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@ ° » %3 H#R: Learning Goals

D o > After learning this lesson, you will

——————
-~ il

1. learn about the . . know what a good letter
structure and contenta e ‘3f‘Ap‘GT élﬁls(ls e; O

/

of apology letters;

2. write the points a
completely and

clearly. ‘\‘

\

\
\
\
\
1

S. use some advanced
e expressions and
sentence patterns to

1
1
/’ write a letter.

3. make your writing
more coherent.

4. use appropriate
expressions in your
writing and mind your

&
tone. .,
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' @ Lead in: 1E#51¥ F3% & —Occasions that call for Apologies

® When do you need to write letters of Apologies?

<> Inappropriate behavior
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* The Characteristics of Letters of Apologies
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‘@ . Lead in: Framework/structurelﬁﬁf‘ 'Efﬁ?*@%

s — R
Letters of Apologies ---Readers-based

+ Part 1: Beginning --- Lead/Introduction- (Greetings) + background +
Purpose of writing the letter [ FFLkB-RHAEE B> HTILIL+ES
#HE]

+ Part 2: Body Arrangements --- General-Part-General

+ [P B IR X > S X 7 R > 20 € ]
+ Part 3: Ending --- hope/wishes

+ [ERB-RHTFANEEDBRRAIER, dHEXNTIHE]

o (®




‘ @ Writing preparations

Part 1: Beginning - Lead/Introduction (Greetings) + background + Purpose
of writing the letter [FFkBR-RHEEHKDIFTTRII+REIHE]

1. Iregret to inform you that I am unable to ...
- WRBRIITIFIR, BARE...

2. T am very sorry for my rudeness/thoughtlessness / bad manners.

« RARKHEBR/FZRBARE/AILIHIERK.
3. I express my regret at being unable to help you.

o« WXIARETH BRRAE IR

o (®




@
D @ Writing preparations
®
Part 1: Beginning - Lead/Introduction (Greetings) + background + Purpose
of writing the letter [FFkBR-RHEEHKDIFTTRII+REIHE]

4. 1 apologize most sincerely for what I said that day. I didn’t mean to

o RIMBHAMRKRHIERRER. RARBEHEIR.
5.1 am indeed sorry for what I said, but believe I had no intention to...

« XTEUEHE, RFASRBBRK. BiFHERE, BHFEUEE..

6. 1 have no choice but to cancel the appointment.

« BHITEFERTFEHEAE .

o (®




‘ @ Writing preparations

Part 2: Body Arrangements --- General-Part-General

o [PIE] B-Re JR R D B Xt 7 SRR = 55 20 ]

o 1L ZR2ARM: Complete; concrete ~
CZ. EE3 JEN: conciseness; sincere; accurate ),
* Suitable Details? mmmapologize sincerely, accurately(i&

SEWNE, SEZES)m)state your reasons in a

persuasive way
o (@




‘ @ Writing preparations

o
Part 2: Body Arrangements --- General-Part-General

o [PEER-FREEEDBRENFEEDEHLAE]
1. Idid not mean to hurt your feelings. Z&AAE45 E/R ) RIE

2. Just now I was informed to attend an important voluntary activity to be

held on the very day. A RBEEHPRES N — N EEZNSEEHEES.

3. Ido beg your pardon for the mess I have made.
« ARERHBE, REOLIFERFKIRRE.
4. We assure you that such a matter will never happen again.

¢ RIAVRER RS RE &

o (®




‘ @ Writing preparations

o |
Part 2: Body Arrangements --- General-Part-General

o [ le] E-fRe IR X > BR AR xt 0 IR i = =0 20 € ]

5. Much to my regret, I cannot join you and your family, because I will be
fully occupied then with an important exam coming the day after tomorrow.

 WTBEREIE, WABRBTIREXAE R, ERICTHSE RG]
R EEER.

6. 1 feel awfully sorry about it and want you to know what happened.

» NHIRBEIFFE ALK, TS IRIRER.

