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{51 1: Mr. Francis Mathews, {51 2: Mr. J. E. Shatfer
7 Oxford Road, Computer Department
London SW18, Stanford University
England. Stanford, Calif. 94305
18th March, 2018 uUsS

Mar. 16, 2018
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X)IESEASBIS ARIFRIB. NCBTEERS , Br—1T , tUERiHER 7. Bk
HAMEARIINE—IFEBNAE. FBlE , REASAES K MEEANAES. Wi, &
MER:

(1) “Dear”HFiL:BRENEM Dear+ L) , 4 Dear Professor, Dear Mr. Smith
a, Dear Angela, tFLETE Mr. Mrs. Miss. Ms. Prof. Dr. &g R Y , FHBFE. NRXEALER
FE , AE My,

2) FEEMEEARAANRRIASRE | WA TREE:

Dear Sir, Dear Sirs, Sirs, Gentlemen, Dear Madame, Ladies or Madame To Whom It May
Concern 25,
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I[EX—ReBE=80n FkEfn —RERENRPEENERN , EEEWET. A5, 1GUED |
PIEERS NRA—HENEEANS  BXEEEKET. B& TS  SRHMOEREE —ERR
. IR, BEEFEREIEEREZRANEE.

(1) BRAIFLER

OFEIER R T EErERREBE"

Excuse me for not writing you for such a long time.

Your letter dated the 10th inst. (instant PN B) is at hand.

I feel complimented by the kindness of your letter which arrived this morning.

Words can't express my delight of receiving your letter dated Aug. 27.

@RBBEK , F=EA. HE

I am writing to asking whether you can do me a favor.

1 have the pleasure to tell you that our friend, Jim, will get married on New Year's Day.

I am delighted to inform that you will get a promotion soon.

) ERIEIENERET , BEBE—{TE—EARRBZEES

We send you our best wishes.

With best regards.

Looking forward to hearing from you soon.

Please give my bet regards to your family/ parents.

All the luck in the world to you.

5 (SRRIREE

SRRFESEANBSARRRINE. BEENE  NMERFEREEELER , 5—
FHAE \ KENES. ERMRHFNIREBEAZBXRIFERIGZIEE., BRAEUT UM

(1) BEER:

Sincerely/Your Sincerely /Sincerely yours /Most sincerely, (pE21 , )

Truly/ Yours truly/Very truly yours, (FSCith,)

2) —RREEEERALZIEER:

Yours ever, GKIZE{RHY , )

Your friend, RFEYARA , )

Cordially yours, ({&EZHY , )
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With love
Q) BEFREXRAIFEFENALER: Love, R, )
All my love,

Forever yours, (ZKIZE{RAY , )

Yours affectionately, ( {REVEZHY , )

Your loving son/ daughter, (féTREIg%?/ﬁ )

6.5%

ERRIEEEARREER  HERRE TORFERE. NRBENMSETENHRR , I
FEEBETERRFIHINNGEFZE. MREWEABSE  IRERF , AASE. W
REWEARRE  UELIR. MREEARLME  BSWEARER  NMESERIESHIE
Miss. Mrs. B¢ Ms. , LAEXI7SEISRITSE, Hlan:

Yours sincerely,

(Mrs. ) ste lavis

Itesh , RIS E SRS fETEER . BN Truly yours,
Jack Evens
The President
f5lgn:

Directions: Suppose a friend of yours came to visit you yesterday when you were out. Now you
are required to write a letter including about 100 words to him to give your apology and make an
appointment with him.

Dear xx ,

I am very sorry I was out when you came to see me yesterday afternoon.The fact is that I had an
engagement with some friends and, ignorant of your visit, accompanied them to the cinema.Not until
nine o'clock in the evening did I come back. You must have been disappointed by my absence.

I hope you will not leave the city this week. I will call on you on Friday afternoon at four
o'clock.As this is the first time you come to Beijing, I will take you to some places that may interest
you. Please wait for me in your hotel at the appointed time.

Love to you.

