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TR —EIREFAASER: (101 words)

Peking, August 8, 2004
Dear Mr. King,

It is with the utmost pleasure that I heard of your great success in the entrance examina-
tion of the university, and your enrollment in Shanghai University. I wish to add my hearty
congratulations to you and your family.

Shanghai University is one of the best universities in China. I hope you will make
progress everyday and become a student of good character and scholarship, = distinguishing
yourself in university as in high school and be a credit to the traditions of that fine university.

You have my best wishes for your continued success.

Sincerely yours,
May Yu

WS fERLBMEENINES: (1) Fk: BFEEHEANME, B84 . BI&, BT
MR, MAEEMEFEY; (2) [FHHhE, BIE AWML ML, (3) BRIFE;  (4)
EX; (5) BRELGHIE; (6) B4,

W FEREA NN RERFTEAEAAIS: (1) BUBEAT; (2) WEE-ETT;
(3) MiE; (4) PE; (5) FIEA; (6) WF,

5515 R EATC AIDA JE . A 18 Attention, BIR TiABI 5% 4325 6 B W HE 56
WAIRE RN RER; TR Interest, BPFES|EX 77 i B 5 2 LB BREXT 7 1 2% ; DR
Desire, BIFEPk X 77 9 2488 )5 B XA ER X Z 5B E; AR Action, B SRERWE 2
Xt T3, AIDA JEWGEHS B RS — B BRI AE o8, esh, M55 R E MBI HA
C, BJ. Clearness (PHf7). Correctness (iE7). Conciseness (fiji%). Courtesy (%L
#5). Character (M%),
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H. G. Wilkinson Company Limited
248 Union Street

Lagos, Nigeria
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Tel: 123-456-7899 Fax: 246-789-1357
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March 21, 2004
The China National Light Industrial

Products Import & Export Corporation
Shanghai Branch
158 Hong Kong Road
Shanghai, China
Dear Sirs,
We are one of the leading importers of electric goods in this city and shall be pleased to
establish business relations with your corporation. At present we are interested in your electric
fan and shall be glad to receive your lowest quotation as soon as possible. We would like to

mention that if your price is attractive and delivery date acceptable, we shall place our order

with you immediately.
We look forward to your early reply.
Very truly yours,
Sun Tang

Manager

fRRERMN A AT PREEENZRAEM, W PRETCO BEMRTH “EkL3R”,
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(1) BB

Shanghai, September 9, 1999
Physics Department

California State University
-5l
Dear Professor Hopkins, :

Your letter dated the 1st of last month came into my hands yesterday. I am much pleased
to learn that you arrived home safely. Accept my sincere thanks for your kind instruction,
which has left a lasting impression on me. I expect to visit your country for the purpose of
prosecuting my studies, in two or three years, when I shall have another occasion to study
under your instruction.

Your sincere and obliged student,

Zhang Ming



(2) fr4BfE

Chicago, July 2, 2002

Dear Mr. Dong,
My college friend Mr. Ma Hong, who graduated from the Chemistry Department of
Michigan State University last summer, and wants to find a job in his mother country is now
on his way to New York. I would like to introduce him to you and would be grateful for any-

thing you can do for him.

Thank you in anticipating for your kind help.

Truly yours,
A. A. Nelson

(3) #EFHE

Shanghai University
Shanghai 200002,
China
April 24, 2004
Dear Sirs,

It is indeed a great privilege for me to recommend to you Mr. Hong Lee who has been
working and teaching in Shanghai University for fifteen years since his graduation from this u-
niversity in 1985. He has recently obtained permission from my government to do research
work in the application of a new system of chemical reaction in analysis in your country for
about two years. I am sure you will find him a man of talent capable of carrying on the re-

search work. I should appreciate very much if you would kindly give my recommendation a

favorable consideration.
With my best regards.
Yours truly,
Wang Min

Professor of the Chemistry Department
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Beijing, October 1, 2003
Dear Mrs. Baker,

Permit me to join the chorus of congratulations upon your recent marriage. It gave me a
great deal of pleasure to hear the news. I know Mr. Baker. He is diligent, honest, warm-—
hearted ... everything about him points to his having qualities that make an excellent husband.
I heartily congratulate you upon your choice of a partner for life since I can’t think of two
people more suited to each other than you and Mr. Baker. I know that both of you are very
happy.

Present my compliments to Mr. Baker.

Sincerely yours,
Yu Ming

(5) BiFfE

March 21, 2004
Dear Mr. and Mrs. Robson,

My son and his newly married wife have just returned from abroad and are staying with
us for a few days, and we wish to celebrate this happy event.

My wife and I hope you will give us the pleasure of your company on the occasion of a
small dinner party on next Sunday afternoon at five o’ clock.

Please don’t decline our cordial invitation.

Sincerely yours,

Wang Ping
(6) E#E

December 31, 2002
Dear Mrs. Smith,

You asked me in your last letter to buy a cutting for your little girl with which you are go-

ing to make a new dress for the New Year. I promised to do this in my reply. Unfortunately, 1

forgot to do the buying because I have been busily engaged in my recent work. Today is New

Year’s Eve. It would be too late even if I bought it now. I am so sorry that I did not keep my
promise. Being a good friend of yours, I shall be much obliged if you will please excuse me.

Yours sincerely,

Fang Ying
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Hong Kong, August 1, 2004
Mr. Dong Wang

Principal of Shanghai Middle School
Dear Sir,

Understanding that a vacancy has occured in your school. I beg to offer myself as an ap-
plicant for the position.

