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1. WERAE S [BHE ATk

1) I'm too glad toreceive your letter.

AR = MU BRI KA

2) I'm very pleased tohear from you.

AT BPR R R AR AR 5%

3) It has been a longtime since | hear from you last time.
ORI TR BEAWEIRAIRAE T

4) Haven’t seen you for ages. Glad to hearfrom you.
TR, AR E IR A RAE

5) |am sorry it has taken me a long time to reply to your last letter.
RIIK, XA AA BRI EORAE -

6) sorry to reply to your letter so late.

TR A A 25 R [B14E

7) From your letter, llearned that...

MARKIAE R AT HA...

8) Your letter reached/ came to me thismorning/yesterday...
AR E/WER. IR TARBIKAS .

9) There is nothing happier to me than toreceive your letter.
A LRI RAS BT LIS 1

10) | know you have trouble in...after readingyour letter.
SR IE G, IFE IR, A .

11) | have received your letter saying you...



PRARAZ BLIE...

2. HIEGERIF LA

1) Haven’t seen you for ages, I’'m writing toyou to...
AN, REERNT ..

2) I’'m writing to you on the purpose of...
HEERHPZ..

3) | want to give you some advice on...

WG IR — LR T L.

3. MRS AT

1) I’'m looking forward to your early reply.

SR ANIO] =28

2) Look forward to your reply with the leastpossible delay.
i BEARLE T R I S I Bl 52

3) Please remember me to your wholefamily.

T T FRABRI K N IR 4

4) Expecting to hear from you as soon aspossible.
Aoy B P B IR 1 1B &

FRS N 2025 2 H AT

L ke ok 52

55— IR 1A 4 BB
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1) I am glad to receive your letter askingfor...



IR U B R B RAZ ).
2) Itis my pleasure togive you some suggestions on...
R AR — 2R T AL
3) With regard to the matter you mentionedin your letter, my suggestion is...
RTAREE AR 2 AL, FAE R
4) Concerning your request, | would liketo offer my advice.
ETIREIE R, AR AL
5) I'm writing to express my viewsconcerning...
WEEN AT RIERT AW A
6) |feel it would behelpful/practical/appropriate if you...
IARAR. R ART A V& SEbr /A
7) 1 would very muchlike to advise you to ...
FARH EE K. ..
8) With regard to ..., Ithink you should...
KT RNHIRNZ. .

9) I’'m sorry to hearthat you are having trouble/ difficulties in....Such problems
are quiteformal.Perhaps the following suggestions are helpful.

MR IENr Y ARAE. 7 BB BRI SXAF 10 ) R AR I H . VP BU R
WA P .

10) You have asked me formy advice with regard to how to...and | would like to
share my opinions.

Pria) Jeoe T i, AR IR SRR 7 =AM A
11) When it comes to...,maybe the following suggestions can help you.
LR MV LUT B AR T B R

12) Asfar as I’'mconcerned, it would be wise to take the following actions.



AR, KU MT W 1

13) Facing theseproblems, | m seized with fear and anxiety and | hope that you
will be kindenough to help me.

T IX e A, BIKEF 0 RAR SRS, A B IRRE .
2. W HEBERS R

1) | hope you will find these proposals/suggestions/recommendations
practical/useful/helpful.

Ay B X Le U V)& K BR /A HT ) /A FE B .

2) | would be ready to discuss this matterwith you in further details.

FME AR — BRI A ) L

3) Please take my advice into account/consideration and make a final decision.
5 SR BT H TR E

4) 1 would be more than glad if you can takemy suggestions.

AN RARBER I A WA A =%

5) 1 hold the firm belief that you will makegreat progress as long as you insist
what | have told you.

WA, REREBRMEVERF T %, R—EBISERED 1.

