2-1 求職面試
Unit 01 自我推薦信
	Self-Recommendation for the Position of Sales Manager

	Dear Elaine,

  How are you doing?

  I’d like to apply for the position of sales manager in your company. With more than 12 years of experience as a sales team leader for a major shoe manufacturer in China, I am confident I can bring valuable experience, skills, and insights to the position. My resume is attached for you.

  Sincerely,
  John



Unit 02 面試通知
	Interview Notice

	Hi John,

  Hope all is well with you!

  Thanks for your application to Startrack. We were impressed by your background and experience. We would like to invite you to have an interview at our office.

  Time: 10 a.m. on March 22nd
Place: Room 202 in central building

Best regards,
Elaine



Unit 03 接受面試
	Thank You for the Interview Notice

	Dear Elaine,

  How are you?

Thank you for this great opportunity for the interview. Well noted. I will be there at 10 a.m. on March 22nd.

Best regards,
John



Unit 04 拒絕面試
	Re: Interview Notice

	Dear Elaine,

  How do you do?

  Thank you so much for your time and notice. Startrack is a remarkable company but I’m afraid that I’m not able to be there for the interview.

  Sincerely,
  John



Unit 05 詢問面試結果
	Decision for the Interview of Sales Manager

	Dear Elaine,

Regarding the interview for the sales manager position, I would like to know if the decision has been made yet?

Thank you for your time.

Sincerely,
John



Unit 06 錄取報到通知
	The Job Offer for the Sales Manager

	Dear John,

  I am happy to inform you that Startrack can offer you the position of sales manager, starting on May 1st, 2025. To confirm your acceptance of this offer, please contact me at the following number.
  
  We at Startrack look forward to working with you.

  Elaine Wang
  02-23960531 #202

  Best regards,
  Elaine



Unit 07 接受錄取報到
	Acceptance of the Offer

	Dear Elaine,

  How are you doing?

  Thank you for offering me the position of sales manager at Startrack, I’m happy to accept the offer to join Startrack as a sales manager.

  Looking forward to working with you,
  John



Unit 08 婉拒錄取報到
	Rejection to the Offer

	Dear Elaine,

  How are you?

  Thank you very much for offering me the opportunity to work at Startrack as a sales manager. I’m afraid that I am not able to accept it. 

  Again, thank you for your time and consideration.

  Sincerely yours,
  John



Unit 09 推薦別人
	Recommendation for Ms. Erica Chuang

	Dear Elaine, 

  Hope all is well with you?

  I would like to recommend Ms. Erica Chuang for a sales manager position with your organization. I have known Erica for the last three years while she worked as a salesperson for our company. During that time, I have been constantly impressed with her can-do attitude, people skills and personal initiative. I highly recommend her.

  Best regards,
  Peter Wang





2-2 公司內部
Unit 01 提出企畫
	Marketing Proposal - TeaWork

	Hi all,

  We would like to propose a new marketing proposal about TeaWork’s Oolong Tea.

  Proposal meeting will be on March 25th via Zoom meeting. Link will be provided soon. Thank you.

  Best regards,
  Ben



Unit 02 支持企畫意見
	Support Marketing Proposal - TeaWork

	Dear Ben,

You’re doing a great job!

Regarding the new proposal of TeaWork’s Oolong Tea, they’ve been a good customer and they’re going to launch the new oolong tea. We surely have to help them succeed.

Our team and I will be in full support of what you need on this proposal.

Let me know if you need anything. Thank you.

Best regards,
John



Unit 03 提醒企畫日程
	Reminder : Marketing Proposal Agenda - TeaWork

	Hi all,

I’m writing to remind you of the marketing proposal agenda.

March 31st: Keep communicating with TeaWork
April 15th: Brainstorm different ideas with the team
April 30th: Formal proposal meeting with medium / ad / marketing direction confirmed

Thank you.

Best regards,
Ben



Unit 04 邀請同事討論工作
	Discussion Meeting of New Proposal - TeaWork

	Dear Jeff,

We’re having a new marketing proposal regarding TeaWork’s Oolong Tea. After brainstorming for a few days, we have the pattern, color board, and samples ready to demonstrate.

Is it possible we can have your team join the discussion meeting?

Time: 10 a.m. on March 22nd
Place: Room 202

Thank you.

Best regards,
Elaine



Unit 05 詢問勞健保問題
	Medical Insurance and Labor Insurance

	Hi Emily,

  How are you doing?

  I’d like to know if I was put in the medical Insurance and labor insurance system in the company? If it’s a yes, may I know what date I was put in the system and how much I will be charged monthly in medical insurance and labor insurance? Thank you.

Best regards,
John



Unit 06 回覆勞健保問題
	RE: Medical Insurance and Labor Insurance

	Hi John,

Thank you for the questions about the medical insurance and labor insurance system in the company. I was about to write to you, too.

The day you joined our company was the date you were put in the medical and labor Insurance system.

And you’ll be charged $1322 monthly for medical insurance and $892 for labor insurance from your monthly salary.

Let me know when you have more questions. Thank you.

Best regards,
Emily



Unit 07 詢問休假事宜
	Holidays and Annual Leaves

	Hi Emily,

I’m writing to inquire about the holidays and annual leave system. Is there any exceptions or regulations for that? Thank you.

Best regards,
John



Unit 08 中文
	RE: Holidays and Annual Leaves

	Hi John,

Thank you for asking about the holiday system in our company. We have Saturdays and Sundays off for the weekend, as well as the national holidays. In addition, we also have 7 days of annual leave.)

Weekends, national holidays, and 28 days of paid vacations are included in your holiday package.

Please do reach me when you have more questions. Thank you.

Best regards,
Emily



Unit 09 詢問公司福利
	Benefits

	Hi Emily,

How are you doing?

I would like to discuss our company benefits with you.

Also, is it possible to have one more day of annual leave after I stay for another year? Thank you.

Best regards,
John



Unit 10 回覆公司福利
	RE: Benefits

	Hi John,

Thank you for your email. I was about to write you as well.

