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A Letter of Invitation
Jan. 16, 201 x
Dear Jane,

[ 1] I’'m writing to invite you to join our dinner party to be held at my house on Feb. 14 (Friday)
to celebrate (K #) my mother’s 60-year-old birthday. It is an important occasion (i} % ; 3% %) for our
family, and my parents and I do hope you can come and share our joy.

[ 2 ] The party will start at 7: 00 in the evening. There will be a small musical soiree (132 £3). At
around eight o’ clock, we will start our dinner. And then all the friends will take some photos together.

[ 3] I know you have been busy these days, but I do hope you can make it. My family and I are
looking forward to the pleasure of your company (F5 ).

Yours affectionately,
Li Ming
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A Welcome Letter
Jan. 16, 201 x
Dear Helen,
[ 1] Itis a great pleasure to welcome you to our class.
[ 2 ] Our class is excellent. All the classmates are friendly and are always ready to help each other.
It is said that you have been studying in English-Chinese bilingual (X{i& ] ) school since your early age,
so you must speak both English and Chinese very well. Therefore, I think that after you come to our
class, we can benefit (3£ ) from your wonderful oral English.
[ 3 ] Welcome to our class again. Meanwhile, if there is anything I can do for you, just let me know.
Yours truly,
Li Ming
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A Letter of Thanks
Jan. 16,201 x
Dear Ms. Yang,

[ 1] 1 want to let you know how much I appreciate (/&% iff) the reccommendation (#f£ #) letter you
wrote for me. I know you have put a great deal of time, energy and efforts (%% /7 ) into it.

[ 2 ] I am truly thankful for the complimentary (4% /9) things that you have said about me. As I
searched for a job in my field (4J#), your letter has opened doors and provided opportunities that will
be a good start for my new career (Bl ; Z)k). I hope I can do the same for someone else one day.

[ 3 ] Thanks again for your support as I begin the next stage ([ Bt) in my life!

Sincerely yours,
Li Ming
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A Commendatory Letter
Jan. 16, 201 x
Dear Sir or Madam,

[ 1] This letter comes all your way to show my commendation (4% ) to your sales department
executive (fTEA 51 ; 42 H) who helped me in a great way.

[ 2 ] I had been expecting a call from my offshore (¥ %)) employer confirming my job, when I
was hit (f]7) with the bad news that the handset (W7 f& ) was not working. I went to the nearest centre of
Mobile Services. Once I told the centre executive my problem, it turned out to be a fairy tale (i ; f#i5
filt %) for me. I was asked to wait in a well-furnished (7fi & R 4F#) customer waiting room. Within a few
minutes the executive came with the handset ready to use. Because of this timely action, I could attend ém

5 &
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the phone call from U.S.A.
[ 3 ] Today when I am about to leave the country, I would like to show my commendation and

express my thanks to the executive.
Sincerely yours,
Li Ming
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A Letter of Apology
Jan. 16, 201 x
Dear Mr. and Mrs. Jefferson,
[ 1] I’'m writing to make an apology to you since I do deem (A }) that you two deserve (Ji %
#%%1)) a real apology from us.
[ 2 ] Since we moved into our apartment, you’ve had to endure a lot of bad behavior on our part.
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Our frequent parties have not only been loud, but have lasted into the early morning hours. Our guests
have left (4 ) bottles and trash on the parking lot in front of the building. Since you live directly under
our place, our inconsiderate behavior has affected you the most.

[ 3 ] We know we have no right (£{F]) to expect you to forgive us, but we sincerely apologize. We
promise to limit our parties to one per month and hold (3%17) them only on Friday nights and end them
by midnight. We will also supervise (£ ) the behavior of our guests and clean up any trash which results
from the parties.

[ 4 | We hope you are willing to give us another chance to be not just neighbors, but good
neighbors.

Sincerely yours,
Li Ming
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A Letter of Complaint
Jan. 16, 201 x
Dear Sir or Madam,

[ 1 ] With this letter, I would like to make a complaint (¢i/f) in connection with train No. 564,
scheduled (3141) at 9: 00 a.m., December 29, from Edinburgh Haymarket to London Euston.

[ 2 | Because of reasons not specified (i U115t HH) to the passengers, the time of departure of the above-
mentioned train was delayed for two hours. I was therefore not able to reach my connecting train from
London Euston to Paris, which was scheduled at 5: 10 p.m. So I was forced to change my original
booking (7] ), which cost me an additional sum of £20.

[ 3 ] Relying on the Regulation (Bl ) Xyz, 1 ask you to compensate (£M%) for my expenses of £20.

[ 4 | T am looking forward to your reply. :
Yours faithfully,

Li Ming
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