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AR EIBENBHEEEPERMEBEERFOEE, X
RIOCLRE, BREHEE, TEHY., HRIENFERR
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UTFZE N4,

1.1 BR&%

1.1.1 ##

KUBAEIRGERBER. FHEA EB&A%F. BEUER
B, MEWAUTILA:

- HBRERE . HREHE, FREH;

« HHEHERFEEGIEE, NEAERSRFEER L.

1.1.2 ¥RAL

sick leave F{R business leave HH&
cold /&8 headache 3%
stomachache & ¥ toothache 5%

flu /& fever %%

absent $&J% enclose ff} -
certificate 1iEBH

1.1.3 ¥Aa%

x 1. ask for sick/business leave of two days iH# /- EA X



LHZENAE

* 10.

11.

12.

13.

. I am very sorry to apprise you that | am unable to attend

school today owing to a bad cold /headache/stomachache/
toothache.

RAH, KEERE /M /ER/ RS XAERR LR,

. [ am writing to ask you for two days’ sick leave.

BRI P KA B

. I’'m awfully sorry that I can’t come to work today owing to a

severe headache.
HTRAFEREE, FEHEKS KRR .
My absence during the past two days was caused by a cold

and high fever.
KM RBEKFREHTREMEBER.

. Will you kindly excuse my absence from school on Tuesday

morning? BFFFEFEREN — L FARREIIK.

. | enclose the doctor’s certificate. Bff LEAUE
. | would like to have a leave of three days beginning on January

14. REM 1A 14 ARFB =X,

I beg to apply for one week's leave of absence from the 14th to
21st. BFREFRNAEH 14 HE 21 HE-TEHNER.
I hope my request will be kindly granted.

FERK M TR EES 2 HHE .

It may possibly be a few days before I'm able to resume my
study/duties. B A REEHFILRER A RER LR/ F3E,

I hope that my absence will not cause you too much inconve-
nience. BRI FBRASHEH RKBRAE,

To support my application, I herewith submit a telegram

from my family. PR E XK BHARMBER, LUIZIEH,
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14. 1 will be very much obliged if you will grant me my applica-
tion. ZSeHtAE, IEHRIM.
% 15. ask for an extension of leave &K I K &H#

16. Please give me an extension of leave for two more days.

HAFRROFREEKHE,
17. I hope that my request will be given due consideration.

BRI ZOREET LIt
1.1.4 £

Sep. 8, 2002
Dear Mr. Li,

1 am very sorry to tell you that I am unable to attend school to-

day owing to a bad cold. I-enclose the doctor’s certificate here and

ask you for sick leave of two days.
Yours respectfully,

Shi Ping

Encl. : Doctor’s certificate for sick leave

FE:
iRk, REYETHERE, SEXARBIK LR, AW EEAEETHF@

B
P
20029 H8H

Wi BEAETER— 6
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April 15, 1999

To Department Office
Dear Mr. Grain,

A telegram has just reached me saying that my father is serious-
ly ill and urging me to go home at once. Because of this I would like
to have a leave of three days beginning on April 16. [ hope that my

request will be given due consideration.

Zhang Wei

Encl. : A telegram from my home

BARME
BT B A ;
FHINCR — R, B AIRCRE, BRZIER, REA4H 16
HEHE 3K, Tk,
K

19994 4 A I5H
B FEORAG LR —

May 20, 1999
Dear Miss Grace,
I'm still lying in bed with the bad flu and unable to attend
school. The doctor advised a rest of two more days.
Please give me an extension of leave for as many days.

Yours, "
David
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Encl. : Doctor’s certificate of advice

FE /M '

RETEME, ANENKAR, Ak LR, EARUREKEME.
WAFRORBEEKEX.

patl
1999 % 5 A 20 H
Fib: B R AR

1.1.5 %3

(1) T E)FBIFREE.
O RIBMEASKBEREBEE, FERHAZE LI,
@ HERNREASHEHRMBAIE,
(2) SERT B 4%
May 18, 2002
Mr. Zhao,

A letter has just reached me saying that my elder sister (O
(HFELE) next Monday and @ (EiFEHRSEAL). Because
of this [ would like to _ @  (#=Xf&) beginning on May 21.

I will be very much obliged if you will @ (HEFEAIF
K).

