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F1E HEXBERNAX

1.1 {F{R & ( Written Requests for Leave)

1.1.1 E{EE L ( Writing Tips)

1. 24§ 5 ( Basic Features)

HREEMBESERRAFFRE LT N LR AT HREBEIESL, —RK
B, BB A EHRBR A SRR, HE %D NS ER, e R EXFE S, &
BENFERRERIFIIRIL AAEE. ARG S,

2. F L] ( Reminders)
— RS, HERAR FERANBEK, FRA-BEELL, ARG, BEERRL

SHEHREAMZAL, RBEHEL, BB B Fe L FR .
1.1.2 -ERRCFAE( Vocabulary and Useful Expressions)

1. ¥ BRI

sick leave R
business leave HR
absence BRE)
enclose Rt , Bt
inconvenience AME
attack (BRERRN) R
attend W, e
resume EFHB
submit ®3
extension ZK

2. AR

P'm very sorry I am unable to attend school this morning owing to a severe attack of illness.

RESRERERFERIR LR, BRI B,

Today I'm writing to you to ask for a ﬁve;day leave, for I've got cold last night.

HTFREXRE LBE , S XREEBEHRS X,

On account of an attack of the flu with a severe headache, I shall be unable to attend class

today.
B TEBRE IR, RO XA LR,

I beg to apply for one week’s leave of absence from the 1st to 7th in order to return home to

see my grandfather, who is now seriously ill.



RELABHEHE

{30

EHARE, RAEREE, FEB 1A, N1 BEI7H,
Please give an extension of leave for as many days.
HHETSEE.

I shall be much obliged if I can get your permission.
HARHLAE , AR

I enclose a certificate from the doctor who is attending me.

B EEARIER,

To support my application, I submit the telegram received from my father last night.

Bt b HERR MR B AR B4R, LAFTIERA

I'll be sure to make up for the missed lessons after I recover from the illness.

BRAGEREREZ G LET HR,

I do hope my absence will not give you any serious inconvenience.

FHERMBEA S AT RBRHAE,
1.1.3 3E%1% 5] ( Sample Study)

i1
April 5, 2011

ear Mr. Wang,
I'm very sorry I am unable to attend school this morning owing to a severe attack of illness. I
enclose here with a certificate from the doctor. I'm afraid it will be several days before I shall be a-

ble to resume my study.

I trust my absence will not give you any serious inconvenience.
Yours sincerely,

Jim
123'8
FEEHEEZI:
RESRERERFEARE LR, BB H MK, M EEAFWHIEH, RBHTEK
BILREARE LR, FERNSEASHEHRBRHOFE,

iR EE
Il
201144 A5 H
RIE X R — 2R ZITERENREXNE R HRBLHENSFH B4 i
B,
Rt SR $E - certificate TFHH
&i 2
1 June, 2011

Dear Professor Brown,

Today I'm writing to you to ask for a five-day leave, for I've got cold last night. This morning
my mother took me to see the doctor, who told me to stay in bed for five days. So I am very sorry
to be absent from school, especially your interesting lessons. I'll be sure to make up for the



£1¥ BFEXRBEAL 3

missed lessons after I recover from the illness.
Yours sincerely,

Li Ping
238
ERT B |
HFREXRGE LRE S RBRACEEHERS R, SRERRWBFEFRELER BEE
HUBRBEEMNKRE 5 KXo BYFERA R LIRBRIEHK, AHECHIRESDTE. BRBER
HERE 2GR L& T R

BWEREE
2
2011466 A1H
R X — 2 2 TR BB E R B &, HERAX FRLRMTHRE S T
R,
M GERE crecover [ER
3
4 July, 2011
Dear Mr. Black,

On account of an attack of the flu with a severe headache, I shall be unable to attend class
today, for which I submit a certificate from the doctor. I shall be much obliged if I can get your

permission.
Yours respectfully,
Sophia
B3
FREWAEIILEAE
HTEBREHELN, RSRABLR, FEXEATEH, MR, AR, |
BHEE
RIETX
201147 H4H

