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reference

Let us have your bank(trade) reference. S AXH(2a) MEXS| K
S TR

In reference to your order the 2nd of this month, we have to
tell you that we find it impossible to, obtain the cloths at (for)
the moment. O|fH & 2QX}O| FALQ| FF 1} 2HEHSIY TAL= X
a=(deh) X4S Yxols A0 27150t As €A =AU
= THAMA 2E{ =& L|LCL.

HAHH A EXZSHA = QA& ; for your reference for your
reference = for your information, for your reply

For your reference, we are enclosing our price list.({] ATH| A &t
Zold 7 AT AL 715 E SS90 HLUE=ELLCL)

We are pleased to give you the name of the Kookmin Bank as
a reference standing. (StAl= A AOAH| AM2XS|HEAM 2023
o| &= & HAA HMS5HA £l 7| &L L)
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AMEX3| 9 2|Al Model letter 1 2812 S
Be= Aot}

commence(open, set up, start, begin, take up) business,
~Qt Hell S 7l AlSECE

open(have, enter into, start, establish) business (relations,
connections) with

= establish an open account with

= do business with

= build up business connections with

= business connection with

= establishing an open account with)

We are desire of doing business with you.

We wish to have(establish, enter into) business
relations(connections) with you.

We would like to open an account with you.
We are in business with them. We have trade relations with them.
We are engaged in trade business with them.

rob
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1. ME8Xx3| 4 2| Model letter 1 282 E8IAI2%3| p.80
be obliged, be compelled to: ..5}X| %2 £ QIC}. 2§ w2 42 ot

Al o7ICt. ZALSELL.

be obliged(greatfull) to A for B :A0j|#| BO|| C{olf ZrAlSICE. We are
very much obliged to you for your trouble. We shall appreciate your
order. Your order will be appreciated.

AS BOj|A| 27lsH ==Cf
We shall be obliged if you will introduce some firms to us.

We should be obliged if you would introduce to us some exporters
of sporting goods.

~Sff =M DR

We shall be obliged if you will/ We will appreciate it if you will
We will appreciate (you) ~ing

We shall be obliged(grateful) for (your) ~ing

We would appreciate/ We shall appreciate it (very much) if
We shall be obliged(pleased) if/ It would be appreciated if

We appreciate it/ We are obliged for/We shall be grateful if



1. ME2X3| 8l 3| Model letter 1 2812 S
~0l CHoll ZAt==IL|C.

We are obliged for ~ing

We are grateful for ~ing

We appreciate ~ing

We shall(should, would) be obliged if ~

They were obliged to sell their stocks to pay for the goods. &&LC|
== Xl=5H7| ?oll F4= EX| 2 + AAUL

FAS| M LEHO CHAA = -

As to our credit standing= credit standing, financial

standing(status)=regarding our credit standing=about our
financial standing, concerning our credit standing

HEsH, X=2sH
financial responsibility= financial ability= solvency= financial
standing(status, position)

rob

M EX3| p.80



1. ME8Xx3| 4 2| Model letter 1 282 E8IAI2%3| p.80

As to credit and financial standing of our firms, Korea Exchange
Bank will supply necessary information. 2tAl2| Al81} Z-&4FEHO]| CH
of M= St=elE2o| Eact HES HSol =3 AYL|LCL
Concerning our credit standing, the Korean Consulate in New York
will supply you with necessary information. TrA2| L2 AFEH 0] 26l A
= w2F S FALE0| HAto]| 2ot BEE MSof =F AYULICL
Regarding our financial standing and reputation, The Korea Exchange
Bank will provide you with necessary information. TrA}Q| A8 AFEH 2}
oo oM eh=elE2go| g2ast WEE HSo =3 AL
As to credit standing, Kangnam Trading Co., Ltd. Seoul, will supply
you with necessary information. & 4FALS| MEAE{O| B = A{=0]
Ae ZEFUIAL 2ot BREE MSo =3 AYULICH

S 2|Ate| B JENO 2ot HAt| o|AS SHIZE FAIY S FHA L.
Please inform us(in confidence, confidentially, privately, in strict
confidence) of your opinion(about, as to, regarding, concerning)
their financial standing(financial responsibility, trustworthiness,
reliability, reputation, mode way of doing business, business policy)



1. ME8Xx3| 4 2| Model letter 1 282 E8IAI2%3| p.80

In what line H{fH =0 0{= &= (=in what kinds of business)
be engaged in (=be busy with, take part in=engaged oneself in
) : SASLLL

He is engaged in literary work. (1= 2¢ 20| ZSAtstn QlCt)
be engaged to ~ 2} 2F=35}C}

Mode of doing business, mode way of doing business A} ¢ Al

We assure you that all details of our order are correct in all
aspects.ZHAl FEAQ| BE HEASS BE HolM HHES S
L|C}.

assure A of B : assure you of {|5}0]| ~= HES|C}

We assured you (Please be assured) that the matter will be

attended to as instructed. X|A|Z=EICH2 1 ZH0j| Hi2{st H S F A

A ESeLCh(E Ao|2t=0 2ot Al L)

We assured you that the goods will sell well (meet with a ready

sale) in our market. E&0| St A|XH0j|A{ & =2 Zi0|2t 2 FH A A|
=shct.

Be assured that you will find a ready sale for your goods in our

market. A= Z AIFOA HAL HIFO0| & B Ao Aol E=
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1. M8Xx3| 9l 3|4 Model letter 1 282 =
AE H|Y(2H))Z % 23}L}.

treat A in (strict) confidence

treat(keep, held, deal, use) A as (strictly, absolutely) confidential
keep(consider) A (absolutely) confidential

Any information you may give us on their financial status will be
kept in strict confidence. SAF2| XHFAMENO]| 2610 | AFZF SHALO]|
Mg = A= o HEx: SH| = F a5 20|t

We request you to consider this information confidential/ TrAl=
HALO[A ol2{et R E HIEZ FS& AS 2FeLICt

= in strict confidence

= in strict(absolute) confidence,

= strictly confidential

= as absolutely confidential,

= as private and confidential

= for our files only, H A9 A5 20l = HUR

rob

M EX3| p.80
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We will treat your information in strict confidence.

Your data will be treat as strictly confidential.

Any information you may give us will be kept as absolutely
confidential.

