


=

MISTRE0Z 2 0017937

®= W %

oy

B X X
English-Chinese

Practical Writings

in All Occasions

Wl EAM &

WS B B R AL

-

P



A & A

FBHR AR HRE TN EE B, B, AR
E, BB, we%A.

RN TR LA RT3 FI%. ShUFaEDe
FEEM, BAGH, Bk, 00, RS EREEDURR B
HE I 2By & 2R RSO R M R 2SR R ALK S0, Ea B
B NTEMSE BT, WA AN T S Hrep | 200008 B 30H B ik,
HE-RE, REEM, BHENA YRR, BB EY
LU B,

R R, SE, SRRl ARNEET S, AR
BB TN MR R S S W REE,

E il |

oA Rl
KUR MRE @

M, THEHEREARINEL
st mEA L4 4 &
@, T3 & %R

T TATX 1082 TR /32 EDRE22.5 WT 5 S4H 610,000
WA IA%IR TR AN IEDY
EN# 28, 101—50, 300 3%

ISBN 7-5345-0003-6 /H +1

B9 D196 - 008 Tt 3.058 T
HARN B OB
s kLW




Ry
(i N

MAXRERL A WLBAHAR, RNSAFTRGEX
BHAHEE, H¥ERPINLRBIERS, HAREZY
FERBEHSEARAGRFLTHwE, BE XEEHAXE
RA-MARAFED, DR RELESH, HRAKR KEEE,
BRFEWEETHE, ARMSRALFTEELHER, 2 F
HRTEM, RARESFENEE, REXSF . TT
Pl BFRCHRAEIESRBESH, &6, WHRAR
MRERBW, ¥4 KEFFERE—FAKE Ao d
Heg %5, |

EBBRXBRE), RE%KE, FHAMIRER, &
HEEHEFRAMELNER, ERRT, VRFURAB
b, H-BETRTHAXES, EEXEFLYRANNY
Wk A LaBpyHXE% BATRIEH WFFR
Bo ARFHF, 4R REAEHAXFTE. BERAN 4
EFRBLRADEARSS AT, RELEELFEAHAGX
the HHEX, WATRBEARIIENRL, RAHENEH
T, HEEFEFHEENAXNEN, BRELIENES
i

Hhw, XERAX, ATHEALETHEEREHELR
BAl, BRENREARANTH, EERTAEAELL
HPFARMALAE, THEARETR GG ERERY
XtEo WEEERBERS, $ELRXTHAIE AT R



A, TRAMRE BV, UELATRMATRABRER, &4
BERBYT—BESRXAH TR WEN, REEE,

EPEBTEEY, CEATIAT -~ FAXRNLH
PHAREH, AHEANTULREEANMENE, £k
EFRW, aF AL RAAPHRR, BHEREFLE, A
HAEHRIFEE,

% &

19824E8 H




H ¥
(Contents)

B8 HxHENEE
The Ways on English L-tter

- EXHEREANER
The Forms and Stylistics of English

Letters oot eeren e

(—) EXHEaHR

The Kinds of English Letters......ccccoccceine.

(Z) HXHEHHR

The Forms of English Letters....cccorvniniienn .

(2) KX ERHELRTL

‘The Parts of English Letters......ooocee.

1o

The Heading «.oovvevveeeerereceresesmcsisenssesesenios

2. drff AL A

The Inside Address....ccoooiiiiiiin s

3, Ht

The Salutation ...occvecvriierioniironii s

1)



4 Ex

The Body of the Letter ....oocoeiivnvvneiiiineniciinas o 10)
5. HAH
The Complimentary Close ..o, (11)
6. &4
The SIGNATUIE  .iivrisvrarmranciinsiessiiimmsi e (12)
(M) EREHAXSE
How to Write Good English Letters ............ {14)
Iy RfawREmm
The General Rules of English Letter Writing .........(14)
2. EXBEANRE BEAEKE
Opening and Goncluding Semiences in English
| T R (172

» RENEE
The Ways on Envelope Writing ... .

