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—. 4815 Letters of Introduction
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Dear Mr., Wu,

The bearer, Mr. Zhang, is a fellow of mine at university,
who has recently been assigned to work in your city. He is well
educated having good habits and agreeable manners. Any assis-
tance you may give him concerning his life will be esteemed as a
great favour for me.

Yours sincerely,
FEM R
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Dear Mr. Chen,

I take pleasure in introducing to you the bearer Mr. Huang,

the son of my former class-mate at school. He has just come to
Shanghai with the intention of entering a local university. As you
are well connected with educational circles, 1 take the liberty to in-
troduce him to see you. I shall consider it a personal favour if you
could do anything for what he inquires about.

Yours sincerely,

FEERPEEAL
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Dr. Fang,

This introduces to you the bearer, Mr. Zhou, who stands in
urgent need of your help. His son is so seriously ill that immediate
treatment is absolutely necessary.

Yours sincerely,
T
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Gentlemen,

Mr. K. C. Wang, representative of Golden Star Co. Lid.
Shanghai, is about to visit the main cities of the United Kingdom
for the purpose of extending business relations in England. He is
leaving by air from Shanghai on Monday next week. Any informa-
tion you may provide, as well as your assistance to him towards
holding interviews with leading manufacturers in relation with you,
shall be highly appreciated.

Yours very truly,
e
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Dear Mr. Li,

As I am leaving for New York imrﬁediately to pursue higher
education, I shall be very grateful to you for a letter of introduc-
tion to your brother, who, I understand, is now studying at Co-
lumbia University. I like very much to make the acquaintance of
him who, I understand, has stayed in the United States for years
and knows that country very well. 1 am sure I shall benefit im-
mensely from his advice when I arrive at that American city, which
is entirely strange to me. I plan to study at Columbia University

and hope to approach your brother for information regarding the
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‘4 entrance requirements of that institution if I can have the pleasure

of meeting him by your introduction.
With kind regards,

Yours sincerely,
EBEMFELE.
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Mrs. Val Hggpton

Dear Robert,

(1)

i
Chris Hampton

%@

204 Heping Road
Shenzhen, China
May 4th, 2001

Thank you for your letter of April 10th, 1 would be very hap-

py to be your pen friend.
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Now allow me to introduce myself to you. I'm a Chinese boy"

of 17. So we are of the same age. 1 study at Shenzhen Middle
School. I'm in Senior 3. In less than a year I shall graduate from
the middle school. T want very much to be a doctor in the future.

My hobby is collecting stamps. I've collected more than 500
stamps so far, but most of them are Chinese stamps. 1 hope I can
get some from America. | wonder il you can tell me more about
your life and work in America. I'm looking forward to hearing
from you soon.

With best wishes,

Yours sincerely,
Wang Wel
(2)
No. 4 Middle School
Shanghai. China
Oct. 13, 2000
Dear John,

I'm very pleased to receive your letter. And I'd like very much
to be your friend, 1was born in Shanghai on Sept. 1, 1980. And
I'm studying at No. 4 Middle School with 2500 students. We
learn Chinese, English. maths, physics, chemistry and other
subjects. 1 like English best. 1 also like singing, dancing and pla
ying table tennis. My hobby is collecting stamps.

I live with my parents and my grandfather. Grandpa is re-
tired. Dad and Mum are both engineers. Though they are busy
with their work, they care for me very much. Grandpa is also kind
to me. 1 love them all and I think they are worthy of respect. Dad
and Mum often say jokingly that I'm ordinary-looking but warm-

hearted.
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I hope one day I can go and visit your country.

I'm looking forward to hearing from you.

With best regards,

Sincerely yours,
Li Dong
(3)
Office of No. 1 Middle School
June 25, 2000
To Whom it May Concern/Dear Mr. Gao,

The bearer of this letter, Mr. Lee Graham, has for several
years been interested in organizing camps for boys who can afford
to spend only a small amount on their summer vacation. This sum-
mer our school has employed him to do this work for our students.
As he is considering locations for camps in Grass Mountain, [ sug-
gest that you should be the man to help him, for you know every
corner of the place.

I shall be happy if you can help Mr, Graham in any way. He
is a fine man and has a most worthwhile job on his hands.

Yours ever truly,
Xiao Wang
(4)
Dear Wang Gang,

I was very interested to hear that you are looking for a pen-
friend. T have never visited your country but I should be very hap-
py to write to you. Let me first introduce myself.

I am seventeen years old. 1 study in a high school. 1 go to
school every day. My favourite subject is biology. 1 hope to go to
university and finally become a doctor.

My favourite sports are football and basketball. 1 am also
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keen on fishing and observing nature. My other hobhbies are collec- "3
ting stamps and doing crossword puzzle.

My father is a car mechanic and he works in a garage. My
mother is a typist. My brother is a worker in a factory.

Please write to me soon and tell me about yourself. 1 am very

much looking forward to reading your letter.

Yours sincerely,

Chris Hampton

—. EEFMRIBE

Letters for Greeting and to Review Friendship
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Dear Mr. Dong.
[ am very sorry to learn that you have been ill for some time,
As the weather is capricious lately, you should be very careful,
and I sincerely hope you will soon get well again.
Very sincerely yours,
P AR e
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Dear Mr. Sun,

I am extremely sorry to hear that your illness, which we had
thought was clearing up, has become more serious, and that you
have had to go into hospital. Let us hope that it will be for only a
very short time, and that you will soon be out and about again.
Everybody here sends his best wishes to you for a quick recovery.

With kind regards.

Yours sincerely.,
FE MDA

Wi 1 R, BRI AT LK 4509 75 15 4 BT b
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Dear Mr. Ye.

I learn, with very great pleasure, that the illness which has
so cruelly caused great anxiety among your relatives and all those
who know you has changed for the better and that you are now re-
covering, for which I therefore desire to congratulate you warmly.

I hope that you will soon be completely restored to health,

Yours sincerely,
HeEwy ek
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Dear Mr. Yang.

1 felt very sorry indeed when I heard of your mother’s illness,
and am anxious to know how she is of late. Under a separate cover
1 am sending her a box of assorted biscuits with my best regards.

Sincerely vours.
HE Wb e

UL A R A, AREGE SN LA & BT R AR T
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My dear Mr. Liang,

It is almost half a year since you saw me off. 1 can still vividly
recal]l the impressive scenes you gave. You were among my friends
and relatives who accompanied me from my house to the seaport
and when the porters were slow to show up, you obligingly carried
my suitcase for me. Such kind of affectionate care you showed me |
could never forget.

From a recent letter from Mr. Chi I am glad to learn that you
have returned to the University. 1 hope you have been getting a-
long very well with your life and studies. 1 am sending you under
separate cover a copy of the latest issue of the Practical English. 1
hope you will find it interesting and useful.

With best regards.,

Yours sincerely,
R
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Dear Wei Ling,

I have read with much appreciation your two letters in which
you told me of your school life, and inquired of my present person-
al affairs. It is my opinion that there is nothing particular worth
talking about.

Now you asked me about it, I am making a few references to
my present activities which might interest you.

I hold altogether three jobs, which means a severe strain on
my intellectual and physical resources, but which I am obliged to
carry on for the sake of achieving financial independence.

1 am teaching for fifteen hours a week in one of the local mid-
dle schools and teaching in a small night school, besides, helping
occasionally in a translation unit. My chance for having a good rest
comes once a week, for I have no work to do on Sundays.

My wife and children are all well. We were all coughing lately
but now everyone is recovered.

Yours sincerely,
FEERBA.
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