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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.

X AN E AT AR, SRR R FE SO E R A H R AT RO R . RATAE LT R =
- PRI '

F— . FIETAA, ERILTEET LG, B4 MREHWOR— R IERE , ARSI A
IS 2 M P LA R PR BE A R IS I B AEAESR | AR . W I EIEAACSE (A4 fit THIsE i
Bt ES%E ),

FZEFEE, HAREWHIEBHFEENERER . XLUFEEARE LS CFER MR
A S AE T AN S B AL FE preparing for an English test, in need of some reference books, a
letter to the sales department of a book store, detailed information, payment, delivery %%,

E= | T RRXFFERE, Y TR, BAESSPRRAERRR, ZERTHE
S0, WA, %A RLE S A AR S TRIOE S R, WERLSE S, MSEHN TR
MPBEAHAER, AR REAEEREHF, B% 72 EMS, BRRE2HMEFE, EXLT;
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EWTERN SR EEMAMEA LS, kEEE M. B HABEE, BEINBAGER
MR G5 R o RNMERIR FARIER SO, — R4S S | FAFI A 2 35 H WHF R
o RANMEFFHIAIAT LA OB , (RIS B s

AFFHENRTERSCE, EH TR M TS, URAR 547200 & P Z a9l
FHRE . KBSt R R EBENOIERIS kM B R AR | B L g
15 BOFME . MRS . Bl (SR s s,

REBRRINEHRE, BRERAT—EERIT, Fih HHEEa TAERNEHR, BRI
A NERAEAES,, RS A i TS k.

BENEEER

A BE A T B ERMERPIR, PG Gt sy JBF e s, B
—BHES — AT AL 4-8 T, ELTA B OB B AT — PRIFIAE S , Y3
TENEHRATIICE . SEGEHIMR Tk A , 765255 3635 T AT JEHA 3835 F F o, 7 R 42
HSZILA , AR ORI B W — TR IR S, BS B 247, S ANRKIT. A AR TS
5o BARINTFHIR:
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SRED

(Dear Kate,

I wonder if you can lend me your MLA Handbook Jor Academic Writing. T 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,
L ‘ Judy
FLK
Dear Kate,

I wonder if you can lend me your MLA Handbook for Academic Writing. I 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
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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.

assure you that I will maintain the book in good condition.

Yours,

LJudy

FSHILEH -

B BAE G5 A0 H LS 6 ML) : {5k (heading, IR BE AR A ) | 15k
(inside address, $5Uf= A Ml ). FRIF (salutation), IE3C (body). Z55 & (complimentary) . %4
(signature ), A B A ALFEHT 5 (postscript) FIFfHF (attachment ) Bk B o

No. 5, Yiheyuan Road )
Beijing, 100971, 183k
P.R.China
Mar. 12, 2007
Professor John Smith
13 Broadway Avenue {5 A kit
San Francisco
California 93011
US.A
Dear Prof. Smith, TR
I am very glad to hear from you.
...... EX
Yours sincerely, gERTE
Judy B4
P, S:: v i
LY _J

— B DA SC P TS IR ATRR , RUBER % A A 5 B RRIE | IE3C . GiUE A4 DA
Sy, R AR 2 B A IR e B R A — LR [R)R

L 5
FROFR S HFE LS, BEE A EANRIE. TeRBAFHFERA \%f‘ﬁ: — R LA
“Dear” V£ R FF3% B k{5 ARk & Ak, FRIT-H9 S5 T — AR ZRINE S
TER S, R E S A SIS A KR LBES, WFRIEAT DA B, —H0 2 “Dear” &
W B0 A% , {1 “Dear Anna, Dear Tom” %5 ; 5% “Dear” J i i< 3 (U FRIF , 4N “Dear Papa, Dear
unt”; WS B RAEH %, MIEHRIEN 7 0k, S4E “Dear Mr. Smith, Dear Mrs. Smith, Dear
Miss Smith, Dear Ms. Smith”, 18, 7EAHEE 2+ RIS EOR LIRS, BH “Ms.”
TEASAS M | — R EIFRIERS SRS NS EE i, B s N 24 . ERERIE R
A9k . BARFRIF T XA E AT
B+t Mr.

5@



?? EHRFSEEL 100 8

4+ . Mrs., Ms., Miss

H B/ A+ Prof/Dr.

R EE . WA BHABEE : Hon. (Honorable, BI“Z25#i4")

Y’ . Editor

AFIXF I 4« Dear Sir/Sirs, Dear Madam/Madams, Dear Sir or Madam, To Whom It May Concern

IEXC— A=A F— T RISk, WIS S MEEA B, MERS
AR, BN — MR A RAR, R, B PRI Jr e FH-A P 2
B o

ORI RO R T N2, JETF AR ) 09 1) EEAT 7540 M08 0 RS

BRI RENSR, B LA RAR S B .

I'am looking forward to your reply.

Please pass my best wishes to all your family.

