=

\'.

>
H\\-
‘&\x

Qs Ve

B Y

s A g




&

oy

ot W

i 2 4 R S et S ——

e

i 1

43 iRt




MEERRE (CIP) MR

WEAN EEAEXHE/ AARE . —Ibe R AR R, 2002. 4
ISBN 7 - 5012 - 1713 -0
L@ I & & FE—BE-FBHE % N.H3I5

1 R A B 45 4F CIP BB #F (2002) 26 021286 5

HiEmRE: ) =
Himixit:.f 9
GiviRi ) REN AL
ARt 4 R

HIER T / 2t Yo mim Y AR

HiutiE / CEWRBREXTEEAR 51 S (010)65265933
E-mail: gcgjlz@ public. bta. net. cn

EBELARES / 100010

% W/ FERE

H R/ ERENRT RS

B B A REEEIRIT

FEEPHK / 850x1168  1/32 10EN3k 208 =

B %/ 20028 AF kR 2002 £ 8 BE—REIR

b3 #t / 18.00 ¢

IRSLERE  BESR



MARTTABRUERS

Fé\ % &IJ @a AL—

ZRE (BEREXNAHAF)
I % EIK

aA— BT
F Rl %

WOM AR
o



CHAPTER 3

CHAPTER 4

CHAPTER 5

CHAPTER 6

CHAPTER 7

CHAPTER 8

CHAPTER 9

CONTENTS

COMPONENTS OF A

LETTER

VL0 i1 %2 1%) T T R P PP PP TPV PYPPIPEPP PN (1)
JOB APPLICATION

LETTERS

*mﬁ%‘ .......................................... (29)
NETWORKING LETTERS

FOR JOB SEARCH

MR LR R RO oo (52)
RESIGNATION LETTERS

FEPUE oo (62)
BUSINESS LETTERS

iﬁﬂl{%‘@l ....................................... (72)
RESPONSES TO

REQUESTS

%:E%;R ....................................... (89)
FAX COVER SHEETS

APPLICATION LETTER FOR COLLEGE ADMIS-
SION



CHAPTER 10

CHAPTER 11

CHAPTER 12

CHAPTER 13

CHAPTER 14

CHAPTER 15

CHAPTER 16

CHAPTER 17

CHAPTER 18

CHAPTER 19

CHAPTER 20

A oo (116)

LETTERS OF RECOMMENDATION

jﬁﬁ% ....................................... (122)

INTRODUCTIONS

ﬂ'éﬁff‘% ....................................... ( 139)

LETTERS TO THE EDITOR

ﬁl%ﬁﬂ"]fé ................................. ( 149)

ANNOUNCEMENTS

iﬁga] .......................................... ( 160)

INVITATIONS

%ﬁ .......................................... ( 169)

THANK-YOU LETTERS

E&lﬂifg ....................................... (180)

CONGRATULATIONS

ﬁﬁfg ....................................... ( 190)

APOLOGIES

BT oo (198)

CONDOLENCE LETTERS

ﬂl‘ﬁ]fg ....................................... (206)

POST CARDS

lﬁf,%‘ H- ....................................... (2 13)

PERSONAL E-MAIL

/l\ A'ﬁ%mﬁﬁ: .............................. (223)

BUSINESS E-MAIL

ﬁ%gﬁ%ﬂ;ﬁ; .............................. (244)

MEMO

ﬁ}.}:% ....................................... (254)
................................................... ( 277)
................................................... ( 289)
................................................... ( 294)
................................................... (299)

...................................................



CHAPTER 1

OOMPONENTS OF A LETTER _
15 B 2 L BB 53

COMPONENTS OF A LETTER

TR aY L8 3 B

@ Letterheads 53k

@ Date Line HNHEH
@ Inside Address HPhk
@ Salutation FRIE

@ Attention Line HRA]

@ Subject Line F A

@ Body of the Letter EX

® Complimentary Closing BB 35
@ Writer s Identification EEAES



@ Notations M7

LETTERHEAD/ PERSONALIZED LETTERHEAD
WS/ AN Sk

A letterhead is a sheet of stationery printed or engraved, usu-
ally with the name and address and contact numbers of an or-
ganization. In the absence of a letterhead, as when writing on
blank stationery, the writer, in most cases, needs to create
a personalized letterhead that includes return address and con-
tact numbers. The following examples include both company
letterheads and personalized letterheads.
AEEE—BEEE LR, Bt KR SH, XREE
HHUHER . ERARLHLEFELERE, EREE
EH R R R SH, TEHMOHTEEARESBES
NEES

The Great Wall Sheraton Hotel,
North Dong San Huan Road,
Beijing, China 100026




The Great Wall Sheraton Hotel, North Dong San Huan Road,
Beijing, China 100026
Tel. 10-500-5566 Fax 10 - 5006768

or

Zhao Xiao Ling, Cashier

The Great Wall Sheraton Hotel
North Dong San Huan Road
Beijing, China 100026

or

Chen Li Qing
Rm. 508, 1221 North Dong San Huan Road
Beijing, China 100026




DATE LINE
344 8 ¥

The date (Month, Day and Year) on which the letter is typed
or written. Place the date two lines beneath the letterhead or
the writer ’s address. Acceptable styles include;
HANHPREFESITFHN AN, HNAPEEGELSEE
HHBTRT, S FHENERESE:

