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During this lesson you 
will learn how to write 
the cover of an 
envelope.

 

During this lesson you 
will learn how to write 
the cover of an 
envelope.
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具体实例具体实例具体实例具体实例具体实例具体实例具体实例具体实例

仔细观察信封包括哪几个部分？
Look carefully. How many parts does the envelope 
include？

仔细观察信封包括哪几个部分？
Look carefully. How many parts does the envelope 
include？

050012050012050012050012

                河北省石家庄市长安区中山路123123123123号大宇宙公司

        李明    （收）

广东省广州市越秀区长江大街789789789789号绿景小区    王红
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邮编邮编邮编邮编邮编邮编邮编邮编
1111、邮编、邮编、邮编、邮编
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收信人邮编：写在信封的右下角
The post code of the sender should be written in the bottom right 
corner.

收信人邮编：写在信封的右下角右下角
The post code of the sender should be written in the bottom right The post code of the sender should be written in the bottom right 
corner.corner.

寄信人邮编：写在信封的左上角 
The post code of the addressee should be written in the top left 
corner.
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The post codeThe post code  of the addressee should be written in the top left of the addressee should be written in the top left 
corner.corner.
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收信人收信人收信人收信人收信人收信人收信人收信人2222、收信人、收信人、收信人、收信人
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收信人姓名：姓在前，名在后。
字迹清晰，一般比信封其他字都大一些。
Addressee’s name: The family name should be 
written first with the name following. The name 
should be written clearly and be a little larger than 
the other words.

收信人姓名：姓在前，名在后。
字迹清晰，一般比信封其他字都大一些大一些。
Addressee’s name: The family name should be 
written first with the name following. The name 
should be written clearly and be a little larger than 
the other words.

收信人地址：
信封正文第一行
写收信人地址。
若一行写不完，
可从第二行中部
继续写。
Addressee’s 
address:
The Addressee 
address should 
be written in the 
first line of the 
envelope. If 
there  is not 
enough space, 
you can 
continue from 
the middle of 
the second line.
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寄信人地址和姓名写在信封正文的左下角，可写在一行上。
挂号信或者包裹的寄信人（寄件人）地址尽量写详细，
确保当重要信件或包裹不能准确寄送时可以安全返回。

寄信人地址和姓名写在信封正文的左下角左下角，可写在一行上。
挂号信或者包裹的寄信人（寄件人）地址尽量写详细尽量写详细，
确保当重要信件或包裹不能准确寄送时可以安全返回。
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寄信人地址和姓名写在信封正文的左下角，可写在一行上。
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确保当重要信件或包裹不能准确寄送时可以安全返回。

The sender’s name and address should be written in the right hand 
bottom corner of the envelope and can be put in the same line. The 
address should be written in detail. When you post a registered letter or 
package, doing this will make sure it will be returned to you if not 
successfully delivered.
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常用例句常用例句常用例句常用例句常用例句常用例句常用例句常用例句

查一查，各地的邮编是什
么？
Check the post code of 
different places.

查一查，各地的邮编是什
么？
Check the post code of 
different places.

1、写地址时，我们常使用：
       We always use this when writing an address....

中国北京市海淀区西直门北大街……
中国河北省石家庄市……
中国海南省……

2、写姓名时，我们常使用：
       We always use this when writing names.

张三 老师 （收）
李四 先生 （收）
王五 女士 （收）
……
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练习模板练习模板练习模板练习模板练习模板练习模板练习模板练习模板

xxxxxxxxxxxxxxxxxxxxxxxx（收信人邮编）

      ____      ____      ____      ____省____ ____ ____ ____ 市____ ____ ____ ____ 区____ ____ ____ ____ 街________________号
                             ______                             ______                             ______                             ______公司

XXXXXXXXXXXX（收）

________________省____________市____________区________________大街________________号____________小区        xxxxxxxx

xxxxxx xxxxxx xxxxxx xxxxxx （寄信人邮编）

xxxxxxxxxxxxxxxxxxxxxxxx（收信人邮编）

      ____      ____      ____      ____省____ ____ ____ ____ 市____ ____ ____ ____ 区____ ____ ____ ____ 街________________号
                             ______                             ______                             ______                             ______公司

XXXXXXXXXXXX（收）

________________省____________市____________区________________大街________________号____________小区        xxxxxxxx

xxxxxx xxxxxx xxxxxx xxxxxx （寄信人邮编）

试试看，给自己寄一封信。试试看，给自己寄一封信。


