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1. Organize your thoughts before writing: brainstorm. make an outline. etc.
TENEERE:. WHES, SHNESE,
2. Write clearly. Be concise. Avoid wordiness.
SEEM, S2EE, BRES.
3. Use good grammar and write complete sentences.
ERFMIEE, SHEXEET.
4. Write simple sentences. Avoid a fancy style.
ZiXEEe, BEeLmnNat.
5. Avoid slang. cliche and informal words.

BREE. FRERAMEEXAF.
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6. Avoid use of the first person (e.g. I/me/my) unless necessary to specific piece.
BRIEXAE, BEEAE—AR: W “B/BN.

7. Writing naturally. Read it carefully. Does it sound natural? Is it fluent?
BAER, NEBR. BEXEWERBEAL? BIRG?

8. Move logically from one idea to the next. Don't skip steps.
FTEBESFEE, MELEXIK.
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You can't imagine how happy | was when | heard that you would come to visit me.
We haven't seen each other for a long time, so | am counting the days.
| have arranged a schedule for our holiday. You haven't been to Shanghai before.




When you see it, you will be hard to believe your eyes. Shanghai is very modern. First,
we will go out for shopping, and then go some sight-seeings, such as Yu Yuan Garden
and People square. If you like, we can go to see some old friends. | bet they will be as
happy as | am when seeing you. Do you like the suggestion | made above? If there is
something unsuitable, we will talk about them when you arrive. OK ?

Oh, please remember to bring your winter clothes with you, because Shanghai is
a little bit colder than Sichuan.

Remember me to your parents.

i XBEXRETE, RRERO=SEANRBSHT, XFEE, BREE,
BEHIRIER ), SEFMEFU: Youcan' timagine how happy | was when...,
| am counting the days, | bet they will be as happy as | am ..., Remember me to
your parents %,
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drawn up a schedule for your holiday. As you haven’' t been to Shanghai before,
| guess the first thing you'd like to do is to make a tour of the city. You will find it
hard to believe your eyes when you see it, for it is very modern now. So first, we
will go sightseeing .... AAMXFEAR LEBREXRMN, RRBEAFHORFAET
—TF, BREN—LEHRQBELMAEH, BEMNXRBRER, EAAXNAETER
Fuyeim, XENBEMRAKIET . FUBNEXE, TXEFRAE, £
BB XERNBAR Y, BExz/a, BCESR/LE, KMEARIMHNHLT, B8
hFEed, ERHEREAL.

2. A)FEEMFNEEIERC EERA — LR, . 2R 3% you will be hard
to believe your eyes 724 you will find it hard to believe your eyes, it ftFR/GH
A ERIIE to believe your eyes, B: “YRE 513 to believe your eyes XNEH
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Yuan Garden #] the People’' s Square.
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You can’t imagine how happy | was when | heard that you would come to visit me.
We haven't seen each other for a long time, so | am counting the days now.

| have drawn up a schedule for your holiday. As you haven’t been to Shanghai
before, | guess the first thing you'd like to do is to make a tour of the city. You will find
it hard to believe your eyes when you see it, for it is very modern now. So first, we will
go sightseeing, such as visiting Yu Yuan Garden and the People’s Square. Then we
will do some shopping. If you like, we can go and see some old friends. | bet they will
be as happy as | am to see you. What do you think of the suggestions | have made
above? If there is anything unsuitable, we can talk about it when you arrive. OK ?

By the way, don’t forget to bring some warm clothes with you, because it is a little
bit colder here in Shanghai than in Sichuan.

Remember me to your parents.

I’'m very glad that you will come to see me during the week-long holiday. We have
not seen each other for two years. So this time we can spend the holiday together will
make me so happy.

Since you left Shanghai two years ago, Shanghai has changed a lot. The city is
more beautiful and buildings are higher. You will surely superise the changes. | have
helped you to make some arrangments during the holiday. We can go shopping in
Naijing Road which is the best road of Shanghai. We can go to people’s square and
history museum to visit. We can also visit the JingMao Building which has 88 floors.
Shanghai has many new and good place we can visit. The time table of vist we can
make when you come. What do you think of my advice.

ﬁﬁ:ﬁ%i%ﬂ@,%@%ﬁ%%,m%mﬁﬁﬁaﬁ%gmt%iiEE%%
B, EEthELALEFE, B2, ZHEEXNEEEEZNALAEBEREH—FIR
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1. £ 1B & J5—7] so this time we can spend the holiday together will make me so
happy = 3 i& M ‘8 this time we can spend the holiday together & 7 3% 13 that,
EMMLEHR %2 (The fact) that we can spend the holiday together this time will
make me so happy. %R, REEXAL It makes me very happy to think that we

can spend the holiday together this time A& % 7
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2. %2k %379 You will surely superise the changes i % 2 You will surely be
surprised at the changes. surprise IEE R “FIRE", I, EXHNEBEEH
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1 B 7 surprise XHMNE AR $18 FHI T HEH#IR.

3. % 2 B {843 2 4] The time table of visit we can make when you come #9X A

FEEIBEHN IR, RSB We can make / set up a timetable when you come.,
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MRS S e, HixESX.

I'm very glad that you will come to see me during the weeklong holiday. We have
not seen each other for two years. It makes me very happy to think that we can spend
the holiday together this time.

Shanghai has changed a lot since you left it two years ago. The city is more
beautiful and new high-rises are springing up everywhere. You will surely be surprised
/ amazed at the changes. | have ma_de some arrangements for your holiday. We can
go shopping in Nanjing Road, which is the business center of Shanghai. We can go to
the People’s Square and visit the History Museum. We can also visit Jinmao Building,
which has 88 floors. Many other new and wonderful places are also worth visiting. We
can set up a timetable when you come. What do you think of it ?

By the way, you should telephone me before you set off for Shanghai. | will meet
you at the railway station. I'm looking forward to your arrival.

| have known you will come to Shanghai. Three years ago, you went to the
England. From then, we haven’t meet with each other. | welcome that you can return
your country.

From your letter, | have known you have a week-long holiday. There is a great
change in Shanghai. | think you must be feel surprised with what you see. So | advise
you visit some place, that we often went ago. And you can visit some old-classmates.
They also mise you very much.

If you don’t want to hotel, you can live in my home. You'd better buy a map.
I’'m afraid you will be at a lost. But even if you can't find bus stop, you still can go to
anywhere by taxi. | hope you will have an unforgetable holiday.
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I’'m very happy for your coming.

It's time for us to visit Shanghai. We can go to popular-squire. It has been great
changed since you visited last time. You will surprise for its beauty. Then we can visit
Shang Museum. That is interstring. And you can go to Nanjin-road. It is very boom and
you can shopping there. We will play very happily during the week-long holiday.

You don’t forget to dail me. And tell me what's the data, time you coming, where
| can pick up your. Don’t carry any-thing because | have ready for all. When coming,
you should stay station or we will miss. Remember all above.

I’'m wait for your coming. When meeting you, I'll talk you dital.
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