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PART ONE Social Practical Writing #t 3 #L{¢ 32k

Letters of Invitation, Thanks and Apology #is{E ®#E EBEHEE

I . Letters of Invitation BEIE{E --reorererremremrmn e (21)
D REDULPHT cos ies8n feeennsviidons ssvsasasessnaasssrassosesonsessorsossassressocsnossansassosessaier (21)
. Invitation and reply BT EE A +oeererervererererritiiiii e (21)

i1
2. Invitation to opening ceremony of new factory S NFT | FF THLAL ovveeveevrreneeneeees (22)
3. Inviting a friend to informal luncheon BTHFA R IEFEGR  crovererrrrrererr e et (23)
4. An invitation for a reception HIF S IMIBRFLD wcoveerreerrcrr e (23)
5. Inviting someone to address a meeting BETF PR covovvveerrrorerrneriiiiiiiiiiiien (23)
6. A letter of accepting an invitation BEBEfE  wov e rerrr e te s e (24)
7. Invitation card FF M e eeeeeeeeeeeeees woidss vasipe denmenishbies s isenea nasds pesis vecane  (OAY
P T TFIEE LR o« osien cvnvvrnsiissunos Sonsion snpweduns rowmss sanserpesnevservernmsesvue svonss vovars (Z8)
P SEFHAITR e v eer e e et s e e ess e s s e eeeeee (30)
1. Letters of Thanks RIS < evvererrerrmmrmmnn i e e (32)
1. Thanks for dinner B BITH ++vreverrreerrsresennmesneneiieeinttieeneiniestiesnasecneseaeeen (33)
2. Thanks for help B EF B -+ eeeverrrreerersomesnimiiient et seeceesassensseseenneeee (33)
3. Thanks for sending account B ZF LB A5 -oeveerrrmerererenernniniiiiiiiin s (33)
4. Thanks for hospitality S EREE -+« wvoseorerrermemesreereemiiieneaeiniiee i (34)
5. Thanks for a gift from a friend &%t B & 3L 4 (34)
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6. Thanks for Interview B TTERHRBEHL L <o vveoreensressrssensrssenntant ot taeeennsesne e (34)
i3 im/ﬂﬁ- (40)
. Letters of Apology FEHRLE  cevovvvennmmrreree ittt sttt s e e e e e 42)
1. Apologizing for being unable to accept the invitation and give an early reply
2. Because of losing a borrowed book Bt 2cf& HBMK  +-vooreerrrerre e seene s s e (43)
3. Unable to meet guest HIBKARBEG LB A +oe e rrersnesnmnssns s ssncn e s s s s e e (43)
4. Cannot send the catalogue immediately URKK BE R B FF H 3 woeoeoeerermrerreseeseeseeseenee (44)
5. Had not been completed by the date promised Bk R REHEE S +e-ovveesermereeseesemnenenes (44)

UNIT 2 Letters of Greetings and Congratulations, Consolation and Condolence
ME RBE BERE

1. Letters of Greetings and Congratulations BLEfF «+-eereeeeerererremmemmemeemeeneeeeeees (51)
. Congratulations on successful launch of SZ 6 FA M/ KEFRIY  wwovoereserremmeeereeeeneees (5D
. Extending New Year greetings BLBTHTAE «++veorereeeersemsmmsssnssnessnesnssnssnstussannassannes (52)
. Congratulations on a birthday B{AE F =++e+sevesseeesssnsnnsssnnmsnsisnenencnsnnsnenneseeeeee (52)
.Congratulationsonabirthday %%%%iﬁﬁgﬁjﬁﬁ?ﬁ;ﬁ tesssscssssssss s et asensanns (52)
. Congratulations on engagement FLHTTH  wv s veeerrsnrsrsrreenssssnns s sns s nss e e (53)
. Congratulations on graduation Bz KZEEEAY  +orversrrresssnessssnnesesnnnsesnne e e (53)
. Congratulation on promotion BLHRFHIE -+ +++vrerresessernnsmnansunssmiteennssisnesin et (53)
. Congratulation on Bush B8 A f1- 2 35 Bl J g vvoeverereserssesssssns e nn s nnn e e (54)
II.. Letters of Consolation and Condolence B[EIfF MMRAR «oooooeeeeeseeereseeneeeeese (63)

O N o e W N
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1. Consolation to disaster stricken countries of southern Asia B[R] ZR BTS2 K E F coerevverere e

