英语四六级书信写法及范文精选

常考类型：慰问信，感谢性，投诉信等。书信是考研的必考题，种类也有1余种，但英语四六级通常是考这三大类。（投诉信在某种程度上就是建议信）
One慰问信
常见出题形式：
亲友生了病或受了伤，或由于火灾、水灾、被盗等不幸事件蒙受了损失，就应该写封信表示慰问。慰问信要写的真诚，要注意措辞。写慰问信时，一定要围绕一个中心，那就是使收信人从中得到安慰和鼓舞。

1. 慰问病人 (To Those Who Are Ill)                                         
Dear Mrs. Corbin,

  I was so sorry to learn of your illness. You must hurry and get well！Everybody in the neighborhood misses you, and we’re all hoping you’ll be back soon.

 Mr. Burke joins me in sending best wishes for your speed recovery.

                                              Sincerely yours,

                                                  Mary Burke

[译文]

亲爱的科宾夫人：

 听说您病了，我非常难过。您一定要尽快地恢复健康，因为邻居们都很想念您，大家都希望您早日出院归来。

 伯克先生和我共祝您很快康复。

 您真挚的

 玛丽?伯克

2. 慰问受伤的人（To Those Who Have Been Injured） 

 写给受伤的人的慰问信要尽量简短、中肯。信中不必查问事故是怎么发生的，是谁的过错，或有无见证人；而应表达你听到友人受伤后的难过心情，以及希望他不久就能痊愈等等。换言之，你关心的不是事故的前前后后，而应该是受伤者的身体和恢复情况。                                          

Dear Tom,              读书人网（www.ReadeR8.cn）四六级频道
 I just can’t tell you how sorry I was to learn of your accident. Your family tells me that your are progressing nicely, and that you’ll be out of the hospital in about ten days, I’m certainly relieved to know that!

 In the next day or so you’ll receive a little package from Margaret and me. I hope you like it, and that it will help to pass the time more pleasantly.

 With every good wish for your swift recovery.

                                                  Sincerely,

                                                  Bob

[译文]

亲爱的汤姆：

 知道您受到意外伤害时，我简直难以形容我心中是多么难过。您的家人告诉我，您恢复得很好，再有十天左右的时间就可以出院了。听到这一情况后，我心中感到很宽慰。

 在一两天内，您会收到玛格丽特和我寄给您的一小包东西，我希望您喜欢它，并希望它能帮助您更愉快地消遣时光。

 衷心祝愿您尽快地恢复健康！

 您真诚的

 鲍勃

3慰问蒙受物质损失的人 (To Those Who Have Suffered Material Loss or                        Damage)

 人们在蒙受损失时，总希望能得到朋友的安慰。这种慰问信一般都比较简短，只表示关心和同情。                                                                                            

Dear Mr. Thompson,

  I was extremely sorry to hear of the fire that destroyed your beautiful house. I know well how much that house meant to you and I hasten to offer my sympathy. 读书人网（www.ReadeR8.cn）四六级频道
 With best wishes to you both.
                                          Sincerely yours,

                                          Smith

 [译文]

亲爱的汤普森先生：

 听说火灾毁了您漂亮的住宅，我难过极了。我知道您和夫人是非常喜爱那座房子的。特立即向您们表示慰问。

 向您们致以最诚挚的同情。

 您诚挚的，

 史密斯

4安慰友人考试落榜（To Those Who Could not Pass the Entrance Examination）                             
                                         Dear Bill,

 What shocking news to me when I was told by Mr. Lewis that you could not pass the entrance examination. This means you have to wait for another year to attend the next entrance examination. I quite understand how you feel now. Still you have many more chances to try. So I hope that you will not take this to heart, and will get ready to try again. I am sure you will easily succeed next time.

                                                Yours, 

                                                 Elizabeth

[译文] 读书人网（www.ReadeR8.cn）四六级频道
亲爱的比尔：

 我在刘易斯先生那里获悉你入学考试落榜，深感惋惜。这意味着你要等待明年再考了。我很能理解你目前的心境。但你仍有很多机会，所以希望你别太往心里去，做好下次考试的准备。我深信你明年一定能获得成功。

                                                你的

                                                伊丽莎白

Two感谢信
1）感谢信的写法
人们在交往中常需要相互致谢，收到别人赠送的礼物，得到别人的帮助、受到别人的慰问，都应该表示感谢。感谢信是人们常用的一种感谢方式。感谢信最主要的特点是真诚。缺乏真挚的感情答谢他人，收信人将对你的谢意产生怀疑，感谢的目的也就失去了。因此，写感谢信首先得真心诚意。
感谢信另一个特点是具体。写感谢信切忌泛泛而谈，而应着重于具体的感谢事由。其次一个特点是及时。收到别人礼物、得到别人帮助，应及时写信予以答谢。否则，人家会对你的谢意大打折扣。读书人网（www.ReadeR8.cn）四六级频道
收到他人赠送的礼物应当及时写封感谢信，感谢信除了应写得真诚、具体、及时外，还应当特别提及所收礼物的具体内容，否则，泛泛而谈，使人觉得你不够真诚。为此，当你写感谢信时，应这样写：“Thank you for your beautiful roses.”(谢谢您送的美丽的玫瑰花。)；而不要笼统地写上“Thank you for your beautiful gift.”(谢谢您送给我的漂亮礼物。)，这样，使人觉得你既礼貌，又诚心，从而真正达到交往的目的。下面我们来看看具体的范例。

