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Directions
You are preparing for an English test and are in need of some refer-

ence 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
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sign your own name at the end of the letter. Use “Li Ming” i
stead. You do not need to write the address. (10 points)

Sample letter:
Dear Sir or Madam,

I am writing for information about test preparation materials
for the IELTS test.

I wonder if you have a vocabulary book covering the words re-
quired for IELTS, as well as past examination papers with keys and
model essays. Besides, how should I pay for these books--- by
cash, cheque, or any other means? If possible. I would like to use
my credit card. Finally. how will these books be shipped and when
is the approximate time I can receive them? The express mail is
preferable if the additional charge is not too much.

' 1 would appreciate it if you would send me a reply at your ear-

liest convenience.

Yours sincerely,

Li Ming

B BRI SHEE -

DfERERNE

Explaining a situation/Requesting information

2) #5E Vocabulary/Sentence structure

3) BmAMIEBH G . FE. 8530

Format:salutation, body, complimentary close, name of send-
er

Register:informal or formal?

B .FHREMRE

EFR W15 : Dear Sir/Madam... To whom it may concern...
Dear Mr. Bush. .. Dear George

EHEEHMP: I am writing for/ about/ concerning... I am
writing to. .. am writing because. . .

#H4/# R 15 B 1 wonder if. .. Would it be possible for you
to...I would like to. ..

B R REAT5D: ] would appreciate it if you could. . . I should be
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grateful if you could. .. Could you please. .. Would you mind. ..
ZHiE . Thank you for your attention/ kindness. .. I look for-

ward to seeing you/ your reply.
% % . Yours sincerely... Yours faithfully... Best wishes...

Lots of love
FE=.RE
RENE/REEET/RESET

BESHEEEA:

WEE R

— i % B

I'm sorry, I was late for the class this morning.
1 really enjoyed your dinner last week.

BL7E 52 1 A

I have been studying English for 10 years.

The oven has been broken for over a week.

— R 90 7 B

My class starts at 8,30,

They have parties every night.

WK

Would it be possible for me to borrow your notes?
Could you send me information about the trip?
E 30

Do you know where the books can be found?
What clothes should I bring?

When does the course start?

FEAMGR

1 can’t go because it is too expensive,

It is too expensive so I can’t go.

bug:s

He studied very hard but he failed in the exam. He was always
late. However, he got the best test result.

RALCARXEXRSBHER .
She gets good money—She receives a good salary.
People are worried about the environment—The environment
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is 2 major issue,
I'm not really sure, but... —It is possible, ..

People say. .. —1It is often said. . .
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