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2. B
3. HEH R fR AL

Dear Bob,
I'm glad to receive your letter asking for my advice on how to
o (BT R E AW EED.
Here are a few suggestions (5| fE#& & i). First, it is important to

. Then, it also helps to . Besides, it
should be a good idea to . You can also
CHR AR 2SR AN [R] 9 4 X4 s s 180
As to , 1 suggest (BB R FHEE
HAR R —J7H). In addition, (HAth W #1). I'm sure
(TR T BE B 45 58, 25 % AT 3 8945 O gt .
I'm looking forward to (FRRJEH).
Sincerely yours,
Li Hua
2 HIFEHRR
BVRAE — o> = A5
L #HBRNE;
2. UEHA BARNE L5
3. I,
Dear Sir/Madam,
My name is/I’'m (HENMSH, HEmAZA, A
LI HE). T am writing to you for something/to tell you something about
(BIFHIN D).
(R SFBOFEREM. 1 (RIEA
ANEYERISSJ1). But (FYFIR A —). Besides,
 BFFEE ). To be frank, (BB e, VIR
B). Ido hope/ I require that (RIAA NBITF R TTF).

Thank you for your time and kind consideration ({51445 )% FiE).
Sincerely yours,
Li Hua
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3 KREAGEZHBEFFER
SKRIME — AL 45 T 3 = A3 43 -
1. 156 BA 7 B R 5
2. MAAFEH;

3. K A1 52 I R B .
April 18, 2008

P. O. Box 36

Tsinghua University
Beijing 100084, China

R —

Dear Sir / Madam,

Your advertisement for (W FE B A7) in
 CHERIZME MM JT) interested me because the position that you
described sounds exactly like the kind of job I am seeking (faj i i B ) JFL R

According to the advertisement, your position requires
GZHR R B 414, 1 feel that I am competent to meet the requirements (&

£ A1E). On one hand, I (A AE#H#—). On the other
hand, I (A AN #—). My ability to
(A A3 =) is out of question. If I'm lucky enough to have the opportunity to
work in your (%7 8D, T would (%
KPR,

I would appreciate your time in reviewing my enclosed resume (4145 B4, #L5%
HoiEXT Jrid H). Please contact me on WRBER TR —: HE
) or e-mail me at (WRIBER TR BFHRFAHAL).

I am looking forward to your early reply (FikEH).
With many thanks,

Li Hua
X
Dear Sir/Madam,
I'm (HEANE, WTLLA#). When I was reading the
advertisement, I (RBEFIMX EHRFHEZ). I think
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it’s a good opportunity for me to (BRI JEE). Therefore

1 recommend myself to you without hesitation.
1 (R A A PR EHED. For one thing, Ican
(BriRA< A4 —). For another thing, I can
(BRRANFFK D).
Please contact me on KRBERE T —: BIESH) or
e-mail me at (REBER TR B F R I,

I am looking forward to your early reply.

Sincerely yours,

Li Hua
4 EREEWR
R —
Dear Bob,
I am truly sorry that A IREFD.
The reason is that (A JEH). Once again, I am sorry

for any inconvenience caused. Hope you can accept my apologies and under-
stand my situation.
Yours sincerely,

Li Hua

iR

Dear Bob,
I am excessively sorry to say/tell you that CRLBE U Y B K
#H ). Now, I am writing you this letter of apology to show my deep regret. Please

accept my sincere apology.l hope you will understand me and excuse me for

G SR X 77 R B E D
The reason for my delay/absence was that G5y R
). I had no way out because (H B X4 iy b 55 A% 80D
Therefore it’s not in my power to GETREFBHIER.
Naturally, I want to suggest (B TRELHRED.
Yours sincerely,
Li Hua
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5 BiEEEIR

B —
Dear Bob,
I am writing to exte_nd my sincere gratitude for €3]
B D). If it had not been for your assistance in CF o 45
PREGEARFEBY) , 1 fear that I would have been (A XTI
B E 50,
Every one agrees that it was you who (AHY4T).
Again, I would like to express my warm thanks to you! Please accept my
gratitude.
Yours sincerely,
Li Hua
-
Dear Bob,

I'm now writing these few lines to express my sincere thanks for
(H#EEXHE). I'dlike you to know how much your
(Fix HOIEEZE X HATH B4L4) meant to me. You have a positive

genius for (X % 77 B # £ ). 1 not only enjoyed
, but also (KRBT HEEXNAE KR
).

I NFBBEBCHIEM). T hope to have the opportunity
of (REHACHEA BHMAPLE). Would you kindly let
me know G Xt 2w A BHE D ? T will feel very honored
and pleased if you have time to (FEHLHEHSEBBOHE).
How nice it would be to see you again (32 H 752 F K ILTHE A JE ) |

I repeat my thanks again for (B ERRHED. Please
give my kind regards to your (B REBERMNAE.

Sincerely yours,
Li Hua
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6 BIEEHEN

B —
Dear Mr White,
There will be a (HNZ) at/in (Hb
&) in/on (iFE]). We would be honored to have you there
with us.
The occasion will start at (H & mtE]). This will be
followed by a (HF— 8% HE). At around

D, (B—AZH).

I really hope you can make it.

Yours sincerely,

Li Hua

AR =

Dear Mr White,

OF 177 W 1l #b 38 1 3% 3 59 0 AL [E]D) . It would be

pleasant to have you here (A iFEH#). Will you give me the pleasure of
your company (IEZ & H# i) 7

During the party time/conference, we will have lots of activities/points

you will be interested in (FFIEN PG KN A). First,

(N BEHETHIES—). Second, (N BEZREITHIES ).
I know/believe you will be very interested (5| HZ#E AN
ZMrE B). First/For one thing (FEZHBEAS MW
¥ —). Second/For another (HFEZHIEAS KB

). The party/conference would not be complete without you (%45 3% & i#
AS eSB!

The party time/conference will begin at . Is it possible
for us to meet at the (R EAEAERE)? We do hope
you can come (F— K% HEiE).

Sincerely yours,

Li Hua
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1 L#ERNEHFLaR
(D) [lF % W%
I am very glad to hear from you.
Thank you for your letter/e-mail.
Your letter/e-mail of ... has been received.
It is a pleasure for me to get your letter/e-mail.
I'm sorry to have taken so long to answer your last letter/e-mail.
(2) KRHUF:
I have learned from your advertisement that you need a... (FEHR{7). I'm writing
to apply for the job.
(3) #LAE: I'm writing with delight to congratulate you on-..
(4) fER#IUE: 'm writing to ask for your advice on how to-...
(5) WL
I am writing in reply to...
I would like to suggest that...
I am writing to express my views concerning ...

You have asked me for my advice with regard to..., and I will try to make some

suggestions.

(6) RRAF -

I'm now writing these few lines to express my sincere thanks for...
I am writing to extend my sincere gratitude for...

I am writing to express my thanks for...

I am writing to show my sincere appreciation for-..

I would like to convey in this letter my heartfelt thanks to you for...

(7)) BiafE .

I'm extremely sorry to hear about your illness. /I felt very sorry indeed to hear

of your illness.
(8) EMAE:
I am terribly sorry to tell you that I...
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