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(2) We would be delighted to ___ business relations with you.(Menter@establish@open@)set ©

(3) Your order No. A231 is now being processed and should be ready for ___ by next week.(Ddeliver@pack@dispatch@ship °
(2) Please return the damaged goods. We will replace them free of ___.(Dexpense@charge@pay@payment °

(3) Provided you can offer favorable quotations, we will ___ regular orders with you.(Dmake@take@place@fulfill °

(1) We will do everything we can to ___ early shipment.(Densure@insuring@assured@make sure °

AT e

(3) You will understand that we must increase sales by distributing through as many ___ as possible.(D)factories@)consignees@)
outlets@)contacts °

7. (2) Can we send our representative to you with a model of the machine so he can give you a ___?(Minstruction@)demonstration
@illustration@quotation °

(2) We can send you a replacement, or if you like, we can ___ your account.(M)charge@)credit@debit@deduct °

o o

(3) Thank you for your enquiry ___ October 12 concerning DVD players.(Ddate@)dating@of@on °

10. (2) The new model has several additional ___ which will appeal to customers.(T)dimensions@features@specialties@measurem
ents ©

11. (1) As the photocopier is still under ___, we'll repair it for free.(Dwarranty@)standard@instruction@construction ©

12. (4) We would like to know whether the firm 1s in settling its accounts promptly.(Dreasonable@favorable@advisable@reli
able °

13. (4) As the time of shipment is fast approaching, we must ask you to fax the L/C and shipping immediately.(Madvice@)doc
uments@manual@instructions °

14. (1) In regard to your invoice No 23130 for $2,578, which we expected to be cleared two weeks ago, we still have not yet receive
d your ___.(Mremittance@transfer@pay@account °
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16.
17.
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20.
21.
22.
23.

24.

25.

26.
27.

28.
29.

30.
31.
32.
33.

34.
35.

36.

37.
38.

39.
40.

41.

42.

43.

44,

(3) We trust that the __ will reach you in perfect condition.(Dpacking@)shipping@consignment@assignment °
(4) Any information you provide will be treated in strict ___.(Dsecret@silence@caution@)confidence ©

(1) We would be grateful if you would allow us an ___ of three months to pay this invoice.(Dextension@exception@intention

@invention °
(1) The goods you inquired about are sold out, but we can offer you a ___.(D)substitute@compensation@refund@replace °
(2) We ___to inform you that our customers find your prices too high.(@dislike@regret@advise@require °
(3) Owing to a fire in our warehouse, we have to ___ the shipping date to August 15.(1)cancel@schedule@postpone@forward e
(3) At the fair, we will ___ some of our newly-developed products.(@)secure@procure@exhibit@expand °
(1) The package ___ the dinner plates appeared to be in good condition.(¥)containing@maintaining@included@excluded °

(2) We have ___ from the Chamber of Commerce in Boston that you are a leading manufacturer of waterproof watches in Taiwa
n.(Mknown@learned@told@written °

(3) We enclose our credit note No. C35 for $ 15.75, which is a ___ for the overcharge on invoice No. A321.(1)balance@debt@r
efund@bonus °

(4) If you are not already represented here, we should be interested in acting as your ___ agents.(Dtravel@collection@forwardi
ng@sole °
(2) The agency we are offering will be on a basis.(M)competition@)commission@compensation@conversation °

(2) As this 18 our first transaction with you, we would be obliged if you could provide us with some ___.(Drecommend@referen
ces@clients@)credits °

(4) Payment will be made by bank ___.(Mtransport@)transaction@transit@transfer ©

(1) You have chosen one of the most advanced and popular mobile phones ___ on the market today.(Mavailable@)acceptable@a
dvisable@avoidable °

(2) We provide a discount of 30% on ___ of not less than 200.(M)qualities@)quantities@numbers@amounts °
(1) We are a rapidly ___ multinational company.(M)expanding@extension@expanded@extended °
2) our latest catalog and price list for your reference.()We are enclosed@Enclosed are@Enclosed is@Enclose °

(4) We have arranged with our bankers to open a letter of credit .(Mfor your benefit@in your interest@in your account

