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考试概况

• Task one : write a letter in response to a 
situation

-requesting or giving information

-making an invitation or an apology

-explaining a problem 

• 20 minutes; at least 150 words



范例

You recently ordered an item of clothing through a 
store’s website. When you received it, you discovered 
that it was not the same item that you had ordered. 

Write a letter to the store manager. In your letter,

• Describe the item you ordered

• Explain what was wrong with the item you received

• Say what you would like the manager to do 



• Task two: write an essay supporting an opinion 
with reasons and examples. 

• 40 minutes; at least 250 words



范例
You should spend about 40 minutes on this task.
Write about the following topic:
some people argue that it is more important to have an
enjoyable job than to earn a lot of money. Others
disagree and think that a good salary leads to a better life.
Discuss both views and give your own opinion.
Give reasons for your answer and include any relevant
examples from your own knowledge or experience.
Write at least 250 words.



评判标准

-Task Achievement (TA)/ Task Response (TR)`

-Coherence and Cohesion (CC)

-Lexical Resource (LR)

-Grammatical Range and Accuracy (GRA)



Task one 

• Write on the topic (抱怨信；请求信；建议信；邀
请信；申请信）

• Use precise vocabulary

• Use accurate grammar

• Use a logic structure 



抱怨信
You recently ordered an item of clothing through a store’s 
website. When you received it, you discovered that it was not 
the same item that you had ordered. 
Write a letter to the store manager. In your letter,
• Describe the item you ordered
• Explain what was wrong with the item you received
• Say what you would like the manager to do 



审题
• 书信类型：抱怨信

• 任务：描述商品；说明问题；提出请求

• 时态：过去时； 一般现在时



文章结构

BP1: Describing the situation

BP2: Explaining the problems in details 

BP3: Giving suggestions



大纲
BP1: bomber jacket
-nylon waterproof fabric 
-dark green /size 10
BP2: received wrong jacket
-wrong size and color –light green/size 8
-be not suitable 
BP3： compensation
-another jacket 
-a discount



开头
Dear manager,

I am writing about a problem with an item I recently ordered from your 
store’s website. I ordered a bomber jacket, but the one I received was the 
wrong size and color. I think your company should compensate me for 
the jacket as well as for my disappointment. 



主体段落
Last week, I ordered a bomber jacket from your website. It was a nylon waterproof 
jacket, and it came in several colors. I ordered one in dark green, size 10.

When I received my order, I was disappointed to discover that the size and color were 
both wrong. Your company sent me a light green jacket in size 8. This jacket is too 
small and the color is not suitable for me to wear.

I would like your company to compensate me for the jacket. Please send me another 
jacket in the right size and color. I think you should give me a discount on my next 
order to make up for my disappointment. 



结尾
I hope you agree with my solution to this problem. I look forward to 
receiving my new jacket. 

Yours sincerely,

Tracy



练习
• You have eaten at a restaurant and it was such as terrible 

experience that you have decided to inform the manager 
by letter of what happened, and that you want your 
money back. Things to include,

- What happened

- What you wish from this



练习
Outline

BP1: book a table for four in advance---no tables sufficiently 
large; point the problem---no response ; not many options 
for food ---gluten-free food was not available ; not to pay 
for it—impolite attitude

BP2: unacceptable experience---request a full refund; 
suggestions---training



请求信
You are moving to a new city and are looking for a place to 
live there. 

Write a letter to a friend who lives in that city. In your letter,

• Explain why you are moving

• Describe the kind of place you would like to live in

• Ask your friend for advice about finding a place to live



大纲
BP1: explanation—a new job (be not happy with the previous 
job/ be allowed to work at home)

BP2: needs ---not large ; near the workplace 

BP3: appreciation ---help to find an apartment



Dear Joe,

I wanted to let you know that I will be moving to your city soon. 
Last month I got a new job offer there. I will need to find a place to 
live in, and I hope you can help me with that.

I got a decent job with Alba Company, located in your city. You 
know that I have been looking for a new job for a while. I have 
been unhappy with my job here because the salary is not high 
which cannot cover the increasing living expense here and the 
daily routine work is rather tedious. So I decided to change for 
another job last month. Now I am excited to get a job offer at Alba.



I hope you can find an apartment soon. It doesn’t have to be 
large. The important thing is that I want to live near where I 
work. I would like to be able to walk to work, if possible.

I would appreciate that you can help me find an apartment. 
You know much about the city, so I am wondering if you 
could suggest some nice neighborhoods in the surrounding 
area. It would be great if you could show me around the area. 



练习
You recently ate at a restaurant. When you got home, you 
realized that you had left your jacket behind.

Write a letter to the restaurant manager. In your letter,

• Explain how and when you lost your jacket

• Describe your jacket

• Say what you would like the manager to do to help you 
find it



练习
BP1：what happened

Hung it on the back of my chair –table 12; forgot to take it home

BP2: description

A dark green bomber jacket—be made of nylon –two side pockets

BP3: request

Call me: 5658922

Delivery 

Come by the restaurant and pick up the jacket


