第四部分     作文句型
I．．．．has both advantages and 

disadvantages．……既有利又有弊。例如：
1．Obviously television has both advantages and disadvantages．
2．Living in a city has both advantages and disadvantages．
3．Com pared with cars，bikes have their advantages and disadvantages．
举一反三：
1．Although computers bring people a lot of convenience，they have many disadvantages．
2．．．．has many advantages．For example，．．．However，just as every coin has two sides，．．．has its disadvantages． 

II．．．．play（s）an important role ／part 

in．．．……在……中扮演重要角色／起重要作用。例如：
1．Computers play an important role in science and technology．
2．Computers play a more and more important role in our life．
   Computers play an increasingly important role in our studies．
3．Education plays an important part in developing our mind．
4．Addiction to alcohol and drugs play a role in homelessness．

举一反三：
1．Advertisement plays an informative role in our daily life．
2．In the past，letters played a decisive role in long-distance communication．But now，telephone，email，fax have taken their place．
III．With the development of．．．，随着……的发展，例如：
1．With the development of our economy，many Chinese families can afford a car．
2．With the development of our economy and society，pollution is more and more serious．
3．With the rapid development of science and technology，people can get a college degree by taking online-courses at home．
4．With the current social and technological developments，employees with more knowledge and higher academic degrees are needed．
举一反三：
1．With the rapid increase of China's population，housing problem is becoming more and more serious．
   随着中国人口的急剧增加，住房问题越来越突出。
2．With more and more women entering society，people's attitude towards women is changing．
   随着越来越多的妇女走入社会，人们对妇女的态度也在改变。
3．With the deepening of Chinese reform and opening up，an increasing number of Chinese families can afford a car．
随着中国改革开放的深入，越来越多的中国家庭买得起车了。（“越来越多”除了常用的more and more外，还可以用an increasing number of， a growing number of，a significant number of，a great number of等来表达。）
V．．．．take measures to do sth．例如：
1．We should take measures to control pollution in order to save the world．
2．We'd better take effective measures to prevent students from cheating on exams．
3．The government decided to take strong measures against drug abuse．
4．Urgent measures should be taken to prevent terrorists from carrying out further attacks．
Ⅳ.As is known to all,…
众所周知，假冒伪劣商品损害了消费者的利益。
As is known to all, fake and inferior commodities harm the interests of consumers. (=do a lot of harm to the interests of consumers)

Ⅴ．There are some good reasons for…(分析原因)
人民生活状况的改善原因有两点。首先，我们一直在贯彻执行改革开放政策。其次，国民经济正在迅速发展，而且出生率已经得到控制。
There are two reasons for the improvement in people’s living conditions. In the first place, we have been carrying out the reform and opening-up policy. Secondly, there has been a rapid expansion of our national economy .Further-more, the birth rate has been put under control. 
Ⅵ. My suggestions to deal with the problem are as follows. In the first place,… Secondly,…Finally… （提出建议）
我对解决这个问题的建议如下。首先，迫在眉睫的是建立自然保护区。其次，有些濒临灭绝的珍稀野生动物应该收捕、人工喂养并繁殖。最后，对于捕猎珍稀野生动物的人必须严惩。
My suggestions to deal with the problem are as follows .To begin with, it is urgent to create nature reserves. Secondly, certain rare wild animals that are going to be extinct should be collected, fed and reproduced artificially. Finally ,those who hunter them must be punished severely. 
Ⅶ. Different people have different opinions on this question. Some people believe that … Others argue that…（论述不同看法）
人们对失败持有不同的态度。面对失败，有人能够经得起考验，从失败中汲取教训，并努力去完成他们下定决心要做的事情。然而，另一些人却丧失信心并退却了。
People differ in their attitudes towards failure. Faced with it, some of them can stand up to it .draw useful lessons from it and try hard to fulfill what they are determined to do. Others, however, lose heart and give in. 
Ⅷ. It is important (necessary, urgent, difficult, easy, expensive, desirable, advisable, convenient, comfortable)for sb. to do sth. （发表意见）
人们希望建立更多的医院、购物中心、娱乐中心、电影院和其他公用设施来满足人民日益增长的需求。
It is desirable to build more hospitals, shopping centers, recreation centers, cinemas and other public facilities to meet the growing needs of people. 

