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1 INITIAL SALUTATION TO PEOPLE YOU KNOW

SHINREY A B 151 T SLERIT

Standard E

Dear Jo BOREMTT

Dear Jo Smith BURENTT 2B
Dear Dr Smith BRENSLEHEL
Dear Professor Smith BURZR LB ET IR
To group / team B4/ BIBA

Dear all EEMAMEA

Hi all KRG

Hi everybody RKGF

To all members of the xxx group Boxxx INARIERRL R
To someone you know well BAA

Hil Lg!

Hope you are keeping well.

HER—InF)

Hope all is well.

R IR—TRYF

2 INITIAL SALUTATION TO SOMEONE / SOME
PEOPLE WHOSE NAMES OR JOB POSITIONS YOU
DO NOT KNOW

X FRAMEHBFHRROANESF
FF L FRIF

Hi N5
Hello &yt
Good morning Bz




To whom it may concern * but try to find the name of the

correct person

BEXAA-ERERHEAR

Dear Sir / Madam " but try to find the name of the correct

person

FRENEE/Z-BEREREAR

3 FINAL SALUTATION

14.3 &R [91%i5

Neutral B
Best regards BAREVINEIER
Kind regards B AFEYIAa) %

Best wishes BIUREZFHHRR
Regards A B
Informal JEIER

All the best — sz

Have a nice weekend and I'll write when we’re back.

BRBHR, HMNEXEHIEFERERES

fRo

See you on Friday.

EEW}O

Hope to hear from you soon.

HEAARBERERAIKIE .

Speak to you soon. EEE1S
Cheers TFHR!
Formal ER

With kind regards BEEEAL

With best wishes

BUAREIFULE

Yours sincerely ELE
Yours faithfully I

4 PHRASE BEFORE FINAL SALUTATION

14.4 55 R AR BT AR




Very informal excuses for ending

FEFRERNERHER

Must go now because ...

B BAEES 7

I've got to go now. BArEBET
That's all for now. ES)li sl
Sending regards to other people B HEAfb A jalfi%
Say hello to ... Xfee )

Please send my regards to ...

BB

Please convey my best wishes to ... *

RIfE - IR R R F TR

Wishing people well

XHEHRE

Best wishes for the holidays and the new year from all of

us here at ...

BB AR - THRK, FERE

Have a great Thanksgiving!

RETIRAK!

Have a nice weekend. BLRER MR
Happy Easter to everyone. MAREFETHRE,
May | wishyoua ...~ LR

| would like to take this opportunity to wish you a peaceful

and prosperous New Year. *

B BLAR I ERIBANIN. XK=

=5
*O

5 GIVING MAIN REASON FOR MESSAGE

145 5T EEHEH

To known person or group of known people

B—A/EIAMRBA

Just a quick update on ...

]

REBEH— T

Just to let you know that ... OB R
This is just a quick message to ... BH—NREA-

This email is to inform you that ...

XH R EE R

For your information here is ...

BIRBENE

This is to let you know that ...

X R LA




Just a quick message to ask you whether ...

REREBBERES

| was just wondering whether ...

First contact to unknown person

BF-RBKRBEA

| found your name in the references of X's paperon ...

BE x BXHSEXBP LT EH7

=

| am writing to you because ...

RESRAERE N

Your address was given to me by ...

TEE AR - EREAY

Your name was given to me by ...

BHBFE SR,

Your address was given to me by ...

$23: Dauh| Ry SIE5 4 DS

Making reference to previous mail / phone call /

conversation

RE Z AR R/ SIS

In relation to / With reference to / Regarding ... KT
Further to our conversation of yesterday, ... EFHRAERBIKIE
Further to our recent meeting, ... EFRMNBITHDIL

As requested | am sending you ...

REMER, AEL-

Making reference to previous meeting at conference

ERW ERRE MBS

You may remember we met last year ...

BRI C/RMNEENTE

You may recall that we met at the conference in Beijing ...

R ARNELRNE N ENTE

Following up telephone call

R 1E

Thanks for ringing me yesterday.

S ERER G IFTRIA

It was good to speak to you this morning.

REXSRE LEMEBIRIE,

As | said / mentioned on the phone ...

EANB A8 F AR B

| just wanted to check that I've got the details correctly.

BREZEFWIA-TALEELEHR.

With reference to our phone call of ... formal

KFBAV--B9EBIE - LA~




Re our phone call this morning ...

KTHMSKE EREIE-

Further to our telephone conversation, here are the details

of what we require.

KXTEMAEIE, UTERMNABELN

BEELR.

Many thanks for your earlier call. As discussed, details as

below:

FERFERE, TR, RER

BT

6 ORGANIZING CONTENT

146 HRAR

Stressing main points and drawing attention to

something

BIAER, SIEER

What | really want to stress here is ...

The important thing is ... FEHE -
The key factor is ... KERZRZE
Can | draw your attention to ... BAER
What | need to know is ... RAAEHE -

It is crucial for me to ...

PR B REEM.

| cannot stress how important this is. BREEHERXBELEE,
Indicating change in subject RAEFMAIKE

One more thing ... TH—HFE-

While | remember ... £ RS SR

Before | forget ... LRIEESID

By the way ... B — T8
Also ... ®H
Summarizing and concluding BamM%ie

So, just to summarize ... BRI, BE—T

So basically | am asking you two things. First, ... And

second ...

PrIER EREEBREREE. F—,




If you could answer all three of my questions | would be

most grateful.

MREHREZHAEN=1EZ, BF
AR

7 ASKING FAVORS / GIVING HELP EREBN/ A TFHED
Asking g

| found your email address on the web, and am writing to

you in the hope that you may be able to help me.

WM ERE 7T HBNmMERL, 5E%

Please could you ...

| was wondering if by any chance you ...

REMBEGREETR

| wonder if you might be able to help me.

AHBER BB,

| would be extremely grateful if you could ...

