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A. Words and Expressions (EE% & &IR)

Check pronunciation, meanings of expressions with your tutor.
i e —HICREDORE. BEREHERELEL LD,

Expressions

We have received your order for ...

DITEXERIFHFIFTELZ, . DTEIXERYFELT,

We sincerely appreciate your interest in ...

TEIRER O T ESYENTY, ICERKRZRF>TSESY, HYHBES TSN
F9,

We are enclosing a list of ...

DYA+ZEERHFN=LET,
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B. Read the letter(F#EZFHATHEL &L S)
m  Example 1 ($131)

Dear Mr. Pendleton:

With reference to your order for a Nashito camcorder, we are in receipt of your check
and are returning the same.

| beg to inform you that, as a manufacturer, our company sells camcorders to dealers
only. In compliance with our wholesale agreement, we deem it best to refrain from

direct business with private consumers.

For your information, there are many retailers in your vicinity who carry Nashito
camcorders. Attached, please find a list of said dealers.

Hoping your understand.

Yours truly,

m  Example 2 (I3X2)

Dear Mr. Pendleton:

We have received your order for a Nashito camcorder but, unfortunately, must return
your check.

As a manufacturer, we sell only to dealers, with whom we have very clear wholesale
agreements.

Nevertheless, we sincerely appreciate your interest in Nashito products. We are
therefore enclosing a list of retailers in your community who carry a full line of our

camcorders. Any one of them will be happy to serve you.

Sincerely yours,
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C. Comprehension Questions (BBREDF I vY)

1. What did Mr. Pendleton want to order?

2. Why did the manufacturer return Mr. Pendleton's check?

3. How did the manufacturer try to assist Mr. Pendleton's needs?

D. Discussion Questions (T4 XA v 3 UFEE)

1. Which letter version do you think is better? Why?

2. If you were Mr. Pendleton, how would you react to Version 1 of the letter above?

3. Why was it important for the manufacturer to respond to Mr. Pendleton?

E. Practice(# 3 [E%8)

How would you improve the letter below?

Dear Ms. Grant:

I'm sorry | cannot present my research to your employees on July 30 because I'm busy.
| can present my research to your employees if we reschedule. | can do it on August 5.
Hope to hear from you soon! Thanks.

Yours truly,
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