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F—1 H &
Task Analysis

HEBENEEH - RERHRR, P REENSEES, R RIS
HITE DA -
Question = Background Information 4+ Writing Tasks
B ZOR R AP A T ) R B AU A B N . HRERE
WRMNEENER . SHEANSHRUREFERTE LN —EHXES, NGNS
AL S —BOR A =4, RIELR S EE B X s — — 52 .
WS T HMTESCEHE -

Sample Question 1

You read in a newspaper an advertisement offering scholarships for overseas
students. Write a letter asking for detailed information, and explain why you
think you are qualified for one of the scholarships. Also, state your study
plan.
EE A H AR, IR — GRS TERGER M AEHsiE 7=
TEEES . RATAT LB X SR AE RN T RS T ¥k,
BI.; You read in a newspaper an advertisement offering scholarships for
overseas students.
WTI1. ask for detailed information
WT2: explain why you are qualified
WT3: state your study plan
(Note: Bl = Background Information; WT = Writing Task)
FRZEE +, REEEEFERSEFREEYHM, LT HH)F.

Sample Question 2

You’ve just been offered a job, but you will not be able to start work on the
appointed day. Write a letter to your boss, explaining the problem and

asking for an alternative day to start work.



BI. You’ve just been offered a job, but you will not be able to start work on
the appointed day.

WTI1. tell your boss that you can’t start work as scheduled (f&&{£45)

WT2: explain the situation

WT3.: ask for an alternative day to start work

=Y om B
Structure Planning

BSOS, BATHA T A B, MBRFENETRRE R EFEFE S
BHASE LS SRS BE . REBGEHNZBEEHGIFE.
THREBEMERED . H B LS AT LUE LB R, Blin.

Sample Question 3

You rent a house through an agency. The heating system has stopped
working. You phoned the agency a week ago but it has still not been
mended. Write a letter to the agency. Explain the situation and tell them
what you want them to do about it.

S HE, MBS 2R

WTI1: complain about the heating problem

WT2: explain the situation

WT3: tell them what to do

FE T H TR, BATR X =TUE S84 B L HE =B 4 .

Dear Sir or Madam,

I am writing to you about the house you rent for me three months ago when I just

entered London University. 1 am very happy with the house except for the

heating system, which stopped two weeks ago. (5| F B 5 WT1; complain

about the heating problem)

I called you last Saturday about the problem and was told that you would send a
« 4 .



technician to mend the system as soon as possible. However, there has been no
one coming to me to fix the problem. As it is getting cold, I am finding it hard
for me to concentrate on my studies without a properly working heating system.

In addition, I have developed a bad cold because of the extremely cold weather.

(FERB5E M WT2; explain the situation)

I shall appreciate it very much if you can give this matter your immediate

attention and send a technician to solve the problem for me at your earliest
convenience. (5B E5EM WT3: tell them what to do)

Looking forward to your favorable reply.

Yours respectfully,
Jack Lee

FEEEHRT , RATEET LR A ERBORE R EEES . thin.
Sample Question 4

You are a college student who applies for a part-time job in a shop during the
summer vacation. Write a letter to the shop owner explaining why you are a
suitable person for the job. Remember to ask him or her about the rate of
payment,

S HE, = EEES 5

WT1: tell the shop owner you want to apply for the job

WT2. explain why you are a suitable person

WT3: ask the shop owner about the rate of payment

HE FEEC PR EIEES 5 .

Dear Sir/Madam,

I am writing to express my interest in your recently advertised position for a part-

time assistant during the coming summer vacation. (5| EEBR5E B WT1. tell the

shop owner you want to apply for the job)

I am a student at Stanford University, which is only five minutes’ walk from

your shop. Yesterday I happened to see your advertisement, which stipulates

that a multi-lingual person is preferred and some experience is necessary. 1 feel
. 5 L]



that my qualifications and work experience make me a suitable candidate for the
job. Chinese is my mother tongue, and I am quite fluent in English. As a keen
traveller, 1 have learned some Japanese and French, and have acquired an
understanding of the cultures of Japan and France. As for experience, I ran a
shop when 1 was in China, Therefore, I am sure you will find my services
satisfactory, (FIKEFHFEHT M WT2: explain why you are a suitable person)
Incidentally, could you please inform me of the rate of payment? ( 4k Bz 4% kbt
5, WT3. ask the shop owner about the rate of payment)

I would like to meet you to discuss the possibility of working in your shop, at a

mutually convenient time. I can be reached at 836254 after 6 p. m.
Thank you for considering my application. I am looking forward to meeting you.

Yours sincerely,

Mary Smith
FERERVED RNBEZET AR LT =TSS5 EE T EEEREERN. F
.

Sample Question 5

You are a university student. Your school is going to renovate its library.
As a regular library user, write a letter to the chief librarian, giving your
advice as to what should be kept and what should be changed.

FEXEB R, RITRABEE SRR SR, Bt

WTI1. give your first advice

WT2. give your second advice

WT3: give your third advice

Pt 8 SO SRR 55 LN T

Dear Mr. John Smith,

[ am an English major from Foreign Languages Department. I got to know from

the bulletin board that the school authorities are considering renovating our

library. And I am writing to give you some advice about it.

Although it is spacious and bright, the reading room is sometimes too noisy. The
L] 6 L]



noise comes from the restroom next door. So I would suggest that the walls of
the reading room be rebuilt so as to make them sound proof. ( FEKEFFHEF 252
B, WT1: give your first advice) And some changes are needed about the
arrangement of the bookshelves, There is not enough room in between them.
More often than not I have to go back to the end of the passage just to make way
for the others. (F{EERF[A]FR/52 WT2: give your second advice) And if the
budget allows, 1 think that the computer system of the library should be
upgraded to facilitate the procedure of borrowing and returning books. ( F{kE%%
W5, WT3: give your third advice)

I shall appreciate it very much if you can give my advice its due attention.

