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An Art Form
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- Making a request & RK{E -
piE— (f193%EX)

You are working for a company. You need to take some time off work and want to ask

your manager about this.
Write a letter to your manager. In your letter
® explain why you want to take time off work
® give details of the amount of time you need

® suggest how your work could be covered while you are away

Write at least 150 words.

S

(§19) BHEELB XX XH request 15 ( B /AT IR X 2 —H unpaid leave
request letter) MABEAXNESENER, F—REERBAEBCHNEFEEYN, E_RESD
NBESBIENER, F=BEXNECHIERATHL, HRFAH-—THSEERIRS
HEECHRNTITH, LNECEBIMENNESLER, MAFRSITUFHN
BECAEBRRHNEENTHE, FUREHFBSIHE, FEITH “EHR",
SABRE (FIBRXPHRECNHES),

Dear Jennifer,
I am writing to request some unpaid leave next month.

My parents' 60th wedding anniversary is on March 21st, and they are planning to
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celebrate this significant achievement with all their children and grandchildren. To do

this, they have rented a house big enough to accommodate the whole family.

To participate in this special occasion, | would need to be away from work for four
days, from Monday 19th to Thursday 23rd. My schedule for that week is relatively
light , apart from two meetings with clients. Nettawould be able to attend these in my
place , as she has had previous dealing with both companies and knows the relevant

staff there. |have no other urgent work commitments at that time.
Iwould be very grateful if you could allow me this time. These few days are very

important to my parents and the whole family , and itwould be a way to thank them for

all the support they have given me.

Best wishes

“ Making suggestions B iY{

BB (814%EX)

You want to sell some of your furniture. You think a friend of yours might like to buy it
from you.

Write a letter to your friend. In your letter
® explain why you are selling
® describe the furniture

® suggest a date when your friend can come and see the furniture

2.
RENFERWETUSRDE, B—RENECHENERRIY, E_BRYS



WMABCHEZ, F=REHECHRUESXROBY, ENRKHAECRELSE
HNEE,

RZRYUFEXRE—MEIRRENRIN, FUEHEHIESHRELEEL, B
WHAREFRHABREN FMINBERNARLASRAER, "BilE" OHBFHR
BE, MRTAESBNARMAOAILAEXRSN "5B", HEMOBRRRTFSBED
#| A an off-topic letter,

Dear Jan,

As you know, we'll be moving to a new house soon and there are a few things that |
won't be able to take with me. The new house is a bit smaller so | have to sell some
furniture and | was wondering if you might be interested? (X#& 7 E5EMERE, B85
LHEERES)

In particular | want to sell my big dining table. Do you remember it — the one in the
living room? It has wooden legs and a grey glass top and it's big enough for six
people. There are six matching chairs to go with it. (EREBCELNRE, #T7
SENER)

| know you've always liked this furniture so | could let you have it at a good price . |'d
rather sell it to you than to a stranger | (EERANERERABREH, BERAEXERE
g, FE4LEFEH)

Why don't youcome around and take another look at them on Saturday? We'll be here
all day, so maybe we could have some lunch together? (&3t A ¥ & X B Mg,
ERth@#eTHIEAXHEH, BROABTHFSEE)

Give me a ring and let me know,

Love,
Olivia



" Making an apology E#1E 5

Gl = (§5%EX)

Your neighbours have recently written to you to complain about the noise from your

house / flat.

Write a letter to your neighbors. In your letter
® explain the reasons for the noise

® apologise

® describe what action you will take

Dear James,

| was very shocked to get your letter saying that the noise from my flat has been
spoiling your evenings and causing you some distress. | am really. really sorry about
that. | had no idea that you would be able to hear so much, so | hope you will accepl

my apologies.

As you may have guessed, | am trying to refit my kitchen in the evenings when | get
home from work. Unfortunately it is all taking longer than expected and | have been
having problems with getting things to fit properly. This has meant a lot of banging
and hammering.

As the kitchen is still not finished, | have decided to call in a professional builder who
will finish the work in the next day or two. He'll work only during daytime hours, so

you won't be disturbed in the evenings again, | promise.
Sorry to have caused the problems.
Bill
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"' Making a complaint 1812
FIEIE (81X

Your local council is considering closing a sports and leisure centre that it runs, in

order to save money.

Write a letter to the local council. In your letter

® give details of how you and your friends or family use the centre

® explain why the sports and leisure centre is important for the local community
® describe the possible effects on local people if the centre closes

S

RAXREEHRY, —FHENCLLENBHHTER, IHEHNESLBAR
SERENBHATROEE, UROANARBTHE, 5—BUENEITY S DE
BARBNBRETEE, IRABEOHERENTUWRTHE, FUSHEESES
RBFHIAREET, WRBAXIRBSERCOE, X8 (1) BEOH7 HBEXHRLE
BHRREFEMEHORIFIRESHERMBL O, HIBAXNER AT
XABERE,

