长汀一中校本课程《高中英语应用文写作》讲义

授课教师：修红英   廖荣清

第一课时：个人简历（resume）
Step 1: Warming up
Use three to five sentences to introduce yourself.

Step 2: Instructions of self-introduction
What should we introduce to others?
Age? Family? Date of birth? Character(interest)? Graduating school? Hobby? Experiences? Strengths and weaknesses? Education? Study? ……

Step3: Structure of a resume
Model

Name:                Gender:              Date of birth:           Citizenship:
Address:                         Tel:                      E-mail:
Objective:
Education background:
Main skills:
Work experience:
Activities:
Awards & Honors:
Interests:
Self-uation:

Step4: Practice
1. 我校学生会社团面向高一新生招募新成员和部门负责人，并定于本周六下午在学生会办公室进行面试，请你口头准备。
2. 我校校报正在招聘记者，请你向报社投一份个人简历。






第二课时：便条（message）
Step1: Introduction
留言条（便条）实际上是一种简单的书信，其特点是格式简单、内容简短，经常用于熟识的家人、朋友、同事之间；其主要目的是尽快地把最新的信息、通知、要求，或者活动的时间、地点等转告给对方。
英语留言条（便条）的写作格式和语言特点
1. 英语留言条（便条）的写作格式
(1) 日期：日期写在留言条正文的右上角。一般只写星期几或者星期几的上午还是下午，有时候也写出具体的钟点；因为留言条（便条）的内容多半都是当天或近期要进行的事务，所以不必写出哪一年。
(2) 称呼：从日期下面的第一行最左边顶格写。语气比较随便，如：Dear daddy, Mary, Miss Li, Teacher Zhou等等。
(3) 正文：正文需要首行缩进，内容也尽量口语化，做到简明扼要，把想传达的意思表达清楚即可。
(4) 署名：署名应该写在正文的右下角，普通只要写上姓名即可。这一点与写信、写假条以及借条不一样。这些文体一般都需要在作者上行写上“yours，your friend”等以表示客气或恭敬。
2. 英语留言条（便条）的语言特征
英语留言条（便条）一般都有自身的一些语言特征，整体来说就是比较随意，不需要太严肃和拘谨。常用的语句有：Don’t forget your pills（不要忘了吃药）；I’m ill and ask for sick leave of 2 days/I ask for two days’ leave of sickness（我生病了，想请两天假）；I beg to apply for two days’ leave of absence，in order to.,..（由于要做...，我有两天不能来）；I wonder if I can use your car for one day（不知道能不能用一天你的车子）等等。
3.便条主要包括请假条、留言条、电话留言条（电话记录）等.

Step 2: Presentation
范例1：你病了,不能上学,请用英语给高老师写一个请假条.
英文提示：sorry, tell you, not feel well, a bad cold, headache, cough, the doctor, take some medicine, stay in bed, two days, can’t go to school, today, tomorrow, hope, get well, soon
参考范文：
Nov.11th
Dear Miss Gao,
I’m sorry to tell you that I’m not feeling well today. I caught a bad cold last night. I had got a headache and coughed day and night. The doctor told me to take some medicine and stay in bed for two days. So I can’t go to school today and tomorrow. I hope I can get well soon. Thanks.
Your student,
Li Lei

范例2:请根据以下内容写一个电话记录,打电话的日期是8月12日,时间是9点10分.字数：20---30词.
A:Hello!88643688.
B:Hello!May I speak to Jim, please?
A:Sorry,he’s out at the moment. Who is it?
B:Bill.Could you take a message for me, please?
A:Certainly.
B:Please ask Jim to bring my English book to my home this evening. I need it very much.
A:OK.
B:Thanks a lot. Bye!
A:Not at all.
参考范文：
Telephone Message
From: Bill
To: im
Date: August 12
Time: 9:10
Message: Please take his English book to his home this evening.

范例3：
内容：杰克和几个朋友一起吃饭,庆祝端午节的到来,
地点：学校食堂三楼,
范文：
July 1,2019
Dear (因为说明谁写给谁的),
Here is a piece of good news for you. We decide to have dinner party to celebrate the New Year tonight ,so please participate in our party, I am sure you will be happy with us. The dinner party will begin at seven O'clock, waiting for your coming.
Yours Classmate,(可写可不写)

Step 3: Practice
2009年高考英语海南、宁夏英语作文题
假定你是李华，正在英国接受英语培训，住在一户英国人家里。今天你的房东Mrs Wilson不在家，你准备外出，请给Mrs Wilson写留言条，内容包括：
1.外出购物；
2.替房东还书；
3.Tracy来电留言；
(1)咖啡屋(Bolton Coffee)见面取消；
(2)此时已告知Susan；
(3)尽快回电。
注意：1. 次数100左右；
2.可以适当增加细节，以使行文连贯。
Mrs Wilson,
I'm going out shopping (结合要点：外出购物), and won't be back until about 5:00 pm. I have taken with me the two books you asked me to return to the City Library (定语从句)(结合要点：替房东还书). At about 1 o'clock this afternoon, Tracy called (结合要点：Tracy来电话), saying (现在分词作状语) that she couldn't meet you at Bolton Coffee tomorrow morning (结合要点：咖啡屋见面取消) as she has something important to attend to (原因状语从句). She felt very sorry about that, but (过渡自然) said that you could set some other time for the meeting. She wanted you to call her back as soon as you are home (结合要点：尽快回电). She has already told Susan about this change.(结合要点：此事已告知Susan)

























第三课时：发言文稿（speech）
Step 1: Introduction
1.发言稿广义上包括欢迎辞、欢送辞、口头通知及各种致辞。
格式：一般由称呼语、正文、结束语组成。
2.英语演讲稿怎么写？
（1）开始时对听众的称呼语 最常用的是 Ladies and gentlemen，也可根据不同情况，选用 Fellow students, Distinguished guests, Mr Chairman, Honorable Judges(评委)等等。
（2）提出论题： 由于演讲的时间限制，必须开门见山，提出论题。
（3）论证： 对提出的论题，不可主观地妄下结论，而要进行客观的论证。
结尾： 结尾要简洁，不要拉拉扯扯，说个没完。特别是不要受汉语影响，说些类似“准备不足，请谅解”，“请批评指正”这样的废话。最普通的结尾就是：Thank you very much for your attention
（4）结尾： 结尾要简洁，不要拉拉扯扯，说个没完。特别是不要受汉语影响，说些类似“准备不足，请谅解”，“请批评指正”这样的废话。最普通的结尾就是：Thank you very much for your attention

