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江西省专升本英语统考写作专题

一、     写作考试要求
英语写作是江西省专升本英语统一考试的重要组成部分之一。本部分占总分的10%，考试时间25分钟。而整个专升本英语统一考试的内容是以教育部颁发的《高职高专教育英语课程教学基本要求》为基本根据的。该基本要求关于考试写作能力的基本要求是：要求考生在规定的时间内写出80～100词的短文，写作内容为日常生活题材或简单的业务交际的短文。试卷上可能给出题目，或规定情景，或要求写信函、个人简历、启事、通知等应用文。短文要求格式基本正确，能基本表达思想，意思连贯，无重大语法错误。本部分的测试目的是检查学生的英语书面表达能力。由此可见，应用文写作（书信）是专升本考试常考题型。
 二、     应试技巧与策略
 一般来说，一篇好的应用文应包括以下两大因素：

 1）技术上的因素：
  语言自然流畅，语法错误较少，正确使用所学的词、词组和句型；
  语法及标点使用正确，句子结构完整；
  格式正确，符合常见的应用文格式；
  有效地采用了多种衔接的手法，意思连贯，层次清晰。
 2）非技术上的因素：
在考试时，还必须把握“非技术上的因素”，即作文书写上应当清晰整洁，美观大方。动笔前，列个提纲，打个腹稿，做好心中有数，切忌字迹潦草，乱涂乱画。因为阅卷在夏天，酷暑难耐，心情易燥，作文书写的第一影响起了非常重要的作用。

三、     历年真题题型分析
2012年：道歉信 (a letter of apology)
2011年：推荐信 (a letter of recommendation)
2010年：承接订单(acknowledgement of order )
2009年：询价信 (a letter of enquiry)                                                                                                            

2008年：通告、通知 (a(n) poster/notice/announcement)

2007年：道歉信 (a letter of apology)

2006年：建议信 (a letter of suggestion)

2005年：征稿信 (a letter of contribution)

2004年：说明文 

2003年：申请信 (a letter of application)

2002年：求职信 (a letter of application)

2001年：邀请信 (a letter of invitation)

总的来说，应用文（包括信签、便签、备忘录等）写作是专升本考试常考题型。
 四、  写作格式及范例

书信是日常生活中常用的文体，用以交涉事宜，传达信息，交流思想，增进了解的重要工具。书信一般可分为商务信件或公函（Business Letter or Official Correspondence）和私人信件（Private Letter）两大类。考生写作时应注意遵循一定的格式和套用礼貌用语等。一般的来说，主要包括以下组成部分：

1. 信头（Heading）
 指发信人的单位名称、地址、发信日期。考试时候告诉你了就写，否则不写。
格式：从信纸的上部中央往右写，第一行写单位名称，第二行写门牌号码、街名，第三行写市名、省名、国名，第四行写发信日期。学生写信时第一行写班级名称，第二行写学校名称，第三行写市、省名，第四行写国家名称，第五行写发信日期。国内信件国名可以不写。
2. 信内地址 (Inside Address)

指收信人的姓名、单位和地址。考试时候告诉你了就写，否则不写。
格式：信头下隔一行，从左边开始写，第一行写姓名、头衔，第二行写单位名称，第三行写门牌号及路名，第四行写市名、省名及邮政号码，第五行写国名。
商业往来信件及公函必须写信头和地址。亲友、熟人之间的信可不写信内地址，信头处写发信日期就行了。
3. 称呼(Salutation)

 格式：信内地址下隔一、二行写称呼，其左要与信内地址第一行对齐。
对不相识的男子，单数常用 “Dear Sir” 或“Dear Mr. ……”；复数常用 “Dear Sirs”。 

对女子，单数常用 “Dear Madam” “Dear Mrs. (或Miss或Ms)……；复数常用“Dear Madams”；
熟人和亲人常直呼其名，有头衔的可把头衔写放在名字前，如“Dear Prof Wang”， “Dear Dr Li”等。
若不知道收信人的姓名常用Dear Sir or Madam。
 4. 正文（Body of Letter）
格式：称呼下面隔一、二行开始写正文。每段第一个字母要缩进3至5个字母的空格。正文是信的主要部分，内容要简单明了，一般不用同汉语信一样的“你好（how are you?）”之类的词。一般要开门见山，表明你写这封信的意图。
5. 结束语(Complimentary Close)

 结束语是写信人对收信人的谦称，写在正文下面一、二行处，靠右对齐，第一个词开头字母要大写，末尾用逗号。
 给不相识的人可用：
“Yours truly”或“Truly yours”

“Yours faithfully”或“Faithfully yours”

“Yours sincerely”或“Sincerely yours”
给上级或长者可用：
“Yours respectfully” 或 “Respectfully yours”

“Yours obediently”或 “Obediently yours”

“Yours”, “Yours ever”, “Ever yours”, “Yours as ever”或 “Yours sincerely”

给亲属或挚友的信可用：
“Yours affectionately”, “Lovingly Yours”, “Your loving son (child, sister…)”, 或”Yours devoted friend”等。
6. 签名（Signature）
即写信人署名。有时，需要在署名的下一、二行位置写上写信人的职位或头衔。（若考试时，题目要求里已明确给出，则需写出。）
7) 附件(Enclosure)

