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In task 1 of the General Training paper you will have 20 minutes to write a letter. Your letter should be at least 150 words. 

推荐时间分配：3分钟构思+15分钟写作+2分钟检查

推荐字数范围：160-200字，书信作文字数在语言质量保证的前提下多一些没坏处。

书信作文按照写信的目的和功能可以分为：

Below are possible situations and letters you might be asked to write about:

抱怨/投诉信 (Letter of Complaint)

道歉信 (Letter of Apology)

请求/建议 (Letter of Request/Advice) 

信息咨询信 (Letter of Information)

感谢信 (Letter of Thanks)

邀请信 (Letter of Invitation)

注意：有时写信的目的可能是多个或者并不完全对照以上的分类，只要扣题写作即可

按照书信的对象，可以分为两大类题型：

Informal Letter

Formal Letter 

We can tell this by checking if we know the name of the person we are writing to or not and the situation. （如何判断见后文）
Informal Letter Format

The format of every General Training IELTS question is the same. They will always tell you why you are writing the letter (the context), tell you who to write to and give you three bullet points that you have to cover.

Dear [First name only of friend]
Paragraph 1- Say why you are writing to them (I’m just writing to let you know that….)
Paragraph 2- Bullet point 1 and supporting details 
Paragraph 3- Bullet point 2 and supporting details 
Paragraph 4- Bullet point 3 and supporting details 
Looking forward to hearing from you soon. 
All the best 
[Your first name only] 

Informal Language

Stating Purpose

I’m just writing to let you know that…

I’m writing to tell you about…

Apologizing
I’m very sorry about…

I’d like to apologize for…

Asking for help

I’d be really grateful if you could…

I was wondering if you would give me a hand with…

I was wondering if you would do me a favour.

Expressing Satisfaction

I was over the moon to hear about…

I was thrilled to find out that/about…

Giving bad news

I’m afraid I’ve a bit of bad news for you.

Ending

All the best.

Keep in touch.

备注：只是部分节选，更多句式表达请看范文。

Formal Letter Format

Dear Sir/Madam 

Paragraph 1- Say why you are writing to them. (I am writing with regard to…) 

Paragraph 2- Bullet point 1 and supporting details 

Paragraph 3- Bullet point 2 and supporting details 

Paragraph 4- Bullet point 3 and supporting details 

I look forward to hearing from you. 

Yours faithfully 

[Your Full Name]

Formal Language

Beginning

I am writing this letter with regard to…

I am writing to bring to your attention…

I am writing to inform you that…

I am writing to express my dissatisfaction with…

Requests and Suggestions

I would be grateful if you would…

I would like you to…

I am entitled to request that you…

I was wondering if it would be at all possible to…

I would like to suggest that…

Ending

I look forward to hearing from you.

I look forward to receiving your response.

I await your prompt service.

I thank you for your consideration.

Please respond at the earliest convenience.

Yours faithfully 

Yours sincerely 

备注：只是部分节选，更多句式表达请看范文。

Task 1 Letter Writing Tips:

1. Make a Plan
Remember that you will have to state why you are writing and then cover the three bullet points. Here is a basic structure that will help you plan your letters:

Dear X

Paragraph 1– Explain why you are writing the letter

Paragraph 2– Bullet point 1

Paragraph 3– Bullet point 2

Paragraph 4– Bullet point 3

Closing remark (e.g. I look forward to hearing from you etc.)

Ending (Yours sincerely, Kind regards, All the best etc.)

Your name

This structure should not change and the only thing you will have to think about is using the correct style, fulfilling the aim of the letter and filling in the details.

2. Use the Correct Style
One of the keys to a high band score is using the appropriate style, formal, semi-formal or informal.

The question will tell you the situation and should indicate if you are writing to a friend, colleague or someone you don’t know.

If you have never met the person before and you don’t know their first or last name, then you should use a formal style. You should definitely use a formal tone for letters of application and when making complaints. Formal styles allow us to sound respectful and professional; however, if we use this tone with someone we know, it can often sound cold or unfriendly.

If the person is a friend then you should use an informal style. With people we know well, we don’t need to sound too formal and the letter should have a relaxed tone.

