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L BERRE A2 NI WAL (o information) S, R
ik (shongten discuss) RN B) - LI (wéntlsyle). 45
1T AL T4
Aletter is a practical style which is adopted to exchange messages, fecl-
ings.  thoughts and discuss problems between friends and relatives.  Letter
writing involves the following.

() 98, BORSEN 1T, BT, AR R, TR L
. A2 00 BSE AR X R BT LRI
WMABRRMWE, ERIFHERL AN CREN", K
B SABEFERT, M. CFHORKEE RN
TEW, CRRMBE B,

Salutation; The name of the addressee shoold be writien flush left to
show respect and followed by the colon. The form of address should
depend on the relationship between the addresser and the addressee
Such respectiul phrases as " H B, *@EH” and " FEH" can be
added before the salutation in accordance with the different situstions
of the addressecs. For cxample:
FROLEAE/RRGIEN/ KRR OIS

@ EX. EXRABE -TEMBE, EX-RELRAR, RHK

SKMIIE. RRAROBIBE, B,
Text: The text should be weitten with indention in the next line. 1t
usually begins with greetings and the time of receiving  leter from
the addressec. Take some greetings for cxample:
D KA R, 5 doth o ML i RN, RA
EEEN
QEARTRAGH AT, ThhHE Lo, #68IT
[EEIEL S

QEMARM TGRS, RE—ELREMPER, 45
RARERETE, SR
EXME AT LGS ASH UM EOMOE. B
The text often eads up with a lin 10 express the hope of getting & re-
ply. For exsmple
OFREBRE, BRNKRELALHLERL.
QF LR RRIGER, REF IR
QR LFRERAALLRED, FRREES,

(3) B (zhiyuen wishes) il BRI RO HEME KT, WITELR
B-RMEE CRET. KR, REHRE—HRT R
SR R .

Wishes: Wishes, such as "B arel "B, can be wrtin with indention
in e line or slong with the text, and then with “BUE”, AL, "8
" wrivten flsh et n the pesy

@) B4, AN, BEANKAETEREANE T, HRANE
s,

Name and date: The addresser” s name should be writien on the
right side below the wishes, with the date right below the name.
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A letter of consultation i wsaally writien o a department or an individusl to
et more information and details before you make a decision or handle a mat

. Such kind of inquiry lesters consists of the following.

(RBDEROEH, GHATER 1, OWS, EHETN LR
.

‘The name of the inquired deprtment: The name should be written flush
left in the first line with a colon followed.

(DEX. EXRHE HEMBH. B TIEY N THENNR, —REM

ARG, METWAECHEAGRANT, RETEASERDS
BEN M.
Texts The text should be written in the next line with indention. Sell-in-
troduction is normally needed 10 let the recipient know about you. Then
state clearly the specific content of the inquiry. The carnest wish for get
ting the reply should be written in the end.

[BEETIEN
Signature and datc

2. 5 (question mark) IR %7, WG 27 R WOME. Bin.
Question mark (?): It indicates the end of a question sentence. For cxam-
e

[ETE TS
QLK LT ZAE?
()M AET T ML 4 H 57
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A lette of application for  jobiis & specil letter written by the applicant o
the department tht neds hands. 1t normally involves the following.
(1) 67 B—TT R H AN R AR AR S
Selutation: The name of the recipient or the recipient department has
10 be written flush Ief
@) EX. S8 TEMBTEX. FX-REQEK DRAACIR
WEAER R OB, BN RRBENTABEWE.
s R RS OTHRAC YA TN, R A

S 55 1 0 BT R AL 269 6 (pingia evalu
n

ate) s T L A 2 0 WA B0 RO BOR, DY QR BRI G 0
BRORBOMEN 1 EREONL S,
Texts The text must be written with indention in a new line. The text
covers the following cont
from and why the letter s written and make a simple self-introduction
about the applicant”s name. age, sex, etc; @ make clear the appli-
cant”s attitude toward the job and self-evaluate your abiliy and advan-
tages 1 carry out the jobs @ put forward some hope and requests

(3) RISIR, O R RAF O F

Wishes: Such wishes as “HH", “@AL" and "R % WH" can be

used i the end of the leer

BaRim.

