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Task 4
You are an HR assistant at ABC Co. Ltd. Your company is organizing a team-building tour to the
United Kingdom. You are asked to inform the staff of the tour.

Task 4.1
Read the poster below about the tour. Fill in the blanks with the EXACT words, phrases, or
numbers from the poster. You will have 5§ minutes to complete the task.

United Kingdom

WHAT’S INCLUDED

SllA SRS Departure Date
Round-trip flight tickets
* Tour guide services 2nd October, 2021

* Travel insurance

Price

RMB 2,000 for
staff

RMB 6,000 for
DESTINATIONS each family
Days 1-4: London member
Days 5-7: York
Days 8-10: Bath
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Task 7 LY =
You are Miranda Li, a secretary at AD Manufacturing. You are asked to invite David Clarkson, a Task 7.2 ~\ % %

busi artner, to attend roduct launch t and then make an iti rding to hi . - . n
:;ll;css bl atisntte e b e N T Y P reply. Complete the schedule with the EXACT words or phrases from ~
the text.

& 3Z BRIl 7 RE

Task 7.1
Now complete the invitation email to David Clarkson based on the schedule provided below.

=

Product Launch Welcome Dinner

From: D. Clarkson@gmail.com

Time 2:00 p.m.—5:00 p.m. 6:00 p.m.—9:00 p.m. To: Miranda@hotmail com
15th August 15th August Subject: Invitation confimmation
Venue Beijing Hotel Forest Western Restaurant
‘ Activities o Product briefing o Welcome speech by CEO Dear Ms.Li,

FH

HIIE

e Q&A o A three-course dinner

o Product trial

.. W e . .. W e
From: Miranda@hotmail.com
To: D. Clarkson@gmail.com
Subject: Invitation to product launch

AD Manufacturing warmly invites you to attend our company's
product launch event on the 15th of August.

. Dear Mr. Clarkson, ’

There will be two main sessions dunng the event—the product
launch and the welcome dinner. The product launch is scheduled to ’

I am delighted to confimm my acceptance of your invitation to the
product launch event your company will hold in China.

I will amrive at Beijing Intemational Airport at 8:30 a.m. on the
14th of August. I would really appreciate it if you could pick me
up and take me to Beijing Hotel. If it suits you, we could pethaps
have lunch together in the hotel. Could you possibly show me
around your company in the aftemoon? It has been years since my
last visit.

On the 15th of August, I will attend your product launch and akso
the welcome dinnerin the evening.

AWERERL FRE T & /Y
M, TEZEFEH

\I::p?El

AERFHRE
VB TAEESSHYRE

take place [1] at Beijing Hotel
First, our CEO will brief the guests on our new product in detail, then oy 3 5 3 y
) followed by a product trial. My degamre time will bc. 2:00 p.m. on the 16th of August, and I
would like to get to the aiport at 12:00 p.m. I'd really appreciate
e In the evening, 3] at Forest Western it if we could drop into a souvenir shop on the way to the airport,
— Restaurant. First (4 [ at the end of sol could buy some small gifts for my children.
n the evening, [5]
We'd be delighted if you could join us at our launch. Please let us I hope this plan is convenient for you. Please do get in touch if
. know if you will be able to attend and if there is anything we can do ’ youhave any concems.
to assist you with your travel plans. ﬁﬁ \ LA S e el \E ——
AB y; EH X\ —
We look forward to hearing from you. u E E e X
5 e | y SAENIES
fz;f;;‘l_ David Clarkson
M i
AD Manufacturing ’ CEO
WET Co. Ltd
I l 22 B BE TIHIE #%.
AN AN L A L A
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