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Unit 1

Letters

Outline

English letters are very common in English learning. There are many kinds of English
letters, such as Letters of Booking, Letters of Invitation, Letters of Congratulation, Letters of
Consolation, Letters of Appreciation, Letters of Inquiry, Letters of Complaint, Letters of Job
Application, Letters of Job Termination, Letters of Recommendation, Letters of Introduction,
Letters of Application and so on.

Commonly Used Vocabulary

processor JI LFE/F, T3 cosy Enuiffl. ZEAEMN
hug #H#t excellency [&

appraisal i, VEAT applicant HI1E N, T5K#
accommodation 1115 consolation /& 7]

sorrowful AL, A0 grieved AR, EAH
swift I knock down f#{#]|
appreciation JE&iff; FLIH mailman HEZE, HISIE i
carload 4 152W) bilateral XU, XTI
delegation Z4L; XK accord 4T

hospitality B 1% representative 183, fCHLA
laser printer WWOGLF EIHL client fGHELA

discount /741 hesitate JL7%

enclose Pifi ki fff I category 73, PPk
catalogue H3x, —WE quotation R

mushroom B %; load %47,

steamer MY, VM deficiency Hidk, A2

1



JEEN SRR R RO

decline U4t standard FrifE; 7K
terminate 454 recommend 7
accuracy Fiffi; 4.0 bachelor “%1:

cable Hiflt; Hi%Q proficient ¥HiE[1); LR
equivalent FH[F s AHEEM) prior FLAGH: ZERTH
competent FRERH] humble HuA7 FLEHT)
transition JE; FAR energetic F JJ FE A 1]
formidable A ;T AN conscientiousness JIH[K]
distinguish i LA HFFE cordially #vipith; FLiiith
integrity IFF; WK advanced SCHREMT; ST
discharge JEAT: JSIA architecture &K 2%

Commonly Used Sentence Patterns

I would like to book a single room with bath from the 21st of October to the 2nd of
November, inclusive.

Could you please confirm this booking with a return letter?

We look forward to hearing from you (to your early reply).

We have great pleasure in doing...

I can’t wait to come to visit you.

I hope you will let me know that you can come.

We should be delighted if you could join us.

We do appreciate your kind invitation and hope we shall have the opportunity to say yes
at some future time.

On the occasion of New Year,...

We are so sorry that...

We are greatly shocked to learn that...

With every good wish for your swift recovery!

I am sincerely grateful for...

That is a small token of a carload of appreciation.

[ am glad to hear that you are interested in my jet printer.

If your needs amount to a certain degree and we will consider to give you a discount.

We have great pleasure in introducing to you...

I would be most grateful if you would...



Unit 1 Letters

Samples

Letter of Booking a Room

Mr. Zhang Weihong
Manager Great Wall Hotel
Beijing 100000, China
Dear Sir,

Computer Departmemt
Zhuzhou College
8 August, 2012

I would like to book a single room with bath from the 21st of October to the 2nd of
November, inclusive. It’s for Black Smith, our sales manager. As you know, our executives

usually stay at your hotel when in New York. We would like you to provide a room with a

telephone extension and overlooking the park, if possible. Mr. Smith will arrive on the

morning of the 21st of October, and leave in the afternoon on the 2nd of November. Could

you please confirm this booking with a return letter? We look forward to hearing from you.

Letter of Invitation

r= Formal Letter of Invitation
Mr. and Mrs. Liu
Request the pleasure of your company
At a dinner party in celebration of
Their daughter’s eighteenth birthday
Friday, the sixth of March.
At 7:30 p.m.
78 Station Road, Zhuzhou, Hunan

1= Informal Letter of Invitation

Dear Mr. and Mrs. Liu,

Yours faithfully,
Li Dawei

June 7 th, 2012

My brother Peter will be staying with us for a few days during the Christmas holidays

and my wife and I have planned a family dinner for him next Friday evening at seven
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o’clock so that he can meet some of our friends.
We should be delighted if you could join us. I hope you will let me know that you can
come.
Yours sincerely,

Zhang Hong

= Informal Letter of Accepting an Invitation
June 9 th, 2012
Dear Mr. and Mrs. Zhang,

Thank you for your kind invitation to the dinner with you and Mrs. Zhang which is
giving next Friday for your brother at seven o’clock p.m. I shall be very happy indeed to
come, and look forward with pleasure to meeting your brother.

Yours sincerely,

Liu Fang

= Informal Letter of Declining an Invitation
June 10th, 2012
Dear Mr. and Mrs. Zhang,

We are so sorry that we can not go to the dinner with you and Mrs. Zhang which is
giving next Friday for your brother at seven o’clock p.m. Unfortunately we have already
made an engagement for that evening.

We do appreciate your kind invitation and hope we shall have the opportunity to say
yes at some future time.

Yours sincerely,
Smith

Letter of Congratulation

Your Excellency Mr. Black,

On the occasion of New Year, may my wife and I extend to you and your wife our
sincere greetings, wishing you a happy New Year, your career greater success and your
family happiness.

Yours respectfully,
Wang Wei



Unit 1 Letters

Letter of Consolation

Dear Jack,

We are greatly shocked to learn that you were knocked down by a truck while cycling
back to the campus last Sunday. How are you feeling today? We do hope that you are doing
well after the operation on your injured leg.

We are coming to see you on Tuesday afternoon.

With every good wish for your swift recovery!

Your sincerely,
Members of Room 408

Letter of Appreciation
Dear Mr. William,

Thanks to your assistance, I am now an assistant to the sales manager of Pacific
Trading Co. Everything you told me about Mr. Smith is true. He wanted to know all about
me, such as what subject I liked most at school, what I had done since I left school, etc.
Then he read your letter again, and I knew I had satisfied him and I could do the job.

I do want to tell you that I am sincerely grateful for all your help in finding a place for
me. The mailman will bring you a package tomorrow. That is a small token of a carload of
appreciation.

Yours sincerely,
Wang Dawei

Letter of Inquiry

February 6th, 2012
Dear Mr. Peter Black,
I’d like to buy a laser printer that your HP company produced. Could you send me
some information, such as the price and after sales services about it?
We are looking forward to your early reply.
Sincerely yours,
David Smith

Letter of Reply

March 20th, 2012
Dear Mr. David Smith,
I am glad to hear that you are interested in our jet printer. I will provide quality
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