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1. 4 #4E
Directions :
You are going to study at a foreign university. Write a letter inquirilt_\é about the specific infor-

mation as regards accommodation, fees and qualifications there.

[ 143]

Dear Sir or Madam,

I am a Chinese student who wants to pursue further study at your university. I am writing
this letter to inquire about some information concerning the following aspects.

First, how much are the tuition fees? Though I intend to be self-supporting, I would be
interested to know if there are any scholarships available for international students. Second, I
wonder what qualifications I need to follow a course at your university, Now I have got a master
degree at a Chinese university. Third, with regard to accommodations, if possible, I would like
to have a single room, but if single rooms are expensive, I would be willing to share.

Thank you for your help, and I am looking forward to your favorable reply at your earliest
convenience, ;

Sincerely yours,
Li Ming

]

FRAOLER KL

BA—LTEFLE A2 A GNERE—FRE, REXIHGERAATHFATHF @G — 2k

&,

B FRASY? BREATH AR CRALRBLERFTALFERBLEARFF AL, £,

AR EEGCNEFREFIGTEMH LA ACEZAPEAG X FRATALFL, F= . X T4
B R TR E ABE—AFAR, RdREAR BT E, SELAT,

BREe N AR ALRTFIROHELEA - AFHEHDL,
% AR,
9

[ o] o

1. pursue [pa'sju:] v. X 5. qualification [ kwolifi'keifn] n. ##
2. inquire about #) 5] 6. with regard to % F
3. tuition [tju'ifn] n. %% 7
4 8

. available [a'veilabl] a. T#E&h,TH A&

. accommodation [akoma'deifn] n. 4£7

. favorable ['feivarabl] a. # #| &5
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CIEYEIET

1. T am writing this letter to inquire about some information concerning the following aspects.
REIHGERAATHARNATFEG— L8,
2. Though I intend to be self-supporting, I would be interested to know if there are any scholarships

available for international students.
EREATTHAR qﬁ%&.&‘fﬁﬁkiﬁig‘ﬁﬁ‘%i‘é@ FREABRFA,
3. Thank you for your help, and I am looking forward to your favorable reply at your earliest convenience,

B EOHS AR EERTFFROATELE—MHENDL.

Directions:
You just come back from Canada and found a music CD in your luggage that you forget to return

to Bob, your landlord there, Write him a letter to 1) make an apology, and 2) suggest a solution.

53]

Dear Bob,

I'm writing to aleogize for having forgotten to return a music CD to you when I left Cana-
da. I was in such a hurry that I packed everything in my luggage without checking carefully, Had
I paid more attention then, I wouldn’t have made such a stupid mistake.

Now something must be done to solve the problem because I understand you cherish the CD
enormously. I can either send it to you by express mail or alternatively compensate you at a rea-
sonable price. If you do not mind, I may bring it back to you next time I go to Canada.

Please let me know which solution you prefer at your earliest convenience. Once again, I am
sorry for any inconvenience caused. Hope you can accept my apologies.

Yours sincerely,
Li Ming

EIEIEES
EEHHY.
BEXHEZEHANRARBE I mEARETERETRCD M #H, SHAXIEAETFTEA TS
BEHIEMALBHRITELT, wRIFEMEZENE RARLNLIHE-NBEOLREN,
RELREMIIANAPAT  BARLERRLSEEIANCD, A TARREFLBRHE L2
BN ABAMER, WwRERNEGEF R TATRENE R FELIR,
WERRTF RO BRLEFRAGERRIATE., BAERGETRERFRATHRE., 72
U XL R TECR
1Y
E L
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(7]l Al i

1. apologize for... -+ i ik —FHBE—

2. cherish ['tferi[] v. % 6. compensate [ 'kompenseit| v. #M%

3. enormously [i'nomesli] ad. E k¥ ;3E% 7. reasonable [ 'riznabl] a. 42 #

4. express mail # ¥ i 8. inconvenience [ jinkan'vinions] n. R4E
5. alternatively [o:l'tamativli] ad. 3 B 4% ,

-

. I'm writing to apologize for having forgotten to return a music CD to you when I left Canada.
KEXHEHAARZAREANEXFETEART R CD M #,

2. Had I paid more attention then, I wouldn’t have made such a stupid mistake,
wREHENEENF  RAFRLGREIF—ANBEGHEREY,

3. I can either send it to you by express mail or alternatively compensate you at a reasonable price.

T B it F 1k R E AL ISR,
3. #R1z

Directions:
Two months ago you got a job as an editor for the magazine Designs & Fashions. 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, stating your reason(s), and making an apology.

