unit/ Ask for Leave

After learning this unit, you will be able to:

¢ know the basic structure of a leave application;
+ understand some etiquette in writing a leave application;

# write a leave application based on your needs.

& I. Pre-writing

1. Read the following types of leave and list more if you can.

personal
\ ‘ days off
/

types of leave

taking care of
family member

marriage
leave

N

going back home
for emergency

maternity
leave

paternity

bereavement
leave

leave

Other types of leave:
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2. Look at the pictures and fill in the blanks with the proper expressions
in Activity 1.

Il. How to write

4

Introduction
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Ask for Leave

Basic structure

(Date)
(The sender’s address)
(The recipient)

(The recipient’s position/department)

(The recipient’s address) SREERIREFN
ST NEEER
Dear :
| would like to request leave of absence for e
B EFERRER .
days from to because
. Of course | will make an effort BRBEXERBRENE

HMRIRASRIRETFE

to catch up on any vital work that | will be forced to miss. R R RS

Enclosed please find a certificate form.

| would appreciate it if you grant me the permission. If FSIRRIMS AT,
you have any requirement, please feel free to contact me
at

BRI £ S5 IMHRAVIE
Yours faithfully, RFLER, BERMH

IRAYERER TS 0o

(Signature)

Etiquette in the writing

KNIFHIA LT, —ZEHL BT, BERERIAME RS R, M ERFHRF,
PASe 5 DX J5 A A 22 AR DRI R TR

22 Il Case study

Case 1 Asking for sick leave

Situation: Mary is not feeling well and goes to see the doctor. The doctor says that she
has a fever and advises her to take a rest of three days. She needs to ask for

sick leave from her supervisor, Ms Green.

I3
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Jun.14, 2013
Dear Ms Green,

I’m not feeling well in a feverish condition. | went to the
doctor’s this morning and the doctor advised me to take a rest
of three days. | would appreciate it if you could allow me three
days’ leave. The doctor’s certificate of advice is enclosed.

B EEE4EIERR, 1hiE
Yours sincerely, FRERERS .

Mary

Case 2 Asking for leave of absence

Situation: Mark is planning to attend his brother’s wedding on Mar. 12, but the
wedding location is far from where he works. He needs three days to make a

round trip.

Mar. 9, 2014
Dear Mr Johnson,

My brother’s wedding will be held on Mar. 12 and | would
like to request leave of absence for 3 days from Mar. 11 to
13. Of course | will make an effort to catch up on any vital
- - RIEHTUE 52 5k E 15 1R
work that | will be forced to miss. = RHBETIE, it

WS

Thank you very much for your consideration.

Yours sincerely, BEIESTLIERE, it
Mark REHBHASIRL .

Case 3 Asking for examination leave

Situation: Michael Lee is in an internship in a company named Realtek Solutions while
he is taking further education in a correspondence college. He is informed
that the first semester examination is scheduled to be held from 16 to 21 of

January. The examination time is from 9 to 11 o’clock in the morning.



Ask for Leave

Jan. 7,2014
. LN ==
Albert Miller WS NERA,

General Manager REJEMR.
Realtek Solutions

) AiEa+owliR. &5, ERHEEy
Dear Mr Miller, ERIFRFIEE .

| would like to seek your permission to allow me to take
my first semester’s examinations, which are scheduled
to be held from 16 to 21 of January. During those days,
I’ll be able to attend office from 11:30 am instead of 9:30
am for my examination time is from 9 to 11 o’clock in
the morning. After the examinations, I’ll work overtime
to make up for the absent time so as not to have any
“late coming” salary deductions.

Thank you for your consideration.

B % AN BE«h O T{FATIE,

. B e
YOUrS Slncerely, 5 LJ:wﬁ\ﬁ/XEEEE}Ei@O

Michael Lee

Language support

Words and expressions

feverish adj. KBaH; Kbeo HEHy consideration n. Z%E; Ain

appreciate v, B seek v Tk, HF
certificate n. JIEBH permission n. O, HiifE
enclose v 48+ -3 A (535, Bl semester n. (JLHFFERE H-#HIRAAHYT)
Fif SIS S8
wedding n. 1541 make up for Fifh, fME
vital adj. EREEWN) deduction n. F1F&, PR
Notes
1 ... the doctor advised me to take a rest of three days.

