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[ O "printed matters, including leaflets, instruction, product
catalogue, pricelist,etc. (U U U OO U0 OO OO0OOOOO0OOO
DO0000000)"0 000 Inorderto market our new
product] we have printed fine literature. (U O O OO0 0 OO0 O O
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Do00"0d0o0o0ddodooddod demand or request for a
thing considered one’ sdue (I )"0 O O O We claimed on that
shipping company for the lossinvolved. (0D O O O 0O O 0O O O O
Dododod)reference DO 0O0OOOOO"DOONO
Jo0oO"00oooooondndn "persons or firms



named by a customer asking a supplier for credit, from whom the
supplier can get information about the business reputation of the
customer (U OO OO OO)"D OO O My reference will prove to
you that I am efficientand dependable. (U O O OO OO OO OO
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000000 OO0 backlog: orders to supply, needing to be
dealt with quickly (U O O O 0O O O 0 ) e.g. We have a large
backlog. (U OO O 0O O OO O O O) in-tray: tray for incoming
documents (U U OO O0OO0OO0OO0OOOOOOOOOO.
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When | am away[] please help to check my in-tray. (LI O OO OO [0 [
OO00000000000O) overneadsd routine administrative
and maintenance eXPensesofabusiness (U U O O O 0O 0O OO O
DO00O00o00odod)e.g. We have some money indeed

1 but we are very sorry that we cannot return the money now(] as
we have to consider ouroverheads. (U U OO0 O 000000 O
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outstanding accounts[] accounts that are overdue for payment ([

0 0O 0O O 0O) e.g. We hope the outstanding account can be settled
within this month. Otherwise, our accounting department will
consider changing the conditions of payment for future orders. ([
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000000000 ) debit notel] anote in aform similar to an



Invoice but used where an invoice would not be right for the
purpose. The debit note relates to charges, such as freight, extra to
amounts already invoiced for goods, and is also used to correct
mistakes such as an amount under-charged in an invoice. (L1 O [
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000 0O O creditnote(d O O O O ) ) e.g. We shall of course
refund to you the premium upon receipt of your debit note or, if you
like, you may draw on us at sight for the amount required. (LI [
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unsocial hourst] timeforoverwork (U OO0 OO OO OO OO0
0 0O 0O O) e.g. We should emphasize the large extra bonus for
working inunsocialhours. (U 0 OO0 OO0 OO0 O0OOOO
[ O )flexitime system[] system of flexible working hours (I O O O
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[ flexiband) e.g. The first item on the agenda is a discussion of the
management’ s proposals on flexitime system.( O 0O O O 0O O O
DO0000000000000 0) living out of a suitcase: often
go on business trips (L0 O O 0O O O ) e.g. My husband is a
sales-manager. He is a man living out of a suitcase.(C] O O O O [



000000000 O) make five clerks redundantl] dismiss five
clerks (LI OO OO 00 ) e.g. Our branch is badly overstaffed. We have
now decided to make eight clerks redundant.(C0 O O O 0O O OO [
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