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hREE R AR, MRl Em, w7,

B 5% (Envelope)

B {3 (Layout of the Letter)
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m {5F} (Envelope)

B {53 (Layout of the Letter)
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_______IEHIRIGIEN
TSI PR (b, TSGR & 205 B 03 AT 2K
1. fFEH&

fEE 5 k4 73530 (Block Form, 5 1) Fnggidks (Indented Form, 3 2) #Fh,
H TR,

g Block Form Envelope

fala: Indented Form Envelope
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2. Ex1EX

— BRI PG SCR T R AELL T A5

(1) f5ut (Heading), BI&AE AMBHEFNRAE HIH (FERANAGM R, HEHK)

(2) f5 bk (Inside Address), HWLHEWCfE NARES . Hodik, SobMEE EBCE Nk

HAHEER R (FERANAG P 20 )

(3) #REE (Salutation)

(4) 1IE3¢ (Body of the Letter)

(5) Z5%iE (Complimentary Closing)

(6) 4 (Signature)

(7) Bt (Enclosure, &5 4 Encl. 8¢ Enc., RIEEZET)

(8) F# )= (Postscript, &5 P.S., HETHZEEM)

B30 B4 75k (Block Form) FnZgifs (Indented Form) Wiff, it (&4t
WFTSCi R, BEE—mamidt =4 (FBI) SAhA GTEIR) 8k, RS BEN
MEZN—MT3Ch N, BEBRE ARG, B 5BE ZmZRAMR—1T, %4
VASE g B i Sat . BT 1IA D &4 5 45 Dick Myers [R5 R FH (% & 55 243X, i Dick
Myers [a] e 1] ) 2k

HIOEBFETXHTAAR, HXEES “Eiw, FaUEE ANrbabfn %k & |,
MAEENE R AT SEANNE S, (50m IR 32 2 (WA A AE TS TR 1 R ) 32 ik
FE B SRR S TR UG Y & A N BRI, REAANORES, AFIT R, EECHIXEE, Rk
BE NBERRACIE A Bl e bk L2 G R SCG Pricsg, WAl 2k, RABRER B,

T AR AME B RN

Block Form

(to be continued)
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(continued)

Indented Form
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W, —EAEEE TR

NS s)
FofEtE A S IRET o 2L i 5 ek (Social Letters) FIRgllf%ed (Business Letters)
R, MEMXIETREHNSEEAK, SMIFRERNEARRES.
TEAZEEH RIS RSB 7B, A yr.
BERIER AR T A ARG, BIERE. AR, . B, #iEE.
Bop (5. LISCkifi s, A EXSCRAEHEERSCHRPIR. a8 Wi 685, Ti
FIRERBEWRS T, BRZBCHKH], WAL IR R B E# T, Lk
e R AR RO Al EAYAEE , buan, ARVBEEEEERS A R &b =
X T (B 2021 51, 42 5526 51, Bl 1), Bl 1T LAFRARMRLAREAS A C
g “Hfr” FORRA.

1. 1)5){5 (Letters of Inquiry)

BAE T ARG BAE B A TG AR ML 55 o Bk . SR BLECE F HEER R
A5 SR E AT, R 5 B = R AT AR A A kAR SR (Goshen
College) fE.ERYIMEIFRMI T, Tl —EHR I Ot R {5 A — B 22 S UL iR (5
HREM LR AT 3R AR
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Informal
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2. HiF / 3kER{Z (Letters of Application)

T e, RER— B2 m e iRt Wil , I w8 7RIS S A iy
Fetk . RIE IR TR IR MR IG, WRANBAHREE, St — Pt
gl FLL, 3—E i ayix JORM B IE RS IR A g . ERMER, KRIEETH A
A, W, REVESE A &GRSt E B (W2 10 1T, 3 A#fE).

fa. Formal

fal 2. Formal
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3. B# 1= (Letters of Self-recommendation/Cover Letters)

HEGERR b —MEDHRAR O ‘B HRIRRIGRE. 44 KFEERE, 200
B AR A T, SRR, SR TRet L E AL TRt T3 AR,
X TR R R s 25 A EAE e SR A AR, S B Tk

Formal

#0548 I (Resume/Curriculum Vitae), s Flft A~ A& 0 HI B #15
BEFRIE cover letter, &I B QARSI N 4E, FaFEN NFIL, TIEZD .
B, AIARTEARIR RS, @, GO TR K AT NI, T EE
ZHAFERT - BR (David Palmer) 745 H BER 94 N
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THE DRI NED o X AR, — B AE N AR TR
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AR NEDETRIE, BB R B, AR R
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NG Z PR HIE A, (H R R A e KA R B O SR 28 D 420 il
MBIk, AikiiE—H T8, EArfa R h ot B, TR DR TR
TR,

(to be continued)
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(continued)

AT A S, ARG T R —ARR, AEEEEE 17 (17 R
Wy/R + XIE (Michael Gotting) IR Tt K FI EWETAR “17); &R, SED
FEIR] — M NI 5% H RE IRl — 1R 2SRRI BeRTE . RO RS R A V&, &5
% Mt Rt BREh &z (WF A A 8 00 % M 3h &ahin ).

15 D0 B DD RERE SR & B SRR, VR 2 SRR Fp Tk B AR Be b, 2 PR R AL
TGRS & SO B F AR .

4. {5 (Letters of Recommendation)

R BEIRE A3 55 B MBI TIR D, BEEA —E S hESueim B A & TE
REDFRATIIN T A B CBHEER HFEEO AR NG E, HFE AR A
AR EE, SRR PR B R i A A AR OURHE R VRO . B o iR AT HERE
NA N AL LA AR DA 2 T B R

1. Formal

(to be continued)
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(continued)

(to be continued)
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(continued)

BOSTON
UNIVERSITY

(to be continued)
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(continued)
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5. R4S (Thank-you Letters)

fal 1. Informal

fal 2. Formal
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fal 3. Formal

f3l 4. Informal

fal 5. Formal

XGRS AR S, S AR AT EIE |, BIMESCHIE
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6. Ei5{= (Letters of Invitation)
fa. Formal
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fal 3. Informal

7. Ba){5 (Letters of Sympathy)
fal. Formal

fal 2. Informal
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8. Ei#(s (Letters of Apology)
& Formal

fal 2. Informal
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9. 3/ (Letters of Congratulation)

fal 1. Formal

gl 2. Informal
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10. 41 48(5 (Letters of Introduction)

Formal

11. #&1F{S (Letters of Complaint)

fal 1. Formal
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Formal

Practice 1

ZMGEE KR R R IR R A K,
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L R R ET SO Ik R amiltsl"?
2. X BME At EET. AL B SR IRTA?
3. P AMIITE, MURESLEBRI RSN AR TRFHOL, IR RSB
4. HANG AR A FRAS, T T OISR B E AR E IR AR
@) e S MARATHE, At 2SR LIRS NRDIEEIRZHE, At AH BT
SR E LT 1.
(b) st BRI, FRFIREAT & AR AR B 2k, .06 H IR DR IES %S,
LEPRE T 7 SEREHREE TN

B

FIEE R, T B S E R IR RIE S A TR, WFRE)E,
PSR A PP 27 0], ARt 7 SR ORI A NAF SRR SCIEWARE ), dns Uk
B, IR PORIFIER . AR, HEFEES, SR ansibisd (5 1 st

AP EN 3 H R AR A 0 2 R SRS IR 00k



