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Written messages and requests for leave

ERFERNETHLHEEMBER, WaW T8, Eh%EH. AS%H%, HR6EY
WEH, R EAN TGS K. FARSL R ARG T RS2 i it &
E, XGRS ERS, BITERTLE.

7,
@ —. BIEEX ( Writing tips )

I JEACHE N (Basic features )

5 R BAREDR T4 (notes) . B & ARMIFIEERMBEB(E, HKME, &
HATBEEWE AMAFE A ML, AR555GE, W:  truly yours. yours respectfully 2§,
AT, EATE R H AR AT LA BT, AT LABS 3 o AT DAZE 8 4 09 7 i
WERTE, T LAVE B BAARRT ),

BERAAERMEERZ S, HRAAEEBELRL, BEREE(SH,

IL. {ERX9%01 ( Reminders )
HE AR ERRAR NIERE, M TESE&NASEEEY0E, FHikamh

UKL EIECY
TRHBAR T AR SE BRI BL B FH IE A Bk 13X 2eik; 1B 93 e e LR L R AT 2

Q)
, —> XPIF3] (Sample study)
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1. WHEFEMERE

M1 A (®ER)
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.

L. S U

Be quick! '

Ding Xiaoli
| A ?
: RAEAREHAWMEKI EH 104, RNEEFLIRIRHLET, FHBURE f
i !
) E'° :
§ T/ N i
§ Eﬁﬁ’F-”r— 4:30 g

!.-’.!l? KRR SERARBEE TR R ERFERNTRBEE. WERAHE R, DIE
X 07 WAk JE AR 2

M2 HHEREERHER

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

§k1,ﬂm%ﬁ%ﬁﬂiﬁ%i%7'%% %?%F%ﬂnﬁéﬁﬁﬁ ﬂi |

e BSOS |

Rit: XR-KEACZPRATANES, HiEX, ESEMME, SHIEENETA
RELSIRERE, REMTATE, HHFAS AR, SMEREFBAPEAMY
i '

W3 T EER)
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

.0.



1. Written messages and requests for leave

EEHBELL,
SRR RS, EAME RBRARGKEELT, FLHH.
it

A BEEEITA RN —NIIREAT, HAREHW, 8 I EE—K, SHECEEETIT,
LA7RE S

W4 HEITE FEER)
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
bR, !
KRBT ER L, BEEP LR FHMEEFERE. R MG F R K,
i (o

5H25H

A

R¥ . XRITTAELATE . AR, %%U%‘TE$J£3€E%J<“”*$&L‘59“}:@]%
MfES. IWIBERER, SUTAERAE, BEIGE Stk . #iE,

M5 992 (RER)

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

F R,
W THE L4 10:00 SEF LHEYE X105 R LE, RETHEHR!

(79520
AT . ,
10 A3 H %



1. B & amigds

S XRASES. HTALHHTEARAT 2L, FHIES BBEEESR.
B 5B botanic adj. HYIK

W& AiE

(Expressions for written messages)

1. EFATERAL
(1) As soon as / when you receive this note, please cometo ... WEEHFEPF]----
(2) Come / Go to ... as soon as you see the note. LA/ HEPH]------

2. BT
(1) It is a pity not to be able to see / meet you. I ... fRiEMA L LE4R, K-
(2) This is to say goodbye to you. (informal) A#fki#tE FI / 5445, FEEX)
(3) This is to bid you farewell. (formal) 4~4% 3Tk &1k #47, (EX)

IL B4 ( Written requests for leave )

RS9 B (sick leave) 2 FIZEMR (compassionate leave) %%, BB &0 A A BB KA
RE.

B1ooimER RER)

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
| W B & |
S LTS ' g
% REREEAR, SRTHAKER, HHEEBHX. 3
| BE13 Wt L IE At  W7HE 9. z
| | L L %
| A |

S IR — AR TR LR % BB 1), W TR B b B E A LUR SR, Hh
-4-



. 1. Written messages and requests for leave

FABR Y AR REIMARES, EEsT B8, ik,
$ 5B diagnosis n 2

W2 EEEGER
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 &

AERFAE
REREME

EEWAER %4, i
HHERE EER G BIR, AeeEh, BEEIBEXR, ALA 282178, B |
RESM. ?
WhER, RETFHERE. HRHAFEREEEAERAR L, THop! g
EW BN R A

X K A

5HI11H

Ri¥: EREEREAFTSMERA B EME, FHHEERASEMNE+AEE. 3t
BETTRLIR 19 TARS DR — e BRI AT AN A T i, LMEA SEH TR, HR
XRERMFMAREREITER, FTUANMAEHA TS, BY, mESH THEA
FIERIBER . 4%, BEHBRERMIAE,




