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PART 6

can’t wait for[to do]

~ AT HONFB ENTRL)

. I ean’t wait for summer vacation to come!
(BhaD < 2005 5E0LL )

-1 can’t wait to meet you on Monday at the Tokyo Trade

Show.

(BRBHICHE ML —FYa—TBEVWTIONELHTT)

Py take (a) leave
um (of absence)

RiRZEED

-1 would like to take a leave of absence due to health

problems.

(EEHEZMED S > THRIEEED 2w TT D)

%... of absence 1, FFICEMIChI-2{REROHEIZfS .
leave DMEE( p.337) M.

Pk take
' responsibility for

HiEZEE3,
(#%nr o) BEZE S

- Mr. Jones will take responsibility for the contents of the

proposal.

HREAFIIOVWTIRY a3 — » ARICEEDHDFRT)
- We cannot take responsibility for your company’s loss in

this case.

(ZofTodoEEIzH L TdR b EiEEalshE )

#[EEAH 9 |WIRIZ (X assume, [ #EZ 19 JId accept HEZ
B o G LTS A (ERM) 3T i liability 205 o
accept liability (for) [ 25 2 TE# 119 |

E brief A on[about] B

A (NZB AW TEEREA D I

- Ms. Saito, in charge of human resources will brief you on

the basics of your job.

> (200)

(ANBHEOTEEOEFERESIANY, Lo AKRH IZoOnT

EpzEdBabUET)
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1205 ~IZHIFRT B,

report to N OB BB THS
- Please report to Ms. Singer on Monday. She will brief vou
on your new responsibilities. > (1204)

(HRRBIZY ¥ =8 ADQEIHIZITOTL S, kirhidizs:
DI L WEFEOES T : 1)

- Mr. Bruce will be responsible for the sales department and

will report to Mr. Goto, Vice President. > (154)
(T —ARITEEDOEEE LAY, BHEOREROER- 4
DET)

= retire (from) ~HERT 3

- After much thought and careful consideration, I have
decided to retire from the business.
(EKEAMEICER L 2B RIIHHEEPHD L2 )

serve as ~%35 D

- Mr. Hill comes to us from Sun Enterprises, where he served
as Vice President for five years.
(EVEPH Y Lo d—T 54 X bbiticBnTicid 3,
i3 H & ThEMEF T HHELRD)

1208 Jole |mpressed =
 fwith) |~ EEEEDD

- I was much impressed with the article, which appeared in
the May issue of "Home Remodeling Magazine.”
(BitlF—s)EF) - H ¥ ]05 A5 IcBilgx s, +

OFEH IRV ES(I )

= fill [stand] in for Kbb=EEDHD J‘

- Will you fill in for me while I'm away?
(A rol], KbDEHDTNFETH)
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E be fine by[with] (MizEaTlF o TSR [EED KL

- Your suggested date of April 20 is fine with me.
(THRFED 4 F 20 BIZRIEHBEDENTT)

~2koTERE N LR

(<> be inconvenient for [ ~{ZH &ALV )

be convenient for

- Could you let us know as soon as you can which time would

be most convenient for you? > (43)
(B LORMBCBEDEVD, CTELREITR(HZA TG
£30)

E the heart of (A7) OFULER, (s ORZI0

- The hotel is located in the heart of San Francisco, only 40
minutes from San Francisco International Airport. > (180)
(FOFT NI 75y ATBEBESEPGOTI 05, F7
Ty AIORLEIZMELTWA)

- Planning and management is the heart of the project.
(EEMEEEHITOS 27 POBRDTY)

“ working day SR, B2xg

- We shipped your order via DHL on October 3, and you
should receive it within five to seven working days.
(10 B 3HIDHLETITHEX*H#ELE LIOT, 5~T7TEEBL
AICBFRICELTL L)

office hours BLERBER, EIREN

- If you have any questions, please don't hesitate to give me a
call at xxx-xxxx during regular office hours. D> (547)
(I TEMBTECE LS, MFEOBEREMNIC xxxxxxx (2B
TEBICBHERE (728 W)

%[5 b5 M 12 business hours, [#E3EFH 112 working hours & &
:é- 5 o
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E up to a point | HREEET

-1 agree with you up to a point, but I also think that you
need to consider the costs involved. > (143)
(Eﬁ@h EFETIEFHE L35 AEMEAS28RICo>WTHEE

HUEENEHLHEBWES)

#uptoacertainpoint 42 L4 5. & up to (10)

E judging by[from] @ ~»o¥EiT S &

-Judging from the present sales record, we will make 15%
more this year than last.
(BIEOFEY LITREB» WM DS, SHEIEMEL D 15%5ED 1
IFaeffifds7:5s9)

provnded (that) | Bb~72£bl3: ’“J:L")chq:t( if)

- Provided you can OffCI competitive prices, we will place
orders with your company throughout the year. > (240)
(B UMt v ilifg 2 PR LTSN, RELILEN%
LTI RENLED)

#providing (that) & 6] LERETHES

E Should you do B Lfv‘g“é?:;b

-Should you have any questions or require further
information, please do not hesitate to contact our
representatives.
(B U2 ZH B H 5 IR ETURS, BAEIC R
EHFTFTITHEKLLEW)
#1f you should do 2 BB S M- GE 1T ERES D), BEMICTIE
WD TR,
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E Enclosed islare] A | AzEFHLZLET

. Enclosed is our current summer sales catalog with the
complete range of our products.
(B WO ORFHEFEL— LA YO X E2EFENZLETD)

#A is[are] enclosed. O 8 {E . FHTH S #8, Enclosed please
findA. & 459 A8 LB, @ Attached is[are] ... (892)

(send) ... o
E by separate mail BIET (~Zi%D)

- We have sent the samples, price list, and complete catalogs
by separate mail.
(BETRA, fiitésk, £=e&hsarzB8Hk)wiLlLT LR)

by return mail [ O 3% LT

Hsend (out) A to do | A Wr~tarwisiftEd 2 [{ThiE 3] ‘

-1 will send out a service technician tomorrow to see what
we can do.
(FESHOFETEFMAETELZ2PRTHLEDIZENEEY)

=2 pe short for (il ) OB TH B l

- What is JPY short for? — It's short for the Japanese Yen.
(JPY EMoEEETT OARMOBEERETT)

@ be[fall] short of (543), stand for (395)

=4 be of interestto | (VI TEIEN G D

- I have enclosed our latest catalog of products that may be
of interest to you.
(FHxzEsDErL Lk wWE RO OREA ¥ 0 7 [
L& LA)
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E be appointed as (B ERTNS

- We are pleased to announce that Ms. Yoko Oda has been
appointed as Marketing Director to succeed Mr. Jake
Smith.

(Y2A27  AIARDBEEDO~Y—F7 71 ¥ FIHYMRGE LT, W
HE 3 FEPESGEN-ZErBMb6EnLET)

ML AZTOS0IZEEAE DT /A,

1 be assigned to ~RBEND

- I have recently been assigned to our head office in Tokyo
and will be leaving the United States in early March.
(ETHHFEORMICEBENE LT, 3HDIXLOIZE&REZ
iLFd)

#be assignedtodo [ 452 & #{ESL3 |

E be promoted to ~RET D

-1 just heard that you have been promoted to manager of
the Sales Department. Congratulations!
(Bl PEEROMRIIRESh LWL ZATY, BHT
EHATEVET L)

Y board meeting RS (DAHE)
- A board meeting is scheduled for next Monday to discuss
the proposal. > (76)
CC’)T” ’-l OL‘THIJ n ’)7‘_ 7“'“1“'“_':ﬁ jk- iﬁd)ﬁ Hf?’ F]{ T
LCTWwah)

#board of directors [ {4 |

1228 conference call | oo
. [phone conference] |

- We would like to schedule a conference call with you and
your staff to discuss our future collaborations.
(FROIFTEL—arilonTHLEI LDIZhhiLdlil
DAY v 7 EOBEFEET TELLZVOTTH)
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(k) (cBBHN D,
. be hit by (e idR5N3

E;t your [my, our] end ’ ZF55TI[CB5T]

- We are really sad and shocked to hear that Japan was hit
by an earthquake and so many people have lost their lives.
(HAFHBCBODNIEFIZZ DAL HFEL SN L2V
THRYIZELL, yavyraZITwEY)

—

. Please note that the bank transfer fee should be paid at

your end.
GRATIRADFHFHIFESTEB VWAL T IS TEELC L
EW)

E at length . BT, Re& ‘

-We have discussed at length the issue of employee

compensation.
(FA7= B IE T B ORI > W TEHEICEE LE 2 72)

#I2OWZ(= eventually) J& v B S H A A, 0K

E at will BHIC, BOTEC ‘

in writing X&T, 8@ET

310

- Our showroom is open seven days a week, so that customers

can come in any time and look around at will.
(b a—n—2HTHHWTWETOT, BERITVD
THAoT, BRICITEIZEZLEY)

- Would you please confirm in writing that [ do not have to

pay the bill?
(D ZDOFHREOLHEFTLILEDLR W & ZIGET IHE#EW
7273 E )

#written notice [ 137 |
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ﬂin this respect ZDRT

» We need to expand into overseas markets; in this respect
we are falling behind our competitors. > (1026)
(DAL TIBIIE AT 2L BN DD, COHTHhIHILES
MEILELEE->T WD)

X-ig’_some respects [V { 2@ 15T, in every respect [ & 50 %
JERed!

ﬁ in return (for) (~~o)BERULIC, BiIRhELT

-If we can ever be of service to your company in return,
please do not hesitate to contact us. > (1031)
(WOABELICEHIEIC BRI EXH D F LA, BRIEIC
b X AR-IY

urchase order EN(R)

- Enclosed is our purchase order #123 for 5 units of Food

Processing Machine. [>(1219)
(7—FFuty ¥ -vi— 25 EDEGE No. 123 #Rl#E 7z
LE9)

in bulk £EHT, AR

- Further discounts for purchases in bulk is negotiable.
(REHDTOWMADHE, E6R AT X220 TEHEHIIELET)

#buy in bulk TIRIOMEA S5 1, bulk order I£[ it |

E current status R

- Here we report on the current status of our project,
(b T7uyey FPORRERETS)

BAEDIE - 111%5 1% current situation &9
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in ascending _
@ [descending] order  LIEIRIS
- The prices are given in ascending order.
(Mt EIECR>TWET)

3in chronologicallalphabetical, numerical] order [ #£{C[7 V7 7
Ay b, BEIFECIDHEATEZ ). @ in order (638)

for ... consecutive )
hours [days, years, | ~B&[H, &, ¥—XV]1EHT
seasons]
. Mr. Sato, my replacement, has broken the company's sales

record for three consecutive years.
(o BT EERIE3FHETEHORLITERE®I Z L)

E touch on[upon] (MER - ERTD, BDLEIFD

-1 read an article that touched on the subject of global
warming.
(HERRBR LM SR Uzl 2 A 12)

E elaborate on ~%E L R D

-The article elaborates on the recent findings of the
Center for Disease Control (CDC) regarding the dangers of
smoking.

(ZORIL, BEOEREICH LT, ERTELY v ¥ — 2
RLAZ EIZOVTELIRNTVS)

gsum up ~OBRERND, ~+ENTD

. Summing up, I would strongly recommend that we begin
investing in these areas as soon as possible.
(BEESAE TELHLETRLINODOFHF~OEKLHOL
Exifid B LwoTy)
#to sum up [E+ 212 /(= inaword (707), in short (739))
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X to putitsimply | FECEE

- To put it simply, we don't have enough funds to invest,.
(BRICSAE, bUbRIZIIEET 2200+ 53 5 EEB VO

T7)
Hsimply put £ 359
make alone’s] | o : |
@_ case (for) ‘ ~& RS i

- When you apply for a JOb, it's important that you make a
case for why you would be ideally suited for the position
for which you are applying.

(HulAHIIBIHET 28, LEETYPIREL TV AHIZTS 5
ShHhLWwDh, FORMERNSZ EAKYTT)

E get one’s hands on | I ~%F[C )\ﬂ%‘)

- Visit our store now and get your hands on our wonderful
furniture at the lowest prices you could ever find.
(TCIZRREDDBIEICT 2 2ALT, ZRITIRAZEDLEL
(EfHE CHFIES LWREAFICANT L LEW)

be in recelpt of l ~%2(TID

247

-] am in receipt of your letter of April 9 and regret the error
on the invoice.
4HAIHOBFMEZITEDFEL, FRFICHEIMNSH VG LRD
TnEHA)

Hreceive DELE o2 BW
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[(~0~32) FECHD (for/todo), |
Ebe due B 1 (~#2) iﬂx“[h&]ﬁﬁﬁﬂtaﬁé(onlby)E
- The game is due for release on February 28.
(F#D7— L1 2B 28 HIZETEFECT)
- The ship is due to arrive in New York as scheduled on

August 27 at 7:00 am.
(ZOANITHEEY 8B 2T HFM 7RI 2 — I —ZIIHF FECT
)
- Don’t forget that your report is due by the close of business
today.
(LBR— iS5 HORET THEHERET TS baghl:
W)
® due to (13), in due course|time] (1118).
due date (1306), past due (1307)
1249 = I -
~ respond to (FHERDISRET D b

- Thank you for your email of May 20. I am sorry to respond
to your email so late.
GH2HDe A—HOHEITENE Lz, TRETLIONK
ZENT LTHLRIEWERA)

ki R
@Tbject to { ~iz Ei’j‘g”%’o

-1 have to object to the plan to promote this business in
overseas market.
(BB TIOE YA A FEDLFEICIIREE S22/ FHA)

Hobjecttodoing [~F 4 Z &I 34]

ﬁ proceed to } ~'\1‘§® 3

- As there seem to be no quesmons about thls report we
would like to proceed to the next item of business.
(ZOHMEFIZOVTIEMOMEL & 82 ) O TROBRIES
2T A

- proceed to the next stage (RMDEzf~HED)

$# proceed to do ([ iZ~ L1k0 5 |, proceed with 1 ~ % #ifT
% % | proceed with the work ({E3F % 5il7 %)
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E encourage A to do g A~TabEHD, BHTD

- All employees are highly encouraged to attend the meeting
on Friday at 3:00 p.m..

(B H P 3 O S&FITEHERITORE LTI ZE L)

@ be commltted to ~2BILT D

-We are committed to providing superior products at
affordable prices.
(MR FTA2 LM THEO L WRRZFRMET L2 L I2HLLTS
DET)

= be awarded ‘ N ES5END

- I just heard that you were awarded the Employee of the
Year award, and would like to congratulate you.
(- PENREEFTREsESSNAZ L2V ) T,
BERCEFHL EIFET)

1255 M~F a0 <27,
] wrge ato.o BETD

-1 strongly urge you to reevaluate your quality-control
program in order to determine where the breakdown is
occurring,.

(FAlL, BREASEZTCHEL TV A RHET 2-0ICMEEH 7o
"G AU LT A EralinEd)

L any | (@ EET D |
@ log onlin] (to) ! (= log off [out] [ #2815 1) . .

- To activate your card, simply log on to www.bookson.com
and type in your card number.