信件若有附件，应该在左下角注明Encl.或Enc.。例如：Enc: Resume (随信附上简历)。

五、常见体裁示例及经典句式

※请特别留意历年考试没出现过的题型！※
询价信& 报价信 (A Letter of Enquiry or Quotation)                                        
 询价信和报价信是在商业信函当中经常使用的信函，其主要格式可参照商务信件的格式。下面就介绍一下此类信函的写法并提供一些常用语，以便考生掌握。

询价信（A Letter of Enquiry）是买方对所要购买的货物向卖方询问价格，其范围可包括请求寄送货物样品、目录、及价目表；货物包装、付款条件、保险等相关事宜。

报价信（A Letter of Quotation）是卖方收到买方的询价信之后，针对其询价的内容做出迅速的答复，包括货物的名称、种类、数量、交货日期、包装、付款条件、保险等。

询价信常用句式及套话：

As we have learned from……, you are manufacturer of……

We are interested in……

Please send your latest/current catalogue/price list.

We would like you to send us some samples/patterns.

Please quote your price for these articles/goods.

Please include information about packing and shipping.

Please let us know on what terms you can give us some discounts.

For more information, please refer to/contact……

 报价信常用句式及套话：

We appreciate your inquiry of November 15.

Referring to your enquiry of ……, we enclose our quotation for the supply of……

The goods can be delivered immediately from the stock.

Our delivery date is approximately…… after receipt of your order.

You feel sure that we can make you a very favorable offer.

We shall be pleased to receive your order, which will have our prompt and careful attention.

We look forward to your early reply and hope to initiate business with you.

 Sample 
说明：根据下列中文信息拟一封询价信和一封报价信。

询价信(letter 1)

1．发信人：Mr. David Johnson

2．收信人：Mr. Peter Kevil

3．发信日期：2010年5月3日

4．内容：Mr. David Johnson欲购买Mr. Peter Kevil 所在的HP公司生产的激光打印机(jet printer)，写信了解有关价格以及售后服务的状况。

 报价信(letter 2)

1．发信人：Mr. Peter Kevil

2．收信人： Mr. David Johnson

3．发信日期：2010年5月22日 

4．内容：Mr. Peter Kevil非常感谢Mr. David Johnson对他们公司生产的激光打印机 (jet printer) 感兴趣，随信附上目录以及价目表，并告知HP公司为客户提供优良的服务。不仅如此，如果购买的数量较大，还可以享受折扣。

参考范文

Letter 1:

May 3rd, 2010

Dear Mr. Peter Kevil,

We are interested in the Jet printer produced in your company. Would you please quote（向…报价）us your lowest price and state your after-sale service？

We look forward to your earliest reply.

                                                                 Truly yours,

                                                                David Johnson

Letter 2:

May 22nd, 2010

Dear Mr. David Johnson,
We appreciate your inquiry of November 29 and Thank you for your inquiry and interest in our Jet printer.  

I am writing this letter to show my thanks. Thank you for asking us the information about our products. We can provide you with a 
Price list.Enclosed are catalogue（产品目录）and price list（价目表）covering/about our products. We assure（向…保证）you that HP will offer excellent after-sale service（售后服务）to the customers. We promise that we can give the best service.What’s more, if you have a large order/if you buy more, you will have some discounts.
Thank again for your inquiry and we are looking forward to your order.

                                                          Truly yours,

Peter Kevil
求职（学）信 (A Letter of Application)                                                                         
求职信的内容一般包括以下部分：写信的缘由（含消息来源）；个人情况简介，例如；年龄、性别、文化程度、工作经历、工作技能、个人专长等；推荐人或证明人（references）姓名以供录用方查询；约定面试时间，表示感激之情；提供联系方式。通常随求职信附上个人简历（resume）和两三封推荐信（recommendation letter）。
 求职信常用句式及套话：

I wish to apply for the position/job/occupation of cashier/salesgirl/GM/editor/tutor/assistant advertised in today’s China Daily.
I saw an Ads on China Daily. Your supermarket needs a salesgirl on weekends to sell beverage.

I want to apply for this position.
I am writing you to show my keen/strong interest in China Daily, which you’ve advised on China Daily. 

I am very interested in the position, and I am trying to apply for it.
I am a college student now and I have a lot of holidays, especially on weekends. So I want to apply for this job to practice my communicational skills/interpersonal skills and earn some extra/pocket money to support myself. I think this is a good chance for me to understand society.

2. I am a college student now and I had taken some part-time jobs during my holidays in college such as……
So I have gained a lot of working experiences. I believe that my ability and experience will fully qualify me for the position of….

