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1.2.1 4% % (Heading) --- O
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1.3.2 4347 & (Indented Form) «seeessesssssessrases sernsrnneser 16
1.3.3 &4 X (Modified Form) se+es- B ¥ 4

1.4 5 R (Superscription) sereeeees

1.5 {F55% ¥ (Letter Folding) +-+--+

sseceisncrecrrennies 18
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2 FA AP (Personal Correspondence) ses:seeeseesesionsiacnisenies 26
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2.2 FAE{E (Friendly Letters) e eeeesernnrersrnonicnnineniacananerne 28
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2.4 215 (Date Letters) «eereesreereenssenne . . 32
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3.1 #IEAE (Letters of Invitation) »»++- cersesenieivieees 36
3.1.1 EX %% (Formal Invitations) < 1)
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Reception) - sevecesssasese seeseanscass 30
3.1.2 #—lf—i\ﬁﬁ'(lnforma] Invitations) seceesecccesseneeees 39
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Celebration) =se-eseeseeeee SO 1
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3.1.2.3 # ik M & & % /ME (An Invitation for a Short
Stay at Home) eecceesrececcess ssssesssies 40
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Dinner and to Theatre) -+ FERTTRRTIR eeeees 40
31.2.5 kK LE S LETAHHR Z(Daughter Actmg as
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3.1.2.7 ## (Regret) -- ceteerrsenisantetisessionsiraesses 4]
3.1.2.8 ﬂ/ﬁﬁtﬁ(Recal ing an Invitation) - cesvees 49
3.2 BRiH {5 (Thank- -you Letters) cesreveisnsiinstensinneiins 42
3.2.1 Ak AASF % (Thanks for One’s Hospltahty) ------ 42



3.3.10 K R A F r# 2 3] (Congratulatlons on One's New

3.4.1

R 7
3.2.2 #i#i£ 47 (Thanks for Seeing-off) + 43
3.2.3 R#MAAWN MK (Thanks for One’s

Congratulation) s=sseseseerenies + 44
3.2.4 %ﬁ’ﬂii'} “’ﬁ‘?fL 5 (Thanks for Weddmg

Gifts) - teerranrecssrsre s ceeersectcecssasiennens 44
3.2.5 iiﬁéﬁﬁ(Thanks for Recommendation) - 45
3.2.6 & 85 (Thanks for Financial Aid) - vesvceens 45
3.2.7 ﬁ#ikﬁ#‘#ﬁ#ﬂ'(?‘hanks for Appllcatlon

Materlals) ressrscseresnsen eerssssencessensances 46
3.2.8 M £ ¥ (Thanks for a Kind Favor) «sesseseeceescces 46
3.2.9 MK (Thanks for a Kind Visit) seeseeeeeverceeres 47
3.2.10 & i#t 3h & (Thanks for One’s Consolation) e« «s:seeeee 47
3.2.11 ## A A i 72 (Thanks for One’s Condolence) - 47

.3 BBUE (Letters of Congratulation) s»sereeereerssanianieniaes 48

3.3.1 # & A 374 (Congratulations on an

ENQagement) «wsesrssesessisasetoriontrs sersmnseesessmronases 48
3.3.2 K AA# ¥ (Congratulations on Marriage) «ereeeee 49
3.3.3 KA AF T (Congratulations on a

Newborn Son) sevcesressicertessitcaienticaisacieses - 49
3.3.4 KAALB (Congratulations on One’s

Birthday) cesscssscoersremrennmmnriesianennienmneenenenes 50
3.3.5 WAAHE %ﬁ.(Congratulatlons on One’s

New HOUSE) weseresreennrenstocereesrsssivsssassrs sosseeses 50
3.3.6 '}I)},Ak?’-‘*jk(Congratulatlons on One’s

Graduation) --ereeescessresessensassisasisesrenssesessenses 5]
3.3.7 RAA¥R (Congratulations on One’s

Prize-winning) ssreesreseseostsoscos seenrisonseanees . 51
3.3.8 RAASZH (Congratulatlons on One’s

PrOMOLION) ++¢ ++¢ ot 00s res v sutonsres s sussnssnnsrsnessesses 59
3.3.9 HAAFKH F]‘t!‘(Congratulatlons on One’s

Published Works) sss e siecserecressronsisnernnnisssisssins 52
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.4.3 %“’"&/\éﬁ -i—-?‘ 1= # (Condolences on the Death

