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1. 4v
Dear |

The bearer of this letter,Ms. / Mr.(&:4%), is (relation,'5 H L #J<
%), /1am writing to introduce Ms. / Mr.(#:44) who is going to (3t /&) /
has been assigned to GHTHRA BLAE5%) at (place 3 A).

Ms. / Mr. (#:44) is presently working for (company .17 )/
graduated from (school MVFE#?).She / He is (comment TEAT).

Since this will be her / his first time there,she / he will possibly (A]
RE 18 21 1) n) R B R 2 35 B AT Re 08 2 8 e Bl R 200 A B). Any
assistance you may show her / him concerning (#5 Bl <& G 7 THI 45 B «
I 7 THT) will be esteemed as a great favor forme.Thank you

Yours sincerely

Li Ming

2. #UFE
Dear |

I am (HFLA4H).1 feel bad to trouble you but I am afraid that I have
to make a complaint about

The reason for my dissatisfaction is (& /A/48).In the first place,
(FAR B — N7 THAR I 25— J71).In addition, (FEAREE —ANJ7

[f).Under these circumstances,] find it (B4 to (F4% 1) J7 TH 45 /R 7 K



HIJE ).

I appreciate it very much if you could ($& H 2 i 115 3K), preferably
(Bt — 2D E R — P EK), and 1 would like to have this matter
settled by (1 & M 15 e Jm B PR 150 7€ gt D 315 o Jm TR,

Thank you for your consideration and I will be looking forward to

you reply.
Yours sincerely,
LiMing
3. S
Dear |

I take great pleasure in recommending (#£44), one of my (%24 /
i1 1) for admission into (%%%%) / as a candidate for the vacancy in (HT 5.
).

Ms. / Mr.(i£4%) was admitted in (FAX) / joined our company in (£F
f).She /He impressed me (FL U} 7]/ 2 4F).

In my experience with her / him,I was impressed with not only her /
his (R F5HF TR 754750 1) but also (TRFFHRF 2).

I am sure that Ms. / Mr.(#4:44) will be outstanding (5 13) in (351 H/
7)1 would like to support her / him firmly in her / his quest for
recommendation./I would greatly appreciate it if you decide to accept her
/ him as she / he wishes.

Yours sincerely,



LiMing

Dear ,
Here you are graduating from (24%)/The word that (4fJH & )made

my day /It’s great that (7% 535 ) .Congratulations [ on (JK7% 5 H) and

good luck to you (Fr A i1 F44)] !
This is a notable day in your life and for (H:AthAHI< AN 12).1t’s a time

for rejoicing and I rejoice with you on this happy occasion.

I wish you well / success / all the best in (fi48 ) FH4F 1) and (FitE

HIZF 2).

Yours sincerely,

LiMing

5. kKBifE

Dear Sir or Madam /To whom it may concern,

(LA R IF kP A)iE —5))

I am writing this letter to you in hopes that you can help me.As I am
planning to (PFXIZEMAIF), 1 have decided to (48R E M)

H).Would you be so kind as to furnish me with some related

information?
I would be grateful if you could be so kind as to provide me with



certain essential information regarding the following aspects.

First of alL({5 & 1)

Secondly,(f5 £ 2)

Thirdly / Lastly,(5 & 3)

(DL Mg R =Rk —HA)

I shall be very grateful if you could kindly take into consideration
my request and grand me a favorable reply at your earliest convenience.

My appreciation to you for your generous help is beyond word.I
would appreciate it if you could contact me as soon as possible.

Any information you can provide would be greatly
appreciated.Please accept my most cordial thanks for your timely
assistance,which I will never forget.

Yours sincerely,

LiMing

6. R HAMS
Dear Sir or Madam,

I write this letter to apply for the position that you have advertised in
(R FR) of (T35 KATE

Not only do I have the qualification for this job,but I also have the
right personality for a ((L{E44#%).In the one hand,(Zf—NJi[X]).On the

other hand,( 73— & [A])



Should you grant me a personal interview,l would be most grateful.If
you need to know more about me,please feel free to contact me at any
time at (FE 155 159).