Ⅸ.As a popular saying goes “Every coin has two sides.” (分析利弊)
常言道：“事物总是一分为二的”。如今人们从科技发明中得到越来越多的好处。另一方面，科技进步也给我们带来了许多麻烦。现在许多国家的人民饱尝公害之苦。
As a popular saying goes, “Every coin has two sides.” Now people are benefiting more and more from scientific and technological inventions. On the other hand, the progress of science and technology is bringing us a lot of trouble. People in many countries are suffering from public hazards. 
Ⅹ.It is generally believed that …
普遍认为，在发达国家人口增长的主要原因与其说是出生率的上升，还不如说是由于医疗保健的改善的使死亡率下降了。
It is generally believed (=thought) that the chief reason for the increase in population in developed countries is not so much the rise in birth rates as the decline in death rates as a result of the improvement in medical care. 
1. It must be kept in mind that there is no secret of success but hard work. 

2. It can be seen from this that there is no difficulty in the world we can overcome. 

3. It is a common saying that man who has a settled purpose will surely succeed. 

4. There is no doubt that you will be helped by others if you have any difficulties. 

5. To tell the truth , many mistakes we made could have been avoided. 

6. As we know, it was not until recently that the problem was solved. 

7. It is certain that we have a long way to go. 

8. All this shows that nothing can prevent us from reaching our aims. 

9. As far as we know, it took him more than a year to write the book. 

10. We will be successful as long as we persevere. 

11. Frankly speaking, what you call the truth may not apply to things happening here. 

12. I take it for granted that they will support this idea. 

13. No matter how difficult English may be, you should do your best to learn it. 

14. It can be said that without knowledge of science and technology, it is impossible to build socialist modernizations.
写作范文

回信类

1、张楠的父亲有位美国同事，他的孩子约翰·史密斯即将来华。约翰写信向张楠询问一些有关他所在城市的问题。张楠回信，内容如下：
得知约翰要来非常高兴。告诉他可能遇到一些不同于美国的情况。
气候：冬天冷，有时下雪。夏天几乎不下雨，但一下起来就很大。提醒约翰带雨衣、棉衣。
饮食：饮食与美国很不同，他应尽力适应中国饮食，并要学会如何使用筷子。
最后，请他带一张美国地图，希望早日能见面。
字数：100—120个词。

参考答案
















      June 6，2012
Dear John,
I was excited to hear that you would come to China next month. Now let me tell you something different you may meet here. 

To begin with, the weather here is totally different from that in your place. It seldom rains but whenever it does, it rains heavily. So you'd better bring a raincoat and overcoat. Another big difference is food. The Chinese food is quite different from yours. You have to try to get used to it, and learn how to use chopsticks. I'm sure you can do it. Finally please bring me a big American map if possible. Thank you very much.
I am looking forward to meeting you.
                                                         Yours，
                                                        Zhang Nan

2、李华父亲的朋友陈伟是在美国居住多年的华裔。因陈伟的儿子陈小明明年要来大陆李华学校学汉语，陈小明来信询问学校情况，以下是小华回信的内容。
1．听说你明年来我校学习，我们很高兴。
2．我校是一所具有80年历史的老学校。
3．学校很美，有许多花草树木，两座教学大楼，一座宿舍楼。
4．学校设备优良，有体育馆、计算机室和大图书馆等。学生除正式课程外，还有许多选修课，如：油画、打字、烹调等。
5．最重要的是，学校有许多优秀教师，课程有趣，老师既有知识又和蔼，非常愿意帮助我们，我爱我们的学校，我真希望你也能喜欢我们的学校。
参考词汇：
选修课：elective
体育馆：gym
宿舍楼：dormitory building

