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] Week 1 HiR¥E(R

Week 1 TRUEERERS—VICHYIREX - EAEZFBLEY,

FEIEE

Day 1 EMIEIDEERY

Day2 7iRA4 U hX2bk

Day3 HRTILDFH

Day4 734 ~DFH

Day 5




A DEZHRY)

Power Phrase L) BE1-1

| haven’'t booked our hotel yet.
FERTILEFHLTWEE A,

HARABDREOREE (Dv A 72 ME] (CEET S, HAHEDNARER, £FOD

2 XENTOE & KEDBBIEX—H— TF O F TV IZT7 2T AGRERITIT<,

SERREIIC R 'Y X AR A T B,

R Al R EHERERINR E R T Natural Speed GELIEED
Kota Suzanne Slow Speed O EAEED

Have you already scheduled an appointment with

Detroit Engineering during our business trip, Kota?
FRAARIYIZTU VI EOHEFONRIGESWO M I D, BA?

I'm afraid not. I'll contact them ASAP. What else should

| do?
THELA, FLTT. TREFICEREANET, ICAZETNEESLVT
ERS

&% Have you made hotel and airline reservations for us
yet?

IEEDDDRTILETSA FDFHIFESEDEHL>TWED?

I've booked our flight through the Internet, but |
haven’'t booked our hotel yet. The line was busy. I'll
try again.

TS5 MEA VI =Ry FTFHULE LA ERRTILEFHLTOVER Ao
BERTLE, 5 TERLET,

@}‘. When you finish, let me know.

Bh>HRICHSE T,

MNotes () Z51-4
schedule an appointment [#J3R%ED (73 | business trip [H3& ]

I'm afraid not. [T H# £ A.£7ZT3]  ASAP (=as soon as possible) [TZ37 178 < |
The line was busy. @&+ TUL7]  Letme know. [FAICHISE T FZE L]
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Useful Phrases ) BE1-5

SEOERICOVWTHbEHEZLEL &5,
Let’'s have a meeting about this business trip.

FAT= B DHREDERIIE ABBEL TEATNETH,
How are the preparations for our business trip going?

HERT Y 21— ILIZEICHATH N £T.
I've already made a schedule for the business trip.

&S EEFICRBORRERSLEZBTT,
I've just sent the meeting materials to them.

RFILET S FOFRISTAIEE TIRE W,
Leave it to me to arrange the hotel and the flights.

TROAARIVIZTY Y I b—EREWVRTILZFHLE LT
| booked the hotel nearest Detroit Engineering.

MEBbDRTINBT ROA NIV YTV IADTEAERRTEEET,
I'll find out how to get to Detroit Engineering from our hotel.

IZ'Notes L) EE1-6
preparation [#f%]  make a schedule R4 ¥ 2 —)LEET |

meeting material [REDEHR ] Leave itto me. [FAITEE T ZE W]

find out [FAN3 |

\Tms/
trip. journey. travel ®fEWA
trip, journey. travel i& THRTT) Z#FR U E 9, trip & THHENEDH D
171 Z&RT EEIC, journey I& THIEA RO DIRIT) ZFRIT & SlcfE
WE T, travel I& TTAKIRITZEDEHD, #RUET, RIRITHEFS
TY, EFWeWE EFIL | like traveling. ¥ | like going on trips. @
LSICESERVWTUL &S,
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look forward to ...
T EDEELMFD

SBALRATBIC, EXBIEICTRA VXD N ERDZHDEFET D EICHRDTEER,
BBIEA—N— [FrOa4 I OIZTUDT) OBHEEDRT 1 —JICEBFEEZRYURNTE

50\ LT ACIE= AN S e A I
SRR B e NaturaISpeed
Kota Steve Slow Speed

We'd like to visit your plants next month. When would
be convenient for you?
kA, HHOTHIAV VDT, SHEFVOHES LLTTH,

| can adjust my schedule with yours. How about you?
What day and time is best for you?
ZELDRTT1-ILILADELNET &Ko ZH51EES TTH, —EBHADR
WHEFZWDTE DY,

Well, how about October 20 in the morning?
Z5 T3 10 A 20 HOFHHIFEE S TTH

26 .

No problem. Please come to the reception desk at 10
o’clock.
FIRE®H D R A L. 10 BICRMICRTILE L,

OK. I'll email you the details of this visit later.
AHNE LT, BIELSEOHEOFME X —ILTED £T

. Thank you. I'm looking forward to seeing you.
HBONESZEVET, RADDEELHRH>TVET Lo

[V Notes
convenient [F&MREWV]  adjust [FET 3 | How about you? [Z55(3E 5 TEH
reception desk 37 emailAB TAICB A X—)LY 3]
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Useful Phrases

tLEL. BEY v AT Y MIEORARRTY,
Hello, this is Kota Muraki from Giant Trading Company.

