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AW B &= (Letters and Communications)

KX PES5/FHEEI (The Ways on English Letter

Writing) seeeeeeessrsesessesnnans

1.1

P— et b ek e e

DR R T T YY)

HXPBEEER 5C JRN (The 5C Principles on English Letter
1.1 4RRE(Consideration) s*sesssssseecssescscscsssscccccssssscsscas
. 1‘ 2 frﬁ .;g (CO]’ICISEDGSS) 06 000000000000 000000000000 00000000000t s00 000
. 1.3 ?ﬂ‘%’r(Clarityj L R R Ry
.1.4 ALSE (Courtesy) +eeeesseeessssreesstrneecracstornonsaannacscncns
L1.5  iE BB (COITeCtness) @+++s+sssssessssssassessonsearesasssssesaes
B H{FEH5 W (The Structure on English Letter) ececcecssceccccses
1 453k (Heading) r++ess-seessssessssassnanennteesnsisencnseenns
2.1.1 1%k E 3% (The Layout of Heading) *etescerececeeccccces
2.1.2 H ﬁ—"—f} 3 (Date Line) ecseseesssessscccccencenncsscssssnce
2 # A4k (Inside Address) *+=-* cecnsesacasessesssnsasssesacnes
3 ARTE (Salutation) *+¢+ee s sesseeseasssosstintitatsiisrntisnisies
4 % (The Body of the Letter) ++++ssseessesesosesserarsaraans
5 #& & 4L (Complimentary Close) +++sssssseserernnsarnaanace
6 % £ (Signature) eesessressescencttttiotiittiisniitstnaiiins
7 F4F 5 (Miscellaneous) et esesseesrecacsaccccacconconces
2.7.1 W (Enclosure) s+s+seseesessesseesssnsnerunnscracesses
2.7.2 ﬁg (POStSCript)sesvseseeseossererccrsectocsoccrccntances
2
2

"7‘ 3 i}ﬂ‘ii%(Carbon Copy Notation) ............................

s el od S A e 4

7.4 $ 5‘3 (Subject Lineor Caption) esesescsscssessscsseossanss
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1.4
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.2.7.5 %A A#4 (Attention Line) +rs+sesssesesssessessesens
.2.7.6 £ 5 K5 F %5 (Reference Number) ovesereseceneeees
3 F5 {5483 (The Style on English Letter) sseceseesecesrrcrcece
1 B3 X (Block Form) s++steseesessessnsrsssssossassnssossaesss
.2 447 X (Indented Form) ss+ssessseesessssasssseeaensonsonnnns
.3 BA X (Modified Form)«sssessessessesseascassassniarnirancne
12 M 3 (SUpETSCIipLion) =++++s+sessseessesnessaranssasusssssaesses
(5% B 9 (Letter Folding) +reeseveeessreessennesssannsinunsscsanenes

2 *AA-’-FSE(Personal Correspondence)

2.1
2.2
2.3
2.4
2.5
2.6

F A5 (Family Letters) seccescessescsecseotaoceatnacnocacctaotaonses
ﬁf%f%‘(li‘riendly Letters) secesrccesccscscssscossscsccsscssccasconcs
%:B(Love Letters) eeeeveceseevosreererv e s st sssssssssssseenass
?’J%{%‘(Date Letters) ..............................;..............
KBS (Wooer’s Letters)

%E{E(Letters of Tactfully Refusing) *s+esseseresecssrcsncccsces

3 3 A{E (Social Correspondence) ++eesssrseesersnssssesanans

3.1
3.1
3

OJF—‘(.O?J

BT (Letters of Invitation) ese+essssssssessessnnsasssssesnnces
1 iE A ik (Formal Invitations) +o+eseseserasesensssosanenaes
.1.1.1  #%3F % n % K 2 (An Invitation for a
Conference) +++essessssssssssestsscstosenssesersaseaseoes
.1.1.2  #3E #4735 5 (An Invitation for a Visit) sseeerceeceese
1.1.3 % i#F # 474 YE#F % (An Invitation for a Joint
Research) 280 990 000000000000 000000000000 9P0OEREcOs SOOI TETETS
.1.4 % 5 W E ¥ (An Invitation for an Exhibition) ******
1.5 %EFSE LS (An‘ Invitation for a Reception) ***** .
3k i X i# i (Informal Invitations) escerecsessessesonccccccces
.2.1 #iE % v F E KA 2 (An Invitation for a
Celebration) =+sseesesessosesessesseetustiassosnoessasons