Besides holidays and paid holidays, we have Birthday Bonus and fun activities for employees, including several outings a year, a Christmas party, and an annual company trip to overseas countries!

Let me know if you need to know more. Thank you.

Best regards,
Emily



Unit 11 詢問資遣問題
	Severance Pay

	Hi Emily,

How are you doing?

I would like to know if you’d put the issue of severance pay in the contract? Is it possible I could know more about the severance? And when will I usually get paid? Thank you.

Best regards,
John



Unit 12 回覆資遣問題
	RE: Severance Pay

	Hi John,

Thank you for your email.

Regarding your questions, the answers are as follows:

To assure employees, we will point out the severance in the contract. If you work for more than a year, you’ll get a one-month pay for severance. For more than 2 years, you’ll get a 2-month pay.

The severance will go together with the rest of your salary.

Please reach me if you have more questions. Thank you.

Best regards,
Emily






2-3 採購商品
Unit 01 詢問產品資訊
	Inquiry of Product Information: HD-230 Portable Projector

	Hi Ashley,

Thank you for your email and e-catalogue.

We are interested in your HD-230, so we would like to inquire about the product details including specs, packaging and how it works in every situation. A video with a demonstration is preferred.

Look forward to hearing from you.

Best regards,
Aaron



Unit 02 回覆產品資訊
	RE: Inquiry of Product Information: HD-230 Portable Projector

	Hi Aaron,

Thank you for your inquiry. It works great in every presentation you make. It’s designed to be portable, which makes it easier to pack into your briefcase or even your pocket. In general, it is user-friendly.

One attachment is a file with detailed specs and package dimensions, and the other is the demo video for your reference. 

Please reach me if you have more questions.

Best,
Ashley



Unit 03 詢問庫存
	HD-230 in Stock

	Hi Ashley,

We’d like to know how many of the HD-230 projectors are in stock that you can ship soon per the customer’s request.

Please let me know ASAP. Thank you.

Best,
Aaron



Unit 04 回覆庫存
	RE: HD230 in Stock

	Hi Aaron,

Thank you for your request. We have 195 sets of HD-230, black in stock and will be able to ship them before COB today. Thank you.

Best regards,
Ashley



Unit 05 詢問報價
	Inquiry of Mouse and Flash Card

	Hi Ashley,

We were honored to be one of your guests in the last visit to your complex. We couldn’t be more impressed by your latest products that are about to hit the market, and we are certainly interested in purchasing your items.

Please provide us with an official quote for the items listed below.

Keron Mouse: Model KM-21. 10,000 pcs
Keron Flash card: Model FC-35. 20,000 pcs

We would like to have the price for FOB Taiwan. If you need additional information, please let me know. Thank you.

Best regards,
Aaron



Unit 06 回覆報價
	Quote for Inquiry of Mouse and Flash Card

	Hi Aaron,

Thank you for your Inquiry. We are happy to provide you with the information you requested.

Keron Mouse: Model KM-21. 10,000 pcs $4.65 / pc
Keron Flash card: Model FC-35. 20,000 pcs $9.35 / pc

FOB Taiwan, package included. Payment term is T/T 30 days after shipment.

Look forward to hearing from you.

Best regards,
Ashley



Unit 07 議價
	Price on Bulk Purchase-FOB Taiwan

	Hi Ashley,

Thank you for the quote.

We have been very satisfied with the quality of your products, and the care of the goods. Your immediate yet sincere response never ceases to impress us as well. Therefore, we always look forward to our long-term cooperation.

We can agree to your price if you could give us an additional 1% discount on the order.

We have no intention of changing business partners; we are only requesting an even fairer price. Please let me know if this is acceptable. Thank you.

Best regards,
Aaron



Unit 08 回覆議價
	RE: Price on Bulk Purchase-FOB Taiwan

	Hi Aaron,

How are you doing?

Thank you for your email, but I’m afraid we are not able to accept the additional 1% discount. If you’re interested in placing larger orders, chances are that we can discuss the discount in the near future.

Looking forward to hearing from you.

Best regards,
Ashley



Unit 09 訂單確認
	Purchase Order 1342269

	Hi Aaron,

We have received the purchase order. Thank you.

Keron Mouse: Model KM-21. 20,000 pcs $4.60 / pc
Keron Flash card: Model FC-35. 30,000 pcs $9.26 / pc

FOB Taiwan, package included, delivery: 30 days after purchase order placed. Payment term is 50% deposit, 50% shipment received.

Please find the attached singed PI for your information. Thank you.

Best regards,
Ashley



Unit 10 感謝訂購
	RE: Purchase Order 1342269

	Hi Aaron,

Thank you for the order.

It was very nice getting to know you at the trade show. We had a great conversation there and started a wonderful friendship. Cheers for the cooperation and hope for many more opportunities to come in the future. Thank you again for the new order.

Best regards,
Ashley



Unit 11 訂單異動
	RE: Purchase Order 1342269

	Hi Ashley,

A while ago, we placed an order. We expect to receive the shipment on June 30th.

However, due to the change of our sales plan, we will need to have the shipment date changed from June 30th to June 15th. As to the rest of the order details, they remain unchanged.

We sincerely apologize for the inconvenience, and cannot appreciate your efforts more. Please do let me know if any problems come up. Thank you.

Best regards,
Aaron



Unit 12 接受／不接受訂單異動
	RE: Purchase Order 1342269

	Hi Aaron,

Thank you for telling us about the change of your order. Well noted. June 15th is accepted. We are processing your order, which will be bound to arrive on June 15th. Thank you.

Best regards,
Ashley



	RE: Purchase Order 1342269

	Hi Aaron,

Thank you for telling us about the change of your order. I’m afraid we’re not able to accept the earlier shipment date. After checking, we can confirm that the materials will need at least 12 days to manufacture. Therefore, it is likely not possible to move the delivery date earlier. We sincerely apologize for the inconvenience. The order will be shipped as we first scheduled.

Best regards,
Ashley



Unit 13 取消訂單
	Cancel: Purchase Order 1342269

	Hi Ashley,

  Please advise if it is possible to cancel our order immediately.