Thank you for considering my application,and I am looking forward
to meeting you.

Yours sincerely,

LiMing

7. BIEE
Dear R

There will a (W %) at / in (38 53) on (K} 8] ) .We would be honored to
have you there with me.

The occasion will start at (FLA&R}[8]). This will be followed by a (i
— R — 2P 12 HE). At around (B [R)), (R —AN%HE) .

I really hope you can make it. RSVP before(itE ZI4/K 1 ¢ 5 HAFR)

Yours sincerely,

LiMing

8. IR
Dear ,
I am writing to extend my sincere gratitude for (JE&iff i [R).If it

had not been for your assistance in (X} /5 25 /R EAK TS BY),I fear that 1



would have been (VA X} /7 1 BhBf B J5 52).
Everyone agrees that it was you who (%5 1 4175).Again,I would like
to express my warm thanks to you!Please accept my gratitude.
Yours sincerely

LiMing

9. R
Dear Sir or Madam,

I am a Chinese student who wishes to study at your prestigious

university.My plan is to start my course next term,and I would be
grateful if you would be kind enough to provide me with certain essential
information.

First,what qualifications do I need to follow a course of study at
yours university?I already have a (%f)from (CK%%), but I wonder if
there are any further academic requirements.Second,how much are the
tuition fees?(¥15 H 9%, WHRFEEHEUITHE Y, WA R2E&H
{11).Third,what is the situation ad regards accommodation?

I look forward to your reply,and to attend your esteemed institution.

Yours sincerely

LiMing



10.35K 15
Dear ,
I am writing to formally request to (i K ) N %5).

The reason for is that (45 H L EA).I 01 (45

I would also like to request ($2 i} #t — 2 1) & K )I am
sorry for any inconvenience I have caused.
Thank you for your attention to these requests.If you have any

questions,do not hesitate to contact me at (FL 15 15).1 look forward to a

favorable reply.
Yours sincerely
LiMing
11. JE#AE
Dear ,
I am excessively sorry to say/tell you that (EEREACD

AN BE S S 1 1 B2 B 4 i HAR AR IA H AN 8 S8 L6 AT ) B B a4
7€ )Now,] am writing you this letter of apology to show my deep regret

(FRIEH ) Please accept my sincere apology (HE
A X7 Be B 2 T WO B A X T Be B2 32 1E #O)1 fear you are
displeased at (RIEZH A KON, HIERXYITEE) 1 hope

you will understand me and excuse me for (R4S H CIER



) L RS 5 Y H 8 38 5 R ) Therefore it’s not in my power to
(BT IR RCEBUEE A N IR E)

Naturally,I want to suggest .1 shall be obliged if you will
kindly write and tell me when and where you .We may meet
again and I hope to See you soon.(2J & T K22 (10} [E] 3 £).

Yours sincerely

LiMing

12. &%

TO:

FROM:

DATE:

SUBJECT:
I would like to draw your attention to (] /&8/= @).Since (in] &)/ We
have (25 TAE)/ We are CFi3t4T i LAE).If (I O L&A RERI AL

FO)IE (AE), please(fE 7 /i1 2).Please(‘ZHF).

13 4R
Title
Reporter and Date

On(H ), survey was conducted among (] £ X 4¢).The purpose of



the survey was to( H i%).

The survey was conducted by means of (J57%).It was concerned
with (& 3 &).

From the table of data,The most significant items areas follows:(/%
).

If any conclusions may be drawn from the data,they are,perhaps,as

follows:(4518).



AR SO, TS5 TSR, EHH ooooooo0

PLUEEANERIEM R S8R 2 K — O EX Nl E .
PR @B A b, #RFBEUT S, 1 RFERE
Hihik http://weibo.com/3176445463/profile?topnav=1&wvr=>5

($% Ctrl Hd o)
XR—ANEBRIME, KFiExm o(=vS)o~v

ALK, B R ORI, AR L 5 WA A 2 )
MAEET, WIFAT O, so, WA T



