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Objectives Letters . Thanks

:
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[- To know about the format and contents of thank-you Ietters;}

* To write appropriate thank-you letters, especially
pay attention to the tone and language.
[- To recognize what a good thank-you letter is like. }
B .
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Letters « Thanks

»

e

A Qf‘f
P Receive Gifts/Awards/Honors
When Do ~ " Receive Helpful Advice/Tips/Assistance
You Need Receive Encouragement/Praise
¥ To Write |-
A Letter ” Receive Prompt Payments
Of Thanks » Receive Financial Contributions
&%
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Warm

:

‘ Enthusiastic

Sincerity | Tone

Genuine

]

‘ Moderate

‘ Appreciative

i

Distinct

‘ Accurate

~ Language

Letter Of Thanks -

Letters « Thanks

‘ Concise/Brief

Readers-Based

AR
=
Beginning
Layout/Structure | Body
. Ending
Specific
Content | Truthfulness
. Appropriate
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FOI‘mat _1li " Yetters.sThanks

What should be included in a letter of thanks?

(8

Dear Sir,

Beginning ---purpose
Why are you writing the letter?

Body---giving examples of assistance or guidance that you received

--- describing about your personal experiences, your feelings, etc
What do you thank him/her for?

Ending ---About the thankfulness and your wishes to reward

Yours faithfully
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writing the letter

Part 2: Body

Arrangements Part 3: Ending
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Part 1: Purpose of writing the letter %ﬁ%&%\
www.sunedu.com

Tk Fadtl, FRaBRE, XN EEREARBNIEFEBET SEHZBERE,

1. ’m extremely grateful/thankful to you for your unselfish assistance during...




Writing preparatio Letters...-Thanks

Part 2: Body Arrangements y

EXC R B BOs T (A Rk O T

, which impressed us a lot. (IEFRFIMEEIEM )




Letters .. Thanks
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Part 3: Ending B %&AQ
SR RYBXNBRE RGN EE, HRAHE. |

1. I will be more than pleased if I have the opportunity to repay
your Kindness by...

2. My true gratitude/ appreciation is beyond any words/
description.

3. Do call on me if I can ever return the favor.

4. We appreciate your taking the time to write us. :

¢



¢ appreciate——
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herished

fascinated

& grateful g,
€ generosity A



Writing help: Useful phrases Letters .- Thanks

L Ul

meant a great deal to me

more than a kind

one of the most memorable days of my trip
one of your usual inspired ideas

Please accept my gratitude/ our sincere appreciation
profoundly touched by

quite out of the ordinary

really appreciate your help

thoroughly enjoyed myself

we want you to know how much we value

What a joy it was to receive




Writing help: sentences Letters.. - Thanks

» Thank you for your generous donation to...
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S BAR2 Letters « Thanks

N LUty

Dear , — | | 3
Many-thanks f¢ ’m-writing to-you-about-my gratitude fc
I A2 AR R XD E

DU

ny

itu _e to your kindness and gener0s1ty I feel 1t greatly honored and% if
(3 @Tﬁﬁﬁﬂﬁﬁ‘t) . Would you please let me know? (F2E%} 548 ¥ [H]

7;om Sincerely | Facohjutty] Tealy; -



Assessment ‘ Letters ... Thanks

ork in groups of four. Each member read the article and others comment on you

lassmate’s work. Then choose the best one out to show in the class. When discussing, you

Purpose FHave you made the purpose of writing clear and evident?

Layout Does the layout conform to the requirements?

Language Are the sentences correct? Have you used the proper
punctuation, words, sentence and paragraphs to express
yourself?

Content Have you included all the points of views?

Are the details suitable?

tone Have you shown your politeness and sincerity all through the

writing?




(Writing 3GEE A4 H R LME)  Letters« Thanks
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(Format (EEMALEHELRSHE)  Letters s Thanks
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Dear David,
Para 1: Writing purpose--show your gratitude

Para 2: Body: Detailed reasons and examples of your
thanks (personal experiences and feelings about the

party...)

Para 3: Ending: Express your appreciation again and
show your expectation to reward.

Yours sincerely,
Li Hua



(Para 1 GEHBREA4LH %AW Lettersiof_Thanks

_——  eee—— 2 T— @ — —

rPara 1: Writing purpose--show your gratitude

1. I’d like to express/extend my
osrateful/hearty/authentic thanks/feeling to you.

2. Thank you for inviting me to your birthday party.
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jetters of than
Para 2: Body

gy

Part 1: The warmth
and hospitality of the

Part 2: the feast ‘| Part 3: The
and service that impression and

the host provided

influence of the party | .
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happy family | =

wonderful

Part 1: The
warmth and
hospitality of the
host

nice

considerate

reception

warmth

enthusiasic

parents

hospitality

Para 2: Body

Arrangements:

detailed
examples

entertaining

treat

2 British flavor

dessert

feast/food

snacks

M

Part 2: the feast
and service that
the host provided

@ delicious

@ tasty

atmosphere

lighting

| music

- friendship

P multiculture

Part 3: The
impression and
influence of the

party

®© meaningful

@& unfogettable

® memorable

@ pleasant

® feel at home

| decoration




Para 2: Body: Detailed reasons and examples of your thanks
(personal experiences and feelings about the party...)
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expectation to reward.

wish you all the best!

2. Please accept my sincere thanks again for... Wish you a healthy

and happy life!
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Dear David,

I’d like to express my sincere gratitude to von Thanke far inviting me to your
birthday celebration last night,

During the party, was your happy family. Both your
parents deeply love you ana to all of us. I really
appreciated it because it made me feel at home. Ax

d the dessert and other snacks
you offered were tasty. tha licht music g

and warm atmosphei ©

. . 3ody: detailed examples of
like brothers and sisters.

personal experiences and
. . feelings about the part
Thanks again for your dinner. 8 P

last night forgas me of
The ending: about your

gratitude and your

axpectation to reward

‘)lnllllA Y, Y77, 7]



‘Homework ) teuers Tharks

l. UWhite down qowr improved sentences . o L7
E. White another thanks letter.
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Writing Sample 10! | Letters o.Thanks

'y
I’m&aking this opportunity to expre y sincere thanks to teachers an%«

classmates. %

I had a fe‘,ver and had to stay at home for three days last week, In the mean
3 >
my teachers and classmates phoned or text messages to comfort me. My cla§si

offered me/their notes and my teachers spent their spare time giving me lessoms

s t:.: R
grved help, I have made up what I missed out in class and'did quit

aly tests.
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