(Blz0h— FERIFREIZT D200, 7277 www.bookson.com
IEGLTH—Foffs ey 4 7L TLEEW)
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ﬁ register for | - 2[Dr=iz ]ﬂﬁ‘g*é =enroll) 1

-If you register for the Workshop before Monday, June 18,
you will receive 10% off the regular tuition.
(LL6 HIBHDHIEH X WHfc7—27 a3y 728G rUdims
ZEHO 0% EHE IS ET)
#register A as B ClA & B & L TE§4 5 | register the name as
a trade mark

S— | ~ BB TB |
@ enroll in | (=signup (90), register for (1257) |

-More than 300 people have enrolled in the seminar on
‘Business Opportunities in Asia.’
TF7Y¥7TIEBILEYRAF Y ANI20TOEIF—12300 A
wHz B NAHNEFRLR)

#be enrolled in [~ 128 L TwA OB THHS .

E‘ollow up ‘ 70— a“% éb(qﬁﬁl‘ *’d%’a
- Please call me, and follow up in writing, about how you
intend to complete the work on time. B> (1219), (35)

(FOfFEz Lol T FEM@NEETFLEI L LTWwERIZ20T
BEHE, S6ICWTI40-LTL{E2W)

¥follow-up (& %5 - X755, a follow-up letter [ 7 4 O —7 v 7
DFHE
E strive to do ~LIEHT D

- We strive to provide you with the most efficient service,
along with the highest quality products available,
(bhvbNidkSMEORGAFAFTELZEIZMA T, b iE
DL —UE AR T2 LHIBHLTHEDET)

#strive for (2[~% HIEL THI+5 ]
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E have a[one’s] say %%FE%% (%)1%::73\35 ),

- The meeting was held at the Central Hall on Friday, where
attendees were invited to have their say on the proposed
plan.

DEEERH IS > b VATV TRIPR L, 22 THIEH
LR ESNAHEII DWW TERELND L 5 B S L)

T [ (mmse aERT D, ]
E sort out | mEEE XRED |

-1 believe i.he error was simply a typographical error. This
problem can be sorted out quite easily.
(ZOL7 —1ZHIZEITY, COMBIZEbo TRHilLIZERTE
LHEEGWETY)

- I 'will contact you once everything has been sorted out.
(F_CHEETNLo3 CICTHEELET)

e
EﬁrmeAasB EA%Bt&ﬁﬁé

- This model has been reviewed and rated as the top new
system of the year by "Computer Magazine.”
(COEFMITa ¥ a—%—- < H Y 2| CHEF SN, ENE
PATLD by T EFMEN)

. fmd fault with | | ~0B 5RLETS |

-0ur aim is not to find fault with your business, but to
provide facts to help you improve your customer service.
(AAEHEOHMIZHHOE Y F A0HSELETDI ETlEh (.
O A Ay v —H—E AL LSS5 DI IO A {2y
5L TY)

~ocka k<55, TR
5 speakmignywetlof 0 E SRS IS

-Because of our excellent quality, we have been spoken
highly of by overseas customers.
(DX SOBPITT, ik BEH-LHETN TV F
)
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il

be equippe(_j with | T2AFRENTLIS,

| (R RBIC DI T

- Our plants are equipped with a fully automated production
system.
(bt THixEeIZ Ak & W4 E & A 7 AHPEfENTL
Fzd)

- The Training Center staff is equipped with the knowledge
to instruct individuals of all levels.
(ML= ¥ty —DAY 9 71dHoWALELXVDNLEZIG
W45 ik E BICHITWLSD)

#be equipped for li[ ~ D7z b DML H 5 |
3 ~ g Uy
ﬁ be packed with N QQ;EL’ZE%Z’

-The 60-minutes seminar is packed with information on
how you can become wealthy in a very short period of time.
(Z@ 60 Mot I F—I12iE, £ LzHIRHIC B THltRIs 2
NBEPIZOVTOHERIDFETLSD)

pack up [13#51) 35 |, apackof 2 (~®)1 4,1 &4

miss out on (L2 Bl 28T

- Make sure that you don’t miss out on the chance to be
updated on the latest developments in the industry.
CEROBBMORERIZOVWTT v 77— M T oSk v L9
IZLTLEsw)

mark the = —
beginninglend] of | ~ /A% O IEDDIESTS

- We believe that this joint project will mark the beginning
of a very rewarding partnership for both companies.
(7o bk Z oI BHEIEmtIC & - TIEFICMiflid 2 R okE
DESFHIEIZLEBERELEY)

(4l give A directions | A ISEIEEHZ %

|
|

- Please call us from the station so that we can give you
directions from there.
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(BIBZBHUALETOT, BRPLBEEELFEN)
#¥directions (2[R () o8k S & A (= instructions)

1271 8 (~2)E)Ld 3
Impose a ban (on) (¢ lift a ban (on) r("”%)ﬂ??‘i’i‘éﬁ

- Russia will impose a ban on importing potato seeds from
the European Union from April 1.
GHIH»Sa Y TIEBAEE» 50V v e0fioig A %22
IEg3755)

l goto extremes | i hzmuﬁ%

- Any extremely long sentences should be broken into smaller
pieces. Be careful not to go to extremes.
('JF IRV ENS ENAEVBFIIGFTHEI LTl
AL LEHICESTVEIITERELEEW)

#take A to extremes T[A ZEUICE T LiEw 5 |
Friday is a casual day, but some people are taking it to

extremes.
(EMHIZH Y27V T—C3a5, PICidThEEaEIcE Lo
TwaABVET)

ikl arecord 1 BERSE o

L [an all-time] high | (<arecord [an all-time] low [ 82k 1)

- Our sales hit an all-time high of 3 million dollars due to our
strong overseas operation.
(N iR EO BT T o) EIFIHEEESED 300 5
Frkbkiaic)

#record (21X icERl & v 9 B H A0 an all-time record T
[8 ERem OFeEt ], record level [ i@ L1 |

subsequent to ~ T (= following) T

- Subsequent to the Board meeting, on April 4, 2013, MGL
Co. and UAS entered into the Merger Agreement.
(201344 A 4 H, MAERIZEWVT, MGL L UAS #iz&0F
FIEREATD)

BT 4 =RV EFTELNS .
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4 on short notice | &I, LiEED |
- Please accept my apologies for canceling our meeting on
such short notice.
(Blci—F1r7aFrrbElniLEFLTHLAISVEEA)
Hwithout notice (& Fi7% LIZ, W T
on dlsplay | B [B%IJ] e .

-We noticed your product on display at the Houston Trade
Fair and would like to receive more information about it.
(Ea—AFr L= F7 27 TCRRAENTVWAEHORGKIZAD
EFLTC. oW ELVOTTH)

#put A on display TlA Z R 5 |
B oncite | BB, BMC[T] 0|
onsite (< off site 9+, HA1C))
- Product experts will be on site and available to answer your
questions.
(BROTX AN~ FARBICNT, HMIcB%2TEED)

%on-site [ B (Bl |, off-site [ #tst o, t4to ]

24 (Bl 9 T |
E on the premlses (e off the premises 4y [Hblskcl)

- The consumption of alcohol on the premises is forbidden.
(HEYATORIGIIEEZI TV ES)
/7% on the tip of (EE 2N PDEFTTEID ST, |
L one's tongue | BVHEELT o ‘

- His name is on the tip of my tongue, but [ just can’t think
of it right now.
(szG’)f&HIJ HOEFETHID 2TWAEDLED, BrokSEnd
)

out of place | - [mave, M[gjum,pwblat—g*nt‘

| (=in place (962))

- This is a beautiful piece of furniture, but looks a blt out of
place in our modern home furniture.
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(CHEELVWERELED, S b0V Y ERBEOR TR LIEEL
IZRA D)

E (as) pel' | ”l'ffEDZ TC\L;'C( accmdmglo ) |
jE=ts e g )

-Your order was shipped by air today as per your
instructions.
(TEXITHRCEST, ROMEETHEELELL)
V17 as things stand '
_ gs Hiandsl | I%Jkt(at 7®a<_za
- As things stand, our hm1ted resources do not allow us to
export through overseas distributors.
(SDECD, LPHOBRGNAFIETIZBIEREE 48 U CTHiib3
HIENTEEHA)
[ e tn 4 | ANDIREEND, A ICED |
[ vecredited toa | 4 27 |

-0Our continued success is credited to our excellent
customer service.
(LA ERHITTL2DEER AT - AICED
BHDEETNTLD)

#be credited to A [ (EHADA (LIH IZIR DA D | FEBETMHE
AL Ev, F72, creditd withBlA (A2 B (ShiliZe &) A%
HHEBDLIOETHES .
$150 will be eredited to your account shortly,

(150 FAAE b bhDOBIR)ATRTS)

We thank Amy and credit her with the great success of our
company.

(BrcbiEo A I—ICBH L 3. T L ThA oK% 5K
I OISO BT TT)

@coupledwuthA | aviEzoT, mH>T |

ol

-The elegance of our designs coupled with fine
workmanship should appeal to the most discerning buyer.
(FIEe Ll L HFE o Th o745 4 > O R S dawic
OIEZ 7oA ¥ —DEFUZA BT TY)

#couple BwithA[A & B L #2175 |
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T R |
%@_evyih ~oOEREL TR |

- The inaugural issue is timed to coincide with the Chinese
New Year (the Spring Festival).
(RS iEh EOFHE (R LRBCEDEI T I 2 InEgbe
nTw3)

E clerical error EFENE= A é

- It might be due to oversight or some clerical error. Please
look into it and advise me.
(ZAUIRFE LS 2OEFHNEZA0b L EEA, T
BIsw{EEn)

4 pertaining to ~IBhET D }

- The company is holding a special meeting to give employees
official information pertaining to the merger.
(SHIIHEHEBICEMHIEETDIER L REE A DD O
SEEMIHNELLTnA)

authorized to do | ~72iERZES5Z 5NTLS |

-John Smith is authorized to represent the company in
contract negotiations with TES Co.
(TES#t & OFBZWHTIE Y 3 v - A I AV A2 ET HERE
5Z25NTWaD)
#authorize A to do DFVF 5.

it be admitted to the
L] hospital

A9 5 (=be hospitalized)

-1 would like to inform you that Jiro Saito, our CEQ, was
admitted to the hospital yesterday.
(864 CEO OFEZRIEH AW L E L2 L2 B EWi
LE9)

#[aEfEd 4 |14 be discharged|released] from the hospital
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B00st e ts, eic.] | 750 -HIF liaae] & fie s

- Robust consumer spending has boosted sales for the
quarter well beyond our target.
(&5 WA DIUbNO HEEZ L5 212 ol TIEM oFE
D _EIFEBEL )

E fiscal year : wet [EXR]IFE

- Our sales revenue 1ncxeased 5.5% in fiscal year 2012 over
the previous vear.
(BN IE, 2012 SERSFHFEETIINMEL Y 55%W 2 72)

E annual turnover | Fi§5E LS EEIE] '

-In the fiscal year 2012, the annual turnover amounted up
to about $00 million. P> (1291)
(2012 fE&EHEREIX, FRIFT LS R 50008 iz o7:)

sturnover |2 AR | 2 v KD & 5. staff turnover [ H
(R E ] o#EREE ], highllow] turnover [\ [{Ekv ] EERE=E |

sales promotlon J BRFEEIE

-1 would like to meet with you to discuss the next sales
promotion plan. B> (54)
(ROBEFEEEGH GG L&) 72DIZBEw LD T

5 market research | fiigHE “

- Effective market research results in increased sales and
profits.
(RhEM e E R L LT) EiF e fEoRmz 2 b £5)

3 market penetration | fiZEEE !

- We would like to request that you reduce the current prices
by 5% to insure maximum market penetration.
(e KMEAEE % HET A2 - 0BTOMiE % 5% TIFCwizrias:
WOTTHY)
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bull market | Bxis, LIS |
@ bull market ‘ (C;;:,e‘u market [§55ith, TIFHIY) |

- How long can we expect this bull market to last?
(ZOBRIMBIEIEDL HWHEL 7EH ) D)

1297 account[customer] ;
representative ‘__ @}Eé’% |

-1 would like to introduce you to Jane Marple, your new
account representative.
(FHLVESBYSED Y 2 —» - v— T N2 TlBMVALED)

‘exclusive[sole] | e 00|
& e ont | RiftEE |

-If you are not being represented in Japan, would you
consider us as your exclusive agent?
(HARICKBEEABL 5 TRITE, B2 ERESICBELZ VL
EitE el y o)

E cold call mb a?-ané[:fiﬁﬁ] |

- She had worked as a call center operator makmg mld cal]s
for insurance agents.

(LI RERHOEDAHEBEFE T2 -Vt v ¥ —DF <
L—%—& LTlinTwni)

MEpE L LTHMES

Emeet f|!|] a quota /Jb??i%n‘g“[z._ﬁﬁ"g*%)]

- We expect that we will meet our sales quota by the end of
the month.
(bhvbIAKETICREY Lo /LS EERTd L ES)

¥quota IZ[#IGH, /< OB 2 L~ IZas 7i#HEIS)
sales[production] quotas (8{7¢[#iE] 2 L~)

=% = s OETESD, i

) defe}ult on B-NOEEERD |

- We have never defaulted on a loan or mtssul a mongage
payment.
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(Bicbido—-roRFESoD, HEo—rEilvifiazzh L
ol lidkLChHN ERA)

#in default (on) [ (32§97 &%) @47 T
 call nff | =@OWDILS, ;
je'l off | & e mHT '

- The company is going to sell off subsidiaries to reduce debt
and focus on the core business.
OEFE Aty WS L EEEEICERY 2o T2 2 FTH0
LyELTwd)

@) be sold out (167)

E clear the account (ES@D&HE’E:EJ%@’%

|
|
|
[
R —— S —————— il

- Our records show Lhat we hdve neither tecelved a 1eply to
our letter nor remittance to clear the account.
(BHHOLBTEFEANO TEPL NS IMERBRTDHT 00
THEEL W2 TED FHA)

Hclear X[ HiTN3 4, HiF+ 2 IO, 124212, clear a debt[loan]
[M&lo— 2 ]2ERT5 1 EdATEI ).

@ élilﬁ"lp sum | —ELL(AER) (©installment (plan) | (plan) |
- payment | [5E3L0L)(530) ] S

- Would you prefer to make a lump sum payment or pay in
monthly installments?
(—HBHhL & % LWTLedd, FhEbiEAOGEHILVD LS
LWTL &)
#lump sum (2] — 54V (O EH) |, instalment (& 5 FH4V (D

1 [E47) JOFEM, pay a lump sum of $100(100 FL % —§§CTHL
-

{5 cutoft date ELE |

- Please confirm that the cutoff date for all expenses is every
25th of the month.
(TRTOWHOHEVEIEH B HTHAHZ &£ TR 8 W)

el
[S]
o



@ due date | i?AHEEI i

- Please keep in mind that your payment due date is on lhe
2nd of every month.
(ZILEBFEA2HEL W) ZEERATVWTLEEY)

#due date (X[ ETEH IOTHR L H 5. @ be due (1248)

past due gﬂBE&l@#t_, ,ﬁi'fﬂGD( overdue)

- May we call your attention to your loan payment, which is
now 30 days past due?
(O—>DBFEHGAHAEN HHEEBE L > TEBY FTOTBA
SEwizLET)

# past due balance [ #3AVFER |

@ be in arrears ; LLHHENTWS i

- We will charge you a late payment fee of 1.25% if your
account is two months in arrears,

(2 AOEOBZILLNOYEN S, 1.25% O FIRAER % Gk L
F9)

#be in arrears = be past due [overdue]

" collection agency | pEEIRES !