November 5, 1998 (American)

5th November, 1998 (British)

5 November, 1998 (Military)
unacceptable styles include:
AN B EaSE.:

11 -5-98 (Is it November 5 or May 117)
or

11/5/1998
Abbreviations for the months are:
ABHES .
Jan. = January
Feb. = February
Mar. = March
Apr. = April
May. = May

Jun. = June



Jul. = July
Aug. = August
Sept. = September
Oct. = October
Nov. = November
Dec. = December
INSIDE ADDRESS
24 Ak

The name and address of the person you are writing to. It con-
tains all the information about the recipient necessary for de-
livery of correspondence: the name, job title (if applicable),
company (if applicable), street address or post office box
number, the city, state (province), Zip Code and country.
HAMALRWE AR AE, SFES. RS (WEA). A
A (WER). FHEARREHS . WiT. MEE. o
B4 AEZ,

The inside address is usually placed at the left-hand margin, a
couple of lines below the date line and a couple of lines above
salutation.

HAHILEEEEETH, & PLKOEWTZE,



Mrs. Nancy Walker, Manager
Human Resources Department
ABC Company

123 N. Ridgeside Circle

Ann Arbor, MI 48105, U.S.A.

Dear Mrs. Walker:

SALUTATION
MRF

An opening greeting like “Dear Mr. Zhang” or “Dear Emily” or
“Hi, Everyone.” It is placed two or three lines below the in-
side address or the attention line, if there is an aftention line.
It is acceptable to use either colon or comma immediately fol-
lowing the salutation.

PRV — 3 TT S S A BIFRIE, B7Ed pyitiht sRig R )
FTH=7. HKEEATUEESHES,

For example:
B



. Sl 7

Dear Mr. Zhang:

or

Dear Jennifer,

For business letters or other types of formal letters, use a
colon, as in “Dear Mr. Zhang:”.
fER R M IERHET, HES,

In informal correspondence, the salutation is followed by a
comma, as in “Dear Jennifer,”

HEIRERXBET, KFEHES.

Other salutations include:
HAb RIS

Ladies and Gentlemen:



or

Dear Madam,

or

To Whom It May Concemn;

Caution: try to avoid using “To Whom It May Concern” or
“Dear Sir or Madam” as much as possible, because they are
dated and unfriendly. The remedy would be to find out the
name (s) of the addressee or use such salutations as “Dear
Human Resources Manager” or “Dear Friends”. The title “Es-
quire” or “Esq.” may be used when addressing a lawyer or
diplomatic consul, but it should not appear in the salutation.
Also, when a man has “Jr.” or “Sr.” after his last name, as
in George Bush, Jr., do not include the abbreviation in the
salutation.

EE: REBAMA “To whom It May Concern” & “Dear
Sir or Madam”, HyXFRIFE &S, HFEARET . XK
HITER S ERE AN TS, HH “Dear Human Re-
sources Manager”, “Dear Friends” iXFERFRIE, ZELHIT



WRAMSA B E N, A LAER “Esquire” 3 “Esq.” X
3k, (BEAMIAR SRS, FfE, WREGEARNG
EEi4 “Jr.” 8% “Sr.”, il “George Bush, Jr.”, #.F

e SRS,

Wrong Salutation
IR FRIE
Dear Susan Lin

Dear President

Dear Mr. Xiao Ping
Dear Esquire Chung

Dear Mr. Bush, Jr.
Dear Associate Professor

Wang

Correct Salutation
IE B FRFE

Dear Susan

or

Dear Ms. Lin

Dear Mr. President

or

. Dear President Clinton

Dear Mr. Deng

Dear Mr. Chung/Dear
Ms. Chung

Dear Mr. Bush

Dear Professor Wang

or
Dear Dr. Wang ( with
doctor s degree)



Unless the addressee and the letter writer are on firstname ba-
sis, it is customary to precede an individual's name with a
courtesy title such as “Mr.” or “Professor.”
BRIESFEASRGEARITTUERRS, BEEEVREAS
FHIME “Mr.” “Professor” Z#RALMAI LA

Abbreviate the following:
THRBEERASE .
Dr. (for a medical doctor or a Ph.D)
Mrs. (for a married woman)
Ms.  (for a woman whose marital status is
unknown) _
Messrs. (plural form of “Mr.”)
Mses. (plural form of Ms. )

Mmes. (plural form of “Madame”)

Do not abbreviate the following:
ARG T IKH:

Professor

President

Vice President
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Governor

General Manager
Deputy General Manager
Chief Justice
Wrong titles Correct titles
RIRG X EmE*
Dr.Bradley Greenfield, Ph.D. Bradley Greenfield,
Ph. D.
or
Dr. Bradley Greenfield
Messrs. Jack Faxon, Jeff Messrs. Faxon, Smith
Smith, and Jones and Frank Jones

Honorable Jack Faxon, Senator  Senator Faxon
or
The Honorable Jack
Faxon
Attorney William Wang Mr. William Wang, Attor-
ney at Law
Ms. Elizabeth A. Dunn, Esq. Ms. Elizabeth A. Dunn
or
Elizabeth A. Dunn, Esq.
Ambassador Ms. Carol The Honorable Carol
Brown Brown

or