Step 2: Practice
1.以“Why I learn English”为主题进行三分钟演讲
As everyone knows, English is very important today. It has been used everywhere in the world. It has become the most common language on Internet and for international trade. If we can speak English well, we will have more chance to succeed. Because more and more people have taken notice of it, the number of the people who go to learn English has increased at a high speed. But for myself, I learn English not only because of its importance and its usefulness, but also because of my love for it. When I learn English, I can feel a different way of thinking which gives me more room to touch the world. When I read English novels, I can feel the pleasure from the book which is different from reading the translation. When I speak English, I can feel the confident from my words. When I write English, I can see the beauty which is not the same as our Chinese... I love English, it gives me a colorful dream. I hope I can travel around the world one day. With my good English, I can make friends with many people from different countries. I can see many places of great interests. I dream that I can go to London, because it is the birth place of English. I also want to use my good English to introduce our great places to the English spoken people, I hope that they can love our country like us. I know, Rome was not built in a day. I believe that after continuous hard study, one day I can speak English very well. If you want to be loved, you should learn to love and be lovable. So I believe as I love English everyday, it will love me too. I am sure that I will realize my dream one day! Thank you!
2.以“health”为主题，进行三分钟演讲
Health is something, when you keep it; but it also is everything when you lost it. Although everybody knows the importance of health, few consciously pay sufficient attention on keeping health, especially those who live busy lives. It's a pity to see people suffer from diseases that caused by their carelessness and inactive behaviors.
So, come on and do something good for your health. And, how to do it, you mean, how to keep fit In fact, it is a simple question. Generally speaking, you should just take care of your simple life.
First, keep on exercising, no matter how busy you are, in fact, you should spend only a half or one hour on it every day. For example, to walk or to run a short line in the morning, or go to work by bike .
Second, everybody should have a good behavior of life. DONNOT stand at night, just go to bed and wake up at suitable time; DONNOT smoke; DONNOT drink; DONNOT do anything harmful to your health.
Third, take care of your diet. As we know, there are many healthy foods being sold nowadays, stop eating them. Just to take something give us a balance absorption; rice, meat, vegetables, fish and fruits, none of them can be absent in your normal diet. And, remember to rink enough water every day as water is a essential element to our bodies.
Last but also important, keep an active psychology. Fill your heart with hope, love and peace. Meanwhile, refuse sadness, hopelessness and hatred entering it .And then smile and keep smiling, it is just a sign of your health.
Step 3: Consolidation: Reading and reciting
The struggle of the youth is the most beautiful
 Friends, do you know what is meant by life? And what is meant by the "struggle of the youth"?
 We know, there are many examples about the struggle of the youth appearing in the films we see, in the songs we listen, and in the friends we meet. t is most startling to hear a watch or clock clicking away the seconds, each click indicating the shortening of one's life by a little bit. Likewise, with each page torn off the wall calendar, one's life is shortened by another day. Time, therefore, is life. Nevertheless, few people treasure their times as much as their life. Time must not be wasted if you want to do your bit in your remaining years or acquire some useful knowledge to improve yourself, so that your life may turn out to be significant and fruitful. So, chose to work hard in your youth.
Friends, speak up your mind, and do what you want to do! In short, hurry up to give full play to the life bestowed on you by Nature, and hold aloft a torch to offer a little light to the world, for, otherwise, your young limbs will begin to rot, your brilliant brain will be dulled and your enthusiasm will cool off. It will be too late to mend
 Friends, bring your youthful vitality and life into full play right now and here! 






第四、五课时：邀请信（a letter of invitation）
Step 1: Introduction
1.邀请信包括宴会、舞会、晚餐、聚会、婚礼等各种邀请信件，形式上大体分为两种:一种为正规的格式 (formal correspondence)，亦称请柬；一种是非正式格式 (informal correspondence), 即一般的邀请信。邀请信是在形式上不如请柬那样正规，但也是很考究。书写时应注意:
2.邀请信一定要将邀请的时间（年、月、日、钟点）、地点、场合写清楚，不能使接信人存在任何疑虑。例如:“I’d like you and Bob to come to Luncheon next Friday.”这句话中所指的是哪个星期五并不明确，所以应加上具体日期, “I’d like you and Bob to come to luncheon next Friday, May the fifth.”

Step 2: Presentation
6种常见邀请信
（1）邀请朋友共进午餐（Inviting a friend to informal lunch）
Dear [Zhang Ying]:
Will you come to luncheon on [Friday, May the fifth], at [twelve o’clock]?
My niece [Mary] is visiting us and I think you will enjoy meeting her. She is a charming, very pretty girl … and very good company! [John and Jane] will be here, and perhaps we can [give a dance] after luncheon. Do say you’ll come!
Affectionately yours,
Li Ming
（2）邀请朋友同他们不认识的人一起共进晚餐 （Inviting friends to supper with the strangers）Dear [Susan]:
I know you are interested in [oil painting], so I’m sure you’ll be interested in [Mr. and Mrs. Lin dun]! They are coming here to supper [next Sunday night, October the twelfth], and we’d like you and [Walter] to come, too.
[Mr. and Mrs. Lin Dun] are that very charming couple we met in [London] last summer. They have a wonderful collection of [oil paintings of various stages]; and I understand that Mr. Lin Dun is quite an authority on [oil painting]. I’m sure you and Walter will thoroughly enjoy and evening in their company.
We’re planning supper at six; that will give us a nice long evening to talk. If I don’t hear from you before then, I’ll be expecting you on the [twelfth]!
Affectionately yours,
Li Ming
（3）邀请参加新厂开工典礼（Invitation to opening ceremony of new factory）
Dear [Mr. Harrison]:
Our new factory will be commencing production on [April 10] and we should like to invite [you and your wife] to be present at a celebration to mark the occasion.
As you will appreciate this is an important milestone for this organization, and is the result of continued demand for our products, both at home and overseas. We are inviting all those individuals and trust that you will pay us the compliments of accepting.
Please confirm that you will be able to attend by advising us of your time —— we can arrange for you to be met. All arrangements for your stay [overnight on April 10] will, of course, be made by us at our expense.
Yours faithfully,
英文邀请函一般正式的文体前面都不空格，且段落间是要空一行的。格式如下：
Dear sir/madam: 

I'm delighted you have accepted our invitation to speak at the Conference in [city] on [date]. 

As we agreed, you'll be speaking on the topic "" from [time] to [time]. There will be an additional minutes for questions. 

Would you please tell me what kind of audio-visual equipment you'll need. If you could let me know your specific requirements by [date], I'll have plenty of time to make sure that the hotel provides you with what you need. 

Thank you again for agreeing to speak. I look forward to hearing from you. 

Sincerely yours, 

[name] 

范文：

Dear [xx]: 

Will you come to luncheon on Friday, May the fifth, at twelve o’clock?   My niece Mary is visiting us and I think you will enjoy meeting her. She is a charming, very pretty girl, and very good company! John and Jan will be here, and perhaps we can give a dance after luncheon. Do say you’ll come! 

Affectionately yours, 

Step 3: Practice
1.2017年普通高等学校招生全国统一考试英语（3）书面表达题：
假定你是李华，你所在的校乒乓球队正在招收新队员，请给你的留学生朋友Eric写封邮件邀请他加入，内容包括：
（1）球队活动；
（2）报名方式及截止日期。
注意：
（1）词数：100左右;  （2）可以适当增加细节，以使行文连贯。
参考范文：                                                                
Dear Eric, 
How’s everything going? The table-tennis team of our school is admitting new players. I’m sure it will appeal to you, for you have been enthusiastic about sports. Therefore, I’d like to invite you to join the team. Now here’s the information in detail.
The team will hold a range of activities, including some training and matches. And some world-famous players will be invited to give lessons. If you are interested in it, you may either send an email to 123456@sina.com or sign up in person. The deadline is June 25th, 2017. I sincerely hope you could join us. Don’t hesitate to ask me if you have any questions. 
I’m looking forward to your early reply.
Yours,
Li Hua
2.2017年普通高等学校招生全国统一考试英语（2）书面表达题：
假定你是李华，想邀请邀请外教Henry一起参观中国剪纸 (paper-cutting) 艺术展。请给他写封邮件，内容包括：
1.展览时间、地点；
2.展览内容。
注意：1.词数100左右；2.可以适当增加细节，以使行文连贯。
Dear Henry;
It must have been heard by you that there’ll be an art exhibition organized to display elegant Chinese paper-cuttings. Remembering your devotion to Chinese culture, I’m writing to invite you to come with us.
 As for the timetable and specific information, the activity will be held next Wednesday at the stadium. One graphic scene to which you might readily relate is numerous charming paper-cuttings of distinctive appearance shown together along with splendid history of China. Owing to frequent media coverage, it is paper-cutting that has aroused huge attention. Not only will the works produced by eminent craftsmen be offered, but also some created by kids in kindergarten are planned to be included.
 Were I you, I wouldn’t miss this opportunity. What a delightful day it’ll be if you can come!
                                                        Yours
Li Hua
第六课时：故事摘要（summary）
Step 1: Introduction
What is “writing a summary”?
Writing a summary is a good way to study a play, story or movie because you need to understand it really well in order to write. To begin with, you need to have a general understanding of the piece and be able to identify the main idea and the key points. Then you need to describe those idea in your own words in a logical order. A good summary is useful when you are trying to remember the main points of something you have seen or read.