6) | am looking forward to hearing good newsfrom you.
ST IR AN SRS S

7) | believe you will take my advice intoaccount/consideration seriously.
HAE VRN FE IR o

8) If you have any question or requirement,please do not hesitate to tell me.
AN SRR AT AR ) R R, T AN EP BRI 5 Rk

9) If you have anything question, pleasefeel free to contract me at any time.

UAR VR AT 1R, TR RN R R IR



10) I'm sure thatany advice will be a big help to me.Your kind early reply would
be greatly appreciated.

ARG IRIAFAT R IR R . WRAe LTRSS, TR AR
3
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1) I am sorry to tell you that | have hadtrouble/difficulties with...

TR & URR, FEITIEE] 1L IR

2) I am sorry to bother/interrupt you, but | have somethingimportant to tell you.
RIATIUIR, (HZ A L 2 S AR

3) I would be grateful if you could...

INARAR..BAG+73

4) I’'m writing to turn to you for help.

WEHER Y T FRRE.

5) I’'m writing this letter to ask you todo me a favor.
WEERBHRH M.

6) Now | wonder whether | could ask you afavor.

/

IAERABFIE RE R IE R IR — M.
7) I'm eager to get your timely help. Mytrouble is that...
PR BT BRIt S Bl . FR ) @2 ..

8) | have been troubled by the problemthat...for a long time, so I’'m writing to
you hoping you can do me a favor.

T ELNPERARKI E) 1, B AR S A R ARREH B3R

9) What worries me most is that...,so I'mwriting the letter to ask for your help.



b RN E 2. B AR B AE AR TR B
10) I’'m writing to you to ask whether youcould do me a favor.
WEAE AR IREE S B3

11) | have some difficulty in doing...whichbothers me a lot. So | have no choice
but to turn to you for help.

AL T R, IXARINIEE, Brbh o) Joideds A ae sk ih.

12) | wonder how to deal with the problemthat..., so I’'m eager to get your timely
help.

AR RITE QAT AL BEIX AN 1) R, B DA SR e BB AR B B

2. TS SRENE 4R

1)  would be very grateful if you couldhelp me.

| would appreciate it if you could dome a favor.
IARARBER B, A AL

2) I'd appreciate it if you can take myrequest into account/ consideration.
INRAREEH FEIRAIE R, TR A LRI

3) Look forward to your early reply, thankyou for your help sincerely.
TR H I, SRR B .

4) | firmly believe that | can get throughall the hard time with the help of you. So
I’'m so eager to get reply from you.

PIAFAEARI B, e RESEL Fra WA, it DL it vl SR Rk
A5 .

5) Thankyou for your busy schedule to read my letter . | would appreciate it if
yougive me some help.

R EAT P RS o A SRR BE LS 3 — U35 O3 A I
6) Facedwith the above problem, I’'m anxious to get your help.

T CA_E IR, S )9 A3 2R .



4 U] 5 SR T Sk A 45 R

1. ] B I BTk

1)  amwriting to convey my gratitude to you for...
WEERN T RIERRI I .

2) | wouldlike to take the opportunity to express my appreciation for your timely
helpand assistance.

FRABHN HIX L2 BRI S i 35 2 ik R i e 1

3) Manythanks for all the things you have done in helping us to...

ARH RO B BAT. BT ) — ).

4) Wordsfail to convey my gratitude to you.

FOH R A IR B HELLE 2

5) My truegratitude is beyond any words/description.

FEATE T H A RERBIRA BB

6) Onbehalf of...I would like to extend my sincere gratitude to you for...

P . RIE IR

7) | reallydon’t know how to express my gratitude for your help.

FRIC AN R G (A S T 70k 14 5 I PR S 1

8) Withdeepest gratitude, | write to you here a few lines.
KEXJUTTF RN T RIS BE M= .

9) What youdid gave us a deep impression and we hope to express our thanks to
you.

TRAT A2 BATRE T TIRZIMIEN R, Ay BRI IR BIE AT It o

10) | amwriting to express my thanks to you for.... If it had not been for your
help, Iwould have +V-ed

WEEI B IR B R . R A IR, Fomt4..



