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Chapter 1

I ntroduction

1 To friends presented by the bearer

(1)

Dear Mr Agate,

This will introduce to you the bearer, Mr Hobert Angell, who will be
In your city for some time Mr .Angell having come originally from Hong
Kong feels that he would like to engage in busness in his ovn and isvis-
iting London for that purpose .

He is a young man who has made many srong social and business
acquaintances in Hong Kong and we feel that his going away is a distinct
loss to us .

| am sure Mr Angell will gppreciate any opportunities that you may
give him to become acquai nted with the business men and bus ness condi-
tions of your vicinity .

Yours very truly

(1)



(2)

To Whom it May Concern,

The bearer of this letter, Mr \Allen has for several years been inter-
ested inorganizing camas for boys who can afford to spendonly a small
amount on thelr summer vaca tions .

As he is conddering locations for camps in Grass Mountain, | sug-
gested that you were the man to help him, for your knowledge of every
nook and corner of the place .

| shall be happy if you can asss Mr Allen in any way .He isafine
man and has a most worthwhile job on his hands .

Yours very truly

(2)

(3)
Dear Sr,
The bearer of this letter, Mr Graham is a patron of our company and
Is personally known to me as a business man of excellentreputation .
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| am sure that you will enjoy doing busness with him and that he
will appreciate an introduction to the hardvare dealers of your city .
Yours truly

(3)

2 To be Ent by mail

(1)

Dear Teller,

My brother - in - lav, Mike Jordan,will be in New York next week .
I” ve often wanted you two to meet, and this seems like the ideal opportu-
nity .

Mike is a research director of an advertisng agency .| told him about
the book you are writing on the history of buying trends in America, and
he was completely fascinated—as | knew he would be ! He said he' d like
to know more about it;and | think you mignt find it interesting and helpful
to discuss it with him .

So call him if you can, Teller—but not if it" s an inconvenience .If
he doesn’ t hear from you, he |l understand that it s because you are tied
up .| suggest this meeting only because | know you two are bound to enjoy
each other’ s company .

Cordidly,

Gray( Signature)



(1)
!
( )
(2)
Dear Caroline,

I” ve just learned that old friends of mine, Louisa and Leon Murphy
are now living in Chicago, at 28 Lake Shore Drive .That' s practically next
door toyou,isv t it ?

The Murphys are very charming people,and | think you would enjoy
knowing them .| told them all about you; so if you call them, they' Il rec-
ognize the name right avay andknow who you are .

| hope you will call them, Caroine .They’ re really wonderful people
to know, and lots of fun to be with Merritt and | have certainly missed
them snce they moved avay !

When are you and Henry coming to New york again ? It seems ages
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since we saw you !
Affectionately,
Mary (Sgnature)
(2)

28 , ?

(3)

Dear Preston,

In the next day or 0 you will receive a telephone call hrom Mike
Denis of New York .He is a very good friend of mine, and as he is plan-
ning to be in Chicago for a month or more, | gave him a letter of introduc-
tion to you .

| know how busy you are, Preson, and | don’ t want you to regard
this as an obligation But | feel certain you' |l enjoy meeting Mike Denis,
and I’ Il wager that once youmeet him, you’ Il want to kegp on seeing him !
For Mike’ s good company anywhere——at bridge, golf, tennis, or just
talking .| should say especially talking ! Miké s just about the nost bril-
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liant and entertaining conversationalist Iknow .

I m writing this note 0 that you’ |l know who Mike is when he
calls I' Il gopreciate any kindness you and Linda may show him as a
stranger in Chicago; but please don’ t put yourselves out of feel that you
are committed in any way at al If | didn' t feel you' d be as delighted to
meet Mike as he will be to meet you, | wouldn’ t have given him a letter .

| hope you and Linda are well,and ! I’ m looking forward to seeing
you on your next visit to New Yok .

Sincerely yours,

Felix Holman( Sgnature)

(3)



3 Telling about atrip

Dear father and nother,

How wonderful my trip is ! Yesterdauy , we reached Switzerland .This
Is a really nice country We spent the whole afternoon on a snowy moun-
tain It was the firg time in my life | felt what shovwas ! Asit was not 0
cold, we missed the chance of skiing The rates of the hotel are crazy .The
food is not so nice .How Imiss the food mother cooks .It is really deli-
cious .

We are planning to go to Germany .| am looking forward to seeing the
remains of the Berlin Wall .We have booked the flight for 24 July .See
you .

Love,

Rose
3.

Chapter 2
Private Invitation
1 Inviting friends to dinner



Dear Mrs Slater,

Will you and Mr .Sater have supper with us on Friday, June 3, at
seven 0 clock ?

It s along time since we have had the pleasure of seeing you, and
we do hope you can come .

Sincerely yours,

Mary Smith(Sgnature)

( )
2 Acceptance

Dear Mrs Smith,

Mr Sater and | will be delighted to dine with you on Friday, June 3,
at seven o' clock How nice of you to ask us'!

