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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.

XA B AT AR H, Z WA SCE B 2 DL H B A TSR R .. RITAEUTFH=
R

© HWrER, FEFREET LG, FAENREA WX R —RIERE, IR EANAE
A DA B R R IR E A B VERESE AR . B BB FIRNC S5 (R B4R 4L T IR SE m AR 44t
EHEBE),

@ EHLE, FABENHEEHPEETNESER . XEFE R EE A S CEMNELHA
LR, A8 E S (5 B 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 55,

@ ¥V ARBSGH TR E ., £ R4 TR, ZEELS S FIRMAERMRER, RERSWESR
Jo WEEABH, ZA N EE A TEBESMMIGEES L, FEWBLSE R, NSHZEBHREM
WEAMTAER, MRFXBRAESERFEA R, B2 VBRI HAM, 5%, EXEFmEL
AL AR ARE, BERFESEMFSRNMNVARFIAMH FIME., AZRSCE LG, —EBEHERY 14
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A FAER . FOATERJE TAREA A, — BRI SR RAFPIR Z AT B %5 R a5
o FRANMEIERIAT L HUBCRE R, (HRIERE R,

AHEEAHNRFIERSUER, B HTRSMINAGE, URARSAFRZE . 5% ZEEL
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(1) IR EEHR

YR BEHA TG TR XSG, BT LS, M4
— B — AT AR LA B 4~8 NTAF, ELPTR BOA RO4E B B R R — B FRIP DR S, Y%K
WAEH A AL B SRAEEMIMR Tk NG5, FER 55 JE P EUBRAT , TS 852 F o 7R
AT, HAR R ITA Bk —1TH DR S, BISBZEZE—17, FHMRIT | K SF R
t#E . BAUTFER:

OF 75V

N
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.

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

Yours,
Judy

@ FrkK

.
Dear Kate,

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

3
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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) BIFMLH

YA BE G S 6 N ERSY - 15k (heading, A G AR H ) . 15 Ak
(inside address, #§ Y5 A Hbhik ) . FRAF (salutation ). 1E 3 (body) . %% 3 i (complimentary ) . % 44
(signature ), A IHMEAALIERN 5 (postscript) FIFfH{4-(attachment ) . BN FiR

g No. 5, Yiheyuan Road W
Beijing, 100971 &3k
P.R.China
Mar. 12,2012
Professor John Smith
13 Broadway Avenue & Pk
San Francisco
California 93011
U.S.A.
Dear Prof. Smith, PRI
I am very glad to hear from you.
...... 1IEX
Yours sincerely, gEHiE
Judy %4
P.S.:... R & )
L

— B WHESCH TREPTIR , HRBERFATEBE P EMEFRIT | IE3C. SRIEMZ AL 4 D
41, BIA T BT STHX 4 DR 2 E B A — L),

@ Fruy

PRI R BE L, BEEABEANIRIE. TieEMAGHERAFSEM, —HAEARLL
“Dear”fE N T35 IS N2 RISk AT, FRIF )G T — AR R IE S .

HERNGEHF, WREFEANSBEARLR CBORS , WFRAFAT LI HERE , —MR#R & “Dear” j5
T E 4N A4 , i“Dear Anna, Dear Tom” % ; 5{# “Dear” J5 B M 2E A FRIF, 41 “Dear Papa, Dear
Aunt”; WRXERARIER FEH, MZRIEXT B, 5 E“Dear Mr. Smith, Dear Mrs. Smith, Dear
Miss Smith, Dear Ms. Smith” {3, ZEARFIE - MISERICHET R, B Ms.”,

EAFEHT, — BRI RERGE A SKE GG, st miEA2% . ERINESEIE
Akfg. BAERIF X REEWT .

B+: Mr.

4+ : Mrs., Ms., Miss

#¥% / 18-t : Prof/Dr.

i EE . RS E . Hon. (Honorable, B “245AY")



? EWEIESEEX 100 8

%45 ; Editor
AEIRF 14 : Dear Sir/Sirs, Dear Madam/Madams, Dear Sir or Madam, To Whom It May Concern

@ EX »

EX—AFE = BRIk, WEFTRIUBREASFENERMB R, IRES
AN, BB E— MR B IRAE . ISR RIS, YR BX 07 R AN
e

B RAEZOMEBEAZ, FETF L5 A R T IE 5 Hu R AR RE o

=T RAGIGE R, EH DAL SRS IR A R . AN

I am looking forward to your reply.

Please pass my best wishes to all your family.

® GG

SR RS E AN TYUE AR PR A

ERNGE M, — T LA “Best wishes, Best regards, Best, Regards, Warmest Regards, Yours,
Yours ever, Yours sincerely, Cordially”, @132 H TR RIEH EHMA LS FEEN, WEF LA
“Yours affectionately, Affectionately, Love, Lovingly, Cheers, Your devoted friend, Your loving son
(daughter, nephew, niece, grandson, granddaughter, father, mother, husband, wife, etc.)”

ENSENHH, —MAT LA “Yours sincerely, Yours faithfully, Yours truly, Yours respectfully,
Yours gratefully, Yours cordially” %5,

R RAER — AR A AN A IEXF S, BT U B HGESMERT LSRRI T IER
Truly yours, Sincerely yours, Faithfully yours, etc.

