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应用文写作 第 3 小节 复习笔记 

文体、逻辑、语言 ——How？ 

本节主要内容： 

1. 应用文写作的问题 

2. 案例分析 

3. 备考建议 

1. 应用文写作的问题 

 

 

 

 

 

 

 

2. 案例分析（what？）                                         

To whom it may be concerned, 

I am writing to report the loss of my wallet. On 1st November, 2018 I flew 

business class on your flight 753 from China to London. 

I clearly remember it was with me immediately I boarded the plane. 

However, on arrival in London Heathrow Airport, I found it gone. I guess it must 

have slipped out of my pocket during the flight. It is a black leather one with 

around 200 dollars, my ID card, and 2 credit cards in it. Along with the items 

mentioned above, the bag contains a family photo, my precious memory. As 

you can imagine, these matter a lot to me. 

Has anybody happened to find it? Please email me at xxx@googlemail.com. 

Thank you for your time and support!  

Yours sincerely, 

Li Hua 
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问题：文体不辨；逻辑不清；套话连篇 

问题：套话连篇 
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建议：关注文体；理清逻辑；勿机械套用 

评分要求： 

 

 

 

 

 

 

 

 

高分作文： 

To whom it may concern,  

I am Li Hua, a passenger of flight FL753. I'm writing to seek your help in 

finding my lost wallet.  

Upon arrival at London Airport last night, I found my wallet missing, in 

which there is my passport, two credit cards and some cash. Besides, it is a 

leather one in emerald green. As you can imagine, the wallet is of great 

importance to me, so please let me know if anyone happens to find it. I can be 

reached at anytime by cellphone at 86754321.  

I would be extremely grateful if you do me the favor.  

  Yours sincerely,  

Li Hua  
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红色部分：使用求助信语言； 

绿色部分：使用与主题相关词汇； 

 

 

 

 

 

 

 

假设你是李华,今年 6 月外教 Grace 就要完成她在你校一年的教学,启程返美。请你给她

写一封邮件，表示对她的感谢。要点如下：1.感谢一年的教学和帮助；2.回忆去年感恩

节一起做火鸡、开派对；3. 欢迎再次来中国与同学们相聚。 

3. 备考建议 

  知己知彼，大方得体； 

切中要点，稳中求新； 

文体话题，清晰可读； 

 


