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o J3{% (Letters)

TR A WRER R P IPE .

{&%1 ( Envelope)
Dong Mei T
Class 1, English Department { stamp)
Sichuan University
Chengdu, Sichuan 610065
P. R. China
Mr. Dick Myers
314 S.6" St.
Goshen, IN 46526
U.S. A.
L

&3 ( Layout of the Letter)

Class 1, English Department
Sichuan University
Chengdu, Sichuan 610065
P. R. China

January 30,1990

314 S.6" St.
Goshen, IN 46526

Dear Mr. Dick Myers,
Nice to meet you during your visit to our university. Your introduction to Goshen and Goshen College gave me a
deep impression of a beautiful eity and an excellent school. I will soon graduate from Sichuan University. I plan

to go to America to continue my study. I take Goshen College as my first choice. Will you please tell me some-
thing more about this college and give me some suggestion for my application?

Thank you for writing to me. I enjoyed the enclosed pictures very much. They will long remain a pleasant re-
minder of our meeting in China.

Please give my best regards to your family.
Best wishes,

Yours sincerely,

Dong Mei




{=#t ( Envelope)

Dick Myers
314 S.6" St. (stamp)
Goshen, IN 46526
U.S. A

Miss Dong Mei
Class 1, English Dept.
Sichuan University
Chengdu, Sichuan 610065
P. R. China

{&3x ( Layout of the Letter)

314 S.6™ St.
Goshen, IN 46526
February 10, 1990

Dear Dong Mei,

Glad to learn that you have interest in Goshen College. As a graduate from that college, I think 1 can give
you some help.

GC is a four-year liberal arts college. It was founded in 1894. As a minisiry of the Mennonite Church, it
seeks to integrate Christian values with educational and professional life, founding its efforts on developing
students spiritually, intellectually and emotionally. The college’s track record of sustained excellence in innova-
tion and performance has attracted national recognition. In 1987, GC was named as one of the top 60 colleges in
the U. S. in science and mathematics education. In 1988, GC was placed on a list of the top 40 high-quality,
low-cost colleges in the United States. In 1999, GC entered the list of the “Honor Roll of Character Building
Colleges. " Recently the college was, for the 10™ consecutive year, named one of “ America’s Best Colleges” by
US News and World Report.

Early in 1968, GC boldly started its international-education experiment. Students of the college are re-
quired to participate in the Study-Service Term (SST), in which a group of students with faculty leaders live in
a significantly different country for 13 weeks. Studies have shown this program helps students have better com-
munication, intercultural, and language skills, as well as knowledge of world history, than most U. S. college
graduates. In a survey by US News & World Report, U. S. college and university presidents named GC as one of
the five most innovative colleges in the nation, largely because of its international-education requirement.

To add to the “internationalization,” GC opens its door to students from all parts of the world. Internation-
al students should meet minimum requirements for admission to a university in their home country. A TOEFL
score of 550 or a grade of “C” or better on the General Certificate of Education (GCE) English exam is re-
quired for admission. A student with a 500 — 549 TOEFL score and strong general credentials may be granted
conditional admission. There are special scholarships and grants for qualified international students.

For further information, you may get in touch with the International Education Office of GC, or send e-
mail to ervinb@ goshen. edu.

Goshen is called the Maple City. It is really a beautiful place. I am pleased that you are choosing the col-
lege 1 once studied in.

Best wishes,
Yours sincerely,
Dick Myers
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&1, Block Form Envelope
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addressee’s street address
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2. szt

—HREEHHE SCE HEREUT AR
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B (ERAEHPREAER),

(3) FrE (Salutation)
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Body
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» (or)
Signature (Signature)

(Enc.)
(P.S.)
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Body
(Enc.)
(P.S.)
Complimentary closing
Signature
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month/day/year
salutation( Dear) + addressee’s name,
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closing, (closing, )
writer’s name (or) ( writer’s name)




—BfEr R R pl

AR R S RT3 9 A (Social Letters) RIFTULAS 4 (Business Letters) BIk2E. PO
XM FREEHRSEER X, SBHRCEOERMTRIES . EAGEE PN B E iE
&, Wi,

PERBHNAT R iRE . RFE. AFE. MG, BEE. B0E. B#E. RE%.
CASCHT S, A EASCAnde B Uk miFh, SFEURELERBE. TEHIRSEBEESE, 428
KB, WPATESI AR BEE TR AR AR R AR a5 RELR, i, HrHEHE
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1. #1i745 ( Letters of Inquiry)

