应用文：书信

例句：表示高兴：I am so glad /pleased/happy to receive your letter dated May 1st.

      表示感谢：Thank you for your wonderful gift /your interesting letter.

      表示关心与询问;How are you these days?

                     How are you getting on these days?

                     How are you getting on with your work/study?

      表示抱歉：I am sorry that I did not write to you sooner but I have been very busy these days .

      表示遗憾：I was sorry to learn that tou did not do well in the entrance examination.

                I am so upset to hear that you are ill these days . I do hope you are getting better soon.

      结束语；I have to stop now but I will write again.

              Please give my regards to your family.

              Take good care of yourself and keep in touch.

练习；
一：根据句子的提示，完成下列句子。

1．I was very happy when I _________________________________(收到你的来信)yesterday.

2.You told me a lot about your country  ​​​​​​​​​​​​​​​​​​​​____________________在信中。

3． My mother is busy _______________________(为………………作准备)

4.  I still want _________________________（了解更多）about your hometown.

5. We are ______________________ (盼望着) your arrival.

二；根据情景提示写出适合不同情景要求的话

1． 谢谢你的朋友上次的来信。

2． 听说朋友要来中国，表示欢迎。
3． 听说你朋友的妈妈生病住院了。
4． 你想告诉你朋友们你一切都好。
5． 你想让朋友代你向他全家问候。
三：写作：

1写作要领：1。文章体裁：应用文—书信

            2．时态运用：一般现在时，一般过去时

           3：人称要求：第一，第二人称

2．内容要点：收信人：Jacky; 写信人；Tony 

             时间：2008年6月9日

            信件内容：1很高兴收到 他的来信 ，对他信里讲的事情很感兴趣。2告诉他你昨天的情况：上午去了颐和园，下午去购物。3。很高兴了解了更多关于中国历史的知识。4。现在正忙着准备即将到来的考试。

                                                                   June 9, 2008

Dear Ricky :

      I am so glad to ________________ . I’m interested in the things you told me ______________________________.Now let me tell you what I did yesterday.

      In the morning, I ___________________ the Summer Palace with my parents. I am very glad to ________________ the history of China. In the afternoon, we _____________________.

      I want to tell you more but I have to ______________ now. I am busy _________________________. I will __________________________ next time.

         Best ____________!

                                               Yours sincerely

                                                  Tony

作业：

1． 假如你是林涛，你的美国朋友Tony想到北京学汉语，请给他写一封信，告诉他如何学习汉语。

提示词：go to Chinese classes, make friends, listen to the radio, dictionary, useful, read Chinese stories, talk with, difficult , ask a Chinese teacher for help.
2. 假设你是Mary, 是一个中学生， 喜欢收听音乐节目，请你现在用英语给节目主持人赵小姐写一封信， 信件包括以下内容：

你很喜欢这个节目， 特别是英语歌曲。

学习很忙，疲倦时打开收音机，听这个节目

从英语歌曲里学到了很多单词。

最喜欢Country Road 这首歌， 希望能够得到歌词（words of the song）

祝赵小姐工作顺利
应用文：通知，便条
关于能知的用语：

Comrades and friends                  boys and girls 

Ladies and gentlemen                  attention,please

关于留言的短语

See sb. Off                  say goodbye to sb 

Invite you to dinner           happen to be out 

Tell her to call me at ----       meet him at the station at 8:00 p.m.
Want to borrow ****from you  come to my home at ***tomorrow

关于请假的短语：

Sick leave                         ask for sick leave

Ask for leave of absence             ask for three days’ leave

Stay in bed for two days             don’t feel well

Have a headache /toothache/stomachache

Be not able to atten the meeting /the class

句子：

 I am sorry to tell you that I won’t be able to 

Would you please lend ********* to me ?

I do apologize for **********

I happened to be in need of ************

I’m very grateful to you for **********

There will be a meeting at ************

Any question?

