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 Preface

FEREE BRI AYIRE, BRI A e 40 T E @R I SME AN A B R Y T Pk
SEHIEEERGAES RN NEBEHARI S, 2ERIGEBEFTIR I “HA B,
LR A SRR ) N E SRR BB AGR A SC AT R SR EE I . SH
JEALEVE R AR TR IR UEE (English for Special Purposes, or ESP), fRiR#E 3
—FEE T R AR EGE RS, MEW RESANES MR, BHE¥RMR, WY
A BT AN o S DETE S AR 40 T I ) ) R B N A I R . Munby 7R iR
B RFBRFIRUEE” (ESP) WREEWRITRHRH T “FF KT (needs analysis) IR, Atk
i, M AFEFH A, BELASEIZAWILE “ThrFE”, AL “ BAK bR
HER”, FELAHONIRYE LEREEMEL. Nunan F5HH, FTROWFEIERDTH: “FIET
B o8, UUTRZEIENED BSHEEEIM S “EETK” 26, UTHRIESH
B2 3] 3 58 IR S R B AT 45 DA B 5 X AT BT 55 5 B2 2 ) 3 B R MR A4E 5 AR A e .
2N N (students’ needs) EZAERUFHIEIT. MABTIRIA SRS RE T K¥FHELE
R NAR S E L E BRI FE. Fitk, SCHIGESERY AL AR &
RS

(CSEFHREERGE) REFERKESE CGEESAMER. FEETEBHR). &
BRI E USRS . E & AT 205 S SUR BRI 4R S 1, A 1R 53 1R S P AR IR
APNEEFHENLRRERR, AFEMRAMSCHAEHEERRE, ERFESH “3%
ERG” A FRISERE L, WL T SRERRIBE N . @i ANREEE R AN
HEEGEdE. s 18R, WU, FM. BEEE. FRRIEZAEUHR R, B
AL, NARKEEETEEENREASLE, BENETARAENSERR, Ef
BT HFZATEIREFAMAE. RIEEENTE, BHPEaEARERER M —LmH KH
BN, BERSEENIESIEKE. RIERES LU BN RKEEE.

AR ME R EE L. BHET AR AR AR BB, Wa] ENIEEE
VAR AR AE KRB A, & 7] UAEAREF ) BIFEH KB B EENFE IS HE .

ABHERK X%, BHE. BHBI TR, MEE. BB A0k, A, BmiE. %



2 RARBEXKEH

B AR S . Soh, RBANEE. ERAE, REFH. ERE. ERREOFSHL,
AR 530 [R] 2 A RS B A P TR L B | AR B, RATHKRER,
BEHTAEHR, AZHRFAMRZZALE, BiIF KRIMEEAFIEIE, UERKS%EE.

BRRIK
TRRARTTWE S LE
Email: dongxiaobo@163.com



%

¥

]

—E
=_
S

|
ﬁ&?&iﬁ?&ﬁ?mﬁ

=)

|

It

|l
ot ot of o ot M

=

£

B
i

Contents

H X

£ (Introduction) 1
HWNZER5ESE (Differences between English and Chinese Writing)
EE ¥ 5LHEEX/ASME (Linguistics and Practical English Writing)

B#EXH{5E1E (Commonly-used English Letter Writing) 19
R XAEEIE¥: (Writing of English Envelopes) 19
X HEHILEH (The Structure of English Letters) 22
FXPBEM P ER (The Writing Format of English Letters) 27
H % 1515 S1E% (Samples of Daily Letter Writing) 30
B XCH U S 1E (English E-mail Writing) 45

=% KRMBEFNAXSHE

(Practical Writing on Seeking Jobs and Studying Abroad) 53

|

B W WY S
HE I |

ot ot of of o

HEC A (Resume/Curriculum Vitae) 53
FKERME (Application Letter) 77

FEA NBRi& (Personal Statement) 87
#EF# {5 (Letter of Recommendation) 91
%15 (Letter of Studying Abroad) 99

