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Selecting “ TOEIC Vocabulary 1&2 ” for Beginning-Level Students and
Measuring Its Effect on a Sample TOEIC Test

Kiyomi CHUJO*

The purpose of this study will be to select two sets of vocabulary specialized for TOEIC tests and to

measure their effects on a sample TOEIC test. First,a database of TOEIC test vocabulary was created

by accumulating seven sets of retired TOEIC tests, which were actually administered in the past and
released to the public, and five sets of TOEIC practice tests. Then, the database was analyzed and two

sets of 200 target words were selected accompanied by two examples each demonstrating usage. These
words and examples of TOEIC Vocabulary 1 & 2 are listed in the Appendices 1 & 2.
Second, the efficacy of “TOEIC Vocabulary 1 & 2”7 was estimated by calculating the vocabulary

coverage coefficient of each vocabulary set. It was found that a learner’s communicative proficiency as

measured by the sample TOEIC Test could be improved considerably by learning these two sets of

vocabulary, when all factors were held constant with the exception of vocabulary knowledge. It was

also suggested that learning English through using these two sets of vocabulary in conjunction with First

Listening and Introduction to College Life, which are CD-ROM materials for teaching listening compre-

hension, could further improve learners’ TOEIC scores.
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Appendix 1

[TOEIC §8%& 1] (page 1)

HOEh J=SLS H %
EY 3 A <HijH>
company &t telephone company it steel company S8
cost a A b production costs EEE T A b cut costs I A M EYIDFED 5
corporation &t United Foods Corporation 274 7y K 7—X3—&V—y 2> trading corporation p&#:
firm Egan consulting firm I ¥ Vv7 4 ¥ /& software firm vV 7 k£t
incorporate (INC) et Samson Incorporated ¥4 Y A& Apple Computer, Inc. 7 v 7VavEa—5H
trade “5 free trade HEES trade barrier & 5)[iBE
major KFED major credit card KFFRESHDO A —F major corporation K13
development FIE, PSS economic development F&FFFE staff development Ik EWHE
corporate 3 an0) corporate information &4 D 1R corporate lawyer N+
profit Flz company profit &HOF|ZE profit and loss H%&E
EVAA <Et>
labor 1 labor costs J7 52 labor conditions 7@
expand KT 2 The economy was expanding. ##IZAL T, expand the number of branch offices ZE#ZHEP T
manufacturer R =T — manufacturer of cellular phones HHERED A — 4 — television manufacturer 7 L E X —% —
regional Higgk D regional office % #t regional news H#ilg = = — 2
finance s the finance department 5 company’s finances £x#-D ##5
protection TR environmental protection B consumer protection JHEFE R
environment ji e safe for the environment B2 4 70 damage to the environment Bz #2187 5
law boRE tax law Biyk law firm HEEEEHHT
expansion LK expansion of a motor company H#HEHDFE  expansion of the library system HEHE S 2 7 A DK
protect F5 protect the environment Bis %57 % protect workers against injuries 3 & F{#% #5F %
AR (1) <>
employee HEHEA moving company employees 51k L&t OfEZEE  store employees JE &
department R the accounting department £5H the personnel department AR
require WETHD What's required for this position? Z ORICfIAAETTA,  Programming experience is required, 7077 3 v 7 BEALETT,
submit T2 submit a report 5 ZHEH T 3 submit time sheets Eh#E 2 H2H 4 %
accept ZIFANS accept a new position H L WHIfI #5] & 521} 2 accept an offer L %% F AN 2
benefit FY salaries and benefits f&k} & f@F|E 4 medical benefits E#EFYH
experience iR work experience overseas #E/ COEIEREER  sales experience HRFEAEER
division Y international division of the company £#OEEI  research division WFZEERM
advertisement (ad, ads)  [AfF job advertisement KA % newspaper advertisement Friis
excellent FTIES LW excellent base salary & \WEAFA excellent location 7 1F & L Wizl
ANFEQ) <>
remain MR 2, £&%5% remain competitive $i5+/) ZHERF I 2 I will remain here. Z 22 E% D &7,
transfer B8y 5, (BAh%)EXTS  He was transferred to Boston. B RA b cE#H L1, transfer a call B E X T 5
recommend HEET 2 I recommend him highly. #%Z2H#£E L % ¢ recommend the restaurant DV A k7 v 2#H 5
employment JEM employment agency §&Z AT termination of employment J&/H D#HE
range i P salary range f&¥H D #HipH age range i O HipH
detail R, FEL b3 details of the position % DD detailed instructions FEfll 752
candidate sl candidate for the position Z OEkOBEM#E  ideal candidate BEAHO R
promotion S, IRFeiEE She got a promotion. 2 iZH#EL 72, sales promotion HR7E{EtE
agreement E2 ] sign an agreement ZFJIZH A > 5 business agreement FF3EFHY
degree AL college degree K MDZEFEEFE degree in architectural engineering HEE .22 D2 fir
AN (2) <HiH:>
service ESr customer service &Y —E X public service ZAHEERZE
staff i53=1 technical staff FifliikE cleaning staff kS
director HE board of directors B¢ directors of large corporations KEZEDFEE T H
president iz president of a company &4t vice president &£
representative REA sales representative HRFEfCEEA customer service representative %%
operator (FEFED) & #TF, #EE telephone operator i DA T machine operator B OEHIES
clerk &, BHA sales clerk J5& front desk clerk 7w > k72 7 {%
reception 21T, #els reception desk 3Zft hold a reception #GHE %4
engineer Y27 automobile engineer HEjH > Y =7 construction engineer T > Y =7
responsible R responsible answer E{EdH 3 [H%Z be responsible for the damage HE I L CHEELRH 5