- If your payment is not received by March 1, we will turn
your account over to our collection agency.
BHIHETEZBIEHLZZTRTNIE, Shl-0BHEZ
EOES IR 2 EIZR D E9)

E merge with ~LGiHT D |

|

- We are pleased to announce that Baker Inc. will merge with
the Crown Inc. from November 1, 2013.

(20134511 B 1 H, <47 H#;ﬁﬁtiw 77 A SH LG
gRILEBHILELEIT)
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#be merged withlinto] [~ IZ &S] 2 s JOETS & b
i

o

E M & A | s ER D

(=mergers and acquisitions)

- This year’s seminar will provide you with the latest news and
legal issues in M & A and M & A finance.
(BEFEDOEIF—THEREAHEEESH 7 71T Y AIZBT AR
o= 2— 2 LEMEMEEEHC L)

blue-chip O o l
company[stock] . MEm%[&Em] 1
- With the stock market c1ash in 2008, even the blue-chip
companies like Lehman Brothers went bankrupt.
(2008 £ DA OBEDLOIZ) - - TIHF—ZD L H %
BREESZLHEELL)

| press release | FLRUU—R RE~0%2) ;

- We will issue a press release on the launch of our new
products tomorrow.

(SO EAORTEIZMT 5 TUAU—2 %2 TV ET)

#press conference [ it#H & R |

E public relations r“ R (PR)

— e e ]

-I have considerable experience in all phases of advertising
and public relations.

(FAIERELHOH LWL RHEIZBCTLR ) OBEXH Y £7)

E contact lnformatlon ﬁ%ﬂﬁ'ﬁ Bﬁ%% i

- Please let me know your contact information (including
email address) and I will keep you informed about our new
products and services.

((A=NT7 FLAZEL)EEETHA T Z3 Vv, B0
ot — VA F B ﬁi::i‘i]o“d‘b‘f_l,i'? )
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“terms and ‘W?L@# e 74W"AW

conditions |

- Before you buy online, make sure you read the terms and
conditions.
(£ % —%v FCHIRICLTHSIRZRFZHAL EW)

volume dlscount AOBES |2 (it ikl a5 1%) I

- Volume discounts are avallable for Olders of 500 or more.
(500 AWz FN P EodcicizROES TS D £4)

Eﬂl‘Oflt margln | %Ierm. FlEe \

- Unfortunately, it would be very difficult for us to accept
an additional discount because the profit margin on this
product is very small.

FEELYPL ZOWRROAETETLAEVOT, 2645HFA
WBIBZTHDIEREL T LWTT)

Eibottom line RIEE, RER, (MH0) D

- The quoted price is our bottom line.
(o R s 1 St o BIE@E T 9)
- The rising costs of raw materials are adversely affecting our

bottom line. > (1342)
(EHEHIETE O g b Ao BRI EERE 52 TW3)
- The bottom line is our profit margin. P> (1317)
(Brid b HoRfRHETY)
-
I round off e ]

- This figure was rounded off to $150,000.
(oS 157 FvicmgAaAST )
- We rounded off the day with dinner at the hotel restaurant.
(BB iERTVDOLA T X TEOREHEHILS D)

#round down [ (W £i%) W D 5T 5 |
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g ; - 1
bill of lading HBH‘IE% (B/L) :
- Enclosed you will find the compl(,ted shipping form and bill
of lading.

(REA T DR & AR L AREEES 2 W L £ §)

E FOB prlce FOB (mﬁ Fb){ﬁ% i

- We suggest that you re(luce the current FOB prices by 5%
to insure maximum market penetration. > (1295)
(e K i B I & REE 3 2 720 IS HA O FOB GRRSIE L) g o
5%5| & TIFzikELFT)

3 an AN P ARATH 2 LIS S Mo T OfliiE (FOB =
Free on Board)

E CIF price \ CIF (ra,%ﬁb){ﬁ*" i

- We would appreuate your c;endmg dela;led information of
CIF prices and delivery schedule.

(CIF (SR L) ME. 35 £ TH1E L oD CoREM 2 1 2
BHIGE SV

AT R AR PR 2 B3 L -5 (CIF = Cost, Insurance and
Freight)

@ customs clearance ‘ :Eﬁﬁ?irﬂ# i

Om stalf are hard at work 365 days a year, 24 hours a ddy to

ensure speedy customs clearance for items from abroad.
(FLEID 6 O 5 2 O BEAFES ZMEICT L7012, bHA
Yoy 71314365 H, 1 H24BMEHFIZHELLTWS)  D(242)

@ w1thho|d|ng tax | ,}?;ﬁfﬂwﬁé

- 10% of the total pdyment w1ll be deducted as mthholdmg
tax.
(GZHGREO 10%ITFERHRE LTELFIPNRLTL L D)
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kv research and
i development

(%) IFFRHFAE R&D)

- We currently have 30 first-rate scientists and engineers
working in our research and development labs.
(b O MEEFE T FIIIBLE 30 AOEFLRFEE LHATE

)

E take the initiative

AZITFFI[ETEIZLED

- We should take the initiative to invest in research and

development while we have the resources.
(RIEVH 5 ) BICRLLIEIMAERE AT 272001227 F

TEEBRETT)

D (1327)

E state-of-the-art

T

- We will be happy to show you our state-of-the-art sound
system and its breathtaking sound it produces.
(B OBRERER AT ALEZNY 2 2Bz L L) RELE

Bl E4)

cutting edge

(Bl o) RS

- WinWire is a company that has been on the cutting edge of
the computer industry for the past 24 years.
(71274 —1ZBEUEMI o —F —EZOREHTHY

#elF HEHTT)

#cutting-edge [ D |

ﬂ energy-efficient

IRILF—HEOREL

- Our goal is to provide an energy efficient heating system
that maximizes your comfort and minimizes your energy

usage.

(-0 BRI, PRE S 2RI,

IRILF—DEOBVERE Y AT AxRETHI L TY)
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double-digit 2 a0

-In the second quarter, we achieved double-digit sales
growth in semiconductor markets.
(45 2 DY F 3 h T T 2 {7808 Lo &l L 72)
#[1 7o i single-digit- twolthree, four ...]-digit [ 2 #if D [3 {5,
4fifo--11E BT,

= pilot study[survey] $ﬁ‘1§ﬁn[ﬂ§]

-We have just completLd a pilot study, with some
encouraging results.
CLBRWEIRE L BIZ, b ESFRIIRARIEIATY)

incorporate A o
E intofin] B | 4 ¥BFEIDANS

- Here are some recipes that you can incorporate into your
daily diet.
(ZCCHBIAHBHOEFIZEDANSHAL Y EX VL 2hd
DEd)

#Incorporated (Ine.) [ 4k, - #ka\&EH] Z it incorporate
HREH T2 (R s]l0oEKED»,

E commensurate withl ~zmvEhb Ly, R0 i

- We offer a competitive salary commensurate with your
abilities and experience.
(BEttiz B -oEND ERBEIZOSDLLIC BT 2 Wit % B
HLLES)

ﬁ field a que[sghr’l otc] | ERIERGE]IZOROTEL

- He fielded questions from reporters about the announcement.
(HEFZORFEI2WTOLFE—F —{-b 5 OE{ESELR)
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havelkeep] A ... ey
@ at one’s fingertips | ‘ A (Iuﬁ(f?)’?{f\)ﬁ ?(Eﬂbﬁt"% 1

- Today, we literally have knowledge at our ﬁngertxps when
we log on the Internet.
(BIER=BIEA A » ¥ — Ay Mooy ryiudmmz R H1cg <
[CEDHEED)

within walking ii - - S —
ﬁ distance (of) (~2b)3HWNTITI DREREC |

-Does anyone know if thele is a grocery store within
walking distance?
CGEWTITIIDEHEICA—/S—v—7 v DI LI il H-
TETH)
¥ XA 2, within driving distance [ HL TA7 1T 2 FE#E 12 |, within
striking distance [ (8897 E29) SHEEMIZ IR ED L 912w,

@ drink atoastto A | A (-0 orwiiEiRd D

- Let’s drink a toast to the success of our meeting.
(FA7- LD EDMINERi>THMLEL £ 9)

¥ propose[offer] a toast to (X[ (~ D72 FEHF 2% 5 |

ﬁ extend credit to “fu% bﬁb‘"’&ﬁ"j

— s ]

- We regret that we are unable to extend credit to you at
the moment.

(HLRHH TEAFSRELLTIETIIEA)
#expend credit limit ([ BREEHIIH] 2517 % |
beyond the ]
@ ~ boundaries of | ”EE@]’E@ZT |

-1t is important to fac111l;ate the use of IT beyond the
boundaries of divisions.
(MBROBEEZ TIT Zflivie3 {452 LATEEL)
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Efingle[dggglﬁ])ancy* R )\[2 NTORER|

- Single occupancy of the double and twin rooms is available
at an extra charge.
GENMEETY 7L 4 2 OfREE 1 ATHHETEEY)

#single[double]-occupancy [ 1 A[2 A1HI® |. take occupancy of
[~iCAET 5]

e e Son | mRwersy |

- The rise of the yen has had an adverse effect on our
export sales to China.
(MHE b itbhio R EAOEHIBGEI L EDNEEDCS LTW5S)

#adversely affect T[~ 1 A< |

leaveAto SR
‘one’s discretion ‘ A 7*<)\>0)#u3ﬁ[§t£] ILE’G% i

-1 leave the issue to your discretion.
(ZofEoORBIZoVWTIE, SaICHBENELCELET)

P tn ] | ~TA~THEIEREEND
E = deemed to do[be] ‘ (= b:consmued) -

- Delivery shall not be deemed to be c.omplete until goods
have been actually received and accepted by Buyer.
(BEFITEBCEWTFES M FIC LTINS E TR T EERR
TNHEnwZ EET D)

MW R ETHEDNL 7 + —< VT,

@ be destlned to dolbel # ~+3[~THo]; ﬁ[;@%) ;

We are convmced that this product is destined to be a
great success.
(7o bid Z oz L NEEVEVLTHFEE LT D)

#be destined for [ ~72%liTIF 5TV, ~{T750]

be destined for victory (FFFIEV: 72 L @), be destined for
India (1 ¥ FiT&®D)
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@ by the same token | BkIC, BUEEBT ]

|

- Due to falling profits, costs must be drastically reduced. By
the same token, there will be no salary increases.
(FIZEASE L7 DIBERITKRIEICHS SNB I 0h v, B
[CHAMLRWAESI)

on the short list (for) ! (RS ORIRBEHERBICH T

- Her new novel is on the short list for the prize.

(D LSS 2 OB OBEERELEICH > TWS)

sshortlist THIFIIZ7% 4. be shortlisted for [ (¥ 7 &) DGR
1255 |

adjacent to ~ZBEELT

- Members can park for FREE in the parking lot adjacent to
the Museum.

(& B3

UTEBEHG [ 4R | TR T E )
E role model FREFDAY

-For many years, Nancy has been a role model for all
employees at ATT.

(RAEEIIHAZY, Ty =R ATTOEMRERIZE > TFEREHD
b Sragl Py &)
350 . : ~7x Z 8T (=including, < exclusive of
inclusive of [~ % C))

-Your credit card will be charged a total of $1500 which is
inclusive of sales tax.

GEEBESOHTEI 1500 FAHBZ LYy b Aa— FhobHibhlE
¥)

¥all-inclusive X[ ¥ X T2 HA XL, TXTHAALD] anall-
inclusive vacation cruise (a#4% A& o (R iR)
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in compliance with | ~i=iE> TUELT]

- Products should be delivered in compliance with terms
and conditions of the contract. [> (1316)
(BB ONE | SMHIE>TEITONATLED)

¥ compliance (& (HLAT - BUD thad7e S12)E9 S &, #5F)

confidentiali gy e e oy
E N ouse | TRBERE

- It is important to include a confidentiality clause in your
client agreement.
(75472 b LOEBICTTHEERERNZAZ LIXFEETT)
unless otherwise &= Fages
E stated[speciﬁed] ARECH (RE] DIELBRD

- All rental prices are per day per person, unless otherwise
specified.
(REEREDELVED, L » ¥ LEEIETT1IALHIZ2WTTY)

#IHF W ECTHib S KB

E be exempt from ~PoREFENTLD %

- According to the Terms and Conditions of the enclosed Bill
of Lading, we are exempt from paying this claim. [ (1321)
(B OMBBFEHF OIS [ 4R Laud, Stid 2 oflk~o3dhn
HRERTNTVETY)

#be exempted from ... £ b H X Ao ZiLit exempt A from B[A

(N % B (@Ha ) »bRETAIORGHIE. LidsT,
OO EEEFETA NSRS

ﬁ contingency plan | SE55E (Rllo W22 3HE)

-We must have a contingency plan in case of natural
disasters. > (236)
(BARKEICHA TERRER LTI R6R W)
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@ emergency dr|ll BHA;J I’f% :

- We will have an emergency drill on September 6 between
13:30 and 15:00. Please participate.
(9 H 6 H 13:30 45 15:00 £ THEIMEETVWES. TBMmML 72

=)
sfire drill [ A S8 e i
[ evacuation o
procedures Eg%ﬁﬁ’ﬁ e —

- All staff should know proper evacuation procedures.
(MEZADIELWEBHSEZN-oTEL{XETT)

£ medicallphysicall epy —
' gheckup feme2 |

- There will be a medical checkup for all new employees
during the week of April 13,
(4 H 13 HoMoMIZg Ast Qe R ofmReEihsrd ) £4)

E tally with { ~+—3T B (=agree with (143)) J

- The goods arrived do not tally with the sample shown by
your representative when he visited us last time.

(B L 2mPEE oS FELEIMM 5 518 L ZICRE
T NAH TN E—HLTHERA)

Hkeep atally of [~ DEEE 2T 5] tally %% A L0
2B &,

E at this juncture CDIFR T, Lmixmﬁﬁﬂik !