.1.2.2 #iF # Z (An Invitation to Dinner) seseereesesrceececees
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3.1.2.3 #i& A K %& % /£ (An Invitation for a Short Stay

at Home) tesseeeresasseccrssescsssarosnaceses
3.1.2.4 #i& A K # B # W% E 4 (Inviting Friends to Dinner
and to Theatre) *++osesessessessersnsesassoscesssocesasans

3.1.2.5 & L% ¥% 4 £ Ai#%i& E K (Daughter Acting as Hostess

to erte an InVltatlon) L A L LR LR T R TR TPy
3.1.2.6 Bi ik (Acceptance) seeeesessessseserrtienntnniitireineaes
3.1.2.7 2 (Regret) +sessseseeresssserssastnsnessennaencesnnans
3.1.2.8 HUH #% 1% (Recalling an Invitation) sseeesecsocsoecrsocce
E@iﬁ{%(Thank—you Letters) sorecceesecsccctcascsctsascccrvsncscces
2.1 B M A AIFE (Thanks for One’s Hospitality) seseeesesreeses
2.2 R Z 47 (Thanks for Send-off) **+- essecssesserecnssesracas
2.3 Bt A A %MK (Thanks for One’s Congratulation) *+*e+e =+
2.4 Hoifbik 214 #4L 35 (Thanks for Wedding Gifts) seeceveseces
2.5 M3 & (Thanks for Recommendation) *seseestessecesvenees
2.6 Hu# 5 8 (Thanks for Financial Aid) sesseseseereesscescecaas
2.7 RMEARETHAEH (Thanks for Application
Materialg) +o+++s seessssssesesessssrrsansresacasarsascrsosssences
2.8 Kb % B (Thanks for a Kind Favor) ceeececerersoescarcecoss
2.9 RiM4% % (Thanks for a Kind Visit) seeeseeccces cessressevee
2.10 & #t 3h & (Thanks for One’s Consolation) seessssesesscceces
2.11 Hi# A A4 F 2 (Thanks for One’s Condolence) s+ e+ *eeee
ﬁﬁﬂé‘ (Letters of Congratulation) sss+esssesesececescscctccenacenes
3.1 73 A Ai7# (Congratulations on an Engagement) s+sc+¢tes e+
3.2 3 A A% ¥ (Congratulations on Marriage) <**°* sesesencesane
3.3 B A AF T (Congratulations on Newborn Son)  sseeseeseee
3.4 W A A% H (Congratulations on One’s Birthday) se=sseevee-
3.5 51 A A ¥ B % A& (Congratulations on One’s New House) *°°
3.6 A AKX ¥ ¥ & (Congratulations on One’s Graduation) ***
3.7 % A Ak % (Congratulations on One’s Prize-winning) *++-**
3.8 W A A& (Congratulations on One’s Promotion)  ***<se<°*
3.9

i & A F 45 51 # (Congratulations on One’s Published
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.3.10 3 A AT 9 # 2 8] (Congratulations on One’s New

Company) tectestererreretetiteittetttcserscniinisaasnnss

;%F%{%‘(Letters of Condolence) tescsecsscssesresssenvssssrrssasesnns

.4.1

4.2
.4.3

.4.4

.4.5

5.1

5.2

.5.3

.5.4

.5.5

% vZ A A 9% ¥ ¥ (Condolences on the Death of One’s
Mother) +esressessssseasesorencascaorascancancesssssesnsonsans
% % A AT # (Condolences on the Death of a Friend) +**+**
% 7% A A 49 £ F ¥ (Condolences on the Death of One’s