范例1 关于生日
 Dear Laura,

I was truly enraptured beyond expression to receive your flowers which turned our living room into a garden. How considerate and wonderful of you to remember my birthday. You just couldn't have selected anything I had have liked more! You have a positive genius for selecting the right gift!

The four years I spent with you at the college have been the pleasantest period in my life. I will cherish this memory forever. How nice it would be to see you again. 

You have been more than kind, and I won't ever forget it. My love and deepest gratitude, now and always! 

Sincerely yours,

Jane

范例2 关于送礼
Dear Dan and Laura, 

Jim and I want to thank you for the beautiful salad bowl set. We are looking forward to getting lots of use out of your thoughtful and practical wedding gift. 

We are having fun getting organized in our little apartment. Soon we will be ready for company, and we will giving you a call. After all the times you have had us over for dinner, we will get to play host for a change. 

Thanks again for the lovely gift. 

Fondly,

Minnie

范例3 感谢陪伴读书人网（www.ReadeR8.cn）四六级频道
Dear Mrs. Gorden,

I'd like you to know how much the week at your lovely house meant to me. I not only enjoyed myself immensely, but also I felt relaxed and refreshed as I haven't felt for months.

Please give my love to Helen. It was so nice being with her again just like our old days together at school. 

Many thanks to you and Mr. Gordon for asking me.

Sincerely yours，

Jean Brown
范例4母亲节到了,给母亲的感谢信
1

My dearest Mother,
The mother‘s day is coming and I would like to say "Happy mother‘s day" in this letter. I love you and thank you so much for everything you did for me. This day, I will stay away and can‘t give you my appreciation at home. I know I will watch myself, so don‘t worry about me. I am doing very well on my study. My schoolmates and teachers are all very nice. Though I can‘t be at home, I hope you have a wonderful mother‘s day.

Love,

Your son
2

Dear mother :

I am writing to express my deepest thanks to you in Mother"s Day, dear mother ,you devote all of your energy and blood to our . you do not have any complaint about my brother and i. You love our though various different approaches such as study ,work and life ,consquently ,our held on the belief that the mother is only lover .please accept our appreciate again 

I hope that you have happiness everyday！

Love,

Your son
3

Mum

Such is sons‘ nature, I really do not know how to express my thanks to you. However, I can imagine,on the day 18 years ago ,when you gave birth to me, what a complex feeling you had. In the past few years, every day you struggle me up in the morning and prepare breakfast for me ,then in the afternoon, you always welcome your only son with delicious foods after a day‘s hardwork. Now your son has been 18 and will go to university soon, like a bird is leaving its parents. Nevertheless, your footprints on my heart will never ever fade and I love you mum!
Love,

Your son
范例5参加一次晚会后，感谢主人热情的邀请和招待。

[范文]

Dear David (name of your friends), 

  Many thanks to you for inviting me to your party. I've spent a sweet night there with you,your family and friends. 

  Your family members were very nice and hospital. You really made me feel home. Please remember me to your wife. She had prepared a fancy meal. I enjoyed that very much. And also your daughter Cicy. She dances very well. From her I foresee a promising dancer in the future. 

  Your friends were all easy-going and cute. Especially your collegues. You must keep a harmonious and friendly atmosphere in your office. 

   Last but not the least, thank you for your Vodka. How do you know that is my favoriate? I have a bottle of Russian Vodka. Hope to enjoy that with you when you come to my home! 

  Thanks again for your invitaion, your hospitality, your family, your friends, your Vodka and all the fancy memory you brought to me.
                                                              Yours

2）感谢信模板          读书人网（www.ReadeR8.cn）四六级频道
Date：_________

Dear____,

①I am now writing these few lines to express my sincere thanks for____ . ②I'd like you to know how much your _____ meant to me. ③You have a positive genius for ______. ④I not only enjoyed_____ , but also___. ⑤I shall ever remember _____ as one of the most _____ in my life. 

⑥I _____. ⑦I hope to have the opportunity of reciprocating. ⑧ Would you kindly let me know _____.⑨I will feel very honored and pleased if you have time to _____. ⑩ How nice it would be to see you again and I am looking forwards to seeing you next time!