[TOEIC 58%& 1] (page 2)

HOEh J=SLS H %
ANF(2) <#&HF>
force (R %E T 2) B plant work force 77 > b+ D71 sales force HHF — A
operate BET 2 chief operating officer (CO0) fE#ITHETSE, HE operating costs 2%
official e government official BURT%E city official T DI%E
responsibility F=yin position of responsibility Z1{F® % Hifif auditor’s responsibility &t E A DT
relation [ES[Es business relations i3 [E4f% the public relations department JA¥RER
individual [EPN individual’s ability fH A DRE each individual of the group 7 V—7D—A—A
various EFEEFER various positions & ¥ & % 2T various people & ¥ & 7% A%
editor firE journal editor #EFEMREES editor of WORLD magazine 7 —V R 3 DfREH
manage eI 5 managing director HEHER, HE (@) manage a sales office BiFeZEB AT 2@ E 3 %
publisher H R newspaper publisher #rfitt Who’s the publisher? HR#: % & Z TT 2,
Sk <HTE>
meeting & meeting room SHE important meeting KZ 743
attend HfET % attend a meeting &% ICH % attend a seminar ¥ 3 +— 5T %
project Fuy 2 b highway construction project FEGEMEXEIE  begin the project 70 = 7 + ZBllhT %
indicate NY Please indicate the address. fEffZRL T &0, What does the signal indicate? Z DR RFAERL T2,
intend BEXMT 3 For whom is this memo intended? Z 0 2 % EEIZ R 12 b O, the intended effect 425 - 72 %%
activity TEE) monthly activity report A GBI activity chart {EZE T2
decision Pl make a decision 03 % the firm’s decision 30D PLEZHIE
committee ZFE= executive committee EITEES committee member ZELD A >N —
prepare HET 5 prepare for the presentation £ D %7 2% prepare a document EHH % ERL T 2
suggest R’ET 2 suggest a new plan Fratl ZHEEKT % What does Nicole suggest? = 2V I3 2HET 2D,
<>
consider FET 5 consider your offer H7% 7z OB L% X <#2Z2%  consider hiring more doctors & % { DEHiZEHHE% 72
appropriate )7 appropriate form )72 & appropriate title #¥]7% % 4 v
encourage $Eph+ 2 encourage Internet use £ ¥ 5 —4 v b OB 237 5 encourage a project 70 x 7 h ¥ T %
complaint i many complaints 7z { & A D¥H workers’ complaints J5## 7z 5 D 1E
bid AfL bids for building the bridge #&D&ZHD ALL bid date AFfLH
deal W51, Wy 2 special deal FBIEE| deal with a difficult problem ¥t % 4L - 2
claim FER review your claim 5K % HiHET % claim form &K FIff
original JCR D original plan JFZ original cost FxFNCFTHE & L7z RO E
improvement theE discuss improvements Sz i 2T % make an improvement &7 %
organize FHE T %, MR 2 organize a sales campaign ¥ —\VA « ¥ v Y-V %3 E T4  organize a project team F0Y x 7 hF—ARHE

~—=r T4 7 <HiE>
marketing

estimate

demand

affect

cause

review

case

economy

prefer

predict

R=T T4V
REb D

P

WET 2

R, 3l
NG, HFHET S
E=2]

R

Irte
FET 5, FHT2

marketing strategy ~—% 7 4 > 7 HIg
cost estimate DO RS D

supply and demand 5% & fitf4

A major storm affected businesses. K& IZERIHE LT,
cause and effect JRA & ff %

review the newest data HH D7 —4 % & {FHN2

case study about a steel company $kEI&H 12D WL TOEHIRFE
healthy economy {847 &5

Many people prefer large cars. % { O ARABHE 2 IFE
predict the future k% F¥57 %

marketing division ~—7 7 1 > 7 &5
estimate of moving expenses 5[# LR 0 HEES »
present demand FifFEDFEHE

The decision affects us. % DWEFHRL ICHET 2
cause serious damage EAKRMERF| ST
review the building plan % D& G HE % FHE T 2
the most recent case fx & 3T D ZEH]
economy of Singapore ¥ ¥4 R — VERF
preferred customer club #HFEE 27 77
predict sales growth 7% _F¥N% P19 %