Please inform us (in confidence, confidentially, privately, in strict
confidence) of your opinion (about, as to, regarding, concerning)
their financial standing(financial , trust or thiness, reliability,
reputation, mode way of doing business, business policy)



1. J.\_I%Z.Eil 5:' §|ﬂ Model letter 2 3| &1 p.81
(regulations, codes, rules )0 =L}, =0}LC}

in accordance with, according to, comply with, be in compliance
with

in conformity with ~0j| LL}2}

in compliance with=in accordance with=in confirmity with
in accordance with the instructions given by you

in accordance with the regulations

in accordance with the specifications of our contract
according to today's newspaper

according to today's CNN weather forecast

according to the statistics available from the Ministry of Trade
and Industry.

HArel 2780 et

In compliance(accordance, conformity) with your request
=According to your request

request=compliance= in response to your request= as requested
= in answer to = as requested 2 HH| =2



1. J.\_I%Z.Eil 5:' §|ﬂ Model letter 2 3| &1 p.81
@ In accordance with your request, we are enclosing 3 invoice
copies. HAIS| @ Hof w2} SAl=E S%E

= $% 38 3¢

@ In compliance with your request, we are sending you a copy of
our newest catalog under separate cove. {{Al2| 2 M| 2} THA}
= HECR TAe| X2 FIEE] 1852 A 5T LY.

® As requested, we make a special discount 2%. 2 HEl C{E TAl=
2%0| EHHQIS SHAALICE

@ Our latest(newest) price list will be sent to you on request. TrA}
ol X|Al B2

M 220| Q8 Al0] HAL S8

s5F2 Ay
® Please wire us, on receipt (of this letter), how soon you will be

able to make the shipment, =3 A|0] HOjL} LR JAZF MEHE
e+ A=7HE A0 EFESH FAHA 2.

the draft in question 2X4|2| ({=
The firm in question 2H|2| 2| A}



1. J.\_I%Z.Ei 5:' §|ﬂ Model letter 2 3| Al p.81

~QF Hel| A F 71 2 otCt.

Open an account with ~

opening an account with

start business with

do business with

establish a connections with

entering into business relations with

come into contract with

build up business relations with

in business relations with

a business relations with

enter into business relations with

We want to enter into business connections with them. &A= =
ARt A2l A S 7H2517| S digtn ASL C

We want to enter into business relations with traders of your
market.
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~¢h O[22 A|ZF0| ZutE|Ct.

We were founded as trade firm_ten years ago.

We were established as trade firm ten years ago.

We have been established as trade firm for ten years ago.

Ten years have passed since we were founded as one of traders.
~= o1 U}

have been ~ing/ have kept ~ing

We have been doing business for over twenty years as exporters
of stationery. TAl= 215 +EYUXIZAM 20'H o] Mo|Lt AU E &
ol 211 QALY

They have been exporting toys to Africa. & &A= Of=2|7}0j 2t
7& FEMN ULt

American Trading Co., have been importing sporting goods from
Korea. OIH|2|7} FHYA=E SR 2R E AXZXEFS TN 21
AL}

We have been exporting sporting goods to Asia. A= 2515
S OtA|Otof| ~&olf 21 ULt
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Run : E2|Ct, S2Cl/WYstCt/Hal X|Ct, W= o|Ct, L= o|C}, |fHE]|
Ct @ 29Folct @ dHsict ® Y= EoICE @ E-S ot

run for six months 67} € Zt0|L} O|= =l x| B0{2C}

run a risk of ~9| ¢&1Z £ & C}/run out of ~E C} MH2|C}

in the Iong run (=ultimately) : Z=

run for ~ & 22| EL}|C}(= go for, send for), ~ 0 Y= HS}C}(as
a candldate for).

run out(short) of ~ 2 C} M 2|C}(= come to end), ~0|] D ZE|C}
(= be used up), Bt7|7} E|CH(= expire).

run after 5| ZEC}, =HSICH(= chase, pursue).

run the risk 2H=2 21 ol EC}, @S2 SICH(= take the risk).

cut and run : 9| [HL}LC}



®
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1. J.\_I%Z.Eil 5:' §|ﬂ Model letter 2 3| &1 p.81

Honesty pays in the long run. (d2lgt2 A= 0|50| EIC}L)

The police ran after the thief and finally caught him.

(BE0| =52 FHoio ofELW 28 & TALDH

He is running for Parliament.(O0= =3|2|)0j =5t QULC}H
No one would worry about running out of fossil fuel or energy
ores.(O}F = 2t A=L} JXH FF2| 1ZE R2{5tX| %S 20|
C})

I'm running short of money.(Lt= =0| HO{AH 240 XsHULCH
He was ready to run the risk of being captured by the enemy.(11
= Ho|A| d=E felE =30l & 427 &|of A/}ULCH
connection 0] 2 El 20§

a close connection between the two companies : = 2|Aje] HH
ot &

have no connection with the firm : 1 Z|AIQ} O} & ZtAH| 7} QICH
have powerful connections : § 2ot HZ||2tAE W QIC}

have [establish] a good connection : S 29t EHE2 71X| 10 QULC}
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~g 3H|2 ¥ 28t

treat ~ in strict confidence

treat(keep, held, deal, use) ~ as strictly confidential,

in strict(absolute) confidence

be held in strict confidence, be treat in strict confidence €&H|2
F=otCt

OorF & Melo| gls MAS X[X| A=

= without any responsibility

= irresponsible for

= not responsible for

without responsibility on your part ¢ Al2] Mo 2 S}X| QrC}

credit worthiness ; Al £ 7} =L Ol=20;f

g
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provide, supply, equip, furnish

provide &S L{ L5 0} g2act A4S 0j2] EH|s| £ S5%= AS

ofn “*'R?_F 4do|Lt R8¢t =S St = <Ot

The hotel provides a shoes-cleaning service for guests who have

reservatlons (A 2"E2 oS st =HHA +5& FHOl = AMH|
= M&sta 2ULt)

The government has built a project designed to provide young

people with work.(H5= F20|S0|A UXIE|E F7| Y3 AIES
M| ZCL.)

supply 238 2, B28 g S8 ¥7|70] AN WI|MoR B3

ol= A 'R2E30|H B+E2 (29 F7|H2z) sg¢fh = K0|H
Mztazo %1 71X| AOF ULCE I had to purchase a few household

supplies.

equipe "HH| oICH & X OI2I01I "(ZtYo|L ME-Si S0 Eadt
ZH)) & Sacrth= X I AL

Equip the men with the best clothes and tools.



