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2. IEXCHERERRISTS
EEIEMRMERUTYA:
(1D FERIEEAN, BRIIES.
(2) REXREENSHRFRE.
(3) BRI B iA] 418 F RO HER %

(4) HZGHES, WENDOYRHIARN, B, %, "R, B, B
PAWIE:

3. IEREEHIT ¥ HRES
(1) BREBE%:
There /Here is...
I have/got...
(2) AfERME%:
Could/Would/Will you...
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(3) RRgHMEZ%:
'shank you (very much) for...
Many thanks for...
I am writing to thank you for...
I am writing to express my appreciation of all that ...
I am writing to tell you how grateful I am for ...
(4) EREX%:
I’m so/terribly/extremely sorry that ...
I would like to express my apologies for...
(5) BiFE%:
Would you like to ...
Would it be possible for you to ...
We should be very glad if you could...
(6) R, WIEE%:

Would you please. . st s ™ ™ ™ ™ ™ ™ ™ ™ ™y
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51 would be grateful if you could...

We would appreciate doing...

=. I
Dear liu,
I have something important to tell you, please call me at 8 tonight.

Wang

<> XR—TKIBBIIEBERX, Wang FEENHEHBEESFLu ,FELuEH
CECR. ZEXRABRE SERAIMERE. BTmERAIRIEEARERER
g@iﬁﬂ‘fﬁ“ﬁlﬁﬁ%ﬁ$ﬁﬁﬁc%§1’ﬁﬂﬂ‘fﬂ, HIEEART, MR E, EERI—

B4 Lhave.. A)XRPRE—L, MERM, A5 HERNE. &
FATAEUWRKEN: importanttell &, RHRHATRHEEHEENK,

4. %43
5 A Judy HI4 X %5 Jane §E—3k{84%, 5 Jane REIEE T/ETHRIEVF Judy.
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S Dear Jane,

Please inform me as soon as possible your working plan. Thanks.

Judy

iH % (Notice)

. BRI

FOCEMKB RSP CEABAARNGEHER, X—R/FEFRER.
HAEME, B, BEREUHAKER, UESHHERAR.

—. MRAET
LEED, FERHNAMER

MRIGBEM—F, FOCEMEAE, B3, % (EEED =7
A WESAEIEN EITIEFRIEAL, # UNoticefEfnl. ZaXBER il
FI AL M SFEIESCHE T A, AR HIEMEEAL AT AR, KA
WA BERMLZRT—ITRETA.
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S (1) ARERE, BE. fl, SUCENESENE, ML, HFEAR,
WEREF] LGN .

(2) ZKAWINES , ARHB=ARK. W:

a. All the students of the Computer Department are required to meet...

b. Alecture on linguistics will be given by Professor Xiao ...

(3) AT RS ZHER, EXGEEH U“ATTENTION” R
“Attention please” k. 0.

ATTENTION, A visit to...
(4) JBE AP TSR R B B e H 3.
a. Tomorrow being National Day, there will be no work for seven days.

b. Work will be resumed on Oct. 8.
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Notice

All the members of the Students’ Union are requested to meet in the
department conference room on Sunday , March 15, at 7:30 p.m, to
discuss the plan of the sports meet.

Students’ Union

March 13, 2004

0. 255
L — kB R B LR B
2. DASEE R AEHA X — MG ARSI ER.
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Notice

March 20. The teachers who wish to go, please gather at the college gate.
The bus is to leave at 6:00 a.m sharp.
The English Department Office

Attention please, A visit to Shaoshan has been arranged for Saturday, i
March 18, 2004 l
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g B4 (Asking for Sick Leave or Business Leave)

— BRIHT

ENRXEEZRT, BRFEREED, B AFBAEZER, ¥

X THERE. PEEEFRBRKINAXTS, KE0RER, HiZREHN
PR CERXAIER. EE/E, TEEZHALIES AT HREERIES.

?
=, MiAHT E
1. T BB RAFRERER (W) 3
2
!
%

WREARERN—M, EEHTHRREEEHEFRAFEREE R

SERF AR . REHIBEBREHKAR, ATEERFZ D ARBRFNERERF
EAERIR— AN ESE LT NH D AR

(1) BH#

H R MAEIESCA EA, FERFEABIRRSIRN B ARES, W E
BHJLA, JLHEEBJLRER, W April 10 3 10 April B¢ Thursday.

(2) FRIE
PR B RS RIFRMAE, 0 Dear..., Mr ..., Professor ..., Dr ... &%,
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EXRBEBRZIZLESS, FESEIERER, BENE, SRBNE
F— SRR B EE RAEREE. VeEBERS, EUERMM B
M. HJUEE .
) GRIERE S

Z5 15 H F yours faithfully B yours sincerely B% yours truly 5.

2. HHAE
() BEHRE
BERFPEYEAE R REABERIERSERNE, &AaRWT:

I’d like to apply for three days leave of absence, starting from ..., and finishing

I’m sorry I can’t attend the meeting because/as...

on Z
I am writing to ask for sick leave of ... days, starting from ... to ... 2

Owing to ... / As.oyEshallbe-unable to.o o



J
M+mm

;

Q) GRFHIE
BRFTERAERRRRSBE. B FiES. FHOENT:

I should be very obliged / grateful if you grant me the leave.

