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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.

X ANEH AT LR Y, R SCO8 H & UL H 8 A 3 5 . RATA LR =
A" R

O FIWRERY . FEBESERET LUG , 5 A RO Wi — iR i, i 45 78000 2% A B AE
it v LA S RO BE P R MRS PR B MERESE | iR . W B ANANC S (AR BHR AL T et it
FH5%),

@ FHTEAL, HHETER R H A5 I E SRR X S B AR A AR SR A I b 2T
FAEH I . A 53 (5 B AL 45 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 %,
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(Dear Kate,
I wonder if you can lend me your MLA Handbook for Academic Writing. 1 am in the process of

B

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

@3k

4
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 [ 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.
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If possible, please give me a call and I will come by your house to pick up the book. Thanks a lot.

Yours,
Judy

(2) BiEM4H

PR G H AL HE 6 MUY : /5% (heading, 046 75 Asbhk A1 H 1) | f5 P9 Huht
(inside address, #§Wfi Ak ). FRIF (salutation) . 1E3C (body). 45 % iE (complimentary). %44
(signature ), 47 BHMEA AL F5E 5 (postscript ) MIFfH4: (attachment ) . EAALIT iR «

( No. 5, Yiheyuan Road )
Beijing, 100971, Bk
P.R.China
Mar. 12, 2007
Professor John Smith
13 Broadway Avenue &bk
San Francisco
California 93011
US.A
Dear Prof. Smith, FRE
I am very glad to hear from you.
...... E3
Yours sincerely, LERIE
Judy B4
\P' S5 cssess [

— R HHESCH TRIEETIR, HERE A PRI IE3C, HENEL 4 13
5r, PIA T T ST8IX 4 S50 B RN — L a1,

© FRIF

PRIFZBERIFRISY, BEEAMUE ARFRE. LRSI A S50, —BRELL
“Dear” ERIT L5 | S A ES AL AT . FRVEIY)S T — AR ELR IE 2,

FERNEHT, WREGFEA GBS AR CBES, MFRIER L S, —RER R “Dear” 5
Il FLAZ A4 , W “Dear Anna, Dear Tom” % ; 5% “Dear” J Ifi il 1< 3 (I FRIF , 41 “Dear Papa, Dear
Aunt”; QR RARAET RE, WEHRIEX 92k, E4E “Dear Mr. Smith, Dear Mrs. Smith, Dear
Miss Smith, Dear Ms. Smith”, &, ZEAHLE - ISR B a5, B “Ms.” '

FERFAGIH , —RAIFRIPRE SORAEUE AR BE Nt , s s A4 . B4 Sk
AWk, B R REEWNTF .

B+ Mr.

2+ : Mrs., Ms., Miss

H4Z / 11 : Prof./Dr.

T BV W B HA 5 : Hon. (Honorable, B “244i(f4”)
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il . Editor
A% I itk 4 « Dear Sir/Sirs, Dear Madam/Madams, Dear Sir or Madam, To Whom It May Concern

@ 1EX

FSC— AR =AY o SRRk, IR I S E R R A H . WERES
ATAVUA, EEN AN E TR Ao AR R, BBl Iy T A NS
BIf5E o '

8 I A A O RN BN A, FET SRR A RS T 80 M DA AR o

S IO SR, SR AALSR O AR s B RS

I am looking forward to your reply.

Please pass my best wishes to all your family.

® G5fin

EAGEIE SR AN T UUE AR PR A

LERMANAGE, — T LA “Best wishes, Best regards, Best, Regards, Warmest Regards, Yours,
Yours ever, Yours sincerely, Cordially”, W13 5 FH Tk RAEW 2% W A 88 5 A, Wasa] LA
“Yours affectionately, Affectionately, Love, Lovingly, Cheers, Your devoted friend, Your loving son
(daughter, nephew, niece, grandson, granddaughter, father, mother, husband, wife, etc.)”

LEN ST, — BT LA “Yours sincerely, Yours faithfully, Yours truly, Yours respectfully,
Yours gratefully, Yours cordially” 4%,

R A 2 — SRR A48 A A IE S E b, BR T DA R85 3GEANE AT RISR A TR
Truly yours, Sincerely yours, Faithfully yours, etc.

AR AR R 2, XN FH AR UL RBE H 48 25 F 0L R AR S5 30E A SR 5T,
AHJEXFF AR U, 254 448 — > “Yours sincerely” 5 7] LA LLASZE B 778, R R IX ™45 018 1 0 386
HTFRAMAFE

OF: 24
KTEARER RS, ZIXPARFE LR T AT, RAEH“Li Ming”" X4
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F=F ZREHFIR

—. BHRfE (Letter of Resignation)
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1. 2005 4F EL

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 the responsibility of any
challenging task.

I apologize in advance for any inconvenience it might bring to you.

Sincerely,

Li Ming )
&
BN E A

RALEERHEREHFZRE MELTFHWRAL

REREXERRIETEMA, ERRAAXRTEATHERETN. ¥4, RWIRE
AL ARE, ERAEX NN AT B IR P AERE, dsh, 2 BRI, REANL R
RAETEA IR M T,

B UG T R 4 45 ok oy B B

BERW,
Z
(AT RAA)
intention: n. & &, B 4 withdraw from: & 7, #t &, BB
merely: adv. 4%, R, Fit be far from; it KA , ik KB
barely: adv. RI R, 1242, JL-FFR 48 sustain: vt. ¥ 4%, 4%, B4

have responsibility of sth.: i 7 3% %

(FrERR)

I am writing to inform you of...

Though having..., I 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.

& s



$—% HAXSHE ?

~

o)

[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 I will move to Qingdao to live permanently with my family, as Qingdao is my
hometown.

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,
-Li Ming

&
B A

BAXRERREBRYERERITRNET AR LENN I, AEZZRARBREFMERN XK
A—RBERNKSFEY, AREFERYEE,

ERREXNMRAFSENTHES, REGHACAEERLTEERENEL, FNL7T
RREFE, WH2TRAREAT, AEZEARRENRY, ROUFFEBRTREXEIHEK
Hy B 1]

ZH
(A RCR AL
permanently: adv. KAA3k, KR AM, RE¥  look back upon: =1
enjoyable: adj. 4~ A B 44 gratitude: n. B
(s
I am sorry to inform you by this letter that I plan to...
The main reason is that...
.. WiR15 (Letter of Request)
HERAGIE XSS ASE TR, JF A0 I A% 20K . W ERA I T AU IR M A A B

KA, BPRER A SRS 5

EIURAGIN P B UL 5 M R, — o S R CEALSR, T SR s SRS AR T B
SRIGEN 3 BeJo 2R 30 7 T LA .

B =%E":

A C | SR — BTSN B At ovi— JepRigf | I o sl

Tips: £ ST, HRERABARRNRGAREIM, HMALEIZGF L TAR— TR LS G
BENB, R, B TREGFREERLFEEZAIANAG TR, FABEETELHLRE
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