- What is important at this juncture is to build consensus.
(RESATHELR Gy AR TAZ L)

W7 —wIVR I
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Expense(s), service, payment/balance, ZMDfthM;E:E

® expense(s) (ftH], #&11)
business expenses
(FEIGEN e, B3l
general expenses  (—#&iE1)
hotel expenses (fitT. fiir#})
light and fuel expenses st it)
medical expenses (%)
moving expenses (fizhr %)
office management expenses
(HIFEE)
transportation expenses
(EFY, 22:01%)
traveling expenses (1%, “¢ )
welfare expenses (#iF154:1%)

@ service (H—VE A, i, &)
after-sales service

(77%—-H—ER)
bus service (/XA DE)
customer service (i &+ — L A )
express service (A7)
funeral (service) (3Efe)
medical service (B ETs)
memorial service (3Bt

room service (JL—Ath—E2)

® payment / balance

(W)
advance payment  (fifdiv4)
upfront payment (4 42)

(g A)
(EHH )
(ZHNAE1)

(FraFem)

payment day
payment request
payment terms
bank balance
outstanding balance

(AL TR

@ insurance (f§tf#)

car insurance (E Wy H )
fire insurance (N SRR
health insurance  (fatHE{FEE)
life insurance (4= dir )
shipping insurance (il {:4%)
travel insurance (hied 7 f:b5)
insurance policy — (fi#iE#)

® leave[vacation] ({A#)
annual leave (4R AR
compassionate[mourning]
leave (B2 | ABE)
leave (of absence) (AH2)
maternity leave
(o) 7 R RER)
paternity Ieave
(o) FARE)
paid leave[vacation] (45 #5 &)

sick leave (4773 % IARIEL)
@ career (k3.
career change (4 )

o
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career development

(F 1) 75
career goal (BeEHm)
career opportunity  (gk¥R )

career path (£
job loss (ZRHD)
job interview (AL M T #2)
@ delivery / shipping

(Bl% Hii%)

delivery charge (Bift, 34

delivery cost  (ELiE#l, EH
delivery date (#1)
delivery schedule  (#44758)
delivery terms (thir 4 1)

(H HRERe)

shipping cost

shipping schedule  (Hifif 75E)
® miscellaneous items
(HETE H)
benefit package
(WEFRIEE, GHEFN)
business acquaintance
({EFF Lombh &v)
business associate
(HEgE o)
business alliance  CEFEE)
company regulations(rules]
(L)
confidential information
(B
consumer demand (%)

consumer goods (THTERED)
current status (i)
distributorship agreement
(BFE B 224)
economic conditions
(B &, BRI
logistics system (i > A 7 4)
mutual acquaintance
(Bt HIA)
office equipment
(st QBRI
previous[prior] engagement
(5E#9)
reference data (ZEEF
relevant information ([#:E1#$R)
risk management (@i EE)
sales strategy (BRAEIE)
schedule conflict
(FEFDPBEIZL)
security deposit (B, it 4:)
tentative schedule
(RAFZ2—N)
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APPENDIX

1. RE—F - FFOIABEDRR
© BTEBE

(Hello.) You've reached xxx-xxxx. I'm not available (to
talk to you) right now.
((LLHL) TBLIExxx-xxxx TYo =2 5EIHHICHsNERA)

3 be available to (726)

- Hello. You've reached 123-4567. I'm not available
right now.
(L Ld L, 2H5IF 1234567 T 72225 WiGIc o FEzEA)

Please leave your <name, number, message> (after the

tone/beep).
((EEFoRI) S0, BaFEr. Avt—3)EFBKL
A=

- Please leave your name and telephone number. |
will get back to you as soon as possible.
(B ESEEFT 2 BER L LS, TELLITRAZIELD
LBERVELED)

(Hello.) This is <name> from <company.
(L b L) (SH6EGR O&IDTT)

(Hello.) This message is for <name>.
(LLHLI(ZD 2y E—VIZ(BH) EANDLDTTY)

-Hello, Ms. William. This is Terry Roberts from ABC
Corporation.

(LLLL, W1 TAZA(ZHELIDABCH O 7)) —- tsi—
Y TY)
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| just) wanted to | let you know (that) ....

give you an update on ....
(20O BHMbE Lz, BEFLELY)

# let one know (43), update (620)
- I wanted to give you an update on the status of your order.
(CTHEXOBEOKEEBHSE LA, BESVAZLELE)

@ 7Frouvz

Ladies and gentlemen, .... (#&Z, )
Attention, passengers(shoppers].
CREDHESZ[(THRIENDBESFNTENVLET)

May | have your attention, please?
(BImsdwiLES)

- Attention, passengers. Flight 201 for San Diego is now
boarding at gate 7. Please have your boarding pass ready
to show at the gate.

(FEFEOHFS FILIBHSEVA LT, + > 'Tr“ { LI & 201
m?%ﬁ &7 frﬁ‘ F—MITIi-TEN F4, EEFEIHELT
— FTHBRL < 55“4 ¥
* (IJ(.) ready to do (55

b

Please remember[make sure] (that) ....
(ZREATBVWTIBHEE»D] B0

# make sure (42)

- Please make sure your cell phone is turned off before
vou enter the Hall.
(F= WA DRI EFOBREAS SN TVWAE T L * Bili)
BN
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We apologize for the[any] inconvenience.
(TARfiZE BT LTHLIRTSWEHEA)

We appreciate your cooperation[patience].
(T (TR E]IERH W LET)

# apologize for (482)

- The system will be unavailable for approximately three
hours. We apologize for the inconvenience.
(¥ AF 2 3BEMIZE TRV 2T FHA. TR EE BT
LTHLAITSnEHA)

If you have any questions, please (feel free to) do[ask,
call, contact] ....
THEHY ELALS, GEEL ) ~LTEAT, BELT, &
FELTICES W)

#% feel free to do (202), don't hesitate to do (547)

. If you have any questions, please contact our Customer
Service department.
(THEHMPZTEWELAS, EIFAARIY—-F—ERAETT
Mg 728w

For more information,
please call[contact] <name, place>.
please see|visit, check out] <website>.
(FEL I, (&, 3 T TBERHEZEw
(P THA M) EIECLESW)

# check out (128)

- For more information, please call either the Public
Relations Department or the Sales Department.
FELWIZ S EEEL LCEEFERETBEE (28 w)
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To learn more (about ...), tune in to <program, channel>.
(2T I BIZFHL T, (Ml / Fr o a2 TRIBHE]
{FEEW)

- To learn more about this issue, tune in to tonight’s edition
of Mountain Talk beginning at 7 pm here on PBES.
(COBBIZOWTOELIZHELWI I, ZOPBST, 47
BHCIRED "V Ty - b= " BME TSN

# tune in to (805)

We invite you to dofjoin, visit, take advantage of ...].
(~F%(ZmM¥ 5. ks fAETLIL). TEAVEZLED)

# take advantage of (465)

- We invite you to take advantage of a free two-week trial
of any of our products.
(MG 2 HHERBHLOTHBE L SE®AVW LET)

- We invite you to join us for our special Christmas dinner
on December 24th and 25th.
(12A24HE25HOZ ) A~ AR F 4 F—~TEh{ 7250
FTLH)TERNVAELET)

® -7

Thank you (all) for coming to ....
((F2E)-IZBVOTVLEEL AL TS ET)

- Thank you all for coming to this meeting on such short

notice.
(FSX, COLWANARERIVICBVTWALEES DAL
TEWET)

# short notice (2.7 i85 - 84

-Thank you for coming to and participating in this
conference.
(CORBIITHBEC &N BEITEVES)
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Welcome to <place, meeting>,

| (would like to) welcome you
(i, &E~&H 2 %)

# welcome to (4006)

- Welcome to MC International’s new employee orientation.
(MCA »¥—F¥atLofFittld)nrr—arill)
T

- Ladies and Gentlemen, on behalf of organizing committee,
I welcome you to the 2007 International Conference on
Industrial Technology.

(HrxF, #HEZEASFRELT H3F % 2007 4 E PR T
HraagicionniLE9)
3% on behalf of (351)

| would like[am pleased] to introduce <name>.
(i & Tifre iz L)

Please join me in welcoming <name=>.
((FEDABMZLELELD)

- Please join me in welcoming our speaker, Mr. John Watt.
(#ioyar-7y PREBEILELLD)

| am honored to do[be, attend, receive].

It is an honor for me
(~LTHEELT, Bl<, STt y)
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# It is an honor for me to do (743)

- Thank you for the generous introduction, Mr. Rogers. 1
am honored to be here tonight.
(B2 THA RN EHNHEITEVET, OV v —3 A,
ST ZIZBHEVAZELRTT)

- It is truly a great honor for me to receive this award
from such a prestigious organization.
(e ichED L& S 2o E Wi 2E, KERKRTY)
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I'm here to talk [tell you] about <subject,topic>.

(Today,) I'd like to talk[tell you]
((FH, FPEr 220 T BIELTAHLBDIZ, SZi2BhF LA
RHIEBFELLAWwEFELEY)

- Today I'd like to talk about our recent research on 3D-
image display systems.
(AHIE3EITEEFT Y AT AIZOVTOR: B OO
IZ2WTEBRELLAWERWES)

(Today) I'd like to introduce you to <product>.
(CRHD B 2 THALVwERELET)

What I'd like to introduce you to is <product>.
(ZHA Lz b oz (#EEDTF)

- Today I'd like to introduce you to our new watercooling
kit, the Bigwater 500.
(RHEODPHOH LIk Fy b, ¥v oy s—%—500 %
THAM LAz EEuvEd)

(First{Secondly, Finally]), I'd like to doltell / talk, explain,

review]....

(OIS, |efIZ]), ~LawEELzvs, BBL 2w, E
LEwlkfLEd)

I'd like to start[begin] by doing(telling / talking, explaining,

reviewing]....
(~F 2053, HBHT2, WETAIZL otV ERELES)

- First, I'd like to tell you a little about the Green Forest Inc.,
since many of you are probably unfamiliar with our company.
(s, 7= -74L AN Inc. i22WT, $5THEMTYE
WHPEWEBWETOT, PLEBALLVEELET)

# pe unfamiliar with [~ % X { H15 2V |— be familiar with (235)
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- I would like to start by reviewing briefly where we got
to last year.
(MEAEDFNESF T2 Z L0 ERWET)

If you have any questions,
feel free to | interrupt me at any time.
address them to me at any time.
(THMA TS0 LEL, FHTUOTLEoT(HSW)
I'll be happy to answer your questions at any time [at

the end, after the presentation].
(WO TH[FDNIL, FLEYF—arnbLTITHEMIZBY
= o el e e )

In conclusion, | would like to do[say, emphasize,
remind, summarize, point out] ....

(#HFHL LT, ~Lw[Bwviwy, ALy, Bulsgnny,
EH LAV, EHLAV]IERVET)

| would like to finish[conlude] my speech[presentation]

by doing[saying, emphasizing, reminding, summarizing,

pointing out] ....

(~LTIE-T, WHELT Bwls¥T EHLT, fEWHWLT],
MOAE—F[FLEryF—ar]efRiiznwtBnEd)

346

# in conclusion (901)

- In conclusion, I would like to emphasize the following
points: First, ....
(i, ROKRA » re@ELAIVERVET ET, )

- I would like to conclude my presentation by summarizing
the key points: ....
(F—FA Y F2EPHLT, ROTLEXTF—LarzRitw
EBWEFI)
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W2 EJRAVI—FRIR
O BEHL

| am writing (this letter) to do[inform, inquire, request,
follow up] ..

(~52[Hbes, B K#ETL, 7+0-F5]7:012(20
F#z)HFTHBh FT)

# 1 would like to infornvinquire, etc. ... DIEI VAR THLY, EIVHAL
¥ —Tld lam writing to ... H & ¢ i'U?iLf‘v\é
This (letter) is to inform/inquire, efe. ... (28455 L

- I am writing this letter to mform you that I am leaving
ABC Company on Martch 31, 2008.
(20084E3 H 31 HIZABCH AT A2 e BHbH VA LT T)

-I am writing to inquire about the possibility of
obtaining a position as a sales representative in your
company.
(HHOEEBEOBFHFONLPE) s Lz BEH L
2 lLE7)

- I am writing to follow up (on) our phone conversation
this morning,.

(GHOEFETOBFHE 7+ 0—T510IZBFHE L EF s

We are pleased[happy] to inform you (that) ....
(-FBRASEVALET)

We regret to inform you (that) ....
FEars--2BHsHWILET)

¥ pleased/happy (EFLWHTS B regret (XUFF L { v HISHEO E 2129,

- We are pleased to inform you that our head office has
moved to a new address: ..

(LA T 128 u.LiT f ZErHMsEwiLET)

- We regret to inform you that your proposal does not
meet our requirements at this time.
(THEIHRELPSNHOBMSOSMBCEEH L anwI b x
BHISEWLET)
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We are pleased[happy, proud] to announce

(that) ....
the openinglacquisition, efc.] of ....

O EI, #F]r BHISE[FHEE]IWLZLEY)

- We are proud to announce that we are introducing several
new models in June.
6 iz 22D EFNVERY) BT 25K LEY)

- We are pleased to announce the openingof our branch
office in Hong Kong.
(Fits oMk s BHSsEwWALET)

- ABC Industries, Inc. is pleased to announce the acqui-
sition of the XYZ Inc.
(ABC T# Inc. 13 XYZ Inc. ZEUILL/zZ R BHILEWZLET)

l
i

| am applying for (the position of) <position=.
| am writing to apply

| would like to apply

(GBI IVE ARYARNE 3 )

348

-1 am applying for the position of market research
analyst that you advertised in today’s paper.
(Rt S HomMCERE L~ —47y P —FTH 1 A
b OREZIREEZ L ET)

# apply for (65)
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You are (cordially) invited to (attend)
We (cordially) invite you to

<meeting, party> (on <date> at <place>).
(CHEAD (U O (&, A= F 1 =)L) TR LES)

-You are cordially invited to attend the annual share-
holders meeting.
(ERBEIRS~NOTHEZ L2 B/FLLTEY )
- ABC Inc. cordially invites you to a
welcoming party to meet
Mr. Paul Taylor,
April 10 from 6:30 p.m. to 8:30 p.m.
at the Green Hotel, Tokyo.
R.S.V.P
(ABC Inc. (£, 4 H1I0 HF# 63045 830 T, dgios 1) —
YERTNTHEENLFE— )L F 47— KO —F 1 —~ul
oW LEY. TR BHELLEY)
#RSVP (HROMFEL7IE80) (RO EYiFRobL 20 ERIZ#EB])

@ F -t

| am sending you .... (& B WLET)

-1 am sending you our latest company literature, annual
report and brief product information.
(MO ERN, FUcld . M2 BSIEHRE BEY v L
£9)

% separately % by separate mail #2115 L[ T %30 4 |0 ik
[ r )
Separately | am sending you six copies of our catalog.
(BT ttor yuyz s ifBE) Wi LET)
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| have enclosed .... (- #&F¥EwiLF L)

Enclosed is ... [ ... is enclosed]. (--#%REEwv7zL £9)

-1 have enclosed a self-addressed stamped envelope for
your mpiv

GRERIZOTF Mo -AFuTOMB BV LELL)
# a self-addressed stamped envelope (W) % - 72 H 4551 T O )

- A summary of my qualifications and working experience
is enclosed.

(RO ¥eks £ BEEOBH & [/ L)

| (have) attached .... (- &=ifEfdv2LELL)
Attached is ... [ ... is attached]. (- Z#ffv7zLE4)

(Please) see the attached file[document] (for ...).
(22 TR 7 7 A W[ TEHL S W)

- Attached are the minutes of our last meeting.
(Z ORI OERORIERE RV LET)
- Please see the attached file for a complete price list.
(EELIERIERO 7 7 A LT TE Z2W)
; -*(,J.\.f-j"if 7 4 1 attachment & H 39
I sent the full text of the report as an attachment.
(LE—-POEXTIRF 77 AL TBEN LI LA

O ZiL REOFEHU

Thank you for your letter (of date) doing[asking, inquiring,
requesting, efc.]