WARIGRE - BOF A BRI

Would you have any suggestions on how to ...

X e F H ARINL?

It would be very helpful for me if | could pick your brains

on ...

MRBBEBFHEXRT BB, BAX
B HRE R,

| would like to ask your advice about ...

BRBEHERT I

Showing awareness that you are taking up recipient’s

time

LR AT X7 HE R EIR

| realize you must be very busy at the moment but if you

could spare a moment | would be most grateful.

BHAMELERNAE—ERL, ERMRERE
i —<EfE), O IEE B,

If it wouldn’t take up too much of your time then | would

be very grateful if you could ...

WRAZ A REXZHEIE, FEIE
R, MRETR

Clearly, | don’t want to take up too much of your time but

if you could ...

BAREREARZHNE, ERURE

Obviously, | don’t expect you to .... but any help you could

give me would be much appreciated.

BR, BAPEL - EMREELRAE
AR, BRI,

Accepting

B2

No problem. I'll get back to you as soon as ...

HEEBE, RERREBEEL.




I’d be happy to help out with ...

BIRRERT

I'd be happy to help. BRRERIT.
Declining BiE
I'm sorry but ... SARE, B

I'd like to help but ...

BRERFIT, B2

Unfortunately ...

At the moment I'm afraid it’s just not possible.

B A RX 2R R .

8 INVITATIONS BiEE
Inviting BiE

In accordance with our previous conversations, | am very

glad to invite you to ..."

RFFRMNZATHKIE, RRSNBEE

| sincerely hope that you will be able to accept this
invitation, and look forward to hosting you in name of

town.

BRI HEEH BiE, FHH

ERER XK

| was wondering whether you might be interested in

joining the Scientific Advisory Board of ... ”

BAEME BT BN IR Z 0
rtﬂ éJ\Z

I am writing to you to find out whether you would be willing

to...

Accepting

Thank you very much for your kind invitation to ... *

| would be delighted to be a member of ...

Itis very kind of you to invite me to ...

Declining it
Many thanks for your kind invitation, but unfortunately ... | JEEBRIFEHEIE, BEFRAZEHNE -
| am really sorry but | am going to have to turn down your | EfREK, EERAEBARIELEHE

invitation to ...

o




Thank you very much for your kind invitation. However, |

am afraid that ...

EE RS AEIE. AT, BB

Thanks very much for inviting me to ... | am really sorry

but | am afraid | cannot accept.

R RFERIFE -, EENREK,
IR INES N

| regret that | cannot accept your invitation at the present
time because ... "

BREEINELAEEXENEIE, H

I’'m sorry to inform you that | do not have sufficient

expertise in topic to be able to review the paper. *

RIGEK, BEBRBEXT TV HIR
TR E I X o

So it is with great regret that | am afraid that | will have to

decline your invitation. *

R, RBEEAFSHFLERIS.

Withdrawing acceptance

BWEER

I am sorry to have to inform you that | am no longer able

RO, FARE

to ...

Due to family problems | am sorry to have to inform you | 1R¥#, AAREREFK -

that ...

| am sorry to give you such short notice and | sincerely | R8I IB R, REWEFEXAS
hope that this won’t cause you too much trouble. AR SE K 52 B R AL

9 MAKING INQUIRIES 14.9 {ifE

General inquiries — %A

Hi, | have a couple of simple requests:

g, FBHINLAEREEEK:

Could you please tell me ... e
I would like to know ... FARENE
Could you possibly send me ... IREER AT

| have some questions about ...

BE—EXT e,

Asking to receive papers

BREBOHF

| would like to receive a copy of your PhD Thesis

“Metalanguage in Swahili.”

BRE-MENELRCHEREIEN
TIEE WM.




Last week | attended the workshop on X. | was interested
in your presentation on “Y.” Have you by any chance
written a paper on that topic? If so, | would very much

appreciate it if you could email me a copy.

ERABESMT XT x B(9HTR. HNE
XTYHRAREXB, BEXEEL
RTENMERR Y WRAEMIE,
RASHA—MEIKRY FEREE.

| am a PhD student currently doing a review on the link
between right-wing politics and the perception of social
justice and | am interested in your article "Social Justice:

Are you kidding?" | would much appreciate it if you could

BR—®ELE, BREAS—RXT
AERBUAMH S IEX Z BB RN ERIR
BWENXE (HEEX: REFIRK

o . Eo) REER, WMROTEEMTE X
send me the article if possible.
BEREHG? BB
Ordering products, materials, chemicals, etc. ITla~ES. M. ERE,
What do | need to do to order a ...? BEEITE -, BEOREEMTA?

| would like to know if | can order an xxx directly from you

BRMEREZETUEERRITE—D

XXX

| am looking for an xx. Do you have one in stock?

WIEE xx. R{INBIMEGE?

Ending an inquiry ZEREE

Any information you could give me would be greatly | tN R EEEREARITAEZE, BELH
appreciated. R

Thanks in advance. TR BTSSR

I look forward to receiving ... FEAFEWR)-

Following up an inquiry Rt EE

Thank you for ... EHEHR

Would it be possible for you to send me a bit more | & INBFLEBEEXL - HNEZEZEMLE?

information on ...

Could you please describe what is included in the ...

EEH

R—THNRELE?

Ht




10 REPLYING TO INQUIRIES

14.10 E & if{a]

Thanking =40

Thank you for contacting me ... WS EERER

| am pleased to hear that you found my paper / | {R=XITE|EIA DRI X/ BR/IRE/
presentation / report / seminar useful ... THRAE R

Making reference BK

Regarding your queries about ...

KT B TIE R EE(R)

In response to your questions: [B] & Ay [a) @
Here is the information you requested: UTREFENEL:
As requested, | am sending you ... REER, WEL -

Below you will find the answers to your questions ...

ot FXRE R ENEE

With reference to your request for ...

