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Lesson 4
Letters of Congratulations
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> Writing 1s the lifeblood of career success.
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The 2022 Beijing Winter Olympics is over. How
would you like to congratulate the Chinese winners?
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You just learned that one of your customer has been promoted to sales
manager due to outstanding performance. How would you congratulate

him?

What if you write him a letter ?




O 2 thinking time




7Y Discussion)

1. When do we need to write a letter of congratulations?
2. How to write a letter of congratulations

3. Can you lists some useful expressions of business

letters?




(7Y _Question 1)

A letter of congratulations, or congratulation letter, is used in both
personal and business situations. Their primary purpose is to
formally congratulate a person or an organization for an
outstanding achievement. The letter 1s a great gesture to maintain

personal as well as professional relationships.




Three Steps in
Writing Letters of

Congratulations




\(72_OQuestion 22

1) At the very beginning, put the event worth

congratulating & your happy feelings.

Three Steps in
2) Say your comments on the event & your

Writing Letters of , ,
praise to the receiver.

Congratulations

3) Again express your congratulation at the

end of the letter and say your bless to the

recelver.




0):19:111 188 We would like to congratulate you on...

I am pleased to congratulate you for...

On behalf of..., I would like to congratulate you for...
Congratulate you once again for...

I am so pleased and happy to hear that...

I would like to extend to you my utmost congratulations on ...
I was delighted to learn of your success/achievements in ...

Congratulations! All of us are proud of your remarkable success.




(72 Expressiong

Body It is a reward you richly deserve for your effort.

I believe that this is surely owing to your ...

I can imagine your excitement when you realize your dream.

I am sure a genius like you will make great achievements.

It was a splendid performance

It is your utmost efforts to ... that lead to your brilliant achievements.
I believe that this position will be a new beginning, and an opportunity

for you to embrace a brighter future.

This good news was no surprise to us in view of...




(7) Expressiong

10 G118 T wish to share your honor and joy.

All my best wishes for an even more bright future.

We look forward to bragging about you in the years ahead.

Once again, congratulations and best wishes on your success. I’m

looking forward to hearing more good news about you in the future.




O Keep your letter positive and do not include any negative comments
or unpleasant news.

O Try to avoid excessive flattery.

O Keep your congratulation letter simple and concise — under one
page in length.

O Write the congratulation letter as soon as possible after the lucky
event takes place.




practice time
O 3 Write your way into successful, lasting work relationships.
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Sample 1

o o o e

June 6, 2018

Dear Mr. Williams,

As one of your business partners, we would like to BTSRRI o:
congratulate you on the establishment of your new business.
It’s a great thing that you are trying to widen your scope and JREAYER eI EmiaNe [Sr:F1
enter other industries. It goes to show that your success is
starting to grow and your new business will also succeed like
your current business.



Sample 1

o o o e

Your company has helped my business in the past few years, BBESSUNERSEET
- and I’'m very happy that you are bringing yours to a whole
' new level. Please accept my best regards, and I hope that
your new business will flourish as well.

Sincerely yours,

Jason Parker




Sample 1
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Sample 2

o o o o

24 November, 2013
Dear Ms Becket,
Congratulations!!!
I am pleased to congratulate you and your team for winning JERII§AIERe BRI RISk
- the “Consistence Performance ” award for the current year.

' On behalf of Bright Life Insurance, I would like to
' congratulate you for the great accomplishment.




Sample 2

-

Your team has been the leading performer, and has achieved ERCAERIEINE
best rankings for customer satisfaction and annual sales
target. You have certainly set the benchmark for other teams
to achieve. In recognition to your efforts, we have decided to
reward your team with $2 , 000 per person for the current
quarter. * Positive ending
[ am sure, your team will continue to perform in the same
fashion, and raise the standards to new levels. Congratulate
you and every member of your team once again for the
efforts you have put in.