(HDO)~3 28T %, @i, KETL, FETFHLHD
LY TENELL)

-Thank you for your letter of June 8 inquiring about
our new model cars.

Mo FREIZ oW THERAO6 H 8 HIFH o BF#d ) ats
FTEVF L)
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(I'd like to) thank you for | doing.

<order, purchase, etc.>.
({ LTy E

GEX, JEEA, ) DAk T wET)

- Thank you for applying for the position of Marketing
Manager at Far-East Corporation.
(77— A=A BERSHOBRBEORIZIEE VL5 H
WaEHsT8nEY)

- Thank you for taking time out from your busy schedule to
meet with me last Monday afternoon.
(EEHOHBEOFE, BICLVWEHEZLE > THO7-HIZ BN
EoTWiZadb eI TZTnFELR)

3 take time (out) from one's busy schedule to do (ICL W& &4k - T~
+5)

- Thank you for your recent purchase of our leather passport
attaché.
(oli, BBENAR—- b r—2A%xBROVIEEHNILHTE
WET)

| am writing in response to <letter, request, advertisement,
etc.>
((FFHE, Bk, BE SIRATBREREZELLTEY)

- I am writing in response to your request for information
about our Model XX5.

(BTN XX5 DO BROT W/ ZEBFHEEEL LITET)

# in response to (821)
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| am sorry for ....
| apologize

Please accept our[my] apology
(mBREFVWZLET)

# apologize for (482)

- I am sorry for the delay in responding to your inquiry.
(BRERIIBEATHO0MPENE LTBREPVALET)

-We apologize for the error and any inconvenience it
may have caused.

BDISE ) THRBEBPIT LI LA L EBRUTVALET)

- Please accept my apology for being unable to give you
a definitive answer at this time.
(GOLIHAHRNEBELNTERWILEBEUHLETEY)

O &

Please do. (—~LT{ &)
Could[Would] you please do? (~LTw7z7t£47%)

- Please sign and date the duplicate copy of this agreement
and mail it back to me by October 4th.

(IOH4HZE T o¥EHoEZIIHA L, Hib 2 AduTIE%
[ ARARY!

- Would you please check the enclosed statement and let
us know if there are any discrepancies?
(AFHOHMEREF v 2 LT, [MhEVEVYDS) F
LbBmsgniziirE§r)

| would like to ask you to do.
(~LTLEEVET LI BRVYWALETY)

352

- I would like to ask you to reimburse me for the cost of
mailing the defective lamp back to yvou.
(KbE7 > 7R %A TRF O EESETLIBECVALET)
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Would it be possible to do?
(~F 52 EIETRETT )

Would you be kind enough to do?
(~LTWiEITEEAN)

- Would it be possible to receive these books by December
10th?
(CNHEOFRFIZAI0HETICZUMS I EETRETL £ 9 )
- Would you be kind enough to let me use your name as
a reference?
(BEEE L THLI-OBEMEMbE TV EHAD)
# as areference (JAEEE L T)

| would appreciate ....
(w2 ncd)

| would appreciate it if you ....

(BL LT Ed ) < ELES)
| would be grateful if you ....

(LL LTV REINLLTFELET)

- I would appreciate your comments on this proposal.
(CORFHFIZOWTIAY P VAT ITENTT)

- I would appreciate it if you could arrange for a meeting
to discuss these issues.

(CNLOMEIZDWTHELE I SHTETE LTz uEsd
DKL ET)

- We would be grateful if you could take a little time to fill
out the questionnaires and return them to us by May 15th.
(BeBEMEEHCT? X r— PAKIZTRAL, 5HI5A%T
KRR ELIZBELWAZTE LS IR LLFELETT)
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| look forward to | hearing from you (soon).
doing business with you.
(T I THFEN T2 R
BRI TEDLILE (LA BFELWALET)

% look forward to (62)

| would appreciate your immediate attention to this

matter(issue].
(ZOHMEIZ PV TERTRBV 2T IR TY)
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EN

5

A=V AR TR AN TV AIGEN R LIGECY, () o
FRINLESE2ELES. =T HEIBEF TR IR TV A MEL,
() OFFORMLBGECMEL TRESAChs Lok, i}

D~®lzdh s LoTT,
A

Aaswellas B (131)

a balanced diet (885)

a brick wall (1150)

a chance of (1037)

a coffee break (480)

a couple of (67)

adentist (441)

A Edged Out By B (1102)
a fifty-fifty (1037)

a follow-up letter (1259)

a fulllwhole] range of (216)
a good [great] many ... (299)
a good|fair] (1037)

a good|great] deal of (299)
a graduate of (140)

a heap of sand  (830)
Aisaimedat B (575)

A is attributed to B (909)
Alsdevotedto B (1012)

A is left behind (452)

A is named after(for] B (704)

80

39
212
148
231
238
115
178

A is one thing and B (is) another (915)

Ais prepared for B (111)
Adsset for B (762)

A is similar to B in shape. (982

A islare] enclosed. (1219)
a kind[sort] of (430)
a (large) amount of (322)

a (large [great]) number of (299)

alawyer (441)

a lump sum payment (1304)
a lunch break (480)
amatter of (493)

a pack of (1267)

a piece[word] of advice (853)

a pile of [piles of] (830)

232

31
194
251
308
110

86

&0
113
325
121
126
3]6’
218
212

a psychiatrist (441)

arecord [an all-time] high (1273)

(a) series of (786)

aslight (1037)

a staff member (7032)

a substitute for A (837)

(a) touch of (1005)

a variety of (248)

a vegetarian diet (885)
aweek off (239)

awhile (745)

a wide[broad] range of (216)
above all (else) (682)
accept liability (for) (/203)
access charge

according to (5)

account balance

account hook

account for (255)

account number

account representative

account[accounting] department
account|[customer| representative

(1297)
accounting report
accuse one of A (610)
act on (929)
actup (1018)
action plan
actual cost
adapt Ato B (619)
adapt to (619)
add A to B (366)
add to (366)
add up (1068)
add up to (1068)
additional charge|fee]
adjacent to (1348)
adjust Ato B (790)

113
319
200
264
262
214
257

68
225
63
40
57

172
304
302

3
302
302

70
302
302
182

324
244
157
236
759
244
302
158
158
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as if[though] (280) 76
asitis (789) 201
as much|many| as A (256) 70
as of (126) 35
as of now (126) 35
as often as not (/043) 265
as opposed to (1108) 280
(as) per (1281) 321
as regards (652) 161
as soon as (53) 16
as soon as possible (51) 16
as such (906) 230

as things stand [as it stands] (1282) 321

asto (287) 78
as usual (380) 99
as well (131) 37
aswell as (48) 15
aswellas B (48) 15
as vet (652) 166
ask a favor of one |ask one a favor] (678)

172
ask for (39) 13
ask one forA (39) 13
ask that S+V (39) 13
as[so] far as (263) 72
as[so] long as (75) 22
associate A with B (916) 233
associate with one (916) 233
assure one (that) S+V (628) 160
at a distance (710) 179
at a glance (695) 175
at atime (397) 102
atall (20) 7
at all costs [at any cost] (1156) 291
at all times (162) 44
(at) any moment (494) 127
at any rate (699) 176
(at) any time (187) 50
at a[the] rate of (440) 113
at best (668) 169
at cost (1156) 29/
at ease (847) 216
at first (273) 74
(at) first hand (1129) 285
at first sight[glance] (692) 175
at hand (921) 234

at home (27) 9
at last (434) 11
at least (6) 3
at length (1231) 310
at no extra cost [charge] (479) 121
at once (392) 101
at one'’s convenience (386) 100
at one's disposal (848) 216
at one’s expense (890) 226
at present (669) 170
at random  (636) 162
at risk (of/ffrom) (693) 175
at that moment (494) 127
at the age of (429) 110
at the back of (58) 17
at the beginning of (58) 17
at the bottom of (321) 86
at the cost of (1156) 2971
at the earliest opportunity (1109) 280
at the end of (58) 17
at the expense of (890) 226
at the foot of (321) 86
at the front of (58) 17
at the last minute (955) 242
al the latest (1011) 258
at the moment (494) 127
at (the) most (841) 215
at the rear of (58) 17
at the same time (174) 46
at the side of (58) 17
at the sight of (882) 224
at the top of (321) 86
at the top of one's voice [lungs] (321)
86
at (the) very least (6) 3
at this juncture (1360) 336
at this time (96) 27
at this time of (the) year (96) 27
(at) this time yesterday[tomorrow| (96)
27
at times (226) 59
at will (1232) 310
at work (242) 66
at vour earliest convenience (386) 100
at your [my, our] end (1230) 310
attach A to B (892) 226
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be designed for (231) 61  be good with (269) 73
be designed to do (231) 61 be grateful that S+V (551) 141
be destined for (7345) 333 be grateful (to one) for A (551) 141
be destined to do[be] (1345) 333 be happy[glad] about O (44) 4
be determined (that) S+V (1160) 292  be happylglad] (that) S+V (44) 14
be determined to do (1160) 292 be happy(glad] to do (44) 14
be devoted to (1012) 258 (be) headed by (534) 137
be different from[than] (291) 78  be headed for (534) 137
be discharged(released] from the be heading for (534) 137
hospital (1289) 322 be here to stay (1080) 274
be dressed in (474) 120 behit by (1229) 310
be dressed up (474) 120 be impressed by[with] (1208) 305
be due (1248) 314 pein .. condition (782) 199
be dying (987) 253 bein...shape (982) 251
be eager for A todo (975) 250  beinahurry (228) 60
be eager for(to do] (975) 250 bein (a) line (119) 34
be economical to do (899) 228  beinamess (966) 247
be economical with (899) 228 beinarush (939) 238
be effective as of (763) 194 beinarrears (1308) 326
be effective from (763) 194 be in bad [poor, ill] health (607) 156
be eligible for[to do] (772) 197 be in charge of (200) 53
be engaged in (944) 239 beindanger (of) (447) 114
be enrolled in (1258) 316  bein full bloom (491) 126
(be) entitled ... (965) 247 bein full swing (491) 126
be entitled to[to do] (965) 247 bein good health (607) 156
be equal to (661) 168 be in need of (949) 240
be equipped for (1266) 318  beinnohurry (228) 60)
be equipped with (1266) 318 beinorder (638) 163
be exempt from (1354) 335 beinquestion (774) 197
be exempted from ... (1354) 335  beinreceipt of (1247) 313
be expected to do (109) 31 beinshort supply (543) 139
be familiar to one (713) 180 pe in the habit of doing (922) 234
be familiar with (235) 62 bein the mood for (1008) 258
be famous as (377) 99 beintouch (220) 38
be famous for (377) 99 beintrouble (466) 118
be fed up with (419) 108  beinuse (621) 159
be filled with (115) 33 beinclined todo (1169) 294
be fine by[with] (1210) 306 beinconsistent with (/151) 290
be fit for(to do] (960) 243 pe indifferent to (842) 218
be forced into doing (528) 135 be indispensable to[for] (1133) 286
be forced to do (528) 135 be infout of] fashion (751) 192
be (found) guilty of (670) 170 be infout of] luck (1019) 260
be free fromfof] (580) 149 be interested in (82) 24
be full of (150) 41 be interested to hear [see, know, learn]
be fully booked (1177) 296 (82) 24
be good at (269) 73 beirrelevant to (1139) 287
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be tired from (213) 56  believe one (683) 173
be tired of doing (213) 56  belongto (378) 99
be to blame (for) (604) 135 be[make] friends (with) (435) 11
be too good to be true (1184) 298  benefit from[by] (328) 87
be too much for (759) 194 benefit package 338
be transferred to B (234) 61 bet..on (799) 204
be true of (1014) 259  beyond question [doubt] (431) 11
be true to (1014) 259 beyond the boundaries of (1340) 332
be unaware of (331) 88  bevond|out of] (one’s) reach (1000)
be under age (950) 241 256
be unsure offabout] (237) 62 beyond[out of] the reach of A (1000)
be up to date (620) 3% 256
be (way) out of line (1081) 274 big deal (1089) 276
be welcome to do (406) 105 bill of lading (1321) 329
be willing to do  (169) 45 blame A for B (604) 155
be worried about (77) 22 blame BonA (604) 155
be worth (686) 173 blowup (400) 103
be worth doing  (686) 173 blue-chip company(stock] (1312) 327
be worth one’s while (1187) 298 board meeting (1227) 309
be worth your effort [trouble] (686) /73 board of directors (1227) 309
be worthwhile (1187) 298  bookA (1177) 296
be worthy of (1143) 288  bookoneintoA (1177) 296
be wrong with (158) 43 boost sales[profits, etc.] (1290) 323
beat around the bush (1198) 301 bottom line (1319) 328
be[become] independent of (923) 235  bound for (612) 157
be[become] effective (763) 194 branch off (1090) 276
because of (17) 6 branch office 122
belfall] short of (543) 139 break a deadlock (1199) 301
before long (700) 177 break down (70) 21
before now (232) 6!/  breakin (968) 248
before then (232) 61 break into (803) 205
be[get] accustomed to (637) 162 break off (822) 210
belget] bored with (419) 108  break one's word[promise] (463) 117
be[get] caught in (532) 136 break out (572) 147
be[get] involved in (489) 125 break out of (572) 147
belget] tired of (213) 56 break through (907) 230
belget] used to (151) 41 break up (963) 246
be(get, become| acquainted with (654) brief A on[about] B (1204) 304
166 bring A home to one (1195) 300
begin[start] with (4.39) 112 bring A to a halt (898) 228
belgo] on strike (964) 246 bring A to an end [bring to an end A
behind the times (319) 85 (666) 169
behind[ahead of] schedule (319) 85  bring A to light (931) 237
behind[ahead of] time (319) 85  bring A to one’s attention (539) 138
believe in (683) 173 bring about (540) 138
believe it or not (855) 218 bring back (297) 80
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bring down (893)

227

bring down one [bring one down] (893)

bring home to one A (1195)
bring in (501)
bring [keep] A up to date (620)

bring one’s attention to A (539)

bring out (557)
bring up (294)

bring[carry, put] A into effect (217)

brush up (1021)
budget plan

budget report

build up (722)

bulk order (1237)
bull market (1296)
bump into (317)
burst into A (629)
burst intofout] (629)
burst out doing (629)
bus service

business acquaintance
business alliance
business area
business associate
business card
business class
business conference
business day
business dinner
business executive
business expenses
business hours
business income
business letter
business meeting
business partner
business plan
business relationship
business school
business suit
business travel expenses
business trip|travel]
buy in bulk (1237)
buy out (1174)

buy up (1144)

362
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64
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227
300
128
159
138
143
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57
260
244
244
184
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244
122
122
122
122
122
311

295
288

buying cost

buy [sell] A for (18)

by accident [chance] (592)
by air (404)

by all means (690)

by any chance (990)

by courier (404)

by e-mail, (404)

by express (404)

by far (584)

by fax (404)

by half (818)

by hand (356)

by its [their] very nature (711)
by mail (404)

by means of (868)

by mistake (396)

by nature (711)

by no means (840)

by now (364)

by phone (404)

by return mail (7220)

by sea (404)

by ship (404)

by surface mail (404)

by the same token (1346)
by the time S+V (286)
by the way (385)

by then (232)

by way of (608)