Wife) sereeserssecccrectontceccicocrtsonccsncsacsscssscnssnnns

% vZ A A4 3% F % # (Condolences on the Death of One’s

Chlld) 900 090 000000800000 0000000000009000000000s0s00osscrssconas

vz & A &I £ (Condolences on the Unexpected

Dead) 00 000000000000 000000000000 000000000 00cccbosscrrecrers e

B {2 (Letters of Consolation) e s+ sssssessssseseesssacsscssonnes

K15 A & (To a Friend Who Is TI1) esseeccercccssccssccsccanes
AL ) 1A A& % 45 (Consolations to a Wounded) *+* e sss s ersces
A 19 1A & & % (Consolations te a Friend Who Is in
MiSfortune) *o+sessesssscssoseostossocssessessssasssecssosseses
L ¥} & A i% & (Consolations to a Friend Who Was

RObbed) +++eeesenessnsarneeesaeataonessecnsonsacnsncsensosses
& 5] BB & % T (Consolations to a Friend Disappointed in

Love Affairs) 90000000000 000000 000000000 cs0acsnenrsrsrs s one

ﬁé’g%(Letters Of Introduction) L R R R T R T R

.6.1

0 A A8 4% (Personal Letter of Introduction) <sssssee* RTPP

3.6.1.1 #HANEAFEE XK (A Letter of Introduction to be

Presented in Person) D A X R TR Y T R TR P PP PPy

3.6.1.2 H§ & #4412 (Letter of Introduction to Be

.6.2

Malled) 90000600000 0000000000800000000cs0sssrsesressasnaes

B 7 A 8B 4% (Official Letter of Introduction) — ssessereserees

Tﬁﬁ%(Letters Of Recommendation) s cssssscsscrtcsnsssesr st e

.7.1

% ¥ & # 1% (Letters of Recommendation for Studying

Abroad) 00 050 00¢ 000000000060 00000000000000000000s 00000t 0seone
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3.7.2 K IH A1 (Letters of Recommendation for a Position) ***
3.7.3 B # 1% (Letters of Self-Recommendation) ssseesseccercoecee

.8 K%1{= (Letters of Application for Study Abroad) seceseeeccersee
.9 %E‘X{%“‘(Letters of Admission) teecteccsessrrsescrtcsstocciotrnnes

.10 3KEUE (Letters of Application for a Position) sseesssessensences

3.10.1 K #%4% ¢ ¥l (Examples of Letters of Application for a

Position) seecesseesescercostcsccosssssccsncnnsrsorsveccccncscce

'3.10.2 # £ 34549 ® % (Reply to a Letter of Application for a

POsition) *rtceresecescccccorccrtccotcicstccsnccrosresscsses

3.10.3 8 & & (Letters for Reference) cssccseresoserecoscccccccce

3.10.4 * 8  & 698 § (Reply to a Letter for Reference) ++°*** -

3.10.5 % % (Follow-up Letter) ssetesesresrosrossccccccaccacaces

.11 3R A1 (Letters for Trial Employment) c®*sesseeesescssroccecces
.12 JE{R4E (Letters of Employment)  sssstesssreseecssceecronscene
.13 ﬁm{%(Letters of Resignation) eescesesscssssssersesassacsanncse

3.13.1 # IR F ik (Letters of Resignation) +sssesseseesencencecces
3.13.2 *f# BR3¢ = F (Reply to a Letter of Resignation) ***=**
.14 Bif14E (Letters of Inquiry) seeesssssessssesssstesisctcsscnues
3.14.1 #® PN % A4 (Enquiring about Admission Abroad) ***** .
3.14.2 # 3# # K 34 £ (Inquiring about a Job) cetceecccereees
3.14.3 ﬁl’ffl‘(lnquiry) ...... tevessceccenscsscescesscssassesssseerass

.15  HK{E (Letters of Requests) teseco st st eesannassesesssccsnecnn

3.15.1 ik & £ % )] (Requesting for an Observation) ***** sessees
3.15.2 ik K & 153 ¥ (Seeking a Cooperation) = ssessesesececences

