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Chapter E

H5iiE N FH 3R (General Remarks on
Practical English Writing) }/'

IS

Unit 1 5% 5% ) SC5 7R A DG J
(Related Knowledge of Practical English Writing)

e N SCAESS A | 8 E AT . TR R RIS Bl | A B SCAk B T A T #R
RN HEE RN, M4, E= R SiE OB H i w2, rATE& % |
Pttt R I I | 2 EARKEFRE L | 2 EB LR A A IR EE K
H AR A AR B S T TR Y SCS PERE ) BRI AL

AR 8 &1 N SCHE [F] BR 88 A W] e S AR TRl =X, FRATH H 43 3 K
2. Bf5 (Letters), #A% (Forms) MHAh (Others), v, FfERIiB i H CHY
FEHMA S, Xl s, 2 H1E (Social Letters) 17 45 $5 15 (Business
Letters) ., #3215 Arda & 9500 B H R 55 1ifm 088 15 5 Wi insd /5 be .

EXRRIENAXHNEZHMIBS .
—RFHIR A, EXHAM:

1 AFEITA T RIBNE R, WA,

2. E ARW, B I bR S s T E
AR Z M Tk, SCFEES, R
4. 32 FHF & [ i) IR )

5. 4 X 5B IS S A5 4

B AR (E A iR

LVER R A A, SRR N TR LE R R S SCHEORTR A A, BEiE R, discount Y
B “Prdn”, “20% discount” i BT 13 LA Ry A7, DUE

0OoO0O0O0Op. job 090 {P




RRLESHE 4

Ry AT R B AN Y 20% 45 B, (H “20% discount” SEBR b 45 (1 2
“8 7,

2. BREWHNEZ R SR . 5B YA s = i e, A i iE 2 S BRIk
HitR, 0. apply 5 for Fil to #5 LA B A0 “HdE” M “iz 7,

3B LT XZBMBR, MAEA R 05 M AR F AN, 41, Xiao Hong will
try/endeavor to pass the exam. £ — &%, AliEFE “try”; fEIEXSG S, WTE#E
“endeavor” ,

4 F Bz AR 25 5, IR EE F BB XU T 5 R SO A S S
AW, . HEASETE (dragon) W AHIFI ) B RAL, 1078 7 A NHE
B — MR R R, B R e KRB A

B IS T aF

LRI TIGER, —MERTFRBM RN 0, SRS,

2 TEEAIFIE T, AT O AL R S, AR . B S A
A RIREL

3. TE R T, 8 754 O i 3 0k A B AT R, R R M, X
Rt R ATV AU, R o, A A
G

A TEEMBINZREAL, TER S IR BRI, WA A A K
MY JREA) R R A A

S. VRN PR A 2k T LG PR | d A SR Ry kR i
L VAR A 4

B WA ERERE RS S

1.i2% (Comma, “,”):
T — RPN MR AN, i, JBARSE,; HTEENA R F
A CGEEAERERE); BT PMRKnemEiEzE; T e F
ZHI o

2. 435 (Semicolon, “:”).
FH T3 by M A2 - 55 B M 7 /) LR TR i ) 1 42 ) .

3.4 . BF ST AT S (Apostrophe, “77):

0Oo0O0O0Op. job 0100 {B
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10.

11.

12.

Chapter I BN B3#EA

MTH g m A, HTERRE, 7o 85, 55N EE0E; T
718 B (8 B8 A U — A O LA 2 BT 1 45 s

)% (Full Stop/Period, “.”):

T — 536 58 45 R M SO A S f5, a0 Mrs. 55

[A]%5  (Question Mark, “?7).

T & 2K H W R A,

JEI 5 (Exclamation Mark, “17):

FH T R i At M) 3k v

BH5 (Colon, “”).:

X SCmA Aaifg ke, HTHmmNAEZ, THZRHAM4 5, HTIE
K HZH TS EFERORIEZE (LEXEEY Y, RFiEZEZ2
ME S, MeEREREDZHIES); HTEFNEMERR (019:40); HT
F A R AR R 2 ]

515 (Quotation Marks, 5|5 7, H5|lE <),

FHT A5 B 4 5o b 8 BIr A ) 55 AR S A 5 T T 5 0 30 b A K 1) o 1 12
By HTAUISCE, R, SRR BN AR, (F. ERERES, W
MG FERESE D, w5,

#4% 5 (Hyphen, “-7):

T HRLERTE (. self-, ex- 55) J5, MM G, N TR K52’
17, — M 1 W T BRl i 2 5

W45 (Dash, “—").

