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作文中可能用到的谚语,注意谚语的引出要用到:

As the old saying goes, 

 no pains, no gains. (强调努力)

 practice makes perfect. (强调多多练习)

 chances favor the minds that are prepared.(强调时刻做好准备才能抓住机会)

 two heads are better than one. (强调朋友/合作)

 Rome wasn’t built in a day. (强调耐心)

 Better late than never. (强调错误改正还来得及)

Writing 01

Writing 04

Notice

May 15, 2006

  The Students Union takes pleasure in announcing that the graduation evening of the School of Foreign Languages is to be held in the assembly hall at 7 p.m. on Saturday, June 3. The program includes songs, dances, plays and games and so on.

  All the teachers and students are welcome to join us and anyone present will be awarded a special gift. Admission tickets may be obtained on application to the school office in Room 312.






















  The Students Union

Writing 05
June 1,2006

Dear Jimmy,

  My wife and I are going to have a small dancing party to celebrate our 20th wedding anniversary at home, at 7p.m. next Saturday, June 10. We are going to invite some old friends and hope you and Emma can come. 

  I know you have been very busy recently, but I do hope you can manage it. We are looking forward to your coming with great pleasure.

                                                                                        
     Yours,

                   



















 Harold

Writing 06

Date: June 19, 2006

To: All staff in Sales Department

From: Jim Green (sales manager)

Subject: Course on sales training

  In order to improve our competence, we decide that all staff in our department are required to take a course on sales training. The training mainly concerns with skills in foreign languages, sales program and business letter writing. The course will begin on June 26, 1006 at our training center, lasting for a week. It will be appreciated if everyone can attend it on time.

Writing 07

Application Form

Family name: Wang   





First name: Xiaoming
Date of Birth: August 20, 1975   



nationality: Chinese

Sex: male    







Telephone number: 020-61006571

Address: 710 Zhongshan Road, Guangzhou City

Please write about your educational background and work experience, the university and the major you want to apply and the information you want to know.

Having graduated form Beijing Normal University，I am currently an English teacher at Guangzhou University. I request admission into the Department of English Language and Literature at your university. It is my lone-time desire to pursue comparative study of Chinese and western literature. And I shall appreciate it if I can get more information about the financial aid.

Writing 08

April 18, 2006

Lily,

  Our Personnel Manager Mr. Steward will be in Shanghai on business for five days. Please reserve a plane ticket form Beijing to shanghai on April 20 for Mr. Steward and then send it to his office, and call to book a single room in Holiday Hotel, with bath, from April 20 to 24 inclusive. Thank you very much.

























  Mary

冲刺01

Dear Jimmy,

  I am so sorry to hear that you have been ill these days. 

  Not until yesterday did I hear about your catching a terrible flu again, because, you know, recently I am busy preparing for the final English test. 

  I am very worried about you, thus I am writing to you and would like to know how you are now. I strongly suggest you take a complete physical checkup as soon as possible.

  My help will be available if you need any help. Wish you good health.

 Yours,

   Li Ming
冲刺02

Hello, everyone. Attention, please.

We're now arriving at the Great Wall, one of the most famous places of interest in China. As is known to us all, the Great Wall, first built during the Qin Dynasty, is the world's longest with a history of more than 2000 years. It is so famous that every year thousands of millions of people coming from different countries set their feet on it. 
   Dear visitors, for the sake of your having a wonderful travel here, please pay attention to the following tips. Now it is 9:00 in the morning and we'll stay here for two and a half hours. That is to say, we'll leave at 11:30. The bus will wait for us at the entrance and you’d better remember its plate number and return on time. Don't leave anything valuable, such as money, cameras and cell phones on the bus and remember to close the windows when leaving.
  Well, let's begin our wonderful trip and this way please.

冲刺03

Dear Tom, 
  In order to celebrate New Year’s Day, a great party will be held in the hall of our university on December 27, 2012. Thus I am writing to invite you to join me.

  The party begins at 7:00 p.m. and ends at 10:00 p.m., which will last for 3 hours. There will be all kinds of activities included, such as singing, dancing and some interesting games. The president of our school, teachers in our department, and also some foreign teachers will attend our party. 

  I believe we’ll have great fun there. Hope you can come.

 





 Yours,

  





  Jack

冲刺04

Contribution Wanted

  In order to enrich the after-class activities and reflect our college life, a magazine titled Our Campus is recently opened by the Students’ Union. Now, it wants your contribution. 
  A special column, which focuses on helping the freshmen get familiar with college-life, will be opened. Any form of manuscripts with no more than 2,000 words is welcome as long as it reflects college life. 

