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e

R KRSy R P F . —F R IE R, (formal correspondence) , IR FRF 5 ; — Ff 2 3E
IEX M (informal correspondence) , Bl — N FZEELEES B4 KE . BL . BILELK
ﬁ‘ﬂtﬁfnﬁ‘ #HHEEEERX EAMFRBFEEM BHLERERNG. BERMER:

B —EEHHENEECE A B B S R EERE A BEEE AFEEEM
BEpE, #an.“1’d like you and Bob to come to luncheon next Friday. ”iX /] 1% & Ff#5 80 2 B4~

B A A, FrLAN il EE{AHB, “T’d like you and Bob to come to luncheon next Fri-
day, May the fifth.”

1. BiEBRALEHFEFE Inviting a friend to an informal luncheon

Dear [ Zhang Ying],

Will you come to luncheon on[ Friday, May the fifth], at [twelve o’clock]?

My niece [ Mary] is visiting us and I think you will enjoy meeting her. She is a charm-
ing, very pretty girl -+ and very good company! [John and Jane] will be here, and perhaps
we can [ give a dance] after luncheon. Do say you’ll come!

Yours Love,
Li Ming
FREMKE]:

RETE(S A 5 HEMI RS 12 S4h] Rz iR
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2. MEBERMMNAANEAHA—REELHGEE Inviting friends to supper with

the strangers

Dear [ Susan],

I know you are interested in [oil painting ], so I’m sure you’ll be interested in [Mr. and
Mrs. Lin Dun]! They are coming here to supper [next Sunday night, October the twelfth],
and we’d like you and [ Walter] to come, too.

[Mr. and Mrs. Lin Dun] are that very charming couple we met in [ London] last sum-
mer. They have a wonderful collection of [oil paintings of various stages]; and I understand

that Mr. Lin Dun is quite an authority on [oil painting]. I’m sure you and Walter will thor-

oughly enjoy and evening in their company.

We’re planning supper at six; that will give us a nice long evening to talk. If I don’t
hear from you before then, I’ll be expecting you on the [ twelfth]!

Affectionately yours,
Li Ming

REMLIRH]-

F AN 8 L% [ 1 17R A 48R, By LA SR AR (5 X MRk it 20RO 8 . il e[ 10 A 12
HCFEH B DR, RITR A BEM /R e Rk .

(MBREIRI AT —XRE., RIBREZEEZXREMRBDIARN. BNEFIETAR
Ie] B 30 8 3 ok T ). R A L AR S 2 A BF g (o 1 ] O TR AU G . RIEAE L IRR
e b A B R FRR AR T — R, — s TRk

RATHERTE 6 Sz IR X B REA B Wit (8] PRR . NSRS AT AR B 4 80 a1 {5 L T3k
FRHFERIAIRRFAE.

3. MiESMF F T Invitation to opening ceremony of new factory

Dear [ Mr. Harrison],

Our new factory will be commencing production on [April 10] and we would like to in-
vite [you and your wife] to be present at a celebration to mark the occasion.

As you will appreciate, this is an important milestone for this organization, and is the
result of continued demand for our products, both at home and overseas. We are inviting all
those individuals and trust that you will pay us the compliments of accepting.

Will you please confirm that you will be able to attend by advising us of your time-we
can arrange for you to be met. All arrangements for your stay [overnight on April 107 will,
of course, be made by us at our expense.

Yours faithfully,
Li Ming
REMEZRELE]:
ARFHT T4 A 10 B TP, 7 B ae ki [0 0Uim 1k 2 ) JF Toe4L.
B R A GBTT BB R A A B — > AR, T X IE R P S X A2 W) 7 A A SR Y
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B RATEE T AXNAL RN TER— B RASANRATHEE . E—E 2508
WNESHRES hN . 7R BB A HGA A B ] —— DAERAMT A EEH2E. SR, ra L
f7E[10 H MR 1518 i 3% - B0 dh o AR S A .

4, BigkFRPNEREAFKES An invitation for a house and weekend party

Dear [Jane],

I hope [you and Fred] haven’t any plan for the weekend of [July twenty-fourth] as we’
d like you to spend it with us at [Far Acres]. It’s simply beautiful here now, with every-
thing in bloom!

I think we can promise [ Fred] some good fishing this year. The fish are biting better

than ever! So bring your fishing clothes; and be sure to bring your tennis things, too, be-
cause [ the Owens] are coming and I”’m sure you’ll want to get out on the courts with them.

