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英语作文范例

1. 了解对方毕业后的情况。2. 你的近况。3. 邀请对方方便时来访。
Dear Sam,

It is lovely to write to you. I haven’t seen you since we graduated. I'm told that you are in New York now. What have you been doing these years? Do you keep in touch with other classmates?

I am now working in Shanghai JiaoTong University as a teaching assistant. My main duty is to support my teacher with her everyday teaching. The job requires great patience. But it is always a nice thing to work in a college, especially with those kind teachers and lovely students. 

I miss you very much. I would be very happy if you come to Shanghai and I’m sure we'll have a good time then.

Looking forward to hearing from you.

                                                       Alex

1. 告诉对方你最近将出去旅游。2. 了解对方所在地的旅游点。3. 请对方给予帮忙安排。
Dear Susan:

How is everything going with you these days? I'm going to Guilin, your hometown, for a holiday this Friday and stay there for about a week.

   Guilin is a wonderful place that I have always dreamed to visit. Since you work there right now, could you tell me about where to stay, where to eat and what to see in Guilin? I'm also told that Yangshuo is the most beautiful place in Guilin, and there are lots of activities you can do, so I plan to stay there for five days.

Would you please book a nice hotel for me if it is convenient for you? Well, I feel very excited that we'll see each other very soon.

Looking forward to seeing you.

                                                             Love!

                                                              Jane

范文3

你的一位外国朋友给你来信，打算到中国旅游。你给他回信，提出旅游建议。你的回信应包括下列内容：

1.接到朋友的来信；2.你对旅游的安排计划及理由；3.表达你希望见到朋友的心愿。
Dear Tom, 

I'm glad to know you want to make a tour in China. Now I'm living in Shanghai, and there are so many famous places here. I have made a plan for your visit in Shanghai. First we can go to the Peoples' Square, the most famous place in Shanghai. Then we can go to Yu Garden, which I think you have heard before. In the evening, we may have dinner at my home and you care welcome to stay at my home for several days. I'm looking forward to your coming to Shanghai. I am sure you will like this city. 

Yours,
 
   Mark


范文4

选择一个你想旅游的地点，并安排旅行计划。你应包括下列内容：

1.说明你想旅游的地点；2.说明你为什么选择这个地点；3.描述你的旅行计划。
Dear Alice,

How is everything going with you? 
I plan to go to Sanya in Hainan province for my summer holiday. It's a famous seaside resort in China with clear water, beautiful sand and tall palm trees. It’s a wonderful place for a relaxation. You can enjoy delicious seafood and fresh fruits of many kinds. What's more, you can do a lot of activities there, you can go swimming, surfing and diving, and you also can have a barbecue on the beach. I plan to stay there for a week and I believe I will enjoy myself there. 

Regards

                                                   Yours ever， 

                                                   


Jimmy

范文5. 你的朋友邀请你参加他/她的生日聚会，告诉对方你不能接受他/她的邀请。你应包括下列内容：

1.告诉对方你不能接受他/她的邀请；2.对对方的邀请表示感谢；3.说明无法接受邀请的原因。
Dear Lily, 

Thank you very much for the invitation to your birthday party this Saturday evening. But unfortunately I am not able to take part in it, because I have to play a football match this Saturday afternoon. As you know, I am a member of the football team in our university. This weekend we will have matches with all the other universities in Shanghai. We have already been preparing for a few months. I don't know how long my match will last. So I can't come to your party. I wish you a very happy birthday. Have a good time and a lot of fun!

Best regards,
    Hongli


范文6. 你应邀到一位好友家吃晚饭。事后给朋友写信表示谢意。你的信应包括下列内容：

1.表达谢意；2.表达想回请的意愿；3.期待朋友的光临。
Dear Cindy，

Thank you for your invitation to your home for dinner yesterday. It was a beautiful night. I enjoyed the food and the music very much. This Saturday is my birthday, there will be a birthday party at my place, and I will invite some close friends to have dinner at my home. I do hope you can come to join us. We will have a barbecue in my back yard, and one of my friends will play the guitar, he can play very well. We can sing and dance to the music. It would be fun. Please make sure you will come. I am looking forward to having you at my party. 