  I realize this is a bit abrupt, but I need to cancel the order. Our customer will not be distributing this product starting from next month, but I was not aware of that. I’m terribly sorry for causing the inconvenience. Please reach me if there are any problems.

  Sincerely,
  Aaron



Unit 14 接受／不接受取消訂單
	RE: Cancel: Purchase Order 1342269

	Hi Aaron,

  Well noted. The PO was canceled. Thank you for letting us know.

  Best regards,
  Ashley



	RE: Cancel: Purchase Order 1342269

	Hi Aaron,

  I’m afraid we cannot accept the PO cancellation.

  It’s been a week since the PO was placed, and we have had the materials manufactured by vendors. Also, the package is in process now. I’m afraid we cannot accept the cancellation. We sincerely apologize for the inconvenience.

  Best regards,
  Ashley



Unit 15 請求退貨
	Return : Defective Goods

	Hi Amber,

  Thanks to your prompt response and supply, we started to see customers’ increasing interest in your latest Model HD-30.

  Unfortunately, we are having a problem with it as well, and it was returned by our customer. Please see the attached pictures. 

  The product is not functioning properly, and we’ll need to have them returned to you for further examination. At the same time, please advise what we should do with the rest of the same model. Thank you.

  Best regards,
  Malvin



Unit 16 接受／不接受退貨
	RE: Return : HD-230 Defective Products

	Hi Malvin,

  We truly apologize for the problem you have. We accept the return. Please advise the return procedure. Thank you.

  Best regards,
  Amber



	RE: Return : HD-230 Defective Products

	Hi Malvin,

  I’m very sorry about the defect issue. We had a discussion with our engineers and checked the same model shipped to other customers. We did not have any defective issues in this model. Would you please check with your customer how they operate the product? How they store the products? Did you discuss with your engineers about the defective parts? Did you find any cause? Please do report the findings so as to work this out together.

  Best regards,
  Amber





2-4 商品物流
Unit 01 詢問運送方式
	Carrier for PO#1322469

	Hi Aaron,

  Regarding the shipment of PO1322469, it’ll be ready around June 15th. I was wondering which carrier you’d like it shipped with?

Or would you please ask your forwarder to contact mine? Thank you.

Best regards,
Ashley



Unit 02 回覆運送方式
	RE: Carrier for PO#1322469

	Hi Ashley,

Good to know this PO is about to ship.

The contact info of forwarder is as follows:

Tanet Logic
Jennifer Lucas
+49-2334-6790 #213

Thank you.

Best regards,
Aaron



Unit 03 詢問交貨日期
	Shipment of Order #1322469

	Hi Ashley,

How are you?

I would like to know the shipment date? We’ve been expecting the goods.

Best regards,
Aaron



Unit 04 回覆交貨日期
	RE: Shipment of Order #1322469

	Hi Aaron,

It’s a pleasure having to connect with you again.

The shipment date is on June 15th which is listed on the order and we’ll have it finished and ready before June 13th.

Please let me know if you have any questions.

Best regards,
Ashley



Unit 05 詢問出貨狀況
	Shipment of Order #1322469

	Hi Ashley,

How’s the shipment going? Is there any problem in the production?

Thank you.

Best regards,
Aaron



Unit 06 回覆出貨狀況
	RE: Shipment of Order #1322469

	Hi Aaron,

We are pleased to inform you that the shipment was great and everything went smoothly in production, too. I attached few pictures of the shipment for your reference.

Best regards,
Ashley



Unit 07 催促出貨
	RE: Shipment of Order #1322469

	Hi Ashley,

I hope you are doing well.

Is it possible for you to ship PO#1322469 earlier? There’s a show in Berlin where my distributor would like to show the products from June 2nd to 5th.

I wonder if you’re able to ship it earlier around the middle of May. Please let me know ASAP.

Aaron



Unit 08 延遲出貨通知
	RE: Shipment of Order #1322469

	Hi Aaron,

Unfortunately, I will need to inform you that PO#1322469 will be delayed for a few days due to the late delivery of the parts.

Please accept our apologies for the inconvenience this delay may cause you.

Sincerely yours,
Ashley



Unit 09 送錯地點通知
	Wrong Address: Delivery Order #1322469

	Hi Aaron,

The shipment was delivered to the wrong address.

I’m sorry to inform you that our driver delivered the shipment to the wrong address.

To correct things right, I’ve asked him to return and send it to your warehouse right away.

I will keep an eye on it.

Best regards,
Ashley


2-5 業務合作
Unit 01 開發客戶／邀請合作
	Partnership in Asian Market

	Dear Mr. Anderson,

  I am writing to inquire about your interest in designating a distributor to sell your products directly in Asia. With our marketing knowledge of the Asian market and your incomparable expertise, we believe such a partnership would give both of our companies the greatest advantages in this potential market.

Sincerely yours,
Mark



Unit 02 接受／婉拒合作邀請
	RE: Partnership in Asian Market

	Dear Mark,

  Thank you for your email. I’m interested in your inquiry and please tell me more. We are currently expanding our business, so it could be a rather excellent opportunity. Thank you.

  Best regards,
  Anderson



	RE: Partnership in Asian Market

	Dear Mark,

  Thank you for your email.

  It’s a great idea but I’m afraid it’s not in our planning for the Asian market now. Thank you.

  Best regards,
  Anderson



Unit 03 感謝合作
	RE: Partnership in Asian Market

	Dear Anderson,

  Thank you for your email.

  I’m glad to hear that you’re interested in my idea and would like to know more. We are a leading producer and exporter of affordable hand tools and related instruments in Taiwan, with over 30 years of experience in the field.) (With the wide range of businesses we’ve developed, I’m sure it’s a great opportunity for us to build a new business field.

 Best regards,
 Mark



Unit 04 寄送新產品目錄
	RE: Partnership in Asian Market

	Dear Anderson,

  How are you doing?

  I’ve attached our latest e-catalogue for your information. From there, you’ll start to have a better idea of our products and services, where they are seen, and how people like it. The original copy will be delivered to you by Express very soon.

