

[bookmark: _GoBack][image: ]题型清单02 应用文写作之邀请信,推荐信和申请信
 (
内容导览
 
知识·方法·能力清单
第一部分 命题解码
 
洞察命题意图，明确攻坚方向
第二部分 答题模板
 
构建思维框架，提炼解题技巧
解题思路   
 
技法清单  
考点01 邀请信
考点02 申请信
考点03 推荐信
第三部分 思维引路
 
示范解题过程，贯通方法应用
链接高考    
思维解析   
变式应用
第四部分 分级实战
 
分级强化训练，实现能力跃迁
)

 (
1. 邀请信
邀请信分为两种：一种是个人信函，如邀请某人参加观看展览、电影、出席典礼等。另一种属于事务信函，如邀请参加会议、学术活动等。高中英语写作通常属于个人信函。
2. 
推荐信
写英文推荐信是向对方推荐一个人、一个地方或一件东西等。信中应提出推荐的理由，介绍自己推荐内容的优点。因此整篇文章应用一般现在时表达。写推荐信时应当注意：
1)
语气礼貌，真诚，并尊重对方；
2)
审题之后应当确定书信写作的重点由此来合理布局各个部分的字数；
3)
推荐理由合情合理，多列几点，避免重复，增加说服力。
4)
尤其注意第二部分列明推荐理由之前可以写一句表示理由的总起句。
3. 
申请信
    
申请信是写信人就某一职位向收信人提出请求的信件。申请信的语言属于正式用语，要用词简洁准确，语气礼貌自信，所给信息要具有可信度。通常包括三部分内容：
1.
要阐述清楚招聘信息的来源与所申请的职位。
2.
简述个人信息。
3.
强调自己的能力并请求给予面试机会。
)


