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B— MAXGE (Part A)
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EFEstAELA; ke b, BHMAET, PETHR—4T. £

BAZ A ik Ao B AE
HM" Wik % BB AR, AMRNE KGN, B 1S ik 4
' R&, 7 (M/E) %, B%,
EX 4R A24 EHE ERAZAM R S foib i, LARHIER
B gy, | EVNALRERAR AR

Wak. e TAZMRE AN, 45 ke B BIK— E2H 1T

I TFKAEANMET &, BR—E2HF, R Rl sy adK, 4
»f —#% i Dear Sir & Dear Madam,, 42 R 15 2 54— M8 $AA,
g ) /A Dear Sirs & Dear Madams., & JL&gAR=F k44 . Mr. (£4) |

Mrs. ( &34+ ) | Miss ( R¥54H) . Ms. ( RS agkott) |

Prof. (#4%) . Dr. (#HE+REA) .

{o FAkepid T, EIEH—EMIT, EXHBEREHL: 515, P

HFAZEL .
SEH G FLE R,
AERFRZ Yy, SHhettaid, BTEXE@, B—EHTA
ST RAENRS TS, F—AFERE, LERES, F
R JA 8 45 B 3iE A« Yours respectfully ( #f TiAZ HHARKE) ;

Yours faithfully, Yours sincerely ( 7 % ik fo £ X & 4 F ) ; Yours
sincerely, Yours affectionately, Yours lovingly ( #AA M AZ 8 ) , 48
L FiiEpey “EEHET EXEET
BEHERHENETHAELEREANRL. ALEREETREEL
e 4 HTERATFPBREANL L, ERLOTHATNRMA, wRELEH
ok, M 4 % AT AniE Miss 3 Ms.

- EEER
PlEAmAER: FEXE54%4X, FRXOPEP, HAREMAEITLL, EXHEZZINT
i, BERM B, HARETNEEAFREFY, EXBEZARETIT. wT AT



Dear Mr. Turner,

Thank you for your letter of March 5th. I'm glad
that you are also going to Guangzhou next month.
It would be a great pleasure to meet you at the

Canton Fair (China Import and Export Fair).

Our company is having a reception at Baiyun
Hotel on the evening of Apr. 28th. I would be very

pleased if you could attend.

Dear Mr. Turner,

Thank you for your letter of March 5th. I'm
glad that you are also going to Guangzhou next
month. It would be a great pleasure to meet you at
the Canton Fair (China Import and Export Fair).

Our company is having a reception at Baiyun
Hotel on the evening of Apr. 28th. I would be very
pleased if you could attend.

I look forward to hearing from you soon.

Yours sincerely,
Li Ming

Sales Manager

I look forward to hearing from you soon.

Yours sincerely,
Li Ming

Sales Manager

= RMIEE

ERARE L EADELRE PRERRGR RS ZARAGEEFX, GIFEX, —f&, FE
XEH K, 24 BRIEIE 2o 2T f R0 5 695, DRAMAS 6945 % 52 EX 4, M KIRIE,
B 412 Fsk %2 EX 4. ALSew .

e )

#E (Letters of Advice ) 5 fF AFFFmFEAR LR, BUEESMERFERERERE, 825
WA SR I E R . IR EIEAE AR, DMEXMTEZACKBE. Eik. i, EUUE
WEGIGE I, B,

(—) #RaX

1. I would like to suggest that.../I am writing with my suggestions about.../I am writing to express my
views concerning...

RBEB o/ REFREH - —FREZ / REERREXT &%,
2. You have asked me for my advice with regard to...and I will try to make some conducive suggestions.
FeJrrmnme Rkt — i, RBARFRE—HBGEI

(=) REWmm

PR T —E EIA B EIE A O AN, XE@EFREA I, 2EaEaH.
WAL R 3 LA R A

1. 32 ISOR A E el ga X, RER AT
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2. I SCEAT FEOT B SO P, AT s I AR )

(=) tnfariEgidR iy

ARG AR SCS PR B DODCHE , S AT R I — ML 2 ~ 5 4, B A Y
TR S R R AR BB IA e . A BUE TR DL BRI ) F

1. In my opinion, there is much room for improvement. On the one hand... On the other hand... As to...
I suggest...

2. If I were you, | would...And you may agree that...

P EFEH A

Directions: Write a letter to your university library, making suggestions for improving its service.

You should write about 100 words on the ANSWER SHEET.

Do not sign your own name at the end of the letter. Use “Li Ming” instead.

Do not write the address.

FE ANFRESEAERS

g AHEBTHERA4M, ERAAFNELES —HE, AV ERS . B, KXHENE,
HERWGEWATXER, THRAXNAEREMELTZH: F1REAEEHREEmENESE
RERFEd; F2RAMEREHER, RETHAFNRD; E3RXAICHLFER
SRE R Eming

BaEX

Dear Sir or Madam,

I am delighted to learn that you are collecting suggestions for the library’s service. In my opinion,
there is still much room for improvement. On the one hand, inefficient service in the library really
bothers the students a lot. On the other hand, some librarians haven’t yet noticed the drawbacks of the
service at all.

