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1. APersonal Letter (FAAPE)

Directions: This part is to test your ability to do practical writing. You are
required to write a letter to your American pen pal (pen friend) according
to the following information given in Chinese.
AR EERBUTEXREEHMN—HEENRANER.
1. Yefd AHask: Ms. Alice Smith, 1734 George Street, Honolulu,
_Hawaii 96822, U.S.A.
2. W D A,
2) MAURIEED: RISSTRMIREIZERE, TR AR
FH. :
3) FEERN 7AW E R AR -
AESEMAE, EEAEHNEEMICBERE.

4 SE

1.. Envelope:

7 Zhicheng Road', Hebei area”

Tianjin 300402

China
Ms. Alice Smith
1734 George Street
Honolulu, Hawaii 96822
US.A.

2. Letter: ?

Ms. Smith*

Hello, are you well?’
I finished my winter vacation and the new term is begin®. My

3



study is very busy.7 My English is very poor and I must study hard this

. 7
term.

I hope you can come to China if you have time.®
Ilook forward to see you.9
Yours sincerely'
Li Fei

?ﬁﬂﬂiﬂzi@
XEIMEEREES—HENGEH. HERERRXEHNEE:
fs AR . Hioht OB IR ERII R S (FERAMD;
FEARES. it (WDABR RIREEEHIAL LA HEREE
F . RXPETFABANERINESERHRE. RABRTE
EHWINE S E R DL, EEHEMEMRMER, 8E BRI, E
X BELEREMELZEHH . .
MEEAKE, XRIEMERBINBFHREEREEMER, X
Bl T AN ST 1 3 R BRI R B B SR B AR A
HaIE R o
X8 e I ] AR SRR I T
1. BREHMN, %%)\H‘Jﬁ;t%\ Mok (AANEIR) RIS
EHIAE LA, IENSER A,

2. HUHERIEEERR.

3. WMBMEHREEEPESR, BARHTUEN, NE5EGH
HLEF. ‘

4, HEXEFHRPREENZAES. WREXNTHSZ, ATA

. “Dear” T, B “Dear” MARFFMB K. A EEXT

Jitk 4z i, B “Dear Sir”. “Dear Sirs”, “Dear Ms./Madam”
%

5. WAIRIFRERET AN . BBHANZ B HLFRTH “How

are you/How are the things?” %,

6. HANSRIEBAMZ. WLARTRN LR, F¥aE




FAHAERT .

7. FIROBHALE Y, NREEEHRLLEAR.

8. XANEMESRNTHEE, TE&MAERHET. hTUER
S LB U7 R o E BB .

9. EAMEAER, RH look forward to doing sth..

10. BEEEREREN ZHES .

BE1EX
1. Envelope:
Li Fei
No.7 Zhicheng Road, Hebei District
Tianjin 300402
P. R. China
Ms. Alice Smith
1734 George Street
Honolulu, Hawaii 96822
US.A.
2. Letter:
April 20,2007
Dear Ms. Smith,

How are you these days? )

I have just finished my winter vacation and the new term begins. My
study is very busy now. It takes me a lot of time for it is not as easy as last
term. \

I hope you can come to China if you have any time. I would be very
glad to see you.

. Ilook forward to seeing you.
' Yours sincerely,
Li Fei
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SEEX .

Li Fei
No.7 Zhicheng Road, Hebei District
Tianjin 300402
P.R. China
Ms. Alice Smith
1734 George Street
Honolulu
Hawaii 96822
USA.
¥
April 20, 2007
Dear Ms. Smith,

How are you recently?*

I have just finished my pleasant winter vacation and begin a busy
new term. I have chosen several courses and they are not easy for me. I
have to often go to the library to study.

Here it is spring again and spring is the most beautiful season in my
city. I do hope you can visit China some time.> I’ll be very happy to be
your guide. )

Looking forward tqQ seeing you soon and all good wishes.

