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—. EHEERSD
Dear XXX (KUEARIEF)

(== 218) | would like to write a letter to tell you that

(22 218) BFHAREEXREIHINE, BIBEH M AEaIA0ES E
RANE. BREMIRIBERRR, BEEY. REUSHEED
ARERER. RFEMRAFHEE, BFRENEREN. R
TEEXEoAEHEHR, —RESIK, FJLUEEDHMER. T8
FHA— RS ARE — T REAE RIS !

(== 218) | am looking forward to your early reply.

Yours,
XXX (BfEARIEZF)

EIE Ak
@®Dear # Yours BIFfEIEEFEAE
QIR MNMES, ¥ig! HERES, F2aSaHE
OfSHFR T IS4 Ry 4 #p2RBY, SRABRIRY, LCanZegix/EH&
RUSEEY, XMEINES, ICEATNRFFLAMNERER. FERZER
B4 RIS E ORE M T.



—. FAEEEK
RIBIE 100~120 PERE), ZAZMD TEHSNS.
BXINER, IBETETHATYARE, ERERENERE
EHEHERERNANE.
AEBERAGEIERESE, 2B —ENEHED.
HERERME £, EXRFEENEREGISREALE BCS
USRI R E 1!



=. BiEEER
Dear XXX (WfEARIEF)

| would like to write a letter to tell you that there will hold

one event about GEINRFR, HEND) at(zh
in) (=) on (BY18], BpEEHA 1).We

would be honored to have you there with us. (M1R{REES S5
EENESRBEI+DR=E)
It will start at 9: 00 am (BEE{KRJiE; am £5; pm T5)and

last for about (IE#=) hours (XOFRRIXNEREEEMK
JUERFFE, FHEE LV | (X

BEEBRERREARS, AMISEXMNEN LM AUR—SEXTF
HESIRINGE, 2 A&A) We hope that you will accept this
invitation if it is convenient for you. (UNESR{RAYBSEIS{EAIEFRA]
R (REEE N AIRIELS)
| am looking forward to your early reply. (FEEHKENR
HNEE)
Yours,

XXX (BIiEARE=F)

#h7E: BIEESEALT

EH— S5 EH= EHPY

Monday Tuesday Wednesday | Thursday




E8h EHA7N EHIK EM=E2SIAY
Friday Saturday Sunday 5!
—R —R = U=
January February March April
A= 7~H tH J\H
May June July August
LB +H +—A +—H
September | October November December
RERRIA:

BAN—S, =5, =S5 1st, 2nd, 3rd ;| —”+—, =+

=, TH=R 21st, 22nd, 23rd ;=1+—=2 31st, HttAIBRERE
HF/EEM th FETLAT , tban 11 5,12 5,13 5: 11th, 12th,13th.
P EFRAE, MEZERRFHRAASE, tIFAIIRNEX
£ 2012.1.30;
AL HIRIAFE : Jan.31st, 2012 5 31st, Jan, 2012
Bix/ R EEAMHREEFRR, 2 at 8:10.
REW—SFE—RB R MA in, W0in 1998.
FRVEEARFE—XAMNA on, 4 on Sunday
BYEJEZ : in the morning £ E; in the afternoon & 4,
in the evening 1Ei%



PO, EREER
Dear XXX (BUSABIEZF) »

| would like to write a letter to tell you that | feel terribly
sorry about . (EEHEBENEENS) Believe me

that | had no intention to do that. (IH{FBEIAERNEAE)

The reason is . (N

1~2MNRE, SERTEKREFNETE) In order to solve the
current situation, | am going to and ask
for your suggestions. (=SS RERFEEWEITIA/1T50)

Once again,| am sorry for any inconvenience caused.Hope

you can accept my apologies and understand my situation. ([
RIS RAIAME, HBERERTEM. BEREEEZIRIER. )
Yours,

XXX (BIiEARE=F)



f. KEMEENR
Dear Sir/Madam,

| would like to write a letter to apply for the position that
you have advertised in the media recently. (FXE{EkHEMNEE
RAEREESA ETIERIERA)

Not only do | have the qualifications for this job, but | also
have the right personality fora  (T{E/BRCIBR) . (A
(A EZTIFRIRRE, ERNFRRESEE xx T EEREBEBRINNE)
On the one hand, (ZB—EREE) On the other

hand, . (B—ERA)

