江苏省吴中职业教育中心校第二届校园技能竞赛节

《英语应用文写作》竞赛复习资料

一、 便函或备忘录(Informal Letters or Memos)

便函和备忘录通常用于公司内部传递信息，将实情、信息、观察资料等进行传阅。便函和备忘录包括如下固定格式： 

Date：(日期，如September 12, 2001)

To：(收文人，如All Faculty)

From：(发文人，如Jim B. Hardemann)

Subject：(事由，如Faculty Meeting)

写作特点：

1在date, to, from, subject字样后填上相应的内容。

2在上述字样下面空两行写正文。
3不用称呼和结尾礼词。
发文人的姓名首字母写在与正文末行空一行的地方。

【例一】

TO: Henry Smith, Sales Manager
FROM: Jack Wong, Personnel Manager
DATE: May 4, 2000
SUBJECT: Applicants for Sales Post
Attached are the resumes and certificates of four applicants who have applied for your department position.
Please evaluate these applicants and then recommend people you want to interview to me. As soon as I have the names, I will make arrangement for the interviews.
J.W.

二 、 便笺(Short Note) 

便笺是一种简短信函。它的形式比一般书信简单，多使用非正式语体。写便笺时要写清楚以下几项：

(1)时间：即某月某日，如Feb.11， 2001

(2)人名

(3)事由

注意月份的全拼及缩略形式。月份的缩略形式为：Jan.,Feb.,Mar., Apr., May June, July, Aug., Sept., Oct., Nov., Dec.

【例一】

Wednesday, 21st March
Dear Prof. Rainman,
I'm sorry I couldn't make our 11 o'clock appointment. Prof. Wolf's lecture lasted a lot longer than I expected. I could meet you in the library Reading Room 4 tomorrow at 10, if that is convenient for you. If not, please leave a note in my mailbox ＃334, this afternoon.
Thank you,
Elizabeth

三、通知(Announcement)

通知一般公布即将发生或已经发生之事，如宣布举行各种比赛，放映电影或录像，举办晚会，召开研讨会等等。通知的格式可按书信或备忘录的形式写出，一般应至少包含以下几部分内容： (1)时间 (2)地点 (3)活动 (4)其他细节 

【1】 ANNOUNCEMENT

 Lecture on Twentieth century American Literature 
Speaker: Mr. Robert Woo
Time: October 28, 2000
Place: Room 504, Audio Visual Center
Mr. Robert Woo, Professor of English language and literature and Director of the Institute for Sino American Studies at Foreign Languages University, specialized in the study of the American literature development. Teachers and students of the English Department are warmly welcome. 
English Department Office 

四、 事务信函(Business Letters)事务信函概述

不同的事务信函要达到的目的各不相同，例如求职信、拒聘信、 

询问信、投诉信等等。事务信函书写的好坏关系到事务洽谈的成败。因此，写事务信函时，要具有高超的驾驭语言的能力，按固定格式写。

事务信函的格式由八个部分构成：

发信人公司名称和地址（信头）；收信人公司名称和地址（信内地址）；称呼；信体；结束语；落款；发文编号；附言.

● 信头包括发信人所在单位的名称、地址、邮政编码、电话、电传、电子邮件信箱及发信日期，写在信纸的右上方。

● 信内地址包括收信人所在单位的名称或收信人的地址，必须同左边的空白处取齐，与信头间隔二行至四行的距离为佳。

● 书信开头客气称呼的方式取决于写信人与收信人之间的关系。规范的称呼通常是：Dear Sir, Dear Madam, Dear Mr. Smith, Dear Miss Green, Dear Mrs. Brown, Dear Ms. Jane，Gentlemen。

● 信的主体可由一段或多段组成，全从左边空白处写起或缩行二个字母至四个字母的距离。

● 常用的书信结尾有：Yours truly, Yours sincerely, Yours cordially, Yours respectfully。

贸易关系用：Yours truly, Yours sincerely

贸易及朋友关系用：Yours cordially

与上级关系用：Yours respectfully

给年长者或位尊者用：Yours very respectfully
● 落款时，写信人必须在印刷体的名字上方签上自己的姓名。

● 发文编号：抄送人将姓名用小写缩写写在签名下方空一行处，以示对信件负责。

● 附件用Enclosure标明。

五、 留学申请信(Application for Admittance)