(=) GEHAHEAER

How to Choose your Envelope.....................

(2) FHyEERA

The Forms of Envelope Writing..................
(Z) ERERH

How to Write Envelopes...c.ooovniiiiinnn.

L. EWEH

Inland Envelope uvevvriimciniimsirininissnees
2. ERiRH

Internatonal Envelope.........ccoiivin i

3. BEEREEHTEERRY

The Differences between British and America in

Envelope WIILDE vvveviesiiriimainisisniimisonn

(18)

(18}

{19)

(20)

(20)

(23)



=. R

Others ....ovveveveens et berean ettt et At nenen 26)
(—) HUEITE
The Folding of Letter Paper.......cccooev s (28)
(Z) MAEEHFEA
Some Points for Attention ......cccccevnrveiniinnn: (26)

HIE HXHE

Your Social Gorrespondence .........

—. BiEERELR
Letters of Invitations and Acknowledg-
IMENLS. v v
(—) 2B WBRER

Dinner Invitations and Acknowledg-

L. BiFFEma s

Inviting a Close Friend to Dinner ..
2. BEWERELHE

Inviting a Friend to Fill an Empty Place at

THONCE .y cvaitvmtsntiervesasssanannnnseasiasrsssiarnsmrrersrsrrns

3. MEMRRERAER .

Inviting Friends to Dinner and the Theatre............
4. AL ESLEAGHRE

When a Daughter Acts as Hostess.oinnn
5. RFFERFEMESE

Note to Recall an Informal Dinner Invitation......,.....

.(28)

(30)

(32}

(33)

(39)

(41)

(43)

(44)



6. ¥TEAEHPENEL

Note to Break an Informal Dinner Engagement

........................................................................ (45)
(=) F BYESERREE
Luncheon and Supper Invitations and
Acknowledgments...ccerreeuenens e et (46)

L. ik Ems %

Inviting a Friend to a Simple Informal Luncheon ...... (46)

2. BiEFHIRMASREE
Inviting Someone You Do Not Know to Luncheon

........................................................................ €48}
3. BENEN
A Supper Invitationg......ocsimemmsmiisernein, (51
4. BEMNE BRI A— 2RI ERE
Inviting Friends to Supper with the Strangers ......... (53)
(EH)RLBWERER
Party Invitations and Acknowledgments
..................................................................... (56
L. REABSHRERE
An Invitation for an Informal Cocktail Party............ (56)
2. FEXF LMW
Invitations for an Informal Tea Party coocvvarriinerienan, (57)

3. BitkERSERAERS
An Invitation for a Housc and Weekend Party.........(58)

(1) #EL#iERE

Dance Invitations ..., (62)

L. i ESmKHE K TRES




2.

An Invitation for an Informal Dance Celebrating a
National Day .uiveiiiiiiiiiiinnaesninie, cerreeeesenn (633
s LBmE R

An Invitation for a Masquerade......oooviivrornines wonniee (63)

(E) iSiL#E

i.

2.

3.

4.

Wedding Invitations «........ocoveverveereienenseneen (64)

R A s

Bride's Note of Invitation to a Close Friend ......... (64)
i 5

To a Relalive  ovvuivvicvernrieeenessiirinieinioierresesvaresens (65)
REBESEIMT S AN

Inviting a Friend to the Reception Only.....ccovrvenn.n.. (686)
PR R aAEE

An Invitation Written By the Bride’s Mother......... (67)

Z. BtiE
Letters of Thanks..........cocoooivii, eee (69)
(—) BHtWER &

n

Thanks for the Gills Received ...ocoeveneeoooo... (69)

- BRE AL

Thanks for Wedding Gifte ............cocevvvvienivennnnn . (69)

- B EETHILS

Notes of Thanks for Christmas (Gifts .....ovveeereees ones (74)

