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A7 B ECE AR, IR RN AR SR AR B S N HREST

(HEEAZOR) $EMZhnem “SERIBTEE", BN G852 FH S8 R SCHY B 32 SR 25~
ff 2" 5 AT EREMEE, WMHEARL R 3R se PR OSBRI RE " X —#T5
RIS S

(HEAZOK) WL T RS ARIGE R HEE AL B RE XN EIEER, LiT70%
6% A GUERPRMEESR, B RAE NS EEOR . AR KPR R B2 E DA R A S 2
R, RIHKCFBIRMFERDNGAT] B RESR, BEE A FESIEACF AR &, A
PEIRE] A HREK

O AREAWNKIESENEKR
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( Common Problems in English Practical Writing )

P ek R AR RN A RIEE R . TRE S TS SR AR S Al 2
AR A GCEAEBALA T, IRATAR B EA TS Erb i B ()8

1. #CEHZ

Ko m R T2 JOE RS, LR E = . NS Ed RS, &%
IR AAER, SCRRIPFE AN . hTiRiCER =, SRR LUE S RRIAAC
AR, SEAHULE I IOEESCT o ik, 1R = R ARS8 R SO 1R B
KBRS .

2. BRI S

L ER SRS 2R ESEN S A EENE ., EEEZFEITREFAEE T
frp, RBUE WLAE IR FE R R R, B, o, FilE -8 WNgrhdedTia
AR —BOC R | 41 il FHAE T .

3. B AR EH

A BAESCHIPE AR AR S . RAANE S i En. Wik, #CEmS a2
flir i — e ME SO SRR HE . ATRAE A RAESCS Y, A wF BB R EL A
FEE RN A A% S R T HL R AR 2, A SR AR S B T R R A N B L R
th, IRZ AR S SCAR AT S RS, e SChR ST S I AN L

4. BRRAXFERORFRRE

RE N HCEA B CEEMRE TR, AFHNAE ., Fik, HEREZXEEAFICX
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-1 S ( The Format of Letter)

A AR B S R A A AE RS 5515 pR . 41 3SR pR R A8 AMTTTE R BE R 2
I E AT BAE, BRI E, WA B E . SLBUE . G B
fi5 . RS . WIERR LA, #acfm skl 20 e X5 R AR IE U5 BRI Rl . 7 5515 pR 2 TS R
KGR E. EAREE S KRER ., WALK, Rk, B/, TR,
ERR RS . AR A R AR R 5515 pRARE , 3R IE LSS AR ok 1% =0T AR 4
FLORAS O 738 2 A W o

— Rk, B A E BEME A FEEAMWM: FS R4 kL (conventional
indented form) FIFALHIF5L X (modern blocked form) ., ARIEN AN T =47, A DIAEE
— R AT R — A% 2, — BE 1 A AR FE LL R LA N A

(1) 53k (Heading) : {53kl & MRS ([F AREEANI . —fA w2 BNt A 15 k&
fEaE4t, WISEEAMESA . bk, s, FES, FRLRMEEKU LML, 5
Frifek, ATLARAR — AR, #RA R REE.

(2) KA5HW (Date): HIAFESELLLT S =A7838 MWAT, AE R AL R kL,
— A HOECTE A, X TR BT RMMER, fiEE B RS, ERSRiERET, B
—E BG4, REEHEFEIER, By EEAREE G H SRR 2 AR, 5 Er 3R R
& “24th March, 20027, 1 € [ (1) H AFRR LM “March 24, 20027 o AFyATHIAEZ 5 .

(3) {5 Ak (Inside Address) : WfE A B IEA Fidb b —BAE(E A2 B . 200 H
PURES =47, XAl ARIEAE R E .

(4) FRPE (Salutation) : FRIFZEGFE ATFAA(E SCHALSR TR, — MR 55 il fm ek 2 1
Dear Sir, Dear Sirs 5 Gentlemen, 3f FHS AT, 7EfEMMAELITo =47, FOFRMLE S,

(5) {53 (Body of the Letter) : PP —3{EIFHLSE, BEGXEREALT. Bifi
e B ok E I B . RSN ZR SRR, X — B TR EE W
— B AR, MRS YGRS, BREIER TELEN ARAGI, LG T XTI E
7, RS HFEMEZERR,

(6) Z5REHE (Complimentary Close) : 45 RBAUE G R M —MALSRHIE. ERE
—FALSHE, S A SRR X, g SO, JFE I, - E R
Ao MGG EE REUEAT . Yours faithfully, Yours truly (ZHTRE) %, WA AHE%H
Faithfully yours, Truly yours %, 25 RBAIELFAE CEEE—E, RGeS, EAREER
TACEN 5y — o1, WA S G, WE s B HE . FTER,