留学和奖学金申请信中须写明下列几点：

(1)写明申请学校和所学专业。

(2)提供申请人的个人资历。

(3)索取申请学校相关的申请表等。

留学申请信

【例一】

Post Office Box 2418
Branch 28-5
Post Code 100081
Beijing, P.R.C.
November 12, 1997
The Registrar of Admission
The Graduate School of
the Pennsylvania State University
U.S.A. 16802
Dear Sir:
I am deeply interested in your graduate school in the Department of Mechanical Engineering, and plan to apply for admission for the fall of 1998. My GPA in the university was 3.5, and I plan to take TOEFL and GRE in October and December, 1997, respectively.
Please send catalog and application forms to me. I shall be greatly appreciated.
Very truly yours,
Wang Yang

六、 社交书信概述

社交书信包括的内容很多，如邀请信、推荐信、介绍信、证明信、贺信、感谢信等等。写社交书信时切记如下几点：

(1)所有的社交书信都有明确的目的。因此，写社交书信时要一矢中的。

(2)不要写不相干的事。

(3)写上必不可少的事实，如时间、地点等。

(4)不要在一封信中将商务与社交混为一谈。

证明信(Certificate)

证明信包括下列几项：

(1)你是以什么资格了解被证明人或被证明公司的。

(2)你认识被证明人或被证明公司有多久了。

(3)被证明人或被证明公司的可靠性和能力如何。

【例一】

Euston UK LTD
8185 BARNLEY ROAD

DUNDEE
28th September, 1996
Ref: PVH/ltj
Jason ＆ Son Ltd.
Parkside Manor
Burnside
Dumfries
Dear sir：

Thank you for your letter of 20 September, requesting a reference for Clairish Computers Ltd. The answers to your questions are as follows:
1. We have employed Clairish Computers Ltd. since January 1995.
2. Clairish Computers has helped our company rectify a new computer system that had been badly installed by another firm of consultants. It has drawn up a system specification for a replacement system and has chosen appropriate hardware.
3. We did not select Clairish Computers from several candidates.
4. We were not first time computer users.
5. Our first system is working satisfactorily. The replacement system is still too new to comment on.
6. We are satisfied with the work of Clairish Computers. The various stages were completed on time, and the charges agreed with the quotes.
7. There was continuity of staff at Clairish Computers. Ian Baird managed the work, which was carried out by Alex Johnston and James MacReady.
8. The staff training was effectively carried out.
Yours faithfully,
Peter Haddon, Director
七、 求职信
求职信的写作技巧
如何用地道流利的英语写好一份求职信呢？关键要处理好求职信的五个组成部分：写信动机、自我介绍、本人能力、结尾、附件。 

1、写信动机 

　　通常求职信是针对报纸上招聘广告而写的。若此，信中须提到何月何日的报纸，有时工作机会是从朋友或介绍所听来的，有时写信人不知某机构、公司有工作机会，毛遂自荐。不论哪一种，求职信上一定要说明写信的缘由和目的。 

　　因此首先应该表明你是在何家媒体看到应聘广告以及所要应聘的职位。参考例句： 

1.In reply to your advertisement in todays newspaper,I respectfully offer my services for the situation.拜读今日XX报上贵公司的广告,本人特此备函应征该职位。 

2.Replying to your advertisement into- days issue of the(newspaper),I wish to apply for the position in your esteemed firm.拜读贵公司在今日(报纸)上广告,特此备函应征贵公司该职位。 

3.With reference to your advertisement in(newspaper)of May 2for a clerk，I offer myself for the post.从五月二日XX报上广告栏得知贵公司招聘一位职员，我愿应招。 

4.I wish to apply for the position advertised in the enclosed clipping from the(newspaper)of November 12.谨随函附上十一月十二日XX报贵公司招聘广告，我愿应招此职位。 

5.In answer to your advertisement into- days newspaper for a secretary,I wish to tender my services.阁下在今日XX报上刊登招聘秘书广告，本人获悉，特此应招。 

6.Learning from XX that you are looking for a sales manager,I should like to apply for the position.从XX处得悉，贵公司正在招聘一名业务经理，我愿应招此职。 

7.Your advertisement for a telephone operator in the newspaper of March 8has interested me,I feel I can fill that position.贵公司三月八日在XX报上刊登招聘电话接线员广告，本人拜读后极感兴趣，相信能担任此职。 