                                               Yours， 

                                               

Cathy

范文7. 1、了解对方近来的情况。 2、通知对方同学将在五一举行聚会。3、请对方参加。
Dear Echo，

   It is lovely to write to you. I haven’t heard from you for a long time. How is everything? 

   I am now working in Shanghai JiaoTong University as a teaching assistant. My main duty is to support my teacher with her everyday teaching. The job requires great patience. But it is always a nice thing to work in a college, especially with those kind teachers and lovely students. There will be a former classmates’ get-together during this May Day holiday at our mother school.

   I miss you and the happy school days we spent together. And I think this get-together would surely bring back a lot of old memories. So do come to the party if you are free.

   I am looking forward to your reply.

Yours truly,

Richard
范文8.

1、了解对方最近的学习情况。2、你的学习情况。3、请对方说说提高英语水平的经验。
Dear Jane，

It’s a pleasure to hear from you. I’m really happy to know that you can continue your study in Oxford, which is a world-known university in Britain. How about your study and life there?

Since I am now working in a multinational company in which English is very important in daily life. I have to use English, which I’m not very good at, every day. I begin to study English in Shanghai Jiaotong University recently. But it's really hard for me to work in the day and study in the evening or on weekends. And the most difficult thing for me is grammar.

You have always been good at English. Would you please tell me your own experience in English study and give me some tips? Looking forward to your reply.

 Best wishes，

Yours truly,

Richard
范文9

1.你的近况。2.请对方帮你购买英语语法书。3.邀请对方方便时来访。
Dear Eric，

Haven't heard from you for a long time. Is everything going well with you? 

I am now working in a multinational company in which English is very important in daily life. I have to use English, which I’m not very good at, every day. I begin to study English in my spare time, but it's really hard for me to work in the day and study in the evening or on weekends. And the most difficult thing for me is grammar. Since you are always good at English, would you please buy a good English grammar book for me?

   We haven't seen each other since last summer. Why not come to Shanghai for some days? It will be great that we can be together again. Looking forward to seeing you.

                                                  Yours，

                                                    Mike

1、了解对方近来的情况;2、通知对方同学将在五一举行聚会;3、请对方参加。
Dear Wang Hong,

How is everything getting along with you? It is almost one year since we graduated from university. I miss you very much. What have you been doing all these days?

I have been a middle school teacher in my hometown since graduation. Teaching always keeps me busy, but I like my students and I love teaching, you know. So everything is fine here. There will be a former classmates’ getting together during this May Day holiday at my school.

You are my best friend. I never forget those happy days we spent together. I hope you can come to my school when the time is due and you are free.

I am looking forward to your reply.

                 








Yours truly,

                 










Li Hua


求职信

 提示：假设你是刘明,登载在《中国日报》某期上的招聘广告引起了你的兴趣。请你给负责的Bull先生写一封求职信,信中包含以下信息: 

① 你如何得知招聘消息

② 你想应聘这份工作及你的应聘条件

③ 进一步询问有关这份工作的详细信息
Dear Mr. Bull, 

I would like to be considered for the post of sales representative with your corporation, as advertised in the May 28 edition of China Daily.

As a graduate from the Foreign Trade University, I feel very confident that I can meet your special requirements that the candidate must have a high command of English, for I have got an excellent score in TOEFL. Furthermore, I learned to communicate well with English speaking customers when I worked as a salesman with the Great Wall Corporation Limited.

The main reason for changing my employment is to gain more experience with a company of outstanding international reputation such as yours. Enclosed are my resume and three photos. I would appreciate an opportunity to be interviewed.

Thanks a lot for your time. Looking forward to your reply.