.4.4 B ‘*"i/\ﬁ‘;}}i?{-&((:ondolences on the Death
T

One’s Mother) «+sesessrestissiestmnasnesesanees

a Friend) - e eeraesnea

0f One’s Wife) seeeerrersessnssnrasmireeessmrones

of One’s Child) - eescre sreeteran ir eranarenone
4.5 FrEEAE 9]‘)‘2, 1= (Condolences on One’s

wriesieee 53
L4.2 %"“’&/\t&(Condolences on the Death of
« 54
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Unexpected Death)  seeeeesrs seessrsusanssmsseesssesienns 55
.5 ﬁilﬂfﬁ(Letters of gonsolation) esessacescersesnnieessnnsisces 5
3.5.1 K9 #H K (Toa Friend Who Is T[) sceeceecreetoeacnees 56
3.5.2 & M A %45 (Consolations to a Wounded) s+« =+ 57
3.5.3 & M A& % (Consolations to a Friend Who Is
in Misfortune) seesecrescenssensreniessseeniecacsssisenescns 58
3.5.4 ﬁtﬂlki!#)(Consolations to a Friend Who Was
RODBEA) ot 00sses tossrerarssenes visssavansns sesssssnsiosns ves 58
3.5.5 M= 84.A& % & (Consolations to a Friend
Disappointed in Love Affairs) ceceersetiosionsicecicces 58
.6 815 (Letters of Introduction) seeesseeseessisssianiensienes 59
3.6.1 HRASNB1F (Personal Letter of Introduction) = -+ 59
3.6.1.1 M AMHE AH R EX(A Letter of Introduction
to Be Presented in Person) «s«teesessesessrecnasen 59
3.6.1.2 WP F A4 & (Letter of Introduction to Be
Mailed) «eseeeerarimsnses vmrscssrorsissresoncsasesses 60
3.6.2 B F A B45 (Official Letter of Introduction) se=++ e 60
.7 MEFE(F (Letters of Recommendation) seeeseseractsaniaacnnses 6]
3.7.1 @ ¥ 3 F15 (Letters of Recommendation for
Studying Abroad) «eeesesressseserssrsssisanesessenainnn 6]
3.7.2 KIIH|HAF (Letters of Recommendation for
a POSlthl’l) L T T P N Y T P 64
3.7.3 B ﬁ'f"(Letters of Self-Recommendation) ssssesereeer 65
.8 3K%1% (Letters of Application for Study Abroad) -+ 66
.0 FEUE (Letters of Admission) e eeesrsecerssmssnivosssanssees 68
.10 SRBE (Letters of Application for a Position) seeseseee e 70
3.10.1 K3 4% &4 (Examples of Letters of Application
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{Or 2 POSIION) +++ees reesererssssrarasssseensianssanssnns 7()
3.10,2 MHERITEBH E?i(Reply to a Letter of Appllcatlon
{or a POSltlon) creererrssesrsases ericenien 72
3.10.3 A #& & (Letters for Reference) - teesserrenonenns 73
3.10.4 #EZHY @l(Reply to a Letter for
Reference) esesovvoecences sesesnrsssresaraarianisese 74
3.10.5 2 % (Follow-up Letter) seecessesseercencesionnienne 74
3.11 FB{E (Letters for Trial Employment) cecsccesereareees 75
3.12 E{Fﬂ%‘(Letters of Employment) [ R PR P TI £
3.13 #HUE (Letters of Resignation) swssessereevivesiosansnnices 74
3.13.1 #38 w3k (Letters of Resignation) st esersecsercsses 76
3.13.2 #3242 89 & A (Reply to a Letter of
ReSIZNation) +++ «es sue eossve vor savsessuvros i vusssunensiesns 77
3.14 @iﬁ]f“"(Letters of Inquiry) teesersrseseterceenrinesenciaess TR
3.14.1 1 l‘;l)\ﬁi—“ﬁ'«)t(lnqmrmg about Admission
Abroad) seesescseserorsenniessinrseeneinsainsrisnesen e s 78
3.14.2 #WFHEHF *’V\?é*(lnqumng about a Job) --------- 78
3.14.3 ‘L‘Jm‘(lnqmry) DT T T /']
3.15 3K fE (Letters of Requests) seeeserstisereseiiacinee 79
3.15.1 #RARIL) (Requestmg an QObservation) «++ ==+ 80
3.15.2 3k £ 44 #& F (Seeking a Cooperation) s++s+esesesse 80
3.15.3 # K 4 I (Requesting an Appointment) sseseeeseee 8]
3.16 SR BhE (Letters Asking for Help) =ececeveesecnsiiceienicces 8]
3.17 E¥SS (Letters of Apologies) «oseesesrecsicesieasicnnnens 83
3.18 M3LfE (Letters of Sending Gifts) s=seeree e oeceasiennicens 85
3.19 BAP{5 (Letters of Purchasing) s«seeceeserscsieeciccncens 86
3.19.1 3T ® B A (Letters Confirming an Order) ss+eecoveee 86
3.19.2 %97 # & (Renewing a Subscription to a
Magazine) ++ses sse sessrreesae sisessunsiaesisenivasivnsisens 87
3.20 ﬂXhF(Letters of Advice) see sestecntsestesciicsincsransiaees 87
3.20.1 &% X% % (Offering Advice to a Youth) eesreees 87
3.20.2 MM AERE B (To a Friend Who Seeks
DlVOrce) 20 0es 106 0Ue BEcsE0 00 SIERRITEs e BIcBes R0 0 RIS RO 88
3.20.3 %148 JUE F (Advice to a Nephew) R IR I 1
3.21 HiiTf5 (Letters of Reservation) - R LA 1)
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3.21.1 #R4T 4& i (Booking Rooms) s+ seressssesseassassisenes 90
3.21.2 FT X % & (Booking a Train Ticket) sesesevrereees 91
3.21.3 3T €& (Booking an Air Ticket) e 91
3.21.4 FiT# A A4 (Booking a Steamshlp Ticket) rees 91