Step2: Instruction
概要写作微技能
1. 归纳主旨大意
   在全文主旨大意的统帅下归纳段落主旨，将段落主旨纳入语篇主旨的框架中。
2. 提炼关键词
   要结合主旨大意选取与文本主旨密切相关的词语。
3. 筛选支持信息
   有必要挑选个别信息支持该主题句，以便读者充分理解。
4. 合并关键信息
依据它们之间的逻辑关系进行整合，使信息合理连接，使概要条理清楚、层次分明。
5. 变换表达方式
在正确理解原文要点的基础上，用不同原文的方式表达要点。
6. 运用衔接手段
适当运用恰当的衔接词，写出并列、转折、逆进、顺承、因果、让步等内在关系。
Step 3: Practice
(1)
阅读下面的短文，以约30个词概括短文的要点。
A new study warns that about thirty percent of the world’s people may not have enough water by the year 2025. An American organization called PAI did the study.
PAI research Robert Engelman says by the year 2025, at least 18 more countries are expected to have severe water problems. The demand for water keeps increasing. Yet the amount of water on earth stays the same.
The report says lack of water in the future may result in several problems. It may increase health problem. It may also result in more international conflicts. Countries may have to compete for water in the future. Some countries now get sixty percent of their fresh water from other countries.
范文：
This passage tells us that with the increasing demand for water, lacking water may become more serious by the year 2015, which can bring such severe problems as diseases and international conflicts.
以“是该节约用水的时候了”这一主题发表看法，并包括如下要点：
1. 你如何看待水的作用；
2. 你对节约用水的态度；
3. 你认为怎样才能节约水。
范文：
Water is very important to us. It is the source of life, so where there is water, there is 
life. With water a desert can even change into a green land. We can’t live without water.
However, it is high time we saved water now. With population increasing fast, more water is being needed; with more water being polluted, less water is available. If we don’t save water, lack of water would cause terrible disasters to humans.
Here are some measures to save water. Firstly, we should strengthen the sense of saving water. Secondly, we should try our best to protect water from being polluted. Thirdly, recycling water is an effective way to save water.
                                       (2)
阅读下面的短文，然后以约30个词概括短文的要点。
When young men asked me how to succeed, I tell them, “Grasp every opportunity.” 
Opportunity eats with you, works beside you and at night sleeps on the door-mat.
    Your biggest opportunity may have knocked and passed on when you were away from home or too much satisfied with your present condition.
    The present opportunity which we have in mind is the wonderful chance at this particular time for the great majority of the people. On every hand are chances to make money and on almost every purchase there is opportunity for saving money. The wise man will keep his mind alert for the big chance and for every little chance.
    “Things do not turn up in this world until somebody turns them up.”
范文：
The passage mainly tells us that the key to success is not whether there is an opportunity but whether you can catch it and whether you have prepared well for it when the opportunity comes.
以约120个词就“如何抓住机会”这个主题发表看法。
It is often said that success is due to good luck. This may be true , but I think it is important not to ignore the value that hard work plays in any success.
In some fields, especially in entertainment, it is necessary for an actor to have a good chance. However, just a chance is not enough. It takes hard work to develop his disability in order to meet a good chance. He must keep practicing and study hard. With no efforts to improve his skills, he will always be someone, who regrets not working hard.
Therefore, it is hard working rather than opportunity that mainly decides a person’s success or failure. It is fair to every person.

第七课时：通知（Notice/Announcement）
Step 1: Introduction
通知(通告)是要告知某种信息而使用的一种文体。形式有：在通知(通告)上方居中写上Notice字样作为标题；无称呼语，通知中用第三人称；出通知单位或负责人名字应写在正文最后的右下方，或放在标题之上，作为标题的一部分，这样最后不再署名；出通知的日期写在正文右下方，应在单位名的下一行。 如：
Notice
All teachers and students are requested to meet in the auditorium at 2:30 on Wednesday afternoon to hear a report on current international affairs by Mr. Liu from the Institute of Foreign Affairs. Be sure to attend on time.
The President Office
October 8，2003
[思路分析]
通知一般可分为口头通知和书面通知两种。书面通知又有两种：一种是布告式通知，即以布告的形式把事情通知有关人员；另一种是书信式通知，即以书信的形式把事情传达给有关人员。
[解题过程]
通知的内容一般可分为五个部分：
—、标题
通知的正上方通常要有一个标题。口头通知常用Announcement，书面通知多用Notice或NOTICE。
二、日期
口头通知因是现场发布，不需要日期，但书面通知要写日期。布告式通知的日期一般写在最后一行，即左下角，要低于落款；书信式通知的日期可写在右上角。
三、呼语
口头通知往往要有呼语，如Boys and girls，Ladies and gentlemen，Dear friends，Comrades等。
四、正文：通知正文所使用的语言应尽量简明扼要。
口头通知开始往往要用上“Attention，please，或“May I have your attention，please?”或“Be quiet，please”，其后可以加上I have an announcement to make，结束时可加上“That’s all”，“Thank you!”之类的客套话。对举行活动的书面通知，常用“sth will／is going to be held+地点+时间”或“There will／is going to be+sth+地点+时间”结构。结束语前常用“Please attend it on time”，“Do be present on time”或“Everyone is／All are welcome／expected to attend it”，“Don’t be late”之类的句子。
五、落款
口头通知通常不用落款；书面通知要落款，写出发出通知的人或单位名称。落款一般写在通
知的右下角。
Step 2: Instruction
下面以一则通知为例，谈谈英语通知的具体写法。
你所在中学决定举行一次万米赛跑活动，请你以学生会的名义用英文写一个书面通知，词数100左右，具体内容如下：
为推动全民健身活动，学校决定举行万米长跑。
时间：5月4日下午2：00(风雨无阻)。
参加人数：每班10人(欢迎教师参加)。
注意事项：1．1：30前在学校操场集合，请不要迟到。2．长跑路线：沿人民大街跑到交通信号灯向右转，一直跑到邮局再向右转；在第二个拐弯处右转，然后沿着河跑，最后回到学校。3．通知发出时间为2018年5月1日。
写作思路：
一、审题：这是一篇书面通知(Notice)。
二、列提纲，找要点，定句型：
1．目的：为了推动全民健身运动：in order to carry out the keep-fit program…
2．学校决定举行长跑比赛：our school has decided to hold…
3．比赛时间：on the afternoon of May 4
4．集合地点：the school playground
5．报名人数：ten students of each class are asked to…
6．愿参加者到……集合：those who want to… gather on…
7．长跑路线：run along…and turn right／go on running until…／take the second turning on…
8．欢迎参加：be welcome to…
三、确定时态：通知一般使用一般将来时和一般现在时。
四、连句成文：
NOTICE
In order to carry out the keep-fit program throughout the country，our school has decided to hold a 10，000-metre race on the afternoon of May
4．Whether it rains or not，the race will start at 2：00pm．Ten students of each class are asked to take part in the race．Those who want to take part in the race should gather on the school playground at 1：30．Don’t be late．All the runners will run along the Renmin Street to the traffic lights and then turn right．Go on running until reaching the post-office and turn right again．Take the second turning on the right. Go along the river and finally return to the school．All the teachers in our school are welcome to join us．
The Students’ Union
May 1，2018