2. Consoling patient & &% A

D T AP AT e veeeereennnnnnnns

) Welcoming speech Xxﬂiﬁ] sssssessssesssvsessesrsesssnnan

. Farewell speech 4 5137

N o s W N

. The Secretary-General’s video message for the New Millennium
K%@ﬁ;ﬁ&%{i*ﬂgﬂﬂ esssescsectsssssssssn st sss s s

» %yﬁ_iﬂgﬂ.... T T R T LR T TR TR TR TR
} ;}Eﬁ/ﬂﬂ e P R T R P R P RPN

’ ﬁﬁ&%? e T T R LI R T TR LT R LT R TR TR P

PART TWO Daily Practical Writing B % i B 324k

UNIT 4 Notice, Announcement and Posters #%1 BEE B#H

I . Notice iﬁ%]-u"..-..-......--.-.--.---...n......u.--u--u-u-u-.n.-..-- sesssscsscsccssssssse
’ gf’ﬁgﬁﬂﬁﬁ §86 866 800 508880000 008 8088080800808 0000000808 080000000 008000 000 0TTIsRssRRsREE RS SIS

1. m%%imﬁﬂ esecessesesssesses st st s ssn e

z. ;H%‘%ﬁmﬁﬁ] ssssss ssssesssssesses e v

3. Announcement [ 3k 3 40

4. Broadcast announcement r‘%iﬁﬂ $86 800006 000000000 000000 000080008000 s00s0ssossTsEsTSEBERRESS

.Answering Speech gﬁiﬁ 80 688 808 008 800 800000 000 000 80s P 8IS0 008 SSE S0 00 S00 0t NN RRsRRR IR RN
. Send-off speech Xk%iﬁj 55 880 805 888 808000 00000000000 000 B0 TS See 00 S80 000800000 RsNRRs RN NIRRT TRETS

(63)

+ (63)
3. Consoling a friend failed in the entrance examination of university & [m X% E KFEMPAK -
4. Consoling the people suffered by 9 + 11 Accident. B{[E] 9 « 11 BHAEFZAHEINL] soreenerneeneee
5. Condolence on the death of a friend’s father ) JTFEAL wev revessrrssssssnsasancssanraniennunes
6. Condolence on the death of a staff X it B T I RS ++voreoreoseseesenssssnsssnnmsncences

R b R 7 LR

B GBHLIFLL +veeovevseorsresornenssensnorsassassors tonstsssstsssns soracs sunasssussesssesnsnssssasssns

B ST AT v errnesersneeeanuenere tessnese e et e e e e s e s es e ea e s e s s e

B AR 3 wveeroererrernnsenetesnsstese e e e s et e e e e shs e e sa s e e e e

UNIT 3 Congratulatory Speech & % :

B ’_%’ﬂ;g.'ﬁiﬁ]&ﬂj T S T T T TR TR TT R AR T TR T TR

(64)
(64)
(65)
(65)
(69)
(69)
70)
7D

- (73)
- (74)
- (74)

74
(75)

- (75)
.Welcoming address %m&ﬂﬁ 85 8060000800 000000000000000 008000000 080c0sac0c00ts00EsEORTRIEIT BT
A C“nton}s farewell remarks ﬁ%ﬁ%ﬂ“ﬁm(:ﬁﬁ) eeecescessesess sssesssesssesasass st aessas ses

76)
(76)

- (77
- (8D
- (8D

(82)

- (85)

(89)
(89)

- (90)
+ (90)
- 9D
= (91)
- (92)

5. Announcement /A% 80 800000000 000000000000000000000000 000 0resrIsIsNIsIIsEITNNsERsEsTERTIRTOTL TSRS

(92)
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P SR AJT eeree e e s s e e e een e cenees (96)
1. Announcement JEEE  «eeceeeeeerermrmimmmiiiniit ettt et sns s e eene e (97)
1. LoSt S EIHE +oovverremnnerennnertnnteieiitee it et st s ses e e e seenns (97)
2. Found FBATIHE  eeereerrnreeresnssneottoniietuntteeieaeensiensastnieane e cne e cnssnneenees (98)
K = . = - S R R LR L LR (98)
4. Engagement announcement TTHEJEEE oo creseroerrrrtretnetnn ettt e (98)
5. Marriage announcement Z5 I B +oeveeceetereentreteese e e et e (98)
6. Inviting applications for a job FFHEJEEE  +oeererrrrrrrronnantantant it e e (99)
7. Business announcements & 5l 45 7R ceereere e ressresesensiiiiiiiiiinsi e eenees (99)
P OSZRIAITE eeeeeneeeneent e e (103)
T. PoSters M4 --«wceeeveerernnseennseenmnemnmiianiie e seesnee e e nneseenee. (108)
1. A football match EERFE +ovcerererrrnrrnnnnnsnsanemnuiiniiannaneaeeanesesneneneneeenneeeses (109)
3. Artistic performance SUZLTH HY e rererreersrrmesrsnres sttt s e (110)
4. Clearance sales i G FCHATEHFIR wvvvrererorrrreeremesssssenee e e (110)
PO ST AT cee e e et et e e e e e (113)