By Way of Introduction (608)

C

call back (84)

call for (249)

call in (496)

call in sick (496)

call it a day[night] (1091)
call it quits (7091)

call off (525)

callon (310)

callup (401)

calm down (814)

can afford to do  (588)
can't stand (475)

can't stand A doing (475)

24

68
127
127
276
276
135

83
103
208
151
120
120



can't stand up to (475) 120 clean offlup] (1064) 270
can't wait for[to do] (1201) 304 clean out (1064) 270
cancel an appointment (196) 52 clear a debt[loan] (1303) 325
cannot help doing (642) 164 clear A of B (894) 227
car insurance 337 clear the account (1303) 325
car pool 64 clearup (574) 147
care about (374) 98 clerical error (1286) 322
care for (186) 50 cling to (1066) 271
care todo (186) 50 close by (802) 205
career change 338 coffee shop 64
career development 338 coincide with (1285) 322
carcer goal 338 cold call (1299) 324
career opportunity 338 collection agency (1309) 326
career path 338 come about (684) 173
carry A over one’s shoulder (1707) 278  come across the border (600) 154
carry away (/050) 267  come along (407) 105
carry on (554) 142 come as a surprise to one (1186) 298
carry out. (173) 46 come as no surprise to one (1186) 298
carry over (1101) 278 come back (103) 29
carrying charge 302 come by (504) 129
Cash or charge[credit]? (369) 97 come close to doing (106) 30
cash register 64  come down (325) 87
catchat (17111) 281 come from (59) 18
catch on (1028) 261 ecome [go] on line (556) 142
catch up (349) 92 comein (31) 11
cellular phone [cell phone) 64 come infinto] contact with (988) 253
CEO (chief executive officer) 182 come of age (950) 241
CFO (chief financial officer) 182 come off (1025) 261
Chances are (that) ... (/037) 264 come on (298) 80
change one’s mind (432 111 come out (81) 23
charge account 302 come over (375) 98
charge Bto A (736) 188 come running (1745) 289
charge (one) A for B (736) 188 come through (983) 252
charge one for B (736) 188  cometo (241) 66
charge one with A (1165) 293 come to a halt (898) 228
check in (172) 46 come to an end (666) 169
check into a hotel (172) 46 come to [arrive at, reach| the decision

Check it out! (128) 36 (230) 6l
check out (128) 36 comelodo (241) 66
check up (1057) 269 come tolife (1196) 300
check (up) on (1057) 269 come to light (931) 237
check with (728) 186 come to terms with (756) 193
checking account 302 come to the conelusion (that) (831)212
cheeron (706) 178 come true (582) 149
cheer up (706) 178 come up (110) 31
CIIFF price (1323) 329 come up with (570) 146
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come|[go, be put] into effect (217)
come(run] across (600)
coming of age (950)
commensurate with (1334)
company regulations|rules]
compare A to|with] B (917)
compassionate[mourning] leave
compensate for (932)
compensate one for A (932)
compete to do (585)

compete with[against] (585)
complain about[of] (153)
complain that (153)

complain to (/53)

comply with (879)

computer software
concentrate on (301)

57
154
241
331
338
233
337
237
237
150
150
42
42
42
223
64
80

concentrate one’s effortfattention] on A

(301)

conference call [phonre conference]|

(1228)
conference room
confidential information
confidentiality clause (1352)
confirm an appointment (196)
conform to[with] (1061)
confront A (875)
congratulate one on A (943)
Congratulations (on ...) ! (943)
consist of (333)
construction cost
consull a dictionary[map, etc.] for

. (828)

consult a doctor{lawyer, ete.] (828)

consult with (828)
constmer demand
consumer goods

contact information (1315)
contingency plan (1355)
contrary to (601)
contribute A to B (285)
contribute to (285)
convince one of A (938)
convinee one that S+V (938)
convinee one to do (938)
cool down (814)

304

80

309

64
338
335

52
270
223
239
239

88
302

21
21
2L
338
338
327
335
154

77

77
238
238
238
208

copy machine

cost analysis report

count infout] (529)

count on (730)

couple Bwith A (1284)
coupled with A (1284)
cover charge

cover for (1147)

cover up (1146)

credit A with B (1283)
credit card

cross off (1176)

cross one’s fingers (1038)
cross out (1176)
cross|enter] one’s mind (1083)
current situation (1.238)
current status (1238)
customer service

custors clearance (1324)
cut a corner (971)

cut back (791)

cut back|down] (791)

cut corners (971)

cut down (348)

cut down A [cut A down] (348)
Cut it out! (1078)

cut off (524)

cut off A from B (524)
cut out (1078)

cutoff date (1305)
cutting edge (1329)
cutting-edge (1329)

D

day after day (470)
day by day (717)
day in, day out (470)
deal in (595)

deal with (114)
decide on (371)
decide to do (371)
default. on (1301)
delivery charge
delivery cost
delivery date
delivery schedule

64,

302,
302,

64
244
136
186
321
321
302
289
289
321

64
296
269
296
274
31
311
337
329
249
202
202
249

l}l

92
273
134
134
273
325
330
330

119
181
119
133

32

97

97
324
338
338
338
338



delivery terms

department budget
department manager
department store

depend on circumstances (25/1)
depend on ~ for ... (38)
depend on[upon] (38)
deprive A of B (664)

derive A from B (639)
designate A forfas) B (1192)
designate one as(to be] B (1192)
devote Ato B (1012)

devote oneself to (1012)

die down (1154)

die for (426)

die from (426)

die of{from] (426)

die out (871)

differ from (297)

direct one to A (483)

direct one todo (483)
discount rate

discuss the matter (464)
dispose of (816)
distinguish A from B (940)
distributorship agreement
do A good (770)

do A harm [do harm to A] (770)
do A no good (770)

do anything but do (920)

do away with (984)

do good to A (770)

do no good to A (770)

do onand on (924)

do one’s best (281)

do out of habit (922)

do well (514)

do without (583)

Do you know of ...7 (819)
Don't get ahead of yoursell. (992)
don't hesitate to do (547)
Don't hold your breath. (947)
Don't worry ... (77)

Don’t worry about it. (388)
door-to-door sales
double-check that S+V (42)

338
182
182

234
132
149
209
254
140
240

22
101
182

14

double-digit (1331)
Do[Would] you happen to ...7 (30)

331
10

draw a distinction[comparison] between

Aand B (1059)
draw the[a] line (at) (1059)
draw up (1023)
dress down (474)
dressup (474)
drink a toast to A (1338)
drive one (to place) (505)
driver's license
drop by (302)
drop in (302)
drop in[by] (310)
drop off (132}
drop off to sleep (132)
drop one aline (1104)
drop one anote (1104)
drop one an e-mail (1104)
drop out (of) (635)
dry[dummy] run (7190)
due date (1306)
due to (13)
dwell onfupon] (1130)

E

each other (33)

earnings report

earn|make] a living (908)

easthound[westbound, northbound,
southbound] (612)

eat out (201)

economic conditions

edge out (1102)

either way (1027)

elaborate on (1242)

emergency drill (1356)

Enclosed isfare] A (1219)

encourage A to do  (1252)

end up (181)

encrgy-efficient (1330)

engage in (944)

enjoy doing (451)

enjoy oneself (451)

enroll in (1258)

enter into (945)

269
269
260
120
120
332
129
04
81
81
83
37
37
279
279
279
162
299
326
]
285

1
244
231

157

338
279
261
312
336
308
315
48
330
239
115
115
316
240



evacuation procedures (1357) 336 fax machine 64
even il (16) 6 feedup (419) 108
(even) though (247) 67  feel free Lo do (202) 54
(every) now and then (617) 158 feel guilty about (670) 170
(every) once in a while (222) 58  feel like (264) 72
every other (152) 41 feellike O (264) 72
every other day (/52) 41 field a question[call, etc.] (1335) 331
every other Sunday (/52) 41 figure out (155) 42
every three days (152) 41 ANAwithB (115) 33
every|each] time (100) 28 fill in your name (28) 10
except for (188) 50 fAllinfout] (28) 10
except (that) S+V (188) 50 Allout (28) 10
exchange A for B (895) 227 fillup (420) 108
exchange A with one (895) 227 Al [stand] in for (1209) 305
exchange rate 302 financial affairs 244
exclusive[sole| agent (1298) 324 financial analysis 244
exempt A from B (1354) 335 financial condition 244
expend credit limit (7.339) 332 financial crisis 244
expense account, 302 financial deficit 244
expense report 244 financial departiment 182
export department 182 financial difficulty 244
express service 337 financial group 244
extend credit to (1339) 332 financial institution 244
extra charge 302 financial markets 244
financial plan 244

F financial report 244

face to face (436) 112 financial situation 244
face upto (1126) 284 financial support 244
face-to-face (436) 12 find fault with (1264) 317
face-to-face selling (436) 12 find out (40) 13
fade away (1121) 283 finish uploff] (515) 132
fail to do (177 47 fire drill (1.356) 336
fall apart (1096) 277 fire insurance 337
fall behind A (1026) 261 first and foremost (999) 256
fall down (513) 131 first of all (409) 106
fall (down) (606) 156 first thing (765) 195
fallin (456) 116 first things first (765) 195
fall in love (with) (456) 116 first-hand (1129) 285
fall off{from] (513) [31 fiscal year (1291) 323
fall on one's knees (972) 249 fitin (with) (960) 243
fall onfupon] (972) 249 fixup (1079) 274
fall through (1015) 259 fixed cost 302
fall to one’s knees (51.3) 131 flat rate 302
fall to pieces UUH(}'J 277 floor plan 64, 244
familiarize A with B (235) 62 FOB price (1322) 329
far from (182) 48 focuson (121) 34
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follow through (1097) 278 from ... viewpoint[point of view] (641)
follow up (1259) 36 163
follow-through (7097) 278  from a distance (710) 179
follow-up (1259) 316  fromnowon (232) 61
for ... consecutive hours [days, years, from scratch (1060) 269
seasons| (1240) 312 from the viewpoint[point of view] of
for ... reasons (516) 132 o (641) 163
for a change (776) 198 from then on (232) 61
(for) a change of pace (776) 198  from time to time (226) 59
for a long[short] time (92) 26 front desk 64
for a minute[moment] (379) 99 funeral (service) 337
for a rainy day (1075) 273
for a while (145) 40 G
for ages (418) 108  gain[put on] weight (503) 129
for all I know (1055) 268 game plan 244
for any reason (516) 132 gas station 64
for example(instance] (105) 29 general expenses 337
for free (479) 121 general plan 244
for good (615) 158  get (a) hold of (1110) 281
for no reason (516) 132 getacross (696) 176
for nothing (662) 168  get ahead (992) 254
for now (834) 213 getalong (185) 49
for once (998) 255 getaround (508) 130
for one thing (1113) 281  getaroundto (1036) 264
for one’s age (883) 224 getat (410) 106
for one’s benefit (752) 192 getaway (309) 82
for one’s convenience (386) 100 get away from (309) 82
for one’s part (873) 222 getaway fromit all (309) 82
forrent (384) 100 get back (73) 21
for sale (117) 33  getbackto (72) 21
for short (739) 189  getby (977) 250
for some reason (516) 132 get credit for (1034) 263
for sure[certain| (350) 92 getdown (606} 156
for that matter (1046) 266 get downto (1044) 266
for the first time (361) 95 getin (66) 19
for the life of me (1131) 286 get in [into] trouble (466) 118
for the moment (494) 127 getinline (119) 34
for the most part (919) 234 getintouch (220) 58
for the purpose of (519) 133 getinto (123) 35
for the sake of (752) 192 getinto.. (922) 234
for the time being (748) 191  getlost (142) 39
foreign language 64 getoff (64) 19
forget to do (352) 93 getofftoa..start (1119) 283
frankly speaking (788) 201 geton (116) i3
free of charge (479) 121 getonline (556) 142
free of charge[duty] (580) 149  getone’s hands on (1246) 313



SN IR
get out (of) (47)
get over (362)
get ready for [to do] (56)
get rid of (315)
get right on (860)
get the better of (905)
get through (530)
getto (7)
gettodo (7)
get together (272)
getup (268)
get[be] behind the wheel (1026)
get(be] carried away (1050)
get[be] married (to one) (86)
get[come] to the point (812)

95
17
84
219
230
136
3

3
74
73
261
267
23
207

get[come] to the point where (812) 207

get[fall] behind (1026)

261

get[keep, stay] in contact with (988)

get[step] out of line (1081)
give A atry (861)

give A directions (1270)
give a present to one (886)
give an account of (1180)
give and take (1159)

give away (823)

give birth to (427)

give in (806)

give off (648)

give one acall (507)

give one aride (505)

give one advice (853)

give one credit for (1034)
give out (307)

give rise to (697)

253
274
219
318
225
297
292
210
110
206
165
130
129
218
263

82
176

give [take, cast, throw] a glance at (695)

give up (189)
give way (to) (1074)

175
30
273

give[lend] orne a hand (with A) (389)

101

give[send) one’s regards to A (995) 255

go about (689)

go according to plan [schedule] (5)

go ahead (338)
go along (569)

368

174
3
89
146

go along the road (569)
goaround (342)

go away (354)

go back out (to) (889)
go bankrupt (773)

go broke (773)

go by (262)

go down (254)

go far (675)

go far enough (675)
go for (87)

Go forit. (87)

gointo (113)

go into business (713)
gointo the red (/13)
go off (391)

goon (93)

g0 on a trip[picnic, date, ete.] (93)
go (on) ahead (338)
goontodo (93)

goout (8)

goout of (8)

go out of fashion (751)
go out with (8)

go over (265)

g0 over one’s head (1053)
go so far as to do (997)
go through (88)

go through with (88)
go to extremes (1272)
gounder (773)

goup (130)

gowell (514)

go with (244)

go without (663)

go without saying (that) S+V (663)

go wrong (567)

go[be] on a diet (885)
graduate from (140)

ground plan

grow up (329)

grow[come] into fashion (7517)
guest speaker

146
90
94

226

197

197
72
69

171

171
25
25
32
32
32

101
26
26
89
26

192
4
72
268
255
25
25
319
197
36
132
67
168

168
145
225

39
244



H have[get] a chance (219) 58
have[get] a knack for (1106) 280

had better do (359) 94 have|get, gain] access to (794) 203
halfway through ... (1070) 272 havelkeep] A at one’s fingertips (1336)
hand down (714) 180 332
hand in (168) 45 have[take] a look (at) (133) 37
hand in hand (with) (653) 166 head for (534) 137
hand out (734) 187 head office 122
hand over (506) 130 health insurance 337
handling charge 302 health insurance plan 244
hang down from (781) 199 hear about (266) 73
hang on (781) 199 hear from (136) 38
hang out (720) 181 hear of (382) 99
hang up (276) 75 help one (to) do (135) 37
hang up on one (276) 75 help one withA (135) 37
happento 4 (30) 10 help out (289) 78
happen todo (30) 10" help yourself (to) (446) 114
have ... in common (with) (738) 188 here and now (471) 119
have ... to do with (634) 162 here and there (471) 119
have a ... time (267) 73 hesitate todo (547) 140
have a chance of ... (1037) 264 high[low] turnover (1292) 23
have a good[close| look at (133) 37 hint at [that S+ V] (900) 229
have a habit of doing (922) 234 hold back (946) 240
have a high[good] opinion of (1132) 286 held on (279) 76
have A in mind (44.3) 13 hold one’s breath (947) 240
have a low[bad] opinion of (1132) 286 hold out (438) 112
have an adverse effect on (1342) 333 hold out for (1103) 279
have an appointment (196) 52 hold true (1166) 293
have an ear for (1094) 277 holdup (283) 77
have an edge over (1102) 279 Hold up! (283) 77
have an effect on (846) 216 hstelelerk 64
have an eye for (1094) 277 hotel expenses 337
have a [O?l{?’Sl say (1261) 317 How come ...7 (212) 56
have confidence in oneself (650) 165 How may[can] [ help vou? (295) 79
have difficulty (in) doing (896) 228 How[What] about ...2 (21) 7
have good[bad] luck (/0/9) 260 hurry up (337) 89
haveit (1011) 258
have no alternative but to do (826) 211/ I
have no choice but to do (826) 211 Tamsorry (that) ... (1040) 263
have no idea (170) 45 Tappreciate your doing. (223) 59
have one’s eye on (517) 132 Ican't get over ... (362) 95
have only todo (721) 184 Tcan'thelpit (if ...) (642) 164
have second thoughts about (1173) 295  [hatetodo (553) 142
have the advantage of (465) 118 1[I0 bet (that) ... (799) 204
have the honor of doing (74.3) 190 1 know(see] what you mean. (829) 212

have the pleasure of doing (488) 125 Iregret to inform [tell] you (that)

