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‘Written messages and requests for leave

AEPRNETHLEESMEE, WMl 78 mhEH. ASLH%. EHREY
SR, BRETEAMNTERE & FARSHALRPEARE I TR B St 4 &
A, XNWHEGHERG, BITHRTS.

—. B{EE & (Writing tips )

I. JEAYY . ( Basic features

& RS B A AR )E TE 2% (notes) . B H FRMTIRERNTE B, H5%phE, @
WATEGW G AMEF(E AL, AE55RE, 0. truly yours, yours respectfully %, i
AIENE, EATREGES . BEIMARE TSR E, AT LARS -t ml AFE M 4R E 5 e,
WAERE, AT LA B B )

HBRFAAERXMIEIERZ 53, #UmEEBERM, ERAFEES,

1. EZ9 ( Reminders )
B E A BRAHEERR AR NIBERE., HTHESRNANAEZEMAOE, FikH

HIAE( AT A G
T BAR ATARYE SERR A B A IE AR IEUFR L 1B 3 A )R AR AT R N 2R
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1. S &AERSE

bl @EFE BIER)
4:30 pm, Friday

Zhang Wei,
Please come to Room 104, Building 3 as soon as you see this note, where we are having
a meeting about the coming Christmas party. Your suggestions will be most appreciated.

Be quick!
Ding Xiaoli
KA,
RABRRAMKIGH 104 %, ROEEFA WA IRBLEY, AUEIAS
Z.
i 3 !
T/ A
EMATF 4:30

RF: DR SFRARBITE T O R, @5PEM T RMEE . A, e
X5 ARG IR kb 4

b2 HMESCEEHES)

David, something NEW about Mary’s travel plan! Interested? Come and meet me in Room
201 after class. Mike

AT, BWARETG AT ENT ! BAED? B K201 RERRE. T 5

R RR—IKENNZPRATKER, HAR . B SEBME, 9 EER
KEUSIRER, REMFAREE, RS AR, SFME 5 AEER A Y
e

il 3 #TEER)

Dear Mr. Hong Yun,
Itis a pity not to be able to see you to say goodbye. | am going back to Beijing by train
tomorrow. Hope we'll meet again some day.

Fish

.2.



1. Written messages and requests for leave

RRURERL,
AHABTRE, EHRIE RERARGKETLE, FLHM,
Eft

R BEEWTIRE O ARAT, REHI, BB TER—K, SHAC SR,
LR o

W4 EEITER (JEER)

May 25

Bill,
Arrived here at 2:00 pm by train. Will stay at the Sunshine Youth Hostel on Zhongshan
Road. Please come and meet me when you arrive.
Helen

ht;](,
KA B HRKER L, BEEPLE ENEATERE. RE MG FRERK.
b2 0
5H25H

SO BCRXUFAE R AR R TR, SeRIE R ERSkEER E SRR EE
k. MBS ER, XOUTAERAE, HIHESWILEREE . @,

s 4% BREN)
Oct. 3

Dear Mary,
| would be most grateful if you could meet me at the gate of the Zhongshan Botanic
Garden at 10:00 tomorrow morning.

Yours truly,
David
FEOELW,
ek FOAE E4 10:00 SEF LB AT 5RNE, KRR
TRE B,
AL
10 A3 H
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(Expressions for written messages)

1. @ ARTA AL
(1) As soon as / when you receive this note, please come to ... L2 /S BPE]- ...
(2) Come / Go to ... as soon as you see the note. R/ BPE) -

2. BT
(1) Itis a pity not to be able to see / meet you. I ... fRifi%k 46 E|4R, HK--e---
(2) This is to say goodbye to you. (informal) A8 fatkit.# &N / 54k 5], (JEE X)
(3) This is to bid you farewell. (formal) 4437 & A1k &47. (EX)

i Bk S B (sick leave) & FIFEB (compassionate leave) £ 154 AT AANBE AN
RE.

AR (KRER)

Dear Professor Lin,
I wish to inform you that | will be unable to attend school today due to a serious case
of the flu. I'm writing to ask to be excused from class. for two days.
Enclosed please find the doctor’s diagnosis slip.
Yours sincerely,

Zhang Li
3 S
FE WA,
KEBEERE, SRTFHAKLE BocEEREX.
FEAS M B A 9 BT
T F A,
A

PRI T 1B — B R 2 U A 19 B I, WS BEER e bA b BE A (3 B PRI,
if s



FAGLR Y H ST IRBEUTAR B, Hivdns 7 EB, #XlespEE.

diagnosis n. 2Kt
HHER (EEX)
Request for Compassionate Leave

Class 1, Grade 4
May 11

Mr. Jefferson

Head of English Dept.