@:in your favor °

(1) We are manufacturers of high quality .(Moffice equipment@fax machine@furnitures@kitchenwares °

(4) You will notice that the prices quoted are for a product of this quality.(@extremely competing@)extreme competition

®@extreme competitors@extremely competitive ©

(D

your confirmation, we will execute the order.(®)Upon receipt of @)After receive@When we will receive@As soon as

receive °
(2) ___you can see from the enclosed catalogue, we offer a wide range of products.()While@As@If@ Unless °

(3) The broken teapots have been kept aside you need them to support a claim on your suppliers for compensation.(¥as 1

ong as@unless@in case@)so that °
3) shipment has been effected, we will advise you by fax.(DAs long as@As far as@As soon as@As for e

(2) If the quality of the goods comes up to our expectations, we can probably let you have orders.(Mtrial@regular@rarc@)
usual °

(3) We have enclosed our price list but should point out that prices as the market for raw materials is rather unstable
at present.(Dlikely to change@are changed possibly@are subject to change@maybe changing °

(2) As this model is , we would recommend that you accept this offer as soon as possible.(Din great supply@in great de
mand@out of stock@out of order °

3) if you could send some samples of the material. )We would appreciate@We would be appreciated@It would be
appreciated@We would grateful °

(2) If you have any questions, please .(Mdo not be polite.@)do not hesitate to let us know.@do not forget to tell us.@)
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45.
46.
47.

48.

49.
50.

51.
52.
53.

54.

55.

56.

57.

60.

6l.

02.
03.

04.

65.
06.
07.

68.
09.
70.

1.

do remember asking us. °
(3) We hope that you will find these terms .(Mpleasure@reasonably@)satisfactory@accepted °
(4) We look forward to .(Mhear from you soon@hearing of you soon.@you promptly reply@your prompt reply °

3) We for 20 years.(Mare in this line of business@)do business with European importers in washing machines@hav
e been exporting printers@have established here as general exporters °

(2) We are importers in the textile trade and would like to get in touch with __ of this line.()buyers@)suppliers@customers@)c

onsigners °
(4) We have quoted our most ___ prices.(D)favor@favoring@favorite@favorable °

(4) We apologize for the delay and trust 1t will not _.(Mcause your inconvenience@cause your problem@)cause you pr

oblem@)cause you inconvenience °
(D , we are enclosing our catalogue and price list.(1DASs requested@As request@As requiring@As requires ©
(1) Please confirm the order ___ email and send us the shipping information along with your invoice.(Dby@in@on@through °

(2) Unfortunately, there 1s no manufacturer that we know of who can .(Mmake your requirements@meet your needs
@take your demand@satisfy your want °

(3) The inspector looked at the to check where the goods were produced.(Mbill of lading@)commercial invoice@certi
ficate of origin@consular invoice °

(4) ___1susually written in an email or at the end of a business letter before the names of the people who will receive a copy.()

P.S.@Ref.@Enc.@C.C. -

(3) This line has proved so popular that we regret to inform you that .(Mit 1s no longer in production@it has sold out
@it 1s out of stock@it has been discontinued °

(1) Would you please this matter and send our order without further delay.(look into@)investigate into@deal in@ta
ke care °
. (2) Please ___to them for any information concerning our company.(ask@refer@consult@request °

(2) The distribution problem has finally been solved. ___, another problem has arisen.(i)Therefore@However@As a result@W
hile °
(3) Your claim has been passed on to our insurance company, who will soon.(Mcontact with you@)contract you@get in

touch with you@reach for you °

(2) We specialize in footwear.(Mfashion and cheap@)fashionable and affordable@elegance and inexpensive@beautiful
designed °

(4) Our prices are relatively low in comparison with ___.(Dthey@them@their@theirs °

(4) May we suggest that you visit our showrooms in Los Angeles_ you can see a wide range of units?(Mthat@which@), whic
h@where °

(3) We __ importing Swiss cheese and would appreciate receiving your current catalog and export price list.(Dinterest@interes
t in@are interested in@are interesting to °

(4) The new model 1s ___ than the old one.(®)more efficiently@more better@less cheaper@much lighter ©

(3) The following is a list of our ____ products.(Mlate-developed@fast-grown@best-selling@most cheap °