Step 3: practice
1.假如你是学校学生会主席。你校决定于6月1日（星期六）晚上7：30在大礼堂举行毕业晚会，将有精彩的文艺演出，要求全体高三学生参加。请写一则通知，告诉大家准时参加。
大礼堂：auditorium 毕业晚会：graduation party文艺演出：program of entertainment 

2.（2017年高考英语试卷全国卷1）
假定你是李华，正在教你的英国朋友Leslie学习汉语。请你写封邮件告知下次上课的计划。
内容包括：
（1）时间和地点；
（2）内容：学习唐诗；
（3）课前准备：简要了解唐朝的历史。
注意：
1.词数100左右；
2.可以适当增加细节，以使行文连贯。
参考范文：
Dear Lesle,
How are you? I’m writing to tell you about your next Chinese lesson. 
We’ll still meet at my school, but not on Saturday as usual, since I’ll have to participate in a sporting activity that day. So let’s make it three o’clock on Sunday afternoon.
As you know, in order to acquire a good knowledge of Chinese, you should learn more about Chinese culture and history. Therefore, this time I will introduce Tang Poetry to you, which is of great help in learning Chinese. I advise you to learn about the brief history of the Tang dynasty in advance. It will surely help you in learning the poems.
Looking forward to hearing from you soon.
Yours,
Li Hua















第八课时：求助信（a letter of request）
Step 1: Introduction
求助信是当个人遇到一些自己无法解决的问题或困难时向别人请求帮助的一种书信。通常包括三部分：
1. 表明写信目的，请求帮助。
2. 要清晰陈述请求帮助的具体内容。
3. 希望得到帮助。注意语气委婉、真诚，并要向收信人表示感谢。
求助信的人称以第一人称为主，时态以现在时为主。求助信的语言应诚恳真挚，求助的目的应清晰明确。
Step 2: Instruction
常用语块：
Have trouble/difficult in doing sth./ do sb. a favor/ give sb. a hand/ seek for help/ask for help/ encounter some problems/ brbusy doing sth. /be engaged in doing sth./ prepare for sth./ concerntrate on/ focus on/ let sb. down/ overcome the fear/ be anxious to do sth./ offer some constructive guidance/ be grateful to sb. for sth.
Step 2: Instruction
How to write a letter of request
下面是2011年课标卷高考作文。清阅读范文，并找出求助信件的框架结构（通常为三部分）
假定你是李华，正在一所英国学校学习暑期课程，遇到一些困难，希望得到学校辅导中心（Learning Centre）的帮助。根据学校规定，你需要预约，请按下列要点写一封信：
1. 本人简历；2. 求助内容；3. 时间约定；4。 你的联系方式（Email:lihua@1236.com; Phone: 12345678）
注意：1. 词数：100左右。 2. 可以适当增加细节，以使行文连贯。
Dear Sir/ Madam,
I’m Li Hua, a Chinese student taking summer courses in your university. I’m writing to ske for help.
I came here last month and I find my courses interesting . But I have some difficulty with note-making and I have no ides of how to use the library. I was told the Learning Centre provides help for students and I’m anxious to get help from you. You may email or phone me. Here are my email address and phone number: lihua@1236; 12345678.Thanks fou your kindness in advance.
Look forward to your early reply.
Step 3: Practice
假如你叫周明,在光明中学读书,在学习英语的过程中你遇到一些问题,想得到老师的帮助.现在你给英语老师写一封求助信,内容如下：字数：120左右.
Dear teacher,
My name is Zhou Ming. I’m writing a letter to you to ask for some help. I have met much difficulty in learning English. First, I find our texts full of new words that are very difficult for me to remember. Besides, the texts are too long for me to recite. What’s more, grammar is also very difficult to learn.
Faced with so much difficulty, I have to ask you for some help. Would you like to introduce to us some good ways to learn new words so that we can remember them more easily? In the meanwhile, I beg you to teach the text more slowly so that the average students can easily follow you. Also, I would like you to introduce some rules and good ways to learn grammar.
I’m sure that I can make great progress in my English study with your help.
点评：介绍自己在英语学习中所遇到的问题和需要向老师求助的角度时作者均能围绕生词、课文、语法三个角度进行,文章脉络清晰,条理清楚,有较强的层次感.First, Besides, What’s more, In the meanwhile. Also等过渡性词汇的准确贴切使用使文章叙述更合理,思路更清晰,逻辑更严密,体现出作者文笔的老炼与成熟.Would you like to, beg sb.to do sth., would like sb.to do sth.,I’m sure等委婉句型的使用体现出作者的谦虚客气,诚恳朴实,并使文意显得情感浓烈,真实感人.表达现阶段在英语学习上遇到的困难时作者使用一般现在时表达文意,符合求助信的时态特点.定语从句、目的状语从句、宾语从句等高级表达方式的运用增强了文章的表达效果,提高了文章的表达档次.
【写法总结】
1．正确把握时态,保证语言准确性
　写英文求助信的原因就是目前自己在某一角度存在困难,因此应用一般现在时表达文意,当然描绘自己得到帮助后的进步时应用一般将来时表达文意.同学们一定要牢记求助信的这些时态特点,并增强错误防范意识,养成错误防范习惯,确保语言准确性.
2．熟悉常用句型,提高文章整体美感
　写英文求助信时首先得做自我介绍,此时可用My name is ....I’m writing to you for some help.或I’m writing a letter to you to get some help.句型.接着可简要交待自己所面临的困难,可用I have met much difficulty in ....句型.请求对方做某事时可用Would you like to ...so that ...In the meanwhile / At the same time, I beg you to ...so that ....Also, I would like you to ....等句型.展望获得帮助后自己的进步时可用I’m sure with your help I can make great progress.句型.这些句型不但使用频率高,而且语气委婉,态度谦恭,符合求助信的语言特点.
3．贴切使用过渡性词汇,提高文章逻辑性
　列举自己所碰到的困难时可用first, besides, what’s more等过渡性词汇.请求对方提供一系列帮助时可用in the meanwhile, at the same time, in addition, also等过渡性词汇.这些过渡性词汇是英文求助信特色过渡性词汇,应增强使用意识,养成使用习惯.
4．适当使用高级表达方式,提高文章表达档次
　写英文求助信时除使用常规高级词句之外,还可重点考虑几处高级表达方式.表达“面临巨大困难,所以只好求助”时可用现在分词做状语句型Facing so much difficulty, I have to ask you for some help.也可使用过去分词做状语句型Faced with so much difficulty, I have to ask for your help.表达请求对方帮助以便自己能够有所进步时可在一、二处地方使用so that或in order that引导的目的状语从句.这个句型非常好,有很大的表达容量,它既可表达求助内容,又能表达对方实施帮助后的作用,可谓一举两得.但必须注意的是,仅仅懂得这一点还不够,同学们一定要下定决心,强化意识,非把这一句型用上去不可.