HEMORIRASAEBENTEET A,
May | speak to Mr. Smith in the Sales Department?

HURISVWEBAN, ®IES, BIOBEICHTWET,
I'm afraid he’s on another line now.

FBOREEECHMEN LS LVTT,
Are you available next Monday?

z ke 1 Yeom

BURCEVEEAD, ZOBERBFBENBEVTT,
I'm afraid that is not a good time for me.

ZOHR0 0 (SEABEOFHIFTLESBENH D T,
I have time next Wednesday morning instead.

SFHTREFTHL TS,
Just ask for me at the reception desk.

[V Notes L) E751-12]
trading company &5 &4t May | speak to ...? [ & BFELTEFTH

Sales Department [E%3f] I'm afraid ... [ERLERRSEWEEAD ]

on another line TRIMEFEICETWS]  available T#&HMH< |

instead [ZDRHNI(Z] ask for ... [ [CHS%EX&H 2|

\Tips /
[#9%R] | appointment ?
TR, & WS & promise —MIITI D, EVXADERBETIFL
IE U (E appointment BNAAWS N E T, promise (& THEEICT B I &,
BECECDIE) 2RI EEICAVET, BFELEOZEMT T &R
MHOERI, &E5 & Z(d have an appointment with ... & WS FKRIF
ZAWVWET,
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RTILDTHY

CEEED

How much is it per night?
1BESTID,

Power Phrase

RICEMTHAET &R TIVEA VI =2y b THEIRK, THEMSESEV. 7O A
DORTIVICBZM T B, RTIOT T THA I, BIRTPRBICDOVTIEETRHLED
B2LOEH>TVWERY., BXRIFEESEZT 2,

B FAEEREET Natural Speed (CIECIREED

Kota Receptionist (Z1F%) Slow Speed  CEERD

Would you check the availability for two single rooms

for three nights from October 19?
10819875 3HT2HWENY YV FILIIL—LOEERREBRCEHIET

7.]\0

Certainly ... yes, two single rooms from October 19 are
available.
MUTENELL-EV. 10819 BADY Y FILIL—L 2R, BLWTHD F
R

That's great. How much is it per night?
ZNIERD ST, 1AKSTT,

One hundred twenty-eight dollars, sir. Would you like
me to make a reservation now?
128 RILTE, S, FHEBMOWELEL &S5 h%

Yes, please. Thank you.
[FL, BEWLET, HIHESTEVET,

[V Notes L) HE1-16
Would you ...? [--LTW = £ 3 h]

check the availability [Z=RREFHNS]  Certainly. [hLIFEDFE LT

available [fJFFT=%] perl-[22Z]  Would you like meto..? [=WzLHEL &5
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Useful Phrases

ZELDRTILOITTVA FERBHSEBEESE TV ELEVTHEN £T,
I’'m calling while looking at your hotel’s website.

10 B 19 BIZER(EH N £ H%
Do you have any vacancies for October 19?

10B198ICFTvo4A4Y LT, 10B 22 BIZFT VI 79 rELEVDTTA,
I'd like to check in on October 19 and check out on
October 22.

BORAZHWEDANNLDTE A,
I'd prefer a room with an ocean view.

FHEDBVF v 71 VIEFFRHFTOETH,
Do you allow early check-in?

DT T7HA MIE - TWAREBICHRIIEENE TN,
Does the price on the website include breakfast?

FiEF VU EILLEZVDTTA,
I'd like to cancel my reservation.

¢ ke 1 Yoom

[ Notes EEED
vacancy %= | I'd prefer... [DA%ZFE]  allow [FFAIT 2]
price on the website [V T 7441 MMIH->TW2HE]  include [ET ]

\Tms/

BORZZ2REDIHE
HEZRTILIEDZERS, MEMSEBZHOI-WEDTYT, ED
R X %EE ) & ocean view room E EWE T, LM L. ocean view
roomid. PUBNRZAZEEDHEDEFENET., BORA&aED
EEICHE 2 D25, ocean front room TEICE LZEBE) #R2OF
U&Do 2L, KIBBEERIFEED T,
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751 bDOFH

Could you check on it?
HRLTWZITFETh,

Power Phrase

HERARFEBERTIVAREY . RICA VY=Y FTFHLETIST LOERET DER.
TdE, FEZETDETDOERX—ILHABLN TR, T TP XU ADIMESHD I—IL

Uy —ICEHEE L. FRIKREHESET D,
Natural Speed (0 J=izi P40

Kota Airline employee (MZESHREES) Slow Speed

| haven’t received the booking confirmation email yet.
Could you check on it?
FRFHEBA—LEZIR->THEN EA. BRLTWERTET,