Signature and date

(5) M. BN RGBT, BT REIEASH TARD .
KAES RS (ngil reward) 9 3L 60 fF (toyinian copy) . 81
W 1AM 67 B 2:HSK FRIE B 6.
Enclasure; Endosure must be writen flush lef in the end of the leter. It
consiss of copics of the resume, the relevant cerificates and the reward cer-
tifcates. For example: Enclosure 1 8 copy of the resume; Enclosure 2: &
copy of the HSK certifcate

+ @ explin where the information comes.

@

2. 495 (100 full sop) B9TB30 ™" 819 R ISR T 2GR
i
Full stop () It indicates the pause after a sentence s finished.
(1) expmib— e RLE.
Q) NRFFEMLLFRETAE
() wmbs R, A FNRRET
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“A letter of thanks” s  leter writien 10 thank others for their concern,

support or help. It consists of the following

() B 7090, T LR RSN
BRI or "B should be written right in the center of the first
line

() BEGTHATBA R SRR E RS WREA
WG KR, HRGRENER .

“The name of the recipient o the recipient department has to be writien
flush It in the sccond line. The salutation should be followed by a
colon.

(3) I R0 5 B U T8 B 1Y BB D AR B
Cxashl narrate) ~ TR JF 09 0609, 48 61 MO T A 4 AR, ROAS
BRI © WK SRS
Text: @ thanks for the help and reception; @ narrate briefly the prob-
lems which are solved under the recipient’s help and explin the reason
of being grateful; (@ express thanks and cordial greetings agai

[IETTH
Wishes.

(5) mamam.

Signature and date
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A suggestion leter is a special letter written toward an organization or o
leader to put forward some constructive opinions, methods or messures
Writing a suggestion leter involves the followin
(1) B TR
“HEUL or "B should be written right in the center of the first
line.
(2) WA R L AR
The name of the recipient or the recipient department should be writien
flush left in the second line.
() WA W IE X, T X — R AT AL DR
TSl NG () A, LUREARTE R 00 AR LA 62 i
KRR T W OB LML RS S A 8
S, A P L 00T, T ALK
R RS, R
“The text should be written with indention, which invalves the folow
ing: @ A simple slf-introduction should be made in the beginning to
let the recipicnt know about the proposer: @ Reason of putting for-
ward proposals. Proposals are ususlly put forward 1o improve what
seems to be incomplete or insufficient. The suggestions, methods and
measures should be stated clearly and specifically for the purpose of be-
ing adopted.
@) RRAREROH.

Signature of the proposer and date
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The host needs o make a friendly and warm speceh 10 welcome the guests
ties. Such kind of speech is clled
 welcome speech. A welcome speech consists of the following parts.
1) W7 US04 B
The name of the guests should be written flush left in the firs line.
) BGEMREEL, EX-REELTA: DREARKDNH
R EARER . D B huig look back) R 6 1 R0 89
TR 5 W45 1 4 4 09 AL RO BRI 109 508 R 6
R J5 6 A 20618ng siyle) 8 7B T (xinshng appreciate); 8L 1
X1 iy v 09 UL T8 11 3 20 B
The text should be written with indention in the sccond line, which
consists of the following contens: D Express cordial greetings and

on such formal occasions as external ac

he achievement obtained

warm welcome toward the guests. @ Revie
hrough the bilterl cooperaton or praie the guests” contibution and
active support or sdmire the gucstsstle of work or express thanks for
he concern and help ofered by the guests

() RV~ 1P, 5 LA AR B RIS
Finally. best wishes are extended in 8 new line with indention.

. YRR 5 (ngénto) 19T A" R G A& 4/ 8 (yunain o)

R B TR B E AR 62095
(fonié dividin line) b4 St 8 A P02 BRI (shosniminzls minority) A 4
W R S
Separation dot (+

This punctuation mark is » small dot and occupies one
space in the i the center of the space. It is mainly adopied to
scparate the day from the month and divide the parts of foreigners” and mi-

icle, dron

norties” names. For examyl
() R mit —= R i,
()RR aREX-BmERHEL,
() - FFREAAFLHEE .
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1. A 9 3 Cshudmingwén narration) 1 81 I8 91 F % B A 91
H(ingtai sutic stwe) By, MR IO U R WE, W3 55k SR (T
eography) 21 3 5 B9 LA, ¥ LI yongid appliance) & b
PR, THHERBAEEOG L. DR, BN
0O BIR (2néngtl whole) B RS, I8 6. J6- 1R M 1, G A0
LAY B 00 0 WL 9 A 00 Cyongto
se) 35 8 (@Bgnéng function)..
Introductory narration: I maily explains the staic objects. There are var-
ied objects to be narrated such as history, geography. life and even appli
ances and food. The characteristcs of an object should be emphasized in the
introductory narration. Whi ing an object, its whole appearance
and features sre the firs 1o be explained, like the color, the shape and the
material then the other related aspects. The object s use and function
should never be overlooked.