※（随信附上……）

Enclosed you’ll find a copy of my resume.
Enclosed are my score reports (成绩单) on all subjects and two recommendations. 
I should be grateful /much obliged if you could give me an opportunity to serve you in the position.
I hope you will take my case into your consideration.
Sample (1)
 假如你是李平，九江学院商学院的大三学生，在当地一份报纸上看到一则招聘暑期兼职的工作。对此，你很有兴趣。按下列提纲写一篇求职信，字数100字左右。
1. 渴求工作的愿望 

2. 技能和经历 

3. 联系方式
May 1, 2010
Dear Sir/Madam,
 I am writing you to show my keen interest in the part-time job during summer vacation in your shop which you recently advertised in the local newspaper. I strongly believe I meet the qualification listed in your advertisement. 
I was born in June, 1988 and am going to graduate from School of Business in Jiujiang University in June, 2010 with satisfactory results in all the courses. I have been doing part-time jobs in several companies before, so I have gained much experience. Furthermore, I’m industrious（勤奋的）, friendly and have a great sense of responsibility（有责任感）. I believe I am quite qualified for the position.


Enclosed you’ll find a copy of my resume. I’m available for an interview anytime at your convenience.
I f there is any interview, I am available at any time. Or, if you are too busy these days, you can contact me at 13601869708 for further information.


Thanks for your favorable consideration. Looking forward to hearing from you. 
Yours sincerely,
Li Ping

Sample (2)
 

按照求职信的格式和要求，以李平的名义给松下公司电子部写一封100－120个词的求职信。内容包括如下：
1. 在8月6日的《北京晚报》上看到了贵公司电子部招聘业务员的广告。
2. 随信附上一份简历及导师的推荐信。
3. 我曾经在电子部工作过，所以我熟悉各种电器。
4. 在假期里，我曾经在多家商店做过业务员。
Words for reference：电子部 Electronic  Device  Section 推荐信 reference

参考范文
 May 1, 2010

Dear Sirs，

Having seen your advertisement in Beijing Evening News of August 6th for a salesman in the Electronic Device Department of your company, I’m very interested in the job and I feel I’m qualified to meet the requirements. Therefore, I’m enclosing a resume together with a reference from my supervisor.
As you can see, I once worked in the Electronic Department. So I am familiar with different kinds of electronic devices. I have worked more than once as a salesman in some stores during my previous vacations. Besides, I’m very patient and friendly in nature. I’m confident that I shall be suitable for the kind of work.

If you need any further information, I shall be very pleased to supply it. (I’ll be very grateful if you can grant me with an interview.)

Looking forward to hearing from you soon. 
Yours faithfully,
Li Ping
                           Sample (3)

pursue a higher education
Dear Sir,
 I am writing to apply for a scholarship in your university in order that I could pursue my graduate study for the Master’s Degree (硕士学位) in your university. I want to continue my study in your University to get a Master’s Degree on computer science. Here is my personal information for you.
I was born in 1988 in Shanghai. I was admitted to the Physics Department of ~ University in 2008 and will graduate this June. During my four academic years, besides my major, I also take such selective courses as chemistry, computer and mathematics. I have made straight A grades/have gained high scores on all subjects. Moreover, I have passed CET 6 and kept on learning English all these years. So I don’t think I will have many problems in language during my study in your country.

If my application could be taken into favorable consideration, I would be most grateful. And I am looking forward to your early reply.

Enclosed are my score reports (成绩单) on all subjects and two recommendations（推荐信）.

                                                                 Sincerely yours, 

Zhou Kai
注：此篇为申请求学的应用文。

 投诉信 (A Letter of Complaint)                                                                         
抱怨信的目的是为了获取更好的服务，对已出现的问题求得尽快的、妥善的解决。它通常是买方由于对买到的货物不满或者是顾客对提供的服务不满而书写。 
书写抱怨信函时，一般开门见山，列举事实以表示有何不满，以及为什么不满，最后提出解决的方法。内容应明确、清楚、有理，语气要简洁、坚决。避免使用愤怒和使对方过于难堪的措辞（除非你所抱怨的问题反复发生，且多次投诉而毫无结果）。
投诉信的开头常用句式和套话：
 I am writing to complain about/that…

I am writing to make a complaint about…

I am writing to express my concern/dissatisfaction/disappointment about…

I am writing to inform you that I am dissatisfied with your…

I feel bad /sorry to trouble you but I am afraid I have to make a complaint about…

I am most reluctant to complain, but…

I am writing to advise you that I find…unsatisfactory…

I wish to draw your attention to the problem /fault…

投诉信的结尾常用句式和套话：
I’m sorry to give you the trouble, but I’m sure you will be kind enough to put the wrongs right.
I trust you will take my complaints seriously and…

I will appreciate it very much if you could… 

I would be perfectly satisfied if you can kindly…

I understand you will give immediate attention to this matter.

I would like to have this matter settled by the end of …

I would be grateful if you could …

I would appreciate it if you could…

Sample (1)
Directions：
假想你叫王兰，上月去广州出差时，在一家商店买了一架照相机，并在广州拍了一些照片。回家后将胶卷冲洗出来，却发现什么也没照上，因此，非常恼火。今天（5月23日）给该店写信投诉，并寄回相机，坚决要求退款。

Words for reference:

be on business 出差；develop 冲洗；refund 退款

参考范文

                                                        May 23rd, 2010

Dear Sir or Madam,

I am writing this letter to complain about a camera, which I bought in your shop last month when I was in Guangzhou on business. I took some pictures there with it. But when I got home and had the film developed, I found no pictures printed at all. I am very angry about it; I have already sent the camera back to you by post and strongly insist that you refund me as soon as possible.