第九课时：咨询信（a letter of inquiry）
Step 1: Introduction
咨询信也称询问信，是写信人就自己不太熟悉或不理解的事情或问题向有关部门、专家或熟悉该情况的朋友询问信息时所使用的一种书信。咨询信从呈送对象看可以分成以下三类：
1. 写给一些专门机关的咨询信；
2. 写给报社、电台的咨询信；
3. 写给个人的咨询信。
高考书面表达题试题中，考察类型以第一类和第三类居多。
文章结构
咨询信一般由三部分组成：
第一部分：表明写作意图，点名咨询的主要内容；
第二部分：详细叙述咨询的内容；
第三部分：希望对方给予回信。
写作语气：客气，有礼貌
Step 2: Instruction
高中英语咨询信模板：
Dear ______,
（1）I am ______（自我介绍）.(2) I am writing to see if it is possible for you to provide me 
with information regarding ______（要询问的内容）
（3）First of all, what are ______（第一个问题）？（4）Secondly, when will ______（第二个问题）？（5）Thirdly, is ______（第三个问题）？
（6）I would also like to inquire ______（将最重要的问题单独成段）.（7）Could you be so kind to ___________ on the above-mentioned aspects？ 
（8）Thank you for your kindness, and your prompt attention to this letter will be highly appreciated.
     Yours sincerely,
咨询信范文：
Dear Sirs or Madams:
　　My name is Zhang Jie. I am a postgraduate student of grade two of Huazhong University Of Science and Technology. I am very glad to continue my study in Harvard University, and I will come here in May, 2019.
　　In order to be prepared in advance, I want to know whether the university would provide on-campus housing. And I want to know whether I can live with international students so as to understand different cultures. If these answers are no, I want to know what kind of accommodation conditions the university would provide.
　　Thank you for your time, and I am looking forward to your reply.
Yours sincerely, 

第十、十一课时：建议信（a letter of suggestion）
Step 1: Introduction
建议信是写信人向收信人就某事提出自己的建议或忠告，有可能是写给个人，就收信人的某个问题提出自己的看法和观点；也可能是写个某个组织或机构，就改进其服务等方面提出建议或忠告。
建议信一般分三个部分：
首段：一般指明提建议的初衷；
中段：围绕问题，婉转地提出有针对性且具有说服性的建议，注意充分考虑对方的实际情况，表达时话要得体；
尾段：简单予以希望，希望自己的建议能对对方有帮助，同时阐明你所提供的建议仅供对方参考。
注意：
时态要以一般现在时为主；由于是给别人提出建议，所以人称应该以第二人称为主。
Step 2: Instruction
常用表达：
建议信开头：
Your have asked me for my advice on …… and I will try to make some suggestions.
Thanks for trusting me. It’s my great pleasure to give you some suggestions / advice / tips on ……
I’m sorry to hear / learn that …… However, the situation is easy to change if you take / follow my advice.
I’m sorry (that) you are having trouble / difficulty /problems in …… I think you can make it if you follow the advice below.
I’d like to offer you some advice.
表达建议：
I would like to suggest that ……
If I were you, I would ……
As far as I’m concern ……/ In my opinion, ……
It seems better that ……
Why not ……? It would be a good idea if ……
For one thing …… for another ……
In the first place /Firstly /First …… Secondly / Second …… Last but not the least ……
建议信结尾：
These are only my personal suggestions / tips. I hope you will find them useful / helpful.
I would be ready to discuss this matter with you in further detail.
I’m willing to discuss this matter with you whenever ……
I’ll highly appreciate your consideration of my advice / suggestions / tips.
I hope ……
Step 3: Pracrice
1.假如你是李华，最近你的英国笔友杰克刚刚转入一所新学。 由于他性格内向，不擅长交朋友，所以感到非常孤独，写信向你求助。请你给他回一封电子邮件。
注意：1. 词数100左右（开头语已为你写好，但不计入总次数）；2. 可是适当增加细节，以使行文连贯。
参考范文：
Dear Jack,
I’m sorry to hear that you are lonely in a new school, because you find it hard to make friends due to your shyness. Now, I’d like to offer you some advice.
First of all, it is normal for you to feel lonely, because you are now living in a new environment. Second, you should greet your teachers and classmates when meeting them on campus. Third, it will be a good idea if you often express your ideas in class and take an active part in class, which can help them  learn about you, I believe you are sure to make new friends soon if you shoe your friendliness to others.
I hope everything will be fine with you in the future.
                                                          Yours,
                                                          Li Hua

2.假定你是李华，你所喜爱的Global Mirror周报创刊五周年之际征集读者意见.请你依据以下内容给主编写封信，内容主要包括：
①说明你是该报的忠实读者
②说明该报优点：兼顾国内外新闻;介绍名人成功故事
③提出建议：刊登指导英语学习的文章
注意：①词数100左右，开头语己为你写好; ②可以适当增加细节，以使行文连贯。
Dear Editor-in-Chief,
Congratulations on the 5th anniversary of Global Mirror! I’m a regular reader of your newspaper. I like it so much that I hardly miss any copy.
There are many advantages of Global Mirror. Firstly, Global Mirror covers both national and international news. By simply turning the pages, I can know all important things that have happened both home and abroad. Besides, the success stories of world-famous people are also attractive to me, which help me learn a lot from them. In a word, thanks to Global Mirror, we are well-informed and keep up with the changing world.
As a young student, I wish that I can be a master of English language. Therefore, I suggest that Global Mirror provide articles about English learning for us.
Finally, I hope that Global Mirror will become more and more popular. Thank you for your time!
Sincerely yours,
Li Hua

第十二、十三课时：申请信、求职信（a letter of application）
Step 1: Introduction
申请信类型很多，包括求职信、报考申请子女、留学申请新等。
申请信一般包括：申请原因、具备条件、恳请申请单位或个人考虑自己的申请，表示谢意，期盼回复。
求职信具体为：
第一段：说明是从何处获得信息的，并提出申请；
第二段：写明自己胜任的理由如学历、能力及经验；
第三段：表明自己想得到这份工作的迫切愿望