3.15.3 £ 4 R (Requesting for an Appointment) ®es=esrerseeeee
3.16 KBS (Letters of Asking for Help) seesreereessoesccacccccnnee
3.17 IE#AE (Letters of Apologies) rreeseresessssensactoccacnians
3.18 BEAL{E (Letters of Sending Gifts) sreseesercsecsssrosaccecconas
3.19 WIH{Z (Letters of Purchasing) seseseceesesossrenanacccceccancns

3.19.1 iT ¥ ik (Letters Confirming an Order) seesseoreenrcecses

3.19.2 #i7 # £ TRenewing a Subscription to a Magazine) <+=****
3.20 M= (Letters 'of Advice) seserecesesssrccsrtncetecttiisaionne

86
89
91
93
97



3.20.1 &4 % # % (Offering Advice to a Youth) eeseveeeceenece
3.20.2 MAMMB AT E B (To a Friend Who Seeks Divorce) ***
3.20.3 #12JLK ¥ (Advice to Nephew) *oeseesercrcccccnccacneacas
.21 FiT{E (Letters of Making Reservation) +se«sesereersseccrcences
3.21.1 4T & 18] (Booking Rooms) s s+ sessesssessacssassoseraeces
3.21.2 4T X ¥ & (Booking a Train Ticket) ssececcecseccescreces
3.21.3 FiiT kM & (Booking an Air Ticket) seeescesececcecaceses
3.21.4 FRITH 4540 12 (Booking a Steamship Ticket) <s+essseeses
.22 FEHHS (Letters of Information) =+« +essessessssssssssasscsensans
3.22.1 44T (Informing of a Newborn Son) seseceereseeenees
3.22.2 ifi %= % ¥ (Informing of Divorce) seseesoseveesscccocccnceves
3.22.3 ifi =ik #k (Informing of Reétirement) ceeceeorserserscoccce

B35 7 (Daily AssOCiation) «++«sssessersssssrarsresreessseonens
.1 ‘iﬁﬁ(lnvitatien Cards) eeseeseesssscvecsccsaccacssscrvcccoccscns
4.1.1 #4344 R (Invitation Card on Wedding) **e*sossessosonsonses
4.1.2 &AL R 654 § (Reply to Wedding Invitation

Card) 006 000 000000 000 00 0erssvset 000000000000 000 000000000000 EOY
4.1.2.1 # % %% (Accept an Invitation)ssseesseecsessececssssee
4.1.2.2 % ¥ % & (Politely Refuse an Invitation) seesssesesssces

4.1.3 3@ # 4% 2 (Invitation Card on Reception)  seeccecsececss
4.1.4 34+ £ (Invitation Card on Dinner Party) cesecesssescste
4.1.5 * # 4k & (Invitation Card on Danee Party) ccccesceccscess
4.1.6 ¥ 4 i £ (Invitation Card on Get-together) ssecsscsesoecee
4.1.6.1 #t i ¥ (Invitation Card on Bridge Party) e*cee°°*
4.1.6.2 M B i £ % % (Invitation Card on Cocktails) <e=*°*
4.1.6.3 X £ ¥ (Invitation Card on Tea Party) ccceeresesee

.2 ¥ (Greeting/Congratulation Cards) se**sssesseserecserecrncses
4.2.1 dﬁ 5] ﬁ‘F‘(Festival Cards) sesessessscscesssscsscrs e s e
4.2.1.1 X ¥ . ¥ % % -k (Christmas and New Year’s

Cards) Y T R R Y

4.2.1.2 % ¥ % £ (Spring Festival Cards) essceecescscccccccces
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4.2.1.3 #HWHE 'F.(Teacher’s Day Greeting Cards) *s*e**+=+ 149
.2.2 %8 ﬁ‘f-’(Birthday Cards) c*reeceessessssssccccrcsasacccnces 150
.2.3 #ALF F (Greeting Cards for Marriage)  ts=csesesecseeeess 153

fE 2% (Notes) +#ersssesesssescasusasmoniassassssesassssoncscsssrans 154

iﬁﬁ%(Asking for Leave) c*eessessecsccsscccsssscncesssasaccssces 157
.4.1 Hm A& (Asking for Sick Leave) ceveseecsseccecccsesnecaee 157
.4.2 ¥ % (Asking for Business Leave) eseeseseecreesceccccecse 158
.4.3 4 % (Asking for an Extension of Leave) ¢scc¢secececces 150