LiEES(ES

Dear Mr. Wang,

I am writing to inform you of my decision to resign from my current position.

Thank you very much for having given me this opportunity to take such a promising posi-
tion. However, after the two months’ work, I have found that my character doesn’t meet the re-
quirement of this position. What’s more, the shortage of professional knowledge, both in desig-
ning and editing, has badly influenced my performance in daily work and my personal develop-
ment in the future. Therefore, I decided to quit this position after careful consideration.

I hope you will consider my request, and I apologize for any inconvenience I might have
caused. I wish all of you a prosperous future.

Yours sincerely,
Li Ming

Bl
FEGHILLE.

REBEHERAATLHFERPESRG S E,

FFRMELEINLSRANFEIHF—HANEY L/, 2. B HAAGIHE, RLAARY
MEREBRIHIHGZR, WM RAPEHE TR L LLRNEZ 2R ERYATRIFT
B ERABRKARANAABLERE, Bk, 2358 E B EEXFEIANARAE,
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BALELERENFR A ARARTRATERGEMRREATHE, FE2ENRA -4 £

R K,
AR,
F
[35] i
1. inform sb. of sth., B4 ¥ A X F 4, prosperous [ 'prosperas| a. # % &
2. promising [ 'promisin] a. A # & # 5. apologize for... H#eeeee o 38 #k

3. character [ 'keerokto(r) ] n. M, 45k

EHEYEIED

1. T am writing to inform you of my decision to resign from my current position.
BEXHGERATEHFEAFHEFRG R E,

2. Thank you very much for having given me this opportunity to take such a promising position.
FFBEMRLENRARANFIN —GANEG THE,

3. T hope you will consider my request, and I apologize for any inconvenience I might have caused.

AFBELEREAFR G ERARTRAAERGETRRETHE,
4. B

Directions;

Restrictions on the use of plastic bags have not been so successful in some regions. “White

Pollution” is still going on. Write a letter to the editor(s) of your local newspaper to give your opi-

nions briefly, and make two or three suggestions.

(e

Dear Editor,

1 am writing this letter to attract your attention to the fact that despite restrictions on the
use of plastic bags, people in some regions are still using the bags as they used to. As a result,
“White Pollution” still keeps worsening our environment.

To prevent this situation from being further aggravated, I would like to offer several practi-
cal suggestions. Firstly, it is high time for us to ban the free use of disposable plastic bags.
Secondly, degradable and renewable materials rather than plastics should be used to produce
bags. Thirdly, the mass media should help to enhance people’s awareness of the harm of the
plastic bags.

T hope that my suggestions are helpful. Thank you for your attention.

Sincerely yours,
Li Ming

=]

FEW G

REXHEANRBFLEXZAIHGF R AFTRBRTRAER, — LR R HANRGT E—
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HERBHE, ER,"OEFTENAEFEZRANGIRE.

ATHIESAH R —F B, RARBE— R ETHAEN., L, ZRAKMNBLEAREY
BREAANET., P R EA TR TAELAAHHREEHAHNEETF. S, AABKEEZ
WHRZFAMNT FTEHREEHEIR,

FARGENEA R, BB Xz,

. &R,
- 9

1. restriction [rl strik/n] n. FR4] 5. degradable [di'greidobl] a. =T K/ #
2. despite [di'spait] prep. B # 6. renewable [ri'njusbl] a. TH AW
3. used to do sth. #E X% FHMEF 7. rather than... i R&Z v
4, disposable [di'spouzebl] a. TE&E L =&, A 8. enhance [in'hains] v. # 3%

TR T & F-

I EYE)ET

1. T am writing this letter to attract your attention to the fact that despite restrictions on the use of
plastic bags, people in some regions are still using the bags as they used to.
BREXHLIORARFELEZIFAFE RFTRRT BB L, — B REHGAN KRGS E—#
& AR

2. To prevent this situation from being further aggravated, I would like to offer several practical sug-
gestions.

ATHIESFTH At —F B, RBRB— L ETHGE,

3. It is high time for us to do. . ..

% BAVE e B BAET

Directions:

You have just come back from the U. S. as a member of a Sino-American cultural exchange pro-
gram. Write a letter to your American colleague to

1) express your thanks for his/her warm reception;

2) welcome him/her to visit China in due course.

