


Model letter 1
1. Hel A 2712 =] A DSHE QUM A7HClZ] p.55
(1) 27 o|=2|H
1) 2L} 2| A3 3|°o|A (Chamber of Commerce), St 2 A 5|(Korea Traders
Association)
2) 2|=2t 23 (Foreign Exchange Bank), &S 44 (Commercial (Enquiry)
Agency)
3) SHQ AR 2 F35to| 2 HAL(Foreign Embassies in Korea), L SHR S %
g-T'—Al-(KOTRA)
4) &5 Q1H S (Directory), ME, SHX}



M |1

1 H2HH 27002 A HSRE FUEA ANOI2l PSS
~StA| &[0 7|2 A ‘4 2}sict.
= 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.
= -0f| ZAlSICE &St}
be engaged In =engaged oneself in

enjoy a good reputation= enjoy popularity= be of good repute: <4
g gt

we would like to inquire whether you are interested in these goods.
in all lines of business B E X|E9°| CYU=E=



Model letter 1
L A2 A 270 2] 2N T SHE +AUH A7HlE| p.55
~0f| 2510, ~0fl tHsl = ofxtH
as regards/as to/ concerning/ regarding/ as for/speaking of/ bout/
in(with) regard to/With respect to

As regards money, I have enough.(£0| 2t A 2}H, L= S&9| 7tX|1
C}.)

As for me, I have nothing to complain of.(L} £ ZotC}H, OfF 20| QiCH

I didn't know as to that man.

As to credit and financial standing of our firms, Korea Exchange Bank
will supply necessary information. (ZtALS| A1 ZAENO]| CHo|AM =
ch=ee2do| Zavt RS MSol =3 AYLIC)

Concerning our credit standing, the Korean Consulate in New York will
supply you with necessary information. (ZFALS| MEAE{O| 26iM =
3 et BARE0| A East EE HSo =3 A/LIC})

Regarding our financial standing and reputation, The Korea Exchange
Bank will provide you with necessary information. (ZtAI2| 418 AME 2}
Yo ZofM = eh=xela2Wo| Hast HE S MIo =3 AYL L)



Model letter 1
1. Hel A A 71 9| 2| A O SH= SQUAK A4 p.55

T T dHd
A0||AH BEZ &=0StLt. furnish(provide, supply) A with B =
The government has built a project designed to provide young
people with work. (45.= Fe0|S0||H| YXI2|2 F7| I8 A2
M= Ct.)
We are unable to supply you with the goods you ordered.
Would you please furnish us with information for their capacity?
Provide : O|2]| 0S5t ER5IHLL R8¢ WS S5OILE

1) To supply (something needed or useful)
2) (of a law, rule, agreement, ect.) to state a special arrangement

that must be fulfilled
Supply : & 5= (G7|822) EaolC}

1) To give (something that is needed)
2) To give things to (a person) for use

Furnish : S48 SH0| YRS XS SJBICH7I7E

OH

= ofLC}.

1) to put furniture in (room or building)
2) To supply (what is necessary for a special purpose)



1. A2l X A7 2| 2| A Model letter 2 A2 x| 27H(Z]4l) p.57

of cier SE2 =, ~0f Ciet 2o =

In response(reply, answer) to, answering, replying, replying to,
as you mentioned in

@ In reply to your inquiry of November 15, we are glad to
inform you that Kims & Co. are doing business on a sound
basis and we have every confidence in them.(11&8 152 X}2|
Aol =200 Chiet SEoZE UM At AT 7| X2 AIHE B9
ofxl R4, FAL SAE HEHCE HE[ota QL= AS a4l
E[O] 7|=LIC})

@ Replying to your letter of July 15, we are please to quote
you as follow.(7& 152 XI2| HAlC| AMThoj Cict SE O R EhAlE
Ct=ak 20| HAAl AX S S| &0 7| 5L Ct.)

be interested in ~ 0] 2FAIO| QILC}

k| M0 A=, BT A=

well established /=old established/=long established
=well-founded



1. A2l X A7 2| 2| A Model letter 2 A2 x| 27H(Z]4l) p.57

Y Wk,
enjoy a good reputation= enjoy popularity= be of good repute
~0jl CHoll 4= X|Ct

make ourselves responsible for

be accountable for~/ take charge of ~

take responsibility for/ be in charge of/ answer for ~

assume any responsibility(liability) for(assume: 7}°dSICt [H 2 CH
.0l Coto] 24 Qf& X|X|25Ct

assume no responsibility for= be not responsibility for= be
irresponsibility



1. A2l X A7 2| 2| A Model letter 2 A2 x| 27H(Z]4l) p.57

further inquiry(F71&Ql x3|) / without further delay. F7}% 0l
X|X|210]|/ a recorder(a further order)

no further delay in shipment [ 0| 49| MEX|HO| 9IS
We shall refrain from entering into further detail.

(O] O] & XpAlch Hojl ot S0{7t= A2 271 S5t 2}
standing = X|¢|, ¥/

business(financial, credit) standing: S (X7, M) AEY,
Pleas favor us with information on their standing.

= credit standing(status, position, condition, state)
FA| HME(XHE) LEHO CHdiA =

As to our credit standing==credit standing= financial

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

hesitate to take the risk 1 &< B2 F=X{5}|C}
let us know about your condition [HA|E L{FMA| 2]




1. H2 K ATH0l2 M Ao X SN2l .57

feel free to write us FX{5}X| &1 ™X|s|2}

value on = draw on, write drafts on (X|29Ql) ~¥o 2 oS
4ray 3}t

~= A SICE. make(write) out bill of lading

draw up(write out, execute, make out) a policy 2 S # S £/
SfC}



1. 2 X A 70 2| 2| M Model letter 3

XA L 7] =L EH 27H2]2] p.58

Hefstct = 70 AL

commence(open, set up, start, begin, take up) business

~2 o1 ULt

have been ~ing/ have been doing business(AIH2 s 11 QIC}H)
have kept ~ing

We have been doing business for over twenty years as
exporters of stationery. A= 2EF ==YXIZ2A 203 0] AH0]
Lt At S 880l UL}

They have been exporting toys to Africa. & &A= Of=2|7}0j
2 E &L ALt

American Trading Co., have been importing sporting goods
from Korea. O}H|2|7} R HYA= St 2R E AZXE8FS ¢
of 211 QlC}.

We have been exporting sporting goods to Asia. THAl= 25+
7S OtA Ot =Fsf 11 QAL



1. 2 X A 70 2| 2| M Model letter 3

XA L 7] =L EH 27H2]2] p.58

« ~& A2 S W AISECE

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



1. 2 X A 70 2| 2| M Model letter 3

XA L 7] =L EH 27H2]2] p.58

A St AlC}

want to A kr ZE/UUEH/Z5H 3|2 LIEHYE AR |gE B
wish to A FA|X{/Ct4 TEsh B, 2= Xp7h QM

= would like to A, wishX|& Wt X|E Q1 wantX = =3 X 0|
XN 25

= desire to A= be desirous of A ..ing = be anxious to A

Your name has been given by the Seoul Chamber of Commerce

and Industry and we would like to inquire whether you are
interested in these goods,

We have specially decided to accept your offer at your limit
because this is a first experience with you and we wish to
make this forerunner of many future orders from you. & 7{2}j 0|

A NOE 2 FEL PXE US1 A0 S| LS SHOIL



1. A X 2702] = M ’.‘JXMI’.*_*HM—?%:?L*J?‘HGE;HBIEI p.58
~siFH DYACH
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
~Oll CHall ZALEE L CL.
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. %t
st=aS XI=517| floll F4& Xl X2 + AAULCH



Model | 3
1. AR 270 2] 2] M HRAMT| 22T A7z p.58

A St 2iC}

= would like to A = desire to A = wish to A = be desirous of
A..ing, ~S}7| & |/SICH = want to A = be anxious to A

Your name has been given by the Seoul Chamber of Commerce

and Industry and we would like to inquire whether you are
interested in these goods,

We have specially decided to accept your offer at your limit
because this is a first experience with you and we wish to
make this forerunner of many future orders from you. & 72|

0|7 o= B2 FFo| MXE THED A0 S| Hotg S43
c}



1 A K 2702 2| M ’.‘JXMI’.*_*HM—???’SL*J?‘HGLEHBIEI p.58
~3f FA|H ZAISISLICh
We shall be obliged if you will ~
We will appreciate it if you will ~,
We will appreciate (your) ~ing
We shall be obliged(grateful) for (your) ~ing
We are grateful for ~ing
We are obliged for ~ing
We would appreciate
We shall appreciate it (very much) if
We shall be obliged(pleased) if
It would be appreciate if
We appreciate it
We are obliged for
We shall be grateful if



Model letter 3
1. A2 X A7) 2| 2| A HXFA|A 7| 2K A7H|2 p.58
« AE BO|A|l 2745l =L} : Please introduce A to B
* Please introduce some reliable house to us.
* 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.

to ~S}X| &= = QiC|. be obliged to, be compelled/ A0j|#| BOj| CHs{f Zt
AFSECL be obliged(greatful) to A for B

We are very much obliged to you for your trouble. We shall
appreciate your order. Your order will be appreciated.

