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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. (10 points)
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Dear Sir or Madam,

1 am writing for information about test preparation materials for the IELTS test.

I wonder if you have a vocabulary book covering the words required for IELTS, as well
as past examination papers with keys and model essays. Besides, how should I pay for these
books—by cash, cheque, or any other means? If possible, I would like to use my credit card.
Finally, how will these books be shipped and when is the approximate time I can receive them?
The express mail is preferable if the additional charge is not too much.

I would appreciate it if you would send me a reply at your earliest convenience.

Yours sincerely,
Li Ming

Dear Sir or Madam,

I am writing for information about test preparation materials for the IELTS test.

I wonder if you have a vocabulary book covering the words required for IELTS, as well as past
examination papers with keys and model essays. Besides, how should I pay for these books---
by cash, cheque, or any other means? If possible, I would like to use my credit card. Finally, how
will these books be shipped and when is the approximate time I can receive them? The express

mail is preferable if the additional charge is not too much.

I would appreciate it if you would send me a reply at your earliest convenience.

Yours sincerely,
Li Ming

(2) PBEBIN
BIEARRP A —MEKE: 5% (Heading) | fEPIMHk (Inside Address) | FRPF
(Salutation) . TE3C (Body) . £53 & (Complimentary) f1%5 4% (Signature) 6 K¥45>, BHAE
KEEBBIRIE, F3C. SRIEMER4RY, HAABERE RS M “Li Ming” (W) ZA
#F,
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i1, PR S B R NE S,

FEFANEH S, RIPLLRBER, — MR “Dear” FHEME TR ZFHIE, I “Dear
John”, “Dear Mom” ; % BAEX A B, WIFE “Dear” J5 etz A B9k, i “Dear Mr. Bush” o B
Syfadh, MFE “Dear” ja i3 AR A FE R R 24, i “Dear Pro. Smith” .

W WLFRIF

Mr. B+

Ms. &1

Dr./Pro. t+/##%

Hon.(Honorable) it i A, BB S 2 AT (BAUHY)

Pres.(President) #3k:, #HH K, Bg%

Editor 4348
Dear Sir or Madam,/To Whom It May Concern, A~&1lfc{E A ik % g
OIEX

IESCRICEREMRISY, RGBSR RBIE, EX—RAE=HSNE, TN SBRER.
HERI S, ~BEEFANRUSHEERERER, bR X, BELE WS
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OLIRIE
HEREREALROEE, ERE-ANFHBKRE, BEHEZE, EHBREEASKIZA
HIR F M AF., '
OFN1EH
a. Yours,
b. Yours sincerely,
c. Yours affectionately,
d. Yours loving,
€. Yours cordially,
f. Yours faithfully,
QA FEH:
a. Yours sincerely,
b. Yours respectively,
c. Yours gratefully,
d. Yours truly,

(4 321
BEXRBF—MIAEL BELRER, BL%—HK “LiMing” (Z0) , THATETH
CHIR KA,
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Directions.: Suppose you are the dean at the Department of English in Beifang University,
you plan to invite Professor White, a worldly known professor, to give a lecture to the freshmen in
your department. Write a letter of invitation including the following message:

1) the reason to invite him to give the lecture

2) specify when and where the lecture is to be held

3) express your expectation of his reply

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)

Dear Professor White,
We are very glad to learn that you are attending an international conference in Beijing. We

are writing this letter to inquire the possibility of inviting you to deliver a lecture on American
culture for our freshmen students at auditorium on Friday, June 16™ at 2:00 PM.

We have long been noticed that you have done a lot of substantial and creative work in this
field. Two of your books have become textbooks for our students for several years. So all of us
believe your lecture will benefit our students and teaching staff alike.

Thank you for your time and consideration. We are looking forward to your reply.

Sincerely yours,
Li Ming

O RS (Letter of Thanks)

BEHERATEEANBEARSBBZHEHMA, AmEAREER, BhERBME
BIR RAINTE A ERRBIEEREE. EXREETCRME, ARk, s, e &S
EERAEYL
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Directions: Suppose you have just come back from a business trip with a delegation. Write

a letter to your host company who received you to express your gratitude for their hospitality,
describe the help they gave you and offer to repay their help.

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)

Dear Mr. Johnson,

It was very nice of you for the help in this trip. And I am writing this letter to thank you for your
warm hospitality accorded to me and my delegation during our recent visit to your company. I would
also like to thank you for your interesting discussion with me which I have found very informative
and useful.

My delegation and I, during the entire visit, were overwhelmed by the enthusiasm expressed
by your business representatives on cooperation with our company. I sincerely hope we could
have more exchanges like this one when we would be able to continue our interesting discussion
on possible ways to expand our economic and trade cooperation.

I feel obliged to thank you once more, and I am looking forward to your early visit to our
company when I will be able to pay back some of the hospitality I received during my memorable
stay in your company.

Faithfully yours,
Li Ming

©iE {5 (Letter of Apology)
EBRERBEAMARZEHARBARTERE., B5EiRE, #ENEHEAS, FAZEH
ﬂ%)ﬁﬁﬁﬁ M ERE AR, FHik BRI,

%~&" %ﬁﬁﬁ;

BB, SR RB R AR
BB RSN SR,
fix

Directions: You have lost a borrowed book from your friend Jack. Write a letter to him to

express your apology, explain your reasons and suggest a way to make up your carelessness.
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)
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Dear Jack,

I am awfully sorry to tell you that I have lost the valuable book you were so kind to lend me
last week.

I am writing to you to express my sorry. Last night when I went out the classroom to fetch
some hot water, I left the book on the desk and found it nowhere when I came back. I will try to
recover it as soon as possible. If I fail to find it, I will get a new book for you.

For this irrecoverable loss, I want to say sorry again. I sincerely hope you can accept my
sincere apology.

Yours truly,
Li Ming

O #{E (Congratulation Letter)

MEEATEENFENHENEMNARAARBERBANRBEBE, TR R
A, WAl AR NSRS EER,

Bt

BB AR R ORI,

BB BIPRR SRS A BTG st

BB BRBIBRFHAIBIE,

3

Directions: One of your classmates had been admitted by a famous university for a MA
degree. Write a letter 1o express your congratulations.

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)

Dear Mary,

Congratulations to you! I am much delighted to learn that you had been admitted to
Beijing University to further your study for master’s degree. I would like to extend my utmost
congratulations to you and I feel so proud of you.

Years of hard work has finally turned out your success. In this well-established university,
you will have better opportunity to study. It will prove to be a valuable experience for you! With
a brilliant education background, I am sure you will have a bright future.

My best wishes for your further success.

Yours truly,
Li Ming