369



... (1040) 265 in course of (490) 126

1 will see (to it) that ... (808) 206 indefault (on) (1301) 324
I wish I could .... (194) 52 indetail (677) 171
I wonder iffwh-] ... (229) 60 in due course[time] (1118) 283
I wonder [was wondering] if you in effect (526) 135
could{would].... (229) 60 inerror (396) 102

[ would appreciate ... (223) 59 inevery respect (1234) 31
ifany (910) 231 in exchange for (895) 227
if necessary (282) 76  infact (308) 82
il only (564) 144 in favor of (560) 143
if that is the case (236) 62 in favor with (560) 143
if you ask me (996) 255  infront of (14) 5
if you would like to do ... (500) 128 infull (491) 126
if voulyou'd] like (500) 128 in general (630) 161
ill at ease (847) 216  in honor of (743) 190
import department 182 in hopes of[that S+V] (1107) 280
impose a ban (on) (1271) 319 initselffthemselves] (650) 163
impose A on B (1164) 293 in large part (919) 234
in a minute[moment] (355) 94 inlight of (985) 252
in a nutshell (1189) 299 inline with (119) 34
inapinch (1086) 275 inmy opinion (651) 165
inarow (192) 51 inmy view (651) 165
inaway (948) 240 inno time (645) 164
in a way (that) ... (948) 240 inno time at all (645) 164
in a while (222) 58 inone’s place (754) 192
inaword (707) 178 inorder for one todo (12) ]
in accordance with (603) 155 inorder not to do (703) 177
in addition (61) 18 inorderthat S+V (12) 5
in advance (80) 23 inordertodo (12) 5
inall (421) 108 in other words (631) 161
in all likelihood [probability] (1127) 285  in part (876) 223
inan accident (592) 152 in particular (747) 191
inan attempt to do (288) 78 inparts (876) 223
in an effort to do (546) 140 in person (178) 48
in any case (874) 222 inplace (962) 246
in ascending [descending] order (1239) in place of (754) 192
312 inplaces (962) 246

in bulk (1237) 311 in practice (643) 164
in case of (236) 62 in private (859) 219
in chronological[alphabetical, numerical]  in progress (793) 202
order (7239) 312 inpublic (742) 189
in comparison with[to] (911) 231 inquestion (774) 197
in compliance with (1351) 335 inreality (667) 169
in conclusion (901) 229 inrecognition of (1017) 259
in connection with (632) 161 inrelationto (657) 167
in contrast (649) 165 in response (to) (821) 210

370



in return (for) (1235)

inrows (192)

in search of (345)

in shape (982)

in short (739)

in some respects (1.234)

in spite of (204)

in spite of the fact that (204)
in stock (723)

interms of (334)

in that case (236)

in the air (497)

in the case of (236)

in the center of (101)

in the distance (536)

in the end (559)

in the event of (804)

in the event that S+V (804)

in the face of (760)

in the first place (577)

in the future (102)

in the hope of [that S+V | (1107)
in the long run (753)

in the meantime (745)

in the middle of (101)

in the midst of (976)

in the nature of (1100)

in the nature of things (/100)
in the near future (/02)

in the presence of (749)

in the process (o) (490)

in the second (place) (577)

in the short run (75.3)

in the world (425)

in the[one’s] absence (of) (749)
in the[one’s) way (245)
in this respect (1234)
in those days (458)

in time (108)

in transit (800)
inturn (832)

invain (674)

inview of (1052)

in view of the fact that ...
in writing (1233)
infat] the front of (/4)

(1052)

311
51
91/
251
189
311
54
34
184
88
62
127
62
28
137
143
205
205
194
148
29
280
192
190
28
250
278
278
29
191
126
148
192
109
191
67
311
116
30
204
212
171
267
267
310
h

inbound (672)

inclusive of (1:350)

income tax

incorporate A intolin] 2 (1333)
inform one oflabout] A (510)
inform one (that) S+V (510)
information desk

infout of] focus (1007)
inquire about (511)

inquire into (5717)

inquire of one about A (571)
inside out (927)

insist onfupon] (729)

insist (that) S+V (729)
installment plan

instead of (98)

insurance policy

interest rate

inventory department

invest in (484)

investment plan

64,

157
334
04
331
131
131
64
251
131
131
131
236
186
186
244
28
337
302
182
124

244

It goes without saying (that) S+V(870)

it is a[my]| pleasure to do (488)
it is an honor for me to do (743)

222
125

190

it is necessary (for one) to do (282) 76

(it is) no wonder (that) (368)

it is not long before S+V (1054)

itisnot until ... that S+V (1114)

it occurs to one that S+V (671)

it oceurs to one to do (671)

it remains to be seen whether[if]
. (1193)

96
268
282
170
170

300

(It's a) good thing (that) S+V (1191)

It's a shame. (449)

(It's) my pleasure. (488)

it’s time (243)

[t[That] depends. (251)
it[there] is no use doing (1134)

J
job interview
job loss
judging by[from] (1216)
jumpat (1111)

64,

299
115
125
66
68
286

338
338
307
281

371



jump[leap] to conclusions (831)
(just) around the corner (203)
(just) in case (122)

just the same  (531)

K
keep A from doing (316)
keep a tally of (1359)
keep anfone’s] eve on (517)

keep [bear] in mind that ... (443)

keep down (1062)

keep in touch (with) (220)
keep (on) doing (246)
keep (one) out of A (509)

keep one’s fingers crossed (1058)

keep one’s hands off (622)
keep one’s head (1122
keep one’s temper (1123)

keep one’s word[promise] (463)

keep pace with (518)
keep track of (849)

keep up (724)

keep up with (518)

keep (A) away from B (576)
keep (A) off B (622)
keep[bear] A inmind (443)
know A from B (940)
know A inside out (927)
know each other (33)
know of (819)

know one by sight (1013)

L

labor cost
large-scale[small-scale] (1728)
last minute(last-minute] (953)
late charge(fee]

late (in) doing (293)

later on  (562)

laugh at (387)

lay claim to (1045)

lay off (166)

lay out (844)

lead a ... life (1047)

lead Ato B (120)

lead to (120)

352

S
L W n ~
=S SO g

84
336
132
113
270

58

67
130
269
159
284
284
117
133
217
185
133
148
159
113
239
236

11
209
259

302
285
242
302

79
144
100
266

215
266
34
34

lean forward[back, over] (176)
lean on (I76)

lean on|against] (176)

lean toward (176)

learn[know] (A) by heart (718)
leave ... to be desired (1183)
leave A behind (452)

leave A for one (99)

leave a message (179)

leave A to one’s discretion (1343)

leave for (99)

leave (of absence)

leave off (845)

leave out (591)

lending rate

let down (956)

let go (of) (952)

let me see (370)

let one know (43)

let up (981)

let’s see (370)
Let's|Let me] see. (370)
let[get] one off the hook (970)
let|leave] A alone (594)
lie down (460)

life insurance

light and fuel expenses
line of business [work] (767)
line of products (767)
line up (274)

little by little (717)

live a ... life (1047)

live in ... conditions (782)
live up to (740)

lock up (512)

log onlin] (to) (1256)
logistics system

long for (835)

long to do  (835)

look after (381)

look ahead (to) (593)
look around (376)

look as if[though] (68)
look back (593)

look back tolat] (59.3)
look down (141)

47
47
47
47

181

297

s
28
48

333
28

337

216

152

302

242

241
97

14

251
97
97

248

152

17
337
337
195

195
74

181

266

199

189

131
315
338



look for (2)

look forward to (62)

look into (164)

look like (68)

look on the bright side (884)
look onfupon] (884)

look out. (60)

look over (344)

look through (589)

look up (141)

look up to (599)

look[watch] out (60)

lose one’s head (1122)

lose one's sight (712)

lose one’s temper (1123)
lose onie’s way (468)

lose sight of (712)

lose touch (with) (1063)
Lucky (for) you[me]! (1019)
lump sum (1304)

M

M&A (131D
major in (824)

make a (big) difference (1105)

make a decision (230)

make a fool of (1072)

make a fool of oneself (1072)
make A for B (961)

make a fuss (1135)

make a mess of (966)

make a mistake[mistakes] (205)

make a phone call (507)
make a point of doing (877)

make an appointment (with) (196)

make an effort (546)

|38

44
20
224
224

18

9]
151

39
154

18
284
180
284
118
180
270
260
325

327
210
279

00
272
272
246
286
247

54
130
223

52
140

make arrangements for(to do] (957) 242

make a [one's] case (for) (1245)

make both ends meet (1076)
make do (1077)

make ends meet (1076)
make for (061)

make [un of (681)

make it (23)

make it a rule to do (877)
make it up to one (23)

313
273
273
273
246
172

8
223

h

make light][little] of (1116)
make no difference (1705)
make out (541)

make progress (891)

make sense (602)

make sense (out) of (602)
make sure[certain] (42)
make the best of (646)
make the most of (646)
make (too) much of (1116)
make up (810)

make up A of B (552)
make up for (587)

make up ore’s mind (432)
make up with (1124)

make use of (413)

make waves (1099)

B

make[have] a reservation (209)

make[put] a dent in (1087)
manage to do (360)
management meeting
manufacturing department
mark down (978)

mark the beginning(end] of (1269)

mark up (1093)
mark-down (/093)
mark-up (71093)
market analysis report
market penetration (1295)
market report

market research (1294)
marketing department
master plan

materials department
maternity leave

(May I have your) attention, please.

(539)
May[Can] | help you? (295)

318
2717
277
277
244
323
244
323
182
244
182
337

138
79

may[{might, could] (just) as well do (522)

may[might, could] well do (469)

medical expenses
medical insurance plan
medical service

medical[physical] checkup (1358)

meet one halfway (1070)

134
119
337
244
337
336

272

373



meet one's demand|needs| (854)
meet the demand [needs] (854)
meet with (54)

meet[fill] a quota (1300)
memorial service

merge with (1310)

mess up (966)

middle management

minor in (824)

miss out on (1268)

mistake A for B (205)

mix up (926)

monthly report

more and more (261)

more often than not (1043)
more or less (761)

more than happy to do (292)
mortgage rate

move in (492)

move into (50)

move on (210)

move out (492)

move to (50)

move up (993)

moving expenses

much less (769)

much less ... than ~ (769)
much remains to be done (1193)
(much) to one’s surprise (839)
mutual acquaintance

N

name A after[for] B (704)
needless to say (870)
neither A nor B (416)
Never mind. (388)
newspaper stand

next time S+V (100)
next to (19)

no better than (937)
no big deal (1089)

no doubt (795)

no later than (225)
noless ... than A (597)
no less than (597)

no longer (71)

374

218
218

16
324
337
326
247
182
210
318

54
235
244

71
265
194

79
302
126

16

56
126

16
254
337
196
196
300
214
338

178
222
107
101

no matter how [who, what, when,where,

which ...] (197)
no more ... than A (345)
no more than (345)
no problem (160)
no sooner A than B (1120)
no way (425)
nore other than (1171)
not (...) in the least (1136)
not always (383)
Notatall (71712)

not do ..., if one can help it (862)

not if one can help it (862)

not make ... any difference (7105)

not only A but (also) B (405)
not really (270)

Not really. (270)

not so much A asfbut] B (1117)
not to mention (870)
nothing but (365)

nothing is more ... than A (897)
nothing less than (1039)
nothing more than (741)
nothing short of (1039)
nothing|little] short of (543)
now (that) (199)

(0]
object to (1250)
object to doing (1250)
oceur to one (671)
of course (1112)
off and on (924)
off balance (1148)
off duty (538)
off the hook (970)
off-site (1277)
office accessories
office affairs
office employee
office equipment.
office facilities
office furniture
office hours (1214)
office job
office management expenses

53

314
314
170
281
235
290
138
248
320
122
122
122
338
122
122
306
122
122 337



office manager 122
office party 122
office personnel 122
office phone 122
office policy 122
office space 122
office supplies 122
office work 122
office worker 64,122
(official) bank rate 302
(official) discount rate 302
on a collect basis (495) 127

on a daily[weekly,monthly| basis (495)

127
on a full-time[part-time] basis (495) 127
on a large[small] scale (1128) 285
on account of (626) 160
on and off (924) 235
onand on (924) 235
on back order (1056) 268
on balance (1148) 290
on behalf of (351) 93
on board (412) 106
on business (124) 35
on charges of (1165) 293
on display (1276) 320
on earth (425) 109
onend (951) 241
on foot (404) 104
on hand (215) 57
on hold (973) 249
on line [online] (556) 142
on occasion (872) 222
on one’s knees (606) 156
onone's part (771) 197
on one's way home[back] (417) 13
onone's way out. (41) 13
on purpose (688) 174
on sale (57) 17
on second thought (1173) 205
on short notice (1275) 320
on site (1277) 320
on staff (1032) 262
on target (811) 207
on (the) air (565) 145
on (the) average (304) 81

® 5l

on the basis of (495) 7]
on the basis (that) S+V (495) 127
on (the) condition (that) S+V (708)

178
on the contrary (698) 176
on the face of it (928) 236
on the grounds of (1163) 293
on the grounds that S+V (7/63) 293

on the line (253) 69
on the occasion of (872) 222
(on the one hand...) on the other hand

