应用文是新高考书面表达之一，是高一阶段写作训练的重点，现将高一以来我们写过的应用文汇总如下（近期的训练除外）。另外，请收集整理好上学期所发的应用文写作模板和这学期所发的应用写作专题训练。
务必保存好所有资料供日后复习使用！！
(感谢信)假如你是李华，在美国访问学习的一周里你住在Anne家里。在即将回国之际，请你给她写一封感谢信。
1.写信目的   2. 感谢原因    3.邀请她来中国
注意：1. 词数100左右；
2. 可以适当增加细节，以使行文连贯；
3. 信件开头和结尾已给出，不计入总词数。
Dear Anne,
I am writing to convey my gratitude for your kind help and care during my stay in America, without which I wouldn’t have enjoyed it so much.
During the week, the comfortable room, delicious meals and especially your friendly family members all made me feel at home, leaving me lasting memories. Moreover, guided by you, I was honoured to have a chance to visit some places of interest and be exposed to such a unique culture as well as beautiful scenery. It was your generous help that enabled me to have a better understanding of your country and culture.
Thanks again for your kind help again. I will be more than pleased to have the opportunity to repay your kindness by showing you around China. All the best wishes to you.
Yours,
 Li Hua
（感谢信）假定你是李华，冠状病毒爆发，你的美国朋友Amy写信询问你的近况，并给你寄了口罩，请你给Amy回信，内容包括：
1. 表示感谢；   2. 应对措施；   3. 感动和信心
注意：词数100左右；可以适当增加细节，以使行文连贯
Dear Amy,
How is everything going with you? What a great surprise when I received your letter and masks. Words fail me to show how grateful I am now but your kindness will be engraved in my heart.  
Since the outbreak of novel coronavirus, unprecedented prevention and control measures have been adopted without any delay. As for me, I choose to stay indoors as an effective way of protection, which reduces the chance of getting infected accidentally. In addition, opening windows regularly and frequent hand-washing are what I often do so as to avoid virus and keep healthy. 
Lands apart, sky shared. Thank you again for your concern. Seeing medical staff’s commitment and many folks’ contributions, I am fully convinced that we will win the battle against the epidemic with joint efforts, solidarity and science-based approaches. 
                                                                                                         Yours sincerely,
Li Hua 
（求职信、介绍信）假定你是李华, 将于今年七月从新星外语学校毕业。你从报纸上得知B&B公司要招聘一名英文秘书, 你很感兴趣。请给该公司写一封100个词左右的求职信, 包括下列要点: 
1. 年龄;   2. 学习情况及英语水平;   3. 兴趣和特长;    4. 性格特点。
注意: 开头和结尾已给出。
Dear Sir/Madam, 
   I learned that your company needs an English secretary and I have great interest in the position. 
   I’m 22 and will be graduating from Xinxing Foreign Language School this July. I have been studying hard and I’m one of the top students in our school. Meanwhile, English is my strength especially my spoken English. In addition, I have a good knowledge of computers and I can type fast. 
   In my spare time, I enjoy reading, which contributes to my outstanding writing skills. I am patient and easy to get along and cooperate with. 
   In conclusion, I’m confident that I’m qualified for the position (I’m the very person that you’re looking for). I would appreciate it if you could give me this job. Thank you very much. Looking forward to your reply.                                                                                                                                    
                                                                     Sincerely yours,                                                                                                                       
                                                                           Li Hua
（介绍信）假设你是李华，正和朋友们组建一支乐队。请写信向学校的音乐老师介绍你们的乐队，并请他给你们一些建议。内容包括：乐队成员、歌曲风格、乐队的排练和演出计划等。
  注意：1. 词数100左右；
2. 可适当加入细节，使行文连贯；
3. 不可使用真实姓名和班级等
Dear Mr. Huang,
    I’m Li Hua, one of your students in Grade 1. Due to my intention to make a band with my friends, I am writing to ask you for advice concerning how to make a successful one.
    Our band is made up of four students, one being the singer and the rest three playing guitar, keyboard and drums. As far as I am concerned, I have been practicing drums for almost ten years. Our music is loosely based on Jay Zhou, whose talent we admire most. In addition, what we are also fond of is rock music, some of which I’d like to make on my own. Our band is scheduled to practice our music in my room, which is the first step to success. Then we plan to give some performances in our school. 
We are wondering how we balance between study and band and what we can do to make it a successful band. We’d appreciate it if you could give us some better suggestions.We’re looking forward to your reply. 