I repeat my thanks again for your_____. Please give my kind regards to your_____ .

Yours truly, 

Signature
信息提示

信件启首

①直接表达谢意②表达出自己非常珍惜对方的付出/礼物 ③对对方一定的赞美④ 对方的情意对自己的影响⑤介绍自己的近况⑥表达出自己希望有回报的机会⑦ 询问对方是否有时间⑧ 表达自己回报的心情

⑨ 提出希望下次见面的愿望⑩再次表达感谢

最后表达真挚的祝福，信件结尾与签名

There投诉信
写信投诉抱怨的题型很常见,如关于学校的饮食，购买劣质产品投诉等。写法就不一而足了就直接进入范文！

考研英语小作文模板：投诉信

投诉信1          读书人网（www.ReadeR8.cn）四六级频道
　　结构要点投诉信是对产品或服务表示不满的信件，一般分三个部分：

　　1. 提出投诉内容；

　　2. 说明具体情况；

3. 提出解决办法。

范文1

　Suppose you bought a woolen scarf(围巾) by mail order but later found a hole in it. Write a letter of complaint to describe that matter and require settlement. Do not sign your own name at the end of your letter, using “Li Ming” instead.

　　To whom it may concern,

　　The woolen scarf I bought by mail order from your company arrived on time the day before yesterday. But when I checked it, I found a hole in the middle. I was astonished because the hole was obvious and I did not think you should neglect this deficiency when you delivered it. I have dialed your service number for several times and it was always busy.

　　Now this problem keeps worrying me. Can you change a new one for me as soon as possible? How shall I send this scarf back to you? Thanks for your consideration.

　　I am looking forward to your early reply.

　　                                                  Yours faithfully,

                                                              Li Ming

范文2

　　语言注意点投诉信应重点表明投诉的原因，叙事应客观、准确、简洁。最后提出的解决方法应切实可行。在表达自己的不满时，语言要把握分寸，不失风度。

　　Write a letter to complain about an unhappy experience in about 100 words to describe the matter and ask for the mistake to be corrected. Do not sign your own name at the end of your letter, using “Li Ming” instead. 

　　Dear Sir,

　　I am writing to you about a most unhappy experience. Last Tuesday morning, we took a longroute bus of your company from Dukou to Lijiang. The bus was scheduled to arrive in Lijiang at 7 o’clock in the evening, but it stopped midway at four p.m. for mechanical problems. The driver and the ticket seller could neither solve the problem by themselves nor seek help from others. 读书人网（www.ReadeR8.cn）四六级频道
　　Where we stopped was nowhere near a village. Up until 8 o’clock, another bus finally carried us to a shabby rural motel. We had to pay for our accommodation. The room was too small and the quilt was so dirty. To our surprise, when we just managed to sleep at around 2 a.m., the driver came to wake us up—the bus had been fixed!

　　I suggest that you look into this matter immediately and deal with it quickly and properly. 

　　Looking forward to your reply.

　　                                                    Yours,

　                                                      　Li Ming

附加

一般说来，一封投诉信应包括三个最基本的方面：

1.投诉内容。一般放在信的开头。常用的表达法有：

I am writing to you about... which I received/bought ...

I am going to complain about ...

I am sorry to have to return with this letter... which I received/bought...

2.投诉原因。一般讲述对商品质量或售后服务不满意的地方。常用的表达法有：

When we checked..., we noticed...

When I took... out of the bag and examined... closely, I found...

When I unpacked... and tried to use it, it did not work.

3.希望得到的结果。常用的表达法有：

Please let me know what you intend to do in this matter.

I am returning... under separate post and look forward to receiving a full refund of...

In view of the inconvenience that this has caused, I feel you should...

怎样才能合理的表述不满，又能显得理由充分？下面介绍下这类书信的常用词汇和句型
 Complaint Letter

词汇：

complain against sb. about sth.投诉......

dissatisfaction with不满于......

put up with / bear / tolerate忍受

awful 糟糕的读书人网（www.ReadeR8.cn）四六级频道
poor service糟糕的服务

inconceivable不可思议的

out of one’s expectation令某人大失所望

look into / go into / investigate调查

incident / matter 事件

sanitary situation卫生条件

bad manners 不礼貌

disturbance干扰

nuisance 麻烦事

remedy 补救

solve解决

recurrence再次发生

句型：

1) I am writing to you to complain about ...

2) I am writing to express my dissatisfaction with...

3) There are some problems with the flat that I wish to bring to attention. For one thing, there is…For another,...

4) I can hardly bear /tolerate /put up with it any more.

5) I hope that the authorities concerned will consider my suggestions and improve the situation as best as they can.

6)I sincerely hope that it will review its management system, with the view to providing, better service to the public.

7) We trust that you will now consider this matter seriously and make an effort to prevent the recurrence of this kind.

8) We will appreciate your willingness to make up for the loss.