B85 (Notes Left) +eer cesreneresesrstsenroseseseasssstsrraesntns 159

R4 J (Postcards) »e+eeevessesssssssssscssssrsitsensesssnsessenss 16]

@H‘(Visﬂting Cards) sseesseeretesrcccscenccnsrsvaccrvasccsccsasee |63
7.1 & B 4] (Samples) seeeeereeseeressennnes ceeececerenncesesnes 163
.7.2 &R EXWEPE5EEM (Daily Usages of Visiting

Card) *eessressscrcerosccascsscrrasncescsnccsscnccacssccsssancs 164

L B = R B . . S B N

=]

w"g(words Of Encouragement) sessesesessssesess et ttssrtattans 165

0O

F5117] (Inscriptions) *seeesvererecssccccccccsvorcaosssscccrscsccsnces 168

%*ﬁ*ﬂ@ﬁf(’relegram & Telex) seovrecssserascnces veeesasnees 170
5.1 %ﬁi(Telegrams) esssscnce esecsssessracssesssessro e essecanese 171
5.1.1 #3445 3% X (The Structure and Style of a
Telegram) R R R LI T PRI 44
5.1:2 & X B4R 4549 £ 32 (How to Draft a Telegram) <eveesees 172
5.1.2.1 &4k X A4 #44] 3% % 49 (The Syntax of Telegram
Messages) +er+rseessnnreesssssensecssnnnnsneisnniens 173
5.1.2.2 ¥ @ 4R X 5 ¥ & F 5 (Notes on the Draft of
Telegrams) e+ ssseeseeerecrunssesnneniissuesisinsenees 175
5.1.3 #4849 5 45 &) (Rules for Combining Telegram
Words) soeeeessesssstanssoresmmasasessensscsasessansnsacnase |77
¥, 3 52 #) (Examples of Various Telegrams) sesseeecesececes 178
4.1 B4 XX # 4 (Plain Language Telegram) ssesseseccescecces 178
4.2 B % % & (Commercial Code Telegram) «++se==2e 179
1% ¥ 3% (Letter T_elegram) tecssscreicsrcsrerscsscesacnsscaes | 8()
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. %ii'ﬁﬂi(Ordinary'Telegram) R L R R R I 21 ¢
o & %, 3 (Urgent Telegram) ++e+++esesssessanseenseccres 180
#7 ] %, M (News Telegram) c+esevrereerrercsasorercncacnnces 181
E X % # (Official Telegram) tesessssssessrassesssnnennasss 182

.10 #: % & 4R (Telegrams for Social Correspondence) ****+++>* 182

L10.1 #R # & (For Happy‘New Year) seceesceccecccccceace 189

.10. % 23 (For Merry Christmas) *sssssesesersecececes 183

.1.10. # %% B #.48 (Wishes of Other Festival) <s+v=cees+es 183

. 10. 4 H #.#& (Congratulations on-One’s Birthday) *+=++* 183

.10.5 ¥4l # # (Congratulations on One’s Wedding) <***** 184

. 10. #. % 75 T (Congratulations on Newborn Son)****+++=+ 184

. 10. B 47 4 J (With Best Wishes) eoeeeeees verecrvsnccnses 185

. 10. # % 5 & & (Invitations & Replies) e+ereseeresesecees 185

10. KM 5 B ¥ (Thanks & Apologies) <+sessesssececeeser 186

.1.10.10 i 40 (Notices) <evereeererrorrrossrscrsocsncsconasases 186

.10.11 % 9 5 % v& (Consolations &. Condolences) **s+++s+ 187

.11 # % .48 (Commercial Telegrams) «+eeecesececceccccccsces 187

L1.11.1 B % # 4R B ¥ #0142 (How to Draft Commercial
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