$FNE BHHEEIFE(SE (Business Letters) 105
B

# B W
= i
o o o

T 45 TETE R BRI O ARE ORI A 2%

(Characteristics and Content of Business Letters) 105
AV S-BE R (Establishing Business Relationship) 119
#J# (Making Enquiry) 125

WAL H5iE#E (Making Offer and Counter-offer) 132

1



FAH T (Making Payment) 143
F/NT #iE (Shipping) 150
BHT B LR (Complaint & Claim) 155

2 AXS1E (Office Practical Writing) 165
% &3 (Memorandum) 165
ffiZ (Note) 172
H4NF1 /45 (Notice and Announcement) 181
ITIERFNINFER (Itinerary & Agenda) 189
LWAE (Meeting Minute) 195
B2 (Business Report) 203
UERA (Certificate) 211

|

?ﬁ%ﬁﬁ?&ﬂﬁ

B
==

N

=
>l

o of ot o of ot 4 S

b
o

FARE H#F5FEH (Public Speech) 221

MM iE FI X% R (Welcoming Speech & Send-off Speech) 221
FFHER A1 %3 (Opening Speech & Closing Speech) 225

& iftiE A0 45 5137 (Thank-you Speech & Farewell Speech) 229
LT3R (Toast Speech) 233

#&FLE0A (Wedding Speech) 236

1577 (Memorial Speech) 238

AR YF (Inaugural Speech) 242

%&?&%&%ﬁ?&?ﬁ%ﬁﬂh

o SFEHE
o = o <k 2 o

$tE & (Advertisement) 247

F— Mi& (General Introduction) 247
EE#EK (Writing Requirements) 254
Jufsl (Sample Reading) 259

B &

o

FN\E 58, IRPABRFMISIE (Brochure, Instruction & Manual) 269
#—4% 8™ (Brochure) 269
F N B4 (Instruction) 277
F=  FM (ManuaD 290



FNE BEEFRME{E (Business Contract Writing) 299
FB— WHEFEME N (General Introduction) 299
£ RS ERIMEE (Contract Drafting) 301

B=% HHRE%AR (Specimens of Contract) 308

F+E ZARIEXEE (Academic Writing) 329
B FERBCHBEERSK
(The Concept and Classification of Academic Dissertation ) 329
AR LRI S VERE A (Writing Features of Academic Dissertation) 330
WIEARR LI EESE (Steps of Writing Academic Dissertation) 331

ot ot

- S
e

S X3k References 361



#£14 (Introduction)

B RUEREEME
(Differences between English and Chinese Writing)

1. PABHER

—MNRIER BT R ZRE KRS R . BERTESNLILER, BA
RigtE, mB4rCRARENE, THEPATEETXNES, D FERRIGER 1R
MREZEFRE. KPLCR, P EERYE B O EES W TARMMERE, R7RIE
R B4 IR K “BARM 7, “BHIER 7. “BZH7. “FEWH 7 F BRI 52X,
a7 R BN 2 “ BARR ., “OHE”, “HRE7. “ERE7 M B, T
BA 10 o 7 B P AN [R] 7 T 43 T AR EE A4 .

1.1 ZEBBHESHERE

PEANERBAE, WMESAMHEEYE; EEANEME, WESTHEEZE.

o RS i G E A, — IR R, M. AEBEER AT R, BT
IR T “RAE—” BtiEk. Brihd BEANCE RS b 8 1 s — R AR &, 2
2HY), N RIFEWS TN . SFRFI L. 58 AR B4 7 SO PGE =4 T —
SE MR, (ERPGETRAEm. MR, RH—NEARHELR, DOERNE R XAEIR KRR
bt EH ETFICRER, ERAT R,