7.1 fear you are displeased at my failing to keep my promise, but I hope you

will forgive me. BHAIREFAEBIRATMARN, HEHEIRGEFREREK. @

o (®




‘ @ Writing preparations

» [SGRE-EHITFAMNE D BERRRIER, DHENTT#E]

» RAERXGHBHIR R CIRHIBE.

G
'@



‘ @ Writing preparations

»  [FRB-RBIRANG D BIRRAIER, DHEN T HE]

Beijing with you next weekend.

» BARFERBA R T T RARKME—EEZIERSUNIES .

G
'@

« WEWABIRGEEBERNALER, HEZBAEK.



% Writing help: Useful

words and expressions:

» irresponsible
» overlooked
» pardon

> regrettable

> repair

> thoughtless
» unaware

> unfortunate

> unintentional
> unsatisfactory
> unwise




‘@ Writing help: Useful phrases

« ¥ Iam sorry you were dissatisfied with

« ¥ it was embarrassing to discover that

- ¥ it was most understanding of you to

o ¥ discover/learn that

« ¥ avoid this in the future
o ¥ correct the situation

@ express my regret
» @ feel sorry/terrible/bad about
e ¥ how can I apologize for




‘@ Writing help: Useful phrases

o e
¥ I am most upset about

¥ sincerely regret/apologize

regret

¥ sorely

¥ sorry for the inconvenience /confusion

* ¥ mix-up/misunderstanding

¥ my apologies for any inconvenience

¥ please accept my apology/apologies for

¥ until you are completely satisfied

¥ we regret to inform you that




‘@ Writing help: sentences
° —
4 1. This will not, of course, happen again.

4+ 2. We apologize for the delay-it is unfortunately unavoidable.

+ 3. We are sorry/apologize for any embarrassment this has

caused you.
+ 4. We look forward to continuing to serve you.

+ 5. We owe you an apology.

G
'@
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Dear ,

(DThank you for your letter of (K5 HEH) .I’mwriting to tell
you that I cannot -- GEF#AIRE)D I am feeling terribly sorry

for

2 Here is the reason why I can’t . GERWEED Since
(B {45 )is around the corner, I decide to do . T hope you can
understand my situation and forgive me.

(3) What about doing ? FRHE AN J77%) If you are free, we will
have a wonderful time together. It’s much to my regret that I missed the
chance of . Once again, please accept my sincere apology. (F-/XEF)

Yours sincerely, @




o’

Evaluation

Work in groups. Every student read the article and others remark on
others’ article. Then choose the best one to present before the class. When you
are discussing, you can note the following hints.

Goal Have you made the purpose clear?

Frame Does the structure conform to the requirements?

Language Are the sentences brief and accurate? Is the language smooth and
Sluent?

Main points Have you contained all the points of view?

Proper details Are the details suitable?

Clear Logic Is the logic clear and well-organized?
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B MAXEE (HT155)
- RENRRZE, SEFEEPKBobATF —EEPBIE, FEHAHE
2. HEMESHERE, AERTE:

o 1LERIE:

« 2.UBHEE

o 3.59Z1B1[E].

¢ E%

o 1A E80L A

o 2.A[PUE BNy, PMEATSOER
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/4

choose another Ways To Make
time (SHEATE) ~ Up (BE#AaER

accompany him to

the store (IB¥REZXE)

1 Method 1: \ Bob—BEBIERY
J

SFAHEIE) Para 2: Body
Arrangement

| Method 2:
Apologies
For Not
Being Able
ToGoTo Reaser T L Attend An Important Class
shop Wie) | Meeting (HR—1MEERIY)
Bob (E#A
BEfIBob—it REaton 7 o Take Care Of My Sick
Para 2: Body §§ EBIEER) - Grandfather(l2E%RAER)
Arrangement Reasen = e Prepare For The Final
- Exam (AR %)
~ | | Pick Up My Friend At The
Reason 4: Airport (HUBIZERR)




BIAETEL Qo16-2EE=. FHERE EFIBob—2 % FEH)
« [ =375 Possible Versmn 1 ]

t@
®
* Dear Bob,

 I’m sorry to say that I cannot go to the bookstore with you on Friday
afternoon. I have just found that I have to attend an important class
meeting that afternoon. I hope the change will not cause you too much
trouble.

