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咨询信英语作文模板1
Dear Mike,
I’m very glad to receive your letter. In your letter, you mentioned that you are interested in learning Chinese. I’m writing to offer you some advice on how to learn Chinese well.
First, it is helpful to read some good Chinese newspapers and magazin es. In this way your reading ability can be improved. Besides, listening to your favorite Chinese songs is actually an interesting and effective way to improve your listening. More importantly, try to speak Chinese as much as possible and don’t be afraid of making mistakes. The more you speak, the better your spoken-Chinese will be. Finally, I think keeping a diary in Chinese is surely a good way to improve your writing.
I hope the advice will help you learn Chinese well. Looking forward to your reply.
Yours,
Li Hua
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Dear ,
I am very sorry to disturb you, but Ihave something really want to know about your school. My name is Zhang Jie, and I am a second-year graduatefrom Huazhong
University of Science and Technology. I will pursue advanced studies in your school in March, 20xx.
The thing I want to know is whether your school providescampus accommodation or not. If yes, can I live with international students to learn about different cultures? If not, I want to know what accommodation your school can provide.
Thank you for your attention. I hope to hear from you in the near future.
Yours faithfully,
Zhang Jie
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询问信模板：
Dear ______ ,
①I am ______(自我介绍). ②I am writing to see if it is possible for you to provide me with information regarding ______(要询问的内容).
③First of all, what are ______(第一个问题)? ④Secondly, when will ______(第二个问题)? ⑤Thirdly, is ______(第三个问题)?
⑥I would also like to inquire ______(将最重要的问题单独成段). ⑦Could you be so kind as to send me some relevant booklets on the above-mentioned aspects?
⑧Thank you for you kindness, and your prompt attention to this letter will be highly appreciated.
Yours sincerely,
Li Ming
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Directions:
Suppose you are a store holder and want to purchase goods for Christmas sales. Write to a wholesaler to ask the detailed information of the available goods.
You should write about 100 words. Do not sign your own name at the end of the letter. Use “George O. Justin” instead.
Dear sir/Madam,
Your advertisement in the latest edition of Buy Now caught my attention. I am particularly interested in your new line of gift merchandise. Since the Christmas season is near, we need to stock our inventory with items that will make appropriate gifts.
Please send me your current holiday catalog of gift ideas, we are usually asked to stock items that worth $ 50 and under.
We will also need to know your terms of payment, quantity prices, discount options and any special offers. We are also interested in how items will be shipped and the speed with which they can be delivered.
Thank you for your assistance.
Sincerely yours,
George
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咨询信英语作文模板
第一部分:自我介绍、说明目的
I’m interested in … Could you provide me with more details?
I would be very grateful to you if you let me know…
I would appreciate very much if you can provide me with more details about…
I have learned from…that you will…I just want to know specifically about…
I am writing to see if it is possible for you to provide me with information regarding/concerning…
第二部分:具体询问事宜
Could you please tell me something about your …?
Would you please send me all the information and the forms as soon as possible? Thank you very much.
I would be much obliged(感激) if you let me know the procedures I have to go through.
第三部分:表示感谢、期盼回复
I am expecting your early reply/ your immediate response.
Your prompt attention to this letter would be highly appreciated.
I am looking forward to hearing from you.
Thank you for your consideration.
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Dear Ken,
I have heard that you want to sell your Walkman. I’m interested in it and I would be very grateful if you can provide me with some details about it.
For example, what’s its brand? How long have you used it? Does it have the function of recording? If the Walkman is seventy percent new and with the function of recording, I’d like to offer 200 Yuan for it. What’s your idea?
I hope you can call me at 123456 as soon as possible. I’m looking forward to your call. Thank you.
Yours sincerely,
Li Ming
咨询信英语作文模板7
Dear Sir or Madam,
I am a Chinese student who wishes to pursue further study at your university. I plan to start my course next semester, and it would be highly appreciated if you would provide me with some essential information.
First, how much are the tuition fees? Though I intend to be self?supporting, I would be interested to know if there are any scholarships available for international students. Second, I wonder what qualifications I need to follow a course at your university, now I have got a master?s degree in a Chinese university, is it enough? Third, as regards to accommodations, if possible, I would like to have a single room, but if single rooms are expensive, I would be willing to share.
I am looking forward to your reply, and to attending your esteemed institution.