P AEERIEE £, X FHAERULINR GBS IR S L T WARISHGE B AR &,
{HRAF T RORAE B, 4 HE 4R — 1~ Yours sincerely” 5 7] LA AR N T AE , A IX /™45 R8I il 1
FFRARMASE M ‘

@ %4
KTPBEANTR AR, ZFRPAARFEEET ACKE T, RAEM L Ming" XM 7o

2. IR

BT &I Z MG #E R | SRR X oS 0 —Fh 4. R — AT &
VUL, TERFA RN LR . Z5RA LB BRAERFIRE, —Ml 5 MR :

To: LA

From: & 3CA

Date: H i}

Subject: i, W& R TERL A& 1WEDEILARE, 22— MR IR

Message: 1E3C, EA T, 3| HBEEEMEERLL

HERENANRENHEEE, FEQHELUTILNER: i, f8f, (i, Hl, FERE AR
WA, AT REEIEFE AN IS I E S SCRBIEAN T3, Fi, BR—MHE | AL5% B BYE
B, RIKTERAER, DMET REEEE YRR EMbER. FEERNE, FERNWRXARES
LR, ERFREE, RO BATESEREMNES.

&6
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3. 5

BRI THMENMENEEREEES, TR EA AR FEFZEXFIE—F
KA EAFIFERR , WiER, 292 &5, 85K, AR, B5%. R0, E5HE.
i 3 5 H &1k

MEBBETS , EAERIES FEEE IR, MR, PO S B, Ra% s
o [, (EAE— M E G AMZ T, B “Dear” 570, G5 RABA S RIE, HEES . 1F
MFTEEERE, FE E—E R H . Hrh 35 B RN “Mar. 20, 20127, g3
Y H %R 20 Mar. 20127, BiFEENE A T, 368 12 DA B4 SIT : Jan, Feb.,
Mar., Apr., May, Jun., Jul., Aug., Sep., Oct., Nov., Dec.,

EAEATER T

Mar. 20,2012 H#j

Amne &%

=% Z@IZHRiE

— . &EE (Letter of Resignation )

BACAAETEFHE R BN RIS . O THEREMF AR, AMREAN, THE-HERA,
JRIZFER . BoAl ., ARG S R E e

BRGNS BT F O LA X O G R AR B], LA i
TE LIS A LB RIRRIT . ARG B IR I8 2405 B CXFER TAENLZ .

B =45E"

& R IR, s iR SRS — S [

Tips: EEAHBREHEHEEA— T ZRE, LERERAHRG O, AN TREEZE 24
A TH Xy TR RE BB,

1. 2005 4 H8
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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38 x

'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 clty Moreover, so far I have never had responsibility for any
challenging task. ;

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

Sincerely,
L Li Ming J
(2 3
BN ERL:

RACEXHERAFLREMNAERT PHRA
REREXERRIETHEMNA, ERRAAXGIEF T HEROTY. ¥4, RNIKET
FHRAAFRE, REREINMNATEFERT P EERE, W, B EHHLE, RRANLHK
FEMAAE S T,
A X T B L0 S R TR BH

& EW Y,

1)
intention: n. & &, B #) withdraw from: & 7, #, &
merely: adv. 4L, R, Rit be far from: i KRR, ik RGP
barely: adv. RIR], 44X, JL-F R4k sustain: v. ¥4, $¥, Fik

have responsibility for sth.: i 7 % F

I am writing to inform you of..

Though having..., I unfortunately find that...
First of all...Moreover...

I apologize in advance for...

2. LI
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.

OF:
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~

€3
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
& : J
(% 3
L X GE & A

BHXAFRREBUEFERARNETNMNARLZENNIH, AZERERZREFEANK
A—BRBERNESFY, FREBERHEE.

ERREINATSENTHEH, REEPEURERI T EERBNEL, RN47T
EREWY, WELTRREIAE, FEZIERRENEY, RUFFRRIREXEIHREK
B A

CREH,
ZH

RFRICR 7 H

permanently: adv. K#3#, KA #, RE#  look back upon: B
enjoyable: adj. A A B84 gratitude: n. B

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

. i#5K1E (Letter of Request)

TR RALST SRR , 3R BRI RER . SR E AR E S MR 4
SRefth ABEET, BISR A AR

RN AR R R, — B EESELR, A A5 R I
SRIIRE ; B FR A B 7 TS

Bl S

SEAT | R —BRIE RS Ti— Fk U IR

Tips: £F 3HAT, HFRERBLRIAFRHAIENM, FIALEEGF L TUM—THL6 A
BB, AR, B TREGFHFREERRZTERMAANETN, FrAE2zEE405048
B, REZ SRt Bk,

4]
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1. 2006 4F Ef5

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.

B X

(To Whom It May Concern,

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,
L Li Ming ¥
& x)
ARRAFA:

B EH, RATAZNFLE, BALCSEXHCNENZFETURS 2R BF £, FEH
Ke—4eEHAL.
HARBEFRRASZARMIRANEFES, BARIAENRRTETULRERT FRK
No ETRABKMAL, REZM/ HEREZFRARENFPEERMEN -4 FE, —2BAR
AR FLE, REITEZFLENFREALEE, EEEAFREY,
Rt m (R ABERXHE),

BREREN,
Z B
(ARRICRAA

in the hope of: # % assistance: n. % 85, ¥-8h

first and foremost: & % declare: v. #8A

possess: v. PAH implement: v. %3

oweto: %, &TF decent income: 45 &9

asto: £T less developed: X & ik #9

(Fgemal)

I am writing in the hope of your assistance to...
Thank you for your time.

& 10



