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“Short notes” from “SPARKS” guide to the writing part of the TEM exam
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Write 2 note of about 50-60 words based on the following situation: You are Li
Ming, the monitor of your class. Suppose your class is going to have a meeting to
discuss how to learn Chinese well. Write a note to invite Professor Liu to attend the
meeting Tell her the exact time and place

@#1,p.196)

September 1
Dear Professor Li,

We shall greatly appreciate it if you can attend our class meeting. We'll
discuss how to improve our Chinese in Room 201 of the main building at 8:00 & m.
of September 7. All of us do hope you can come and give us some valuable advice

We are looking forward to seeing you

Sincerely yours,

Li Ming
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Write a note of about 50-60 words based on the following situation:
You and your friends want to take a trip to the seaside. You are supposed to write to
Meilinto ask whether she will go with you or not.

@#2,p.197)

May 5
Dear Meilin,

e have just decided to spend a holiday on the beach this weekend. As we
have a spare seat inthe car, we think you may be interested in joining us. We can
take a sunbath together. Please let us know as soon as possible if you would like to
go with us, and then we will arrange When to start.

e will be pleased if you can come.

Yours,

Mary & Joe
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Wirite a note of about 50-60 words based on the following situation:
Your friends want to make atrip to Beijing. And they had invited you to join in. But
you can not go with them for some reasons suddenly. Write one of them a note,
making an apology and explaining why.

#3,p.198)

June 7
Dear David,

Thank you very much for your kind invitation to go to Beijing together with
you. As my mother is going to open a repair shop at that day, Ishould be with her,
youknow. I'm awully sorry that I shall not be able to come

It was thoughtful of you to invite me. I do hope you will ask me again some
time. Hope you a good trip.

yours,

Peter
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Write a note of about 50-60 words based on the following situation
You, Wang Ming, have just received a note from your friend, Li Wei, inviting you to
his birthday party on the coming Sunday. Now write to inform him of your
acceptance of the invitation

(#4,p.199)

September 17
Dear Li Wei,

Iwant to express my heartfelt congratulation to you on your coming 20%
birthday. I am very pleased to accept the invitation to your birthday arty on the
coming Sunday, September 26. I will arrive at your home on 5:00 p.m. that day.

How time flies! Your last birthday party is still fresh in my memory. We had a lot
of fun at that time. I'm looking forward to meeting you.
Yours,

Wang Ming
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Wirite a note of about 50-60 words based on the following situation:

You are Zhang Na, you will meet Professor Wang at 9:00 a.m. of Septerrber 24. But
you have to attend an important meeting suddenly. Write Professor Want a note,
mzking an apology and explaining why.

#5,p.200)

September 23
Dear Professor Wang,
Tam really sorry for not being able to meet you at 9:00 am. of September 24.
My monitor called me in the afternoon and asked me to attend an important meeting
ot the same time we made. This made it impossible for me to show up ontime. I
tried calling you but wasn’t able to get through
Isincerely hope you can understand my situation. Please accept my sincere
apologies
Truly yours,

Zhang Na
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Write a note of about 50-60 words based on the following situation:

You are Wang Ming You have borrowed a book from your friend, Liu Hui
Unfortunstely, your daughter broke it. Write her a note, making an apology and
explaining why.

(#6,p. 201)

October 26
Dear Liu Hui,

Tam terribly sorry to tell you that the book you have lent me was broken by
my daughter. Tintended to return it today, but when I cam back home, I found it
broken by my little daughter. T will get a new copy for you. For this irrecoverable
loss, Tamto blame

Please accept my sincere apologies

Yours,

Wang Ming
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Write a note of about 50-60 words based on the following situation:

You are Chen Bo. You'll attend an English competition on behalf of your class. But
suddenly your voice is in a bad condition. Write to Mrs. Li and tell her your quitting
the competition. Write her a note, making an apology and explaining why.
(#7,p.202)

October 20
Dear Mrs. Li,

Pmreally sorry to have to tell you that I shall not be able to attend the English
competition, because my voice is in a bad condition.  And I recommend Wang Qiong
totake my place. She is good at oral English. I do hope I can attend this
competition, but the doctor told me that I should have arest. My regrets

Yours sincerely,

Chen Bo
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Write a note of about 50-60 words based on the following situation:
You are Jone. You have got that your friend, David, failed in the final examination
You are supposed to write him a note to show your sympathy and encourage himto
work har der.
(#8,p. 203)

March 2
Dear David,

Tam very sorry to hear of your failure in the final examination. Iknow you
must feel discouraged. I'd like to suggest that you should always ask “why”. If you
are not clear about the points in your study, please feel free to ask for my help if you
needit. T am sure youll catch up with the others next term

Yours,

Jane
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Wirite a note of about 50-60 words based on the following situation:

You are Wang Hong, Last night your friend Zhang Li’s father passed away. You are
supposed to write a note to express your sympathy.