解题思路
	段落
	邀请信
	推荐信
	申请信

	第一段
	说明写信目的，发出邀请
	说明写作目的,指明推荐对象
	说明写信目的，提出申请

	第二段
	介绍活动内容(时间、地点、安排、意义等)
	阐述推荐理由,推荐对象或者理由较多的时候.分类陈述
	陈述申请理由或优势

	第三段
	期待回复
	表示祝愿和期望
	表达感谢、期望和决心


技法清单

考点01 邀请信

必识核心词汇
1.邀请                   invite/ invitation
2.做演讲                 make/deliver a speech
3.评委                   judge
4.感激                   appreciate (vi.)/ be grateful
5.荣幸                   honor (v./n.)
6.欢迎                   welcome (v./n./adj.)
7.接受邀请               accept sb’s invitation
8.代表学校               on behalf of our school
9.我想邀请你做...         I’d like to invite you to...
10.举办活动的目的是...    The purpose of the activity is to
11.活动的细节有...         Here are some details about the activity...
12.如果……我将感到荣幸  It’s my honor if...
13.欢迎你参加            You are welcome to...
14.	邀请某人做某事       invite sb to do
15.	担任评委；当裁判      act as a judge
16.	发表演讲；致辞        deliver a speech	
17.	参与；参加            participate in
18.  戏剧社社长           president of the Drama Club
19.  学生会主席           chairman of the Student Union
20.    代表校长            on behalf of the headmaster
21.预计将主办               be due to sponsor			
22.定于(某时间)举行          be scheduled for			    
23.下午3点至5点           from 3:00 pm to 5:00 pm     
24. 如下                    as follows				    
25.在报告厅                  in the lecture hall		     
26.报名参加                 sign up for				     
27.考虑我的邀请             take my invitation into account
28.期待你的回复             look forward to your response
必记高级句式
【满分句型模板之开篇“凤头”句】
1. There will be a music festival to be held in our school next Friday. I’d like to invite you to take part in it and enjoy great fun.
下周五我们学校将举行音乐节。我想邀请你参加并享受其中的乐趣。
2. To enrich our after- class life, our school will organize a cultural festival next Sunday. I'm delighted to invite you to participate in it.
为丰富我们的课余生活，我们学校将于下周日举行文化节，我很高兴邀请你参加。
3. The following are some details about this activity. / Here are some details about this activity.
活动的细节如下。
4. I’m Li Hua. I’m writing to invite you to see the Chinese paper- cutting exhibition.
我是李华，我写信是为了邀请你参观中国剪纸艺术展。
5. I am Li Hua. I am writing to tell you some good news that the Student Table Tennis Team of our school is recruiting new members right now.
我是李华，我写信是为了告诉你，我们学校乒乓球队正在招收新队员的好消息。
6. I am writing, on behalf of my team, to invite you to join us in the competition.
我代表我们团队来邀请你参加我们的比赛。
7. Occasionally learning that you are addicted to table tennis, I am writing to sincerely invite you to join the table tennis team in our school aimed at developing our interests and improving our skills.
偶然得知你喜欢乒乓球，我写信真诚地邀请你加入我们学校的乒乓球队，以培养我们的兴趣和提高我们的技能。
【满分句型模板之中间“猪肚”句】
1. The lecture will be held in May, which is scheduled to last 2 hours, from 3 pm to 5 pm in the lecture hall.
讲座将于五月下午3时至五时举行，持续2小时。
2. The get-together is scheduled to be held on Mid- autumn Day, lasting for one hour.
聚会安排在中秋节举行，持续一个小时。
3. I am sure that your involvement will not only help us in winning the award but also enhance the friendship between our two schools.
我相信你的参与将不仅有助于我们赢得这个奖项，而且会增进我们两所学校之间的友谊。
4. Besides, there will be a lot of interesting activities, from which you can have a clearer picture of Chinese culture.
此外，还有很多有趣的活动，从中你可以更清楚地了解中国文化。
5. There is no denying that these photos will make contributions to improving the awareness of protecting the environment.
不可否认，这些照片将有助于提高保护环境的意识。
6. Our school newspaper will start a column about western culture and life in order to cultivate our interests, broaden our horizons and enrich our after- school life.
为了培养我们的兴趣，开阔我们的视野，丰富我们的课后生活，我们的校报将开设一个关于西方文化和生活的专栏。
7. Not only will it appeal to you, but it also can offer you a visual and auditory feast.
我相信它不仅能吸引你，而且能为你提一个供视觉和听觉的盛宴。
8. The activity is to promote the traditional Chinese culture as well as improve our ability to appreciate art.
活动的目的是弘扬中国传统文化，提高我们欣赏艺术的能力。
9. If you are interested in table tennis, register for our school team by July 20th.
如果你对乒乓球感兴趣，请在7 月 20 日前报名参加我们的校队。
【满分句型模板之结尾“豹尾”句】
1. I’m sure you will have a good time in Beijing.
我确信你在北京会玩得很开心。
2. I would appreciate it if you could reply to me at your earliest convenience.
如果在你方便时尽快回复我，我将感激不尽。
3. If you do not have any other appointments, I do hope that you can come.
如果您没有其他安排的话，真希望您能够光临。
4. I sincerely long for your attendance if you are available. Eagerly looking forward to your early reply.
如果你有时间，我渴望你能来。热切期待你的早日回复。
5. My family/ classmates and I would feel much honored if you could accept my invitation.
如果你能接受我的邀请，我和我的家人/同学们将会感到非常荣幸。
6. I’d appreciate it if you could confirm your participation at your early convenience.
如果你能尽早确认参加，我将不胜感激。
7. I do hope you will seize the opportunity to join the club and have fun.
我真的希望你能抓住机会加入俱乐部并玩得开心。
8. This is such a golden chance to experience traditional Chinese art that it can't be missed.
这是体验中国传统艺术的绝佳机会，不容错过。
9. Our whole family and I would feel much honored if you could come.
如果你能来，我们全家都将感到不胜荣幸。
必备满分模板
【满分作文模板 】
	Dear Mr Johnson(邀请对象),
I’m ____________(自我介绍). Knowing that you have a great passion for…, I am writing to invite you to engage. 
The details are as follows. As scheduled, the __________(活动名称) is to be held from…to…(活动时间. In the first place, __________(介绍举行的活动一). Second, __________(介绍举行的活动二). By participating in the activity, not only can you __________(希望受邀人参加的理由一), but also we can __________(希望受邀人参加的理由二). 
Please let me know at your earliest convenience whether you can accept my invitation.
Yours sicnerely,
Li Hua