N :J:;féj’;?’j—: ------ ﬁﬁﬂl‘]g*

Following our telephone conversation about ...

BRGE ATV B3E A R BIET

Asking for details

BRAET

Before | can answer your questions, | need further details

HEEEENDEZR, KF —47

re the following: TR

Before | can do anything, | need ... R GMZ, RFE -

Could you tell me exactly why you need x. EEFR I SRR AT AEE x B2
Adding details HRINAS

Please note that ... EEE

I would like to point out that ... FARIEH HE

As far as | know ... SRR BTN

I'd also like to take this opportunity to bring to your | BB SIEE TR

attention ...




May | take this opportunity to ...

HAT U B 1G7

Telling recipients they can ask for further info

HIFR AT ORI ESES

Please feel free to email, fax, or call if you have any | & {EfEj0)50, 1EMERT & B FoRE. £
questions. BEEITHIE,

Any questions, please ask. BEEEE, RIFEREX,

Hope this is OK. Please contact Helen if you need any | FE&FH, IREEEELHNAT
further details. | ERZER.

If you need any further details do not hesitate to contact | 1 REFBEE T H—F AT, £HIL

me. B, REREKRIK.
Should you have any questions please let us know. MREFEE R, FEFEA.
Please do not hesitate to contact us should you need any | iR EEEXAH—FHHEE, L=

further clarifications.

&, RIRSHEAMNEKER.

Ending 2R

Please let me know if this helps. BILRMEX AN EFHEE,

| hope to be able to give you a definite answer soon. BRELERBREEGE—PHRNEE,
Once again, thank you for contacting me. BB SREER,

11 TALKING ABOUT THE NEXT STEP

1411 B T—%

Telling recipient how you want them to proceed

IR AR E 1A 1T

Could you please go through the manuscript and make | {F&EEHE—TF5FE, HFM—LBIAALE
any revisions you think necessary. PEHIEH.

Please have alook at the enclosed report and let me know | IEEEME I MR E, FH5MBEN
what you think. 13k,

If you could organize the meeting for next Tuesday, I'll | N R REEALNTEZHSIN, Hmdit
send everyone the details. WA R AR,

Telling recipient how you will proceed

FIFBAF ARG AT 2 5T




Thanks for your mail. It will take me a while to find all the
answers you need but | should be able to get back to you

early next week.

SRR, RBE— SR B R T
HFEMBENER, BRIANZTMUE
TEHVSRESR.

Re your request. I'll look into it and send you a reply by

the end of the week.

RIBEHEOER, BTKFEREFERAR

HIREER.

| will contact you when | return.

HEREHERERKER.

Sorry, but I'm actually going on holiday tomorrow, so I'm
afraid | won’t be able to get back to you for a couple of

weeks.

RIEKBAPRBEER, UXAER
BRI EBAREA M EIR T .

Asking recipient how they want you to proceed

WE AT B IR 31T

Do you want me to ...? fEA8IL T g2
Would you like me to ...? &8k 3k g2
Shall I ..?. BT P17

Do we need to ...?

Let me know whether ... UHMEEE
12 GIVING AND RESPONDING TO DEADLINES 14.12 441 g K7 & 1E B #

Telling recipient by when you want a reply

HFREAMTAEEEDE

I look forward to hearing from you in the near future / soon

/ before the end of the week.

BHRFEETRANB R/ AA/BRZHE
L ElFN: NP SER

Please could you get back to me by the end of today / this

morning / as soon as possible.

BRES F/S5F LT RSB E B

| hope you can reply this morning so | can then get things

moving before leaving tonight.

BHEHESKREFREOER, XHRHM
JXES BB ZRIEEENET.

We would appreciate an early reply.

WMEERHEE, TP,

Please let me have your feedback by Friday so | can send

you a draft schedule next week.

BHEBALZIAREENRER,
BRGeE—mHLERERH.

MEHET

| know it is a very sharp deadline. So if you don’t have time

to answer my question, please don’t worry about it.

BMER EREE. FrIXMRERTEN




BEEHMEZE, HEREBL,

Looking forward to your reply.

HRFENEE.

When you will reply

Rt ARZEER

| should be able to send you the document tomorrow /

within the next two days / first thing Thursday morning.

BRR/MRA/EHN LT3 IIEX

TR,

I'll get back to you before the end of the day.

BEfESRZABERIBIE,

I’'m sorry but | won’t be able to give you any response until

AR, & 2BIBRARBRERS
5.

Saying what you will do

WIREMAT 4

| will send you all the details re ... in due course.

B ESENREIEBEA DT REE.

With regard to your email dated ..., | will talk to my

colleagues and get back to you ASAP.

KT B R RAGERME, BEMIMEE
HBIFRREEEE.

Saying what you’ve done

Wt R AT Y

Given the new data that we now have available, we have

REBRAEOFRE, RNE

| have made the following changes: ...

BT g

Asking for confirmation if what you have done is

acceptable

BERWIMRATEI RS T IR

| hope that is OK—if not please raise with Mike.

KEELHFOB——UWRE, BHNER
RHX.

Is that OK?

XA ] IS

Asking to be kept informed

BREERSENHE

Please keep me informed of any developments.

WA T RIBRE R B AT .

Please keep me up to date.

BIERWERLEFR.

Please let us know the outcome.

BERFENER.




13 CHASING

BER

Chasing your previous mail

B R Z BT AR

Did you get my last message senton ... ?

RN A R RE—&EE T3?

| was wondering whether you had received my email (see

below).

AHEEEAURE] T FAIBBLHL T ).

May we remind you that we are still awaiting your reply to

our message dated ... "

B BEERIR A HEEE.

We would be grateful if you could reply as soon as

possible.

EBERRERE, BB,

Sorry, but given that | have not heard from you | am

worried that | did not explain the situation clearly.