I'll check immediately. May | have your name, please?
FTCICERVWELET., BEHMEBLTEESLLTT D,

My name is Kota Muraki. My flight number is AB123.
~ BOZBIINAEATYT. 751 MESEABI23 TY,
We’'ve definitely received your reservation. Our email
system may have problems. | sincerely apologize for

that.
BEREOFHERMIBZIILTCENET, TBHDX—ILY AT LICREEH
HHONELNEEA. BICELRISVEH Ao

That's OK. I'm so relieved to hear my booking is all

right.
AERTTo FHAALREMNTETEROLE LT,

[V Notes
booking confirmation email [F##EZE A —JL]  immediately 3 <[]

May | have your name, please? [S&BZEVWTE LA LWTTH]  definitely [#A ]
sincerely ['ixh%]  apologize for ... [ IZ22WTEHLTT 3

be relieved to hear ... [+ EEVWTREDLT 3
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Useful Phrases

ARICCHERSVET,
Which day would you like to fly?

10819 HOF hOA MIEIZRREEFSH D £TH
Are there any seats available to Detroit on October 19?

HFEAZ 10819 BT, BERG108 22 HTY,
The departure date is October 19 and the return date is
October 22.

19BOF FOA MIEDT 51 MELTHETT,
All flights to Detroit on the 19th are full.

v ke 1 Yo9Mm

ZDT751 MIBREDLDHIZF vV EILIZED & LT,
The flight was canceled due to bad weather.

BRTO 2 BEFHLEVDO T,
I'd like to make a reservation for two neighboring seats.

Wb ERMEICRZDEND D £TD
Do we need to catch a connecting flight?

[V Notes
departure date [HH%H]|  returndate ['REH]  full [EED]

dueto... [-ARAE T neighboring seat BRI+ DRF | catch [E#&3 ]

connecting flight [FE#¥{E |

\Tips /
[RE] & [FE] Z2KETEAEIN?
FZEF Ty MREEFNTZRICBICT S THE). EE ORULAIR.
FAYPBEEEAFYRBEETOEVET, PAUHEET THED) &
one-way., "EED (& round-trip T9, —H. AT U RAEETIE TH
ED; % single. TEED) Zreturn ERT ENEZWTT, EE5D
FIEHPBEZTHLLLIICLEL LD,
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mEy

Power Phrase

CEERD

make a packing list
BEMI R bzED

BEIEDTIRA VAV RZERY, 7540 FERTIVOFNETT UBER. TOEZRTY
XNEADE, FREVIFERD S TZOH EFIN D, RO O TUVRVEKRIE, B ERER
PEER RSP KINA REXD B, ;
* o ’ x Natural Speed (CECIRZD
Kota Suzanne Slow Speed O EABD
P\

o)

7% Have you finished packing yet, Kota?
E5ED [F& DD, BK?

No, not yet. Could you give me some advice about
packing?
WA, $EBRATY, &0 ICELTENT KA REBIFE T

% Sure. The most important thing is reducing the number

of things you pack as much as possible.

Wbk, —BEERZELIETERRITHEDDEDORERST Z & &

| got it. We aren’t supposed to stay so long this time.
A0 E Lz, SERZABICREET 203 TIERVTT L,

@}. That’s right. If you make a packing list, the
preparation will be much easier next time.
ZO®OH, HHMY R BEENE REIGEBHEVREIZH 2D,

That makes sense. I'll do as you say.
513, E5BDICLET,

[V Notes ) E751-28
Could you give me some advice? [FAIZAIMNT R/ R&TEIT £ T H] reduce [E5 7 |
the number of ... [---D#J as ... as possible [T&E572(F--]

I gotit. Ah 0% L7 be supposed to ... [T 22 &ICE>TWVW3B]

much easier [3°> &fEHH#(C]  make sense [E(IHS ]

asyousay [HHFDESENIZ]
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Useful Phrases

BHEEICANBDENERATIREE W,
Please tell me what things are necessary for an overseas
business trip.

3B LAEVR—Y T —RBRETY,
| need a slightly larger suitcase.

INZR— R OAE— 3> TWETH%
Do you have a copy of your passport?

Rl EMR—Y 7 —REREZDE LTz,
| managed to pack my clothes into the suitcase.

ARDT A2 v &> T BENH B DR,
I wonder how many dress shirts | need to bring.

BIRTIE BOLKAVRIY FS—AVHRIO>TLES,
On a long journey, instant noodles will probably be useful.

