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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.

EXE3

Dear Sir or Madam ,

I am writing to express my interest in purchasing several titles from your bookstore. The books
that I would like to buy are A Siudents’ Guide to Correct English Usage by Edwin James, and A
College Dictionary for Advanced English by John Black. Could you let me know how much these
books cost? Which methods of payment does your store accept? Can you deliver them by
express mail? How long will it take the books to reach me? If possible, I would like to pay by
check and have the books sent directly to my dorm. Many thanks for any assistance you are able
to provide.

Yours sincerely,
Li Ming
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Two months ago you got a job as an editor for the magazine Designs & Fashions. 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, stating your reason(s), and making an apology.
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Write your letter with no less than 100 words. Write it neatly 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. (10 points)

Dear Mr. Wang,

I am writing to inform you about my decision to resign from my current position. There are a
few factors involved that I find intolerable.

First of all, the salary has proven to be much lower than you originally promised, and I have a
large family to support. In addition, the office is located in the downtown area, yet I live in the
suburbs, so it is exhausting for me to spend over three hours commuting every day. Most
importantly, I feel rather disappointed and left out on the job itself as in the past two months I
was never given any really important responsibility.

I sincerely hope that you approve of my resignation. I am sorry for any inconvenience caused.

Yours sincerely,
Li Ming

BHEY
He Tk,

RARGEINAEG I, BEEEp, ERIHANAFTEHNRERAREL X,
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RECSHBERERGER, R FE, REAHKE,

Z #LE

Dear Mr. Wang,

I am writing to tell you that I have decided to quit my job.

As you know, my major was design and I love creative work. That is why I applied for the
position as an editor for your magazine. I was expecting to use my abilities to the full.
However, my expectation has been proved wrong. Our magazine is a Chinese version of Designs
and Fashions published in Paris. According to the contract, the layout of our magazine should
follow the French version. All I have to do is copy the pattern and insert the Chinese translation
of the content. Little creation is involved, so I want to quit. I sincerely hope that you will
understand my situation and accept my apology.

Yours sincerely,
Li Ming



