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Strategies and Skills in Writing IELTS Letters
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Task Analysis

HERFERNEE - RAWBIAER, BERFEENEHEES, MRBRRIEXAKXME, N
TR
Question = Background Information + Writing Tasks
B E R RE L4 T FRESHBANXFI B, FRELEGRRNER
MER. SEANSHUREFEMFAEN - SHXES, MBEENEEES —BRESF=
M BIMNEEREEIB P ZEBRIEL—— TR
W T mA{ECEE

Sample Question 1

You read in a newspaper an advertisement offering scholarships for overseas students. Write
a letter asking for detailed information, and explain why you think you are qualified for one
of the scholarships. Also, state your study plan.
BASHAR. RINBALE-AERBETERGE . ME _AEHRAET ZAEHEME
%, RIMNATUEXENFHRBNTHERE TXE: ‘
BI. You read in a newspaper an advertisement offering scholarships for overseas students.
WT1: ask for detailed information
WT2: explain why you are qualified
WT3: state your study plan
(Note: BI = Background Information; WT = Writing Task)
EREZEES  RLEGHEEISEREETREEYTH, MUTHHF.

Sample Question 2

You’ve just been offered a job, but you will not be able to start work on the appointed day.
Write a letter to your boss, explaining the problem and asking for an alternative day to start

work.

BI: You’ve just been offered a job, but you will not be able to start work on the appointed
day.

WT1: tell your boss that you can’t start work as scheduled (&&{£%)

WT2: explain the situation

WT3: ask for an alternative day to start work
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Structure Planning

HRER RIMREATHENE MBHNEIEAFRESBERAFEPRENENE
EEFAEIRIEBES. REBFHZBRAGHGIFR.TRBRAZRE,.&#WE
EEF TR LA SRS K. .

Sample Question 1

You rent a house through an agency. The heating system has stopped working. You
phoned the agency a week ago but it has still not been mended. Write a Jetter to the agency.
Explain the situation and tell them what you want them to do about it.

SZRAFEE, ZHEEEFOHNE:

WT1l: complain about the heating problem

WT2: explain the situation

WT3: tell them what to do

ETEHMEXH RIRAX=ZMEFESNEHE=TBEEY P

Dear Sir or Madam,

I am writing to you about the house you rent for me three months ago when I just entered

London University. I am very happy with the house except for the heating system, which

stopped two weeks ago. (5|5 Bt5€ WT1: complain about the heating problem)

I called you last Saturday about the problem and was told that you would send a technician to
mend the system as soon as possible. However, there has been no one coming to me to fix the
problem. As it is getting cold, I am finding it hard for me to concentrate on my studies without
a properly working heating system. In addition, I have developed a bad cold because of the
extremely cold weather. (FEESERN, WT2: explain the situation)

I shall appreciate it very much if you can give this matter your immediate attention and send a
technician to solve the problem for me at your earliest convenience. (45 BB 5 i, WT3: tell them

what to do)
Looking forward to your favorable reply.

Yours respectfully,
Jack Lee
EFERAT . RONEETUMBHEARBRRTEEAREELES . L.



Sample Question 2

You are a college student who applies for a part-time job in a shop during the summer
vacation. Write a letter to the shop owner explaining why you are a suitable person for the
job. Remember to ask him or her about the rate of payment.

SEHE, ZMEEEFIHE:

WT1: tell the shop owner you want to apply for the job

WT2: explain why you are a suitable person

WT3: ask the shop owner about the rate of payment

HETEHAXPHEELEFRIE:

Dear Sir/Madam,

I am writing to express my interest in your recently advertised position for a part-time assistant

during the coming summer vacation. (5|5 B 5 WT1: tell the shop owner you want to apply

for the job)

I am a student at Stanford University, which is only five minutes’ walk from your shop.
Yesterday 1 happened to see your advertisement, which stipulates that a multi-lingual person is
preferred and some experience is necessary. I feel that my qualifications and work experience
make me a suitable candidate for the job. Chinese is my mother tongue, and I am quite fluent in
English. As a keen traveller, I have learned some Japanese and French, and have acquired an
understanding of the cultures of Japan and France. As for experience, I ran a shop when I was in
China. Therefore, I am sure you will find my services satisfactory. (F A B ZFE R WT2,
explain why you are a suitable person) Incidentally, could you please inform me of the rate of
payment? (EEBLRE5EM WT3: ask the shop owner about the rate of payment)

I would like to meet you to discuss the possibility of working in your shop, at a mutually

convenient time. I can be reached at 836254 after 6 p. m.
Thank you for considering my application. I am looking forward to meeting you.