Yours sincerely,
Li Hua
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Dear Sir or Madam,
As a normal citizen, I am moved by Project Hope. Hence, I am writing to see if it is possible for you to provide me with information as to financially supporting a child in your province.
To be brief, I would like to share the following points with you. Firstly, I wonder if I can offer financial aid to a male child aging 6 to 9, who is getting his primary education. Secondly, would you please tell me the specific information of how should I contact with the boy and his family? If possible, may I connect with them by myself and give the money to his family bank account? Thirdly, I intend to provide him with 1000yuan RMB per month until he graduates from university.
Sorry to bother you. If you have any further details to communicate, please do not hesitate to contact me. Thank you for your time and consideration on my letter, and I do hope to receive your reply at your earliest convenience.
Yours sincerely,
Li Ming
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Dear ,
I am very sorry to disturb you, but Ihave something really want to know about your school. My name is Zhang Jie, and I am a second-year graduatefrom Huazhong
University of Science and Technology. I will pursue advanced studies in your school in March, .
The thing I want to know is whether your school providescampus accommodation or not. If yes, can I live with international students to learn about different cultures? If not, I want to know what accommodation your school can provide.
Thank you for your attention. I hope to hear from you in the near future.
Yours faithfully,
Zhang Jie
咨询信英语作文模板10
考研英语小作文模板:咨询信
我们提供考研英语作文万能组合、考研英语作文范文、考研英语作文模板，下面是20_考研英语小作文模板:咨询信。
A letter of Inquiry
You wish to study at a certain foreign university. Write a letter inquiring about the situation there as regards accommodation， fees and qualifications.
Dear Sir
I am a Chinese citizen who wishes to study at your university. My plan is to start my course next term， and I would be grateful if you would be kind enough to provide me with certain essential information.
First， what qualifications do I need to follow a course of study at your university? I already have a master‘s degree from a university here in China， but I wonder if there are any further academic requirements. Second， how much are the tuition fees? Although I intend to be self C supporting， I would be interested to hear if there are any scholarships available for international students. Third， what is the situation as regards accommodation? I would prefer a single room， which is more conducive to studying， but if single rooms are expensive， I would be willing to share.
I look forward to your reply， and to attending your esteemed institution.
Yours sincerely，
Li Ming
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Dear x,
I am extremely pleased to hear from you./ to see your advertisement for the position in .... And I would like to write a letter to tell you that.../ I am confident that I am suitable for the kind of the job you are advertising..../ I feel I am competent to meet the requirements you have listed. On the one hand, .... On the other hand, .... I am enclosing my resume for your kind consideration and reference.
I shall be much obliged if you will offer me a precious opportunity to an interview. I will greatly appreciate a response from you at your earliest convenience/ I am looking forward to your replies at your earliest convenience.
Best regards for your health and success.
Yours sincerely,
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咨询信--要求更改课程
I am Sandy Lee, an undergraduate student of the department of Electrical and Computer Engineering. At the beginning of this semester, I registered one of your courses, African Literature and Culture. It is a two-hour course held on every Thursday afternoon. Yesterday, I received a notice from my department that a major course, Computer Principle, would be changed to Thursday afternoon. This major course conspicuously influences my credits and it is every important to me. Unfortunately, I can not study your course this semester.
Because of your reputation and my enthusiasm in literature, I hope I could study this course in next semester. I also heard that another course of yours, China Literature, is held every Friday afternoon. If the registration of this course hasn\'t closed yet, I will be so glad to participate in your class.
Sorry to bother you, your help will be greatly appreciated.
Sincerely yours,
Sandy Lee
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办公英语：咨询 Consultation
Dear Mr. / Ms,
We are much concerned that your sales in recent months have fallen considerably. At first we thought this might be due to a slack market, but on looking into the matter more closely, we find that the general trend of trade during this period has been upwards.
It is possible that you are facing difficulties of which we are not aware. If so, we would like to know what we can do to help. We, therefore, look forward to receiving from you a detailed report on the situation and suggestions as to how we may help in restoring our sales to their former level.
Yours faithfully
尊敬的先生/小姐，
我们非常关心你方销售近几个月大幅度下降。开始我们以为是市场疲软，但仔细研究问题，我们发现过去这段时间贸易的总趋势是上升的`。有可能你方面临我方还不知道的困难，如是这样，我方想知道是否能帮助什么。我们期望收到关于问题的详细报告，及建议我们怎样帮助才能把销售恢复到原来的水平。
您诚挚的
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