Yours truly,

Signature
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=. MAXS{F—BEXRERAY
1) FLERIE

1.I was delighted to receive your letter.
2.How is it going?
3.How time flies! it' s three months since I saw you last time.

2) SRERIE

1.I am looking forward to hearing from you .
2.1 hope to hear from you very soon.
3.Looking forward to seeing you soon.
4.Looking forward to your next visit to China.
5.Give my best wishes to your family.

6.All the best.

7.1 hope everything will be well with you.

=. BXEH:
IS
IBIEERE—0aTRE—REMS ( every-other-week English evening )  BIPBEIEX].

AN

1AfE 11 B 24 B, B/NIRLE 7 =,

24057 1 2 SHERAURET (lecture room ),

3.9% : SREN , BAE ( recitation ) FEHIE , iERI% , MEEERIDEH.
4.B1  IREREXETIREES.

SIRBUR : BAE 203 E , FH4S ( Students’ Union ) .

FE
1.EARSER

2 FFEPHEHERRIETU
3.35%08 100 £,
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NOTICE
In order to improve the students’ listening and speaking ability, the every-other-week English
evening is to be held in the lecture room, No.2 Teaching Building , at 7:00 p.m. this Saturday,
November 24th. Program includes songs, recitation, dances, plays and so on. And our English
teacher from America is going to make a short speech about English study. Everyone is welcome .
Those who would like to take part in it , please sign your names at the Students’ Union, Room 203,
Office Building .

Students’ Union

B 5 %
BRAMREFESLE | AEREREFL AR _ZECRE | (FNRXBEBE— T, 1EBK
{RR9RN, TR RAIEESER Peter REHRIKERI"ZEBCER, BIRAMEI—EHE.
REERNT .
1R E R _ZIECR |
2 SRR BITEE " BREIRIVEE ;
34K Peter HIEIE.
E =
1. {@%1 100 £F;
2. ATLAESIEINAT | LAEITSOES,
3. FRELEE ARG | RNt AFEL

Dear Peter,

I have received your letter and I’m glad to explain to you the two-child policy in China. The
Chinese government recently plans to change the one-child policy into two-child policy, meaning
that every family in China is allowed to have two children. Now my parents have made a decision to
give birth to a second child, which worries me a great deal. Though it is good to have a brother or

sister to grow up with, I have to share everything with him or her. Most importantly, what if the love

F6I
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from my parents is totally switched to the new child? As you have a younger sister, did you have
similar problems? What’s your opinion about this?
I am looking forward to your early reply.
Yours,

Li Hua

Hic3%
BRRIFR—IRIFE | BHAERKETETHR  FE—meisRIHIC. REEELT
JUR
1 iKEBRRE | FREHRK,
2. /KEIRHE&E , g ARK.
3. SRREEEMNAM T ErEHER TR,
4. RERURIFING | DS H.
pE T —
1. BEFERICAYEI
2. 1AE8 100 A

September 16, 2012, Sunday
Cloudy

I went to the small city far away from village to buy some books this morning. What I saw there
surprised me very much. There is a river in the city. The water in it is dark and smells terrible. It is
polluted with chemical waste from factories. There are many small factories along the river. The
worst one is the paper factory . It pours waste water into the river day and night. Fish can’t live in
such a polluted river and neither can people swim in it. I wonder why people don’t care about our

environment. We should do something to reduce pollution.
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IRZ Lucy , E—HEERFE Allen RIBIE(E , BISMSINTINEHETT 4 ) (12 B 23 B) BIR

KBz, BE Alen RIRENSEZENS , LMEMIRIHEETLHE.

December 16,2012
Dear Allen,

We are having all classmates for dinner at 4 p.m. next Sunday(December 23) at the hotel. There
will be a big reunion. Would it be possible for you to join in it at your convenience? I hope that you
will feel it worth while to accept this invitation. We haven’t seen each other for a long time and we
are all anxious to have you with us.

We shall be very much pleased if we receive word of your acceptance in the near future, so that

we can make good arrangements in time .