模板02 推荐信

必识核心词汇
1. recommend sb./ sth.to sb.           推荐某人/某物给某人
2. present sb./ sth.to sb. 	             介绍某人/某物给某人
3. take great pleasure in. 	         以……为乐
4. afford me much pleasure to do sth. 	做某事给我很多快乐
5. in search of                     寻找
6. an ideal candidate 	            一个理想的候选人
7. without reservation	            毫无保留
8. be convinced of.. 	            确信
9. give full play to..…		        充分发挥
10. be keen on			            喜爱
11. in response to your email         回复您的邮件
12. recommend sth to sb.            向某人推荐某物
13. a tourist attraction 	            旅游景点
14. an ideal candidate for …         理想人选
15. Of the two choices, I strongly recommend…. 这两个选项中，我强烈推荐
16. be well-known for	           因…… 而闻名
17. be located in			       位于……
19. be regarded as…		       被认为是
19. be qualified for		           能胜任
20. be suitable for all ages          适合所有年龄段
21. what appeals to me most is…     最吸引我的是
22. At the top ofthe must-visit list is…必去清单的首位是
23. I’m fully convinced that…      我深信
24. have an enjoyable time         度过愉快的时光
必记高级句式
【满分句型模板之开篇“凤头”句】
1. Hearing that you are hosting an activity to select “The Most Qualified Student” of this school year, I am writing to recommend my best friend Tom to you.
听说你要举办一场评选本学年“最合格学生”的活动，我写信向你推荐我最好的朋友汤姆。
2. I'm more than delighted to know you are curious about the club activities of our school and want to join one next term. I'd like to recommend the table tennis club to you.
我很高兴知道你对我们学校的俱乐部活动很好奇，想下学期参加一次。我想向你推荐乒乓球俱乐部。
3. I feel delighted that you are so interested in......，so I’m writing to give you a brief introduction of it.
我很高兴你对....... 感兴趣，所以我写信向你简要介绍一下它的情况。
4. I feel greatly honored to be asked to contact you，informing you of our arrangements.
我感到很荣幸受委托与你联系，告知你我们的安排。
5. I would like to inform you of some details about the...
我想告诉你... 的一些细节。
6. Aware of your enthusiasm for.../Delighted to learn that you are interested in..., I will give you a brief introduction about it.
了解到你对… 有热情 / 很高兴得知你对……(对方想要了解的东西)感兴趣，我将给你一个简要的介绍。
7. I’m writing this letter for the purpose of sharing with you some details of....
我写这封信是为了和你分享一些... 的细节。
8. I recommend it mainly for the following three reasons.
我推荐它主要有以下三个原因。
9. I am writing to recommend to you.../I would like to offer my recommendations.
我写信是为了向你推荐.../ 我想给出我的推荐。
10. It is a great honour for me to recommend to you...
我很荣幸向你推荐...
11. I take great pleasure in recommending...to you
我非常高兴向你推荐...
12. From my perspective，I'd like to recommend...
在我看来，我想推荐...
13. Knowing that you are interested in... I am writing to you to recommend...to you.
得知你对... 感兴趣，我写信向你推荐...
14. Having known that...I would like to recommend...to you.
了解到...，我想向你推荐...
【满分句型模板之中间“猪肚”句】
1. The reason why I recommend this...is that it stresses the importance of...
我推荐这个... 的原因是它强调了... 的重要性。
2. It offers you an opportunity to do something interesting and creative. Meanwhile, it provides you with a source of pleasure.
它给你提供了一个做有趣且富有创意的事情的机会，同时也是你快乐的源泉。
3. It makes me delighted that you show great interest in...and that you want to know something about...
我很高兴你对…… 很感兴趣，并且想知道关于…… 的一些情况。
4. I recommend it mainly for the following two reasons.
我推荐它主要有以下两个原因。
5. I recommend that you...so that you can...
我建议你…… 以便你……
6. There are all kinds of...for you to choose from, so you can visit the website for detailed information.
有各种各样的... 可供你选择，所以你可以访问网站了解详细信息。
7. There are several following reasons why I think...is a better choice.
我认为... 是更好的选择，原因如下。
8. In addition to her excellence in academic study, sb also performs well in...
除了在学术研究上表现出色，某人在... 方面也表现良好。
9. sb. has enjoyed the reputation/title of...
某人享有... 的声誉 / 称号。
10. sb. is very intelligent, honest, creative, and very easy to get on with.
某人非常聪明、诚实、有创造力，而且很容易相处。
11. It offers you a chance to do sth... Meanwhile, it provides you with a source of pleasure.
它给你提供一个做某事的机会... 同时，它为你提供了快乐之源。
12. It is a good way to do sth. (eg: broaden your mind), through which you can do sth.
这是做某事(例如：拓宽你的思维)的好方法，通过它你可以做某事。
13. In addition, he is warm-hearted and willing to help others in need, for which I recommend him to you.
此外，他心地善良，乐于帮助有需要的人，为此我向你推荐他。
14. Besides, it will help you learn Chinese in interesting and effective ways. Here you can learn to sing Chinese songs, enjoy poems of the Tang Dynasty and watch Chinese movies.
此外，它将帮助你以有趣和有效的方式学习中文。在这里，你们可以学习唱中文歌曲，欣赏唐诗，看中国电影。
【满分句型模板之结尾“豹尾”句】
1. I do hope you can take my recommendations into account/consideration and make a final decision.
我真的希望你能考虑我的建议并做出最终决定。
2. If you have any question/need further information, don’t hesitate to contact me.
如果你有任何问题 / 需要更多信息，请随时联系我。
3. I’ll be more than happy if you can take my recommendations/ideas into consideration.
如果你能考虑我的建议 / 想法，我会非常高兴。
4. Whenever you need help, please don’t hesitate to let me know.
无论你何时需要帮助，请随时告诉我。
5. If there still exist further questions, please contact me without hesitation.
如果还有其他问题，请立即联系我。
6. If he can join your company, he will give full play to his talent. And your company will also be greatly benefited. So I strongly recommend...to you.
如果他能加入贵公司，他将充分发挥自己的才能。贵公司也将受益匪浅。所以我强烈向你推荐...
7. Therefore, I do not hesitate to recommend her as an ideal candidate for the post you advertised.
因此，我毫不犹豫地推荐她作为你所招聘职位的理想人选。
8. It is a good chance for you to pay a visit to...for it's really worth seeing.
这是你参观... 的好机会，因为它真的很值得一看。
9. I am confident that you will surely benefit a lot from my advice.
我相信你一定会从我的建议中受益匪浅。
10. I will be extremely delighted if you can take my recommendation into consideration.
如果你能考虑我的推荐，我将非常高兴。
11. I do hope that you would take my recommendation into consideration/account./I'll be more than happy if you can take my suggestions/ideas into consideration.
我真的希望你能考虑我的推荐。/ 如果你能考虑我的建议，我会非常开心。
12. I do hope you can take my recommendations into consideration and make a final decision.
我希望你能考虑我的建议，并做出最终决定。
13. The above is the reason why I recommend this dictionary. I hope my recommendation will be of great help.以上就是我推荐这本词典的原因。我希望我的建议会有很大的帮助。
必备满分模板
【满分作文模板1】
	Dear Jim(建议对象),
In response to your request for ___________(推荐事由), I |would like to recommend___________ (具体推荐事项) for the following reasons.
To start with, __________(理由一). In addition, __________(理由二). Last but not least, __________(理由三). 
I do hope you can take my recommendations into consideration. Keenly anticipate your prompt reply.
Your sincerely,
Li Hua


