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英文表扬信 表扬信是向特定受信者表达对被表扬者优秀品行颂扬之情的一种专用书信。它主要用于作者在日常工作、生活中受益于被表扬者的高尚品行(或被其品行所感动)，特向被表扬者所在单位或其上级领导致信，以期使其受到表彰、奖励，使其精神发扬光大。下面...
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Performer
Dear Manager:
I am a reporter from the News Weekend. Because of the demand of my work, I often come to Beijing to do interviews. Your hotel is my favorite, because of the comfortable living conditions, and the considerate service, especially your excellent food.
The restaurants in your hotel have many kinds of delicious food such as Chinese food, Japanese food, French food and so on. Among these delicious foods, I like the Beijing Toast Duck best, not only because of its Chinese characteristics but also its special taste for people from all over the world. So every time I come here I always choose this course.
Furthermore, what impressed me most is the high quality service, it always makes me feel at home. Waiters and waitresses are so kind and warmhearted that they always earnestly recommend every new or special food of the restaurant. I will recommend your hotel and restaurant to my friends without any reservation and hesitation.
Hope your hotel and restaurant will be more prosperous in the future.
Sincerely yours,
Will Smith
相关阅读:
表扬信通常由标题、抬头、正文、结尾和落款五部分构成。
(一)标题
一般而言，表扬信标题单独由文种名称“表扬信”组成。位置在第一行正中。
(二)称谓
表扬信的称呼应在开头顶格写上被表扬的机关、单位、团体或个人的名称、姓名。写给个人 的表扬信，应在姓名之后加上“同志”、“先生”等字样，后边加冒号。若直接张贴到某机 关、单位、团体的表扬信，开头可不必再写受文单位。
(三)正文
正文的内容要另起一行，空两格写。一般要求写出下列内容。
1.交代表扬的理由
用概括叙述的语言，重点叙述人物事迹的发生、发展、结果及其意义。叙述要清楚，要突出 最本质的方面，要让实事说话，少讲空道理。
2.指出行为的意义
在叙事的基础上进行评价、议论，赞颂该人所作所为的道德意义。如指出这种行为属于哪种 好思想，好风尚，好品德。
(四)结尾
该部分要提出对对方的表扬，或者向对方的单位提出建议，希望对某某某给予表扬。如“某 某某同志的优秀品德值得大家学习，建议予以表扬。”写给本人的表扬信，则应适当谈些“ 深受感动”、“值得我们学习”等方面的内容。并要求在结尾处写上“此致敬礼”等结束用 语。但“此致”、“祝”、“谨表”、“向你”等字写在末尾，其余的字，要另起一行，顶 格写。
(五)落款
落款应写明发文单位名称或个人姓名。并在右下方注明成文日期。
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