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1. FRFi

Dear Sir/Madam

2. R (05

Hif:'m writing‘ for an opportunity to work in your esteemed company that boasts of decades
of reputation. : ¢

#41# : ’'m writing to request your attendance to a dinner party that is to be held in Beijing
in August.

J#&i8}: T am writing to extend my heartfelt thanks ( sincere gratitude) toward...

F#1ff:1 am writing to complain about the poor quality of a product that 1 purchased from your
store two weeks ago. 2

HLPE .1 am writing to extend my sincere greetings, wishing you a happy New Year, your career
greater success and your family happiness.

Z hEENEESE

1. (SR8 H 2R, $030 mT LU 31 i) 4% i8] sl 3 ia]

[ /=45 ] Write a letter of application according to the following situation. You saw an advertise-
ment in this morning’s newspaper. A company needs a secretary and you are interested. Write an
application letter to that company.

2. R B SCF R 8 R RARA, e shiRliE SRk

[ =% ]1 am pleased to discover from Beijing Youth that your company is calling for a secretary.
I wonder if you could consider my application, for I am delighted to join your esteemed company. First,
I can speak and write English fluently, which happens to meet your current requirement for the vacancy.
Second, I have a good command of Microsoft Office System, Graphic Design and Adobe system. Third
and last, I am always ready to help other people because I'm patient, enthusiastic and sincere. Given

T



these considerations, I sincerely hope that I can be a member of your esteemed company.

= GREEMNEEAE(=71E)

[ 77541 )T would appreciate your assistance in this matter. If you have any question, please don’t

hesitate to contact me. I can be reached at... Look forward to your reply.
m.EF2
HEXEL T HES, — BN Yours sincerely...

BAXSELFiR
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Directions

You bought an iPhone in a store last week, and you have found that there is something wrong
with it. Write a letter to the store manager to explain the problem, express your complaints and sug-
gest a solution. N

You should write about 100 words neatly 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. (10 points)
M8 stz
Dear Manager,

I venture to write to complain about the quality of the iPhone I bought last Friday at your store.
I hope I can have a good solution to the problem facing me.

During the five days when the iPhone has been in my possession, problems of softwares have

emerged one after another. For one thing, the screen is always black, making the iPhone no differ-
o e
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ent from a traditional one. For another, the battery is distressing as it supports the iPhone’s operation
for only two hours. Therefore, I wish to exchange it for another one or declare a refund.

I will -appreciate it if my problem receives due attention.

Yours,
Li Ming
oz,

FARF RIS IE T X 3ME  F A LR A AL E 2 W %4y iPhone F A6 R F R, &
AR E N P AT B RAT AR, | - '

W% ELHMHS P, BAKE M- ABE—ANREI, —F 8, FURERELZRE, #1&
ARG HAELEFIERERERN, B—F @, B RALRRIAE, £ F L ALA
B, 2 R EHFALIAEBADE Bt RAZTAR—HFFI, T 0 R 2 REBHK,

B ALK 19 AR 54T B R B E AL,

o

i#E
© R
Directions :

You live in a room in college which you share with another student. You find it very difficult to
work there because your roommate always has friends visiting. He/She has parties in the room and some-
times borrows your things without asking you. Write a letter to the accommodation officer at the college

1) asking for a new room next term,

2 ) stating that you would prefer a single room,and

3) explaining your reasons. 5

You should write no less than 100 words neatly on the ANSWER SHEET.

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

z

Do not write the address. (10 points)
Dear Sir or- Madam
I am writing to inform you that I wish to move into a new room next term. I would prefer a sin-
gle room, as I find the present sharing apartment inconvenient.
I must explain that the reason for my dissatisfaction is my roommate’s inconsiderate behavior.
For one thing, his friends are constantly visiting him; for another, he regularly holds noisy parties.
In addition, he sometimes borrows my things without asking me. In these circumstances, I find it
difficult to concentrate on my studies, and I am falling behind in my assignments.
I am sure you will agree that the only solution for me is to move into a room of my own, where
I will be free from such distractions. Therefore, 1 would be grateful if you could find a single room
for me, preferably not in the same building but as near to the college campus as possible.
Yours sincerely ,
Li Ming
« 5.
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Directions :

Suppose you have found something wrong with the electronic dictionary that you bought from an
online store the other day, write an email to the customer service center to

1) make a complaint,and

2)demand a prompt solution.

You should write about 100 words on ANSWER SHEET 2.

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

Do not write the address. (10 points)

[ 5
Dear Sir or Madam,

I am writing this letter to complain about the quality of your product—an electronic dictionary 1
bought in your online shop last week. Today, I find the dictionary does not operate properly. For some
reasons, the battery can work for only two days after last charging. What is worse, the pronouncing but-
ton of it does not function. Last but not least, the screen will shut down unexpectedly and randomly.

As the machine is under warranty, I would like to exchange it for another one or get a refund.
I am looking forward to your reply at your earliest convenience.

- Sincerely yours,
Zhang Wei
B =i

X — i /MESCR LA 8 Z BT AE LT (— ) % i UR(E , SR B0 M L 2
FHRAENFIHE—H Fialt, BMEEFLHRASHEN B, S —ER, &
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RABKAE SRR 28 B 2B A
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| am writing to complain about/that...
| am writing to make a complaint about...

| am writing to express my concern/dissatisfaction/disappointment about...

| feel bad/sorry to trouble you,but | am afraid | have to make a complaint about...
| am most reluctant to complain, but...

| am writing to inform you that | find...unsatisfactory.

| wish to draw your attention to the problem/fault...that | bought.... '
It is with great reluctance that | must inform you that...