1. ME82x39] 8l 3|4 Model letter 3 54l p.81

furnishe HE "7} S8 H|X|glC}, = £ 2 20| formal style
A "(O'H Exct ZHof| Eest AZ) sactth & X8 #=C
This shop furnishes everything that is needed for camping.
provide A with B A0j|#A| BE &&205}LCl(provide B for A)

furnish A with B (=supply(or provide) A with B) : A0j|A| BE
SLLCt

OH

—L
| — |

up to date XY 77}X|, | Al9], SC2|(modern, ultramodern, in
fashion, new).

We're going to make our kitchen up to date.(%2|= £L = |4
AMlo 2 7 =524 SiC})
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|.

financial standing = X} S AFE|

business(financial, credit) standing: A (X}, M) AFEY,
financial responsibility Z| 5=, X| 2=

= financial ability

= solvency

= financial standing(status, position)

CEALS| M EAFEHO| 2Hsll A= As to our credit standing

As to credit and financial standing of our firms, Korea Exchange
Bank will supply necessary information. THALS| A1} & AFE 0]
Lol M= st=ele2o] 2act ES HSo =3 AYL|LCL
Concerning our credit standing, the Korean Consulate in New
York will supply you with necessary information. THALQ| M-8 AFE}
of ZiM= w2 et SAEO] Ao East ES XSl =
2 AYL|LCL.
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go

go ahead (¥ S0|) THE|C}, TIME|CH/go bad(%StC})

be [go] on a trip[tour] |l =21/ S8 S}C}

go ahead (¥ S0|) THE|C}, TIME|C}

go -ing (&4, Al 50| &) ~ot{ 7|Ct

go bankrupt /go into bankruptcy n}HSHCE

go out of business Al 0| USICH/be acompanied by ~& SHISIC}
(= go with).

go into effect 2 0}4| E|C}, = A SICH(come into effect)
be in effect S &St AE, A|AS

go through (= suffer, experience) : (
ZAFSICE XHA|S] E E 5L}

go along; L}O{7tCt, t2t7tCt, SASICE THSICEH S2| 5Tt
have done with (= finish, complete) : ~= &L{LC}

go far; F5iCt, ‘dS5tCH 7 Eoll X|C}

y
Ofm
ujo
Y
o
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o
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go off E{X|C}(= explode, be fired), L}7}C}, &0| FIYE|C}, [HLECH
(= depart), YO0{LtC}H(= happen, occur),

7140| A=OIL} : rise(advance, go up, run up) in price

The country has gone through too many wars.(1 Lj2t= L5 &

= HdS AUCL)

I will go out when I have done with my homework.(Lj 7} =X| &
OFX|™H | &=ot3lC}.)

He was accompanied by his sister.(O= X}7| ({42 SHISISLCTH
The dinner went off very well. (2tXt2 O}F ZEF XISHE|QALC})

The gun went off by accident. (50| @ &3HLC}H)



1. J.\_I%Z.Eil 5:' §|ﬂ Model letter 4 3| &1 p.82
feel confident X}ZA = A =7|C}, =kLSECH
be convinced that, feel confident that ~&t X}l 0| QILC}.
feel obliged to say ~0|2}11 EL50| &5IX| &S £ QiC}
make us feel inclined to £2|0|A| ~€ O}=20| | A|5C}
feel free to write us FX{o}X| &1 I X| 5|2}
feel like ~ing (=Dbe inclined to [or for]) : ~S}11 AL}
I feel like taking a walk for a while.
give rise to (=cause, bring about, cause to happen, cause to
happen give rise to) : € 27|C}
These words will give rise to suspicion. (0] &2 o|AM S 2o Z Z10|Ct
The same causes always give rise to the same effects.(Z2 HCI2
g 22 ZaE Eefsto})
in the cause of (=for the sake of) : ~= 2|5}
He worked in the cause of world peace.(d= MA|EH2E 2o KL3MLCt

The accident was brought about by his carelessness.(71 Al = 19|
2zolz Yot
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« Keep one’s word k=2 X|7|C}
 Word is as good as (his) bond. (12]) =2

ol

MHF BB
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-ofl %o Quct

be responsible for =in charge of, =answer for, =take charge of ~
=make ourselves responsible for, =be accountable for~,

Take(hold) responsibility for, =assume any responsibility(liability)
for/be in charge of. = be liable to

I am in charge of the third-year class. (|7} 3gtd T L|C}.)
I cannot answer for his honesty. (L= 12| ™AlS AMQAUZA £~ QiC})
You must answer for the consequences.(LIZ €2 4|71 MU= X|

K| et QF I}
You are responsible for his failure.(L{= 12| 4 u}jof x4 Qlo| Q!C})
o2 MQlo| gi, MAUS X|X| i

= without any responsibility, = irresponsible for
= not responsible for

hold you responsible for ~0j| C{35}0] A7} Q0| Q= Z{o 2 5
C}



1. J.\_I%Z.Eil 5:' §|ﬂ Model letter 4 3| &1 p.82
Venture v. RSICLH n. 28 DX ALY

. EEjrt

 We are enclosing ~

 We have enclosed ~

« enclosed you will find~

* enclosed please find~

« please find enclosed~

* enclosed is ~

 We enclose(are enclosing) herewith our catalog.
« Enclosed (herewith) is our catalog

* Please find our catalog in the attached sheet.

« S350 ELYC}

We hope you will find in the catalog enclosed the goods which will

meet with you wish. ZAl= S2E FIE200|M FH AL 3|20y o
= 258 Bdg AdoR QU2 gL

Enclosed please find a cheque for $1,000. 1000&2{2| +=HE S =95}
F2L| HOLH A L.



1. .*_l-g-fﬁﬁl 5:' §|ﬂ Model letter 4 3| &1 p.82

price, charge, cost, expense, rate, fee, fare, commission
Price(7}4) : 22| &©ojxt7t 2 5= 34, FOIX7t X| 23l 0f kl= SN
The price of meat is high now.

