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You are going to celebrate your 22" birthday with a big party.
Write a letter to invite your friend Jack to the party. In the letter, please
specify the time and the location, explain the activities, and express

your wish for his attendance.

S— - &
Dear Jack,
Are you free to attend my 22™ birthday party at my house this Saturday
night?

It would be my pleasure to share the important moments with you.
Since you are a fan of rock music, I am glad to tell you that I have invited our
campus band, the “Breaktime”, to perform. There are also arrangements for
dancing and cake-cutting, which I am sure you will thoroughly enjoy. The
dinner starts at 6 pm so that we can have a nice and long evening.

I would like you to attend, so please let me know your decision.

Yours,
Li Ming
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| Dear xxx, $ & :

. My name is Li Ming, 5341 44. I am writing this letter to inquire
into the possibility of inviting you to take part ini 3/ 2 /.

' &5} will be held at E{AHis5 on E4KES[E]. I would consider it a
great honor if you could come. After the {3, there will also be a 73—
v 153} at (5[], I do hope you will attend too. If you need to know anything

else, please do not hesitate to let me know.

Since your presence is of great importance to this occasion, I |

- genuinely hope that you can make it. Look forward to your reply.

Yours, |
]

....................................................................................
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i You have just come back from a student exchange program in the UK.
Write a letter to your host family in London to express your gratitude.

TP ——
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Dear Mr. and Mrs. Smith,

B ek S0, N

I am back to China safe and sound and here I would like to convey my
heartfelt thanks to your whole family for your kindness and hospitality when I

was in London.

Your generous help and tender care made me feel warmly welcomed and

transformed my first trip to the UK into a beautiful memory. I do hope that

your whole family will pay a visit to China in the future, so that I could have

the opportunity to repay your friendship. I assure that you would enjoy visiting

here as I did at your home.

I feel obliged to thank you once more.
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Man: I'm a photographer. I've been
looking for a face llke yours.

Woman: I'm a plastic ﬂ
surgeon. I've been looking %

for a face like yours.
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| Dear XxX, :

5 I am writing this letter for the purpose of extending my heartfelt |

gratitude. '
But for your timely help, I might have been HBLA[AIEL. It is |
i your assistance that filled me with enough confidence and things ended
up smoothly. I sincerely hope I could have a chance to pay back your
! kindness.

I feel obliged to thank you once more, and I am looking forward to
seeing you again. Please send my regards to your family.

Yours,
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You are invited to a dinner at a friend’s house, but you are not able
! to attend. Write a letter to your friends to express your apology, explain

your reason, and suggest a meeting at another time.

Dear Jack,

Thank you for your invitation to dinner at your home. Unfortunately, it is
much to my regret that I cannot attend.

I will be fully occupied preparing for an important exam coming the
day after tomorrow. I feel terribly sorry for missing the chance of such
a happy get-together, and I hope that all of you enjoy a good time. Is it
possible for you and me to have a private meeting afterward? If so, please
don’t hesitate to drop me a line about yo.ur preferable date. I do long for a
pleasant chat with you.

Please allow me to say sorry again.
Yours,
Li Ming
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Dear xxx, l

I am writing to extend my apology because I am unable to Z/Ii% .

1 sincerely hope you can accept my heartfelt apology.

It is mainly because at that time I will be fully occupied by $_1§_
which is quite out of my expectation, and that conflicts with your 7§
3#_]_. Therefore I am forced to adjust my schedule and cannot make my
presence. I sincerely hope that you will enjoy a good time. By the way,

can we have dinner together sometime next week? I hope to see you soon.

Yours,
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You have worked in a company for several years, but now you need
to quit the job. Write a letter to your boss Mr. Smith to tell him your
decision and the reason, and your appreciation for the work experience.

J.‘

R T e A A S B A S R AR AN A A DAL SO SR

Dear Mr. Smith,

1 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 Beijing to live permanently
with my family, as Beijing is my hometown.

Looking back upon my five-year experience in this company, I have had
a very happy and enjoyable time working with you and other colleagues. From
you 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
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Dear xxx, i L 5

I am writing to inform you of my decision to resign from my current |

5 position.

: There are a few factors involved. Firstly, J&FE— . Secondly, J&
| E Lastly, EE=

: I would like to take this opportunity to express my gratitude for
the rewarding experience that I have enjoyed during my employment. I
‘ sincerely hope you could approve of my resignation, and I apologize in !
advance for any inconvenience thus caused.

Yours,
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Your friend Jason is elected as the Chairman of the Students’ Union
of your university. Write a letter to congratulate him, state the reason for

his success, and express your best wishes and encouragement.
N I S e L S = __f

Dear Jason,

1 am much delighted to learn that you have been elected the Chairman
of the Students’ Union. This is a special and happy moment for you and I am
very proud of your achievement.

The Students’ Union plays an essential role in our campus life. Managing
and leveraging such an organization not only poses a great challenge to you,
but will also fundamentally enhance your ability comprehensively. I believe
this position will be a new beginning, and a chance for you to embrace a fuller
life and pave the way for a brilliant‘future career.

Please accept my most sincere congratulations!
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Congratulations to you! I am much delighted to learn that £ 51 3F

H. I would like to extend my utmost congratulations to you and I feel
so proud of you.

Years of hard work have finally turned out your success, and [ know
more than anyone else how much effort you have put in. I am confident
that you can make much greater achievements in the years to come. This

success will be a new beginning, and a chance for you to embrace a fuller

life and pave the way for a brilliant future career.
Please allow me to extend my heartfelt congratulations once

more. Best wishes!

....................................................................................



