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Lesson One Leaving a Message

E—R HEX
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Sample

August 5,1987
Dear Jing,

We are both very sorry to miss you here in Changsha. We
came back earlier than planned since it was more convenient to
pick up our luggage and then go to Inner Mongolia s rather than
the other way around. Your neighbor told us that you are visiting
YOUur parents now.

Thank you for all your help this year, and especially, for
your friendship. It has meant a lot to us. We leave with fond
memories of you and your family.

There are a few things I thought you might be able to use.
The truck and balls are for your son’s birthday.

Once again thank you for everything. I'm sorry we can’t see
each other and say “good-bye” ! Well write,and you do the same,
OK?
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Love,
Mary-Ann & Michael

Words & Expressions

convenient a. } {E B, fE M mean v. BWE,BELRE
luggage n. 173,474 fond a. EE#H), HIFH
neighbor n. 4fF& memory n. it
parents n. 58, A FE truck n. F (R
especially ad. B 5i# , ¥ 512 ball », B

friendship n. K18 birthday ». 4 H

=1 h N s Lo B

9.

i
Notes

. sorry to miss you here;miss FEIL N WAE]” 22 &, £ E N I

L R

. came back earlier than planned . W JE3& i+ 16y b BB R &

. pick up our luggage . B/ RITHE

. Inner Mongolia . (qE i

. rather than the other way around : § B HEE X ETZET

. Tt has meant a lot to us: (REYHEIR A DM I RBEE
. We leave with fond memories of you. 3 {14 % & ke R HFiC

2B

. 1 thought you might be able to use ;might ZFHHEFEEZ T . &

REFHEHAIEE
thank you for everything B R R BT B — 0

10. you do the same: fRLXFEf, WIS IR T [FH B AT

Exercises

. Fill in the blank with the most suitable word from the four choices giv-

£n;



1. Have waited an hour. Must leave at once. Sorry. Will from

New York.
A. think B. write C.see D. send
2. We have been irying to reach you all morning. Please call 449856 before
noon ___ urgent business.
A.on B.at C.for D. as

3. I'am sorry I missed the appointment., Could we make another one? Please
call me office hours at 8840621,
A.in B.on C.at D. during
4. No vacancies in this hotel! Going on to Pujiang Hotel. Will
your room as well,
A. look for B. find C. baok D. lock
5. Sorry to have found you out. 1 have the book with your
babysitter. Thank you very much.
A. given B. left C. fent D. taken
6. Are going ahead first to get [ilms. Come after us right away.
you at wharf.
A. Meet B. Leave C. Tell D. Think
7. The time for the trip has changed. Would you be the labby at
8 2. m. tomorrow. See you.
A.at B in C.wo D.on
8. Wait for me at the Western Restaurant next door. Will be back no later
than 12.30. fried chicken for both of us.
A. Ask B. Buy C. Orde- D.Eat
9. Sorry can’t keep our appointment because of some business.
Will call you this evening.
A.old B. nice C. tough D. urgent
10. Arrived this morning by plane. Staying .at Good Luck Hotel (Room
208). Please come for a chat.
A. over B.in C. after D. right

I . Translate the following sentences into Chinese:
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1. 1 have left your ticker with reception.

. Sorry to have missed the appointment. Call ar 88806067 during office hours
to fix another time.

. Ask reception for key and wait in my room. Will be back soon.

E S It

. Sorry to find you out. Am leaving your umbrellz with reception. Thanks.

- John is leaving tomorrow. Hopes to meet you tonight. Will come over at

(5

7. Please wait.

6. We are sorry we missed you. We hope to see you again in Boston.

7. Have been invited to dinner with friends. Won't be back until 10. Please
don’t wait.

8. A room has been reserved for you. Ask reception.

9. When you are back,please contact Tel. 4321651 ext. 301 as soon as possi-

" ble.

10. Brother called to say Mother’s illsso I went home right away. Will he

back tomorrow if not serious.