There’s a very good train [ Friday night]; 1’ ve marked it in red on the timetable. It gets
you here about [seven-thirty | which is just in time for dinner. You can get a late train back
[Sunday night], or there’s an early express that [ Bob] usually takes on [ Monday morning |.

We hope nothing will prevent you from coming, as we’re looking forward to your visit
+« and I know [ the Owens ] are looking forward to seeing you again, too. Be sure to let us
know what train you are taking so that [Bob] can meet you at the station.

Affectionately yours,
Li Ming

FREMRLE]:

WMREL7 A 24 BIREH 2GS ZH  REBEMFEEIBRARNMT—EAEERB K
JE JRI R, AR B B 2 70 3, B AE TF 2 5 35 o A B 1Y

L SFERMNBILGPREIVANBERE. ALK ZEMTREES L8, FHIE
By 19 AR B R, B AEIE W BT MBI A A, BARIMEHA T (B Ika, A RITE S
B RAEATHT P BR Y

(BEMHEM E ] —HTENKE . RELEEAFNZER LM TOBIES, KEKRALELT
AES IERMNERX R, ERCKRAE ., (25 % EIRMNTURGEER L, &5, 28
WM—RRIMA—FERE R | H LA —BE %,

HMNFEEAMH 2 FBLHEBERNT, BITEERFE RN 0 18 [ BR ST R 19 AR By
EERIILBIGRAT. MEHERIE—E KD, F— & H RN ikl 18] F ok B kA1 .

5. MiFZM#BFEFL  An invitation for a reception

Dear [ Mr. Smith],

It would give [me/us_ great pleasure to have your presence at a reception in honor of the
Chinese delegation.

The reception will be held in [the City Hall], on [ Tuesday, October the fourth]. Cock-
tails will be served promptly at [six] to be followed by dinner at [eight].

[I/We] sincerely hope you can attend. Will you please let [me/us] know?

& AR A o
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Sincerely yours
Li Ming
REM LB LA
nfseeas R O [ EACRE M2 TR HFS  [RAD IR+ a5 E.
fAff2ETLI0 A4 HEH DO MELWBUT 1217, [6 S MEN 2T NEBE]. M5
7EL8 s 127 [ IEXN e ],
R IAFeE E ot . 753 A0 8 M ERE S R .

6. BiEF®EiH Inviting someone to address a meeting

Dear [Dr. Rodger],

[ The English Department of Nankai University] would like to extend to you an invita-
tion to be our guest speaker at the [annual conference] to be held at the [ meeting room] at
[eight] o’clock, [Saturday morning, December the thirtieth, 1993].

As you know, the department is interested in [ the 20th century English literature ].
Since you are familiar with the field, we know your views will be extremely interesting to us.

You will receive further details later, but we would appreciate having your acceptance
soon so we may complete our agenda.

Cordially,
Li Ming
REMFAREL].

(A RFNIXREFZFEEHEL19934E 12 A 30 (BB BASE(ESNE)]H
FHILERFE S PDHEREVE.

IEANERET T 8 . LR R AP SCFR IR [20 22 B 95 [ SC2F IR NG ] S0 it 4033 AR 3%
B WA 5 2 AR TRATT A AR KA 48R

RN EE XA T ERNE, BFER R FUSE, UEES ZHE.

) -

% Will you come to a luncheon on Friday, May 5th, at twelve o’clock? g7 5 B 5 H
B A FF 12 SRz HRG?

Y5 It would give us great pleasure to have your presence at a reception in honor of the
Chinese delegation. MREEW HFE K P EARAMBTHHEFS, RITKERB +0%E. GF
KEIER)

¢ The English Department of Nankai University would like to extend to you an invita-

tion to be our guest speaker at the annual conference to be held at the meeting room. g K
FHXRFHEELRERSUZAFNERESHEEH. GBRBRERD
% Why don’t you come round for a meal? {R{A] AR FKATX BRI HE? GEKEFEE)
¥¢ We’re just going round the corner for a drink. Won’t you join us? {7 1E T & 3| it

S92 B R R
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Uiy — it 4. REEMEN—EEY? GEEME)
¥ We want you come to the ceremony. and also to the wedding breakfast afterward at

home., FATEEES MBI ALIF B BHEERPEDNEZE.

