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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.
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letter to the sales department of a book store, detailed information, payment, delivery %5 .

@ ¥ ABSOHFARE . £ AR, HZEEESPREERE, RIEXTNESR
Ho WEEAE S, A RUEE AT AEERMRGEE R, FERLLSE G, MSE B FRE
WEA M AZR, T CRHEERGEH F, @k MRS A, 5455, fEXs 4
AT AR, (HREFEEMASRNGAETE ¥R HE RS, EXBCEUE, —E8ERY 14

3 &



? EWEIESIEEX 100 B

B A TR — R (SRS R B e | FresRign 2 & e &1EN, DARREA IS 5

B3 A

. U

1P

PERARIRH— it B RREEN T AZ—, MFALKZRRARERENE L R
R RS MIERE R EAHRALER, kRikacmshil. BRMERS. BESIFRAGR
g5 fEeR. FANE KR THRIEASUE, —BORE SN FAMAAZE T H 535 K rfE
o FANMEIERIA AT LB, (iR E A,

NEHEAEFIE T EASUE, @A TR S MINRE &, URARISARZE., 5% /1 ZEH)L
FERS . KRR RERMEEHIYE | KRG BIUE | RPYRE  ERKE . BAE . g
f  BOURfE L IRE | BOE AR E S

REBFERMEH, HRERIT—EZHIC, AN BEARR T EAEHE", HEREHK
3 HERAEEAE S, SAEH S th— R EaRAIBIE.

(1) BERSERKK

ST ER A E AR AR . FGE WAL, B T BSR4, %
— BT AR AR PE 4~8 DFEAF, HTA Bg 4R B RS — 2 FRIF TR S , &K
SUAE R T A AL . SESNESFAIR 5 S sNE5H , a5 95 STl b BRI AT, JEHAE 32 T e -
PRSI, IR RUR T BOR ISR — 1T HR DR S , Bt BrZ |2 —17, J35MRIT | 3 % taR T
o BT FrR .

OF::5ii 52

>

(Dear Kate,
I wonder if you can lend me your MLA Handbook for Academic Writing. 1 am in the process of

writing my graduation thesis, and need to consult the book now and then for standard formatting. Thus I
might need to keep the book for about a month and a half, and I hope that would not bring any
inconvenience to you. I assure you that I will maintain the book in good condition.

If possible, please give me a call and I will come by your house to pick up the book. Thanks a lot.
Yours,

Judy

@ 3k

i
Dear Kate,

I wonder if you can lend me your MLA Handbook for Academic Writing. 1 am in the process of writing my
graduation thesis, and need to consult the book now and then for standard formatting. Thus I might need to
keep the book for about a month and a half, and I hope that would not bring any inconvenience to you. I
assure you that I will maintain the book in good condition.
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If possible, please give me a call and I will come by your house to pick up the book. Thanks a lot.

Yours,
Judy

(2) BEM4LH

Y PSSR H LS 6 NGB 15 Sk (heading, f345 2715 A Mk A0 H #H) . {5 P Hihik
(inside address, 5 W {5 Atk ) . FRIPF (salutation) . 1F 3 (body ) . 4% %1% (complimentary ) . %5 %
(signature ), A BRI FEH 5 (postscript) FIFH 4 (attachment ) . EAKUNT Fr7s »

No. 5, Yiheyuan Road
Beijing, 100971 {=3k
P.R.China
Mar. 12,2012
Professor John Smith
13 Broadway Avenue {2 N it
San Francisco
California 93011
U.S.A.
Dear Prof. Smith, PR
I am very glad to hear from you.
...... Ex
Yours sincerely, ZERE
Judy &2
| R W& ]

— A AR SOl TRAEPTIR, REORB A B P EARITE | IE3C, SaUE %S 4 5
g1, A TE W GTEIX 4 5o E B —LE Rl

@© PRI

FRIFRBE I LR, BEEATEIE AT, TIEERAGHEREAFZEH, —AELU
“Dear”fE k51 HISE N 42 Sk 15T, RIS TR — MR AR EL R iz = .

