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Chapter 1  Reservation
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1. Reservation of the plane ticket
FAT EHLE e vemeeemnmeeereeeee e eeiireee e eaaee D
2. Asking for the information on flight

schedule & & MBI E --oovrvreeeeenn 4
3. Reéervation of the conference room
4. Hotel reservation

BUAT BRI -vevvveeeerrrsnnsmssenrenmenncenenninsaeenns 6
5. Vehicle reservation
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6. Ordering seats at a restaurant and inquir-

ing about the price

BT R JE R 3 FI I BE vvoerereeereremseeeeens 10
7. Making a reservation for a banquet

HITEE D coeverveemrrmesmnmsrneeenmenseesnnieneeio 12
8. Inquiring about the facilities and price
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9. Ordering a room

10. Inquiring about the price and ordering
tickets WA E M BTITRR B voeeeereererrneennnns 16

11. Ordering concert tickets by check
FEHEHRITEFRSE ovvvvvenrmiiie 18

Chapter 2 Appointment
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1. Making an appointment for an oral quiz
HLY TR coveoevererveereremnsnnecioiemmcensnennsns 20

2. Make an appointment for a meeting

3. Making an appointment for a visit

Chapter 3 Change
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1. Asking to change the date of the flight
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tickets ER EHRHLEEHE - oo erevereennns 26
2. Asking go change an appointment

BREEFLY ovomeeemrrerersremerimiressnoennnens 26
3. Asking to change the arrangement

TREMFILT wooereovrreereeeromemrevermvemsnnanes 28

4. Asking to change the reservation for

TOOMS TR TR FI LT R [H] vevvvveererrvnreerernne 30
5. Asking to change concert tickets

BEREBERSE coovrrrirenisineniee e 32
6. Changing the address
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7. Company Reorgamzation
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Chapter 4 Cancellation
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1. Canceling the reservation for a car

2. Canceling an appointment

BRI TILY woovrrrvroerreeesenrsmssenennnesniiiinnen 4
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3. Getting a refund for tickets

4. Canceling an order by checks
BT P L ERATHYTEANL covvvrrerverensnnnenenee 44

5. Canceling an order
BT FAITJE QL vvvvrrvnrersrneeaeesnnseeemnennnocens 44
6. Canceling an order for flight tickets and

claiming refund
B BEITHLEHBERBIR oo 46

Chapter 5 Confirmation
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1. Confirming an appointment

2. Confirming the arrangements
Bih T RIZEHE covvvrvnnrrerreonesrenmennenns 48

3. Confirming the reservation for a noon

4. Confirming the reservation for exhibit

space FATHITBBALE < vvoveeeereeennaees 56




HR @

5. Confirming a telegram
B ELAR B worroeere oo SR
6. Confirming orai directions olf“af...f-supplier
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7. Confirming a telephone order and paying
by checks
B A E T RE ZERAL oovevrervmerrveres 62
- 8. Confirming a telephone order and paying
by credit card
WA IEBITHERAGEHRITE oo 64
9. Confirming a telephone order for rooms
B R B FE T IT R (] vveveeererveresreonmrnemensvene 66
10. Confirmation of canceling an order for
FOOMS B AT I FiT SR -veververmrorremeennes 66
11. Confirmation of changing an order for
TOOMS B ik T FLT FE ] -vovevrveerrevremrrinene 68
12. Confirming a telephone order and asking
the messenger to bring back the tickets
BN G BT M oK R E A | AR e 70
13. Confirming a telephone order and forwar-
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ding a check and an envelope

T RARERITREH M F L EANEMEE - 70

14.

15.

16.

Confirming a telephone order for flight
tickets and asking to put it to one’s ac-

count Bk i HITPLEHEH S KkfTK - 72
Confirming a telephone reservation and

asking to pay by checks

BN EBT I A LB v 74
Ordering by phone and asking to pay by
checks when receiving the tickets

B g BT IR R BI I E R A & 76

Chapter 6 Application
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1.

3.

Application for air conditioner

2. P.0O.Box applied
Application for duty refunded
IR BLER voververerrem e cini e e e 80)
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4. Application for licence

I B R KILECTI . 3.
5. Water-pipe applied

HIFLEIKE oo 82
6. Applying for a passport application form
7. Applying for a visa application form

Chapter 7 Invitation
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1. Invitation for a celebration
RS BTE --ovoevrrrrerrreerorirrnininiiineaenineens 88
2. Invitation for an evening party

BRI roovrrcerrrrrrririiiiii s Q)
3. Inviting a guest to speak at the confer-

ence
BEEABRELS WYL ooverrereaneeenees 02

4. Accepting the invitation and agreeing to

speak BB EULEIE - oeoreerreeeeeeoeenaees 04
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5. Accepting the invitation for the business

Opening % F AL BiE oo vooverrrmrerrenes

Chapter 8 Employment
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1. Employing a cashier
BiFhma -

2. Employing a sales manager
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3. Employing an engineer

BE TS T RRI ovvvervremrnsornnsinmiisinecneeanneensens

4. Employing a visiting professor
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5. Employing a secretary
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Chapter 9 Welcome
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I. Welcoming new customers
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2. Welcoming new clients

3. Welcome a newcomer
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4. Congratulations on a new venture

5. Christmas greetings
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6. Holiday greetings to friends and
customers A ME FHTHEFE oo 114

Chapter 10 Notice
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1. Notice of donations

2. Notice of increasing service charges
3. Notice of increasing products charges
FE LR H -vveeereree i 120
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4. Notice of someone s retirement
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10.

11.

12.

13.

14.

. Notice on an English evening
. Proclamation of election results
. Notice of a visit
. Notice of dismissal
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. Meeting notice

Notice of holidays

Notice to put off a report meeting
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Notice of recovering

Notice of honorary appointment

Notice of an appointment
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Chapter 11 Asking for Leave
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1. Asking for sick leave

2. Asking for sick leave written by someone

else BB ARE) e, 138

3. Asking for business leave

Chapter 12 Informal Note
F+H BE

1. Note for saying good-bye
BEFFRE R coveerreereineneririeineiessenenne e oes 146
2. Reply

3. Requesting to borrow something
WRMEY - e 148
4. Asking for the return of something
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10.

Requesting an introduction
WRIFANAGLIE - 150
Requesting for repairing the water pipe

. Asking a doctor to come

. Transmitting a telephone message

. Putting off a meeting

Making an appointment with a colleague
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Chapter 13 Formal Note
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. Receiving money that is owing

. Receiving rent

. Receiving salary

12
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4. Borrowing something
AR e e 160

5. Receiving something that is owing

6. Borrowing money
B e 162

7. Receiving something for safe custody

Chapter 14 Urgency
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1. Urging someone to return a tape-recorder

2. Urging someone to return money
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3. Urging someone to return a book

Chapter 15 Poster
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1. Film news
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2. Recital
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3. Drama

4. Get — together

5. Literary and artistic evening performance
6. Match
BRI ovvvvoenens e e [74

7. Postponing a match

8. Meeting

9. Lecture

Chapter 16 Document and Report
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1. Report by the Purchasing Department

14




