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—. 5B
[EHHSTUGE -
Dear Jimmy.

It is such a great honor to have been invited by you to join your club. This is
indeed tempting.

However, I am so sorry to tell you that I won’ t be able to come because I have
joined the dancing club several weeks ago. Having attended the class several times, I
find it well-suited to me and I am inclined to stick to'it. If possible, I' || come over and
join you for swimming when the dancing class is over. By the way, congratulations

for becoming the head of the swimming club! I am sure with your natural-born

leadership and charisma, the swimming club will be voted the most popular one at the
end of this term.

Thank you again for you invitation. Best wishes to you.

Yours Sincerely

Li Ming.

=. F—B5ELSE
F=—a:
ANAE (IRIERTEE )  L.BRNE ; 2.RETE ; 3* 5EE ;
4.EiE
1. BRNABEIEUEL , RIERTEE)
1) FROUZRBR |, KB XX H—BFE, 8.
I am Li Ming, a student from XX. I would like to...

RFEXX, FHE......
On behalf of XX, I would like to ...

2. RIFSEFEEAUL , RIFRTIEE)

2



1) IFHERGEI=H (e fBR%ENE ) . RARSEREBSIIXTYREAYER. KT,

Thank you for ( e.g. your invitation ) . It is my great honor to be able to

participate in this wonderful event. With regard to , Twould like to...

2) rE , BARFO.

I am happy* (glad) to know that
3) WrE , FARMEE,

I am/feel terribly sorry* (sad) to know that
4) BEFRE—3IRE/80E/EK/ AR , FHiElt...

With reference to your last email/invitation/request/question, I would like to ...

3. 5{EEM*
HEXIHE/HMHRIERIR.
I am writing this letter/email to

1) Bagt : thank you for*(express my gratitude to you for ) ...

2) &if) : inquire about *(make an inquiry about) ...

3) 1% : congratulate you on*(convey my heartfelt congratulations to you on) ...

4) #i5 : invite you to*(extend an invitation to you as a distinguished guest to) ...

5) ERiE : apply for*(make an application for) ...

6) ik : complain about*(make a complaint about /express my dissatisfaction with)
in hope that you can help remedy the situation.

7) KB : welcome you to*(extend the warmest welcome to you to) ...

8) #&iX : advice you that (offer some suggestions to you concerning) ...

9) #EFF : recommend to you...

10) &40 : notify you that (inform you of) ...

11) &3 : apologize to you for* (convey my sincere apology to you for) ...

4. EE(ABHE , RIERTIEE)
1) REERER (\E. Hi5, &if. &iF):
@ WEREEERIT | B/ FANGREEAR.

1 3



I/We would be grateful if you could help me/us with this matter.
2) RHMEEE (B, NME. B EF B8i5% ) :
@ BX (e.9 XWGES ) FAHZFIAT,
Detailed information of ( e.g. the event ) is introduced as follows.

@ FEWT.

The reasons are as follows.

1S . SR ERRE

IFE kit (B85 ) . XBYERE—MREERYED) , FEITERT
SE#. M , FMEERRESFE , BFUTRERAESN,
Thank you very much for ( e.g. yourinvitation ). This is indeed a great

event which sounds extremely interesting/meaningful. However, I feel terribly sorry

to tell you that I unfortunately won’' t be able to attend it because of the
following

reasons.

1. Suppose your cousin Li Ming has just been admitted to a university. Write
him/her a letter to
1) congratulate him/her, and
2) give him/her suggestions on how to get prepared for university life.

Answer:

2. Suppose you are invited by Professor Williams to give a presentation about

4



Chinese culture to a group of international students. Write a reply to
1) Accept the invitation, and
2 ) Introduce the key points of your presentation.

Answer:

. B_EKEELE

1. |\ (REER)

Bk FEE o EUR , BAEE . B=, HIEME

Firstly, I would like to know the particular details regarding . Secondly, I
wonder if it is convenient for you to provide me with specific information about*

( concerning/with respect to ) . Thirdly, T shall be grateful if you could kindly

show me

2. ZEN (RHEWER )
B, B o HR, & . REENE , o
To begin with, I would like to suggest that .In addition, it would be

helpful for you to . Most important of all, if you can , you will benefit

enormously from it.

3. NME/EA (IREHEWER)
BirzHE, BB 1. AE 2. KA.
(e.g. LOXES] ) BTFREIERMED. Bk, —UERREZREEHEA)

1 5



WM—pBXRL (e.g. IRRIF ) BOHEE. HR , FEERENXRY/ B8RS
], Hign XX #0 XX, 1SEBEAEIFRI T L (e.g. X—IER) . B,
FrENZ5EBIME—RFE)/ SRR EZIIBEERE.