RiFESRERAXNER

| trust you will take my complaints seriously and...

| will appreciate it very much if you could...

| would be perfectly satisfied if you can kindly...

| understand you will give immediate attention to this matter.

| would like to have this matter settled by the end of...

Frankly speaking, | am not prepared to put up with the situation any more.

I must have you fully understand that without a satisfying solution, | will reserve my
right to take legal action.

| would be grateful if you could...

| would appreciate it if you could...

Bl i

SRR AT ABERE— IR R URUR A R R B TR B A LB
19 RR G FEAR 55 TR Hh A s 5 o FT B S A A, WL AR R Bk
O E R R, B A T B B S AR VR (5 76 S 0L F A AR 2 AL,
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B BiIgE— (2007 £EH)
Directions :
Write a letter to your university library, making suggestions for improving its service.
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. (10 points)
Dear Sir or Madam,
As a student of this university, I would like to take the opportunity to express my appreciation
for 'your assistance as always. Meanwhile, [ feel that it would be beneficial to express my views con-

cerning the quality of the library service.
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In the first place, I find that most keyboards of the library computers are in poor operation,

which greatly inconveniences users. | would also recommend the library to improve the efficiency of
purchasing new books and subscribing to academic journals. Last but not least, the study rooms
need to be furnished with a better lighting system.

I hope that you could take my suggestions into serious consideration.

Yours sincerely ,
Li Ming
E3's
Faey AR KL

A AR A, RAA R X AL E— LRI B R TR, FIE, &&’@XT@ ¥4
BRI R — N ARG A B TR E,

WO, REILE 48 R 6 KB 4 AR BRAF L6 B R PR RAR SRR, R AR
B A KA AT AT 0 R FB , B T HE 6 R R Rt — e,

B E@ik-ﬁ—%iﬁﬁ.é’) 23,

£
: 3
0 R g
Dear Sir or Madam,
" I, as a senior student of the university, am writing here to offer some advice to improve the
service in the library. |

I can find no better suggestions other than the following two. To begin with, why not provide
heater during winter time? It is always so cold in the library that many students catch a cold when
studying there. Besides, please pay more attention to-the order-at the reading room. So many dis-
turbances such as talking aloud, mobile phone rings and the like make us difficult to concentrate on
study. Under these circumstances, I find that I am falling behind on my studies.

I will be grateful if you could take my suggestions seriously. I am looking forward to your early reply.

Yours sincerely,
Li Ming
F3r
S EESLE:

CERR—BREHFE, ﬂ’,ﬁﬁ-‘”"-%‘ﬂ, AEZRRBHEMNEFBEORFAE,

KL T @GR FEBERIT, AL, ARSNAFRIEAT ARBRR? RERAFERD
FAREBPREIF£FE, LR FESXE—TAIEHHA, 8T ELBAKS TR, e
R EWiE FIahF RRARBELCFT, AIHORY T, REXABNGFET RAW T,

I RGEIALT ERGEL, B R A, BHFEGTHEL)

]
: 82
Bl %15 9 5383 (i B HEBE R R0 HHIH)
Dear Sir/Madam,
I am a student in this university who regularly come to the library to spend my spare time. Gen-
+ 8-



T EHMEBRAXEE

www.wendu.com

erally speaking, the services you offer here is quite good; however, 1 have some suggestions for you
to adopt. And I would like to extend my greatest appreciation if you are so kind as to take my sug-
gestions into consideration.

To begin with, will you please prolong the time for reading? In the daytime, most of the
students are having classes, so they can’t come to the library. Moreover, some of the books on

shelves are out of date. If you are so kind as to provide us some books such as the latest magazines,

we will be greatly honored.

I really wish to have a more comfortable library. Thank you for your time and consideration.

I =B 1]
M

Dear Sir/Madam,

I am a student in this university who
regulariy come to the library to spend my
spare time. Generally speaking, the services
you offer here is quite good; however, I
have some suggestions for you to adopt.
And I would like to extend my greatest
appreciation if you are so kind as to take
my suggestions into consideration.

To begin with, will you please prolong
the time for reading? In the daytime, most
. of the students are having classes, so they
can’t come to the library. Moreover, some
of the books on shelves are out of date. If
you are so kind as to provide us some books
such as the latest magazines, we will be
greatly honored.

I really wish to have a more comforta-
ble library. Thank you for your time and
consideration.

Sincerely yours,

Li Ming

Sincerely yours,

Li Ming
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Directions:

Restrictions on the use of plastic bags have not been so successful in some regions. * White Pol-
lution” 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 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. (10 points)
[ sz
Dear editor,
I am a faithful reader of your newspaper and I'd like to convey in this letter my deepest concern
about the continual free use of plastic bags in our society in spite of the restrictions by the government.
As is known to all, widespread consumption of plastic bags leads to white pollution, which
brings disastrous effects to the environment. Therefore, it is imperative for us to take even more
drastic measures. For one thing, we should enhance our people’s awareness of the seriousness of it,
which is of vital importance to us. For another thing, in addition to charging consumers, the produc-
ers should also be heavily taxed to control “White Pollution”.
Thank you for spending time reading this letter and I'm looking forward to seeing some new
changes in our society after our joint efforts and endeavor. .
Yours sincerely,
Li Ming
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Dear editor,
I'm a sincere reader of you'r newspaper and I like your discussion of the social problems. Now I
want to give some opinions of myself about the “White Pollution”.
As we know, regulation was made to solve the problem on June Ist of 2008. The use of plastic
i