I am 28 years old, and am a graduate of the Higher Normal School. 1 have taught in a
certain middle school for five years. I herewith enclose a copy of my personal history. Should
you let me fill the vacancy, I would strive to discharge my duty earnestly.

Looking forward to an early reply.

Yours truly,

Su Ken
(8) KER{E

Copenhagen, May 5, 2004
Universal Trading Company
25 Jacksonville Street
Odense, Denmark
Dear Ms. Madeleine,

I was very interested to see your advertisement in the Daily Telegraph this morning for a
secretary. I believe I have the appropriate qualifications and experience for this post, and I
am therefore enclosing my curriculum vitae.

While I enjoy the job I am doing at present, I haven’t very much opportunity to deal
with people from outside the office, as I had in my previous job, and the post you advertise
seems very attractive to me for this reason.

Computers have not yet been instaled at the office where I am working, but I have been
attending evening classes for-the last three months in order to gain experience with them, and
now I believe I have made progress.

I very much hope you will take my application into consideration, and look forward to
hearing from you.

Yours sincerely,

Angela Coxon

- -
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October 13, 2004
Dear Richard,

After considerable thought and soul-searching, I have decided to resign my position as
internal auditor at Bright Enterprises. I assure you it was not an easy decision to make.

Perhaps you have heard me mention on occasion that I would like to have my own ac-
counting business. Ever since I graduated from Rutgers, this has been my long-range goal. I
am thinking of applying to a graduate business school to learn an MBA in accounting and
eventually to sit for the CPA exam.

I suggest an effective date of October 31. If, however, you would like more time to find
a replacement, I am willing to extend that date by two weeks. On the other hand, if you feel
that an earlier departure would be more convenient to you, I will certainly understand.

I value the experience I have received at Bright Enterprises. I’m confident that it will be

very useful to me in my accounting career.

Sincerely yours,

Bill S. Dillon
(10) fRR{=

December 26, 2001
Dear John,

I have tried several times to reach you by telephone, but have been unsuccessful. Thus I
am writing to you at home.

This is notification of your termination from the company effective January 1, 2002. You
and I have talked several times about your problem in covering your territory properly, John.
Each time you gave me assurances that you would shape up and do the job you were hired to
do. Yet last week I had clear indications that you have again violated your promise to me.

I am sorry, John, that this action is necessary, but I am certain that under the circum-
stances you will agree that I have no alternative. You will, of course, receive the standard
two weeks’ severance pay. Indeed I have already requisitioned a check for you, which will
be sent to your home when it is ready.

Sincerely,
Ross T. Josup

Executive Director
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June 13, 2004
Dear Mr. Nelson,
The sad news of the death of your amiable wife has filled my heart with profound regret.
I know words are not much comfort at a time like this, but I hope you know your grief is
shared by so many good friends. They are thinking of you.
Please don’t hesitate to inform me, if you need any help.

Yours very sincerely,

Annette J. Michie

(12) ##HiE

June 28, 2004

Dear Sirs,

We are convinced that there is a great opportunity to work up a good trade in our new
bamboo products. They are skillfully braided in bright colors and in attractive styles. They are
not only useful but also economical. By virtue of the mass movement for technical innovation,
the artists and craftsmen are pushing forward to a new stage of technical innovation and new
products creation. It offers a great variety of attractions, namely, Bread Plate, Fruit Box,
Flower Basket, Bed, Table, Chair, Book Stand, Pencil Holder, Vase, Lamp Shade,
Bird Cage, etc. By the way, we would point out that, although our prices are generally low-
er, our quality is not inferior to any in the market. Our best attention will be given to any or-
der you may be pleased to pass our way.

Yours faithfully,
Yu Su & Co.

(13) HiFfE

November 11, 2002
Dear Sirs,

We have recently received a number of complaints from customers about your fountain
pens. The pens are clearly not giving satisfaction, and in some cases we have had to refund
the purchase price. The pens complained about are part of the batch of six hundred supplied
to our order No. 4545 of January 9. This order was placed on the basis of a sample pen left by

-9 _



your representative. We have ourselves compared the performance of this sample with that of a
number of the pens complained about, and there is little doubt that many of them are faulty;
some of them leak and others fail to write without making blots. The complaints received re-
late only to pens from the batch referred to. Pens supplied before these have always been
satisfactory. We are therefore writing to ask you to accept return of the unsold balance,
amounting to 150 pens in all, and to replace them by pens of the quality our earlier dealing
with you have led us to expect.
Yours faithfully,
H. G. Wilkinson Company, Litd.
Young King

Manager

(14) EHE

August 8, 2002
Dear Mrs. Mueller,

Our contributions committee has, after careful study of all the requests for contribu-
tions, selected those which, we think, are in greatest need of our support. Although the
members agreed that the Duplin Youth Symphony contributes much to‘l/the community as well
as to the performers themselves, we can’t, unfortunately, provide financial support at this
time. There are so many projects that need help, and we have chosen to allot our budget to
child—care centers for working mothers, drug rehabilitation programs, parental counseling on
child abuse, “half-way” facilities for unwed teenage mothers, and various projects for the
aged.

Of course, Mrs. Mueller, we realize that any decisions our committee makes are arbi-
trary, but I assure you that they were arrived at thoughtfully and, we believe, fairly. I do
hope that in the future we will be in a position to provide some funds for the Duplin Youth
Symphony. In the meantime, we wish you success with your efforts on behalf of this excellent

organization.

Sincerely,

J. W. Shurz

-10-



