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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.

3

Dear Sir/Madam,

I am writing to express my interest in purchasing several titles from your bookstore. The books
that T would like to buy are A Students’ Guide to Correct English Usage by Edwin James, and A
College Dictionary for Advanced English by John Black. Could you let me know how much these
books cost? Which methods of payment does your store accept? Can you deliver them by
express mail? How long will it take the books to reach me? If possible, I would like to pay by
check and have the books sent directly to my dorm. Many thanks for any assistance you are able
to provide. :

Yours sincerely,
Li Ming

B FX
FROKE/ K+

REGHAGRFZAT R EBEILAS, SARKRKE - ARYFTES (P ITEH A
%iE: FATHM) PHE - ARLFFN (KFHAEFEAR), GERTRG S LI EHOHE
AAFEFRZ OB X ERTRGAFAPBFH? KA HFBXMELZ KA R? T
ft9is, BAZBELRMAK, FEAZERGAREHF ERABE, GBRWPNB, &K
BHARR,

LB,

*9
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HEREEEZ—, EHORGES, BEARME, MEFERT, ITEFXS, BEATIALRE
o 2) R, T AE)ERIE T30 L. methods of payment X JLiAI7ERR H Hr iy
i, XHSERAFHN, BAREFEMAERRED RS MRHR 7, SNSgmas. 3) BLXET
FrpEA L R, XBEEE SR, ANAEPEERK, TR, EXEETHANAEES.

20 JEM T B A R B BPE A B AENC A RIERE R, SRR, VIR,
BE., EFEAON, HH—F, BARRES., BRESBHONUANRBES, B—-ME = MBS
WEAR%, 435 Could you..., Can you..., HF T ARAE, AR, XEERHIREK
B LR book, YEEMRAL, HEE—HFRATKERFEXASHEBIM 1. title, EER
T HEHE, WET WERARRZN, BRTUFRR ¢ (BHEN) —Ff, &7, BaEm AR
HERRE, SEEE - MUFRNE—ESR, H—MERMREMER buy, XERMERMT %
A AR, S5—m)f T purchase XRS5 MEBE 1), FERFPIACE (B, FT deliver £
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B F s FI LS Ay i ) RSO R EE BN — N E A, BEIBRXEHELUTILA
BE: 1) FE, HAXHFERABEHERN, HFAMEREARB LERL L, S Dear
Sir/Madam,, 2) ©EX. BEARHEAER: BT, FEXGEITFLZW0AFE,
BS5BRZEAEIT; FAXEEALTE, BERZAE 17, £+, BEEFERFX
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RSt RFTRAMEEF X, BER. —BEAEERE. HFHETE, EREEAS A
FrRAREET . WREEBBHFZEENBE, KEAFERK. XHFEMZEAEREK, &
SCHBIFRIE RIS REAEBR T X — M. B, MXFTAN—SaRaRAE T IENE, #: am
writing to express my interest in..., Many thanks for any assistance you are able to provide. 7
ERBEEEEENRERNEL N SR, BA—MHNGE, BRNYEELSL, MREZ
EHRARBEVIMA, REZFHWTLL, E-RESEREM EBERIE, ¥HAKH: Best regards,
Best wishes, 3¢ With lots of love, B4 ¥AFEREAEBTHAASLEHRIEE.

(D) 2005 F2HASEX

Two months ago you got a job as an editor for the magazine Designs & Fashions. 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, stating your reason(s), and making an apology.

5
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Write your letter with no less than 100 words. Write it neatly 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. (10 points)

Dear Mr. Wang,

I am writing to inform you about my decision to resign from my current position. There are a
few factors involved that I find intolerable.

First of all, the salary has proven to be much lower than you originally promised, and I have a
large family to support. In addition, the office is located in the downtown area, yet I live in the
suburbs, so it is exhausting for me to spend over three hours commuting every day. Most
importantly, I feel rather disappointed and left out on the job itself as in the past two months I
was never given any really important responsibility.