Yours sincerely,
Mary Smith
AERERUEP RO ZTLUELBH A EHELSBEPETERRER. M.

Sample Question 3

You are a university student. Your school is going to renovate its library. As a regular
library user, write a letter to the chief librarian, giving your advice as to what should be
kept and what should be changed.
EEXEBE . RINRABHEESFRER LSRRI k.
. 4 .



WT1: give your first advice

WT2: give your second advice

WT3: give your third advice

Hi, EXH W BEEEFSEWT .

Dear Mr. John Smith,

I am an English major from Foreign Languages Department. I got to know from the bulletin
board that the school authorities are considering renovating our library. And I am writing to give

you some advice about it.

Although it is spacious and bright, the reading room is sometimes too noisy. The noise comes
from the restroom next door. So I would suggest that the walls of the reading room be rebuilt so
as to make them sound proof. (FKBFF IR EB4r5E M WT1: give your first advice) And some
changes are needed about the arrangement of the bookshelves. There is not enough room in
between them. More often than not I have to go back to the end of the passage just to make way
for the others. (F KRB BIFR > FEHR WT2: give your second advice) And if the budget allows,
I think that the computer system of the library should be upgraded to facilitate the procedure of
borrowing and returning books. (E BRI M WT3: give your third advice)

1 shall appreciate it very much if you can give my advice its due attention.

Yours respectfully,
John Eastwood

=T 5IEEEE

Writing the Introduction

ERBERITFL.FISRTURERERROARRABNENERITE, FTESHK
R—EEAMHHH.

1. ¥#&{E (letters of complaint)

'+ I am writing to you about a problem that I am having with the Walkman that I bought at the
duty-free shop in your airport on September 28, 2001.

+ I am writing to complain about the service on the Beijing-Shanghai train which I took on
August 16, 2001.

2. iR M (letters of request)

+ I am writing to request to withdraw from two courses: Cross-cultural Communication and

International Investment.

05-



I am John Smith, one of your students in Fine Arts class. And I am writing in the hope that

you can write a letter of recommendation for me.

. I M{E (letters of apology)

Thank you for your letter of February 8 informing me that I have been accepted by your
college. But I am sorry to say that I will not be able to attend the orientation session to be
held on Feb 25.

How is everything going with you? I am writing to say sorry to you for not having said good
bye to you last Wednesday after I finished the English exam, the last of all the final exams.

. UL (letters of advice)

I am an English major from Foreign Languages Department. I got to know from the bulletin
board that the school authorities are considering renovating our library. And I am writing to
give you some advice about it.

I write in response to your invitation to guests who have recently stayed in your hotel to

suggest ways in which you can improve your service.
. REA{K (letters of application)

1 am writing to apply for the position of waitress you advertised in China Daily on February
28, 2001.
I am writing to express my interest in your recently advertised position for a part-time

assistant during the coming summer vacation.
. MiN{% (letters of invitation)

How are things with you these days? I am writing to invite you to join me on a trip to
Beijing.
I am sending you this invitation to a fabulous dinner party that will be held at my house and

1 sincerely hope you can be part of it.
. S (letters of recommendation)

I have learned from your advertisement in China Daily of July 4, 2001 that you are looking
for a bilingual teaching assistant to work with a group of American children during the
coming vacation. And I am writing to you to recommend Mary, one of my best friends, for
the post.

As a professor of biology in the City University of New York, I earnestly recommend an
excellent student of mine, Tony Sanders, for the position that you advertised in New York
Times of October 2, 2000.



8. ifjia]{i (letters of inquiry)

+ I am a fourth-year student at Beijing University, majoring in international trade. And I
would like to further my studies at your university as a postgraduate student of accounting. I
intend to start my program next term. I would be very grateful if you could give me some
detailed information about the following.