GERGR SRS (5 A TS A SRR A B

FERAME S, —AT LA “Best wishes, Best regards, Best, Regards, Warmest Regards, Yours,
Yours ever, Yours sincerely, Cordially”, U152 T X RIEH EHMM A k232 A , WA\ LA
“Yours affectionately, Affectionately, Love, Lovingly, Cheers, Your devoted friend, Your loving son
(daughter, nephew, niece, grandson, granddaughter, father, mother, husband, wife, etc.)” .,

TEA SR, — AT LA “Yours sincerely, Yours faithfully, Yours truly, Yours respectfully,
Yours gratefully, Yours cordially” 4,

FERRTE A — B FR AR A4 A A ERAS L, BT A ESSRIESNERT LR FH LA F B,
Truly yours, Sincerely yours, Faithfully yours, etc.

EXFHESRER AR £, X F AR VLI R AES SAR K A B0 AR RIS i B SR B b ;

{EREXS F R L, %4 48— “Yours sincerely” L] LA LIANAS R AR, PR R334 0 18 23605
RFRAFASEMH

& &
RTBHNWERARE, AP RAFHEE T HCNETF, R L Ming” X4 4F

(2)&EFR

HFEFREATERIZ L8 EE . RBRANE AN R —FSc . &R R — R T &R
DAL, TERFA PR ERD . &53E BRI HAER, — B FAN TR A -

To: WA

From: & 3CA

Date: H#j :

Subject: H 1, PIA N E 4 78304 a4 8L, o S N il ] 3

Message: IE3C, HAEM, 5| HEEENEBRLEL.

HLRNNAAFTEEE, FEAEUTINESR. §, 4, it , fafsth, Rft4, &ms

OF)
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A ATRERIE A, T AR AN SISENE SNSRI MTE), A, S — M ER . L5
ELRTAAYEE, FaRTEREMER , LA R4 AR R IE 3R . HERENE, FERMICC
ANREF AU, THRRIFE, SR OATEEIENES .

(3IEX

EEERA T &M B MM E M EEBERE S, HTRAAN, EA . AMRES [ FE—5
R EEFBRR, iFdsk. A2 &0, 80K, (SR, B5%, EERERER, 55
B A EOE k.

B FET S , EAEHITE S AR RS IRy . (RASHNE , DR IOAZ0 5 1 R, St G B 3048
o [, EE—REEAKGEANET, A8 Dear” 5511, 45RAMARHEHIE, HEEL ., 1
BT EEERR, (B8 B B, HhERIGEM A KRR “Mar. 20, 2007”7, e s
TE A A IS 20 Mar. 2007”7, BIRPHEERE T4, B 12 M AR EIF : Jan, Feb.,
Mar., Apr., May, Jun., Jul., Aug., Sep., Oct., Nov., Dec.,

EAERIERINT

Mar. 20,2007 H#j

— . B (Letter of Resignation)

BARALFETEFAER MUK P ATIEREFORE, AREAN, RHE—BERA,
REHL, BRI BLG R WA o R4 e B R ER fF W 7

5 R RME I E RS, A 75 1B B T (4 s ] LA A0 — N e A, A%
4G P E AL A D BRI BRIT . SRR IR BRA T G 241 B E X B TS

B =45

$2H FER - UL R, SRt ARt — W 512

Tips: EEFHBRENNZEL—TEZRE, LLERERAXFTRGCH, At TFTRAEIZEZL
B T Xy TAEMLA Rk BB Z . '

(1) 2005 4= B3
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.

78
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Do not sign your own name at the end of the letter. Use “Li Ming” instead.

Do not write the address.

(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 the responsibility of any

challenging task.
I apologize in advance for any inconvenience it might bring to you.
: Sincerely,
L Li Ming )
HHMELRA:

RECERHAERBBERENELTFHRAL,

REBEXERRIETANMN, BERREAXBITHEATHLRWTH, ¥4, RN IR
TARAARE, EREZX MR ATE FORT F L ERE, dsb, BEA L, REENL AR
REMAHRE M T,

T 3 P B 4016 R W R B B

BREWE,
Z
AFIRCRIAA)
intention: n. % &, B #) withdraw from: & 7F, %k, B
merely: adv. X, R, Rit be far from: &% R& , Lk K%
barely: adv. RIR], 442, JL-FR4E sustain: vr. X4, %+, #F4:

have responsibility of sth.: i 7 % %

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

I apologize in advance for...

(2) 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.

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

(Dear Mr. Smith,
Iam sorry to inform you by this letter that I plan to resign my present job in the next month. The

W

main reason is that I 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,
L Li Ming )
B A s TR A

XA ERREBHAEFER TN ETIAARZE NN I, EZEFERRE RN EK
A—BBREENR TS, AREBEKBEE,

ERAEEXNARFEEH TS, REERMANEAEED TEE W BN L, RKIN1L7T
RREHY, bHLTRRLIAT., FEZRFBBNRY, RbE¥ER A AEXETHEK
# Bt 18 '

GCEEW,
20

AR R iR 4E
permanently: adv. KHA49, KX 85, RE4  look back upon: =i
enjoyable: adj. A Al dh gratitude: n. B4

I'am sorry to inform you by this letter that I plan to...

The main reason is that...

.. K15 (Letter of Request)

THRERMRE AR HIER, FFREX T EZER, EERENESRESHE N AT
SRABNMBEES , RN R REE

HERENERERAGERE, —EZEREEAN, RSN, K5 BLARITHE
REFEH; Befa RrnmBN T FUSE.

B =45 '

AT R IR UL R RO AL 05— RIA R ISR