Semi-formal is often the one that confuses people. Semi-formal is used when you know the name of the person, but it is within a professional or official context. Imagine writing a letter to a colleague or someone from a different company you know. If you write in a formal style it will sound unfriendly, but informal might sound disrespectful. In this situation we should use a semi-formal style. （只是一些固定句式表达上的灵活，见范文就好。）

3. Answer the Whole Question
The question will always have three bullet points and you are expected to cover all three of these in your letter. A good thing to do is to separate them into three separate paragraphs and then you know that you have properly answered the question.

Some points may take longer to write about than other, but you should avoid writing 5-6 sentences about one point and then only one sentence about the other two.

4. Boost Your Grammar Score with Complex Sentences
Grammar is one of the four areas you will be assessed on and gaining high marks in this area is not just about making sure you don’t make any mistakes, but also using a range of appropriate tenses and complex sentences.

To help you make complex sentences, think of the ideas you need to include in your letter at the planning stage and then think about how you could combine some of these in complex sentences.

5. Use the Correct Tense
The questions will be designed so that you have to use a range of tenses. In other words, the examiner will be testing your ability to write in a variety of tenses.

6. Begin and End Your Letter Correctly
There are a number of different ways you can start and finish your letter:

Formal and you don’t know the name:

Dear Sir/Madam

Yours faithfully

Formal and you do know the name:

Dear [Mr./Ms.  Family Name]

Yours sincerely

Semi-Formal:

Dear [First Name]

Kind regards

Informal:

Dear [First Name]

Best wishes

7. Check Your Letter

Make sure you leave yourself 2 or 3 minutes to check your spelling and grammar at the end. If you are not 100% sure about the grammar or vocabulary you have just written, delete it and write it in a simpler way.

Common Mistakes:

1) Don’t Be Overly Informal
You might be asked to write to a friend, but that doesn’t mean you should stop using correct grammar and spelling. Avoid using abbreviations like ‘cus’ instead of ‘because’ or ‘u ‘instead of ‘you’.

2) Ideas Should Be Relevant but Don’t Have to Be Not Amazing
You will have to think of some ideas and supporting details but don’t worry, these do not need to be interesting or amazing, they just need to be relevant.

Model Answer

 一、抱怨/投诉信

题库真题1

You should spend about 20 minutes on this task.

You and your family are living in rented accommodation in an English-speaking country. You are not satisfied with the condition of some of the furniture. Write a letter to the landlord.

In your letter, you should introduce yourself, explain what is wrong with the furniture and say what action you would like the landlord to take.

Write at least 150 words.

范文

Dear Mr. Smith,

I am your tenant from Flat 3 on River Street. We met each other when I signed the rental agreement in your office.

I have lived here for 6 months now and I am writing to complain about some of the furniture. As you may remember, the dining table is in very poor condition and has uneven legs. It also does not match the dining chairs as these are too low to be comfortable for a table of that height. 

When I first pointed this out to you, you agreed to provide a brand-new dining set. However, you have not done so, and I would really like to resolve this matter as soon as possible.    

If it is more convenient for you, perhaps you could simply replace the table by finding one of a suitable height for the chairs. This would solve the problems without too much cost, so I hope you agree to this proposed solution.
 Looking forward to hearing from you.

 Yours sincerely,

 Marc 

参考译文

 亲爱的Mr. Smith，

        我是您位于River街道3号公寓的房客。我们曾在您的办公室签订租房合同时见过对方。

        我已经在这里住了6个月了，现在写信是想跟您抱怨一下一些家具的问题。您可能还记得，餐桌状况不佳，桌腿不齐，并且跟餐椅不匹配，因为餐椅太矮了，在那么高的桌子上吃饭很不舒服。我第一次跟您指出这个问题时，您同意提供一套全新的桌椅。但是，至今为止，您并没有这样做，我希望您能尽快解决这个问题。

        如果想更省事的话，您可以找一个适合餐椅高度的桌子即可。这样既可解决问题，成本也不会太高，希望您能同意我的提议。

 希望尽快得到您的回复。   

                                                                                                             您真诚的，

                                                                                                              Marc 

 点拨
本题为抱怨信。要想达到抱怨效果，就要尽量做到“有理、有据、有礼”。范文的称呼语和结束语都采用比较正式和礼貌的用语：Dear Mr... /Yours sincerely, ...  

