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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) detaile_d information about the books you want,

2) methods of payment,

3) time and way of delivery.

You should write about 100 words on AN SWER 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. -
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HSEHPH ., &M E S5 S A1E 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 %,
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Dear 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 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.

Yours,

Judy

@ FFkRK

(Dear Kate,

| T 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.
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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

(2) BiEHIgiH :

HSCH BASLEHE B IS 6 MRERSY: 5% (beading, AFHEFHAMALFH ) | St
(inside address, WS A stk ), #RWF (salutation), IE3C (body). £53KiE (complimentary) ., & 44
(signature ), & BHMRIZALFEMH T (postscript ) FIMH 4 (attachment ) . EAKI T Fi7R -

[ No. 5, Yiheyuan Road )
Beijing, 100971, &k
P.R.China :
‘ Mar. 12, 2007
Professor John Smith
13 Broadway Avenue & P hak
San Francisco ,
California 93011
USA
Dear Prof. Smith, FroF
I am very glad to hear from you.
...... Fx
Yburs sincerely, RiE
Judy %4
P.S M=
\ _J

— BB RESC FRBTR, REREZAEBEPAFERIF. E3X. SRIEMES 4 M8
4y, BIHAREBESIHEX 4 MR FEE RN &R,

@ KRR

PRI BER T LTS, BREEANEEANKIE. BeRRAGHERAE(E1E, —BEL
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HEZEIMA% , In“Dear Anna, Dear Tom” % ; 5%# “Dear” )5 H MK 2RI FRIT , H1“Dear Papa, Dear
Aunt”; MMRAXRARAEEEE, WERIEXN T, BIE “Dear Mr. Smith, Dear Mrs. Smith, Dear
Miss Smith, Dear Ms. Smith”, ¥, ZERAE &+ ABERBLIEHE, B “Ms.”,

EAFEMT, —BREFREERRERE AL GG, REMREALE . BERRERKE
ABLfT, RARIPFFAREETNT: '

B+ Mr.

. Z4:: Mrs., Ms., Miss
# /1§ 1 : Prof./Dr.
. BE. IR BRHEAME T Hon. (Honorable, BI“H4§")
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#7%8 : Editor
Z %ﬂxﬁz‘i&f& Dear Sir/Sirs, Dear Madam/Madams, Dear Sir or Madam, To Whom It May Concern

@ IEX

EX—BEFE=RE. BRI, BEFTRILMBEASENRENEN, WRRE
BRAFEBA , BEM E— MR RN, MBREE, REREBMEEERX T XA ARE
HIfF o

F A RASHB O ET A, JETT R i R T SR 53 M LA AR R

B EA RASGER, E R LA RE SRS R, 0.

I am looking forward to your reply.

Please pass my best wishes to all your family.

® LHIE

HFFERBHEAM TS Amiﬁ%*ﬂﬂﬁo

FEFANELEF, —BATLUA “Best wishes, Best regards, Best Regards Warmest Regards, Yours,
Yours ever, Yours sincerely, Cordially” MELATRREERRBOPARERA, WETURA
“Yours affectionately, Aﬁ‘ectionately, Love, Lovingly, Cheers, Your devoted friend, Your loving son
(daughter, nephew, niece, grandson, granddaughter, father, mother, husband, wife, etc.)”

EAFEHES, —MTAH “Yours sincerely, Yours faithfully, Yours truly, Yours respectfully,
Yours gratefully, Yours cordially” %5,

RHREL —HAFMAMA NN ANERGMS, BT L EEHRIEIMER RN TER:
Truly yours, Sincerely yours, Faithfully yours, etc.

FUEHERBERIEFEE, W THEERENBEBEBEHEN T HARSHRIEARELF,
{HRXT FRIAR U, 4 BB —A“Yours sincerely” AR AR RN T, B AXMERIEY RIE
ATRAMAFER.

@SR
AKTBALPERAR, FRPARFELET HOHATE, /\ﬁéﬁé“h Ming’ JXAZ$O
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Date: H 1
" Subject: B, NARTEMZARNLZHFLSPOLNE, BEMABREEGR.