AT N, BRAFHIDRANLKNRNS; INHAR, EREBAZAER
WAMTES: NSHRLETKERTEZ B X ER T E T AKX 3 2% B AR
ERTET AR IER RIE, FrRAMBE AL EFEEMTREK. KERANBRARH
SRIAEEARYE, BRMATE REMZ AP ME, RENMEE . Aristotle K FYH
KFAFET “—REME” &, AEEMEANAMALE, XX FIRAEREANMBLE=4ET



2 FEAREKRBH

IRA 5 o

POBEEEA]TWEMG) T2 KN ERRMEAY, KIEEX ERER, a)FZEn]
PAZb HI B A RTER, FE AL T P EARBARE T K. .

MAEE T H =k, B sRRAE, SMTELTT RO, MIZEHEITEHK,
DIRRGE, B WIR. AL BRESESE, BRI SOKEEY, RIETFRTIE
FUNRRIER. (B (CR2HFR DEFRLI)

His “Three Gorges” is painted so exquisitely that the interpretation seems to touch the heart
of the Gorges. Mr. Yang’s depiction is very unique and detailed and light appears to radiate from
his smoothly flowing brush strokes. Although his brush turbulent and unrestrained, Yang Heyue’s
paintings have the right touch of color and balance. This work fully expresses the painter’s
profound affection for the area. (fiJ&7E  ¥F)

BAINFEFESCT LR 1, ARDUGET KRB T 20, ST &M RER. K
EEEE S EA EREEN T, BARYERBAGEN, LSRAMER SR EE.

1.2 ERBBHEIERBY

P EELE T A, WRBRZ NGBS, ERERLENE. ', bEY
SRR RIS R M7 8 W BOGE B AR, EAWT, FESSE, ME
WK ESHER T TR BUKSE.

DUE T E SR SO SO AL U R, -

FCE, BSEASR: AEmmC, —&—f AEEAmMS, RO

You can fight a hundred battles without defeat if you know the enemy as well as yourself.
You will win one battle and lose one battle if you know yourself but are in the dark about your
enemy. You will lose every battle if you are in the dark about both the enemy and yourself. (%}
i, 2009:4)

HEANEER, FrUME ECPIGEREE SR, RS, mESED, ATEY
SHEMEHE S, RAMEREERR. Bl L K B AT DGE T LIRS,
EAETEE TR AN AT Bk

13 ERBH#5ZEELYE

faj Bk, TEZ B YR BB R AR GRAM R B —Fh B 47750, B Y2
MNHEN RSP BY TS . FIWr . #2055 B YE /2 sE 3 sl e e 25 WL IR S A 28 DA TR
2, NHREREY%E. T ARPBRATMIEXUER, ARENBER -FMERE
Yk, MR, EEMMRIESFA RN MRRKROBER MR B, DS, HEEAH
T A At o

T EANEZ B YRR X BRI CF— Rt ER BT, thi
Bt%, EERZESRERTHH—FCF . REZATTHNEERERE RS FEE
K, REFHABLTRSIEE. 0«57 MEEF “K7, MERKRT —ILH SEMUEREND;
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“H7 MEAET 7, BBRRT —HErmgiR: 717 T P17, sRZEA R
TR AHHE, AT EZEEE, —RETREBWE, BEITHAM. #H, sm
EFREBRAZEEE.

FrilfE S B4R M T, DUBEM A THAEREZNIBSRARE M HEHA
A, -

(1) — &G RARIRR, ARREIRE RS, Rk, —E TR, A
MERESRRIEE S, PR AIEN,, ZeBEWTEE, YIWWRTHE, [BIEAMYT, HRIELRE. ]
BAMRIBERE, HAEIREni.