参考答案   
                                           June 10, 2012
Dear Xiao Ming,
  I was excited to hear that you will come to learn Chinese in our school. Now let me tell you something about our school. Our school campus is beautiful. It has many trees, flowers and a lot of grass. We have two very nice teaching buildings and a dormitory building. In addition, the school has excellent equipment, such as a new gym, a computer room and a large library. There are also a lot of electives to choose from, such as painting, typing and cooking. Above all, there are many excellent teachers in our school. Classes are interesting, and the teachers are kind and knowledgeable and willing to help the students. I like our school. I hope you will like our school too.                                               
                                                             Yours，
                                                             Li Hua

3、假定你的名字是陈华, 下面是你好友的一封来信，请用英语给他一封回信（字数约120个）
                                                          May 8, 2012
Dear Chen Hua, 
  How are you these days? I'm writing to you because I need your help. I'm thinking of coming to Shanghai. I will stay for a week. During the time, I hope I will be able to visit Suzhou .I' ve got a picture of the Tiger Hill(虎丘), a beautiful garden in Suzhou . The scenery is strongly impressed on my memory. In the last letter you told me that you had been to Suzhou twice. Would you like to tell me something about it? 
  Expecting to hear from you as soon as possible. 
                                                       Yours sincerely, 
                                                           Li Ping

参考答案
May  14, 2012
Dear Li Ping, 
Glad to have got your letter. It makes me happy that you are coming to stay in Shanghai for a week . I think we can meet each other and have a good time then. 
Now let me tell you something about Suzhou . Suzhou is famous for its beautiful gardens. There are more than 100 in all, they say. Among them the Tiger Hill was my favourite. Thousands of years ago, a king was said to be buried there with his treasure. Unfortunately, I didn't find the treasure, but we did have a good time there. I've taken some pictures there . If they some out well, I'll send you some. 
Suzhou is worth visiting. I hope you'll pay a visit to it. I'm looking forward to your arrival. 
Yours sincerely, 
Chen Hua

日记类
1、

1．今天,在学校礼堂举行了开学典礼。
2．全体教师、学生出席,部分科学家和官员也参加。
3．校长在讲话中希望全体师生在新的学期中再接再厉取得更大进步.并宣布部分同学因在各种竞赛中获奖而获周培源奖学金。
4．三好学生受到奖励。
5．著名科学家讲话,他讲述了自己的学习经验及科研成功的经验.他的讲话使我深受感动。
参考词汇：
礼堂：auditorium
奖学金：scholarship

参考答案
Sep.2，2012   Wednesday   Fine
  Today our school had an opening ceremony in the school auditorium. All the teachers and students as well as some famous scientists and government officials attended. Our principal made a speech. He hoped everybody in our school would work harder and make even more progress in the new term, "three-good-deed" students were rewarded with prizes. Principal also announced that some honour students received Zhou Peiyuan scholarships because they had won medals in various competitions. A famous scientist then made a speech. He told the students about his learning experience and how he achieves success in his research work. I was so moved by what he said.
2、根据以下内容写一篇日记。
1．昨天与同学外出野餐，按计划要爬西山。
2．早上在校门口集合7点出发。
3．不久下小雨，继续骑车，一小时后到达山脚。
4．雨停，爬上山顶，领略美景。
5．照像，唱歌，跳跃，做游戏，下棋，午餐，玩得开心。
6．午餐后下山，4点回家。筋疲力尽。
7．时间5月20日，星期三。
参考词汇：
野餐：picnic

参考答案
May 20th   Wednesday   Cloudy and drizzle
Yesterday my classmates and I went to on a picnic. According to our plan we would climb the West Mountain.
Early in the morning all of us gathered at the gate of our school, we started of at seven, soon it began to have a little rain. We kept on riding for an hour till we reached the foot of the mountain.
The little rain stopped then. We began to climb. Soon we reached the top of the mountain. How beautiful it was when we looked at the view from the top. We ran. sang, jump, played chess, and had the pictures taken on the top of the mountain. and had lunch on the rocks. How happy we were!
After the lunch we went down the mountain. We got home at four, all of us almost gave out. 