 Line

« AlE3ILE : credit line/line of credit/ credit limit/line of credit,

 The Korea Exchange Bank affords ABC Trading Company low nine
figures in won currency as unsecured line of credit.(ot=2|2t23U 2
ABC B AS|AL0|A| REE MESIEZ M 1-29 /IS X 3stD QSL|Ct)

o 1-22 : low nine figures, /3-42 moderate nine figures,

* 5-6Y medium nine figures, 7-9 high nine of figures

« our line keeps to schedules TtAlS| MHEI2 O ™ML 2 =8 S



Model letter 3
1. A2 X A7) 2| 2| A HXFA|A 7| 2K A7H|2 p.58

In advance(=before) : O|2|, A& 0]
ahead of O|2|(= in advance, beforehand), &0{(= in front)
Send your luggage in advance. (L42] &= 0O|2| HLjjzZ}.)

The party made the announcement a week ahead of schedule.(
3832 o 8ECH 132 oA aAAE TEIUCD

M= ME2 X EEL
Do I have to pay any rent in advance?
payment in advance M X| 2 (prepayment)



1. 7‘| EH x‘l_ﬁ7|'|_°_| El kl Model letter 4 3|4l p.58

of ciet SEH2 =, ~of Ciet 2ldle=
In response(reply, replying, answer) to
Replying to, Answering, as you mentioned in

@ In reply to your inquiry of November 15, we are glad to
inform you that Kims & Co, are doing business on a sound
basis and we have every confidence in them. 11 & 15¥X}e| H
Aol =2|0f Cfst ST E AM Al AHs 7|X2 AIHSE S5
ofxl A FAZL SAHE WHREHLZ HE|otd Qo= AS &l
Elof 7| &L}

@ Replying to your letter of July 15, we are please to quote
you as follow. 78 15QXI2| HAIS| Acto] Ciet SE O R EhAlE
Ct= 3k 20| HAAl A™ S SHA| £|0] 7| 5L Lt



1. 7‘| EH x1_+_7|'|_°_| El kl Model letter 4 3|4l p.58

~StA |0 7|2 A| 8 ZStet.

= 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.



1. 7‘| EH x‘l_ﬁ7|'|_°_| El kl Model letter 4 3|4l p.58

~Of| CHSHO] 2§ jo] ALt

be responsible(accountable) for

= answer for=take charge of

=take responsibility for

=assume any responsibility(liability) for
=be in charge of

“be responsible for.."= HHIH0| AL H-I-E&-,I XMl X|ACH= £
07| FX|A} “for” O|BHE ZsfiAlo| Mg X|ZUCk= o|n|=
M. 2|3 0f7|0 ZNH fufAIe] HAZHO|M AISE=
A "responsible" £ = A} “responsibility”’= EES
9|8} ATHTIALRLO| CHSH "2 sHj Al 0 2 813}
2z}t



Model letter 5
1. Hel{ X A2 2| M SHEHHON 2SI 212 H A2 p.60

~Of| CHSHO] 2§ jo] ALt

be responsible(accountable) for

= answer for=take charge of

=take responsibility for

=assume any responsibility(liability) for
 =be in charge of

* You are responsible for his failure. (L{= 12| Anjjoj 20| QULC}H)

« “be responsible for...”= UHIEQl AQ HEX *Mol2 X|ZICt= 5E
of 7| M ™X|AL “for” O|St= =olfulj 22| MU= X|ZCt= 20| = sf
M. 2|1 7|2 AT ojojAlfe] BA =AM ALl
2 Al “responsible” IEE= HAL “responsibility’= Edol AL E |
Q|otn= SCHIALXIO| CHEt “Zojuf & A" =2 5l A45t= A 0| H}

2tx| sk,



Model letter 5
1. Hel{ M L2 =] A SHEHHON 2SI 212 H A2 p.60

~0f H|&|5}0q

in proportion as[to] (=relative to) :

A man will succeed in proportion as he preserves.

o (AFE2 QL= Ao H|2|5to ‘g3 etCt.)

» relative shipping documents

- ~QF "t A7} ALt

* be bound up with

« = have something to do with = be connected (linked) with
e = be related to)

« The housing problem is bound up with the problem of rent
controls.(F%] =M= &l SH x|t R 247} ACH



1. Hej A A7l 2| 2| A Model letter 6 314! p.60

71

@ company : firm, house, concern, house, firm

Co., Inc.(incorporated) : & 0O|Z0|A AlE

Co. Pty. Ltd : 2 T, LO}lAHEO|A| ALL, proprietary(SEME
7l B2, 283F9|), corporation

subsidiary Company : Clj 7| 12| X}2]A}L,

parent company : B 3|A}

sister company, affiliated company 4| 23| AL,

holding company : X|F 3| A}

®@ cooperative : &5 X8, partnership : H2| AL, limited
partnership : @X}S| A}



1. Hej A A7l 2| 2| A Model letter 6 314! p.60

@S & Bo| ot

reputable position,

good repute,

good reputation

Enjoy(have) (a good) reputation = be of good repute
= enjoy popularity

Have(enjoy) a reputation of=have the reputation of
~ot= 2E0|C}. ~2 FHSICH ~E SOILt



2. {2l || Model letter 1 TS MZ2| H2NKICl p.62

HAS BE S50 &7 kIt

Your name has been given through B.

We owe your name to B.

We are indebt to B for your name.

Through B, we have learned(god) your name.

Your name and address have been given through the Chamber
of Commerce of New York as one of the well-known importers
handling various travel bags.

We owe your name and address to the Chamber of Commerce
of New York as one of the well-known importers handling
various travel bags.

We are indebted to the Chamber of Commerce of New York as
one of the well-known importers handling various travel bags.

Through the Chamber of Commerce of New York we have
learned that you are one of the well-known importers handling
travel bags.



2. {2l || Model letter 1 TS MZ2| H2NKICl p.62

~2 9o

For the sake of (= in order to)

in order to clear out stock | 1 EZ S X ES}7| 2ol A
SR

Competitive(low, lowest, cheap, attractive, reasonable,

reasonable, favorable, good, workable, utmost, rock bottom,
keenest, best, very best)price



2. {2l || Model letter 1 TS MZ2| H2NKICl p.62
~0f &totof, ~0f CHolf =Shx}H

as regards/ = as to/= concerning/= regarding/= as for, speaking of,
about)/=in(with) regard to

With respect to

As regards money, I have enough.(£0| 2t A 2}H, L= S &9| 7tX|1
Ct.)

As for me, I have nothing to complain of.(L} £ ZotC}H, OfF 20| QiCH

I didn't know as to that man.

As for that man, I don't want to meet him again.

