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OJ000000000o0@UuOonboOon)d Suppose you
work as a parttime translator in a company. Now you are going to
graduate and your friend Liang Bo wants to get that job. So you write
a letter of recommendation to your boss Mr. Wang in about 100
words. Do not sign your own name at the end of the letter, using

“ LiMing” instead. Dear Mr. Wang, I’ m terribly sorry to tell you
that | am going to graduate this June and cannot go on to work for



you as a translator. It has been such a pleasant and precious
experience to work in your company. In addition to extending my
gratitude, here I take great pleasure in recommending to you my
friend Liang Bo, a sophomore majoring in English. He particularly
desires to get this job when he knows about your company. Liang Bo
Is a straight A student, good at both Chinese and English. Moreover,
being cheerful, considerate and easy-going, he usually gets along well
with others. | am convinced that he is very suitable for the job. At
last, I' d like to express my gratitude to you again and wish you a
successful career. Sincerely yours, LiMing L O 0O 20 00O O O O
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DO000000000000000 You are asked to write a
letter of recommendation for Miss Liu Ming who wants to study for
the Master’ s Degree under the supervision of Professor Smith who
was once your supervisor in your graduate study. Write a letter to
Prof. Smith in about 100 words. Do not sign your own name at the
end of your letter, using “ Li Ming” instead. Dear Prof. Smith, It
has always been a great pleasure to write to you since | can never falil
to get help, inspiration or enlightenment from you. Now I am writing
to recommend to you Miss Liu Ming who wants to pursue her
graduate study for the Master’ s Degree under your supervision.
Miss Liu Ming was one of my classmates in Tianjin University. She
was one of the most excellent students in our university as can be
seen from her straight A grades on all subjects. After graduation she
worked in Tianyi Biological Company for three years, which
considerably added to her practical experience. It is my belief that



with her intelligence, diligence and rich experience, Miss Liu Ming
has great potential for further development in the field of
pharmacology both theoretically and practically. Therefore, |
recommend her to you with no reservations. Faithfully yours, Li
MingdOOQOoQoz20700ddodoooooogorgon
Jdodoooooouoozo oo oooood
Jododoboooooooooool1loooooooao
J0o0doooooooooooooooooon .00
Jo0odobo2000000003.000o0ouooooo
Suppose two of your friends are going to make a trip to Hangzhou.
Write a letter in about 100 words to make a suggestion to them. Do
not sign your name at the end of the letter, using “ Li Ming”

Instead. Dear Linlin and Xiaochun, What a pleasure it is to hear from
you! | just went to Hangzhou last week, so you have asked the right
person for suggestion. Hangzhou is a beautiful city. Its fresh air,
picture-sque scenery and warm people have impressed me much. If
you are going there, | advise you to make a self-tour, for its
developed bus system makes the travel between beauty spots very
convenient and you can enjoy more freedom on what to and how to
see. Besides, you’ d better book a room and learn about the scenic
spots beforehand, with which the related websites will surely help
you. Have a good time. Yoursever, LiMingO 0 020 0 0O O O
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one of your friends is going to take the CET6 and asks you for
suggestions on how to make preparation. Write a letter in about 100



words to him/her. Do not sign your own name at the end of your
letter, using “ Li Ming” instead. Dear Helen, What a surprise it is
that you are going to take this June’ s CET-6 since you are only a
freshman in Fudan University! Anyway, your courage and efforts are
worth praise. To get fully prepared for the test, | think, you need to
first enlarge your vocabulary, which is the basis of all parts. Second,
you need more exercises, especially exercises of reading
comprehension, in order to improve your test skills. Then you
should practise writing constantly. You can email your compositions
to me and | will correct them for you in time. In a word, every effort
Is rewarding. I am looking forward to your success. Best wishes.
Yours,LiMingD D OO O 0d2007000000000O00O0O0OO07
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D002 00000003. 0000000000 Writea
letter in about 100 words to apply for a typist advertised in a
newspaper. Do not sign your own name at the end of your letter,
using“ LiMing” instead. Dear Sir, Learning from your
advertisement for a typist in the newspaper, | hasten to write to seek
this vacancy. The reason why | take keen interest in the post is that
my training and experiences well meet the requirements you stated in
the advertisement. | was born in 1975. After my graduation from
high school, | took one year’ s special training for clerical work and
English and then served in Yuxing Company as the manager’ s
secretary until my husband was transferred to Shanghai last July. My



