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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.

BEEXMEEFLUES, EHRMASUEE £ B FAERGROVERMEB . BRITAUTH=
" R

E—. HITER, EEEET LR, BENTEARXRE—RERE, EESRWEA
RLAERRE P LR PO R E AN BIFESR . W ¥ AEEMIACSE (A PREeTHERN
BIRBtEESE ),

F_.EFEE, HFARENHEEFESNERRER . XUFEEMELZAES XEMEHFEYL
A STER P, A B AE A {5 B FE preparing for an English test, in need of some reference books, a
letter to the sales department of a book store, detailed information, payment, delivery %

F=. I RESOHFARE, £V RATHRMER, BERESPNREFRRR, KERSHE
2. WMEARES, ZANBENATEEESMIMEELR, TEBLSE S, NXSELWRE
MABAHLER, FFRARASERLEMAF, BEHTR EMS, HRERHMES ., ERXLE)
EEAT LB B AE, BEREEEMFSRINVAEBRERMEFA®R. EZRXEME, —EEHEX
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BERARZHRN—MEET EWREEENTAZ —, X TALRKZFRAFEENE L K%
AFFRERNEMERTMAHALER, RREACHI. BROFERE, BEIABAGR
MAFER. MAFRRETIRERASUR, —REESBA . AP R Z AT H EFFZROE
o RNEIFRIARA] LALLBRER , (HRIESERE,

AR TIEXSUE, @HHATESIRGE, URATRSARZE. 5% P ZEH
FEKRE HPHREABRRERNAFEFHRE . #RE . BUUE . RIE . E#E . BREHE . g
& BV R . BIEERNRAES.

REBERANEH, HERIN—EEFL, FENHEHRE HEABEHZR, REEEHK
A ERMEAES, MBS H—REE EROBELR.

HENEIFBI _

LRI HER A EEARAMERAPF . KASHENGEHREN, BT HRESENES, BE
— B — TR B4R 4-8 NFAY, BATR BE 4R B EE B R R — B0 FRFTIAR T, Y3
FEP M A RN E . RN T LG5, TR %5 30E  LBORAT, JUHARZ A T F iR
R, HAF R B E—THIEE , B SBRZEZE 1T, BIMRIE ., %S T
5. BAITTFAUR:

GrittsC

Dear Kate,

I wonder if you can lend me your MLA Handbook for Academic Writing. I am in the process of
writing my graduation thesis, and need to consult the book now and then for standard formatting. Thus I
might need to keep the book for about a month and a half, and I hope that would not bring any
inconvenience to you. I assure you that I will maintain the book in good condition.

If possible, please give me a call and I will come by your house to pick up the book. Thanks a lot.

i Yours,

‘ ‘ ':‘Judy‘x i

FER

rDear Kate, '

I wonder if you can lend me your MLA 'Handbook for Academic Writing. 1 am in the process of writing my
graduation thesis, and need to consult the book now and then for standard formatting. Thus I might need to
keep the book for about a month and a half, and 1 hopé that would not'bring any inconvenience to you. I
assure you that I will maintain the book in good condition.
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If possible, please give me a call and I will come by your house to pick up the book. Thanks a lot.

Yours,
Judy

FISEVESHI :

B BEEMEE AR 6 MRS : 153k (heading, EIEFF[E AHALFIH ) | {5 #AE
(inside address, &Yt /5 At ). FRIF (salutation), IE3C (body). 4% iE (complimentary). 444
(signature ), A BHEEEIIE M 5 (postscript ) FIFH 4 (attachment ) , EL4&IN T EFTR :

( No. 5, Yiheyuan Road )
Beijing, 100971, fak
P.R.China
Mar. 12, 2007
Professor John Smith
13 Broadway Avenue 15 Ptk
San Francisco
California 93011
US.A
Dear Prof. Smith, PRI
I am very glad to hear from you.
...... EX
Yours sincerely, ZERIE
Judy ?E‘ng
kP. S s

