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HEXFIMZWH H 223420, HE LR, TAE R~ % 07 H W P E 7oK dsor sz, |
I R O AT B N RIS TE R SCR A R E MR o 1 1 UL I X E fEh &%
BHHAREE, MTFRMNEZABEAL, UEMERT 2, RERESIEKT, AERK
A

—. WLEBEL

EENEAERZ AL, BAFERRX A CHEERLA RS KiEC &, ]
ZEAWMERTRICERZ, NMESEIETFARIERFAACKHER, HaARE/MH
R ARAN, BARMAEIR, REAWYT . BFKEE, FEZ N REERNEE
FEDFS Bl B LRI R GRS B O A 3E B B MR i i E R 2 — .

=. BEHIRD

A T IOREAR 2 , AEGEXEBET S MBUEEER. B INEEERE
EHAERE | B KRR, ShAB = AFRAR ., W%, B2 —BOR., RiFE
HEATIHZEE—BOCK | BHiE S PEmE Z B K —BOCR  RIBMALELRE SN
S5 J7 o

S BERRAE, BEXFIRI

ALl R 155, MRRZ A, fEEETBAA, —RXEEEEER,
EEs, MEAT—EMEREETE., WEPHIEREETFRT2EE, ANAHTH
TRR, ARATERBR, ERfaEEEESEETER, WILTFRMZEKAERT N,
HA BT BLASER [ OCHE . M sl SCHK | BN, AU, g | SEECABHARS A%, il e
WREHRFMEAIKR ; BEXRIEA A FOT L) | JRE (53R ) Fsta k.,
FHEEGFPHEESZRX T B, MRSCERRERA, m5a20H ., BSBZE . £§
SB&Z ISR AHLAERR | BRIIAE B

@ XHBEIRE
SRR SRR Z 30k, SR CSUARERA H B S HE SRR, B R A A



EME AR, F RIS, MR SO AR E I S Bl IR AT
AT XL, SRR TSR X A

B 3R JURIE L LASS , A5 S5 AR LR WL (R, AR 2228 A DU bR A
S, TSR A S AEARNE . ESECEET, WILNRREIRATS . a5,
A5 ARESANR, B SRR R SRR

BT RENAXHEEERN

LB RN FH SCEVE N G “SC” R, B iE#4 ( Correctness ) . {&] B ( Conciseness ) . 1§ 2
(Clarity) . 5¢%% ( Completeness ) #1545 ( Courtesy) ,

—. E&

1. REHYIEFRE., ARAERMER

IEXAEFEEE, FEXHEEREOLET . BIER, RIOTER A RAF X
HHE .

IeAh, REMEBRCERE T KAEBARE, . @il & ENETEmk. 0Bk, &
Wik, Eshih, BA B B SC N L I S, FRE R, i, MY, fA s
KE.

(1) W3S PEZ R % 4R 1E AV ( Formal Words ) Fi=E IE 1L (Informal Words or
Common Words) B IX 5|, &R 7R

1E KA 3 iR
conduct do
consequently so, thus
without delay quickly
postpone put off
distribute ' hand out
approximately close to, nearly
purchase buy

depart leave

decline refuse

reserve book




oo INENER | |

assistance help
investigate look into
Notify inform
preceding previous

(2) A RS AT LhdE ) F AR AR, e

(D Should you find interest in any of the items in our catalogue, please do not hesitate to send
enquiries.

(2 Qualifications ;

Chinese citizen, aged 35 ~40;
With junior college diploma in Marketing, Economics or related fields.

o3 . QAR SRIE D RRRAE, B EX, AT REVES, RiXHERZEB
& Qufeiil, RAT AR REE, EARBBIEESNA, F73CREES T, 2B
IR,

(3) SERSCARMFRN AREERINE ¥R, 01 inquiry/enquiry” ¥4 5@ 730, B8
), FT0F, 4. &7, BERSEED, 5",

2. EMEENRATS

(1) SEHISEEBER &R S SRR TR,

D)3 Period[ . |, FILARA —MITFHISR, m:

Many thanks for your letter and enclosures of September 12.

HAEHE S, W

Many thanks for your letter and enclosures of of Sept. 12.

2185 Commal , ], FLAF/RA]FHRYESR, 0.

Therefore, we should write a letter to the prime minister.

sHAEIFFIR 3 ANER 3 AN R4 iEZ 8], 0.

Ontario, Quebec, and British Columbia, are the three biggest provinces.

SUHLLG | e B sSE BN, 0.

This is to certify that Mr. Mike Morgen, of British nationality, male, aged 40, is an
electronics expert in the employment of our institute. He has worked here for two years.

