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Sample Text 1
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MEMO

To: Mr. Liu

From: Martin
Date: July 2, 2007
Re: Computer

Dear Sir,

I would like to remind you that our office is in want of
a new computer to cope with the daily increasing correspon-
dence with foreign companies and enterprises. I hope that

you will pay attention to this problem and solve it as soon as

possible.
Regards.

Yours,

Martin
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Sample Text 2
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MEMO

To: All Departments’ Managers
From: Martin
Date: 5, July 2007

An advanced part-time German course is starting on the 2nd
August, from 7:00p.m. to 8:30p.m. every weekday’s evening
(Friday is included), and finishing on the 20th August.



Textbooks are free but only those who can pass the test held
on the 28th July are eligible to attend the courses.

Please collect the names of the staff in your division, who
want to take the course and send the list to Li Ming, the
assistant of Personnel Manager by 4 p.m. Thursday (July

22), as the test can be arranged properly.
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Sample Text 3

To: All staff

From: Martin from System Control
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Date: June 4, 2007

The Computing Center is to be closed from next Monday to
Thursday (June 11 to 14)as a new system is being installed
and tested then.We apologize for any trouble that may occur

during the installation.

RCEIE

H: RFEHLST
HEj:. 200186 B 4 H

B TEZEFNLHZRSE, HEILF BT TITRA—
ZFEMG6 A 11 HE 14 H)AXAM . #EE i,

S P

1. I would like to remind you that our office is in want of a
new computer to cope with the daily increasing correspon-

dence with foreign companies and enterprises.
HIBREL—T, RINDPAZEIF—SEM, LUEL
H H 3 mey 55 E A AL TR R K R

2. We apologize for any trouble that may occur during the
installation.
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. Don’t you ever look at the message posted to the bulletin

board?

REE B ER EIEE R G

. You never know what you’re missing out on if you don’t

read the memos.
MENEX LR TG, AASHEECERERT
H_‘/A %l@‘ o

. The memo went out three days ago.

ISR 3 RKETA R/,

. Please continue with the memo.

HHERE T HEER,

. Does this apply to intra-office communications only?

XURTF I ZEAFTEEG?

. Effective immediately, all office communications are re-

stricted to E-mail correspondence and official memos.

WAL RIRAT . TR M AZERIB R {UR T B F MR A IE
HETR,

. It should apply to all communications, not only in this of-

fice between employees, but also any outside communica-

tions.

i MR ERNZEEEN, MEMEHRTZ
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Vocabulary

advanced adj.
apply to
bulletin board
cooperation n.
cope with
correspondence n,
division n.
effective adj.
eligible adj.
feedback n.
immediately ady.
information n.
install .
installation n.
intra-office
mailbox n.
memo n.
miss out(on sth)
occur V.

pay attention to
personnel n.
subject n.
submit to

solve .
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1. BRBESANP LI AEREZEER,
Memo

To: All the staff of ABC Company
From: Lizzy Zhang, Logistics Department
Date: January 10th, 2007
(1) (F&&): Checking on Air Conditioners
The company requires a (2) (4% )on the

qualities of the new air conditioners and asks me to (3)

(#24it )a report to the Logistics Department.

I would like you to provide me with the following (4)
(f5R):

(DHow many hours do you actually use it per day?

@How much electricity does it consume per day?

@ What are you disappointed with when using the AC?

(@®What special advantages do you find when using the AC?

Please E-mail the information to my (5) (HiE
% ): lizzy@ABC.com before 6:00p.m. on Jan. 23rd. Thank
you for your kind (6) (B1E).
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Sample Text 1

%132 1
Note

Aug. 18
Dear Mr. Liu,

[ am awfullv sorry that I can not come to the office
today. Enclosed please find a certificate from the doctor who
said I must keep on bed. It may possibly be a few days
before I am able to resume my duties.

[ trust my absence will not cause you any serious

inconvenience.

Yours faithfully,
Wang Feng
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