(1) Regarding the damaged goods, we have filed a ___ with the insurance company.(M)claim@)complaint@compensation@)com
mission ©

(4) To a Briton, 5/3/09 is .19 March, 2005@)September 3, 2005@)3 May, 2009@5 March, 2009 °

(3) Our prices are considerably lower than __ of our competitors for goods of similar quality.@which@that@those@ones °

(3) We sent you a fax on October 12 __ some information about your notebook computers.(Drequest@requests@requesting@)
requested °

(1) We can
ount@immediate delivery °

and will have no trouble meeting your delivery date.()supply from stock@provide the good@)settle the acc
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72.

73.
74.

75.

76.

R

78.
9.

83.
84.
83.

86.
87.

88.

90.

91.

92.

93.

94.

95.

96.

97.

(3) We enclose our check for $1,530.75 your invoice number A531.(Dfor pay@for payment@in payment of@to settle

of °

(2) Three cases in the consignment ___ on arrival.(@)damaged@were missing@were short shipping@lost ©

(3) __ the trade discount stated, we would allow you a special first-order discount of 3%.()In spite of@)In regard to@In ad
dition to@]In reply to °

(4) This product is not only of the highest quality but also very ___.(Dreasonable price@reasonable priced@reasonably pric
Ing@reasonably priced °

(3) Under the circumstances, we have no choice the order.()but cancel@but will cancel@but to cancel@but canceli
ng °

(4) The term  “middle of a month” in the letter of credit shall be construed as(the 5th to the 10th@)the 5th to the 15th@)the 1
1th to the 15th@the 11th to the 20th °

(2) This offer will be ___ if not accepted before June 15, 2009.(Dmade@withdrawn@confirmed@refused ©

(1) We will grant you a 3% discount if your order ___is over £ 15,000 for one shipment.(MD)value@)quantity@quality@worth
y o

(4) We have instructed our bankers to ___ the L/C.(@)correcting@)settle@revised@amend °

. (3) Please ___the overdue payments immediately.()solve@pay@settle@exchange °

(1) Our delivery will be a week early, so we'd like to __ the payment date as well.()move up@)look forward@put off@)cal
1 off °

(4) We have the pleasure to introduce ___ as an import agent.(D)you@yourselves@us@ourselves ©
(2) Please open the relative ___ as soon as possible so we can arrange shipment without delay.M)B/L@L/CRP/I@T/T -

(2) According to UCP600, the term  “on or about June 5th™ in the L/C shall be construed as .(Mfrom May 31stto ]
une 5Sth@from May 31st to June 10th@from June 5th to June 10th@from June 4th to June 6th °

(1) We ____1n high quality bicycles.()specialize@range@provide@manufacture °

(1) A: What do you do? B: (MI'm a sales assistant.@I'm looking for a file.@I'm good at typing.@I am busy at wor
k.
(4) A: I've got an appointment with Mr. Smith. B: (MWhat time was 1t?@When do you have in mind?@What time w

ould be convenient?@When 1s he expecting you? °

(3) A: With less than three weeks for transit, they'd better go by air. B: (MRight. It would be better if they travel busi
ness class.@Right. Ocean freight is too expensive.@Right. That way they'll arrive in time for the trade show.@Right. The s
hipping container would be lighter. °

(2) A: This clock comes with batteries, doesn'tit? B: ___ (DThat's right. There 1s a ten percent service charge.@No. I'm af
raid they're sold separately.@Yes. You'll save time if you do.@Yes. There have been several reports of damage. °

(4) A: How would you like your coffee? B: (MWell done, please.@Very well, thank you.@Not for me, thanks.@Bla
ck, please. ©

(1) A: Where do you know Jack from? B: MI used to work with him.@He 1s from England.@I've heard a lot about
him from my boss.@He works for IBM. °

(2) A: Can I speak to Mr. Johnson please? B: I'm sorry but he's not here right now. (MCan I leave a message?@Can I t
ake a message?@I'll put you through.@I'll call back later. °

(3) A325 F AL ETIR 2 (FHY ¥ )®Do you have A325 in hand?@Do you have A325 in line?@Do you have A325 in stock?
@Do you have A325 in shop? °