Emily Carr, who was born in1871, was a great painter.

BURAERIE SR RS, 0.

In particular, we would like to identify the best agents who are currently serving the printing
industry in your region.

ST EHESI RS AF A, .




Mary said, “Let’s go fishing. ”

@F S Colon[ : ], AT 5| HFRr HBUHBERIAE, 1.

This is her plan; to go shopping.

5| — R IEXTERRREIE, 1.

The prime minister said; “We will fight. We will not give up. ”

@351'5 Quotation Marks[ “” ], HIF HAES HIEAVLHITE, 1.

The prime minister said, “We will win the election. ”

s R B A B A RRE . .

The report contained the“facts” of the case.

®41'5 Semicolon| ; ], HFPIHEE M4 F EHRkK, -

The festival is very popular; people from all over the world visit each year.

©1#'5 Apostrophe[ * |, FIFRnGHESAENRAKFAER, 0.

This is David’ s computer.

These are the player’s things. (things that belong to the player. )

@5 Dash[ —], FF5|H B, 1.

Mild, wet, and cloudy—these are the characteristics of weather in London.

SUHF o BRI BB R4, fn .

The children—PieHe, Laura, and Katherine—went to the store.

@IEF4F Hyphen[ -], FIFE A, .

in 4-color production

aFH7ERTZR )5, QI anti-Japanese, non-contact.

(2) FEAE | RAEMDUE PR SRR Z 20 F iR .

OiEPrASHLLAL. ], ABSRE=TEETFTAL. .. ], MIUERGSHZ 08
[.], BRSRAARANREL];

QFIEHYRT, DUEF TS .], MEEPRAWHS, RFES],];

QEEFEAHE S )], Rabt, &, GESRBISEN LK HMMER AT
HFELAX ST,

@ERKXHED, [FHRERFANRTEZEHES, MEXKXEEFLHES;

QWA IR B AZ BIAREIE S %8, XFMIER T, PiAZIRMA &idA4 7 fEs,
.

We have obtained your name and address from Aristo Shoes, Milan, and we are writing to

enquire whether you would be willing to establish business relations with us.




JFHR RIS R R S SOE B R B B4 A . S EE MR S R EORE B fER R E W W
P,

R

1% ( Wordy) : In my opinion, I think your proposal is feasible.

fé] BH ( Concise ) : In my opinion, your proposal is feasible.

BAEhEAMEHE S, B HIERMNER AL, RBEQ, 2WER. RERE NS
IO, FESSHRETED, KBk %A £/, A AT DU BEE 454 T BT,
e LA S IR E N EEER. 0.

Allow me to convey my congratulations on your promotion to Minister of Trade. I am delighted

that many years service you have given to your country should have been recognized and

appreciated.

B ) EEERR T B AR HRFINA, RIS, R0 T AR REREBUBE
=, X

1. BEHE

I FHSC AR B 1Y) 18 #8417 ( Logical Organization) J7 g BLAE LA R JLFH

(1) BB, 4.

Education »

1997 — 2001 Majoring in Tourism at Guangdong Commercial College. Courses completed:
Tourist Economics, Tourist Marketing, Tourist Psychology, Tourist Culture, etc.

1991 —1997 No. 16 Middle School of Guangzhou.

ST+ M AR A R R i o R I TR T £

(2) FFHBF, fn.

In order to quicken our construction step, Nanfanghongda Company is to employ 100 people
who can meet the following requirements

I About 175 centimeters in height and in health;

I Unmarried and not more than 25 years old;

Il University graduate and at least over two years’ work experience ;

IV Good at English and can serve as a translator and an interpreter.




GAHT . BB T R R AR BT ST TR HY o

(3) RRXER, 0.

Urban traffic has become increasingly crowded nowadays. ( I ) Thus, people are often
delayed by traffic jams, especially during rush hours. Meanwhile, traffic accidents occur more and
more frequently. (]I )

GEHT . REEF AR thus” 5| 3558 1% s A A5 5R . B, (1) RHE, ma ¥
(1) MR

(4) HE, tn.

Some years ago, my hometown used to be a beautiful place. Thick trees and green grass
could be seen all over the hills. ( [ ) As time went on, people destroyed almost the whole forest to
grow more crops. To make matters worse, people let their cattle eat up the grass. So, you can
only see wasteland instead of green forests now. As a result, when it rains, the soil is washed

down the hills and into the rivers. Strong winds also blow away the valuable soil that lies on the
top of the fields. ( II )

MM FEXBLih T, AEEX I T BRI K £ 08, H( 1) MR e =L %M
o, mas () & a R IE S AR IR O

(5) — MBSk, |

Advertising is an important business. Advertisements are very common in modern society.
Almost nobody can avoid being influenced by them. ( I ) On one hand, advertisements greatly
promote sales, on the other hand, advertisements provide us with great amount of the latest
information. Radio, television, and computers have made it possible for advertisements to attract

the attention of millions of people. ( 1I)

b SBCT) MABIEHAEE TSR RERE, 5 (1) 345 X3 HH#EFT T A
G o
(6) Im)ifir iz, .