A mighty long river sometimes flows through a broad section with plains lying boundless on
either side, its waters rolling on non-stop for thousands of miles. Sometimes it comes up against a
narrow section flanked by mountains and steep cliff, winding through a course with many a
perilous twist and turn. A nation, in the course of its development, fares likewise. (7Kk3%3%.1999,
CHEPE E I EOCE)) _

ABGEHEAAR “KIL” BFESR, KA “RIREMPOBER”, 24 EANERB4EHR
Ko HPECHEREBLR SR RZEAL |, SEAH A% K R EREES, ok
LT BER N KB EAE KA -

(2) HTA=RTH, PIRIM, KRKT.

¥ 3: He failed for lack of perseverance.

(3) At =5 SF13B P _E B9

1E3L: He waited for her arrival with a frenzied agitation.

(4) Wisdom prepares for the worst; but folly leaves the worst for the day it comes. (R.
Cecil)

EX: BRAAGETARR, BEAEBRHA.

(5) In line with latest trends in fashion, a few dress designers have been sacrificing
elegance to audacity.

BX: ALHELGHRATANE, 27T REANKGXM, m—REREMEREY
AR

(4). (5) Pl FHh% 4 1a] wisdom, folly, elegance F1 audacity, ¥R HA X MR
B A WIS, SO T IR T S R B, I SO, HEREMS:
T T RSB EEE KU, LARRERAARENRSREAL, 146
DB 1 4 S5 AN DGE 8 ] 1 H) AT S IR

2. XA FHHEF

RBYETT I B R 2R RIETT AR a7k dE, DUER)T 2 “TWKE”,
MIER T L WL 107 RIRMMTRLE YT, R NEST, BT “H—32
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BT A TFEHUEBEFEAZL, KRSMHEENNG, HEIR, KKE
m, ZiEsR, MRTRAR “RBUE” 40, MEESESMEERHERK, FMN
W, i NI MEBETTX, A TS LSRG, DI R A B EE
MBI, JZEHERE, HAEY, BT “WKE” Ma T4, FEMNEBERNA T4
FILEIT R “S R, BCBEM IR THEDGER) FEMLEIE “ RKILRK, /EIRMERTIR . 8
LA 2R L, ERIE X2 R v B

“HFEEEW A, APFRAKAR, HEFXEDS.” (B CRE - B

“XEFEFIEH, NTARE.” GRER (RlR7)

HIFARMMM TOERNESTE, 7T THE, A ghE, GEd IR
P55 57 (5 A5 — 17 1 R S50 VAR ) 1 T R AR AR L, TR AU R R Rk B T AR S

We here highly resolve that these dead should not die in vain that this nation, under God,
shall have new birth of freedom and that government of the people, by the people, for the people,
shall not perish from the world. (Abraham Lincoln Gettysburg Address)

fESCAIH, BhiA “resolve” M) —ANFH%1 5% these dead, this nation, that government 4} ]
H “that” 5 “and” SFEETFBUERUAIENZHEZHEKXER.

LAY T RSB, Skt — A S SR ) TR S I AR ) IR S5 .

(1) The isolation of the rural world, because of distance and the lack of transport facilities, is
compounded by the paucity of the information media.

EX: §TFEBE, XHZELE, BRIAALEINRIBE., MXFFEL, XEE
HLEREME/EAOEE,

WELM RGN EE, —DNEE, WM EE, TAE, BERE—A3hE, X%
. PERDGEE T AT, ZAEhE, AU .

(2) 1P, MEARBEHN, HREARGE, 270EE, RPFEEMRR, HFHEX
B Z WM R; — N ARETM LB, BUEEE M R e, BB
%, HBERRE|— s miiE ot KR, B, KRERSES, REAMYE, 2AE, Hic
AE . FBIER CHERRIRK))

¥ 3 : There is of course autumn in the South too, but over there plants wither slowly, the air
is moist, the sky pallid, and it is more often rainy than windy. While muddling along all by
myself among the urban dwellers of Suzhou, Shanghai, Hangzhou, Xiamen, Hong Kong or
Guangzhou, I feel nothing but a little chill in the air, without ever relishing to my heart’s content

the flavor, color, mood and style of the season.

