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Sample 1

]

University of South Australia

William White

Dean
Whyalla Campus

Address: 23, Nicolson Avenue Whyalla Norrie  South Australia S608
Emait; William White @unisa. edu. au
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Sample 2

XIAN-JANGSEN PHARMACEUTICAL CO. LTD.

Piao Tianyi

Business Development Director

Beijing Office

Address: 5"Floor, Ocean Building No.44 Baiguang Road, Chaoyang Dist,
Beijing, China

Zip Code; 100061 Tel; 64621155-532 Fax: 64621375
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Sample 3

Jianhua University of Technology
Dean of College of Chem. & Chem. Engin.
Associate Member of IUPAC

Wang Zhengyi

Prof. & Dr.

Add: 5 Yushan Rd., Huaihai, China PC: 256004
Tel: (0523)2864321-4532(0) 2869986 (H) Fax: (0523) 2864322
E-mail; zyw@yahoo.com.cn
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MU LGB S B RAEUTHER,

1. XFERE: 2R ERXFRENMB - AWESL L6 IR ¥
o ik BIE A E TR SRS, AR B,

2. PETE XK. B EHXF—RBRITON, HEHTIE,
. FMEF EHMXFREZROERRT, FHETERT
[ 72 R Lyt (BiE e BT MRS R Z A
RESF AWEBEETHEANTE, TiERWHRIT, XFo
Mo

3. REFRE ARG, ¥ RAMEEIRA Add. Gltdt), Tel . (BE),
Em. (B#R), 0. (A %), H.(8),P.C. (lk%), Fax. (1 H),

(% BiE]

W FBFRE . professor # £ ; associate professor Bl £ #%; dean & F1F;
president & 1% ; foreign languages department #M& & ; uni-
versity/ college K% /% F%; director  HF K ; general man-
ager 4 ; assistant manager 22 ¥ B 3 ; chief engineer
BL#I; senior engineer M4 LM ; secretary-general
B4 1< ; section chief 41K ; head of the bureau F{&; ac-
countant &1 ; official 2 % i

B Z . CO.LTD. B2 F; Corp. (corporation) #H; bureau
[ ; section &b, B; institute BF; office 2 ; agency it

ﬁ%\%ﬁiﬁ:address Hudk 5 tel (telephone) HLiE;fax f£E ; email BT HE
{#;P.C. (post code) B4 ; mobile phone FHl

(%3]

1. Write an English business card for Wang Ming according to the in-
formation given below : :
. 4



HLA-IW%N& MR AT UER RS B

FUEATHIE R 523 B ILEE BRR IS 021-6436-6199 6436-
3942/6436-8316 6451-5942; {% Fl. 021-6436-5928; F #.
13043235680

2. Write a business card for David Lampe according to the information

3.

|

given below in a different style from the above one.

KA G R A FOW, 0 L AE B R B (Har-
vard) KAE R 7 e, (A M 8 Be 1. iy REE (Eakdd . vt
I (LB (Longwood, Boston) K 7 220 5 H1&:617-495, 61355;
BT fE Al . dlampe@hbs. edu; 5 H :617-496, 8180

l’lmx‘e lr'nwlate the following business card into English.

QUSR] fﬂi‘)’ﬁ)illﬂkﬁﬂ[iir‘?ﬁflmfﬁﬁﬁﬁﬁﬂ

S W B B 13 .86-512-5308737
HE74  215006 A1L{%.86-512-5107028
#1777 3 : huaynan@ publicl. s2. js. cn
FH1.86-01386204616

Sample 1

1
|

your engagement to Peter Hill. You are really a lucky girl, for

January 20
Dear Jane,

It was very happy news I received in this morning’s mail —

S——

5



Peter is such a wonderful match to you. Even though I met Pe-
ter only once at a symposium in Beijing, he impressed me as a
responsible, warm-hearted, dependable young man. I’ m sure he

will make you happy. Please accept my congratulations on this

grand occasion.

I wish you both a hundred years of happiness.

Affectionately,
Mary
Ma;y
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Sample 2

November 26
Dear Edward,

I am thrilled to hear that you got scholarship to the Univer-
sity of Miami. No one could have been more deserving. It is
great that your dream to study abroad finally came true. Con-
gratulations on your success.

Your success is a fitting reward of your painstaking labour.
Your grand success will make you bask (XEUI&FiE) in the glory
of the fortune’s smile all through your life. I wish you all the
best in your study career.

Cordially yours,

Aney
Andy
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ML ETEHFT LR th, XK FBA GO R RS HEMR, &
HAFE RHAA SR ELEILBSHAR. BHFRREN, &%
EEHEREYNE, X— &5 00EHE, BREFENESER R
RN HE L AREMF, MUUEEREEATA. RFRE—R
NAEUTILATE:

1. B FRRIR;
2. RARKRBRR BG4 ERE WO
3. ER-RIBST, A7 R B R SRR BLE

(% Ri&]

1. We are delighted to hear the good news about. .. (] RENITE
KT BHFHB

2. I am glad to hear that... RBEI&BGH -

3. We are thrilled to learn. .. &%l KINEHTE,

4. I am writing to express my sincere congratulations to you on... 17
BiX H{EZOBBR-

5. You can hardly imagine how happy 1 was when T learned of
your. .. FRICHEBR YR AERE - HEw, REZE

6. I have just learned of the good news that. .. FRAIRI1&5--- .- 5} 33
HE. '

7. 1 am pleased you have achieved the goal. 2L 8% R4 F 4n K A
BT, :

8. Your success has meant years of hard work. YREIRINRBEEE
THEMER

[43]

1. Write a card of congratulation to Cindy who has just got art scholar-

¢« 8



ship to the University of Chicago.

WA T RAE Z B R ¥R E S E N, FERRR
B FARKE TWH . FHFA Bk 162003 4 7
H14H

. Write a letter of congratulation according to the information given

below.

Relevant information:

Writer of the letter: Mike; Date: Sept. 24™, 2001; Receiver:

John Smith; Content: John Smith’s promotion to the position of

business manager with Legend Co. Ltd.; Mike s congratulations

and wishes

Sample 1

Notice

A meeting will be held at 2 o’ clock on Friday, July 7% in
the conference room in the office building to discuss the financial
program of the company. All the department heads are required
to attend it on time and every one present must prepare a copy of
suggestions for the program.

Administrative Office
June 30, 2001
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® A
EFTATREMAETH 2 REARLMAKELSWUER
FEUW, T RM SRR, EREVBIIARAEND &S —
HEUSH,
THEDAE
2001 £ 6 A 30 H

B R 2001 6F 6 AMFEREBNABIEA BRAERRE. AWEE
BHEAmMTF - ;
RAURNEFEDPAEG LN, it XX E—-4T

2001 %6 A 30 B AF&Gilide, BIEXTHE:

1. 8E.7A782METFH2.:00

2. BRI N DAKBRVE

3. ARAE M ERX

4. BAAR: EHRTTAFA
Words for reference:

%4 ## X financial program, 473 7 2~ E administrative office,
#1771 i & A department head

Sample 2

Headmaster Office
Notice

Tomorrow is Tree Planting Day .It is warm. The students
will have no classes. We shall plant trees in the park instead. We
will meet at the school gate at 7:00 sharp in the morning and go
there on foot. We will have lunch there. Please bring some water
and food with you.

Mar. 11,2002
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