1. BE &M RS

B 58 compassionate adj. BRBEITERY, HFF inst. (instant) adj. A~H 1 (FT1E
B PRI ME T 25T B9 HeRFH)
be obliged make sth. up ¥%b, #ME

W3 KABRGKER
April 18

Dear Ms. Rogers,
Will you kindly excuse my daughter Anne’'s absence on Thursday and Fnday" 1 will
be taking her to New York for an appointment with a dentist.
Very truly yours,
J. Butler

%%%Em%ﬁi,
AEREHEAEH A RERBRLIILLRACHEBRRR, REGTRIANSETE,
FALEE K. B
HER, ;
I EHE
4H188H 3

Ri¥: XRERAELILEAHEMOERS, BT AREINBE, FLIES K
®E,

NN AE

(Expressions for written requests for leave)

1 BB RIEE
(1) I beg to inform you that I will be unable to come to school today owing to ...
B, AARRiER LR,
(2) Ibeg to report that I shall be absent from school from the 12th to the 17th inst. in order
to... AT, XA 12HE 17 BXAKFR LR,
2. Ul AR 1]
(1) I'beg to apply for three days’ leave of absence from ... to ...
KAE = RABR, Aeeeees F)eeeens
(2) Will you excuse my absence on April 4? #G#eFI &K 4 A 4 B#HB—E59

-6-



1. Written messages and requests for leave

(3) 1 hope you will excuse my non-attendance on ... Z#ER - AR e

(4) T am writing to ask for compassionate leave of three days. &35 = X F14.,
3. iR MER

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

Fo BRSO B ik, R R ARG

Q
@ =. B{E4&3) ( Writing practice )

I. Write a message with the information given below.

5% AN: A

Y& A: Martin

Bt BT T 2:20

B Ol A R Martin UK TSHUEE S E AN AR I (Victory Hotel) (191 17T (lobby) , H%
Martin (P42 6 R A& 468 L %Al

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

5 & A: THELZHPRAL Jane Smith

W& A : White ¥#7

B @: 4H10H

5 : Jane NAREHE JCIL L LR, 15 White BEZIHH — K.
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Signs

PSR RA R S W RS RIER . SRAT B RSB,

)
. T BIFRR (Writing tips )

Sl e e

I JEACHE M5 ( Basic features )

W OLARR IR B R — RS AT bR RS, iy . B0 RUE. &
WP TRACEME PR EE, AR, MEk. S TS, HILRNE S RIE S
h. HEMEE

MR35 PEAT M BB 4 R A R O BRI, A RS, A A — RSk
W ARG IR TR T 52000 5 17 St o 8 PR AT A ) 5 7 (AP B A 25 2
U, PRIV RIS, HARRE . R A0VEF AR

PREHEA R, HiRE N OREFEN . YRR RERRGERN, 4T LE
BORGE PG ERER . TR AR, THEBRESERS, HIL, HEiELTA
Ashial . sh#4inl . S0 00 B w RLE . Bikuds.

1. A5 8N 2 0 R R) ) 40

2. Hrfdif;

3. SERMFHA],

IL. {E& 9900 ( Reminders )

PRAEENGERA LTS .

WRB P ENBARLH, RARE N 2R R A R A
Z.ﬁﬁw“ﬂmﬂmm"%m,Rﬁ%@ﬁi@ﬂ@%iﬁ;
3. WMHERRITEIE . SCHR BRI g B A el e s )

4. % do not A& don't K Em “i%2y------ i

o



2. Signs

Q
@ —. B3] ( Sample study ) .

L ik 354 rlbrp i bs.&ili ( Signs in the service industry )
Bl EiEF0MRRE

(1) Be careful when using the bath

(2) Stay a minimum of 3 nights and receive 1 extra night free
(3) Please use revolving door

(4) Full central heating

(6) Conference facilities

(6) Night porter on duty

(7) Laundry service available

(8) Shavers only

(9) Do not use the lift in case of a fire or emergency

(1) fF A # ik /h o

Q) REME=8, E742FFHE—%
(3) &1 k4]

(4) iz 5 2H AR

(5) 2L

(6) |EREITEHEZRS

(7) #1MEHRE RS

®) #I AT LA

() BARKBLFH, 7 H b

S SRR IS B4R AR LAE B AT AR 5 iR &, LA — eI S6 i B IR 2
H‘E:C
WEEB: minimum n B{KFRE facility n. Wifs

W2 #EFER

(1) Air conditioned
(2) Daily specials

(3) Staff only

(4) Dine-in or takeout