As to credit and financial standing of our firms, Korea Exchange Bank
will supply necessary information. 2tALS| A1} Z-&AEL0] CHSHA =
ch=e|e2do| Zavt RS MSol =3 AYLIC

Concerning our credit standing, the Korean Consulate in New York will
supply you with necessary information. TALC| MEAE{ 0| 2H6M =
SF ch=FAEO| HAM| 2ast HES MSol =3 ALt

Regarding our financial standing and reputation, The Korea Exchange
Bank will provide you with necessary information. THAI2| 412 AMEH 2}
ko 2ol M = oh=ele2¥Wo| Hast BEE HSo = AYLICH



2. {2l || Model letter 1 TS MZ2| H2NKICl p.62

standing = X|¢|, H/

business(financial, credit) standing: S (X7, M) AEY,
Pleas favor us with information on their standing.

= credit standing(status, position, condition, state)

FA| HME(XHE) LEHO CHoiA =

As to our credit standing

=credit standing= financial standing(status)

=regarding our credit standing=about our financial standing
=concerning our credit standing

hesitate to take the risk 1 &< B2 F=X{5}|C}
let us know about your condition [HA|E L{FMA| 2]




2. {2l || Model letter 1 TS MZ2| H2NKICl p.62

« goods referred to A g El &4E
e firm referred to ¢339



2. A2 A| 9] Model letter 2 314l p.63

be willing to + do 7|7H0| S}LC}
be prepared to + Root ~& 8292|7} QILC}.
be ready to; 7|7H0| --S|C}, Zt2 7} £|0{ Q!LC}.

Dean was willing to fight Bush on Iraq El SH = 7|740| O|23a
ZHE T2 FA tiS3a M= EfM 2 ALt

we are W|II|ng to grant you a 8% discount off the invoice. 0] &
HE S1ZBH7] 230 TAHE SHSU0M 8%E Fols) = o
7h Q&LCh

Usually parents are not willing to let their children travel
abroad.

(CH7H 252 X4 S0 a2 odst= AS F7HH5HX| ¥=Ct)
Both countries are willing to negotiate at truce, but they are
looking for excuses to save their face.

(F=2 58 @™ oAE 71X = UX|T MBEHE FX[5H7] 2ot
of HEE —I -'r“"° & QlCh

1o



2. A2 A| 9] Model letter 2 5] &l p.63
e stct
commence(open, set up, start, begin, take up) business, A=
7l Al StCL.
~QF Hef A S 72|t
Open(opening) an account with ~ = start(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 with to do business with you,
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

VAT _ _ - - . . _ 1 °*_  « _ _ 0_ N0M____°_ _ _ _ __ ®q0 a0 _ __



2. A2 A| 9] Model letter 2 5] &l p.63
e letus ~of] FAA|L
CHAIR 512 LA 510 FA Al 2. let us know =Please inform us
of (that ~), Let us have, Please send us~

Let us know your terms and conditions of business. {ej =4S &
2| F M A2 =Please inform us of your terms and conditions of
business.

@ Let us have your newest catalog. #|2 7IC}21 8 ELFAMA|L
=Please send us your newest catalog.

® Let us have your reply by April 20. 4. 207} X| HAle] SES H LY
=AA|Q

@ Let us have your bank(trade) reference. S HXH(2H) MEXI| X
E 23FHAL

®) Please let us know (have) the names and address of firms in
your place(city) which may need(require, be in need of) our
products. CHAO| HZES TLQE Sl= P X|20f Q= FAIS | A
Hl =EAE AT A A 2. =Please inform us of the names and

address of the firms in your place(city) which may need(require,
be in need of) our products.



2. A2 A| 9] Model letter 2 314l p.63

o

~2 338t
of ~ ~

Fl29t=, =handling, deals with, treat, manage

=X} . importer, buyer, applicant, consignee, drawee,
accountee, payer

==X} : exporter, seller, beneficiary, consignor, drawer, payee
We are importers of ~ THAlE ~2 FFZol= =Y AA|0|LC}.

We are exporters of sundry products. 2 Al= E3E FHIFS=E =
=g o|Lt.

mjo Tj



2. A2 A| 9] Model letter 2 314l p.63

~0f| A| == S}Ct
place an order with A
Please place an order with us. ©AL0| 2510 FA|7| HfZHL|C}
We hope you will give an order to us for this samples. | AHH| A
= 0| 50| tioll FAI0 =510 F=A|7|HfEL|C}.
~0f|A| ~& FEoICt
place an order with A for B
place reqgular orders M7|H o &8 FES|LC}
place a substantial order with ~0j|#| &%tet T2 SICt
a

an order by way of a trial A|RFE29 2 M as a trial order
HFe

considerable order, =large order, heavy order, big order,
quantity order, sizable order



2. A2 A| 9] Model letter 2 314l p.63

attention = Hj| &

Ml|AlSE Hi2q : close(careful, closet) attention

=249l Hlj 2{immediate attention

~O| F2|5ICt ~off 2| F 7| =S0|Ct ~0f Cist F2|F &7|Al7|Ct
attend to (= pay attention to, be attentive to, give heed to=

call attention to = bring one's attention = raw your attention
to)

invite your special attention to A2 EEHSE Fo|7| @ ME|Ct 7
A7t £29| Hi2{sl| 7| HFEECE.

give his special attention on E¥35| Fo|E 7|2 0|CHX|M S C}S}
Ct

pay your utmost attention X|C{2| F2o|Z 7|=0|LC}

usual attention and promptness 21&|L} C} S = Hi2{el M=5d

We will appreciated your careful attention to this matter. 0] &
Off CHol A HAPHIAM Miaiet B2 S sl FAIH ZASHIS L T



2. 7‘| EHx'"9_| Model letter 3 &3 L HAIZ HHNE p.64
® HArE BE &°t0 &4 &It
Your name has been given through B.
We owe your name to B.
We are indebt to B for your name.
Through B, we have learned(god) your name.
~TH A HAE A2t 2708} FCt. ~have given us your name as A.
give A as B = introduce B to A : AQj|A| BE A7l FLC}
Your name has been given us by the Chamber of Commerce.
Through the Chamber of Commerce, We acquired your name.
They have given us your as importers of dolls.

Your name has been introduced to us by your Chamber of
Commerce as manufacturers of garments.

Through The Medium Industry Bank in your area, we learn that
you are exporters of socks.

Your name has been given ys by the Korea Chamber of
Commerce and industry in Seoul as exporters of garment.



2. 7‘| EHx'"9_| Model letter 3 &3 & HNS HHANZS p.64
e stct
commence(open, set up, start, begin, take up) business, A=
7l Al StCL.
~QF Hef A S 72|t
Open(opening) an account with ~ = start(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 with to do business with you,
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.



2. 7‘| EHx'"9_| Model letter 3 &3 & HNS HHANZS p.64

connections(customer, client, buyer, patron)

connection with =...1} ZtA|7} QIC}. D ZH(HZH)2HAH S MC}.
be in close connection with = --Q} XI&ist 2 AHE W1 QIC}.
connections(customer, client, buyer, patron)

business relations = 7{z}| 24|

have connections in = ~0f| 2l HE 7}X| 12 QIC}.

have connections with = ~2} 7{2}j 24| 7} QILC}.



2. 7‘| EHx'"9_| Model letter 3 &3 & HNS HHANZS p.64

2gs & Bo| ot

reputable position,

good repute,

good reputation

Enjoy(have) (a good) reputation = be of good repute
= enjoy popularity

Have(enjoy) a reputation of=have the reputation of
~Et= 2= 0|Ct. ~2 {FSICt ~2 SOt}

X3t 717
Competitive(low, lowest, cheap, attractive, reasonable,

reasonable, favorable, good, workable, utmost, rock bottom,
keenest, best, very best)price



2. Helj A ef

~2 9o}

For the sake of (= in order to)

in order to clear out stock Z| 1 == X 25}7| $HA]
standing = X|¢|, ¥/

business(financial, credit) standing: A (X}, M) AFEY,
Pleas favor us with information on their standing.