2. 465 (kuthdo parentheses) B AR X H"( )", FUR X RN T
PNCTH
Parentheses (1) They indicate the notes in the narration. For exam-
pl.
(1) W R RSB il E LR,
Q)G (RRERN GBI LEESRL,
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A traveling booklet is the introduction of a place or a scenic spot. It func-
tions a5 tour uide. The following two methads are commonly applied in
witing the traveling booklet
(1) B4 (gaikud summarize) 3 : /i F MIFI A4 TIHHRR, QI
ARIARRR IR ARRI XIEE GRS HE,
“This method is used to give s brief account o the sceic sot, including
thelocation, the environment, nstual scenry, ancient hisoricl relics.
A importance and other sspecs
(2) ¥ 4 (2hididn give directions) 3 ; I 4F % M £ (jidniian concise) 4 iff A
CORSE AR~ REN EERR G, ik H R B
AR, AEAEERARAOREHMONA. WA
MOAMTRT LT HENRRA,
“This method refers to introducing the main scenic spots of & place (in-
luding » map) in very concise words. The most prominent characieris:
ic of a partcular scenic ot shoud b llstratd as in Mode 2, which
some scnic spotsof Seoul bave been itrodoced briefly

histor

2. 189 (6njndo hyphen) WA B —", & P FHHR. KRG X
KRR B 0T SR B
Hyphen (—): It occupies the width of a character and is mainly used 10 i
dicate the begi
(119982000
@R L8
(R 15T—32T

 nunbers. For example:

in and ending of ime, places
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TR SE S DELER ELELL DL B L)
AT HWEREMRRK I TN, LR B, 8
ERA AL SR, WRE R - RAERT WIS, NN
BMEAA. RWE RALTILTES.

News s what we hear, see and care for every day. It must be briel and

fresh, sehich are the two characteristics of news. A piece of news ususlly

consists of the following.

DA B R 2 500 M B (méimd essencial), ERAH3| 5, H)
WOR NI, MM R FSEAS). 0BT,
EB T EB(héngli heading) 2 5h., 4 31 B (yinti leading heading) 8
BRE(101 subheading) . 40
Headline: The headline features the whole artcle, which should be at
tractive. Some news items have a single heading like (HL# 1 # i+
BAS), some consist of the leading heading and the subheading be-

e

sides the main heading. For exsmples
FRMKFE F RS (31
R KAL)

(2) i (GBoyi lead) s A 118 L1 0905 — 0} — . FiB MM
R0 TR TR RO, R (s reveal) R WA AL
FIBGITLRA S WO, $iB R CEAT LR E,
IR CRA A 4B M (R A 20807 A R A
LR PR R TP T IRCTI BN
Lead: The lead refers to the very first sentence or opening paragraph of
 news story, which reflects the main facts of the news in very brief lan-

ke The leads can also be the summary of the news story and consists
of six parts; time (when), place (where), people (who), matter
(what), resson (why) and result (what has been brought about)
IEXE NG E ERTI . EXTEE G, WL KT.
Text: The text is the central part of the information. following the
lead
(OB 6N IE AR, W LHEOREROZ,
Signature: The writer's name, and working unit should be writien after
the text s concluded.

2. 48 5 (shéngliBndo ellipsis) B+ W RAXHBHE
B (shonglod omi) BB4F, B
Ellipsis () The ellipsis indicates the omitted portion of the article. For

example:
() M TAL A KA T
QRFEREB KT AL
[
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L (chengxd procedure) b U1 BEFHE 090 SO 091 1540 2 5
B S 20 00 B 0 (sl order). {5 B 06 B

TR, TR 0O M R R AL ALK

R T, BRI RO LA

Procedure exposition; 1 is used 10 indicate the developmental procedure of an
object, with which the llustration order i carried out.. In everyday life and the
scientific experiment the precedure expesition is commonly adopted when the

menufacturing, applying and experimenting procedures need 10 be explained 1o

people. The procedure exposition usully consiss of the following.