+ 1 am a student of Business Administration at your department. And 1 am writing to tell you
that I am finding the course of Statistics too difficult for me. And Y wonder whether I can

change to an easier course.
9. BiH/M (etters of gratitude)

+ How is everything going with you? I am writing to extend my heart-felt thanks to you for
the trouble you have taken to take care of me in the hospital after I was knocked off my bike
by a taxi.

« I am writing to express my gratitude for your entertainment during my stay in your house.

And I cannot forget your beautiful wife’s cooking.
10. # 5 {8 (etters of claiming losses)

+ 1 am writing to you to lodge a claim for the suitcase I lost on my journey to the USA from
August 18 to September 3, 2001.

* I am writing to you about my bag, which I lost during my stay in your Hotel on the 23rd and
the 24th of October.

11. 1% (letters of friendship)

» I’m just writing to let you know that I’ve moved to a new apartment, and would like to
invite you and Susan to a house warming party on the 25th of September.

* I’'m sure you’re going to be very envious when you read this but I am presently lying on a
beach in Southern Thailand. In fact, this is the reason I'm writing. How would you like to

come to Thailand for a while?

BT ERBEE
Writing the Main Body

fER RS BEREOIHT, ERBRERT LU REHEARNRR, BENAEARBITR
F RXWABRIEMFEPBENEEESAE., BIRMT .

1. ##R{Y (letters of complaint)

c MEAMREGARENET



#]. 1 called you last Saturday about the problem and was told that you would send a
technician to mend the system as soon as possible. However, there has been no one
coming to me to fix the problem.

6 B % 38 4 BT 4 R B9 R

. As it is getting cold, I am finding it hard for me to concentrate on my studies without a
properly working heating system. In addition, I have developed a bad cold because of the

extremely cold weather.
. WR{® (letters of request)

R O AL IR

). At the beginning of this term, 1 was perhaps a bit overoptimistic about doing both my
full-time studies and part-time jobs, but now I am finding myself in a very difficult
posttion to tackle the both.

T 40 1 A AR R A T K B B iy

4 :1 have thought of giving up my part-time job so that I can concentrate on my studies, but
as you may very well know, I have to support myself here as an overseas student.

Therefore, I have to decrease my course load.
. ¥ 1% (letters of apology)

B R AR A 70 TE WK B R

#: 1 tried to book on a flight to London immediately after 1 got your letter, but
unfortunately I was only able to be booked on a flight to your city on Feb 25, the same
day when the session is to be held. Thus I am in a very difficult position to make it to
the occasion.

ROL R 5 — R UKW AT AR A

# . T know very well that the orientation session is very important for me as a new student at
your coliege. I would be very grateful if you could tell me if there is any way that I can

make up for it after I arrive at your college.
. BEN{E (letters of advice)

R RS — A

5] . Although it is spacious and bright, the reading room is sometimes too noisy. The noise
comes from the restroom next door. So I would suggest that the walls of the reading
room be rebuilt so as to make them sound proof.

H-SRHB-ANBURZEE =B

5. And some changes are needed about the arrangement of the bookshelves. There is not
enough room in between them. More often than not I have to go back to the end of the
passage just to make way for the others. And if the budget allows, I think that the
computer system of the library should be upgraded to facilitate the procedure of

« 8



borrowing and returning books.
5. RER{E (letters of application)

« WREEWM—BETHELE
#]: As you can see from my resume, | worked with Hilton Hotel as a receptionist for over
three years after I graduated from Angela Vocational School in 1995. In July 1995, I
started to work with the present hotel as a waitress. So obviously I have quite a lot of
hands-on experience in the field.
© UEAHMIIREE BN A E B A
#: In my spare time, I have studied a lot about hotel management and I have got an associate
diploma from Shanghai Business College, which is a very famous one in the city. In
addition, I have spend a lot of my time improving my English, especially my spoken
English. All these give me enough confidence to say that I am the right person for the

position.
6. M iM% (letters of invitation)

