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Letters of thanks

Y’ Objectives

To know about the format and contents ofthank-you letters;

To write appropriate thank-you letters, especially pay attention to thetone and language.

Torecognize what a good thank-youletter is like.

Y Leadin

When do you need to write a letter of thanks?
Receive gifts/awards/honors
Receive helpful advice/tips

Receive encouragement/praise

Receive prompt payments
Receive financial contributions

+*Write Thank-you Letters for
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appreciation/congratulations/recognition
favors/kindness/assistance/special help/advice
gifts: business/personal
job interviews
expressions of sympathy
hospitality: business/ personal
contributions: memorials/charities
employee suggestions/outstanding efforts/jobs done well

[ Hospitality: Business/ Personal Contributions: Memorials/Charities ]

[ Encouragement/Praise ],_ [0 Employee Suggestions/
— Outstanding Efforts/ Jobs
Done Well
[ Awards/Honors ]
[ Expressions Of Sympathy ]
[ Prompt Payments

—

Writing Purpose: Helpful Advice/
- Write Thank-You Suggestions/Tips
Appreciation/ Letters For
Congratulations
/Recognition //i [ % Group Efforts ]
Favors/ / [ W Introductions ]
Kindness/ o
Assistance/
Special Help [ % Speeches/Conferences ]
[ Job Interviews ] *[ Financial Contributions ]




Y Letters ofthanks
+  E 34 content
* KHEBEX layout
* 55 M language

© X144 tone

<layout
Letters of thanks-Readers-based

Beginning
Main Body
Closing/ending
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Structure:

BB REBBZBEHUHRER;

BB MRIFHE XTI T R,

BB BIREREEIHREEIREE.

+»Writing preparations

G Part 1: Purpose of writing the letter

k. RormX, RIEFE, SEEREHDHEMFEEHTSEHFRFWE.

1. 1 wish tothankyou from the bottomofmy heart for...

2. [I'dlike to convey in this letter my heartfelt thanks to you for your selfless help.

3. On behalfof..., I'd like to extend my sincere gratitude for yourtender care and unreserved help.

G Part 2: Body Arrangements
IESC: XX 245 T35 Bh 44 DA SO B /e R #EAT B B IR R -

You really added greatly to my convenience and pleasure ofthe whole trip.

| appreciate it more than| cansay./ | can never thank you enough.

Many thanks for all the things you have donein helping us to...

It was so nice/ kind/considerate/ thoughtful of you to have done sth. (It is + adj. + of sh. + to do sth.
&5¥9)

5. It was your unreserved/selfless help that enabled me todo sth. (3&if%])

A w e

G Part 2: Body Arrangements

Natural transitions - In addition , Therefore, In short, once, as well, also, to be honest, what’ s more,

however, meanwhile**

(WEESE, RS



f

The content must be true, the appraisal be appropriate, not exaggerated, which sources from line. S~

Suitable Details?===—=l» Speak in moderation, and in namative (FIEEE, NEKEL) m———)

Express your gratitude in an enthusiastic, appreciate way/

GPart 3: Ending

G RoBRIBREERREN T B, HRERE.

1. Itwas kind and generous ofyou to do this for me, and | appreciate it more than| can say.

2. lwish there were a better word than “thanks” to express my appreciation for your generous help.

3. Thanks again foryourkind help./ Again, | would like to express our sincere thanks to you.

3 Useful words and expressions
priceless

remarkable

striking

satisfying

spectacular

tremendous

icredible

thoughtful

touched
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& Writing help: Useful phrases
€ rare treat
€ absolutely perfect choice for me
@ appreciate your confidence/interest/kind
words
¢ charming of you
€ cannottell you howdelighted | was
€ convey my personal thanks to everyone

# Writing help: sentences

» All of us were touched by yourthoughtfulness.

How dear of you — we are delighted!

| appreciate your advice more than | can say.

I’ll cherish your gift always.
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timely
thrilled
tasteful
terrific
valuable
unique
wonderful
well-made

who
derived great pleased from

heartfelt/hearty thanks
how kind/dear/thoughtful/sweet of you to

how much it meantto us
I am very much obliged to you for
It was a great pleasure

I can’tremember when I’ve had a better/more pleasant /relaxing /enjoyable time.

Special thanks to the doctors and the nurses at your hospital.
Thankyou forincluding me in this memorable/special event.
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Dear
> Purpose:
(O1am writing to extend my sincere gratitude for (B 1 R ).
> Body-examples of assistance orhelp:
@If it had not been for your assistance in Ot 45 1 EARFE B)), | fear that | would have been

(A X 53 B i 5 R). @Everyone agrees that it was you who (BB g).
» Closing-wish for continuous success, some forward-looking remark

Again, | would like to express my warm thanks to you! Please accept my gratitude.
Yours Sincerely / Faithfully/ Truly,

8. Assessment

Work in groups of four. Each member read the article and others comment on your classmate’s
work. Then choose the best one out to show in the class. When you are discussing, you can pay
attention to the following hints.

Purpose Have you made the purpose clear?
Layout Does the layout conform to the requirements?
Language Are the sentences right? Have you used the proper punctuation, words,

sentence and paragraphs to express yourself?

Content Have you included all the points?

Are the details
suitable?

Hwriting 1:  CR B KRFFEERBEE)

F—N MAXEE (5154
BRERRZERL, S Mr White T AHEFRR EZBERFZRE, RAERCEHEBBRKEZFR. HHME—
R R, A AR

1. HHFEOHE, REEH;

2. [EB MrWhite X YREIFEBD;

3. RIEBE.

HE:

1. W% 80 £A;

2. A DLIE 3 mals, MEITSCER
SEWIL: #FHE recommendation
KJE K2 SydneyUniversity




Y Discovery (RJE KFRERBHE)

Studentversion

D’ﬂr Mr Whi"'ﬁ/

L 7 n

| which enables me +o_have this chance . Theres still onething that
| Lcant forget is that you always encourage me when I mas sad-
_ O wMxO T = lwords ofeion.
- : . fours, -

@ Possible version (BB K2EFEREE)
Dear Mr White,
I am writing to extend my sincere appreciation for your generous help, without which | wouldn’t

have been admitted to Sydney University.

It was your support and encouragement that made me overcome the difficulty in my application

last October. Not only did you write a (letter of) recommendation for me to Sydney University, but also

you gave me detailed and practical guidance on how to fill the application forms. You even spent

several weekends help me with my interview, which impressed me a lot.
My true gratitudeis beyond description. Thanksagain and wish you all the best!

Yours sincerely,
LiHua
AWriting 2 (B F 2 ATHEE-BREHME)
BinfREZ%E, ELBHTEIRNZEER K Anne B THR. BREBEEE, RrBig. BN

o
1. RIRREEBZAT
2. R REE

3. BIE M SRILRUIREE .
Writing Sample: (& B2 ATH Fr-BgE)

Dear Anne,

I’d like to convey/express my sincere appreciation for your unreserved help and tender care during my stay

in London, without which | wouldn’t have enjoyed it so much.

During the week, the comfortable room, delicious meals and especially your friendly family members all

made me feel at home, leaving me lasting memories. Moreover, guided by you, It was my honor to get a chance
to visit those tourist attractions in London and be exposed to such an amazing culture as well as beautiful
scenery. It was your generous help that enabled me to have a better understandingof your country and culture.

Thanks again for your kind assistance and | will be more than happy to have the opportunity to repay your

kindness by showing you around Beijing.