(DR ASGHT RO, 03 T RE (wiwa doll) 04BN 1
FH AL (210650 put colour 10), 5 18 7 i ML #4 (yénico pis-
ment), ¥ %,

The requircd materials should be explained. For example: clay s the mate-
ial used in the making of a clay doll. If the doll needs to be coloured, the
pigments should be prepared as well

QEAAEMOLTR.

Introduction of the implements.

A EBIENALR. BRI ERES. M0 RS
BHTHRE,

Introduction of the manufacturing process. I is the main part of the ilus-
tration. The process should be written clearly and step by step.

C4) BT OB A BRSO M R0 B
BN, B B 2 (Chancud error) M8 I«

Precautions: The precautions should be stated clearly 10 stress the work
that needs 10 be done carclully and evoid the mistakes that are easily made.
120
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WREA L M A BN A S LR
WA M TR BRI TR M
S P e ML T P T )
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‘Survey Report” is lso called “Findings Report”. The report,
you conduct a thorough and serious investigation and scientific anslysis about
“ome of the social problems or matters. Mini survey report illusrates a certain
social o lfe aspect in brief writing. A survey report involves the followi
16

i writien sfter

COMER R LR 0855 57 0000 B 0 3 F 2% R L9
e,
“Titles The itk is the problem toward which the survey is conducted. For
instance: 3T B 2k AN 00 M.
(2T S WY 9K (20T principel part) 4 K (jiéwdl conclusion)
.
Texts It consists of three parts; Tnroduction, Principal part, and Conclu-
ORI RN RO PR LN
Introduction; It consists of the time. the range. the objects and the
methods of survey.
QOE MBS 00 T, WO RT RO AR,
Principal part: The principal part is the focal point of a survey report,
which emphatically analyses the result of survey.
DN RE LD, B H AR

Conclusion: It usually contains the summary of the whole survey and the

2

writer"s opinions or suggestions.
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LA AR A 88 B (zishén oneself) 1M B 09
P LA K05 ) 3 88 (yiyuan desive), B 9 B (shOmidn wric
ten) MR —$  H (2huinyong for o special purpose) J i, 47 15—
AL
An applcation leu
departments concerned 1o show  desire when a deportment or an individual
i not able t0 resolve the issue. 1t conssts of the following.
() BT PE A
M or "1 " should be wricen ight in the center of the first
line. .
() B=FHREDMO M (RN EH., &HETHT, R E
9.
The name of the recipient department should be written flush left in the
sccond line with a colon followed.
(3) BR— AR EX, EXRERA W LCN A AT N

s 2 special leter written 10 the higher authorities or

fABICBRORL),
The text should be written with indention in the next line. The content
and the reason of the application should be explained clearly and specifi-
aly.

(4) BT I G2 (R ) 892 BRI 1
The name of the applicant or the applicant department and the date
should be written in the end.

2. 515 (yinndo quotstion marks) B9 J636 3" 318 JI % RO B £ 31
(yinyong quote) 5 IR W) R A5 5K R LM ik, I
Quotation marks (*"): They are adopied to indicate the dircctly quoted part
or some words of special meanings. For example:
(1) TR @AM KL RANRR— TR
@) " THZBT KRB
() BHRRLRHERULT"
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AT RS R TE I, 814 7 LR €5, 976 — B T 1oz a briel
informal note) NILL 9, i€ AL 10 A . W07 9609 RIS SK (gbshi par-
tern)

Leaving s message is necessary while looking for somebody for consultation

o help who is not there. Writing a message involves the following.

(L) 7500 TF 3 3 (dling fush) H8 (g6 spce) T3 H5BF (chéinghu name).
WRRBAAE N, MG LW G (mdondo colon). #IF BT, L1 %
AR AR,

The name of the addressee should be writien flush left with a colon fol-
lowed, which shows respect oward the addressec

(2) Q! start) -7, % (kbng leave empty or blank) th #1475 IE X
(znangwén tex).
The main body of ¢
dention.