R X R— A 24 REMERENRESOEE. BERANESEH, SERE.
M OERE flu BATHERE
4
May 11, 2011
Dear Mr. Huang,
I am still lying in bed with the flu and unable to get up. I enclose a certificate from the doc-
tor who is attending me, as she fears it will be another two days before I shall be able to resume

my study. Please give an extension of leave for as many days.
a y day:
Your student,

Liu Ming



4 RiEFZAEHHE

B3
FEEMFEIN:
B TFREEREAENRARR, TET K. R EEERIEY, EAANRERTERKRER

XA BRER LR, HETFER.

e
X84
201145 411 H
R XR— A EA M EMEHRERBHBREXNB R, IRHFRERFHAELE
R, IR BT fR .
R SR : extension FE{
K]

December 8, 2011

Dear Professor Zhang,-
A telegram has just reached me saying that my father is seriously ill and urging me to go

home at once. Because of this I would like to have a leave of four days beginning on the next day,

December 9. 1 hope that my request will be given consideration.
' Your student,

Zhao Qiang
Encl. ; a telegram from my family
138
FREHTHER:
AR —Bf iR, RBRICGRWE, BRI ZIFIR, RENMKH (12 A9 H)EFEN
K. REEEREBRAOER.

Bt A B L 4 —
pdioE e

AR
2011412 A8 H
R XREEH TORRENEFFBRE. XAWBFBITFH ERIRREELHENR,
MR ERE telegram HIIfR
16
February 2, 2012
Dear Mr. Morgan,
I beg to apply for one week’s leave of absence from the 1st to 7th in order to return home to
see my grandfather, who is now seriously ill. To support my application, I submit the telegram re-

ceived from my father last night.
Yours respectfully,

Wang Ming
;38
3 10 VTS
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EEARE, RKEREE, FEBEMN 1B 7 H,3t1 A, B EERKIIHRIEN
B, DUBTER o

LRy
EH
201242 HA2H
AV R A B THAORENFEBE. XREFREROHERS , DARIFREE

FiEEHE,

25 i ¥E ; application HI3

1.1.4 E{E% 3] ( Writing Practice)

WU EBRNE L EME N ER %, BE:2011 429 A 28 H; AZWT :EXR
MEEZRGERREER , AENBF LE TR, BEH T, BEEILRERBIFIFKRE .

Ak, R ZImigR— A, BEERH EEARENR,
WA Mark #9488 LA EIE —HEBRK, BE:2011 57 A 20 H; AFWT - REFXk

AR LR, m2HEBRE X, Bk R A RIER,

1.2 B & & ( Written Messages)

1.2.1 S{EE & ( Writing Tips)

1. & %5 5 ( Basic Features)

BEARBEFEPARYEEAN—SHEE, N TR S TH A2 ZHSUPH
EE B T — MR EX K, BERBTER, BUTEERXWREERE, B8k
HOBEATEBSBEAMEFRFE AN ML, TUIAMEEHE, {0: Truly yours %, AR/ EfFH,
BEATLIE B, BT LA B Ea, LB, AL Rk 2,

2. =X ( Reminders)

EE£BRAEEAREIHAFERSE. ATHESFNASRELHNH, EHILHH
PRSERTTEE,

1.2.2 ¥ ARCHE ( Vocabulary and Useful Expressions)

1. % AiRiC

note &

2. KRR

As soon as/ When you receive this note, please come to. ..

LRSS HEE oo |

It is a pity not to be able to see/ meet you. I...

R EARENBUR, K-

This is to say goodbye to you.

BAFRHEEEL 5445,

This is to bid you farewell.

ASRFRE I RHAT.



6 EEEABARE

1.2.3 &% 3] ( Sample Study)

#l1 A(HER)
July 2

Dear Helen,
I would be much obliged if we can meet at the gate of the Water Amusement Park at 8 :00 to-

MoOIToW morning.
Yours sincerely,

Tom
123°8
3 dini XN
HNHAEL 800 ZE/K b AR 53 L , Rk A Bk !
PREWHY
/7y
7H2H
R XRALSET, i TASWTEATHRE BLIESBBES.
/R ERE : amusement park % 5k bl
2 EHmiTER(FEIER)
June 3

Tom,
Arrived here at 10;00 a. m. by air. Will stay at Eastern Hotel on Kunming Road. Please

call me when you arrive.

