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　　INTRODUCTION、PERSON TO PERSON、1 Pleasedto meet you!2 What do you do?3 Around the
world4 Could you please...?5 Im orry，could you say that again?、PHONE CALLS、6 Hello，how may Ihelp
you?7 Hold on，Ijustneed to make a note8 Is everything clear?9 Im calling because10 Im terribly sorry
、WRITING11 Layout and content 12 Youve got mail13 Get it right!14 Keep it simple and make it clear15 In reply
to your...16 I am sorry to inform you that、EXCHANGING INFORMATION等。
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