3-1 祝賀問候
Unit 01 恭賀喬遷
	Congratulations on Your New Office

	Hello Johnny,

  It’s fantastic to learn about your move to a new office space! How exciting the news is!

  A new office is not just a physical relocation, but a milestone that signifies growth, progress, and new beginnings. We are thrilled to see your company thriving and expanding into this modern facility. May this new office be a stepping stone towards even greater heights for your business.

  Once again, congratulations! We look forward to visiting your new office very soon and celebrating many more milestones together in the future.

  Best regards,
  Mike



Unit 02 恭賀新婚
	Congratulations to the Newlyweds

	Dear Emily,

  Warmest congratulations on your wonderful wedding and new journey as a married couple!

  As you start the new chapter, I wish you a lifetime of happiness, trust, patience and partnership. May the love you share today grow stronger with each passing year. Always remember to cherish the friendship and bond that brought you together.

  Congratulations to the newlyweds! I’m so thrilled for you both and wish you many decades of marital bliss ahead.

  With love,
  Jenny



Unit 03 恭賀獲獎
	Congratulations on Your Award

	Dear Michael,

  Congratulations to you for your remarkable achievement of the award.

  This is an incredible honor to your hard work, dedication, and expertise in your field. We are proud to have you as a part of our team, and your accomplishment is truly an inspiration to all of us.

  We look forward to celebrating your success and continuing to work with you.

  Sincerely,
  John



Unit 04 恭賀升遷
	Congratulations on Your Promotion

	Dear Michael,

  Congratulations on your recent promotion!

  Remember the Robot Project we did together? Those were nights of brainstorming and intense discussions. Those were the wonderful memories I’d never forget. Your intelligence, dedication, and hard work have shown the excellence in everything you do, and it is inspiring to see your efforts recognized in such a significant way.

  Congratulations, buddy!
  Alex



Unit 05 恭賀病癒
	Congratulations on Your Recovery

	Dearest Michael,

  I’m happy and relieved to know you’re fully recovered! 

  Illness is an incredibly challenging experience physically and emotionally. You mentioned how you went through this and fought with it the time we went to see you in the hospital, and it was touching to see how your family have been there to support you. Your strength, resilience and positive attitude have been an inspiration to all of us.

  I want you to know that you have been in our thoughts and prayers throughout this difficult time. We have missed your presence and contributions, and we eagerly wait for your return to our team.

  Warm regards,
  John



Unit 06 佳節問候
	Happy Moon Festival

	Dear Jonathan,

  With the Moon Festival upon us, it’s a time for reflection, gratitude, and the celebration of reunion.

  Though we are a thousand miles apart, I can’t help but feel appreciative for the bond we have had over the years. Your presence in my life brings warmth and joy, and I am truly grateful for the laughter, support, and shared memories we’ve experienced together.

  Seeing the glow of the moon in night sky, I feel grateful and wish you a Moon Festival filled with warmth, happiness.

  Warm regards,
  Mike





3-2 慰問弔唁
Unit 01 慰問災害
	Condolence and Support

	Dear Johnny,

  It is with a heavy heart knowing the recent disaster that has affected your community and caused serious damage. Please accept my deepest condolences and know that you and your loved ones are in my thoughts and prayers.

  If there is anything I can do to help you during this difficult time, please do not hesitate to reach out. Whether it’s offering a helping hand, a listening ear, or any practical assistance, I am here for you.

  With heartfelt sympathy,
  Emily



Unit 02 慰問病人
	Get Well Soon

	Dear Johnny,

  I am sorry to learn about your sad news of illness, and I want you to know that you are in my thoughts and prayers during this difficult time. Your strength and resilience are truly admirable, and I believe you will recover soon.

  Take all the time you need to rest, and don’t hesitate to reach out if there’s anything I can do to support you.

  Best wishes,
  Emily





3-3 公司交際
Unit 01 歡迎新職員
	Warm Welcome to New Oracle

	Dear Jessica,

  On behalf of the entire team at New Oracle, we offer a warm and enthusiastic welcome to you! We are thrilled to have you join our company, and we are confident that your expertise and talents will contribute significantly to our success.

  One of our core values is innovation. We believe in creative thinking. As a newest member, you’ll gradually learn to embrace this philosophy as we collectively strive for success.

  We’re excited to have you here and look forward to integrating you into our big family. Don’t hesitate to reach out if you need any support.

  Best regards,
  Johnson



Unit 02 公司聚餐
	Company Dinner Gathering

	Dear All,

  We are excited to inform you that we are organizing a company dinner for all our employees. This event is a great opportunity for us to be together outside of the office environment and have stronger bonds among colleagues.

  Date: Thu., March 21st
  Time: 6 p.m.~
  Venue: cafeteria

  The dinner will feature a delicious spread of food and beverages, along with fun activities and games to ensure an enjoyable evening for everyone. It’s a chance to relax, unwind, and connect with your fellow
team members in a more casual setting.

  We sincerely hope that you can join this event. Your presence will add to the warmth and camaraderie of the evening. Please confirm your attendance by March 15th, and we can make necessary arrangements accordingly.

Looking forward to seeing you at the dinner and sharing some memorable moments together.

Best regards,
Johnson





3-4 生活瑣事
Unit 01 詢問看房
	Property in Taipei City

	Hi Mr. Anderson,

I’m interested in viewing a property listed online after reading the property details. I would appreciate it if you could provide some available dates and time for a viewing appointment.

I am available on Wednesday and Friday during the day. Which day works for you? Additionally, if there are any other similar properties available for viewing, I would appreciate it if you could put them in the appointment.

Thank you,
John



Unit 02 回覆看房
	About Property in Taipei City

	Hi John,

Thank you for your email.

I’m glad to know you’re interested in my property and would like to have a viewing appointment. It’s a beautiful property full of stories and history. I had wonderful times with my family there.

I will be available every Friday night and, hopefully, you will get to know those amazing stories. I’m positive you’ll love it.

Looking forward to hearing from you.

Anderson



Unit 03 請求簽約房子
	Sign the Contract

	Hi John

It’s wonderful knowing you and your wife. You are such a beautiful couple. I can feel you like this property and it suits you and your family. The location and condition are good, and the price is also reasonable.

I was wondering when you’re available to sign the contract.

Best regards,
Anderson



Unit 04 搬遷通知
	Notice of Moving

	Dear all,

Hope this letter finds all of you well.

We had great time in this building, filled with laughter, tears, hard work, and helping each other. Fond memories in all these years with all of you had made the bonds stronger.

It’s difficult to say good bye but unfortunately, we will need to move out since the building is getting old and dangerous. All of us need to move out before June 30th and new construction work will start from August 1st.

Please move out all your belongings and hopefully we’ll get to meet soon.

Best regards,
Willy



Unit 05 申請宿舍
	Applying for Dorm Housing

	Dear Sir or Madam,

I am writing to apply for on-campus housing in the dormitories for the upcoming semester in September, 2025.

Room Type: Any room accommodation based on availability.

I understand the residence life enriches the college experience through support services, social activities, leadership opportunities and more. I am excited about getting involved and giving back to the
residential community.

Please let me know if you need any additional information from me. I appreciate your time and consideration for my dormitory housing application.

Sincerely,
Sabrina



Unit 06 詢問訂房
	Room Reservation

	Dear Sir,

I would like to stay in your hotel from June 21st to 24th and please let me know if you have any double rooms available for 2 adults. We require a non-smoking room and on higher floor.

Could you please provide the room rates and any special packages or promotions you may be offering?

Look forward to hearing from you soon.

Sabrina Yang
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