typewriting speed is about 100 words per minute. | am enthusiastic
and have organized working habits and good interpersonal skills, as
are described in the enclosed recommendation by my former boss. If
| were favored with an interview, | would be most grateful. Please
contact me at 13827388873. Best wishes. Yours sincerely, Li Ming [
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OJ000000000000000000 Suppose you are
going to graduate from Shanghai University. Write a letter in about
100 words to a company to apply for a post of salesman. Do not sign
your own name at the end of your letter, using “ Li Ming” instead.
Dear Sir, Keenly interested | am in the post of salesman you have
advertised on the job market because | think my major, marketing,
and my practical experience particularly matches your requirements
of the post. | will graduate from Shanghai University this June and
get a B.A. degree. | have always been one of the top ten students in
my class. | got excellent grades in not only required subjects but also
optional courses such as economics, statistics and Chinese literature.
Besides, | have passed CET-6 with a mark over 80. Moreover, during
the four years, | took an active part in all kinds of practices of sale
promotion, which greatly added to my experience in marketing and
Interpersonal communication. In a word, | am confident that |
qualify for the post. If my application were taken into favorable
consideration, | would be most grateful. I am looking forward to
your early reply. Enclosed are my score reports and resume. Yours



sincerely, LiMingD O OO0 020070 0 000000000
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03000000000 0000000O Suppose you were
taken good care of by Aunt Liu when you visited Nanjing where she
lived. Write a letter in about 100 words to extend your appreciation.
Do not sign your own name, using “ Li Ming” instead. Dear Aunt
Liu, Itisagreat pleasure to extend my sincere gratitude to you for
your considerate and warm treatment when | was in Nanjing during
the May Day holiday. Before I went to Nanjing, | had booked a
room in a hotel. But when | called on you, as was asked by my
mother, you insisted that I stay in your house during the holiday.
What’ s more, you asked your daughter to accompany me when |
visited the interesting places in Nanjing, which really added to the
convenience and joy of the trip. Above all, every day when | finished
my sightseeing, you had prepared a big meal for me. What a good
time | had in Nanjing! My heart-felt thanks are beyond words. | wish
| would have the chance to pay you back for all your kindness. With
warmest regards. Yours faithfully, LiMing 0 O 02 0 0O 0O 0O O O
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[J O Suppose your friend lent you a book and gave you some
suggestions when you made preparations for CET-6. Write a letter in
about 100 words to show your gratitude. Do not sign your own



name at the end of your letter, using “ Li Ming” instead. Dear
Sherry, My thanks to you for your help with my preparations for the
CET-6 are beyond words. Originally I only wanted to ask you for
some advice on the coming test, as you were so good at English. But
to my surprise, you gave more help to me than | had ever expected.
You not only wrote down ten suggestions for me but also showed me
how I could arrange my time and what | should do in each month
before the test. Besides, you lent me the book | needed very much
when you learned that | had not yet got it. It was really kind and
considerate of you. Your unreserved help enabled me to make
efficient preparations and at last encouraged me to pass the test. So |
would like to extend my heartfelt gratitude again. Yours faithfully, Li
MingdOOQOoQo20700ddodoooooogorgon
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000 OO Suppose you cannot attend the English evening where
your sister will give a performance. Write a letter in about 100 words
to make an apology to her. Do not sign your own name, using “ LI
Ming” instead. Dear Lily, Kindly excuse me for my not being able
to attend the English evening the day after tomorrow. | had promised
you to go. But it happens that there will be a meeting of great
Importance to my company that day in Xi’ an. And | have been
asked to make a speech on behalf of my company. On the one hand,
It is a task assigned out of my boss’  trust in me. On the other hand,



| do consider it an opportunity to display and enhance my abilities.
So | am afraid I cannot be present at the English evening. | really
regret that I cannot watch your performance on the spot, for I know
you are always a smart singer. I’ m terribly sorry. Do forgive me.
Cordially, LiMingO U 020 0000000000000 0O
000000000 Suppose you have accepted Mr. Zhang' s
invitation to dinner, but you have to change your plan for some
reason. Write a letter in about 100 words to make an apology to him.
Do not sign your own name at the end of your letter, using “ LI
Ming” instead. Dear Mr. Zhang, It was very kind of you to invite
me to dinner in your house the day after tomorrow and | originally
accepted it with great pleasure. But now, much to my regret that |
may not be able to keep my promise because my sister was injured in
a car accident and | must look after her in the hospital for several
days. The accident happened suddenly and all my family are now
busy dealing with it and caring for my sister. So | don’ t think I will
have the time to go to the dinner and even if | go, I am afraid | will
hardly be in a cheerful mood, which may spoil the party. | am very
sorry for that and really regret that | would miss such an excellent
chance of enjoying the perfect dishes with friends. Besides, please
give my regards to Mr. and Mrs. Rogers when they come to dinner.
Sincerelyyours, LiMingD U OO0 O 020070 000000003
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JoO0000 300000 Suppose your friend Helen has won a
prize in a singing contest. Write a letter in about 100 words to
congratulate her. Do not sign your own name at the end of the letter,
using“ LiMing” instead. Dear Helen, Can you imagine what a
delight | take in your winning a prize in the singing contest? | regret
much that | haven’ t been able to watch your wonderful
performance owing to the long distance between the two cities. But |
wish to express my most ardent and earnest congratulations through
this letter. For years you have made unremitting efforts to practice
singing and your diligence, intelligence and devotion have at last
yielded sweet fruits. I' m not only happy for but also proud of you
from the bottom of my heart. | am convinced that you will use your
head and hands to enhance your singing to an even higher level.
Wish you greater success in the future. Yours sincerely, Li Ming [
JO2000000000000000000D00000
JO00000000d0odoboOoondn Suppose your
friend Mr. Zhao has recently got a promotion. Write a letter in about
100 words to congratulate him. Do not sign your own name at the
end of your letter, using“ Li Ming” instead. Dear Mr. Zhao, | am
extremely glad to hear that you have got a promotion in your
company. Congratulations! It is excellent of you to get a promotion,
for after all you have just been in the company for six months. As we
all know, you are always a both hard-working and creative person,
which is essential to achieve your goals in work. Moreover, your
strong sense of responsibility enables you to win trust from people
around you and thus win yourself various opportunities. | think that