#9,p.204)

April2
Dear Zhang Li,

Tjust heard about your father’s passing away, and I want you to know how
deeply sorry L am for you. If there is anything I can help you with, either at the office
or otherwise, please let me know. Grieving takes time, So try to take things easy for
awhile

Please accept my sincere sympathy.

Yours,

Wang Hong
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Write a note of about 50-60 words based on the following situation:
Wenxiao has just lost her lovely dog. Write a note to comfort her by promising to
give her one puppy. Do not sign your own name, using “Linda” instead.
(#10,p. 205)

June 6
Dear Wenxiao,

m sorry to hear that yow ve lost your lovely dog Maggie. My Minnie had
given birth to three puppies yesterday. Would you like to have one? Please come to
my house sometime next week and pick out one. We would be very gladto give itto
you as a gift

Yours,

Linda
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Write a note of about 50-60 words based on the following situation:

Yesterday Mr. Black and his wife invited you and your family to have dinner in his
family. You had a good time there. You are required to write Mr. Black to show
your thanks to him and his family.

(#11,p. 206)

February 18
Dear Mr. Black,

Thank you very much for the wonderful dinner. All of us agree that you and
your wife are very good hosts. Your food looks tempting and tastes good. I didnt
have so much pleasure for a long time until yesterday

Many thanks for your warm hospitality.

Yours sincerely,

Wang Jun
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Write 2 note of about 50-60 words based on the following situation
Yesterday, you received arare CD from Jessica You are supposed to write her a
note to express your thanks. Do not sign your own name, using “Mary” instead.
#12,p.207)

Decemnber 22
Dear Jessica,
Thank you very much for the rare CD yow've givento me. This CD is what
m longing for all day along, I’s very nice of you to find and buy it for me. My
heartfelt thanks are beyond words. Iwish Iwould have the chance to pay back for
your kindness
Thank you again!
Yours truly,
Mary
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Wirite 2 note of about 50-60 words based on the following situation:
Suppose your friend, Jackson, let you some reference books and gave you some
suggestions when you made preparations for TOEIC. Write him a note to show your
gratitude. Do not sign your own name, using “Zhang Wei instead.

(#13,p.208)

September 10
Dear Jackson,

My thanks to you for your help with my preparations for the TOEIC are
beyond words. Those reference books you lent me and your suggestions enabled me
to make efficient preparations and at last encouraged me to get a high score. So I
would like to extend my heartfelt gratitude again

Yours faithfully,
Zhang Wei




	[image: image14.png]0 u e U s W ow

Write a note of about 50-60 words based on the following situation:
You are Zhang Lin. Your friend, James, has been promoted to be a sales manger of
his company recently. You are supposed to write to him to congratulate on his
promotion.

@#14,p.209)

July 10
Dear James,

I have must read in this morning’s newspaper that you have been promoted to
be the sales manager of your company. Congratulations on your promotion. Based
onyou effort and ability, I believe you can get further promotion in the near future

My very best good wishes

Yours sincerely,

Zhang Lin
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Wirite a note of about 50-60 words based on the following situation:
You are David. Your friend, Tom has been ill in hospital for about two weeks. And
now he is much better. Write a note to him to show your congratulations
#15,p.210)

July 14
Dear Tom,

Ilearn with very great pleasure that the illness, which caused great anxiety
among your relatives and all those Who know you, has changed for the better and that
you are now recovering, for which I desire to congratulate you warmly

Thope that you_will soon be completely restored to health

Yours faithfully,
David
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Wirite 2 note of about 50-60 words based on the following situation:
Suppose your friend Tiffany has won a prize in a singing context. Write her a note to
congratulate her. Do not sign your own name, using “Zhang Wei” instead
#16,p.211)

January 8
Dear Tiffany,

Can you imagine what a delight T take in your winning a prize in the singing
context? I wish to express my most ardent and earnest congratulations though this
Your diligence, intelligence and devotion have at last yielded sweet fruits. I'm not
only happy for but also proud of you from the bottom of my heart.