3、根据下列提示写一则日记。(字数：100—120)
提示：
(1) 日期：1990年5月26日，星期六。
(2) 天气：有风
(3) 下午上课时你思想老是开小差，因为你总想着晚上7点要去看影片“音乐之声”。在放学回家的路上，你遇到了一个迷了路的孩子，设法把他送回了家。你虽然没有看上电影但心里却很高兴。

参考答案

Saturday   May 26   Windy
Saturday again. How time flies! Another week has gone.
This afternoon, I was often absent-minded in class, for I was thinking of the film "The Sound of Music", which would be shown at 7 p.m. on the school playground. As soon as class was over, I hurried out of the classroom.
On the way home I saw a little child standing by the roadside crying. Obviously, he had lost his way. Forgetting all about the film, I went up to him and asked him to tell me whatever he knew about his family. It took me nearly an hour to send him home. His parents were very glad to find their lost child back and thanked me again and again.
I missed the film. But I felt happy.

便条类

1、 外籍教师Lynne任教期满准备回国，学校答应派车送她去机场。她在临行前一天写了张便条提醒办公室李老师：
1．请检查(check on)明天的车是否落实，提醒司机(remind sb. of sth.提醒某人做某事)。
2．她之所以要确定一下，是因为太早不好叫出租车。
3．感谢费心，并感谢一年来的关心。
4．在学校一年来，生活愉快、难忘，很可能再来。
5．留下一些英语书给贵校图书馆，希望对学生有用。
字数：100—120个词。

参考答案

Hi, Mr. Li,
Could you please check on the car to take me to the airport? Please remind the car driver of this. I want to be sure of this car, because it will be too early in the morning to call a taxi if the school car doesn't show up. I am sorry to trouble you again. Here I thank you again for all you have done for me during my stay in your school. I really enjoy teaching here, and will never forget the day I spent with my students. Probably I will come back some day. I leave some English books to your library. I hope they will be useful to your students.
Yours,
Lynne

通知类

1、根据下列内容和提示，写一篇口头通知稿。
1．事由：欢迎日本学生来校参观。
2．参观日期：9月15日。
3．参观时间：上午9：00至12：00。
4．参观人数：约20人。
具体安排：
1．9月15日上午8：45在校门口集合，欢迎来校参观的日本学生。
2．带客人到接待室(reception room)开联欢会(get-together)。
3．带客人参观图书馆、实验室和校办厂。
4．11：30和日本学生在食堂共进午餐，并互赠小礼物。
5．客人在12：00左右离开学校.
注意：
1．通知稿须包括所给要点，但不要逐条翻译。
2．字数：80—100个词。

参考答案

Attention please, 
About twenty Japanese students will come to our school for a visit on September 15th. We'll meet at the school gate at 8：45 a.m., and give them a warm welcome when they arrive at 9：00. Then we'll take them to the reception room. After a get-together there, we'll show around the school, the library, the labs and the school factory, At 11：30 we'll have lunch with the Japanese students in the dining-hall, and then give the presents each other. The Japanese students will leave at about 12：00. That's all. Thank you.

2、某中学图书馆的借阅十分混乱，无章可循，假若你是该校学生会主席，请就有关开放时间、借书手续、借书数量、保持时间、重要图书不能借出以及损坏图书的赔偿问题，拟一份借书规则，准备在校会上口头通知（80－120字左右）。

参考答案
Attention please,
In order to keep our library in good order, we make some rules of borrowing books. Everyone in our school must obey them.
(1) The library opens from 3：00~5：00 p.m.
(2) Everyone must use his own card to borrow books.
(3) Everyone can only borrow one book from the library once.
(4) Every book may be kept for a month. If you want to keep it longer, you must renew it .
(5) If someone loses the books, he must pay for them.
(6) Some important books are not allowed to be taken out of the library. We hope all of the classmates keep the rules strictly and we also hope that our library will take on a new look very soon.