We are both looking forward with great pleasure to seeing you and
Mr Smith again .

Very gncerely yours,

Lewis Sater (Sgnature)

2 .
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3 Regret

Dear Mrs .Smith,

| just can’ t tell you how sorry Mr .Slater and | are that we cannot
dinewith you on Friday, June 3 .Unfortunately Mr .Slater is not feeling
well recently .

Thank you for asking us, and we hope you will give us the opportuni-
ty to say yes’ some other time .

Sincerely yours,

Lewis Sater (Sgnature)

3.

( )
4 Inviting friends to a dance party

Dear Mary,
Mike and | are having some very specia friends here for a dance
paty on Friday, July 28 Naturaly the party wouldn’ t be complete without
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you and John'!

We hope you can come, as we are planning to show the movies we
made in Chicago, and we know you and John are thinking of going there
this winter .

Dance party is at eight, as usual .We' |l be looking forward to you
two charming people at that time, so don’ t disgopoint us !

Affectionately yours,

Betty (Sgnature)

4 .

«C )
5 Acceptance

Dear Betty,

How could we even think of turning down the prospect of another de-
lightful evening with yoy and Mike ?CF course we' |l be there on Friday,
July 28— promptly at eight !

John and | are both excited about seeing those Chicago pictures We
think that' s where we' re going for our vacation this winter, 20 it will be
wonderful seeing your pictures and getting ‘a previenv” of It .

Thanks for asking us, Betty We' re certainly looking fowvard to next
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Friday !
Affectionately yours,
Mary (Sgnature)
5.

C )

6 Regret

Dear Betty,

What a shane! We won' t be able to come to your dance party on
Friday because that’ s the day we' re having the Blacks here for dinner .

You remember | told you about Mr .Black last week .He' s one of
John' s most important clients If it were anyone else, I’ d alter my plans—
even at the very last moment—rather than miss an evening with you and
Mike ! But | just can’ t do that with the Blacks, Betty, I’ m sure you un-
dergand .

John and | would certainly like to see those Chicago pictures, as we
think that' s where we’ re going this winter .Will you give us a private
showing some time ? Jus say when and we' |l be there'!

Have a good time on Friday | certainly wish we could be with you !

Affectionately yours,
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Mary (Sgnature)
6 .

¢ )

7 Inviting friends to see a film

Dear Joan,

We have six segts for* The Missing Jenvels’ this Wednesday Will
you and Joe Join us here for dinner at six sharp; and then go on with us
later to the cinema ? We' |l be looking for you on Wednesday night, 0
don’ t disappoint us'!

Affectionately yours,

Linda( 9gnature)

7.

12



C )
8 Acceptance

Dear Linda,

Delignted ! We' |l be there on Wednesday at six, and gowith you af-
terward to the cinema How wonderful of you and John to ask us'!

Affectionately yours,

Joan( Sgnature)

8.

C )

9 Regret

Dear Linda,

| think you' d better ask some other couple for Wednesday evening .
Joe is leaving for Paris this Thursday morning so he has to be ready for
that What a shame ! He' |l miss a wonderful evening with you and John !
Thanks for asking us, Linda .I' m cetainly sorry we can’ t say ” yes” !

Affectionately yours,

Joan( Sgnature)

9.
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C )
10 Asking afriend to act as bridesmaid

Apartment201

Block 1

1 May, 1999

Dear Mary,

Tomand | have decided to get married on the 2th of August and |
am writing to ask if you woud give me the pleasure of having you as one of
my bridesmaids .lam thinking of having three which, of course, includes
my gster Ann and our best friend Alice .

We have not yet decided about the dresses because we really want to
have you all to gether to decided on them .Please let us know soon .

Best wishes,

Yours sinceredly,

Susan

10 .
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Chapter 3

Making a Speech

1 Opening remarks

Respected foreign delegates from abroad,

Distinguished Guests,

Ladies and Gentlemen,

It gives me great pleasure to announce the formal gpening of the in-
ternational sym posum on ” How to Use the New Materials to Improve the
Quality of Building Skyscrapers’ jointly sponsored by Guangzhou Congruc-
tion Engineering Research Institute and Guangzhou Building Equipment
Research Inditute .On behalf of the ingitutions, | have the honour of ex-
pressng the warmest welcome to all participants of this symposium .

To guarantee the success of this sympos ium, the Organizing Commit-
tee of the Sym posum has invited four distinguished foreign and Chinese
scientigs to serve as the Executive Board, anong whom we have Prof .
Zhang Huairen, Prof Wu Ming, Prof .Li Ming, and Prof Jang Yang .

Fease allov me, on behalf of the symposum, to express our sincere
gratitude to all the participating scientists and professors for your friendly
support and collaboration .

Pease welcome Prof .Wang Jingyu who will give the opening ad-
dress .
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