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— fvi P (Letter)

i Bl — el LA F R4 Al . B3 FR0F IESC G5 R HOE B4 .
© BM(Date)

WECAE R HWIEIE A LA, Bik e s AW, 3 —|/EH A 4, 41 .8th March,
2020 =% 8 March, 2020; %02 H H 4, 41 :March 8th, 2020 st March 8, 2020, A% &%l kLK,
A — & B30, A RE PR 8C-UE

BEHFHEEERA RS ELHE i E, R EAEE A CrtE 5 R ERN, N EAER
BE LA R TR A
@ F( Salutation )

FROF RS BE AR, N S AN 7. HE AR D, KEAERTFEHHEZS , EBANEHAE
B, BREEEFEHEE - BESE, KB PEEAA NS CEMEN TES , B ENAERTZ
JEEEAIEES . FROF UL KBS N PR L .

(1) AHEE AR INBHI A H Dear Sir or Madam 5 To whom it may concern; £5 A1 A, H
Dear Mr./Ms. Li(:%]+#k), Dear Mr./Ms. President/Professor/Manager (k] + 8145 )% Dear President
Li(H%+2).

)RABE A AR BXEAKE®R, R(L)P“HIARHAN" ERAATER THWFEHLLZ W
Dear Mary, Dear John, Dear Li Ming.
€ EX(Body of Letter)

1ESCRAF R EAR , 1E SCA W R BE AR 20, 40 20 fn5F k=L

RN EEE AT RS 4 TR B S B Z AR AT FRIF AR S |, 1 SC4R ik, 7% 0T R R R A
6L

FEAREBEE -TIRE BESBZM%S —17; KT B3 ERYTRES,

s B E R ECR A AR, E XS F-RIABR-GR" =4k 51E,

o 5|5, P9 AE B 0 — Bl B S (E BN S (51 5 R AR T PP R E ki
HARE B AD 5 /), & 0 24 dn oy .

o EFEL RBBEERBRS  NiES, Bk, ER . T PHELSLTLEBAE.

o R AWM ERE - T A ENE . SR S F .

O SR#i35( Complimentary Close)

g gk 3 A% 3 b G5 R MGE 5 % I TE R A7 1 AL, 45 RAUES fEVE K T 1T, 5 — A SR Y
HWFEBERE HIERHREMNES.,

AS FGE Y N 4 7 (K 45 B 0E % ] Yours truly, Truly yours, Yours faithfully, Faithfully yours,
Yours respectfully, Respectfully yours % .

1 W N 44 T 45 R BLEE ] - Yours sincerely, Sincerely yours, Your lovely, Lovely yours,
Yours %%,
© %% (Signature)

B ANNELEAMTERYGEE T — 47 a6 N e T4 T HE 51 A il
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W1 %R % 4 % Li Ming 5% Zhang Wei , It #4275 2 7 i B 8 48 T 25K
O EHEREER

January 9th (H#A[AE)
Dear Sir or Madam, / Dear Peter,

Yours faithfully/sincerely,
Li Mi

. #& &5k (Memo)

BEFERE-FIERXA, EEHTMT 5L E Rk S AN RSB ER, & EEkE
R B XS B R A RS E R, EF B E—BARS R ERN O ARR, KEH
R AR R W B S — S B, kR A X,

BT R AT RS R RS A LT — B, R R LGS R B R S — i I AR
REWEEFME G, WRZREX ), WHFEEWMF&ERMH Y, 4.This is further to your
memo dated June 6, in which you proposed that...iX 2 FE E K 6 A 6 H K& &7, RIEH - Vo
TR ) i Ja P — ) 0 G 5 O 3 B g N R M R

FH BERATESERIENES .

O £SREAWE
Date: (¥, FKSE , 40 January 9, 20XX)
To: ((LSEPN)

From: (EfRGAN)
Subject: (F 1)
------ (IE3C, MM S YRR A, % R a2 ) 04 7 3K, 1% who, what, when, where and why. )

O HFEx
Directions: You are an active member of the student newspaper. The newspaper is currently looking
for a journalist for the summer semester. Write a memo that will appear in the

newspaper next week describing the position available.

Date: May 10
To: All students
From: Li Ming
Subject: Recruiting Journalist for the Summer Semester

[why] The student newspaper is currently looking for a journalist for the summer
semester. [who] Applicants should be studying at the university, and should preferably
have at least two years’ writing experience.

[what] The successful applicant will be expected to write two articles every week on
happenings in the city or on campus. [when] The position will commence at the end of
May. [where] If you are interested, please send your resume to the campus newspaper
office right now.




s sHRE=SH

= . #it¥5 (Report)

YEF AR A T P B A ) G C R T S R R L B I — RPN S,
Pk ZEEPECOE WA RFHIFRE . e RW—FR G Sl %k B ERAE LT ILE . QW s 4
WEEHE ST ETE,QEREEWN EI;@E HAUE W% ERFREF, AERIME HRERK
.