) fﬂﬁ{ﬁfiﬁ f'"F?Z/[ﬂ D (FEAY Y )@ We please to quote as the following:(@)We are pleased to quote as follows: @We are plea
sed to quote as following:@We are pleased quoting as follow: °

(4) [ZpyET ﬁ’b'i@'}ﬂﬂ = A o (FRYS Y )@ You payment has expired for three months.@)Your payment expired three month
s ago.@Your payment 1s overdue three months.@ Your payment 1s three months overdue. °

(3) PNELT F] = V(S - Bl fF'EJTﬁE TR PR o (FY Y )@Because May 1 is a holiday, so we will send your sh
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ipment on May 2.@Because of May 1 is a holiday, we will send your shipment on May 2.@Since May 1 is a holiday, we wi
11 send your shipment on May 2.@Due to May 1 1s a holiday, so we will send your shipment on May 2. °

98. (4) PEITEEE 2 LRI 15 ST BEERHT 24t G Y )@Because of your long association with our ¢
ompany, we will give you a discount of 75% off the list price.@)Because of your long association with our company, we will
grant you a 75% discount of the list price.@Because of your long association with our company, we will allow you 25% of
the list price.@Because of your long association with our company, we will offer you a 25% discount off the list price. °

99. 3) I M=1F lﬂﬂi €7 lﬁ! o (FHY L )@DWe urgent need these goods.@We require emergency of these goods.@We are in urg
ent need of these goods.@These goods are urgent required. °

100. ) Z5 M7 'F'J‘ZFJ [ i'?j o (FHY L )@ We are impossible to make any further reduction.@It would be impossible for us to m
ake any further reduction.@Any further reduction is out of question.@Reducing price 1s unlikely to us. °

101, (4) FRATRPZE] IEF R ST RER]RUEL © BP9 JUY )@ Despite prices of raw materials have risen, our prices remain u
nchanged@Although prices of raw materials have decreased, we maintain our old prices.(@Raw material prices have raised,
but we maintain our existing prices.@In spite of the rise in raw material prices, we maintain our existing prices. °

102. (4) eﬁ%l"‘f = (8F f R B - AR 179 9 (Y )@ The invoice will be sent to 179 Maple Street, it is
the address you provided in your order.@)The invoice will be sent to 179 Maple Street, that 1s the address you provided in yo
ur order.@The invoice will be sent to 179 Maple Street, which the address you provided in your order.@The invoice will be
sent to 179 Maple Street, the address you provided in your order. ©

103. 3) 2 M bI9t 2 r[J Fﬁiﬁ (R ¥ )@ We are sending you our samples in another mail.@We are sending you our samples in
another envelope.@We are sending you our samples under separate cover.@We are sending you our samples under separat
e post. °

104. (3) Please advise us by email once the goods have been shipped. (FEH5 1< )@% o= g E“i”%ﬁj’} o @% I ”F?T@B
G Ehj%ﬂ* *%f’ﬂﬁqi CHHEH AL o @ E Eu%}%ﬂp %F‘j‘?ﬁﬁf e @ E Eu%}%ﬂp %[ Eﬂfﬁﬂﬁ TE'FTJ:E*)L
pi -

105. (4) Our supplier has informed us that the item is out of stock at present. (% I 1< YA F '] A Esph =1+ i iﬂ’ﬁﬁi‘f PRI @ E
R T O = TR0 @ Ty ST @ Ty 7 ST =2 @Ho

106. (3) We have to inform you that the model in question has already been discontinued. (F¢5Y [l ¥ )@ [&FF7 F}FJ AN ”ﬁ ’
Y PSR SR T TR SR i @ D
B S TR

107. (2) He asked you to reply to his message at the earliest possible time. Which one 1s the closest in meaning to the underlined phra
se?MRSVP@ASAPGVAT@ETA -

108. (1) Which of the following abbreviations 1s not related to companies?(MEnc.@Ltd.@Corp.@Co. °

109. (4) Which one 1s not a standard address abbreviation?(MAve.@)St.@Blvd.@Encl. -

110. (4) Which of the following terms is not related to payment ? ML/C@D/P@AO/A@FOB -

1‘!“
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