  Pay attention to the deadline: September 20th, 2005. 

  Please address to: Edition Department of Our Campus, the Students’ Union, ChuangXin University. 

冲刺05

Dear Johnson,

  I’m very glad to learn from your last letter saying that you’re coming to BeiJing and want to buy an apartment in BeiJing. I happened to see an advertisement in a newspaper, which may be suitable to you. 

  According to the advertisement，the apartment building is located in the center of the city, which makes it very convenient for you to travel anywhere. What’s more, a newly built parking lot lies in front of the apartment building；besides，there is a large lawn and many trees around it, which makes the air here very fresh. 

  If you’re interested in it and would like to know about further details, just call me. I am looking forward to your reply.






     Yours,

 





 Li Hua

冲刺06

   



           May 10, 2013 

Dear Jianhua,
  I’m very glad to receive your letter in which you expressed your dilemma of whether you should come back to China after graduation. All things considered, I believe it wiser of you to come back. The reasons for this are as follows:

  For one thing, what you are studying is badly needed nowadays in China, which can help you find a good job much easily. For another, I think it will be of much more convenience for you to look after your parents as they are getting old. 

  All in all, it’s a good idea for you to return. Look forward to your reply. Best wishes!

 





Yours,

  




     XXX

冲刺07

Lost

  Attention, please.

  Mr. Zhang Hua had his case missing in this hotel today. It is square and brown in color, inside which there is a radio, a camera, three rolls of film and two shirts, together with a movie magazine and a plane ticket from Shenzhen to New York. 

  Will the finder please get in touch with his at once? His telephone number is 0755-3319582. Many thanks to the finder from Mr. Zhang.

冲刺08

  INSTANT-DICT，the latest e-dictionary of Hong Yun Company Ltd. in Hong Kong, China，has a large vocabulary of one million words and phrases stored inside, which makes it easier for users to look up any word came across in study or work. 

  This e-dictionary is controlled by advanced computer technology which is also the latest technical result of the 20-year’s research in the company. The body of the INSTANT-DICT is made of such light metal that it is not only small in size but also convenient to carry; besides, it is easy to operate and the price is reasonable. All in all, it is a wise choice for English learners of all kinds.

冲刺09

                           May 10, 2013 

Dear Sir or Madam,

  I am the manager of Shanghai Office Equipment Import and Export Corporation. Having learned the introduction of your company from Urban Commerce, I, hoping to establish the trade relation with you, am writing to ask whether your company provides products we need, such as computers, printers, electrographs, etc. What’s more, I also want to know whether your company has products in stock. 

  Our corporation has got involved in import and export trades for many years and has six subsidiary companies in China. We have set up cooperation relations with many department stores in China.

  It is my sincere hope that we can have a smooth cooperation. I look forward to your early reply.

  



         Yours Sincerely,







  XXX

Model Test 01

Dear Manager, 

  I am writing to ask some help from you. While I was on holiday in Hong Kong about a week ago, I bought a green blouse at the price of 268 dollars in your shop,but there seems to be something wrong with it. When it is washed, the color runs,as a result of which now I can’t possibly wear it.I insist you change it for another one for me or give me my money back.I think only when everything in your shop is of good quality will you have more customers. 

  I’m looking forward to your early reply.                                                       

 

                 Yours Sincerely, 

   Li Hong

Model Test 02

Dear Sir or madam,

  I, named Zhang Hua, am writing you the letter with the greatest honor. 

  Having graduated from the university, I am now working as an experimenter in the Physics Department in # University. However, as the old saying goes, it’s never too old to learn. Thus, I long for receiving further education to acquire the degree of Master of Science in your university. It will be highly appreciated if you can send me the application form together with some other related information.

  Thank you very much for your help. Look forward to your early reply.

















  Yours sincerely,


















  Zhang Hua

	Model Test 03

                                                                                          发信人的地址

	                                                                                              写信日期

	收信人的地址

	称呼，

	    ﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎﹎

	                                                                                                 落款

	                                                                                                 签名


地址的写法

	姓名

	门牌号码、街道、城镇

	省、邮编

	国名


Anna Li

25, Haidian Street

Beijing 100080

P.R.CHINA

(TIPS:收信人的信息写在信封的中间；发信人的写在信封左上角，或是背面)

   Apr. 28, 2012

Li An 

Personnel Department

Shanghai International Travel Agency

Shanghai, 20083

Dear Mr. Li,

  I, with the greatest honor, am writing you the letter to inquire if there is a position available as a tourist guide in your agency.