  Best regards,
  Mark



Unit 05 新產品介紹
	Our Latest Product

	Dear Anderson,

  Hope you’ve received the product catalogue and went through it. I’d like to introduce model MK-33, a digital device with apps that you can use to check the data with your phone, and detect the environment with GPS when you’re outdoors or on bumpy roads. It goes well with your FD-230. With both of them, you don’t have to worry about any dangerous situation, and you surely can prevent some unexpected moments.

  If you have any questions, please feel free to ask me. Thank you.

  Best regards,
  Mark



Unit 06 商品目錄更正
	Correction of Latest Catalogue

	Dear Anderson,

  Hope all is great with you.

  A minor error was found on Page 47 on our latest catalogue. Please see the attached, circled. The diameter of the inner ring should be 3.25, not 0.25.

  Best regards,
  Mark



Unit 07 請求寄送樣品
	Request of Sample MK-33

	Dear Mark,

  Thank you for all your efforts and introduction. I’m interested in your MK-33 after you introduced the catalogue. I would like to see how it goes with our FD-230. As a matter of fact, I am pretty impressed with the way it connects to all the house applies through the IoT technology, but it will be best to see the physical model being operated in person.

  DHL preferred. You have my DHL account number. Thank you.

  Best,
  Anderson



Unit 08 延遲寄送樣品
	Delay of Sample MK-33

	Dear Anderson,

  Thank you for the inquiry for sample MK-33.

  We’ll be sending the sample in 3 weeks due to the production time.

  Best regards,
  Mark



Unit 09 詢問產品使用狀況
	Sample MK-33

	Hi Anderson,

  Hope all is well with you.

  How do you like sample MK-33? Does it work well? How does it go with your product FD-230? If you run into problems while operating the machine, please feel free to ask via mail or phone. Thank you.

  Best regards,
  Mark



Unit 10 感謝寄送樣品／建議
	Feedback: Sample MK-33

	Hi Mark,

  Thank you for the sample. Yes, I like MK-33, especially its powerful motor with sensitive sensors, and it is really good for outdoor activities. But, I’d like to suggest that if you could manufacture it with a lighter battery. That would be really user-friendly.

  Best regards,
  Anderson



Unit 11 面談提議
	Inquiry of Meeting

	Hi Anderson,

  Thank you for the advice.

  I’ll be on a business trip to Berlin, Germany. I wonder if it’s possible to have a meeting with you when I’m in Berlin? And have a discussion with you about our partnership and product details. I’ll be there during July 2nd~5th.

  Best,
  Mark



Unit 12 接受見面提議
	RE: Inquiry of Meeting

	Hi Mark,

  Thank you for the email.

  Good to know you’re visiting Germany. More discussion in a meeting sounds like a good idea. I will be available at 10 a.m.~12 p.m. on July 3rd.

  I will ask my assistant to contact you.

  Best,
  Anderson



Unit 13 請求介紹市場／客戶
	More Ideas about Germany

	Hi Anderson,

  How are you doing?

  Since I’m still new to the German market, I’d like to know if it’s possible that you could give me some ideas about the German market, and please kindly guide me with your professional wisdom.

  Best,
  Mark



Unit 14 介紹市場／客戶
	RE: More Ideas about Germany

	Hi Mark,

  Good to know you’re interested in the German market. It’s rather conservative, and people like good products like Bosch or BMW. Have a deep dive about Germany and your product to make a good strategy.

  Best,
  Anderson



Unit 15 感謝介紹市場／客戶
	Thank You Anderson

	Hi Anderson,

  It was a wonderful time with you. I’ve learnt so much from you. Thank you for teaching me everything about the German market and introducing me to your good friends. Please do find time to visit Taiwan, too. I’ll be sure to show you around. By the way, the brunch was amazing. If you visit Taiwan, I will definitely take you to one of the best brunch restaurants in town as well.

  Best,
  Mark



Unit 16 詢問聯絡方式
	Contact Info

	Hi Anderson,

  How are you doing?

  Since I’m going to visit Germany, may I have your office number and mobile phone number in case I couldn’t find the way.

  Best,
  Mark



Unit 17 回覆聯絡方式
	RE: Contact Info

	Hi Mark,

  Sure, my office number: +49-344-256789 #222

  Anderson





2-6 合約簽訂
Unit 01 合約草案
	Draft the Contract

	Hi Mr. Johnson,

  How are you doing?

  We need to arrange a time to discuss how to draft the distribution contract. How about 3 o’clock this Tuesday afternoon? I will be having meetings with clients on Tuesday morning. Let me know if you’re not available and let’s keep in touch.

  Regards,
  Doris



Unit 02 詢問合約問題
	Questions for the Draft

	Hi Mr. Johnson,

  I’m writing to ask you some questions about the draft. If one party breaches the contract, does the other party have the right to terminate the contract immediately? How long will the contract be valid? It is crucial that we address this question or concern about the contract and ensure that we are all on the same page. I would appreciate it if you could reply ASAP.

Regards,
Doris



Unit 03 回覆合約問題
	RE: Questions for the Draft

	Hi Doris,

Thank you for your questions!

As you said before, yes, if one party breaches the contract, the other can terminate the contract immediately. As for the validity of the contract, it has been included in the contract from January 1st, 2026 to December 31st, 2026. If you have further questions, please contact me for confirmation. We are expecting your reply.

Sincerely,
Johnson



Unit 04 修改合約內容
	Revise the Draft

	Hi Doris,

Thank you for your prompt reply. We just received and checked the draft. Some of the lines in the draft are not clear. First of all, you mentioned the total quantity, not the specific quantity of each product. Secondly, you promised to waive the transportation fee. But in the draft, the transportation fee is still included.

I hope you can revise it as soon as possible. I sincerely look forward to a pleasant cooperation!

Regards,
Johnson



Unit 05 確認／簽署正式合約
	Confirmation of the Formal Contract

	Hi Mr. Johnson,

Thank you for your email.