I hope you will grant me the leave.

Hoping you will excuse my non-attendance.

I’ll certainly do my best to make up ... once / as soon as ...

Now I enclose a Doctor’s Certificate / a medical certificate from / issued by
the doctor.

Now I enclose the telegraph from my father.

=, 58X (FEHEHP
April 25
Dear Mr. Frick,

As my brother is moving to Canada tomorrow, I shall be very much
obliged if you will grant me my application for one day’s leave tomorrow.

Yours respectfully,

Robin Ford
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R
(English 2nd Year, Class B)
April 4, 2004

I

(To Department office)
Ms Smith,

Owing to a severe headache, I shall be unable to attend classes today. I
enclose a medical certificate from the doctor.

Hoping you will excuse my non-attendance.
Yours respectfully,

Li Ming
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(1) PA Mary K145 X ] Professor John 5§ —3k Rk ik ERAIER S (FEH
BRIEHIBRHEF LD .

BER: AHTF30 4

(2) 5E—HREFREABRKRE, HHERG F=RERFRF (EHE
IERFIED .
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April 4, 2004
Dear Manager,

I’d like to apply for three days leave, starting from the 13t to the 15 ,in order
to return to my hometown to see my father, who is seriously ill these days.

Ty g

I should be very much obliged if you grant me the leave. As to the duties to be
missed during my absence, I shall do my best to make them up as soon as I get
back.

Here I enclose a telegraph from my mother.
Yours faithfully,
Wang Fang
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#iE1E (A letter of Invitation)

R EORE A E R IEAM I ERANHBERBEREIKRN. ERNANZ
Eﬁ\%%,%gﬁﬂ,%ﬁ%%oﬁﬁ@w%ﬁﬁ%QW%ﬁ%mﬂﬁiﬁ

2. IEXCEREBRIANTHE
(1) FEiIBEHRIIES
a) BLA T SR HEEIFIR AR (8, B, H, 88 , I, FHE.
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ll""'"""*‘l"ﬁ?l?l'ﬁ'?ou for your invitation to ...

s We look forward to seeing you again.
(3) Please accept my sincere regret at ...
Unfortunately , it will be impossible for me to ...

What a shame ! We can’t ...
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April 12, 2005
Dear Lucy,

Thank you for your kind invitation to dinner at your place on Sunday,
April 15, at 8:00 p.m. I do accept it with great pleasure. It seems quite a long
time since we met last.

I’m looking forward to seeing you.
Yours,

Peter

P bR Peter RAEZBIZN SR —HEE. IETFRNBIFTREE,
INTHE], . BEERFHRSFEEZEE (I do accept it with great
pleasure). BFRR T AVIBTER—RNBKR. WERRXBRLRESHEZGIS,
MABEHIR “I’1l accept if ’'m free” XA A HIE)F .
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5ear Lucy,

April 12, 2005

Thank you for your kind invitation to dinner at your place, but I’m
sorry that I have to decline it. I’ll visit my former teacher that day.

I do hope to see you when I’m free.

Yours,

Peter

XR—HPeter A BEH BRI ZEBIBEE. FFE, IEFLRE

THIBERIWE . 1

sorry that I have to

ZE R 4OR SRR T R B (but Pm

decline it. I’;11 visit my former teacher that day

). WAHBINEER:

Thank you very much for your Kind invitation to ...

I’m sorry that ..
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1.2AWang Li B4 X G & Li MinE —3# &5, Ehi—%3h
FHAEISR B DT

2. ALi Minf) 4 X E —#8E5% %1515

3.Li MinfEX BRI ZE X RER TR H4#%, KL Li Min
144 X5 —BH4ME.
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April 20, 2005
Dear Wang Li,

Thank you for your Kind invitation, I’m really pleased to meet
you in Hangzhou, but now I can’t decide specifically when I will arrive
in Hangzhou, however,once I make a specific decision, I will notify you
by telephone.

I hope we can meet earlier.
Yours,

Li Min
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é 15 K1E (A Letter of Request)

CEEERINTILA:
LA AR LR A K, EESEFILI.
2. 1] B PR B R 3R HH R SR I JR A
3.ERERUA, MAXNTTEE, BEEEBAELTS.
RIGBHEHTIERKER
(1) I wish to ...
I want to...
We’d like to ...
I would ask you to...
(2) We would feel obliged ...
I should feel grateful for ...

... will be greatly appreciated...
Sty (R Ny SNy SNy ANy Ry Ny ARy Ry Ay Sy
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No.3 Huangxing Road
Changsha, 410006
April 20, 2005
Admission Office
Nanjing University
Nanjing, 210008
Dear Sir,

I want to pursue a ph.D at your university. My intended of
entrance is Autumn 2005. Your sending me application forms at your
earliest convenience will be greatly appreciated.

Sincerely yours,

Li Mei
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