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EXBEEEREE

HENAXEXZRBE . MAKE. FRELTES . R 3063 S AR HFH R
BEENAEA. REXENAXAARRFETHRRDERRARAEAER, RIEEI A3
K2 15 (letters) . T (forms) FIF A (others) , K, HERREBEMNAIXKNTEZEHR
B, NaT4hmide. HAZH{E (social letters) I % F515 (business letters)

PEEX I ZMAH—-FRBREY K, EXELAFEENZHEEBER . —HBEH
H#fs, ANATUFARFES . WEBE, FBHTAMGHZR, MATHRAMEKE, MR
BEBFANFRIESZER. TERE, BAOKRASAE. BRENMERXEFS, X
BRHERBR. EFABEREGFALEBEOBRAMTIOERN, SERMIETEXRHFR
T EAEA X B MEMNMUREEH,

F—T HXPEEHER

1. EW

EXBFEPERNBLEE, HE . FRER. RAFHENS, BELIRPENE
i85 5h P& R B Completeness( 5% ) #1 Concreteness (k). MMBABEMS, A
HEEEBANREN, BP Character( /) #l Candor(HE), HEREAEREAFAMMR, &
BEERA DAL 8O RE R ERIE, MERFENNERESTHEAR, REFRE
BTH,

2. WF

RAXBENMRTERETREE, BETTK, BRER, EREMARTRIOFRIE
HnAtEBrER.

3. R

EEANMBERNERREEE, Qe =L RE, HlN.

® ] am writing to apply for admission to the graduate school of your university in the spring
of 2012. (FiAFEMW)

® I am writing to apply for admission to your university. (X588 )

4. i

BEXEVHALARF. BEPEARBRGEN HRFORL. HHEREHANLSHR
¥153&, . would, could, please, thank you %, 0.

® Thank you for your letter of March 9, 2012.

® Please feel free to let us know if you need more information.
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5. &W
AR EEEEEXBES IR PRS0 AN T ER, FENITTHRME
7, FRENEERRMFHRE. HHETENER.

T RXHEERN

EXBEHREEBEARMA, RFRZLFFA. EXBFERAREEH, £8
HLLF 3 #:

1. F Lz (Block Form)

FLRXBEHRET (R, “HHRN"%, SHRAERBIAMRBERBTKRBE,
ERTPHANE, GEERBL. B, £4%, HRENLATRITE, SHIHATET
¥, BRZEETRE—T. XARRXETIE, REHBRME, LEFIU, BRZAHT
WHEHE. LEAIRRAXFEN, Flw.

98 Mail Street
Evanston, Illinois

February 3, 2012

Anthony Walton, Esq.

Marketing & Development Manager
Tri-Wall Containers Ltd.

One Mount Street

London, WIY 5AA

Dear Mr. Walton,

Very truly yours,
C. K. Liu

2. #8i# =X (Indented Form)
ﬁﬁflﬁﬁiWTt EHEFTRF, BEAMIE . B, dE Atk . ZRIENS
LZWHT, BT8R E—T%H# 1 ~2%, ZEARBER. EXBREFHELS MF

ﬁ,%%\E%EEELﬁ,%i%\&ZWEEETﬁoﬁ%—ﬁ%ﬁ%ﬁ%%ﬁo%
m
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B-% AXEMTHHW

43 Lily Street
Ta Chia, Taichung Hsien
Taiwan, China
March 10, 2012
Editor-in-Chief
The United Daily News

Taipei, Taiwan, China

Dear Sirs,

Very truly yours,
W. S. Shao

3. ;B& 3 (Modified Block Form)

BAXXEKA PR, CRLAFHBRNBENA. ENFEL. BH. &X
B RALANEBSEHRAARE, EFLBETRES. FHEXRSNREGERITAERS
o XMEELEER, FEETHILHES. flm:

132 West Avenue
Jung Ho, Tajpei
Taiwan, China
April 30, 2012
Principal
Shilin, Taipei

Taiwan, China

Dear Sirs,

Yours sincerely,
M. L. Liu




REAR XS4

B=T RUBEEM

BEHUTEMRSER, XEMBIHMCELHFRE—-ERBR,

1. 153k (Heading)

