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Dear Sir/Madam

2. REERA

HiiF .1’ m writing for an opportunity to work in your esteemed company that boasts of decades
of reputation.

# i : 1’ m writing to request your attendance to a dinner party that is to be held in Beijing on

J%it: 1 am writing to extend my heartfelt thanks ( sincere gratitude) toward. . .

#i/f:1 am writing to complain about the poor service ( quality) of a product that I purchased
from your store two weeks ago.

P .1 am writing to extend my sincere greetings, wishing you a happy New Year, your career
greater success and your family happiness.

. HEBRNEERE

1. [ 3R B 2K, 03 o] AR B i 42 i/ sl shial

[ 761 ] Write a letter of application according to the following situation. You saw an advertise-
ment in this morning’ s newspaper. A company needs a secretary and you are interested. Write an
application letter to that company.

2. R B SCFERE R, 841 B, e shiEbE Rk,

[ R%I]1 am pleased to discover from Beijing Youth that company is calling for a secretary. I
wonder if you could consider my application, for I am delighted to join your esteemed company.
First, I can speak and write English fluently, which happens to apply for your current requirement
for the vacancy. Second, I have a good command of Microsoft Office System, Graphic Design and
ADOBE system. Third and last, I am always ready to help other people because I’ m patient, enthu-
siastic and sincere. Given these consideration, I sincerely hope that I can be a contribution member

of your esteemed company.

e,
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[5%%1)1 would appreciate your assistance in this matter. If you have any questions, please

don’ t hesitate to contact me. I can be reached at... Look forward to your reply.
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Directions:

You bought an iPhone in a store last week, and you have found that there is something wrong
with it. Write a letter to the store manager to explain the problem, express your complaints and sug-
gest a solution.

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)

B X

O e SO e e e 0 0s 0204 Ge0r D a0 eGSO 0e CeOe et Bt SN IOIOIOT e D1 Ge s S GeOe eI Ea e e e

q.“
Dear Manager,

;I venture to write to complain about the quality of the iPhone I bought last Friday at your
store. I hope I can have a good solution to the problem facing me. :

. During the five days when the iPhone has been in my possession, problems of software

have emerged one after another. For one thing, the screen is always black, making the i_Phohe

- no difference from a traditional one. For another, the battery is distressing as it supports the

iPhone’ s operation for only two hours. Therefore, I wish to exchange it for another one or de-

clare a refund.
1 will appreciate it if my problem receives due attention.

e

Yours .
Li Ming |

AT
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Directions ;

You live in a room in college which you share with another student. You find it very difficult to
work there because your roommate always has friends visiting. He/She has parties in the room and
sometimes borrows your things without asking you. Write a letter to the accommodation officer at the
college :

1) asking for a new room next term,

2) stating that you would prefer a single room and

3) explaining your reasons.

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)
B X
[ Desr Sir or Madam,

I am writing to inform you that I wish to move into a new room next term. I would prefer a

single room, as I find the present sharing arrangement inconvenient.

‘ I must explain that the reason for my dissatisfaction is my roommate’ s inconsiderate behav-
ior. For one thing, his friends are constantly visiting him; for another, he regularly holds noisy
parties. In addition, he sometimes borrows my things without asking me. In these clrcumstances
I find it difficult to concentrate on my studies, and I am falling behind in my assignments.

I am sure you will agree that the only solution for me is to move into a room of my own,
where I will be free from such distractions. Therefore, I would be grateful if you could find a
single room for me, preferably not in the same building but as near to the collége campus as
possible.

Yours sincerely,
Li Ming

S - 5
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| am writing to complain about/that. ..

| am writing to make a complaint about...

| am writing to express my concern/dissatisfaction/disappointment about...

| feel bad/sorry to trouble you but | am afraid | have to make a complaint about...
| am most reluctant to complain, but...

| am writhing to advise you that | find...unsatisfactory.

| wish to draw your attention to the problem/fault...that | bought...

It is with great reluctance that | must inform you that...

RiFELERRBOANESE

| trust you will take my complains seriously and...

| will appreciate it very much if you could...

| would be perfectly satisfied if you can kindly...

| understand you will give immediate attention to this matter.

| would like to have this matter settled by the end of...

Frankly speaking, | am not prepared to put up with the situation any more.
| must have you fully understand that without a satisfying solution, | will reserve

my right to take legal action. 1
| would be grateful if you could. ..
| would appreciate it if you could... »
6
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Directions ;

You have a friend who is about to enter university, and he wants you to advise him on which
subject to specialize in—history, in which he is very interested, or computer science, which offers
better job prospects. Write a letter:

1) explaining what he could do,

2) why he could do this,

3) wishing him luck with his studies.

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)

B X

P O ‘ WIS ™,
Dear John, i

You asked for advice concerning whether you should study history or computer science at
university. I will try making some suggestions.

You must keep in mind that university is preparation for your career. You should consider
studying a subject which will best equip you to earn a living. Computer science offers more job
opportunities than history. We are now in a high-tech age. For the foreseeable future, it would
be necessary for everyone to be equipped with computer skills merely to earn a living.