Charge(25) : =H-SAH0]| Ofs 21 (X|=)ol= 29 : HIE =
(delivery charge) &l & (hotel charge) ZIE & (consultation's
charge) &

There is no charge for delivery./ There is a small charge for
mailing package.

Cost(7t4, &7} : 2d-AMH|A S 5
=& TOXI7L X2 price=s A0|Al= 3 2212] costo|C}. U4EH
O A costZ} priceQ| LA 2 AFEE = QUL O2{L} X =Xfof QA
cost= HZBIALE 7St 482 B £, 5 Y7t HES TECL
They found the cost of the piano made too severe drain on their
resources.

The price of this article is below the cost of its manufacture.

ok

|5617| fIsf AH|t 2/ LY

]



1. .*_l-g-fﬁﬁl 5:' §|ﬂ Model letter 4 3| &1 p.82

Expense(X|=, H|2) : Tcost+Z}H|(incidental expenditure) . £ 210j
SERNELEL

Repairing a house is an expense. &l =2|0j|= =0| =L}
He did it at the expense of his health . ZAZ= 3|51 1742 0]

2r}
Rate(27) "HEEE MHEE HEO|LI 27

Fee : HHS Al H =(contingency fee) S5 H|(registration fee) = =
(tuition fee) 3327 & HAH/SAMH MU|A0 Cligt 235

Fare : 23550 23, 2¢, S¥4=

Commission : D=0 Cet HME (%)E Z 7|4 (agent or
middleman)0]| X|Z2E|l= =

Commission agent : Z7[|2l, commission broker (72l £)2| &7} 2l



1. .*_l-g-fﬁﬁl 5:' §|ﬂ Model letter 4 3| &1 p.82

on behalf of a person=0n a person’s behalf~ ~ (0}F)2| LM E, ~
= Ci®Eo5l0f, ~0f 2351, ~= 50

On behalf of the Australian government and people, the prime
minister gave him fifty thousand dollars.(SF ™H5Q} =122 CHES
of =42 04 52 FHZ FRULCt.)

The captain accepted the cup on behalf of the team.(&! & C{&®#S}0

TY0| 2sd= BAUCL)

Don’t be uneasy on my behalf.(Lf 482 HOIFAMA|2
He did much on behalf of he prisoners.(ZX|+& $|5l 7|| O|H} X| S}C}
in behalf of, in one’s behalf : ~0f 245}, ~2] (0]|2)=2 ¢
I am in favor of the proposition. (L}= 11 X|2t0j| XHdgHC}.)
He fought in behalf of a good cause.(1= Cli2] 2= {Io MECF.)
MEXE7E Zlo] ol F0l= AMEBXEL| o|F ol 'For' EE&= 'On
behalf of' 52| EAUE 20 17| CH2|QAUUS HA

Signed for and on behalf of A & B co., Ltd.

by Fred Bialek

its duly authorized attorney in the presence of:
John Wheeler



1. J.\_I%Z.Eil 5:' §|ﬂ Model letter 4 3| &1 p.82
settle(Ef) & 2|8}k, x| Lt K AFSICL ZT|S}L}.
settle(balance, pay) the account A4S Z X|o}LC}.

To settle this account, please send us a check for US$3.5 AHHE Z
Hlot7| fIot 0|zt 3E2{0| s Sol= +HE EUFHA L.

In settlement of this account, we have drawn a draft on ABC bank.
& Ad S AMst7| fIotd ABC 2l S X502 5= oSS =
ol =L|LCt.

To settle this claim amicably, we are prepared to allow a reduction
of 10%.0|tH Hij&°H & HTISHA sl 2517] #1510 10%2] &0l si=

2 827t ASLCt

So as to settle your claim, we are ready to reduce our price 3.5%.4
Arel Sl =S s Z5H7| ?Iote] FAre] 73S 3.5%NX| Qlstel E &
of7t ALt

AN H

In order to settle your claim amicably, we are willing to grant you a
3% discount off the invoice amount. | A}Q| £6jjHjAIH L H=2 & 016]
ol 2517| 5t 2 ti=0lM 3% S 2ol =2 SLIC



1. ﬂ-g— §| 5;' §|ﬂ Model letter 5 3| &l p.83
effect
come into effect (\] HE& 50|) AlA|E|C}, 2 & E|C}

go into effect R 26}4| k|C}, 2= ZASICH(come into effect) take
effect A|SiSICH S = 8FA| 8iC}

be in effect S 2ot AE{, A|H =

hold good (=remain valid, be effective) : § 2 S}LC}

effect(cover, open, close, provide) (the) insurance on ~0j Cljigt &<
A tS MAStCt

to the effect that ~0|2}= SE(FH X|)°|(22)

The rule does not always hold good. (0] &2 g4 &t 242 0}
L|C}.)

The same causes always give rise to the same effects.(Z2 HCI2
gd 22 ZarE xgfstn})

I received a telegram to the effect that I should return home
without delay.(L}= X|H4| gi0] 2o 2 E0}2}= MEE IOt}



1. ).\_l-g-_’F_il 5:' §|ﬂ Model letter 5 3| &l p.83
~Q} HellF 75t Al St
make business relationship with
open an account with ~,
enter into business relations with ~,
opening an account with,
start business with,
do business with, ~2} 7{2|5}C}
establish a connections with,
Entering into business relations with,
come into contract with,
build up business relations with,
in business relations with,
a business relationship(connection) with,
enter into business relations with
We want to enter into business relations with them.
We want to enter into business relations with traders of your market.
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 Above, above-mentioned, aforementioned; aforesaid

- BF A9, d=2f, Holel, M=ol 2t= 90| E X, A M 7t=24|
2A0|A ofo] Aget AE, ALE, 8 S2 XIE5t= R0 AtE

~0j| £ot0], ~0fl CHoll = oSXtH

as regards/as to/ concerning/ regarding/ as for/speaking of/ bout/
in(with) regard to /With respect to

As regards money, I have enough.(=0j| 2to}f A{2}H, L}
ALE)

As to credit and financial standing of our firms, Korea Exchange Bank
will supply necessary information. (ZtAl2] &1} F&AFEJO]| CHsH A=
cte|et2dlo| Eatt HES HSof =3 AL )

Concerning our credit standing, the Korean Consulate in New York will
supply you with necessary information. (ZFrAl2| -2 AFE{0]| ol A=
2T $RYALEO| Ao W HEE XJs =Y HAYLICEH)