= credit standing(status, position, condition, state)
A H-E(XHF) SEHO oAM=

As to our credit standing

=credit standing= financial standing(status)

=regarding our credit standing=about our financial standing
=concerning our credit standing

hesitate to take the risk 11 ¢|& B &2 FXS}IC}
let us know about your condition [HA| & L{FMA| 2]




2. A2 A| 9] Model letter 4 | &l p/65

We thank you very mush for your letter of July 5, 2000 in
which you expressed your willingness to open an account with
us. Al HEE 7St Xl JAIEHE sl 2000 7€ 5¢
AF HARS] Mo ZAIERLC

~5 2 EICt

learn=got, learned from =11 L}
given=recommended=supplied

= We learn(see, understand, know) that : ~0|5}& < A| &|C}.
= Through A, we learn that you are ~

= be indebted to A for your name, C{S{ A AO|A| MM E X|C},
AE Sl HAE 24 =l

= Through(from) the A we have learned(understand, known) B
= B has been given to us by A

= A has recommened B to us

= We owe your name to A

A1



2. A2 A| 9] Model letter 4 | &l p/65

up to the amount of ~2| St 7}X]

We gave the thief up to the police.(22|= EE8 ZAENA &

C})

up to ~0f S|E8ts, ~0f 22{YU=(= dependent upon), ~3 O+

o Ql, ~o| o 20l, ~0f ZASD
~ %E—. 2l =(= capable of)

I don't feel up to the work.(L}= &t O0}20| W7 X| %=L}
It is up to you to put the room to rights.(0 22 HE=SI= A2
47t & Lojch
What are you up to?({= £AZ St YL=L}?)

up to date CixX|77}X|, Z|AlAl9|, 1L 2|(= modern, ultramodern,
in fashion, new).

We're going to make our kitchen up to date.(%2|= 4= |4
Moz Jf=5te{ 1 sto})



2. A2 A| 9] Model letter 4 | &l p/65

(1) ZrAStCt

@ thank :F2 MO X{20] Al

Thank you ver much for your letter. We thank you very much for ...,
(Many thanks (to you) for ..., We are very thankful for ...

@ appreciate : A{ Ao 2R Z20 A}B—

We would appreciate your favorable reply(&&EH)

We would greatly appreciated (of) your sending a favorable reply to
us.

We shall be highly appreciative of any reply.

We would be appreciated with your favorably reply.

Your favorable reply would be highly appreciated,(3&EH)

It would be greatly appreciated if you would send us a favorable
reply.

® grateful, obliged : Aq£I12| Z7H0j| BfO| AlE

We are grateful(obliged) to you for the samples.

We shall grateful(obliged) if you would send us a favorable reply.



2. HelA| o] Model letter 5 S RIZ HeHHM 2l p.66

~5 S°t0 ¥ E[Ct

® HAHS BE S5 24| &ICt

Your name has been given through B.

We owe your name to B.

We are indebt to B for your name.

Through B, we have learned(god) your name.

Your name and address have been given through the Chamber of
Commerce of New York as one of the well-known importers
handling various travel bags.

We owe your name and address to the Chamber of Commerce of
New York as one of the well-known importers handling various
travel bags.

We are indebted to the Chamber of Commerce of New York as
one of the well-known importers handling various travel bags.

Through the Chamber of Commerce of New York we have
learned that you are one of the well-known importers handling
travel bags,



2. HelA| o] Model letter 5 S RIZ HeHHM 2l p.66

2| EAE 7H Aotk

have= open=start=establish=enter into

relations =connections

= enter into business relation(connection) with=

= open(close) account with =2} 2tAH|E 7l A| SICHER L}
= establish an open account with

= do business with

= build up business connections with

=business connection with, businessE Mzisl= A2 QILC|.
connection CjA10] relationS Al =~ QIC}.



2. HelA| o] Model letter 5 S RIZ HeHHM 2l p.66

SEED
Competitive(low, lowest, cheap, attractive, reasonable, reasonable,

favorable, good, workable, utmost, rock bottom, keenest, best,
very best)price

AMEE ol UL}

have been ~ing = have kept ~ing : | ~& || C}
export A to B : AE BOJ|A| ==5}C}

import A from B

We have been doing business for over twenty years as exporters
of stationery.

They have been exporting toys to Africa.

American Trading Co., have been importing sporting goods from
Korea.

We have been exporting sporting goods to Asia.



2. HelA| o] Model letter 5 S RIZ HeHHM 2l p.66

standing = X|$|, ¥/

business(financial, credit) standing: A (X}, M) AEY,
Pleas favor us with information on their standing.

= credit standing(status, position, condition, state)



2. HelA| o] Model letter 6 &l &l (H2H RIS 4) p.67

~o} A2l S 7l -25tCt.

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{z|{S}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 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



2. HelA| o] Model letter 6 &l &l (H2H RIS 4) p.67

t

at Zt2 7} £|0 Q= : (be) ready to (do),

7|7HO] ~ S}=(= prepared to do).

~8t 9|7} QILC} : be prepared to + Root.(be willing to+ root)
Enough men and women were found ready to sacrifice
themselves for their country.(X}7| LI2}E $I6§ A X}4AIS HIE 227}
£o] = H AFRE0| 4Tt =7 AASLICH

be enough to: .g = QY =, ..&atst

be good enough to: ..0J|A| XIE ot S™HA A=

Will you be enough to send EL{F4 = A&SL|N}?

As to the settlement of account, we are agreeable to your terms.
AHZ=Z0f CHoll M=



2. HelA| o] Model letter 7 &l &l (H2H RISl HE) p.67

~Q Al S 7l -2 S}C}.

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}{S}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 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

rmamunlsak



2. HelA| o] Model letter 7 &l &l (H2H RISl HE) p.67
SHAEHL
(Much) to our regret 2A7} 0| SLAHAE
We regret to know that : that 0|5} & €A |0 §ZO|C}.
We are sorry to hear & : that 0|5} & =4 k|0 §Z0|C}.
It is with great regret that : that 0|5} 7} O 2 & ZHO|LC}.
It is to be regretted that : thatO|S}7 §ZtAHLCL
It is a matter for (of) regret that : that 0|5}7} fZrA LY.
be in a position to :
can EC} 222 B3, £E6| cannot EC}= be not in a positionO|
0| Al
= can= be able to
= be in close connection with = --2} XI5t 2AH £ W QIC}.
= be in position to =can -& = Q= % of ALt -& = QAL
We are sorry we are not in a position to execute your order. THA}
7t HARe] FES o|de = UCk= Ao FHAULILC.



2. HelA| o] Model letter 7 &l &l (H2H RISl HE) p.67
« AlZto] 2+t B
e dullness rules &=t0| X|H}5IC}
« = downward= decline= inactive
« seasonal trade depression A2 Hef| A

« AlZ0| L} : gloomy pearl market, recession, dull market, inactive
market, flat market

dull(EH2s1X| k2 /slack)

irregular(2 Q3 lifeless(Z7| gl = limited (3t =)
bearish(2kA|2]) lull(2ZH9)) narrow(Sk4HsH
weak(2kM|Ql, =3} inactive(E7]|7} S1=) uneven(nEX| 23l
reluctant(7{2}{ 7} £ Xlsh)narrow(stAlsH irregular(Z2Hdgoh)
uneven(112X| 29l spotty(1E2X| 22l stagnant(F il flat)
short(2FA|2Q]) softy(LH 2! M| 2]) depressed (& %loh)
quite(ghibot, ZHHSEX| =)  decline(st2tst=, falling)

dull (s} X| &2, slack) sinking(5}2t5}=, falling)

easy(£=27F M2, 2kp|9l) erratic(t130| Aot SQdsl)



2. {2l H|e Model letter 7 3| &l (HaHHISl HE) p.67

« Algo] ot 59

active(8oh advancing(&&35}E, rising) animated(87] Y &)
long(Z M|2]) boommg(%%'é‘}f) brisk (Z+gt3H)
sensitive(2 2 excited(B £, feverish)  firm(Z13h
steady(% 2 ¢) Stlffenlng(7*l1|°| hardening) strong(ZA|2])

health(Z4 2 unchanged(ZtH2|) I Improving(S M E| 11

bullish(ZM|2|) stationary($ 50| Ql=. 9t =)

keep up(maintain) sales Oj =& & X|S}L}.