Confirmed that the validity of the contract is from January 1st, 2026 to December 31st, 2026. Confirmed the quantity of each product in the contract, not the total quantity. Also confirmed that the transportation fee is not included.

We will confirm and sign the formal contract if you have no further questions. We are expecting your prompt reply.

Sincerely,
Doris



Unit 06 感謝簽署正式合約
	Confirmation of the Formal Contract

	Hi Doris,

Thank you for all the help. The formal contract has been signed. By the way, we will be placing new orders and discussing orders and shipments soon. Thank you again.

Sincerely,
Johnson



Unit 07 詢問續約
	Renewing the Contract

	Hi Mr. Johnson,

I’d like to talk about renewing the contract. The contract expires in two months. I’d like to inquire whether you are willing to renew the contract?

We had a wonderful time working with you and we expect further cooperation. We do have a vision for a promising future. I sincerely hope to hear from you soon.

Sincerely yours,
Doris



Unit 08 確認續約
	Contract Extension Confirmed

	Hi Doris,

Attached is the signed contract extension. Thank you for your trust and cooperation and we will continue our partnership.

Although the product price is rather high, our customers are happy with the quality. Hope to get your new quotation soon.

Sincerely yours,
Johnson



Unit 09 感謝續約
	Contract Extension Confirmed

	Hi Johnson,

Thank you for the signed contract. The contract with our signature is attached. We value our business partnership, and will soon send you the new quotation with consideration.

Sincerely yours,
Doris



Unit 10 提早解約
	Contract Termination

	Dear Doris,

I’m writing to inform we’re not going to continue the contract.

We understand this contract is still valid for 3 more months, and we also know we will pay you the compensation. Please inform us of the other things we need to know. I’m looking forward to your prompt reply.

Sincerely yours,
Johnson



Unit 11 確認解約
	Cancel the Contract

	Hi Johnson,

Thank you for the information.

However, we are certain that we will cancel the contract in advance. We will negotiate the compensation with you as soon as possible. Thank you for your cooperation with us.

Sincerely,
Doris



Unit 12 告知違反合約
	Broke the Contract

	Dear Doris,

I’m sorry to inform you that you breached the contract. It happened on May 20th, which was supposed to be the day of delivery, but we did not get the goods. Even worse, you didn’t inform us at all for a month until our people in warehouse noticed.

Please explain all this. We expect your early reply.

Sincerely,
Johnson



Unit 13 回覆違反合約
	An Apology for Our Mistake

	Dear Mr. Johnson,

We’re terribly sorry for everything. I’ve verified the situation with production. The goods were shipped to the wrong place due to the careless work of our shipping department.

Please be assured that we have re-shipped the goods to your warehouse on May 24th. We sincerely apologize for the inconvenience we have caused. I will be sure to inform you the detailed shipping information on time from now on. We value our business partnership.

Sincerely,
Doris





2-7 財務款項
Unit 01 請求付款
	Payment Request for PO#10426

	Hi Adam,

How are you doing?

We still haven’t received the payment for PO#10426. Would you please check and remit the payment?

For any questions with the payment terms, please contact me.

Thank you,
Claire



Unit 02 提醒付款
	Reminder: Payment for PO#10426

	Hi Adam,

Are you on a business trip?

We understood your condition after reading your email, but two days later, we still haven’t received the payment. Or you’re just too busy?

Hope to hear from you soon.

Regards,
Claire



Unit 03 催促付款
	Payment Request

	Hi Adam,

It has been one week since we received your email on October 3rd, and you promised to remit the next day. As of today, we have not received any payment and we are concerned about the delay. Please check with your financial department and remit the payment soon.

Please find attached the Terms and Conditions.

Thank you,
Claire



Unit 04 如期付款
	Reply to Pay

	Hi Claire,

I will definitely transfer the payment tomorrow.

I’m sorry for not replying to your email in time and not being able to remit the payment last week because I was on a business trip. Having just come back last night, I didn’t see your email until this morning, but I will definitely transfer the payment tomorrow. Sincere apologies for the inconvenience we caused.

Best regards,
Adam



Unit 05 延遲付款
	Delayed Payment

	Hi Claire,

I will remit the payment on October 30th.

I’m sorry that I was not able to remit the payment on time because I was told that our account had some problems and we couldn’t remit for 2 weeks. I’ll be sure to remit the payment right away after the bank account is back to normal again.

Sincerely yours,
Adam



Unit 06 通知已付款
	Payment Remitted

	Hi Claire,

The payment was remitted today.

Thank you for reminding me and sorry for the inconvenience.

Best regards,
Adam



Unit 07 收款確認
	Confirmation of Receipt

	Hi Adam,

The payment was received today after we checked with our financial department.

Thank you for your help. We look forward to our further cooperation.

Best regards,
Claire



Unit 08 入帳金額不符
	Incorrect Amount of Payment

	Hi Adam,

Thank you for remitting the payment, but the amount we received for PO#10426 is incorrect.

Having made a thorough check of our records of PO#10426, Invoice #002-A2, and shipping information, we are certain that the total amount should be $13,956, not $11,956. You must have missed some information. Please check and confirm. For any questions, please contact me as soon as possible.

Best regards,
Claire



Unit 09 請求開立發票
	Request for Invoice

	Hi Claire,

I’m writing to request the Invoice for PO#10426.

We have received the goods of PO#10426 we ordered last month. However, I didn’t get the invoice for this order by postmail or email. I was wondering if you were too busy and forgot to issue the invoice? Can you please issue the invoice right away and send it to me?

Best regards,
Adam



Unit 10 發票錯誤／更正
	Request for Correct Invoice

	Hi Claire,

There is a mistake on the invoice you issued the other day.

“$34,680” was printed as “39,680” on the invoice. Could you please correct it? We need the corrected invoice right away. Please be sure to issue the correct one and send it to us ASAP.

Best regards,
Adam



Unit 11 回覆發票錯誤／更正
	Correct Invoice

	Hi Adam,

Please see attached the corrected invoice for your information.

