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Letters

Tkm%‘ﬁT*ﬁ—ﬁ}iﬁﬁmlf’ﬁ,ﬁﬁ'ﬁd‘ééﬁﬁﬁrﬁtﬂﬁ
I RBEENNEL R BT AR ERRBNREFRAAA
AUBAER RUACHRRAER, I SHEEHNE, KT
RHE RO . SR, MEH AR RTUAESHHFR, W1
BE,EROGE EREAALGAR, FAGRBA B LR
¥, AR THERLEEERRSBMRESE, AT RERE
AN B AR ERBAL R RS, B—RA
BERTABAN SMERABLTET. BERRIFDG, 4R
RABRAESARATR BYTERENSESLHL. . MER
FEEEH—-BM ANERNBENGE ARREBREL. W
HRURBA AL ARE T HBER BERERR
MEHDEEHE, ARBANRBKREWRIFIERERR
BATRBEEESBMEY, EBRR, HEEHTUMNERHE,
BREX BERESECHRBER N BACHSFNE
K.OTXEHHELLARN, BLSSREABTRANY
£EEFAFR. NEKRESBRBNEAEKT, LESBRER
RNAHABR, HEACHEBEAETRANESNERRL. F4



2 RIREEIEE

HKORPERFR—RLROBXR—EERNFER BAL
ROEZ;FANXATFAX-RIFOINS, T4 BRREKHER
KD . HBRUEEE THHRBEEF4HERBTARE
e, WBRR RELEHARTLBRTRREFEE/ N
. A5 RS o TV R BB AT SR R, 4 e i ARk
ERETEZRRMUBEBRHI S i, EHERBERBRAEEY
BB X —LEFT WRAIBENRDIT T TRENER.

FRAEEFEABSFFRZS BEZEAREHRAZL
XREARZL. RBIEREE.

1.1 %iﬁfé& (Ordinary Letters)

EEERRERANRAE AR WL . SAEZ RGBS,
—MEBIAERN., SYBHEREEFHILA:

1.1.1 BAREANS :

BERNEREBEFNE . SEVABNEAR . IBSK
WoRFREN—SFHAWKFEMRBE N ASERK,
HAEABENEARLAR B REBENET T XLER . BAET
BAMDRR. HE . ZR-FHER. EER-HENVKE.E
FARFAREFBHACEES R A XFHEERARKN.

1. 1.2 RWMEKHRE

MRAFEEREAZR.EREAREZ T . ELRER T
A MAREALK . AAGEHAAENEE. R, B4
BREBEALZR, MELNNETESBAERE R, 55
ERETRRE EXBLRERT. SELRE & .F0ER
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BEAS . HGHIRE UL EGRPHNZEASHEEESD
FeEEmEs KEZRMEE RTREREALEHYMNES K
R W . % “in regard to ... ”, “ on the other hand” ,“in accor-

” »” “

dance with ...”, “as a matter of f[act”, “along the lines of
.. ", “at your earliest convenience” X R BEBE RATFH
FER MRAEEAGRTOREER RERT OBEERNE.

1.1.3 HERNMNEs
HEERPUGARA. S SE0EL, AEGHE N
SEFAEHANEN . BAEBS. 0.

i) N
do accomplish
write correspond
often frequently
find locate
go attend
ERESMRAREEZMEH, W
A A
please will be good enough to
now at the present time
like along the lines of
: since inasmuch as
AANRREBTARBEENREIFTR. .
A AR
as soon as possible at your earliest convenience

could you let us know please be kind enough to advise us
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I am pleased to It gives me great pleasure
since/because/as in view of the fact that

if in the event of

although in spite of the fact that
du'ring/while in the course of

1. 1.4 TS5

ER-RERREW WNEER.ERT -#EBLE8—
HEIESHRKR.HEXY., SRt —AFNRAREEE
RE—B. BN -BRNBE-ARTT-BRMNE 4, MERK
ERRKERTH—KRKT ZARORE -SRI “We
are leaving at the end of this month, after Robert returns to
school. "(“KMHE EAXAARFHFLETFRABEL. DR
RARMEEB T —B.“We are quite pleased with Robert’s
first report from London. He is apparently doing very well in
all subjects. . . "(“HEMBEFHHXKHNFHBRERKF LY E —H
#E. BRAEEAARERREF.”)

BERANKR AEOMEREABRNBEHANBEE, A
HE.HE EEFENEFR. MBEETREXEBKAE L,
BREARERERE, UREREBEANERANER, A6
2R, HETH. ,

Married to a former war correspondent who is now writ-
ing fiction,she is living with him and his family in New York
and studying voice and dancing—prior to going to Hollywood

in the Spring for a screen test.