Of course, you don’t have to devote all your time at university to studying computers and
nothmg else. I would mcommend that you continue reading hlstory in your spare time. That
way, you will find that your leisure hours are enriched while you prepare yourself for a worth-
wlule career in computer science. Whatever you decide to do, good luck with your studl_es! ‘

Yours sincerely,

Li Ming
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Directions :

Write a letter to your university library, making suggestions for improving its service.

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)

EX—

‘ Dear Sir or Madam,
As a student of this university, I would like to take the opportunity to express my apprecia-
tion for your assistance as always. Meanwhile, I feel that it would be beneficial to express my

e

; views concerning the quality of the library service.

O RO D RO A A

In the first place, I find that most keyboards of the library computers are in poor opera-
tion, which greatly inconveniences users. I would also recommend the library to improve the ef-
ficiency of purchasing new books and subscribing to academic journals. Last but not least, the
: study rooms need to be furnished with a better lighting system. ‘

e e e E T O e eI e C

I hope that you take my suggestions into serious consideration.
: Yours sincerely,
Li Ming
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Dear Sir or Madam,

I, as a senior student of the university, am writing here to provide some advice to improve
. the service in the library.

I can find no better suggestlons other than the following two. To begin with, why not pro-
vide heater during winter time? It is always so cold in the library that many students catch cold
when studying there. Besides, please pay more attention to the order at the reading room. So
many disturbances such as talking aloud, mobile phone rings and the like make us difficult to
concentrate on study. Under these circumstances, I find that I am falling behind on my studies.

It will be grateful if you could take my suggestions seriously. I am looking forward to your

R O S NOII0 VU 00 SPUINUDD USIID VO NOIO D SUUP CP IO »o-m-.c-o..w..ooof

early reply.
Yours sincerely,
Li Ming
b SOt O S L SO S S A
BRX

P

KA -2 KW FE A PR —E LR S KA E B RS

AEBTENAEESERNG, FALERLOASABRATAMRES, REAFE
ARG FRANAREBBRFTORBRAET . RATARE—TATTHRA, AT EL
EHRS TR, edo k Filit FIABES EXRRELETET. EXHOHY T, &
ARANE T R T .

do R AR M S R L, R RIF A, AR AL TS,

)
#E

159 ﬁ"@)‘( ()ﬁﬁﬁﬁﬁﬁ%ﬁ."@uﬁfﬁﬁﬁ)
- Su/Madam, U et et e e+ e m.,ﬁ*\

I am a student in this university who regularly come to the library to spend my spare time.
Generally speaking, the services you offer here is quite good; however, I have some suggestions !
for you to adopt. And I would like to extend my greatest appreciation if you are so kind as to *
take my suggestions into consideration.

To begin with, will you please prolong the time for reading? In the daytime, most of the !

eO DD eTRD.

students are having class, so they can’t come to the library. Moreover, some of the books on §

shelves are out of date. If you are so kind as to provide us some books such as the latest maga-

zines, we will be greatly honored.
I really wish to have a more comfortable library. Thank you for your time and consideration.
Sincerely yours,
Li Mmg
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Dear Sir/Madam ,

I am a student in this university who
regularly come to the library to spend my
spare time. Generally speaking, the services
you offer here is quite good; however, I
have some suggestions for you to adopt.
And 1T would like to extend my greatest
appreciation if you are so kind as to take
my suggestions into consideration.

To begin with, will you please prolong
the time for reading? In the daytime, most
of the students are having class, so they

can’t come to the library. Moreover, some

you are so kind as to provide us some books
such as the latest magazines, we will be
greatly honored.

I really wish to have a more comforta-

ble library. Thank you for your time and

consideration.
Sincerely yours,
Li Ming
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Directions .

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

lution” 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 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)
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Dear editor, . :

I am a faithful reader of your newspaper and I’ d like to"convey in this letter my deepest
concern about the continual free use of plastic bags in our society in spite of the restrictions by
the government.

As is known to all, widespread consumption of plastic bags leads to white pollution which
brings disastrous effects to the envu'onment Therefore, it is npperauve for us to take even more
drashc measures. For one thmg, we should enhance our pwple s awareness of the 1mportance
of it, which is of vital importance to us. For another thing, in addition to chargmg consumers,,
the producers should also be heavily taxed to control “white poﬂuﬁon"‘.

Thank you for taking time reading this letter and I’ m looking forward to seeing some new
changes in our society after our joint efforts and endeavor.
' : Yours sincerely

Li Ming
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Dear editor, oot o

I’ m a sincere reader of your newspaper and 1 like your dmcussxon of the somal pmhlems.
+ ‘Now I want to give some opinions of myself about the “ White Pollution” . ‘

| As we know, regulation‘was made 1o solve the problem in June Ist of 2008. The'use of
plastic bags was restricted in the supermarket and many other shops freely. At the beginning, it
was carried on well, but now T found plasne bags were used in some small shops for free or with

nopay ) ,
o : Zosmzed e oo . '
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