PEXC: e e A i AR B =
advise v $£i%, HiX
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e.g. The minister advised him to leave as soon as possible. F4<H it /L 27,
2 My brother’s wedding will be held on Mar. 12 and I would like to request leave of
absence for 3 days...
FC: FEF BT 3 09 12 BT, B = Rl
leave of absence A{R
e.g. He asked for leave of absence to visit his mother in hospital. {h ik =R 2+
BERIBERE,
3 Of course I will make an effort to catch up on any vital work that I will be forced
to miss.
B H—ESS Oitnas T E L TIEEEH,
make an effort fifH%% 5
e.g. We should make an effort to learn something new every day. F&f[ 14450 &K
G hEE ) — RFTARM,
catchupon #F_F; 5R%p
e.g. I have to catch up on my work so I can’t go out. FAAIN M IR TI/E , Rt
FAREL 2,
be forced to  # i
e.g. Many enterprises will be forced to close. f[% 2 5[l #7815 4]
4 1 would like to seek your permission to allow me to take my first semester’s
examinations, which are scheduled to be held from 16 to 21 of January.
B BIEREARTFRSINE —2H%EIR, (FX) T 116 E
21 HikfT,
be scheduled to 24
e.g. The space shuttle had been scheduled to blast off at 4:38 am. fjjii K KHLELL
e TR 4 M 38 s R,
5 Tll work overtime to make up for the absent time so as not to have any “late
coming” salary deductions.
BESC: FR IR A m] F b fiE B BEbT ], X AR AN TR EEA0BRT IR E” 1Y
T8 T,
work overtime Jn#E, #BHFLIE
e.g. They are working overtime to finish the task. & T 52 5 55 b AT T IEAEANEE N
M TAE,



Ask for Leave

Practice by yourself

manager of the company, for two-day sick leave.

Supplementary expressions

1

I’'m sorry to ask for sick leave of 2 days.

RAHE, FRETE MR .

I’'m really sorry that I cannot come to the office today because...

AR A R RRIAE T, Wk

I would like to know if I could ask for casual leave of absence from your oral
English class this Wednesday morning.

FRATE A AJH = EERTEE DB IR e A 1E R

I’m Loran working as an assistant supervisor and I need to ask for leave of 2 days
starting from tomorrow, January 4, 2013.

FRtERIEENZ 2, AWK, BI2013 48 1 J 4 HiE2FEP KRR,

I’m forwarding my application for paternity leave because my wife delivered a
baby last night.

FRIFEAWEE ™ T RS, FRIUE R E AR iER ™ .

I’m writing this letter to ask for maternity leave starting from October 5, 2013.
KB X EFEAETREIAEN 2013 4 10 J 5 HEK K,

Enclosed please find a certificate.

i & BB TERA

I submit here a medical certificate from the hospital.

FEML R RERBERTIZHTS,

I enclose the doctor’s certificate.

B {5 PR A TR D

10 An invitation to my wedding is enclosed.

R AR A Ol A e
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11 I would appreciate it if you grant me the permission.

INREfLMERRAYIE R, Fof AR

12 Thank you very much for your consideration.

R IE TR K

(# V. Practice

1

. Match the words with their corresponding translation.

illness Bl i
ceremony P
consideration sl
absence A
grant ZE
examination & (oo HITEK)
appreciate 3

. Choose the best options to complete the sentences.

Youneedto____ the leave request form if you want to ask for leave of absence.
A. fill out B. look at C. putin

Iwas__ sickleave __ two days.

A. in; of B.on;in C. on; for

Lily is not here. She called  sick leave last night.

A. with B.in C. for

I was on leave for three days personal reasons.

A. about B. because C. for

Susan willbe ____ for four months on maternity leave.

A. away B. out C. leave

He took a week off because his father

A. was died B. died C. dead
Ican’tcometotheclassforl ~ acold.

A. caught B. getting C. came

The doctor said I’d ______ stay in bed for at least two days.

A. best B. better C. well

My motheris _______ill and she urges me to go back home at once.
A. serious B. seriously C. severe
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10 My elder sister is getting on May 6.