{5 TS EEBEHEEBMELFES PR, HXPEREERERRGESMEH,
HiEE N BAT S R B M. BIEFTRLMA HIRTS Goshen College 5 EMAMGH BRI T, Til—i
HR ARG RE A — 2 R 2 SO EHE E B IR AT U R

Formal

Foreign Languages Department
Sichuan University
Chengdu, Sichuan 610065
January 4, 2007

Sheraton Sanya Resort

Sanya, Hinan, 572000

Mrs. Pollock

Dear Mrs. Pollock :
Several people have recommended Sheraton Sanya Resort as a place with first-rate accommodation for our
long-range planning conference in May.
Would you please send me full details on rates, meeting rooms, recreational facilities ,food services,and so
on. The following information will help you.
Date and time;May 11 (afternoon) to May 16
—five nights and five days
Number ; Thirty men, double occupancy
Seven men,single occupancy
Fifteen women ,double occupancy
Eight women, single occupancy as
Food services ; Three group luncheons with speakers
—sixty-five people
Meeting rooms: One room large enough to accommodate 70 people
Three rooms, each to accommodate 25-35 people
1 will also want information on recreational facilities, travel ,and special activities ,such as entertainment,
tours, and so on.
Shortly after I receive this information,I will be in touch with you. May I hear from you no later than Janu-

ary 157

Sincerely,

Kong Ling

Dean of Foreign Languages Dept.
Sichuan University




Informal

March 3,2007
Dear Wang Ling,

Haven't heard from you for a long time. How are you doing?
I wish to continue my study at the graduate school of your university after graduation. Please write and tell me

the details of any scholarships or fellowships that your university is offering to graduate students.

Yours,

Tingling

2 . Big/ E}{FRE { Letters of Application/Cover Letters)

WFH TG, RE—REBEEEEEEE, RRAFALTIITHRRREERFRARE, RRE
WERBIFIEEERE, WRERAALEEE, Fadt—SRHmREEsh. F, Bkl
EHXKRIP B EBLREE., ERMNER, RPEFREFHNEHAR, &%, RRFAEHAA
MAERRME, —RBJLBERaCH AR EE (B3 BFER).

#1: Formal

930 Lewis Street
Chicago, IL 60609
September 15, 2006

Data Control International
111 Mormis Lane
Kankakee, IL 60620

Dear Ms. Boswell;

T would like to apply for the position of assistant computer programmer as advertised in the September 14, 2006
Chicago Daily News. 1 feel that I am especially qualified, and would appreciate your sending me an application
form.

Please send the application to the address above. Thank you for your help.
Sincerely yours,

Mazelt Ty llor
Maxell Taylor




i 2. Formal

Sept. 15, 2006
Registrar’s Office
State University
Littleton, SD 55555

Dear Registrar:

I am a student of microbiology in Geneva, Switzerland. I would like to apply for entrance to your university.
Would you please send me an application form and information on your university?

Thank you.
Yours truly,
PBenee Mbariin
Renee Martin
Blane Apt. 406

Geneva, Switzerland

3 . B3{( Letters of Self-recommendation )

m2 i, BEGLRER—FHESHEAD “HE” WRREFE, SRKRELEREK, ZU
BEmMBEE (4. #5E) FRsfc. 4%, SERTHBIEAARGTRETENRZMAT
¥, BXMEARALDFEMBRE, WEFEREWREN, R, WRARMERKE,

Formal

David Palmer

Box 305

Manotick ( Ontario)
CANADA XDA 2NO

March 1, 2006

Dear Sir or Madam;

My name is David Palmer and I am searching for an epportunity to teach English (or French) at your in-
stitution. I am presently a student of Fast Asian Studies and Anthropology, and have been studying the Chinese
language for four years. I am graduating this spring with an honor of Bachelor of Arts degree.

Teaching in China would be a wonderful way for me to deepen my knowledge of the Chinese language and
culture, while giving Chinese students an opportunity to learn from a native speaker of English and French.

1 am indeed equally fluent in both languages. I have often been praised for the quality of my writing, as
well as for my public speaking skills which eamed me Canada’s national bilingual high school debating cham-
pionships in 2000.

1 enjoy teaching very much, and have fond memories of my experience teaching English in Pakistan for
three months in 2001.

Upon reading my resume you will see that I am an active, enthusiastic person who enjoys working with dif-
ferent people and who adapts well to new situations.

. 9.