(e.g. The event ) will take place at b on HER. At the beginning, an
international expert is invited to deliver a speech on (e.g. environmental

protection). Afterwards, many meaningful/interesting activities, such as XX and XX,
will be held to explore (e.g. the issue) further. Finally, all the participants will

enjoy an excellent show prepared by the students/local people.

4. EAEBRE (FR)

1) BEERE : BAREBIERET K, E k7. BNORXEFEIEEERE ,
HEE— RS RIFEERIA.
My grandmother fell down yesterday and is now hospitalized. As my parents are

on a business trip in America, I am the only person who can take care of her now.

2) BREXNEE : AT IRANRFTIERRIAME | BB XX R,
To make up for the inconvenience caused, I would like to recommend XX to take

my place.

h. F=EEFGEE
1. Bi5IR ( B1AfE/RIEEBBE/IRFE )
1) HELRERREE | RiTRIXE.
I' m looking forward to a reply at your earliest convenience. Thank you in
advance for your time and attention.
2) EAREFEMRAEXMESEE  FAEXRBEAIEEN L EEBRXRE. BER
REMEIEIE (RS ) .
I hope you can look into this matter carefully and take steps to prevent it from

6



happening again. Your prompt reply will be highly appreciated.

2. EREE (REHE/MREERIE/ERE)
1) BXRSHEEGENS | FHRIREZ BRIASE.

Thank you again for (e.g. your invitation). My gratitude to you is beyond
words.
2) BIRFTRIERTN , BIHFIRETLASE.

Congratulations again for (e.g. your success). My appreciation to you is
beyond words.
3) BXER , REXHEERBRETRAZHIMIA,

I apologize again for what has happened. I do hope that it has not caused too

much inconvenience.

3. RUEBED (ERE/AEEE )
1) AEREW/EESEER. NRrEEMEERRR , SIRKEKR (FKR

FESIRFEFHOXNER ) .
I hope you will find my suggestions/recommendation useful. If

you have any

other questions, please feel free to let me know (and I will be happy

to discuss this matter with you in greater detail).

4. 12HER (BR/iEE)
2) WIREIAE T RREMAET , TLAERMLL (www.studentunion.xxxx.edu.cn)&E
WEXTFIREDRNERER. BEFRs5 !

If you would like to explore-more details about this activity*( event ), please find

relevant information available at the website www.studentunion.xxxx.edu.cn. We are

looking forward to your participation!



5. hEEERIEF

1) g !

2) FEFEDLEEER TR (5RA) HFRE !

L(211d))

7N WESAHET-IFHE 630
Dear Jim,
With reference to your last email, I would like to recommend the book . “British
Culture” to you. The reasons are as follows.
XABREER. BiEX. (FEERE. XABERAENER. BEARYE.
RRAILIAB EZIFR0RIE. XREE, ReTHERENK.

I hope you will find my recommendation useful. If you have any other questions,
please feel free to let me knowand I will be happy to discuss this book with you in

greater detail. Wish you all the best!

Sincerely yours,

Li Ming

[(£%151] :




[$%15 2] :
#04A : Ilike apples.
@5

bLed =g

[£%15 3] :

Y045 : English is interesting. I like it.

#0%a : Memorizing new words is difficult, but I will embrace the challenge.

= #4ahR J&iahi
5

=

English is interesting, and I like it.

& English is interesting, so I like it.

Memorizing new words s

3 difficult, but I will embrace the

challenge.

[$715 4]

#7%5 : You will like the movie.

1 9



bLed =g
bLed =g

[£%15 5] :

#1085 : English plays an important role in the modern world.

bLed =g

Ol ss

[£%15 6] :

#J45 : You should read classic books.

bLed =g

bLed =g
e iR ]

+. &7~ ( Notice)
ErRE LRI TR, BENHR. AR ITME—SEFAIENATHE , 8

B 7 BEHAR SR IEFRITAIS EEUE.

SHRR, 1EX., &K, IBEPUEoHEK.

(AN

BEEXENERE , (BERtHErI L AEZA "Notice” . FEEZFERINEX
, 40 “Volunteers Needed”

1IEX

=RAEH , FUTHIE.

