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You are preparing for an English test and some reference books are nee-

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;

7
/
/
%
7
’

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. (10 points)

g %X EX

Dear Sir

As a customer of your bookstore, I write this letter to ask for some informa-

tion about some reference books on English tests. I am planning to take part in

www. Julian. com. cn
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the NETEM, which is to be held in the spring of 2005. Since it is a difficult
test, I am in need of a comprehensive and well-written reference book. Because
I am fully occupied with my work and studies, I can only remit the payment to
you when I hear from you. I wish you could then send the book by mail as soon
as you have received the payment. Please reply at your earliest convenience.
Sincerely yours,
Li Ming
(112 words)
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— . {53 (Heading)

BREANBA AR ik REEH. BRARBEARREN,

B MNEEN ERTRELEE , B—TERUER,BE_TENHES
BHL . BEAENA AL B, ENTEREEN. 2EBERNE—
TERRER, E_AEERAK,. BN H A48, FATERRERK,
BEATERERY. BAGHFEZTLUAE,

Z SRt (Inside Address)

HE AR S At , FRRHMEAEREH,

B ERTR— 0, NELTTRE . -5 8a 4,505
BNARBZATEIRS R, FNGTENS A8 KB SH, BT
HE%Z

R AERGH R A RLAEfFELMbhl, FR BAZRINFEITARE
fErstit  EABEREBPHRITT .

= ¥R IE ( Salutation )

A BRI TR — SR, RARSE RS —17x 5, xt
AHERK B T, BHCH A “Sic”, “Dear Sir”, 5{“My Dear Sir”; % H
“Dear Sirs” B “ Gentlemen” , X4 F, A% A “Madam” , “Dear Madam” B},
“My Dear Madam” ; & ¥ 'H Fi “Mesdames” 5%, “ My Dear Mesdames” ; %} L3¢
RIRH B T, F AR Dear Mr. -+ "5 2 P8 B R Dear Mrs. (R Miss)
------ ", BAFIE AN EIFILA R FIREE (B Dear” % #1) ; D" Dear Da-
vid”; @“My dear David”; ®*“My David” ; @“My dearest David” ; B“ My
Dearest” ; ®Darling David” ; D“My Darling” ; ®“My very own darling” %,
A KR AT B A 48 B R 7E % AT, 40 Prof Wang” , “Dr Lin” 4,

www. Julian. com. ¢cn
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Pg . IE 32 ( Body of Letter)

BRI FTERATHAREEL, BRE-NFREHHI ES5 4
FRESHK, EXREHFERS, AFEREH T, —BARARDUERE—
B “ R 4F (how are you?) ” ZKHK)IA,

F .4 %iE ( Complimentary Close)

EHRERER A BMEANERRK, EEEXTE =774, AFEE
&, BN LFBERE , RBHES . SAHRKARH:

“Yours truly” 5 “ Truly yours”

“Yours faithfully” 5% “ Faithfully yours”

“Yours Sincerely” 8% “ Sincerely yours”

S FRRKERETH:

“Yours respectfully” 5% “ Respectfully yours”

“Yours obediently” 5%, “ Obediently yours”

“Yours” , “Yours ever” ,“Ever yours” ,“ Yours as ever” 5% “ Yours sincere-

SHFRBRERBERHERTH:

” %

“Yours affectionately” , “Lovingly Yours” ,“ Your loving son (child, sister

«++)”, B “Yours devoted friend” %, ZEHRIBEBREEHIES,

75 & 4 ( Signature)

HEFEAELZ, —BRELT, EFABLEELEHRIBEZT . k&K
$%—HEN“Li Ming”

www. Julian. com. cn
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Yesterday you failed to turn up for the appointment with your teacher,

Professor Wang. Write him a note to

1) express your apology;
2) make a request for another appointment;
3) and also suggest a time for the requested appointment.

ANNANNNN\Y

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. (10 poinfs)

%_s‘ﬁiﬁi

Dear Prof. Wang,

I write this note to express my great apology to your as I failed to turn up for
the appointment with you yesterday afternoon. To be frank, I did remember to

meet you at your office when my father suddenly had a stomachache and I had to
www. Julian. com. cn
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send him to a nearby hospital. Then I gave you a phone to call off the meeting

but the line was busy. I intend to arrange another appointment if it takes no fur-
ther trouble for you. I am wondering if it is convenient for us to meet next Mon-
day morning. I am expecting an early reply from you.
Sincerely yours,
Li Ming
(106 words)

BN TFRARYT . REXFEHERRN TRERHWBE. K&
Bid, B YR ERAM R, AR MERR. HEITHEE, K
HIEX k. MREHERETE R ELESERE, SFEE.

%E%Eﬁ

FUE4H0 AR — T SO ORI SN, AXER I, 33P0 £ B
FRMFFTRL . BEREFMBERMZERX — M. REFLEER
B B A SR S E LS R R, B R AU BRI
FHIALE R TG AR ZOR , X B #9724 T 12 A E

whE AT S, — 0 B R E A S R A AR A B R % R
ARITIRE; 55— T E A BARR bR B R 1 4 S SR T, SR R TR K
JEAA REITA R RETF . Aoty ERVEIFFT T ILE R T SRR EEN
TREME, AR T AL X— &,

HeAh, EEAE B B R R EPRIE R FOERH. 2U0EE A
FLHSE AN S AT A 45 o & i 0 F SO A AR I AR A
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You have got a ticket to a computer fair, but you now find that you are

unable to go. Write a note to your friend, George,

1) introducing the fair briefly;

1) explaining why you are sending the enclosed ticket to him;

ANNNNNN\N

2) and telling him briefly how to get there.

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. (10 points)

WX # X
Dear George,

I’ ve got a ticket for a computer fair, but now I find I’ m unable to go be-

cause of some unexpected businesses. I’ ve learned there are a lot of updated an-
www. Julian. com. cn
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ti-virus programs and newly-developed models on show, and a cyber-head like

you would not miss the opportunity for anything. I can’t go because I’ m going

to meet with an important client, so I send the enclosed ticket to you. It is very

convenient for you to get there this Friday afternoon. You may go by taxi or take

the No 12 bus, and you can’t miss it. Please let me know when you have
received the ticket. Hope you will have a nice time.

Sincerely yours,
Li Ming

(109 words)

RE—IHEIBHESMAGS BRRRAEEEART . BHS LA

ZFFAEYURE RGP & QAL (BT R A SE T XML&

Mo, REEML—AEENE,  RELAGFAREETFR. FALTFE

B ERAR T, AT SRR AL 12 B AIRERMATUAT . WENREEZR. Bk

o
&E‘\%EM

Bk PN A F OB S — A B (—DNE) BIT BSR4
J2 YR W) ] 8 6 SR 2R, DA [ 00 v TR i

ARAIE ) B e — P A SR 2 IR ) A BOR . )T Y G —PEA
R RARGAR A, R E A AR, R, TR W A ER . N
B EE, TERANIZEEBERRE R, RE - BOEE; NiE
VAR , IEBR A/ T ROZOR G518, R R — B 1B 7 IE# s MB# f
RE A TFRIZR P OR S BEER, R S IR TF RS
R BATE, WK R, BEXRREL, B2 FRIE M
B B TR ) A TR s e TR EE AR

FriE— st B i, — B U E L AU — o0 B, IjRF T —1H
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