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leave out; be aware of; show off; take the lead; cheer up;
make an apology; beyond imagination; 1t was reported that
1. The worker said that the boss must to
him for the dirty words.

2. What he has in mind is . No one can tell
what he will do next.
3.We will continue to on all ways of

tobacco control.

4. ' T m sure you’ 11 feel better

tomorrow.




5. no passengers were injured in the

accident.
6. She the date on the cheque.
7. The young lady likes her fine clothes.

8. John having done something wrong.




[Z 2] 1.make an apology 2.beyond imagination
3. take the lead 4.Cheer up 5.1t was reported that
6. left out 7.showing off 8.was aware of
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Thank you for your prompt reply. BRI SIS H] & .
Thanks for getting back to me. BCEf/RE) A& !
Thank you for contacting our company. B¢ETER RIKATAHE]
QU R IR, BRI

I am writing in reference to...KJee>-- FoAE g e e
@N Vi IFEXwm . A FH, o] DLH & #8, W
first, second, next, finally Z¥.
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Thank you for your patience and cooperation. ¥R KO
A&

I look forward to hearing from you. Hif5/RHI RIS .

If you have any questions please feel free to contact me.
/ If you have any questions or concerns, don’ t hesitate
to let me know. QAT AR [n) &, ¥ fifi o) K R 3K

@45 ik :Best regards, Sincerely, Regards, Warm regards,
With kindest regards, With my best regards, My best, Give

my best to Mary, Thanks, See you next week!

B4  ANEHE Mr, Ms, Mrs, Dr 2K —i%,
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I have received your e-mail. VRHEJEH B R
@give advice FEEIN

Please give me some advice on how to get into the good habits
Vi A AR] 57 R R 4 B > 15 4 PRt Ee st i

@thank sb for sth B AM ¥ HFHE
Thank you very much for solving the problem for me. JF&
SR A 1 IXAN ) AL

@invite sb to do sth Wi NS
I write the e-mail to invite you to attend / come to my
birthday party. 5 XEHMGEABBIERSINBRIEH RS
Bkeep(stay) in touch {FFFEEZS
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Keep in touch with each other frequently. &% {RFFELR
4. W HH

(1) FgeeeeeemfHLy
(2) =
(3) BUAF 1T

(4) FBHEN




[42%])] (1)be nervous about (2)lack (3)make it
(4)do sb a favour
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[%%]1
(1)I’ m nervous about the coming job interview.
(2)I’ m not certain whether I’ 11 make it.
(3)What will happen if I lose the opportunity?
(4)Could you do me the favour to look for some useful

information for me?
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Dear teacher,

I’ mwriting to tell you something about my coming job
interview and hope to get some useful help from you.

lLast Friday, | received a phone call and was told to
go for a job interview next Friday. I have been preparing
for the interview these days. However, I’ m nervous about
the coming job interview because | lack confidence in
myself and I’ m not certain whether I’ 11 make it. I can’ t
imagine what will happen if I lose the opportunity. Could
you do me the favour to look for some useful information

for me?




Do inform me if you have the time and I’ 11 email you
the information I need about the job interview next time.

I’ m looking forward to your reply.

Best wishes.

Yours,

X1aoming
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show off; as a result: be aware of; take the lead; leave

out; cheer sb up; put one’ s foot in one’ s mouth; in favour
of ; be absent from; on purpose




1. You can the parts of the story that are

not 1nteresting.
2. of his endless efforts, he achieved his

goal at last.

3.No one likes him, for he is always his
weal th.

4. The school football match was over,with Class




H. We the importance of mastering the
skills of small talk.
6. She is in low spirits and we want to

her .
7.17 m the plan.
8. He the meeting because of his illness.

9.1 m sorry. I didn’ t do it

10. Every time I open my mouth, I




[5%]) 1. leave out 2.As a result 3.showing off
4. taking the lead 5H.are aware of 6.cheer; up 7.1n
favour of 8. was absent from 9. on purpose 10.put my foot

in my mouth
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