B, BATIORAREENEE, BB

ILEFORB BRI

Empathizing with recipient

Rz F R

Hope this doesn’t cause you any problems / too much

trouble.

BRRE SRR

Sorry if this adds to your workload.

HEMTENIEE, HREK.

| know you must be very busy but ...

HEEASE, B2

Saying when you will be able to fulfill the request

B4 fb N TE RIS B3RS

| am afraid | won’t be able to start work on it until next

week.

TABRGFEI T AT AR E,

| honestly don’t know when I'll be able to find the time to
doit.

BAFIE T RS 7 BER A (8] K4

Excusing yourself for not having fulfilled the request

yet

HIRRFHEMATE RN RBRENER

| am sorry, but as | am sure you are aware, | have been

extremely busy doing X, so | haven’t had time to do Y.

BRI, BERBEEMER —EHEIT
EMX, FTAFOKES AL Y.

| am really sorry but | have been extremely busy.

R, ERAENELRITT .

It's been a really hectic week.

HXBEELRITT .




I've been snowed under with work.

BHEXEENEERKT .

14 MAKING ARRANGEMENTS FOR MEETINGS AND | 14.14 SHE R EFHEIFSIN
TELECONFERENCES
Suggesting the time BT |E]

Let's arrange a call so that we can discuss it further.

EFMHT P BRIEFITIE—TIE,

Can we arrange a conference call for 15.00 on Monday
21 October?

HgEE 10 B 21 H, 2 EH M
THF=fZH— 1 BIERWND?

Would it be possible for us to meet next Tuesday

morning?

BMNEETRA-MNF LR —EG?

How about Wednesday straight after lunch?

B=FREE4R?

The best days for me would be sometime between
October 1 and 10, with a slight preference for early in the
week of the 6th. Please let me know if that would be

possible.

IHEKE 10 B 1 S5 10 SHKERTT,
R 6 SBAZIRGAT. BHEMEK

= /=
BE 1T,

Informing of unavailability at that time

& E = H R A 8]

Would love to meet—but not this week! | can manage Nov

16 or 17, if either of those would suit you.

REERMRLE, EXEARTT! H+—
B 16 S 17 SE/E, AFHERER
BE.

| am afraid | won’t be available either today or tomorrow.
Would Thursday 11 March suit you? Either the morning or
the afternoon would be fine for me. I'd be grateful if you
could let me know as soon as possible so | can make the

necessary arrangements.

BORMPARIL AR, B=B+—
H txtEEHNANEL? HE LM
THEHEE, BERREMURHABRE
, BBAR.

Sorry but | can’t make it that day.

B, HBRAT.

Sorry but I'll be on holiday then.

B, BEERAKERT

I’'m afraid | have another engagement on 22 April.

KOB_+_HEZLEAT,

Thank you for your invitation to attend your technical
meeting. However, | am unlikely to be able to attend as |

have a lot of engagements that day.

RAF B BRSO EARASI., TR
BMBRITIEER, THELE.




Declining

1BLE

Unfortunately, due to limited resources | am unable to

accept your invitation to come to the meeting.

RAEBTHEMAR, RAEEBLE

S

| regret that | will not be able to attend the meeting.

TIABRIESR,

Changing the time

TR RS 8]

Sorry, can’'t make the meeting at 13.00. Can we change it
to 14.00? Let me know.

I, RAREAE 1300527 .. HTTIL
HE-THELD? 2EH.

Re our meeting next week. | am afraid something has
come up and | need to change the time. Would it be
possible on Tuesday 13 at 15.00?

BEETTAEAAS. BHEitEEx &
JEEERE), JEZEE A 13:00 F 15:00 7]
g7

We were due to meet next Tuesday afternoon. Is there
any chance | could move it until later in the week? Weds

or Thurs perhaps?

BMNERETTRAZTHRE. EREE
S [EAE X B MG — =’ =&
Am?

Confirming the time

HaE it [a]

The meeting is confirmed for Friday at 10:30 am Pacific
time, 12:30 pm Central time. Please send any items you
want to discuss, and | will send an agenda earlier in the

morning.

SN EE FAEER BRI E F 10:30,
B hERET[E]AY 00:30, &H FIIERIRIE
H, EFBRLERERBESEELEXINE
=

Responding to confirmation of the time

(] 52 %4 % R ]

| look forward to seeing you on 30 November.

G+ —A=tH562

OK, Wednesday, March 10 at 11.00. | look forward to

seeing you then.

¥, =A+H, EF=M+—=x, #

5.

OK, | will let the others know.

FH, BORBAMEMA,

Cancelling

BUH

| am extremely sorry, but | am afraid | will not be able to
participate in the teleconference that was arranged for

next week.

EERK, SERFIESINTEANEIE
2WT .




| am sorry to leave this so late, but it looks like | won't be

able to make the conference call tomorrow.

RIEMX AT EIFE,
SIRARMEESWT .

BITRELE

Due to family problems | will not be able to ...

HTRERRE, FBAE -

15 SENDING DOCUMENTS
REVISION

FOR INFORMAL

14.15 REBFHFHENAX

Explaining background

EBRE R

| am currently working on a paper that | would like to

submit to ...

RBOLfAREX, FABEE

The paper is the extension of the work that | ...

WXITHEERK, FriAE-

The draft is still at quite an early stage.

s TIEDEESHE.

Explaining reason for sending document to this

specific person

BRAXMHNARAXNERE

Given your expertise, it would be great if you could take a

look at ...

ETHME L, BRGREE AR

o

| would really appreciate your input on this because ...

XA RN, BB R

| know that you have done a lot of research on this ...

BHEHER - M T RENHAR.

Requesting help

R

When you have a moment do you think you could ... ?

EAEHE, BEE— T

Could you possibly ...

RO

If you get a chance could you ...

aRV=, f&eE1g?

Do you think you might be able to help me with ...?

EINACRETR 157

I'd be grateful if you could help us with ...

