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Subject: Request for a quotation

Dear Ms.Davis,

@ We would like a guote on the following items:

@ Product No Color Quantity
SL-1280 Blue 50
SL-1295 Red 50

® Could we have the quote by the end of this
month, if possible ?

Thank you,
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Useful Expressions and Words

. Could you turninthereportina > 1. —EMECHRESEEIREVEREITEITH,
week ?

. I need to report to my client next > 2.8, BECHREERERDFE A,
week.

. Would you mind sending the » 3. B IILEEBERETHROWZEZFEITN.

sample by express courier ?
. The customer expects to receive > 4. SEENSEPOZITERDZIHETY,

it this week.
. Would it be possible foryouto  >» 5. fT5&80OEEREICEEL VWL EFAIBETT D,
reschedule our meeting to

Thursday ?
. Some urgent matter came up.  » 6. RRISHAERBESENEN

BEEUR, Cts



Useful Expressions and Words

1. REEDZH 2. RIAZHRET D
give us a guote report status
3. IXPhAH T 4. RFEZTIEITD
Including shipping charges schedule a meeting
5. D7) 7ZBiX9 D 6. fXE e
resend the file the management
7. (FEFULT) Fesdidi) 8. SH&IZE(C
be unreadable In the last week of the month
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Exercise 1
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Exercise 1

KEAE 1:
C-188 3EMEBAZIRETFTI, TH2HDERHITICERHAADRBEY ZWZTZITERITH,

Subject:
Dear Mr. Willson,
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Exercise 1

KRS 1:
C-188 3EMEBAZIRETFTI, TH2HDERHITICERHAADRBEY ZWZTZITERITH,

Subject: Quote request

Dear Mr. Willson,

We’'re thinking about buying 3 sets of C-188.
Could you give us a quote, including shipping charges
by Friday, July 2nd?

Thank you,
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Exercise 2
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Exercise 2

Situation:

DIRTTEATEDOERTOS T hEEIELU CULEY, FaIHNSSARKRAEICERIOT RS
DGZF O DIERZXZITE UL, ALICZDEZER. 2EHEFEEMZE>TESDLD
KFEELE T,

Subject:

Dear Steven,
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Exercise 2

Situation:

DRIEIFATEOERTOS T haiEELU CULEY, Lah 5SS ARKEICERIOFEEHRES
DGZFOIDIERZRITELURC. ARICZDEZEX. 2EHBIZFEREZED>D>TESD KD
IS EIVESEIR

Subject: Status report meeting is required
Dear Steven,

We have to report our status to the management.
Would it be possible to schedule a two-hour meeting
In the last week of this month ?

Regards,
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