范文先是将情景具体化为“Flat 3 on River Street/lived...for 6 months",同时解决了题目要求的三个问题：自我介绍、家具的具体问题、建议方案。多数抱怨信都要求涉及这三个方面，请注意掌握相关词汇和句型。

词汇积累

房主                

landlord               

landlady(女房东)

 let out/rent out a flat(出租房子)

房客                

tenant                  

rent a house/an apartment(租房）

房屋                 

flat                       

apartment/room/property

签订住房合同      

sign the rental agreement     

sign the lease contract 
有问题                    

be in poor condition       

not functional/cannot                           

function properly

解决问题      

resolve this matter                      

deal with...   

solve the problems                     

tackle...

二、道歉信

题库真题2

You should spend about 20 minutes on this task.

Your neighbors have recently written to you to complain about the noise from your house/flat. Write a letter to your neighbors.

In your letter, you should explain the reasons for the noise, apologize to them, and describe what action you will take.

Write at least 150 words.

范文

Dear James,


I was shocked to get your letter saying that the noise from my flat has been spoiling your evenings and causing you some distress. I am really, really sorry about that. I had no idea that you would be able to hear so much, so I hope you will accept my apologies.
As you may have guessed, I am trying to refit my kitchen in the evenings when I get home from work. Unfortunately, it is all taking longer than expected, and I have been having problems with getting things to fit properly. This has meant a lot of banging and hammering. 

As the kitchen is still not finished, I have decided to call in a professional builder who will finish in the next day or two. He'll work only during daytime hours, so you won`t be disturbed in the evenings again, I promise.
Sorry to have caused these problems.
All the best

Bill

 参考译文

 亲爱的James，

        看到你的来信，我非常震惊。从信中得知，我住所发出的噪声影响了你晚上的生活，也给你带来了困扰，对此我真的感到非常抱歉。之前，我并不知道你能听到我这里的声音，在此请接受我的歉意。

       正如你猜测的，我下班之后在尝试修整厨房。可不幸的是这花的时间比我想象的要长，并且仍有些问题没法搞定。于是，就出现了很多叮叮咚咚的噪音。

       由于厨房现在仍没有修好，我已经决定请一个专业的施工人员，这样一两天就可以完成了。他只在白天工作，所以我保证你晚上不会再受到影响了。

       非常抱歉给你带来了这么多麻烦。

祝好

                                                                                                                         Bill

  点拨
本题为道歉信。明确题目要求和将信息具体化是写好作文的关键。

本题要求有三个部分：explain+apologize+action. 范文将整个背景具体化为修缮厨房引起的问题。主体段落先写了apologize的内容，然后解释了原因，最后提出了解决方案。

词汇积累

进行/接受道歉

Apologize to sb.                      

make (or offer)/accept an apology                                               

be sorry about that       

打扰     

spoil your evenings                       

bother sb.

cause sb. some distress                 

cause sb. trouble  

disturb sb.

修理                        

refit                               

repair 

get things to fit properly          

maintenance of sth. (日常维护)  

三、请求/建议信

题库真题3
You should spend about 20 minutes on this task.

There are plans to make your local airport bigger and increase the number of flights. You live near the airport. Write a letter to your local council. 

In your letter, you should explain why you do not want the development to take place and describe the possible problems. 
Write at least 150 words.

范文 

Dear Sir or Madam,

I have just read in the local newspaper, The Evening Times, that there are plans to expand the local airport here in Riverside District and to increase the number of flights to and from it. I live on Riverside Road which is very close to the airport, and I would like to take this opportunity to express my dismay at these plans. 

There are two main problems with the proposed expansion. First, there would be a lot more noise from arriving and departing aircraft. Second, there would be a massive surge in the amount of traffic using the nearby roads. Much of this traffic would consist of heavy goods vehicles that are not suited to the roads here.  