UNIT 5 Memorandum or Short Note,Note Asking for Leave,'Conference Business,
Report, Making Appointments and Reservations

EER BF HEE 2UEF BE MAHASWIT

T. Memorandum £ R «oreeeeerererrnemmnmeriennses it sne e tes i neeeeee (114)
1. Telephone for each dormitory f§ &35 HLE «++ v+ seereesrenrenessnennennennenesnsnneees (116)
2. Need experiment instrument 7§ BERIQAYZE  +-v v reesreser e snsn s s s (116)
3. Reply to the request for leave Bl BB ESR -+« vovee e eersnnrssnnine s (117)



4. Punch-in system I T R LA LT R R P R R IR EY

5. Fitness center 5 &2 5 .0
P ETIFRLLE -

> BRG] .
[. Short Note B 4g -wreveeenverse

1. W% e seseresacestseraneser nansaen
2. @‘—‘ﬁ:% seasesesssrecsenssassanes
P BIURTIRELEL cooveeeereeemmene
B BB L veeereneoeerennnens
P OSFAYEL eeeeenee
P RS :
[. Note Asking for Leave 15 &R &
P EVET S FNILTG cooeeeeeroernnes

1. Note asking for illness leave(1) KB
2. Note asking for illness leave(2) H#HRE

3. Note asking for compassionate leave fRFFZEfR ccorereererrecerenerese

4. Note asking for compassionate leave B -+ -

5. Ask for an extension of leave E3R {8

} iﬁﬁ'ﬁlﬂ

> BERE

IV. Conference Business & EF & «weoveveees
> gf/ﬁ%‘ﬁ*ﬂﬁlﬁ secasessessssann

B TEBAIHT veveemeemmemmeomeones

1. Minutes of a meeting of the English Club KA BRIFEB R SVIR T croverrr e
2. Marketing Department conference TS H#E] BB QLT T --voroveeeerrererenseesmnnennen
’ %;ﬂiﬁjg_ﬂ e oo sas ses sesestese ene ses ess sueese ant beteas sesassecanea aee eesres ssaosassassens beas

' g;}ﬁlﬁjgj_ teeesisssncesctsenssnsrnane
P BRG]

V. Report j’ﬁ%‘—

P SEERMEIT oo

1. Proposal report B il iR %

117

- (118

(119)

< (12D
<o (12D
- (122)

- (122)

- (123

- (123)

- (124)

- (126)
veenes (127)
- (128)

- (128)

- (129)

- (129

- (130)
oo (130)
- (13D

- (13D

- (13D

- (13D

- (132)

- (132)

(134

- (135)

- (135)
.-+ (135)
e (136)
- (136)

- 137

- (139

- (140)
e (141
- (143

-+ (143)

- (144)

- (144)
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2. Investigation report JZE IR Ly weeveeverrervnennnns
3. Letter report {5 TR 4G cevoorrrrorenreornaenneee
4. Business report 7k #ft 4
> LA
> LR e
> RS
VI. Making Appointments and Reservations 14 51T -
P EFEEEFIETG eoveoeerenree

1. Making appointments Fii %]

2. Making reservations FiT «oeceeeeee

3. Renewal of my subscription 277 1% T

4. Ticket reservation FATTALEL «+vevveroreoeasnecens
b A
EilE
> RG]

UNIT 6 Letter of Certification and Notarization iE8§ /AF | '

-eree (145)
- (147)

- (147)

- (149

- (150)

- (152)

-+ (153)

- (153)
- (154)
- (154)
- (154)

- (155)
-+ (156)
- (156)
.-+ (157)
- (158)

- (159)

I . Letter of Certification fEB] «++--« -
P BHERSMETS
D TEBUSIAT coeeeerrveneeennns

1. Doctor’s certificate EE4iFBA 5 -

2.Certifying his diligence and good conduct E%ﬁﬁ—%rﬁlﬁ et esscssetacas sttt ans st ssnas e e