RN, WREFEANSBUE AR LBER, WFRIF AT L LR, — MR 2 “Dear” J5
I B4 I A 44 , W1 “Dear Anna, Dear Tom” % ; 5% “Dear” J5 [ il 2E A FRIT, U1 “Dear Papa, Dear
Aunt”; TR C AN RAEH EE, WIEFKPEXT B, S4E “Dear Mr. Smith, Dear Mrs. Smith, Dear
Miss Smith, Dear Ms. Smith” ., &, fEAFIE L L IFBRGLEEHE, B “Ms.” .

FERFENT , —MrPRiFss RN E KR e, seB g Ae2 . BB dE
AWk, BAAFRIF X MmN

73:31:{:: Mr.

22+ : Mrs., Ms., Miss

H Pz / ¥+ . Prof./Dr.

M EE . WOR B S E : Hon. (Honorable, B[ “24§(1)" )
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448 : Editor
ANEXF I 42 . Dear Sir/Sirs, Dear Madam/Madams, Dear Sir or Madam, To Whom It May Concern

@ IEX

IEX—BAFE =AY F—8a—k, FEFTRIEAEFENEFRMER. IRES
HANREIN, EZ I E— R AR A R EE, BEGHMEEEX TR T 2aNE
I

BB RERROMERAZ, BT KR B RIS T 7570 1 AR

B RENSR, BE AL SUESE BEREGHR . .

I am looking forward to your reply.

Please pass my best wishes to all your family.

@ 4iHiE

HERIERE 5 N F UG N ERFR A

TERNAE, —M AT AR “Best wishes, Best regards, Best, Regards, Warmest Regards, Yours,
Yours ever, Yours sincerely, Cordially”, UI5RZ M TR FBIEFH LB ASEEN, WER LA
“Yours affectionately, Affectionately, Love, Lovingly, Cheers, Your devoted friend, Your loving son
(daughter, nephew, niece, grandson, granddaughter, father, mother, husband, wife, etc.)”

TEANFEMES, —MAT AFH “Yours sincerely, Yours faithfully, Yours truly, Yours respectfully,
Yours gratefully, Yours cordially” 45,

e RAE S — SRR A B NRIES G, BR T LA RS HGESMNE T LR AT IE
Truly yours, Sincerely yours, Faithfully yours, etc.

WX R AREE SRR 2, X FH AU IR AES £ & A E O T AR HIE A SRR,
{BRXF TR, %4 4R —1“Yours sincerely” St AT LAVAARZE B 748, B A 5% 45 RiE R &
FFRAFAFAE

@ %4
KTEAWERRE, BXPAARFFLEE T ACKAT, HEEM “Li Ming" X148
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YL, ZERFA PR HERD . FERAELAERRAOSERAER, —Bh 5 NMEBSER:

To: fLC A

From: & 3CA

Date: H i

Subject: FH, WA XA TEMAAFSNENZFEFDEILNE, H 22— ME SRR .

Message: 1E3C, BEAFE, FHEEENEBRSE.

HIEFANBEAWH EEE, FEAREUTILNER: ff, fIat, (i, Fh, FERETER
JEHN, AT R AT INENE S ESCRIGE M7, ik, i8R — M IER | #L57 B & B e
B, RIREREAER, LMET K B R Ef g, FEFENE, RERNERXARES
LE A, THRHEE, SRAOAFELSHREMES .
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TEH B R 20 Mar. 20127, PIFEERE A T8 SGEH 12 DA BIZEE LT : Jan, Feb,,
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Mar. 20,2012 H ]

Anne &4

H=N ZBEHFIA

— . S (Letter of Resignation )

BARNAALETE FAR T MBI RIRET . O THOREH AR, HIREA, THE—EFRA,
92353 AN 710 N (78 I ST A

ERFIEZRFEUS , A 7 Ul BT B LSS X 07 W) e A (a], LL%ds fir
FE BN R AL Z IR AR5 IE BRI 7 22451 B XA TR

B =25k

P FFR— SR, R s e A — I [ =
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1. 2005 4F EL @

Directions:

Two months ago you got a job as an editor for the magazine Design & Fashion. 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, and stating your reason(s ).

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.
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Dear Mr. Wang,
I am writing to inform you of my intention of withdrawing from my current position of this
magazine.

