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4 : Structure of Business Email
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“%:Making Request at Work (D
% :Making Request at WorkIZBI§ 2B # &5 AMY . IEZAETHRALESD

REw%: Making Request at Work @
Z : Able to make and respond to request at workplace
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t w%: Asking Permission
: Asking Permission [ZB§9 5 &E #&HA MY . MEFOETHRALRS

t w%: Asking Permission 2
2 : Able to ask for, give and refuse permission
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: FEwW % : Making Invitations D
12 : Making Invitations|ZB 9 5 E # &5 A MY . MEFOETHRALRS

: FEW % : Making Invitations@
#Z: Able to make, refuse and accept invitations
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: MEw 4 : Making Appointment (D
E4Z: Making Appointment |ZBI 9 5@ HEHAIRY . MEEOBETHALED

: FEwW % : Making Appointment@)
#Z: Able to arrange a time for meeting
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rEw 4% : Canceling and Rescheduling M
#Z: Canceling and Rescheduling| 2B 9 2 & ##anA MY . SIEZ OB THAL KD
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[E: FEw % : Canceling and Rescheduling @

B 4Z: Able to cancel or reschedule a meeting
& :
B
& :
B

g

Mo WS

rEw % : Taking Messages D
12 : Taking Messages|ZB 9 & fl &MY . MEXOIETHRALRS

rEw % : Taking Messages @
#Z: Able to take message from a caller and send an email about the message
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email: suaie@josai.ac.jp
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