I’ve corrected and confirmed the amount of the invoice. Sorry for causing the inconvenience. Thank you.

Best regards,
Claire





2-8 申請資訊
Unit 01 申請商標
	Trademark Application

	Hi Mr. Chen,

  Hope this email finds you well.

  My name is Selina Wang, and I am the Special Assistant at I’m Publishing Group. I am writing to formally express our intention to apply for a trademark for our business name. 

  After consulting with our legal team, we believe that securing a trademark for our business name is a crucial step in protecting our brand identity and intellectual property. Our company has built a reputation in the publishing sector, and we need to ensure that our brand is safeguarded against any potential infringement.

  To proceed with the trademark application, we kindly request your guidance on the steps and documentation required by your office. We are committed to complying with all legal procedures and requirements, and we appreciate your assistance in navigating the trademark application process smoothly.

  Thank you!

  Best regards,
  Selina Wang



Unit 02 申請營業許可證
	Application for Business License

	Hi Mr. Lin,

  Hope all is well with you!

  I am Selina Wang and I’m working as a Special Assistant at I’m Publishinig Group. I am writing to formally submit an application for a business license for I’m publishing Group.

  We understand the importance of compliance with local regulations and are committed to providing any additional information or documentation necessary for the approval process.

  Attached is the needed info and documents.

  Best regards,
  Selina Wang



Unit 03 申請進修／研習
	Application for Training Leave

	Hi Jack,

  How are you?

  I’m writing to express my intent to join a training program called Business Strategy. It is from January 8th to 10th, three days in total.

I am interested in Business Strategy offered by Strategy School. After thorough research, I am convinced that this program aligns with my career goals and will contribute significantly to my professional development. I’m sure I will achieve more for our company in the long term.

Thank you for considering my application.

Best regards,
Joan



Unit 04 申請成功
	Training Leave Application Accepted

	Hi Joan,

Training Application Accepted.

Your application for training leave has been thoroughly reviewed, and we are delighted to accept your request to pursue the training program.

Your dedication to professional development is evident in your application. The program aligns well with your career goals, and we believe it will enhance your skills and contribute significantly to your role in our organization.

Best regards,
Jack



Unit 05 申請資格不符
	Training Leave Application Unaccepted

	Hi Joan,

We appreciate your dedication in pursuing training and the time and effort you put in searching for information and applying for training leave.

After a careful review of your application, I’m afraid we have to inform you the application does not meet the criteria for training leave. We are unable to offer you an acceptance of training leave.

Best regards,
Jack





2-9 通知公告
Unit 01 新員工到職通知
	Notice of New Employee

	Dear all,

We are glad to announce we have a new employee in the HR department, Stacy Wang. She has similar experiences in the HR area and I’m sure she will be a great helper for you and our company. You’re welcome to stop by her desk and say hi.

Best regards,
Emily



Unit 02 主管上任面談通知
	New Position

	Hello Michael,

Congratulations! You’re chosen to take over the position of Sales Manager.

You’re expected to report for duty at the GM’s office next Monday. He will have a talk with you, including the pay and daily work. If you have any questions, please feel free to contact me.

Sincerely,
Sherry



Unit 03 主管卸任通知
	Notice of John’s Resignation

	Dear all,

John is going to resign on August 31st and starts his own marketing career very soon. He is a remarkable salesperson. The global market share has been increasing because of his endless effort and teamwork.

Thank you John!

Best regards,
Adam



Unit 04 升遷通知
	You are Promoted

	Dear Lilian,

Congratulations! You’re promoted.

The executives have decided to promote you to be the Marketing Manager. The notice will be effective from June 2nd. If you have any questions, please feel free to contact me.

Sincerely,
John



Unit 05 會議通知
	Meeting for Launching the New Product

	Hello Amy,

How are you doing?

Meeting for launching the New Product
Subject: New Product Launch
Where: Room 201
Time: 10:00 a.m. on June 4th.

According to the decision of the executives, all the team members of the project need to attend the meeting. Please make sure everyone is notified. Please respond to it after you receive the email.

Best regards,
Joan



Unit 06 會議延期通知
	Delaying of the Meeting

	Hi All,

Sorry to inform you that the meeting on the new products will be postponed.

Terry, our General Manager, was supposed to fly back before the meeting. Unfortunately, his flight was canceled due to the bad weather. The new schedule for the meeting will be announced shortly.

Best regards,
Joan



Unit 07 休假公告
	On Leave Notice

	Hi All,

I will be on leave from September 15th to September 30th.

If you have any questions about business, please contact my assistant, Amber, directly or CC her. She will help you with everything I take charge of.

Thank you for your understanding.

Best regards,
Charles



Unit 08 公司規範公告
	Notice of Change of the Company Regulations

	Dear all,

There are some changes here. The daylight saving time starts from November 5th this year. Please be sure to set your clock and watch one hour earlier before November 5th. To make all of us healthier, we have a new gym for everyone to work out during the break / teatime / after work. Please be aware that there are instructions beside all fitness equipment and be cautious.

Remember to reset your watch and be cautious at the gym.

Best regards,
Kevin



Unit 09 營業時間變更公告
	Notice of Change of the Business Hours in February

	Hi Joan,

We’d like to inform you of the change of our business hours. In February, our office will be open for only 7 hours from 9 in the morning to 4 in the afternoon. After that, all the office workers will help with the orders in the factory.

February is a very busy month of the year for us. I’d appreciate your understanding.

Best regards,
Eddie



Unit 10 營業資訊變更公告
	Notice of Change of Phone Number and Address

	Dear Joan,

I’d like to inform you the change of our business information. Our new office is completed and we’re moving there next month. Our new business information is as follows.

New business phone no.: +886-2-2339-2339
New business fax no.: +886-2339-0501
New office address: 1F., No. 78-1, Aly. 27, Ln. 372, Sec. 5, Zhongxiao E. Rd., Xinyi Dist., Taipei City, Taiwan

Thank you.