  Having studied computer English at NanChang University for four years, I am about to graduate in this June. Although my major has nothing to do with tourism, I am really very interested in establishing contacts with people of different interests and even from different countries. In addition, I can perform well in interpretation.

  Thank you very much for your consideration and I am looking forward to your answer at your earliest convenience.

  If you need other information concerning my background, please feel free to contact me. 

Yours Sincerely,

Wang Hong

Model Test 04

May 10, 2013 
Dear Mr. President,
  I, with the greatest honor, am writing you the letter to show my dissatisfaction with the canteen service on campus. 
  Firstly, the variety of the dishes should be improved. Undoubtedly, there are a lot of delicious dishes; however, all the year round, they remain the same, which we have no interest in any more. What’s more, the price is so high that we students can hardly afford it. Finally, the environment there is much too noisy, which makes it impossible for us to enjoy the meals in good mood, which, I believe, can be greatly bettered with some soft music played in the background.

  Dear honorable president, it is my sincere hope that you will find my suggestion useful. Whatever you do will be highly appreciated. Best wishes !　　






















Yours Sincerely, 

   Li Ming

07年作文

 June 4, 2005 Monday

Dear Mr. Zhang,

  I, with terrible sorry, am writing you to put off our appointment originally made on tomorrow morning. It is my sincere hope that you can forgive me.

  The only reason for my decision is that during the same time, I am already to be sent to pick up a client from Australia at the airport by my company. As a result, I have no any choice to meet with you there as we expected before. However, since I will be totally free from Tuesday to Thursday next week, could we find another time if possible.

  Again, I really want to express heartfelt apologies to you for the delay. Of course, I am looking forward to seeing you next time.





















     
 Yours Sincerely,





















     

 Wang Ping

08年作文

Notice

Dear Students,  

  With the purpose of embracing the 2008 Olympics in Beijing, our university is going to hold a big party on July 30th. Anyone, who shows the interest in taking part and wants to seize this opportunity to show your special talents, can come to the monitor for registration. Your performance could be dancing, singing, opera, quick talks or something else. 

  It is our sincere hope that you will participate in the party actively. Whatever you do will be highly appreciated. 

                                                                                             Class XXX

09年作文

Dear Sir or Madam,

  I am writing to you to show our great interest in your company’s clothes exhibited on the French Fashion Fair, which can greatly meet the demands of Chinese market.

  It would be appreciated if you can send us a copy of your catalogue, together with your latest price list. Once the prices are competitive and reasonable, we will place a large order.

  Looking forward to hearing from you soon.























 Yours Sincerely,
























 Wang Lina

10年作文

From:
Li Jun, the sales manager of Hong Xing Company

To:     Jack Brown

Subject: 
The Order on Mar. 9th 

Dear Mr. Brown,

  I am writing to express my sincere gratitude to you for the order placed on Mar. 9th.

  Most of the components in the order are available, which can be sent out within 24 hours. However, component 3801A is out of stock at the moment, which can only be ready in two or three weeks. If it is badly in need, you can replace it with 3801B, a standard type.

  Here, I wonder which component you prefer, or shall we send you other components first?

  Thanks again for your attention and support. I am looking forward to your reply. 






















 Yours Sincerely,

























Li Jun

11年作文

Dear Mr. John Smith,

  I am Huang Hongbin, the Manager of HR Department of XXX Company. It’s my pleasure to write you the letter to recommend Mr.Jack Brown to work in your department.

  As far as I know, Mr. Brown, calm and mature, is one of my most outstanding colleagues. During his five years’ working as a secretary in my department, Mr. Brown performed so excellently that  his ability of handling all kinds of problems in complicated situations has been greatly improved. However, due to the move of his entire family to BeiJing, he has to leave the present job. 

  I have no hesitation in recommending Mr. Jack Brown, and I am sure he will be able to make great contribution to your company.

  With best wishes.






















 Yours Sincerely,























 Huang Hongbin

12年作文
























June 2, 2012

Dear Mr. Smiths,

  I’m Li Hua, the manager in the After-sales Department of ABC Company. On behalf of the company, I am writing you the letter to express our heartfelt apology to you for the delay in fixing your mobile-phone, which is actually caused by the unavailability of a key component.

  However, the good news is that we have already found another component, also a standard type, which can function as well as the original one to take the place of the original one. Once the fix is done, we will send your phone back to you as quickly as possible.

  Thank you for your consideration. We promise better after-sales service to be provided in the future. With best wishes!

 Yours Sincerely,

Li Hua
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