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O0000D0O0ODO100AO Doesyour office have E-maillJ O [0 B Yes. We couldn&rsquo;t live without
it.0J O A0 We are thinking about getting it..J O BO You should. It is a fastl] easy way to communicate and
transfer files.] 0 AL 1 know.O [0 B[ Everyoneelse hasit.0J O AD Yes[] almost every office uses it now.[] [0 A
gbododotooooobooosododododoooooAbidbnooododondoBdt
gbododooooooootuododooooooooAbddoooosdoooogn
DADD0O00DD0O0D0000000DOO00DOO?20 0 AD Good afternoond Mr. Wu.OO 0 BO Good
afternoon] Mr. Brown.[O 0 A0 Wuld how do you plan to distribute the information about last week&rsquo;s
meetingl] 00 O BO 1 was planning on sending a bulk email to all the users on our company&rsquo;s server.[1 [0 A
[0 That&rsquo;s a time-saving way to get the word out[] but I don&rsquo;t think it will be that effective.[] [ B[]
WellO it would be too time-consuming to send the emails one by one to our entire staff.(] 0 AO You could send
the meeting brief to the managers by E-mail(J and ask them to forward it to the people underneath them.O 0 B[
That&rsquo;sagoodidea D DA D O 0D DOO0OODOOBOODOODOODDODOODOADOODDOO
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O000000A0OODOOD0DO0ODOO0O0ODODOO0ODOO0O0ODODOO0ODOO0ODODOOODOOODDO
O00000BODOOOOOO30OAL Hello. May | send a parcel to Beijing here[J [0 [0 B[O Yes. What is
inside your parcell] O O A Just some small presents sent to our clients.(] 00 BO By regular mail or air mail(J [
O A0 How long does it take for it to go by regular mail from here to Beijingd [ [0 BO It takes one week by
regular mail..J OO ACD How much by regular maillJ 00 O BO It depends on the weight of your parcel.0J O A
What about air maill] O O BO You&rsquo;ll have to add 4 dollars more. Which way do you prefer] [0 O A
By regular maill] please. Here is the money.[J [0 B Keep the receipt please. 0 DAD O OODDOOODOO0O
gbododoosoodboooodododoAloDtoooooooododoosdOn
bodoooooooAlbd0oodododooooooodoooosoooooodo
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O &hellip;&hellip;
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