* Shall we go on Saturday morning? We can set out early so that we’ll
have more time to read and select books. If it’s convenient for you, let’s
meet at 8:30 outside the school gate. If not, let me know what time suits
you best. I should be available any time after school next week.

Yours,

Li Hua
5
'@




'@ ﬂ:éiﬁk%?‘ﬁjc (2016 2EE=: BEHFERBob—EEFHEHHI)
® o [Z=%JE X Possible Version 2:]

* Dear Bob, o0
« (O I’m writing to tell you that I cannot go to the bookstore with you af

OUFAPPOTMEEATHNE. 1 am FEEHREEFBIVSOFEVION that and I hope you can

understand me.

+ @ IREFEASORTWAY 1| WORTEHEAVAIIADEIE at that time is that my

grandfather fél{ill'suddenly yesterday and now he is in hospital. My family
are to take care of him in the hospital. So I have to

- that day.

N E) _the bookstore next Sunday? If you are free, we
will BAVE A WORAEFultime together.

Yours, @
. Li Hua

o (®
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‘ Y EIETE QuecEE=. EEFLEFBob—iEE 1 ERE)

° R SR
[ %75 3CPossible Version 3: ]

*Dear Bob,

Yours,
Li Hua



‘@ EBFETE Qo162EE=. HHFEEFBob—EZ:BEIH)

[ %75 3 Possible Version 4: )

 Dear Bob,

: (R #E) I am sorry to tell you that I cannot go to the bookstore
with you on Friday afternoon. I am upset about breaking my promise.
. FH Now I should make an apology to you because they told me

there would be an important meeting for me on Friday afternoon. I hope
the change will not bring you too much trouble.

. To have more time to read and select books, I suggest that we set out
early. ((RZIEf[E]) Let’s meet at 8:30 am outside the school gate. Is it
convenient for you if we go next Saturday morning? If not, let me know
what time suits you best. I promise to come on time next week.

'@




‘@ EBFETE Qo162EE=. HHFEEFBob—EZ:BEIH)
@

«  [Z35{E3CPossible Version.5: ]

* Dear Bob,

* (RA#ME)I’m writing this letter to express my regret to you. I am
extremely sorry to tell you that I cannot go to the bookstore with you on

Friday afternoon.

. o, HF The reason why I can’t accompany you to buy books is that
I have to attend an important class meeting that afternoon. I sincerely hope
that you can understand me and forgive me. (A ZJBf[E]) I will be very
grateful if you are kind that we will go on Saturday morning next week.

* I will try to make up for my fault. (F&XREH#) I apologize for any
inconvenience I have caused.

'@

Yours,
Li Hua



=
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@ BEIETEL Que42ER=. EHALEFBob—iEE 3 ERE)

«  [ZZ573Possible Version 6: ]

*Dear Bob,

* T am sorry to tell you that I can’t go to the bookshop with you on
Sunday morning as we planned last week. I am writing to apologize for
breaking my promise.

* Here is the reason why I can’t go to the bookstore with you. Since the
final exam is just around the corner, I decide to stay at home to go over
my lessons. You know, I didn’t do well in the last exam. So I want to
devote all my spare time to working on my lessons in order to get good
scores in the final exam. I am wondering if we can go to the bookstore on
the second Sunday in January. Sorry again for the inconvenience caused
to you. I promise to come on time next time.

. Look forward to your early reply.

Yours,

€

Li Hua 0



‘@ EIE B ZE-2 (T hkRs. PR T S 203 AR
. i TARACIAE
- F—W. MAXEE HT155)

o RUIR R ZEH IR IF K Tom A8 £ 4% B B At X A\ 3
ﬁ%ﬁm% HMOREENZ] . HREU T ERHRES
fih 5 —f B 7 HR A

o 1R
o 2fEFBEIRE;
o 3N E
« FEE:1LFEHS0LL;

2.7 PAI& 3G i gm=y, DA# 4T 332

o




”

‘ S EIK B RIEREE. FERAENALERERRE)

e [ Writing Sample: Possible Version 1(#riL iR E=5)]

