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Task 1 & H L4 :

The course director of your previous college has invited you to attend a party for new students,
and he has also asked you to give a talk about studying overseas. You have an important examination
on the same day so you cannot attend the party.

Write to the director to apologize and to explain why you cannot attend. Suggest another date
when you could give your talk.
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The course director of your previous college has invited you to attend a party for new students,
and he has also asked you to give a talk about studying overseas. You have an important examination
on the same day so you cannot attend the party.
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Write to the director to apologize and to explain why you cannot attend. Suggest another date

when you could give your talk or some other solution.
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thanks

saw friends
imp . exam
date fixed
new coll .
family well

all well there?
party details?
hope success

sorry

first time

can come . ..

my tel .

will talk about . . .

PR= RUEREAR

thank the director for the invitation

say that you saw some college friends last week

explain why the exam is important

explain why the date of the exam cannot be changed

talk about your new college

talk about your family

ask how everyone is at the old college

ask for details of the party

say that you hope the party is a success

say you can’t come to the party and apologize

explain what you will say in your talk about studying overseas
explain it is the first time you have ever been asked to give a talk like this
say when you can come

tell the director how to contact you

REXLBEAMBEHFMUAR, TREARFHIER, AURREXLEIBEHR
N, BT BARRML— B, ER:-FARFAERBELHBEAEN

thanks
saw friends
imp. exam
date fixed * thanks
new coll . sorry
Jamuly well * imp.exam
all well there? date fixed
party details? * can come . ..
hope success my tel.
sorry * all well there?
will talk about . . . hope success
first time
can come . .
my tel.
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Dear Mr. Arnold,

Thank you for yeu(your) kind invitation fer(to) attend the party for new student(s) on the 29th
of January. Thank you also for thinking of me to give a talk. Unfortunately I am unable to attend the
party.

I (am) afraid that on the following day I have my first semester ekonomi(economics) exam. This
1s the(a) complicated subject and a good nete(mark) is essential for me, so I must have to spend the
day before to studying. I ask (asked) my lecturer if it will( would) be possible to take the examination
on another date, but this is not permitting (permitted) .

However, I would be very happy to give talk on another date. I am available on the 5th and 6th
of febuary(February) . If one of those date(s) are(is) convenient for you, please to let me know. I
can be contacted in(at) the address above or fax-me(by fax) or telephone .

I hope that everyone at the college is well, and I hope that your party will-be(is a great) success.

I look forward to hearing from you.

Yours sincerely ,
Richard Miller
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K : I’ m terribly sorry, but ...
I am afraid I ... /I must apologize about (not) ing ...

# % :1 must complain about ... / I am not satisfied with . .. / I feel something should be done
about ...

7K : Could you please . .. / Could you possibly ... / Would it be possible to ... / I would be

grateful if you would ... / Would you mind ______ing ... / I wonder if you could ...
1" d like to suggest that ... / May I suggest that ... / Perhaps we could ... / Could you
please ..
7k g
BRAERRE W A4 - Dear Sir, Yours faithfully,
*Dear Madam,
*Dear Sir/Madam,
1B Q04 S S A B9 2k G *Dear Mr. Jenkins, Yours sincerely,
1B i/ 2tk I B R 69 5F & -Dear Ms. Lang,
*Dear Dr. Spock,
Btk N BIREIRI A +Dear Sue, * Best regards,
*Dear Michael, *Best wishes,
*Love,
FkE
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1. [ABERAE A * Dear Jack,
(B o it/ 2t R R # FAL A) Hi. How are you?
*Dear Annie,
Hello. I hope everything is fine.
2.5 RIS 5 By * Dear Sir,
(fR a0/ b A AR ) I was a guest at your hotel from May 23 to 25.
*Dear Mr. Parker,
I am a student at your college, enrolled in the cookery
course .
3.3 *Dear Mr. Lopez,
(Banfbh/ A/ E S EER L) Thank you for your invitation to the reunion party on Janua-
ry 15.

*Dear Mr. Hendrix,
Thank you for your letter asking me about studying in Aus-
tralia .

4. BREFERHAE -1 am writing to advise you of the loss of my credit card.
-1’ d like to inquire about course details.
I am writing to complain about the poor service at your res-

taurant.
SRR
ZRBAFBRTHEAHLABIMAE, TESGL T LB HANHELR:
ELET 3 g A

RHIEK: * Thank you for your attention to this matter.
e E s Ak Fm - look forward to your prompt response.
FEE. +Once again, I am sorry for any inconvenience caused.
VERIELE o * Please accept my apologies once more.
=B - expect to hear from you very soon.
REBGBABEREN * Please give this matter your immediate attention.
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1. RAGBFRUNBERANED; I hope this information will help you.
2. ¥HEHEEHFER, Please feel free to contact me for more information.

BHEW:
1. RAGERWEBIUBENER; I trust these suggestions have been useful.
2. EHERUEEHL. Please let me know if I can help any further.
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; You should spend no more than 20 minutes on this task. -
5 i
: &
3 You live in a room in college which you share with another student . 4
i You find it very difficult to work there because your room-mate always N
; has friends visiting . He/She has parties in the room and sometimes
- borrows your things without asking you .
Write a letter to the Accommodation Officer at the college and ask for
a new room next term . You would prefer a single room . Explain i
your reasons .

'} You should write at least 150 words.

You do NOT need to write your own address.

Begin your letter as follows:

Dear y
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Sample Answer

Dear Sir or Madam ,

I am writing to inform you that I wish to move into a new room next term. I would prefer a single
room, as I find the present sharing arrangement inconvenient.

I must explain the reason for my dissatisfaction is my room-mate’ s inconsiderate behavior. For
one thing, his friends are constantly visiting him; for another, he regularly holds noisy parties. In ad-
dition, he sometimes borrows my things without asking me. In these circumstances, I find it difficult
to concentrate on my studies, and I am falling behind in my assignments.

I am sure you will agree that the only solution 1s for me to move into a room of my own, where
I will be free from such distractions. Therefore, I would be grateful if you could find a single room for

me, preferably not in the same building but as near to the college campus as possible.

Yours sincerely ,

Janice Kennedy
X

BametXkt,
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3 Sample Topic 2

<

4

$ You should spend no more than 20 minutes on this task.

T

; You rent a house through an agency . The heating system has stopped
g working . You phoned the agency a week ago but it has still not been
+ mended .

¥
i

Write a letter to the agency . Explain the situation and tell them what
you want them to do about it .

You should write at least 150 words .

Begin your letter as follows:

&
B
&
&
4
'
+
3
3 You do NOT need to write your own address.
4
).
).
r
; Dear Sir/Madam,

4

4

¥

:
*
o
;
b
*
*
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Sample Answer

Dear Sir/ Madam ,

I am at present living in a house which I rented through your agency. I am sorry to inform you
that the heating system in the house stopped working some time ago. This is very inconvenient — not
to mention dangerous to the health — as the weather is starting to get colder.

I phoned your agency and explained the problem one week ago, but you have still not sent any-
body to fix the heating system. I am puzzled as to why you have not paid attention to this urgent mat-
ter. I must remind you that a fully operative heating system is one of the terms of the lease of the
house.

Therefore, I would very much appreciate it if you would send a technician to repair the system as
soon as possible. He may call at any time during the day, as either I or my wife will be at home all
this week .

Yours sincerely ,
Willian Wyatt
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