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ABMBRENEEES LARERAHNBFRAFIZEMHERGAS
S EEFEOFEFILERAREAHLF LU TR, 5 HAFRAELEXK
B, BANBPRSFAGETHRE. EARFEARADRBRAEST. AP
ERNTHEFREZBFELTLNALE AHGFLARLEFIEZARE - A
w335 BIFE

Ab, ERESEEPHERAIRTRATNE B, TG A4

L5 R 15 il s BoHE BIF R A THAARS RKRRE LTHRE. S H

%, NSHEAX/KGE GRS EAREE, S EFLRGBIER
AENEEER AAFEREGRT T HEERAGEX, BRI EFNI
AHBXEBHBALELRRFBERAINEFREHET L.

K& A FHH 5 # (genre analysis) i foF ik, F WA BEF TR
PRI EEEH X RAELERERFEBBITHEFTRE, AR
b3 L ( graduation‘ thesis) . 1 ] 3 X (journal article) , 3§ & (abstract) . #
B/ # 3 IF B2 (research/thesis proposal) . 5 #4k 4 (lab report) , & K ik
2 (academic report) , % K3 # (academic recommendation) & # 3 (book re-
view) B 41, R B 45 B o5 th K LB Bk Ao A F R B AR 6 A B 54, 3F
b 3 A 23 e R SR A5 B 4 M L SR B BB FR KR8 B AT 0 3F
TR LA SFESE, A REEIFRBEEFREAL  BANESBHF
AKEHY, RUEBARIFRERPHRGR”, FEREHETHHX,
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K, B B A1) B3 B Kk 8 5 5T BATRR T R
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F—u BEBMHE

1.1 5|8

HEREENZFET R, 23045 (English letters) 42 B A3 . A F BN
5. AFEHRASRMRAEN S5 AZERENBE, 710 AR SRBYE.
AFEHIES HER SN BT RERANBIEE S50 RAGHREERN
RZEMEE. XFAEBESEFACHER. —BREE, AAGHFRHER EX£H
F5, WAl 4TEN; 2 FH 4B R B4, LA HIE—E AR B X —EBTER.

KXBREBERAMRAITE LSPUBEA—H, FTERAEBERINE
HE® L.

1.2 ZXHEFEHER

MAERER LRE , FEBE A RIS FB i H

1.2.1 {8k

&3k (heading) IR R FE AR AR (E H M. Bkt )5 HHMRFEEZERE
wihE L. REPEBLMEERD, TBER—1T, WAINH=1TE . 5Pihkeg
BgMfEs E—8. BATHREBHASHE, IBARGRG, X5 At [ EE,
— R AEERESL . it B BER—TH EAESRIT: &4 LAE. WA LET
#Fﬂiﬁ*ﬂﬁ]ﬁ?ﬁﬂiﬁo .

(1) Beijing 100037, 15th Mar, 2010

(2) 24 Baiwanzhuang Road,

Beijing 100037, China
15th Mar, 2010
(3) 24 Baiwanzhuang Road,
Beijing 100037, China
15th Mar, 2010

R HMNEEA R R B-A-4E"WF, i 30th Nov, 2010; “R#&“H-H
~4E”MF , 0 Nov. 30, 2010, FE_F#EH H MG R FEATEM-st, -nd, -rd, -th
SEATLIE L., ARHNEEE May, June Fl July 4b, HAh A Rl 4G B, .



123 Tianhe Road
Tianhe District
Guangzhou 510620
Guangdong Province
P. R C

Jan. 8, 2010

1.2.2 Rt

5Pt (inside address) f3EICIE A MIE 2 Rtttk , B 55 221 R % 5F, BE A LT ik
FRENOLA B P — B 1740, BRDY S EH EBUE A RS Aubhl B 3R
SR RN AT R 35X — I, FERERAT AR AR, BARE AT, AT

(1) —EB+H Mr. ... 3kiGL 4 Miss ... s 3T BEF A Master ... ; EBL
B Mrs. . (GISERED SHSHERERHH L LA Ms., . (R NERBTH
Messrs ... » il Messrs David King and John Smith,

(2) WAEBRFRAGARBE B, M Dr. ... 7 (oo EA4) ;“Prof. ... 7 (e ¢
) ;“Sir .., "(eeeene BH);“Capt. ... "(ereeee ) 5 “General .., 7 (ceeeee BEE,

(3) RAGERAS A KL 0, 5B REABRYLERB LA R GEN, B RREE
. .