3. Certificate of bachelor’s degree SEREIE B A5 =++oeeevevrererreesreeeeiinens
4. The Customs of the People’s Republic of China Certificate of Exportation of Cargo
*iﬁAE#ﬂ@?&*ﬁ%tﬂ D{[E%;B seceessssssesssssssasasssesass et st se e
> SLRIAR
P BiRYR]
I1.- Notarization 24 «s+sssssssesswsies
P EEERMETS
1. Certificate of professional experience 22 JFHEBH 45 «ovvvvvrecereeees
2. Certificate of inheritance 4k A& AIIE B 45
3. Schooling certificate £ /A HIE «x=cv e e

4. Schooling certificate XﬁIA\ﬁE R R R I LT TR

5. Contract certificate & [F] /A1 45

- (161)
- (161)
- (161)
- (161)
- (161)
- (162)

e (162)
e (163)
- (164)

- (166)
ceeees (166)
- (167)

- (167)

-+ (168)
<o (168)
-+ (168)

e (169
- (169)
e (169)
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6. Notarial certificate of trademark registration BiAR EEMHEBI A5 «wvveeeeveeereveeereeeeeeeeeese (170)
(g 2 = . T R RICER PR PRSI ¢ )

UNIT 7 Letters of App!ication,lntroduct!oh',Recom‘m’endation.E:ﬁb’loyment

and Complaint & NAFE HERE BEE ?@’.&&ﬁ%

1. Letters of Application, Introduction,Recommendation and Employment
B AEE BEE BEFEE e (174)
. Applying for studying in a university B A KSEEE T «eveeesesesersisnns e (176)
. Apply for admission as a visiting scholar F B VT RIZEE  wreereeerrreerems e eneees Q77
. ApPly fOr @ job BIFRFERAIL -+-ver e seereennn s sesunmmiateuttint sttt tntins st e s a7
. Application for admittance B2 HIFE{E - verererrresesesnsemsssnnsnsinssnns e e e (178)
. Applications for scholarships 3234 FRFE{E vererrersrsserressrssnsssensesnne s e (179)
. Introducing a school classmate fF R [ABE  «weeerrrersnrrmnnnnimnneeeninn e e (180)
. Introducing a colleague FF B FIEE +++-svveeeessemreeessnsnnsiinnnnnnne e snnsne e eneee e (180)
. Selfeintroduction M BAL A ++eeeeererrrrrisensnsaiianisne it ses e s s ee (180)
. Recommendation of researcher HEFEBFFTA B soeoveereressrrsrrmms s esientie e ee (181)
10. Employing a consultant BEFEBUE] -+ +w+eee+seseneresnenesssnsnnnnsanssnnsnsneneneneneeees (181)
P ks . (186)
. Letters of Complaints HI48 FYFAF oovereerorrrrrrrmrmmmmr s cencnnee (190)
R S T RCIIITII TP TI RN € )
l.COfnplaintabOthUa"ty ofaproduct ﬁﬁmm'ﬁﬁﬁg T T L LT TR TP (190)
2. Complaint about the thoughtless train conductor HIZ& K FEFeF5 B «+vvvvveevereeveeeeeeeeeeeees (191)
3. Complaint about the wrong commodities HIZB B PI4H £ «wrvveerrrrrsseeermne s nneemnseeeeees (191)
g == 1 . LR LR (195)

O 00 N o A W N =
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PART THREE Other Practical Writing H 32 A 32 {&

UNIT 8 Job-application and Resume KHE 4 AEH

1. JoD-BPPHCALION  +reersresssssssnsssnssusessumistttistisissts st st s st s e e e (201)
D EAEE LTS cweeveereeereesermsessmss s s s s e (201)
1. Applying for the position of English secretary SREESCAE A5 +oeoorrrrorrrmsresmeesersemmms e (203)
2. Salesperson needed BTG HE AR «+reeecreeerrsisns s s e (204)
B BT R LA oo erveeereoremmsmnsnsmss s e (207)
> ;}Eﬁ/ﬁj@ T LI @1 B §)
II. Resume ARG s somone savaws sovarumnn sunnoe oabissaisss Snass SFaes anions eaausy enesavene e (215)
b2 B T P R LRI U LR €A 1)
1. Resume of & graduated stident BEAR AN = sovseeeesonseas sinnen sanons sonsus suvsnvans svaes (216)
2. Resume for a person who had work experience A TAEZFI AR BIH wooveeveerermmreeereeee 217
P I XHE H A T ———————— e P ST €4
P LT sewnsssusnesamannonsrmanse cavons SFRASVESS GO TES LLUMNHENS SANHNT $Ew0D rovOrS rnARn AL RS (224)