I’m looking forward to receiving your early reply.
                                                    Yours faithfully,

                                                        Wang Lan

 Sample (2)

Dear Sir,
I am writing to draw your attention to the most undesirable attitude and manner of a particular member of your staff. A week ago, I bought a desk lamp in the electric appliances department of your supermarket last week, but when I went back home, it simply stopped working after two days. So I went back to the center of refund and exchange yesterday afternoon.
 When I told what had happened to the young lady in charge, and asked for refund or exchange, she was so rude that that she interrupted me continually. Later she even said it was my fault and refused to listen to me any longer.

 I strongly suggest that that lady should be instructed on the proper manner towards customers. I hope you can attach importance to this matter, and help settle it as soon as possible. 
                                              Yours sincerely, 
                                           Li Ping

致歉信 (A Letter of Apology)                                                               

 道歉信中开头段常用句式和套话：
I am writing this letter to express my regret…

I am writing to apologize for …

I would like to give you my apology for…

I am very sorry to say that …

I must apologize about (not) doing…

Please accept my sincerely apology for…

I am writing to say sorry for…

I am terribly sorry, but…

 道歉信中结尾段常用句式和套句：
Once again, I am sorry for any inconvenience caused.

Please allow me to say sorry again.

Hope you can accept my apologies and understand my situation.

I sincerely hope that you will be able to think in my position and accept my apologies.

I want to let you know how regretful I am feeling now.

I am sorry that I can’t… and trust that you will be able to understand.

Sample (1)

Dear Joe,
I am terribly sorry to tell you that I am unable to attend your birthday party next Tuesday evening. That is owing to the fact our physiological teacher has assigned us quite a few experiments and required us to hand in our reports of the results before next Tuesday, and it happens that your birthday party is going to be held when I will be fully occupied by the assignments. So I cannot go to celebrate your birthday personally and I really regret that I would miss the perfect chance of enjoying myself with so many friends. 
But I’d like to wish you a happy birthday here and will send you a gift in advance. Besides, please give my regards to our friends when you meet them at the party.                                                                     

                                                                   Cordially, 

Li Ping
Sample (2)
Dear Mrs. Robinson,
 Thank you for your letter of June 17th, complaining about the conduct of our employees.
We have investigated the matter already and the person concerned (有关人士) will be severely punished. Please accept our sincere apologies for this unhappy experience. 

Thank you also for bringing this matter to our attention. We place great importance on conduct of our employees and your complaint will give us the opportunity to remedy any problem that may exist. We assure (向…保证) you that such a matter will never happen again. You will be sure to find the level of our service will be greatly improved in the days to come.
                                                       Yours sincerely,
                                               Li Ping
感谢信                                                               
感谢信开头段常用句式和套话：
I am writing to extend my sincere gratitude for …

I am writing to express my thanks for …

I am writing to show my sincere appreciation for …

I would like to convey in this letter my heartfelt thanks to you for…

I feel deeply indebted to you and I really don’t know how to thank you enough for your help.

 感谢信结尾常用句式和套话：
I must thank you again for your generous help.

I am most grateful for your selfless donation.

My true gratitude is beyond my words.

I feel most obliged to thank you once more.

 Sample (1)

Dear Mr. Rogers,


It is my great pleasure to show my hearty thanks to you for your hospitality and courtesy during my stay in London.


Originally I only wanted to call on you and gave my father’s regard to you, as it had been three years since you and he last saw each other. But you insisted that I stay in your house during my visit to London and took good care of my life as if I were a family member of you instead of the daughter of one of your friends. You really added greatly to my convenience and pleasure of the whole trip.

Thank you again for your kindness and I hope that I will have the opportunity to return your charming hospitality.

Yours faithfully,

Wu Ting

Sample (2)

Dear Professor Liang,


I am writing to you to extend my gratitude to you because with your help I am now a student of Chemistry Department of Sydney University.


Last July, when I applied to become a graduate student of Sydney University, you really gave me a lot of valuable help. You not only wrote a recommendation for me to Professor Wells who works in the Sydney University but also gave me careful and patient instruction on how to fill the application forms and write the application letters.


It is your unreserved help that enables me to obtain this splendid opportunity of further education. For the following two years I will study hard to reciprocate your sincere help and expectations with excellent grades.

Yours truly,

Zhang Ying 

邀请信(A Letter of Invitation)                                                                      

 
邀请信作为信的一种形式可参照一般书信的格式去写。下面介绍一下其内容和注意事项。
(邀请信的内容：

说明邀请对方参加什么活动、邀请的原因是什么。
将活动安排的细节及注意事项告诉对方。诸如时间、地点、参加人员、人数，做些什么样的准备及所穿的服饰等。
为了方便安排活动，如有必要，可注明请对方予以回复看看能否应邀以及还有哪些要求等。
 (写邀请信应注意的事项：

邀请人和被邀请人要用第二人称，参加活动的时间地点也要写得清楚明确。
希望被邀请人收到请柬后给予答复的，则须在请柬上注明R.S.V.P或r.s.v.p.字样，意为“请答复”。有时为了方便联系，可留下自己的电话号码或地址。
对参加活动的人有什么具体要求可简单地在请柬上注明。比如对服装的要求，要求穿礼服时，须在请柬的右下角注明Dress：Formal；较随意时可用Dress：Informal。
 邀请信开头段的常用语和套话：
I am writing to invite you to…

I wonder if you could come…
I wonder if you would be able to join us for dinner tomorrow evening.
I shall be very glad/ pleased/grateful if……
It would be a great pleasure to me if……
It would be an honor to me if you would accept our invitation.
邀请信结尾段的常用语和套话：
My family and I would feel honored if you could come.