Wish you greater success in the future

Yours sincerely,

Zhang Wei
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Wirite a note of about 50-60 words based on the following situation:
For buying a new dress for the birthday party, you want your friend Betty to go
shopping with you. Write her a note, making an appointent to see her on Sunday.
Do not sign your own name, using “MinHee” instead

#17,p.212)

April2
Betty,
Iwanna go shopping to buy & new dress for my 20% birthday on Sunday.
Could you go with me? You know I do not know what the fashion is now. I really
need your advice. Shall we see each other at 9:00 am.? If not, please appoint a time
Iwould be great if you could go with me
Yours,

MinHee
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Write 2 note of about 50-60 words based on the following situation:
You have many problems about your current work, so you want to see your friend,
Jane, for her advice. Write her a note, making an appointment to see her tomorrow.
Do not sign your own name, using “Rain” instead.

#18,p.213)

TJuly 12
Dear Jane,

Iwonder if I could see you in your office tomorrow, at 10:00 am. . I have
many problems to talk over with you on my current work. It makes me very puzzled
So T hope you could give me some good advice. Please give me a call and let me
know whether it is OK, or when you are convenient.

Yours,

Rain
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Write a note of about 50-60 words based on the following situation:
You want to discuss your paper with your supervisor Professor Wang to solve the
problems during the paper research. Write him a note, making an appointment to see
him tomorrow. Do not sign your own name, using “Nick” instead
#19,p.214)
June 12
Dear Professor Wang,

During the research, I have found some problems. I wanna solve these
problems first, and then go on my research. I’d like to talk them about with you at
your office tomorrow afternoon. Please ring me if you find the time is not
convenient for you

Yours,

Nick
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Write a note of about 50-60 words based on the following situation:
You are writing an article onthe American literature. You want to borrow some
books on this topic from your friend, Laura, and ask her for some advice. Write hera
note, expressing your request. Do ot sign your own name, using “SiHoo” instead.
#20,p. 215)

Tuly 14
Dear Laura,

Tm writing an article on the 20% century’s American literature, I would be
very grateful if you could lend me some books on the topic and give me some
suggestions. Would it be possible for me to visit you on Sunday at 2:00 p.m.? If not,
please appoint atime. Many tharks!

Yours,

SiHoo
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Wirite a note of about 50-60 words based on the following situation:
You're planning to move into a new apartment and you want to ask your friend,
Lulu, for help. Write her a note, expressing your request. Do not sign your own
name, using “Xizoyun” instead.

@#21,p.216)

February 9
Dear Lulu,

T'm planning to move into my new apartment this Saturday at 9:00 a.m.
There’re many things which need to be packaged. Would you please offer me a
hand? Please call me at 5137115 or send an e-mail in advance if you come. T would
greatly appreciate your help

Yours,

Xiaoyun
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Write a note of about 50-60 words based on the following situation:

You're going abroad for a week, and you want to ask your friend Grace to take care
of your cat Cherry. Write her a note, expressing your request. Do ot sign your own
name, using “Xiaoyur” instead

#22,p.217)

February 9
Dear Grace,

DIl go to Japan for an international mesting for one week During this week,
would you please take care of my cat Cherry? What you need to do is just to give her
food and water on time. Call me if you can offer me a hand. I would greatly
appreciate your help

Yours,

Xiaoyun
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Write a note of about 50-60 words based on the following situation
Meimei is your niece. You bought her a doll as a present of reward for her hard
study. Write her a not accompanying the present. Do not sign your own name, using
“Aunt Mabel” instead

(#23,p.218)

March 20
Dear Meimei,

T happened to come across a beautiful doll store this morning It reminded me
of your favorites inyou childhood. Iknow now you're busy with your study. You
really do it hard. That’s really a good thing. Here it is areward for your hard work
Thope you like it

Love,

Aunt Mabel
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Write 2 note of about 50-60 words based on the following situation:
Suppose you have received a short notice that you are invited to a meeting in another
city. Since you do not have time to tell your roommate about it in person, write a
note to him/ her. Do not sign your own name, using “Zhang Wei” instead.
#24,p.219)

June 3
Dear Betty,
T have received a short notice and I'm going to attend a meeting in Shanghai
As this time is very limited, T have to take atrain immediately and cannot explain it
to youin person. I am returning on Friday evening, I hope you will take good care
of yourself when I am away.
Yours,

Zhang Wei













