(7) TG N 4,005 % (The Writer’s Signature and Designation) ; %53 25 {5 AR
BNFAI AR, AFRAFKATLATED, 1 EE AR NG TE, WEEHATHENE

i G
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. XML RBOELLT =47, KAME HTs8EZ/ 550,

(8) B4 (Enclosure): WSRAEHAMF, 2 FMEMH Encl. 8 Enc. , #li: Encls: 2
Invoices.

e LR N\E WA, AL 2 B R SR LA S NS . SR 5 5
E{E R, DAUEID . e R, BRREH, REedkE %, difh A it s
FIRY, @R NAE TR —E5 R S 00E XU 38 i BB TR 4R
—E R IUHE . SmIESRNGEM, SBEAA—FRIFMENS, RIS HE—21Ek, A
A FERXPHE RN EE R RTFES A EE I FRIE, F3X. S5RAGE. &4 050
WA FE X .

BT BE (Letter of Congratulation)

—. BEMRTR

SR, RUBERMEASRRE . RBRERERTH, WEET ., BaE. L
HEHAER, EAEEEERE. LRI, Bl FilRahaih M B a2 5 8L
fi. BBEAXTT S RICEAS SR, BHRLACEAFL . RiAH L EEURE. Bk
EELR:

(1) BB REHEIRMOHE.

(2) EBg: XERHETREIAN

(3) HZRE: RIEZLHIBBZ B AR MBI,

—. ERaiRERANKRE

1. Congratulations, all of us feel proud of your remarkable achievements! i 54/%, FkA &R
PR HCAR ) DR R SR B

2. 1 am so pleased and happy to hear that... Wp%|------ FREPHEH &%,

3. I write to congratulate you upon. .. F5{FHAGP/R-----

4. 1 offer you my warmest congratulations on your. . . Xf TR R REU BT

5. We are just as proud as can be of you and send our congratulations. F ] M /REE] H #1Y
H5E! PLBTR!

6. 1 wish you still further success! il # /REUIS B A L5 .

7. We look forward to bragging about you in the years ahead. I A/ 14 227 A KM% H !
R

8. Please accept our most sincere congratulations and very best wishes for all the good future in
the world. & [a] /R R /R BLE FlER R AT AIBLAR o

9. I am writing to congratulate your success in the national college entrance examination. F&5
fRBLBRTE R % Th IS T 4 sh .

10. Your hard work has finally paid off. Congratulations! {RAJZ% F1Z% 3k A1, P04

.
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Sample 1
Dear Mr. Wang,

Thank you for your letter of November 3, 2014. 1 am sorry not to have written back earlier but
time seems to pass so quickly.

I learnt from your letter that you had received your Master’s degree. I would like to congratulate
you on your splendid success.

In this letter I am bringing you a piece of good news: Your wife gave a birth to a boy last week
and she is in good health now. The baby weighed eight jin at birth. Yesterday my wife and some
other neighbors went to the hospital to see your wife and to congratulate her on the birth. She told
them that she had been nursed with the best care since she was in hospital.

Now I am taking the Visiting School Test in Beijing. If I pass the examination, I will leave for
America soon. If not, I will wait for another chance. I've never been to the USA, and I know little
about the institutions and customs there. I hope that you will write to me and tell me more about
them.

With best regards to you and your classmates.

Yours sincerely,
Zhang Jiao

Sample 2
Dear Mr. Li,

I learned from Wang Ying that you were graduated with high honors from Huabei University
yesterday. | can well imagine how proud of your parents are now, who have been anxiously hoping to
witness your brilliant success. As I understand, you will continue to study in the United States soon.
I wish you greater success in your studies and research work.

With best wishes.

Yours sincerely,

Tom

Sample 3
Dear Jenny,

We are very happy to know that you have received a Master’s degree in literature from Tsinghua
University. To have reached this milestone in your scholarship at a young age is really great. It
means, [ believe, years of assiduous study and hard work on your part. And it is an achievement
you can be well proud of. Meanwhile, I got the news from Mike that you have just had a beautiful
newborn baby boy, I am sure that the little stranger must look like his father and some years later he
will be a smart fellow.

May the years ahead be filled with good health and good fortune for you and Mike. Best wishes
to all of you!

Very sincerely yours,
X X X
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Sample 4
Dear Ruth,

I offer my warmest congratulations on your promotion to Vice President of the company. T know
how talented you are and how hard you’ve worked to attain this goal. No one could have been more
deserving. How exciting it must be for you to realize your ambitions after all those years of hard
working. It’s been a real encouragement to me to see your efforts rewarded.