Regards,
Amber



Unit 11 聯絡窗口變更通知
	Notice of the Change of the Contact

	Dear Joan,

It’s been wonderful working with you as we’ve achieved so much in the past few years. I’d like to inform you of the change of our contact. Due to a personal health issue, I am leaving the company at the end of this month. Ms. Ashley Lin is a great young lady and will be the new sales contact with your company. I’m sure she will do great in business.

For any questions, please let me know ASAP.

Best regards,
Amber



Unit 12 職位變更通知
	Notice of Position Change

	Dear Johnson,

It has been an incredible journey working with you over the past few years, and together, we have made a significant impact. I have made the decision to take on a new challenge and transition into the role of purchase manager. This change marks a significant step out of my comfort zone. While the role of sales manager focuses on effective customer communication and leading the team into uncharted territories to achieve more, the role of purchase manager revolves around a broader perspective, ensuring that we can achieve more with fewer resources.

I would like to express my gratitude for everything, and please know that you can always reach out to me.

Best regards,
Adam



Unit 13 澄清公告／聲明稿
	Notice of Clarification

	Dear all,

I have to clarify the recent rumor in the company. It is said that the large adjustment about human resources means our company is facing some financial problems and may lead to a big lay off.

Our business has been great but it’s also time we need to plan for the future. Our company is at a stage where we are adjusting our business direction to a better future and for that, we are putting everyone in their best position to sail the boat together in high speed.

No one is left behind.

Sincerely Yours,
Jeff





2-10 舉辦活動
Unit 01 詢問場地租借
	Inquiry for Venue Rental

	Hi Mr. Wang,

How are you doing? I’m Wendy. I am writing to inquire about the availability of renting your venue for an upcoming event.

We are interested in hosting a Teaching Seminar on January 21st and would like to inquire about the availability of your venue during that time. Additionally, we would appreciate information regarding the rental rates, any required deposits, and the amenities included in the rental package.

If possible, could you please provide details on the capacity of the venue, any restrictions or guidelines we should be aware of, and whether there are any catering options available on-site? Additionally, if there are any photos or floor plans of the venue, it would be greatly helpful for our planning purposes.

Thank you for taking the time to consider our inquiry.

Sincerely,
Wendy Lin



Unit 02 回覆場地租借
	Re: Inquiry about Venue Rental

	Hi Wendy,

Thank you for writing to inquire hosting your event at my venue. We are glad to assist you in the planning process and provide the necessary information. Regarding the availability of the venue, it’s confirmed that it is available on January 21st as you mentioned. We are excited about hosting your
seminar and making it a memorable occasion.

As to rental rates and packages, I have attached our detailed pricing information and package options for your review. Please go through the files and feel free to ask if you have any questions. Also, attached is our terms and conditions for venue rental. It covers important conditions such as deposit requirements, cancellation policies and guidelines for the use of our facilities. If you have any specific requests or customization needs, please let us know, and we will do our best to accommodate your requirements.

Best regards,
Wang



Unit 03 詢問設備相關問題
	Inquiry Regarding Facilities for Venue Rental

	Hi Mr. Wang,

Hope all is good with you. I am currently exploring options for venue rental for an upcoming event. I’ve heard positive reviews about your venue and am interested in learning more about the facilities you offer.

Could you please provide information on the following aspects:

1. Venue Capacities:
•What is the maximum capacity of your venue?
•Are there different-sized spaces available for rent?

2. Audio-Visual Equipment:
•What audio-visual equipment is available for use during events?
•Is technical support provided, and are there additional costs associated with AV equipment?

3. Catering Services:
•Do you provide catering services, or are external caterers allowed?
•Are there kitchen facilities available for catering purposes?

4. Wi-Fi and Technology Infrastructure:
•Is Wi-Fi available for guests, and what is the reliability of the connection?
•Are there any technology-related facilities, such as charging stations or presentation setups?

5. Additional Services:
•Are there any additional services included in the venue rental package?
•Are parking facilities, event planning assistance, or security services provided?

Thank you for your time, and looking forward to your response.

Best regards,
Wendy



Unit 04 回覆設備相關問題
	Re: Inquiry Regarding Venue Rental Facilities

	Dear Wendy,

Thank you for your inquiry, and I’m pleased to provide you with the requested information.

1. Venue Capacities:
•Our venue has a maximum capacity of 200 people.

2. Audio-Visual Equipment:
•We provide audio-visual equipment, including projectors, screens, microphones, and more. Technical support is available, and detailed pricing can be found in the attached file.

3. Catering Services:
•We have partnered with renowned catering services to provide a diverse range of culinary options. External caterers are also welcome, and our kitchen facilities are available for use.

4. Wi-Fi and Technology Infrastructure:
•Strong Wi-Fi is available for all guests.

5. Additional Services:
•In addition to venue rental, we offer different services, such as event planning assistance, parking facilities, etc. Details can be found in the attached file.

I hope these can help you.

Best regards,
Wang



Unit 05 詢問活動主持人
	Inquiry Regarding Event Host Services

	Hi Melody,

  How are you doing? My name is Allan, and I am currently in the process of organizing an upcoming event. After searching potential hosts for the occasion, I came across your profile and was impressed by your experience and expertise.

  I am reaching out to inquire about your availability and interest in hosting our event, which is scheduled to take place at 6-10 p.m. on January 20th at A LA MAISON. The nature of the event is Year End Party.

  Here are a few key points I would like to discuss:

  1. Availability:
    •Can you confirm your availability for the specified date and time?

  2. Experience:
   •Could you provide some insights into your experience as an event host? Any relevant past events   
   or projects you’ve hosted would be appreciated.

  3. Services Offered:
   •What services do you typically provide as an event host? This could include script development, 
   audience engagement, or other specialized skills.

  4. Costs and Terms:
  •What are your rates for hosting an event, and are there any specific terms?

  Thank you for your time, and looking forward to your response.

  Best regards,
  Allan



Unit 06 詢問贊助廠商
	Inquiry Regarding Sponsorship Opportunities

	Hi Mr. Chen,

My name is Allan Wang from Global Enterprise. I am reaching out to explore potential sponsorship opportunities for our Year-End Dinner.