Sincerely Yours,

Bill
道歉信 提示：你和你的好朋友Tom发生了争执，在自我反省过后，你觉得有必要向他道歉。请就此发一封E-mail表示你的诚意。

Dear Tom,

I am sorry for having blamed you several days ago when I heard you lost my favorite book. I shouldn’t have said that if you couldn’t get back the book, we would never be friends. I suppose you must have been hurt then. Later, I couldn’t sleep well during the nights. I recalled a lot of happy time we had together, and realized that friendship was more important than a book. So finally I decided to write a letter to say sorry to you in hopes that you could forgive me and we can be best friends again.

Yours Regretfully, 

Mike


祝贺信：提示：假如你是李华，你得知在美国的朋友Tom后天要过生日了。你通过E-mail给他写封贺信。感谢他三年来给你的帮助，祝贺他生日快乐，并预祝你们的友谊天长地久。

Dear Tom,

I’m very glad to learn that your birthday is coming on the day after tomorrow. And I’m very eager to join your many friends in wishing you a happy birthday. 

It’s been three years since we became friends through the Internet. And I’m very grateful to you for giving me a lot of help in learning English. I have been treasuring our friendship so much and I am looking forward to enjoying it for many years to come. 

I’m sending this email in the hope that it is something that will help make your birthday a happy one. Best wishes for a joyous birthday.

                                                  




Yours,

XXX

53. 假设你叫王明，昨天收到了笔友David的e-mail，得知他不久要到北京来学习中文。他想了解如何学好中文。请你用英文给他回复一封e-mail，介绍学习中文的体会和方法，提出你的建议，以及表达你帮助他学好中文的愿望。

Dear David, 

I’m glad you’ll come to Beijing to learn Chinese. 

Perhaps it’s difficult for you because it’s quite different from English in terms of both words and grammar. You have to learn almost 3000 Chinese characters to meet the general demand. It’s also important to practice reading and writing every day and you can watch TV and listen to the radio to improve your listening ability. Do your best to get chances to talk with people in Chinese. 

If you have any questions, please don’t hesitate to ask me. I’m sure you’ll learn Chinese well in the near future.

Hope to see you soon in Beijing. 

Yours,   

      Wang Ming


提示：假如你叫李华，在因特网上找到了一个叫David的英国网友，现在请你根据下列要点给David写个E-mail，介绍你自己的一些情况。

①李华，大学生，家住在上海；②喜欢听音乐和运动；③对英语很感兴趣，会唱不少英文歌曲；④有朋友也想找英国网友，希望得到帮助。
Dear David,

I’m very glad to write this E-mail to you. My name is Li Hua, and I’m a university student living in Shanghai now. In my spare time, I like listening to music and playing football or basketball with my friends. I believe sports can make people healthier and happier and I like staying together with friends in open air. What’s more, I’m very interested in the language of English and I have learned to sing a few beautiful English songs. By the way, some of my friends wish to have their own pen-pals on the Internet, too. Can you introduce some of your friends to them? We’ll appreciate your help.















    Yours,

                                                            Li Hua

 提示：假设你叫王萍，是某电视台英语频道“School English”栏目的忠实观众。请根据下列信息给该栏目的主持人Cathy写一封英文信，并表达你对这个栏目的良好祝愿。

    优点：内容丰富（有故事、游戏、英语歌曲等），有利于提高英语水平（词汇量、听说能力）；能了解更多的外国文化;不足：语速有点快；每周只播出两次

Dear Cathy,

I like your program very much because it has a lot of interesting stories, attractive games and popular English songs. From your program we can learn many new words and expressions. We can improve our listening and speaking in English. We can also know more about the culture of other countries in the world. In a word, we benefit a lot from your program.

But I’m very sorry to tell you that I can’t follow you easily sometimes because you speak a bit too fast. It’s also a pity that we can only watch your program twice a week. Could you make some adjustment?

Thank you again for giving us a lot of fun! I wish your program a brighter future!

