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You should spend no more than 20 minutes on this task .
You are an international student who studies in a
college without sports facilities. Write to the
manager of a sports club nearby. inquiring about
what procedures are needed before you can join
their club.

You should write at least 150 words .

You do NOT need to write your own address .

Begin your letter as follows :

Dear ’




Question Analysis

& facility: .

: Building a new children’s home will cost a lot of money, but be that
as it may, there is an urgent need for the facility .

€ inquire: .

: When the authorities inquired into his background, they found he

had a criminal record.

€ procedure: N

: Social workers have standard procedures which they must follow

when they are taking children away from their parents.




Letter of the Master

Dear Sir/Madam,

| am writing to inquire about the procedures that are needed to join your sports
club.

As a new student from China, | study in the Royal College nearby. just two
blocks away from your club. Attracted by their beautiful prospectus, which
boasts of a large swimming pool and a spotlight tennis court, | discovered to my
dismay that there are no sports facilities whatsoever on the campus. Being an
amateur athlete, | find this situation is almost intolerable and feel a strong urge
to join a sports club immediately where | can participate in a wide range of
sports activities. Impressed by what my friend told me about the excellent
facilities in your club a few days ago., | am very interested in the standard
procedures that | must follow before joining the club.

| would appreciate it very much if you could send me some brochures and let me
know the details or some forms for me to fill out. My address is Student Mailbox
210, Royal College, Queens Boulevard.

Yours sincerely,

Barry Guo

(178 words)




Letter Analysis

Hl Main Body 1 “ 7.

I am writing to inquire about the procedures that are needed to join your sports
club .

Hl Main Body 2 “ ”.

As a new student from China, | study in the Royal College nearby . just two
blocks away from your club .

HB Main Body 2 “ 7.

Attracted by their beautiful prospectus , which boasts of a large swimming pool
and a spotlight tennis court , | discovered to my dismay that there are no sports

facilities whatsoever on the campus .




Hl Main Body 2 “ 7.

Being an amateur athlete , | find this situation is almost intolerable and feel a

strong urge to join a sports club immediately where | can participate in a wide

range of sports activities .

Hl Main Body 2 “ 7.

Impressed by what my friend told me about the excellent facilities in your club a
few days ago., | am very interested in the standard procedures that | must
follow before joining the club .

Hl Main Body 3 “ 7.

I would appreciate it very much if you could send me some brochures and let me
know the details or some forms for me to fill out.
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You should spend no more than 20 minutes on this task .
You bought a CD player from a local store a few
days ago., but now it doesn’ t work. Write a
letter to its manufacturer, asking them what the
problems are and complaining about the attitude
of the shop assistant. Also., tell them how they
can handle the situation.

You should write at least 150 words .

You do NOT need to write your own address .

Begin your letter as follows .

To whom it may concern ,

10




Question Analysis

€ manufacturer: .

: Over the years, they have forged an international reputation as a
successful manufacturer of computer equipment.

€ assistant: N

: The shop assistant said that he needed to get his supervisor to

authorize my refund.

€ handle: N

: Some people are brilliant with computers, but have no idea how to
handle other people.
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Letter of the Master

To whom it may concern,

I’ m writing to you about a problem that | am having with the CD player produced
by your factory. | bought it from one of your authorized branch stores named
“Passion” here on May 1, 2004.

Having found it unable to be controlled by the attached remote, | took it to that
shop, intending to have it repaired or changed if necessary as you have
described in the instructions. However, one of the shop assistants, whose
badge number was 17, insisted on charging me $5 for mending while the service
card promises free service within 3 months of the purchase. What was worse,
instead of acting in a polite manner, he turned a deaf ear to my request when |
tried to show him the invoice with the exact date when | bought it and your

guarantee of free service.

| shall appreciate it very much if you could pay immediate attention to this
matter and send a responsible person to solve the problem for me by the end of
this month. Otherwise, | am afraid that | have to lodge a formal complaint to the
local Consumers’ Association.

Yours sincerely,

Chris Philips

(197 words)
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