11) Thanksto your generous/ selfless/ kind help, without which | wouldn’t
havemade such great progress.

ST URIEARE/ JEAL R 35 B, A IR A3 BBt AN 2 IR it K b

12) It wasyour generous help that enabled me to have a better understanding
of...

SRR A Bk O AT S A B
2. ) 5 RS R 25

1) I mustthank you again for your generous help.
F A ZHFER BR] A D 8 TR AR AT 81 T SR 7

2) Fromwhat you did | learn that helping others is a traditional virtue, so I'll
keepit up.

MARPT IS4 o B BT BRI — M et A2 Re A& N %,

3) Pleaseaccept my heartfelt appreciation again, I’'m eagerly expecting our next
meeting.

RIS IRAT LR M, IR BATT N Ok L i

4) | am soproud of having such a generous friend as you, and | will always be
there aslong as you need.

IRYFHHINA XA BRI T A, RER R E R B & — HAE,

5) | wishthere were a better word than “thanks” to express my appreciation for
yourgenerous help.

AT B REAT LA S8 4T (R R R FO AR I B 1

6) It is your unreserved help that enablesme to obtain this splendid opportunity
of ...

e VREZTC IR I BERARE T IR HL =
5 ey 5 HIEAE TS A4S R
1. 4S5 S (S BTk

1) I amwriting in response to your advertisement in...



B WA TSRS ERE TG,
2) ...interestsme, so I’'m writing to apply for the position of...
PN ARBEGER, PrLAREER N T HIE..

3) I thinkl am the right person for the position you advertised, and my reasons
are asfollows.

HNABIE S RIS RIZATNL, B R

4) | amglad that | am quite qualified for the job, so | am writing to apply for
thevacancy of...

RSB EBE AR TAE, Pro S (5 g2,

5) Seeingthe advertisement, | am writing the letter to recommend myself as a
qualifiedcandidate for the job of...

BRI 2 E, REGEEAE, WAECERXN TAEREGE ANk,
6) I'm...(HFA/N ), I'minterested in...
(HERANAD) RN [REBER,

7) | haveread in the newspaper that a +§ {7 is wanted in your company, |
believe | can be fit in it.

TMIRAR EARFIRA T A A FHE AL, ARG R AR IX fr TAE.
8) I’'mwriting to tell you that I'm suitable for the job you are advertising.
KEEREEEIIRE SR & i Tk

9) I'mwriting this letter to inquire about the possibility of...

HEE R — TR

2. GRS R (S I 45 R

1) Shouldyou grant me a personal interview, | would be most grateful.
nRAREES e — A IbL 2, FR T ik

2) Thanksfor considering my application and | am looking forward to your early
reply.



RURRES JE A G, IFRF IR [

3) Anyfavourable consideration of my application would be appreciate.
AN RARBES FE I TG, T+ L

4) If youneed to know any more about me, please contact me at...
SRR TR TG R, TE IR 77 U R

5) I hopeyou will be kind enough to consider my application favorably.
WA BARRES JE T HIE .

6) | shallbe much thankful if you will offer me a precious opportunity to an
interview.

IEARIRAEA TR Bt — D FE S m AL, B AR
6 U1 5 IS 5 H T kA4S

1. W] 538 45 BTk

1) I amwriting to invite you to...

WEHERN TBIFIK...

2) | wonderif you can come to ...

WAERRR S RERSN...

3) It is mypleasure/ honor for me to invite you to...

R R SEBAE RS N..

4) It is myhonor to inform you that there is an/a...in +3t 51 on + H ] at + EL A&}

AR 2R S 1) FURAE AT I rr it A5 — A & B /2 1.
5) I thinkit would be a great idea if you could participate in...
PAEUIRARBE RSN, X DA ARV

6) With...approaching, our school will hold an activity to celebrate it, so
I’'mwriting to invite you to join us.