- BB AL

For a “Bon Voyage Gift”......ccciiiieeiiciiiiiannneeeienns (76)

- BEBEAE R RUL SR

For a Gift for a Newborn Baby or Young Child



—

The Bread-and-Butter Letter .vovvrviviriinninnne o o0 (79)

- BEESWNARILE

Thanks for Gifts to a Patient or Invalid ............(81)

- R 3 Bl I

Thanks for a Favour Received ....cocivveiiiiicnnniienenn (83)

- R T IS R R R

Thanks for a Letter of Condolence .v.vvviverrreiencnosee . {84)

- RS A AT BB
Thanks for a Letter of Congratulation......cccveveverinne . {893
SERB
Reference Expressions.......... Crararertesinarareranreaars (94}

ARG

Letters of Congratulations ............eccccenernne. {99)
L BRI 7

Congratulations on an Engagement ..o, (99>
2. BAEE

Congratulations on Marriage .....cooovvviiininiinnnnn (101)
. RMESAELS

Congratulations on 2 Wedding Anniversary......o.. oo (103>
4. WHAH

Congratulations on a Birthday ....coovvieins vornennesenn (105)
5. WEMAEET .

Clongratulations on the Birth of 2 Child ....cvceneeais {1072
6. BEPAe

Congratulations on Graduation ......... erreeraaasae, (1092
7. RELEHRE

Congratulations on Winning an Honour or Distinction

L s e s e e (111)

8. HBET A



Congratulations on a Promotion or a New Venture
9. WMHEU IR

Congratulation on a Performance ....... oo {114)

e gih

Reference Expressions ..........cocvveriivneiinnnrneonnnnan. (114)

M. /s
Letters of Condolence ..o {124)

1 jmde A ()

On the Neath of a Parent ...... PITRT TR (124)
2. mEAER

On the Death of a Hushand or Wife ..o (128D

3. MEABET(H)
On the Death of a Child ... v (1293

. HEAEXRR

On the Death of a Relative ..o €130)
5. MERBEWHE

When Kith or Kin Is Killed ....cooviiiiiiiiiiniinininens (132)

SXHE

Reference EXpressions.........co...ovusivervecssecnes (134)
. MER
Notes of Sympathy on Tlness, Injury
and Material Loss ... i 0 (138)

1. FE%EA
To Those Wha Are Il .cooivveeniiiinniennrnraeenee e {1387

2. HEZHA



To Those Who Have Been Injured .......oocceiiiinnes (142)

3. miEgEZH mE LA
To Those Who Have Suffered Maiterial Loss or

T . (145)
BERARE
Reference Expressions ..o, {146}

A, HHRE
Letters of Introduction ..........ccccovvnvvrsscennas (147)

1. easmxm i .
To Be Presented 111 Person .ooevvverirnssirsssinsscssnianns 147)

2. ERFEFAIMELE
To Be Sent By Mail ... irrnna s (151)

3. "BiR R I EIREN AR
A “Follow Up"” Letter of Introduction Giving

Additional Information ....ceviccrssirerersimrnserinnnn, (153)

t. #hE2SGH _
Other Reference Letters ........covecvveiniviineones (147

. —EEHARTHPRERERRG—HELR
A Letter of Comment From an American Professor to a
Chinese President ...cvvviviisiivissierraseninsrsenrren. s (1567}
2. —fusEBETAREEREELN—HE
A Letter From a Foreign Friend to a Chinese
President ....occvveniioiviiniiisiisiinnnnn, PPN (158)
3. -k E BT REINT RN RN HEN
L%i{% A Letter of Thanks From a Chinese Professor
to a Professor of the Depaitment of History of the