RS AREYENE > TERBLEL &S,
Prepare the carry-on bag in advance.

[V Notes o) &71-30
necessary for ... [+ ([CHEAR] slightly larger 654 LKE W]

manage to ... [f&A+3 5]  wonder [RBEICES]

dress shirt [71>+Y]  carry-on [#AFLAAD]  inadvance 7> T

\Tips /
[T DHEFERTD
M), %39 baggage TI A, ZhIFEENIC Y 2RI AT
BRATY, w1 B, %2FKT & =F a piece of baggage & LE T,
COEKTIE, BEICs Z[MIT2BEIEHD A, AUEKREZRD
luggage B ICEIIF I H D £ A, baggage IFEICT XU AT,
luggage [FEICAF YR TEDNET,
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RATHETRVER

#rh &#2 folding umbrella
JESMRITIRBREEE overseas travel insurance policy
BE = full-face photo

#=E48 confidential papers

E2R0ERK S emergency contact information

#t MR E company regulations

P FE £ business visa KfERE embassy
INZR— NE#T passport renewal  HEEIT1Es sunscreen

%% business card B EARR expiration date
FFriE5T vaccination I*iZ itinerary

=2 ~k—7% business talk

# L 70 aggressive selling

JESL =25 Overseas Department Reception
BfFREE existing customers /& agenda

T—IJLRRA v k selling point BTEREZ potential customers
B4£ZE change of person in charge  E#l&3 regular meeting

7 L 7 cold-calling K% =+ > last-minute cancellation
RAHE 2 walk-in sales Hi2Z & reschedule

RE L groundwork E secretary

zhE H date of visit

20



Hi5E S # loyal customers =
2 E )5 E non-smoking room =
f8:A%& 4% hotel register BHAZE#FET 2% v 7 Japanese-speaking staff =
/X~ 7 L b brochure 2 AEPE double room
#E#ES room number EroEE complimentary breakfast

opaye JvRORH

new e

—

K&z £ low-cost carrier

&£ fnzes5 discount plane ticket
ZEfFB< vacancy inquiry  EEfFIEE seat assignment
HFih departure place BHjEI5| early bird discount

EEEAIDFE aisle seat B4 flight number
B O 2{E red-eye flight F#9T = — booking error

TIv kT oy a wet tissue
HJEITH delivery date
# Ls7— 7 packing tape

EBZ/\a international parcel 75 E 2% battery charger

E¢/R—JL corrugated cardboard  fEWLWETI> 4 7 k disposable contact lens
T H nail clipper fh&h An V% packing strap

Z £ 25 transformer
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NERZO ‘ HNBRZ 5D TO T < — LIS
BINEER - BEEORVET BiRR— VB TR T,

Column @

SMEIEFICHIME CHENR &I Tk /

BIETIFMH TERISBEAIL. BODEABNEESEZ TVWIHERM LT
ZENBYFTH. RFU[EOO T OGBS Sz DBIHEROKRS %=
EAELTVWDHDHULNEVWDTY,

VHAEDH VWS DIE. EIVRANSN—Y VOHMEERICIIREE, —BHNICE
MEYRADOMHRTIE. FTEHEVWSDODOFEERITELAS. HFOBER T,
FECUO>DYERBFLET, T TREMIZVOL . ZDEFOHMBE T .
HFOFICMNDIZITDOLD %, ADOEWEFIF “dead fish handshake”
EHEETHIENE T, NFBTHALRZEM> TWBLDIE] EWDT &, &T
DHROBWMEFTI R, F. SMEA FICHKADRBARD EIRZ/N—Y
VaERTARBREICBD CEDEHECEDNDON, BFEUENLBTHEEL T
WBZE, BATIF, BEEFILETTY. BREIYRADHRTIEE Lo &8
BICRATLEDIELDTY,

EE, HRERETIE. BOXBICE>THVWSTDOEARTHEIETT,
BIZIES ARAS U TEBEEIFLEICERD & MRETHOEESEEEDEENS
MECEZTUTTCTCFALET, EXABBREUARAS VBB TESTYFAUR
OEKEETIE. BVSDOFRAIGHERIFHEDTT,

FPIYPHETHRHELPEELGE. DLW DDOULSTHTERIETIN M
SEDRICEYRAN=—Y VY EUTHRBTEIDESIF, EAGEEBTEHE
FEEADLS, BEEZR > T MFOEHZRAELS. FETL>HY EEF,
EANFICEBURZEZALYVE, CNICBZ2IZT2a=2r—YavAhldbYFEt
ho SNEAEFTOHNEERT &, BEVWERELTYT /