T T4 T <HA>
inflation

field

figure

quarterly
approximately
availability

factor

analysis

analyze

forecast

Ao 7v—yar
538, Bl

Ber, Gt

B S:6[0)

1XE

MR C &
B

34T

2R

Tk, THI

inflation rate A > 7 L3

field of international business E}F 'Y % A D5 H
figures for last year WEAE D
quarterly report PY-ffERE S
approximately 20 years 1FIZ 20 4E[H]
market availability T ATGEM:

key factors in accidents ZEiff D E % 7¢ Hi[A]
financial analysis JA#4#7

analyze data 7—% Z53#1 3 %

weather forecast K& T

effect of inflation 1 > 7 L D%

field office B HsH

production figures ZEPEE

quarterly sales VU455 F

approximately 7 francs IXIX7 77 >
availability information EEETE

factors determining prices flik& e A
analysis report ML A — b

analyze competitive products FEFHHFOEM &7 5
forecast for the stock’s growth koD Bl
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HOEh J=SLS H %
F 7 4 AR <HiH->
area Hutsk downtown area £ ¥ 3 Af Chicago area 3 # =il
form FAHE (F) fill out a form HMIZEEAT 2 order form FH:&H
complete 5ET9 5 complete a form HKOLAZTET T2 complete a procedure Ffi & 258 T T %
supply HfE s, i 2 office supply 4 7 4 A 5D fi 2 medical supplies E3E5
file 77 AN, KRS file cabinet 7 7 A VF v EX v b file a suit FAZK I T
according ~izkhiE according to the notice BHIS B2 X hiE according to the chart I L 1L
fax T7vI A fax machine 7 7 v 7 A fax number 7 7 v 7 AH 5
announcement i make an announcement &3 % announcement of the results fEHRDOFFE
application H LA & email application E X —/V 12 & 2 Hi LiAA complete an application form B LiA&F#ICEAT 5
express S express mail HEEH express delivery (/INC1) B
X7 4 AEER <>
enclose EEaER) enclose a price list fifit§3 % [FlE 4 % enclosed catalog [REfD A ¥ v/
forward (B %)% T 5, #%T5  forward a letter to Sam F4f %Y A %S 5 forward the goods i) %2 Fk+ %
code 05, KA area code HHEES safety code Z&HiH|
suit A=Y, HHETH S business suit £ R A A —Y What day suits you best? flHB—FHEN L OTTH,
update 5% N | AP update old equipment HWEEERROLOIIT 3 update computer systems 27 ¥ 1—F YATART v 774 b D
complex (B D) E 1K, ¥z office complex & 7 4 AEV complex plan ¥4k 72 i
maintenance PREFEH building maintenance ¥ D& maintenance staff {#5FhkE
emergency FEH I emergency exit JEH 1 emergency light JEH AT
extension PR, RER Extension two, two, nine please. ¥ 229 BEWL 7, extension of the deadline #» YD DIEFR
installation Y £ 1 carpet installation % —-Xv k DHY £F1) heating installation BEFEZEE DH D 1)
~ % — < B>
check ANPIES write a check /NIJF %Y % traveler’s check {75 FH/INIF
million BHH twenty million dollars 2 FJ5 Kv $3million loss 3 F FVDiEk
charge ke, RT3 shipping charge %%} She was charged $200. {2213 200 F v kRS ik,
rate Bz, HE special rate Bk interest rate F/J=&
bank AT bank loan ##f70—> bank card #{TOF ¥ v ¥ 2 h—F
payment T credit card payment 7 V¥ v b h—RIZ & 32540 late payment SZfABELE
bill FHKE credit card hill 7 V¥ v b H— K DiEkE Bill, please. #iE%x B L £
financial B0, &Eo financial situation F#RIT financial magazine &:EliHER:
additional EfND additional tax BANDOFIE: additional copy BD T & —
expense feg— travel expenses HiRcE: moving expenses 3|k L2
A<
amount &4 a large amount of money K& amount enclosed [A]#} 448
cash W, Wb+ 2 pay in cash B&THAS cash a check /NNIF #HEb7 %
fee 4 rental fee L > % Wk} entrance fee A¥¥}
investment Eita= wise investment B & investment guidelines #&#& D#5ét
deposit TS, Hid make a deposit THE&T % pay a deposit Hisz%HA>
stock R, Af stock prices HRFRIES The product is in stock. ZDEFHEAFL TOET,
budget FHE limited budget [R & 17: F5 yearly budget FHFH
earn B He earned 80 million yen. f7ix 8 TJ7[#\>72,  earn interest FIE %=1 %
outstanding Khwo, Eni: outstanding loan @ — > outstanding orchestra #iLlz4 —% A + 5
secure Lels secure investment &4 & secure job with good pay #EHD BWERTE L 721
B <>
sale -, BR5E department store sale 7/%— b D% He works in sales. #IZERFEHRITCETW 3
receive 2% receive a discount #l5|%3Z1) % receive a phone call B %% 1) %
price fiEi B sale price i market price TR
purchase A make a purchase fA 3 % He purchased a used car. f{i3H &% E -7z