3. ER5HE

RPE T BREA Eah5#she 7y, BRIEXAEH B ENAR . F6EF g4
AR X KT P0E, SUHERME . B ERIE BRI SCk, B EIXFER S
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FABENESBAEW. L. AE. EX, #@%5 AUEWESL . BRITKARIKE.
MMERZ M EEEARESE X T HED L7 REFDGEAR K ES M RETEH
KA.

(1) Heis loved by all of us.

EX: RMARKBEAM,

(2) They are long-term policies, which will be incorporated in the Basic Law for Hong
Kong and persevered intact for 50 years from 1997.

B ik (2H) RRPBCR, CMBEBAASEFGERESY, £ 1997 F
B AT FARFERE.

) FABEFERIRTEXNT .

3¥3: Care should be taken to see that the letter is properly addressed.

(4) BaRESEFN, BRMNMREBRLCELRBELT KIERARIH.

$%3C: When I finally got up to leave, we both knew that a real friendship had been formed.

(5) The happy man cannot be harried.

#X: HABHERM.

(6) Individualized tuition and assessment are carried on to help the students.

B B8 EARANEACF AR AT B F A,

(7) It is suggested that each speaker be allotted five minutes.

B #EFLLTAGHERERL A N4

(8) Energy is need for the reaction and it is supplied by the light of the sun.

EX: ZFREEEZME, KFELUNRRBATEHES.

4. MRS AFR

FHER B —ME AR SR K F BT, BERAIARE 3K H R REEFE.
ERH. B, ZRAXMTEE/RENEY. YRAERE, XERENEPITE, HBAE
HEE, BERMNCE, MGEEIRTHERLMENEEaRLARLEE. X5
Hg T BETRALKRR, FHEEEM, MIGENEER. BMFZ, REEYR, UE
EAMK. HHLTILB:

(1) If anything happened to him, let me know.

FX: RAELETHLE), FBIK.

() —REBRFERE, LERFM.

¥3: The thought of returning filled her with fear.

(3) My heart went out to the old warrior as spectators pushed by him to shake Darrow’s
hand. (J. Scope)

B AR A SR X TR T, RRRAFXIEALZTHGEH.
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(4) A wave of cigar smoke accompanied Ogilive in. (A. Hailey)

EX: AAREHFNHFTHER—BRTHEE.

(5) Astonishment deprived me of my power of speech.

EX: RIFFFARBER,

(6) My heart failed me at the sight.

EX: —AMEFRALET FA.

(7) His first thought made him sick and numb.

B g F A RAMER, FHARKE .

(8) All my courage deserted me.

EX: X7 A

5. WiCER

51 HEPH “—RAZX” M “—EAZA”

P R, RS X E S, & T AR, FAR SO TR TR EE K
MATPEHE N . Hod X RIEW EZRIN “—RmZ X7, “—idL/H”.

Ak, AR SR KRR EEGR TR BRSZ R R . FEFATLAZGE S LT LE 2 X
] g 451 15 B

(1) LA play A%

play the piano 4K %E play the violin $z/MEEE

play the flute B+ play basketball T 5k

play football B¢ ¥K play cards ¥T#

play chess T play a game Bk

play a joke FFIrZE play on the swing H#KT

(2) LA clear A%

clear head TEREM) KK clear water FEBIRIZK

clear air {HEH KT clear sky TEL =K R
clear picture 5B &l clear view — YGRS/ BB EIML A
clear conscience [A].0:THR clear understanding EH] i3 fi#
clear thinker & Bb 2 2% clear meaning FHFARI B

clear skin J5#HIVLK

(3) LA like A

(O The two buildings are very like.
X BERERARR . BRI

@ Don’t treat me like a guest.
MIEEUEN. (D
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® Like enough, the ship will arrive in the port tomorrow.
XEMR AT RERI R BEHE . (B3]

@ Like know like.