3、假设你是学生会的负责人，你们要组织一次英语讲座，请用英语写一个通知，把讲座的安排：时间，地点，主讲人，内容，以及注意事项通知大家。

参考答案

There will be an English lecture on high school education in the U.S. by Mr. Jackson. It will be given in the Lecture Hall on Saturday afternoon from 2：00 to 4：00, May 15th, 1992. Those who are interested in it are warmly welcome. Be sure not to be late. After the lecture, please write a diary about it in English.
                                                                  THE STUDENTS' UNION

投诉类
1、李明在光明路一家中外合资公司买了一台电冰箱，使用半年后出现了问题。即向公司写信要求来人修理。内容如下：
1．去年我在你们商店买了一台电冰箱，外形和颜色我都很满意。
2．但是，最近发现电冰箱时常发出噪音，从低到高，有时甚至停止工作。
3．我们对此深感失望。希望能尽快派人来修理。来时请打电话联系。电话：5612100
我们将在家恭候。

参考答案

Dear sir,
Last year I bought a refrigerator in your store on Chang An road. We all like the shape and colour of the refrigerator. But recently I find something is wrong with it. It begins to make noise when it is turned on. At first it is low but gradually it becomes louder and louder. To make the matter worse, it even stops working sometimes, which we all feel disappointed with. 

I am writing to you to ask for help. Would you please send somebody to repair it. I will be at home this weekend. Please call me before you come. My telephone number is 6606.5531. Thank you very much.
Customer，
Li Ming

2、写一封抱怨信，诉说你日前购买某厂生产的一双皮鞋穿了三次就坏了这一状况，要求厂方退回货款。

参考答案
Dear Sir,
I am writing to you to complain about the shoes I bought a week ago from your shop.
Although I have only worn the shoes for three times, the soles are worn out, and the shoes are out of shape. At your price, I expect high quality.
I am returning the shoes to you by post. I expect to receive another pair of better quality or the full refund of the shoes.
Sincerely,

LiFeng

3、假如你叫陈明，在杭州外国语学校学习。原来你校每星期五下午放映英语电影，同学们都感兴趣。但从本学期起，你校每天下午加课。这不但影响了你们看电影，还影响了你们的体育活动和休息。你认为这对同学们的学习和健康是不利的。为此，你特地给《中国日报》（China Daily）的主编写信，反映情况，请求支持。该报地址:北京金台西路2号。
要求：
(1) 字数在120个左右；
(2) 发信地址是杭州人民路234号；
(3) 写信日期为1990年2月27日。

参考答案

234 Renmin Road
Hangzhou
Feb. 27, 1990
The Managing Editor, 
China Daily
2 Jintai Xilu, Beijing
Dear Sir, 
I am a student of the Foreign Language School. Every Friday afternoon, after the second class, we used to have time to see an English film, which we all took interest in . But from this term , it seems that we are having more and more classes in the afternoon, which makes it impossible for us to see the English films regularly. What is more, we have less time for rest or sports. I am sure it will do harm to our health as well as our study.
Would you please give us some support to stop this? 
Yours sincerely, 
Chen Ming

请假条类

1、你昨天去游泳患了感冒，今天早上头痛，医生让你休息两天。你用英语给老师写一个请假条。

参考答案
Dear Mr. Du,
I'm sorry to tell you that I can't go to school today. I've caught a cold because I went swimming yesterday.
This morning I had a headache and had a fever. The doctor advised me to stay in bed for two days.
Now I'm writing to you to ask for two days' sick leave.
Yours respectfully, 
Li Qing
2、假设你是Foster，在某中学读书。1990年1月10日你得知父亲病危，想请假一个星期（从11日至17日），回家探望。请给校长Mr. Smith写一张事假条。（字数不得少于45个）

参考答案
Jan. 10, 1990
Dear Mr. Smith, 
I'm applying for one week's leave of absence from the 11th to the 17th, in order to return home to see my father, who is now dangerously ill. 
I should be very much obliged if you grant me my application. 
Yours respectfully, 
Foster

3、假如你叫李华，请给班主任老师写一假条。
事由：母亲突然生病，发高烧，住院，需人照料。父亲出差去武汉。
事假：三天日期：九月十五日
其它：表示尽快返校，补上所缺课程。
注意：不要使用自己的真实姓名。
词数：60－80词。

参考答案 
                                                 Sept. 15 th, 2012
Dear Mr. Wang， 
  I'm very sorry I have to ask for a three-day leave. My mother has fallen ill and is having a high fever. She is in hospital now and needs looking after. My father happens to be away in Wuhan on business, so I have to go back to tend my sick mother, I'll be back to school as soon as possible and make up for my missing lessons.
  Thank you for your consideration.                  