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

our line keeps to schedules TtAlS| MEI2 O ™ML 2 =T S
in keeping with ~0f St3=0§

keep one's cool (242 S X|SIC}

keep one's word (=keep one's promise) : 2F=& X|7|LC}



2. HelA| o] Model letter 8 &I HIZ He# M2 p.68

TAE BE S5t 24l kIt

Your name has been given through B.

We owe your name to B.

We are indebt to B for your name.

Through B, we have learned(god) your name.

Your name and address have been given through the Chamber of
Commerce of New York as one of the well-known importers
handling various travel bags.

We owe your name and address to the Chamber of Commerce of
New York as one of the well-known importers handling various
travel bags.

We are indebted to the Chamber of Commerce of New York as
one of the well-known importers handling various travel bags.

Through the Chamber of Commerce of New York we have learned
that you are one of the well-known importers handling travel
bags.



2. Hell A2 Model letter 8 &I I H2H KIS p.68
® HArE BE &°t0 &4 &It
Your name has been given through B.
We owe your name to B.
We are indebt to B for your name.
Through B, we have learned(god) your name.
~TH A HAE A2t 2708} FCt. ~have given us your name as A.
give A as B = introduce B to A : AQj|A| BE A7l FLC}
Your name has been given us by the Chamber of Commerce.
Through the Chamber of Commerce, We acquired your name.
They have given us your as importers of dolls.

Your name has been introduced to us by your Chamber of
Commerce as manufacturers of garments.

Through The Medium Industry Bank in your area, we learn that
you are exporters of socks.

Your name has been given ys by the Korea Chamber of
Commerce and industry in Seoul as exporters of garment.



2. HelA| o] Model letter 8 EIIHZ HeH K2l p.68

= -0 SAlStCt, E ooty

 be engaged In =engaged oneself in

o ZHeHsich

« commence(open, set up, start, begin, take up) business, A=
7H Al St}

e open(enter into, start, establish) business (relations,
connections) with, ~2} 2} £ 7§ A|SICt, 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.

- zg= B

* enjoy a good reputation= enjoy popularity= be of good repute



2. HelA| o] Model letter 8 EIIHZ HeH K2l p.68

bookleti} brochure, pamphlet2}Q| CIEH

booklet= book(t) + let(2f2)S 2|0|/F AMXIF 2|0|/HX|=
paper coverZ E|0{ QS ex) hamlet(22 @ F8E) islet(Z2 M)
brochure:= booklet2C} & (27} %2 MXIZ 2|0|/F0{2| 'H o
CHOIM 22, & E%82 o] 72 W oM &2 MXI2 THE S
oj0|/&nM™Ql MxX| brochureE tracte}l &t

pamphlet= HA| AMXLS 2|0|otH, 12M|7|F Holfst= HUHO £
ot Alo] HFHA FEl|R=. /0] 22 'Beloved by all'2l= X5
7HX| 1 AS

pamphletl} brochure= 5£0| 34| X}0| gi0| =k|0{ Al EIC}.
sample(Zd &), illustrated catalog(xal, illustrations), patterns :
£, DY (2 F), specimen :EE2(HS=, A=), cutting : X} E Z{(HAM)
description(&2HA{), literature(@l2} = 2 11), specification(A|HEHA],
HAYHM M), flyer(flier, handbill) <k, b2}, &1 QLY &,
leaflet(Z23] Lul CHFOA FEE H|ZE|= $X0| CIME, EYR
%ol Ol &, particulars(§% Arof Cist &M St L&)



2. Helj A ef Model letter 8 ®J|KIZ HaH KISl p.68
historical background = 2%j|2| HE}jL} H=d

having a background --2 H{ZA 2 235} 0]

Financial background x{’d A Hl| A4

be willing to + do(root) 7|7H0| S}LC}.

be prepared to + Root ~g £9|7} QILC}

consideration

take into consideration=take ~ into consideration ~=& 112{5}LC}
under consideration 112{=¢9l— in consideration(x)

in consideration of (= paying thoughtful attention to) :~= 112
(FZEhoto ..o CH7t2, ..& 1{(FE)oHH, ..& 4ZSHH in
consideration of, ..& MZI'S}H (in view of), . X|11=, ..C B2 A=
taking the above situation into consideration =¢|2| A&2 111
ofCk

give one's careful consideration to xx = give xx one's careful
consideration; xx0| Csl A1=35| 112{S}C}

consideration for which 11710 Cljst C{7} 2 A

kol F 1 (consideration wording)



2. Hel A el Model letter 8 &I KIZ H2H 2 p.68
furnish A with B (=supply, provide, favor) A with B : A0j|A| BE
SOttt
They furnished the expedition with food.(d=2 Er&LC|j0of SAl

= S=0otACt)

e

& provide, supply, furnish

provide 2+g L{CIEOL Q3 A2 0|2 EH|s) £1 3= A
= 2|0|
supply £5¢t A, 2ast A2 59| 7|70 2XH F7|Hez &

e
=I°:7J-\I

furnish supply2}l 7Pt S &, §6| 7|28 2 Tt Z(basic
necessities)S 2o I 22l

The apartment building was furnished with household stuff
which is available at once.

(2 OtIMEE= S[A| AT = A= M0 AR )

— e ™1 PA =2 AN M

The gardener furnished me with the important information.
(3 AL LA S2ct BEE FUCL)



2. HelA| o] Model letter 8 EIIHZ HeH K2l p.68
(1)~0f &totof, ~of Cistod

@ on, of, about : the information on(of) the firm, the report on ~,
the study on ~, a speech(talk) on ~, the letter on(of)~, a
book(the chapter) on ~, onO| of EHC} I AA|st 2|0]7} 9IS,
abouts= C{2 XtA|8A| 0|0F7| 8t Z0) AL

@ concerning, regarding, respecting, referring to : concerning : &
HEX 0l £H0]. regarding : £ HO|A| BEO| AR E|= THO|, respcting :
A 28 39| 70 clist F0l B50| ALE, reffering to : A{4lQ
ME0j BF0| AFE : the information concerning(regarding) the
product, the information respecting the firm

® with(in) reference to(reffering to), with regard(regarding), with
respect to(respecting)

@ as to, as for

as to : as regards, with regard to HC}= ZICISH 59

as for : =speaking of, as far as ~ concerned, = ~0j C{5}0{ ZrotC}
H :I didn't know as to that man.

As for that man, I don't want to meet him again.




2. HelA| o] Model letter 8 EIIHZ HeH K2l p.68
be permitted to mention: A g56}= Z0| &{=k|0{ QULC}.
« allow, permit, let, permission, consent, permit, leave

« Permit: "ZSHQl 5|7}, & LIElE ] A, 22 H2 F=2| 5{7I4A,
M3, 017} 2 W3t

* Allow : permit2Ct= HIHOl o2 =, T..& He|E elgstrt, ...
ol A UX|= Yelh = K2R MR

o Let: 7}& AAMHOl {E| 2 &{7ILF SO|E L£617| £ ofX|ak ... &
nﬂl-; '1\'7|' HAN\EI-J :: 2II:IIEE AI"Q'

« Permission : MAlo| £90| cE= E0O|E L}E}LH

» Consent: O{'d 7-H|Qto] E5l2{= et Zo S AAl

e Leave : 0|0 M= L2 4= 5 7Hpermission to be absent from
duty)2l= SEHot KO E Al



2. A2 A| 9] Model letter 9 QIEFEHN ZH22 HeWK 2 p.69

A ol AL}

= would like to A, wishX & LS| £ QU0 want & 52X 0| K|
T s

= desire to A

= wish to A 4| H0|1 Cia GES =2, 2= X7k oY

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

= want to A HE ==X590] =72

T GXlgles &£

= be anxious to A ~& Gats|Cl, ZaSHCH to+s AF = for(about) +
A}
o

no
0L
A
©
- |
N
Ot
|ok
=]
1|0
-
m
=
r|r

be anxious about (=be uneasy about= feeling anxiety) : £ SIC}
/My mother is anxious about my health. ({{L|= L AL =S €
ShelCt)

be anxious for (=be eager for, be zealous for, be keen for, long
for, yearn for) : ZUSICH