Mike
BEX
Gl
R EF 10 S5h8 CHLBLEA ARV LMARFTHE, RBEARITHRE,
‘ ER
6HA3H

AV X R A A AR R T RG, G EEEN RGBSR LES G
BENER. MBS EE, NFEERE, BLET U LBHE. :
B3 BEAFL(ER)
4:00 p. m. Monday
Liu Qiang,
Please come to Room 201, Main Office Building as soon as you come back, where we will
discuss the plan of the New Year’s Party. We appreciate your ideas.
Zhang Li
X
p UL E
EREEBIESARE 201 B, RIABEHAXITREXRTERSHTHER, HROERR
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HE,
K
A—T44 %
RIE:XRESFRARREATOER, EEPEDT B G R R A,
PAERS 7 WAk fa R4
B4 FAT(RIER)
Dear Mr. Li,

I am regretted that I am unable to see you to say goodbye I am going back to Shanghai by

plane this evening. Hope to see you soon.

Jack

138
- REMFTSRL.
SBRBTRE, AR RERSBRACHEY, FLEHM.
AR
RVE: B HATRT £ — A BAT , RSN, OB T4, 50 & 2 B FF, 1

AR o

B5 HREAEYG(BER)

Jean, We are returning you the typewriters which we borrowed last week from your office and
thank you for your kindness.

Joe
123'8
), BIHERAT LR MR A S E TN, 58,

Fr
R RN ZHETHES, SR ASEY R SRR ETHE, XEBA

MERPRPE L.
Be6 HRAAMFEARER(FEER)
Milkman, We shall be away for about a month, so please leave nothing until further notice.

We shall notify the dairy when we return.

238

BPAEER, RIOIES S —AA EA R0, Eﬁﬁlﬁfﬂ%ﬁﬁlzmﬁ‘;ﬁﬁﬂﬂﬁm
B, BATERE2HERE,

RV X R—EHE RS AT A RS IR RO B AR 4, B HREER, B ateR
o

1.2.4 E{E4 3 ( Writing Practice)

REBERE-KEF K. REATMT.

=5 INEN:

WA :Rose

A% : E5 550 Rose WG RIEBBARINIKIT. BHH Rose MR ZEM K E
RIS



8 EEEABHHAE

REERE-KEFR. REAFNT:
BEA Kb

WEA R

A kS AR RRRA L I HERT A,

1.3 %48 (10Us)

1.3.1 S{£ZE & ( Writing Tips)

1. 24§ X ( Basic Features) '

BHEE B EAEEPYRASENEL EHREFHNTFEREENITEE., BENEE
— BB, NEEEN T YEANLSL , BARYREE B BOs L X3 A AR A
B, fSEAOBRRLTFES, BAMH LEE T SEHRE—BEIOU + HARE
(sum of money) +only” SN EEERSEERZ . EREHEESHAFAY, mE
R, AR EHAERFIR

2. B W5 ( Reminders)

ERMIEERENIEE B —BRARHLARE, AR SCRARRR. WRHBER—
L [F B P BT R A B A3 SCRAI R, A I B AR, R N BT = 4 R4,
WERE S TAR, 11 : one thousand US dollars (US $1,000)

1.3.2 % FAiRC# A% ( Vocabulary and Useful Expressions)

1. ¥ BiAC
10U,1. 0. U. 54, 5D

2. ¥RARA
IOU RMB. . . yuan/. .. US dollars/ . . . GB pounds only

to be paid back within three months/years from this date
HEPER=EANA/ZFEREHE

.. . months after date for value received, I promise to pay sb. ... /return. . . to sh.

HARGHIEE - DHBE - (BB /- () BEEA

with interest at 4% per annum

HEFFE 4% TR
1.3.3 5% 5] (Sample Study)

1 ARHER1
July 2, 2011
To Mr. Chen Jianguo,
I. 0. U. two thousand yuan, to be paid within one year from this date with interest at four per
cent(4% ) per annum.
Wang Jun



#F1¥% BEIRBEAXL 9

B3
&
2 BRER B a4 BT, A B B RS QREHE, F-FEREH,
SEAEE
2011 4%7H2H
M2 ARMERE?2
August 4, 2009

To Mr. Wang Hua,
1. O. U. RMB eight hundred yuan (RMB ¥ 800) only, to be paid back within two weeks from
this date.

