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S lsmxcnnmt] s

R R PR —F O EMAAE R (formal correspondenice) , JRFR1E 3 ; — F 2
IEX# 3L (informal correspondence) , Bl —BHBEFEAFEES 42 KE . BES . BILES
MBEREGH. BEGEEEX LAMBERBEENR BLREBEERN. BERMER:

Beig. H4n.“T’d like you and Bob to come to luncheon next Friday. ”iX 4] %5 9 it 8 89 £ B 1~

EWRIFAEG, U NI EEE A, “I’d like you and Bob to come to luncheon next Fri-
day, May the fifth, ”

1. BiEPRAEEH#HSFE 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
FERLKE]:

HETE(S A S HEMAE DT 12 S8] kR F R

RELZ[(EBWIEERNEZPERE  REGS A TALIMH. BENMERMHEEANLET
""" [ 7 — R R RME AR (A BRI ER, MiFERERINEFNES]E
4, —5E R T !

o AR A
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2. BiHPABMINIAANEHA—EL AR 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, 1’1l be expecting you on the [ twelfth]!

Affectionately yours,
Li Ming
EREHLHH]:

N 8 G [l G AR A 48, BT LR M X AR R B SRR, i #E(10 A 12
HCFESH) DRIz RITBEFBEMN R /REFHREERR.

[HBREIRBAFH - RE, RITBREZFERERBDAAMN., MIMTEAIESR
Fef AR AMmEER], RAOE, KEAEEFRHE ] EEFANEN. REE.HBX
e b AR R /R SRl ] — R, — B SRR

RAVHERLE 6 KMz IR, X BER SR WA H FR . R FRTEABEWELE, Rk
FRRNTIBKBIE,

3. MikSMEFH F L8P 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 10] will,
of course, be made by us at our expense.

Yours faithfully,
Li Ming
EREHIMBEHREE]:
FAFHKT4 A 10 BIFHBE™, FEREBF RO IRS T F THAL.
WERER A B BB R A A Al — N BB R, X (R A X A J = R AR TR R
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gER. RINBIE T HAMELRAMNBTR— A BN RIMEE S-SRk
IMEHEES N, R R & M EHGA N E — UERIMABLHESE., SR8, A RH
#7E[10 H g R B8 69 32 A, B o i o AR 34 .

4, BiEERPNMNERBAFXRES 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. 1t 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
FREMLH]:

WMEELTA 24 HIREH 2EHLH RAE(EMATEIBRIRN €0 EE]H
BRAR.BECEH LR, REERBEWHET.

RE,SFERNMNBIL(FEEINANEERE. LT EZEMRBERES 4. FIE
FAEMRER R, LA ICH EITRMROAE, BARMEZA TIHCIRA, REKRIMNES
EFMBIITRERE .

(BE® E AT ENKE. REEEXENZAREBTOAGIES, KEXRAELT
B ERIMEDXE, FERCKBERNE. (B8 EIRMNTURRER X, RF . £(8
H—RRIMA-HRE . RE(HH I F LR —IE.

BNAERA M AFHESHEBRN, RITEFEFE RN BB R 3R B
BEREIMRNT. EERE—FELXE, F—E &5 RN IFIEL8E2) 1B E B E R,

5. NS MBEFL  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].

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

”fg’ﬁi
Sswd BHMERA

,,a'




HEFAEX—XH

Sincerely yours
[.i Ming
ERENEFEHREE]:
MEERES L R P ENRERAIMETHEEFS, [ RUAD RS+ o RE.
BiEeETF(0 A4 BEHOMEITBUTIZT. [6 S ERBTIBRER], MR
L8 S BT EXNBE].
[(RUADIBFE G, FHRITENEESHE.

6. #iE®iHF 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, 19937].

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,
i Ming
REMIBAREL]:
(ARSI RSB EELBEL1993 412 A 30 H(EHAN) BRASE(ELSINE)]E
FHEARESIFFEHEDE

IENEET T 60, [ RS SCR X (20 HE42 B3R SO IR @ ). B3P SRR,
B WA RE & B BATTH RN K DB
RIFEEHREAE A TERE, BECRRTUEE, UEEDZH.