We believe that your company’s values and offerings align well with our future goals, and we are excited about the possibility of establishing a mutually beneficial partnership.

Here are a few key details about our Year-End Dinner:

1. Event Overview:
•The festival atmosphere of a Year-End Dinner can help boost morale and motivation. It provides an excellent opportunity for networking. Colleagues, business associates, and industry professionals can connect in a more informal setting, potentially leading to new opportunities and collaborations.

2. Sponsorship Benefits:
•Brand exposure, targeted marketing, networking opportunities, social media exposure... etc.

3. Customization Options:
•Flexibility in sponsorship packages and how we can tailor the partnership to meet your company’s 
marketing activities.

We would be honored to schedule a meeting or call to further discuss this opportunity and address any questions you may have. Additionally, we have prepared a detailed sponsorship proposal that we can provide upon your interest.

Best Regards,
Allan



Unit 07 活動消息公告
	Important Announcement: Year-End Dinner (weiya)

	Dear all,

The evening promises to be a delightful occasion filled with great food, music, and laughter. It’s an opportunity to reflect on the milestones of the past year and to look forward to the exciting prospects that the coming year holds.

1. Date and Time:
•Date: January 20th
•Time: 6:00~9:00 p.m.

2. Venue:
•Grand Hyatt Hotel Taipei- Ziga Zaga Italian Restaurant

Please confirm your attendance. We look forward to your presence at this joyous gathering.

Best regards,
Wendy Lin



Unit 08 活動表演邀請
	Invitation to Perform at Our Year-End Dinner

	Hi A-Ken,

My name is Allen Wang, and I am writing to invite you to perform at our Year-End Dinner.

We are impressed by your amazing talent and believe that your performance would greatly increase the entertainment value of our event. The Year-End Dinner is a tradition, and your presence would undoubtedly create an unforgettable evening for our employees, clients, and valued partners.

Event Details:
•Date: January 20th, 2026
•Time: 6~9 p.m.
•Venue: Ziga Zaga Italian Restaurant, Grand Hyatt Hotel Taipei

Looking forward to the possibility of working together to make our Year-End Dinner a truly extraordinary experience.

Best regards,
Allan





2-11 客服問題
Unit 01 商品不符說明
	Inappropriate Product Description -Order No. 2024031508

	Dear customer service,

  I am Alice Wang, I am writing to bring an issue to your attention about your product I just purchased on your website.

  On March 15th, I placed an order for vacuum cleaner through your online store, order number 2024031508. Unfortunately, I noticed a significant difference between the item received and the description provided on your website.

RT-031 the product description indicated detailed description like size, color, and function, but the actual product I received was different: the size should be 90cm, not 60 cm; the color was different as well, and it should be black, not red. The differences were quite disappointing; I chose your product based on the specifications outlined on your website.

I have attached pictures clearly for your reference.

I kindly request the following:
1. Review the provided images to understand the difference.
2. Confirm the correct product specification.
3. Provide instructions for returning the incorrect item and arranging for a replacement or refund.

Thank you for your understanding.

Regards,
Alice Wang



Unit 02 與樣品差異過大
	Difference Between Sample and Actual Product-PO#2024031508

	Hi Johnny,

  Shipment of PO#2024031508 was received, and our engineers have finished inspecting and confirming the details. However, we find the specs totally different from the ones on the sample we received two months ago.

  According to the sample we received, the length of the device is 95.5cm, and color is sun orange, but the product we received is 93.2cm, dark red. Please check the attached pictures thoroughly.

  We made the purchase contract upon the sample we received and you promised to ship the goods with the same quality, same specs, and the same color according to the sample we received.

  Please check your shipment record and respond ASAP.

  Regards,
  William Burbank



Unit 03 告知商品瑕疵
	Defective Product-PO#2024031508

	Hi Johnny,

  Shipment of PO#2024031508 was received, but we find it defective after inspected by our engineers.

  It was not accepted by our Quality Assurance.

  First, the surface of the product is not smooth, but with a rough finish.

  Second, the movement of the device and the handling arm is clunky, as seen in the attached video.

  Third, the accuracy of the test report was not accepted by our Quality Assurance.

  We kindly request you to confirm and respond ASAP.

  Regards,
  William



Unit 04 告知商品數量錯誤
	Incorrect Quantity-PO#2024031508-Attention Needed

	Hi Johnny,

  Shipment of PO#2024031508 has arrived and we found that there are only 1,100 sets after thoroughly checking.

  We placed an order of 1,200 sets of mechanical arms and the order confirmation indicated we should receive 1,200 sets. However, the actual quantity received was merely 1,100 sets.

  We request your attention to this issue and response ASAP.

  Regards,
  William



Unit 05 送錯商品
	Incorrect Product Delilvered-PO#2024031508

	Hi Johnny,

How are you doing?

10 cartons of medical band-aids were delivered to our warehouse this morning but they should have been medical masks.

In PO#2024031508, we ordered 10 cartons of medical masks, but it came out to be medical band-aids in our warehouse. Is there any misunderstanding?

We request your attention and response ASAP.

Best regards,
William



Unit 06 抱怨服務不佳
	Disappointing Customer Service

	Hi customer service,

My name is Amy Wang. I’m a loyal customer of Welcome Mart. I come here for grocery shopping twice a week and we love your ice cream. It has been our favorite place to go to for our family.

In the evening on March 15th, I went there for grocery shopping as usual. I pulled a shopping cart and found it was moving badly. I liked your mart so I decided to go to the information desk asking for help. After I told the person in charge what happened, the man looked at me and rolled his eyes on me and said “Get another cart” and gave me a look like I was stupid. I put the broken cart back and got another one and kept shopping. My family liked the fresh bread you serve but it seemed to have changed to another place I couldn’t find, so I asked a person in a “customer service” vest, “Excuse me, where is the bread section?” He looked at me without any expression then pointed at a sign without saying a word. Finally, even the cashier wasn’t nice when I dropped some items.

I was wondering if it was a moody day for your colleagues or it’s your so called “customer service”?

Amy Wang
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