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Week 1 BEC H1REEMA S &FER

You are going to attend an engineering exhibition in Frankfurt soon.
Write an email to your assistant ;

® explaining why you will be away

e letting her know the dates you will be away

® saying what work she should do while you are away

Write between 30 and 40 words.

I am going to attend an engineering exhibition in Frankfort, and the ticket’s date is 20th
March, I will be away for one week, during this week I would like you to arrange the
training meeting which we have decided and make an appointment with selling manager. I

would like to see him 27th morning 10, 30.

54

RS EIETEIEA AR B, K. AL, RERMTESEPBEELIEE
M, —Frai, EEIER, PRGN FREAT LA, [R5 22 (A] Y H R4 EX
HiokE T REXNSUEREE, FrLlfea)FiEeE ol GE Y808, A KIER, i
3CA B TH IR SR A R sOE iR, Fra 5 A e T, AT,

Next week 1 go to an exhibition in Frankfort. It’s from 9th to the 11th. While I am in

Frankfort you should write the business letters. If there are any problems—call me.
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B e AR B, SYEE S TITAMNE . (B2 “Next week I go...”
BN,  “you should write the business letters” A 03 AR, WSMR AT
PE, HFHREARTERE, 1 mse# 06 52 .

> PART TWO

Read this part of a letter from Mary Bennett applying for a job.

With reference to your advertisement in The Times, 1 am writing to apply for the post

of training assistant.
I am moving to your country next month with my husband. As you will see from the
enclosed CV, I have had a lot of experience in training and 1 feel that I have much to

offer your company.

If I am selected for an interview, could you please give me information about how to

reach your office by public transport?

Write a letter to Mrs. Bennett -

acknowledging her letter

offering her a date and time for an interview

requesting the names and addresses of two referees

telling her the best way to reach you by public transport
Write 60 - 80 words.

Write on your answer sheet. Do not include any postal addresses.

X A

Dear Mrs. Bennett,

Thank you for applying our company. We arranged an interview for you. The date is 4th

8