Dear Sir or Madam,

My name is Irana Smirnova and | am writing to raise my concern regarding the plans
to close our local sports and leisure center. (XBEEEBMREH B Wit XAy
MEMERPOHER, TR EEXNSEXERETESES I'm, s EESER,
AOFHLERRETE, THEHNBT —BEXEHN "Sory to have caused the
problems. " XIEAFATBNG T, MEBAMNBENBEHLEEER)

It is hard to underestimate the importance of this center for citizens. In fact, it

"



became the point where we all meat each other to share some positive emotions and
spend free time. Also, one cannot (58 can't ZERXAE#H AR cannot, P&
FE248) miss the influence of sporting activities provided there on the health of the
people. (HEIEXMEMMKRP LR FLHANETEEER)

My family is used to ( SIfRF - ) going to the center several times a week. My
husband and | attend fitness lessons for adults on Monday and Wednesday after
work. My two sons went to the center after school; they have a place there to do
their homework, to play with other children and relax in safe environment. On
weekends we usually meet friends there and go to the swimming pool and open —air
tennis courts. (B CREMRMLH ERAEMIRBEXMENKE PO T AN
BEENX)

| can think of several negative consequences the closure of the center could do.
Firstly , people could become less engaged in sport activities which will definitely
affect their health. Secondly , children will lose the opportunity to spend their time in
healthy atmosphere and will spend more time at the street. Finally, for the people
interested in sport it will become more difficult to get to the place to exercise as the
nearest sports center is in Tornton which is 30 miles away. (&t XHX M EE K
P LBEHERNINMAEER)

| believe this question deserves close attention

Your faithfully

Irina Smirnove

" Extending an invitation &1

‘-

MR R, invitation TR AR —FIEEE S request, BEEARS
request F—¥ZE R, RINEL—BERIEA,
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PIEE (%18 EX)

You have recently moved to a different house.
Write a letter to an English-speaking friend. In your letter

® explain why you have moved
® describe the new house
® invite your friend to come and visit

ST,

RHMFEMTE8 2EERT informal / personal letter 89 B , FRLLXBIEX P
ERATHERZNOBRE, BEIBFEE S (HEIIEXTHEECHES),
TEBBEREZHOBLNRBRERINBEFR RN ETSD,

Dear Dave,

I'am writing to let you know that at last we have moved to a bigger house! We just
couldn't go on living in the two-bedroom bungalow now that the twins are growing up
and the new baby has arrived. So we started looking — and one thing led to another

and finally here we are in our new home.

I'm sure you'll like it. We have three bedrooms now, and a very modern bathroom
and kitchen. The kids are happy because there is much more space with the big
living room and the garden outside. But Michel is the happiest of all because he
doesn't need to do much decorating.

Why don't you come round this weekend and see what you think of our new place?
We would all love to see you and if the weather is good we can have a barbecue in
the garden.

Our new address and phone number are below, so give us a call and let us know

when to expect you.

Lots of love.
Francoise



® hank-you letter Bl

BiE7S (§1035EX)

You and some friends ate a meal at a restaurant to celebrate a special occasion , and you

were very pleased with the food and service.
Write a letter to the restaurant manager. In your letter
® give details of your visit to the restaurant
® explain the reason for the celebration

® say what was good about the food and the service

S

HEEAMSHIET SERNHENEE, FUXEBEECERBEREZRENR
ENET. FNNAGHEURASTBENLA, X5 A XBREXL AT
REBLHNES, FATELEACERNERREREN, XRET G XAFNLR
BRABEENBRATHELEFTEE,

Dear Sir or Madam (ERXHIHEFL),

| am writing to you to express my delight with the excellent service and high quality of
food that your restaurant provided us last Saturday night, on the occasion of my 50"
birthday. (XBASENER, KRNHEREELEECHNEEER)

We were a party of twelve, which included my family, close friends and colleagues
from work. Your staff went out of their way to (EMEEX R, XMEEBEAXRT
BEAATHKOGEZHEA4HERBATEEZANSBE, "HE" ZHEM4SH)
provide seating arrangements that were easily accessible, and did not interfere with
other diners. | find that this is unusual in many restaurants these days. The waiters
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were extremely professional and polite, and were obviously experienced as they did
not encroach too much on the proceedings. (M EEMNREBHTTSENER)

Your current menu offers a great deal of choice, as does your wine list, and
everything was available. There were no complaints about the quality or quantity of
the dishes served, and the presentation of each dish was akin to the dishes
produced on cooking shows such as ‘ Master Chef’. (H&®ENRYBLLHTETS
SR RNFF)

| ordered the rack of pork ribs, which was deliciously succulent and, if anything,
maybe slightly too large. Nevertheless, | managed to finish it! (XD HRRE
BERARAXNEEZ—)

| was similarly impressed with the large variety of local and International wines
available. The wine that was ordered arrived at the correct temperature that each
wine should be consumed at. The waiters were familiar with the etiquette of drinking
and enjoying fine wines, and the service was paramount. (XBEX#&F . REEFR
FE NI NhRE T B/IT)

Al in all, our group enjoyed a delicious meal at your establishment (ZE#ERXE,
XM ESREINEDLEBRIEREEDREONM, FludE. /. BRESF),
and | had a very happy birthday.

Congratulations once again.
Yours sincerely
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