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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) detailed information about the books you want,

2) methods of payment,

3) time and way of delivery.

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. You do not need to write the address.

AN AT LA, IR N 3G & LA H H AT 3R o B . RATALUTF I =
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TAEH ) . A B 5 {5 B AU 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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OF: 359

r N\
Dear Kate,

I 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.

If possible, please give me a call and I will come by your house to pick up the book. Thanks a lot.

Yours,
Judy

@ FkK

( Dear Kate,

I 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.

oF
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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) PEM45H

BESCI 15 454038 F A48 6 NGRS : 15k (heading, A4 27 (5 Asuhb A1 H 1) | 5 N stk
(inside address, 5 Yt fg Atk ), #RIF (salutation), IE3C (body). 45 %1% (complimentary) . %544
(signature ) , A BH A4 5 M 5 (postscript) HIFfH 4 (attachment ) . EAKLIF /s :

( No. 5, Yiheyuan Road

* Beijing, 100971 &k

| P.R.China

i Mar. 12, 2012

’ Professor John Smith

13 Broadway Avenue {5 P Hhk

San Francisco

California 93011

i USA

| Dear Prof. Smith, FRIF

11 I am very glad to hear from you.

- EX
Yours sincerely, ZEgs
Judy B4

PSi = )

— A EBHE SO TREATR, RERZ AL BEPRERIT ., 30, SAUENE4 4 M
o1, AT REIX 4 ANHR S0 Tk R — 2]

@© FRIT

FRUFEAAE LB, BEEAXBIEANKRIE. TiERERAGHEREA SIS, —BEL
“Dear”{E RT3k 5 | U A4 Fiskfir . FRVEAY S5 T — IR ELRIE S .

TERNGEF, WEREFA SHE A KR LESES, WFRCEA] DL ARG, — &0 “Dear” 5
il L% N A4 , 11“Dear Anna, Dear Tom” % ; 8{# “Dear” )5 ifi Il < 3E Y FRIF , 41 “Dear Papa, Dear
Aunt”; R CRANRIEH RE, WEFRIEX a0, S “Dear Mr. Smith, Dear Mrs. Smith, Dear
Miss Smith, Dear Ms. Smith”, &, 7EAHE &S EAREL B, B “Ms.”,

R G, —BRAFRITRE 2R S ARGtk , sRE IS A4 . SRR B (s
AL . BRI A X REBWT .

H4-: Mr.

%+ : Mrs., Ms., Miss

#H#Z / 1+ : Prof./Dr.

M ZE W R B E : Hon. (Honorable, EJ“2545/4”)
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%% . Editor
ANHIXF W4 . Dear Sir/Sirs, Dear Madam/Madams, Dear Sir or Madam, To Whom It May Concern

@ IEX

IESC— AL S = A5 . S —EBar Ik, WP Tt SEREEAME K. IRES
BARBN, BE M E—ARR IR A AR G, BRI X 7 T AN A
15 o

RGO M ETNE, JETFL P A A T 78 U A %

AR AT IIEE R, TR LS A BUAR A IRk AR 0

I am looking forward to your reply.

Please pass my best wishes to all your family.

©OF S0

LEAGE ARG E AR FUE A B AR B

TERMAAGE, — AT LA “Best wishes, Best regards, Best, Regards, Warmest Regards, Yours,
Yours ever, Yours sincerely, Cordially” . W52 H F R RAEH FH WA A SEF A, WA A
“Yours affectionately, Affectionately, Love, Lovingly, Cheers, Your devoted friend, Your loving son
(daughter, nephew, niece, grandson, granddaughter, father, mother, husband, wife, etc.)”

TENFAGFE, —Mal AR “Yours sincerely, Yours faithfully, Yours truly, Yours respectfully,
Yours gratefully, Yours cordially” %5 .

FERAE L — SR AFIA R A NIERFE S, B T A EZ5HGESMA T LR A FIER
Truly yours, Sincerely yours, Faithfully yours, etc.