As to the old search mode, I suggest that you implement a new information management system to
make it easier to find the right books. If you can put all the books’ categories in the computer, it may save
plenty of time for students to look for materials. In addition, it would be helpful if the periodical room
provides the latest issues instead of outdated issues. I am sure our library will function more effectively
in enriching our campus life.

Please inform me if my suggestions are accepted. I am looking forward to your effective reform.

Yours sincerely,
Li Ming

pp EHBI[EM2:

Directions: Restrictions on the use of plastic bags have not been so successful in some regions. “White
pollution™ is still going on. Write a letter to the editor(s) of your local newspaper to

1) give your opinions briefly and

2) make two or three suggestions.

You should write about 100 words.

Do not sign your own name at the end of the letter. Use “Li Ming” instead.

Do not need to write the address.



L FEEEtiy

EFE RVUWLARDHTN “REAL”

g AEBRTRAXGR L. MESHNER TR FEHRORAAEAEZRHR TR
Rk, “BETR’ MAESE, ERALHBANEES —H1E, RUEELRR O hEE, F#7
H2—34&# W, B, AXNZ-HEWE., REFLRHN, TURLEHMARELTEH: $1&E
EXAECHARAEHERROEE; F2BAFFERYEGREY,; F3IRXAFEIAHHEZE.

( EAEX )
‘\ y.

Dear Editor,

I am delighted to learn that the free use of plastic bags is banned in our country. However, in my
opinion, people in some regions are still using plastic bags as they used to. On the one hand, many
local residents think plastic bags are cheap and convenient. On the other hand, to attract their regular
customers, many businesses are still providing plastic bags.

As to the low cost and convenience of plastic bags, I suggest that more possible alternatives, such
as paper or cloth bags should be made. If the substitute is cheaper and has more advantages, people will
stop using plastlc bags. In addition, the mass media shouid help to enhance people’s awareness about the
‘negative effects of the “white pollution”. I am sure these suggestions will work.

Please inform me if my suggestions are accepted. I'm looking forward to hearing your good news.

Yours sincerely,

Li Ming
Date:
Dear 3 H ] 5 FRE
(D I am delighted to learn that/I am writing you | O H{FHIJER Y &
this letter to . @ In my opinion, @ HOXMBEVRAFER: (BIEATE )
3 On the one hand, . @ On the other hand, @ ZFF LAF LA —
) @ L LR FEEA G
® As to , I suggest/think S| ® BB HE AL
©® . (@D In addition, .@®lamsure | © XZEWAHE—EIR
, @ HAthry Y
(9 Please inform me if .10 I'm looking X HE 1SN 25 FIT A 7R
forward to ) 0 FikA N A
Yours sincerely, USRS EA
Signature

D@ -
€ 1 would like to suggest that.../I am writing with my suggestions about.../I am writing to express my

views concerning...

HRABEB/ KRBT R AR —FRBFE, I RBERRBELT A&k,
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€ You have asked me for my advice with regard to...and I will try to make some conducive suggestions.
EFeoARAERR —EEN, RARFTRE-EFEGEI

I feel that it would be beneficial if... % H/F 4R -+ B RATFA,

If I were you, I would... 4o R K 2R, &KHF------

It would seem to me that you could... £& A &, RTyh---

As you may agree that... R AR &

L 2R 2R 2R 2R 2

I hope you will find these suggestions/proposals/recommendations helpful/practical/useful.
EABRR AT L EI /R HBRA B/ F R AR,

I trust you will take my suggestions into account. & A815 1R &F & & o 249,

I would be more than happy to see improvement in this regard. &R & 3% A& 31X 7 & 69 & &,

I would be ready to discuss this matter to further details with you. &/ &4F 5 fhit — F FH L F,
Please inform me if my suggestions are accepted. %= R & #9 A KA, HiB i,

L 2K 2K 2% 4

A5 (Letters of Apology ) 2 HIRXT TAES A B AR RFRMENG R, WrT LIgHR R
N BIHILE . B IS BRA KBt 25, B E1Fm R N, S5 R R MB A, 1A YR B .

HERAEEE =N

Fk: B LAA 1 am sorry for/that... 55/m) BYXf FE 3 R /R#E, a0 M 1 understand that.../I am
writing you this letter because... /1] RS IF A i [a) &

Fik: FEahit oy RedREngAE, R JUR Iy SRUE T kR
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Directions: You have just come back from Canada and found a music CD in your luggage that you
forget to return to Bob, your landlord there. Write him a letter to

1) make an apology and

2) suggest a solution.

You should write about 100 words on the ANSWER SHEET.

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 Bob,

I am excessively sorry to tell you that I forgot to return your music CD I borrowed from you the
other day. Now, I am writing you this letter of apology to show my deep regret.

I hope you will understand me and excuse me for forgetting to return the CD to you. The reason for
my negligence was that I was busy preparing for returning home. In fact, a succession of things before
departure drove me so crazy. I sincerely hope my mistake didn’t cause too much inconvenience.

For making up, I want to mail it to you via air before it’s too late. Or else, I will send you some
money to buy a new one. Again, I beg your pardon. Best regards to you and your wife.

Yours sincerely,
Li Ming
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