delivery i3 delivery service Fti#EY —E 2 delivery charge Ft3Ef{
handle OS> handling charge ¥V #oFHok} handle with care FE L TH >
item R sale-priced items ¥ — VL (CEFffish) item number TS
receipt ZUHS Z & receipt of an order 31 (FESC3Z4E) date of receipt i
furniture KE office furniture & 7 4 AFKHE bedroom furniture #ZEHFKE
obtain 52 obtain a receipt fEINE %152 obtain a discount 3L T% 55
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Bk J=SLS H %
HY) <>
expensive il 7 expensive machine =i Bk less expensive restaurant V' LEZWV A b T~
feature R, SR features of the computer Z DI > ¥ 2 —% OF  feature story FHEEIH
guarantee PREEEE, PRAET 2 guarantee on a camera # X 7 OfEE be guaranteed for one year 1 fERIDHFIN & TF
consumer HEH consumers around the world R OHEF  consumers prefer organic food HEERHARS (BHRS) #ifo
shipment Fk (fh) send a shipment F%X3 % missing shipment 175 ARBH D45
regular SEH D regular price Effi regular business hours 5 0D = S REE
examine ARD, BIET 2 examine a book ZAKZMIKT 2 examine merchandise B/t %K %
function HERE, BRHS computer functions 2 > & 2 — % DOKERE sales function HiFehk (55)
brand 7> N (D) brand products 77 >~ Np&iL house brand H#:7'Z >~ K
clothing 7k} clothing store ZFHH)E summer clothing Bkt
B AT <Hi>
local HiTT D local paper #i7C D local call HiNE3
apartment 78— b find an apartment )2 %189 rent an apartment SfEZfED 3
list VA b, &3 waiting list ¥ ¥ > 2 IVEEBE Y A b be listed in the phone book E&lEIZH T 2%
appointment TR doctor’s appointment E# D F#Y cancel an appointment FHJZH D {H 3
theater B movie theater HREAE theater ticket ZJ&DYIRF
personal fEAD personal belongings . personal computer /¥Y 2>
medical ERED medical service BEFFZERS medical office T
meal B85 light meal WA meal costs &%
electrical ELD electrical appliances fFEX#sE electrical equipment &1
membership £5 health-club membership ~V A2 5 7D E  free membership feki: B
IR NS <ff>
power EH power unit FEJFHEE power supply /TG
daily —Ho daily newspaper HTrf daily rate 1 HoO¥4
property g property value 4 E(fi{E resort property JI¥: A
remove Y B < remove snow [RE$ % remove your gloves F&E% 1394
alarm g, alarm clock H# UKt fire alarm K SEFRAIHE
estate R real estate NEHEE real estate agency NEIEEH
contain ai contain a lot of sugar #5335 \» contain a computer virus I¥Ea2—4 « 74 VAREA TS
convenience f5EF] convenience store IV EZLYAA N7 at your earliest convenience Z#iE D = K
household REER O household goods SREEFI household appliances S EEEALH
nearby LD nearby parking lot iT < DEHIE nearby hospital 3T < DJFERE
ZEITF B <HTF >
information e traffic information 23;@[E¥H tourist information center BEENT
available FIHTE 2 the next available train XIZ3Eh % ¥I|H There are no seats available. 22 ixdb D £ A
seat i Fasten your seat belts. ¥— MUV k2D &0, exchange seats i &b %
passenger pia taxi passengers ¥ 7 ¥ —DIEX airline passengers RATHED R
airport vk arrive at the airport Z2g§I23 < airport security Z2#EE(is
repair e road repairs EEEHHE car repair shop HEOEHE
construction T road construction &R T2 construction delay T.ZHiC X % #3
expect FHT 5 That’s faster than I expected. P Uz LD E»o7z,  expect delays due to an accident FHO7 DENASTEINS
concern Dg, BokE traffic concern %23 D .LT concern for the environment B854 2 Fii&
traffic 3355, AAHD heavy traffic ¥ L %28 traffic light 5%
BT B <>
officer & police officer % traffic officer 2B L D &E
fare kg bus fare /¥ 2 k4x train fare from here to NY Z 226 NY % TOFER S
permit 7, BT parking permit BEHLFFA]EE Smoking is not permitted. 25T,
route L— major route HEE route number F&iRE S
occur [ haP) An accident occurred. FEiHHL & 72 if anything should occur T—0O#HE 1%
reserve FHRT 2 All seats are reserved. ©JEHEER TY. reserve a flight RITHEE FHIT %
transportation 228 (FRE) transportation to the hotel &= 7 )V £ CTD%i#  public transportation system AFAGEY A T A
automobile SEIES automobile driver HBjHiElzT automobile accident FBjHIHK
crowd BT 2 The subway was crowded. # F#kIZEHEL Tz, crowded train i B FEH
license T driver’s license #HIRUFFAE suspend a license HFF5 ik
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B

