—HRE
RIE: TikS
1LY AN HI: Dear XXX: 2.0 A K %1: Dear sir or madam_Csir Al madam Zh5):

To whom it may concern:

F—B: REM+RHABRKER

As a(n) HRHZL who loves our company/school/institute. CHH BB B IS ELL) | deeply /EA—NE
BEERATFR AT /EA AL A ,| am writing this letter to resign from my present job (5 XH {51
HERANTRHERIITE).,
% B “v“ﬁﬁﬁﬁi_)ﬁ ( L&

E‘z‘! Pi: There are at least three reasons that can account for my resignation (£/0F = SJEE A LA[F]
RIBRERANH A EREER) . Firstofall (E5E), | find that the work is not challenging as what | have
expected X THEEA R IEEEF PR .In addition (A1), 1could hardly find any interests in
my job (FRAFEMIRE TAETIRBEER R Finally ()5 ), the payment turns out to be so low(iX#
T4k H‘]EI’E’(%‘H%%E;:EidEET),that it could hardly cover my living expense (X NI AEEFFEH M) .
®E— il 1% B ---HEBEELE
I do apologlze for the inconvenience brought by my resignation(F AR B ER S R KA E R B E O
I 3K).1 will be grateful if you take my resignation seriously (UIERINEERIRIIFEIN, B A MRED .|
am looking forward to your reply (FREAFHBIRKIZEER) .

Yours Sincerely
Li Hua
—RERfE
Dear XXX: To whom it may concern:
F—B:

As a students who loves your company/school/institute (fEN—ANFIR B EIRNTA T /EZR/E B
ALEI%4E ) | am writing this letter to apply for the position as a(n) BRfZ (REXIHZH B £ HiEF—14......
HRAT) .1am convinced (ffi{EHI adj) that my previous working experience and score{ff4i) lists in the
university /school can prove my potential(J&HE) to be a qualified (& ﬁﬂﬂ AL (BB AT T
EA L VA R RIEKRZ/ZR RS REIE AR A BRI — B S ...

BB

I will graduate from school (%K) in Bf[E] (FKT...mHREN T2 ---BIFES A4) .1 have
studied &) 1 as my major for X years and | have studied %)V 2 as my second major (FRE22.... E NI
%fﬁT #Hﬁi&«l@ 1’!573 B BE‘J% {%ik | :

(lH:ﬁ'l*), I have rich working experience in XXX work because | have worked as a part-time XXX in XX

company for 1year (RAEENAK, FHRNRGZEENATHIE—EFIR. ... XE AT
HITE LS B = 3&--KFC) .My rich working experience and strong teamwork spirit will enable me to perform
better than other candidates=f&E#E AN who lacks of such working experience (BREE ) TIELL &K
FIRA & VB R #0 He AR UE 3R L Fo A /b tin bk TAE LI i AR BRI ELF) .
F=R:

It is very kind of you to read my letter ({REEPIIZRIBEEMZAREZER T ) 1 will be grateful if you
take my application seriously (/RINFINFEH FRIR HiEHEFME A MERED .1 am looking forward to your
reply/ call to the number+FH15 (FRIAFWBIRIE B /F BRI R
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=: #HEME 1L BFAREARE HHH: BFEARE
— LR 5 51 B PR
ME%'J!IE)) E Farewell Mv Concubme (ﬁ TR =D