Step 2: Instruction
好词集锦：
considerable,confident,suitable,extremely,pleased,grateful,especialy,opportunity,position,apply for, be good at, allow, would like to, offer, take...into consideration.
说明应聘原因常用语
I learned from sb/the newspaper that your company wanted to.../ I was told that..../ I have just read in the newspaper that your company needs a..../ I am writing to inquire opportunities for ..../ I am writing to you to inquire if there would be any position available for me to work as a.../ .I am writing to apply for the job ./ I have  learned from your advertisement that a ...is wanted in your company.
● I am very interested in your advertisement for an Internet Engineer in China Daily March 8. I would like to apply for the position.
● Your advertisement for an Internet Engineer in China Daily March 8 has caught my attention. I would like to apply for this position.
● In reply to your advertisement for a Marketing Manager in Chicago Tribune January 5, I offer my service for this position.
介绍学历时，常用以下句型：
● I will graduate in the summer of 2019 from the Department of Automatic Control, North China Electric and Power University.
● I will graduate with a Bachelor of Engineering degree from Tsinghua University in the summer of 2019.
● I will earn my B. S. degree from Beijing University in the summer of 2005.
● I hold / have a Bachelor degree in Mechanical Engineering.
在介绍自己工作经验时，常用：
● I have worked part time as a computer programmer for two years with the Carpenter Company.
● I have had two years’ part time experience as a salesman.
● I have been in the part time employment of the Import and Export company of Shanghai for two years.
介绍自己的工作能力时，常用以下句型：
● I am well acquainted with office work / import and export businesses.
● I have a good understanding of server hardware, remote administration, and networking hardware.
● I have a working knowledge of image size, file formats, and networking hardware.
● I am highly competent and self motivated to work in a fast moving, ever changing and demanding environment.
介绍自己的语言能力时，常用以下句型：
● I have strong written and verbal communication skills.
● I am fluent in both written and spoken English.
● I have a good command of both written and spoken English.
● I am good at both written translation and oral interpretation.
英文申请信格式标准：
1、信头(Heading)：
包括写信人地址和写信日期，通常写在信笺的右上角。在比较熟识的朋友之间的通信，写信人的地址常可略去。地址的写法通常是由小到大，如：门牌号、街道名、市(县)名、省名、国名(邮政编码通常写在城市名之后)。
这同中文书信的地址写法完全相反。日期写在地址的下方，可以写1-3行。通常有下列两种写法(a)月、日、年(美式)，如August 15, 200_；(b)日、月、年(英式)，如15th august, 200_ ，月、日的后面用逗号，年份后面不用标点。
2、称呼(Salutation)：
指写信人对收信人的称呼，如Dear Xiaojun写在日期下一两行，顶格写，称呼后面可用逗号，也可用冒号，一般用Dear...或My dear...开头。
3、正文(Body)：
这是书信的主体部分，即写信人要表达的内容。正文一般在称呼下方隔两行处开始写，正文的首行左边一般留约5个字母宽的空白。
4、结束语(Complimentary Close)：
它是书信结尾的恭维话，相当于文中书信最后的“视好”，“致礼”之类的话语。如“Best wishes"等
5、签名(Signature)：
签名通常签在结束语下方的中间偏右的位置，即使是打写机打出的信件，最后仍需亲笔签名，签名由写信人和收信人的关系和亲疏程度而定，一般只需写名不写姓，但若用了较庄重的结尾套语，此时可签全名。
在签名的上方可根据写信人和收信人的关系写Sincerely yours/ Yours sincerely(用于长辈或朋友之间)，或Respectfully yours/Yours respectfully(用于对长辈或上级)，注意开头字母要大写，末尾要用逗号。
申请信
【篇首句】介绍自己，简要说明信息来源，并提出申请。
1. I'm Li Hua, from Class One, Senior Two.
我是李华，来自高二一班。
2. I have read in the newspaper that a secretary is wanted in your company.
我在报纸上看到你们公司在招聘一名秘书。
3. I read the announcement of the Experience Life that you have posted on the Internet and I am interested in it.
我在网上看到你们发布的体验生活的消息，我对此很感兴趣。
4. I am extremly pleased to see your advertisement for an English tutor(家庭教师/助教)in the newspaper.
我很高兴在报纸上看到你们招聘家庭教师/助教的广告。
5. I am writing to apply for the summer camp in your school.
我写信是想申请加入你们学校的夏令营。
6. I am writing to tell you that I'm suitable for the job you are advertising.
我写信是想告诉你，我适合做你们在广告上刊登的这份工作。
7. I am writing to inquire about the possibility of the job.
我写信是询问(我得到)这份工作的可能性。
8. I am writing to join the program.
我写信是想加入这个项目。
9. I would like to apply for it during the summer vacation.
我想要暑假申请它。
【篇中句】突出自己特点，具体说明胜任理由。
1. I think I'm qualified for the position.
我认为对于这个职位我是有资格的。
2. In the first place, I have strong written and spoken communication skills.
首先，我有很好的写作和交流技巧。
3. What's more, I am well acquainted with the western culture.(be acquainted with 熟悉)
而且，我非常熟悉西方文化。
4. Last but not the least, I have good personality, and I am independent in life.
最后但也是很重要的一点是，我有很好的性格，并且在生活中很独立。
5. I think it's of great use to me. For one thing, I can gain some experience for my future job; for another, I can make more friends.
我认为它对我是有好处的。一则，我能够为未来的工作获得经验;二则，我可以交到更多的朋友。
6. I am sure I can do my best in the job.
我保证在工作中会尽最大努力。
7. That's why I am applying for the position.
那就是我申请这个职位的原因。
8. I hope I can join you.
我希望我能够加入你们。
【篇尾句】请求给予机会，期望尽快回复。
1. I will be much grateful if you can give me the opportunity.
如果你能给我这个机会，我会非常感激。
2. I hope you can offer me the opportunity.
我希望你能提供给我这个机会。
3. I hope I can be accepted as a member of your summer camp.
我希望我能够成为你们夏令营的一员。
4. If you need to know more about me, please contact me at 189......
如果你需要了解我更多，请给我打电话189......
5. I am looking forward to your early reply.
期待你的早日恢复。
6. I am looking forward to hearing from you soon.
期待早日收到你的来信。

Step 3: Practice
某海外学校举办英语夏令营，开设了如下课程：园艺(gardening)，烹饪(cooking),防身术(self-defence)，护理(nursing)。假如你是李华，写一封申请信，报名参加其中一门课程的学习。信的内容必须包括：
1.你感兴趣的课程；2.你期望从这门课程中学到什么；3.为什么想学这些内容
【参考范文】
Dear Sir/Madam，
I am very glad that your school will hold the English Summer Camp that contains many courses , such as gardening, cooking, self-defence , nursing and so on. I want to register to attend a course about gardening, because I have liked flowers, grasses etc since I was a little child。I especially like playing in the garden where I can enjoy the beauty of nature。For one thing ，I hope to gain a bit more knowledge of gardening so that it can help me to major in the gardening after attending college。Besides I wish to get much more information about gardening so as to study it more easily when I enter the university。What's more ，I can realize the bitterness of the gardeners to treasure the plants much more。For another，after graduation from college I will devote my life to cultivate the flowers and grasses to turn our country into a more beautiful state and attract many more foreigners to come to visit our country 。
Yours sincerely，
Li Hua


第十四、十五课时：道歉信（a letter of apology）
Step 1: Introduction
我们在工作和生活中有时难免会犯一些错误，写封道歉信就显得很有必要。道歉是一种礼貌，道歉信要写得坦率，诚恳。
道歉信通常包括三部分内容：
1.表示歉意，道歉的原由；
2.出现差错的原因，提出弥补措施；
3.请求原谅。语言要诚挚，解释的理由要真实。
好的道歉信不仅会取得对方的谅解，还会增进彼此的感情。

Step 2: Instruction
道歉信写作“三步走”：表示歉意——说明具体原因，提出补救方法——再次道歉，希望得到理解或谅解。
开头常用句式：
1. I am writing this letter to apologize to you for ……
2. I would like to express my deepest apology for not being able to ……
3. I am writing this letter to express my regret ……
4. I feel dreadful about ……
5. I must beg your forgiveness for ……
6. Please accept my sincere apology for ……
7. Here is my deepest apology for …..
8. I feel awfully sorry about it and want you to know what happened.
结尾常用句式：
1. Please allow me to say sorry again.
2. Will you please accept my apology?
3. I hope you can accept my apologies.
4. Once again, I am sorry for any inconvenience caused.
其他常用句式：
1. Would you mind if I change the appoint time?
2. I am sorry I cannot …. And I trust that you will be able to understand.
3. I want to let you know how regretful I am feeling now.
4. I am sorry that I will not be able to …… today.
5. I hope that this does not cause you too much inconvenience.
6. Thank you for being patient with us.
道歉信模板
Dear ______,
①I am truly sorry that ______（道歉的原因）.
②The reason is that ______（介绍原因）.
③Once again, I am sorry for any inconvenience caused.
④Hope you can accept my apologies and understand my situation.
Yours sincerely,
Li Ming
道歉信优秀满分范文
假设你是李华，因弟弟生病住院不能参加Sarah下周四晚上的聚会，就请此给Sarah写一封道歉信。
Dear Sarah,
I am terribly sorry to tell you that I am unable to attend your birthday party next Thursday evening. That is owing to(因为) the fact that (同位语从句)my younger brother suddenly fell ill and was taken to a hospital this morning. I have to go there immediately and take care of him. As told by the doctor in charge, it will take around five days for him to recover and I have asked my boss for a leave.
I really regret that I cannot go to celebrate your birthday personally and would miss the perfect chance of enjoying myself with all our old friends. I have chosen a small gift for you and will send it to you tomorrow to show my best wishes. Besides, please give my regards to our friends when you meet them at the party.
Cordially, (sincerely)
　Li Hua

Step 3: Practice
1.假如你是李华，你的朋友Sarah曾邀请你参加她下个星期四的生日晚会，课时弟弟生病了，需要人照看，不能参加。请根据下列要点写一封不少于100字的道歉信。
（1）表达歉意；
（2）解释原因；
（3）提出弥补的办法。
单句翻译：
（1）非常抱歉，我不能参加下周四晚你的生日晚会。
_______________________________________________________________________.
（2）那是因为今天早上我的弟弟突然生病了。
_______________________________________________________________________.
（3）我真的遗憾不能亲自为你庆祝生日和朋友们一起度过愉快的夜晚。
_______________________________________________________________________.
（4）请带我问候出席晚会的朋友们。
_______________________________________________________________________.
（5）再次为我带给你的不便感到抱歉。
_______________________________________________________________________.