Yours,
Lucy
1RiR
Topic
Date
Dear !
@® . @ It would be pleasant/ honored to have you here. 3) Will you join us/give me
the pleasure of your company?
@ During the , we will have lots of activities/points you are interested in. G First,
. ® Second,
(@ I know/ believe that you will be very interested in , . © Moreover/
What's more/ In addition, .10 The would not be complete without you!
DSince the will begin , 1s it possible for us to meet ? 42 We do

hope you can come.
Sincerely yours,

Signature

[, RiPEESERRDHEEN:
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LBRAMRRTESE , 5—FHMELA Jefferson 54, EHHINBEIE:
o —NHAE, EiE T IRENBHRITZET ;
® (RIEMIBRZE|THEEF

® (FHRES L—aIRANLERNE.

Dear Mr. Jefferson,

I am writing to thank you for your kindness and hospitality I enjoyed during my stay in your
place.It is very kind of you to invite me to spend my Christmas holiday in your place last month. The
room you arranged for me in your house was quiet, clean and comfortable. The food was very
delicious. And visits to local scenic spots were really wonderful. They have not only broadened my
horizon, but also enriched my experience. By the way, if it is convenient for you, please come over
and spend your Spring Festival this year in my place.

Thank you very much again.

Yours ,

WangPing

2RAMFRZFHR | {RAIBRK Glad ZENB—MEMRER. (REEHUAERES . BHTEMIR

X, (RREERT |, BEEEM , BRRER , ASFMEERENRR.

Dear Glad,

I am writing to say that I will not be able to meet you at the airport next Monday morning. This
morning my boss asked me to go to Shanghai on business tomorrow. It is something very important
for our company and I will have to go. By the way, I will be back within 10 days. When you arrive,
please take Bus No.345 and get off at the East Bus Station. The station is not far from my house and
you will find my house easily. My mother is always at home. I told my mother that you would come
already.

Looking forward to seeing you.

Yours,
LiMing

3MREER , AEETRE—TTURSFERLINE , 5—HE6 T, ASNERE:
1EHRTE
2 FERRRIRE ;
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3 RHIBARITEHER=X ;

45 E—aRANE Y ESRIE.

Dear Li Qing:

I am writing to say I’m sorry that I will not be able to go for the appointment at 4:00 p.m. on
Monday next week.

This morning I got an urgent phone call from my boss in Guangzhou, and he asked me to flight
there at once to join him in an important business negotiation. The Negotiation has something to do
with the future of our company. I will have to stay there for about a week. I hope to postpone the
appointment for three days till Thursday next week. Phone me and let me know if it is OK to you.
My apologies again.

Looking forward to seeing you.

Yours,
GaoMing

4MRRER , (FHIMBEAVT | FLERZATT. BEALBEEER. REEE
® HAERZAT ;
o RZATHARE ;
o HIEfhLHA.

Dear Apartment Management Officer:

I am writing to complain about my neighbor Mr.Black. Mr.Black lives next door to me, and he
disturbs my life. He has a party almost every day. During these parties, people are making a lot of
noise. The yelling, dancing, laughing and shouting. They often do such silly things till early morning.
What’s more, when they have drunk too much,they often quarrel and fight against each other. I can’t
put up with all these. I can’t sleep well at night and my kid can’ t concentrate on his studies.Please
tell MrBlack to stop all these thing sand respect others privacy.

Looking forward to your reply.
Faithfully,
WangMeng

%101\
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f. (EEENMNANSIEERIN

(—) BasHE

1.Thank you very much for...
+53 RK.......
2. Many thanks for your ...
IEE RS ..

3.Please accept my sincere appreciation for...
EESHYT.... EEARGE,
4.1 am truly grateful to you for ...
AT e BRI,
5. It was good (thoughtful) of you...
ESEFRCERLD) ...
6. You were so kind to send...
ESERIEE. ...
7. Thank you again for your wonderful hospitality and I am looking forward to seeing you soon.
BRRERIBERRST , ARG AA NG !
8. I sincerely appreciate...
RO .....
9.1 wish to press my profound appreciation for...

X RREIR.