Though having worked here for merely two months, I unfortunately find that this job is quite
different from my expectation. First of all, I have to say that my salary is far from satisfying, which
barely sustains me in this expensive city. Moreover, so far I have never had responsibility for any

challenging task.
1 apologize in advance for any inconvenience it might bring to you.
Sincerely,
L Li Ming
(1 )
Ha Ak

#y

RACEXHERERHEZREMNERLTPHRA

REBEXERRNIETHENMA, EERAAXBITHFFHFERGTH., vk, KNI HT
REHAARE, EREXNMIN K FEH R ORGP EFERE, s, BEAT AL, REANS K
AT AR K TN T,

AT B R T EB R

EE W,
=)
(AERCRAL)
intention: n. & A, B #) withdraw from: & 7, #ith, B
merely: adv. 4L, A, Rid be far from: L& R &, &% R
barely: adv. RIR], 44X, JU-F R4k sustain: vt. ¥ 4%, %£H, H4:

have responsibility for sth.: #i 7 % %

(TR
[ am writing to inform you of...
Though having..., I unfortunately find that...
First of all...Moreover...

I apologize in advance for...

2. A
Directions:

You have worked in a Non-Governmental Organization for several years, but now you need to quit
the job because you are moving to another city with your family. Write a letter to your boss Mr. Smith to
tell him your decision and the reason, and your appreciation for the work experience in this agency.

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.

& s
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Dear Mr. Smith,
I am sorry to inform you by this letter that I plan to resign my present job next month. The

main reason is that [ will move to Qingdao to live permanently with my family, as Qingdao is my
hometown.

Looking back upon my five-year experience in this organization, I have had a very happy and
enjoyable time working with you and other colleagues, from whom 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

B x
A A A

BAXRHERRBEBAEFERTRNETMAFZENNTHE, ETERERRB RN K
A—RBEKNESF S, HREBEKHEE.

EREAZXNMARF S EFNTHEET, RECPEAAERL T EE AR AHEL, R4 T
BREWE, CHLTEARSAE, FHEIERRENRHY, RO FFRBEARAEXETHEK
g

ERE,
FH

(ARICRIA4A
permanently: adv. K, KR A3, RE3  look back upon: =R
enjoyable: adj. A Al beé gratitude: n. 2%

FRERR
I am sorry to inform you by this letter that I plan to...
The main reason is that...

.. 15 K1E (Letter of Request)

SRR AR R | IR R . VSR (T AR S A A A 4 B
SRebt AT, BIER A A MORSERFA

BRI B RS M R, — T R AL, IR R BT B
SREQIIE s B2 A A 77 TS .

B S

AT SRR — BB BT — Fe AR SIS

Tips: 55 HAT, HFREABLRIAEHARENM, FIALEEF R TIAM—FTHLGA
BN, Fer, i THRENFREERZEEZRANAGEE, AR EZEELHALNE
B, REZ LR Bk,

o @
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1. 2006 4 FL8
Directions:

You want to contribute to Project Hope by offering financial aid to a child in a remote area. Write a
letter to the department concerned, asking them to help find a candidate. You should specify what kind of
child you want to help and how you will carry out your plan.

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.

)

& )
(To Whom It May Concern, A

My name is Li Ming, a college student of Peking University, and I am writing in the hope of your
assistance to find a needy child for whom I may provide financial support.

First and foremost I would like to declare that I possess the financial ability to implement this plan
owing to my decent income from part-time jobs. As to the candidate, I am hoping that he/she comes from
an elementary school of the less developed areas of Western China, who is forced out of school. I would
like to pay for his/her tuition and other school expenses until he/she graduates from university.

Thank you for your time.
Yours cordially,
Li Ming
J
& X
AXfAFA:

Koz, RAFEAFNFE, RACEXHENENREFETUR -4 ARF L, HEH
BHe— %46 ﬁﬁk%

FrREEFARAEZAXADMITRINEH A, @ﬁﬁﬂ&%%?lﬁﬂ%”ﬁ%%K%%%
No ETE AL, RAZM/ MEREZHFRARENTEBRBMEN L FE, —Z2EIR
A HERFNFE, REXFEZFENFRMEMLRF, EEHAF #ﬂn

R A5 B A B (R B B R HE)

GCHEEH,
% 0
(AR CRAH
in the hope of: A % assistance: n. # 81, ¥8h
first and foremost: & %t declare: v. /% 8
possess: v. A4 implement: v. 534
oweto: B, T decent income: =45 691
asto: 2T less developed: 42 % ik #9
FEmA

I am writing in the hope of your assistance to...

Thank you for your time.

& 10