                                           


Yours Sincerely, 

                                                      Wang Ping
欢迎辞提示：一些英国朋友来参加你们班的英语晚会。作为主持人，你需要用英语准备一份欢迎辞,其中必须包括以下内容：

   ①what do you think of British people   ②how do you learn English in your free time

   ③your English programs   ④ending(结束语)

Good evening, ladies and gentlemen! 


Welcome to our class and welcome to our English Evening. 


The 60 students in our class all like English and study hard at it. In our free time we often read English books, newspapers and magazines. Sometimes we learn English on the radio and sometimes on TV. It’s great that we can communicate with you while enjoying the programs this evening, which include some short plays, songs, and dances and so on by our classmates. 


I hope you’ll like these programs and have a good time. Thank you!
提示：假设你是某大学学生，你有位加拿大朋友Danny, 也是一位大学生。他希望了解你将如何度过这个暑假。为此，你把你的想法写成E–mail 给他。暑假生活包括以下内容：

①坚持锻炼身体。②根据个人兴趣和需要安排学习。③做份兼职工作。

Dear Danny,

Summer holiday is drawing near. During the holiday, the first thing I'll do is to get relaxed after the final examinations. I'll keep on doing morning exercises every day as usual. In the afternoon I'll go fishing in the river if I'm free. I like playing the computer a lot. So I'm going to surf the Internet and try to find some useful information for a part-time job. Besides, my Chinese is a little weak. So I'm going to read more books on Chinese than on any other subject. Meanwhile, I'll help my parents do housework as much as possible. I'd like to visit some of my friends and relatives as well.

I'm sure I will have a pleasant time this summer. 

