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Focal Points

Text A Business Letter
» —HAFER
Writing Writing Letters
) EREE
Translation  Avoiding Translationese
R EIFIE
Reading A Resume
—{3fEmH

1. AR5 HA:

1) A& &2 13 % , 3 & T B R L% (practical
writing), SR X e F &/ , A&S %, AXR%E.
TREELALAEHECXAANEAN TRS
FiEHELFRARES .

2) 413 (letters) & B A X ¥ 4 F LA X, B F A 44
AAE & (personal letters) #o ¥ %43 & (business
letters), ¥ #13 & S 46 RIRME A1 EHEF.

2.MIEK:

) MEAAEIBHEEAGHE, TREIHSEY
# X,

—REAEHD : (REBHFMH) (THLEF
%)

2) AT RARAE, LBELAESAM &

application, in answer to, salary, requirement

— A TRF: (FEXAH)
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A BUSINESS LETTER
—HABESD

2 Lesson One

22 April, 1998

Dr Eileen Yeo,

Essex House University of Sussex
Falmer, Brighton BNI 9QT

UK

Fax: 0044-1273-678835

Dear Dr Eileen Yeo,

Thank you very much for your fax of 21 April, 1998, with your
1998 Trip Report and the End of Links Report enclosed. I do not
have any particular suggestions for the End Report. I fully agree
with you that “the objective of strengthening contacts between
Women’s Studies programme in Sussex and China has been
forwarded by the visits in both directions.” However, I wonder
whether a list of visitors to and from Sussex could be attached, as
this is the End of Links Report, and things mentioned in the Report
are not only the issues concerning the current year. I would be
honored to co-sign the End Report if you think appropriate, to testify
that the Chinese coordinator has been “an enthusiastic supporter”
of the Links Project, though he has a different background of training.

The project ends, but our friendship remains.

Best wishes to our friends Barbara, Gerry, Jenny, Elaine and their

families.
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Personal regards to you and the family.
Yours sincerely -
(Signature)
Lou Guangqing
Professor
Dean o
Adult Education College
Beijing Foreign Studies University
Beijing, China 100081
Fax/ Tel: 0086-10-68453058
NEW WORDS AND EXPRESSIONS
(" fax /fzks/ n. e )
link /ligk/ vt. BR ,ES .
enclose /inklouz/ vz. (BE1E%) BB BEA j
objective /ob'dzektiv/ n. Bi, Bir
strengthen /'stren®n/ vt. hnsg , JLE
programme /'prougrzm/ . (k) &, R, R
forward /fo:wod/ vt. iR, e
attach /o'taet]/ vt. WL, EHR
mention /menfn/ vt.& n. ORE, e
current /karont/ adj. = MAW,EW, KM
~ co-sign /'kou'sain/ vt. . EEBE
appropriate /o'praupriit/ adj. L OEMAY, A, AR
testify /testifai/ve.  {EiE, ¥, BB
coordinator /kau'a:dineito/ n. AN EEA
enthusiastic /in,@ju:zi'estik/ adj. WS , Bul R
to have a suggestion for - HEIN
to be honored to do sth TR
 bestwishestosb  AFEAFRBEFHHE
k ~ personal regardstosb ~ WFEABL ARIREIE

Lesson One 3



4 Lesson One

NOTES TO THE TEXT

1. xtWefE ARIFRME (solutation) AIRIR A . FERFEERK, HEA LY
B¥, M Mr” bk (Sl ) RFRIE; 3HEA K, £H
“Mrs” g “Ms” fn_bRak (SobRMEA ) KFRFE. “Miss” n_k gk B soik
20 % FATRRERIER T FEESFEES , 7T A “Dear Sir(s)” RIS
#:, i “(Dear) Madam” RFRWE L. %75 ¥EBIABARL , 7 “Dear Sir
or Madam” SEFRME .

2. FHESAHEALKIE (complimentary close) AR % it , (HIL{ELH

# A A “Yours faithfully” (& “Faithfully yours” ) #1 “Yours
sincerely” (& “Sincerely yours” ) ®ifh. i F7ELATCH: AFRIFEH K
15/ (4 “Dear Sirs” ). Ja# FELAA 4 FRMF I LERIEE R (40
“Dear Mr Smith” ). FAANEHELFLABRBEASKE AR RTE.
Bilgn , &7 % “Honey” ( “3%ZHY” ) sk “Babe” ( “EI” ), &REHA]
h “ABig Hug” ( “#i#afk” ) sk “Kiss You” ( “Mf” ) %.

EXERCISES

1. Answer the following questions on the text GH & ¥R 3C
2B T 51 ) E):

1) For what purpose does the author write the letter?

2) What is attached to the letter?

3) What is the author’s opinion about the End Report?

4) What is Dr Eileen Yeo’s idea which the author fully agree with?

5) In what field do they keep contact with each other?

6) What is the meaning of the End Report?

7) Why does the author suggest that a list of visitors to and from Sussex
be attached? _

8) What will the author do if Dr Eileen Yeo agrees with the author’s
opinion?

9) What is the author’s attitude towards the project?

10) How many friends does the author want to give his best wishes to?



