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¥—5 ®HINMAX
g—1 RERBH

. ##F(Greeting Card)
(—)B #3. ¥ (Writing Information)

R R BRI, EXX. HRENELFHT. %%Aﬂﬁh‘hiﬂ: BAE. ﬁ%&‘]i
FREE. HT.

(=) B4 (Samples)

To Mr. & Mrs. W. Dean
With Best Wishes
For
A Merry Christmas
And
A Happy New Year

From Mr. & Mrs. Healey

(Z)% 3 (Practice)
Please send a greeting card to David according to the following information given in

Chinese.
45 David Z— K, BMERRE, FERS.

—+« % B (Calling Card)

(—)B 4E 31 ¥4 (Writing Information) 7

R SEFT, RHL K RIVRARIT, BREENE. RS HEMERT A
7 ANERY

(1) the name of the company

(2) person’s name

(3) position, title

(4) the address of your company

(5) telephone number

(6) fax number
(7) E-mail address
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(=)'% A # 3 (Useful Expressions)

® :L%i(Title)

General Manager BEaE
Vice Manager Bl
Director FE
Sales Manager HEgd
Dean LS
Accountant Eo 378
President J5§ -7
General Editor f5¥0]

® T {EHfI(Work Units)

Group Company H£HAH
TV Station HME
Trade Company b YNl
Real Estate Agent EHFE RN S
o HAh(Others)

Address Huht

Fax 5
E-mail LT HR A

(Z)##) (Samples)

CTO/VP Engineering
Office Manager
Promotions Specialist
Customs Specialist
Guest Service Manager
Technical Director
Purchasing Manager

Co. Ltd.
Department
Electronics Co. Ltd.

Tel
Mobile

HREBARPATE
BAEEE
8 R

E:E
REEHEH
BAR R
RWEE

HRAF
#R07
BTHRAA

HiE S
FH S

P.O. Box 59
Tianjin P.R. China
Post Code: 300162

Zhang Hao

Executive Vice Director

Senior Engineer

Website: Http://www.ccatrc.com '

CATARC CHINA AUTOMOTIVE TECHNOLOGY & RESEARCH CENTER

Cable: 8760 Tianjin
Tel: 24374896-239
Fax: 022-24374897

E-mail: ler@ccatrc.com

(V)% J (Practice)

According to the following information, you are asked to write a calling card for Technical

Director, Song Guohai from Beijing Hongda Technology Development Co. Ltd.

EHERER AR RT A AR BB REEEFE KB

Heht: bR ATERSR 008 548

BR%%: 100080

HiE: 010-82671155
ANE AL www.2688.com
E-mail: 2688@126.com




F—% MHEAX 3

- A R

(—)E 4 ¥ ¥ (Writing Information)
W (Invitation) B ERX M EIFERE, FEENER, —BAE=ARBE. HRHPLAE
EWZ. il .

(=) (Samples)

Mr. Li Ming and Miss Anna
request the pleasure of
Mr. Liu Hai
at wedding reception in Huanggong Hotel
on August 8, 2008, at 12 o’clock.

(reply)

Mr. Lin Hai
accept with pleasure
the kind invitation from Mr. Li Ming and Miss Anna
to wedding reception in Huanggong Hotel
on August 8, 2004, at 12 o’clock.

()% 3 (Practice)

Write an invitation according to the following information given in Chinese.

WETHAES—MHER. AFWT:

HRBUSIT R 85 AFERIK, ZeET I H 6 HEHDTF 7 AZE 9 ATEHITESR
ZITHRHBS, BERMAEtE.
' BRKHIPAE

=T EFEMUE

1 4 (TOU) AL A& (Receipt) REAEBRX 77 R AL SRR (N K RIS SR I HE N SERINA T,
BT . A5E%. R, FRNAEETE LA, RESHR “@” T “i
B7 ., “ff” . “E” BEMNARANE. IEASTFATA.

—. fH4&(I0U)

(—)##4 (Samples)
Sample 1

Feb. 19, 2009

Borrowed from the Management Department a portable computer.

Wang Hao
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Sample 2

July 12, 2009
To the Finance Department of the College:

LO.Y. one thousand yuan (RMB1000 yuan) only for the purchase of teaching materials.

Peter Adamas

(=) 3 (Practice)

Referring to the above samples, you are asked to write an IOU according to the following
information.

SRR AZMANRT—T oW L E#H .
fERAN: Tkt
2008 £ 5 H 12 H

. Y4 (Receipt)

(—)##(Samples)
Sample 1

June 8, 2009
Received from Wang Tao the following things:
One tape recorder, PHILIP brand
Ten Cassettes of Tape, SONY brand.

