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信

件

类

称谓，

开头段： 自我介绍（私人信函可省） + 写信目的
中间段： 总分结构、分层次阐释内容

结尾段： 期待回信 + 表示感谢 + 保持联系 （告示类要写）

署名

告

示

类

标题 （首字母大写）

正文： 时间、地点、时间、注意事项。
保持联系（留下联系方式）

署名：（特指且首字母大写）

日期：月 日， 年

备

忘

录

From: 
To: 
Date: 
Subject: 
正文：可分三大段，交代时间、地点、时间和注意事项。

报

告

Report on XXXXXX 
This report aims to analyze ... and find ... （目的）
From the information, we can find that .... （发现与过程）
In conclusion, ... （结论）
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图画作文

Recently, it often hits the headlines of newspaper that an increasing number of people 

are doing sth.. As is shown in the picture, 在地点 +动作 +核心事物， doing sth., with + 次要事

物。 Simple as the picture is, the meaning behind it is as deep as ocean. 

Undoubtedly, the purpose of the drawing is to show us that due attention should be paid 

to ⋯  . // 写法一：Among all the touching facts relating to this topic that I have heard, noticed 

and experienced, the most impressive one is ⋯  . Sb. , honored for his success in ⋯ ， is always 

remembered by his ⋯ , which shines through every page of his life. According to one latest 

survey conducted by ⋯  , ⋯  // 写法二： what exactly contributes to this phenomenon? It ’ s a 

thought-provoking question. First and foremo st , ⋯  In addition , ⋯  Last but not least, ⋯ The 

problem mentioned above will generate serious consequences if we keep turning a blind eye 

to it. // 写法三： When it comes to ⋯ , views may vary from person to person. On one hand, 

some people might hold the view that ⋯  Furthermore, they also claim that ⋯  On the other 

hand, the rest hold the opposite view. Moreover, ⋯  For example, ⋯ 

After considering every aspect of this phenomenon, I , as most of others will do, safely 

draw a conclusion that ⋯  On the macro level,the government should ⋯  . On the micro level, 

the public should enhance the consciousness of ⋯  . Only in this way can we do sth.. 

图表作文

写法一（动态图） ：The line chart presents information about A, B, C and D. To be specific, 

the number of A increases slowly from 1 in 2000 to 50 in 2010. Yet, the number of B decreases 

sharply from 50 to 1 during the same period. Meanwhile, the number of C remains steady at 

30. Although the number of D varies, the whole tendency tends to be upward. Isolated as

the figures seem to be, as a matter of fact, they are connected one another closely. // 写法二

（静态图）：The table shows different proportion of B, C, D and E. To be specific, the percentage 

of B, C, D and E accounts for 10% ，20% ，40% and 30% respectively. When taking a closer 

look, the biggest one is D which stands for 40% and the smallest one is B which stands for 

10%. Isolated as the figures seem to be, as a matter of fact, they are connected one another 

closely. 

In fact, this seemingly abstract chart has subtly revealed a not uncommon social 

phenomenon. what exactly contributes to this phenomenon? It ’ s a thought -provoking 

question. First and foremost , ⋯  In addition , ⋯  Last but not least, ⋯ There seem to be more 

than one direct or indirect facts relating to this topic, which none of us can fail to notice. For 

example, ⋯ 

After considering every aspect of this phenomenon, I , as most of others will do, safely 

draw a conclusion that ⋯  (On the macro level, the government should ⋯  . On the micro level, 

the public should enhance t he consciousness of ⋯  . ) Only in this way can we do sth.. 



信件

Dear Sir or Madam, 

I am sb. who do sth. . I am writing this letter to ⋯ 

Listed below are the main factors. To begin with , since + 原因，⋯  . In addition , I wonder 

if you could do sth. ⋯  Last but not least , ⋯ 

My thanks to you are beyond words. I am looking forward to hearing from you soon. 

Sincerely yours, 

Li Ming 

【大作文史上最无耻的中间段】

What exactly contributes to this phenomenon? It’s a thought -provoking

question. First and foremost, current enforcement of laws and regulations about 主 题词

might (not) be ineffective and inefficient. Plus, pertinent actions relating to 主 题词

taken by the public might (not) be little and limit. Last but not least, coverage of mass 

media concerning 主题词 , such as radio, television and internet, might (not) be partial 

and prejudiced. Therefore, the trend of the problem mentioned above tends to be an 

increasingly exciting / depressing issue. 

【小作文中间段的必杀句】

（1）事件

某个会议将会在 ⋯ 时间⋯ 地点⋯由⋯举办。

The conference will be held by ⋯  at ⋯  o ’ clock from ⋯  to ⋯ in 地点。

（2）人物

有相关工作经验者优先。

Someone who have previous experience as ⋯  are preferred. 

我的电脑技能、流利的口语以及令人愉悦的性格正是你们所看重的。

(My) basic knowledge in computer, fluent oral English and an amicable personality are the most desirable 

qualities you are looking for. 

（3）地方 +事件

你陪我参观的历史遗迹和博物馆，给我留下了深刻的印象，这令我终身难忘。

The historical sites and museums you accompanied me to visit have left me such a profound impression 

that I would cherish the wonderful memories for the rest of my life. 

（4）地方 / 活动

在某个活动或地方，学生或你有机会做各种各样的事情。

In ⋯ （某个活动或某个地方） , students (you) will have the opportunity to do a wide variety of ⋯  . 