IS why you can make achievements in such a short time. There is no
doubt that you deserve the promotion. Having you as a friend, |
really feel both proud and lucky because | can often learn so much
from you. Best wishes. Yours faithfully, Li Ming O O 0O O O 2007
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00000000 Write a letter to one of your friends and invite
him/her to Shanghai Grand Theater to watch the opera, Lion King,
on this weekend. Do not sign your own name at the end of your
letter, using “ Li Ming” instead. Dear Lisa, We haven’ tseen each
other since graduation from high school. I’ m very glad to hear that
you are going to visit me this Friday and | have prepared a gift for
you. Do you know the opera, Lion King is now on at Shanghai
Grand Theater? As | know, you are always interested in music and
art. Therefore, | have bought two tickets. Would you like to go with
me? | have arranged for you to sleep in my dormitory for Friday
night so that we can talk freely about anything we like. The opera is at
14: 30 on Saturday. We’ d better set out immediately after lunch. |

' m sure you will enjoy the opera. Looking forward to your coming.
Sincerelyyours, LiMingO O 20 000000000000
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J00000000000000000000 Write aletter
to invite a famous professor to give a lecture to the English



postgraduate students in your university. Some necessary details
must be included. Do not sign your own name at the end of your
letter, using “ Li Ming” instead. Dear Professor Michael
Hutchison, We are very glad to hear that you are attending an
International conference in Beljing. We are writing this letter to
Inquiry the possibility of inviting you to deliver a lecture on
American literature for our postgraduate students on the evening of
June 16. We have long been noticed that you have done a lot of
substantial and creative work in this field. Two of your books have
become textbooks for our students for several years. So all of us
believe your lecture will benefit our students and teaching staff alike.
If you can manage to come, please tell us the number of your flight
and we will meet you at the airport. If you can’ t make it, please also
let us know. We are looking forward to your coming. Sincerely
yours, LiMingO O OO QO Ooz20070000d0oooooodor
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OJO000002 00000003 0000000 Suppose
you bought a woolen scarf(LJ [ ) by mail order but later found a
hole in it. Write a letter of complaint to describe that matter and
require settlement. Do not sign your own name at the end of your
letter, using “ Li Ming” instead. To whom it may concern, The
woolen scarf | bought by mail order from your company arrived on
time the day before yesterday. But when | checked it, | found a hole
in the middle. I was astonished because the hole was obvious and |