) T T Ty —

5 Will you come to a luncheon on Friday, May 5th, at twelve o’clock? #38EZE5 A 5 H
B hHF 12 Qe REZF1RG?

¢ It would give us great pleasure to have your presence at a reception in honor of the
Chinese delegation. MIZRGEH L FE AP EARAMBETHBEES  RITERBI+4%E. GB
KEIERD

¥¢ 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. Bk
FHAXRFEECRLFAERSWUZBANERESHEREM. GBRRER)
¥¢ Why don’t you come round for a meal? #REIARBFHATX BERZRB? GESBEHEE)
Y¢ We’re just going round the corner for a drink. Won’t you join us? 3£ {11E$T & R

o o
() AR
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IEB -4, REEMERN—EEY? GELEEE
¢ We want you come to the ceremony, and also to the wedding breakfast afterward at

home. AT FEHSMBATRIEEAL IF LSRR P RPN ERE.

SR (ki mnr) KRB R E R R 42

A E NS REE A RPN ER B S R R S E 7 w8 50
. X BREE S ETBMBOR . 155 E A Sk R AP RN F 893 B Xk g B R A
iEE AR IERX ., R IEERNGERNEES. ‘

AR AR AN IAEENERETEA

— ERBEREER —BEEGER G EREREROERLCBR EIERK.
BERNMBREZRXBARN. A HPHERMAHTVETEMRERNOERMELE. UBHEE
FERRASE IR A RTE E I

T B S PR B 8 P B R L T L — M R 7R A R R B, A B TE CE L WA R
R LB R IR RCR . BTE R M MM A XS EIERTERNE £ RGN Y
BEHTERLEFNES. AW BE5-HXRRE . HERALRREXN . MAMKK LR
EEMAGE HiBELREHEEN. REZ . BUAREAGENXEIMER— &, K
AL i Dear Sir” S5 s MG A GE WS — & M E R AR UT

SETH FEEEEMNAXHLAHANEENEZESHCHRFERE BREAN S
BRIE LIRS AENERBE . ACERIEENEHS. SEFEZE, FH S UK H,
ZEHERRYETNREEHAR AR G REEITRYE. IEARADRHMER. K
BEWER TR

PO R R B B VA B B BE T A A BB R A B A — A
AR EER BT LB O ET . BX — IR M R A B R P R D iE L EE
FiL— A LB E AN LEREE AR E . ERERAFE. K THO. LTk REES
MW BER, £~ BA R EEERER P RE. F0:2005 455X

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. War&_l) telling him your decision. 2) stating your reason(s), 3) and mak-
ing an apology. I

\ Bt T8 F A7 45 B9 “decision” . “reasons” . “apology” & £ iA M L@ I B X H .
$E47 B frmake up one’s mind”, "because “sorry” S i HEBE A B T R R XL ik
TR AFRIES.

Kx—R=]
RAELKEEEREBHEEHITELSS . HIA.“complaint”,“congratulation” , “ob-
ligation” “preference” % , N % F H AT Rl =X S i HE R B9 7 9

AR A ()
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W snscmngt)  mams

BEGHEFERGHEE . EPENMERUTILA:

OEZBFEFMEGPNEES LHFETHELENE, WBFE.AB BHILILAH
2,40 “1’1] be delighted to attend your luncheon next Friday, May the fifth, at twelve-o’
clock”.

@ BEENEETNRRENESEEEEAREHE, AESHIE, MARE Il
come if I’m in town” X K3 , LAGE S X 07 TIEAE th L HE Eﬁ%ﬂ%ﬂ@ﬁf* N X 3% ) 8
WRREDE . WA E(E OB A GE R # A R .

1. S 5REIAMAZLHSF®E  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
EREHLEE]:

KRS mET4 A 6 H(BEE OO TF 1 W IBTHTE.