Sincere congratulations to you. Your expertise and dedication will bring out the best of everyone
on your staff. They’re learning from a real professional. 1 wish you still further success.

Sincerely yours,

Ma Lin

M. il
1. Directions: This part is to test your ability to do practical writing. You are required to write a
letter of congratulation according to the information given below. You should write
no less than 100 words.
2015411 A, ﬁﬁiﬁ%®%ﬁ%&$ﬁ@“ﬂ%£&(mﬁnww)%%%mm
FA 5L 71 SHITLAGA R 5 A R E RS 228 (HIR%% 310000) , #UBR Mo TH23 ) S22 i

2. Directions: This part is to test your ability to do practical writing. You are required to write a
letter of congratulation according to the information given below. You should write
no less than 100 words.

BN LEH - R

BUE

WA AL

(1) KIREREXS TR T+ A ABC A RIFYEHE, AEH &%, Frpst

Q)%?ﬁﬁ%ﬁﬁ&ﬂ%%@%%ﬁ%ﬁ,%%MLEZE,%%#w%&ﬂmﬁ
19 2% ] () AT 2555

(3) MTHEALFUME, #FEM, ALK

(4) BUHATRRIR, FEES!

s VL EEGATZRBE, THACHIES ZRBANE.
Words for Reference: & () overall; Bl () commercial; Bf %4 shuttle bus; #H G2y

) related company



B B E Rl E (Letter of Invitation)

—. B{EMRTR

BRI PFr . —FEIE, dndagnh; —FRdEIENR, B —rsiEE . g
(GO ELNAAS . BN R . SO EE . TS et R E SRS R
2, aJLMER FEOHE EE . EEiE R, MRS T AR AALRNE R,

B E 0 I S R R P, E R R ER LR LA

(1) fEFREZHBIENREETNEES F#E AT E, m#iEeE, A, H,
EIL, JLAERE,

(2) BIE(E 0 1 S AR N W 2 W 4 32 B s B2 32380, ANRE ST ELEE, DA xt Ty
A ZHE . fEFRRIEZBIENRIEE T, P2 R8E F£RE 2, R 68 (5
e [ BT AS B N 2 1 D P

ERARRERNRIE
It

1. Td like. . . to come to dinner. JE% 75 --- Fekm s

2. Request the pleasure of. .. Z§1F---

3. The favor of a reply is requested. #1055 bR .

4. May I have the honor of your company at dinner? ¥ 1] DAAG 328k i 43 gk w5 g <

5. 1 hope you're not too busy to come. &Eﬁ%‘g%fﬁ'hﬁ*ﬁ‘ﬁllﬁo

6. The reception will be held in...on... HfFEE T y: XIRRLE 217,

7. We sincerely hope you can attend. . ?‘zﬂ]ﬁ,ﬂ{# ff’]j‘ﬁlr

8. We are looking forward to. .. FA1#HFE -

9. We have decided to have a party in honor of the occasion. A Il FR ATk E 46 Sp— IR M 2>

10. # WA (E I k1

You are invited to. .. E#E#ig -

We invite you to. . .in thanking. . - FRATT M B EigmEm------

It would be a great pleasure to meet you on... (date) at the...in... (place) @R AVRAE H
oo CHI) —oeee (RRD) o (HBAY) BOVEEH, TN THERRESEE,

Would you be interested in. .. ? R+ H M A7

Would you be willing to. . . 7 ﬁ(%@u%’: ----- ?

11. S5 s .

We are sure you will. . . IR 1H(E A% ------

We hope you will be able to attend. FA 175 EAREEES N,

We are all looking forward to. .. FRf1&PHARF------

I will call you again Friday morning to make sure. .. FR¥:76E 1B F B IT H 35 B 45 A

Just call our office at. ..and we will be glad to. .. FHLFT----- TR

e



SHRIEMAXEE

12. A HE BAR AR

We are giving a lunch at ... (place) at ... (time) on. (date) to introduce. . . ( product ).
TN (HE) - (EFE) --eee (ﬂﬁﬁ) ﬁj]ti: c= S/l Bl (=)

The company will host a celebration in honor of David’s retirement at Nelson Tech, on
December 10, from 4:00 p. m to 7:00 p. m. A®EPKT 12 A 10 H F4-4 S50 7 S7EE KR
P R K TR AR

Refreshments will be served from ...p. m. to ...p. m. Z52E0BE M- (WskE])  AERz |-
(BFE]) o