=
[

N
k
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—H—:|:,.,
3 I|:|'TA

RIEIESKRE | —REBEMAFTEINIEBFR (40 The Students’ Union; The
Graduate Association & ) , AILAGEIENEIA A,

4. BI[E

MEBTFFigBRME , WESHE—TEmL |, EmElEAERER.
Sample
Situation:

You are supposed to write for the Postgraduate’ s Association a notice to
recruit

volunteers for an international conference on globalization. The notice should include
the basic qualifications for applicants and other information which you think is
relevant. ({FRISHIREMNRE—DEN | I— P EEUHNERSNEEERE.

BRI IERIBE AREREREMERER, )

=1a) Notice
NTIREFENEN  F5 To improve students’ ability and

enrich
BINERD , ARESHIETF extracurricular  activities, the
Postgraduate’

2019 &£ 4 B 7 BEALEZMTAY  Association is recruiting volunteers
for an —\2KMULHERFRSIMIBES  international conference on
globalization to be &%, held on April 7, 2019
in Beijing.
Bt NESEN R HERY Applicants should demonstrate strong
team
HOEBARSHR , FFERROMGS, WSk, spirits and cheerful  personalities. In addition,
i IR iZBE SR AR SCF] theyare expected to speak Chinese and English
HE, B, BEXEZNNFE fluently. Finally, students with relevant
5. experiences are preferred.

X FEXEIAFRAINZE For the students who are interested in joining
4, 13®E 2020F 2 B 1 HZAl us, please send to us an email including your

1 11



BERNE—HBFEENAEE personal information before February 1, 2020.
BB 14 . FEMDBBEEFHE 2 Our email address is
sutdentassociation@126.com., 3 sutdentassociation@126.com. We will contact the

B 1 HzZaisiEH % ABISE chosen candidates for an interview before March

Hid. BRSS! 1. We look forward to your participation!
HRENS Postgraduates’ Association
2019 F11B9H November 9, 2019

I\. HEBEITMENREX
1. 5% (Memo)

SRNERSDTIBENERTDEI , REER TIIREE. BFEE—
TDIEMEPRAABIETRIERY , EBF RS why ,who ,what’,when ,where
XILANERE, dNRERSXS  WEEERNAESRAIEER , 40 : This is further
to your memo dated July 17th, in which you proposed that...(X24817 7 B 17 H&=
RAUEIE |, (RAEEHEE.....), BoREe—AREEBREANRIRIGERN, &
SRISBEERBIENE D .

B RIETUER

FfE: 58 20 H Date : May 20

RIEXZE . a4 To : All students

&8 . Z=H From : Li Ming

T ESETREERE Subject : Recruiting Volunteers for the Summer
FESUTEREEIRN Camp

REFFZHESEIER , FHEA The Students’ Union plans to host a summer

tBtHEBEtLtB”Z+HH. AT camp in the coming vocation, from July 7 to July
IFEESENIRFIFRE , 4% 25.To ensure that the summer camp will be

12



MitxBEEEE. TEEFL carried out in a smooth and fruitful manner, the
N B EERIFHAMREEREE Students’ Union is recruiting volunteers. The
MIEEHIESLEEENIR , FB  volunteers should, first of all, demonstrate good
EEERF, BEXZNHS interpersonal  skills and have extensive

EEMFRERA. knowledge about intercultural communication.

RAEBEE7TRB7HE2S Successful applicants are expected to be on
HAE., XIENBSEEAIRE campus from July 7 to July 25. Students
who are
% , BB @ B & X & interested in the activity shall send their
resumes
studentsunion@126.com, Eff& to studentsunion@126.com.

Thanks_for your B9%iE, time and attention.

2. %% ( Note)

FEEEHTARENENMERIBRENSE  SRTHAA. FIRMESEZEX
FIEERENEBIIEER , (NS5, BEE., EREREIFENAREOE
fhh , EZEL—RRIBEER | SBEERANKAIREEETG LAEINEHR.

EREIFER
AHIEEEERNG LA,
REFFRIASTC - LIRS BfoAiE (RETC)
RERRIAT S - LAR 9%, BEANIESS (5EE0) . w1 2019 £ 3 A 2 ANE
% : 2nd March,2019 (&) ; March 2, 2019 ( %)
HEBRMFIXZE ¢ 1 B January/Jan. ; 2 B February/Feb. ; 3 B March/Mar. ;
4 B April/Apr.;5 8 May ;6 B June/Jun. ;7 B July/Jul. ; 8 B August/Aug. ;9
H September/Sept. ; 10 A October/Oct. ; 11 B November/Nov. ; 12 H

1 13



December/Dec.