We would be looking forward to your participation in the party.

Would you please drop me a line to let me know if you can come?

I really hope you can make it.
Sample (1)

Directions: You want to invite Mr. Wallace to give a speech on “American literature”. Write a letter to him and say:

　　1) The purpose of the invitation
　　2) The time of the lecture
　　It should be less than 100 words. You don’t need to write the address.
参考范文
Dear Mr. Wallace,
　　We know that you are an expert on literature (文学). As students in English major, we want to know some details about literature. We should be very grateful if you could give a speech on “American Literature” to students of the English Department on Saturday, April 19th. If this subject does not suit you, any other similar topic would be welcome as well.
　　We have already had several very interesting talks from distinguished visitors from various countries this semester and we look forward eagerly to the opportunity to benefit from your experience and wisdom.

　　                                                  Sincerely yours,　　                                                        ×××
* 本文是邀请外国专家做讲座的邀请函。信的言辞应表示诚意，如“我殷切期盼”（to look forward eagerly to the opportunity），还要表示尊重。如“从您的阅历和智慧中受益”（to benefit from your experience and wisdom）。

Sample (2)

Dear Professor Gordon,

On behalf of(代表) the organization committee of the graduation ceremony and all the graduates of this year, I have the honor to invite you to (attend) our graduation ceremony at 2:00 pm on Thursday, June 15th in the hall of our university.

You are sincerely invited to attend the ceremony as our honored guest and we would like you to make a five-minute speech to give our students encouragement and suggestions for their future work.


We look forward to a reply at your earliest convenience and we would be particularly honored by your distinguished presence at the ceremony.

                                   Yours respectfully,

                                   Wang Lin

Chairman 

Organization Committee of the Graduation Ceremony
建议信                                                                      
 Sample (1)

Dear Sir or Madam,


I am an ordinary student of this university and am writing to draw your attention to the fact that some students around me have had extravagant habits.


They do not cherish their money at all. Some buy expensive mobile phones and laptop computers, some spend money on video games or Internet chat, and some go to restaurants and bars often.


However, it is known to all that thrift and economy are a prime requisite of well ordered living and successful career. To solve this problem, in my mind, the leadership and students of our university should work together to create a general atmosphere of thrifty life. Teachers should teach by their action that thrift is an indispensable virtue, and students of high awareness can have a positive influence on those around them.

Yours sincerely,

Li Ping

Sample (2)

Dear John,


You asked for advice concerning whether you should study history or computer science at university. I will try making some suggestions.


University is preparation for your career. You should consider studying a subject which will best equip you to earn a living. Computer science offers more job opportunities than history. We are now in a high-tech age. For the foreseeable future, it would be necessary for everyone to be equipped with computer skills merely to earn a living.


Of course, you don’t have to devote all your time at university to studying computers and nothing else. I would recommend that you continue reading of history in your spare time. That way, you will find that your leisure hours are enriched while you prepare yourself for a worthwhile career in computer science.


Whatever you decide to do, good luck with your studies!

Yours sincerely,

Li Ming

建议信开头段常用句式和套句：
I am writing in reply to…

I would like to suggest that…

I am writing with my suggestion/proposal about…

I am writing to express my views concerning…

 

建议信结尾段常用句式和套句：
I hope you will find these suggestions/recommendations helpful/practical/useful.

I would be glad to see improvements in this regard.

祝贺信 (A Letter of Congratulation)                                                                      
 祝贺信是向对方表示祝贺的信件，一般用于对方有什么喜事或取得了什么成绩，以及节日寿诞等。祝贺信是人们情感交流的一种方式，多写祝贺信可以使亲戚朋友同事之间加强联系，增进了解，彼此关心。祝贺信的主要内容有：
(向对方表示祝贺
在正文中要首先向对方表示热烈的祝贺。要写明向谁祝贺、祝贺什么、为什么祝贺等。可以写自己是怎样听到好消息的，听到消息后的心情怎样等。要感情饱满地写，但要简明扼要。 
(提出自己对有关问题的看法
该项内容要根据所祝贺的事情发表自己的看法、主张，提出一些建议、意见等。如对重大节日或纪念活动的祝贺，可以说明其重大的意义和对所取得的成绩表示祝贺，可以分析一下所取得成绩的主客观原因等；庆贺寿辰的贺信，可简要准确地赞扬对方在事业上的成功； 婚姻庆贺，则可以谈些自己关于婚姻生活的一些认识看法等，以期对对方有所帮助。
 (写出自己的希望和美好的祝愿
正文的结尾要写上再次表示祝愿的话。如：“With renewed good wishes，and kindest regards to you and your spouse。”（再次敬候你同新夫人安好。）又如“May the years to come bring every blessing to you both.”（愿你俩年年福寿无疆。）

Sample (1)
Directions: Please write a letter of about 100 words to congratulate your friend Li Ming, who did well in the college entrance exam and has been enrolled in Beijing University. You do not need to write the address.
参考范文
Dear Li Ming,
　　We are very happy to know that you have successfully passed the college entrance examination this year and have been admitted into（被录取）Beijing University. Allow us to give our most sincere congratulations on this exciting occasion.
　　You have all along been working hard at your professional studies, and you are excellent in most subjects. Your success shows that only hard work can yield good results（付出才会有收获）.