【满分作文模板2】
	Dear Jim(建议对象),
I'm delighted to know that you have a passion for __________(推荐范围). Now, I'm more than willing to share with you some detailed information. 
Of all the__________(推荐范围), a variety of them are worth recommending. Personally, I think__________(推荐对象) is a better choice. The reasons are as follows. To start with，__________(理由一). In addition，__________(理由二). Last but not least，__________(理由三). 
Hopefully, what I have mentioned above will be of some help to you. Looking forward to your reply.
Yours sincerely,
     Li Hua


模板03 申请信

必识核心词汇
1. an office secretary is wanted	       招聘一名办公室秘书
2. apply for the position 			   申请这个职位
3. be qualified for the post 		       能胜任这个岗位
4. an 18-year-old boy 			       一个18岁的男孩
5. an exchange student from China       一名来自中国的交换生
6. with a height of 178cm 		       身高178厘米
7. graduate from Beijing University       毕业于北京大学
8. major in business management 	        主修工商管理
9. have a good command of English       精通英语
10. communicate with others in English    用英语与他人交流
11. have a deep passion for Chinese culture  对中国文化有浓厚的热情
12. have a strong sense of responsibility    有强烈的责任感
13. take my application into account	    考虑我的申请
14. live up to one's expectations		    不辜负某人的期望
15. Should I be chosen, I would… 		若我被选中，我会……
必记高级句式
【满分句型模板之开篇“凤头”句】
1. Exceedingly delighted to learn from the newspaper that an office secretary is wanted in your company, I'm writing to apply for the position.
从报纸上得知贵公司招聘办公室秘书，我非常高兴，特此写信应聘该职位。
2. I am Li Hua, a Chinese student in London now. Having learned that a Chinese painting exhibition will be held in this city, I am writing to apply to be a volunteer.
我是李华，一个在伦敦的中国学生。得知这个城市将举办中国画展，我写信申请成为一名志愿者。
【满分句型模板之中间“猪肚”句】
1. As an 18-year-old boy, with a height of 178cm, I’m hardworking, enthusiastic and creative.
我是一个18岁的男孩，身高178厘米，勤奋、热情、有创造力。
2. Graduating from Beijing University, I have a good command of English with a high level of fluency and accuracy.
我毕业于北京大学，英语熟练，流利准确。
【满分句型模板之结尾“豹尾”句】
1. Should you grant me a personal interview, I would be most grateful.
如果你能给我一次面试机会，我将不胜感激。
2. I sincerely hope you can take my application into consideration and grant me an opportunity to be a volunteer. 
我衷心希望你能考虑我的申请，给我一个做志愿者的机会。
必备满分模板
【满分作文模板】
	Dear Sir/Madam,
I'm __________(简单自我介绍). Having read your advertisement on the Internet looking for __________(申请的岗位)，I’m writing to apply for the position.
I am convinced that I’m qualified for the position. In the first place, I have strong __________(优势一) communication skills. Besides, I have a good command of _________(优势二), which enables me to _________freely. Last but not least, I have a good personality, and I am independent in life. (优势三) Therefore, I recommend myself to you without hesitation.
Hopefully, I could be offered the chance to join you. Looking forward to your early reply.
Yours sincerely,
Li Hua



