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[J O Introducing a middle school classmateDear [Mr. Chang].The
bearer, [Ms Huan], is a classmate of mine at middle school, who has
recently been assigned to work in your city. [She] is well educated,
having good habits and agreeable manners. Any assistance you may
give [her] concerning [her] life will be esteemed as a great favor for
me.Yourstruly, U O O[O OO0 000000 oooon
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DO0O000002 0000 Self-introductionDear [Sirs],From
your advertisement in [yesterday’ s USA Today] I find that you are
wanting a [Chinese teacher] in your college. | beg leave to take the
liberty of offering myself for the position.Born in [Beijing] in [1970],
| am a graduate of [Beijing University], and therefore have a good
knowledge both in Chinese and English.Should my application be
regarded favorably, | shall endeavor to justify the confidence you
may repose in me.Faithfully yours, 0 O O [0 O OO [ OO OO
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O 0O00000O Letter of introduction with a known unitChina
travel Service[April 15, 1993]Bureau of Travel and
TourismAdministrationGentleman in Charge, The bearer of this
letter is [Mr. Zhang Wen], who is entrusted with task of making the
necessary arrangements with you for our going to your Bureau to
attend the report on [Current affairs].Please favor [him] with an
interview. O DO [0 000000000000 OOOO0O]
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D004 00000000000 Letter of introduction
without a know unit[Beijing] University[Oct. 9. 2004] To whom it
may concern,This is to introduce Mr [Hu Qang] and [Zhao
Wei-guo] who are to make an investigation of [Lie Ping’ s] family
condition on our instructions. We should esteem it a great favor if
you would afford [them] the necessary information. With high
respect 0O [0 00000000000 ooooofr
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[ 0O O O Presenting a dictionaryDear [Miss Clark],Allow me to
present you with a copy of “ [The Chinese-English Dictionary]”
published by [Commercial Publishing House]. | know you are
studying [Chinese] now, and hope you will find it useful. It is a trifle
gift. But | hope you will accept it as a small token of my gratitude for
your continual kindness. Truly yours, 0 O O [0 O O OO0 O O
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DO0000000020 00000 Thanks for presenting the
dictionaryDear [Mr. Brown],Many thanks for a copy of “ [The
Chinese-English Dictionary]” . Iam very much pleased with it, for it
Is such a good reference book to me.Thank you again for your nice
giftYoursever, DO O [UOUOOJ0O0OOO[0OOOOO]O
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