　　We take this opportunity to express our best wishes to you. Wish you greater achievements in your college education.
 　　                                                   Yours cordially,
                                                              ×××
Sample (2)
Dear Mr. White,

I am much delighted to hear that you have just graduated from Stanford University with honors and entered the Microsoft Corporation. This is a special moment for you and all the friends and relatives, and I want to share the happiness just the same. After years of hard and creative work and study, you will always be proud of those academic years.

I believe your graduation will be a new beginning, a chance for you to embrace (拥抱，迈向) a new and broader future. Knowledge and skills acquired in college will not only help you understand what’s happening around you, but also help you make right decisions.


I wish you good luck in the pursuit of a brilliant (美好的，灿烂的) career.
Sincerely yours,
Li Ming
 慰问信                                                                         
1我们俩希望/祈祷你能很快地完全康复
We are looking forward to /hoping and praying for your speedy and full recovery.

2你的诸位好友真心希望你早日康复
Your many friends are hoping for your quick return to health early recovery /rapid recovery

3我们非常遗憾的熟悉…

We are very sorry to learn of sth./that…

4我刚刚得知上个星期你的病了
I just heard that you’ve been on the sickness last week

5当我听说…我非常关心
I was deeply concerned when I learned that…

6我希望你能很快地康复
I wish you a complete speedy recovery.

7请向你的家人转达我们最深切的同情
Please extend our deep sympathy to your family.

8我只想让你知道我们是多么担忧
I just wanted to let you know how concerned we are 

9如果需要我的帮助，请告知
If there is anything I can do to help you, please let me know.

Sample (1)

Dear Jason,

     The news of your accident just reached me this morning. I’m greatly shocked to learn that you were knocked down by a car yesterday. 

     The good news about it is that your mother told me that you are progressing nicely. I hope that you are doing well after the operation, and that you’ll be out of the hospital in about a week. 

   If there is anything I can do to help you, please don’t hesitate to let me know.

     Good wishes for your rapid recovery!

                                                      Yours sincerely,

                                                         Li Ping

Sample (2)

Dear Jack,
      I am shocked to hear that you have a severe influenza and now are in hospital. I get this news from your mother and I know you must be absent for half a month from the classes. Do be careful while you are ill.
     Don’t worry about your lesson and I am willing to help you learn it when you return. We are best friends so I will never allow you to fall behind. You can watch television or listen to radio programs to help pass the time. I do hope that I can see you soon and bring you some funny cartoons.

      If there is anything you need me to do, just let me know. We all miss you and shall be happy when you are back.

Yours truly, 

Li Ming

通知公告 (Notice)                                                                 
通知是上级对下级、团体对个人部署工作、传达事情或召开会议时所用的一种文体。同级单位有事情要进行讨论或协商，也可以互发通知。通知分两种：一种是以布告形式，把事情通知有关人员；另一种是以书信形式，把相关事情传达给有关人员。
一般说来，通知正文上面正中的地方往往有 Notice 或 NOTICE 一词作为题目，正文的下面是发出通知的单位名称。有时，发出通知单位的名称也可写在正文之前。发出通知的日期一般写在左下角；发出通知的人或单位的名称，可以写在右下角。这两项有时也可以省略。发出通知的单位和通知对象一般都用第三人称，但若正文前用了称呼语，则应用第二人称表示被通知的对象。
Sample 
Direction：根据下列信息以公关部的名义给所有员工写一份公告，邀请他们为公司庆祝活动献计献策。
1. 历史与现状：成立15年，在规模和效益方面现处于同行业五强之一；

2. 庆祝活动：举行一系列活动，庆祝取得的成就；

3. 欢迎献计献策：被采用者有奖，所提建议送往本部门办公室。

Words for reference:
规模 scope, 经济效益 economic benefits, 同行业 the same industry, 同仁 colleague, 献计献策 make proposals

参考范文
Notice
We are preparing to celebrate the 15th anniversary of our company. With the efforts of all our staff, our company is now ranked as one of the five leading companies in the same industry both in scope and profits. To celebrate our achievements, we will hold a number of activities. Your suggestions and proposals are welcome and those whose proposals are being accepted will be awarded.
Please hand in your proposals to our office.