[P ]armBRRBEEE] HFEFRIGMAE—F/BARKIZZA0R. BRRE
BE R, BEIFHERMOEEL  FRELANRMET .

BHEE FEEMNEEIHS—EXFEAEETER EFBRHENLE.

2. AT HITA AR EIE Apologizing for being unable to accept an invitation

Dear [ Mrs. Brown],

] have heard so much about [L.ambert] 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 1 am extremely sorry I cannot accept, I do
hope you will ask me again some time!

Sincerely yours,
Liming

REMLAE]:

KRELNHIMBERE TIFZXT2AF]INE, RIFRCEAEMBT K, 88855
BREBRUYREBRTrRFE!

HEBAEL . EZSATHEHDIRECERBHREA HERAEEZHERXNF
EBET.

REMEAERAAA AT R EARIE, BREE . ABUEEERREEHER.

3. XiRE MR RMB 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
REMINEHREE]:

REMBRKMHFESEOR 4 HIBTHIFE/ME/REAS MR ELTRNESR
KERE., RiEH—-EES, RINGER,

FIENE, REBPRBEAHMELH BREE[ W IE[(BRBETISELH.

4. AAEES MR & ¥ i% 6 {5 T KB 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 1 shall be happy to make a
date for some other good time.

Cordially,
Liming
FRERLKRT]:
HEZEROEE. REERHEFERRESIE (D49 H 4 BIRTHIFE/BE]

L etk A
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RBe, R—HAG L RIRNGRE., GMlEARREHMESZH, BERBEEEURTE
B R4

s cuanmRan] Rrnghing

¥ 1 shall be very happy to accept your kind invitation for the weekend of the 14th. ¥
MR EZE 14 BHARZF, GERLRIEZD
¥c Well. I’d like to, but I’m sure I haven’t time. B, FHKBHE L. MEHLOEE T,

Y¢ We are delighted that you have asked us! and we certainly won’t let anything prevent
us from coming. A FHRITBE NS HAEMEHFGHEIEAR T RAIHEAE.

¥¢ I’'m afraid not. BMAATT. GEAEER)

% How awful to have to turn down your very, very gorgeous invitation! #AF4 A #H1E
FBERABAFHT . XEZAHBH! GERBEHEED

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

thing else on. B FKHFT. FHREPRRAT . RE-LHIHE, GEIEMHEE)

T u—————

MMIEMABEEXETEHEA RS RS FE AP - ERHRNREELR. EhE,
MRSACKEFRFEOANGE BLATURAARBEERTHRBHCHEEEHNRE TR
S HCARREAEE, BB ALFRE R B AR E SR A LR EXRN RS, B RREHE
EEAERTRNERMENL. B, FERFXHEIES 165 NZARYE BT 4 0 3275 7 40 B 51
AEBHSREANSG UBENTHER. EHRYNLREE,. I-TLEN. EF
I FE N IR SO B E AR R S S B P ERIEEF ERRIES P HIE A RE.

ENHAXEES, ZRAIANEST TUEL AL DRSH . FESHREEFR. .

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?

EHAMENREEHHFLT A DI OEENILREELR, RZ WA, @Edx—234,
EHELMEFRNESFIPFEEX—-FTENESHEAAE. FBERE. XNERENIE
Bivh , §hiE S i B A T LUR R SHR IR 3T 07 49 A ISR H BB SS . Bl

7)Where can you be reached? 7EAT A 77 7] IR B #&2 GE R EEEMA A ) GEREK
ERXEFR)
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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 . EFERTRMBKEER LE . MARLEWXHFHTAREE —FHENZF
SFALBRBRIE.

YT, ZEPEABNAXSER N, NXFHNEREREX . “BE&AE"H 4 $
MRRAMER., SWMZEREASTHRR, XTERANALLAEE, UREXERNEE. BHA£4H
W 2HR ZER.ZRS.

Klx—R=]

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-

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

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

S & }
), ; : '
EBY ppminn “’s