Regarding our financial standing and reputation, The Korea Exchange
Bank will provide you with necessary information. (TFALS| -8 AFEf 2}
HEo| BIME Srae|eso] et YHE X2 £ HAL|Ct)

S&0| 7HX[1

rir
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and so on (=and so forth, and what not) : ~ S5, [I}$
He asked me my name, my age, my address and so on.
AS H|Z(SH|)E FZ5ICt.
treat A in (strict) confidence
treat(keep, held, deal, use) A as (strictly, absolutely) confidential
keep(consider) A (absolutely) confidential
= as private and confidential
= for our files only, HAlQ] A RO 20l = H|LUR
Any information you may give us on their financial status will be
kept in strict confidence. S AIQ| X} AE{O]| 2t510] F ALZF SHALO] X2
g+ Qe o BR: SH|Z F 58 AO|LCL
We request you to consider this information confidential. TrAl= A}
ofA oj2fct BEE HEZ g AS 2L}
We will treat your information in strict confidence.
Your data will be treat as strictly confidential.

Any information you may give us will be kept as absolutely
confidential.



1. ME82x39] 8l 3|4 Model letter 6 54! p.84
the contents of which were duly noted
=the contents were well understood. L}&
<= & O|slstct
Speak for itself(themselves) X} SEC}
Speak for oneself X}7| & |sl| &S|t HHSICH
~SA| £|0] 7|2A| *<§7—.*3H2h
= be pleased to
= We are glad to
= be pleased to,
= be happy to,
= have pleasure in(of) ~ing

We are glad to state that have sufficient capital for their
requirement,.

We are pleased to say that the company started business here in
1965.

We would like to make the following comments on them.

IlIIO

2 27 ElC}, Jtige



2. 2 x3| gl 3|4 Model letter 1 I EJ] OKZE3| p.85
A supply of = 2ZF9|

The need for a supply of books 0{= EZFQ| Xo| &
Have a good supply of~ 2| Bt2 R3S 21 QIC}
X

=otCt. FEoIC (M2 g2

I

o
State : n. AE}, @™, SN, AME, =, v. X
=) 8olLt.
place reqgular orders H7|H o8 FEO}LC}
M7|MA regular shipment
by regular lines 7|22 Mo =2
Fairly : 23], (42 LIEFHO]) B, O]X|Z+3|, AHEH3| (tolerably)
place (fairly) large orders with A : A0 A| CHZF F==o}C}



2. -'?-‘l“.}_il 5:' §|ﬂ Model letter 2 3| Al p.86
Hear that~ S0 A €LC}. ECH 2202 =L}, M50 =L}
hear from (=receive news from) : 2412 HICH ~0)|AHIA =C}
How often do you hear from your brother in America?(%t42 0|
of A= A28 EH oL Xt A4 F BSLIR.)
hear of (=know by hearsay) : ~0f| #ol| 2= &
I have heard of his illness. (L}= 17} O}=Cl= A2 2 £EQICT.)
Without(no) (a) doubt E&1910|

Beyond(out of) (all) doubt= beyond(the shadow of) a doubt=
beyond a shadow of doubt 2|Algt 0§X|Qi0|, E&2

(be) no room for ~2| §X|7} QiC}

There is no room for doubt.(2|AlSr O X|7} SiLC}.)
On page 17 175§ 0] X|0j|

As you see ~ H = H}2} Z0]

o = I_



2. -'?-gl}_ﬁl 5:' §|ﬂ Model letter 2 3| &l p.86

2L =, M=

by separate post/ by separate/ separately/ by another mail/ under
separate cover/ through separate post

We are supplying you with our sample by air parcel post.ZrAl H| =
ol AZS FEaXEE HIY EC|FSLIC

We have forwarded our sample to you by ship.2rAl H|S2| ME=
MYEHO 2 Ao ELf EFSLC

Our swatch have been sent to you by separate post.ZrAl= A
BEE A 2L ERISLICEH

We have forwarded our sample by air. Al 3 Ho = #A
SotASL L.

= SotCt

We are supplying(sending) you with our samples by air parcel post.
We have forwarded our samples to you by ship.

Our swatches have been sent to you by separate post.

We have forwarded our samples by air.

I
o

HI
=

N
I
o



2. -'?—Q:'._Jﬁﬁl 5:' §|ﬂ Model letter 2 3| &l p.86
Your prompt cable amendment, upon receipt of this letter, will be
appreciated.O] A|gtE = JA|, HUF5HA L2 FESI0 FA|H
aArotlE L Lt
our prompt cable amendment, upon receipt of this letter, will be
appreciated.

Please wire us, on receipt (of this letter), how soon you will be able
to make the shipment, =3 A|0]| HOfLt LH HAZL MHS & + Y
=71 A EfFSl] FHA 2.

leave out, omit, fail to consider : Ai2k5|C}, QIC} BHfEE 2| C}, B C}

I leave out the letter 'u’ in writing 'honor'.(L}= 'honor'E A =04 'u'
XIS ‘dEfotrt)

BE g5l AS =HSIL leave A For B, sail from A to B, clear for
~ &2 [L}C}H/ get away( = escape, leave) : =W X|C}, [{LILC}

One of the prisoners got away. (X|=5 & ¢F 0| =4 HXLC}L.)

Where did we leave off last time? £2|7} X|LHEH O{C|A =SX|HSIL}?
(=]

2 8§ 25174 olCl.leave an offer valid(effective, open, good, inforce)
leave ~ workable margins &2tol 0|2l = 7| C}



2. -'?-gl}_ﬁl 5:' §|ﬂ Model letter 2 3| &l p.86

b

allow for Zr&tsICH 11 2{5ICH= take into account, take into
consideration, take account of, make allowances for consider).

oloit S AL
make(allow, grant, accord)/ discount

offer a discount(&tQ1 S X|&3IC}H)/ get(obtain, secure) a discount(et
QI HiC}H /claim an allowance(g9Q12 8 15IC}H)

raise(increase) the rate of discount(&tQl=2 QIASICH)
lower(decrease) the rate of discount(&Ql &2 Qlo}s}C}.

make an allowance/ make a reduction in price/ make a concession
in price(7}A g QI318iCH



2. -'?—Q:'._Jﬁﬁl 5:' §|ﬂ Model letter 2 3| &l p.86

@ From all the list prices we will allow you a 15% discount. 2 & ==
742 28 E TGAE FHAMOA 15%2| &ols HSe AYULILCt.