The presentation will take place at ... (place) at...(time) on... (date) X PHRAEEAE----
¢ Hall) = (I fH]) === (Hu) 2795,

= 2 #iEE

1. Thank you very much for. .. 43§} -

2. Many thanks for your. .. JF#JEGH4R------

3. Please accept my sincere appreciation for. . . TF#ZFXF-- - HE ARG

4. T am truly grateful to you for... [HA------ AL BB,

5. Tt was good (thoughtful) of you... RZFEWAYEFE (i) e

6. You were so kind to send. .. HRKSELf LR -

7. Thank you again for your wonderful hospitality and I am looking forward to seeing you soon.

YR R R 3K Re , TP A A BRI,

8. I find an ordinary “thank you” entirely inadequate to tell you how much. .. F45f5—AY

B TR S A R R IBREE 4o
9. I sincerely appreciate. . . F& 2.0 /8-

10. T wish to express my profound appreciation for. .. FgXf------ REE
=. sl
g3
Sample 1

Dear professor,

I am the chairman of the Students’ Union of Foreign Language School in Peking University. We
are to hold an English speech contest next week. I am writing to ask whether you can honor us to be
a judge for the competition.

The contest will be held next Sunday, Dec. 20, 2012 in Room 200, Teaching Building No. 3
It will begin at 6:30 and last for 3 hours. Participants will be from different majors in our university.
Judges to be invited include another three professors who are very familiar to you.

We would be greatly honored if you can show your presence and provide us with your valuable
comments. Please contact us at 81234567 if you can come.

Yours sincerely ,

Li Min



Sample 2
Dear Sir/Madam,

Thank you for your letter of February 20. I'm glad that you are also going to Guangzhou next
month. It would be a great pleasure to meet you at the trade fair.

Our company is having a reception at x X hotel on the evening of February 23, 2015 and I
would be very pleased if you could come.

I look forward to hearing from you soon.

Yours sincerely,

John White

Sample 3
Dear Mr. and Mrs. Smith,

We haven’t seen each other for months. Kate and T would be very happy if you could come to
dinner with us on Friday, May 2, at six o’clock. Several other old friends will join us. It will be at
our house, and there will be a party afterwards, starting at about 8 p. m. You are welcome to stay
the night as there is plenty of room, though it would help if you could let me know in advance.

Hope to see you then.

Yours,
Li Ming
#IFEH = A
Sample 1
(XFIR 0142 381/ /5 #E Apologizing for being unable to give an early reply)
Dear Mr. Jackson,

Please accept my apologies for the delay in acknowledging your invitation for diner on 4th
September. | have been away from the office and only just returned.

Luckily, I have no other plans for the date you mention, and shall be happy to see you at the
Black Swan Restaurant.

Cordially yours,
%%

Sample 2

(XFANREZ TR [0] &2 85 1 {5 4 75 # 2 Apologizing for being unable to accept the invitation
and give an early reply)
Dear Mr. Howell ,

Please accept my apologies for the delay in acknowledging your invitation for cocktails on 14th
September. 1 have been away from the office and only just returned.

Unfortunately, I have other plans for the date you mention, but shall be happy to make a date

-9 .
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for some other convenient time.

Cordially yours,
X X X

Sample 3
(#Z 5 AHIRA AL BE48E Accepting an invitation to lunch with strangers)
Dear Wang Hua,
I'll be delighted to come to your luncheon on Tuesday, 6th April, at one o’clock.
Bob has often spoken to me of Wang Hui, and has told me how very much he enjoys having him
for a roommate. Although I have never met Wang Hui, I know him from hearing so much about him.
I assure you it will be a very great pleasure indeed to meet Wang Hui’s mother!
Thank you so much for asking me.

Truly Yours,
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1. Directions: This part is to test your ability to do practical writing. You are required to write a
letter of invitation according to the information given below. You should write no less

than 100 words.
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2. Directions: This part is to test your ability to do practical writing. You are required to write a
letter of invitation according to the information given below. You should write no less
than 100 words.
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SPUYS S (Letter of Thanks)
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1a A BT B ) s ( State what the thanks is for)

P MBI ) BAR B A ( Mention some specific reasons of your appreciations) .

TR . T A AN (Be sincere, brief, and pleasant)

16 S B2E Tl  (When appropriate, offer something in return) .

S G (E B (Send your letter of thanks as soon as possible) .
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1. Thank you so much for inviting me to your promotion celebration. JF ¥ B B g% 2
BEF R A

2. How can I possibly thank you enough for your constant support during my first year’s work in
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