EESES

Dear Smith,

1 am writing to extend my heartfelt appreciation to you for your warm reception during my
participation in the cultural exchange program in your country.

Your generous help made it possible that I had a very pleasant stay and a chance to know
American cultures better. Besides, I believe it is an honor for me to make friends with you and I
will cherish the goodwill you showed to me wherever I go. I do hope that you will visit China one

day so that I could have an opportunity to repay your kindness and refresh our friendship.
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Again, I would like to express our sincere thanks to you.

Yours sincerely,
T3 Ming

(1%
%9&6‘1{%4@? ad

BEAHBRATOCRERCHAM, REGNBRAMIALARR HIRL T RANG
HAF.

HRARBE B R A TUARA — BB RO ABALANLS IR THEE L, b, KK,
Ak BRAMETERAR—FRR, ARG RALERMESBRG LT, ACH LA —RIRERP
B, A REEANSREMGGIFHFERMNGLEIRFTF.

ARZF—hOhRERREORE,
e,
F0
1251 ] ]
1. extend [ik'stend] v. 2Ef¥;4 F 4. reception [ri'sep/n] n. ##&
2. heartfelt ['haitfelt] a. E 6, ik 5. cherish ['tferif] v. &
3. appreciation [aiprizfi'eifn] n. ;&% 6. refresh(ri'fre[] v. 47,4 K4

ez g ]
1.1 am writing to extend my heartfelt appreciation to you for. ..
ABEFZRB A RETE $:.5 T R T N
2. I believe it is an honor for me to make friends with you and I will cherish the goodwill you showed
to me wherever I go.
BikH Ao tR R A A ST E KR —Fr R, R F LT AL S Bk 57,
3. ...so that I could have an opportunity to repay your kindness and refresh our friendship.
------ A KRB A LR AR AL RN A EZIREF.
4. Again, I would like to express our sincere thanks to you.

ERBHE— RO hAERARPOME,
6. i+ NE

Directions:
Suppose your cousin Li Ming has just been admitted to a university. Write him/her a letter to
1) congratulate him/her, and

2) give him/her suggestions on how to get prepared for university life.
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LilEEa(Es

Dear Li Ming,

1 am writing to congratulate you on your being successfully admitted to Peking University.
And 1 would like to give you some suggestions as to how to make preparation for the coming uni-
versity life.

In order to adapt to the university life, you should get prepared phys$eally and intellectually.
First, you should take more exercises to build a strong body for the future academic pursuit,
Second, since the study in university is more demanding than that in your secondary school, you
are highly suggested to read some introductory books so as to have a good idea of the specialty
you are going to take in university, Given your sound ability, you are sure to have a successful
university life.

Congratulate you again and wish you a fruitful university life.

Yours sincerely,
Zhang Wei

&=
EEFN.

REXIRERATREARSHLTRFRR, FLRABE2LE— %L ToMARFEE ke
KEEFREGHEB

ATERKFLE REZES R LRFTEORTLESE. LA KEZSBERETKRAEARE
METEFNTARFH AL, AA B TRESFINZRULEPLEZH, HABAZN
R — AN TR BEARARXFRZFIGELRMA A FWHAOBE., FRIG T RS IR

AWMA—ARIGRFLEE.

BFARER, FEF 2RO XFLEZMRRR.,

B AW,
kAR
(3]l
1. be admitted to. .. A FHEA e E S FE 5. pursuit [pa'sjuit] n. i& £ )
2. congratulate sb. on sth., tEXFMRKEA 6. introductory [ intra'daktori] a. 3| %&5,4 88
3. asto X F,EF 7. soasto AT, A&
4, adapt to ¥ & 8. fruitful ["frutfl] a. % =& ,8 H &kt

ECYEET

1. I am writing to congratulate you on your being successfully admitted to Peking University.
REXHERATRAERRIRLTKF TR,

2. 1 would like to give you some suggestions as to how to make preparation for the coming university life.
BBBLR—EX TfTAHBRERG X F LT RE G,

3. In order to adapt to the university life, you should get prepared physically and intellectually.

ATERRFEZ RBLGES R RFT BT ESE.
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4. Congratulate you again and wish you a fruitful university life.

