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Could you please...?

Could you possibly...?

Would it be possible to...?

I would be grateful if you would...?

Would you mind...?

I wonder if you could...?

...grant the request...

...request to answer questions...

...solicit someone for help...

...solicit someone's support...

It would be highly appreciated if you could comply with my request.
Request you to make an investigation on the matter.
Thank you for your attention to this matter.

I'look forward to your prompt response.
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You should spend about 20 minutes on this task.

Write to an English speaking college about qualification, accommodation and fee,stating

what courses you want to choose and why.

You should write at lcast 150 words.
You do NOT need to write your own address.

Begin your letter as tollows:

Dear Sirs,

Modsl

Dear Sirs,

I'm a student of Tranjin University. In July this year, 1 will graduate and I plan to continue my studying

in your college. Therefore, I would like to get some information and 1 wish you could help me

What 1 would like to know first is about quahtication. Do you need some certificates of my

scores of some main courses or should I take an entrance examination?

Second, I'd like to know about accommodation. Could you supply accommadation on campus at
a low price or fee? If you couldn't, are there some places you could recommend to me which are not

very expensive?
My final concern is about fee. Would you please send me a charge list and also let me know 1f |

have the opportunity to get a scholarship?

If I were lucky to study in your college. I'd like to take courses such as International Trade,
Marketing, Finance, Theory of Economy, etc., for I wish international trade to be my career.

Thank you for your patience and I look forward to your immediate reply.

Yours faithfully
Mary
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You should spend no more than 20 minutes on this task.

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 sometimes borrows your things without asking you.

Write to letter to the Accommodation Officer at the college and ask for a new room next term.

You would prefer a single room. Explain your reasons.

You should write at least 150 words.
You do NOT need to write your own address.

Begin your letter as tollows.

Dear R
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Model

Dear Sir or Madame,

[ am writing to inform you that I wish to move into 4 new room next term. 1 would prefer a single

room, as I find the present sharing arrangement inconyenient.

{ must explain that the reason for my dissatisfaction is my roommate's inconsiderate behaviour.
For one thing, his fmends are constantly visiting him: for another, he regularly holds noisy parties. In
addition, he sometimes borrows my things without ashking me. In these circumstances, 1 find 1t diffi-

cult to concentrate on my studies, and I am falling behind in my assignments.

F am sure you will agree that the only solution 1s tor me to move into a room of my own, where
I 'will be free from such distractions. Therefore. I 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 sincetely,

John Kennedy

B B P

BHMTERT L

RS IS BAEBAE T S EMEI— 1 ¥, RABEH — S8 AR, BIRY
1SBRIS ABHERNTE,
RUMHBROTRRHT ROERA A BBOITH. — 58, EBEREmRE
7 B-S0, SR BN EMERT— REANRS, KO, BIESRN DS
AAROIRE. TIORED, BERUEINS S, MRNMESETEEETHA T,
RIRSERERTMI— B2 ARB, X LRE— NBRRINE, IR T RBUEITI,
Fibl, WREEARHE— P B, BRFMER, REFEED—REMYRTERRED
i,
R,
£ - 5E
F A 8