Yours sincerely,
Li Fei
R , .
1. “How are you recently?” &4 “BifBARE”, BX#HBHALN
EME T 2
2. “Ido hope you can visit China some time.” “do”ZE M A] AR F| T
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Directions: You are required to write two letters, a letter of invitation and
a reply to the letter according to the following information given in
Chinese.
Letter 1
RIEEN: 7k
W2 1. i Jane 2B R BIAL TR R .
2. RBHEKE, ¥, BREE.
3. WEEEMETRR. )
EfsH#: 200746 H25H
Letter 2
EfFA: Jane
A 1 BRI R HEE.
2. BE 7T AVIRIEE.
[Ef% B #: 200746 A 30 H
Words for reference: .
3% the Great Wall _ #{’S the Imperial Palace .
ERAI[d the Summer Palace



2. A Business Letter (E4&HE)

Directions: This part is to test your ability to do practical wﬁtiqg. You are
required to write a letter of application according to the following
information given in Chinese.

WA EUERIKE XS —HKPYE.

TE&W, 24 %, BT RILEARZER, EEALER, SITHRE
HWRR. ZdHid 59TF, EEREH 90 TR 70 F. TERMUS
—4 ABC AFEHBEHE, FERERARRBLAEME T,
HEEBEIER. BEEHN 200746 A 25 H. ‘

Words for reference: .
HiAR2%BE Technical College f2VV ¥ Business Administration
HI2 54T shorthand and typing

F4 SME
June 25th, 2007
Dear Manager,”

I am Wang Manli. I'm 24 years old.? My school is Longjiang Technical
College.* 1 study Business Administration and get all good marks.” 1
learned shorthand and typing. My tying speed is 90 words and shorthand
speed is 70 words.® I want to be the secretary of the manager of ABC
company.” .

I hope you can employ me.?

Sincerely yours,
Wang Manli




BB FEE 4

R SIMEERFEE LS ER. WHEREANLHERT X
AANTEHT, BEUREHRFEEHL. DEHSLZ: 1. Bk
(Heading/Letterhead): B EE AL, BB mIG. HiE, FES
BT I E S H % . RAERT—BREEES A3
FERAK EL—RIEREL FLATHE. FRMMBEEGHNEA
EH. 2. fE ANHI#EZ SHhhtk (Inside Name and Address): 7Efa3kT
77, ACEFELN . BMANGERPTLUES . 3. PR (Salutation): A
WX R4, T “Dear” MN4%SE, WA “Dear” INFRIEAILE K .
Regxd Hk e, "TH “Dear Sir”. “Dear SirMadam”, FRIFHILE
BAFEAMIT . 4. TE3C (Body of the Letter): 15134k, FERIT
[Tl TPIRPEEE., 4&HEH. 5. 45KiE (Complimentary Close):
FEIEXTHE, RE—17, —M&HA “Yours sincerely/truly/faithfully,”, .
738 yours JHAEJETH, B L Sincerely yours,”%5, 6. 4 (Signature):
BLEHFE, nHEIHSEHEKE AT (Attention Line). A E/AT
(Subject Line). i1 (Enclosure). #i% (cc/Carbon Copy). T/E
A (JS/MG, John Smith Fl Mary Green, AT SHEAFITEN).
M5 (Postscript). BRMIERIHE 4L, BAMGR— AL HAh ]
B ,
KR, 8 =31 R U B 8 R AR R (R S B T
KFESIEMMER EREAK, ARFTESRAKET.

35 ST BRI BRI R SR A

1. BHNSEESAEMA.

2. WXEHIRIEXSTT, ANEEXS 74N, A Dear Sir/Madam
L. ZEEA—ERTELEAAN.
R S AT DAEAT & 3
CEENVIRED” BIUEAN R
ZABEBREATE, BERA “&T1RE”.
HWICHITEEEFRR T, HWEEREA “Sos”.
“REI”EAERIFREK, HBNBEEAMKKIT“HFaA”,
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8. XAEMETTES FESRAEEHET, TEVES
BT GRIET BRI M R TR A R
FERIOILE,

MEEX
June 25th, 2007
Dear Sir/Madam,

I am Wang Manli and 'm 24 years old. My graduating college is
Longjiang Technical College. I mainly study Business Administration and
get good marks in all subjects. I have learned shorthand and typing. My
shorthand speed is 90 words and typing speed is 70 words every minute. I
hope to be the secretary of the general manager of your company. '

I hope to be a member of your company. Thank you for your
consideration.

Sincerely yours,
Wang Manli

SEEX .
June 25th, 2007
Dear Sir/Madam,

My name is Wang Manli, 24 years old, graduating from Longjiang

Technical College. I major in'

Business Administration and get an
excellent achievement in all my lessons. I have ever learned shorthand and

typing and the speed is 90 words and 70 words per minute respectively’. 1
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