T E ZE0r S, R Ji Y 35 S 45 s B 5 T B 4 A v iy e
s B AU B,

B (Ellipsis, “..”):

T RR MBI ST W s, H TRoRgEh ARG, (1. S04 %
SRR (L), BETATIE; TICRERS R 6 D (e ), ETATTHL)
BHAT (Italics) A1 FXJZE (Underline) :

AT EHEESNRIES; HTRRBE, B, MASEEMNAFR (. JEh
BAT B4 ); TR i R R SRR, (T 7235 83T 0L
FI 0 SCA v 5 T 3 4 ity 7 SRR BHA T )

0Oo0O0O0Op. job 0110 {B
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Unit 2 5305 15584
(The Layout of English Letter Writing)

Section | FERIFEX

P EXHENRRARESHE, TEHUT 3.
1. 5%3L3{ (Block Format):.
FRIAL B Z AT B5, [FoRTP T NS, S EAE, . 245,
HBNAT Zeih A% T 4fy, B Bz (B3d # bR — A7 . X Aag R tREE | 5 B,
MEEFE M, KR AT B SCR

(Letterhead) ?

(Date)

(Inside Address)

(Salutation)

(Body of Letter)

(Complimentary Closing)
(Signature)

2. #5473 (Paragraph-indented Format).
BEIFR¥mESH 3 25 4FE, Bk, HUISES B, 45RiE, &4
WSHEHT I,

0O0O0O0Op. job 0120 {B
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Chapter I BN B3#EA

? (Letterhead)

(Inside Address)

(Date)

(Salutation)

(Body of Letter)

(Complimentary Closing)
(Signature)

3. iB& = (Modified Block Format):
BIEL, BB, 4i0E . A0 E SAT=UME, (HIF L ETis S F
() IE G A R B BT S AR e i A . 1O Tk NS M UiR G, FERE s,

? (Letterhead)

(Date)
(Inside Address)

(Salutation)

(Body of Letter)

(Complimentary Closing)
(Signature)

0Oo0O0O0Op. job 0130 {B
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BREESHE 4

Section Il HEBEF—MERX

<1 (1) Heading (f53k)
(Company Name and Logo, Address,
Al Telephone Number, Fax/Telex Number)
(NFEIAPRMbRE . otk IR S L E/RA S )
(2) Date (H#)

(3 ) Addressee’s Name and Address
(A5 N 1) B 2% Fn itk )

(4 ) Caption or Reference Number

(R PR B RS, 3 2T RIZR)

(5) Salutation (&4 MFRIT)

( 6 ) Body of Letter (1F3C)

(7 ) Complimentary Closing (45 E#{i# )

( 8 ) Addresser’s Signature (515 AI%4%)

(9) Addresser’s Name (515 Anytk4)

(10) Addresser’s Job Title (515 AME% k1)

(11) Other Information (HABAFE, 4. SE A0 E RIS HA 58 )

(12) Miscellaneous Abbreviations
(BMAES, W, ce. (F0i%); Encl. (FHF) %5)

Section lll EXEHHEE

GEANRIES | Mk BEFEEE R 4 L7 W AR RS | sk S 7e (5 B

ET e g A7 — b, WAeBE A4, FEMbhE, HhkmE R I, i, IR
oL A, Wlg”, FEANE A E R B 4

0OO0O0O0Op. job 0140 {B
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B F3L3L (Block Format)

Chapter I BN B3#EA

Stamp
Li Ming
689 Beijing Road
Shanghai, 213509
China
Ms. Helen Smith
32 Rose Avenue
New York, N.Y. 100101
U.S.A.
B A% (Indented Format)
Stamp

Li Ming
689 Beijing Road
Shanghai, 213509
China

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

AW, AR R RN R AR S SR EOR AL, HAEE K BE G

AR, 5T L4

P RABRXENEHSZ.

