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Directions:

You are preparing for an English test and are in need of some reference books. Write a letter to the
sales department of a bookstore to ask for:

1) detailed information about the books you want,

2) methods of payment,

3) time and way of delivery.

You should write about 100 words on ANSWER SHEET 2. Do not sign your own name at the end of
the letter. Use “Li Ming” instead. You do not need to write the address.

i XANEE LR, ZUHRHISGE B2 LR EEERSEON RN, BRITAUTH =
e RS

@ HIWTRERL, fEREESERT UG, A A WX & —RER 1 B HER 7250 5 4 R AE
Rt op ARG BE A R RGP G AR SE . R B EIEATACE R AL T e R At
EHEEE),

@ EFEEE, R E Pl & AR X B EE S A AR SR BN 2 T4,
SHERDM, ABHE S (S B 155 preparing for an English test, in need of some reference books, a
letter to the sales department of a book store, detailed information, payment, delivery %,

@ T ABSTHFAMM A, Y RMTHRE, ZEELEVHNAEERER, KERSWESR
J1o WTEARRF, %4 0 EE FANT IS ME R A A IR, FEWESE R, XEH B RER
NEAHAZR, TR RXBASEREH R, B2 XRIRREZHA, $%. EXEHEHEA
LA E Ak, HEREEEMSRITAEEIRMA IR, ERRXEUE, —EEHEKRY 15
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OF 5:i5:

1(Dear Kate,
I wonder if you can lend me your MLA Handbook for Academic Writing. I am in the process of

| writing my graduation thesis, and need to consult the book now and then for standard formatting. Thus I|

| might need to keep the book for about a month and a half, and I hope that would not bring any

J‘ inconvenience to you. I assure you that I will maintain the book in good condition.

If possible, please give me a call and I will come by your house to pick up the book. Thanks a lot.

1 Yours,

Judy

| Dear Kate,

| I wonder if you can lend me your MLA Handbook for Academic Writing. 1 am in the process of writing my |
graduation thesis, and need to consult the book now and then for standard formatting. Thus I might need to

| keep the book for about a month and a half, and I hope that would not bring any inconvenience to you. I|
assure you that I will maintain the book in good condition.

OF
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‘It powble p!casa give me a call and I w1ll come by your hou%e to ple up the book. The mks a lot.

Yours,

| Judy

(2) BIEWEEH

B BAELE M E LS 6 MAMER S : 5k (heading, EIEFF[EAMBEFIH B1) | {5 Hbhk
(inside address, 515 AHuht ), #ROE (salutation), IE X (body). £5R1E (complimentary) ., &4
(signature) , A BHERIAFIFEH S (postscript) FIffH {4 (attachment ), KGN T iR«

No. 5, Yiheyuan Road
Beijing, 100971 (EPS
P.R.China
Mar. 12, 2012
Professor John Smith
13 Broadway Avenue &btk
San Francisco
California 93011
US.A
Dear Prof. Smith, FRug

[ am very glad to hear from you.

...... EX
Yours sincerely, ZEHE
Judy x4

P.S.: ... W
N

— IR SCH TREITIR, REGRBAEE HE P RFERRIT . B30, SRIEMES S 4 88
5, HA BB E GHEX 4 MR H BN — SR8,

O Frnt

PR BIEEITLE ST, BREEANMBEANFRE, TEEMAGHERAFEN, —REL
“Dear”E R FF 35 MG A M 2R 24 Fisk fiT . FRIF Y5 ] — RRARER hnig <,

ERNEMD, IMRBEAN GBS AR R LB RS, WFRIEA] L LR, — R # 2 “Dear” f5
W H %A%, 41" Dear Anna, Dear Tom” % ; 5% “Dear” /5 Bl & 3£ M FRFF, 41“Dear Papa, Dear
Aunt”; WIRXRZANRIEFFEE, MBEHRIEXT FH%, S4E “Dear Mr. Smith, Dear Mrs. Smith, Dear
Miss Smith, Dear Ms. Smith”. {#&, AR HGHE & HIER e, BR“Ms.”,

HERFENY, — MR RV Ak BE ek, REIMRIEAL S . B4R SkE
NB kAT, BRI ARSI .

B4 Mr.

4+ : Mrs., Ms., Miss

#A% / 11 Prof/Dr.

i CRE R ECHAREE . Hon. (Honorable, BI“254%#y”)
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%45 . Editor
AN #E 4 . Dear Sir/Sirs, Dear Madam/Madams, Dear Sir or Madam, To Whom It May Concern

@ IEX

A A BRIk WEIF TR S ERMERM E M. RS
BN, BZmM R R A S MRS, BRUHMILEIR 77 R T AN
A5 -

FEAS RGO M ERASE, LI KR A0 AT 7800 Hul B AR RE

BRI R, W DAL IR E IR R A R W

I am looking forward to your reply.