(V& EXMETHE LM AN,

The writer" s name should be writien on the right side just below the

ine with in-

message should be written in the nex

mesage
(SR K AE T 0 EH M.

The date should be written below the writer”s name.

2. KRB RIS RN (i )5 6P, EF &2 -
Y ST LR LT T CELE SR

FRIE 17T IEK, 0 B9 W, 8 BT R RO R
BOTFG. KRR, BT GFR, R & LG 6 NS
REZUTEN
Pattern of an article: The title of an anticl is normally writien right in the
center of the second line of the page. leaving o blank line above and below
The writer" s name should be written in the center below the title, with
the main body written in the next line. The first line of each paragraph
must be indented 10 indicate the beginning of a new paragraph. Different
articles have different patterns. We will explain them in detil in the com.

ing units

PP BT
£e5 .
f—— MoinIR 2 K P @i

AT GRS
K, RERGERE, FF Ak
HOABRMIL BT S

Ak R — R
ERE 7 L

e~~~
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LHERAMAE LR LA RO X RE. ERAEO R

(bl ore). BAE"HBUR". K~ RHSE

1t i necesary 0 s the depariment concerned for leav i case o lnss o

absence from classes or work. The note of leave is known as “#f B %"

(Written request for leave), which involves the following.

(MG LA NE%".
The ke A" should be wrtin i the cener

() % -TTHBE PR RGN RS,
“The name of the addresse should be witen flush et in the first ine
with s colon fallowed.

(OO AT R LR R 9.
“The reason and drtion of leave mut be wrtten withindention in the
second line.

WAE TEMBREEREXT AR -F AGRE (TAKE
ST
“HLB" could be written with indention in the next line o just along
with the text, followed by “®1L" written flush left in the next line.

(OREEGTFHHLACHRE HAE TELFOTHE LHM,
“The name of the absentee must be finally signed i the right down cor-

ner with the date writen just below the sgnat

2. 98 (maohao colon) MR A" 5 FME MR HE (tishixing sugestive)
S (hudyi words) 105 . M LS X (xidwén the following text). 31
REAOEE, CRME R FABOEE. WETURE
W0TF R RO B
Colon (1) The colon is applied afte
the following text and arouse the reader” s attention. It commonly follows
such verbs as “{8" and “1”. 1t can also be put in the beginning of a letier
right after the addressee. For example:

(DR KL TR
(@ALAHE 199644 A SA—SH 48
HRRHES:

AT A R, AR

sggestive expression to draw forth
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LA TR R S A W (R B8 16 8 BB R R
AL .36 42 % 57 (8 11 09— B & ] (2hunydng for a special purpose) 4 i
(shixin letters). R RO FILTBS .
An invitation is a special letter written o invite others 10 a conference,
It consists of the following.

birthday party, wedding ceremony, feast, o

[ERCTUETS P L
A or "B should be writien right in the center of the first
line.

(2= (BT AR & (2 45, IR T
The name of the guest or the department invited must be written flush
left with  colon fallowed.

()5 B X, WA, RIS A0

16

A HEERT LR 0 BLH
The text s w

ten with indention in & new line, which compriscs the
time, the place and occasionaly the schedule of the activty.
(OBMAMEERIL,
The name of the host o the host depariment
()T ERUBRO M,

Date of issue

2. 6% (3innao) TR N ", % L b1 It 9 (binglié coordinate) Hif
(clyi words and expressions) 2 ], # 7 R/ ) 8 81 (tingdin pause). B4
.

Pause mark () It is used between coordinate words and expressions 1o,
showe the slightest pause. For example:

(DA=STHRALT LB DT b @E,

(QREAAT M6 B 6 LF TR R AR
50 AR K (ol orden) M2 FOOAAS. B,

The pause mark is also used to indicate the pause after the sequence words.

For example
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1. BB ARME A A T8 BEding joyous) B9 91, — A0 R B 3R, o 14
HoRkMRMRE R ENT . RAARRR R BEER
D changwds sltwion) X AR 1wl coig) 5.
Congratuations are cxpressed on the celebrtion of a festivl o wehen a per
son or 8 department has ot  happy event. A simple congratultorycardor
letercan be w iar 10
hat o an ordinary one. which inchudes the headiine, slraton, the text
and the cnding.