Yours sincerely, 
                                                                              Li Hua

4、假设你叫陈英，在高三（3）班。2012年12月13日你患了重感冒，医生嘱咐你卧床休息。请写一张请假条给你班主任王老师，要求请病假几天。（字数不得少于50）

参考答案
Dec. 13, 2012
Dear sir,
I am so sorry that I can't attend school today. I've caught a bad cold. The doctor Said I must stay in bed. It may possibly be a few days before I am able to attend class again. 
Hoping you will excuse my absence from school. 
Yours faithfully, 
Chen Ying

邀请信类

1、11月11日，你将在家里为你的妹妹15周岁开一个生日晚会，写信给你的外国朋友Peter，邀请他来参加。晚会开始时间是晚上6点，将持续到很晚。告诉Peter每天晚上你都在家，请他给你打个电话告诉你他是否来参加生日晚会，并表达你盼望见到他的心情。
在信的开头告诉Peter你已收到他10月25日的来信，但由于最近一直忙于期中考试未能及时回信。
假设你现在的住址是北京西城区云梯胡同1号楼4门2号。

参考答案

2 Doorway 4, building 1
                                                                   Yunti Hu Tong
                                                                   Xicheng District
                                                                   Beijing, 100037
                                                                   November 4th,1995
Dear Peter,
Thank you for your letter of October 25. I haven't written sooner as I were busy preparing for my mid-term exams.
We are having a party on 11th November at our house for my sister's 15th birthday and we hope you can come. It only happens once a year! The party will start at 6 p.m. and will go on until late!
I'm at home in the evenings. Please give me a call.
We're looking forward to seeing you.
loves,
Zhao Ning

2、假如你叫李平，是校学生会主席。你们的老师Wilson太太即将离华返美。为此你们准备于1990年7月26日（星期二）下午6：00至7：30在校俱乐部举行告别会。你们打算邀请另一教师Blake 先生也参加，请你以个人名义用英语给他写一封邀请信。写信时顺便告诉他参加告别会的还有Johnson先生Green小姐，这两老师他都认识。
你写信的日期是1990年7月14日，信的字数为70个左右。

参考答案

14 July, 1990
Dear Blake, 
Mrs. Wilson will leave for the United States shortly. We have the pleasure in inviting you to join us in a farewell party which is to take place at 6：00—7：30 p.m. on Tuesday, July 26,1990, at the school Club. 
Also invited to the party are two other teachers from the school, Mr. Johnson and Miss Green, both of whom you know.
Looking forward to the pleasure of seeing you. 
Yours, 
Li Ping

3、假定你现在在英国进行短期参观访问，你的英国朋友George和Angle给你寄来一张邀请卡。读后写一封拒绝接受邀请的回信。说明你星期五上午要离Oxford去London。在信中表示你希望这次聚会成功、大家玩得高兴。假使你在英国的住址是29East Avenue，Oxford 。

参考答案
29 East Avenue
Oxford
December 6th
Dear George and Angie.
Thank you very much for the invitation to your housewarming party this Friday. I'd love to come, but I can't because I will leave Oxford for London on Friday morning. I hope you all have a good time and that your party is a big success.
Yours sincerely,
Wang Mei

求职应聘类

1、张红从广告上得知某公司需要一名秘书。写信应聘。以下是张红的简历。
年龄20岁，即将从职业学校毕业。专业：经济管理（business management）。学英语8年，会计算机。在过去三年中一直是本校学生报编辑之一，学习成绩在班上优秀。主要是本人喜欢办公室工作，相信能胜任秘书工作。如果能得到这个机会将十分感谢。
请以张红的名义向公司写信写聘。
参考词汇：
职业学校：vocational school
专业：major

参考答案

Dear Sir， 
How do you do? Through the advertisement, I know you need a secretary. I would like to have this job. Now let me introduce myself to you.
My name is Zhang Hong. I am twenty and will soon graduate from a vocational school. My major is business management. I have been learning English for 8 years and I have computer experience. I have been one of the editors for the student newspaper in our school for the past three years. My grades remain upper level in my class. The most important thing is that I like office work very much. I am sure I can do it well. I will appreciate it very much if you would give me the opportunity. Thank you for your consideration.
I am looking forward to hearing from you . 
Sincerely yours,
Zhang Hong

