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() Task 10 | &5

@ Regarding our appointment, I can come to your office on Monday.

@ In your email you mentioned that you are worried.
@ If you have any more questions, please call me.

& I'm looking forward to seemg you on Monday.
@ I'm looking forward to seeing you agam.
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HERICE] — 3 2 A R ) B ERF > AT LU EHEHYH WL set-phrases ©
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(7l Task 2.2
ians N3l set-phrases 73P95I%R » WRATIEAR -

* Thank you for sending me n.p. ...

» Apologies for the delay in getting back to you, but ...

* Thank you for purchasing n p. ...

« Sorry for the delay in Ving ...

* | apologize for the delay in getting back to you, but ...

* \We're sorry to learn (from X) of n.p. ...

* Thank you for your message.

* I'm sorry to learn (from X) about n.p. ...

* Thank you for your email about n.p. ...

« Apologies for the delay.

» Sorry for not getting back to you earlier, but ...
* | am very sorry to learn (from X) that + n. clause ...
* | was sorry to hear about n.p. ...

» Sorry for the delay in responding to ...

* Thanks for your reply.

* | was sorry to hear that + n. clause ...

» Thank you for your query about n.p. ...

i%C] Set-phrases
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Email igiEeE FXE

* Thank you for purchasing n.p. ...
* Thank you for your message.
* Thanks for your reply.

* Thank you for your email about n.p. ...
* Thank you for your query about n.p. ...
* Thank you for sending men.p. ...

Unit
[O]f#1% ;5 R Responding to Bad News 2

+ We're sorry to learn (from X) of n.p. ...

* I'm sorry to learn (from X) about n.p. ...

* | am very sorry to learn (from X) that + n. clause ...
+ | was sorry to hear about n.p. ...

« | was sorry to hear that + n. clause ...

£ HEE M Apologizing for Delay

+ Apologies for the delay in getting back to you, but ...
« Sorry for the delay in Ving ...

+ | apologize for the delay in getting back to you, but ...
+ Apologies for the delay.

« Sorry for not getting back to you earlier, but ...

+ Sorry for the delay in responding to ...

Q BRI

» Thanking set-phrases /& [AI{SHFEVEEAFGE » A 4TH B E W@ set-phrases
F » (HHEIR IS -

« Sorry — 5 Al LI (FHEAE SR IRF I E R 55 - A RSB 8E BRI EE - i
i » responding to bad news 1T {81 h + that # ({12 4% n. clause * n.p.
Aij 1 HIGE 4 1 A dd o

« [ i » apologizing for delay id — 075 Ei{f:r1 » I apologize ... 1Y) apologize
e B5h » Apologies for ... H1f1"] apologies HIJE #8844 -
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5 55 O - T P ) i (18R #2424 Gl B opportunity F11 order ¢ T %1 ) word
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Unit
2
be on the look out for | excellent
come across golden
exploit great
find lost
get missed
give marvelous opportunity
have rare
lose unexpected
take advantage of unprecedented
wait for
waste

BAREFGR S — R -

{7l We are always on the look out for a rare opportunity.
FARETE R T — (S AV G -

Vocabulary

be on the look out for E2& exploit [ik'split] v. FF
marvelous [‘marvalas] ady. 5 AFEEIRT : BIERY
unprecedented [an'press dentid] ady. FSLEIEY ¢ ZEEIHY
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| am writing in response to n.p.
BRIEERRD -

#1| I am writing in response to a phone call I received from your company this

morning. (G E NG AR EREERM L Fln K E -

I am writing n response to the misleading statements you made about our
company on CNN this morning.

AN RS K F LIRTE ONN #TRSFHIRM A R #E TAEN S -

| am writing in regard to n.p.
ﬁﬁﬁﬁ@ﬁ ......

1|1 am writing in regard to the warehouse supervisor position advertised on
your website.

BUAAE R TR LE (R P M0 T B M B % o

I am writing mn regard to the problems we’ve been having with the
photocopier we rent from you.,

RS2 S P P FELF I B 018 — T 4
lam wrrting In connection with n.p.
BRERRIRS -

11T am writing in connection with Judy’s request for a promotion.
FOAAS TR PGS 2645 ZOR THERH -

I am writing in connection with the special offer you advertised in the
newspaper yesterday.

FAAS 2 BRS URAIE R F S LE Rt AR i -

Vocabulary

warehouse ['wer haus| n. BF supervisor [supa'vaiza] n. £ : L5

240




7F Hish (=) AMEHTERENS

T reT g P. 58

send/request/convey/clarify information
&/ BR/I1BE/EEAR

I Why didn’t you send the information to me as soon as you received it?
(RESHPEE TEYSCEIEN Bl L arta 317

The information you requested can be found i our annual report, which 1s
available for download on our website.

(R SR EEAE A5G o] T SnY o ferb w] LITCE] -

Please don’t conveyv any information about our production problems to the
customers.

aff A~ SRR > M A EE R AR B4 E P -

You should include some graphs in yvour presentation to help clarify the
information.

{RIERZTE b 8 & st @ R LR EE e -
confirm/make an arrangement
HEEE / ZHE

I We agreed to share a hotel room at the conference, but I haven’t confirmed
the arrangements with her yet.

P (6 A E S R — (B AR A Te] » (2 far A At fre s g 2o 2 4F -

I've made arrangements for you to be picked up from the airport.
P EMF 728 - 5 AGEIRYHEIR -

Vocabulary

convey [kan've] v (5% ! {H:E graph [gref] n. E5%
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