@ We will make a 5% discount off the list price, if you place with us
an order for 30 dozen or more of this article. A7} 2 &= 90| 30C}
A o|&of st FES FAI0|A ot BF A= =S54 28 H

5%2| gels g AYLlct.

® We are prepared to give you a 20% allowance to compensate you
for the defects in the goods shipped. THAl= MEE EE0|A{L] Zgt
off cHSto] HAMA 24517] I8 20%2| 2QlS HAHIAl | 1 0f X}
etL|C}. be prepared to+Root ~& 2|7} QILC}.(be willing to+ root)

@ The prices quoted are all subject to a 10% discount, if paid within
20 days from receipt of Invoice and Bill of Lading. AMHEl 742 &
i M5 HO +F 25 E 20 O|Lf0] X|2El= B 25 10%2| &

QIZ AR LT,

® We would like to know what discount youn will grant us for a large
order(for these goods), FAt= (0|2et =F0f| CHeh) tHFFe| FZ0l ch
off SAICIAl HAZE Hote] &S M3 = A=XS Ex} L.

® We allow a 5% discount off the above prices if ordered
immediatelv. EtAl= E2Z2ZFHO 2 H20| kl= AL AltY| 7140 2 B E



2. -'?-gl}_ﬁl 5:' §|ﬂ Model letter 2 3| &l p.86
. 20| i3 Foje

« - initial order, first order : & HHE| FZ

repeat order : X|F =

regular oredr : F7|HQl F&

continual order : A|&ZH0l &

trial order : A|AFE

a large[bulk] order : C{EFFF

rush of orders : TE29o| ZF M

- fill an order : &F& O|#SIC} [= perform order]
Being ©xjof A=, X2, EX, dF

“ first and third ...... being unpaid)”"2t1 7|AUE|H 15 H{S U 33 S
O = X|gElX| ¥%S B0 et5l¢ 22 0]F0| F=25H4| AHE L.

offer subject to being unsold; X 1 ¥t{ x4 2 n},
In being: 1E2|, MES|| Q= Human being 217t
for the present, for the time being Zr&27t, I 2 A=



2. A X3| 8l S|l Model letter 3 BIRIZ 0l CHE+ A= X3| p.87

hear from (=receive news from) : A A S HIC} A AS HEC}
How often do you hear from your brother in America?(2
ol 3oz HE AOlL} X}F AAS HEAL7]12)

PA

rx
rlo
=
Hl
=

hear of (=know by hearsay) : ~0f| &l ~2F= =L}

I have heard of his illness. (L}= 17} OIECl= A2 S £9C})
We hope to hear from you with a remittance against our invoice
long overdue.2 2 2k ANIE|X| 0 A= SA SFFYO et S
Ag ED AL

specialized in ~0f| £3}5}Ct, ~0f ™ =22} SIC}

~Sl0 FA|H DA SL|CL.

We shall(should) be please(grateful, glad, happy) if you will(would) ~
We shall appreciate your ~ing

We shall appreciate it if you will ~

It will be appreciate if you will ~

We shall feel grateful if you will ~



2. A X3| 8l S|l Model letter 3 BIRIZ 0l CHE+ A= X3| p.87

A sl1 AlC}

= would like to A , wishX & LI SIX| = &1 wantX & - Z™HO|X| =
==

= desire to A

= wish to A A X0|11 Cta &oor B3, Ij2= X712

= be desirous of A ..ing, ~o}7| & & S}C}

=wantto A 4T ==XQ L7, AYXH0|1 Zot S|US LIEI = &
BX| gl 7

= be anxious to A

We would like to acknowledge(receipt of) your letter. TFAl= A}
of Mg +FoIRCt= AE SISt Xt gLr}.

We would like to know what discount youn will grant us for a
large order(for these goods), THAl= (0|2{et EE0| CHeH) CHEFe| F
=Of| CHoll SALOllAl # AL Hote] &olS MsE + A=XS XL
erLck

We would like to make the following comments on them. A=
S JAtof| Zolf ctZar 22 oAS S =8| X} gL Ct.



2. -'?—Q:l.fﬁil 5;' §|ﬂ Model letter 3 HAHISO0ll Ciet &4FX3| p.87
make a living (‘4 A E =X|5tC}

make sure that - &tA35| ~ SFCt ? make surely that( x )

make a bargain 742 S|C}, OO A= SHLCY.

make a mistake Al=3|C}, 22 S HX|=C}.

4 0%

Favour A with B/ place an order A with B/ give(send, submit,
pass, grant) an order to A for B : A0j|AH| BE F=0}LC}

place (fairly) large orders with A/ give A quantity(substantial)
orders : A0|A| CHF F=ESIL}.

place an order with A on a trial basis/ place an order with A on
trial/ place a trial(initial) order with A0j|A| A|eld o & FESILC}

execute(fill, fulfill, carry out) and order for : ~0f| Clj'et FE2S S}C}
accept(book, enter) an order for ~0| Lot FE= Q5|C}



2. -'?-gl}_ﬁl 5:' 2 ﬂ Model letter 4 3| &l p.87

along with; ..13} @4|(#Z0]), ...0J| {5}

get along with ~ 2} & X|L{LC}

How are you getting along with your French?(80] 38 = 0=
B THO| £ QLL?)

U= OlCt forward, dispatch, send out, ship

We confirm our cable dispatched this morning asking you to
open the L/C for your Order No, 30 without further delay. &7}
Kol x|H|glo] At F& 3020 Cfot MEFS 7|20t == FA
Al 2Fst 2= OfHO EFEE FALS] F LS ZHolghL|LCt.

We deeply regret to inform you that we have been unable to
dispatch in full your order received on July 31. TA}7} 13 31
of =F& HAe] FES U8 YET = QlACH= AS HAIAl &
2| Al o] 0 +Z&LIC

Firm offers are to return effective for forty-eight hours after
time of dispatch.27H Q= W& S 48A|7F SQF S 8517| 2 L
C}.




