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Suppose you work as a part-time translator mn a

icompany Now you are going to graduate and your
i fnend Liang Bo wants to get that job So you wnte a

letter of recommendation to your boss Mr Wang mn

about 100 words. Do not sign your own name at the end

of the letter, using “L1 Ming” 1nstead
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Dear Mr. Wang,

I'm terribly sorry to tell you that | am going to
graduate this June and cannot go on to work for you as
a translator. It has been such a pleasant and precious
experience to work in your company.

In addition to extending my gratitude, here | take
great pleasure in recommending to you my friend Liang
Bo, a sophomore majoring in English. He particularly
desires to get this job when he knows about your
company.

Liang Bo is a straight A student, good at both
Chinese and English. Moreover, being cheerful, con-
siderate and easy-going, he usually gets along well
with others.

I am convinced that he is very suitable for the job.
At last, I’d like to express my gratitude to you again
and wish you a successful career.

Sincerely yours,
Li Ming
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You are asked to wnte a letter of recommendation |

E for Miss Liu Ming who wants to study for the Master’s
i Degree under the supervision of Professor Srth who was
Eonce your supervisor in your graduate study Wnte a
életter to Prof. Smith mn about 100 words Do not sign

i your own name at the end of your letter, using “La
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Dear Prof. Smith,

It has always been a great pleasure to write to you
since | can never fail to get help, inspiration or
enlightenment from you. Now | am writing to
recommend to you Miss Liu Ming who wants to pursue
her graduate study for the Master’s Degree under your
supervision.

Miss Liu Ming was one of my classmates in Tianjin
University. She was one of the most excellent students
in our university as can be seen from her straight A
grades on all subjects. After graduation she worked in
Tianyi Biological Company for three years, which
considerably added to her practical experience.

It is my belief that with her intelligence, diligence
and rich experience, Miss Liu Ming has great potential
for further development in the field of pharmacology
both theoretically and practically. Therefore, |
recommend her to you with no reservations.

Faithfully yours,
Li Ming
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to Hangzhou Wrnite a letter in about 100 words to make !

of the letter, using “Li Mmg” 1nstead
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Dear Linlin and Xiaochun,

What a pleasure it is to hear from you! | just went
to Hangzhou last week, so you have asked the right
person for suggestion.

Hangzhou is a beautiful city. Its fresh air, picture-
sque scenery and warm people have impressed me
much. If you are going there, | advise you to make a
self-tour, for its developed bus system makes the travel
between beauty spots very convenient and you can
enjoy more freedom on what to and how to see.
Besides, you'd better book a room and learn about the
scenic spots beforehand, with which the related
websites will surely help you.

Have a good time.

Yours ever,
Li Ming
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Dear Helen,

What a surprise it is that you are going to take this
June’s CET-6 since you are only a freshman in Fudan
University] Anyway, your courage and efforts are
worth praise.

To get fully prepared for the test, | think, you
need to first enlarge your vocabulary, which is the
basis of all parts. Second, you need more exercises,
especially exercises of reading comprehension, in
order to improve your test skills. Then you should
practise writing constantly. You can e-mail your
compositions to me and | will correct them for you in
time.

In a word, every effort is rewarding. | am looking
forward to your success.

Best wishes.

Yours,
Li Ming
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Write a letter i about 100 words to apply for a
typist advertised i a newspaper Do not sign your own

name at the end of your letter, using “Li1 Ming” 1nstead
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