EERBRA -, BEEAAR.

Could you please check these comments and let us know

if you still have any issues with ...

EEGER— NRETED? MR

EA &) thiFIE A HEE .

| hear you may be able to help out with writing the paper.

Wi A T B 1 A RHER (LA Bl




Please have a look at the enclosed report and let me know

what you think.

BEEN LRI SGFERMBERNE

Giving specific instructions

B ERNIET.

It would be great if you could read all of Sections 3 and 4.
However, if you are short of time, please just read the last

two subsections of Section 4.

FET.
ERR.

Please let me know if you see any need for additions or

deletions.

BENEEDNATTEMRAERD .

Don’'t worry about any typos at the moment or minor

inconsistencies in the notation.

SR N e CE NG iy =}
KIR

P\

If you have any comments on x they would be gratefully

received.

WMREREXS X BURBLEW, MPEAM

Just think about general aspects, such as whether | have

NEENAEEG AR, WNEEER

missed anything vital out, or my reasoning doesn’t seem TEEMISY, RKERERGEIDE,
to be very logical.
I'm attaching the draft in two versions: a pdf of the | BEERNMIRA LI TESZ: — 81

complete manuscript, including the graphs, and a Word
file of just the text—this is so that you can write any

comments directly on the file using Track Changes.

BROTEFHH pdf AR, Y& word
M, WEZET iz BEITIhRE EIEEX
 E# 7.

Giving deadlines

SLHEIEBRH

| know this is a lot to ask, but as | am already behind
schedule do you think you could give me your feedback

by the end of next week?

BHMERRZEREN, BRELES
RfE) Y . fREEAE TEARAILRRIRG?

| know you must be very busy but ... FaER—ERIT, B2
Once you have reviewed the document, please forward it | 8 8 XA /5152 BIS S K 5]
to...

Resending documents EMAEXH

Sorry, but | inadvertently sent you the wrong document.

RO, MAEBREXMHT .

| have made a few changes to the manuscript. If you

haven't already started work on it, please could you use

BEFHRLMT —L£XF. MRETX
BRI, BEREMAXNRA. W




this version instead. If you have already started, then

please ignore the new version.

RIREZTIR, BRWHRA.

16 RECEIVING AND COMMENTING ON DOCUMENTS
FOR INFORMAL REVISION

14.16 FWFF 3T IEIE R AR ¥R

Accepting to do revision

I would be pleased to read / revise your document for you.

LR/ AETT IR XA

s
e
N
&
ﬂ@hv

| am happy to give you my input on the first draft.

REXESSVRES .

=N

I’d be happy to help out with editing some sections of the

paper.

BIR R BRER DX,

Thank you for sending the manuscript. | just had a quick

glance at it, and it looks very promising.

WS IREEN TR, HRBET—T,
RIEEMRAHE,

Declining request to do revision

BB BE R AITER

| am sorry but | am extremely busy at the moment.

R, FIAAERMRIT.

| am afraid | simply don’t have the time to ...

BRI RATEIE B

Declining arequest for help after an initial acceptance

ELE R I G R R A EBUE KR

| am writing to tell you that unfortunately | no longer have | 5 iX# {528 &5 IFET % B BT EL-
the time to ... 7
This is because ... R

Once again my sincere apologies for this.

BRI EIE K .

| am extremely sorry about this and | do hope it does not

put you in any difficulty.

AL FRBRERK, FEXRBILE A

o

Saying when you could begin / complete the work

HRXTT R AT IE/ SR T IE

In the next couple of days | will go through it and send you

my comments.

EETRONLRBFBE LR L

RIEBIR,

| am very busy in the next few days, so | won’t be able to

start till Monday if that’s alright with you?

BETROJLRBEERIT. —EFF—
FHEREEM XAFEIRIRIE?

| should be able to finish it by the middle of next week.

BRZ T IE T BB E5E .




I will send you Section 3 tomorrow night, and the other

sections over the weekend.

BEZTNETEATRE.

Making positive comments

figH IEE AT

First of all | think you have done a great job.

Bk, BREREERAE.

I have now had a chance to look at your manuscript, it

looks very good.

BETIRNTR, XERAHE,

| was really impressed with ...

The only comments | have to make are:

Suggesting changes

BWER

While | like the idea of ... | am not convinced that ...

EARBFN — BRAND

I’'m not sure whether ...

/

BAHERD

It might not be a bad idea to ...

ﬁi¢X¢ """ ﬁ;— Z—/_KEiZ_/ﬁ/L, o

Have you thought about ...?

1/J\ﬁ IL,\L_ """" DEJ ?

It seems that ... ERE
Asking for clarification ERERF

| have a few questions to ask.

BE—ERBEE,

Could you just clarify a couple of aspects for me:

BREABBE—TX/LNTTE:

Replying with revised version attached

] 248 5% 23

| have read the manuscript carefully and made several

changes and corrections.

BAFAERT B, FET —LEK
FIEIE.

I hope | have not changed the sense of what you wanted

to say.

BRBHRA AL BRI AE

Attached are my comments.

HHERRETE.

| think the paper still needs some work before sending to

the journal.

BANAERRF RS EZH, KRR
TR L THRRENR.

Please keep me up to date on the progress of this

manuscript.

B MX R RETH R




Let me know if you need any more help.

WMRIRBEREARE, BEFE

Please give me a call if | can be of any help.

WARILREFIC, BARIITHIA.

Don’t hesitate to contact me if you need any more help.

WMRIEERI, BENEREER.

| hope this helps. BHBEXHTE.
Replying to comments |2 ¥ie

Bogdan, you did a great job, thanks so much!

BT, RTEARE, FERE!

Thank you for your comments—they were really useful.

RGEHITTE, RXmEX.

| completely understand what you mean whenyousay ... | EE € EREIRH -, BIFHEIEY
Thanks for bringing it up. 5.,

Many thanks for this. All points noted. EERE. TEESEEEERT.
Yes, | see what you mean. =8, RPEENEET

Thanks your comments were really helpful. EHEENEN, ENENRE L.