参考范文：
Dear Sarah,
I am terribly sorry to tell you that I am unable to attend your birthday party next Thursday evening. That is owing to the fact that my younger brother suddenly fell ill and was taken to a hospital this morning. I have to go there immediately and take care of him. As told by the doctor in charge of him, it will take around five days for him to recover and I have asked my boss for a leave.
I really regret that I cannot go to celebrate your birthday personally and will miss the chance of enjoying myself with all our old friends. I have chosen a small gift to you and will take it to you tomorrow to show my best wishes. Besides, please give my best s to our friends when you meet them at the party.
Truly yours,
Li Hua

2. 假如你是李华，你的朋友Anne邀请你到他家吃饭，可你要准备即将到来的考试不能参加。请根据以下要点给他写一封不少于100词的道歉信。
（1）表达歉意；
（2）解释原因；
（3）提出解决办法（建议改期）
参考范文：
Dear Anne,
Thank you for your invitation at your home tomorrow evening. Unfortunately, it is much to my regret that I cannot join you and your family, because I will be fully occupied then for an important exam coming the day after tomorrow. I feel terribly sorry for missing the chance of such a happy get-together, and I hope that all of you enjoy a good time. Is it possible for you and me to have a private meeting afterward? If so, please don’t hesitate to drop me a line about your preferable date. I do long for pleasant chat with you.
Please allow me to say sorry again.
Yours,
L Hua









第十六课时：感谢信（a letter of thanks）
Step 1: Introduction
写感谢信是欧美国家的一种传统。收到礼物，去同学家做客，或收到亲友或者邻居的关照等，都要写感谢信。入乡随俗，与外国朋友交往写感谢信也是必需的。感谢信可长可短，重要的是真诚，表达自己的感激之情。写感谢信要及时，最好在刚刚收到礼物或者得到别人帮助后尽快写，因为这时候感激之情油然而生，写出的感谢信也会热情洋溢。
感谢信的语言可以没有具体定式，重要的是要抒发自己的真实情感，有时候简单、真实的语言更具有感染力。
感谢信一般包含三个部分：首先要明确地对对方提供的帮助或赠送的礼品表示谢意，注意如果是收到礼物的话，要提到具体的礼物或礼品，并称赞对方挑选礼物的眼光和符合心意，主体部分则需列举对方提供的帮助，说明该帮助所起的作用，或表达对所受礼品的喜爱以及以后如何使用及收藏等。结尾部分需再次表达诚挚的谢意并问候对方。
结尾段：再次表示感谢。

Step 2: Instruction
感谢信格式模板
Dear ______,
I am writing to extend my sincere gratitude for __________________(感谢的原因). If it had not been for your assistance in __________________(对方给你的具体帮助), I fear that I would have been___________________(没有对方帮助时的后果).
No one would disagree that it was you who___________________(给出细节).
Again, I would like to express my warm thanks to you! Please accept my gratitude. Best wishes.
Yours sincerely,
Li Ming

必背模版句型如下：
thanks again for your kind help.对你的帮助再次表示感谢。
my true gratitude is beyond any words description.任何语言都不能表达我的真挚谢意。
please accept my thanks, now and always.请永远记住我的谢意。
your help is very much appreciated by each one of us.我们每个人都非常感谢你
I am writing to express my thanks for...我写这封信是为了表达我对„„的谢意
I would like to convey in this letter my heartfelt thanks to you for... 在信中我要为……表达我真挚的谢意
thank you so much for the gift you sent me. It’s one of the most wonderful gifts i ever got.非常感谢你给我寄来的礼物，这是我收到的最好礼物之一。
many thanks for all the good things you have done in helping us to...非常感谢您为帮助我们所做的一切。
I would like to take this opportunity to express my great appreciation for your timely help and assistance.我谨借此机会感谢您给予我们的及时帮助和支持。
on behalf of my whole family, i would like to extend my sincere gratitude for...我谨代表我全家对„„表示真诚的感激之情。
nothing will be able to erase our wonderful memories, we will nurture them forever.没什么能抹掉我们美好的记忆，我们会永远铭刻在心。

感谢信范文（一）：
Dear (Boss’s Name),
I appreciated the opportunity to meet with you yesterday about the position of (job title) with (Company Name).
I really enjoyed meeting with members of the office and learning about the job. The entire team certainly seem to be highly skilled and motivated and the work itself seems as rewarding as it is challenging. From our discussion, I gained a strong sense of (Company Name)s commitment to their clients and their employees. I also enjoyed our discussion of my opportunities and future within the firm.
I feel strongly that I possess the qualities required as a (job title). I believe my education and experiences have prepared me well for a future with you. I eagerly anticipate our next meeting.      
Thank you for considering me for this opportunity.
Sincerely,
(Signature)

感谢信范文（二）
Dear Mr Li，
I’m very excited to write to express my thanks to you. I am now a freshman of Wuhan University， which I have been dreaming about. Mr Li, I still remember the days when you taught me English. My English has been improved greatly because of your creative work. However, at one time， the pressure of examinations， too much homework and the high expectations made me depressed. I was tired of the warning that if I didn’t do my best,  I wouldn’t have the chance to go to college. Thanks for your encouragement; if not， I wouldn’t have realized my dream. And now I really understand you. I wish more and more of your students could go to their ideal colleges. Are you still so busy? How I miss you!
Hoping to hear from you soon.
Yours，
Li Hua



Step 3: Practice
1.假如你是李华，前些日子你家刚刚搬入一个新单元中。在搬家时，你的外国朋友Jack主动帮忙。给他写一封感谢信。表达谢意。信中谈到你将举行一个乔迁之喜的聚会，盼望早日在聚会上再见到他。
参考范文
Dear Jack,
　　I am writing to thank you for all the help you gave us in moving into our new flat.
　　As you know, my mother is in poor health and there is a lot of furniture. I know we would never have been able to move all the things into the new flat without your help.
　　I am arranging a housewarming party soon and I look forward to seeing you then.
　　Thank you again for everything you have done for us.
Yours,
Lu Hua

2.假定你的名字叫李华，上个月学校派你去美国。在美国期间，你住在Jane家里。她带你参观和浏览了许多地方。Jane的妈妈为你做了许多可口的饭菜，这一切使你在美国度过了十分美好的日子。写一封感谢款待的信，表示对Jane及其家人的感谢。希望今后有机会在中国以同样的方式招待她。
　　参考范文：
　　Dear Jane,
　　Thank you so much for your hospitality and kindness last month. It was very kind of you to put me up at your house while I was in America. I really appreciate your taking me around delicious. Surely I had a wonderful time in America.
　　I hope I can repay you in the same way in China some time in the future.
　　Best Wishes,
　　Li Tong












