作文（小作文）

小作文：

拿分3要素

审题

格式

脑洞

审题1：

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.

Write your letter with no less than 100 words. Write it on ANSWER SHEET 2.

Do not sign your name at the end of the letter; use “Li Ming” instead.

You do not need to write the address. (10 points)

审题2：

Directions:

Suppose your university is going to host a summer camp for high school students. 

Write a notice to

1) briefly introduce the camp activities, and

2) call for volunteers.

You should write about 100words on the ANSERE SHEET.

Do not use your name or the name of your university.

Do not write your address. (10 points)

审题3必须：

1）必须划出文体要求

2）必须标明双方身份

3）必须清楚具体任务

格式1： 

Directions:

You are an active member of your school newspaper. The newspaper is currently looking for a journalist for the summer holiday. Write a memo that will appear in the newspaper next week describing the position available. You should write about 100 words neatly on ANSWER SHEET 2. (10 points)

格式1： 

MEMO

To: All students

From: Li Ming

Date: August 10, 2017

Subject: Journalist Position Available for the Summer Holiday

In order to comprehensively cover our students’ holiday life, the school newspaper is going to recruit a new journalist and the details about this position are listed as follows. 

....(中间段略）

If you are interested, please send your resume to 123@123.com The closing date for applications is August17，2017.

格式2：

Your university, ABC University, is going to celebrate its 60th anniversary. Write an announcement which covers the following information.

1) opening and closing dates of the celebrations, 2) celebration activities,

3) an invitation to all the past students, and ways to contact

Do not sign your own name at the end of the announcement. You should write about 100 words neatly on ANSWER SHEET 2. (10 points)

Announcement

The 60th anniversary of ABC University’s will be held next month. In order to make this anniversary a huge success, a number of activities will be held and the details are listed as follows.

....(中间段略）

Hereby, we sincerely invite all our alumni to be present to share this special honor and joy. If you have any questions, please do not hesitate to contact us at 010-123456 or email us at ABC@edu.com.cn. (OR: If you have any questions, you are most welcome to contact us for more information.)

                                                  ABC  University

格式3：

Directions: suppose you are a member of your School’s Students Union. Write a letter to all students to call on everyone to save food. Do not sign your own name at the end of the letter. You should write about 100 words neatly on ANSWER SHEET 2. (10 points)

Dear fellow students, 

         As a member of Students Union, I am writing this letter for the purpose of reminding every one of us the importance of saving food, since, nowadays, an increasing number of students take a casual even indifferent attitude toward foods. The following content is brought to your notice. 

....(中间段略）

  My fellow students, take actions right now! Let’s put an end to food waste together! 

                                          Yours sincerely,

                                              Li Ming

脑洞：

中间段，简单句，不漏点，

没错误，讲清楚， 就高分

[image: image1.png]On behalf of the “Talents” English
Speech Contest committee, I'm writing to
invite you to be our new judge. As the core
part of our “Foreign Culture Festival”, this
school-wide contest is due to be held in the
Students’ Auditorium on May 12(next
Sunday), and we believe that you can give our
competitors some enlightening comments as
both a native-English speaker and
knowledgeable professor. To be more
specific, the event will start at around 7:00
p.m., and last for 2 hours at most. At the end
of it, we will have some hand-made presents
for each judge and competitor.




书信：

第一段：自我介绍（非必须写）+写信目的+补充写信原因

（非，且要结合话题）

第二段：建议用总分结构展开提纲中要求的内容

第三段：感谢读信+1）期待回信 2）造成不便很抱歉

3）有问题请联系（任选，可多选）+结合话题发表祝愿

第一段：自我介绍/寒暄（非必须）+写信目的（必须）+补充写信原因（非必须）

自我介绍

I am Li Ming, 名词写身份.

I am Li Ming, a student of English major of ABC 

University.  

As a member of Students’ Union, ….

As a manager of ABC Company, …

On behalf of the Students’ Union( and in my own name),

On behalf of =代表。。。

寒暄（非）---对熟悉的人用

I haven’t heard from you for a long time. 

How have you been doing recently？ 

I am sorry to hear that …

写信目的：

正式 I am writing this letter for the purpose（意图） 

of doing sth. 

inviting sb. to do sth  

complaining about sth. 

making a complaint about sth. 

making/offering some suggestions about sth. 

recommending sth. to sb.    

expressing gratitude to sb. for sth. 

expressing condolence to sb. 慰问

taking a sick leave 请病假

consulting sth. 咨询

extending welcome to sb. 表示欢迎

写信目的完整例：I am writing this letter for the purpose（意图） of expressing(my sincere) gratitude to you for your hospitality(热情款待n.) during my stay in America.

非正式的写信目的写法： I am writing here to do sth.

可补充写信原因（非必须）

自我介绍（.），写信的目的是……， 为什么要有这个目的（适当联想YY）

书信第一段完整例：I am Li Ming, a member of our School’s Students’ Union. I am writing this letter for the purpose of expressing my welcome to you and offering you some suggestions about your campus life, since you have just come to China and are not familiar with our school. 

首段完整示例1：

Dear Sir or Madam, 

  I am Li Ming, a Chinese student who dreams to study at ABC University since it is one of the best schools in the world. And I would be grateful if you would be kind enough to provide me with certain essential information.

首段完整示例2：

Dear Tom, 

  I am so sorry to hear that you were hit by a car yesterday. Fortunately, your mother told me your injury is not serious and I am writing to tell you that some of our classmates and I are planning to visit you this weekend. Here is what I want to let you know. 