PEFERIATLRBEFLFRIFEFIN "Dear” |, FIFERILASIRERGE |, 8
EEI R0,

BIRBEARIBSMIZNETHIREY , IR B aaeHiRes , EENRLAR
EbIE,

{ERBTURR
April 2 48 2H
Wang Wei, EF,

I wonder if I could borrow your-electric dictionary FEMBFKESTEIRINBEF
for a couple of days. The teacher of the reading 1EEEF)IK, FHIRZMIFER

course that I have signed up for assigned some MIEIFLEINGE
T

articles for us to read. There are so many new words EX[#iE, BEEE
XZEH
that I have to look them up frequently. I only have a 17 , EHELSRERY
B, F traditional paper dictionary but, of course, it is not RBE—
MEFGRILRERITEL , {8 as convenient as an electronic one and
therefore RREBAMITERFITE 5 dramatically decreases my
reading speed. So I'think {& , EIAKFHE 7 FAVSSE
your electronic dictionary will be of great help to &EE., FFLAFKEE(RAIEBFE
me. I promise that I will treat your electronic ERESIIFHBREAAEER., K
dictionary with due care and prevent any damage to {RIEFKS/INOMERIRNEF
it. FH , ARBEHERIR,
Thank you very much. HHEHR,
Li Ming Z=H

Tu. IR AIEIR

14



10.

11.

12.

13.

14.

15.

l6.

17.

18.

19.

20.

Practise translation is essential.

Rich is not always good.

I am prefer to shop online.

You will be succeed in the future.

The Internet is benefit to our lives.

He very kind.

I not take care of him.

Your book just like my book.

The construction of the subways have been completed.
Women should independent.

You must to learn English.

There are many Chinese people travel abroad.

He is my teacher who have taught me for several years.

Due to he was hardworking, he passed the test.
Despite I am tired, I keep on studying English.
As is demonstrated in the chart, remarkable changes have occurred with regard to

students take part-time jobs in a certain university.
It' s my great pleasant to be your roommate.

It is beneficial for you to read more books. Such as China Daily.
According to your email, you say, you are very interesting in translation.

[ hope my advice can help you, waiting your letter.

15



T. R (525X)
[B—ER5F5iE]

1. Suppose your cousin Li Ming has just been admitted to a university. Write
him/her a letter to
1) congratulate him/her, and
2) give him/her suggestions on how to get prepared for university life.

Sample answer:l am very happy to hear that you have been admitted to the

University of Cambridge. Congratulations! With reference to your last-email, I would

like to offer you some suggestions regarding how to get prepared for university life.

2. Suppose you are invited by Professor Williams to give a presentation about
Chinese culture to a group of international students. Write a reply to
1) Accept the invitation, and
2 ) Introduce the key points of your presentation.

Sample answer: Thank you for inviting to give a presentation about Chinese culture

to the international students. It would be my great honor to participate in such a
great

event. The key points of my presentation are introduced as follows.

[FNMAES M -EFHE 6 1)

(215 1)
B5% : To begin with, ...

HIR : Secondly, ...
&/g : Most important of all/last but not least, ...

16



[#15 2]
1044 - 1like apples.
15 : Ilike apples and oranges.

15 : I like fruits such as apples and oranges.

[#:15 3]
#04a : English is interesting. I like it.

#04a : The task is challenging. I will embrace it.

Zig LS iah
H7% English is interesting, and I like it.  English is interesting; besides, Llike it.
English is interesting; therefore, T like it.

EIZR English is interesting, so Llike it.  English is interesting; as a result, I like

it.
The task is challenging, but I The task 'is challenging;
AT will however
embrace it. (nevertheless), I will embrace it.
[(£:154]

085 : You will like the movie.
145 : If/after you see the movie, you will like it.

1&f= : 1 do believe/hope that you will like it.

[#:155]
085 : English plays an important role in the modern world.

1&f5 : English, admittedly, plays an important role in the modern world.
1 17



{Itgs : obviously/undoubtedly/apparently/in fact/as a matter of fact

[$%15 6]

#1045 : You should read classic books.
1&f= : You should read classic books, which is of great importance.

1&f5 : You should read classic books, which will affect you greatly in the future.

ex]

Dear Jim,

I am writing to recommend the book “The Great Britain” to you. The reasons are
as follows.

To begin with, the book is interesting, and it makes me laugh. I do believe that
you will enjoy it. Secondly, the book is written in English; nevertheless, it is not
difficult at all. You can undoubtedly learn new words and sentences from it. Most
important of all, after you read the book, you will also know about English culture,
which will affect you greatly in the future.

I hope you will find my recommendation useful. If you have any other questions,
please feel free to let me know and I will be happy to discuss this book with you in
greater detail. Wish you all the best!

Sincerely yours,

Li Ming

21
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