— B EBHHESCH TRIBATIR, RERZ A BFPRERE . B3, HREMNE L N
7y, BtA SR E AT R T EE B — L[,

FRIERBEHTF LTS, REEASTEEAKIKE. TIeRBABHEERAFEH, —RELL
:@',’Wﬁiﬂ;‘k?ﬁ o I G E—BREERINLES

FERAGEHH, REEASUEAXLR LEES, MFRIEA L RREE, —ME R “Dear” 5
HE#NM A%, i1“Dear Anna, Dear Tom” % ; B\ # “Dear” J5 Ifi fil . 2E A FRIF , 40 “Dear Papa, Dear
Aunt”; INRXRAPRIEFEFEE, WERIFX H K, SIE “Dear Mr. Smith, Dear Mrs. Smith, Dear
Miss Smith, Dear Ms. Smith”, {F&, ZEAHE L - HBEEREAIEHE, B “Ms.”,

TEAFEET, —BOFRTFEXEAERGALE NG, REMKEALEL . BEEIIEERE
AHkfT . BRI REBWT .

B+ Mr.

%+ Mrs., Ms., Miss

#H 42 / 1+ : Prof./Dr.

T EE . WA BIHARSE E : Hon. (Honorable, B “BEAHH”)



? EFAIESIEEX 100

4w . Editor
RE%} k4 : Dear Sir/Sirs, Dear Madam/Madams, Dear Sir or Madam, To Whom It May Concern

EX— R =5, H— BTk, BEFF I B S (5 69 B ﬁi%ﬂ H F@ mERE
BARNREIN , BEM_E— AN EBRANE . REEE, FEVARREIR X FH2m%
I

BRI MEEANS, B LI M BRIREHAT 785 i e AR

B=EARENEE, BE UALSNBERE RERER, .

I am looking forward to your reply.

Please pass my best wishes to all your family.

HREREE AT TS A ERPR AR

ERANGEHEH, — T LLH “Best wishes, Best regards, Best, Regards, Warmest Regards, Yours,
Yours ever, Yours sincerely, Cordially”, IR EHAFXRAEFFERWALIEEAN, WET UH
“Yours affectionately, Affectionately, Love, Lovingly, Cheers, Your devoted friend, Your loving son
(daughter, nephew, niece, grandson, granddaughter, father, mother, husband, wife, etc.)”,

EAEEHF, —MTLLA “Yours sincerely, Yours faithfully, Yours truly, Yours respectfully,
Yours gratefully, Yours cordially” % .

FeR RS — A AERMAMEZ AR ERGEHS, BT U EEREIMETTLURAUTER:
Truly yours, Sincerely yours, Faithfully yours, etc.

KX EHEREEAEE L, M TFHEARGINREEERLSMHENL T WARLSHRIER 5?3%16‘
{BRXFF R UL, 4 FEE—“Yours sincerely” 5L 7T ALAARZE N T2, B AX NGRS
ATFRAMAFES

(TFELOERARE, FRAFAVEEE T HEHAT, RIEA L Ming" M5,

2)&FER

BEEREATERIIZEEERFER | REMEEXN T HEEN L. FEX—BRATEH
PIMEL, ERZEEFRNEE D, FEREAESBRNEWFIER, —8E T FrHEHR:

To: YSLA

From: &3CA

Date: H ‘

Subject: HH, WA R TEMZ AL AFLHILH, £ZE—MEREEEERER

Message: IE3C, EA T, FIHBREENFEERSL.

BERNNEENFEEE, REABUTILNER: , 4, @6, [, i, 5%
AR REREEM, WAl REEFFIT AMISMEMENSCRBE M), B, ER—BHRER. 1L57
HEBAYRE, RAFRER, DI KR E R E ERb IR, FEFENE, %tiﬁ’:ﬂﬂli
AREEL2ZHT, TR/HRTE, ZRLGBAFTELERENES.
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FERATHMBNTENRIERERES, ATRA. EA PAMRIESEZEXTE—H
KA EEBEHRBER, FEBK. A4, 50, B EAA. B5%. EENEXER, 55
. MG R OiEk.

HMHBEBEN S, FEAIES IR EMEL, EE8E, BN EHER, BEaEXE
5. RN, EE—REERABEANETF, A8 Dear" SHIF, R BAREHE, HESLZ. &
HREEENE, F5 L —FEEH AN, HhEXHENH BN “Mar. 20, 20077, XK
) H BAENR 420 Mar. 20077, BIFPAEERE T2, 38+ 2 MAMMZES AT : Jan, Feb.,
Mar., Apr., May, Jun,, Jul., Aug., Sep., Oct., Nov., Dec.,

EEAET .