TEFE & E':B‘J"“vﬁ, ANERH E‘:H‘JE"%@%E’%EA BAT &
Dear XXX: To whom it may concern:
BB
As a friend who has a similar to you (fEA—ANEBEFRKAAK) ,/Asa
student who loves reading books/seeing films ({EA—/NEZEH/HE K ZEA).1am
writing this letter to recommend you my favorite book/movie:+4 ¥ (REXH {5
# H MR BRENRBERKB/BE: +8F) .
BB BH+=R
There are at least three reasons that can account for my recommendation (iX
BA=HARHET BRI .Firstof all (E ) ,by reading this lovely
book/seeing this lovely movie which is full of humor (& id 521X 4= 75 3 W BR R 1)+
JEXBAHWERRAKBEE) you will feel amused (JRLRBEE) .In addition
(Bt41) ,as is known to us all (AT A K1) ,the thing with transient happiness alone
will be easily forgotten in our lives (ZERATHIAENEF, RABFEEEZHRARAR
X 5 # B =) .This book/This movie is recommended for the profound truth
involved in the humor and joy(iIX A /B MEBMRFBR RFEE TRZIHERAKIE
H ).Finally,this book/movie is just like a window opening a new world to
you,through which you can better understand Chinese culture/western culture (&
JG, XEB/EERFBANORZE, RERITH, ReeFEIFHIH BB/
FEJ5 AL .
BE—R:
ERLR: Itis very kind of you to read my letter (BE 23RO EFRE K 2K
AN 1 will be grateful if you take my recommendation seriously ({1R R\ EXT
R HEFETWG AMRBEO 1 am looking forward to your reply (F AU BRI
52 .
FAKIEIRIZEE : | really hope you will enjoy this book/movie (FRE.OAE/REEM
XA /X B B IR 15 L 2 5%) . In addition (6 A1), please send my best wishes
to your family GERRIIMABELESLIRIKIZE AN) 1 am looking forward to hearing
from you soon (RIAFWRRHIER) .
Yours sincerely

Li Hua
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9. #HiFE
Dear XXX:
H—E: Asa(n) B4 who @loves XXX @admiresyou @QBFFHER (XE
REAMEET, HCSFE) .1 am writing this letter to invite you to do something
(Z8HERR .

2/ B: EEIN= A First of all,In addition,Finally

B 1EE: OFEH A The ¥E3)/This activity will be held 4]+ 55+ 18]+
ingIR

@ltis 4iFE+EfE] that the ¥53)j/this activity will be held+4 1]+ &5

K2 BEEEXR, BiFfEAa+a)RAR

FIARA 3:

£k 3ANFR: OFBIFERFAIEE The chief reason why we/l invite you is that+
OB 48 /@RXT X J7 A Pl

1) asis known to us all,you are an excellent XXX in this field

2) asis known to us all,you are interested in XXX/this field

@iEF I AL : This activity is of great importance through which you can do
something (R{&iFib: TR, ZI5E. TR
OIREIEEE: 1am convinced that you will play a important role in this activity
and it will not be successful if you don’t come (RAERESERXRIESI P RIEEE
HIPER, SRR RIX R IE SRS S BUS B3 2D
F=B: gRE
It is very kind of you to read my letter.l will be grateful if you take my invitation
seriously.l am looking forward to your reply.
Yours sincerely

Li Hua
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. RS

MR 1B —BREERE B 2 WABIER
Dear XXX:

To whom it may concern:

BB BHRUEHA, BUERAE R

First of all (E%%) ,please allow me to say “Thanks!” to you (iF oIt

RULE BT ) .1t is very kind of you to spend your valuable time in doing something
(WS H BAE EEPE) /in helping me (BIEFRE RN BRFFBEHIZR, T
WAREEAER) .

(DWhen I first sank into trouble (243 F& N FH 3 FIBT %) 1 really felt lonely
and helpless (REIEZE X L2 T 95 TB)) .@Your help/Your XXX has made
me feel that in fact | am living in a world of love (/R Bt RRERIEE —NT
% % K 1 54 ) ,which has brought me much confidence,courage and power to
overcome my difficulties (FRHTR T EL KfF0. BISRE, FHLRETR
A @B AE, HEH EMA&REMN These days my condition/situation has
been significantly improved due to the help offered by the kind people like you (A
RERZFERFOATET, RIERVBHCELIEFZL T) .1 think | will solve all my
problems within two weeks (FRAM{E T WA RBURB R ERITE KRBE) .
@] hope that | can have the chance to say thanks to you face to face(in person) as
soon as possible (A EREER R YH AT IRBRESED .