The Manager

International Hotel

Beijing, China

The Director

Foreign Affair Office

Foreign l.anguages Press

Beijing, China

F{E S —HE, (5 Pt AT LUR | F AR A A g AP A

1.2.3 ¥R

3 FAE BIFRIF (salutation) RAGXHE A KITRIE , — RS 765 A tuhk T 7 B R —
B4 B RS, ERABAE S, FHITFHEERESEAMBEAZRRRR
HEHRAR, .

(1) HIEAKEN B TH Dear Sir, 58] My Dear Sir, WA FK Sir 8% Gentleman,

(2) R E W5k 5 & FH Dear Madam 5 My Dear Madam, mA XA

Dear Ms. ,
(3) HAIEA B &4r9% Dear Mr. ..., Dear Dr. ..., Dear Miss ... , Dear Mrs. ..

Ghkph) ., EXHAFERPEIHEA.
(4) HAREN K % A Dear friend, My dear Tom, Dear Teacher, Dear Dad-

Ik HiR




dy, Dear Mama, Dear Uncle, Dear Aunt, Dear Brother, Dear Sister 2%,
1.2.4 EX

1E3C (body) RRILHFEH XA, TUTRE, Al LIZHEE A SHgE, 8
TSRS, 5PUEHEARBR, JSCBEMIEXRIT LA R LT —ERMRE, H
HABFEMEN, MEEREAEFANSNEABRFEHEN,. RERHBEHEANHEL.
MEERER UL EMNMRESB. FCHERE B fe, RIEERT X, BE Y
#, BRERE, SREN. FREE, BB R HK K, B E X5 K RE S
. REHE HOERNE,

FEEXMBE—ERE B ERN SR ARETR. — Bk, AMIJRA—&%
EMNBEAENBEECHELR , BISek 3 77 5 6 B 3 880 LA SR  LUGE 6 %
F—BEMZEREER—HEN., WRREE-RAEMAER, WAHITLIERELE
MARNMAHRABCHERNEZBH.,

EXI T RBNEEEFE k.

o With great delight I learn that ... FRREXHHTJE-- -

* As I haven’t heard of you for long, 1 feel anxious. AXKEF,EHE.
o | have the pleasure to tell you that ... FRARE MM EVRIR---

« I'm very much pleased to inform you that ... FRIRE bR~

« 1 was very pleased/happy to receive your letter of February 6, 2010, fB%j2¢HX
B 2010 4E 2 H 6 HMRAS.

e Your letter of February 6, 2010 has been received. #2010 4E 2 A 6 HHRIE
WET,

e It is a pleasure for me to get your letter. WBIWREIKAE, KRR,

e Your letter of the 6th has been received with thanks. (g8 WH|, HtiEt.

« I have just received your kind letter. 3.

« Many thanks for your last kind letter. #:EII¥erh, BHZ 2.

e Thank you very much for the book you sent me on my birthday. FHHE4AE H

P O R

BHERD L, BEHE.

« Your letter of the 10th inst. enclosing a catalogue has come to hand. Zx g 10
-H 3{5 RZTHE # @l

« So much has happened since 1 last wrote you. RiI{&3F th LK AFHRE TRK
1.

 Thanks so much for the letter about,,, &=+ Bk R, B .

« In reply to your letter of the 28th, I beg to say that ... W& & 28 HXM,HH
BE S

« I must apologize for my delay in answering your kind letter. R{FW &, BRE
ﬁﬁ o




* I'm sorry to have taken so long to answer your last letter. X4 A A AR E{E

EXHROFH—-LEEE. M.

¢ I hope to have a letter from you before long. FHHEARAREWM BRI ETE.

¢ Please write to me soon and tell me all about yourself. ALK FKLE, HiR
WRIREIEL .

« Hoping to hear from you soon, %7 BliG{4E.

« Please reply immediately. ¥R,

e We await your further communication., #EES .

e Anxiously awaiting an early reply. "R HBIF .

o Awaiting your reply. Br#RIF,

« Begging you to reply by return of mail. #ZBLIER.

e With best regards to your family. fQEJ#RERKEF.

e Remember me to your family. QB4R EKF.

e With much love from all. £%/#ERIAEE.