Everyone understand ?

That’s all. Thank you.

练习：

1、 把下列的中文短语翻译成英语短语。

1．两天的假期                     2。 很抱歉地告诉你

3．请事假                         4。请你吃晚饭

5．为某人送行                     6。生病住院

7．向某人道别                     8。一个电话留言

二．根据汉语提示，完成下列句子。

1.Please ask him to ___________________(给我打电话)at 88973002.
2.I’m sorry __________________(碰巧在外面)when you called me .

3.I want to __________ (向…………借)a dictionary ____________ you.

4,I’m so sorry that I ________________(患了重感冒)yesterday.

5.I’m really ____________________(对…………感激)you for your nice present.

6.______________________________(女士们，先生们),attention,please.

7.The doctor said I had to ​​​​​​​​​​​​​​​​​____________________(卧病在床)for a week.

三、根据情景提示写出适合不同情景要求的话
1．你想向同学借一台收音机。

2． 你收到了朋友送给你的贺卡
3．你不能参加朋友的聚会。

4． 你想同学们明天下午两点开班会

5．你想告诉朋友让他下午给你打个电话。

6．你想谢谢同学的邀请。
四、把下列句子填在适合的横线上，使下文成为一个完整的通知。
                         Notice 

                                                   March 11,2008

_____1______,

______2_______. We are going to plant trees in Zhongshan Park. _____3___. The boy students of each class must bring hoes(锄头)and spades(铁锹), ________4________. We are going to gather at the playground at 7:30 a.m. _________5________. Every one is requested to go.         

                                                 The Headmaster’s Office

A: and the girl students must bring buckets and watering pots

B: tomorrow is Tree Planting Day

C: All the students in our school should take part in the activity

D:And then we’ll go there by bus

E: Dear schoolmastes

五、便条，留言：
例：电话留言            Telephone Message

From: Mary

To:Mike

Date:July 5

Time:11:00 a.m

Message:Mary and Simon are going on a trip to South Hill this Sunday. She invites you to go with them. They want to meet you at school gate an go to the South Hill by bike. Don’t forget to brig some food and drink. They will wait for you at 8:30 a.m. tomorrow.

练习：

      假设你想让某人把上周借你的自行车归还给你， 你今天去他家， 他碰巧不在家。 他希望他尽快把它还给你，你周末要骑自行车去湖边郊游。请给他留一张便条。

内容要点：1。点明留言的时间，对象

2． 说明留言内容

3． 署名

                                                     ___________________

Dear_________,

     I went to your home ______________, and  I wanted to get _________________

back but you happened ___________________. You borrowed it __________________,do 

you remember? I need it now, because I want to __________ to _____________ this weekend. I want to go there _____________. I will be very thankful to you if you can ________________it to me when you come back.

                                                          Yours,

                                                           _________

练习：通知1
明天（星期五）全班同学将去参观科学博物馆（the Science Musuem）, 由你（班长）通知全体同学。内容如下：

1． 早上8：00在校门口集合， 步行前往。

2． 下星期一交一份有关参观的报告。

3． 参观时要认真听， 仔细看并记下有趣的东西。

4． 不可在博物馆内大声喧哗及拍照。

5． 带笔和笔记本。

__________________________________________________________________________|_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

通知2。为了帮助贫困儿童， 校长室准备了下一则通知， 请根据下列提示， 帮助完成这则通知。

1． 许多孩子因贫穷而上不起学， 他们没有足够的衣物和学习用品；

2． 每个孩子都有上学的权利（right）,我们应该尽力帮助他们；

3． 下周一我们将举行“爱心慈善日”(Charity Day)活动， 希望同学们把富余的衣物或文具带来；

4． 地点：教学楼（No.1 Building）.
应用文：邀请函、感谢信

     邀请函是通过写信或留言的形式来邀请别人参与某事， 包括庆祝活动，招待会，宴会， 聚会， 报告会，度假等。

     感谢信是自已对别人的帮助，馈赠，款待表达感激之情的信函， 内容的安排顺序可以按照称呼，正文，署名来排列。

例；

Dear Kitty,
     I am going to have a dinner party at my housr on August 18,2008to elebrate my mother’s 60th birthday. It is an important accasion for our family, and as you are a close friend of us, my parents and I do hope you can come and share our joy.