FELEEFNRETHRS. ~REABEHNZBELNAERFEANBEFESFH
M. NE-REFKNALA. EHWRDARFLOEER, MITLEFAHNTT, KD
WAt BERFRAMIKR: F-TAEFEANITESE, BEHELSK; F_TLEF
Bii. BEALKF, AEARMEK, £AZHAFHAMNE, B5 LRBAB. mRGER
FEEN, ER=NEHFEATEREXNERK. MAGHREERNGFHHELRATR
BERREM. ARTHAGNEEHRE, FTEEE. #lin.

i, HH#: 14th May, 2012 X HH: October 8, 2012

2. {&@Heit (Inside Address)

ARttt REKE AN EL Mgl B —BREGKNLY, WELERT. AR
HRIEERFHRE B TT4R, ERAR LM EHFR (tide) , 0 Mr., Mrs., Miss,
Ms. %,

3. FRFE(Salutation)

R REEEAXBEANKRE, —REEFABLTERIT, SH¥F. FEER
TmisR, XKEAIBRTHES, MERAANIBRTHES . EFERXANUREFS, A
EE, KFPHESNENTFRk—IFHLMKE,

ERE—BBRESKEANXABEULBEHRS, RAKEAE. nEEXHE
v, ¥BEAAZE, XEAH My Dear, MEC A ZE, WA Dear, 5EEAMR, ¥
BREZE, XEAR Dear, MIC WA ZE N My Dear, AR REWRFEAMKE, HXF
B—fEEAN, WAL A, &4+ MMy Dearest” 8" Dearest” ., —BR% Bia+, 1B
R My Dear, T RIRIEXN T HIIRSF. BFR, LBEREAKRE, Hlm: Pl ().
President (B1<) . Director (£4{E. ALK) . Dr. ()%, MREREHFERAMEN, TH
BEEFARANRESZTR, Biin: The Manager, The President %§,

4. IF3C(Body of the Letter)

FREXRBEV TR, AXREIEFANEE, BFHEX, —REREERFEHE
REMPOBELSE, UEBBENEXERER, WSWT . EXHETBRENE T
A 3R 5% 3k BR 4 B R A0

5. #Xi&( Complimentary Close)

HBHRENBE - NFEERE, EAHAES. REFEASUEAZEANXELR, &
T LR R E A% |

(DBEAMAURELR:

Respectfully yours, Yours respectfully, Most sincerely yours ...

(2)—BKA&R:

Sincerely, Sincerely yours, Yours sincerely, Faithfully, Faithfully yours, Yours faithfully, Truly,
4



#—% HAXHESHHEE

Truly yours, Yours truly ...
) RERFRA:

Love, With love, Loving, Your loving, As always, As ever, Affectionately, Affectionately
yours ...

6. Z 4 (Signature)
EfANEEZRETESE. ELABENTERBEETH—-217. EE2BEFREREA
¥E, FESUHEN2E. E2THAIEASFEANBRS., fin.

(1)
Yours faithfully,
(Z4)
Wu Honggqing
Managing Director
(2)

Sincerely yours,
(£8)
Wu Hongqing

Managing Director

7. M4 (Enclosure)
BEPHREREREEFRMORMNA. SABH. FRIEHSB. GHER. 5568
IR, FEREANRG, ERNFEESELTHATA. —BROKEE, 58484ES

75 —%7. BH F A Encl. 5 Enc. (BIZEiE Enclosure WEE ), MEF 24 240U E, &
HFEAKHEH, B

Enclosure: Catalogue
Encl. Personal Data

Enc: Invoices 3



RERNRXEFEE

FHET HXEHEN

B AtiEs ., Bt EEFHERNE LY ; RKEANGES. it EEFHIET® R
mA—&L, NAEBES, EEBL. BILKBFRTIR., HE. ®H. §6. B&R",
FHSIENFEEMLEE .