SR (i mer]  ond R A 2

6 107 P S0 5 PR T 5 AR 5 K O A 11 R A T R B A A X R U T A A 2 T
br. % E AR 8 A R U ROR o 48 7E 1S A 1 Sk K R I8 A [R] 19 32 Bk 5, B R A
5 18 7 =0 B IE R — g AR E R (RO S TR 55 .

AR HE A S AR N E R EE A -

— JERHE KB EE) —BOE S GEEO AR EGE M OB 7R RC R K VR IE R IR )
B2 ORIV B 2 R AT Xl o A A5 5 7 Al ) B 59 AT S R U 4 R R L DA B S R
7R A {5 P A T AT G A R U .

T ESCE iR 59 4 A VE R A A L e L — A R AR A 1 b i B A B R, U IR
R A P S e BRI RIRCR . B B SEIE S 1R 2 9 B SCE R 2 78 K I 5 A RE A AR 2
B E AT EBRIREE S . Bl RS — 0 KR B R R R IR L T 48 I AR R
EHBMANGRE HERORRHEEN. 52 BUOAKHAE NG ENIZE IR —25%, i
AT i Fl“Dear Sir” %75 3« 1 5 45 AR ACS {5 W0 Bl & — 4%, A ELERFRIF LA ST AL T .

EETH FEESENACHLAANEENEZIESBCHRERE EXHTN S
R RS EMEBRE.BCENMMEENSHE. LKA EZ G B SR A .
ZJa PR MUY R EAN R AL RE IR TFRE. XA AR RNHER B
B B B

DU | P AR A B e P R B ) < BT DA BRAE (SR R b, o AT LA B — AR
SRAUGRPEIE R 0T LB DR X — 2RI A R A ST Y MR R R D | R
G VN — AR He s A D LR R 3 P O B R R T L KR T % T AR R T 4
240 0 B R L B A — A T B R P B R AR . 40 2005 45 B I SC

Two months ago you got a job as an editor for the magazine Designs &. Fashions. But

now you find that the work is not what you expected. You decide to quit. Write a letter to
your boss, Mr. Wang. 1) telling him your decision, 2) stating your reason(s), 3) and mak-
ing an apology.

H X F 4278 BT 45 B9 < decision”™ . “reasons” | “apology™ % % ik 0 D48 i B LAY 5 ik
Ho 4y 5 ¥ J3*“make up one’s mind”,“because” ,“sorry” % F ik, X LA B T Bk, A 6f Xk
F TR Y PRGBS .

Kx—R=]
AN EERAFHEEHITEHES%S . B0 “complaint” ,“congratulation” ., “ob-
ligation” \“preference” 5 . L iZ {5 F L Ath o] Feb 7 =X 2 3k 4 [R) A9 3 L 7

ek AA G
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ﬂ (R XERERA] PIHEH

HEGHEFERAHEE  ERERMERUTILA:

OEZHENEGTNERES LHEEFEPHEENET EFE. A H. EHIJLILEH
% 141 “I’ 1l be delighted to attend your luncheon next Friday, May the fifth, at twelve o’
clock”,

Q@ BEGHEGTMNAHERHEZHFLRAEZEE , ARIWHF  MARES “I'll
come if I’m in town” X B35, AER X HF EEFEHLH . EEZHENEE P, N Z &
HERAR . WK EE SN E AR S AR .

. B2E5XREIEMALBESFE Accepting an invitation to luncheon with strangers

Dear [Wang Hua],

1’1l be delighted to come to your luncheon on [ Tuesday, April the sixth], at [one] o’
clock.

[Bob] has often spoken me of [Wang Hui], and has told me how very much he enjoys
having him for a [roommate / teammate]. Although I have never met [Wang Hui], I know
him from hearing so much about him.

I assure you it will be a very great pleasure indeed to meet [ Wang Hui’s mother]! I’m
much obliged to you for asking me.

Truly Yours
Liming
FREMLESE]:

RS ET4 H 6 H(EH D TF 1 HIBITHTFE.

(g 12 MREE[(EE]FLFRDSMIFE—F/MALIREZ M. BRRAE
BA R, HEAFTEAE XMBHEREL  FRELNRMBT.

A FLEENBEE He—ESEAEFaR, ¥ RS E0EE.

2. AR IRM AREIF Apologizing for being unable to accept an invitation

Dear [ Mrs. Brown],

1 have heard so much about [LLambert| from [Jane] that I almost feel as though I knew
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him. I would certainly enjoy meeting his mother!