     The party will start at seven o’clock in the evening. There will be a small musical soiree,at which a band will perfor some popular and classical songs at first . At around eihgt o’clock, we will start our dinner, during which we can talk and laugh together. And then all the friend will take some photos together.

     I know you have been busy thise days , but I do hope you can make it. MY family and I look forward to the pleasue of your coming.

                                                  Yours sincerely,

                                                   Zhao Hua

词句积累；

Invite you to                            participate in 

Join us                                 make it 

Feel much honored                       request the pleasure of 
Too busy to come                        look forward to 

Your generous cooperation                 many thanks

Be grateful to sb                         accept my thanks

Sincerely appreciate                      write soon

Your invitation                          give me a call to let me know
We have decided to have a party            I’d like*** to come to dinner

I think it would be a great idea if you could   My family and I would feel much honored if you*****

The reception will be held in /at/on/in        we are looking forward to 

Pleaase let me know if you can             Thank you very much for

I am truly grateful to you for               it was good (thoughtful) of you 

练习：

一．把下列中文翻译成英语

1． 做到这一点

2． 不胜感激

3． 参加

4． 对某人很感激

5． 接受我的谢意

6． 邀请你参加

7． 打电话告我

2、 把下列中文翻译成英语。

1． 感谢你帮助我。

2． 很高兴收到你的邀请。

3． 这场晚会将在明天举行。

4． 请让我知道你是否能来参加这个聚会。

5． 在晚会上我们将唱歌，跳舞。

6． 邀请我参加你的生日聚会，真是太感激你了。

7． 在你的生日聚会上，我们玩得很开心。

8． 记得把你的妹妹带到我们聚会上来。

9． 请接受我诚挚的歉意。

10． 我们为你感到骄傲。

三．感谢信

例：

Dear Julie:

     Thanks for your help last Sunday!! It was raining hard that day .  I wanted to go home afger school, but I didn’t have an umbrella with me . it was very kond of you to lend me your umbrella. If you didn’t help me , I would have been we all over.

     I really appreciate your help. Thank you again from the bottom of my heart.

                                                           Yours, 

                                                            Simon

根据内容写一封感谢信：

收信人：John

写信人：Mary

内容：非常感谢你的帮助。 上个月我受伤了， 的以只好住院两个礼拜，在功课上我落下了很多。幸运的是，你来看我并帮我实习功课。最终我赶上了别人，而且在昨天的考试中发挥得也很好。 我真的很感谢你的帮助。再次从心底里谢谢你。
下面是一封邀请信，我想邀请JIM来吃晚饭，把下列的句子排列好，变成一封完整的信。

A：Please let me know whether you can make it or not.

B:  It will start at 5:00 P.m

C: We can also read some books.

D: Dear Jim, I want to invite you to have dinner tomorrow.

E: After dinner, we can watch TV together.

根据上一个邀请信的格式，写下一封的邀请信：

假设寒假马上要开始了， 你想邀请朋友Stephen到海南旅游，你计划进行一次环岛旅行。 如果时间仓促，你计划乘飞机去， 然后乘火车回。那里有很多景点适合拍照。

________________ ,

     How are you?  Have you made any plans for ____________ yet?  I have been thinking of going to the south coast and ___________________ for a few days. I want you to _____________________ .  We could make it an _________________.  If time is short, we could ___________________ Hainan and then take the rain back.  There will be ________________________ for pictures!
     I hope __________________ . Give me __________________________ as soon as you decide.

                                                               Yours,

                                                               __________
