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Im writing to introduce to you Mr. Wang，one of my high school classmates in Beijing. He is presently
working for Lenovo Technologies and is going to be transferred to its branch in your city next month.

Since this will be the first time for him to work in a foreign country，he will possibly be faced with many
problems，and especially the housing problem. He hopes to obtain your guidance and help in finding a
good apartment to live. Youve been living there for more than 10 years，so you are surely familiar with
things there. If you can kindly help find rental quarters for her，Ill be very grateful.

Thanks for your due attention to this letter and hope to receive your reply soon. Many thanks to the trouble
you will have to take for Mr. Johnson.

Yours sincerely，

Zhang Hua
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20xxSingaporeRoad，

Oct.10，

DearMr.Lee，

AsIamleavingforNewYorkimmediatelytopursuehighereducation，Ishallbeverygratefulforaletterofintroductio
ntoyourbrotherThe-Shengwho，Iunderstand，isnowstudyingatColumbiaUniversity.Ilikeverymuchtomake
theacquaintanceofhimwho，Iunderstand，hassojournedintheUnitedStatesforquiteanumberofyearsandkno
wsthatcountryverywell.IamsureIshallbenefitimmenselybyhisadviceandguidancewhenIarriveatthatAmericanci
ty，whichisentirelystrangetome.IplantostudyatColumbiaUniversityduringthefirstyearofmystayintheUnitedSt
atesandhopetoapproachyourbrotherfordetailedinformationregardingtheentrancerequirementsofthatinstituti
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onifIcanhavethepleasureofmeetinghim.

Withkindregards，

Yourssincerely，

Y.Chow
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尊敬的签证官：

您好!

我是一名自助游爱好者，计划于20xx年x月x日带13岁的儿子出发去澳洲自助旅游，2月23日回国
，这段时间是他的寒假期间。澳洲美丽的自然环境和繁华的现代都市都深深吸引着我，Gold
Coast、Great Barrier Reef、Great Ocean Road、Phillip Island、 SYDNEY 、 BRISBANE 、CAIRNS 、
MELBOURNE。我希望能利用假期带儿子一起领略澳洲怡人的风光。我保证遵守当地法规，按时
回国，因为：

一、我有很好的工作，在公司的重要部门任职，属于当地收入较高而且稳定的工作。

二、我的丈夫在***有自己的公司(营业执照复印件附后)，经营良好。

三、我们在***有自己的房产。

希望您能接受我的申请，顺祝您工作顺利!***

自荐人：

时间：
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Dear Mrs. Miller，

I"m writing to introduce to you Mr. Wang，one of my high school classmates in Beijing. He is presently
working for Lenovo Technologies and is going to be transferred to its branch in your city next month.

Since this will be the first time for him to work in a foreign country，he will possibly be faced with many
problems，and especially the housing problem. He hopes to obtain your guidance and help in finding a
good apartment to live. You"ve been living there for more than 10 years，so you are surely familiar with
things there. If you can kindly help find rental quarters for her，I"ll be very grateful.

Thanks for your due attention to this letter and hope to receive your reply soon. Many thanks to the trouble
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you will have to take for Mr. Johnson.

Yours sincerely，

Zhang Hua
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尊敬的招生办老师：

您好!

我代表xx师范大学附属中学向您推荐我校的学生。该生初中毕业于xx大学附属中学，成绩优秀，
曾获得优秀学生的荣誉称号。该生在高一时曾担任班级的组织委员，积极为班组服务，是老师的
得力助手。高二时，上课认真听讲，课后努力学习，关心班级，热爱集体，参与班级管理，积极
参加集体活动，踊跃参加学校活动。组织能力和动手能力强，曾在学校组织的两次手工大赛上与
组员共同努力获得特等奖。在升入高三后，更加侧重于学习，在第一次摸底考试中就进步了很多
，取得了优异的成绩。令老师和爱长倍感欣慰。现在仍然一如既往的为高考而努力奋斗。该生口
才好，交际能力强，曾在班组织的小组辩论赛中获得最佳辩手的荣誉称号。该生性格开朗、乐于
助人，深受同学的欢迎和老师的喜爱，是一名品学兼优的好学生。

希望考入贵校的美术系，表达能力强，口才好，擅交际也为她未来的人生增添了不少优势。她经
常在班级内展示自己的才华，相信以后加入贵校，也能为贵校争光添彩。三年来，近千个日子里
，作为老师的我，一直希望她能考上理想的大学，寻找更适合的未来，更开放的学习氛围，更多
优秀老师的指导。而贵校无疑是她最好的选择。

xx

xx年xx月xx日
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