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Dear Bab,

I am writing this letter to express my apologies for forgetting to return to you the music CD you
lent me during my stay in your house. I found it in my luggage after I got home.

Here are my two suggestions to make up for the inconvenience I may have caused you. The first
suggestion is that I will send the CD to you by Express Mail Service. It takes six to ten days before it
reaches you. The second suggestion is that I will give it back to you by myself. I will be on a business
trip to Canada next month, so I can visit you and return the CD. But it takes much longer than EMS.
Please let me know which method you would prefer.

I am looking forward to your reply.

Best wishes.
Yours,
Li Ming
Y X ;%‘ﬁi @0
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Restrictions on the use of plastic bags have not been so successful in some regions. “White pollu-

tion” is still going on. Write a letter to the editor(s) of your local newspaper to

1) give your opinions briefly and

2) make two or three suggestions.

You should write about 100 words. 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 )

e 11
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EETA:
Dear Editor,

1 am writing to talk about the restrictions on the use of plastic bags. Since July 2008, people have
been charged for plastic bags. However, 0.2 yuan for a bag is not a big deal to many people, and many
market stalls still provide customers with free plastic bags. “White pollution” remains a problem.

Curbing “white pollution” is an enormous systemic project. People should be encouraged to
bring their own shopping bags, and the production and use of degradable bags should be encouraged
as a substitute for non-degradable plastic bags to reduce environmental pollution. Special transfer sta-
tions should also be set up for recycling used plastics.

Yours sincerely,
Li Ming

oo BHIET @0,
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Dear Sir or Madam,

I am a student living in Beijing. After the government banned the use of free plastic bags, I still
see many people carrying plastic bags purchased at supermarkets. Widespread consumption of plastic
bags leads to “white pollution”, which is harmful to the environment.

The elimination of “white pollution” requires joint efforts by all sectors of society, and additional
measures should be taken. First of all, promoting people’s environmental awareness should, as always,
be emphasised. At the same time, the government should tax the production of plastic bags and aid the
recycling of used plastics financially by implementing some favorable policies.

Yours sincerely,
Li Ming
e00 BEH{FL 00
FRGKEREE:
&35!
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You are supposed to write for the Postgraduates’ Association a notice to recruit volunteers for an
international conference on globalization. The notice should include the basic qualifications for appli-
cants and other information which you think is relevant.

You should write about 100 words on ANSWER SHEET 2.

Do not sign your own name at the end of the notice. Use “Postgraduates’ Association” instead. (10 points)

| SEX 1

Volunteers Wanted

An international conference on globalization will be held from March 9th to 11th, 2010 on the
campus. The Postgraduate Association is responsible for organizing this event and 20 volunteers are
needed to help with the reception and document distribution. The volunteers should be under 40 years
old and available during the three days when the conference is held. All volunteers should be able to
speak English fluently. Those who can speak other foreign languages, especially Spanish or French,
are preferable. Those who meet the above-mentioned requirements and wish to volunteer should send
their resume and application letter by email to postgraduate@163.com by January 31st, 2010.

Postgraduate Association

ceee BEEY een-

FACE3iE 8 E
—RETFALARAUGARFRLSBETF 201053 898 £ 11 BEAREFN, MALELBAKE
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AR RGHEFiEREEGARE FoLEXERNABERBERBFYRLEFT 1A B
44 7 B & B k42 4 i% £ postgraduate@163.com,
HRELS

Volunteer Recruitment Notice

The annual international globalization conference will be held on January, 25, 2010 on campus.
The Postgraduate Association is now recruiting a special volunteer group to ensure its success. If you
are in good health, detail-oriented, have a pleasant personality, can communicate well in English,
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feel willing to follow directions under general supervision and, most importantly, have an interest
in becoming a volunteer for the conference, please send your resume and application letter to us at
recruitment@gmail.com. Candidates that have previous voluntary experience, related training, or
knowledge regarding globalization are preferred.

Postgraduate Association

oo BEEHK ooe-
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[ Directions &2

Write a letter to a friend of yours to

1) recommend one of your favorite movies and

2) give reasons for your recommendation.

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. (10 points)

€EIM
Dear Jane,

Last weekend, I watched a great movie — 3 Idiots, which I’d like to recommend to you.

This movie is a Bollywood comedy, which I know you always love watching. It’s about what
happened on a journey with three college classmates trying to find another classmate after years of
graduation and the interesting stories back in their college life. The theme — what exactly our educa-
tion is for — is delivered with a humorous touch.

I'm sure this movie will remind you of our good old days back in school as classmates. Hope
you’ll enjoy it.