2、假如你是Edward Swift，出生于伦敦，现年36岁，土木工程学硕士（ Master of Civil Engineering），曾当过五年桥梁工程师。今天你在《每日镜报》（Daily Mirror）上看到Richard Thomas & Baldwin Ltd．要招聘一名建桥工程师的广告，于是就写了一封申请求职信，信中还附了你的简历。
要求：
(1) 字数：80—120。
(2) Richard Thomas & Baldwin Ltd．的地址：151 Gower Street，London，SCI，England
(3) 你的地址：P．O．Box No．164，London， England
(4) 你的写信日期：1990年6月18日

参考答案

P. O. Box NO. 164

London, England

June 18, 1990
Richard Thomas & Baldwin Ltd. 
151 Gower Street
London , SCI, England
Gentlemen, 
In answer to your advertisement in today's Daily Mirror for an engineer of bridge building, I beg to offer myself as a candidate for the post. 
My qualifications are as follows: 
Age: Thirty-six
Place of Birth: London
Education: Master of Civil Engineering
Experience: Five years, engineer in bridge-building
Salary wanted: ￡ 800 a month
If these meet your requirements, please grant me an interview. 
Thank you in advance for your early reply. 
Yours obediently, 
Edward Swift

失物招领类

1、写一则失物招领启事。
在操场拾到绿色书包一个，内有两本新教科书、练习本、袖珍英汉词典一本及铅笔盒一个，请失主到高三年级办公室认领。
高三年级办公室
1995年9月1日

参考答案

Found

                                                                       September 1, 1995
A green school bag was found on the playground yesterday afternoon. Inside of which there are two new textbooks, exercise books, a pocket English—Chinese dictionary and a pencil-box. Loser is expected to come to

the Office of Senior Grade 3 to identify it.

2、写一则遗失启事。
李燕，高二(4)班学生，本月4日下午在本校大教室遗忘红色长大衣一件，大衣的一个口袋中装有一个小笔记本，另一口袋中装有自行车的钥匙。拾到者请交高二(4)班的班长或本人，我将不胜感谢。高二(4)班教室在1号楼204室。

参考答案

I was careless and lost my red long overcoat in the lecture room on the afternoon of 4th of this month. In one of the pockets there is a small notebook and in the other pocket there is key to my bike. Will the finder please send it either to the monitor of Class 4, Senior Grade 2 or to myself? Many thanks to the finder. Our classroom is in Room 204, Building 1.
Li Yan
(Loser)

感谢信类

1、假定你的名字叫李童，上个月学校派你去美国。在美国期间，你住在Jane家里。她带你参观和浏览了许多地方。Jane的妈妈为你做了许多可口的饭菜，这一切使你在美国度过了十分美好的日子。写一封感谢款待的信，表示对Jane及其家人的感谢。希望今后有机会在中国以同样的方式招待她。

参考答案

August 10,1995
Dear Jane,
Thank you so much for your hospitality and kindness last month. It was very kind of you to put me up at your house while I was in America. I really appreiate your taking me around delicious. Surely I had a wonderful time in America.
I hope I can repay you in the same way in China some time in the future.
Best Wishes.

Li Tong

2、假定你叫田兵，你的妈妈身体不太好，家中有许多家具。前些日子你家刚刚搬入一个新单元中。在搬家时，你的外国朋友Jack主动帮忙。给他写一封感谢信。表达谢意。信中谈到你将举行一个乔迁之喜的聚会，盼望早日在聚会上再见到他。

参考答案

June 3 1994
Dear Jack,
I am writing to thank you for all the help you gave us in moving into our new flat.
As you know, my mother is in poor health and there is a lot of furniture. I know we would never have been able to move all the things into the new flat without your help.
I am arranging a housewarming party soon and I look forward to seeing you then.
Thank you again for everything you have done for us.
Love.
Tian Bing