The newspaper article said that one of the aims of developing the airport is to provide employment in the locality, but this is clearly not required as we already have high employment rate here.
I sincerely hope that you will take into consideration the enormous problems that this development would cause for local residents and not allow it to take place.
Yours faithfully,

David 

 参考译文

 尊敬的先生/女士：

        我刚刚从当地的报纸<晚间新闻>上得知，计划要在南苑扩建机场以增加航班的呑吐量。我住在离机场非常近的河滨路，想借此机会表达我对这些计划的担忧。   

扩建计划有两个主要问题。首先，进港和出港的班机会产生巨大的噪音。其次，附近道路上将会出现车流量的激增，其中很多车将会是重型货车，而此处的道路无法承载它们。   报纸上的文章还说，发展机场的目的之一是为当地提供就业机会，但是这根本不需要，因为我们这里有充足的就业岗位。

        我真诚地希望您能考虑机场扩建给当地居民带来的巨大问题，不让这一计划付诸实施。

您真诚的，

                                                                                                           David

点拨
本题为请求/建议信。要求考生给当地的议会写信，属于正式信件，注意写作时的措辞和语气，比如范文的称呼语“Dear Sir or Madam”和结束语“Yours faithfully”都比较正式。

范文将题中信息具体化为 Riverside District 机场的扩建计划，很好地完成了题目的三个要求：住所、扩建带来的问题、为什么反对扩建。

词汇积累

扩展，扩建        

expand                                 

enlarge 

expansion                              

enlargement

失望                   

dismay                                     

worry

disappointment

提议                    

propose                                

suggest 

advocate

到港和离港飞机   

arriving and departing aircraft/plane/aeroplane/airplane                                                                                                   

巨大的           

massive/enormous/dramatic

车辆                  

traffic (n. 不可数名词)                     

vehicle

重型货车         

heavy goods vehicle                     

truck /lorry

合适的               

be suited to                                    

suitable/ fit   

当地，本地       

in the locality                         

local community/local area

四、信息咨询信

题库真题4

You should spend about 20 minutes on this task.

Write to an English-Speaking College regarding a course you intend to take. 
You need to ask questions about the course and course fees. You will be staying at the college hostel, so you need to confirm the fee quoted to you is correct.

Write at least 150 words.

范文

Dear Sir or Madam,

I am expecting to start at Brooklyn College in next fall. I understand that the course information booklet is not yet ready for distribution. However, I wonder if you could answer some questions that I have at this time.
I have heard that every student majoring in English is required to finish 4 papers during the first year of study. I wonder what I should prepare for the papers dedicated to these subjects and whether I will be able to learn some other subjects at the same time. 
In addition, could you inform me of the course fees? I do have a scholarship but I do not know whether it will cover all my tuition and accommodation fees. What is more, I am enrolled to stay at Brooklyn College Hostel. The cost per week has been quoted at 200 USD. Could you possibly confirm this information?
Thank you for taking the time to answer these questions. I really appreciate your help.
Yours faithfully,

Daniel

 参考译文

 亲爱的先生/女士：

         我正计划明年秋季进入布鲁克林学院。我明白，或许课程信息手册现在还未开始发放，但是我想咨询一些我遇到的问题。

         我听说英语专业的学生在第一学年需要完成4篇论文。我想知道，我应该为这些科目的论文做哪些准备，以及能否同时选修其他科目？

         此外，您能告诉我课程的相应费用吗？我获得了奖学金，但我并不知道这是否能够支付我的学费和住宿费用。此外，我被获准住在布鲁克林学院宿舍。费用据说是每周200美元。您能确认一下这个信息是否属实吗？

         谢谢您花时间回答我的问题。非常感谢您的帮助！

 您真诚的，

                                                                                                            David

 点拨

本题为信息咨询类书信。明确题目要求和将信息具体化是写好作文的关键。

范文先把“an English college ”具体化为“Brooklyn College”，然后将题目中要求的三项信息分别具体化：课程内容相关的论文和选修问题，学费和住宿相关的问题。

词汇积累

我想咨询....                   

I wonder if...                  

I would like to make an inquiry about... 

告诉（或通知）我......

Could you inform me of...?    

Could you tell me...?

Could you confirm this information? 

Could you keep me informed of/about...?          

费用相关表达                             

fee/cost（费用）

expenses（费用）

course fees（课程费用）           

tuition fee（学费）   

accommodation fee（住宿费）    

 五、感谢信

题库真题4

You should spend about 20 minutes on this task.

You are a student who has returned to your home country. Write a thank-you letter to your home stay family stating what you particularly enjoyed about your stay.

Write at least 150 words.

范文

Dear Mr. and Mrs. White,

I would like to express my gratitude for your hospitality during my stay with you and your family. I am deeply impressed with the beauty of Sydney and the enthusiasm of local people which make me feel so lucky to have visited so many places of interest and made quite a few friends while I was there.