Yours,
Li Ming

o0 BHEX ooo-

FRNT:
ALARRT —HEFHANLY— (ERARETRS), BReehFLK,
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Dear Tom,

How have you been recently?

I am writing to recommend to you one of my all-time favorite movies called The Dark Knight
which is directed by the renowned director Christopher Nolan.

It is a typical hero-vs-villain film, yet has a nail-biting plot and a thought-provoking storyline.
On one hand, the movie is a visual feast and a tale of suspense with the help of Nolan’s avant-garde
directing and storytelling skills. On the other hand, The Dark Knight prompts its audience to ponder
over the dislocation of humanity in the modern society.

Anyway, it’s an unprecedented wonderful movie that you cannot miss. Looking forward to your
comments.

Sincerely yours,
Li Ming

rese BEHFEI ooe
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RABEHR, WMRRR—2%4E, F—ITREIEF K, EREHEARTEFHRE—TRE,
XBBEAFIEE Dear Sir or Madam, XEASHEN, HFIIENRENEERAVEAGERE
EHHZN, TAREEHAFERE, NRRENFERNEANESEEANEARERS
B, NRDIEm s XH{E—E KM, RHXiER—8 BTN, FrUABRPRERN
243 : Dear Professor.... AI—FEREHIALY, BEASEBARLREEE, MR
FH Dear John Smith XFhFRIFth BAS FHEEAY, XN MEPERES, S Dear Mary 50 #
Dear John, ARFHRLEZH IR,

=R

HKIEBEEEERHAEAER . BHX5FER, SHXREERITLEUI FR, BS5E
ZEIRZ4T; FFAAREEIFLTR, BSBEZAE—17. ZEXER S, BICEEERF
LR, HISHEWF BEREINHBEHRAZMER. FLANBERNER EAARKSTH,
FHEWRRE, THEPEAGHBERENRME, BEZRINETESRSFEREWRENR
BEREE, RIRZEERTE NS MR EATEN, HEAERARTL2AUAFRR
HFHBEIM, AmARRRAIEE LARR.
€A

BIEBEPEGHEEERRER. B HMNERRE Yours sincerely, XME1E/G AT U
F—NES, WAIUARE, W R, ERNRAENTHEL EHAEEH, mxT
EETE, BEEE -FLAREN A ERREE, W Yours sincerely XFE R B T &
RXRAMAZE, EAIURMAZE, BalLRETRZE, BURERHIRHAZESEE,

BEFENRESNHE: BN SR N . BHAKIMNE, BRRNYELE,
BEAHTES &, FRAEIEM 44 Dear Sir or Madam O R IXEER FIER0E, #Haat
BEABEF] John 5% Mary XFIER, A5 John Smith 52 Mary White, BB AHAK{EH,
B AFRIER Jack, FR4. /5 T B 3% SR B 24 &M R Y Bob 25, XF R IRMEM A RERBRE—
MAHBEESE, BN YREIER. W, E5RPEHESHFAERASENELES.
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rEXRp, BHERNYEE K, BEEIXLBABHEE, BHIREEASREAR
k¥R, EEXSEHRZ AT UE —HEHRE, ZHHAR—MIAAXR. BHRAKIME
(R FAFWEN AEH PR LAREE. KRR IESA : Best regards, Best wishes, R
With lots of love,

EREBESRTRLE B, EAHENERESESABTHIMEARLTARNX
i, MAREEFENBERANEEBRE, REEZFBRNERMTLT
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Directions U

You received a telephone bill from the post office, but you thought that a mistake had been made
with the bill. You made a phone call to inquire about this, but the person who answered the call was
very rude. Write a letter to the manager of the post office to:

1 ) make a formal complaint,

2 ) explain the situation,

3 ) give suggestions for improvement.

You should write about 100 words on ANSWER SHEET 2. Do not sign your name at the end of
the letter. Use “Li Ming” instead. You do not need to write the address. (10 points)

A
Dear Sir,

I am writing to bring to your attention the attitude of a member of your staff. When I received my
telephone bill for last month, I detected an error: I had been charged for two overseas calls 1 did not
make.

When I called your Complaints Department, the lady who answered the phone was very rude.