3、你的一位美国朋友Mike在你生日时给你寄来一本英语词典作为生日礼物，为此你写一封信给他表示谢意。信中要表达出你平时英语拼写比较差，这本词典正是你所需要的，它将帮助你提高拼写能力。信中对Mike寄给你的生日卡表示感谢，并祝Mike身体好，盼望下个月在中国能见到他。

参考答案

No 1 Middle School
Dongcheng District
Beijing
China
October 4th,1995
Dear Mike,
Thank you very much for the English dictionary you sent me for my seventeenth birthday. It's just what I need!
My English spelling is very poor and I often make mistakes whenever I write, but now, thanks to your present, I can look up the words in the dictionary when I am not very sure about the spelling.
I hope you are well and I look forward to seeing you in China next month.
Best wishes,
Fu Young

4、请你根据下面提示和要求，用英语写一封感谢信。
You borrowed from Mary a travel guide-book which you are now returning. Write her a letter of about 100 words thanking her for having lent it to you and telling her how useful you found it. 
Hints: You have kept this book for more than six months. 
You would have been lost for many times if it had not been for the guide-book. 
Your name is Sally. 
The date of your letter is July 6, 1990. 

参考答案

July 6, 1990
Dear Mary, 
I am returning you the guide-book which you lent me six months ago. I am very thankful to you, for it was a great help to me. It was with the help of this book that I was able to visit many places. 
I am sure that I would have been lost many times if it had not been for this book. Besides, I learned a lot about the history of those places. Thank you again. 
With best wishes. 
Yours,
Sally

海报须知类

1、根据下面的提示，写一张有关举行英语演讲比赛的海报，字数约80。
提示：
(1) 比赛目的：提高学生讲英语的能力。
(2) 报名手续：凡愿意参加者可到各班班长处报名。
(3) 比赛时间：1990年5月4日下午2点。
(4) 比赛地点：第一会议室。
(5) 评比办法：有五位教师作评判员，前十名将获鼓励奖。
(6) 举办单位：五中学生会。
(7) 海报发布时间：1990年4月24日。

参考答案   
                                                     April 24, 1990

In order to improve the students' ability to speak English, a school-wide English-speaking contest will be held in No. 1 meeting room at 2 p.m. on May 4, 1990. Anyone who is willing to take part please go to your monitor and enter you name for it. Five teachers have been invited to work as judges. The first ten winners will be given awards as an encouragement. All are welcome to be present at the contest . 
                               The Students' Union, No, 5 Middle School


2、请你为你校阅览室用英语写一份“阅览守则”。为使启事简洁明了，你可根据下面的提示，列出几条该做的事和几条不该做的事。（字数：60—80）
提示：
阅览室内要保持安静和清洁，借阅时要出示学生证，每次限借一本。
阅览室不准大声喧哗，不准移动桌移，不准撕坏书本，不准将书带出室外。

参考答案
A Notice of Reading Room Rules
Read this notice before you start reading here. 
Do
(1) keep the room quiet and clean. 
(2) Show your student card when borrowing books. 
(3) Borrow only one book at a time. 
Don't
(1) Don't talk or laugh loudly. 
(2) Don't move the desks or chairs. 
(3) Don't tear off the books. 
(4) Don't take out the books. 

3、某海滨游泳场从今年夏天起将对外宾开放，请你根据下列内容为海滨派出所用英语写一份“游泳者须知”。（字数80—100），内容如下：
(1) 游泳者不得越过红线；
(2) 本场借出的游泳衣，救生圈（life buoy）、太阳伞（sunshade）、椅子不得损坏或带走；
(3) 不准乱扔脏物（litter）；
(4) 下午6点之前必须上岸；
(5) 不准在游泳区内钓鱼。
游泳者必须遵守（observe）以上规定，违者处罚金（fine）5—200元。

参考答案

Swimmers are required to observe the following rules. Anyone breaking the rules will be punished by a fine of 5—200 yuan. 
(1) Nobody is allowed to swim out of the red line. 
(2) Swimming suits, life buoys, sunshades, chairs borrowed from here are not to be spoiled or taken away. 
(3) No littering. 
(4) Swimmers must get out of water before 6 p.m. . 
(5) Fishing is not allowed here. 
                                             The Seaside Police Station