A5 ALE PR S E MR i R AR S R
@ #R8E( Title)

e AR RE LR T RERE S AR M A B b B R R U 09 E Bk 4E T B AR BRI TR W, R
SR PISCEEFRBEARFE A T W53 M B AW 50 O . Meah BR800 % 2 4 19 48 18 s 3h 4% 17 JE 15, 1
Report on Improving Training Methods, Report on the Proposed Incentive Scheme, Report on the
Adoption of Flextime Working Systems.,

@ S&(Introduction/Terms of Reference)

ESFHS ELEH -TIRENEETRMES, MRERFFAERS N ECEAEGFHLET,
IR KA B B b AR A
ERARMT.

The report examines/explains... %1 & & 7 /B T -

The purpose of this report is to investigate/evaluate/study... %1} & i B 49 & i &/3F /5 55

The objective of this report is to recommend/analyze... %4 4 & B 8 2 MG/ A eeee--

The aim of this report is to feedback/estimate/assess... %3k & #7 B th & R AR /AFfE/3F 5 -veeee
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A sample of workers was individually asked for their opinions. xf T/ A & 4 #8 %& , 3 4 514
5] 7 & MW

A questionnaire was completed by those who were surveyed in this project. Jf [5] % 7 7 %
ETHEBMENAR.

The information was mainly achieved with a number of telephone calls to students. %z &
ERANFESATRETFEHFE,
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The findings of the investigation/survey indicate that... % 2 89 % £k 0 ------

It was proposed/found/discovered that... A A4# /& H -

A number of people mentioned/suggested that... i % A48 Z|/Z -+
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The table shows/describes/illustrates that... X {4 [ # & #-----

As can be seen from the table... M EF 7 4.

It is clear/apparent from the table that... A [ ¥ %e-----

i :table 4817 5 40 BRI A%, AT AR 4 A W] 6 A% O sU 2 A bar chart (FEAR[E), pie chart (DFRE),
graph (AR 28 A ), diagram (P %, 0 ) |t o] Y175 2240 Al figure (X047 ), statisties(4eit3048 ).
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Report on...

This report aims to(#fi % 19 H &Y ).

The survey was conducted by (& AR 5T J7 ¥ WF9E & 95 H 145).

As can be seen, (HA M & 9 % B ).

If any conclusions may be drawn from the data, they are as follows. (44544, 45 H
Z5).

From: (&% A)

Date: (% H#)

O HHEREX
Directions: Peking University conducted a survey among 16 college students by means of
questionnaire. Write a report which should cover the following points:
(1) the purpose of the survey; (2) introduce the questionnaire; (3) the findings of the
questionnaire; (4) simple analysis of the survey.

Report on College Students’ Reading Habits

This report aims to discover college students’ reading habits.

The survey was conducted among 16 college students at Peking University by means
of questionnaire on February 16th. The questionnaire dealt with students’ reading materials
and reading frequency.

As can be seen, 81% of the students regularly read academic books, while 44%
regularly read academic journals. Nothing else is read often by 14% of the students. In
regard to students’ extracurricular reading, 55% regularly read newspaper or magazines,
while 34% sometimes read fiction and 12% never read.

We may draw a conclusion from the data that college students presumably allocate
little time for general reading, and most of their reading time is spent on books and jour-
nals on their own subject.

From: Li Ming
Date: March 17
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I have the pleasure/honor to inform/tell you that... 3R 583 & JF 45

I was really surprised to receive your letter yesterday. HEFRUCEI/RAIESS  REMBEE.
It was nice to hear from you again. P2 /R A RAE R & 2%,

I was sorry to hear that... Rt 4&WTH]---.--

Thank you for telling me about... i R4 VFF .-

O BEEREMAR
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Hope to hear from you soon/as early as possible. 7 2/ Hilit 3R (%15 .
Thanks again for writing to me. FUESEEFHRIK,

Please give my love/wishes/regards to... i#{83% (i) /90 B/ 5] R4 25 - -
I'm looking forward to your early reply. R MRAE HEHE,

10. T hope you and your family are very well. 7 3R H1% A\EBIR & .
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It is the most joyful news I have heard for a long time.
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Congratulations on your promotion/graduation/success/progress/achievements.
AREARFHHUT /5 T/ T /3625 T /AR sk T .

I wish you all possible joy and happiness in the world. #L/R#HA it F—VIF .0 5%4E.
Wish you the best luck and very happiness. #L{R#iz, FFi>,

Please accept my heartfelt congratulations! i 32#% A AL P

I would like to express my best wishes and warmest congratulations to you.
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Will you do us the favor of joining our party? % &2 (109K LSE

May I take this opportunity to invite you to do sth.? FEEfEH L S#iEF G- ng 7

I am writing this letter to invite you to attend... 5 X {EREHFEESM -

It gives me the greatest pleasure to invite you to visit... AE#KiF &S W - EREKMRE,
I would like it very much if you would be our guest at dinner. JF % 7 8 %k 02 R % .
We have pleasure in inviting you to our annual conference.
REMBIEEERSMBANNES,

My family and I would feel honored if you could come. 5 #fEN T F15K A IF B aE 3
I really hope you can make it. FL{) 7 B ERERERTH .

We should be delighted if you could join us. 5 #AE , HA TR IEH & 2%,

. I hope you will let me know that you can come. 7 fi i %13 B ek,

. We would appreciate it if you could confirm your participation at your earliest conve-
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