Mar. 20,2007 H#

— . #EHR1E (Letter of Resignation )

ARATERZFIEFHANRIFE . HTHEREFHOERE, AREZA, THE-HERA,
FEIR | BB R R WA . AR W SR ERE R

B PR 2R RRE , AR R IT R R R LAG X 7 — Y e AEatE, L%k
ST RALE AL BRI . REEEBEX T B L5 3 XN TS,

B =25E":

R FFIR— R, R iR — g E 2

Tips: £S5HHREHIRZEL— L LRE, LARZRAERWS S, AN TRELE 22
B TN TS R A,

(1) 2005 “EE B
Directions:

Two months ago you got a job as an editor for the magazine Design & Fashion. 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, and stating your reason(s).

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.

Do not write the address.
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(Dear Mr. Wang,

I am writing to inform you of my intention of withdrawing from my current position of this
magazine. }-—0\2‘7\\

Though having worked here for merely two months, I unfortunately find that this job is qdite
different from my expectation. First of all, I have to say that my salary is far from satisfying, which
barely sustains me in this expensive city. Moreover, so far I have never had thé mbonsibility of any
challenging task.

I apologize in advance for any inconvenience it might bring t6 yoﬁ.

=

~

Sincerely,
L Li Ming J
By ERA:

REEEXHEREHLIRENAERIZFHRAL

REBREXRERRIETANA, EERAAXBIHRAFTHEENTY, ¥4, KRNI HE
BARALANRE, EREZINMYNATE FWIRT FEFRE, b, BETAL, REANS R
REMBA KN TH,

3T B e 6 R B T B B

BERE,

Z W
intention: n. & &, B # withdraw from: & #, i, &
merely: adv. {4, &, Rit be far from: &% R A, Lk R

barely: adv. RIR], 44X, JU-F R4k sustain: v. X #, %3, F4
have responsibility of sth.: i 7 £ ¥ :

I am writing to inform you of...
Though having..., I unfortunately find that...
First of all... Moreover...

I apologize in advance for...

.(2) Directions:

You have worked in a Non-Governmental Organization for several years, but now you need to quit
the job because you are moving to another city with your family. Write a letter to your boss Mr. Smith to
tell him your decision and the reason, and your appreciation for the work experience in this agency.

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.

Do not write the address.

& s
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Dear Mr. Smith,

I am sorry to inform you by this letter that I plan to resign m@ job in the next month. The

main reason is that I will move to Qingdao to live permanently with my family, @s/Qingdao is my
2

hometown. Ze sy 12
. Looking back upon my five-year experience in this organization, I have had a very happy and
enjoyable time working with you and other colleagues, \fi I have received lots of help and have
learnt much. Please accept my sincere gratitude, as well as my regret for.not being able to serve here any
longer.
Yours faithfully,
L Li Ming )
L
B e wH A

HEAXHABRRERYERER U RNET M FZETNIE, HEEFERRE R K
A—RBERNESES, HBEMEKPEE,

EREEXNALAFEENTEEE, RELEFACRAFEL T EFREHHE, RINLT
BRREFY, WHLTEARIAT., FEZIREIMENRY, ROUFFABRTHAEXEIREL
ty B 8] .

LREH,
azwav\év‘\’\ #9

(AXRCRIAA) \?
permanently: adv. K##), KX 4, RE 4  look back upon: =1
enjoyable: adj. A~ At bt gratitude: n. B

I am sorry to inform you by this letter that I plan to...

The main reason is that... :
Y g
.. #BK1E (Letter of Request)

ARG RIWUE AR ER, HAHEN T HRZEKR. BEREHNESRESHEENTAEF
RABNHFEE, FHRMWAMEFERER

HiEKENEAERASIERRE, —SZFRERES, FIAENE; K5 EERFRE
KMER; BERRAAEN T TFUEE.

B =%E":

NEAC . REFER YRR BT —~RAHE . SnER

Tips: ¥ 5T, HFRERBLFARGAIENMN, FAELEHTF L TAR—TFTREH A
BB, R, B TREGFXAEEELTERAANAGEN, RS EEEFLHLRE
B, REZ-HRG M,
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