BFRBRBER ALAZHROXRFLZARRR,
7. BiIFE

Directions:

Suppose you have found something wrong with the electronic dictionary that you bought from an
online store the other day.” Write an email to the customer service center to

1) make acomplaint, and

2) demand a prompt solution.

i3]

Dear Sir or Madam,

As a regular customer of your online store, I am writing this letter for the purpose of com-
plaining about the poor quality of your product—an electronic dictionary I bought in your store
the other day.

The dictionary is supposed to be a favorable tool for my study. Unfortunately, I have found
something wrong with it. To begin with, when I received it, I detected that its appearance had
been scratched. What’s more, I did not find the battery promised in your advertisement, which
makes me feel that you have not kept your promise. Therefore, I strongly request that a satisfac-
tory explanation be given and effective measures be taken to improve your service and the quality
of your products.

I am looking forward to your reply at your earliest convenience.

Yours sincerely,
Li Ming

&=/
FEHEEN AL,
EAGMESTEG —AFE KRB XA B R IF A B OUR TR AN L XS
EH—AeFAR)ENEE.
EAARNERARREFARTOEI L, ABHL RALECHLFAE, ¥4, 54K
B G FARN,AARCHRBAEG, b, JRARIRAE S 5 2 FF M &b, XK T
BRANEAEF RS, B, BB R RS — A b E MR, I B R BUA B Ak R AR AR A 8
[ EETEY & 3 :
PO EERTFRONELR -~ DL,
5 H 8
F

HIEEIS
1. complain about 3 %%, 3% 3. to begin with & &
2. be supposed to do sth. G # £ F 4, scratch [skret[] v. k45, %] %
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5. take measures RIR 7. convenience [ kon'viniens] n. & ,4&#)
6. look forward to... Hfeeee

EENEE]

1. T am writing this letter for the purpose of complaining about the poor quality of your product.
REBEEAHEHBHRKFEMNEFRENORE.,

2. 1 strongly request that a satisfactory explanation be given and effectivémeasures be taken to im-
prove your service and the quality of your products.
RENEREMNL—ANHEORE SFARBRAZLRRARBRNOB S EZRE.

3. I am looking forward to your reply at your earliest convenience.

B AEERT ARG BELE AL,
8. #ikfz

Directions;
Suppose your class is to hold a charity sale for kids in need of help. Write your classmates an email to
1) inform them about the details, and

2) encourage them to participate.

LilEAlEsEd

Dear Classmates,

1 am writing this letter for the purpose of informing you that our class will hold a charity
sale for poor children in remote areas. The detailed arrangements are as follows.

The charity sale will be held in the playground of our university on January 10th, and it will
last for 3 hours from 9 to 12 o’clock in the morning. The purpose of the sale is to help the chil-
dren who have dropped out of school because their families cannot afford their tuition. You can
donate anything useful, such as books, clothes and money. I believe with your generous dona-
tion, we can help more children in need of help.

Thank you for your kindness, and I am looking forward to your participation.

Yours sincerely,
Li Ming

&]]=x]
FEEZHE S
BEXHEVEMNA B RNEMNEFRSAGBARENRTRILES T —HELELEL, #8%
HdoF .
BZABELEZHTLIAL BEARMFRGEY LT KEF 9 5312 5, FH4% 3 b, 2R
A EHBHRF AL T A RRAREFARBRPZOET, RN TAFEBETAAAGEG, ki
B RBAK, BAG.ATHRNABEBREE, XNTAFHE S TEHAGET.
Bt & &, ke iy,
&AM,
F 9
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[ o] o]

1
2
3.
4.

for the purpose of... B # & e 5. drop out #& %

. charity ['tfeerati] n. éﬁ,};{&é 6. tuition [tju'ifn] n. %%
remote [ri'moaut | a. #&iZ &, 7. donate [dou'neit] v. 8%
arrangement [o'reindzmant | n. 3, % & 8. inneed of... & &-eeee

EEYEE

1,

I am writing this letter for the purpose of informing you that our class will hold a charity sale for

poor children in remote areas.

