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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. }
S -
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" you need to write a letter of thank-m

pt payments

nancial contributions
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A Write Thank-you Letters for =

€ appreciation/congratulations/recognition
€ favors/kindness/assistance/special help/advice
@ gifts: business/personal

@ job interviews
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Write Thank-you Letters for

letters 9 than%

@ expressions of sympathy
@ hospitality: business/ personal
€ contributions: memorials/charities

€ employee suggestions/outstanding efforts/ jobs

done well
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[ Hospitality: Business/ Personal ] Contributions: Memorials/Charities
[ Encouragement/Praise | [1 Employvee Suggestions/
Outstanding Efforts/ Jobs
Done Well
[ Awards/Honors
[ Expressions Of Sympathy
[ Prompt Payments

Writing Purpose: Helpful Advice/
0 Write Thﬂﬂk_—Y‘OlI Suggestions/Tips
Appreciation/ Letters For

Congratulations
/Recognition W Group Efforts |
Favors/ / [ % Introductions
* Kindness/ s
Assistance/
Special Help W Speeches/Conferences

¥ Job Interviews [ Financial Contributions ]
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Part 1: Purpose of writing the letter

JEk: FomE, FRRFG, XNEERAE BB EBET I RR R,

1. I wish to thank you from the bottom of my heart for...

k-/

2. I’d like to convey in this letter my heartfelt thanks to you for
your selfless help.
3. On behalf of..., I’d like to extend my sincere gratitude for your

tender care and unreserved help.
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Part 2: Body Arrangements

IESZ: IS5 4T B S4F Bk 2l M1E AR TR JZ IR H R 47 .

You really added greatly to my convenience and pleasure of the whole trip.
| appreciate it more than | can say./ | can never thank you enough.

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

A\ e

It was so nice/ kind/considerate/ thoughtful of you to have done sth. (Itis +
adj. + of sb. + to do sth.45%4)
5. It was your unreserved/selfless help that enabled me to do sth. (Eiiﬁ’__l)
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_ Part 2: Body Arrangements

In addition , Therefore, In short ,
= | once, as well, also, to be honest,
> | what’ s more, however,
meanwhile:--

Natural
fransitions

The content must be true, the Express your

. . rati inan
appraisal be appropriate, not _ gnitlmgiti c e
exaggerated, which sources from line. ’

AELE, A S) appreciate way

= | Speak in moderation,
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Part 3: Endlng
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1. It was kind and generous of you to do this for me, and I
appreciate it more than I can say.

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

3. Thanks again for your Kkind help./ Again, I would like to

express our sincere thanks to you.
—
%@@@@% %

14



- ””l Useful words and expressions

® remarkable

y

€ spectacular
- ® tremendous

B & incredible— B
~ @& thoughtful Z
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(Writing help: Useful phrases D&] | i L/

€ arare treat

€ absolutely perfect choice for me

€ appreciate your confidencel/interest/kind words
€ charming of you

€ cannot tell you how delighted | was

€ convey my personal thanks to everyone who
@ derived great pleased from

€ heartfelt/hearty thanks

€ how kind/dear/thoughtful/sweet of you to

€ how much it meant to us

€ | am very much obliged to you for

€ It was a great pleasure



BN (Writing help: sentences ) e ey ]

B

All of us were touched by your thoughtfulness.

How dear of you - we are delighted!

I appreciate your advice more than I can say.

I can't remember when I've had a better/more pleasant
/relaxing /enjoyable time.

T'll cherish your gift always.

Special thanks to the doctors and the nurses at your hospital.

"> Thank you for including me in this memorable/special event.
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Dear ) y AT TR—w
Purpose: ;
(M1 am writing to extend my sincere gratitude for (@ﬁa‘ﬂ{l 5
Bod ;examples of assistance or help:

If it had not been for your assistance in (X‘j‘jj‘?.%?%ﬂ. 35 Eﬂ),
ar that I would have been (&ﬁﬁﬁﬁﬂﬂﬂfj‘ﬂg)ﬁ%Ev 'y one

es that it was you who (A HBAT).

1_ng-w1sh for continuous success, some forward-looking remark
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1 vould like to_exnress m varm-thanks tg ouw! Pleas accept

y gratitude.
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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 discussing, you should pay attention to the 1
following hints.

Purpose Have 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?
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T y, use the wrong
phrase
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generosity
encouragement
kindness/devotion =
a Para 2: Body
patentguidance] | .. Help Or Assistance ] Arrangements ---State
timely assistance ‘ ~ You Received | The Reasons For

Thanks

support/dedication

unreserved/selfless help

Para 2: Body
Arrangements --- Make

The Reasons For Thanks
Clear

~ Help Me To Recommend

P> Practical Guidance
. Detailed -
~ Assistance *~ Help Me With My Interview

[

P Tender Care
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Dear Mr White,

I am writing to extend my sincere appreciation for your genero
without ‘,Which I wouldn’t have been admitted to Sydney University.

It was your support and encouragement that made me overcg the
difficugy in my application last October. Not only did you write a er of
recommendation for me to Sydney University, but also you % me detailed

What i

and “%ctical guidance on how to fill the application forms.
me
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the comfortable room

Pars 2: Body
delicious food/meals \ _ Comfortabl_e Arrangements ---State
il fara b ) | ©Accodamation The Reasons For
rien amily members
2 y Offered Thanks
P> A Chance To Visit Tourist Attractions
Para 2: Body - -
Arrangements --- Gurarn "~ Enjoy Beautiful Scenery
Detailed Examples Of § H e " Be Exposed To English Culture
Help And Guidance g P Experience English Customs
That You Received P g
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Dear Anne,
I’d like to convey/express my sincere appreciation fww un¥escrved Rl fend

during my stay in London, without which I wouldn’t have

examples of assistance or
guidance that you received

During the week, the comfortable room, delici mily

members all made me feel at home, leaving me lasting me 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 understanding of your country and culture.

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

to repay your kindness by showing you around Beijing.

The ending o .
™o HaHpen.
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Thank you
Jfor vour attention!