Li Guojun
B3
& #
SMMEBEEEEARTHMEREE, 8 B HEHFAREE .
HHIN ZEHE
200948 H4 B

RVE: KL ERBI A RTER, 5 THEEWT L MG H B SRR EmaEE
WX JLKER, HorE.
HESXERE :per annum G4F
B3 DA RN
June 18, 2008
To the Finance Section of the Company,

1. 0. U. RMB five hundred yuan (RMB ¥ 500) only. I promise to pay back within one month
from this date.

Zhang Zhong
1238
B %
S EMFPHMEBARTAMARE, S0 -1 HAE, B kis,
(CEONT 3
2008 4£6 A 18 H
ARVE:XRNAFRAERE. ZiREAN SR, q=F:;
%A Finance Section 1 %#}
$l4 EXTEE
Sep. 31, 2008

To Ms. Anne Brown,
1.0. U. three hundred US dollars (US $300) only.

Tom Smith



10 FEEABEHEE

B
&
ASEBIEYE - MWL LEMERIT(US $300) #, R bR,
HERN G - REW
2008 4£9 A 31 H
AV X R—KIEER G K, B TRFERRE, TEHRENRSA, RIRRSEE, &
BEE EEE A,
Bis JcR{EXERE
Tianjin, August 3, 2007
Us $2,000
Ten months after date for value received, we jointly promise to pay Mr. Jack Whitney the
sum of two thousand US dollars with interest at 3% per annum.
T. Smith
J. Brown
D. Robinson
1:3°8
& %
SEBIART - B SRERMFEIT(US $2,000) %, RAFERAFEANEE+IAN
HBEN , HEME 3% TR
ERN:T. REH
J. 4B
D. &%
KHE2007 %8 H3 H
R R ZASREERE R, B TESBEEK, HEPREK, ERNFEET
B ARBIITBUERIEREM MM EGKPEY, BG4S, WA, B ERERY
dBME T LT URNABRR, EA-B TR, SMERUERATERHSELEF.
M g R :jointly FE[F] iy
e iR (GER)
April 6, 2006
One Lenovo Desktop
Two weeks after date I promise to return the computer to Mr. Zhang Guoqiang from the Com-
puter Center.
Liu Qun
The English Department
38
_ & #
AEBHEN P ORER AR ERE—&, A&, IMERERER A,
BN FGER X#
2006 4£4 H6 H
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R Y AR RSB R, BAALE BRI R, AR SHAEY M. 3R B
BT k4 B OLFME A B BB AT, (B 20 BA 4 & B B (O A S B ) TS R BT R 3
), UERKR®E H BN E %,

1.3.4 E{E% 3 (Writing Practice)

RIF\EERE-NEE. AEABZITF.

A :John Smith

f& &k A : Peter Brown

SEWEER2011 4511 A3 H

A bR

B4 - 2 000 30

FIR 2%

HEBH#: 1 /5

1.4 W% ( Receipts)

1.4.1 E{E£E K ( Writing Tips)

1. 4% &5 ( Basic Features)

PR BEEBRIMEADREZRARY BB LR, EXWEE—RQENE. T
X EAFIARS . ALERL, —BEESHKDMWANE. %LL“Received from/ of. . . ”
HF51 R WY TR ASRE KB,

2. FEHE I Reminders)

BHEIGAEIEXH LA 0 A HFER &SR E B ERA B RIS, €
REEEHS  BEHRE T 4. 0234 T ik B0R, 106Dy 5 Rk RS &%
B, BEEERE, CFEMEHEE,

1.4.2 "% RACAMFAE ( Vocabulary and Useful Expressions)

1. ¥ AiAC
the sum of ...l B¥E

copy (45) #t
Finance Office MHE

2. KRRy

Received from/of. . .

AW, Bl

1.4.3 3E6I% 5] ( Sample Study)
Bi1 .
February 5, 2012
Received from the Suning Cooperation 30 iPhone4 and 20 sets of Apple iPod touch4.

Thomas Edison