 With love and good wishes, ZXLAIRE M B FETFHPLIE .

 Give my best wishes to you. 2 LABFHPE.

e Wishing your business ever successful! $L{R3WH !

» Wishing you every success. #L77HUE!

« Hope you are healthy. #AREER.

« Hoping you are enjoying good health. BLUREE

e Thanking you for your cooperation. Bift&1F .

« Thanking you in advance. 8 5E 08

e Any other particulars required I shall be pleased to give you. I THRHAbTE

%5 RYURRES .

o We thank you for this order and hope to receive your repeat orders. REITIR,

FRER W

R, IR IRIB I .

« You could rely upon my best efforts and loyal service. HERARO,E T4
S B

1.2.5 Wik

—a

%j{ﬁfﬁ’]ﬁﬁ%(comphmentary close) &4 — &L T IE XK A T A BIFBRB =47
ZAt, Mﬁﬂﬂﬁ‘z_‘ﬂbﬂ:ﬁﬁ EEHES B FAREES. BAENERNE,
R E“Yours”“Sincerely”“ Truly” %—-‘/“ﬁ] W E BNERIERGEWT
(D 5B GER
Your loving son/daughter, ¥R & F /%
Yours lovingly/Lovingly yours, #R3%2 i) (& A FHETFHILBHET




B R0 B N

Your loving brother/sister, #RE9Z 5 /I

Yours (very) affectionately/ (Very) Affectionately Yours #R3EZH)
Your affectionate father (mother) , ¥ %E KL /B3¢
Your affectionate nephew, R EZREIL

(2) X, FH

Respectfully yours / Yours (very) respectfully, B8 HRH
Yours obediently / Obediently yours, &5

Your student, 8824

(3) MWK R

Yours, /REJ

Yours ever / Ever yours, KiZ & T

Yours sincerely, 45 2R H

Yours very sincerely, #R 8 B3 H

Yours sincere friend, fREEHR A

Yours truly /Truly yours, /R 83

Very truly yours, fRE B3

Very cordially yours, /REKRY

(4) AFfREP

Yours truly / Truly yours, #R &L/

Yours faithfully / Faithfully yours, #f 53568

Yours (very) sincerely / Sincerely yours, ¥R B
Yours, JREY

1.2.6 EA

Bi{E A% 4 (signature YR FEHEIEETF F— 217 BIERBRBAEWANE
2% —BABH4AL. EXFEHLERETFEERITH, HUHHAE EEREAMETE,
PUREBE ik fs A E R R B SE 4. MR BIEAR&H, Sl A XRHIR, WL
1E B & M FIFE B | (Miss, Mrs. 3% Ms, ), AMEXT 7 BB FRIF A 2. EEXNLF
(S SRR BT EREEAZES LA S HRBRMLE TAGHENERZ
B EEAGATANRSEHBREFHITHBRAGHERTD. TERILHEEN
Bl ki ESE .

(1) Sincerely, (55RiE)

Ma Guoyong (FHEH)
Ma Guoyong (FTERZHERRIEHE)

(2) Sincerely yours, (85Ri&)

Zhang Guohua (FHER)
Zhang Guohua (TEPELFHENRAHE)



Professor of English (HH¥R)
(3) Yours faithfully, (Z551E)
THE NATIONAL TRANSPORT CO. (AR£&#)
Gao Tingwen (FHER)
Gao Tingwen (FTENSHEIRI{AFE) Manager L)

1.2.7 HimiE

EREERE MEEREAS RIS A, TGN E T FEFALS5— 74,
SFKEFRE I P. S. (postscript, 2 T XXM “BE " X R"%) , R — M &
25 BE L B5 AL K4S , 1 John Smith B J.S.

1.2.8 Bk

TEAFAS R, BT RS 454 T I 5 BHINiE (enclosure) 7 BALE L Encl. , 3% BA M
HRE. ENE—T LR, 7 Enclos, H/GF T . .
Encl. Doctor’s Certificate (ffif; EE4:#ER))

Enclos. 1 Annual Catalog
3 Photos (Fi: £4E B 1 HEMRA 37
HE R AR BEEBINOE, WERWT
315 Huangjiawan Road,
Beijing 100037, China
Oct. 20, 2010 (73

Mr. John Smith,
278 Green St.
Freedom City, Ohio. (fg/N#zib)

Dear Sir, (3RFE)
I have the pleasure to tell you that

(&3 1E) Sincerely yours,

: (%4 )Wang Dawei
P. S. Your parcel has just arrived after my writing the above. B s )

IR N




B M B N
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1.3 mYEHEAX

S5 FHEERR KX BEEEARNES LN S G HIEmSZ LA 8UE
ANH 4 S EEAHIER P RBMME AL, AR aE5E AR S R H
Gifl. HEMPAEEES, S, kB TS 808 0T E07HIRFE . F
HESNRME R EEM L EHE”. BT .