I . Translate the following passage into English,

FREFR.
BRAERS R, CEIERN . RRNRGFEFIMET . AXE FHS
RITTHIE.
A
/R

HXHEX

FBA
RMENBBERDIRIET . RITEETNRAEET EHART
AFHEZHESTETELS.ERER—8. fHERREMZXEFLLET.
B R — R A N1 BT B AR B R AR R I, X R ATRR AR
BE. RITHERRRGRROZFCZE L,
BEXLRTHREASE WG FEMRRRAHILTH4EB
.
BB A RN —1., R IITEL G —F g
5



RIT&HFEE. FRE 442
#1RMm
O % & B

BIEXR

t.1.B 2.A 3D 4C 5B 6A 7.B 8C 2D 10.A
I.1. RIEFMEGOELKERS S,
. HEEEYT . L BEASEHT RS (8880607 ) T AT,
- BRF SRR . EHEAESR, - S)LBEX.
CBEETE. RIBEGIRES T, #HE.
- HRERE, SR TR R 7 S ISR,
- R AE R b B R A W AR,
- RBERAHRE. 0 EER, FAES,
- BFTTAER RREEBE.
- IREDR JE R RIT 8iE 4321651, 4H41 301 BE A&,
10, BEFRIFHRERT RIWER T MPEFATH, HRREE,
I . Dear Daniel,

L=l e I = I I

T've come here specially to see you for something important to discuss
with you . I'm sorry that you happened to be out. Please give me a call when
you are back.

Yours
Bill



Lesson Two Making an Appointment

BoIR AEFK

WIFAAR R A S B It AR E S, — B ke, i[5
AT AELEMEEARSE. SHEMY WATANSE.

Sample

Dear Mary,

I'm sorry you were out when I called you the other day. I
should like to have a discussion with you about our English skits
one of these days. May we meet Wednesday noon between 12 and
1 in my office to talk the matter over? That’ll be the most conve-
nient time for me. Does it suit you? If you should find yourself
unable to come,we can meet some other time this week. If that

would suit you,1’ll be expecting you then.

Yours
Sally
Words &. Expressions
appointment . ££ between prep. (B )2 ]
call . By, 15 ] office n. h 22 =
discussion n. i1 matter n, FHiF
skit n. S E, B E R suit v. B EE
noon n, P, E4F expect v. $ifF; B



L R

oo =31 S Lh

Notes

. the other day: #8 K . [LKH]

.1 should like to do;“{&F--- "W ERIE

. English skits ; 2% {5 % &1

.one of these days.JXJL R H— K

- May we  fif 3K 8% A9 Feikik , 1 A] B Shall we. .. X3%iR
.between 12 and 1. ¥ 12 5 E 1 i ZH

. to talk the matter over: WX I

. That’ll be the most convenient time for me . BB 5] 3 e}k &
&

9. Does it suit you? Xt {REEWE?

10. find oneself unable to do: ¥/ ARETF - F, FART > F

Exercises

1. Fill in the blank with the most suitable word from the four choices giv-
en:

1. Would you come and meet me at the usual place after supper tonight? Il
be for you.
A. expecting B. waiting C. seeing D. locking

2. We are going to have a sightseeing this weekend. If you can .
meet us at the gate at 8;30.
A.come B. go C. enjoy D. join

3. I'd be very much if you could go to the ball with me tomor-

o

row evening. I'll come and pick you up.
A. delight B. delightful C. delighting D. delighted

. Let’s arrange a meeting for some day next week. What about Monday

morning » ,from nine to ten?