(WHE, ER—FiPME LR =F.
Headling: “$fd™ must be written right in the center of the first line.

() FM, R o R AN PR A AN HRREST,
Salatations The form of sddressing the recipint of th recipicnt depart
ment should be written flush ef

EXRRAORKAET. DE . ZHREE, TLEMBLR
OO TR R KA A XL, R Z IR X 5 R AR
09I 1AL 4510929 RO (ciwng bope)
Texts s the specfc content of s congrarultory lver, which b  be
written with ndention in new ine. Fie the background and other re-
lnted mattrs can be providd briefly. And then the schiesement made
by the ecipient should alo be sppreciated. Some congratulory leters
can put forerd some warm cncouragement and hope 25 well,

()RE. 4109 B AA . BUULIE 47 B3 (2nisdng express good wishes) iff,
BEELT HE LRI REHAM.
Eding: Some congratlatory lettes and telegeams cnd wp with cordial
wishes followe by the signatre and the dte of issue

ten. The form of a congratulatory leer is just

2. ML (gAntanhd0 exclamatory mark) TG 41", WG 4R &R A

u

AEPUBH, £ T, BT (GIsNID imperative sen
tence) IR 3 ) 1nwén rhetorical question) 89 4N 82, 9T LA 6.
"y, b

‘Exclamation mark (1) This mark indi
mainly used after an exclamation sentence. The mark can slso be adopted in
the imperative sentence snd the rhetorical question which express forceful

tes  strong fecling of the speaker

feclings. For example:
(EHHL S 250
(Qyithh 0 kK
(ke
(RBLILI LR
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T A S KRR, R R KR R
WORRME, BRH AR 960 HB (2000pin invite appli-
cations for a job) K4 5,41 81 K1 6 (znéngnin marrisge secking) &5
¥, ABNTE-RQILT LB

A motice i written when a departmen or a person wants 10 explsin some.

thing 1o others or request others for help. There are quite  few kinds of no-

tices, among which the common ones are “ 5 A", “FHEH", "KM

BT, WA, “EMEB" e, Witing a notice involves the fol-

lowing.

(DR W FhWE LR AR, B FMEE . FARE S,
Titles Such titles as * 8" and * AR B should be written
right in the center of the first line

OEXHEFRB G EABRTABONE
Texts The content of the notice has 1o be written with indention in the
second line below the titl.

(VRBAG TR AL (L RKR 0, RSN
B R LS.

The writer"s name or working unit, addzess and the date must be stated.
clearly in the end of the notice. A few words of thanks should also be
extended while you request for others” help.

n

T O IR E K054 7 B 0T AT A, RIS i
94585 (162080 characterisic). I8 7 W © 4160 WAL 1 5 H4E .
L B, (8T (diény convenient for) KIS0 A5 1 KRR HBLE
WAETAI AL T . T k09450 RO LB 0]
SEARF LTI RGBT LA 0N S, TR R
[CH

While writing a lost property notice. the name of the lost belonging, time
and place should be witten clearly. It is bettr to write the characteristcs of
the belonging, meanwhile, the name, deparument, address and telephone
mumber of the witer should be written as well, 50 that the finder can con-
tact him o her. A for the found property notice, only the name of the arti-
cle is necessary to be written. There is no need 10 announce the characteris

e, number, time and place of the found belonging.

name, department and address should be writien so that the owner of the
lost property can casily claim his belongings.
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Wit a resume or an introduction of a person involves the following:
(O#E Name
OHH Sex
(EMW/WU Nationalivy/ Native place
(4RI A Date of B/ Death
(S)FTMIMEN Study or Job experience
(6) £ HHLSKI K Main achievements or strong points
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Attention should be paid on different purposcs while writing o resume
Some resumes are composed of brielintroduction like Model 1, and some are

en for secking » job like Model 2, which applis for a job related t0 the

w0

Chinese language. There are also some resumes reflecting s particular aspect

of a person.

2. 4% (shominghdo punctaation marks used 1o enclose the titl of a book or
an ariide) T £ %" AT R B B EXK
B T e N
The puncruation marks (€ )): They are wee 10 enclase the tile of a bk, &
magazine, & newspaper, an arice, » song, or a play, etc. Each side of the
punctuation marks cccupics the width of a charactr in an artice. For example:
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