A. marry B. married C. marriage

3. Put the following sentences in the right order to form a leave
application.

A. because I have caught a cold.

B. Enclosed please find a certificate from Dr. Lee,

C. ’m awfully sorry that I can’t come to class today,

D. Thank you for your consideration.

E. who said I’d better stay in bed for at least two days.
4. Choose the proper words in the box to complete the following letter.

seriously ask informed leave permission sincerely  appreciate

Dear Mr Liang,

[ am writing to your permission for short of absence from April © to 10. | was
that my father was ill. would it if you grant me the

Yours

Sam

5. Translate the following sentences into English.

L FEE T, KM, BiE-A NN REREAE,

2 PR HRAIE BS BAAS

3 BMEIRE, BT M PRESMARE, HIINSIEERSmA T 7.
4 FARERIEER,

5 FREVEILRET 9 A 20 A4, iR A 20 HEKIER,

6. Write a leave application according to the given situation.

Your child is ill and you need to take her to hospital. Write a letter requesting
for casual leave of absence for one day to Mr Zhang, the supervisor of your
department.
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V. Practical case

AEAFATEEERSK, ATREREREUAERG RIS EE A ER

FAREIERN AT

Request for Leave or Approved Absence

y . 2. Employee or Social Security Number (Enter only the
1. Name (Last, first, middle) last 4 digits of the Social Security Number (SSN))

3. Organization

4. Type of Leave/Absence Date Time Total | 5. Family and Medical
(Check appropriate box(es) below) From To From To Hours Leave

If annual leave, sick leave, or
leave without pay will be used
Restored Annual Leave under the Family and Medical

‘:‘ Leave Act of 1993, please provide
the following information:

["] Accrued Annual Leave

[] Advanced Annual Leave

I hereby invoke my

[[] Accrued sick Leave [] entitlement to Family
and Medical Leave for:

[] Advanced Sick Leave

[] Birth/Adoption/Foster Care

Purpose: |:| Iliness/injury/incapacitation of requesting employee Serious health condition of
D Medical/dental/optical examination of requesting employee D ;l;(:::?, son, daughter, or
O Care of family member, including medical/dental/optical examination of family Serious health condition of

member, or bereavement D self

D Care of family member with a serious health condition
Contact your supervisor and/or

[] other your personnel office to obtain
additional information about your
entitlements and responsibilities
under the Family and Medical
Leave Act. Medical certification of|
a serious health condition may be
required by your agency.

[] compensatory Time Off

\:‘ Other Paid Absence
(Specify in remarks)

[[] Leave Without Pay

6. Remarks:

7. Certification: I hereby request leave/approved absence from duty as indicated above and certify that such leave/absence is
requested for the purpose(s) indicated. I understand that I must comply with my employing agency's procedures for requesting leave/
approved absence (and provide additional documentation, including medical certification, if required) and that falsification on this form may
be grounds for disciplinary action, including removal.

7a. Employee Signature 7b. Date

> A . " (If disapproved, give reason. If annual leave,
8a. Official Action on Request: [] Approved [T] pisapproved initiate action to reschedule. )

8b. Reason for Disapproval:

8c. Supervisor Signature 8d. Date

101
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Unit /%

After learning this unit, you will be able to:

& know the basic structure of a note;
# understand some etiquette in writing a note;

¢ write a note based on your needs.

I. Pre-writing

. Look up in the dictionary and write down the meanings of “note”

in the following sentences.

1
2

W o = N

Nobody was in the office, so he left a note on the desk.
Pay attention to the notes below the text.

Please note down the customer’s name and telephone number.

. Read the following statements and decide true (T) or false (F).
A note is usually left for a person you don’t know. ( )
Notes do not need to be mailed. ( )
Notes are typically shorter than letters. ( )

Il. How to write

Introduction

fESE— PRI AR IEADE, d W o TSI N Z iR, HAEREE

Hrh—A- A NAESSRIE O T IS THY ., SEAMN SRR T LA
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L HigssEm . DiEft, #HEE,

2. BIRMRIE RS, . Al HhAs \ﬂu?éﬁ’@nu,

3 HRATFEMD, AHEE, @EIEANRARR, A SRR SR
S, ACRMRERLC, RORHE RIS A S AR AL E F,
RN ERRIARAEE, ATEARIER M, (H—EREAELL T A2
1. Hi;

2. BRI

3. 1E X

4. 84,

Basic structure

(Date)
Dear
| leave this note to tell you that . SREEENEN.
Because , you have to

lEES YN (=28

If you need any further information, please don’t hesitate
to call me up.

