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1. RXBESHEER
( The Ways of English Letter Writing)

1.1 E L WESHER S5C M ( The Five Cs Principles of English
Letter Writing)

— MR, A AR, R ERE R SCRESER SC RN, BRI
( Consideration) . fij i ( Conciseness ) . & M ( Clarity ) | #L % ( Courtesy ) FI IE #fj

( Correctness)

1.2 315454 (The Structure of an English Letter)
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78 Hedong Road

Changchun, Jilin 130003

The Peoples Republic of China
12 May 2009

Mr. Max White

153 Mortimer Street
London WIC 37D
England

Dear Mr. White .

I feel I cannot let the occasion pass without writing a word of sincere thanks for your
very kind and acceptable thoughts in providing such a magnificent reunion dinner for

us on Thursday evening last week.

Besides, we found the deliberations before the dinner extremely helpful, and I hope

that your staff the same.

We do hope that we will be able to build on the many friendships we made in Britain,

and help to forge happy relationship between our two companies in the future.

Thanks so much and best wishes.

Xiao Yilan

President
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By

General Manager
E-Cubix Co. ,Ltd.
312 Xianxia Rd, Shanghai

Dear Mr. General Manager,

I graduated from Shanghai Jiao Tong University in 2008 and am currently
working for a computer company. With five years of work experience, I have
familiarized myself with computer skills, especially with COM, DHTML and Java.

It is to my delight to learn that your company has an opening for the technical
manager. [ think my academic and work experience will qualify me for the position.

It is not that I seek for higher remuneration, but that I want to further develop
my talent in the field of web development. E-Cubix is just where I can hope to realize
my ideal and ambition.

I should be most grateful to you if you would give me favorable consideration.

Yours sincerely,

('signature )

Wang Xiao

(=)
295 - PR R R I
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Dept. of Chinese

Southeast China University
Nanjing, Jiangsu

P. R. of China

November 17, 2009

Dr. John Tribble
Chairman
International Studies
Sage College
Albany, NY12180

Dear Dr. Tribble,

Mr. Li Yao who has just returned from your college informs me that you are
considering giving a course of the Chinese language to your students in the next

academic year and looking for an eligible instructor for the position.

5]
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I have been teaching Chinese for almost 6 years to foreign students residing in China.
Through my efforts I have come to know well the major differences between English
and Chinese and found an effective way to achieve satisfactory results in teaching the

Chinese language.

Kindly consider my application for the position and let me know when you have made
a decision so that I may have time for necessary arrangements and preparation. I will

be available from after this summer session.

Sincerely yours,
('signature)
Wang Xiang

Bilingual Instructor

)
EEII

PRATE Y RE AL —DHBA RN T, AR ARAT, 8 A LA
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Sept. 27, 2010
Dear mum and dad,
How are things with you? I havent seen you for almost one month. I miss you
very much and cant wait to see you.
This term I have taken 7 courses, and they are College English, Advanced

Mathematics, Building Equipment and etc. I feel that Advanced Mathematics is a

little difficult for me. However the most difficult course, I think, is college English.
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I am trying my best to learn all these courses well.

There are several activities held by Architectural Engineering School, like the
Party to welcome the new students, and Basketball Match and so on. I like Xi‘an
Eurasia University, including the beautiful campus and kind teachers, esp. lovely
classmates.

I can take good care of myself, dear Daddy and Mammy. I am looking forward
to seeing you soon.

Truly yours,

Daming

()
TR

PR, A AERAT B LIRE A = 281 1 FRARKIR, RAAED L
PR 27 B 30 TRE = Beoy ), B2 TR A o X 30, AT E 24 LT TR, A 5
SERE AR B R A it/ W 55 A BRI LR A A . AR I AR
oo (HRFRAR 7T

R E PRI 2 BB R, S5 R )|
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Sept. 19, 2010
Dear Zhang Hongzhi,
Time flies. It has been three weeks since we met last time. I miss you. I am studying
at Architectural Engineering School of Xi%an Eurasia University, majoring in project
cost. This term I have to learn several courses, such as the principle of Marxism
philosophy, College English, Accounting, Financial Management, Introduction to
Computer, and etc. I am so busy with my study, but I feel very full.
I am going to see you during the National Day holiday. Wait for me.
Sincerely yours,
Li Feifei

Wh (%)
PRI AT e .
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Oct. 18, 2010
Dear Prof. Brown,
Many thanks for your kind instruction during my preparation for the English Contest
held by Foreign Languages School of our university on Oct. 15, 2010. It was nice of
you to give me so much valuable advice and so many matters for attention.
Its my pleasure to be your student.
Thanks again.
With best wishes.
Sincerely yours,

Li Dong

%3]

TR AR BRI 2 e i T2 g T A 41y 0803 BEF ML, 85 15 2 AR I I A X,
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Words for reference:

F A 4e 7R %% . one-thousand people waltz

HE% . rehearse v. rehearsal 7.

1.4 LR[BS EE & ( Classification of Envelopes)

SAZ Ordinary Mail
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