Should you grant me a personal interview, | would be
most grateful. If you need to know more about me, please feel
free to contact me at any time at (EBiESHE) . (W
IR IRERK, TR, MREFETHES KX TERN
=5, 1BMERTRFIERYSHE 000-00000 SFEXR)

Thank you for considering my application, and | am
looking forward to meeting you. (Bafti&EERNEE, S5

ERINE. )

Yours,

XXX (BiEARE=F)



7. RIFEERIR
Dear |

lam_ (BB NB) .| feel bad to trouble you but | am
afraid that | have to make a complaint about . (38
RFTMENRBI BT REHFIOFRT xxx, SRAEFIFISE
[BRIBIERAE)

The reason for my dissatisfaction is . (FES
(RAFHL, AENRERE, SESH8AL) In the first place,

(FRASRYSE—T0E) Inaddition, . (IBFEHYEZATSME)

Under these circumstances, |findit (B, FH terrible)
to . (IBRAVSELSIFHERAER) | hope you

will look into the matter and give me a reasonable explanation.

| am waiting to know how you will deal with it. (F&2E{REEVE

BILSHEE I SIERRE, BESHRRICEER. )
Thank you for your consideration and | am expecting an
early reply. (BHEHMRFRIHRY, HEREHBIEE)
Yours,

XXX (BIiEARE=F)
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(M =aRILL]
(1) BXKIEAF M AMRFEEBE CRIBE,
1. B—EAAA.....
2. Z—EAINA.....
3. HHEIX.....
(2) BHE— R, BXREFERIIX—WR
[ JiERET e ]

LH—MER, WIERATRIN, Lean: SE—18?
[FUs5EA]

XFREREMEEER TR — TR, B ASHREE, 5
FESBEN—TEEREE A, KREFFEXRFERBPECHE
EACRNE 2/ ET=¢r i g i)

1. ISR

2. SYIARBHINIR R (B —T3TH)

3. {RXIBARERIR)RIEIE

BHIRIR, FEEMNETRRAE SN, BIIHNEHEE
HsCERR: MEHI T —HFES— AR, —8DA ATEEAR
B4 (BMNIMRDA 1, 2, 3) , B—E9A BREEAFEA
B (BMRWRsA1, 2, 3) , 5 ABIEIRARMSR, BEEE
LEEARE (1, 2, 3) . EREGBE—EICERE.
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NRZ [WrIte] &, £ AMBRMRDBIRTAL, BT
SERIFPX, BREMEY, AREINABEEZLEERIEHK
2, XNRIETLURKEMET A SERET B siE&FKEES AB
WHREZE, ARBHIFRINNRSRAFEHECHRER.

FNRZ [ TERTIE 1 &, BT EERGH—MEREEER,
FEELCSIFREE AB LHE, XFHFMAIUASZEABTER, —
BERR—MER, WIIEER "€%2—U8? " , 587 AA
TiEEEME—Y, eINEHERE (1, 2, 3) , B—MoABREE
A, ENEHRE (1, 2, 3) . RNEEZRA? B? R
BEZ (1, 2, 3)

PALERRRIRIRA: HE8+ZB+HB8+FE8+36,

NRE [FERE] &, B TFEaeHENAIPIGRIEERRN
BIEZR, than, MERET—MHHAHASE, FAIRIEETEENE
—FE. BERNEREFERTIFEA, D312 (1, 2, 3) ;| SRt
K7—EE#E B, oBIR (1, 2, 3) . BBART XSRS AT
INEB, BRIEER (1, 2, 3) .

IERRYERAD: EE+EB+E6+E6+Ea,

11



BEHERTS BEEANPES BEEATE, TEEN
A SHTVE~
There is a widespread concern over the issue that
(IE{ERRH) But itis well known that the opinion concerning
this hot topic varies from person to person. (B— M 2K
MNiEEZE |, (BERARFEM, SXFRREENNSR CALE
B, )

In the first place, (REA—/=—) .

Furthermore, (BRZ/ME=") .

12
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J\. BXRIRVER
Notice

@There will be/ We are going to hold a meeting/discussion

in/at from to .@Problems to be talked
about at the meeting include . ® You/They
should )

@Everyone is demanded to be present on time.

®
®
OBEFNAE B8, s QiEsIEIAAE
©)EI=ENNES @fRHEK
KM ©&mHE
Ju. HichEI(
Friday Feb.15th 2016 Sunny

. ERMAMERA LA, RS5EG LA
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