PeAFHEEFEIE AR T 2, W TFH ARG IR B R & LT AR RS HGE H R R,
{HEXSF R, 4 48— “Yours sincerely” A LA AARZE R 7748, PR R 3X A4 45 o 1832 ki 18
MATRAMAFEMN

@ %4
KTFELAMER RS, HXPARFEERT ACKAT, REEHLi Ming" X247

2. AR

SR T Z G865 R . SRRV MO S i —FRh S sk — U T 45
P, FERFAE P D . &IE3a8 L BRI Fg X, —td 5 NEa4R

To: TN

From: &3 A

Date: H

Subject: FH1, WA X EH A8 28 5B, 72— iRms Rk o

Message: 1E3C, HAFM, 51 EZENEBSREE,

RGN B W SE, AR ILAER . o, [Irt, i, Fh, FEFETERE
A, AT BB AMIS A TGS SR B T30, Hit, 5 —M e AL550 EL# i3
B, FOREREAES, LM R E B s E A P A . T ER, EERMBCC A REE
LR, THRHRE, 2RO AT ELERIEME S .
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520 T AR TS RIEBEERE S, TR BN ARG Z X T —
KN R A BB R, W A4 . Bk, AR B S AR, TSR
faris H.iEfk .

ML AT o , (RS IE o5 AAk AR SE e . (ST, IR A2 TR 0L, s B 048
o IR, S — M E B FHUE A4 7, A “Dear” S FRIT, 5 RAMBA LSRG, HHEE 4.
AT EER A, (A b — i . Horp U3k i B AR “Mar. 20, 20127, Tij S5
Y H 914504 “20 Mar. 20127, BIRMEERE T TH1K. S+ 12 M HGEZESAF : Jan, Feb,,
Mar., Apr., May, Jun., Jul,, Aug., Sep., Oct., Nov., Dec.,

EEE AT .
( Mar. 20,2012 H
Tom PRI

...... EX
L Anmne &4

FoN BT IR

— . WEPUE (Letter of Resignation )

AN ETEFHAEF BB RIS . A TIEREFIRE, AIREZA, THE-SERA,
JRIBFE, BE . AR AT S R E R ?

B REUE I ORISR N, A i G SO BT Y9 H A X 7 P (B AR (], AR5 B
TE RN AL BRI . SRJG IR ZIRUXT T B 2405 A CXAR TR

BE“ ="

e R~ R, 2R R BRI — I el 5

Tips: EEARHBRIZ I EEAL— L ZRE, LARZRAARWGCHK, AT TRELYZ%
A T TS FOE B,

1. 2005 4 EH 8

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, telling him
your decision, and stating your reason(s).

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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E(Dear Mr. Wang,

E 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 responsibility for any

challenging task.
I apologize in advance for any inconvenience it might bring to you.
‘ Sincerely,
L Li Ming )
39
BN ELAE:

REEEXHEREH LR EMERT FHRL,

REBEXERRIETHMA, ERRRAAXNTEHATHERNTN, 4, KW HZ
TAFRAANRE, EREIMM AT E R HEIRT L ERE, s, ZEMHLE, REANS K
FAEMAARR SN T,

AW R0 EH RN T EEH

TR,
W
(AXRICRIAA)
intention: n. % &, B & withdraw from: & 7, #, &
merely: adv. 14X, R, Rit be far from: L& RA , Lk R
barely: adv. R R, 44X, JU-FREE sustain: vt. ¥ 3, %, H4
have responsibility for sth.: i # % F
AR

I am writing to inform you of...

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

I apologize in advance for...

2. FALIRE
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.

& 8
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rDear Mr. Smith,
I am sorry to inform you by this letter that I plan to resign my present job 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
39
B R R

FHEAACRAREREFERTNET M BZENNIH, AZEFFEREFMANK
A—BRBERNKSFY, ARETERHEE.

EREEZINALY SFNTHEEGH, BE5EREAARERLTEFRROGHE, FRN£T
RREAE, B2 TRARIRE. FEIRRREGRY, RO E¥RBRIHEXEIREL
Bf 18]

BEEW,
Z9H
(AR ATRAL)
permanently: adv. K##, KAk, AL look back upon: B
enjoyable: adj. A~ A B84 gratitude: n. 2 ¥k
il ED)

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

-

.. Wi*R{5 (Letter of Request)

HER AR A SR IR, R A B i R ZoR . BiRENE SR ESHEE N A
SRS, BRSO SR

ERSRAGI R SRR, —E B RIE AL, AN ; SRa BRI i
RGITEH ; foeh5 2m i B I FIAB S

ST (Bt

MEAC | SRR — R B A 0 — KRR A A

Tips: 5 5T, HRGRABLRARGAREINM, FFALIZGF L TAK—TH LN G

AN, e, §TREGFREERLTZRANAGEN, A2 EEELHILNLE
B, R&FHRe Bt
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