B=B: 1. TEHARER Again,special thanks go to you.

2.5 HAh A A Again,special thanks go to you+ At N 2.
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N BUUE
EHa: LR B SEBEREN
2IERY: ORBIEHEREE OFLARY OFBEMANERE
3.ARZERNEIEFREN
4.9 B15: SHMEARPEEHZEIERE and £ HICREN
5. X T SRR
Dear XXX:/To whom it may concern:
FE—B: Asa (n) B17 who loves XXX/BH B H{5 S, 1am writing this letter to
put forward my suggestions on/for+Z T R.
BB B

Generally speaking, X & is/are good,but it/they will be better if you take
my suggestions seriously.
AR iZA =B Firstofall+ZEi 1  Inaddition+Ei 2 Finally+ZiY 3
2 W 1 8 x N : © m AN/ W AN - more/less
workers/people/employees/staff/teachers should work in 3 55 /in related fields (+
FHE)
@# & A\ --—-we should educate more people to realize the importance of XXX(+7F

® %L i & ------we/you should make more friends (+F4)
MARBZEBATHE? ---me- BZUF], BHXMEEFA: so that+fE 4] ORS
THEHE QEALEETAH, BE XX BIKE OAINE, HAHBIKR

= Yy B— Xt 4%: @Omore money should be spent in purchasing and updating
more XXX(3F BAH 3% I 7R i /more facilities)
@we should save the money spent in XXX,which can be used to help others/to F*

% (to something)

B3 - i E]: Mmore time should be spent in doing something
@ we/you should save the time spent in XXX,which can be used to study/to do

something (FEAHRK)
(®the XXX time/the time for XXX should be lengthened

% B EW: X4k--—--we should educate more people to realize/understand the
culture of E & n/doing

BB GRE

I will be grateful if you take my suggestions seriously and | firmly believe Xt %
is/are bound to be better and better in the near future.
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I
LRK/ZITRREEE S ERRREN
Dear XXX:

As a student who loves sports/health ({EA—ANINZiz3)/ &R/ R K2
£ ) ,1 am writing this letter to put forward my suggestions on/for improving
physical conditions of student (REIXHE 1 H K NIREEZENH B EEFHIR
HEDD .

Generally speaking GE H ) ,students’ physical conditions are not good (2%
EMK B A RRARZIRL) ,but they will be better if you take my suggestions
seriously (B IMERINEXRPRIED) . AN: OFirst of all,more P.E. teachers
should work in our school (455, BAFEZHEEZIM) @First of all,we should
educate more students to realize the importance of health/exercise (E45: BATMN
ZHE E L WA R R BME R/ BRI EZ ) GFirst of all,we should make more
friends that loves sports (E %6, RAIMIZILELZAKMEIEZE))

% : OIn addition,more money should be spent in purchasing and updating more

sport facilities. (Hh7k, BRAIMIEBANEZ W TEH TEZEE S

Finally,the time of P.E. courses should be lengthened (&)5, BATMNIZEKEET R
HIEFED .

B J5—BX: | will be grateful if you take my suggestions seriously and | firmly believe
%F4 is/are bound to be better and better in the near future.

LHNEFZERATEREIREN, RESHEIALREN

As a friend who loves you/welcomes you......... my suggestions on/for your
study in China(for learning /studying Chinese culture)

First of all,you should make more Chinese friends,so that they can teach you
Chinese.In addition,more.....more ....Chinese books.Finally, 3,4t : you should better
understand traditional Chinese culture.
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L.EmE
1370 XXX JEB) /LR BER: ORE] QHbs @FEIINE ORiBiKk%
LEEEEA: —MNENERT, BERFEIREE
R b PLLEITEEZEA
Notice
Tk :
June 8%:2019
To whom it may concern:/To all students
WS IEX
F—B: IEX1.8E HE AY BFE

The &3] will be held +41+3t+/-+i FHBIFE R AL TR, FEiAH.

