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Conversation Phrases

BEITHEVWEWVLEL
@ I'm afraid... : A AD FIH...1

e I'm afraid I'll be about 10 minutes late.
(BNADETH 107IFEENTLEVEDSTY)
e I'm afraid the submission is late.

(BNAD ETH. REIDENTVET)

e I'm afraid | couldn't hear you well.

BNADEITH. F<CEZCXEFEATLR)

@ We would be grateful if you could... : T~LTWiEIT3EVWTT )
¢ We would be grateful if you could let me know your thoughts.
CERZENMETVWELEITZEEWVTY)
e We would be grateful if you could sign this form for approval.
(BEEDTH. CESDT +—LICBBWVWEREITEEEVWTY)
e We would be grateful if you could get back to us by tomorrow.

(AR £ TICTREWVWELITRE=ZWTY)

3 Would it be possible to...? : T~Wiz72< T I3RIBETL & 5D 21
e Would it be possible to extend the deadline?
(BRZER L TWee< CEIFFBgETL & D H ?)
e Would it be possible to reschedule our meeting?
ST YU DHEZBERABVIIECZLIETHETLELDID?)
e Would it be possible to submit your slides?

(RSARZEED VWIS ZLEIFAIETLELDD ?)
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Conversation Phrases

HAFRZ$8E9 5 F WAL

@© EFGHRZEE T 5
e by Thursday : KB X TIC
e by the end of next week : AKX & TIC
e by noon on Tuesday : NBEDIFF F Tl
e by EOD (by the end of the day) : &8 &£ TIC
by November 11 : TANMH X TIC
f
Please send it back to us by Thursday. (KEF TICTIREC TV

@ RRAEIKRLCTEVWSITS (E>73)
e at your convenience : CEED LB L LEFIC
e when possible : RIEEZRPRIC
soon : EE®HIC
as soon asyoucan . HRcICE > THERDEITEL

urgently : E2|C

e at your earliest convenience : CEENDINRE. HEKBEIFEL
(1

We need to discuss the matter urgently.

(REICDODWVWT, BRICERIAVELRHDXT)
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An Extra Gift

#*7 14 ATHEZXSIEEE
e WFH (Work From Home) : &7
e TBD (To Be Determined) : k& (BIFERELZT)
e TBC (To Be Confirmed) : EmEER (RIFCHERLEY)
e EOD (the End Of the Day) : #2255
e OO0 (Out Of the Office) : A -« AT 1+ XAFTE
e FYI (For Your Information) : Z&% £ TIC

e FYR (For Your Reference) : &M £ TIC

e YOY (Year Over Year) : gifELL

e QOQ (Quarter Over Quarter): FifAtL
e MOM (Month Over Month) : giA Lt
e YTD (Year To Date) : ££5t

e MTD (Month To Date) : B&5t

A2a7IIiE (BEI1EP LELHEICK L TIRREITFI-AHRVERIR)
e QQ (Quick Question) : BN AT DEM
e BRB (Be Right Back) : $<RED X7
e w/ (with)
e w/o (without)
e thx: thanks
e pls: please
e tmr: tomorrow
e ppl: people

o kk: ok, cool
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Finally
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TIwWwIRBIA—F VI TIE. RABRFEOFT R Y FLARILDREEE
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Special Offer

B CER
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MEICX 2 7H' 3 B TW0=7w F L 7]
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Special Offer
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