But unfortunately I expect guests myself on [Friday. the seventh of May |; and there-
fore cannot accept your invitation for luncheon on that day.

It was thoughtful of you to invite me, and I am extremely sorry 1 cannot accept, I do
hope you will ask me again some time!

Sincerely yours,
Liming

FEMLAAH].

KON EFE TIFZ X TLEERSFINE, RFERE LR T LI, 58 X Wik
BRI YRR TR

HEBRAEI.E5A7HEMLD JKACERAFFAN HHASEEZEERRXNTF
ST .

ARG AT AR 29, 18 T5 B E A REET 1R . R RIE  EE LUS BB A IR SRR R i .

3. FHEEMIERTHE Apologizing for being unable to give an early reply

Dear [ Mr. Jackson],

Will you please accept my apologies for the delay in acknowledging your invitation for

[lunch/ dinner/ cocktails] on [September the fourth, this year]. I have been away from the
office and only just returned.
Luckily, I have no other plans for the date you mention, and shall be happy to see you
at [6 o’clock] at the Black Swan Restaurant.
Cordially,
Liming
FREMARTLI L]
REMEEKROHFESFEOA 4 HIBTHN(FE/ME/NREBS NS EATANER
WRKE . FEH—EAES RIFNEE E .
FiEME, REPREA LML H. REZL N IE(BRBETISESE

4. AEESMMIEREBIFELEE R RHBE Apologizing for being unable to ac-

cept the invitation and give an early reply

Dear [David],

Please accept my apology. I hadn’t told you in time I couldn’t go to the [lunch/ dinner]
party on [ September the fourth, this year]. I have been away from the office and only just
returned. I had other plans for the date you mention. Anyway I shall be happy to make a
date for some other good time.

Cordially,
Liming
FEMLRI]:
EEZROME. REEEINEFERRAESIME (S 9H 4 BIXTHIFE/BE]

L) o
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R, R—HEHMH RIRGRE, SEGERHPIRA HMFEs2H. HRRBVEZEUELE
O B P2

S e aft]  fnE R

¥¢ 1 shall be very happy to accept your kind invitation for the weekend of the 14th. ¥
R iEZ 4 14 HWRKR#EEF., GERBEIER)

¥¢ Well, 1’d like to, but I’m sure 1 haven’t time. g, BEAE £, 5 2 .OEFBTE .,
GRS

¥¢ We are delighted that you have asked us! and we certainly won’t let anything prevent
us from coming. #EAYEE 6 IR 1R & 2% HARAEAT S5 wPH 1L A T 3R AT 0 AT .

¥ I’m afraid not. ZAARTr. GEKEEE)

¢ How awful to have to turn down your very, very gorgeous invitation! fHE4 A ##
FBIERABATEHRT . XRZABEBW! GELEBEE)

% Well, that’s very kind of you. but I’m afraid I can’t manage Sunday. 1’ve got some-

thing else on. M. RKHFT . ALREPREAT . RA-LEHWFE. GEIBHERE

R Tl e w an——

AATHER FITE 5 22 B T T 90 A B oems F B b — P E R a2 4L% . S2hs B
WG B KRR WA E A2 0T AR AL SRR LA e B 2 2k B L B B R A 2k 5 T 2R
5 8 S AFRAY A8 AR 2 6 75 HE R 2k 0 AL SRR BE SR H FE B E SN0 Rk L 5 I 54 & O
EEHBRToERmE. Bk, ENHCHE EH M # X RE BT 4 8932 75 17 40 3t 5
HE S0 S5UEAR S 6. IS EDTT e, e 38 Sl REE . X+ 0 EK., #£E
Pz 7 R BT i TR0 R R R SRR S 7E R GRS P iR R

FER A SCE AR Fn AL B A0 R & T U WE A B A5 R B ) R FF B, .

1) Answer the phone.

2) 1 want you to answer the phone.

3) Will you answer the phone?

4) Can you answer the phone?

5) Would you mind answering the phone?

6) Could you possibly answer the phone?

EHMEAREEMELT A DB 6)EEMNFLARERS ., RZ WK, #dx—246,
EEUHMEFHNMESEI P EEX - EAESERARE I ZERERE,. LUERENIE
S5 o B R S S T G R AT DA SR AR N RIS X B R A U TS R AS .