She interrupted me continually, and she said that I was at fault. Her attitude was unacceptable.
The young lady in question should be disciplined, and taught how to deal with customers. Unless

ll?l



CRAMEX

I receive an apology I shall refuse to pay my telephone bill. Please understand my curtness, as I was
overcharged a significant amount of money. ,
Yours sincerely,
Li Ming

con@® ;%ﬁi @0

LY
ABHHANAAEAREN—2 ] THARFM, K3 EAGGEME LN, LAA
—~A AR RHKRT BARRRELEGRA, MEMFAITITREY IS,
HAT R BB E RN, B0k AR, RRIEMITH RS, AR A AT,
WA EEAARERE, -
B EAERIELIAR, FEL P MARERTRE, wREREM, XG50 50
ER, BMEKT —KEH, HFEMEANEE,
o
#E

You broke your leg and were sent to the hospital. While staying at the hospital, your classmates
sent you some cards wishing you a quick recovery. Write a letter to them to:

1) tell them how you broke your leg,

2) what treatment you got,

3) what you did each day.

You should write about 100 words on ANSWER SHEET 2. Do not sign your name at the end of
the letter. Use “Li Ming” instead. You do not need to write the address. (10 points)

G-
Dear all,

Thank you for the get-well card you sent me, it really cheered me up. Let me tell you about my
accident.

I was late last Monday morning, and was running down the street to catch the school bus. It had
snowed the previous night, and the streets were slippery. To make a long story short, I fell and broke
my leg. Luckily, a passing taxi driver took me to the hospital.

I have been here for one week already, and I hope to return home in about two weeks. My leg is
in a cast, so I cannot walk. The routine here is boring; the only thing I look forward to is mealtime. I
can’t wait to get back to school!

Best wishes.

Yours,

Li Ming

.180
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3) telling them what you want them to do about it.
You should write with no less than 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)

R
Dear Sir or Madam,

I am living in a house I rented through your agency. I am sorry to inform you that the heating
system in the house has stopped working. This is very inconvenient, not to mention unhealthy, as the
weather is starting to get colder.

I phoned your agency and explained the problem one week ago, but you have still not sent anybody
to fix the heating system. I am puzzled as to why you have not paid attention to this urgent matter. I must
remind you that a fully operative heating system is one of the terms of the lease of the house.

I would much appreciate it if you would send a technician to repair the system as soon as possi-
ble. He may call at any time during the day as either I or my wife will be at home all this week.

Yours sincerely,
Li Ming

e BEHIL oo

FHEAHEER AL

HKABLRNGNAAT —HEF, RABRLSFEITHRBREHUATE, ALERA
FeEAd, IHBRRAFR, EANARHTEREET,
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 Directions g
You have bought a Walkman at an airport. On arriving home, you find a fault with it. Write a
letter to the airport authority:

1) stating when and where you bought the Walkman,

2) explaining the problem with it, and

3) asking that the problem be resolved.

You should write with no less than 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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name at the end of the letter. Use “Li Ming” instead. You do not need to write the address. (10 points)
R
Dear Sir or Madam,

I understand that your center is organizing an international summer camp for overseas teenagers,
and you are looking for a bilingual assistant to work there. I am writing to recommend Helen Wang for
this post.

Helen was my classmate at Beijing University, where she was an active organizer and participant
in extracurricular activities. Thanks to her leadership skills and personality, she was elected Chairper-
son of the Student Union.

She completed her major—psychology—with an excellent school record. Upon graduation she
was assigned to be a teacher in an international high school in Beijing, where she has been teaching
bilingual lessons for five years. She loves her job and enjoys working with children. This has made her
popular among her students.

Therefore, I do not hesitate to recommend her as an ideal candidate for the post you advertised.

Sincerely yours,
Li Ming

Y S%ﬁi oo

Bt Rit:

H o RN PoBER—-AREF S FARAEAGRELSE, B ELKRMELR— 2 XER
%, REERGOENBHFEZHERRPHXARE,
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M, REEEAFLELGEA,
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CEA:

HAxXHERBA—MMES, BrUARRFEER 242 Dear SivMadam, HERBIESR: R
MBHFITEAR - EEEARNERESE, KITEER—IBMESFEEITIEN
XUEBNBE, BYPE assistant XMNERALRHS A BHE ., B TRRRUSHERRE . REFREKHER
BRBIFHIAAA Helen Wang K HF 85 X AHRGL.

BBk ES, EREENEE G RANELRIVLIEHN, A ERTLEHE,
AERZ 4N A CHE NS —AENESHERIEMTRE, BltS S Kn 50 URd—%
WA, MRESREEFHREL,

BHASFARBUYEN B ERBEE LR, BE—BRRNYE—SiEILRER R
F, HAILIETHCHERRET R,
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I am sorry to disturb you, but I have to...

I am writing this letter to report the loss of my...when I...

I am writing this letter to request your assistance in finding my...which I have lost during the stay
at your hotel.

I hope it will not be too much trouble for you to help me find my suitcase which I have lost due
to carelessness.

I am writing this letter to see if it is possible for me to have my camera back.