                                      Public Relations Section

启事 (Wanted)                                                                  
启事是一种公告性的应用文。机关、团体或个人若有事情要向群众公开说明，或者对群众有什么要求，都可以把要说的意思简要地写成启事，张贴于布告栏等公共场所。特别重要的或涉及面较广的，往往还要登报。启事的种类繁多，日常生活中常用的有：遗失启事、招领启事、征稿启事、招聘启事等等。

1) 招聘启事 (Job Wanted)

招聘启事是一种常见的应用文体，它的目的是为了寻找到合适的工作人选。为了达到此目的，招聘启事应该具备广告的特征，应该能够吸引读者的兴趣。除此之外，应该简单明了，以便读者一目了然。
Sample
Direction：Whirlpool是一家著名的生产和经营家用电器的公司，总部设在天津，在全国有20余家分公司。我公司现招聘销售经理一人。
条件：
中国公民，年龄35-40岁
销售学、经济学或相关领域的大专文凭

具有至少5年的销售管理经验

具有良好的英语会话和写作能力

愿意经常出差

熟练掌握计算机技能

有意者请拨打电话24876669 与约翰.史密斯先生联系。
 Words for reference:
家用电器 electrical home appliances; 总部 headquarters; 条件 qualifications; 大专文凭 college diploma; 销售学 Marketing

参考范文
Job Wanted
Whirlpool Corporation is a famous manufacturer and marketer of electrical home appliances, with its headquarters in Tianjin. It has more than 20 branches over the country. We are seeking for one sales manager now.
Qualifications: 
Chinese citizen, aged 35-40;
With college diploma in Marketing, Economics or related fields;

Minimum of 5 years’ experience in sales management;

Proficiency in English speaking and writing;

Willing to travel frequently;

Good at using a computer;

Those interested please contact Mr. John Smith at 24876669.

2) 征稿启事 (Contributions Wanted)

 征稿启事是报刊、学术团体等为征集优秀稿件而发布的一种启事。这种启事要求语言简洁明了，内容明确。说明征稿的目的，为了吸引读者，要有一定的鼓动性。
Sample
 征稿启事
 “英语角”在大学生专刊上刊发后，受到广大英语读者的广泛关注和欢迎。为刊发更多更好的优秀英文作品，我们特向社会各界征集稿件。我们欢迎大学生们，广大英语学习者，外国留学生及外国朋友们踊跃投稿。
1) 一则简短的故事。

2) 发生在你身边的趣事。

文章字数不要超过500字。

来稿请寄：北海市新民大街10号  北海晚报   王平  收

邮编：230034

电子邮件：Helen@ public.cc.cngd.com
 参考范文
Contributions Wanted
 To provide it with more and better English writing, we would like to ask for contributions from readers from all walks of life (社会各界). College students, English learners, foreign students and foreign friends are all welcome. The writing can be:
a. A short story

b. Interesting things happening around you.

Remember your writing will not be over 500 words.

Here is our address and E-mail:

Wang Ping, supplement Dept, Bei Hai Evening Post; 10 Xin Min Street, Beihai

Postcode: 230034


Email: Helen@ public.cc.cngd.com
3) 失物启事 (Lost)

Direction：张华在有一个外宾参观团居住的宾馆丢失了一个方形的棕色手提箱，箱内有收音机、照相机一台、三卷胶卷、两件衬衣、一张从深圳去纽约的飞机票和一本电影杂志。请你为他用英语写一则寻物启事，并写明：如有拾到者，请马上与他联系，他的电话号码是0755-3319582，他将不胜感激。

参考范文
Lost
A square brown suitcase, containing a radio, a camera, three rolls of film, two shirts, as well as a movie magazine and a plane ticket from Shenzhen to New York, was lost in this hotel today. Will the finder please get in touch with me at once? My telephone number is 0755-3319582. (Will the finder please contact me at 0755-3319582?). I will be very thankful. 
Zhang Hua 
请求信 (A Letter of Request )                                                      
请求信是对收信人提出请求，并希望对方满足该要求。写请求信的重点是要写清楚为什么要请求他人做某事，请求他人做某事的原因。首先要说明写作意图，一定要注意语气要礼貌，用词要规范；然后具体展开说明请求的原因；最后表示希望对方予以答复。常以“I am writing to ask if you can do (grant)me a favor.”开头。
写请求信分"三步走"：介绍自己、提出请求->说明原因及其它事项->表达谢意、期盼答复

Tips: 在许多情况下，请求信是写给不认识的人或者机构，所以在信的开头可以做一下简单的自我介绍。同时，由于提出的请求往往都是需要麻烦别人的事情，所以要注意语气的礼貌程度，不要吝啬你的感谢。

Sample
Directions:You want to contribute to Project Hope by offering financial aid to a child in a remote area. Write a letter to the department concerned, asking them to help find a candidate. You should specify what kind of child you want to help and how you will carry out your plan.

Do not sign your own name at the end of the letter. Use "Li Ming" instead.

Do not write the address.

参考范文
                                                                 24th May, 2010
To Whom It May Concern, 
My name is Li Ming, a college student of Peking University, and I am writing in the hope of your assistance to find a needy child for whom I may provide financial support.

First and foremost I would like to declare that I possess the financial ability to implement this plan owing to my decent income from part-time jobs. As to the candidate, I am hoping that he/she comes from an elementary school of the less developed areas of Western China, who is forced out of school. I would like to pay for his/her tuition fee and other school expenses until he/she graduates from university.

Thank you for your time.