A.thatis B. that’s to say C.say D. then

- Il call your office sometime this afternoon to talk about this

8



matter.
Ao B. at ' C.in D.on
6. Are you free this weekend?1'l be expecting you at home for a drink. We'll
drink our heart’s content.
A- with B.to C. for D.at
7. 11l take you out to dinner tonight and we’ll talk about it the

meal,
A. for B. at C. over D. against
8. Would you meet me at 6:00 this evening in the garden in front of the dor-
mitory just as usual? I have something to tell you.
A. good B. poor C. fine D. hard
9. There’s a ball at the students” center at 7.30 tonight. I hope you
go with me.
A. are going B. willing C. could D. are to
10. I'd like to pay you a visit. What time do you think is for me
to come?
A, good B. suitable C.convenient  D.kest

I. Translate the following sentences into Chinese;

1. We are going to the*p_arllc tomorrgw morning. We hope you could come a-
long. A

2. Could you come to my office sometime tomorrow to talk about the project
we are applying for?

3. Are you booked up for the weekend?

4. Meet me at 10 a. m. after class today. We'll go to the nearest restaurant
to celebrate your birthday.

5. Could you come znd see me at my place at three tomorrow afternoon?
Then we can play badminton together.

6. Is it convenient for you to help us with our oral English every day after
class?

7. What about going dancing this weekend? We'll enjoy ourselves very much

after a long week’s hard working.



8. | have a terrible pain in the heart. Can 1 come and pay you a visit some
time this week? .

. 9. We are determined to get divorced and hope you could spare time to give
us an interview any day except Friday.

10. Saturday again! I'd like you to go to the park with me tomorrow. We'll

go by taxi. Meet me at 9 a. m.

I . Translate the following passage into English:
EEMR.
A6 SIEERGIREFNE TR AUELA K. HFLRELTR
ROGFMHA R D). RIBETLTR ZBILEER.,
EiFH
#

B

EEMLM:

BRREE AW EAE. LLXRARGEHR— THEERHEY. 8D
THERHA=PF 12 02 | QERDLZHRIRAHEF 0 EH RBEE.
FIREES: ?ﬂ%fﬂ‘*%iﬁﬁﬂ]ﬂﬂﬁ*ﬁﬁﬁﬁﬁlﬁf%. R AT,
BERIE. B -

% e
T

HIEX

1.1.B 2.A 3D 4C 5B 6B 7.C 84A 9C 10.D
Il ROAXREFLELE FBHE L.
2. PR R AU 15 O] 4 o 2 T DR AR ) IE 7E e 38 Y R ¢
3. ik — A REH G
4 FRE 10k, RIMEEREN-HBHEREMNLE.
5 HEATH 3 AFRERLERG? RERINTU -RITHEER,
6 BRTIRGINFBRNE T ETF Ry EG?



CEAEREBRTELH FET-BERNSHBRACH,

- AR AR E . AT R A B A R R e G 2

- REITHHE. FETEMHRSRDZBEEREED.

10. X8 TEM N REMREXBRIGELSE, RITHTE"L. LT
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I. Dear Hui.

Would you come out again tonight at 67 I wrote you a card and want to
give it to you personallyl Do come and meet me at the usual place (the gar-
den in front of the dormitory). We can also discuss where to g0 to spend the

gveekend.
With love
Qing
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Lesson Three Asking for Leave 4

EZIROERE

BB 4R AE LB, RS AW RE
ENMEAEH-THL EFEEARLPER.

Sample

Dear Mr. Wang,

I beg to apply for one week’s leave of absence from the &th
to the 14th instant,both days inclusive.in order tc return home
to see my mother,who is seriously ill.

Last night,my brother called to say that my mother has gile
ready been hospitalized. Doctor says that shelll have an opera-*
tion. So she really needs somebody to look after her.

I shall be very much obliged if you will grant me my applica-

R —— ]
tion. Ksregarmmﬁ fitssed during my absence, I

will do my best to make them up as soon as I get back from

leave.

Yours respectfully
Lucy
Words &. Expressions
beg v. B3k instant a. 4 4 #)
apply v. H3 ; 7H3K inclusive «. B15M1) . £ H 8%
ave n. B seriously ad. T #h
nsence n. SRRE . ATE hospitalize ©. 8- % A EBR 1§
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