i

LS

il

Bl

B3 A (1) <HEifE>
product

safety

quality

commercial

exhibit

regarding
inventory

sponsor

export

negotiation

B

s

wE, B

TED, a~v—Y ¥
JBREE, BN
whIL T

TERH, FEFEFH~
~DARYY =I5
i

new product Frilih

safety standards Z¢4HiHE

quality control fWE&H

commercial buildings PG E )V

car exhibit HOERE

regarding the repairs {EEICEIL T

store inventory /& DFEE

sponsor a web site V= 7 A FDARY I -2k D
car exports H O

trade negotiations & %W

demonstration of the product %450 KA
For Your Safety Z& D791z

the poor quality of room service —A#—EADEDES
television commercial 7V Ea2 ¥ —¥ v )L
art exhibit ZEM7ER

regarding your decision E#:DWEICEIL T
closed for inventory fEFEFH-~RD 7z K3
Her employer sponsors her. £HBHELD AR —TF
export sales HiitHFE

strong negotiation skills #7772 22 ¥ Tl
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access the station BRIZiTD <
competitive markets SO L i

a decline in spending ¢ H DA

cost efficiency 2 A &1

a franchise fast-food chain 77 =4 +7=R077 v F+ 4 AJ§
nonprofit organizations FEEFIRAK
assembly line fHA37 T OIRNAEE
receive an invoice 2%V iK% ZIFE %
distribute a pamphlet /> 7V v b ZEAHT 2
imported wine iAYID YV A >

easier access & D7 7 £ A5k
competitive salary fliZtbRTHIT 2HS & idk
decline the contract )% i %

improve the efficiency /=% F1F %
franchise owners 7 7 ¥ F ¥ 4 AJEDA —F—
professional organization B[Rk
assembly plant A7 C T4

return the invoice 2% VR &K% T %
distribute a product HL5, % Fii S & 3
direct imports LA S

EY R R (2) <HFE>

contract E2h] new contract FriRZLK) sign a contract ZHEZY A T2
equipment s office equipment FH#5Esds sound equipment HZEELET

provide ety 2, 523 provide better service & ) R\ —E X2t 2 provide the number F5 %5 2 %
location WA, ar—yayv plant location T35 DO #5HT remote locations FfiL 75T

package IINVE, AR send a package /NIE %D new packaging #r L Wkt
industry pEZE auto industry HBjHEEZE film industry M

research Wige, #H#E research assistants #ff5EBIF market research Ti¥H7

facility e, Rk repair facility S sporting facilities Bz

operation HAE, FAiT safe operation %47 a minor operation B\ >Fff

region itk the southern region FAZS#HIEk the targeted region HIZ & 2% i
EY AR (2) <ff>

economic 23-30) The Economic Times =2/ 397 « ¥4 AX economic data f&FDO T —%
headquarters R move its headquarters At % i3 2% company headquarters A<t}
opportunity 55 take an opportunity #£ %42 % employment opportunities &S
audit SR (B9 %) perform an audit £HER 21779 annual audit R E#

manufacture WG 25, S manufacturing plants %77 > b manufactured goods %%

site %, A b new building site 1 L WA web site = 794 k

decrease WA, W3 a decrease in sales 7 E DA decrease work hours BEt57 RFH 2 98 & 3
machinery TR, machinery breakdowns B 0 #ifE heavy machinery %

unit —{& the unit price Hififfi per unit —ffic > &

strategy G marketing strategy ~—% 7 4 > 7 HRl& sales strategy HRFGHEMS

ANFE LR Q) <>

manager R, XA assistant manager EBEfRHA hotel manager &7 VDA

offer ety 2, HLH offer a job fEFHZ#EM T % accept the offer HHLHZ3Z 1T AN S
management e, REE business management HEIERLE under new management FEEED Y & T
executive ’E, REBE the chief executive officer HEiFEHITTH  the executive committee FXEZE
personnel NEEE personnel manager AZEEBE the personnel department AZEHES
strike ANTAF on strike X k74 FhT workers’ strike @& D A »

apply HLiAZe apply for a position in accounting HEDKA bk EFET 5 apply for membership A<x% H LiAts
applicant B an applicant from a foreign country #4425 DIEE#  job applicant RE%kE