类型01 邀请信
链接高考
【2024新课标I&II卷】假定你是校广播站英语节目“Talk and Talk”的负责人李华，请给外教Caroline写邮件邀请她做一次访谈。内容包括：
1. 节目介绍；
2. 访谈的时间和话题。
注意: 
  	1. 写作词数应为80个左右：
  	2. 请按如下格式在答题卡的相应位置作答。
思维解析
【写作思路】 本篇书面表达属于应用文。要求考生写一封邮件邀请你的外教Caroline来你校的广播站英语节目“Talk and Talk”做一次访谈。
【参考范文1】
Dear Caroline,
This is my first time that I have invited you to attend our program —Talk and Talk. It is ten years since Talk and Talk was established. This is an amazing program where you can share your ideas with students. 
Now, when having trouble in learning English well, plenty of students urge to know how to deal with it. As our distinguished foreign language teacher, your aid can help us a lot. If you are available on this Sunday, I together with the whole Talk and Talk staff am waiting for your coming. 
I’d appreciate it if you take my invitation into consideration. 
Yours sincerely,
 Li Hua
【参考范文2】
Dear Caroline,
I'm Li Hua, in charge of the English program “Talk and Talk” in the school radio station. I'm writing this email to invite you for an interview.
“Talk and Talk” is an English program which provides students with a variety of topics to broaden their horizons. A new interview on the theme of English literature is projected, with the intention of arousing students' interest in learning English classics. You are definitely the one we are looking for, for not only is English literature what you are expert at, but also you enjoy great popularity for skillful teaching. The interview is scheduled to be held at 3 p.m. on Friday in the school radio station and will last about one hour. 
If you can spare your time, please reply to me soon. I'd appreciate it if you accepted my invitation.
Yours sincerely,
Li Hua

