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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.

I AN H T LA, SR SO LA HE A NG I O SRR . FRATA AR =
o i

(D HIWEUR . e RIS LU, B i s Wt R iR A . I e 28 7500 1 B AR N AE
it v L S PR RIS AT TEHE AL | iR L F S T Rl (A B4 fIE 11 S B it
2%

@) FORTAE, JF TRV ST b4l & A T B X5 A S 5 A A SURE A I e 25
ARy L AR 5 {5 B 14T 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 % .

@ ¥ AWM SOHTFMEE A . fEd ey ngmHE . BRSSPt E R R, AER NS
Jio WEAEIh g SR A T AR A TR s B, MR S, XS Ry o A R
WEA LB, AR R G AR J2 36 Jy SO ME fand 2 Joftl, 3555, 7R 48y 1 % A
QINDNENE b 2 R (EP S E b e i ot o (W O I R i R A N B I /e L (B 1 = W Y N S TER A T e S I
BB ] FOAG A — (5 CF A 2SR S R e L TR S R 2 SN DU A IS

R

3y



?7 EWEIE(— )SEREL 100 &

— . R
1. BfF

HIER—RARAHI —Fpfi ity Z e e EEM T2 —, W T AR LPRRA EEmE L. K7
A RO R IR T B N 515, RREAC KL . A RIERESE . B(5 HR LG R
MAFER . RAERR TAREASUR, — B2 SR . ZARMACZ BT H W5 Kt a s
o RASGIERTE AT LA R, (R B,

P FARIENE T IEACSOA, @ s TR 5 RANRY &, DUIR Sl S8 a2zl 5% m 2z il
SRS, Hrbisr Al 2 e R AR | RS L R | R RS R L
{7 . BOURE L RIE | B E RIS (S 5

REBERMNEZH, HRENT—EZHIC, I i BEAE AR, HEER I
3 AESRFIEEAGER S, BUAERS S th— R Bt e A5 { .

(1) BfEH5E R

T IR v e o A2 S Saw 1B s T et A 12 e VA B A ol S s WO EL (AR |
— BB S — AT AR ) LR 4~8 TR, ELUTAT B 4 B 0 R — B FROT DRSS, TR K
W 7E R [l A L . SEaREE F IR 753k sUEE# , FE RS 55 SoiB b E AR AT, JUH S i iz 1] 1 el 1 1P
i, HAs S R A BERSE — T8RS, BESBLZ % —1T, B AMRIT | 9% 3 St &6 15
BE. BRWNTFRIR:

M %k

fDear 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,
L Judy
@ 7k
(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 | 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
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[ am looking forward to your reply.

Please pass my best wishes to all your family.

@ 45 s

SRS (5 AR AR PR RIS

AN, — T LA “Best wishes, Best regards, Best, Regards, Warmest Regards. Yours,
Yours ever, Yours sincerely, Cordially” . 1% & F 1 ¢ & 1E & 5 090 Aol & 25 N, WA ol L H]
“Yours affectionately, Affectionately, Love, Lovingly, Cheers, Your devoted friend, Your loving son
(daughter, nephew, niece, grandson, granddaughter, father, mother, husband, wife, etc.)”

EA KD, Ml LAH “Yours sincerely, Yours faithfully, Yours truly, Yours respectfully,
Yours gratefully, Yours cordially” %
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Truly yours, Sincerely yours, Faithfully yours, etc.
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1. 2005 4F FLi
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.

X

( 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 responsibility for any
‘ challenging task.

I apologize in advance for any inconvenience it might bring to you.
. Sincerely,
: Li Ming
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1% B by,
% 0]
(AL RIAE)
intention: n. Z &, B ) withdraw from: & 7, #id, B &
merely: adv. UL, %, it be far from: L% R R, ik R
barely: adv. R ® , 424, JU-F R4k sustain: ve. ¥ 4%, a4, ¥4

have responsibility for sth.: i 77 % %

FREME)
I am writing to inform you of...
Though having..., I unfortunately find that...
First of all...Moreover...

[ 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.

& X

Fa
Dear 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,
Li Ming
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permanently: adv. K3, K X3, REH  look back upon: =1
enjoyable: adj. 4~ A 44 gratitude: n. i
TEEmE

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

. WKL (Letter of Request )
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1. 2006 4 H
Directions:

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

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.

B X

To Whom It May Concern,

My name is Li Ming, a college student of Peking University, and I am writing in the hope of your
assistance to find a needy child for whom I may provide financial support.

10
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First and foremost | would like to declare that | possess the financial ability to implement this plaﬁ
owing to my decent income from part-time jobs. As to the candidate, I am hoping that he/she comes from
an elementary school of the less developed areas of Western China, who is forced out of school. I would
like to pay for his/her tuition and other school expenses until he/she graduates from university.

Thank you for your time.
Yours cordially,
Li Ming
#E X
X MFTA:

KM EN, BT AFNFE. RACERXHAGWENEFETUR LA WFEE, FHEH
4o, — 4 Ay AL,

BAREFEARA LA ITRINEFES, IAHRNANFR T UL ETENY
Ao ETHEE AL, £ %”Jf’rb/ﬁt KB AFRAEAN P ETH R

—2/A¥%, —LHIT
HmiERENFEE, R XA RFENF R LM ERE, AFHXFEL,
R4t 5 A B ) (R AR R )
EERH,
=)
(ARACRIAA
in the hope of: #v %2 assistance: n. # 8, #8h
first and foremost: 4 % declare: v. /5 )]
possess: v. #M A implement: v. % 3t
owe to: B A, T decent income: 4569
asto: £T less developed: %4 ik 49
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[ am writing in the hope of your assistance 1o...
Thank you for your time.

2. AU
Directions:
You are preparing for your graduation thesis and are in urgent need of some reference materials.

Write a letter to the National Library and ask for their help. Provide detailed information, and method of
delivery and payment.

Y ou 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 Sir or Madam,

[ am a senior student from Tianjin University, and I wonder if you could spare some time to help
me look for two reference books, Communication Principles and Organizational Communication, both
published by Foreign Language Press in 2000.

&y 10




