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Two months ago you got a job as an editor for the magazine
Designs & Fashions. But now you find that the work is not what
vou expected. You decide to quit. Write a letter to your boss, Mr.
Wang, telling him your decision, stating your reason (s), and making
an apology.

You want to contribute to Project Hope by offering
financial aid to a child in a remote area. Write a letter m
to the department concerned, asking them to help find | ~{¥# £
a candidate. You should specify what kind of child you | : iy
want to help and how you will carry out your plan. o

i DOOTEE BBIUE --ovovvvrermenmimmemniemesieseisisses s

Write a letter to your university library, making suggestions for
improving its service.
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You have just come back from Canada and found a music CD
in your luggage that you forgot to return to Bob, your landlord there.
Write him a letter to

1) make an apology, and

2) suggest a solution.

i > 20005 FBWUE coooooereeerereerre
Restrictions on the use of plastic bags have
not been so successful in some regions. “White
pollution” is still going on. Write a letter to the 'Y
editor(s) of your local newspaper to '

1) give your opinions briefly, and

2) make two or three suggestions.
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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
applicants and other information which you think is relevant.

st > 20“3—; #g%— .................................................................

Write a letter to a friend of yours to
1) recommend one of your favorite movies, and

2) give reasons for your recommendation.
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Some internationals students are coming to your university.
Write them an email in the name of the Students’ Union to

1) extend your welcome, and

2) provide some suggestions for their campus life here.

Write an e-mail of about 100 words to a foreign /(
teacher in your college, inviting him/her to be a judge for | "{# £

the upcoming English speech contest.
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You have just come back from the U.S. as a member of a Sino—
American cultural exchange program. Write a letter to your American
colleague to

1) express your thanks for his/her warm recepuon,

2) welcome him/her to visit China in due course.
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Suppose your cousin Li Ming has just been admmed to a
university. Write him/her a letter to

1) congratulate him/her, and

2) give him/her suggestions on how to get prepared for
university life.

310901 FME G HBAR STRBE ¢ emoh. e in. sili da suabibs

Suppose you have found something wrong with the

electronic dictionary that you bought from an online store

the other day. Write an email to the customer service fm
center to S{v e
1) make a complaint, and & ' |
2) demand a prompt solution. i ;

b e e o B R il

Suppose your class is to hold a charity sale for kids in need of
help. Write your classmates an email to

1) inform them about the details, and

2) encourage them to participate.
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Directions:
Write a letter to the president of your college about the unpleasant
conditions of the university dormitory, and suggesting possible solutions.

Dear President,

As a student of this university, I am writing to express my views
concerning the unpleasant conditions of our dormitory. In the first
place, I would like to say thank you for the help and everything else
you have been offering to us. Meanwhile, I also want to make some
advice to better our living conditions.

Firstly, we have found that most hot water switches are in poor
operation, which brings much danger to the users. Secondly, [ would
also recommend the electronic punch card system be fixed in order to
ensure the safety of the dormitory. Finally, we hope that the rooms can
be furnished with a better lighting system.

I am looking forward to your consideration about my
proposals. Thanks in advance for that.

Sincerely yours,

Li Ming
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Directions:
Suppose you bought an air conditioner in Sun Applicance Company and
write to the sales manager to show your complaints and ask for the solution.

i,

Dear Sir or Madam, f

I’m writing to make the complaint about the poor quality of the
air conditioner that I purchased from your store last Sunday.

The machine operated well at first, but two days later, there was a
fault that bothered me, that is, the fan made so much noise that I could
not sleep well at night. Its poor quality ruined almost all my previous

impression on your products.

1 strongly suggest that a repairman or a service engineer be sent to
my home without delay. I wonder if you could pinpoint the exact cause of
the malfunction as soon as possible. If you cannot, I am afraid that I will
claim a full refund or a new one. Look forward to your reply,

Yours sincerely,

Li Ming
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