变式应用
1. 假定你是李华，你校图书馆新开设“小组学习室”，请你给你的留学生同学Michael写一封信，邀请他一同体验，内容包括：
1.位置与开放时间； 2.室内设施和功能。
注意：1. 词数80左右；
2. 可适当增加细节，以使行文连贯。
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
【写作思路】本篇书面表达属于应用文，假定考生是李华，你校图书馆新开设“小组学习室”，请你给你的留学生同学Michael写一封信，邀请他一同体验。
【参考范文】
Dear Michael,
     Good news ! Recently, a newly-furnished section, consisting of eight Group Learning Rooms, has been open to us students in our school library.
     Located on the third floor beside the online reading rooms, it can be accessible from 8 am till 9 pm throughout the weekdays. Those rooms are equipped with modern electronic facilities, all of which are linked to the Internet. It’s really convenient for us to do some group projects. Why not ask our group members to go and experience it? 
     Early reply and we can reserve one room for our project.
Yours,
Li Hua
2. 假设你是红星中学高三学生李华。你打算邀请英国好友Jim为你们班做一次关于英语写作的线上经验交流。请你用英文给他写一封电子邮件，内容包括：
1. 建议交流的具体内容及其原因；
2. 交流时间和其他相关事项。
注意：1. 词数100左右；
2. 开头和结尾已给出，不计入总词数。
Dear Jim,
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Yours,
Li Hua
【写作思路】本篇书面表达属于应用文。要求考生写一份电子邮件，邀请英国好友Jim为班级做一次关于英语写作的线上经验交流
【参考范文】
Dear Jim,
   How’s everything?
   I’m writing to invite you to give us an online talk on English writing. Our classmates seem to be weak in organisation. Would you please give us some suggestions on how to connect sentences logically, how to develop a paragraph, and how to structure an essay?
   The talk will last about an hour, and you can decide on a date at your convenience. Please let me know which platform you’ll use. It would be great if we could have a 10-minute question and answer session at the end of your talk.
   Looking forward to your reply.
                                                                          Yours,
                                                                          Li Hua
类型02 推荐信
链接高考
(2025年新高考1卷)假定你是李华，你班的英语报要增设一个栏目。外教 Jenny 提出“Fun at my school”和“Guess who I am”两个选项供大家选择。请给Jenny写一封邮件，内容包括：
(1)你的选择；
(2)说明理由。
注意：
(1)写作词数应为80个左右；
(2)请按如下格式在答题卡的相应位置作答。
Dear Jenny, 
I really like the idea of adding a new column to our English newspaper. 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Yours, 
Li Hua
思维解析
【写作思路】本篇书面表达属于应用文。要求考生就外教Jenny提出的校英文报增设一个栏目，在“Fun at my school”和“Guess who I am”两个选项中给出自己的推荐，并说明理由。
【参考范文】
Dear Jenny,
I really like the idea of adding a new column to our English newspaper. I’m writing to express that my predilection goes to “Guess who I am”, which capitalizes on an object clause to signal its potential contents.
The column will serve as a catalyst for closer bonds between students. Redoubling efforts to boost academic performance, we pay little heed to other classmates’ personalities, hobbies, strengths, and even aspirations. Such an inviting column, adopting a “description and guess” approach, must expose everyone to others’ characteristics, thus strengthening mutual understanding. More importantly, more friendships will be forged, since the column enables us to befriend someone on the same wavelength.
This eye-catching column, I’m firmly convinced, won’t fail to grant the whole class a harmonious atmosphere.
Yours,
Li Hua
变式应用
1. (2025年1月八省联考)假定你是李华，你的留学生朋友 Beth想学打乒乓球，发邮件向你求教。请给她回封邮件，内容包括：
(1)表示支持; 
(2)推荐教练。
注意：
(1)写作词数应为80个左右；
(2)请按如下格式在答题卡的相应位置作答。
Dear Beth, 
Glad to know that you want to learn to play table tennis. 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
【写作思路】本篇是回复留学生朋友Beth求教打乒乓球的邮件，内容需体现对其学习意愿的支持，并推荐合适教练，符合80词左右的应用文写作要求。
【参考范文】
Dear Beth,
Having known that you are interested in learning to play table tennis, I am writing to support your decision.  
Table tennis is great for not only build up one’s strength and develop one’s character. but also serves as an excellent way to stay active and meet new people. Besides, I'd like to recommend Mr. Zhang, my former table tennis coach. He is very experienced and patient. He can teach you basic skills well.
Looking forward to hearing from you soon and perhaps even sharing a game of table tennis in the future!                                                                                                                                                                              
Yours,                                                             
Li Hua
2.(2024年浙江卷1月) 请你写一篇短文向校英文报“Sports and Health”栏目投稿，向同学们推荐一项适合课间开展的运动，内容包括：
1. 介绍这项运动；
2. 说明推荐理由。
注意： 
1. 写作词数应为80个左右；
2. 请按如下格式在答题卡的相应位置作答：
Stand Up and Exercise, Everybody!
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