                                                                     Yours cordially,

                                                                     Li Ming

 推荐信（A Letter of Recommendation）                                                       

在求学或就业的过程中，往往需要以往的同事、上司或老师写一封推荐信。推荐信写得好坏意义重大，因为它关系到对被推荐人人品、能力及知识各个方面的评价。因此，在推荐信的写作中，首先需要对该信的用途加以了解，以便确定被推荐人是否适合这一职位或是否适合进入某一专业攻读学位或从事研究工作。推荐信应包括以下内容：
 ① 被推荐人全名；
 ② 推荐人与被推荐人认识时间的长短及其关系,如：(I have been Mr. Bowman’s immediate supervisor for the past six years.) ;
 ③ 被推荐人的学识及其优秀的品质（最好有具体的事例加以证明）；
 ④ 被推荐人所申请的学校或机构对其感兴趣的理由，总结对被推荐人的信心，并主动提出如有必要的话，可以提供更多的有关被推荐人的资料。
  在推荐信的写作中，应注意以下几点：
 1）推荐信一定要写得具体，可以用具体的事例说明被推荐人的长处。
 2）即便被推荐人有许多优点，推荐信也应当集中在两三个方面。
 3）在推荐信中，不要使用诸如下面这样的话：“I’d hire her in a minute if she were applying here” 或 “I can’t think of anyone more deserving of this scholarship.” 。因为，推荐人只需要提供证明资料，并不需要做出任何决定。
 

Sample
Dear Mr. Manager, 
　　I am writing this letter to recommend my student Wang Gang who is seeking the position of marketing clerk of your company. 
　　He says you are satisfied with his presentation at the interview and require recommendation to be attached to his exceptional academic performance in the college. 

　　As his political instructor, I think Mr. Wang is well qualified for the position he seeks. He always ranks among the top five in his grade, has passed CET-6 and obtains a certificate of intermediate computer skills. Mr. Wang is a studious, selfless, and aspiring young man, and he is awarded the title of Three Good Activist by the college every year. 
I believe he is a good candidate worthy of your consideration.     Yours sincerely, 
                                                          Xu Ming
                                                             Professor and Deputy Head (Academic)
                                                              Dept. of International Trade
                                                              Shandong University 

1. Mature，dynamic and honest．思想成熟、精明能干、为人诚实。 
2. Excellent ability of systematical management．有极强的系统管理能力。 
3.Ability to work independent1y，mature and resourcefu1． 能够独立工作、思想成熟、应变能力强。 
4.A person with ability plus flexibility should app1y.需要有能力及适应力强的人。 
5.A stable personality and high sense of responsibility are desirable. 个性稳重、具高度责任感。 
6.Work well with a multi-cultural and diverse work force. 能够在不同文化和工作人员的背景下出色地工作。 
7. Bright，aggressive applicants.反应快、有进取心的应聘者。 
8. Ambitious attitude essential．有雄心壮志。 
9.Initiative，independent and good communication skill． 积极主动、独立工作能力强，并有良好的交际技能。 
10.Willing to work under pressure with leardership quality．愿意在压力下工作，并具领导素质。 
11. Willing to assume responsibilities.应聘者须勇于挑重担。 
12.Mature，self-motivated and strong interpersonal skills. 思想成熟、上进心强，并具极丰富的人际关系技巧。 
13.　Energetic，fashion-minded person.精力旺盛、思想新潮。 
14. With a pleasant mature attitude.开朗成熟。 
15. Strong determination to succeed．有获得成功的坚定决心。 
16. Strong leadership skills．有极强的领导艺术。 
17.Ability to work well with others.能够同他人一道很好地工作。 
18. Highly-motivated and reliable person with excellent health and pleasant personality. 上进心强又可靠者，并且身体健康、性格开朗。 
19.The ability to initiate and operate independently. 有创业能力，并能独立地从业。 
20.Strong leadership skill while possessing a great team spirit. 有很高的领导艺术和很强的集体精神。 
21. Be highly organized and effecient．工作很有条理，办事效率高。 
22.Willing to learn and progress．肯学习进取。 
23.Good presentation skills.有良好的表达能力。 
24.Positive active mind essential．有积极、灵活的头脑。 
25. Ability to deal with personnel at all levels effectively。 善于同各种人员打交道。 
26. Have positive work attitude and be willing and able to work diligently without supervision。 有积极的工作态度，愿意和能够在没有监督的情况下勤奋地工作。 
27.Young，bright，energetic with strong career-ambition. 年轻、聪明、精力充沛，并有很强的事业心。 
28.Good people management and communication skills. Team player. 有良好的人员管理和交际能力。能在集体中发挥带头作用。 
29.Able to work under high pressure and time limitation. 能够在高压力下和时间限制下进行工作。 
30.Be elegant and with nice personality.举止优雅、个人性格好。 
31.With good managerial skills and organizational capabilities. 有良好的管理艺术和组织能力。 
32.The main qualities required are preparedness to work hard, ability 
to learn, ambition and good health. 主要必备素质是吃苦耐劳精神好、学习能力优、事业心强和身体棒。 
33.Having good and extensive social connections. 具有良好而广泛的社会关系。 
34.Being active, creative and innonative is a plus. 思想活跃、有首创和革新精神尤佳。 
35.With good analytical capability. 有较强的分析能力 
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