2: &I AN: The & Jp A (Students’ Union) have/has set a preparation
committee to organize this activity. (ZFKIP NCE I T —PNELZRRSRAHIX
RIED )

3: R A QOB EIEFE ----Therefore,we are in need of volunteers to help us
organize relative affairs. (Fit, RATFEZEERFIRMNALRHERHIES D

@1) &% 2) AERMIA 3) FLENNE 4 AFER

Students/ A\ who have previous working experience as BR{if are preferred
(B ABEFHRHATELRKZEA/N) Basic knowledge in English and
computer is some of qualities that we desire (FRA1FH BIRE R —BIERTEN
HIZEAE%&11R) .Students should be available for 3 days during the activity (JE31#H
i8], HRIERE =REIFTTERE) .No excuse for absence will be accepted if you
are one of your MIEERAL (WRIREZRBAIN... BRAVEASBEZAMIEHRE
H) .

4: FHZERASI: OTherefore,we are in need of students to take part in this
activity. (I, BANFEZESINXIUESN.)
@S niEsh T, BIEREW A 2. 3 K

BB BRARRMN

If you are interested in this job/activity and are willing to have a whole
new experience (HIRARXT XA TIE/ESNBIGE, FHBERF —NMEHHE
I% ) ,please do not hesitate to send your resume to XXX(HE48 #uhik)/to join us GEA
BRI KL IR T B OB k)M A RATHIATH) Thank you for your
attention CREIREIRL) .

Students’ Union
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—. PRI
Dear XXX: To whom it may concern
LB ROM+REHE. 2B A
As a(n) B 17 /student_@ who loves XXX/ @ who X @ H 15 & 2t 17 #l & (does
something), | am writing this letter 1) to do something (Z5H|3A B ) /2) in the purpose
of doing something (%5l doing)
=. BB Bie=0
I =R AR = N 25 A
1E—H): S
1) =ZJH[K % There are at least three reasons that can account for my XXX(Z$ 5 3l1#])
2) =AY There are at least three aspects that | want to XX you(ZK 7 zh17]) Jage: tell

2.%8 2-4 F): Firstofall+/ 1 Inaddition+/ 2  Finally+£ 3
MAE=K: OF KX OHHAR @FHH+FIFK
LB RELT?

D AN OinERESAN QHEBEAN O K----- RS

EE S K should A can or should

@XM EMIFZAR: A should/can try to understand XXX people and their way of life
and make some friends from XXX/different culture background.

®EHE. F B can/should bring A an opportunity to be a person with highly
moral character

2) &
3) HfiEl should ------------ should BN can or should

4) Xt FEE

2.8 AR RIS ?
F—H: FHERAETHE On+vin @n+vintprepin @FERR
BB ARBITARAR
EEADGE, BEFEE, EUEAERGEN—AAA
1.iAA: 1think that
| believe that
| argue that +{E] B 4]
| protest that
I am convinced that
2ERER
In my opinion/As far as | am concerned +{H] B4
3.ETEEI
There is no doubt that
There is no denying that +{E] B 4]
It goes without saying that
4. JEINBRATET 08 WA

As is known to us all/As we all know +fuj L)
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5. XFHEE
It is of great importance that /Of great importance is that +fij #.4)
4 B84), which is of great importance
6. AT/ AKIN
We have to admit that +{Hj B4
7.—NELA R AR
A fact can not be ignored that +&] 5.4]
8.3 3R A1)
AR nl+v+n2+41+n3
It is+N1+that+V+N2+Prep+N3
It is+N2+that+N1+V+Prep+N3
It is+Prep+N3+that+N1+V+N2
7~%l: 1love you.=It is | that love you=It is you that | love
We study in the classroom=lt is in the classroom that we study
9 .ZEANRFEAT?
] B BT AR B RE VB AR 2
XA FXE FXAE

£ T&
— M NIEFEE B Yihik

a man is throwing rubbish(F] things f{#) into the river
1A ESGA 2. ESCRIBMER (n+v4n)
i Ak A AL Pibl=TEHBIANIE R
He uses a tool a tool helps people walk
That helps people walk
He uses a tool that helps people walk.