【写作思路】本篇书面表达属于应用文，要求考生写一篇短文向校英文报“Sports and Health”栏目投稿，向同学们推荐一项适合课间开展的运动。
【参考范文】
Stand Up and Exercise, Everybody!
Everybody! Are you tired of sitting in class all day? How about incorporating some physical activity into your daily routine? One great option is the “Stand Up and Stretch” exercise. This simple routine involves standing up from your desk, stretching your arms, legs and back, and taking a few deep breaths. It’s a quick and easy way to get your blood flowing and re-energize your body and mind. This exercise is recommended for several reasons.
First, it helps to combat the negative effects of prolonged sitting, such as back pain and stiffness. Second, it can improve your focus and concentration, making it easier to stay engaged in class. Lastly, it promotes a healthy and active lifestyle, which is essential for overall well-being.
So, next time you feel a bit sluggish during class, remember to stand up and stretch! It’s a small change that can make a big difference in your day.
类型03 申请信
链接高考
[bookmark: _二、_命题演练_1](2023天津卷二考)假设你是晨光中学的学生李津，通过交换生项目在英国某中学就读，校方为加强中英文化交流，将举办“中国工坊” 活动。该活动主题涉及中华美食、中国传统手工艺、中国书法和绘画，拟招募学生现场教授相关技能。请按照以下提示，写一封申请信：
(1)申请参加本次活动；
(2)阐述你对本次文化交流活动意义的理解；
(3)结合个人兴趣和特长，说明拟教授何种技能，并阐述原因。
参考词汇：中国工坊 Chinese Workshop
中华美食 Chinese cuisine
手工艺 handicraft
书法 calligraphy
注意：
(1)词数不少于100；
(2)可适当加入细节，使内容充实、行文连贯；
(3)开头和结尾已给出，不计入总词数。
Dear Sir/Madam,
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Sincerely yours,
Li Jin
【写作思路】本文是应用文。假设你是晨光中学的学生李津，通过交换生项目在英国某中学就读，校方为加强中英文化交流，将举办"中国工坊”活动。请按照以下提示，写一封申请信:(1)申请参加本次活动;(2)闻述你对本次文化交流活动意义的理解;(3)结合个人兴趣和特长，说明拟教授何种技
能，并阐述原因。
【参考范文】
Dear Sir/Madam,
I am Li jin, an exchange student from China. Knowing that Chinese Workshop will be held in the school, l am writing to apply for taking part in the activity.
The theme of the activity involves Chinese food, traditional Chinese handicrafts, Chinese calligraphy and painting. So I think this activity is very significant, which is conducive to spreading excellent traditional Chinese culture and promoting cultural exchanges between China and Britain. As a Chinese, I have a passion for making Chinese cuisine, for example dumplings. Not only can I teach participants how to make dumplings, but also let them fall in love with Chinese cuisine.
I would appreciate it if you would enroll me in the event. Looking forward to your reply.
Sincerely yours,
Li Jin
变式应用
1. 假定你是在英国学习的交换生李华。你校学生会将举办“国际文化节”，目前正进行摊位招募。请你写封邮件申请一个摊位(booth/stall)，内容包括：
1.写信目的；
2.简介摊位；
3.你的期待。
注意：
1.写作词数为100左右；
2.请按如下格式在答题卡的相应位置作答。
Dear Students’ Union.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
【写作思路】本篇书面表达属于应用文，要求考生就学校学生会将举办“国际文化节”并进行摊位招募这件事写封邮件申请一个摊位。
【参考范文】
Dear Students’ Union,
I’m Li Hua, an exchange student from China. I’m writing to apply for a booth at the upcoming International Cultural Festival, aiming to share the beauty of Chinese culture with fellow students.
My booth will feature traditional crafts and snacks. I’ll display exquisite paper-cutting works and guide visitors to try simple folding techniques. I’ll also prepare fragrant jasmine tea and vivid sugar paintings—both are iconic Chinese treats. Additionally, I’ll bring a small screen to play short videos about cultural stories behind these items, making the experience more engaging.
 I sincerely hope I can get the opportunity. It will be a wonderful platform for cultural exchange and mutual understanding. Looking forward to your positive reply!
Best regards,
Li Hua
2. 假设你是李津，作为交换生在英国的学校学习。学校要办一个叫 Chinese Workshop 的活动以促进中英文化交流。活动内容包括中国美食、手工艺品和书法。其中有个环节还要求参与者教别人做中国传统的东西。请描述这项活动的意义，并申请参加此次活动，阐述你所参加的活动内容及想法。
注意：1. 词数80左右;
2. 可适当增加细节，使内容充实、行文连贯。
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
【写作思路】本篇书面表达属于应用文。要求考生以“促进中英文化交流的活动”为主题，写一封申请信。
【参考范文】
Dear Sir/Madam, 
   I am Li Jin, an exchange student from China. Knowing that Chinese Workshop will be held in the school, I am writing to apply for taking part in the activity. 
   The theme of the activity involves Chinese food, traditional Chinese handicrafts, and Chinese calligraphy. So I think this activity is very significant, which is conducive to spreading excellent traditional Chinese culture and promoting cultural exchanges between China and Britain. As a Chinese, I have a passion for making Chinese cuisine, for example, dumplings. Not only can I teach participants how to make dumplings, but also let them fall in love with Chinese cuisine. 
I would appreciate it if you would enroll me in the event. Looking forward to your reply. 
Sincerely yours, 
Li Jin