AREEXHEHAORABLRMNEANERZAREZREGTBILTEF-—HRELE.

. The purpose of the sale is to help the children who have dropped out of school because their fami-

lies cannot afford their tuition.

XRAXEHBEGAFI AL TALRARFRARFORT,
Thank you for your kindness, and I am looking forward to your participation.

Bk A&, e hness,
9. #HKAZ

Directions

You want to contribute to Project Hope by offering financial aid to a child in a remote area.

Write a letter to the department concerned, asking them to help find a candidate. You should specify

what kind of child you want to help and how you will carry out your plan.

i8]

Dear Sir or Madam,

I'm a teacher of Renmin University of China and I'd like to contribute to Project Hope by
offering financial aid to a child in a remote part of your province. So I would be most grateful if
you could send me information regarding such a child who has met the following standards:

First, he must be very poor and truly in need of help. Second, he must have the strong
desire to improve things around him, Third, he must be healthy, happy and optimistic, Last but
not the least, he must be willing to return to his hometown to do something for it after gradua-
tion from university.

I would send him money every year from this year on until he finishes his higher- education.
Your prompt attention to this letter would be highly appreciated. I'm looking forward to hearing
from you soon.

Sincerely yours,
Li Ming

EETlE(E

FEHRERK

AAFTEARKRFN — L2, ABBLLEMEBEZRRG— N ETRB/EHFHRAFZ
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IRMTK, Bk, o REESFAALEOATASOETO— 245 86055, A FEE AR,
Fh L AEETRAAGEENS, Fo AL AABAGER LR EARGTE, &=,
RLARER KAEFEL, RERAARREEGL LMLABAEATELEDSRS AR S&
F
WAFFBEBEMEBRER, BARLASFRT., AAEFAREAEH B0 Rk £
E, T BB Ge R4E,
L 15 Jm 4
£

15l ] i

. contribute to 37 #% , & 81 F

candidate [ 'keendidat] n. B2 A
specify ['spesifai] v. # %%

carry out 347

regarding [ri'gadin] prep. :F,.EF

EEYElET

1. T would be most grateful if you could send me information regarding such a child who has met the

in need of & &

optimistic [ jopti'mistik | a. & .44
prompt [ prompt] a. ki &
appreciate [a'prizfieit] v. &#; & %

01-&.00(\1_-
tooo.\lm

following standards.

I REEEFEAALFSOATESOZ T O —LZE655%, RAFEF AH.
2. Your prompt attention to this letter would be highly appreciated.

KT AR ETX ik Xz,
3. I'm looking forward to hearing from you soon.

AR E R LT e
10. sk +FE B4

Directions:
Some international students are coming to your university, Write them an email in the name of

the Students’ Union to extend your welcome and provide some suggestions for their campus life here.

=5l

Dear Friends,

On behalf of the Students’ Union, I am writing to extend my warm welcome to all the inter-
national students who are coming to our university. And I would like to give you some sugges-
tions for your campus life here.

First of all, it is better to learn Chinese well as soon as possible. Perhaps it's not easy to
master a language in a short time, but it is very important in your daily life. Secondly, it is
necessary to know some cultural differences betweenthe two countries; otherwise, you will meet
some unnecessary troubles. At last, you should know a lot about the weather here and prepare

the clothes for each season.
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We are looking forward to seeing you soon and wish everything to go well,
Yours sincerely,
Li Ming

]

F &R AA

BREAFALBAIHEAMARSARNERYBEREARTRAG SR, HF LKA H4EMN
EXILHBRBAFR - B2,

T ERFRBE PSS, AEHMATE-NETTRRAKRE Y 2R CA NGB FA
EPEFEE, AR ALETHR-—THABRIAHILER, TUAMNKELEE LR L2
B, REHRMNMEZETHR—TRXILHXRAHALEEHFENTITHRR.