Li Hong

Sample 2

April 5, 2009
Received from the Physics Dépaﬂment the sum of seven hundred yuan (RMB), being my
salary for the month of March, 2009.

Peter Johnson

(=)% 3] (Practice)

Referring to the above samples, you are asked to write a receipt according to the following
information.

ZW B S TR 2008 4E 10 A4 T % 2000 Jo#, MR, 4.
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FMT BEFMIERSF

—. HS %&(Message)
(—)'B 431, ¥ (Writing Information)

B & (Message)— BN FRAZ IER — & HEES . BEAREMNNNE, &5
iR FTAREEA. BEANASEEAEINANEAS. Fi.

(=)% A &3k (Useful Expressions)

® This is to inform you that...
iﬁ%ﬂﬁ'\ ......

®  Upon receiving this note, please come to my dormitory.
—RBESR, HREEE.

® Here is a piece of good news for you...
A — &I R EEVFR

@ Please let me know whether you are prevented from coming or not.
HEHRBRFETHEREAR.

® Can I have some time with you this afternoon? There are a few items that I would like
to explain to you.

SR TFHREBTHINR? HLERE, RENGREE—T.

® Should I make a visit to you in my other spare time?
FERIAA RN T B, AT LGFE VRS ?

® T'll leave by train at 8:00 a.m. tomorrow morning. This is to say good-bye to you.
TR\ QK ERTT, FERIRMRE A

(Z)# 4 (Samples)

Sample 1

July 20, 2009
Xiao Zhang:

Just a line to tell you that we are leaving for the countryside tomorrow afternoon instead

of tomorrow morning. I’ll see you at the school gate by 1:30 p.m.

Xiao Yan

Sample 2

2:30 p.m., Monday
Dear Tom,

When you read this note, please come to my dormitory, I’d like to discuss something
important with you.

Peter
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(M) % 3 (Practice)

Please leave a message to Wang Fang according to the following information.

HEFE-REES SHBERET, SR TFLERFERER.

. 155 % (Asking-for-Leave Note)

(—)E #£3 ¥ (Writing Information)

EBREAEXFBEESMER, CHRNER, ARERSE. ik, B, KRe, 48BN
B, EXVY—cESHESR, LEMNNMEIEH. HREIARBEMNERSEL. 5HRE
B ER

(1) #RPE(Salutation)—fEF: Dear Sir, Dear Mr. X X, 8% To somebody

(2) FIIN LG B H, BEHERS, EEWHE. ¥ H: Owingto...

(3) REESMANESI( LR, S, HFES)

@) Mt B, EAFEAFERIEEREKEREBRIES, W: amedical certificate

(5) KR, W: Excuse my non-attendance

(6) Z5¥iB(Close)'H H: yours respectfully, yours sincerely...

(7) &4 (Signature)

(=)# 4| (Samples)
Sample 1

April 8, 2009
To Department Office
Dear Miss Smith,
I hasten to say that due to my mother’s dangerous illness, I'd much like to have a leave
for a week.
I hope my request will be kindly granted.
Yours faithfully,
Brad Pitt

Sample 2

June 8, 2009
Dear Sir,

Owing to a severe headache, I am unable to attend classes today. I now submit a medical
certificate issued by the doctor.
Hoping you will excuse my non-attendance.
Yours respectfully,
Ethel Norman

()& 3 (Practice)

You are required to write an Asking-for-Leave Note according to the following information.

Bk R A A6 LIREER %
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— ,
. fiE

R B =
## J5 E(Contributions Wanted)

(—)%B £, ¥4 (Writing Information)

MEREELARE. RASR&AEERAGRME - EBRBRAEEEE, BIHERE
HEF M SCREAG I ERER; WRBAIAR. BRI HESR, BEHURE
#H.EHH.

(=)'% A #% 1 (Useful Expressions)

® Contributions in all forms or styles are warmly welcome.
PFU &R T AR 3 -

® ..welcome letters from readers on all local, national and international subjects.
------ R E R AN BN, BEFEERE.

® Manuscripts, if not accepted for publication, will be returned to the sender within three
months,.
RBMARAH, =AMANRE.

@ Please deal with the manuscripts by yourself without receiving the information of
publication after three months.
EANRRWMARZE ARGEL, BT,

@ ..are welcome to send in their contributions in whatever form or style before the
twenty-eighth instant.
X B EEAE, MOAHEARAE, BRBEH AR 28 H.

® Please keep the copy for the non-returnable manuscript.
HEEEM, REAARE.

(Z)H 4 (Samples) |

Sample 1

In celebration of the sixtieth anniversary of the founding of People’s Republic of China,
this magazine, China Youth, has decided to publish a special issue with the title “I Love My
Motherland”. Teachers, students, soldiers and workers are warmly welcome to send in their
contributions in whatever form and style.