     Best wishes!
                                                                                Yours,
                                                                                Li Hua
（介绍信）假定你是中学生李华，你的外国朋友 Harry 写信向你了解新冠疫情对中国中学生学习的影响。请根据以下提示，给他写一封回信。
1.基本情况：如延迟开学；网络授课；返校日期等候通知等;
2.对网课的感受和认识：如网课与学校课堂的不同及利弊等；
3.自己的想法或期盼等。
注意：词数100左右；可以适当增加细节，以使行文连贯。
参考词汇：新冠疫情 the novel coronavirus epidemic
Dear Harry,
 I’m glad to receive your letter. You’ve asked about the influence of the novel coronavirus epidemic on the learning of us middle school students in China. I’d like to offer some information. 
The school openings have been put off without exception and the date when we can return to school hasn’t been set. Therefore, online education is necessary and popular now. Admittedly, it is really a challenge for us. First, it is a test of our self-discipline since we have to study alone without our teachers pushing us and without our peers’ pressure. In addition, it is really tiring for us to stare at the electronic screen all the day, which does great harm to our eyes. But on the other hand, online learning brings us some convenience as we have access to more resources. Anyhow, online education is the best alternative now. 
I’m confident that I can take advantage of online learning and do my best. Now the epidemic has been well contained, and the school re-opening is supposed to be on the way. We are looking forward to the day. 
Thank you for your concern. 
Yours, 
Li Hua
（推荐信）假如你是新华中学的学生李华，偶然看到在你市求学的美国学生Tom在网上发帖，要大家给他推荐一本学习汉语的书。你手头正好有一本合适的书《新实用汉语》可以借给他。请你给他发一封电子邮件, 要点如下:
1. 说明写信原因；2. 描述书的情况；3. 约定见面时间和地点。
参考词汇《新实用汉语》：New Practical Chinese
Dear Tom，
My name is Li Hua，a student of Xinhua Middle School. The other day，I learned quite by chance that you were in need of a book to help you improve your Chinese. I happen to have one，which I think might help you.
The book，entitled New Practical Chinese，is intended for beginners at your level. Not only does it include the basic conversations，but it is also a window through which you can get to know Chinese culture and customs. Edited by three language experts，it has been popular with the readers ever since it came out two years ago.
If it is convenient to you，let’s meet at 3 pm this Sunday at the entrance to the People’s Park，where I can give you the book face to face．If not，try to find another time that is suitable for both of us.
                                                               Yours, 
                                                                           Li Hua
（推荐信）假定你是李华，你的美国朋友Peter 将要来你校学习。为了更好地了解中国文化，他想从你校开设的选修课中选择一门。 请你写一封邮件向他推荐太极拳（Tai Chi）— 中国著名的传统武术（martial art）之一。
内容包括：1. 推荐理由；2. 上课的时间和地点。
Dear Peter,
How is everything going? Knowing that you want to take a course about traditional Chinese culture, I strongly recommend Tai Chi to you based on the following reasons.
Tai Chi is one of the famous forms of traditional Chinese Martial Arts. After studying the course of Tai Chi, you will enrich your educational and cultural experiences in China. The course is taught by Mr. Yang, who combines elegant movements and clear explanations skillfully. Besides, I learn you love Tai Chi so much, thus making it easier for you to follow and get enjoyment from his teaching. 
The course will be given from 4:30 pm to 5:30 pm every Friday in Room 101 of No. 1 building. 
I hope my recommendation is helpful. Please don’t hesitate to ask me if you have further questions. Looking forward to your earliest reply.
                                                                             Yours,
                                                                             Li Hua
（建议信）假设你是李华，你在美国夏令营认识的朋友Mike给你来信说他最近因为网课沉迷于电脑难以控制。请你给他回一封信，告诉他网瘾可能会导致成绩下降、健康状况恶化、损害家庭关系等问题，并提出一些建议。
参考词汇：沉溺于be/become addicted to  网瘾：Internet addiction
Dear Jack,
I am glad to hear from you. As your close friend, I’d like to talk about the harm of Internet addiction to you as I feel worried to know that you have wasted lots of valuable time playing the Internet games.
As we know, the Internet is a convenient tool to improve our knowledge and skills. However, our life will be greatly affected if we are addicted to it. For example your grades may go down and your health will be going from bad to worse. To make things worse, it can also damage the relationship with your family. So I think it is high time that you got rid of the bad habit. It is a good idea for you to read some meaningful books and do some physical exercise.