HerF 8 LI RN, HFALT FE)

%Ak,
£
=] fa]ic]
1. on behalf of. .. 4X & - 3. master ['maista] v. ¥
2. extend [ik'stend] v. &4 ;4 F 4. look forward to... Figy-----

. On behalf of the Students’ Union, I am writing to extend my warm welcome to all the international
students who are coming to our university.
BREAFALCEIHEAMARZAEAMFRGBDFRFEERTRAGRLE,

2. 1 would like to give you some suggestions for your campus life here.
ABAGMAEZ LG RBAEZR—LEN,

3. We are looking forward to seeing you soon and wish everything to go well.

WErT 8 LA A AT T
11. #h442

Directions ;

You are asked to write a letter to turn down an offer when you get two such offers for your ap-

plication. You need to include specific reasons to support your refusal.

LIEAEES

Dear Sir or Madam,

I am writing to express my sincere thanks to you for giving me the chance to take such a
promising position. Unfortunately, I won’t be able to accept this offer.

Before receiving your letter, I had got a similar offer from another company. I think the

position offered by that company may be more suitable for me, both in my character and profes-
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sional knowledge. In addition, it can provide me with a broader platform to show my capacity.
Therefore, I decide to accept that offer after careful consideration.

Thank you again for giving me the chance, and I apologize for any inconvenience that I may
have caused.
Yours sincerely,
& Li Ming

I
FRALER KL

ABXIERAA T ARMNEATLMSG M, M ENLENLSARFIN AR EHRE,
BB, K RREZZH T,

AMEEMGEZIH KCE2KATREF R — MG TH. KRB AN HR
BORERERERBERES Lo RFERERES K, HIH CETALERB AN E S A
FERRAEGES., B, 23785 EER AT R T4,

FRBEMEMNSETEIAMMES , AARTRAGBAGEFMRERTRE.
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1. turn down #% 4. promising ['promisig] a. A #7i#&#
2. application [ eepli'keifn] n. @3 ; & A 5. offer ['ofa] v. /n. 4%
3. specific [spa'sifik] a. A #i & 6. platform ['pletfom] n. ¥4

EEYEIEY

1. I am writing to express my sincere thanks to you for giving me the chance to take such a promising
position.
BBXHERAT R0 ET LRGSR, B ENLEANSEANFEIE-AAINEHIE,

2. In addition, it can provide me with a broader platform to show my capacity.
WM ETALBRRB—ANE S MO FERRAKGES.

3. Thank you again for giving me the chance, and I apologize for any inconvenience that I may have

caused.

FRBMAERMA T REANS AARTRAZ XA EMTAREATRE.
12. R34z

Directions:
A famous company is looking for a manager. This position is promising and what you want.
Write a letter to apply for this position. In this letter, you should include specific qualifications to

support your application.
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LiEalEES

Dear Sir or Madam,

I am writing to apply for the position as a manager that you advertised in yesterday’s newspaper.
I graduated from Peking University 5 years ago, majoring in marketing, and now work as a
sales manager in a multinational company. Having been in this position for several years, I am
good at interpersonal relationships. In addition, I have outstanding skills in computer operation
and the ability to speak Chinese and English fluently, which will live up to the requirements of this
position. I believe I have not only the qualifications but the right personality for this position.
Should you grant me a personal interview, I would be very grateful. Thank you for your
consideration, and I am looking forward to your favorable reply at your earliest convenience.
Sincerely yours,
Li Ming
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. apply for ¥ live up to 4, 7%
qualification [ kwolifi'keifn] n. ##
personality [ ipaisa'neelati] n. M, A

grant [gramnt] v. #&F
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2. multinational company # & /2 3]
3. be good at 3@ ¥ F
4
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. interpersonal relationship A Fr # %
. outstanding [aut'stendin] a. A%
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1. T am writing to apply for the position as a manager that you advertised in yesterday’s newspaper.
REXHERAT P HEMNEERGRR LA S 2ZRLE,

2. In addition, I have outstanding skills in computer operation and the ability to speak Chinese and
English fluently, which will live up to the requirements of this position.
sh, KR MBS LRAA LT R, T EF4RASEIHRESEX,

3. Should you grant me a personal interview, I would be very grateful.

do RARATAE 4 K @ XIS 0 35, B IEF Bk,