RAE L — g R}
BRELRA REFMEEREK

| want to buy something something makes bread bigger and bigger

g, =&

1.IERZ E: Itis very kind of you to read my letter.l will be grateful if you take my XXX(2&
Bl 44 7]) seriously,l am looking forward to your reply.

2. K 45 &It is very kind of you to read my letter/or H ©. 5 .In addition,please send my
best wishes to your family.l am looking forward to hearing from you soon.
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HRIE
H5—#1E, aiktt, RARELSHFETERK, BENHFFRR-ANFTERIRE
BhH)/NEZ
B AR B AR R
To whom it may concern:
#—Bt: Asa student who loves children/helping others/charity,l am writing this
letter to ask you to find a child in need/a child who needs help/a candidate of the
Hope Project.
BBk There are at least three aspects that | want to ask/tell you
EH B Step 1:68VGE, BRIIFERIE
FEARBERKIDE , BERGHEER? B#1NME, REERRERIGE
QXA BHEE T highly moral character
First of all,there is no doubt that he must be a person with highly moral character.
QeEMA/ R FA
In addition,it is of importance that he must make better use of the money that |
give him.
Finally,he will spend all his spare time in studying.l want to help him for 4 years
until he graduates form university.
FE=B:
It is very kind of you to read my letter,| will be grateful if you take my
ask/requirement seriously.l am looking forward to your reply.
Yours Sincerely
Li Hua

BitE
B take bus/save food/save water (low-carbon life---iX /M & %t T miz Ll X ) 2% 73Kk
WARRANHE, ATEERAFE, FUAKETRYK)
To whom it may concern:/Dear classmates:
#—B: Asastudent who loves our environment.l am writing this letter to advocate taking
bus/saving food/saving water to you.
FHB:. WREESDENREKER, EEBE SUSER
There are at least three reasons that can account for my advocacy/There are at least
three advantages that we can get if we choose to take bus/save food/save water.First of
all,there is no denying that taking bus/saving food/saving water can bring us an opportunity to
be a person with highly moral character.In addition,it can save a lot of money which can be
used to help others.Finally,we can better understand the traditional Chinese culture of saving.
RE—B: 5HIFRE
Let’s make joint efforts to do something( H []) to create a green and harmonious
environment.Your cooperation will be highly appreciated.
Yours Sincerely
Li Hua
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MG b RE WL 545 —18ER, #FERNAR, LERIEREEA M
Dear Jack (F HAXMMEBBERIILTF):
H—Bt: Asafriend of #HEFE A, who knows him well.l am writing this letter to recommend
HWHEFEAN  toyou.
28 " B: There are at least three reasons that can account for my recommendation.First of
all,as far as | am concerned, he is a person with highly moral character,who always helps people
in need.In addition,he spends all his spare time in studying.Finally,he can better understand
Chinese culture and western culture./Finally, g #E/~ A who is the chairman of Students’ Union
has organized a lost of activities.
E=B. ZEB: In conclusion, B HEFE A is one of the most gifted students that | have met,|
believe that he deserve any opportunity that you can give me.

