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Dear Mr.and Mrs.Smith,

I am now back to China safe and sound.In this letter I would like to convey my
heartfelt thanks to you and your lovely children for your kindness and hospitality to
host me when I was in New York.Your generous help and tender care made me feel
welcomed and transformed my first American trip into a beautiful memory.

I do hope that your whole family pay a visit to China in future,so that I could
have the opportunity to repay your friendship.I assure you that you would enjoy
visiting here as I did at your home.

I feel obliged to thank you once more.

Yours sincerely,
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Dear Jason,

I am much delighted to learn that you have been elected the Chairman of our
University Students’ Union.This is a special and happy moment for you and I am
very proud of your achievement.

The Students’ Union plays an essential role in our campus life.Managing and
leveraging such an organization not only poses a great challenge to you,but will also
fundamentally enhance your ability comprehensively.] believe this position will be a
new beginning,and a chance for you to embrace a fuller life and pave the way for a
brilliant future career.

Please accept my most sincere congratulations!

Yours sincerely,
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Dear Sir or Madam,

I am the head of a household eclectric appliance plant,which is a major
manufacturer of high-quality recorders.I’m writing this letter for the purpose of
inviting you to the exclusive presentation( 1 & 41 44 )of our new models and a
reception.

The presentation is scheduled to take place at the Noble Hotel on the third of
January.I’ll feel it an honor if you could come.There will also be a reception at the
two p.m.I hope you will attend too.

Since your presence is of vital importance to this occasion,I do hope you can
make it.Just call our office at 010-69985421,and we will glad to reserve a place for
you.I’m looking forward to seeing you at that day.

Yours sincerely,
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Dear Sir or Madam,

I am writing to express/air dissatisfaction/disappointment/concern regarding
accommodation.] would prefer to move into a single room next semester, as I find the
present sharing arrangement inconvenient.

I must explain that the reason for my dissatisfaction is my roommate’s
inconsiderate behavior.For one thing, his friends are constantly visiting him; for
another, he regularly holds noisy parties.

To solve this problem/surmount this difficulty/improve this situation/crack
this hard nut, I hope to draw the attention of the authorities concerned.l am sure
you will agree that the only solution for me is to move into a room of my
own. Therefore,I would be grateful if you could find a single room for me, preferably
not in the same building but as near to the college campus as possible.

Yours sincerely,
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Dear Director,

I’d like to apply for the post of assistant which was advertised in the
newspaper.I found this position quite appealing to me.

I’ve just graduated from high school. Luckily I am good at English and I
can speak English fluently. In addition, I have previous experience. During my
stay in middle school, I used to be a volunteer and looked after the old people in a
nursing home on weekends.

In short, I believe my experience and fluent oral English will be a great help
for me in doing the work.I’m available for interview at any time. It would be
appreciated if I could get your offer.

Yours sincerely,

Li Hua
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Dear Prof. Smith

I an writing to you to recommend one of my best students, Liu Ming,who
wants to pursue his graduate study for a master’s degree under your supervision.

Liu Ming was an excellent student in our university as can be seen from his
straight A grades on all subjects. He has passed the TOEFL test;indicating a good
command of his English. More importantly,during the time he worked as my research
assistant from July, 2010 to September, 2012,he had displayed great enthusiasm and
intelligence on academic research.

I believe with his diligence, intelligence and great passion, Liu Ming has great
potential in his future academic pursuits.Therefore, I recommend him to you
without any reservation.I am ready to provide any further information upon
your request.

Yours sincerely,

Li Hua
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Dear Andrew,

As for the question about the transportation to and from school I’d like to
recommend your riding a bicycle. Here are some reasons.

Firstly, riding a bike to and from school is very common among the students,for
buying or repairing a bicycle doesn’t cost a lot. Next, parking a bicycle is easy and
convenient in our school.Actually/As a matter of fact,bicycle-riding is also a
practical way to do exercise and protect the environment. What you should do
carefully is just to keep an appropriate speed while riding and lock it after you’re off
it.In this way,you’ll feel it simple and relaxing to ride a bicycle while you’re here.

Hopefully,these tips could be helpful.

Yours sincerely,

Li Hua
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Dear Tom,

How is it going these days? I keep wondering how you feel about your school
life in Beijing. Have you got used to the life in China?Are you enjoying your life? I
hope you are.

Let me tell you a piece of good news : I'm going to take part in an English
speech contest of middle school students in July in the coming summer vacation.So
I’'m busy preparing for it. But now I have some difficulty in collecting useful
information and using proper English word to express my thoughts. Besides, I really
want to improve my spoken English, especially the pronunciation and intonation(i%
Ji).0f course, as a native English speaker, you can give me some suggestions.

In addition,I’m going to visit you after the contest. I'm sure we will have a
wonderful time together in Beijing!

I can hardly wait to see you! I am looking forward to your early reply.

Yours sincerely,
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