FREMEGRE MG ARERS:

I would really appreciate it if you could...

I would be grateful if you could...

I also suggest that the lost bag be sent to...if possible.
Thank you for your help.

I am looking forward to your reply.

| Directions ¢

You have just spent a weekend staying at the Lilo Hotel in Adelaide. When you get home you
find that you have left a bag at the hotel. Write to the manager of the hotel:

1) giving any relevant information about the bag and its contents,

2) asking the manager to contact you immediately if the bag is found and

3) telling him/her how the bag can be sent to you.

You should write with no less than 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)

EIEA:-
Dear Mr. Simpson,

I stayed in your hotel on 23rd and 24th of October, in Room 603. When I arrived home, I dis-
covered that 1 had left one of my bags at the hotel. Could you please check to see if my bag has been
found?

0390
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BiEE T LB B MERS:

1 am writing to invite you to...

I would like to request your presence at...

I think it would be a good idea if you could participate in...

I wonder if you could come...

I would like you to come...

I thought you would like to...

How would you like to join us in...?

Would you please drop me a line to let me know if you can come?

BREFRGRBNFHIEMER:

My family and I would feel honored if you could come.

‘We would be looking forward to your participation in the party.

I would like to meet you there and please let me know your decision.
I really hope you can make it.

 Dircctions &

You want to invite a friend to a party. Write an invitation letter to a friend:

1) saying where the party will be held,

2) giving the reason for the party, and

3) stating what will be arranged.

You should write with no less than 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)

R

Dear Susan,

I will be holding a dinner party at our house on Saturday, June 23, 2005 to celebrate my father’s

being awarded the Pulitzer Prize for journalism this year. As you are a close friend of our family, my
parents and I would very much like you to participate in the celebration and share our joy.

The occasion will start at five o’clock in the afternoon. This will be followed by a buffet dinner

party with a selection of food drinks. At around eight o’clock, a band will perform some works by

Bach and Strauss.
If you are free on June 23, my family and I look forward to seeing you.
Best regards.
Li Ming
RSVP before June 19.
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 Directions %2

You are going to hold a birthday party for a friend. Write a letter to the manager of a local restaurant to:
1 ) reserve a room for the party,

2 ) explain your expectations of the room,.

3 ) explain any special services you require.

You should write about 100 words on ANSWER SHEET 2. Do not sign your name at the end of
the letter. Use “Li Ming” instead. You do not need to write the address. (10 points)

R
Dear Sir,

I am arrangicg a birthday party, and I wish to inquire if your restaurant has private rooms with
catering service for hire. If so, I would like to reserve one room for Thursday, November 22, from 5 p.m.
to 8 p.m.

The room should be large enough for 50 people comfortably but it will be a cocktail party, so
only ten chairs will be needed. I would also like to order a buffet with hot and cold dishes. I also
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[ Directions 2

You have been given an opportunity to work for a new company. Write a letter to the personnel
manager to:

1 ) decline the offer,

2 ) explain your refusal,

3 ) explain why you prefer to remain in your present job.

You should write about 100 words on ANSWER SHEET 2. Do not sign your name at the end of
the letter. Use “Li Ming” instead. You do not need to write the address. (10 points)

=R '
Dear Sir,

In reply to your offer of a position with your company, I amn afraid that I must decline. There are
three factors which would make a change of employment difficult for me now.

First, the location of your office is too far from where I live; I would have to spend three hours
commuting every day. Second, the starting salary at your company is lower than my present salary,
and I am short of money. Third, your company has a slow pace of promotion.

Currently, I work at home, so I have no commute time. In addition, I have just received a raise
and am eligible for promotion every six months.

Yours truly,
Li Ming
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One of your foreign friends plans to go sightseeing in China. You have just come back from a
place which you think she might enjoy. Write a letter to your friend to:

1 ) describe the attractions of this place,

2 ) recommend places of interest,

3 ) give her some tips on what she should take with her.

You should write about 100 words on ANSWER SHEET 2. Do not sign your name at the end of
the letter. Use “Li Ming” instead. You do not need to write the address. (10 points)

R
Dear Sally,

I hear that you are planning a trip in China. Well, I have just returned from Xi’an, the capital of
Shanxi Province, and one of the best tourist destinations in the country. _

Xi’an was the capital of seven dynasties, and so it is full of ancient relics. I spent one week there,
but didn’t have the chance to see even half of them. The major attractions are the terracotta warriors
guarding the tomb of China’s first emperor.

Xi’an can be expensive, so take enough money with you. In addition, you should wear good
walking shoes and a hat, because the sun is very hot this time of year.

Your friend,
Li Ming
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