Yours Sincerely

Li Hua
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BiRfE: BERMEFAR, WEWRIE, RITEZAREHIEE (—&2
@: H-Fia 4 electronic dictionary @: & EEFHL smart/mobile phone @):HLfR

-computer)
To whom it may concern:
FBR:_QIERFT, HERERERERER)

I am writing this letter to complain about your after-sale service (FEiX#}
FHREH K RIBLERINIEFEREZRIE ) /1 am writing this letter to complain the
quality of your product (REXIHE ) H KR HARIRAT 152 5 D .
BB RFEER: OXRNAMALERA ONIERAARES QRIEBE#H
PLE IR OB ERIRFTH

As a loyal customer of your company (fE A AT BELAZR) I was
always fond of your brand whose culture I used to appreciate (I ¥ Z3EH ik B /R
fITHI S BRSCAE) . purchased a(n) & &% in your online store (named XXX) +4} 1] +
i} [8] Cthree days ago) (T .0 18] 7E... 3 s SE T ARAIIAIFE &) .1 regret to tell that
only 2 days after the purchase (FRIRB R & IFIR, UURIEE TH KD, |found
it could not work properly (RELKIE FEEIEH L/E T ) .1 contacted with the
after-sale staff in hope of exchanging it for a brand-new one (BER T ERFE AR,
FUEBH —NDEHH) .But the request was rejected ({HRZBRHEIELE T ) .1 do hope
to get a brand-new one (RELAERER—NEFHD .

W RAR I AR B RS — B

It wastes my money,which can be used to help others.lt wastes my time
which can be used to study.Your company doesn’t understand the culture of
service.

FE=B:

I will be grateful if you can attend to the resolution of the problem (IR /R &E
25X BB REBEREADSERRE) .1 do expect that you could make some
compensations for the inconvenience brought by the product (A& E/REEFTZ 5
ERT R G —LL%ME) .1 am looking forward to your reply and your dealing
with these problems without delay (RIIFEHEILR, FHHFERPAEIX L
) .

Yours sincerely
Li Hua

49385555649



Directions:For this part,you are allowed 30 minutes to write a letter to complain to
an online shop about a poor-quality digital product you have bought.You should
write at least 120 words but no more than_180 words.

Directions:fEXX & 43, VR A 30 238 I [8) 5455 170 I b 78 J 4 5 AR 0 S ) B0RS 7=
REKSE. RPMZEED 120 %, HARERD 180 F.

BEWX:

Dear Sir or Madam:

To whom it may concern:

| am writing to ask for a refund or an exchange for my newly-bought cell
phone in your online shop because it really disappoints me a lot.

First of all,obviously,the phone | received yesterday had been used by other
people because | found some pictures still left in its camera,which means it is not a
brand-new one.Secondly,you promised that the product would be perfectly packed
but when | received it,it was shocked that it was in loose packaging and the phone
was scratched.In addition,the size of the phone is not what | imagined although it’s
not your fault.

All in all,’'m seriously disappointed with your product and service.Thus |
request a refund or at least an exchange for a perfect one.l am looking forward to
your reply.

Yours sincerely
Li Hua

B e 2t
BRERAL:

REXHERBERBHRELRRERMNMERHR XTI, FAEERIERR
KHY.
B, BRAE, REREIVFICLENAALT, FARKIEKFHENE
EE—BRE, XEREEMR—NEFHFI. KR, FEREI=HEE
BRE, EHEIARKBIEHRE, REBRE, BREMNBOFETIAENR. 5
bb, INFHIRIRTHARRERBRE, BRIPARIRHIEH.
BZ, BRI RARSIEERE, Hit, RERER, HELH—A5E
EH. PRENESR.

Yours sincerely

Li Hua

49385555649



X8 3 doing 4l LELCA S & 31 ML F ¥4
3442 resign resigning resignation J3. &)

F &2 apply applying application /A8

Nt apologize apologizing apology A6). BE(L)
% appreciate appreciating appreciation A, BE
M4 recommend | recommending | recommendat /A8

it £ ask/require |asking/requiring|ask/requirement /3.6

B invite inviting invitation YA

# complain complaining complaint AB. RE(L)
1359 order ordering order RE

gl suggest suggesting suggestion RE
il abvocate advocating advocacy J3. &)

X8 congratulate | congratulating | congratulation RE