career e career choice THFEEN start a new career ¥ L WIKFE 2150 2
technical i) technical staff FflfA 5 v 7 technical manager FAFERE
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HOEh J=SLS H %
AFLEM Q) <>
vice B~ the vice president B, EIAME the former vice president FiE#:5, HiEIARE
chief 3= AD) chief executive officer fi it BEEH chief operating officer fE#ITEIEH
associate FLEIREE business associates F:[EFEEH Nelson Associates # VY > « 7YV ¥ A hiE
boss FH Mary’s boss X7V @ _EF] the boss’s daughter L& DR
employer TERE employer groups JEH#ZE 7V —7 employer-employee relations 571 0 BEf%
requirement B a requirement for the job Z DEFHOLE LM meet the requirements for the position # DA b OLELHERER T
resume JEREE send your resume JEEE 2% 2 update your resume JEFEEEZHFT 2
retire 5HERY % She decided to retire f4Zci353B 3% 2 & &P iz retire from his job EHEEF[ET 2
colleague Bl my colleagues from China H1[E» S OJFfE  my Russian colleague F.D v ¥ 7 A D[R
promote FAHET 2, FEVA He is being promoted. % iZ&E L 72 promote a new product k%58 D AT
ANFLJEM(©2) <Hi¥>
supervisor EE personnel supervisor AZEEHH customer service supervisor BV —E A EHHE
security Lihr, L security guards %' — K< > security system 25> X 7 A
client %, #HHEA ask the client’s opinion BAZDE R % & < the lawyer and his client 34 & fRHEA
technician B computer technician I >t =2 — ¥ Hiffi# training programs for technicians FAFEE 1 OFIEE 717 7 A
award H The Best Employee Award XA MEH#EE  present an award E%#5 2 %
accountant SR accountant’s office EF=EAT a qualified accountant HEME O
assistant itEo, BIF assistant professor B#% the assistant to Mr. Fukuda 7 7 8" & A OBIF
professor Ee a professor of economics ¥EFF DHIZ Professor Baker ~— 7% —#d%
lawyer FriEL corporate lawyer £t OREMFREL: lawyer’s office #3125
secretarial wmED secretarial services fhE Y —E R get secretarial help BAEICFm->TH 55
AN LR (2) <#&>
secretary s Mr. Murphy’s secretary ¥ —7 1 —[KD#:#E a secretary to the president #EH5E
receptionist ZAHE, 7u v MR new receptionist # L V3324115 hotel receptionist &7 VD 7 1> bR
architect Bkl the architect of the building = ®E )V OF M architect’s office ZEIFHIT
auditor [RcIN bank auditor #R{TDEFIEETRL the auditor’s responsibility B A D E(E
consultant B, avyuy s tax consultant BB+ hire a consultant 2 > ¥ V¥ >~ b ZJES
former LABTOD the former president JCAHTHE former clients LART D%
full-time HEOD full-time workers HF#jOHE work full-time H#O#H & L T <
overtime =EEaND) work overtime 1 % a special overtime allowance ¥R+
skilled B L 7z skilled craftsmen #f# U 72FE A skilled at motivating employees #8129 2GRS 4 Z LIHEL L
supervise B 2 supervise a team of mechanics 2fE L7 —A%EE T2  supervise the research department FF5EE[" % B& +
S <HTF>
conference s conference room £k attend a conference &I HfFE T 2
request Y, #HEET 5 written request CEHIC & % B request assistance B % %351 2
copy ar— get a copy I E—%ZITHS a copy machine I & —#g
discuss Hin g % discuss the matter Z ORJEIZ DWW TGRS % discuss every question 2HOEMIZOWTELA D
proposal fi o discuss the proposal 2RI DWTEELA S  revise the proposal R ZEIET %
seminar IS — the topic of the seminar ¥ &+ —D7 —~< regular seminar Eift 3 F—
session ~ DR, BAR question-and-answer session B SEILE D5 training session AR
document XE according to the document ZDXFHIZ L % & copy a document XFA2IE—F 2
procedure FIE revise the procedure Ffii & 2ZHE T % explain the procedure FIE%Z i J %
arrange #fES 5, FiT 2 arrange a meeting EDHEfE T 5 arrange a shuttle bus ¥ v b VN2 ZFT 2
ik <>
revise BIET 2, ZHET 2 revised proposal EIEZ revise the plan FHEj 2% H 3 %
regulation HIHI] new regulations #1 L WHEIHI] environmental regulations B3 B9 2 Bk
postpone FEHH 3 2 postpone a meeting £k & ZEHI§ % postpone the first payment 1 [EIHOFHALZEED T2
propose ’ET 3 propose a plan i ZHEET 2 propose building a new airport 2D EH #IRLT 2
convention K&z annual convention fEXRAL teachers’ convention #kE K%
workshop i ey after the workshop W5 0% T time management workshop FFE&E EFFES
measure ﬁﬁi, 2 new security measures # L Wyt measure speed #HfE %2 5