Yours,
(Signature)

Etiquette in the writing

7 T&, 40 Yours sincerely B% Sincerely <& ; .
sincerely, 14h®] H Yours respectfully; XF— % AH & 5l 24 }\_I i Yours, Love, With

love Z i I EIES BB 4,

121
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22 Ill. Case study

Case 1 Postponing an appointment

Situation: Jade needs to meet a client at the airport at 3:30, but she has an appointment

with Mike at 3 o clock. Jade writes a note to Mike to postpone the appointment.

Jun. 28
Mike,

I’m sorry to tell you | have to postpone our appointment SERNER: BH#E
at 3 o’clock, because | have to meet a client at the
airport at 3:30. Shall we discuss the matter at 4 p
tomorrow? If it isn’t convenient for you, please ring me
up to make another time. Thanks a lot.

B=H,

RRERSEAYRE o

R« NSENE .

Yours,
Jade

Case 2 Cancelling an appointment

Situation: David has to go back to his factory to solve some problems, so he cannot make

the meeting with Jim. Now he’s writing a note to Jim to cancel the meeting.

Feb. 20
Dear Jim,
| have to cancel the meeting we set on Wednesday, Feb. E@ELMEN: B
22, because we have got a little trouble in the factory. | have H=H.
to go there to handle the problem. | would be back on Feb:
24 and will call you then to make another appointment. RIS LSENER .
Thank you for your understandrm
Yours, IR LANSIETE -
David

113
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Case 3 Informing

Situation: Mike is informing Lucy of getting her scholarship in the secretary office.

Feb. 23
Dear Lucy,
I’m very happy to inform you that your scholarship has been released and you can come

to the secretary office to get it. If you need any further information, please don’t hesitate to
call me up. The telephone number of the secretary office is 020-8753 x x x x.

Yours,
Mike

Case 4 Expressing sympathy or giving comfort

Situation: Peter heard that his good friend Steven had got some trouble—Steven's

father was badly ill. Peter wanted to cheer him up, so he writes a note to Steven.

Sep. 19
Dear Steven,

I’m very sorry to hear that your father is badly ill. Everything will be all right. | do hope
you can pull yourself together as soon as possible so that you can take good care of
your father. And | will do my best to help you.

I hope | have made you feel a little better. Again, sorry for your sufferings.

Yours,
Peter

Case 5 Leaving a message

Situation: Tina and Lisa are roommates. When Lisa’s cousin rang her up, she was not

141

in, so Tina writes a note to Lisa.

Dec. 15
Dear Lisa,

Your cousin called you when you were out. He said he would be available after 9 pm
tonight. You are requested to ring him up at that time.

Yours,
Tina
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Language support

Words and expressions

client n. &5, Bi% scholarship n. #2424

matter n. (ZiHE, ZEH) A8 release v, A

convenient adj. J5 B[ secretary n. f4 5

trouble 7. JFRIT hesitate v Ji ¥

handle v. RbHR suffering n. %5, =

understanding n. PRA#E; nfiE cousin n. i (F) SLEpUHLk
Notes

1

If you need any further information, please don’t hesitate to call me up.
BESC: RIRTREE LG R, RS SRITHRIE,

further information # ZMIEHE, HE—FPHEAR

e.g. See under for further information. 1% WL T3¢,

don’t hesitate to IR

e.g. In the event of difficulties, please don’t hesitate to contact the Customer
Service Department. 4B E| e, ERESE FIRSEER A,

I do hope you can pull yourself together as soon as possible. ..

B0 A ZIRRER PR R R

pull oneself together PRIVEEEFK; KEHE

e.g. Pull yourself together and face up to life. #R{VE#E K B B 1 * 215,
You are requested to ring him up at that time.