2、自我介绍 

写信人应述明自己的年龄或出生年月、教育背景，尤其与应征职位有关的训练或教育科目、工作经验或特殊技能。如无实际经验，略述在学类似经验亦可。参考例句： 

1.For the past three years,I have been in the office of the XX Trading Co., where I have been an accountant.本人曾经在XX贸易公司服务三年，担任会计工作。 

2.I am twenty years of age,and have been employed for the last two years by the XX Co.,in the general clerical work of the office.我今年20岁，曾在XX公司服务两年，担任一般文员工作。 

3.I am twenty years of age,and am anxious to settle down to office work.本人20岁，希望能找到一个公司，以便安定下来。 

4.Since my graduation from the school two years ago, I have been employed in XX Hotel as a cashier.两年前离校后，在XX酒店担任出纳员。 

3、本人能力 

这部分非常重要，因为这体现你究竟能为公司做什么，直接关系到求职的成功率。但是也要注意一定要用最少的文字表达最多的意思。参考例句： 

1.I am able to take dictation in English and translate it rapidly into Chinese.我会英文的口授笔记，同时能立即将其翻译成中文。 

2.I have received an English education, and have a slight knowledge of Spanish.I took a Spanish course in college.本人接受英文教育，同时略通西班牙文。大学时，我修了西班牙文。

3.I have been at the City Commercial College,where I have acquired a knowledge of English,mathematics and elementary business practice.本人曾在城市商专学英文、数学以及初级商业实务。 

4.I have just left school,but have a good knowledge of English.本人虽刚离开校门，但英文很好。 

5.At school I won a scholarship and the first prize in a speech contest.求学中，我曾获奖学金及演讲比赛一等奖。 

6.I am a graduate of Hong Kong University,and have in addition an M.A.degree from UCLA.本人毕业于香港大学，并在加州大学获得文学硕士学位。 

7.Since leaving school,I have attended Typewriting and Shorthand classes,and have now attained a speed of fifty and ninety words respectively.离开学校后，我参加打字与速记班，而今已达到打字50字，速记90字的速度。 

4、结尾 

希望并请求未来的雇主允以面谈的机会，因此信中要表明可以面谈的时间。成功的职信决不是虎头蛇尾的，结尾一定要引起重视。参考例句： 

1.I should be glad to have a personal in- terview and can furnish references if desired.如获面试，则感幸甚。如需保证人，本
2.I request an interview,and assure you that if appointed,I will do my best to give you satisfaction.恳请惠予面试之荣。如蒙录用，本人必竭尽所能，为贵公司服务，以符厚望。 

3.If you desire an interview,I shall be most happy to call in person，on any day and at any time you may appoint.如贵公司有意面试，本人一定遵照所指定的时日，前往拜访。 

4.Should you think favorably of my application,I would like to have an interview.如对本人之应征优先考虑，恳请惠予面试之机会。 

5.I hope that you will be kind enough to consider my application favorably.恳请惠予考虑本人之申请为盼。 

6.Should this application meet with your favorable consideration,I will do my utmost to justify the confidence you may repose in me.对此申请，贵公司如惠予考虑，本人将尽最大的忠诚与努力，为贵公司效劳。 

7.Should you entertain my application favorably,I would spare no trouble to acquit my- self to your satisfaction.假如应征获得青睐而进入贵公司服务，本人必以排除万难之决心，为贵公司工作，以符厚望。 

8.I wish to assure you that,if successful,I would endeavor to give you every satisfaction.如蒙不弃，惠予录用，本人将尽力服务，使诸事满意。 

5、附件 

这部分视具体情况而定，如有详细的简历或用人单位需要的材料附在求职信中时，需要注明。

参考例句： 

1.You will find enclosed an outline of my education and business training and copies of two letters of recommendation.有关本人的学历、工作经验等项的概要，谨同函呈上两件推荐函。 

2.Enclosed please find a resume and a photo.随函寄上简历表及相片各一份。 

3.A copy of my transcript is enclosed.附寄成绩单一份。 

4.Enclosed you will find a letter of re- commendation from my former teacher of Eng- lish.随函附上我英文老师的推荐函。 

　　参考范文： 

　　April 6,2003 

　　P.O.Box 3 

　　XX University 

　　Beijing,China 100000 

]Dear Sir／Madame, 

　　Your advertisement for a Network Maintenance Engineer in the April 10Student Daily interested me because the position that you de- scribed sounds exactly like the kind of job I am seeking. 