Please pass my best wishes to all your family.

® #HRIE

LR RS (F5 A TYUE AR RRFR FI B0

TERNGEHF, — BT LA “Best wishes, Best regards, Best, Regards, Warmest Regards, Yours,
Yours ever, Yours sincerely, Cordially”, IR EFAFXAEFEZEMNPELKEE A, Mika] LA
“Yours affectionately, Affectionately, Love, Lovingly, Cheers, Your devoted friend, Your loving son
(daughter, nephew, niece, grandson, granddaughter, father, mother, husband, wife, etc.)”,

EANFZEMHP, —MaT A “Yours sincerely, Yours faithfully, Yours truly, Yours respectfully,
Yours gratefully, Yours cordially”% ,

SRR — SRR A A AR ERE (b, B T UL ESSHBSNA AT LUR AL FIER

Truly yours, Sincerely yours, Faithfully yours, etc.

HEXAFHEAEIEAER £, X TH 4R UL IR BB E 08 5 R & 0L N WA RISS SR 3 R BdT,
BRI TR, 4 2B —1“Yours sincerely” #L 0] LLLAARTE 0 7748, A AX NS RIEE MG
MATRAMAFEM

@ %4
FKTEAERRE, HFIRPARTFFEE T ACHAT, REER"Li Ming" X M85,

FHIEREMAT AR ZEEBEL | REMBERX TSR M, REF—RHATER
HUMAHS , A RFET MR D, S5 RANEBRRNERIRENX, —8h 5 MR EAR:

To: YA

From: & 3C A

Date: H

Subject: i, WA HFEH A 32 5%/ 0 HULANE, 35— B BOE

Message: 1IE3C, HA &, 5 EEMNEBBEE.

HERMANBEF O EEE, FEABUTILNER: fF, M6, i, Sh, SEORE iR
A, WA RERAFT AMTS M NE S BSCRBEEMTsh, B, R —MHIER . 1L AR
2, RIREREER, U R E R EM IR, WEEENE, SERNECARES
RHAEA], THRHEEE, SREAIATELERIENES .
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FEERATHEMANMENEEBEEES, TN GEA . HAMEIESEZ M TFiE—M
KB EEBENBR, IEE. A4, 59 85K BRI, 855 EEMEXRS, ESHEE.
fariE A Ok,

HMEEBEN S, EEMAET IS SEEmERN ., EEER, FIOI S R Ek, Bascs
o N, EA—EERUE AL T, A Dear” ST, iR MARHERIE, HEES. ¥
FIFBEENE, B L —EBEVHEH, Hy 2350 H PR “Mar. 20,20127, i
A9 H %020 Mar. 20127, BIRMEAEGER T, &S 12 PHERIZES N F : Jan, Feb,,
Mar., Apr., May, Jun., Jul., Aug., Sep., Oct., Nov., Dec.,

fEAEMIEN T

Mar. 20,2012 H#j

Amne %4

N ZREMHFIE

— . &IPS (Letter of Resignation)

BRAGTEEFAE R BRI . N TIREF AR, AREZA, THE-HERA,
PEREREHR | Bl AR Mfer RS VR

B MEn Z SRR , AT UL R T B HALLAX 7 Y el AE it [, LA 25 B
FEHNLIE AL BRI ARG R B T 2451 B O IXAE TR 2,

B =g

RHFP—UIRE, FrBiRaui— g e

Tips: £ BEFHBREHHEERL - L LRE, LARZRZ RGO, AN TRAEL G B
A TH Xy TAA KX BRI,

1. 2005 4F B
Directions: '

Two months ago you got a job as an editor for the magazine Design & Fashion. But now you find that
the work is not what you expected. You decide to quit. Write a letter to your boss, Mr. Wang, telling him
your decision, and stating your reason(s).

You should write about 100 words on ANSWER SHEET 2.

Do not sign your own name at the end of the letter. Use “Li Ming” instead.