Deadline will be on August 31, 2009. Contributions should be sent directly to the editorial
board of the magazine.

Contributions Wanted

May 14, 2009

The Editorial Board
China Youth




LEELES 2ok

B

ECHE

YRS A RIMERIA RS, (PEFE) @ BR—HEh “REHEE"
). WORBOR. 224, EAMTARRKER, BRAFEXAR.
HIEAH: 20094E8 A 31 . KREEEFLEATSRER.
(FEEE) RES

Sample 2

Contributions Wanted

Dec. 14, 2008

1. This magazine is mainly intended for teachers and students. It is published on the
fifteenth of every month in Ninghai, Fujian Province.

2. Contributions in all forms and styles are warmly welcome, for example:

(1) Revolutionary stories, poems, folk-songs;

(2) Articles about sports and recreational activities, riddles and games, humor and jokes,
and cartoons;

(3) Translation articles;

(4) Interesting events in daily life;

3. Contributions are expected to be within a 3000-word limit. They should be written
clearly and legibly on one side of the paper, double-spaced, with a wide margin. Manuscripts
in English must be type-written or printed in ink.

4. Translated articles should be accompanied by the original. Quotations must be noted
with their sources.

5. Contributions, if not accepted for publication, will be returned to the senders within
two months.

6. Contributions will be paid after their manuscripts are published.

7. Manuscripts may be published in the authors’ real names or in their pen names as they
wish.

8. Contributions should be sent directly to the editorial board, not to individuals. Our
address is: Editorial Board of the Monthly Magazine English Teaching and Learning, Ninghai,
Fujian Province.

; : Editorial Board of the Monthly
Magazine English Teaching and Learning
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EL:

AR A

1. AT FERSESUTMEE, €A 15 SEREE TR

2. HEIXG T 5 & F A RAE R B -

1) HEarik®E., R, R

() ETFICHEED. HEWHR. BREFNEICSR/MNRE;

(3) BEFEE s

(4) HEIEBEH,

3. SRESEMSBIL 3000 ¥, FRERAEYE, FHEREW, EEESTNE—
1T, REAELNEZEN%. NEERM, EXITFRAEREEE.

4. FLERESCE, EWES, UERXMERE. 515005 HHA.

5. RBWARA, HANARRIE.

6. KF—ZREK, HWEMNFEH.

7. RERRNTHEALRESL, HEEFECRE.

8. KFEHEFATIHBERS, MWHFAAN. FRE: WEETET CGHEHF)
J=RiIEE: 58

(FLBHS) BN

2008 4£ 12 H 14 H

()& 3 (Practice)

You are required to fill in a notice of Contributions Wanted according to the following
information in Chinese.

B FHEE-NERAES, (ARBM) YoRikEIcsms #EERE, HRET
SCRRRLE T O BIRE AR .

Contributions Wanted

People’s Daily ( { AR ERY Yol smarss e BRE . RETET 2000 7. BHHH
BAAH 20 H. REBET)

letter to the editor, People’s Daily, 15 Fuxing Dongjie, Beijing, 100029.

. KUY B ELost & Found)
(—)'B £ 3. 9§ (Writing Information)

AT B — S AT, VRO B S A RRARSAE, B TR, ST
SRR . AT (Found) B A BIZR T 5 LR 2K LT A S o XA BIA Bt 2
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Yrdh B RRIE BB BB B Los)RRERRYME N FRRYTHIN AL, RATRE
MR TR RS, VEERBRRAGR.

(=)'% A %& % (Useful Expressions)

® found BHEFE; HRE

loser RIFE

toclaim AN

handsome reward for the finder E 2l

reward offered 2475 T 5}
to thank somebody in person THI

® lost and found office/ lost property office KR FT

(Z)#47 (Samples)
Sample 1

Lost

A brown bag, a key and two books, left in the reading room yesterday (Jan. 24, 2003).
Will the finder please call 66990439?

Sample 2

Found

A green overcoat was left on the sports ground yesterday afternoon (April 27). Will the
owner please call 555400907

Sample 3

Lost and Found

On the evening of January 4®, 2007, I found an electronic dictionary in the English
reading-room on the 3" floor of the new library in the east district of our university.

The electronic dictionary can be generally described as follows. It is brand new and
metallic gray in color. What’s more, the portable electronic dictionary is as big as a piece of
cake and as thin as a regular magazine.

The owner of the electronic dictionary may contact me now. My room phone number and
mobile phone number are (021)62074356 and 13801011641 respectively. Please make
appointment in advance.

Sincerely yours,
Wang Cai

(9)% 5] (Practice)

You are required to write notices of Lost & Found according to the following information
given in Chinese . ’