　　According to the advertisement, your position requires a good university degree, Bachelor or above in Computer Science or equivalent field and proficient in Windows NT 4.0and Linux System. I feel that I am competent to meet the requirements. I will be graduating from XX University this year with a MSC. My studies have included courses in computer control and management and I designed a control simulation system developed with Microsoft Visual and SQL Server. 
　　During my education, I have grasped the principles of my major subject area and gained practical skills. Not only have I passed CET - 6, but more importantly I can communicate fluently in English. My ability to write and speak English is a good standard. 

　　I would welcome an opportunity to attend you for an interview. 

　　Enclosed is my resume and if there is any additional information you require, please contact me. 

　　Yours faithfully,

八、日记

日记是把自己在当天生活中经历的有意义的事以及见闻感受记录下来的书面形式。文体自由，不拘一格。通常用第一人称记写。英语日记的格式与汉语相同。在正文上方自左起顶格写上日期、星期几和天气情况。正文另起一行，内容应有所选择，记有意义、感受最深的事，切忌流水账。有话则长，无话则短，甚至三言两语亦可。通常采用一般过去时或可灵活运用。日记的写作格式如下：

1）

Sept 23, 1991, Wednesday Cloudy

It is three months since I began this diary…

2）

Friday, May I Fine

Today is May Day…

月份除May, June, July外，其余可用缩写形式。常用来表示天气的词有Fine, Cloudy, Rainy, Windy, Snow等。www.cooyu.net

【范例】 

Oct 3, 1999, Sunday    Rainy

It was raining outside when I got up early in the morning. It's too bad, I had to go to school by bus. I said to myself. It was almost seven o'clock before I left home. I put on my raincoat and ran to the bus stop in a hurry, for I thought a lot of people might be waiting there. Hardly had I got there when a bus was coming. I got on the bus immediately, hoping it was possible for me to take a seat. I saw an empty seat and took it. But I found an old lady standing behind me. I stood up at once and was about to ask her to take the seat when a young girl in a modern skirt made a dive for it. I could hardly believe it. I glared at her, thinking“What bad manners! She cares for nobody but herself. Won't she grow old in the future?”

【解题要点与技巧】

1）注意日记的格式。应用第一人称来写。

2）多数句子为过去时，因为事情发生在过去。

3）日记必须根据所给的两个提示和十个词语来写。

4）语言要通顺、简练，表达要清楚、准确。

英语应用文的常用句型

一、邀请信 

　　1、I"d like ...to come to dinner

　　非常希望...共进晚餐

　　2、request the pleasure of

　　恭请...

　　3、The favor of a reply is requested

　　敬赐复函

　　4、May I have the honour of your company at dinner?

　　敬备菲酌，恭请光临

　　5、Thank you for inviting us to dinner

　　谢谢您邀请我们共进晚餐

　　6、I hope you"re not too busy to come.

　　我期望您会在百忙中光临

　　7、The reception will be held in ...,on ...
　　招待会定于...在...举行

　　8、We sincerely hope you can attend

　　我们期待您的光临

　　9、We are looking forward to ...

　　我们期待着....

　　10、We have decided to have a party in honor of the occasion

　　为此我们决定举办一次晚会

　　11、Please confirm your participation at your earliest convenience

　　是否参加，请早日告之
二、感谢信

　　1、Thank you very much for ....

　　十分感谢...

　　2、Many thanks for your ...

　　非常感谢您...

　　3、Please accept my sincere appreciation for ...

　　请接受我对...真挚的感谢

　　4、I am truly grateful to you for ...

　　为了...，我真心感激您

　　5、It was good (thoughtful) of you ...

　　承蒙好意（关心）...
　　6、You were so kind to send ...

　　承蒙好意送来...

　　7、Thank you again for your wonderful hospitality and I am looking forward to seeing you soon.

　　再次感谢您的盛情款待，并期待不久见到您

　　8、I find an ordinary "thank-you" entirely inadequate to tell you how much...

　　我觉得一般的感谢的字眼完全不足以表达我对您多么地...

　　9、I sincerely appreciate ...

　　我衷心地感谢...
　　10、I wish to express my profound appreciation for ...

　　我对..深表谢意

11、Many thanks for you generous cooperation