FE PR EANE RS LIRfEA S, H5 L C/O (in care of) MM, 5 IR
NIk A HuhE . R T FEZE A AL — F R A W], (RN .

0OO0O0O0Op. job 0150
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Stamp
Song Li

NO. 1 Middle School

Nantong, 226000

Jiangsu
Li Ming
C/O LiNa
Peking University
Beijing, 100871

P RARZENEHEZE:
XMEARBRE, RES5 L2 ARIBE A2 BT, 85 i N4,
51 By courtesy of, Through courtesy of, By favor of 5| Frt 2 A4, ndtzE
$ ety ey 2= WY A 45 A 15 B LA

Li Ming
By courtesy of Li Na

b EXENEHEE.
R 5 B S A4 BN Present B AT o 1. 42 43 A A4 1 38 48 W5 A B0 1%
4 8

Song Li
Present

0OO0O0O0Op. job 0160 {B




Chapter I BN B3#EA

Unit 3 5& S04 st 4 1k 53
(The Elements of English Letter Writing)

POCAF R — e AR Sk L (R AL L BRI (R IIESC, SEEHE . B4 LD
ST R, MRIRSLPRTG 2, T LU B2

1. # 3% H1E (Social Letters) B

FEACAAF 48 AANTHE B 09 585 Fat 23 A2 06 okl B S AR B A T B A5, B2
NATTA T s oA B R) B R RIAE B SS U, TE AL SS I Bl 2 A T — R 0 26
BLHISC, BRRERRZ, & IWAABGEHE . S0E . EE . BIE . S
AR S5

FE2E ARG R A% UMV IE B, RS IRME RS AR, AT SCE TR W . ARG K N
L35 LT JLAS R4y . FRIF (Salutation) . 1E3C (Body) . 453 i% (Complimentary
Closing) . %44 (Signature),

2. @M% H 1S (Business Letters) Ryt

755 AR R B0 — MR A, EARRME, BRSSP Aok
fF, WA Z, MHTHESESMSDHT, . VRS KR, B, Wa
i, R FRRSE

55 B AF — BRI A Rl AR HEF AATED . WSS . B0, VI, AL,
WE AR, Wil ERE. HlE,

P BSHETERT KBIEMR:

(1) 4%k (Heading/Letterhead)

(2) B84 (Date)

(3) E A, BPAZ A8 4 & Fodtu it (Inside Address)
(4) #&*F (Salutation)

(5) :EEX (Body of Letter)

(6) #%&% k& (Complimentary Closing)

(7) &% (Signature)

0Ooo0O0O0Op. job 0170 {P
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10 GHRESE 4

FAN, RS BAEE T RS AFT (Attention Line) . N % EM41T (Subject
Line) . Ffff (Enclosure) . #/i% (cc./Carbon Copy). #i1E A (JS/MG, John Smith
1 Mary Green, 73 5MCEREE AFITFEN) . MEH  (Postscript)

3. BT E KT ERAE
(1) 4k (Heading)

Gk REFEM LSy, RIRUE L, ARG, X2 215 AR,
HWFE A SR BESR, FRaHE. 76 Al CEFSEFENSG E)
WE AR AR, Hhk . BIE ., BAL . AR RGBT AR R e RS (Gl
WO SR R DRI ) o S b U B BB T H MBI TS A AR
S, BEHEA, BB RN WA, BEASNAK, EAE
PIAFREAL S, B5 BIRE S, WERGE R F A EINY, 5 =B HAFEA
Jr e E R ) 25K

(2) 51z 84 (Date)

Q} H W0 5 76 27 5 A bk T 07, Rk =08 AR, 85 3000 H 3 A IUT
M3 H HAERIBUY . e R 2R, FhE 4, Kﬁé‘lﬂ%; 3453 55 3C B i)
Fon, ATHBEFER (—BRERTUHSSE, REXWARKEFHERTES
4x) s HWR B R EC 3 E0R R B 0. May 7, 2006; 23 September, 2005,