Yours respectfully,

John Eastwood

=T SISBRGHE
Writing the Introduction

TERHERITEK 51 5 BOT LAARAE BA5 R B M AR, R AR 9 ZE R K FF 1A
THES -SRI .

1. ¥R (E (letters of complaint)
+ I am writing to you about a problem that I am having with the Walkman that I
bought at the duty-free shop in your airport on September 28, 2001,
+ I am writing to complain about the service on the Beijing-Shanghai train which
I took on August 16, 2001.

2. FERAZ (letters of request)

+ I am writing to request to withdraw from two courses: Cross-cultural
L] 7 L]



Communication and International Investment.
I am John Smith, one of your students in Fine Arts class. And I am writing in

the hope that you can write a letter of recommendation for me.

3. iE#ME (letters of apology)

Thank you for your letter of February 8 informing me that I have been accepted
by your college. But I am sorry to say that I will not be able to attend the
orientation session to be held on Feb 25.

How is everything going with you? I am writing to say sorry to you for not
having said good bye to you last Wednesday after I finished the English exam,

the last of all the final exams.
4. BIUE (letters of advice)

I am an English major from Foreign Languages Department. I got to know
from the bulletin board that the school authorities are considering renovating
our library. And I am writing to give you some advice about it,

I write in response to your invitation to guests who have recently stayed in your

hotel to suggest ways in which you can improve your service,
5. KEE (letters of application)

I am writing to apply for the position of waitress you advertised in China Dail y
on February 28, 2001.
I am writing to express my interest in your recently advertised position for a

part-time assistant during the coming summer vacation.
6. HiHF(S (letters of invitation)

How are things with you these days? I am writing to invite you to Join me on a
trip to Beijing.
I am sending you this invitation to a fabulous dinner party that will be held at

my house and I sincerely hope you can be part of it.
L] 8 -



7. #EFE{E (letters of recommendation)

* I have learned from your advertisement in China Daily of July 4, 2001 that you
are looking for a bilingual teaching assistant to work with a group of American
children during the coming vacation. And I am writing to you to recommend
Mary, one of my best friends, for the post.

* As a professor of biology in the City University of New York, I earnestly
recommend an excellent student of mine, Tony Sanders, for the position that
you advertised in New York Times of October 2, 2000,

8. ia){5F (letters of inquiry)

« I am a fourth-year student at Beijing University, majoring in international
trade. And I would like to further my studies at your university as a
postgraduate student of accounting. I intend to start my program next term. I
would be very grateful if you could give me some detailed information about the
following,

« I am a student of Business Administration at your department. And I am
writing to tell you that I am finding the course of Statistics too difficult for me.

And I wonder whether I can change to an easier course.

9, BEi{S (letters of gratitude)

* How is everything going with you? I am writing to extend my heart-felt thanks
to you for the trouble you have taken to take care of me in the hospital after I
was knocked off my bike by a taxi.

* I am writing to express my gratitude for your entertainment during my stay in
your house. And I cannot forget your beautiful wife’s cooking.

10. #FEk{5 (letters of claiming losses)
* I am writing to you to lodge a claim for the suitcase I lost on my journey to the

USA from August 18 to September 3, 2001.
L) 9 L]



+ 1 am writing to you about my bag, which I lost during my stay in your Hotel on
the 23rd and the 24th of October.

11. & {&45 (letters of friendship)

« I’m just writing to let you know that I’ ve moved to a new apartment, and
would like to invite you and Susan to a house warming party on the 25th of
September.

« I’m sure you’re going to be very envious when you read this but I am presently
lying on a beach in Southern Thailand. In fact, this is the reason I’m writing,
How would you like to come to Thailand for a while?

Y EARBSHE
Writing the Main Body

TEREEBERZORY, FERE LT UEREHEROAR, BERAE
SORFATIRIT X P BAEMETE BN EHESHI . HSRMT .

1. ##B{5 (letters of complaint)

- BERAREGRENSS
fil: 1 called you last Saturday about the problem and was told that you would
send a technician to mend the system as soon as possible. However, there
has been no one coming to me to fix the problem.
o DB B R B BRI
fi]: As it is getting cold, I am finding it hard for me to concentrate on my
studies without a properly working heating system. In addition, 1 have

developed a bad cold because of the extremely cold weather.

0100



2. i&K4E (letters of request)

© PRSI EALER
). At the beginning of this term, I was perhaps a bit overoptimistic about
doing both my full-time studies and part-time jobs, but now I am finding
myself in a very difficult position to tackle the both.
© FEYRIREAIRIE AR ER B
fil: T have thought of giving up my part-time job so that I can concentrate on
my studies, but as you may very well know, I have to support myself here

as an overseas student. Therefore, I have to decrease my course load.
3. JE#E (letters of apology)

o FRBRARITUE K SR
#4: I tried to book on a flight to London immediately after I got your letter,
but unfortunately I was only able to be booked on a flight to your city on
Feb 25, the same day when the session is to be held, Thus I am in a very
difficult position to make it to the occasion.
« RBEGAR S — RIS RAT 8 R M
#5): T know very well that the orientation session is very important for me as a
new student at your college. 1 would be very grateful if you could tell me

if there is any way that I can make up for it after I arrive at your college.
4, IS (letters of advice)

« RHRAYEE I
#1: Although it is spacious and bright, the reading room is sometimes too
noisy. The noise comes from the restroom next door. So I would suggest
that the walls of the reading room be rebuilt so as to make them sound
proof.
- HF-SRHBECAENEES = EIN
5. And some changes are needed about 'the arrangement of the bookshelves.

There is not enough room in between them. More often than not I have to
. 11