7)Where can you be reached? fEft2 #b J5 /T AR BN 457 GERISBIEEA A F D) GERE
EX.EF

fr iR R R R
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8)When will I be interviewed? 3 {4 B &3k S hn i i W8 7 (%%ﬁﬁﬁ\ﬁﬁ)
4N, 2005 4% B 3

Two months ago you got a job as an editor for the magazine Designs & Fashions. But

now you find that the work is not what you expected. You decide to quit. Write a letter to
your boss, Mr. Wang, 1) telling him your decision, 2) stating your reason(s), 3) and mak-
ing an apology. BR ., Eff HR FTRMIEE L LR BB LUNXETARERE - FHFHENE
KFFLE A FRIE .

% T, RS S 0 A SC B AR RR A B, B A A R 2 M R e AR TR A P
MRARFMER. SR FTHXR, XPEAPILRERE, UREXENERE. HBIZH
. ZHR.ZEH. . ZA%.

Write a letter of about 100 words to an acquaintance whom you do no know very well

asking him to lend you a book you know he possesses. Supply a suitable introduction conclu-

its title

sion. Use the following ideas to write your purpose: ask for loan of book

why you want how long you will keep it you will take good care of it.

= G35 AUAR A A (S)
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T Moy

B ERRETRATE, BN ZERAEmMAY EHELHNEE. SEHMEZEUTIL
=¥

OFEXT R W ALY 9 BHE & ZR B A ALY , AEE “Thanks for the beautiful gift”,
MR 5 A “ Thanks for the beautiful watch”, [@ERF ALY BATFHIE H SR ZE M LLHH, LU
BAHEALAMBEER, XESHEELAREEX.

QEXEZER MY ERAE —KEEEXLAREZH R .

1. BB A note of thanks for one’s help

Dear [ William],
Thank you very much for your kind letter of [October 15, 2004], as to [my project].

It was good of you to come to my assistance, and I appreciate your generosity. Your aid
will be invaluable in helping me accomplish my objectives. If I can reciprocate at any time,
please be sure to call on me.

Thanks again for your courtesy.

Cordially,
Liming
FEH B

#2004 4 10 A 15 H IRE[ BRI E 18K .

BRI RS BB, I BN FHBE IR XBRVERERAATEENOER. mE
HREENGHEH A, FEE.

BRBHENTFE.

2. BRIEAMABHME A note of thanks for one’s compliment

Dear [ Miss Allen],

Thank you very much for your kind letter of [ April 14, 2004], concerning [our serv-
ice].

It is constantly gratifying to receive a complimentary letter like yours, which indicates

that our efforts to serve you are appreciated. You may be sure that our department will re-
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ceive appropriate recognition for a job well done.
Thank you again for your courtesy.
Cordially,
Liming
REMOCR/DE]:
R ERRY[2004 4 4 A 14 B IsE[RATARF JHKE .
BB AT, RATA R XA R A GRS RS AR T HBAWE. T
HE . BATES X LT R IR TR B AR 55 4 738 M 89l .
PR ENTE.

3. BifA ABIEHE A note of thanks for one’s guidance

Dear [Professor Jackson],

It is just [ two months] since I consulted with you about [ choosing my job] and 1 want
to assure you that I appreciate your help.

Your advice has been invaluable, and I have followed the course you recommended, with
gratifying results. [I took the job], and consider it the wisest step I could have taken.

I would like to express my gratitude, along with my very best wishes.

Cordially,
Liming

FEMAFLBHE]:

BN EREEFEH(TAEEEREIZSERWIA T AE¥ BRI ENEE.

BRMBWU T EF, REBEEOM T R O E, (REE TG THELHFAA
X R BT REAE th i B A A e .

BB [ R B, R E RIFHRE.

4, BB ABBEHFEILY A letter of thanks for one’s hospitality and

sending a gift

Dear [Lora],
Please accept my thanks for the very pleasant time I spent on Tuesday evening at your
office.
1 appreciated your hospitality very much and also thoroughly enjoyed the three very in-
teresting colorful films which were shown to us.
Now I would like to express my thanks for your warm hospitality with [a little gift] that
you will shortly receive.
Cordially,
Liming
RERMOEAL]:
B . REFRLEEL T —MROEE, FEZROEE.
AR BRI A LA H R ERITTA RN =R FEETZRHNEE.
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