17 REFEREES REPORTS 14.17 B% Xk
Making a summary of the paper B

The paper deals with ... KGR
The paper gives a good description of ... AR

This manuscript reports some results on the use of ...

AFRRET A HEXRER.

The aim is to assess the quality of ... B g

This paper has many positive aspects ... AXBREAEHNAE

General criticisms — At

This paper aims to report the analysis of ... yet the author | A5 7FEIRE T S, B1EETS
writes ... SR

The author needs to clarify the following points ... EEEEEEMNT LS

Despite the title of the paper, | believe that the paper does
not deal with X at all. Specifically ...

BRT XA, BOAANZXERSE
HREIX, F5B

[Jl_?E ......




The analysis in Section 2 only covers ... Even though

these are important parameters, they do not ...

% 2 B PEPIRE - AIRXE
HEETMSH, BRE

Although the description of X and the samples collected
seems to be detailed, accurate, and well documented, the
analytical work and the discussion on Y are in need of

major revision.

BATUERN X FIERNERERER
M. EWABETERN, Bo4
THERMY NTHEREKRE.

The manuscript does not present any improvement on the
analytical procedure already described in the literature;

moreover the authors fail to ...

XERP D ITIE PR B S, I
5, fEEREE

The discussion should be reviewed since it is mainly

based on results published in ...

BEHRANIEE?, BAEEEN
RRFE - IERAEM.

Specific comments

RGBSR

Abstract: What is the real advantage of the proposed
procedure with respect to ...?

PR EFNEERBRAAY

page 3 line 12: The word definite is misspelled.

BIOE 121 RE —ANET .

page 4: Perhaps Figure 2 could be deleted.

%4 70 hiFe IAMBRE 2 .

The following information is missing in Section 2:

2 #BAERSUATER:

There seems to be a missing reference in the

bibliography.

F B R FRDSEZIRD

Recommending rejection

BWMERYELE

For the above reasons, | believe that the paper is not

innovative enough to be published in ...

HT CRRE, RN X EIRE
T, FRRRAE

The paper is not suitable for publication in its present form,
since it does not fit the minimum requirements of
originality and significance in the field covered by the

Journal.

ZRXAEEMBRMERHKR, B
AERT & HA TPl 2 A9 S8 3 R 2l
MMEBRMHNREEK.

18 AUTHOR’S REPLY TO REFEREES AND EDITORS

EENERANRENER

Asking for extension to deadlines

R EKRIFHIBR

| am writing to ask whether it would be possible to extend
the deadline for final submission of our paper until June
14.

HERERZBEEEE T WKRRZR
XHE L HREREA+NA,




The referees asked for several new experiments which

will take us an extra two or three weeks to perform.

HRANBRBILMFHLR, XFTER
HSNRE = 2B E.

| apologize for the inconvenience caused by its late

submission.

N FRZEBEMANNE, FORFTK

=
/TN O

| am writing to inform you that due to unforeseen

circumstances, we have to withdraw our paper.

HEEEREME, BTATHILM
B, FABAHRE AT X

Enclosing revised manuscript and reply to referees’

reports

Bt EZETTHRA, FEREEALN
wE

Attached is the revised version of our paper.

PR B SXAIETT AR

As requested, we have prepared a revised version of our
manuscript, which we hope addresses the issues raised

by the two reviewers.

NEXR, BVESET —MMETR, &
MFRIZIEVT RE R AL I FIR
i §9E) &L

As requested, I'm sending you the paper with the changes | ¥ E3k, BEEA%2 EXOTIHIX
tracked. .
Saying how your reply to the referees is organized ARG R E & 2 T H LR A

Below are our responses to the reviewers. The reviewers’

comments are in italics, and our responses are numbered.

UTRHMNNHEAENER ., #HiEE
ThtERHE, BINNEEZEERS
i,

Rather than going through each report individually, we

have organized our response under general areas.

BARERMAEGNIRE, 5%

—HB/TAE.

Making positive comments about the reviewer’s

comments

XL E TS U FRIRTEIR

Please extend my sincere thanks to the paper reviewers

for their helpful comments.

BHRAREBXHEBANREHE,
R MR A ERRL

The reviewer’s suggestion is certainly helpful and ...

ARANEN L REB R

The reviewer is right.

HRAZIERR.

These two comments made us realize that ...

XA MNP FATEIRE




Outlining changes made

HER P B E

We have improved the paper along the lines suggested

by the Referees.

BAMRIER AR BN S T,

| have considered all the comments and suggestions
made by reviewers of this paper, and | have incorporated

most of them in the final version of this paper.

BKE#ETEBARENFREELA
Bil, BRI MANLRIL XHRE
kR

We have amended the paper addressing most of the

comments provided in the referees’ reports.

BMMEITTRX, BRTEHBARE
FIRHENEERR.

The tables have been enlarged and we hope they are now

clearer.

REELY K, BNHBUEEEE
I

The Abstract and the first sections have been improved.

BRI TE BRI E it

We have amended the paper following the indications that

you and the referees gave us.

KA BEMEBAMNE
BIER T XML,

SBANHIES

There is now a new table (Table 1) reporting the ...

Raeds—1k (&1 RE

We have reduced the abstract to 150 words.

HMIEHERDE 150 M.

On the basis of Ref 1’s first comment, we changed several

parts which, as you can see, have been tracked.

RIESH 1 WE—NER, BEX
NAED . B, XEFPE
WIEIT T o

Saying why some changes were not made

YR A A EHEE

Reviewer 1 raised some substantial criticisms that would

entail an almost completely new version of the paper.

HiA 1 3RE T —EXRMERIHITE
RXBERMNREILF IR X

We have tried to address the points he made but we have
not been able to completely put into action all the
recommendations he suggested. In order to do that, we

would have gone beyond the intended scope of our paper.