RRE-TRA, - BRAZLEER R EEE. MEREY
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HEAELE.BERZEALZ AHRESERET,

She is married to a former war correspondent who is now
writing fiction. They are currently living with his family in
New York. She is studying voice and dancing and will go to
Hollywood in the Spring for a screen test. .
[#x]

W~ LA BRI H L TH L ARELS R AME
WAL RAGFA—REAYLF REFILELAN A4F
BRI RS EEX,

73— A T 7 R R T REGE A Ak A9, M
“lIam going abroad next month. "(“& FA B # & .”),abroad
—HRENEESHW. AWMELEH. “I am going to England
next month., "(“4& FA A % % 8/ .”)“She has a child. "(“4. 4
—AETF.”), Rin“She has a two-year-old son. ”(“M & — A

BEGILF IR EBRLHER,
1.2 & {5 K 8% A (Physical Characteristics)

1.2.1 {%54% (Paper)

ERER L FHER, X AR EAE T EFE
R-MABENE . CHBEREEH LARFEBIHESE.E
BREAEEZFER. ~BRUAGH. BENKNEERF. Y
KEREETHIBRENILE,

1.2.2 H#F (Writing)
BENGERBRFEN . FEXYAR.REEBANRN
B RFWRA, BRERKBEHART FINSHENITI.
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ITHERGEEREFR —, FHEWER,  TRIE. FTABRENFE
HOREERRBRE AR ARSHERFTFE . IHBRER
RUMRE. SR, FEEEREHE A ERUBLAHEH
RANBE-MERE BEREREC.FEHLE . RASH
BEHE . EAERBE HEFTRBRILRM.

1.2.3 28 (Space)

STEBRFEHRE. WRERE, REPELET,ER
RXABBAPE, XN EETLELT KT RIBEE @Y, B,
FENNABERF -EHNEAFEWER LM,

1.3 ¥HE{EEMEE (Parts)
BEEHEL B . EX EREMELENHSAR.

1.3.1 483k (Heading)
FEEERFANMBUNSEARE A TEEMELY.B
— AR TRAARSHS . AY ST mE, 8 —47,

50 Nicholson St.
Footscray, Melbourne
Vie. 3011

Feb. 25, 1998
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1.3.2 FREF(Salutation)

PRI FRELTE,.REKNELED, &% A Dear John"
“Dear Mary” iX £ i) ¥R ¥ , BR WF IL 3% 5% % 89 A 7] A “Dearest”,
“Darling”,or “My own precious Anne”, —fik¥»“My dear ”
H“Dear” EEM. MPR—HAFH . EERMNE, R0 FEA
“Dear Frank ”or “Dear Mr. Smith”, i 84K Mr. Smith & &
7%, W) R FRPE H “My Dear Mr. Smith”, 2§ Btk % 1€ b ¥ 0%
RAALEH  CRAERG . FUTHFAERATHIRF L.

Mr. Frank Smith;

This is to inform you that the tickets which you sent me

...and so on .

1.3.3 IE3X(Body)
EXRFEANREZHD,FAEGRBEXBELR KEHAR
ER.EENEAREEW BEEH.MAEE.UROEL,

1.3.4 #%i&(Close)
EXTHEEAZHNEELERE . AREAEEBETS,
FEXNAFEHTRTHERIE,

Sincerely yours, 6 3:50 &-3:1D)

Yours very sincerely, R+ AHEEE)
Always sincerely yours, (KR EHERER)
Yours cordially, 6 3:0E-Y 1:0D)

Most cordially yours, 6 3:05 - £:.%' {:5))
Faithfully yours, 6030 D)

LRFHNERRAMETUXRLER .
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Yours affectionately, (RBIEER)
Always affectionately yours,  GKiE R A EZH)
Lovingly yours, (HBHIFERRD

Your loving sister, (R EIEZ BRI
Lovingly, your sister, (R B3R Z R BRIKD

With love, (ZBARED

1.3.5 % £ (Signature)
AN TERETEH. —EBFE . FHEEHHIH.AH
Too 4 4] #7 3k .

1.3.6 fE3#5 % (Addressing the envelope)

BT ALWE AR R BRI RS, R B
ﬁ.%Eﬂﬁﬁféﬁt&gi&zi&ht.%fa‘)\m!&zﬂﬂntﬁﬂ‘%#
ELABRGHEE.EXEREE. A—XE8R. ERTHHEE
BHEFFEAN. WEARY LN FEHETH. BRXAEFL
K (block form) 18} 31X, (indented form)F R , L& 2 — ],

Zhang Ming stamp
122 North Taiping Rd.

Nanjing, Jiangsu 210018

P.R.C.

Mr. Frank Smith

1941 Benson Ave.

Apt. 3, Brooklyn

NY 11214

U.S. A,
FhAEHELH




Lin Gang

Department of English
Southeast University
Nanjing, Jiangsu 210018
P. R. C.

Mr. Susan Fu
32 Mologa Rd.
West Heidelberg
Vic. 3081
Australia

E I EMCE E S

1.4 7 % {Z & (Business Letters)

REREATHS TENKRAZHE, BT EFRER.
BRI b — A R 2 4L, 4% R 3 b 0F o9 48 TR 1 50
GRS - B RTE BERNYNGE, MEXE HEHE
RBFRARITEIES BB FREAEH.HOE R RE
AL, MG AR CRET XHEAITIE)  H % B8R N5
L RALARHE YLK M R BERERESEE &
5 AT RO B BT, Z 4 BT FHLIT A

1.4.1 % &RIE# (Structure)

BHEERAANBWIAR 5K A5 AL FRIE, IF X%
REMES., SHEEEHWL, MM T AL —m,

1) {53k (Heading)

SRR ELESRAE AN, Bt — RO NEEK
L MREFERDT, NNE b, TURFLR, BT IUR