Dear Mr. Jefferson,
| beg to report that | shall be absent from school from the 12th to the 17th inst. in order
to return home to see my grandfather, who has been suffering from lung cancer since last
year and is now in critical condition.
| would be very much obliged if you would grant me my leave. As for the lessons to be
missed during my absence, | will do my best to make up for them as soon as | come back.
Yours sincerely,
Liu Dalong

i B A
KIEREML

EEWAER LA,
HERE RFRE BB AAL4EL, REFERLIX, AXAREZ178, B
REL M.
Tk AR, R TR, B T R A KA R AL, B!
5 U R VO 4R R — B A
XK
5A11H

T BGE B 785 B R A AR B E, PRC UL SR R (] B2, X
TR A9 TAE SR — & B4R AT AT AN IE R T i, DMEAR TS 18 . A
XM R FMAREREIER, IUAMEERH TS . B, WESH TIERA
FIEmgEg . 4%, B8 HBIEAIAR,
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1. W5 &MEERS%

W 5 ¥ compassionate adj. MREMERY, KHEF inst. (instant) adj. A~ #) T IE
PRIEMETT 45 T 19 R
be obliged /B4 make sth. up ¥R%b, #ME

M3 KAERGER)
April 18

Dear Ms. Rogers,
Will you kindly excuse my daughter Anne’s absence on Thursday and Friday? | will
be taking her to New York for an appointment with a dentist.
Very truly yours,
J. Butler

EENZ AL+,
AEEHMWAHEMERERKLINLTRALHEBRHAR, REFWANALHEFTE,
ARBE Y. Wl
BEW,
J. B
4H18H

S RRARRASLILE A HEMEERS. BT ARRHIAE, TGS
xE.

HTBRAHAE

(Expressions for written requests for leave)

1. BEEAH BRI
(1) I beg to inform you that I will be unable to come to school today owing to ...
B Ayeeee » BRASRATAEAR LR,
(2) Ibeg to report that I shall be absent from school from the 12th to the 17th inst. in order
P R » AR 12 B3] 17 B KAEF| & LR,
2. Ui B a]
(1) Ibeg to apply for three days’ leave of absence from ... to ...
&;@Tﬁ- = RAB, Moeeeees §|J ......
(2) Will you excuse my absence on April 4? 4R &K 4 A 4 BigfR—K"5?

-6-



1. Written messages and requests for leave

(3) T'hope you will excuse my non-attendance on ... &K ----- AR

(4) T'am writing to ask for compassionate leave of three days. #&8# = % Bg..

3. TR AER

I would be very much obliged if you would grant me my leave / application.

Yo RERAR / JeE P E, R RO,

Q)
=. B{E£%3) ( Writing practice )

I. Write a message with the information given below.

S&A:
W& A -
Bf i -
= H:

K

Martin

EBIR T4 2:20 .

A8 Martin WLAR S SRPUGIEEIFEFIIR I (Victory Hotel) B1 1T (lobby) , K
Martin #9133 & A A ZE AR ) L 46t

II. Write a request for sick leave with the information given below.

S&A:
W& A :
5 <1
B A-:

ARG =HE2%/E Jane Smith

White Z(#%

4H10H

Jane N8B T £ FIR, [0 White BB —K .,
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W OLBBRRRTE EB PR . — RIS PTG ROAREIE, R, B, R, B
BB “RAMBOEHEAMNIRERE, WA, Mk, BN TS, HIRSNEIESH
k. EHPER :

i35 PEAT AL BOBR ST 3 R P & A D IR A fE: , A LR E S, ARt H—RME g
R LARRIRS B TR 5200 5 T S350 H 6 P bR B ) B FEAR I AR 25 R 20
s, FTLVESHRIER S, HARR , BOREER LR,

WERIEA EERR, AREEOREREN. YERROZERERN, XAHTREE
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1 AU A A SR s 4

2. Frlffg;

3. SERA A,

. 7E&9 0 ( Reminders )

W REN B ERA LU

1. WA EINERSEW, RAREE 208 RSB RS ;

2. WM “Therebe ...” 45ty, RREEES FEMAKMEE,
3. WHAREIEER .. A siRA B WAk seie ) ;

4. ‘H M do not AR don’t KFER “H)----- R
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