© BRREEN T ARESESIRE K
#: The reason why Id like to hold a party for all of us is that I am going to absent for about
one year because last week I received an offer of job from a famous overseas corporation
and decided to grab the excellent opportunity to work abroad. Therefore, I think it
would be a good idea to have a farewell party and some kind of celebration.
s MABINWERENE BEHNRSMBESHT
$): The party will be given in my house and we are going to have a lot of activities, including
singing, tango, short plays, and some mysterious games, and so on. The food and
drinks will be of many varieties and in abundant supplies, and don’t hesitate to use any

facilities in the house, such as sunbathing, sauna, gym, snooker, and coffee bar.
7. S (etters of recommendation)

s NABHREANEIRABBEETR
#) . Mary is at present a third-year English major at Shanghai University of Foreign Studies.
She has always been an excellent student ever since she entered this university. She has
won several prizes in the English debating contests held by the Department of Foreign
languages; and she has had three compositions published in “The 21st Century”, which
is a famous English newspaper in Shanghai.
c FIRBEHEANTHELETMNARK
#: In addition, Mary has quite a lot of hands-on experience with teenager education. She
has been teaching several primary school pupils in her spare time during the past 2 years.
With her patient and responsible work with the kids, she has won great popularity

among them.

¢« Qe



8. if)/a]{¥ (letters of inquiry)

< X HE - EENEREL
#] : First, is it possible for me to have a single room on the campus, and if so, how much will
it cost each month? And is there any allowance for overseas students like me?
o 32 (8] 04 77 ) (8] 2 A 6 AR R 41 Y5
#: Second, how much is the tuition? Do I have to pay in advance or can I do that after I
come to your university? Third, apart from BA degree from my present university , what

other academic qualifications do I need to have?
9. MiM{E (letters of gratitude)

o R BRATRRE, FEX FBREZLHE
#: T am very glad to tell you that I am fully recovered now. And I am going to go back to
school next week. When my parents came back from London, I told them about the
accident and your help to me during their absence. Both of them were much moved by
your great kindness and patience in taking care of me.
o 3R U A0 8RB X O B B LB X  R 2 0 T Bh
# . They insist that I ask you over to my home for a short visit. And this is exactly what I

am hoping to do. So could you afford some time this weekend to come over? °
10. 4% {K (letters of claiming losses)

- RHYRKRENREST
#: My mother sent the parcel to me from Shanghai, my hometown, on the 10th of July
2000. She called me about it as soon as she came back home from the post office, telling
me that it will arrive here in about one week. But I haven’t received it up to the time of
writing.
c HRREVDHBER BE KPIBRATHHRERASE
$il: The parcel is a small one, wrapped in brown paper. Inside it there is a newly published
English dictionary, which my father bought for me in London when he was there on
business. Also inside it is an album, which my parents intended as a birthday present for

me.
11. KX (etters of friendship)

s NEECHBLNAERS Tkt X H
B : 1 live in a quiet town just outside of Bangkok, which is about a one-hour bus ride from
coast, a very scenic place indeed. I also have a spare room available because my flat mate
is away in Japan until August, so you won’t have to worry about the expensive
accommodations.
o MIEX T R/ME R %, 38 A AT MB35 3h
«10 -



#]: I’'m working in a local school, teaching math and computer to young children. The kids
are really enthusiastic and very friendly. You’ll love meeting them. In fact, if you want
to stay longer I could ask the principal if she wouldn’t mind you working here for a

while. With your qualifications and experience it shouldn’t be a problem.

BEY ZREBREE

Writing the Conclusion

EARRORE BT HREEFTREGHERIGAR, RA—-LEEOEARSE

B BA HIFI M

1.

W /R{% (letters of complaint)

I shall appreciate it very much if you can give this matter your immediate attention and send
a technician to solve the problem for us at your earliest convenience.

Looking forward to your favorable reply.
MR (letters of request)

By the way, if you think it is possible for me to withdraw from the two courses, I would like
to have my tuition back. I am sorry for the inconvenience this may cause you.

Looking forward to your favourable reply.

i W {% (letters of apology)

I would be very grateful if you could tell me if there is any way that I can make up for it
after I arrive at your college. I do apologize for any inconvenience this may cause you.

Looking forward to seeing you soon.
iYL (letters of advice)

I appreciate your efforts to continually improve the service and will be more than happy to
expand on any of the comments I’ve made here.

I look forward to an improved service.
REU{E (letters of application)

All these give me enough confidence to say that I am the right person for the position. I shall
appreciate it very much if you could give my application its due attention.

Looking forward to your favorable reply.
W™ (letters of invitation)

For your information, the tour starts from August 16, 2001 and the cost for each person is
. 1]_ .