*Dear Tom,

* Thank you for your invitation to have dinner at your home
tomorrow evening. Unfortunately, it is much to my regret that I
cannot join you and your family, because I will be fully occupied
then for an important exam coming the day after tomorrow.

| feel terribly sorry for missing the chance of such a happy get-
together, and I hope that all of you enjoy a good time. Is it possible
for you and me to have a private meeting afterward? If so, please
don’t hesitate to drop me a line about your preferable date. I do

long for a pleasant chat with you.
Yours, ﬁ

* Please allow me to say sorry again.
Li Hua o




©

® - EIRASTEIL T IRBES: FEERRER LS R
® e . ~
e [ Writing Sample: Possible Version 2(#{L ik %) ]
*Dear Tom,
* DI’m grateful and honored to be invited to have dinner at your home
tomorrow evening.
 However, it’s regretful that I’m so engaged in my study to prepare for
the important approaching final examination that I can’t spare time to join
you and your family. I am extremely sorry that I won’t have such a good
chance to have a get-together with you, hoping all of you enjoy a pleasant
time. Are you available to have a personal meeting afterward? If you are
free, please let me know the specific time for the appointment. I really hope

to have a great time with you.
e [ sincerely hope you can understand my situation. Please accept my

most cordial apology again. @
Yours, .
L, @
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®° EIEBRIVZR-3 (Regs et B4 50 B EsR#E)
. e

F—1: MAXEE GH152)
o RURREZTHRL JRFSM B Christinafi € TARNS EF—&ESn

cq:lqlil/

AN H TES . BREIRAERL, FRE\EUTER

FHEES S —H BT, NAEHE:
1. HIFbARRE2;
2. RBERZIWRR;
e FER: 1LIABSOEA;

o 2.7 BUE S Ay, MEAT SOER




‘ F*a‘%ﬁk{*m.jc CRAES Ik BG4 A E SR )
. |

» [Z=33J53X Writing Sample]

e Dear Christina,

* I’m writing to apologize o you for not being able to participate in the
Chinese Traditional Cultural Day activity to be held on the Saturday
morning with you as we planned last week.

_ I wish I could join in the activity, but I am afraid I will

_ because I _ yesterday that I would have to go

to Naijing for a contest on the morning of Saturday. _ I can’t go

with you. IETISWININISOREY for BRCAKnENMyIpronmise nd I APOIOSIZEHON
any inconvenience it brings to you. I hope you can understand me.
*  Wish you a good time there.

Yours,

. &
Li Hua
0' .ﬁ6
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‘ S EHERBR)IZ-4 QoddtEs: BTREZGRAENARE —REES
®  EikEERER)

« F—: MAXEME Gia159)

- 2014dbFEH) BRIMRRZEE, RAERERKChrisEH{E, A
HEIE:

1. RAITRTHRI7 A 4 — R 2 = F i i s

2. TP 2AE, IRIGEREHRIATE;
3. BRI EH B VK ITHER RIS H 4.
o VFEE: 1AL A

o 277 DLI&E 3 gl Sy, DME AT SOE R




‘@ EEFRIYZR-4 Qo1adt=%: mTRESLRENEL —BES
® | EiRMERHE

« 5ERN:
1. EEPR: BB EPIOERRAEME, FI1RL, &
BHEEBER, WHER, RRHE, REBBHETRINE
W
2&%&%&@@%
FAS: PA—ARIAER A E,

)

G
'@



‘@ ERAETE L Qoisdbss: mFREBSERERNAK—EE S HkEERE)

o [ %3G Possible Version }

*Dear Chris,
o (FFkA]) How is everything going? (JiBHABREITIRITRIFIER
&) I remember I planned to accompany you to visit Yunnan in July,

but I’'m sorry that I can’t keep my promise that I’ll pay a visit to
Yunnan with you, because my left foot was injured, I cannot go with

you as planned/scheduled.

(ERARFEFRBEW) I’m sorry about it. Can I suggest that we
put it off until early August? I wish you could understand.

*I’m looking forward to hearing from you soon.

Yours,

Li Hua o