I am looking forward to hearing your good news soon．
Yours,
Li Hua
（建议信）假定你是李华,你的朋友John因选科走班，进入了新的班级学习。因不擅长与别人交流，暂时无法融入新的班级，感到非常苦恼。请你根据以下要点给他写一封回信。
1.表示理解并给予安慰;      2.提出建议并给出理由。
注意: 1.词数100左右。     2.可以适当增加细节，以使行文连贯。
Dear John,
I’m sorry to learn that you are having a bad time in a new class. Actually, it is quite common that students find it hard to fit in with the new class. So there is no need for you to worry about it too much .Things will be better if you take the following suggestions.
First, you'd better make more new friends who can share their hobbies and ideas with you. You will feel comfortable with many friends around you. Second, Why not take an active part in the activities where you can exchange your opinions with them? It helps you to get familiar with them and understand each other better .Third, Being a good listeners matters. As is known to all, listening is an art which makes it easier to build a good relationship with others.
I hope my advice will be of great use.
Yours,
Li Hua
（通知）假设你是某国际学校的学生会主席，为增强学生安全意识，你校本周五下午准备进行一次消防演习，请你代表学生会写一份书面通知，内容要点如下：
1．活动时间、目的；
2．活动安排：(1)听到火警铃后有序撤离；(2)听专业消防员进行安全教育；(3)其他方面(内容自拟)；
3．活动之后，写出感受。
注意：1.词数100左右；
2．可以适当增加细节，以使行文连贯。
参考词汇：消防演习fire drill；消防通道fire-fighting accesses；消防隐患 potential fire hazard
Notice
A fire drill will be held in our school on Friday afternoon this week in order to improve everyone’s awareness of fire safety.
We are supposed to perform as follows：When hearing the fire alarm，everyone should leave buildings quickly and orderly through the fire-fighting accesses and gather together on the playground. Shortly afterwards，a professional firefighter will give a lecture about safety knowledge. After the lecture，all the students should go to inspect the dormitories/classrooms for potential fire hazards and clear them.
The fire drill is of such instructive and educational importance that one shouldn’t miss it .Please be present on time and pay attention to safety during the drill. After the activity，every student is asked to give a summary of this fire drill. Hope everyone will benefit from it.
Students’ Union
(投诉信)假定你是李华，在新冠状病毒肺炎疫情如此严峻的时刻，有少数不良商家以原价数倍的价格销售口罩。针对这一现象，老师让你们用英语给消费者协会写一封投诉信，作为今天的作业发到班级微信群里。
  要点如下：1. 介绍自己，写信目的。2. 说明情况，表示气愤。3. 希望重视，尽快解决。
  注意：1. 词数100左右;2. 可以适当增加细节，以使行文连贯。
  参考词汇：传染病，泛滥 epidemic新冠状病毒 novel coronavirus消费者协会 Consumers' Association
Dear Sir/madam,
   I am Li Hua, a senior school student. I am extremely sorry to disturb you, but I have to write a letter to convey my complaint and dissatisfaction.
The novel coronavirus epidemic is still tough and annoying. However, you can't imagine that a small number of businesses are so mean as to sell the face masks at an unreasonable price. It is said that it can be five times as high as the normal price. My classmates and I are burning with anger. 
I hope Consumers' Association can give much attention to this. I'd appreciate it if you can cope with it as early as you can.
                                                                     Yours sincerely,
Li Hua
(慰问信)假如你是李华，得知你的美国网友Mike家乡发生山火，房屋被烧毁，现在住在临时避难所。请你发邮件慰问，内容包括以下方面:
1. 询问受灾情况，表示关心。2. 鼓励他振作起来，重建家园。
注意：1. 词数100左右；    2. 可根据内容要点适当增加细节，使行文连贯。
参考词汇: 山火 wildfire   临时避难所the temporary shelter
Dear Mike,
On hearing the news that a wildfire broke out in your hometown, I am extremely concerned and anxious to express my sincere pity and care for you.
Shocked and unsettled, I wonder how much damage the wildfire has caused. With your house burnt to the ground, have you got accustomed to staying in the temporary shelter? Can you put up with the inconvenience there? However tough the situation is, don’t lose heart. A man can be destroyed but not defeated. Sad as you are, you must restore confidence in reconstructing the fire-stricken area. Therefore, I am firmly convinced that your hometown will soon come back to life.
Again, I convey my deep grief on your losses and heartfelt wishes for your safety and well-being. I’m looking forward to hearing your good news.
Yours 
Li Hua
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