JEMEIR M, (1)

® Ihope I can drive the car like you do.

BA BT ETFRBIR—FEEF . GEIRD

® 1 don’t like smoking.

TA XK (Bhia))

(4) LA reach A4

(O The snake charmer reached out gingerly to touch the snake in his basket.
T N NOR BT L EME T BRI L. (1 “BF” 3B
@ The ladder won’t reach the window.

BT AEEG . (FF “1Eff7, “fHE” 3

® The heat of summer has reached its climax.
CLREFRHAMRAT . (FE “FE” ¥

@ I’ve been trying all day to reach him on the telephone, but he’s very elusive.
TATVRER AT ad e, (HEEAF. (FF “BRR” ¥P)

® No one seems able to reach her anymore.

R NBES PR b = AT . (FF “sgm” #6

® Sales reached the thousands.

RERSE T BT 0. C(fF “2it”s “ Bt ¥h)

52 AL EXMEETR

DUE A B 3 BRSETE 98, -

111 hill, mountain {5 lend, borrow

% take, bring, fetch Y cry, shout, call

& smile, laugh '] door, gate

K2 university, college /5 smell, hear

SR A LA CHDGE R, 4D

wear &, ¥ river {L, A

marry 2, & brother Ji3, [FM, RNk, #HK, &K

president B4, K, FFE, KK, #FEHK
brother-in-law WL, W, @K, &K

uncle A5, M, B, @i, HM

wife KA, FEF, BA, ZE, BEO%

aunt (A 8F, KW, @R, GREE, Gk, B, 1G, [k

7/
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53 WAL S XFEERARE

EERIACKIEE, AT HERKKIIHHE . SAARESHRIKSE LM
FIESCAHFAE, HRZHHERLT, dTSREME, HLEROAR, HXERTERIF
HEEN, XMERIBOA KPR SRR . T i 3A 158 1 — L4617 R U B S BRI
B B S ZE S HIAN R

34 L4 as strong as a horse WP FEM as silent as a fish
JEZPHE L neither fish nor fowl —3 WYL as poor as a church mouse
5F T4 as close/dumb as an oyster KFFHZE cast an anchor to winter

KU AR SAE SREEREE SRS —88iE. 28, BERNCELRT
LA Bh JAT 58 VR 20 PR AR S DR R SO & IR Badnie,  SED0E &R KB I S
RiE, REY], BEXFEE:, HPAADRE, W SHREERTR R s RE S, 3R E
FET AR BT S8 BT 5 R B AN 7] 0 75 SCBRAR T R @ 1) BAF JL A

—Hi AU to kill two birds with one stone

AIGELGN to kill the goose that lays the golden egg

FERE 2T ablack sheep

AFK{EE to put the cart before the horse

X WAME to rob Peter to pay Paul

PJii% 5| E to throw a sprat to catch a whale

% JE KX love me, love my dog

HEEZS L to gild the lily

% EHAZK apple of the eye

I HF#r to kick down the ladder

XA4-53E to cast pearls before swine

hE 43, ANEAKHE Fine feathers make fine birds.

T EBRA T A — LA b B ) R B SR DUE R R S ZE R

(1) BELHEPEFN T, LRIOLRBEN, FFLifN, JEALE, EAL “=1N
FHIE, R ERE”. ((fFsh )

Dark trade-signs flutter above the wineshops, and red charcoal glows in the tea house stoves,
while men and women stream by, on pleasure bent, to throng the countless taverns and music
halls. (B%E#i. BJ5&F)

(2) M¥FERNE, IHEBHFACTIL, RERE, 48 CEMhKHER.
KD

It suddenly dawned on Hung-chien that Chao’s rudeness toward him had stemmed from
jealousy, for Chao had obviously taken him as his love rival. (J.Kelly& N.K.Mao 3¥)

(3) You are quite wrong... in supposing that I have any call... to wear the willow... Miss