Sincerely,

Katharine Hepburn

Katharine Hepburn

Business Development Manager
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(72 Vocabulary,

establishment n. [U] | the act of starting or creating sth that is meant to last for a long
time 57, 37

scope n. [U] the range of things that a subject, an organization, an activity,
etc. deals with G#H . HZ. EZIER) Yol

current adj. (only before noun) happening now; of the present time 4 HiJ )
: BER

flourish vi. to develop quickly and be successful or common #%; E &%

consistence n. [U] the quality of always behaving or performing in a similar way,
or of always happening in a similar way —3(%, ZET

insurance n. [U] an agreement in which you pay a company money and they
pay your costs if you die or are ill, or if you lose or damage sth
ORI




(7} Vocabulary

accomplishment n. | something that is successful, or that is achieved after a lot of

[C] work or effort % il

leading adj. best, most important, or most successful HILFH, 45 H]

ranking n. [C] a rank or level, for example in a competition HE44, K

annual adj. happening once every year, or relating to a period of one year
LRI

target n. [C] a level or situation which you intend to achieve H#x

benchmark n. [C] a level of quality which can be used as a standard when
comparing other things Z&#E, =




(7 Vocabulary)

recognition n. [U] public respect and thanks for someone’s work or
achievements A HRJ, TE3L

reward vt. to give something to someone because they have done
something good or helpful or have worked for it ZZ )

fashion n. [C] a way of doing things 7 =\




(7% Useful E

Xpressiong®

As one of your business partners/customers, we would like to
congratulate you on...

Please accept my best regards, and I hope that your new business will
flourish as well.

On behalf of..., I would like to congratulate you for...

On behalf of ..., I would like to congratulate you for the great
accomplishment.




(4% Useful Expressions®

rankings for customer satisfaction and annual sales target.

[ am sure, your team will continue to perform in the same fashion, and

Your team has been the leading performer, and has achieved best
a raise the standards to new levels.

Congratulate you and every member of your team once again for the
efforts you have put in.




(7 Taskl )

Complete the following table with the information given in the samples.

Sample 1 Sample 2
. the establishment of a new .
Occasion . winning an award
business
Reaction happy pleased

Comment/Accom | a great thing, success 1s

: . leading performer
plishment starting to grow &P

Express best wishes

Closing . exXpress encouragement
N A




(72 _Task2

Complete the following letter of congratulations according to the Chinese given in the
brackets.

June 25

Dear Ms. Asher,

(1) _Opbehalfof (8% ) everyone here at Deerwood Resorts Ltd., (2)
- : : FAEFARR NIRRT ) on your recent

| W&Heﬁeﬁ%%%emﬁf&&%weﬁ
graduation from Mountain-State Oniversity with your M.B.A..

[ must say that (3) _ _ .. (T AT ) read your success in the
newspaper. During y&%trb?tfmmgégs an employee at our Lakeland Family Resort,

D1 ﬂeteg 1;]6*1;131:1'%1% you-are ( FE = 3 AR 4 % BE B]) and you have a very
quick mind for business. Combine those attributes with your expertise and commitment to
work, and it is obvigusythatvé)a wide open future (RAETRHEAK)

I ahead of you. I




(7Y Task2 3

(6) I wish you good luck ( & A& % IR & 12) in your future career
and life, whatever they may be.

Yours sincerely,

Bruce Atkinson

Bruce Atkinson
President and CEO




4 writing time

Write with heart! Build strong work relationships one message at a tim
e.




(7Y Writing )

Please write a letter of congratulation according to the following
situation.

You just learned that one of your customer has been promoted to

sales manager due to outstanding performance. How would you

congratulate him?




(7} Writing
25th June, 2021

Dear Mr. Black,
Congratulations!!!

On behalf of ABC Company, I would like to express my warmest
congratulations to you on your promotion to sales manager. We are very
delighted that your efforts have been recognized and extend our best wishes
to you.

Our two companies have cooperated for many years. We have witnessed
your efforts and thank you for your contribution to promoting our
cooperation. This advancement is a reward for your




7Y Writing )

efforts. I believe that this position will be a new beginning and an
opportunity for you to embrace a brighter future.

Once again, congratulations and best wishes on your success.

I’m looking forward to hearing more good news about you in the

future.

Yours sincerely,

Chen Xiaohong

ABC Company




Thank you !
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