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1 Unit One

Addressing an Envelope
5 B #

o0 . : i
Yy .

Practical English 100 (% R2%3E 100 4)
Key Sentences (1 — 5)

1.1 ‘wasv just wbndering if you could do me: a favour.

| AABEEERE R R AR,

2. What can | do for you?

RN ﬁﬁﬂ-l'

3. I'm wrltmg a letter of apphcatnon
A AEB P,

4. Could you help me to check the envelope flrst if
there are any mistakes?
BRAFEAE-TRHAATHED?

5. The stamp is always stuck in the upper right-hand
corner.

MEERBEL LA,



: 'Here it is.

: Hi, ! Mary.

Hi, Li Minhua.?

: I was just wondering if you could do me a favour’?
: Certainly. What can I do for you?
: I'm wntmg a letter of apphcatlon

What are you applying for*, a job or a new college"

: Well, I read an ad in an English newspaper. A col-

lege in the United States offers a’ summer course for

secretaries, and I'd like to go.>

: Do you want to study there this summer?
: Yes. I'd love to. Could you help me to check the

envelope first and see if there are any mistakes?

: All nght Where is the envelope"

"6

RN S,



A:
B:

Dialogue 11

Just read this receiver’s address, Mary.
(Reads the address on the envelope. )

—

SENDER’S ADDRESS STAMP

Mr David Smith

" Admissions Office"

- Johnson State College
Johnson, Vermont 05656
U.S.A.

FiExXH

B:

That’s right. First you should write the receiver’s
name in full” with Mr, Mrs, Miss or Ms. “David”
is the given name and “Smith” -is the surname or
family mame. '

: Yes, but we write our Chinese name in a different

way. My name is Li Minhua. Li is my sumame and
‘3.



Minhua is my given name. People call me Miss Li or
Minhua.
: Then underneath the receiver’s name, we write the
name of the office or an organization if it is a busi-
ness letter.
: And we should write the name of the office or the
department first if there are both the names of the
office and the company? .
: That’s right. Write them on two lines if you have
both names.
: Then write the house number, name of the street or
road, the city, the state postcode and finally the
oc;untry?
: Yes. The principle is that you start from the small-
est unit to the largest unit.
: So, if the company is in Room 1405, I should first
write 1405, then the house number, the name of
the street and so on®?
: That’s right. ’
: It’s funny. When I write the sender’s address in
Chinese’ on the envelope, I always put it at the
right-hand corner at the bottom. But when I write
it in English 1 should put it at the upper left-hand
corner.
: But no matter whether it is written in Chinese or'® in
English, the stamp is always stuck at the upper
- right-hand corner.

.4 -



A: That’s true.

B: So the envelope is written perfectly. It'd be even
better if you can type it.

A: I'll do it now.

IFIRIZIRIRIR I3 I3 3z3z3q3

Words and Expressions ( £ iRF5GIE)

favour /ferve/ n. EEMITH BE
application /gplrketfon / n. HIiH
apply (for) /oplai/ wvi. Hi§
ad /eed/ =n. (advertisement HIZFBEIR) ™%
offer /vfa/ wt. (ESETF,8BE; (3 ER
BEMES
course /kas/ n. IR
check /tfek/ v #&Xt
receiver /risive/ n. WA, BIEREG
sender /sends/ n. XfEA
admission /admifon/ n. fFHFA
State College M 37 2Bz
Vermont /vaimont / n.  HERIF[EEKH—PM]
ahead /shed / ad. TERIE
surname /‘ssmemm / n. W&
call /koil/ o WY BREE;ITHLIEL
n. B, (—K)HIE




underneath /Andoni®/ prep. T JE&TF,
£ FE

organization /ogenarzeifon/ n. HE, FE
business /brzms / n. @A, FEF
department /dipatment / =z, T, 4b

line /lam/ n  ZREBE, K, H

postcode /psustkoud /7. HE B4R 55
principle /prinsepl / n. JRWI

 whether /wedo / conj. R®

stick /.stik/ wt. REKE

even /ivan/ ad. ¥ZE

Notes ( Eﬁ)

ot

Hi: "%.3EEX 89 F2E, AR EAGEE,

2. LiMinhua: F#%., PEALLHEE—HA

NS Vv

EHETHE HAW LA,

do me a favour = do a favour for me (sb.): #&
(RA)—A, R—Fssste ik,

apply for...: ® .. :
I'd like to go: BP I would like to go. (& B¥*).
Here it is: X $E2 ; 84k, _

in full: TAHR, XEHRER, 54550 write,
By & B B AEA RS, )
andsoon: ¥%¥,. ¥ALERAFTHER, ATFE
AREHES Al do:

»«6-’



10.

I like playing balls, such as football, basketball and
so on.

HEhITHR, e AR BEREFF,

in Chinese: AFTX(H#F), XL in ARALT

B LEZTRRBRRE S A4
They are talking in English.

AT S48 A R

no matter whether ... or ...: REZEF .. ..

no matter /& &€ ¥ who, how, when F4 8
39, Bt LR Bl e

. No matter how far away he lives, I'll go arid see

him.

RERALLE 3 A8, Ko kA,

Exercises (%:3])

I. Substitution drills (% 3])

1.

Li Minhua.
Ma Liyin.
My name is { Yao Xin.
David Smith.
Mary Jones.