首段完整示例3：

Dear fellow students, 

   As a member of Students’Union, I am writing this letter for the purpose of reminding every one of us the importance of saving food, since, nowadays, an increasing number of students take a casual even indifferent attitude toward food. The following content is brought to your notice. 

第二段：尽量用总分结构展开提纲要求的内容

常见的总句：

正式： 通知/备忘录  The details(about sth.) are listed as follows. 

客套：I would be grateful（感激的） if you could take the following xxx into consideration. 

   （求职/申请…需要对对方比较客气的）     

Xxx =content（内容）….suggestions/complaints/plans 

书信：

没那么客套的版本：（投诉-要求= content）

I hope you can take the following xxx into consideration. 

非正式： Here is what I want to tell you. /         

-want to share with you. (生活)

原因如下：(适用于推荐信) There are several reasons to account for（解释） my recommendation（推荐）. 

分点写具体任务

脑洞=会写

书信：

中间段完整示例：

咨询博物馆展览：

First of all, my main concern is the specific time and place of this activity. Since I have to attend class from Monday to Thursday, I would be quite grateful if you could provide that information so I could then make a proper arrangement in advance. What’s more, I am wondering if you could tell me which periods of Chinese history will be exhibited. 

咨询博物馆展览：

Last but not the least, could you tell me whether this exhibition is free or not? If you plan to charge, may I get a student discount?

第三段：

感谢读信+ 1）期待回信 2）造成不便很抱歉 3）有问题（需求）请联系  + 结合话题发表祝愿

一、感谢读信 

正式：I would like to express my gratitude(名词感激) to you for your kind consideration of my letter. 

非正式：Thank you for your time（attention). 

二．1）期待回信

正式：It would be highly appreciated(感激) if you could send me a reply (grant me an interview 给我一个面试) at your earliest convenience. (尽快)

非正式：I am looking forward to（介词） hearing from you soon. 

2）造成不便很抱歉 (道歉信或觉得有对不起他人的对方) 觉得给别人带来麻烦了

正式：Let me apologize (again)for any inconvenience I may have caused. 

非正式I feel so sorry if I have brought any trouble to you .

3）有问题随时联系

If you have any question or suggestion (concerning …与…有关的 )，

If you need any further information, （进一步的信息），

If you have any question (concerning this English Speaking Contest), please do not hesitate（犹豫）to contact us (at 12345 ) ---正式

if you have any question, please feel free to let me know(非正式)

if you need any help, please feel free to let me know(非正式)

结合话题发表祝愿 （hope） 

I hope you can enjoy your stay here. 

I hope you can recover soon. 

I wish you a happy new year in advance.(提前) 

书信完整示例1：小胖住院，写信慰问

Dear Tom, 

     I am so sorry to hear that you were hit by a car yesterday. Your mother told me your injury is, fortunately, not serious and I am writing to tell you that some of our classmates and I are planning to visit you this weekend. Here is what I want to let you know. 

Firstly, don’t worry about your injury and be optimistic. If you follow the doctor’s advice, you will recover soon. Secondly, don’t worry about your studies. I will record the lessons when you are absent. Thirdly, have some fruits and drink more water. 

If you need any help, please feel free to let me know. Always remember we are best friends. I am looking forward to seeing you soon. 

                                                           Yours, 

                                                           Li Ming 

书信完整示例2：客户投诉，经理道歉

Directions: The online-book store you work for has receive some complaints recently. As its manager, write a letter to those customers to express your apologies and offer some solutions to those complaints. Do not sign your own name at the end of the letter. You should write about 100 words neatly on ANSWER SHEET 2. (10 points)

Dear sir or madam, 

         As the manager of CCC on-line book service, I can understand your complaints because our service is far from satisfactory. Therefore, I am writing this letter for the purpose of expressing my sincere apologies. In addition, we would take actions to improve the situation, and the details are listed as follows.

On the one hand, since many of you have expressed that our service does not cover sports especially NBA, we would immediately expand our book list by adding some basketball magazines. On the other hand, it was very nice of you to point out that our express deliveries are more like slow deliveries, so we would take effective and efficient measures to ensure that you can receive our books more quickly.  

I would like to express my gratitude for your attention to my letter. If you have any more questions or suggestions concerning our service, please do not hesitate to contact me. Sincerely hope our service can serve for delight, for ornament, and for ability. 

                                      Yours sincerely, 

                                            Li Ming 

书信完整示例3：外企寻合作，经理给介绍

Directions: Suppose your company has learnt that Mr. Smith, a manager of a foreign-funded company, is seeking to establish cooperation with a Chinese company. Write a letter to Mr. Smith to introduce your company and express your wish for further cooperation. Do not sign your own name at the end of your letter, using “Li Ming” instead.

Dear Mr. Smith, 

         I am Li Ming, the marketing manager of ABC Company. I am writing this letter with the purpose of giving you a brief introduction to our company, since I was informed that you are searching for a Chinese partner. 

I would be grateful if you could take the following content into consideration. Firstly, our company is located in Shanghai, an international metropolis（大都市） and the economic center of China. Secondly, our company is one the most famous manufacturers of mobile phones and has cooperated with many well-known companies such as Apple, Xiaomi and Samsung. Thirdly, our staff members are hardworking and committed to their jobs（敬业）, so the quality of our products can be guaranteed. 

Thank you for your time. Your prompt reply will be highly appreciated and we are looking forward to（介词后加名词）establishing a long-term partnership with you.

                                              Yours Sincerely,  

                                                     Li Ming 