PAARGHEKXYTRA, BIRKERAFLA. Him.

1. £34X

Li Ming

689 Beijing Read
Shanghai, 213509
China

Ms. Helen Smith
32 Rose Avenue
New York, N. Y. 100101
U.S. A.

Li Ming
689 Beijing Road
Shanghai, 213509
China
Ms. Helen Smith
32 Rose Avenue
New York, N. Y. 100101
U.S. A




F—% XXFBESHHEW

3. RARZEMEHER
EEH BB FEALES EWEAKSE, BELC / O(in care of) IFH, FHEE LS
AR ak . MFEF LI —HERNY, FHERMT .

Lily
No. 1 Middle School
Nanjing, 211800

Jiangsu

Liu Ming
C / O Zhang Ying
Peking University
Beijing, 100889

S

4. RARZENEHSZE

BRMERAHEBE, RESLZRAMBMGANELZNT., £ERMEALSL, BH By
courtesy of, Through courtesy of, By favor of 5| 4 FF G2 A S, MICZEF A XIAHRE
HEHERNT:

Liu Ming
By courtesy of Lily

5. IXENEHEZ
ABELEREAMEL BN Present BIA], MZEFHAAYTHELXLKREANE, EHE
7
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ﬁf%ﬁﬁiﬁﬁi%ﬁiﬁ*m%%ﬁﬁﬁﬁiﬁ¥&,Eﬂﬁﬁ%ﬁ%%*,ﬁ
fﬁ%ﬂ%ﬂi?%ﬁﬁoﬁ%%ﬁ\EHU&%@%E%E?W&%%%@E@H%ﬁ
N,%EZ@%L~%5€EN@W%R@WE%Wﬁf,%ﬁMﬁ%§K%ﬁﬁ,X%
W XU W E .

mE B URE, oSO, REXRFAACHEHASHTHXER
AARERE, BELORARRMER . o EREKEHHERMANER, BE, REAEHE
FRE. HEMTM, XRBUMNERFL. BEXEZE, —BAKHRTEX, H#
pAEEE, BMREE, DELIE—KRA. IRZJEBE, REFLRBES

BEWBEKR: FWMELE: To Mr. (Mrs., Professor, Miss, Director, Dean,
President, etc. ) X X , Hrp iy “To” A4 RE; THER: FromX X, HFK “From” [EH
AR5, EXE . Wishing You A Happy New Year (A Merry Christmas, Happy Birthday,
etc. ).

1. 7 H %8 ¥ (Festival Cards)

BEYAREN, BEMARBTENAE, IXRFHIXFRERS, AR W
AP, BOATREIRTESE &,

# (1) X2 F (Christmas Cards)
To Mr. and Mrs. X X
With Best Wishes
For
A Merry Christmas

From Walter Evans

#(2) #HA5% F (Spring Festival Cards)
To Mr. and Mrs. Zhang:

May many fortunes find their way to you.

From Li Ming



RERRXEHE

#(3) FERF (New Year's Cards)
To my best friend,

1 would like to wish you a joyous new year and express my hope for your happiness and good

future.

Patrick

B(4) 1FFEV . K (Mother’s Day Greeting Cards)

Dear Mom,

1 appreciate all the things you do for me. I couldn’t have asked for a better Mom. Happy
Mother’s Day!

Dick

BI(5) #IFITB-E (Teacher's Day Greeting Cards)
To dear Mr. Wang:

We wish to show our gratitude and thankfulness with a small gift. Happy Teacher’s Day.

From class 3

2. 4 H#-£(Birthday Cards)

(1)
Dear Dad,

Warm wishes on your hirthday. I hope that I could be back home to celebrate it with you,
but that seems impossible. I write this card to express my love and affection. I'm sending a small

gift. I wish you like it. Take care.

Your daughter

#1(2)

My dear niece,
Happy birthday, sweet sixteen. May your youth and beauty never fade from your heart.
Uncle Ken

#1(3)

Dear Oscar, .

Here is hoping that your birthday will be shimmering bright, with joy and laughter from

morning till night.

Your own

10