(827) 211
on the premises (1278) 320
on the road (725) 185
on the short list (for) (1347) 334
on the spot (954) 242
on the tip of one’s tongue (1279) 320
on (the) top of (79) 23
on the whole (685) 173
on the[one's| way (41) 13
on time (35) 12
on top of the world (79) 23
on vacation (144) 40
on-site (1277) 20
on-the-spot (954) 242
once again[more] (320) 85
once and for all (1188) 298
one after another(the other] (448) 114
one by one (717) 181
one day at a time (397) 102
one is charged with A (1165) 293
one is relieved of A (913) 232
one is suspected of doing (934) 237

one-way ticket 64

online sales 182
only if (564) 144
only todo (721) 184
onfoff] duty (538) 138
on[upon] doing (733) 187
openup (414) 107
order A from B (240) 63
other than (766) 195
out of breath (472) 119
out of date (581) 149
out of favor (560) 143
out of order (638) 163



R
out of place (1280)
out of shape (982)
out of sight (563)
outbound. (6/2)
outstanding balance
over and over (again) (437)
owe A toone (623)
owe money for A (623)
owe one for A (623)
owing to (869)

P

pack up (1267)
paid leave|vacation|
parking lot

part with (952)
participate in (156)
pass away (912)
pass by (339)

pass down (880)
pass on (980)

pass out (777)

pass up (1001)

past due (1307)

past due balance (1307)
paternity leave

pave the way for (1088)
pay A for (18)

pay a visit (to) (856)
pay attention (to) (539)
pay back (296)

pay cash or use charge[credit] card

(369)
pay for (18)
pay off (780)
pay one a visit (at/in) (856)
pay one for (18)
pay phorne
payment day
payment plan
payment request
payment terms
payroll cost
pension plan
per annum (32)
per capita (32)

376

318
337

199
218

64
337
244
337
337
302
244

11

11

per diem (32) 11
per hour[day, week, month, year] (32)
11
per night (32) i1
per person(head] (32) 1l
personnel department 182
personnel manager 64
pertaining to (1287) 322
phonre conference [conference call] /22
phone number 64
pick out (336) 89
pick up (15) 6
pile up (785) 200
pilot study[survey] (1332) 331
place an order (240) 63
plan on doing (134) 37
plantodo (134) 7
play a part (959) 243
play along (with) (185) 49
Please be assured that ... (628) 160
please note that S+V (784) 200
point out (125) 35
police officer 64
postal charge 302
prefer A (to ) (208) 35
prepare A for B (111) 31
prepare for (111) 31
present A to one (886) 5
present one with A (886) 225
press conference (1.313)
press release (1313) 327
pressure A to do (1092) 276
prevent A (from) doing (316) 84
previous|prior] engagement 338
pride aneself on [in] (67:3) 170
prior to (89) 25
proceed to (1251) 314
proceed to do (1251) 314
proceed with (1251) 314
production cost 302
profit margin (1318) 328
progress report 244
prohibit A from doing (316) 84
propose|offer] a toast to (1338) 332
provide A with B (161) 43
provide B for [to] A (161) 43



provide for (820) 209
provided (that) (1217) 307
providing (that) (1217) 307
public relations (1314) 327
pull down (991) 254
pull out (535) 137
pull over (1003) 256
pull together (918) 233
pull up (453) 115
purchase order (1236) 311
push for (902) 229
push one for[to do] (902) 229
put A down for (259) 71
put A into practice (1170) 294
put A on display (1276) 320
put A on hold (97.3) 249
put A to (good) use (914) 232
put an end to (942) 239
put aside (477) 121
put away (614) 158
put down (259) 71
put forth (903) 229
put forward (857} 219
put in (165) 44
put off (300) 80
put.on (97) 27
put on years (50.3) 129
put orie in danger (447) 114
put out (373) 98
put pressure on (1092) 276
put through (958) 243
put to (good) use A (914) 232
put together (537) 138
put up (171) 46
put up A as collateral[security] (171) 46
put up A for sale (171) 46
put up with (672) 170
put[set] A in order (638) 163
Q
qualify for (732) 187
quite a bit (of) (616) 158
quite a few (616) 158
quite a lot (of) (6G16) 1358

R

rain check (1082)

rain date (1082)

range fromAto B (216)
rate A as B (1263)
reach a deadlock (1199)
reach for (809)

reach out (809)

read between the lines (1197)
record level (1273)
referAto B (191)
referto (191)
refertodas B (191)
reference data

reflect onfupon] (813)
refrain from (658)
regard A as B (633)
regardless of (347)
register A as B (1257)
register for (1257)
relevant information
relieve one of A (913)
rely onfupon] (214)
remember doing  (352)
remember to do (352)
remind one offabout] A (586)
remind one to do (586)
report to (1205)

research and development (1327)

respond to (1249)

result from (147)

result in (146)

retail sales

retire (from) (1206)
retirement plan

return the favor (678)
right away (63)

right here (478)

right now (63)

right on time (35)

right there (478)

rise to number feet (1140)
rise[get] to one’s feet (1140)
risk management

roaming charge

338
207
167
162
92
316
316
338
232
56
93
93
150
150
305
330
314
40
40
182
305
244
172
19
3|
19
12
121
288
288
338
302

377



robA of B (702) 177 sales promotion (1293) 323
role model (1349) 334 sales report 182,244
roll up (986) 252 sales representative 182
roll up one’s sleeves (986) 252 salesslip 182
room service 337  sales strategy 338
round down (1320) 328  sales trip 182
round off (1320) 328  sales|consumption] tax 182
round-the-clock (989) 253 sales|production) quotas (1300) 324
rule out (1175) 295 same here (836) 213
rumor has it (that) ... (904) 230 savings account 302
run arisk (69.3) 175 say hello (1o one) (340) 90
run across the street (600) 154 scarcely A when[before] B (1120) 283
run away (from) (394) 102 schedule conflict 338
run away with (394) 102 scores of (878) 223
run [carry out] a check (on) (1057) 269  screwup (1145) 289
run down (485) 124 search A (345) 91
run into (317) 84 search for (346) 92
run out (of) (127) 36 second hand (1129) 285
run out of steam (127) 36  security deposit 338
run over (613) 157  security guards 64
run through (613) 157 see adoctor (441) 113
runup (1038) 264 seeeyetoeye (1182) 297
run[come, be] up against (1150) 290  see iffwhether] (94) 27
running cost 302 seeoneoff (462) 17
rush A into Bldoing] (1033) 263 seeright through ... (1048) 266
rush A to B (1033) 263 see through (1048) 266
rush into (1033) 263 seeto (807) 206
rush to do (1033) 263 see (toit) that S+V (808) 206
sell for (18) 6

S sell off (1302) 3RS

safety seat 64 sellout (167) 45
sales assistant 182 (send) ... by separate mail (1220) 308
sales campaign 182 send for (838) 214
sales clerk 182 sendin (727) 185
sales conference[convention, meeting] send out (863) 220
182 send (out) A todo (1221) 308

sales contract 182 serveas (1207) 305
sales cost 182 service charge 302
sales department 182 set about (953) 241
sales director 182 set aside (887) 225
sales distributor 182 set down (284) 77
sales letter 182 setout (454) 116
sales manager 182 setup (55) 17
sales meeting[conference, convention] settle down (825) 211
122 shake hands (358) 94

sales presentation 182 share (A) with B (566) 145

378



shipping charge
shipping cost
shipping department
shipping insurance
shipping schedule
shop around (611)
shopping mall
Should you do (1218)
show off (778)
show up (190)
shut down (502)
shut off (925)
shut out (457)
shut up (457)
shut up in (457)
Shut up! (457)
sick leave
side by side (398)
sign for (801)
sign on (89)
signup (90)
simply put (1244)
since then (232)
single-digit (1331)
single[double] occupancy (1341)
single[double]-occupancy (1341)
sit back (1098)
sit down (183)
sit down and do (183)
sit through (1084)
sit up (442)
site plan
slow down (783)
smile at (387)

) ...astodo (997)
so ... (that) (36)
soas not todo (703)
soas todo (703)
so far (104)
so (that) ... can|will, may] do (9)
so to speak (933)
sooner or later (679)
sort out (1262)
sound like[as if] (68)
speak highly [well] of (1265)
speak to[with] (45)

302,338
302, 338

182
337
338
157
64
307
198
51
129
235
116
116
116
116
337
103
204
25
26
313
6/
331
333
333
278
49
49
275
113
244
200
100
255
12
177
177

29

237
172
317
20
317
14

special rate
specialize in (211)
spend A on B (498)

spend time (in) doing (498)

split up (1029)

staff meeting

staff turnover (1292)
stand behind (335)
stand by (335)

stand clear of (//68)
stand for (395)

stand out (542)

stand up (343)

stand up for (343)
stand up to (343)
stand[wait] in line (119)
stare at. (555)
state-of-the-art (1328)
stay at[in] (227)

stay away from (390)
stay clear of ([[68)
stay on (609)

stay on place (609)
stay tuned (for) (805)
slay up (499)

stay with (227)
stay[keep) in shape (982)
steer clear of (1168)
step by step (473)
step down (979)

step in (1004)

step off (64)

step up (967)

step up to the plate (967)
stick around (1065)
stick to (665)

stirup (775)
stockholders’ meeting
stop A (from) doing (316)
stop by (461)

stopin (461)

stop off (461)

stop over (867)

stop short of doing  (54.3)
strike a balance (/148)
strike up (1157)

64,302
56
128
128
262
122
323
89
89
294
102
139
91
97
91
34
142
330
610
101
294
156
156
205
128
60)
251
294
120
250
257
19
247
247
271
169
198
122
84
117
17
117
221
139
290
291
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tear down (796) 203
tear off (797) 203
tear to pieces (797) 203
tear up (797) 203
telephoiie booth 64
(tele)phone call 64
(tele)phone charge 302
tell A from B (940) 239
temporary|part-time] employee 182
ten Lo one (1127) 285
tend Lo do  (481) 124
tentative schedule 338
terms and conditions (1316) 328

Thank you for your attention. (539) 138

Thanks alot (137) 38
thanks for (137) 38
thanks to (195) 52
that is (to say) (520) 133
(That’s [Its]) too bad. (163) 44
the accused (610) 157
the accuser (610) 157
the day after tomorrow (357) 94
the day before yesterday (357) 94
the heart of (1212) 306
The line[phone] is busy. (970) 248
the look on one’s face (884) 224
the majority of (486) 125
the minority of (486) 125
the minute S+V (355) 94
the name of the game (1020) 260

the other day [morning, alternoon,
night] (324) 86

The pleasure is mine. (488) 125
(the) pros and cons (1067) 271
the rest of the day off (239) 63
the rest of the pack (992) 254
the same ~ (as A) (24) 8
the sooier the better (1181) 297
the vast[great] majority of (486) 125

theme park 64
There is [I have] no doubt (that) S+

V. (795) 203
There is no hurry. (228) 61)

there is no point. (in) doing (1134) 286
There’s a chance of .... (1037) 264
There’s no rush. (939) 238

these days (95)

think about (22)

think highly(a lot] of (1073)

think much of (1073)

think nothing[little] of (1073)

think of (22)

think of A as B

think out (422)

think over (422)

think twice (935)

This is to inform[notily] you (that)
e (1040)

three days off (239)

ticket office

tie up (with) (221)

till[until] now (232)

tilljuntil] then (232)

to a great[large] extent

to and fro (655)

to be sure (798)

to date (779)

to one'’s knees (606)

to put it simply (1244)

to say hello (340)

to somela certain] extent (757)

to start[begin] with (439)

tosum up (1243)

to tell (vou) the truth (627)

to the contrary (698)

to the effect that S+V (1142)

to the extent of{that S+ V] (757)

to the fullest (833)

to the fullest extent (83.9)

to the maximum|max] (833)

to the point (811)

to this[that] effect (1742)

tone down (1158)

too ... todo (29)

too far from (182)

total cost

touch onfupon] (1241)

trade A for B (1006)

trade in (1006)

trade-in (1006)

traffic jam

transfer A to B (234)

(22)

(757)

38



Faicd

transportation expenses
travel insurance
traveler's check

traveling expenses

trial run (1190)

try on (327)

try out. (817)

try-out (817)

tune into A (805)

turn around (399)

turn away (936)

turn down (159)

turn in (168)

turn into (445)

turn off (74)

turn on (277)

turn one’s back on (277)
turn out (138)

turn over (568)

turn over a new leaf (568)
turnup (313)
two[three, four ...]-digit (1.331)

U

under consideration (1022)

under construction (598)

under control (598)

under the condition of{that] (708)

under the control of (598)

under the influence (of) (758)

under way (852)

unemployment rate

unit cost.

unless otherwise stated|specified]
(1353)

until now (104)

up and down (408)

up to (10)

up to a certain point. (1215)

up to a point (1215)

up to date (620)

up to now (10)

upfront payment

ups and downs (408)

upside down (744)

urge A todo (1255)

382

337
337

64
337
299

87
208
208
205
103
238

260
153
153
178
153
193
217
302
302

T
[
= S

307
307
159

337
105
190
315

used to do (25) 9
V')
vending machine 64
vice president 182
vice versa (1200) 301
volume discount (1317) 328
vote against (314) 84
vote for (314) 84
w
wait for (3) 2
wait for A to do (3) 2
wait on (330) 88
wait on one hand and foot (330) 88
waiting room 64
Wait[Just] a minute. (372) 97
wake up (268) 73
walk over (265) 72
wash away (864) 220
watch one's step (1002) 256
way ahead (of) (1035) 264
wear down (1115) 282
wear off (1155) 291
wear out (523) 134
wear out one’s welcome (523) 134
wealher report 04, 244
weekly report 244
Welcome to  (406) 105
welfare expenses 337

What ... do with A? (260) 71
What a shame! (449) 115
what becomes|has become] of (521)

133
What can 1 do for you? (295) 79
What do A and B have in common?(738)

188
What do you say ...? (218) 57
What happened to A? (30) 10
What have you been up to? (10} 4
What if ...? (787) 201
what's it like doing (776) 198
what's it like to do  (776) 198
What's the rush? (939) 238
what’'s up (476) 120
What's up with A? (476) 120



What's up[new]? (476)

What[It's] a shame S+ V! (449)

wheels come off (1025)

when it comes to (974)

Whether[If] ... remains to be seen.
(1193)

Why don't we ...? (49)

Why don’t you ...? (49)

Why not? (271)

will do  (866)

with a view to (1167)

with all my heart (683)

with difficulty (896)

with case (715)

With pleasure. (488)

withholding tax (1325)

within driving distance (1337)

within easy reach of (/049)

within (one’s) reach (1049)

with|in] reference to (632)

with[in] regard to (632)

within striking distance (1337)

within walking distance (of) (1337)

without delay (1095)

without fail (694)

without notice (1275)

without question[doubt] (431)

won't stand for (475)

work for (34)

work on (11)

work out. (257)

work plan

working day (1213)

working hours (/214)

worry about (77)

would like (1)

would like one to do (1)

would rather do (than do) (224)

(would you please) see (1o it) that

. (808)

Would[Do] you mind ...? (112)

wrap A with[in) B (994)

wrap up (994)

write down (284)

wrilten notice (1239

120
15
261
249

300
15
15
74

221

294

173

228

180

125

329

332

267

267

16/

161

332

332

277

175

320

111

120

11

J

e

Y:

You are welcome (406)
you may|might] want to do (768)

El

105
196

383
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