He is anxious for fame. (1= H@AdZ ZASHC})

=
He is eager for fame as well as wealth. (1= R{LFETDE OFL| 2} &H
- ZFOFSHCH)



2. A2 A| 9] Model letter 9 QIEFEHN ZH22 HeWK 2 p.69

be anxious to A ~= EUSICH 4 AtSIC} to+ s AP = for(about) +
A

be anxious for (=be eager for, be zealous for, be keen for, long
for, yearn for, desire strongly) : Z2S|C}

He is anxious for fame. (A= HA= ZOtSICH)

He is eager for fame as well as wealth. (1= X4t 0F OfL|2f &
L Z3rskCt)/We are really anxious for peace.(22|= BE57F Bot
£ 2L =8H Z9sta UCh

Every man yearns for sympathy in sorrow.(t-tLt 0| M3l /U=
[ =& 20 A O0{StCt./There are none but are zealous for liberty,
wealth and fame.(X}S, A 02|10 HAMHE GOtSHX| U= AEHS
OfR = QICH/We are anxious for the merchandise to be shipped
promptly.(8 53| MAE|Z 5| LS

We are anxious about the punctual shipment. X| [ff MA=X| &
A =L/ We were anxious that 3% discount off your price list
should be allowed if possible. Hf2}L}.

be anxious about (=be uneasy about) : 22! S}CH/My mother is
anxious about my health. (({{L| = L} 74243 E2{sStAICE)



2. A2 A| 9] Model letter 9 QIEFEN ZH 22 HeW M2 p.69
& Ealot

(& F0]) find a prompt sale, have a quick sale, enjoy a ready
sale, meet with a quick sale

(i =21 F01) find a ready (prompt, quick, speedy) sale (market)
for~, obtain(procure, enjoy) a quick sale for~

Please be assured that our goods are finding a ready sale
everywhere (in every market) SHAIC| H|Z0| L LA (B E A
ZoiM) B TofEln ct=E AS 235510 =8 LICL

EHS| g2|et 1 X|E H™SIC} : occupy(or enjoy) a specially
advantageous position



2. A2 A| 9] Model letter 9 QIEFEHN ZH22 HeWK 2 p.69

allow for &2tsICH 10 24S)CH = take into account, take into
consideration, take account of make allowances for consider,
make allowance for, allow for).

The boy had certainly done wrong but his father made all
allowance for his youth.

We must allow for the train being late - It always is.

(FEl= 7|A7F =222t A5 A2{oiof ottt - = J2{L{7)
make allowance for ~= A2 2H)SICH= take into consideration,
allow for).

The boy had certainly done wrong but his father made all
allowance for his youth.

(A 2H2 =d5| L& S5
g nefch

2019 T At make(allow, grant, accord)

To settle this claim amicably, we are prepared to allow a reduction
of 10%.(0|H B E & ATSHA s ZSt7| 2510 10%2| &ol=

ol E2 2|7t ASLILt)

st

X|B= 22| Ot X|= A7t of2|Ct=



Hell AEYSS ZEotX T oS =

2. A2 A| 9] Model letter 9 QIEFEHN ZH22 HeWK 2 p.69

Consignment

o

o|o|st7| = &

this consignment; O|tH MAZ

on consignment basis $|EHTHOf

Proceed

proceed with; ZIiSICE. T2 TISHA|Z|C}l MALS | A|SIC}

the proceeds less commission and sundry charges, =22} &
H| S H|e|et =

proceed on one's way; Z Z 2 L}IO}7}C}t MZISICE.

I
Y

o=



2. A2 A| 9] Model letter 9 SIEHEHIH ZAH 22 H2HRI2 p.69
Account(ZAXN|£|X| RiC}, T = HL}.)

Your account for $3 is now overdue for three months.(3EH2{0j|
Ci st AL A’d0| X|= 370 S¢to|L AN x| & USL|C})
The balance now standing to your credit amounts to $3.(FA2]
oixfe| CiH THeH2 3T2{0f FeLILCt.)

This letter is request for overdue payment.(0| A{4I2 O|ZX| CH
=8| X2 278517 ¢t AL C})

We hope to hear from you with a remittance against our
invoice long overdue. (221 EQF AX| K| X| &N U= THAL SEFH

of cist =448 1 AFsHCL)

Your account for $3 is long overdue.(3E2{2] HAI2| #’d0| 2=
S ANE[X| §n ASL|Ch)

We ask you to extend the following credit for 3 weeks. 41 8%
of #a7|tE 3FE L AESIK FA|7| HEEL|LCY

“Z|4td " (F “the day following the day when... is received”)2
AHekde| XLt He|E s=Alelo] +=F ot 1 ChS =0 sl



2. A2 A| 9] Model letter 9 QIEFEHN ZH22 HeWK 2 p.69

meet

We will meet your requirements.(=satisfy, == A|7|C}), meet
the requirement, meet your request, meet the demand

This will meet with a ready sale(=face, Clj{-&5}LC})

We will meet the claims with counter-claim.(StA{C})

We will meet all our debts(=pays, X|=5}C}, Z¥LC})

meet(with) one's approval, 521 AL}.

meet with a ready sale & Z2|Cl/meet the draft 2t0{2 & X| &
SlCl/meet competition Z4%0]| 0] 7|C}/meet an account= #|4{HS}H
Cl/meet with your immediate acceptance FA| B0} =O0|Ct. FA|
S LHSlCH/meet with your proposal #AF2| H|QtS THE Al 7| C}
meeting with our requirement TtALC| 7|=0f Hatol

meeting with a person face to face 2| - HEt

meet your claim 4 At2| S| S B0} =0|LCt

meet its engagement X £ O|SSIC}

meet one's needs Q2 S == A|7|C}



2. HelA| o] Model letter 9 SIEHEHIH ZAH 22 HaHHI2 p.69
be bound up with ~2} 2 &t 2tAH 7} ICH= have something to
do with = be connected(linked) with

= be related to)

The housing problem is bound up with the problem of rent
controls.(FEH A= A SH =X <t 2 2A 7k JACH



2. A2 A| 9] Model letter 9 QIEFEHN ZH22 HeWK 2 p.69
Agreement vs contract

A S EZ0JOfH (SGA, 1893)0j|A{= DjOjA|ko| &
“Contract of sale”"S AI2SIHA L, AL HO|HS
StAHL E= AYME = det =40 dxE A
Of A 2f M-S of cHet ofjoj Al 22| F <0 etolo| £3| “agreement of
sale”0|2t= 80 & Ar&ot1 UL}

OO SUMHMY M= HEH 0| U= E =&t &
SALKES ALO|Of| O|RO{Zl HAIH LYK= FA|H &2l &
“agreement”2} 11 St 0|2{St THAIXIEL| €Holo| Atz MElE =t
B HE&AZ “contract”2t11 g2|ot 1 QUC}.
O &t} 20| A=5H SSAH LY &7 oA 20| Lt AlS5E KA A
ol CHE|™MAIY =2 1 MEZ Hof MEojojA Lo|Lt =ZHE Ak}
H|<=35lB 2 “contract”" HC}= “agreement”2l= 8 E AIE5I=
Ho| 25| &ge2lH



2. A2 A| 9] Model letter 9 QIEFEHN ZH22 HeWK 2 p.69

A<= M ZSIC : made (...by) vs entered into (...between)
AtHZE elojeiCi= FolA = ooy Z3. 8Lt EfSA}
“make”" &= HEUMPE AXSI= 0| ”enter into"= HE2H|
FAKL S T=5= 28 Y
[L}2} A “made and entered into (...by and between)"= 1 E|-°01|
HAE F 712 2|At7F o] AlZFE M ZSt L ("made ...by") 1 A1}
o] & 7H2I 2|Al Afolofl= A ‘l.'“é,*EI HEdA 7t EE E[UALCE ("enter
into ... between")E}E ojojal