approve AR approve a plan 1 % &R 3 2 approve the budget FH % &3
confirm i confirm the time of the meeting £H QK #HEET %5 confirm your travel plans Fthe % HERE 9
demonstrate KT 5, T demonstrate a new product Hr#Li % FHEHIHT 2 demonstrate the use of a machine BROFE S 2R T
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Bk J=SLS H %
AT <Rl >
reservation T dinner reservation 7 4 7 —®DFH make a reservation I3 %
agency RERE travel agency MATICERE car rental agency L > % —4=th
agent lReiiE=" travel agent fffT{RHIZEH ticket agent 77 v b EURIE
delay Ehn travel delay fgfT0DERLE traffic delays 25@EDEN
transit FEOPE, Bk transit passengers FE D KX D% in transit ffipsrhic
visa e transit visas i E apply for a visa EV EHF ¥ %
arrangement #fiE, FIC make some travel arrangements {7 D ¥R %4 % the arrangements for your stay f&iH®OFHD
departure 7 departure time HFEHFZ] two hours before departure HFSFFZID 2 K
rental vy vDm a rental car V' > ¥ 71— this rental contract Z DV ¥ ¥ VY
terminal ¥ — 32 ), WK new terminal ¥ L\»% — 3 v computer terminal 2 >t 2 — & gk
AT <>
valid P RIDINEEL kA valid passport BRI O/ KA K — b valid for 72 hours 72 BfG%)
extend RT3 extend my stay for a week —HEWAEZIERET % extend the time of my trip fRITHIM 2R %
arrival HE arrival date F|#& H a week before arrival £33 % —HH]
check-out Fzy 77U b hotel check-out time ® 7V DF = v 7 77 b Ok stay after check-out time = v 7 77 MO bFET 2
pack FED 5 pack a suitcase A —Y 7 — AW %FE®H 5 pack some toothpaste HfE & % W12 A4 %
guide AR tour guide V7 —44 N guided tours ' 1 F{J &Y 7 —
single KT VR ED—AHOHE Room Type: Single #8ED ¥ 4 7 1 &> 7))  reserve one single ¥ > 7' )V 2 —IREF# T %
baggage F) collect his baggage D F1 %2 T % baggage claim FHiI3ZEHT
luggage Fh find my luggage Fi¥)% A2 % a piece of luggage ¥ 1 1
accommodate INET 2, HEHASES accommodate 50 people 50 A #INET % accommodate guests ZZEITSE 5
~ % — < B>
account [T bank account $R1711JE savings account 3 THE: 1
insurance B car insurance HLOE#B life insurance 4R
credit BH, BHIGI(Z7vyy b)) lose credit EH%%S a credit card 7 v ¥y h H— K
policy PREREESR, it insurance policy FRIREEHR the company policy &40 /5t
salary ek salary cuts #RlO5| & T an excellent salary Eif&
fund “E, BEEMETD raise funds A& %% % the funding for the project % DFHE DK 4FHE
statement R the financial statements A #5a5% your account statement [1JFEEBHHE:
tax Bl sales tax JHEHL tax forms B H 5 HIHK
investor B foreign investors #EH DKEEFR an investor’s viewpoint &R DA
PIN (personal identification number) ~ HFAFZ 5 your PIN number & 7% 7z DHEEEES change your PIN H5iFE&S 2% 2 %
A<
invest BET D invest his money in stocks B2 D& ZHRICRET % invest in a company &fICHRE T %
loan A%, o— the total loan amount f A &Ha%H bank loans T — >
capital B foreign capital #}& a small amount of capital /NEDEA
coverage 18 D AR-EF 4R insurance coverage I DFAF4HE TV coverage 7 Vv E i
earnings A average earnings ¥ this year’s earnings S4EDFS
adjustment Bk make an adjustment 39 % fare adjustment Bl
currency W local currency HiHiEE foreign currencies 4
payroll fEy S5 Ny o} payroll checks ¥/ INTF payroll costs §553 A b
savings s, Hik have no savings fr&: 537\ a savings of 50 dollars 50 R v DFi#]
reimbursement HWERL travel reimbursement FCEHAVERE L full reimbursement £4EAWE L
Fe B <Rl >
order 3 place an order FX %3 % mail the order 3 %Ik T 2
customer & customer service &Y —E A satisfy a customer B % d &€ %
cancel WYiET cancel the order X #H D HE T cancel an appointment F#Y 2D {3
refund HWRL, hWET get a full refund €4ELWERE L 2521 % Your money will be refunded. B&RHVEENET
merchandise RNy, BUEy department store merchandise 7/¥— s DG examine the merchandise F§ih ZHE$ %
warranty PREE a copy of the warranty ik within the warranty period iR
subscription FRIGETE subscription rates TSR newspaper subscription #rH D F IS
purchaser AE the purchaser’s receipt FEAZ THH Z L 2RTHOD the original purchaser JtZ O A#
discount H5] discount store Z5¢ Y receive a discount #5|% 5 1J %
chain F == FHR(D)E) a fast-food chain 7 7 —A } 7—F®OF = —>1t.  a department store chain 7/5— D F = — >k