Urban traffic has become increasingly crowded nowadays. ( I ) To solve the problem, more

roads are to be built to speed up the flow of traffic. ( I ) Besides, more public bus routes should

be added so as to reduce the number of cars on the road. (IIl)

rbr: A (1) R T R E— 3@ % H 25 mE, A () A 28 T ik ) 3
WITTH o

2. FEMEABERE

FRE SR R A | M, SRS R A

(1) F/RISRIGUE, 40
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later, next, finally

now, at present, recently

after, afterwards, after that, after a while, in a few days

at first, in the beginning, to begin with

immediately, soon, as soon as, the moment

at the same time, meanwhile

from now on, from then on

till, not. .. until, before, after, when, while, as, during

(2) RARZ N FEM, n:

first, second, third

first, then/next, after that/next, finally

on(the)one hand. .. on the other hand

for one thing. .. for another

besides, what’s more, in addition, furthermore, moreover, another, also

especially, in particular

(3) RRIFFIXE, 0.

or, and, also, too, as well as, both. .. and, either... or, neither_. .. nor, not only. .. but
also

(4) FAREIXLR, .

but, however, while, though, or, otherwise, on the contrary, on the other hand, in
contrast, despite, in spite of, even though, instead, after all

(5) FonfReuis, .

in addition, in this case, moreover, furthermore, in fact, actually

(6) RRHREXLE, W

because, because of, since, now that, as, thanks to. .., due to... , therefore, as a result
(of), otherwise, so... that, such... that

(7) FRILEXR, 0.

though, although, as, even if, even though, whether. .. or, however, whoever, whatever,
whichever, wherever, whenever, no matter how/who/what/which

(8) RmFMHRER, M.

as(so)long as, on condition that, if, unless

(9) FnBHY, f0:

for this reason, for this purpose, so that, in order to, so as to

&
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(10) F/REEL, 4.

be similar to, similarly, the same as, in contrast, compared with(to) , just as

(11) FKRZEH], .

for example, for instance, such as, take. .. for example

(12) FoRomid, 0.

in deed, in fact, surely, certainly, no doubt, without any doubt, truly obviously,above all
(13) FRMEFEIA9, .

in a word, in short, in brief, on the whole, in my opinion, as far as I know, as we all know,

as has been stated, as I have shown, finally, at last, in conclusion
A LI

15 BRI N A FEIE SRS BE AR U B AL, DURBEE R J5 o

1. EAILRAFHIRCHaX

L

a) Your order No. 20 for 200 toys is rejected.

b) We regret to inform you that we have been unable to accept your order No. 20 for 200
toys.

GrHr: b) AILE ) A AR XS, IO b) AJFHE] T “regret to, been unable to accept” IXFf H,
BEBZRERIA, a) M0 8 E#EE, A6, Wik, b) A4l HE,

2. EEEHE

(1) kGl A a2 RIE,

A B 5 R B TR B e & X 0 O PP E TR A, X AR AR ARALER, ANFIF R
% V3@ . f0: “You had not sent us your price list by the end of the month. ” 4] H 1) “ had not” 3k
THRERIBESR o B %A “Could you please send us your price list by the end of this
month?” FURBIFIS £ .

(2) & L FEhiES.

A, BEhESHEESBEEAALS, F e Rds st shENPUTE, Wit
+*“You didn’ t enclose the price lists in your letter. ” B{ i}, “ The price lists were not enclosed in

3y

your letter. ’
(3) s BRI BRI,
FERT 95 S SRR B, BARFIARPIMTES, W1 LATE Y b (i o8 SCBORI R iR)IC, n.
“I am afraid” , “I think”, “I believe” , Bz FIBIUES . BeMA)%&HE R, M. “I’ m afraid we

can’ t accept Cash Against Document on arrival of goods at destination. ”




P INBREE ||

3. BRERAMANERZ HREEE
P95 (5 R 10 %8 T Lo AR P, RO A 0 A M 0 BB Y A, 40 © chairman” R K

“chairperson”
4. RHEE

Kt 2 BB X T A ARSTAE O 3R, XACE BAE R B, I AEGEIY 58 X J7 X R
BRI AR BEFRR, ik 55 B A RIT T RAF B9 A PREEt .