                                                 Yours， 

王小明毕业于湖北大学，专业是国际贸易，学习能力强，英语听说流利，请以他的名义给ABC这家出口贸易公司的陈经理写一封求职信，请他考虑她的面试请求。写信时间是2006年10月12日。
                                                            October 12, 2006
Dear Mr. Chen,
I’m writing this letter to apply for a position in your company. I’m Wang Xiaoming and graduated from Hubei University. My major is International Trade. I’m good at study and have a good command of English listening and speaking. I’ll appreciate（感激） if you can consider giving me a chance of interview. (Hope to hear from you soon).
                                                               Yours faithfully，
                                                               Wang Xiaoming
请以学生会的名义给外语系的黄教授写一封邀请函，邀请他出席9月1日下午3点学生会在演讲大厅举行的英语演讲比赛。演讲的内容是关于暑期兼职的经验。写信时间：8月25日。
                                                             August 25, 2006
Dear Professor Huang,
We’d like to invite you attend the English Speech Contest which will be held in the Speech Hall at 3 p.m. Sept. 1st. The topic of the speech is about the experience of part-time job in summer vocation. We look forward to your presence.
                                                           Yours sincerely，
                                                           Students’ Union
请以John的名义给房东Mr. Smith写一封投诉信，内容包括：
（1）他所租住的房子的门铃再次出现故障
（2）该门铃上星期已经坏过一次，请人修理后不到一周时间再次出现问题
（3）请房东再派人来修理或者更换，否则本月的房租将会推迟交纳。
（4）写信时间为2006年8月15日。
                                                             August 15, 2006
Dear Mr. Smith,
The doorbell of the house I rent goes wrong again. There was something wrong with it last week but it didn’t work after the repair. Please send someone to repair it or change it for me or I won’t give you rent of the house
for this month on time. Hope to hear from you soon.
                                                             Yours sincerely，
                                                                     John
 请以Mary的名义给ABC公司写一封投诉信，包括以下内容
（1）你上个月刚买的空调噪音很大，让你难以入睡
（2）请该公司尽快派出专业的维修人员上门维修
（3）写信时间为2006年7月14日
                                                    July 14, 2006
To whom it may concern (敬启者)，
The air-conditioner I bought from your company last makes a lot of noise. It makes me hard to fall asleep. Please send someone professional to repair it for me as soon as possible. Hope to hear from you soon.
                                                    Yours sincerely，
                                                             Mary
请以Phoebe的名义给假日饭店的经理写一封信，包括以下内容；
（1）你上周末在该饭店进餐时不慎丢失了一个红色手提包，回家后才发现
（2）手提包里有一些零钱，两本书，个人身份证等东西
（3）请经理代为寻找，如有找到，请把包寄回到广州市东风路86号，联系电话81235644，写信时间为2006年6月9日。
                                                                 June 9, 2006
Dear Manager of Holiday Hotel,
I lost a red handbag when I had dinner in your hotel last weekend. But I didn’t know it until I came home. There are some change,
two books, my ID card and etc in it. Would you please try to find it for me? If you can get it, please send it to No.86 Dongfeng Road, Guangzhou or you can contact me at 81235644.
                                                               Y ours sincerely，
                                                                  Phoebe
请以Robert名义给花园酒店写一封信预定房间，内容包括：
（1）想预定两个对着花园的双人房（2）时间是从2006年5月1日到7日
（3）如果没有空房间的话请尽快告知（4）写信时间是2006年4月15日
                                                       April 15, 2006
To whom it may concern,
I’d like to book two double rooms over the garden from May 1st to May 7th. Please tell me as soon as possible if you don’t have the rooms available. Thank you very much.
                                                    Yours sincerely，
                                                        Robert
 请帮ABC公司写信告知他们的客户Mr. Brown关于广告收费的问题，该客户开拓市场的广告每周五次，每次时间1分钟，每次收费5万元人民币。希望双方以后有机会合作。写信时间2006年3月9日。
                                                     March 9, 2006
Dear Mr. Brown,
I’m writing to tell you about the charge of your company’s ad.. The marketing ad. we made for your company will be on TV five times a week and lasts for one minute each time. And the charge for each time is 50,000 RMB. I hope we have chance to cooperate in the future.
                                                      Yours sincerely，
                                                      ABC Company
以Lily的名义给小王写一张电话留言条，转告他老师打电话来通知明天下午的足球比赛取消，改在下周二同一时间举行。明天下午请到实验楼参加计算机操作考试。
Xiao Wang,
Your teacher called to say that the football match tomorrow afternoon was cancelled and it would be held at the same time next Tuesday. You are required to take part in the computer operation exam in the Experiment
Building tomorrow afternoon.
                                                                        Lily
 请以Susan的名义给你的同学David留言，告诉他爸爸今天刚从家里来到学校看他，现在住在学校宾馆3504房，回来后请打3564125电话给他，如果没人接的话请直接到宾馆房间等候。
David,
Your father came to see you from home today. He is now living in Room 3504 of the College Hotel. Please call him at 356412 when you come back. Please wait for him in his room if no one answers the call.
                                                                       Susan
请帮王小姐写份失物招领启事
（1）2月3日下午在学校操场上捡一个黑色钱包及一件外套
（2）请失主尽快打84567897联系认领（3）时间是2006年2月4日
                           Found
A black wallet and a coat were found on the school’s playground in the afternoon of February 3. The owner can call Miss Wang at 84657879 as soon as possible.
                                                               February 4, 2006
                                                      Jill

遗失启事  假如你是李明，遗失了一个书包。你应包括下列内容：

1.包在哪里遗失的；2.这个包对你很重要；3.拾到者应该如何和你联系。
A Schoolbag Lost

I carelessly left my schoolbag in classroom 811 on the morning of July 3rd, Saturday when I was in a hurry to send a classmate to hospital. I rushed back only to find it gone. 

    It is a black canvas shoulder bag, which has a big pocket on the front with a “friend” logo on it. In the bag there are three textbooks, a Chinese-English dictionary, a bunch /set of keys and a wallet. Inside the wallet there are 225 RMB and an ID card, of which I am in urgent need to register for CET 4. 

It will be highly appreciated if the finder can get in touch with me as soon as possible. My telephone number is 85488548, or you can find me in Room 210 of the 3rd dormitory building. Your kindness will be rewarded for sure.
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