(3) 1%Z A ik (Inside Address)

E Y RS 5515 R B S 05 s TR R N M hk . {5 Ak B B 7E (R A8 A2 17,
SEH EHHES -, BT BREAES FRFE +24); B ERPE
F AT RS Wl AN H kN A D) e R

(4) #&=f (Salutation)
PRUE LS 7 A5 Ik T, 76 30 B 505 N MR 56 — 17X 5% . 9SO 15 A AR
— M # & L) Dear... 8 My dear... Tk, HEFANSWE N Z EFFTEE R HIL T A
RS ER,  PROHCRRIEAL 0 AT 57
1) GHRREN. EBAMERBEVNIN LS ANE, —M7E Dear 5{ My dear Z J5 73
S B RN EIE R FRIF R H 5 H 4 . 4. Dear Mother, My dear
Father, Dear John, My dear Mary, Darling/Dearest Robert %5,

0OO0O0O0Op. job 0180 {B




Chapter I FENBEXHZE 11

2) Bk LR A, ERRAMRM AR, JBHE Dear ZJ5 i
oS kT CHERT R RRIPRIE I B ARG, W Dear Mr.
Brown, Dear Ms. Brown, Dear Professor Smith, Dear Doctor Smith %5,

3) BHMLE, WK, AF, T, #RERAR, —8H Dear Sir or Madam |
To Whom It May Concern, Gentlemen, Gentlemen J& A& BOE L H B, fif
il Dear

(5) =AM4T (Subject Line)
FEAT R TR E R, 8E LA RS R B, BaEMIE

AXNE—H T, (ETIHAEN , 85 BRI E—17e N —47, ZARs)md;
HREFREN N RIZ, A5 K Re.(Regarding)/Subj. .

(6) £ (Body of Letter)
WG Nl T B, e sk, i T, sl (— MR
SR R —FER “URYEF (How are you?)” Z281¥a]) . BRAR R 55 okt 22 (5 R AR #a T

kA,

G BRI PRI R TR — P AT TR S IR S A% 3 AT S Sk U 4

0, A7 ST, B 17 00 2 B S BROE S P M 00 0 7 B TR P A5 Bt
BHCATRESEA 6, (R4 T30, G B A7 05 R A A1 430 3-5 70, B
R SR

(7) %&£ % &+%& (Complimentary Closing)
BFIEXTIHA—MITA, HRFRHERT, REMES 45 R_iE XREE,
o Bt 0 T 57, O T 205 NS5 IUE AN Z 0 56 R el R A2 1

1))

2)

3)

0Oo0O0O0Op. job 0190

HHEN, EHE, —MH Your loving mother (son, brother...), Yours very
affectionately, Yours lovingly, With love, All my love, Love and all good
wishes, With all the best % .

B K IEW R — A &R, A Yours (very) respectfully. Yours (very)
sincerely, Yours obediently, Yours (very) truly, Yours (very) cordially,
With best wishes %,

LGP, BR . Ar T #RAFRAE, —MH Yours faithfully,

Yours sincerely, Yours truly %,




12 RERESE 4

Ph b 25 FpOE 45 018 o BL Yours FF 3k B9 25 A0 35 19 WY AT ELE] . 40 Yours
sincerely . Yours cordially 7] 5 A% Sincerely yours, Cordially yours,

(8) &% (Signature)
SENEAERIE TS S, URRIHMEH TSN T, E4 KT S
Gl NEE, FEREAMITEN 22, B4 F Il EHSE AR

(9) M4 (Enclosure)
{5 R UA B, EEIEEEEL N MAEW, . Encl.. Enc.. Enclosure; N4
ALL BB, Widn. Encls. 2 insurance policies/Enclosures 3 (invoices) .,

(10) M2 (Postscript)
R BN 55 25 AN B B JE 25 0 8t B LA BAR RS 5515 bR 541 28 15 oRita T AN 12 B
Ho WARRE, ~MEEEL T IUT, A5k, e h. PS,

0Ooo0O0O0Op. job 0200 {B
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