B BRI, FATARR AT GBI IR IR, I AR S (5 2 i /R
FA TSRS s

2. WS ERIHE R4 R

1)  amlonging to see you soon.

T BB AR ik

2) I hopeyou will not decline my invitation.

A BARA AR RIS

3) We wouldfeel much honored if you could come.
I RARBEARFATIHRAG A2 5

4) If youhave no other plans for this weekend night, will you do us the favor of
goingto the party.

AN RARIXA AR BA HAR 281, B B RRIRATRIIRRT ?

5) Wouldyou please let know as soon as possible if you can accept my invitation?
U AR BEHE 32 R g 5 R R LR ENIE ?

6) Wouldyou please drop me a line to let me know if you are free to come to...
PREETS B 15 5 R AR S A I A K.

7) Yourparticipation can surely add color to our ... and we are all looking forward
toyour involvement.

25— g R AN ESE RO, TAIE AR S 5.
8) | dohope you will accept our invitation if it is convenient to you.

I A BAR RESZ 32 BATTHIIEAE A RAR 5 (8 1138

9) We wouldbe looking forward to your participation in the party.
TN IR S INE =

7 40T S BEJFAE T Sk AN GG R

LA S HJRAE Tk



1)I’'m writing to express my dissatisfaction about thecoat which | bought last
month in your store.

PG FARIBRAT R A H BRSNS KA AR ) 1)

’

2) | am one of your customers. I’'m writing to complainabout one of your waiters
improper and rude behaviors.

ARARK— AR . ABFRARIE B — A IRS5 RAGA LS A S AT .
3) I am most reluctant to complain, but...

T ABIE, HE..

4) | would like to draw your attention to the problem/fault that...

A BIRBEEARX AR, ..

5) | wish to express my dissatisfaction/ disappointmentabout...

FAH TR TN . AN -

6) | hate to bring this up, but it is hard for me tounderstand...

WA ERXMF, (HRRERTTIERAE...

7) I am really annoyed about...

FREINS . JEBIR K o

8) | am sorry to trouble you but | am afraid | have tomake a complaint about...
IR AT IR, (HRIAFALE...

9) There are some problems with... that | wish to bringto your attention.

XA LT, A B S EIRA AR .

10) To improve the situation/ To solve the problem, itis advisable for you to take
the following suggestions.

N T R TR/ DL, R UBCIRRHL L $5 e
2.0 S BRI 4E R



1) I sincerely hope that you will look into the matterseriously and proper
measures should be taken to prevent such an incidenthappening again.

P A BB IRBE A TR BX A S, DLUSCRIUR =4 (15 b7 1 SR eh 34
R o

2) | would appreciate it very muchif you could take measures to solve the
problem as soon as possible.

J

PR e RS PR R Tt AL HRIX A [, PR IR
3) I would like to have this matter settled by the endof this month.
A XA ) R AEX A H IR 2 i3 LA k.

4) We trust that you will now consider this matterseriously and make an effort
to prevent the recurrence of this kind.

HAEERENE S EIXEHN, JF RIS H R A
5) Thank you for your time and kind consideration.

SR RTEIN 8] 25 & XA 155

6) | hope you will give due attention to this matter.

WA BEARBERT BLTF T L& 2 EAL

7) It would be highly appreciated if you could...

IR RARBE... PG AN

8) | could not be more satisfied if you can kindly...

AN SRR BERN S . BT R

9) | am really annoyed about it. | have great faiththat you will take my
complaints seriously.

A IR EARN K, FARE IR — 2 RE™ IR AL B
10) | do hope someone will take effective measures todeal with this matter.

LWL A B AT N BE R IAT A0 i ot g DR XA 1 il



11) I sincerely hope you can better your service andthat mistake won’t arise
again in the future.

I A AR B SOt ORI AR 55 I HLM SRR SR R A = A H B