2. -'?-‘l“.}_il 5:' §|ﬂ Model letter 4 3| &1 p.87

due to + FA} (=owing to) : ~ I Z0f| ~0f|A| X|2{O} StC}, (~A2
ogsict, ~2| ko[t ~0f 7| QI5tC}.

This money is due to you.(0|] =& Xt4| 7} gtojof & =0|LC})

The accident was due to his carelessness.( Al1l= 19| B9
SHO[ AL}

His success was due to his will and ability.(12| 432 12| 9| %]
ot & UjEO0|Ct.)

The accident was due to careless driving.(At1= 2Fo|ot 2 Ij
= 0| AL}

be due to + ZA} (=be expected to(= be supposed to, be
scheduled to + ) : ~&t 0f| & 0|LC}

He is due to arrive in Seoul this evening. (1= 25 X4 A 20
T xSt o ™o|C})

Mr. Hill is due to speak twice tomorrow.(g2 M= LY FH HAAS}
Al E[o] AL}

be due to sail; &atg 0f| 0| LC}



2. g'. §| 5;' §|ﬂ Model letter 4 3| &1 p.87

@ discount : &Ql, ZH7t,

@ deduction(& | M), reduction(Z7tA 215}, allowance(Z7t, €520 CH
Sl SH20| MA Ol | TAto| APHS T1{8l0] 22F0|L} 2 ool &

= 7#’:.*&04 71I&OH—’F—': A, F=50|L 23t T Hls s

= A,

(2) &olo| ALY

« make(allow, grant, accord)

« offer a discount(et9l= N|-&9|CH

« get(obtain, secure) a discount(& 2= BfC}H

e claim an allowance(&tQl=2 25t}

e raise(increase) the rate of discount(&t@l== QlAMSHC]H

e lower(decrease) the rate of discount(&tQl== QI5}otC}.

« make an allowance(Z}4d= QIS}SIL}

* make a reduction in price(7t4d = ©@IS}StLY

 make a concession in price(7t4 =2 ©QISISHE}

et
r2

r

OF

OF



2. -'?-gl}_ﬁl 5:' §|ﬂ Model letter 4 3| &1 p.87

@ From all the list prices we will allow you a 15% discount. 2 & ==
422 8E GA= HAOIA 15%2| &S M5 ALt

@ We will make a 5% discount off the list price, if you place with us
an order for 30 dozen or more of this article. #|A}7} 2 &= 9| 30C}
2 0|0 tligt 2= FAA Sl= BF SAs SFIIHL228H
5%2| eels o AYL|LCt.

® We are prepared to give you a 20% allowance to compensate you
for the defects in the goods shipped. THAl= MEHE EE0|A{L] Zgt
off cHSto] HAMOA 24517] I8 20%2| €QlS HAHIAl & 10f X}
etL|C}. be prepared to+Root ~&t 892|7} QILC}.(be willing to+ root)

@ We allow a 5% discount off the above prices if ordered
immediately. @Al SZ4EHO R F20| £|l= 4% &7| 7142 8EH
5%0| SQlg & 8EHLICt.

® We would like to know what discount you will grant us for a large
order(for these goods), FAt= (0|2et =F0f| CHeh) tHFFe| FZ0il ch
off SAICIAl HAZE Hote] &S M3 = A=XS Ex} L.
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trade discount off ¢l X}tol

quantity discount =2Fstol

liberal(substantial, large, great) discount : C|j ZFgtQl
small discount(2A 2FsHol)

retail discount(2 0} €tOl)

wholesale discount(=0j€H2l)

cash discount(gi=2<t9l)

special discount(EH3tol)

usual discount(SAt™ SHol)

prompt discount(Z! 2¢t9l)
extra(additional) discount(F7}<€t9l)
after reduction of all discounts B =

less discounts and commission 7}Adga0ln} =2 £ 2X|5l11
A|E2Ql&: market rate of discount

cutting price(&t217}4)

golg S5t HEA
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state, condition of the market

e
ASFE|C}: the market takes an upward turn
Z &l the market breaks down

N ook ofot ofot

« skyrocket : (74, €7} S0]|) X|=£C}, & S5}ICt.=> rise suddenly ,
jump, keen

e slump : (7t4, 271 S0|) 2&6ICt==> decline heavily, fall
suddenly

e business setback : A7|=E|

* business upturn: Z7|sH™

e business boom : S &}

@ AlZS HTSl= AE8AL

e active : =tdist

« short: 2FM|2] ==> weak, declining, falling

« strong : ZM|2| ==> long, stiffening, hardening



5:' §Iﬂ Model letter 4 3| A&l p.87

active(&Htsth, brisk, animated) advancing(#& 5=, rising)
booming(Z &5}=) sensitive(2lZtel) excited(Z &St (feverish)
firm(Z4 01 9h) steady(%t4! o) health(ZdH et improving(2 M E| 1
Q=) stationary(H&0| Q1 =. 214 El) unchanged(&EH2|)

ZM|2] : stiffening, hardening, strong, bullish, long

irregular(&2H°dgt) erratic(t1-50| 2ct/=QHE el limited(|ehHEl)
lull(2Z2|) spotty(11 EX| =2, uneven)

lifeless(2t7| i, inactive) quiet(g{bel, SHsEX| &2, dull,
slack, narrow)

OFM| 9| : bearish, short, weak,

reluctant(Zel 7} £ XIt depressed, stagnant, flat) easy(+27t A
=2, 4MQ])

softy(L{ 2l M|2|, SIEtSt=, declining, falling, sinking)



2. -'?—Q:'._Jﬁﬁl 5:' §|ﬂ Model letter 4 3| &1 p.87

@ The silk goods market has been easy for a long time but of late
it is regaining activity. H{EHH| Z A|ZH0| @E1-FOF kM| HX|TF %2
of &g EXD St

@ Please keep us informed of your market conditions; we are
expecting a large order soon in your branch of business. | A|%
o AjZE FAIA| EAFHA L. SAls =02E A AL SHX|Ho
M HFFES Z|CHste L L.

® The market fluctuates daily so that we cannot hold this offer
open as long as you wish. A|2t0| O} HESSI QAO{A TAl= H
A7t dots WS 28I ol2{st HAS R0 /X + 2s
L| C}.

@ The great demand for raw silk in this area caused a turn in the
market and the price of commodities have rapidly advanced. &
K|G0 A0 Ciet CiFs2& A= B S 71Xt 4F2| 7t

HO0| 50| gsotn AL L.



