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1. HiE{E (Letter of Application) ;

2. ™ AMEiR (Personal Statement) ;

3. HEFHEMANBIE (Letters of Recommendation and
Introduction) ;
. AMAEEE B (Resume and Autobiography) ;
. WEBA#TEL (Certificate)

6. #%iE{E (Invitation Letter) ;

7. WABREFREHIEE (Forms);

8. EHME 1E H A W A 3C (Writing Tips for Survival
Abroad) ,

SN

9% (Content)

{§3k (heading);

HH#§ (date);

W g Ntk 4% . Hilik (addressee and inside address) ;
FRIFE (salutation) ;

1E3C (body of the letter);

Z B #HFREEIE (complimentary) ;

&% (signature);

B4 F1 )8 (postscript and enclosure; P. S. and
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Encl. );
9. {# (envelope).,

fé'%: Ak A\ Huht (Address of the sender)
FHEEH (Date)
HHbhl: (Address)
el N 444 (Name of the receiver)
A (Salutation)
Hifik (Address)
(IE3C Body of the letter)
%5 . £iE (Complimentary)
%4 (Signature)
7% 4 (Principalship)
%
Pt )8 (Postscript)
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AMERICAN COLLEGE OF BUSINESS
1155 Oakland Avenue
South Arlington, MA 01818
USA
August 1, 2005
Mr. Wang Peng
English Department
Shandong University
Jinan, 260002
People’s Republic of China




...................................................................................................................................................................

< Dear Mr. Wang,
It is our intention to offer you a posmon as a Vlsmng

: Scholar in the. .. The appointment can bring at the earliest *
: date of your availability, but hopefully not later than
! September 1, 2005. The stipend will be $15 000/12 :
months. In this research appointment you will be workmg

with Professor Black. The research area is. . ;
Please let us know if you will accept this appointment
and when you will be able to arrive in. .. We look forward
to hearing from you soon.

Sincerely,
John Joyce ]
Department of Business English
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O¥dE H15 B FR I, ﬂﬁﬁ!@ﬂﬂﬂﬂ Mr. , Mrs. ,
Miss 8 Ms, X8 AL AN 0] LIS B RS i,

O Bk K EIE W A: truly, respectfully,
sincerely, faithfully, cordially 45 yours —#& . B
b, 7E Tk FR BT BT LA I 2 AL %57 B9 ML 48 3B . with best
wishes; with love; all the best; best regards; with kind
regards,

O 5E . WEHEEIE, —RESLETFTHE
T AtsF Enclosure (8 Enc. , Encl. ),

&3t (Envelope)




Fohn Joyce

Department of Business English

AMERICAN COLLEGE OF BUSINESS

1155 Oakland Avenue

South Arlington, MA 01818

USA
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Wang Peng
English Department
Shandong University
Jinan, 260002
People’s Republic of China
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