ARSI 22 T of Aors H Ao
+olo 2 Mo HEBAT YURIUG S BZD



2. -'-‘._J-.?-Q Model letter 1 JHE S Xl p.71

etg{ =L}, X|™S}C} : advice, inform, announce

establish

old-established, long established F&Q =

well-founded, well-established: =&l El, ™HEtEl, 7| X7} CHEHol
o2 £ StHSCT : to establish a market for

establish to cover A ~0j Cljist A %2 7{dSICL. ~0f Cist CH=
2N E #lsl & 8FS 745t

to set up(esp. an organization), 7§ 45}Ct, 7 2otCt, & SICH
establish a company(firm)= 2|A}E A &lSIC},

establish an L/C= M 2% 7| & 5}C}.

establish business connection with= 72| 2tA4| & 7} A| S}LC},
business& M=tol= ALk QILC}. connection L 210j relation=
A2t &= 9IC}. (= enter into business relation with, = do
business with, =open an account with) I have established

myself at the above address as a commission merchant. /2|
ga0] 7S 7HH SO



2. :ll._-l-ﬁ-%," Model letter 1 JHE S Xl p.71
act as the representative Cj 2| Q12| XtA S 2 MESICH TS E
A-S St
act as our agent EALXIO| CHE| QIO 2 A HZSIC}
Both sellers and buyers shall act as Principals not as Agents.(0f =
Qlut O =212 CHe| 2= A7} OfL 2t =12 2 A AHelStH7| 2 StLf)
be in a position to :
can HC} 22| B,
O] &o| 2¢
= can= be able to
= be in close connection with = --2} XI2l5I 2| £ i QIC|.
= be in position to =can - % Q& UZo| Uk -F 4 ULk
We are sorry we are not in a position to execute your order. &
ALZE HAe] F=EE o|dT &= gitt= A0 YL CL
SEED
Competitive(low, lowest, cheap, attractive, reasonable,

reasonable, favorable, good, workable, utmost, rock bottom,
keenest, best, very best)price

dim

6| cannot E.C}= be not in a position



2. HE Xk Model letter 2 &l XIALS] &2l p.71

~StA| £|0f 7|2C}

We are pleased(glad, delighted) to+root

We have the pleased of ~ing ~S}#| £|0{ 7|8 C}. 7|7H0] ~3S}Cl.
It gives us pleasure to+root

@ We are please to inform you that we have commenced the
import business of silk goods.(THAL7| H|EHH|S2| = HEHE 7H
AMotictE AdS HAAl E2|Al =™ 7| &L )

@ We have the pleasure of sending you a copy of our latest
illustrated catalog by airmail.({] Al | 32 HO=E ThALQ] X|Z2
o| =9l ZIRE 18 & TESH k|0f 7| ELILC})

~ [ 20|(on account of, because of)

~9| BtO|C}. ~Of|A| X|2{OF Str}, (~Z2d2) OFESECH(due to, owing
to, on account of, because of)

This money is due to you.(0| =& Xty4|7} gtojof & =0|LC})

The accident was due to his carelessness.( Al1l= 19| B9
EHO|RALCH



2. HE Xk Model letter 2 &l XIALS] &2l p.71
volume @ S @ CIE O M @
volume orders ~ rush CHEFFF0| 2| =5}C}
E &2 E0|CH=reduce the volume)

~ for the first volume of a series A|2|Z&E92| H1AHS 0| T2
SiCt.

entrust: E0f|A| M o|L} 2T S B7|LC}.

entrust A with B one 0|4| BE $|QlS|C}. & 7|C}

note ® {2 @ B2 ©WX| ® 4= @ 0= © FA

please note that @HEHEE that 0|5} 5 AL Al EX|T Uj

At2st= B9, ~0] §'356}7| HIZ2ECL. please be noted that2| S E}
2 AMZE L

(be) famous for ~2 2 S HSI = be renowned for, be noted for,
be celebrated for).

AHelfl= ~5t7| 2 siCt.

business is to be done(transacted)



2. HE Xk Model letter 2 &l XIALS] &2l p.71
at all time: always , in all times( x )

attention

call attention to ~ 0j| Clist FO|E =t7|A|7|C}

paying thoughtful attention to) :~= 112{6}0]

attend to (= pay attention to, be attentive to) : ~0f| F2|S}LC}
Parents must attend to the education of their children.
(FES2 X S2 wK0| 2|5l o strt.)

pay attention to, give heed to ~0f| F2|& 7|2 0|C}(= observe
and listen carefully)

We must pay attention to his style.

Fel= 39| Mol =2l 7|20 0f strt.)

Please pay your prompt attention to the execution of this
order. £ FE2| O[O HA7} SZHQ HIE{ S 51K FHA|L.
We will appreciated your careful attention to this matter.

O] Lol CHSHAM HAHHIAM Mialet Bi2{S sl FAIH ZASHL S L T



2. HE Xk Model letter 3 S X2 B A p.72

ot 24 =Ll (advice, inform, announce)

inform A of B A0j|A| BE &2|C}

inform C}30)|l= % X0 240l of7} 2}0f g We happy to
inform you of our position in the market.

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)

We are informed that the original of this credit had been
forwarded direct to you.



2. HE Xk Model letter 3 S X2 B A p.72

tell, inform, advise, acquaint, apprise, notify

Tell : 5L} AMHO 2 ‘2|ClHo| S£/2UdlE ol L

inform(&2|Ct, SX|SICH2 2FZ 4] S Aj2|= et &, o Ad
O|L} AZO Eet XA S o= AlEfete| %7 Hot= AS 2=

Her letter informed us how and when she expected to arrive.
2°80f| M informO|2t 11 SIH, FH, X|A S e{F= AR OfL 2L,
a3 AS o FAC= AS U= oloA| Sst= ANK| =Z8
Were you not informed of these things?

Inform2 X LZUCI7|HCt= otd A9 A= €S gEl= A.
informed sources(#$| U= AAE, stAlol AAME) .

A2 20| A, We will inform you when your order is ready?(¢| S}
of FEF0| S THIxl= U2 X6l =8| SLICL)HMAMF
inform3 2= 212 Oj7f % f2|= AS Feot.



2. HE Xk Model letter 3 S X2 B A p.72

advisee= "ZolA ‘XA, HEE S#0 ofL|z2}l, Z15ICHo| £2
2otCt. I advise you to drlve carefully over the holiday
weekend. 0{7| A S20| STE|of, S3] 4% Zo|= ‘SX|Sict, Uz
CH'o| 5£o & M QICt They advised him that this was their final
notice.

acquaintE 'Yz|Cl'o| Eo 2 M= Zi2 AR M= D EH O|X|TH
0| 2YAM= BEEH -8—“" I hope you that this was their final
notice./ He acquainted us with his plans.

apprises HE M0|X| &= wtst &3z [ of 7} 2L},

He had not been apprised of the shift in foreign policy.
notify= &4 & # (official announcement)L} Al EX|(formal
notice) & °"0|-0|: st 43 adg|= 7S Wi,

The college notified him that he was awarded a scholarship.



2. HE Xk Model letter 3 S X2 B A p.72

in consequence A2

as a result(consequence) (of) (~ 2|]) ZItEA{(= in result, in
consequence of).

As a result, the harvest has shown nearly 10 percent increase.
(2 A}, 32 & 1I0HME S71E2 =L}

We agreed with each other and as a result the matter was
settled at once.($2|= °|749| 2X|E HQYO M, O An2A 1 &
M= & o Z=IAL)

Lamented death Oj Aot =2

the late prime minister: =4I, the late lamented 119l

take place: ¥ {L}C}, ZHE| | CH

come about (=take place, happen, occur) : & 0{L}C}

Tell me how the accident came about.

(3 A7 OEA 2o{B=X] WA ol Che.)

Changes took place in grammatical forms.

(Hel= A FEjolM TRt )



2. A%

=TT O
Devote oneself to ~0f HE3s}C}
refer
refer to A as B AE B2 7tF5IC}
refer to ~ 0f| CHsl 2 S}Ct
AAHM BESY 5 YEE
for your reference
for your information
for your reply

For your reference, we with to refer you to the cutting samples
enclosed from your shipment. HAPHAM AESIA = QT E A}

ol MY E T EF S SSoI2L| H15tA|7| HIELICE.