Do not write the address.
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Dear Mr. Wang,
| I am writing to inform you of my intention of withdrawing from my current position of this‘
magazine. |

Though having worked here for merely two months, I unfortunately find that this job is quite‘
| different from my expectation. First of all, I have to say that my salary is far from satisfying, which!
barely sustains me in this expensive city. Moreover, so far I have never had responsibility for anyi
' challenging task. |
I apologize in advance for any inconvenience it might bring to you. |

Sincerely, ;
Li Ming

/

& 3
B ERLE:

R GLEXREREHFZRENELRT P HRAL,

REBAXERNTETHMN, ERARARGIEATHLROTE, ¥4, R IH=
RAELAARE, EREI MM ALE R AR T FEFRE. fsb, ZEHH L, RRANS AR
REMAARE LN T,

Ny xF T B 4 I R Y T E B

BRI,
ZH
(RAXRCR AL
intention: n. & &, 8 4 withdraw from: & 7, #td, Bk
merely: adv. 1212, R, Rit be far from: ik KRR , ik R 4%
barely: adv. BRI R, 4242, JLF R4k sustain: vi. ¥ H, 48, ¥4

have responsibility for sth.: fi f %%

JEERAR
I am writing to inform you of...
Though having..., ] unfortunately find that...
First of all...Moreover...

I apologize in advance for...

2. BRI
Directions:

You have worked in a Non-Governmental Organization for several years, but now you need to quit
the job because you are moving to another city with your family. Write a letter to your boss Mr. Smith to
tell him your decision and the reason, and your appreciation for the work experience in this agency.

You should write about 100 words on ANSWER SHEET 2.

Do not sign your own name at the end of the letter. Use “Li Ming” instead.

Do not write the address.

O
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| Dear Mr. Smith, |

I am sorry to inform you by this letter that I plan to resign my present job next month. The
main reason is that [ will move to Qingdao to live permanently with my family, as Qingdao is my)|
| hometown. i
Looking back upon my five-year experience in this organization, I have had a very happy and|
enjoyable time working with you and other colleagues, from whom I have received lots of help and have
learnt much. Please accept my sincere gratitude, as well as my regret for not being able to serve here any |
| longer. |

\
Yours faithfully,

G2 3
B FH R

BHAHEEREBEHEZFERTNETIARLENNTHE, AZZFEARZRAEMENEK
A—RBERHRSFS, HFRETELKHE £

ERRAERXNAATSEHTHEET, RE5EMEUREREITEFMkmett, FN47

BREBY, WHL2TRREAE, FEIEKRRBORY, BUEFRERTRAEIRETHEK
gC

CEZH,
Z 9
(AXRTCRAL
permanently: adv. K3, K A#, RE#  look back upon: B
enjoyable: adj. 4 ANy P8 gratitude: n. B
TR

[ am sorry to inform you by this letter that [ plan to...
The main reason is that...

. 5K{E (Letter of Request)

R RIMIEAR LR, HAEN R ILER. BERENEARESHEI 4EH
RS, Bk AR RN,

iR G EEERAEERR, € €ERERER, AREITE, KEERITUHE
KERRH s a2 AN TLUEE .

B =4

MEAC | IR SEHN RHAHI— R PIER

Tips: £ BT, HFRERABLRINRAARFIM, FFAEBHF L TUAR—TFTHES A
BN, Fef, W TREGFREEHELTERRAANAGEN, TAZEEBLGLNE
B, REESHBRH.

o (Y
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1. 2006 4 H&
Directions:

You want to contribute to Project Hope by offering financial aid to a child in a remote area. Write a
letter to the department concerned, asking them to help find a candidate. You should specify what kind of
child you want to help and how you will carry out your plan.

You should write about 100 words on ANSWER SHEET 2.

Do not sign your own name at the end of the letter. Use “Li Ming” instead.

Do not write the address.

(To Whom It May Concern,
i

My name is Li Ming, a college student of Peking University, and I am writing in the hope of your
assistance to find a needy child for whom I may provide financial support. ‘
First and foremost I would like to declare that I possess the financial ability to implement this plan
owing to my decent income from part-time jobs. As to the candidate, I am hoping that he/she comes from
| an elementary school of the less developed areas of Western China, who is forced out of school. I would|
| like to pay for his/her tuition and other school expenses until he/she graduates from university.
Thank you for your time.
Yours cordially,
Li Ming

g 3
HXAFTA:

KM EN, RAXAFHFELE, REESEXHEHENEFETURS L REF £, HEH
KMe— B eENALS

EARBFARARAZAXMTRGEF R, EARAENRRIET UL RERTENK
Noe ETRGA#R, RAELM/ BEREEGFRRENTEBERRES L ¥4, —~L2EAR
Wi ERFENFE. REXARFLNFRMABLRF, BELRFEL,

RS e Bl (RABRRZHE ).

BEEN,
#F 8
(RtACRAE)
in the hope of: # *# assistance: n. # 8, Hr8h
first and foremost: 4 & declare: v. 7%
possess: v. ¥0H implement: v. % 3
oweto: B4, &1-F decent income: 48 #9 A
asto: £F less developed: K & ik &
(Faean)

I am writing in the hope of your assistance to...

Thank you for your time.

& 10