BANR E BRI R, BARRE
TERMAAEENUMETH. T2

KN B B INS I F A A9 B B TR
S

Actually, this is not entirely true. In fact, ...

HIXAELEH., FX L

| understand what the referee means, however ...

ﬁHHEEEﬁ%—)\El] E'/L,\

B

The referee is absolutely right when he says .. Yet, ...

BIGH =2 EH, B

Concluding




Overall we hope we have addressed the main points

raised by the reviewers.

Bz, FEINEEMRTHRAR
HEYEZE B,

Once again we would like to thank the reviewers for their

very useful input and we also found your summary most

BN RRGEBARBENIEER A
B, BRMNtbRAEHEBERER

helpful. B
14.19 & A a3
19 GENERIC PROBLEMS
R

Describing

Unfortunately | have a problem with your ...

AEZE, BE—DXRTIREY 8]

Ao

There seems to be a problem with ...

DFH— B

I’'m afraid there is a slight problem.

BaE—MNE .

I am not sure | can ... RAHERLES
That might cause us ... XA AL SEFHA]

| think the server may not be working correctly.

I am not sure whether you sent me the right file.

AR EREE TR .

Trying to understand the problem

o I FE A () R

| am not completely clear what the problem is.

BHA BRI B AR,

I’'m sorry but | don’t seem to be able to understand the
problem. If possible could you give me more details to

clarify the situation.

SR, FHIFGRILEERXAN G-,
MBI MNMIE, BRAREZHAT
KiERER,

I’'m not really clear about this—please clarify.

BANBRERXD, BEHE—T.

So if | have understood correctly, the problem is ...

TR RERER, e

So you are saying that ... B AR B
BRR

Showing that you have understood RIAREEMR

Right, | understand. X, FHAH.

OK that’s clear now.

FT7, WERBET

OK | am clear now.

gy, BIEBET .




Fine.

ZFHY,

Resolving

R

OK. I'll see what | can do.

. BMEBEBREMTA,

I’'m sorry about that. | will look into it immediately.

Xt 1t F R BRI

(= RNEE.

Don’t worry | am sure we can sort it out.

B, FABEIARERIRAY.

I'll look into it and get back to you first thing tomorrow

morning.

AXELRREE

VEHE—T,

fRo

| will contact you again shortly.

HERRBREEEKR.

Let me know if there is anything else | can do for you.

BILFRMERE e ABME A

Just give me a call if you need anything else.

WRIFEBEHA, HEHITHIE.

Saying that the problem is being resolved

Ut ja AR IEFEARIR

| promise I'll have it back to you by the end of this week.

BRIEAERBERZ AL ERLIR.

Rest assured that you’ll have it within the next two days.

BERL, BEERRRABEE.

I'll do it as a matter of urgency.

BN RRF=TMEM.

I'll make it my top priority.

BRICE AR ERES.

I’'m just writing to assure you that we are working on the

problem.

BHEGEEH T ERFRIE, FRIEEL
XA E)

Explaining the cause of the problem

AR o) Y R

The reason why this happened is ...

This was due to ... XERE R
It was related to ... xX5--FHk,
3=
20 ASKING FOR AND GIVING CLARIFICATION 14.20 Eﬁ%%ﬂ{’ﬁtﬂ‘}ﬁ,g
FEHEREXREE

Asking for clarification when you don’t understand

I’m not sure what you mean by ...

RAMERARE

What exactly do you mean by ...?

REREHARE?




Sorry, what’s a “xxx”?

XA, "XBfA?

Giving clarification when reader didn’t understand

L E IR B E

What | meant by xxx is ...

My point is that ... REWEE
In other words ... B=>

So what I'm saying is ... I E R
So what | am asking is ... IR E N E

So my question is ...

In other words ...

Giving clarification when recipient thought they

understood but hadn’t

H A ANAABINERTERRXEN
iB)

Sorry, no what | meant was ...

B BZHNEEE

Sorry about the confusion, what | actually meant was ...

BAMILESETER, AKFLHRR

Sorry | obviously didn’t make myself clear.

B BRBEBREREE.

Checking that you’ve understood

I’m assuming you mean ...

Do you mean that ...?

So are you saying that ...?

B2 g7

By xxx do you mean ...? o, BRHEEE-1D?
Checking whether recipient may have misunderstood | #&EREARE BT IZMR

| am a bit concerned that you may have misinterpreted my

email.

BA /BT AR T BAVER

You sounded a little annoyed in your last mail. Maybe |

had not expressed myself properly.

FE—HMHEER KA ER. BT
RAERSMFLAECHER.




Acknowledging misunderstanding

AINIR AR

OK, I'm sorry—you are right. | misunderstood.

BEXNE. FIRET .

Sorry about that, we obviously had our wires crossed!

T, BMNERRZT!

Sorry for the confusion.

XFRE oK.

Hoping you have been clear

RAGHFEACHERT

| hope this helps clarify the problems.

BREXBYTEBFXN A,

Does this all make sense now?

DAXLEEFFETL?

Have | clarified everything for you?

BIE—DEmBEE T 7

Do you understand what | mean now?

1’J\f)b7_ EH E ﬁ(ﬂ’] B T I]E.,l7

Replying when you have been given clarification

LIRMEENATER

OK, understood.

gFEy, BT .

OK, I'm clear now.

gy, BIERET

OK, but I'm still not clear about ...

B, X T BRER AR

21 THANKING

Rt

Thanking recipient for responding to your email

RRBHU A B & REVER 1

Many thanks for your email.

T B AIER

Thanks for getting back to me. A ENEIEE
Thank you for the quick response. RifERREE
Thanking in advance RATBR

Thanks in advance. IR ARk

Thanks for any help you can give me.

AR LS R R B

Thank you very much for your assistance.

