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Subject: Re: Project behind schedule

Dear Ms. Gordon,

®I really appreciate your concern about the project

2

progress. Unfortunately, regarding your sugqgestion to

increase the number of staff members in the department, |

would have to say no to it simply because we don’t

have enough money to hire more people.

®However, your concerns are also mine and | would like
to ask you to put together a detailed report about the

situation so that | can make it an official issue in the
managers’ meeting this Friday.

Best regards,
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Useful Expressions and Words

1. | understand the current »
conditions are difficult.

2. 1 hope you can understand our )
situation.

3. However, it Is true that... »

4. 1 will ... if you think it will help. >

5. Please let me know if | can help »
youl.

1. WEDIRNRNDNARELRD(FIEEREL TVET,

2.

CESDIRRE RS ITS0N,

. U UIEHY S - 12D EET Y,

4. KWEBTHNUL - UET,

AADNFEA D ZEMDNEBFHSE S TTE0N,

clts



Useful Expressions and Words

1. SR =T 2. I DEMEERD
meet the deadline be ready to...

3. ZD=—XITBR B 4. &2, 30
meet the needs a couple more...

5. B%Z---[CETFIFD
decrease the rate as low as...
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Exercise 1
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Exercise 1

BERAD :
IREDOERFNAKERDIICESEIBEELUTCUVET, FHRICHEICENTE 3 AICERCET—
IANB KRBT ENTWDR S EICRBESEULUTWLET, U URHS, REEZXR0.05%I(FFZETZ
B5<. TBEOZ—X(CIHASNDIBUETIIRVDONEETY, TCHIBRFOVEIESE, 0.025%
EC T TCOWEREZEEWEBWEITH, AFHNWBKDEB5HE2~3ARTY JZiXDEEE
(IR TCHETET,

Subject: Re: Defect rate 0.05%

Dear Mr. Washburn,
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Exercise

BERAS :

BIEDOELANAKERDEICESHBIBHFELTWVWEYT ., FEHRICHEICENE B AICEERTCETFT —LANEK

IRBHHESNTWVWBCEICRHUTVET ., UhURHS, REXR0.05%EFELFEEL.,. fizn"—

X(CIGEZBNBFBETIIRVDONEETY, 2CHZIBHFRUVEIEE. 0.025%F T FIFTULVEEERVWER
WEITH. AFNNDEDSEHE2~SZARSY IEXRDEHFIBITHEET,

Subject: Re: Defect rate 0.05%

Dear Mr. Washburn,
| understand the current conditions are difficult. | also appreciate that
you and your team have been trying really hard to meet the deadline.

However, it is true that a 0.05% defect rate is still pretty high and it does
not meet market needs. | hope that you can understand and continue
trying to decrease the rate as low as 0.025%.

| will be ready to send you a couple more people if you think it will help.

Sincerely, C tS
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