Wang Dawei

Foreign lLanguage Department

Beifeng University STAMP
312 Baijingwan Road

Shanghai 200004

P.R.C,

Mr. George B. Shelly
The Tiger Company
56 Fifth Avenue

New York, NY 10016
U.S. A

MPEHHAES, —REALTMATS L “Registered”; WHES ME E “Double
Registered”; §iZ3 {55 +*Via Air Mail”; 2{F 5 £ “Urgent”; HEHE L “Secret”; El Rl
4B | “Printed Matter”; it #£5 89155 | “Sample of No Value”; i A G HE
F“Photo” ; AAEHS L “Private”; 3L )\%ZEEM_%' H I “Politeness of ... ”“Kindly For-
warded by ... 7By Favor of ... "8“Kindness of ... "%, Z#liF:

Wang Dawei

Foreign l.anguage Department
Beifeng University STAMP
312 Baijingwan Road

Shanghai 200004

P.R.C
Mr. George B. Shelly
The Tiger Company
56 Fifth Avenue
New York, NY 10016
U.S. A,
Urgent

FEASEE ISR AT c/0” (care of ISEE) BB S AT AT REZABAZ



K.

Wang Dawei

Foreign lL.anguage Department

Beifeng University STAMP
312 Baijingwan Road

Shanghai 200004

P.R.C.

Mr. George B. Shelly
¢/o Mr, Wang Dayong
The Tiger Company
56 Fifth Avenue

New York, NY 10016

U. S A

FAAT BIE  WUE ARk o3 T LRI “local R FoR

Wang Dawei
Foreign Language Department
Beifeng University STAMP
312 Baijingwan Road
Shanghai 200004
Mr. J. Smith
China Pictqrial
23 Chenghuazhuang Road

Local
FNE RS, MRS AL Z TE L “Present” k%32
Wang Dawei
Foreign lLanguage Department
Beifeng University STAMP
312 Baijingwan Road
Shanghai 200004
P. R C
Mr. J. Smith
Present

RIS HIESE , WA Fi“To whom it may concern” RAUFHFKIFA BB FFH
ik, SR 1 AR

FHuH Wiw

-



-3 SR 8

Wang Dawei

Foreign lLanguage Department

Beifeng University STAMP
312 Baijingwan Road

Shanghai 200004

P, R C

To whom it may concern

1.4 RIPEEH

FEREAGHNA ST EET

MAEHRH

Gary lLee
318 Maplewood l.ane
Towa City, lowa 52246 STAMP

U. S Al
Mtr. David Hall

341 Oxford Avenue

San Francisco, California

AFHBE (RN AT AR

318 Maplewood Lane,
Towa City, lowa 52246
U. S A
June 15, 2010

Mr. David Hall,

341 Oxford Avenue

San Francisco, California

Dear David,

I wonder if you have made any definite plan for the coming summer vocation. If
not, I want you to come and stay with me for a few days. Every member of my
family will be very much pleased to receive you as a guest. You know that we do

not have a magnificent house and cannot afford luxuries, but if you do not mind




plain food you can be assured of a hearty welcome and we shall do our best to enter-
tain you,

Looking forward to seeing you soon.

Cordially yours,

Gary Lee
#= 312
AFEEE
Li Min
China National Light Industrial Products
Import and Export Corporation STAMP

100 Tian'an men Street
Beijing 100014, China

Mr. John Smith
ABC Trading Company, Ltd.
134 Hilltop Avenue

Evergreen, lllinois 60217
U. S. A

FNFE MW

REFHHSE

China National Light Industrial Products
Import and Export Corporation

100 Tian’an men Street

Beijing 100014, China

May 15, 2010

Mr. John Smith

ABC Trading Company, Ltd.
134 Hilltop Avenue
Evergreen, lllinois 60217

U. S. A

| Mr. Smith,