UNIT 9 Brief !mroc_luctions,mstructions,commentarygtémd Ad\;enisement

B WEE WA TH

)gﬁgﬁﬂ&g.mMWWWMMMWMMWMMMWMWWMWMMWNN@m)
1. Brief Introduction A sooives memsmss sonnne tevensons cmnnen eddes ERR s SeR R ennaue one (230)
> SIS o s RSO BRSSO B R e e N e wenas snaein et (SH0)
L. ZERJAT coveeeeereneaneane it e e e e (230)
H|nstruct|0n%aﬂ:ﬁ, (233)
1. BEUBLHTAE oo oo wen svenes tammousrenraans veowes vovwsntes aatan seers faamegerane Knpunony Suene (233)
9, PR sweevenn srvaes navens sovessevs venns suvuneovananans 55ENS ST eNET SAROY SRULRLTSS (234)
1. Advertisement Jrodle sannenansions sasrane parauness sxvmer cusmanonn ounaud 645400 soieT LENST 03 0RY P30 (237)




B * 9

> S E (239)
IV. Commentary RBLIA  +eeseeseeessenmsssmnsssssssmss s s s s s (241)
D a4 [T U OO PP PP PPTP PO PSP TTRIIPTL L ILECL LI €2 3 )

UNIT 10 Contract and Agreement &[5 i

1. Employment Agreement BRI [ cveveeeennneresssennsanessnnnensssinsnnns s st e e s (251)
2. Employment Non-Disclosure Agreoment B TARSEHIEL oovnseserronsreronnersonnmssanmonsonens (252)
3. Architecture Confirmation B $4 I P P R TR TR TN 11 D)
4. Sales Contract E# &R T PO PP PPRPPPTRIIRICETTL LN ¢4 1))
5. Sales Agency Agreement &8 ftEE HH X [ R TR 131D
6. Arbitration Agreement 13 P X T TR R LI ¢ 2 D)
7. General power of attorney — 2 &E I H S R S TR TTX TTR LTI '] K D)
8. Proxy Z6H (263)

UNIT 11 E-mail ,Fax, Abstract,Biography,Diary , Will
Mgl £H BE AR HXHIZ BR

» ;}Eﬁlﬂ@ (270)
IV. Biography AWiEie T PP P P RITETERTITTIN ¢4 7))
V. Diary ZZX Hitd e eieeeseeseeeesesssarenenseenassasssssnsansanssasesssssssnesansssssnse (276)




10

RIBELRAXKHEFEHE

D FEBAPHT oo oeenveccvonsansioonsursnsaseasosns snsassssasssssnssssos ssanes sunisns sasaes omsoas us oas
VI. Wll IB corevecereressmmmemnimiiecimi e
> EERIMETG -

B FEBUAIHT covereerrerereemseneens

P BHIFLE -oeeeeereenee

277)

- 277)
cesssnan (277)
- (278)
-+ (280)

2% Xk

’ﬂwfﬁ%
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BEARPEN CERRBIMEN LR BEFEMA WTO UK R L FHEARE
MBS, RIFEPERRBZRXE. EXMNE RBEPFEELE) T, B288%4
FIRBHOHMRENTRHNZ R, BRET, BR - R REREE -HEXENHARE,
AHRBEERNGELAXARSHAERDN. M ESENHEMNLEIIEERERBY R
HELHAXENEE, XRERINAUARLFLAENTEREAE.

[. WIELAXEE S LTS

1. RELAEHSH

REXAXGREAMEIER T EIMEFR S, HEQF LSBT FERN—
XEERMNXANTABMARRARE.AHFRZ25ERAESESHOER, HIELH XK
FERMEERBER Z. FBES . XRBABANFER . BKALEMETEMHEERIYE
AFRBLRXE. RELAXER—MRRRT T B ., RIEEEFLAEK
BIRE R AT AR 4 BUF L2 .

(1 HRAL SOl AR R T B0 B8 RUR . 7  , VR BB (U0 L85 33 3K 3%
HHE FERE/ AR RER T HRE) %, () BENAXE.SFEH . BE BE.ER.
BHREARE BB EER.QUESF, A BT B A8, B F N R EERREERF
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