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Unit 1

(1) suggestion[ sodzestfon] n.
I am a student from the Department of foreign languages of
the university., 1 am writing in order to put forward some
suggestions as to the library service.

9

(2)list [ list Jvt. ,
My suggestions can be listed as follow.

o

(3)suggest [ sodzest]vt. , ) )
So T suggest that more books on the history of the Olympic
Games be purchased by the university so that we can know

more about the Olympic Games.



(4)besides [ bi'saidz |adv.
Besides, we also hope that the working efficiency of library
can be improved through taking some steps.
b

o

(5)consider [ kon'sido]vt. , ,
There are two factors you need to consider when making this

critical decision.

(6)hesitate ['heziteit |v. , ;
Were it left to me to make a choice between them, I will not

hesitate to prefer the former.

(7)sake [seik Jn. ~ eeceee s e
So, for the sake of employment, it will be a good idea to
choose computer science as your major.

b b

(8)consideration [ konsidareifon] n. , )
I hope that you can take these suggestions into a careful
consideration.

e 9.



(9)appreciate [ opri:fieit |vt. , ,
I would appreciate it very much if you could consider my

suggestions.

I really appreciate your prompt response.

o

(10) forward [ forwad Jadv. ,

I am looking forward to your early reply.

o

Unit 2

(1)express [ikspres] vt. R
I am a student from the Department of foreign languages of

the university. I want to take this opportunity to express our

heart-felt thanks to what the librarians have done for us.

b

(2) grateful ['greitful]adj. ,
I am most grateful for what you have done for me during my

stay in Beijing.



(3)gratitude ['greetitju:d |n.
I am writing to express my gratitude for your timely help

during my preparation for the exam.

(4) contribution [ kontri'bju:fon ]n. , )
1 really appreciate your contribution to the Project Hope.

o

(5)kind [ kaind]adj. , , )
It was very kind and considerate of you to give us such a

careful arrangement.

(6)accept [ok'sept Jvt. , , ; svi. ,
Please accept my most cordial thanks for your timely help,
which I will never forget.

b o

(7)inform [infom Jv. (~ of/about) , , ;
I am writing to inform you of my final decision to quit my
current job.
1 was thinking of quit when my teacher came to inform me
that I could make out a student loan as a financial aid for my

study.



(8)imagine [ imad3in |vt. ,
You cannot imagine how overjoyed I was when I learned that

my application was approved.

(9)with [Wié] prep. , , ,  eeeees s , eeeees s s
With the loan you lent me, 1 was able to get through those
hard days and graduated with honors

o

(10) possible [ 'posabl Jad;j. ,
Thank you again for your aid, which made it possible for
many young people like me to have received good higher

education.

Unit 3

(D learn[ lomn]v. , ,
I am a student from the Peking University. I’ ve learned from
China Daily this morning that your company is hiring a part-

time proofreader.



(2)interest ['intrist vt. s e
I am interested in seeking such a challenging position in your

company.

(3)related [ rileitid Jadj. , )
1 believe that both my education and experience are directly

related to your needs.

’ o

(4)candidate [ kaendidit |n. ,
1 would like to be considered as a candidate for the position

advertised in China Daily

(5)reason [ 'riizn |n. ,
I feel I am well qualified to be a volunteer for 2008 Olympic
Games for the following reasons.

, 2008 s

The foremost reasons for my desire to be a volunteer can be

briefed as follows.

(6) educational [ edju(:)'keifonl Jadj. ,
. 6 .



As far as my educational background is concerned, 1 will be
the right person for this position. 1 graduated with
distinction from Peking University three years ago, with a

master’s degree in English Literature.

b o

(7)experience [ iks'piorions |n. , , ,
Along with my education, I also have the experience of being
a part-time volunteer in the several sport events. Therefore,
I may have the ability you are looking for.

’

(8)contribute [ kon'tribju:t Jv, ~ eeeeer
My interest in English and skills in language proficiency

contribute to qualification for this position.

(9)grant [ gra:nt Jvt, ,
1 do hope you can grant me a chance to work in your
prestigious company.

’

(10)wonder ['wando Jvt,  +eee+ , )
1 wonder if you could arrange a job interview for me at your

.« 7 .



convenience.

b o

Unit 4

(1) further ['fo:d0 ladj. , s
I am writing to apply for admission to your university for
further studies in the field of philosophy leading to a
Master’s degree.

’

(2)interest ['intrist |vt, S
I am extremely interested in philosophy and I want to find
out if I can further my study under your guidance.

b

(3)introduction [ introdakfon |n.
Please allow me to make a brief self-introduction. I am 23,
male, majoring in Chemistry.

23 o

(4)degree [ digri:]n.
1 have received my B. A. degree from Peking University last

year. | have since been working as a teaching assistant in the

.8 .



Chemistry Department there.

(5)improve [im'pru:v]v. .
During my two-year work, I have discovered that my
knowledge is limited and I have decided to improve myself in

this area.

(6)procedure [ prosi:dzes |n. ;
1 wonder if you could send me some information related to
the application procedures.

’

(7)score [ skoi,skoo | n.
I took the TOEFL test in May and my test score is expected
to arrive at your office sometimes next month.

B

(8)financial [ fainaenfsl]adj. ,
Besides, I wonder if there is any possibility of getting a
financial support for international students from your
university.

’



o

I also want to apply for any other financial aid available.

’ o

(9)oblige [ oblaidz]v. ;
1 should be most obliged to you if you could send me some

information as to the application for the scholarship.

(10)reply [riplai]n.
An early reply would be appreciated. Thank you in advance.

b o

Unit 5

(1) complain [ kem'plein |v.
1 am a student from Peking University. I am writing to you
to complain about the poor service of your bookstore.

b

(2)trouble ['trabl]vt. ¢ ) ,
I’m sorry to trouble you but I’ m afraid I have to make a

serious complaint.