University of Chicago .....ccooiiiiiniiiii .
4. S ARENEE B

A Friendly Letter From a Foreign Friend .....ccooo0vi0s

. BEMAERERENMEAE
A Letter Inviting a Friend to Visit Yonhe Gong

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

6. MiFHAER LR
A Letter Inviting a Friend to Visit Huangshan

B=E AAHE
Your Personal Correspondence

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

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

. 5RdmifilE

A Letters Te a Friend in a Distant Flace....caveiiien,

2. mITIE M RA .
A Letter From a Distant Place to a Friend Back

HOmE. cciiisiiiriniesrensieasnesienas ns i e e
3. ZEPERMENE
A Christmas Letter to a Friend ..co.oooovucvvininicnnnenns
bt 1

Family Letters

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

1. SHERAKPBELR

T a Husband Away on Business ....coooviviiviianinnnn

(1602

{161}

(17;8)



2. HE R S A
To a Married Sister Living at a Distance............... {184)

3. BHEAREINET
Leiters to Children Away at School ....oeeivoiiviiiannn {187}

=L BARSHGEN

Personal Business Letters. . ... ... (152)

(—) FHE
Letters of Application....... b (192)
L. dhiEidTs R

An Application to a Typist....occeivvreafonivnnnnceien . (197)

2. — RIS 0 AR A B .
An Application of a Young Man Just Out of

3. mEMETEEE
An Application to an Art Director ........ocvveeirennn{201)
(Z)
Letters of Reference..ooiiiiniiiiiiiin e (204)
L AE—-G BN E S EENIENE

A Letter of Reference for a Program Director

2. ABIEYIRE

A Letter of Introduction and Reference.................:(205)

3. BSE S F A A R
Letters Requesting Information From References
cereereensen o {207)

10



$WE HLEE

Business Letters ...........cc.ocovevvvemnens €209)
M HEHEY
The Structures of Business Letters.. ....coocoeeeeeennes (209
. fH%
Lcttcrhead M annrarbr e At e ey b e brbed Cy bR aan vetarresvacas (209)
2, ﬁl’iiﬂh&
Inslde Address......cccocenuas freraranreans veerssarersesnrsenssarnnd 211)
3, &
The Salatation .ceuveiiiercrirarcissrsrmmmmraisissrine. (213)
4, EX
The Body of the Letter..ocoivneiuiviiniais vasaas srsrrnsaenrn,.(213)
5. BRBE

The Complimentary Close...cviviiinninininiini.. (214}
6 B

7. Hib
The Ohers ..o s (216 )

#'%‘rﬁi%ﬁf"%%ﬁ.it#} ’B‘T‘]ﬁ
Some Points for Attention in Buginess Letter
writing ........ O N 2 VD)

I Wk 3E MR T R O R
The Language and the Style in Writing Business

Letters covviinrensrirnnnis rerararrns rerrrrerrairrrans [T (217)
2, WeBERELEER
‘The Form and Stylistics of Business Letters ...o.c..... {220)

11



— BEABLE

12

Establishing Business Relations...................

- ARBIREAE

Seeking the Possibilities of Establishing Business

Relaitions ...... crerens FO AP

- ARBRULEERE

Agree to Establish Business Relations ........ R
- EIRBLE '

Voluntary Letter....ccveieirmienasiairmrmrmsinisirrraes veerrens
- BB ik

Trying to Resume Business Relations ...oovciiiinnnns

A HE

Reference ExpreBsions ........ccoiiininnirrinrianns

asareres

# [
Enquiry .........

1.

w ki A _
First ENQUITY covevvrevnireerrsennersisrmmnsioriommuaenenrennnas

- RBGRRAE A
Asking for Pricelist and Samples ....oooooviiiiinnnnnns

- BRiE

Price Negotiations .....evivesvereceireniiiin,

(221)

(221

(223)

(224)

(2293

- (2305

- BERFRRER
Asking to Send Samples for Inspection .......ccoe..oies {231)
MEFEHFXFERLFAIREE
Asking for Supplies Frem a Companv With No
Business Relations ....cooevvveeeiivreneciiinivcnennne e (232)