Message: IEX, HEAFHE, HHBEEBENFERREE.

BETRHARENFEESE, FEQBUTILINER. &, 1H4, /@6, [#, 4. F5F
ARIRERER, BT BERIFIT AMSMENESIBRBEN T, Hilk, B5—BREBER., 20L51
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KR EEWOBER, R, AL, S0 0K, SR, 5% EENTARE, EEHE.
faE B gLk

HEBEBENE, FEMES MEEEIRN ., EERE, NS aER, Sa%3E
. Faf, EE-BREEABEANET, HH Dear $HIF, LR MARERIE, HEEL. &
HFBEENE, E8 SRR, HpRA30E B g0 “Mar. 20, 2007”7, A%
B B “20 Mar. 20077, R REEATH R, %iEFP 2P ABRES T : Jan, Feb,,
Mar., Apr., May, Jun., Jul,, Aug., Sep., Oct., Nov., Dec.,

BB .

Mar. 20,2007 HIH

Anne B4

FF ZBEHFIR

—. BB (Letter of Resignation)

ARALIER S HRAANKIFE R W THREFWRE, HREN, HHLRE—HEB A,
BB B, AR A BRI ER?

BHD RN ZRISPURE , AR UL T s R ué‘*xtﬁ — M EEE AERE ), Mk
BB AV B IR ARG DB %‘@%ﬁ HEXRENTIENS

BE=gk".
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1. 2005 SFE AR
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, telhng him
your decision, and stating your reason(s).

You should write about 100 words on ANSWER SHEET 2.

Do not sigh your own name at the end of the letter. Use “Li Ming” instead.

Do not write the address.

7 &
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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.
Though having worked here for merely two months, I unfortunately find that this job is quite

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 the responsibility of any

challenging task.
I apologize in advance for any inconvenience it might bring to you.
' Sincerely,
L Li Ming )
EHWERE:

BAEEXHFEEAB LR ENELETFHRAL

REBEXBERNIET AN, ERRAAXBTHATHARNTN. ¥4, ROTHRE
BFRBALAFE, BRAXNMINALEHF R T FEERE, s, EHHLE, REANS R
KA B W THh,

B AT R R A R T E B

BERW,

Z B
intention: n. & &, B & withdraw from: & 57, e , ik iH
merely: adv. /4%, R, Rit be far from: %% KA , iRk R
barely: adv. BIR], 4%, L+ 8 sustain: vz, ¥ 4, %iF, Ha

have responsibility of sth.: i ¥ ¥

I am writing to inform you of...

Though having..., I unfortunately find that...
First of all... Moreover...

I apologize in advance for...

2. B
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. '
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(Dear Mr. Smith, ‘ T
I am sorry to inform you by this letter that I plan to resign my present job in the next month. The
main reason is that I will move to Qingdao to live permanently with my family, as Qingdao is my
hometown. _
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, from whom 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
G&_3x)
WA E

BHEHFRRAWRAEFRERTVETMAFLEAN IS, XEEFARRAFMANK
A—EBERNGKSTE, FHETELKBEE,

ERREXNMARTSENTHEH, REEPACLFAFEI T EEWEEA, RKNLT
RRENY, CHLTRAREIRTE., AEXRRBRPHRY, RUFHARTIRERETHEK
HR .

CEEW,
3
Wi’ﬁﬁﬂ:&ﬁﬁ,
permanently: adv. KH 5, KA, REH  look back upon: B/
enjoyable: adj. 4~ Ay b8 gratitude: n. B

I am sorry to inform you by thls letter thdt I plan to...
The main reason is that...

. K15 (Letter of Request)

SRR AR, HBETRERER , SHRENESEEEHE R AEH
sRA AR, BIR A A R R

BHRENMEAERNSHERE, —C B A, IS ; A RKRFEE
SREGIEE ; B Rn AN I TS

A

SR EE | SRR — U R R A R I AL

Tips: BH SHAT, HEBEEBRNRGAREIM, F LA T T k—T B £ 4
BN, FIR, BT RSO REEIETEAINA T, TR EE AL
B, RBE k80 Bibt
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