I sincerely hope that you approve of my resignation. I am sorry for any inconvenience caused.

Yours sincerely,
Li Ming

BEEX
Fae E A,

BRAGEALEG I, BEREEL, BHIHANFTEGRERREL L,

bk, HREKTFERWAKE, RABHF-AKRTE, b5, FARELETFPS, &
KFELEFR, HMAFREEASIHETHABHANB, REZNR, A ITHXENE,
T ABBZHNAE, BABAMAAL, REAAARSIEMAEEZHRT,

RECHBEMRARGHIR, i RFRE, REAKE,

ol #E

Dear Mr. Wang,

I am writing to tell you that I have decided to quit my job.

As you know, my major was design and I love creative work. That is why I applied for the
position as an editor for your magazine. I was expecting to use my abilities to the full.
However, my expectation has been proved wrong. Our magazine is a Chinese version of Designs
and Fashions published in Paris. According to the contract, the layout of our magazine should
follow the French version. All I have to do is copy the pattern and insert the Chinese translation
of the content. Little creation is involved, so I want to quit. I sincerely hope that you will
understand my situation and accept my apology.

Yours sincerely,
Li Ming
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Dear Mr. Wang,

I have been working as an editor for your magazine for two months now. I really enjoy
working with the other people in the office as everyone knows their job well and the atmosphere
is one which is friendly and cooperative.

However, the work that I have been involved in is not quite what I imagined. I had
anticipated working on the Ideal Home section of the magazine, but instead I have only been
asked to check other people’s work for typing errors. We spoke about this a few weeks ago, but
the situation has not changed. Given my experience, I feel that my talents are not being made
full use of, and therefore I must regretfully tender my resignation.

I apologize if I misunderstood the nature of the work when I joined the magazine and for
any problems that may have resulted from this. I am happy to work for one more month, as per
my contract, if you wish.

Yours sincerely,
Li Ming

B85 EX
LR SRR N

BHMAARBBCEZANA, ANBAEXRPHAETHRRRAF R L4, BAFJMAARFEL
%, ARAKIFREE,

122, ERFHIHEAE LI MA, EARBZATHRIY “ZHEXA” H4H5, FREK
BEANANITIRER, RINUAWEIRTE, RHEAFAKE, £TaTH428, ARELATH
AHREAAFHNESAE, BREAFERREBELHE,

Jo A AJE AN T T o 2t LA A PR AR B i R R, REAKE, RTR, &R
ERBLRANUHERLE—NA,

8 #L

(2) 2006 F% AT STL

You want to contribute to the 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.

7
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Write your letter with no less than 100 words. Write it on ANSWER SHEET 2. Do not sign
your name at the end of the letter; use “Li Ming” instead. You do not need to write the address.
(10 points)

To Whom It May Concern,

I am writing to ask you whether you could help me find a child in a remote area to whom I can
offer my financial aid.

The candidate should be a girl aged 10 to 12 who is deprived of the opportunity to continue her
education because of poverty. Her previous score reports should prove she has the potential to
be an outstanding student in the future.

I would like to give the girl my financial support annually until she graduates from college. The
money will cover her tuition fee and other expenses at school. Besides, I will correspond with
her frequently so that she can ask for advice whenever she needs.

I am looking forward to your reply.

Sincerely,
Li Ming
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Dear Sir or Madam ,

I have long been a supporter of your organization, and today, I am proud to be able to make a
financial contribution to the Project Hope. I don’t have millions of dollars to offer; however, as
Chairman Mao once said, “Even a small spark can start a field ablaze. ” Which is to say, even
though our actions are very small, we can make a big difference.

I am writing to your office in the hope that you may help me find a young girl in northwest China
who shows scholastic potential, but has recently been forced to withdraw from school because
her parents can't afford the tuition. If she is willing to be a diligent student and work hard, I will
pay for her textbooks and tuition until she finishes high school.

Many thanks!

Sincerely,
Li Ming
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