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1. Notes (%)




The definition of notes
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Parts of a note

Date ) Salutation Body
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a. JLRJ1LH BEIEY M —17 SEEM,
b. 2HA/, a. Mary; RSB R

c. EF NFHY Dear Tom =[sy
=SYNINEZI b. Dear Mr. Smith 2. BIRFAEE
c. Dear Sir FERET\—LL
Dear Madam

Signature
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a. Yours truly, E},.

b. Yours falthfullyi‘1

c. Yours sincerely,
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Useful words and phrases

BXK, PiE ask/apply for
RIR sick leave

g attend classes
MSKiRfRiR..» (—E3T)E) be absent from school for ... from today
MY enclose

AR the doctor’s certificate

BOREY, RSy obliged ../
ER grant me the leave f; /



Useftul sentence patterns

FASE: BROIEIER ., MeFle
1. Tam writing to ask for a leave of ... (K&{) days, starting from ... (B
HASL2HA) ) to... (HERSLEHA/ ).

2. 1 want/need/am sorry to apply/ask for ... (K&{) leave from ... to ...

I have to/need to/plan to..., for/because...

3 BRI . WEER, NERB.

I should be very much obliged if you will grant me the leave.



Sample note

March 4th

Dear Mr. White ,

I am writing to __ ask for a sickleave  of three

days, starting from f0day ¢o March 6th (poth day

inclusive) because I have a high fever. I
enclose the doctor’s certificate

. I should be very
much obliged if you will grant me the leave

Yours faithfully,

David

written request for leave G5E%)
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Useful sentence patterns

ANRES 0 -+ TR REAERR
2
[ am very sorry that I cannot attend ...

! BB ES - (EA) O8B15,

Please call ... (sb) back when you are free.

Let me know if ... (sb) comes.

- QR (EAN) K ITRSTK J




Sample note

message slip (B=%)

9:50 a.m. Monday

Mr. Smith |

Mr. Chang of Pearson Company has just
rung up very sorry  that he

this afternoon. He

saying that he is

cannot attend the meeting

hopes to see you  at nine tomorrow morning. Please

wait for him

call him back when you are free.

at your office then. Please

Alice
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2. 10Us & Receipts
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The definition of IOUs & receipts
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Tips on writing an IOU & a receipt
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Date (HEHA)
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Body () j% ¢
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Useful sentence patterns

- ZufE R eee, SIEE]ee
Borrowed from... (sb) ... (sth) /1.O.U.(I owe you) ... (sth)

=l o (RF) Tl (BT, FBR-X
... to be paid back within ... (—EtH[8]) from ... (H ) at/with the J

rate/interest at...%

S LA Eee, SIEoe

Received from... (sb) ... (sth)




Samples——{5 %< (Receipt for a Loan)
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April 2204, 2010 & E%td =
To Mr. Clinton 1‘ Tom Adams M
Mr. ClintonRME
Borrowed from You _one thousand and five 2150025,
hundred dollars ($ 1, 500) only, to be paid back 2. NE—FFI3
within gpe year from this date With interest at R, E%U%\jﬂ
9% per year. 9%,
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Samples 2% ( Receipt )
1w28a
January 13th, 2010 | WIRIBLITNMER, S—
. KIS
Received from  the Student Union _twenty 1. 2E2IFAGEEE
sets of clothes and _twe __ banners for the sports PR BY20 AR A0
meeting. 2RI,
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Types of forms

Personal Information
Registration Form

Schedule
BHERXR




Tips on filling in a form




Sample

Personal Information Registration Form

Title Miss  (Miss/Ms./Mr./Mrs./Dr.)

Full name LiJia

Date of birth January 7th, 1988  Place of birth Shanghai
Gender Female Marital status Single / Unmarried
Nationality  Chinese

Address NO. 1922 Huashan Road, Shanghai, China

Postal Code 200030
Tel. 021-89523876

lijia@sina.com

Fax 021-89523865

E-mail

15288
BIREMU MERIA
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Useful words

A. Surname (Family name/Last name) o

B. First name (Given name/Forename/Christian name) 2
C. Full name £33

D. Sex / Gender MR

E. Age FES

F. Date of birth HaEFH
G. Marital status LN

H. Single / Unmarried KI5

I. Married 218

J. Divorced BIE

K. Nationality  EHfE

L. Home address KRB

M. Permanent address KAt

N. Work address T {EsbiE
O. Signature T2
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Thank you for your attention.




