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I'm Li Hua, a high school student, who will graduate from Xinxing foreign language school in July. Having learned
from the newspaper that your company needs an English secretary, I’'m writing.to apply for this position.

Firstly being 18 years old, I’'m an excellent student, among the top 5 in my class of 50 students. I have a good
command of English. In addition, It’s reading that fascinates me most during my spare time, for my horizons can be
broadened in this process. Lastly, so warm-hearted am | that | always give my hands to others when they are in trouble.

I"d appreciate it if you can give me the opportunity.
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I’m writing to tell you that my uncle Li Ming is going to your city for a conference, and I’ve asked him to bring you
the Chinese painting you’ve asked for before.

Besides, I’'m wondering if you can meet my uncle at the airport and take him to his hotel since this is his first visit to
the U.S. So tall is he that I‘m sure you can recognize him easily. He is wearing glasses and he will be in a blue jacket. His
flight number is CA985 and it is at 11:30 am, August 6 that the flight will arrive.

Thank you in advance. Looking forward to.your reply.
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I‘d like to ask you to write an article for our school’s English newspaper.

The “Foreign Cultures” section in our newspaper enjoys huge popularity among us students and it carries articles
written by foreigners about the cultures of their home countries. I'm wondering if you would like to write something about
American festivals and the life of American high school students. By no means will they fail to fascinate young people in
China. It is 400 words that will be fine and I’d appreciate itif we can have your article before June 28.

I’m looking forward to hearing from you soon.
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I’'m Li Hua, chairman of the Student Union of Yucai Middle School, which is close to your university. I’'m writing to
invite you to be a judge at our English speech contest to be held in our school.

The given topic is “Man and Nature” and it is from 2:00 pm to 5:00 pm, June 15 that the contest will take place. Ten
students are going to deliver their speeches. So brilliant are they that I think the contest can’t fail to fascinate you. Please
call me at 44876655 if you have any questions.

We sincerely hope you will accept our invitation if it is convenient for you. Looking forward to your reply.
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I’'m writing to express my apology for not being able to go to Beijing with you next weekend. I feel sorry for it and
want you to know what happened .

Just now, my uncle informed me it was next Saturday that he would come to our city for a conference, and asked me to
pick him up at the airport. Since this is his first visit here, by no means can | refuse his request. | would appreciate it if you
can allow me to make another date to show you.around Beijing.

I sincerely hope you can accept my apology and understand me. Looking forward to your reply.
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I’m writing to share with you my advice on how to learn Chinese well.

First of all, it is taking a Chinese course that will-benefit.you a lot, for you can learn from your teacher and practice
with your fellow students. In addition, not-only. should you watch TV and read books in China, you are also supposed to
sing Chinese songs. Last but not least, it-is of great importance to make Chinese friends and they can tell you more about
China.

With time going on, you will be able to speak fluent Chinese if you can do as the above

-2.-



G | O ST .
ity | (O MEBHEET EEx #

[#F]
Bt RZEE, BIRRERERZERKE —HE, RBRREEFER RS, SIREREN, FRetwia R b
PR AR

1. frEst, EkE—

2. HERARFIEHAS, YRR ]

3. BREAE, REAFTE

I’m Li Hua, one of the students in our school. On behalf of my classmates, I’m writing to express our
dissatisfaction about the canteen, hoping to raise your concern.

Firstly, it is the high prices and limited choices of the dishes that we-can’t bear. Secondly, we spend too much time
waiting in the queue, which occupies much of our rest time. Lastly, so bad.does the food taste that most of it has been
wasted.

It’s high time that measures should be taken to solve these problems. Bring down the prices and add more flavors to
the dishes. Besides, more service windows should be opened to reduce waiting time. | would appreciate it if my suggestions
can be considered.