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Bk J=SLS H %
TEH <f&H>
assure BREET % assure a Monday delivery BBEORE 2T % assure you of my support X =HH T 2
brochure N7V b free brochure fEFID/Y> 7 1Ly b new brochure #HL\»/ > 7Ly b
display =2l put up a display 5§ % display cases [#%17 — A
minimum RIER D minimum order $10 ¥E3213$10 225 minimum stay 2 nights f&i1Z 2 15 5
replacement P choose a replacement Ht D % 2 i %5 5 replacement part AZH#EER5,
supplier HaE, Shdses customers and suppliers % & HEHA#H medical suppliers [F# 5853
buyer BHnF find a buyer BWF A HDF % interest a buyer EWFORLZF]
defective Rbahsd % defective parts K defective product KR
retailer INFEEEHE food retailer BrRl/INEHH local retailer #ITCD/NFFEEE
mail-order SR the mail-order form @A LiA#A AT a mail-order catalog jEIR”Z ¥ 0 2
RFMH] <iFf: >
due WIHD, ~DzHiz Due Date: April 5 #iH4 H5 H due to time differences FFZEdD 7212
annual FE1ED the annual report £ EE annual income 4FIY
immediately EbHiZ, B Finish it immediately E 5 IZf&b 58 7% &> immediately after the test 7 A D3 LI
current B D, BAED current events D ik current technology HUAE D RFEFAT
monthly —»AM®, A—Eo0 monthly activity report A GBI E a monthly magazine HTIzE
recently T recently hired staff fTEDLNIZA Y v 7 became vegetarians recently BllEREEHEIC LTz
advance HHif in advance SEHIC advance payment HijfAV>
present HAED Mr. Suzuki’s present position $iARKDHAED AT your present address & 7% 7z DEIERT
prior ~ X D HEfI prior to your departure HFDH{IZ prior to joining our firm H 231 A % HiIZ
previous LURG D the previous year HijfE previous sales experience BARTD 4 — L A DRFER
IRFfH < >
ahead ez, BHivoT go ahead with a plan FHE 2D 2 ahead of time Hijd - T
upcoming L FREINTWD the upcoming holiday XDk H upcoming conference T { FE SN T 5 5EH
frequently LiELiE FAQ:frequently asked questions k< Hi % & go swimming frequently & < ¥k & 1217 <
quarter (150) 1Y in the second quarter &5 2 VU112 the last quarter %5 4 PY:HHIC
rapidly =St grow rapidly BHICKET 2 ask questions rapidly Kf = FIcERM %7 2
temporary iR D, —Kf % temporary workers FiRFEVL OB temporary positions —RRRY ¥ 3 ~
urgent 2 5=1) urgent meeting BASH urgent telephone call BAES
lately lt busy with work lately fITHEENT LW use the parking lot lately FiTEEHS; %> T\ 2
weekly SEH—[E[ D on a weekly basis —HEEHAI T submit reports weekly iV K — bk 22T %
promptly 1) decide promptly B[IEd 2% reply promptly BI%4 2%
H #4238 <>
register HHICT 2, BERT S registered mail EFH A register my car B%E§HkT %
envelope B a self-addressed envelope {5 Fi#H & a return envelope ¥{E FAEH L
gas AYV Y, HA gas station #Y ) ¥ A8 ~ K electric and gas service &/ A% —E R
inspection J=ti a fire inspection [fiK 2% D it a security alarm inspection FHiE~V 0 i
downtown AT, PR I'm going downtown. #1247 < AT the downtown area ZHEfl
rent RE, BHEV T3 The rent is too high. KEVET X 2% rent a car HE2ED %
registration x4 registration number B#k#E 5 registration fee Z#kkl
resident JEEE residents of Alaska 7 7 A 7 INOFER city residents TR
appliance ERa= electrical appliances 5 EHL5, cooking appliances FH#aE
identification By TCAEEH identification badges & JGAFHD /v 7 identification number ID %%
HH AR <#>
replace T 5 replace defective materials KIfEififi#5#13 % replace the computer I > & 2 —% 2T 2
vehicle H a stolen vehicle ¥s#fH Department of Motor Vehicles MirfuiF+ > 5 —
install (FEE 2 E %)Y 1) % install a washing machine YEiERE 2 3% 32 install a traffic signal {55 20 1) 2
detergent el a liquid detergent ¥&IA¥EH! laundry detergents ¥E#E¥EH|
newsstand (B H (M35 O78)E  at a newsstand HFHOHFHIHERETEE T a local newsstand HiGOF MR
suspend —RFC kT % suspend delivery fiti# Z—Ff A + v &% 2% suspend a driver’s license S IEAMZ T 2
beverage A food and beverage service fiA¥) £ RED Y — L A no beverages iR AYIHEHAZEIE
electricity EX electricity supply B/ the price of electricity &AL
cater L E3 2 a catering service fEH{ L ¥ —E R a catering company fEHE
furnish (FHE2) 203 furnished apartments KEff & 7,8— b furnished or unfurnished KEAf} X hEEL L,