3.22 EA{E (Letters of Information) ssssssaisasissiiiana G2
3.22.1 i#4e$ T (Informing of a Newborn Son) «rreereeers 92
3.22.2 B4 &4 (Informing of Divorce) s=sreeeressreescccns 42
3.22.3 i#4wik 4k (Informing of Retirement) »e=+e e - 93

4 E#’ZZE(Daily Association) erecstersresineiesiiianivenisecsiene 94

4.1 %m(lnwtatlon Cards) - eerseasiscsicorreaciesarcescnness 04
4.1.1 iﬁ-a‘Lﬁ‘*(Invttatlon Card to a Wedding) «s+eeeses=- 95
4.1.2 *j’iﬁ‘ﬁLﬁiﬁ‘Jgi(Reply to a Weddmg Invitation

Card) ceeressrossereorenns cerverrenare o - 96
4.1.2.1 ﬁ%i’vﬂ'(Acceptmg an Invitation) sweseresereene 96
4.1.2.2 % # ¥ % (Politely Refusing an Invitation) ===+ 96

4.1.3 3844 ik & (Invitation Card to a Reception) +«++»++ 97
4.1.4 %4 ik % (Invitation Card to a Dinner Party) -+ 97
4.1.5 # 4 # % (Invitation Card to a Dance Party) «-<+= - 98
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4.1.6.3 34 #% ¥ (Invitation Card to a Tea Party) - 100
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4,3 B (NOtes) sreerrerrecriciecemeistiininictnorscesisecnces 108
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5.1 3ZBR{E# (Children’s Social Correspondence) «e«eresseeee 121
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5.1.5 JL¥ # ik 1349 ® ¥ (Reply to Children’s Invitation
Letters)eessre vescsnasessnasnornses sassessunressne sessonsosses |28
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6.3 %%F*B‘J%W(The Structure of Enghsh
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6.3.1.3 }"'%’l’rﬂ#ﬁ&?(}{eadlme Wrmng) 134
6.3.2 EX (Body Text) seeserssssrsssesnsivesienmsssesnsnienes 135
6.3.3 © % (Slogan or Tag Lines} =ccosevescees - 138
6.3.4 AR (Trademark) seererersssessirnssmsnmnnissinnsnsn 139
6.3.4.1 151 (Coinage by Imitation) treesseccassicnniens 139
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Letters e ee s saseenionsrnvasenssensisanssonssesieses 139
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7.1. FEWH YR T £ VF (Mechanical Engmeer
Wanted) ceeveresesseeseresonscnnnenssnsiressanacsesss 15]
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7.1.2.7 #®E B R (Real Estate Clerk
Wanted) seresssercrccsese ceseerasenienes 151
7.1.2.8 R WL (Assistant Manager
Wanted) sevesscessescerssnsncressssccscsasonacscses 152
7.1.2.9 W HE B (Clerk Wanted) -eeeeeeeeeseesemsennenes 152
7.1.2.10 # L) 4 (Employees Wanted) =-e-eecesevesseeees 153
L3 BESEPFRLAHKEH X (Common
Abbreviations in Help Wanted
Advertisements) s=vesceseescesersscensisssecccrsssnsenase 153
TaEEr s (Merchandise—Selling

Advertisements) ccseeecercasocssesncasenses sessesvsenes 154
2.1 ERHRILENE 'f’F&-*(Mam Points in
Merchandise-Selling Advertisement Writing) s+ 155

.2.2 FR4k8 4 # (Samples for Merchandise-

Selling Advertisements) e eesseeesescescncrcicssicssesse 155
7.2.2.1 A %7 4 (Automobile Advertisement) ss++s+-++ 155
7.2.2.2 WARHL) 4 (TV Advertisement) seeeeesessereer 157
7.2.2.3 F & 4% (Advertisement for

Video-recorder) sseesreerrecceccncnivoscianicnness 158
7.2.2.4 W FAWHLJ" 4 (Radio/Recorder

Advertisement) ssseresersescissiesnisssesaniesinses 158

7.2.2.5 #HAKWS 4 (Advertising for a Washer) «e-eee 158
7.2.2.6 k& %(Advertlsxng for a

Refrigerator) cseseessessiccereacietnicnnecnaneee 159
7.2.2.7 ###) & (Dishwasher Advertisement) «»»«+ 160

7.2.2.8 # KB 4 (Water Heater

Advertisement) ssesiscsiecnrtoatectiasarssiannrnee 160
7.2.2.9 R4 E)S & (Vacuum Cleaner

AdVertisement) e swesecsrerenveessrsessemisaserans 161
7.2.2.10 g B S 4 (Advertising for a Microwave

Oven) seereeersserseetaninaistetessieasenccasanenseans 161
7.2.2.11 B4 & H )" % (Advertising for Photographic

Equipment) sereee e st stivesieatisasiassassnraserese 162
7.2.2.12 # g1 4.7 4 (Advertisement for a Sewmg

Machlne) ses sasssncen ats snsanrrne esssme Ty 163



