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Directions: Write a letter in about 100 words to a company to apply for the position as an assis-
tant manager. Do not sign your own name at the end of your letter, use “Li Ming” instead.
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Directions: Suppose you are going to graduate from the university. Write a resume of about
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Directions: You are asked to write a letter of recommendation for Miss Guo Li who wants to
get a teaching position in a high school. Write a letter to the high school in about 100 words. Do not
sign your own name at the end of your letter, use “Li Ming” instead.
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