I really miss you and your children, Lily and Tom. Spending time with them made me feel at home and helped me a lot with my spoken English.
Besides, I cannot forget your cuisine and warm conversation with you. After I got back to China, I could not help sharing the stories about my experience in Sydney with my parents and friends.

I would love to visit you in a year or two and hope to see you all then.
Wish you all the best!

Yours forever,

Jimmy

参考译文

亲爱的怀特夫妇：

        我衷心地感谢你们在我借宿期间的盛情款待。悉尼的美景和热情的人们给我留下了深刻的印象，能在短时间内参观众多的景点并结交到一些朋友，我觉得非常幸运。

        我非常想念你们和你们的孩子，Lily和Tom。和他们相处让我感觉非常自在，也对我的口语有了很大帮助。

         此外，我也对你们的美食和热情的交谈难以忘怀。在我回到中国之后，会情不自禁地同家人及朋友分享我在悉尼的生活点滴。我希望在近一二年内，还能再次拜访你们，与你们再次相会。

祝你们一切顺利！

                                                                                               你们永远的朋友， 

                                                                                                                Jimmy

点拨

本题为感谢信。明确题目要求和将信息具体化是写好作文的关键。

文章主体结构完全按照题目要求来进行：先表达感谢之意，然后回忆讲述了一些难以忘怀的点滴：悉尼美景，Lily and Tom, 以及美食佳肴。

词汇积累

感谢，感激     

express one`s gratitude for...     

be grateful to

热情好客           

hospitality n.         

hospitable adj.

热情

enthusiasm n.                                                

enthusiastic adj.

慷慨大方

generosity n.

generous adj.

情不自禁

could not/cannot help doing sth.             

cannot help but do sth.

六、邀请信

题库真题6

You should spend about 20 minutes on this task.

You have an English-speaking friend who lives in another country. His son has a short vacation before going to college. 

Write a letter to your friend. In your letter

invite your friend`s son to come to your city

introduce some interesting places to visit

say something about the weather in the city you live

Write at least 150 words.

范文

Dear Mike,

Thank you for your letter. I bet you are really proud of your son for getting into such a prestigious university in the United States. You mentioned that he was planning to do a little traveling before going there to start his studies. Perhaps I could take this opportunity to invite him here for a short visit. 

As you know, Beijing has several places of interest. The Summer Palace and the Palace Museum are lovely examples of Chinese architecture. Since your son intends to study architecture, they are sure to interest him. About an hour outside Beijing, there is the Great Wall, the largest structure made by man.

Aside from these places, I`m sure he will like the markets in Beijing, where the bargaining is as hard as in your own country.

The weather is rather hot at this time of year, but it sometimes rains, which cools us down a little.

Best wishes

David

参考译文

 亲爱的麦克：
         感谢你的来信。我肯定你对儿子能够在这么一所有名的美国大学上学而感到骄傲。你提到他打算在去美国上学前进行一次旅行。或许我可以借此机会邀请他来我这里   参观一下。

         如你所知，北京有诸多旅游景点。颐和园和故宫是中国建筑非常典型的代表。既然你儿子打算学习建筑专业，这些地方肯定会引起他的兴趣。并  且，从北京开车约1个小时能到达长城，这是迄今为止人类最庞大的建筑结构。

         除了这些地方，我觉得他肯定喜欢北京的市场，这里讨价还价的程度不亚于你们国家。

         每年的这个时候，北京酷热无比，但偶尔也会下雨，可以让我们感觉凉爽一些。   

祝好，

                                                                                                                     David

点拨
本题为邀请信。明确题目要求和将信息具体化是写好作文的关键。

范文很好地完成了题目中的三个要求，并将题中信息成功地进行了具体化。该文章风格较为随意，比如开头直呼“Dear...”，结尾使用了   “Best wishes”。此外，文中恰当地使用了大量衔接词，使文章极其连贯，亲们注意学习。

词汇积累

我觉得，我认为      

I`m sure...                  

I bet ...                           

My bet is...

上大学                

get a place in the university       

be enrolled in the university 

start his studies in university

打算                 

plan to                            

have intention to                          

intend to                           

mean to do 

以上范文外，最佳练习题目是剑桥上带有满分范文（Model Answer）的题目。

FIGHTING~ 加油！！！