巩固提升
1.[运动健康]假定你是李华，你市一家室内游泳馆本月将对中学生免费开放。请给你的朋友Murphy写封邮件，内容包括：
1. 告知游泳馆相关情况；
2. 邀请一同前往。
注意：
1. 写作词数应为80个左右；
2. 请按如下格式在答题卡的相应位置作答。
Dear Murphy,
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Yours,
Li Hua
【写作思路】本篇书面表达属于应用文。要求考生以李华的身份给朋友Murphy写一封邮件，告知室内游泳馆对中学生免费开放的情况并邀请一同前往。
【参考范文】
Dear Murphy,
I’m writing to share with you a piece of good news. An indoor swimming pool in our city will be open to all middle school students free of charge during this month.
It’s a great spot with clear water, well-heated pools, and comfortable rest areas, so it’s perfect for a relaxing swim. It is also equipped with professional lifeguards on duty, which can ensure a safer swimming environment. I know you are a very enthusiastic swimmer. Would you like to go swimming with me this Sunday?
Looking forward to your early reply!
Yours,
Li Hua
2.[跨文化交流]假设你是李华，从互联网上看到一个国际中学生家教组织将面向中国招聘兼职中文家教(tutor)的广告，欢迎中国学生参加。请写一封电子邮件申请参加。
内容主要包括：
1. 自我介绍(包括中英文能力)；
2. 参加意图(帮助别人学习中文和推介中国文化)；
3. 希望获准。
注意：
1. 词数100左右；
2. 可以适当增加细节，以使行文连贯；
3. 邮件开头和结尾已为你写好，不计入总次数。
Dear sir or madam,
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Yours sincerely,
Li Hua
【写作思路】本篇书面表达属于应用文写作中的申请信。要求考生向一个国际中学生家教组织写信，申请成为其面向中国招聘的兼职中文家教。
【参考范文】
Dear sir or madam,
I’m Li Hua, a middle school student from China. I’m writing to apply for the part-time Chinese tutor position you advertised online.
I have a good command of both Chinese and English. In Chinese, I excel in writing and literature appreciation. In English, I can communicate fluently and accurately.
I want to take this opportunity to help international students learn Chinese and introduce Chinese culture, such as traditional festivals and customs. I believe this will not only help them master the language but also build a bridge of cultural exchange.
I would be grateful if you could consider my application. I’m looking forward to your early reply.
Yours sincerely,
Li Hua
3.[新考向]假定你是李华，你校下个月将举办“我与海外笔友共读一本书(Read a Book with Overseas Pen Friends)”线上交流活动。请你写一封邮件邀请你的笔友David参加，内容包括：
1.介绍活动目的与形式；
2.推荐共读书目并说明理由。
注意：
1.写作词数应为80左右；
2.请按如下格式在答题卡的相应位置作答。
Dear David,
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Yours,
Li Hua
【写作思路】本篇书面表达属于应用文写作中的邀请信。要求考生写信给笔友David，邀请其参加学校下个月举办的“我与海外笔友共读一本书(Read a Book with Overseas Pen Friends)”线上交流活动。
【参考范文】
Dear David,
I’m writing to invite you to our “Read a Book with Overseas Pen Friends” activity to be held by our school next month. The activity aims to help us learn from each other through reading.
We’ll pick one book together first, and then have online talks every two weeks to share ideas. I recommend Selected Readings from The Analects — it has Confucius’ wise ideas, which can help you understand Chinese culture in a simple way.
Hope you’ll join us! If you agree, just e-mail me back by this weekend. I’ll send you the full book list soon.
Yours,
Li Hua
4.[科技主流]假定你是校学生会主席李华，你校将举办一场以“科技与未来生活”为主题的创新论坛。请你给人工智能专家Dr. Brown写一封邮件，邀请他做主旨发言，内容包括：
1. 论坛主题及目的；    2. 邀请原因；    3. 相关安排。
注意：(1)写作词数应为80个左右；(2)请按如下格式在答题卡相应位置作答。
___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
【写作思路】这是一篇应用文。考生所在校将举办一场以“科技与未来生活”为主题的创新论坛。请你给人工智能专家Dr. Brown写一封邮件，邀请他做主旨发言。
【参考范文】
Dear Dr. Brown,
I’m Li Hua, the president of the Student Union. I’m writing to invite you to deliver a keynote speech at our school’s innovation forum themed “Technology and Future Life”.
The purpose of this forum is to arouse students’ interest in science and technology and inspire their innovative thinking. Given your profound expertise in artificial intelligence, your insights will surely benefit our students.
The forum will be held in the school hall at 3 p.m. next Friday. We’ll arrange transportation to pick you up. Looking forward to your favorable reply.
Yours sincerely,
Li Hua
冲刺突破
1. 假定你是李华，你校将举办外国学生中文演讲比赛，请给你的英国朋友George写封邮件邀请他参加。
内容包括:
1.比赛时间；2.演讲话题；3.报名方式。
注意:
1.词数80左右；
2.可适当增加细节，以使行文连贯。
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
【写作思路】根据提示可知, 本篇为一封电子邮件；假定你是李华，你校将举办外国学生中文演讲比赛，请给你的英国朋友George写封邮件邀请他参加。内容包括:1.比赛时间；2.演讲话题；3.报名方式。
【参考范文】
Dear George,
   I'm writing to invite you to join us in the “Chinese speech contest for foreigners” to be held in our school. The activity is scheduled at 8:00 a.m. on January 20th in the lecture hall. 
   The theme of the speech contest is “differences between eastern and western customs”, through which the foreign students are bound to gain a better understanding of Chinese splendid traditional culture and meanwhile strengthen their love of China.
   Immensely fascinated by its mysterious culture and age-old history, you can, undoubtedly give us a wonderful and impressive performance. You are expected to sign up for the contest at www. Chinesespeechcontestforforeigners.com. I'd appreciate it if you could accept our invitation.
 Yours sincerely,
Li Hua
2.(2024年北京卷)假设你是红星中学高三学生李华。你的外国好友Jim准备给其校报的Asia Today栏目投稿。得知今年新中国成立75周年，他打算重点介绍中国的发展成就，发来邮件询问你的建议。请你用英文给他回复，内容包括：
(1)建议投稿内容；
(2)就以上建议简要说明理由。
注意：(1)词数100左右；
(2)开头和结尾已给出，不计入总词数。
Dear Jim, 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Yours, 
Li Hua
【写作思路】本文是一篇应用文写作任务。外国朋友Jim计划向其学校报纸的Asia Today专栏投稿。得知今年是新中国成立75周年，他打算重点介绍中国的发展成就，并请求考生通过电子邮件给予他一些建议。
【参考范文】
Dear Jim,
It’s great to hear you’re planning to write about China’s achievements on the occasion of the 75th anniversary of the founding of this country. Here are a few suggestions for your article. 
To begin with, talk about China’s economic growth and technological advancements, which are the highlights in the past few decades. Then, projects like the Belt and Road Initiative make a good topic to discuss because it showcases China’s determination to build a shared future with the world. In addition, you can also mention China’s role in helping solving global issues such as the global warming, offering a more comprehensive view. 
Looking forward to reading your article! 
Yours,
Li Hua
3. 假定你是李华，你所在的城市将举办一场国际乒乓球比赛，正在招募志愿者。请你给相关负责人Mr. Smith写一封申请信，内容包括：
1.自身优势；
2.期待回复。
注意：1.写作词数应为80个左右；
2.请按如下格式在答题卡的相应位置作答。
Dear Mr. Smith,
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Yours sincerely,
Li Hua
【写作思路】本篇书面表达属于应用文。要求考生以李华的身份给负责人Mr. Smith写一封申请国际乒乓球比赛志愿者的申请信，内容包括展现自身优势和期待收到回复。
【参考范文】
Dear Mr. Smith,
   I am Li Hua, a high school student who is enthusiastic about sports and volunteering. With fluent English and a strong interest in table tennis, I am confident in my capability to assist international guests effectively during the coming event. Moreover, my previous experience in organizing school events has strengthened my communication and teamwork skills, making me qualified for the volunteer work at such an event.
   I would greatly appreciate the opportunity to contribute to this exciting international contest in our city. I’m looking forward to your positive response.
Yours sincerely,
Li Hua
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