did not think you should neglect this deficiency when you delivered
it. I have dialed your service number for several times and it was
always busy. Now this problem keeps worrying me. Can you change
a new one for me as soon as possible? How shall I send this scarf back
to you? Thanks for your consideration. | am looking forward to your
early reply. Yours faithfully, LiMingO D 020 0000 0O 0O O
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OOO0000000O Write a letter to complain about an unhappy
experience in about 100 words to describe the matter and ask for the
mistake to be corrected. Do not sign your own name at the end of
your letter, using “ Li Ming” instead. Dear Sir, I am writing to you
about a most unhappy experience. Last Tuesday morning, we took a
longroute bus of your company from Dukou to Lijiang. The bus was
scheduled to arrive in Lijiangat 70’ clock in the evening, but it
stopped midway at four p.m. for mechanical problems. The driver
and the ticket seller could neither solve the problem by themselves
nor seek help from others. Where we stopped was nowhere near a
village. Up until 8 0’ clock, another bus finally carried us to a
shabby rural motel. We had to pay for our accommodation. The
room was too small and the quilt was so dirty. To our surprise, when
we just managed to sleep at around 2 a.m., the driver came to wake
us upthe bus had been fixed! | suggest that you look into this matter
immediately and deal with it quickly and properly. Looking forward
to your reply. Yours, LiMingd O 0 0O 0O 020070 0O 0O 00O OO
Joodoo7rdodobooo0ouoooono2od ord
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OO0003. 0000000000 Write aletter inquiring about
a travel agency about the trip to Mount Huangshan. Some necessary
details must be included. Do not sign your own name at the end of
your letter, using “ LiMing” instead. Dear Sir, | am writing to
Inquire about the travel to Mount Huangshan. My friend has just
joined the travel to Hangzhou organized by your agency and spoken
highly of your service. My family plan to travel there this winter
vacation. We would like to go by train and to be accommodated in a
double room with private bathroom. Would you please tell me how
many days the travel takes, how much it costs, what the scheduling is
and whether the scenic spot will be crowded then. | am looking
forward to your early reply. Yours faithfully, LiMing O O O 2 0O [
Jo0odooooooodoooouoooooooooa
[J You are atourist and you want to experience a new way of
traveling. Write a letter inquiring about such a traveling program.
Some necessary details must be included. Do not sign your own
name at the end of your letter, using “ Li Ming” instead. Dear Mr.
Guo Chang, My wife and | have read in the traveling book Lonely
Planet about your Happy Trails Horse Team. We are very much
Interested in going horse trekking with your team. We want to
choose the Ice Mountain route, which will take four days, from July
31 to August 3. What should we take with us? Will the guides
provide accommodation for us? How much will the tour cost each of



us? We will reach Songpan on the afternoon of July 30 at about5 0

' clock. I hope it will not be too late when we arrive at your team. |
am looking forward to your early reply. Sincerely yours, Li Ming
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0000000 Suppose your sister is going to take one-month
training in another city. Write a letter in about 100 words to
introduce her to a friend there. Do not sign your own name at the
end of your letter, using“ Li Ming” instead. Dear Sherry, | want to
Introduce to you the bearer of this letter, my younger sister, Linda.
She is going to take one-month training in Nanjing University. She is
a lively and lovely girl, whom I am sure you will like to make friends
with. But since it is the first time she goes to a strange city, | am a little
worried. | would be ever so obliged if you would be so kind as to
meet her at the railway station and accompany her to Nanjing
University to register for the course. She will have no problem with
her accommodation. I hope it will not cause any inconvenience for
you. By the way, my sister’ s mobile phone number is 13762788030.
Thanks very much. Sincerely yours, LiMing O O 020 0O O O O
Jododobooodoodooooooouoooooa
[ O O O Write a letter to inform a colleague of a coming visiting
scholar in about 100 words. Do not sign your own name at the end



of your letter, using “ Li Ming” instead. Dear Anna, Please allow
me to take this opportunity to introduce a visiting scholar, George
Martin, from University of California at Berkeley. He will be a
member of our Program of Asia-Pacific Economy for nine months.
George is an enthusiastic and enterprising scholar. He has done
various researches on American and Asian economies for more than
ten years. | am sure that his participation will do a lot of help to our
recent research. George will be arriving here on next Friday and he
will soon go to visit you after arrival. You can introduce the overall
development of our program to him, and then explore the details of
cooperation. Sincerely yours, Li Ming O O 00 O 0 20070 O O O
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[ O O Write a letter to apply for a membership in an organization
in about 100 words. Do not sign your own name at the end of your
letter, using “ Li Ming” instead. Dear Mr. Peterson, | am writing to
apply for a membership in your musical band. My music teacher,
Prof. Huntington, strongly recommended that I attend such a
renowned organization, telling me that it would benefit me in many
years to come. | have been loving music ever since | was in
elementary school. | learned piano at eight and flute at twelve. I hope
| can grow up into a good saxophone player in your teamwith so
many music lovers around me, | will surely become more creative
and enthusiastic. If my application could be taken into favorable



consideration, | would be most grateful. I am looking forward to
your early reply. Best regards. Yours sincerely, Li Ming 0 [ [ 2 [
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000000 Write aletter in about 100 words to apply for a
membership in a community service team. Do not sign your own
name at the end of your letter, using“ Li Ming” instead. Dear Sir, |
have heard that a service team which aims to help the old and the
handicapped will be organized in our community. | am very much
Interested in it and want to join the team. | now study in Tongji
University and my parents live here. It is known to all that it is a
virtue to help others in need. As a college student, | am eager to do
something for the society. Helping others is meaningful in that we
not only bring others convenience and strength but also gain
pleasure and satisfaction ourselves. Therefore, please allow me to join
the team. | will certainly try my best. Yours sincerely, Li Ming [ [
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