T RS IS E B

| thank you in advance for your cooperation.

RSN EE.




Thanking for help already given

RBEZ4L THHEN

Thanks for your help in this matter.

RO SR H= E R BT

Thank you for your help in solving this problem.

R E R BN ARRX AN B -

Many thanks for this.

X EE L IEE RS,

Thanks once again for all your trouble.

BRBEAFHEZNFE Y.

22 APOLOGIZING

BUK

For not answering mail sooner

A BB B ER

Sorry for the delay in getting back to you.

RIGMZ AT BELEE,

Sorry | haven’t replied sooner.

RIGKICZBRMERE,

| apologize for not sending you the information you

requested.

BRI ARELAEEFTENER.

Apologies for the late reply.

BEXEERNEE.

Please accept our apologies for not getting back to you

sooner.

R, IR BRIEEE.

For not answering mail sooner: excuses

KRR E SR B

Please accept my apologies, | was convinced that | had

replied to you.

BREHRMNER IRERELEHED

Cird
&7

Sorry, but | have only just read your message now.

B, ERERIBIA B EAIERE.

| have just got back from a conference.

HRINFFE=E kK.

I've been away for the last few days.

HEJILRE—ERE.

Sorry, but our server has been down, so we haven’t been

receiving any mails.

B, MRS HLEET, K
% B WEHETER .

Sorry but we’ve been having emailing problems.

AFRE, BAKEFERAHEB T .

Sorry but your email must have gone into the spam.

NFRB, BRI —E S ERIRER

f.




For your email not arriving

fRESEB R IR TERL

For some reason my last email had delivery problems. So

here it is again just in case you didn’t get it first time round.

ATRERRA, XE—HBENRER
B FNERBERE—K, UHEE—

REAWE,

Please reply to the above address as our regular

connection is down. Thanks very much.

BEIEE Bkt R ATATEYE HLER
AU AR T . AR RS

For sending an incomplete email

RIET AR

Sorry | accidentally hit the send button.

B, B IORT RIEERE

Repeating apology at end of mail ERHERERIERK
Again sorry for the delay. R ATERBEK o
Once again, apologies for any trouble this may have | B XXX HILZA EH Sk FRIR T E,

caused you.

Thanks and once again sorry for not getting back to you

straight away.

EERE, HEBRKEEIAEEE
éi%;’\o

23 SENDING ATTACHMENTS

14.23 ZiXMtF

Telling receiver about your mail

EIFBAFE A RESEBLFIE S

I’'m attaching ... REET M
Please find attached ... BB
Attached you will find ... o B S B
Here's ... XA -

As you will see from the attached copy ...

Asking for confirmation of receipt 1BR & IXEWCEHIA
Please confirm / acknowledge receipt. THFIALCE,
Let me know if you have received it. MRWENEEFE .

I'd appreciate it if you could confirm your receipt via either

WMREREBIEESE T EHAFIAL




fax or email.

3, BRARHRA

Please could you acknowledge receipt of this mail as | am

not sure we have your correct address.

BHRREIEARTIA, BARAHRER
MEAREMNLEFbL.

Let me know if you can’t open the file.

MREFT AT XMHE ST

Giving confirmation “LFHIA
This is just to confirm that | received your attachment. | | FUX 2 7 B4, b ®IA. BBGE
will get back to you by 9.00 tomorrow morning. BBX F4 9 S RTAGRE BIE,

| confirm receipt of your attachment.

HHIARE] T E BT

Telling sender you couldn’t read the mails /

attachments

FIRR A ANRIT AT BB/ B £+

Sorry | couldn’t read your mail—it just has a series of
strange characters.

B, RILTEERENBG—T

—EBRFIENFH.

RE

| received your mail, but I'm afraid | can't open the | F g3 7 EEIBR 14, 1B 2 FKITH FFHt
attachment. 5,
When | try to open the file the system crashes. URBHITA XGRS R T

Telling sender they forgot to send the attachment

HIFR M AMESITRIEH

Thanks for your mail but I'm afraid you forgot to send the
attachment.

e, B2
I

RE B RIC R 1

| think you forgot to send the attachment.

BREIERERT .

| can’t find the attachment. RN FT
Sending attachment again R EENHE
Sorry, | just sent you an email without the attachments. K, BWINIEIX T —9 % B MR HR

AT,

Sorry about the problems. Here’s the attachment again.

BMAEHRT RO XEM . MR

Let me know if you can read it. BREBE, BERR,
Oops. Sorry. Here it is. Mk, K, MHMEEXE




24 TECHNICAL PROBLEMS WITH EMAIL

14.24 5 FEBHFAIFA [T 7R

Problems with Internet connection

PR 2% i 32 ) B

Sorry our server has been down all morning.

R, BOMRFSHEN LFEEN
I

Sorry but they are doing maintenance work tomorrow

morning and | won’t have access to my email.

|, MIMXFELERETE L
BAEBIB) AL T ER A

My Internet service is currently not working at home,
which also means | can'’t call out. But | should still be able

to receive incoming phone calls.

BROMEIAN TEEE, PFIXTOLD
EITRIR, (EERNIZIEEEERIE.

25 OUT OF OFFICE MESSAGE

SMEER

Adrian Wallwork is on leave from Monday 07/08 to Wed
16/08. If you have any problems or queries please contact

Anna Southern at anna.southern@virgilio.it.

MNB8RTH (E#—) Z8RA16H (£
#1=) Adrian Wallwork #7ZEKIR. R
" H B & HEKIFR I
anna.southern@virgilio.it. B¢ & Anna

Southern,

I’'m out of the office all day today but will get back to you

tomorrow regarding any urgent messages.

BEOR—BEXBAEDRE, BURE
EEIEREE RS PRGEEEIE.

If you have any urgent messages you can contact me on
my mobile: [0039] 347 ...

MRIEH R ROE L T DU I B IEEK
FI: [0039]347-