10. I am writing this letter to thank you for ...

KEXIHSE /T RAGHR...

11. I am writing to express my sincere thanks for..

KEIXEERN T RAKEIRAYEGT...
(D) BiEfE

1. I'd like to invite to judge it. EAEBIB{RIEH,
2. I'm writing to invite you to... FRE{SZ2BIS/R......
3.1 wonder if you can come to... EAEFB{REEEEEK......
4. We sincerely hope you can attend it. F{ JEIELIREES NN,
5. It's my pleasure / a great honor for me to invite you to... RIRGES=HEE(R. ...

6. It's a pity that you have to go back to America soon. So a farewell party for you will be held in

11\
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the Sun Club this Saturday evening. Could you come at 6:00 pm?

REMFAAMEREE 7. FILL , XELE |, ERYHRERESBRIIERREIT IR
E=. FFNRIREERD ?

7. We will start at 8:00 am and arrive there at 9:00 am.

FIIBSE EF/\REK , TLREIABRE,

8. During the afternoon,we'll ... together. 9 , Ffil&—iE......

9. Remember to take water and lunch with you. 1815 _EKFIFE,

10. By the way, you may take Bus No.322 in front of your apartment and it will take you directly
to the club lER—T , {RATLATRAMRR AERIRY 322 BARE , BaBEEBREENREREE.

11. Since you are so eager to improve your English, it will prove to be a great chance. BEZA{RAN
IERRBRERE , XER—MRFAR.

12. I'm sure that you will enjoy yourself there. EFR(SIREIPESITEERITR,

13. Would you please let me know as soon as possible if you can accept my invitation? &R
IR RBERIEZ AR IS?

14. We will feel much honored if you could come. ¥15R{REEEK , FAI MG REEFER=E.

15. We are looking forward to your coming. FfiJHAFE{RAVEISE,

(=) BUE

1. I'd like to suggest that... HEEEN.....

2. In my opinion... FEEKEF , ......

3. If I were you, I would... WIRFKER , F=......

4. You'd better do.../ not do... {RERIF/RIFA......

5. I'm very glad to receive your letter asking for my advice on how fit in the new school life
Here are a few suggestions. fRERWENREIR(E | E LBRFEXTFUEENFNEREE. T
EEFHT —E8,

6. I'm very glad to have received your e-mail. Now I'm writing to give you some advice on how
to learn English well. {RESEIRAVER TS, TIE , XTFUNEAESPFTFRE  REEEIR
R—EEN,

7. I'm writing 10 you to present what I think on the further improvement of our hotel so as to
attract more clients. FLSRE(ERERIE— NI TH LRSI MRIERN—LBE , LUKS|
BZE.

8. You have asked for my advice with regard to how to learn Chinese, and I will try to make

$ 12}
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some suggestions here. {REUINMAIZSIERAFAIEN | FPATRIMEXELE H— LN,

9. I hope these suggestions will be of use to you. Remember: where there is a will, there is a way.
HAEXEENSIHIEA. CEESEFEMN.

10.I hope these suggestions will be of use to you. Remember: The man who has made up his
mind to win will never say “impossible” A BIXLRNSIHRER. iofF: —NROEMRINEY
ANEARGLAETEE”,

11. I hope that my suggestions are helpful for you anyway. I would be more than happy to see
improvement. FoIeWA] , FALBXLEIHREEN. BREIEESXERERNE.

12. I believe that you will take my suggestions into serious account. Whatever you decide to do,
good luck with your studies / work! FAREIREINEESFATRIN., TIIRREBITA | FHURE
3/ T{rEFIE!

13. I sincerely hope my advice will be helpful. If there is more I can do to help, please let me
know. FREIRABEIATENE—LEE., NREEFERHILAITT , BERFEK.

14. 1 hope you can take good consideration of my advice. I will be ready to discuss about this
matter with you to further details FefRIRATLUFIFEBIAVEIN, FESFFIRH—EITISX
H=15.

RAFRGE. BiEE. BNENIRNERE  KREIFFEANC TR ,
Fizl AJLAE R,

$ 131\