2. -'?-g.gﬁﬁl 5:' §|ﬂ Model letter 4 3| &1 p.87

o pick up

1) Xty A2 A|ZEtot AFH 2 0t 71? How's your business coming?

- M- =E|3 QCH Picking up, picking up

2) 0| 2Z4H= s™E| D 9Y&L| CLThe american economy is picking
up.

3) HE 4A|0] 4l2l2] X}E 7tX| 2 7tHZICE I'll pick you up at 4 O'clock

4) 0{2I0| S & Q|20 E | Hi-2LC}. Children pick up a foreign
language.

5) =2 L7} LHZICE. I'll pick up the tab.
Pick up the tab(g}& X|&d}Ct, ME X|2LC})

6) & | 4 AICH Pick it up, please.

7) x|ttt F AE2 5Ho| 2AAE S K| =MLt The police picked
up(=arrested) five bank robbers last week.

8) Lt= 1 OXIE =tuof|M LAHS| LA E[RILC. T picked her up at
school.

9) 1 ({X} €d=2| 1 Bt O|AE =X|3 =Lf? Did you pick that
subtle smile up her face?



2. -'?—Q:'. §| 5;' §|ﬂ Model letter 4 3| &1 p.87
2oLt

This offer is valid(effective, open, good, available) until~
This offer effects in force until~/ This offer shall expire
This offer expires/ This offer is to expire

The offer is valid until June 10(effective, open, good, in effect,
in force)

The validity of the offer is June 10.
The expiry date of the letter of credit is June 10.
The letter of credit expires of June 1.

Firm offers are to return effective for forty-eight hours after
time of dispatch.2l’d 2l = W& 48A|7t SQF 8 5517| 2 SHL|C}

This agreement shall be valid on and after May 18.0| @™ A= 5
2l 18°' = E-| §_3|-7|E oI-L| C}.

L|C}.

This agreement shall be available till the end of August.0| &%
Me SEUNX| fEELICL



2. -'?-gl}_ﬁl 5:' §|ﬂ Model letter 4 3| &l p.87

AHME A%l o AFESH= 2HEF

wish to introduce ourselves

take this opportunity to introduce ourselves 0| 7|3| & 0| 25}(
take the liberty of introducing 48| & £ &1

are taking the liberty of = take a liberty to+root

We are taking the liberty of sending you with this letter a copy
of our current price list.

Indentor FE5t= A2l SIEHDH X}

Distributor(distributer) TOj 01, Hj = S X}

Revert (E2l|o] AEf2) E| =0} 7}C}.

selling agent TtO{ CH2| ™

Distributorship Agreement (Agency Agreement): TtO{CH 2| A <
buying agent LO{CH2|H

sole agent =™ L}l 2| & (exclusive agent)

appoint A (as, to be) our agent AS G ALX}C| L 2|12 X| ™SIt
We are represented by EAt= ~0f Q|8 CHE| |2 LS L|Ct

act as our aaent EtAFXIO| CH2[91O 2 Al SHE=SICH



2. BAZXZ| Gl 3| wodel letter 5 425 HZ 222 95t £35| p.88
Available 0| 2% 4= Ql=, §8¢ £0] H|of o=, ~& 0717} ,!E
be available to do (A}&0]) ~ &t &= Ql= AFE{O|C}, ~ & A|ZFO| QIC}

This agreement shall be available till the end of August.0] &7d A
= gelat7 x| S5z kL C}.

He is not available for the job. 1= (22| 0] 210{) 0] ¥0jl= =
_I_ HAEI-

sample and catalog(catalogue)

@ sample(A&), illustrated catalog(kTdl, illustrations), patterns :#d
£, DY (R F), specimen :E&E (&=, A &), cutting : X[ £ Z{(HAM)
@ description(2 ™ A{), literature(Q 2= 211), specification(H M| A{)
® pamphlet(booklet) :2~* X}, brochure(A*4 X}, & &j| 0] X|2]),
leaflet(St £Fo| QA=)

Anticipation 0f| &, Z|CH, O]2{0f] RK0{= ALES DO|2| QI4l5t= A(MA
Xg)

Valued &=t

valued policy: Mol 5o, £sl{eAiA|o] HEH 7S O|2| ot Ak



2. BAZXD| Gl 3 M wodel letter 6 Az === 0| Jp2:0)| (45t £35| p.88

-1

be enough t ot 4= Ol=, ..ghatsh be good enough to: ..0f| A *IHE

o.
o SHA Qe

good enough to: H ol =29t settlement of account= payment
condition= settlement condition

which you were good enough to send us. ZIZE5}#H| = A7} E LY
= 5E 7YX M4l HAF HF HES dAbo| =LY

— L =



2. BAZXD| Gl 3 M wodel letter 6 Az === 0| Jp2:0)| (45t £35| p.88

@D We regret the delay in replying to you.

We regret having delayed our reply to you.

We regret that we delayed our reply to you.
@ We are very sorry for the delay...

We are very sorry to have delayed ..

We are very sorry that we delayed our reply ..
3 We express our regret for the delay ..

Please accept our regret for the delayed reply.
@ It is with(deep) regret that you gave missed the golden opportu

nity.

It is with regret that ;

It is (really) regretable(unfortunate) that ;

It is to be regretted that ;

It is a (great) pity that

It us a matter of sincere regret that



2. BAZXD| Gl 3 M wodel letter 6 Az === 0| Jp2:0)| (45t £35| p.88
have done with (= finish, complete) : ~& £2L{C}

I will go out when I have done with my homework.(L}j 7} =H| &
OFX|™H 2| &= ot3lC}.)

a full (complete) range (set) of sample(ZAZE & H|)

complete (full) shipment HEMA vs partial shipment 2gM=
to complete your order FE= 2t5}LC}

to your complete satisfaction #|A}7} 2t 5| OEESIE S
execute them to your complete satisfaction | A7} 2t S| qk=gt
+ UEE o|dysirt

We trust that our goods will have a quick sale in your
market(place) since their prices are lower than those of other
companies. FAl= AL HF2| 7tZH0| CtE AL H|F2| 7HF B Lt
Motz W0 FAre| HF0| HAEXIGOoM & E3 Aoz Y
=LILC}.

pM