Yours sincerely,
Wang Lin
(3) MEREANES —NEB%:

RRKHAHTFERERM, FREEERL LR, BEABRUEKE

PR, ¥ RIAZREEFRER, T EARRIEY,

1.1.6 43I5£%5%

(1) OI'm awfully sorry that I can’t come to the office today owing
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to a severe stomachache.
@ 1 hope my absence will not cause you any serious inconve-
nience.
(2) @ is being married (on) @ she invites me to her wedding cere-
mony & have a leave of three days@ grant me my application
(3)
March 1st, 2000
To Department Office
Dear Mr. Guo,

[ haven’t yet recovered from the bad cold. The doctor advised a
rest of two more days. It will be impossible for me to attend school
on time tomorrow. Will you kindly give me an extension of leave for
as many days?

[ will do my best to make up my lessons missed during my ab-
sence.

Yours,
Wu Daming
Encl. : Doctor’s Certificate

1.2 f&%
1.2.1 #&#A

SRS B MARIF T ITE A RIENRIE. —BE
W, BRENEHETAZ:

- BifEHT;

- BRI B FRRER ;

- MHEA
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- B,

A, ATREZNEESIETHELARERELPARH, £
= FERKY, BAEEIHNERRESR, IEHEREE, &£
S E “1.0.U” (BP I owe you “BAAR” HIFFHF %#'57:‘5( X

F “AEF) BIR], EBEECHHEXALE L O. , BER
EEHMERE, YHERR, ﬁﬁ&ﬁﬁfﬁgT “---Only",
“for the value received” BHH “----- ®,

1.2.2 #RAAL

1.0.U... (or | owe you...) &f&%l-
. .only/for the value received---#

Financial Affairs Section %4 %%}

English Department #iE %

the Linguistic Laboratory i & i %

library B H1E

the Department Office RIPAE

the Students’ Union %44

the undermentioned things F&#

1.23 #R&EA

% 1. 1.0.U three hundred yuan only.
AEPARTAAETE.

x 2. Three months after the date 1 promise to pay sb. the sum of
three thousand yuan, for the value received.
Af%i']%AAE%fﬁﬁﬁmﬁ =18, APEmBRE.

» 3. Borrowed from the library the following books: . . .
AEPEBETHRE: -
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* 4. Borrowed from the Department Office the undermentioned
things. . . ‘ '
AEBRIAE FIIMG . -

1.2.4 51

August 8, 2002
To the Financial Affairs Section of the College:
10U (or: I owe you) one thousand yuan (RMB ¥ 1000) only.
Lu Xin

(signature)

A8
A PARMETTE.
BB (%4)
200248 A 8 H

May 20, 2001

Two months after the date I promise to pay the English De-

partment the sum of five thousand yuan (RMB ¥ 5000), for the
value received.

Zhou Jie

(signature)

EERANRTAAFCE, SUEMHRANA, BImBEL.
RAA (%)



BIE EREFR 9

2001 4£5 4 20 H

Nov. 18, 1999

Borrowed from the Linguistic Laboratory of the Foreign Lan-
guages Department the following things: |

a. One cassette tape recorder (Aiwa Brand).

b. Five new blank cassette tapes (Sony Brand).

for Liu Lin
(Signature)

A
SMBRIET LRE TP
a. BHEFABTEREN -6
b. EeMzEH FA#HTHLE
o
X¥ (%4)
1999 4 11 A 18 H

1.2.5 4%3: REHFREWAE, E=NEx

(1) Z= it E¥ARM{LETE

(2) KL FRERATEREFAELMERMFZEARBEMTE, A
W=AH, 2Rk,

(3) BHMEREBE=A/NR: (—FF %), (k). (e
L) o

1.2.6 495%4%
(1) May 15, 2000
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To Wang Hao:
[.0.U five hundred yuan (RMBY¥ 500) only.
Li Li
(2) April 4, 2002
To the Finance Office of the University:
Three months after the date 1 promise to pay you the sum of
three thousand yuan (RMBY¥ 3000), for the value received.
Zhou Zheng
for the Students’ Union
(3)
October 6, 2002
Borrowed from the library of the University the under-men-
tioned novels:
a. The Arabian Nights
b. A Dream of the Red Mansion
c. Pride and Prejudice
for Yang Liu
(Signature)

1.3 4R
1.3.1 ##

W BV B M A B AW BRI S 14, HEAE T RS
IERRIEE . WIEMNBEESEEAEAHRE, CFERBRRBEE, X
HEWSH, WEALSH%, BHEL “Recived from ™ 3 “Re-
ceived of” 3k, BEI “H Moo whdiE)----" 2B,