第十七课时：祝贺信（a letter of congratulation）
Step 1: Introduction
高中英语祝贺信必背模板句型
Congratulations, all of us feel proud of your remarkable achievements!祝贺你我们都为您所取得的巨大成就感到骄傲。　
I am so pleased and happy to hear that...听到……我真的非常高兴。 I write to congratulate you upon...我写信来祝贺你……。
I offer you my warmest congratulations on your...对于你的……我表示热烈的贺。
We are just as proud as can be of you and send our congratulations.我们为你感由衷的自豪!祝贺你!
I wish you still further success!预祝你取得更大的成功。
We look forward to bragging about you in the years ahead.我们希望在未来的月中能骄傲地谈起你。
Please accept our most sincere congratulations and very best wishes for all thegood future in the world.谨向你表示祝贺和最良好的祝福。

英语祝贺信格式
Dear ______ ,
①I have learned with delight that you ______(祝贺事由). ②I would like to extend to you my utmost congratulations on ______. ③You must be ______. ④And I feel very happy for you.
⑤ ______(所取得的成绩)is quite exciting news! ⑥I know this is surely owing to ______(被祝贺人过去的努力).⑦It is a reward you richly deserve for your ______(被祝贺人的优点).
⑧Kindly let me know when you ______(咨询对方何时有空).⑨I hope ______(表达自己的愿望). ⑩My best wishes for your further success.
Yours sincerely,
Li Hua

Step 2: Practice
1.假如你是李华，你的好友魏芳在中学生英语演讲比赛中荣获一等奖。请你根据以下内容，给她写一封祝贺信。
内容包括：1.表达你的愉悦心情；2.向她表示祝贺；3.请她介绍成功的经验。
注意：
1.词数100左右；
2.开头和结尾已为你写好，但不计入总词数；
3.可适当增加细节，以使行文连贯。


参考范文
Dear Wei Fang,
I hear that you have won first prize in the English Speech Contest of Middle School Students, so I’m writing to give my sincere congratulations.
You don’t know how excited I was when I heard the good news. As your best friend, I am proud of you and your pronunciation and fluent English left me with deep impression. It came as no surprise to me that you won the contest. Could you share with me how you improve your spoken English? Your experience will be of great help to me in learning.
I will be grateful if you can write me back and give me your advice. I am looking forward to your early reply.
Yours,
LiHua

2.假如你是高三学生李华,得知你的美国笔友Peter被Harvard(哈佛大学)录取,请你给他写一封电子邮件。要点如下:
（1）表示祝贺且备受鼓舞;
（2）介绍自己目前的学习情况;
（3）请教学习方法。
注意:
（1）词数100左右;
（2）开头和结尾已给出,不计入总数;
（3）可以适当增加细节,以使行文连贯。

参考范文:
Dear Peter,
I have received your e-mail. I am very excited and inspired by the good news that you have been admitted into Harvard. First I’d like to offer my congratulations to you on your great success and I also hope to enter a famous university just like you.
Now I want to tell you something about myself. As you know, I’m busy preparing for the College Entrance Examination. Day after day I work very hard and have to stay up late doing piles of papers. However, I’m always feeling stressed out because my efforts don’t seem to pay off, which makes me frustrated and exhaust ed. Will you be kind enough to give me some advice?
I would appreciate it if you could write back to me as soon as possible.
Yours,
Li Hua


第十八课时：投诉信（a letter of complaint）
Step 1: Introduction
投诉信通常包括以下几个方面的内容：说明投诉的原因并表示遗憾；实事求是地阐述问题发生的经过，切记不要夸大其词；指出问题引起的后果；提出批评及处理的意见或敦促对方采取措施，或者提出所希望的赔偿以及补救方式。组织提纲时要遵循“三步走”的写作规律：
第一段：表明来信所要投诉的问题，尽可能做到客观礼貌，给读信人留下好印象。应该记住读信人不一定就是错误的责任人，他的合作对事情的最终圆满解决有着非常重要的作用。
第二段：写明投诉的原因、问题的经过及产生的后果。可以说具体的理由，也可以说问题的具体体现方式。
第三段：提出解决方案，不需展开。这段应体现书信的礼貌原则，可以用类似“如果你能……，我将十分感激”这样的表达方式。还要注意做到公平、公正。
 Step 2: Instruction
Useful sentence patterns: 
1. I am writing to complain about…\ I am writing to make a complaint about…\ I am writing to express my dissatisfaction about…
2. There is something wrong with… I bought. For one thing, ..…; for another thing …
3. I can hardly bear \tolerate …any more.
4. I hope you can consider my suggestions and improve the situation
5. I would like to have a refund(退款) or a replacement（更换）as soon as possible.
段尾常用语：
(1)It would be highly appreciated if you could…
(2)I believe you will take my complaints seriously and…
(3)I hope you will give due attention to this matter.
(4)I would like to get this matter settled by the end of this month.
(5)I could not be more satisfied if you can kindly…
(6)I would appreciate it very much if you could…
投诉信格式模板：
Dear ________，
I am ________ (自我介绍). I feel bad to trouble you but I am afraid that I have to make a complaint about ________ (抱怨的事情)．
The reason for my dissatisfaction is ________ (总体介绍). In the first place, ________ (抱怨的第一个方面). In addition, ________ (抱怨的第二个方面). Under these circumstances, I find it ________ (感觉)to ________ (抱怨的方面带来的后果)．
I appreciate it very much if you could ________ (提出建议和请求), preferably ________ (进一步的要求), and I would like to have this matter settled by ________ (设定解决事情最后期限)．
Thank you for your consideration and I will be looking forward to your reply.
Yours sincerely，
Li Ming
Step 3: Practice
1.假如你是李华，昨天在商场购买了一台电风扇，回家后发现它不能运转。你回到店里与营业员交涉时该营业员对你的态度恶劣，对你提出的问题不予受理。请你为此向经理写一封投诉信。
Dear Manager,
I feel sorry to trouble you but I am afraid that I have to make a complaint.
Yesterday I bought an electric fan in your shop, but when I got home and turned it on, it didn’t work. So I took it back and talked to the assistant about the problem. To my surprise, instead of helping me solve the problem, the man, in a rude manner, refused to examine it.
Generally, your shop is well-known for good service and that is why I bought the electric fan in your shop. I was really upset to find that such a thing should have occurred in your shop.
I am waiting for a reasonable explanation and expecting an early reply.
Sincerely yours,
Li Hua
2. 你是李华，两周前你从网上一套书虫系列读物（Bookworm Series）昨天才到货，且包装破损，数量不足。请就此向网店客服写邮件投诉。
要点如下：
（1）介绍购物情况
　 （2）反映存在问题
　 （3）提出解决方案
　　注意：
　（1）词数100词左右
　（2）可适当增加细节，使行文连贯
　（3）开头结尾已给出，不计入总词
　　可能用到的生词：投诉complaint n.
参考范文：
　　To whom it may concern,
　　I am one of your customers. I ordered a set of Bookworm Series on your website two weeks ago, but I didn’t receive them until yesterday. And much to my disappointment, the books were so poorly packed up that the cover of one book was torn. To make matters worse, it is not a complete set, as I found one book missing.
　　I am sorry to have received such poor service, and I believe I have every right to ask you to deal with this problem. I hope that you either return my money or deliver a new set of books to me. Besides, I’d like to be informed of the process of your dealing with my complaint.
　　Looking forward to your reply.
　　Li Hua
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