales language$, 0o52005c) Gospqc
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