BESC: M BEURIEAR/ I B G b Il v

ring sb.up Z5------ FTHIE

e.g. Ill ring you up later. /5 B AL,

5
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Practice by yourself

Supplementary expressions

1 I will be glad to meet you in my office at 3 pm on Monday, June 1 to discuss our

project.
R LREES —, 6 A 1 H TR 3 mAERRD AL Wi+t — T3]
I H

2 If you are unable to arrange the meeting on May 21, please let me know as soon as
possible.
WRIRS A 21 AAGEZHEE W, R E IR,

3 TI'll give you a call in a couple of days to see if you can schedule a meeting with me.
RIS G ERIEREREL O REHNI I —,

4 Let me know as soon as possible if it is convenient for you.
AR b R IETE SRS R

5 D’m unfortunately obliged to change the date we set earlier.
SKAEARTG, BAFASR— TR ZATZ)ER H I,

6 Can we change the time of our meeting on April 20 from 3 pm to 5 pm?
REAREFRATT 4 H 20 HAYZ M TF 3 RS T4 S /2

7 1 'will be on a business trip and unable to keep my appointment with you on Sep. 2.
TS 22, RIRTcikkb 9 H 2 HRvZ,

8 I would like to get some material relevant to preschool education.
RARH] Lo AT B ARk,

9 Would you mind directing me to an appropriate agency?
TREL AT B — K A d AP ?

10 I wonder if you could give us an explanation of the material.

AR HNE ERE D b LA AT IE— T UL,

16l
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(# IV. Practice

1. Choose proper words to complete the note.

Apr. 14
Dear Alice,
You 1 tobeoutwhenl 2  vyour dorm.|have two 3 tickets for the
concert this weekend and | 4 them for you on your desk. Youcango 5 your
friend if you like. Hope you will have a good time.
Yours,
Kate
1 A. happened B. have happened C. just
2 A.called on B. visited to C. visited
3  A.spare B. used C. unwanted
4 A left B. kept C. stayed
5 A.along B. by C. with
2. Match the words with their corresponding meanings.
cancel to hold back to a later time
discuss to say that an event that was planned will not happen
postpone to talk (something) over in detail
message a piece of information that is written or spoken or signaled
appointment a meeting arranged in advance
3. Choose the best options to complete the sentences.
1 It’sno____ atall; on the contrary, it will be a great pleasure to help you.
A. trouble B. need C. problem
2 I’'ll call youbackatamore ____ time.
A. favourable B. convenient C. available
3 1___ tobe at the station when he arrived.
A. since B. used C. happened

n7z
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4 Jake’s passed his exams. We’re going out to

A. meet B. celebrate C. decorate

5 It reminds me that [ have a meetingto _ this evening.
A. take B. attend C. go

6 I come to return the book you ___ to me last week.
A. sent B. lent C. borrowed

7 Ithasbeen  that the meeting will be held next week.
A. confirmed B. asked C. said

8 Iwouldliketo __ my appreciation and thanks to you all.
A. express B. tell C. say

9 Acopy ofthereportis ______ for you to read at your leisure.
A. avail B. suggested C. ready

10 Wouldyoudomea _______to translate the letter into English?
A. good B. favour C. help

4. Choose the proper words in the box to complete the following note.

gift respect accept token longer forever
Sep. 10
Dear Mr Zhang,
Happy Teachers’ Day! Please this little as a small of our
for you. Though you no teach us, we’ll love you
Yours,
David

5. Put the words and expressions in the right order to make
sentences.

1 We, have, an evening party, are, this Sunday, to, going
2 to, the, have, go, I, to, train station

3 back, atseven, will, I, be
4

for, Thank you, understanding, your

18l
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(<]

. Translate the following sentences into English.
AR RR AL, R FEIR IR,
RIS SR TN A A A v T SRR ) 5 — i
FAC R R A 5 — A B 1
v BRURBENS 2 InFRAT TR Sl A L
FMKTHEI &, Pl E R e,

—_

wm A W

7. Write a note according to the given situation.

You have an appointment with your friend Bob at 4:30 pm, but you have just
received an urgent call from your boss and you have to go back to the company
at once. Leave a note to Bob to say sorry and explain the reason briefly.

V. Practical case

Dear Kerry,

You happened to be out this afternoon when | called you. | wanted to borrow some
books from you because | have been working on my thesis these days. | shall be grateful if

you call me back as soon as poseible.

Yours,
Jack

AIHE SRR A —E LR IER,
Lily,

Call back to Mr Zhang.
Ann

119