At foot A{Al 20| 0]



2. HE AL Model letter 4 3| At 8% p.73

Have(take) much pleasure in informing &2|= Z10| 7| B}

in the same manner as before X|27}X| o}l ZHi} 2 HiAMo 2
take advantage of, avail oneself of, utilize, : ~ = 0| 29}LC}
make(good) use of (£4|) 0| &5}|LCt

You had better avail yourself of this opportunity.(L4= 0] 7|2|&
0| & ot= 20| £LC}.)

Navigators have been making good use of it and other surface
currents for hundreds of years. (26Xl = 8 H S 0] 5f
Fet CHE ol = & Ol 8ol 2*ch

show off 1} A|SICt, E2{L}Ct(=display to advantage), X} 25l HO|
C}.

It is bad from to show off one's knowledge.

( Xfdle] X| A& Aot A2 F2 ¥0| X )

- Al S = =



2. HE AL Model letter 4 3| At 8% p.73

~8 F=A|7| HRILICE ~8 REFSHL O}

We request a continuance of your patronage. THA= F# Al2| Off
19| X|#H2 @™HeL|Ct. = We solicit your continued
patronage(custom).

solicit(ask) A to(for ~ing) AQj|A| ~€t Z1 S EEISIC}

will(would) appreciate ~ing

We solicit you for your cooperation in this matter.

O &0l CHo M HAtL| =S FE ==L CL

We will appreciated your careful attention to this matter.

O &0l CHoH M HAFHIA Madct Hi2{S off FAIH Z Aol =L C}.
Your prompt cable amendment, upon receipt of this letter, will
be appreciated.(0] AgtS B= FA|, M551A ML= FHHEH5H0
FAIH ZASH S L CL)

Your prompt telex amendment would be appreciated.

dEAE Be| 8510 FA|7] HiE L L}

We solicit you for your cooperation in the matter. 0] 0] C}l{5}
HAS| g =0f ZAIER L|CY.



2. HE AL Model letter 4 3| At 8% p.73

arrangement @ Hi€ @ ™| @ o2 @ €™
make arrangement for ~gt =H|E S}C}.
=make preparation(s) for

no efforts : £€s6}4|, 20| & QIC}.



2. HE AL Model letter 4 3| At 8% p.73
no efforts : £€s5}4|, 20| & QIC}.
every effort is being made =22 7|=0|C}
efforts to do ~old{= &
in an effort to ~6}7| §lot 24O 2, in effort to (X)
exert oneself, make an effort, endeavo(u)r). : .= & S}LC}
I hope you will exert yourself in the work.(Lt= 4|7} O €0
=5}t7| S HIEtC}.)
After all his effort, he has failed.(.-.2H3M 20| Sl 42 1
= AIfHChH
He made an effort to learn English.(1 & G0 & H|2{10 L-=3H
C})
We will do our best to ship the goods within the date(do our
best, do the utmost)

make(exert) every effort, make all possible efforts, make every
endeavor, do all in our power, do everything we possibly can,
do as far as we can.



2. HE AL Model letter 5 2SS PR p.74
Concern : ~0f ZtA|olC}. ~FAlSiC) ~0f 2t S ZECt 4% o|C}.
2| At : firms, concerns, companies, houses, corporations, limited
be concerned about ~ 0 C}js}] Zd7ds|C}
have to do with, be concerned with, be concerned in(or with),
become occupied with : ~2} #A|7} QIC}

We have to do with the facts, not theories.($2|= O|=0]| OfL]|
2, 1 A&l 2HA4| 7 QUCH

apply to (=concern, fit) : ~0j| H-&&L|LC}

He is said to have been concerned with the crime.(d= 1 ®HZ]
oF #&0| QLIS EotC})

for my part (=as for me, as far as I am concerned) : L} 2 A=
I have no objection for my part. (L} 2 A= YL SEX| F=LC}.)

As far as I am concerned, we can leave tonight.(L}0j £t oF, £
gl 25 MY ME = ALh

Thank you for the concern you showed. Z4dsl| M A ZHAfeiL
C}



2. HE AL Model letter 5 2SS PR p.74
AMES ol ATk
have been domg business
"'% 6H2J— )A I'
have been ~ing/have kept ~ing

We have been doing business for over twenty years as
exporters of stationery. g Al= 245 =ZYUXIE A 20H 0| 40|
LI AfES dFol_n JQIEI-

They have been exporting toys to Africa. & &A= Of=2|7}0j
24E sEol ALt

American Trading Co., have been importing sporting good
from Korea. O} 2|7} R H4AE St 2 REH AXXEEES +¢
of 21 SlC}.

We have been exporting sporting goods to Asia. THA}
7= OMAOH0]| =Eoll 211 QUL

rir
Mo
Ol
-



2. HE AL Model letter 5 2SS PR p.74

throughout the day o} ¢

Mostly(= for the most part, in general) C{ £ &, CH7H

The life of man in this world, for the most part, a life of work.(
O M&of|M QI7te| Ma2, LR E L2 MEto|LC}t.)

European countries are, for the most part, tired of war.(§& 2|
L2t 2 LR 20| Hdof| 4SS =771 U

around(round) the clock, day and night, without stopping(s| X|
OF 71, 24A|ZF LYLK)

They seems to quarrel around the clock.(A=2 AL} CIE=
A ZL})

feel like ~ing (=be inclined to [or for], wish to do, want, feel a
desire for) : ~5}11 AlC}

I feel like taking a walk for a while.

The cat may have milk whenever he feels like it.(1 10| = £
7= H1 As HH ANLH HE = ACH



2. :ll._-l-ﬁ-%," Model letter 5 OH2ts= &&= p.74

hesitate to take the risk 1 & B &2 FXSIC}
do not hesitate to ~ ~5}7|& =X s}X| O2}. A&X| 210 ~5}2},
AEX BHO|DZ WEss 2ol £

in contact with, in touch with, come in contact with, come in
touch with, be(keep, get) in contact with : ~2} H=5}Ct~0f 5
B O{X|X] 2L}

Our troops were in contact with the enemy. (22| L= i}
HHALCL)

We have keep more in touch with world developments.

fEl= Mae] o F|Eo{X|X| 2kofof stL}.)

As he is a diplomat, he comes in contact with many people.
(A= oo M B2 AR E1 FS5Ttrt.)

Our troops were in contact with the enemy.(&2| #Cll= M1} =
=0l L}

get(keep) in touch(contact) with, communicate with ~2} ¢S}

Ct./How soon can I get in touch with him?(2} ¢12tsl=0| A|Zt
ol o-l|:||.|_|. 7-|E.|77|.7)



2. :ll._-l-ﬁ-%," Model letter 5 OH2ts= &&= p.74

go through ~= S4}StLl, EULE, & 0] ZALSILH= examine), 4

Ct(suffer), AC| | L Er(endure)

~= C} M H 2|C}(= spend, waste).

Let's go through the argument again.(CtA| Bt H O] =9|& HETS|

HX

The images received through the eyes are referred to the brain.
= oA 202 &2 Ho JHEL

L O O L—

Through the recent advance in sugar, we have been compelled to

rise the price of the sweets somewhat. | 87149 252 =2
':|'A|- o.||_ 7(—|E A'.EI- 7|.7:IQ 9E|X| oo A O-IO-IA|__||:|-.

1= = lIs =2 T HAAH

Through the Chamber of Commerce, We acquired your name.



2. :'l-l Q II- Model letter 6 SEEZF 22L& F p
to come by = X|L}7}C} FA| E2C = 2t A} o|O0|7 &
come by : EIE"'HZI-(obtaln acquire, obtain, procure), B2 (visit)
otCt, ~2| 25 X|LIC},
Did he come by that money honestly? (17} 1 =2 H2I51AH &
ALLE?)

This book is rare and difficult to come by.(0] X2 ZIF A &
817174 BECH

anticipate: Z|CHSIC}, & 12{S|C}
larger than anticipated O A= 74 HLC} & 2 larger when
anticipated( x )

We laid down a plan for the coming holidays.(%2| = C}7I+=
FU0 et A2 S Msich)



