A letter of asking for help
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How to ask for help

A. Thank your helper.
B. Tell the person you're looking for a favor.
C. Word your request for a favor carefully.
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A letter of asking for help
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/Dear ambassador/Sir or Madam/(To whom it may concern),

~

o

Part 1: state background+ writing purpose--ask for help
Part 2: express your request for a favor carefully/ in detail
(flight information and dos and don’ts for return)

Part 3: close the letter politely
Sincerely yours,

LiHua /




Part 1: Purpose @

1. I’'m writing (this letter) to you to ask/seek for your help/assistance.

2. I’'m writing to ask you a favor /ask you to do me a favor.

3. I’'m writing(to you) in search of your guidance.

4. Unluckily / Unfortunately, | ‘m encountering / faced with difficulties/ having

trouble in doing ..., | wonder if you could help me with ...

5. I’ m sorry to disturb you but | have no alternative but to turn to you .

6. | desperately need your help. Please give me a hand in such a crucial situation.




Part 1: Background + Purpose @

| am Li Hua, an i nternational student who wants to return to China in view of the severe epidemic.
Unfortunately, most of the individual flights are canceled because of the increasing imported cases. I’'m
writing to ask for your a_ssistance _to return to homeland smoothly. (F—M, #HEZEH ., 4108

I’m Li Hua, a student presently studying abroad in England. Sadly learning that all the routine
flights have been canceled, so | have no alternative but to t_ urn__ to you for help as COVID-19 is
spreading rapidly. (B2, M)

I’m Li Hua, a 16-year-old oversea student in Britain. As far as | know, all flights to China have been
cancelled | due to the serious epidemic here and | have no idea how to return to China. So I’'m writing
to you to _seek for help from you (F—&. wFiE. BRirs

I’'m Li Hua, an exchange student. I’'m very sorry to trouble you but owing to the deadly epidemic
and cancelation of the flights back to China, | have no choice but to ask you to give me ahand so
that | can go back to China. (Mg s

My name is Li Hua, a Chinese student s_tudying in the UK. Due to the cancelation of all regular

flights, ’'m dropping these few lines in s_earch of your guidance, hoping to go back to China
successfully. (PEIEE. 53



Part 2: How to ask for information
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1. If possible, may | ask ...?
2. Would you please tell me the specific information of...
3. Could you manage to give me some constructive guidance on ...?

PRIk &

1. | wonder if you could inform me of ...
2. I'd like to know...
3. Please allow me to enquire about...



Part 2: Flight Information

1. Bizk5 1. flight number 6. ZHPLEFIE] 6. boarding time
2. ISR 2. flight schedule/timetable 7. &§LO 7. boarding gate
3. Al 3. chartered plane/flight 8. ft& 8. serve meals
4. H&BFE] 4. departure time 9. FE—¥E 9. one flight per/every/each week/
5. FlIAKFIE] 5. arrival time 10. THITHLEE 10. book/reserve a plane/an air ticket
make an airline reservation
=4
Iy

What is the air fare_ ?

What is the price of the ticket?

How much should | pay for the ticket?

How much will it cost _me to take/board the flight?

How much does the airplane company charge for the ticket?
I’d like to know the expense of the flight.




Part 2: Information + Dos and Don’ts

If possible, could you please tell me the information about the chartered flight, such as
number, time and so on. By the way, | wonder if there’s anything that | should pay
attention to on my way home, like protection and segregation. (¥, NG E. BRI

Nothing could be better if you could offer me detailed information about the chartered
flight, including flight number ,time and cost . Moreover, it would be highly appreciated if
you could provide me with some essential notes on protection and self-isolation.

(E4. TEHD

Would you mind telling me if there are any flights available? Meanwhile, it will be of

great help if you tell me the precautions | need to take , for example, how to protect myself
and quarantine(v.). (B, Pt HikKg

I sincerely hope that you could offer me some relevant information about the chartered
flight, along with flight number, schedule, etc. In addition, it couldn’t be nicer of you to
provide me with the tips that lay emphasis on self-protection and quarantine(n.).

(b2 ZWAE)




Part 3: Ending (appreciation could be included) Ml

1. Words fail to express my heartfelt thanks if you can spend a little precious time
replying to my letter. (T8, FI0T)

2.l would be very appreciative/grateful/thankful if you could reply to me as

soon as possible. (S Y

3. 1 would highly appreciate your timely/ prompt reply. (TR

4. Your timely/prompt reply to my letter would be highly appreciated. (—%) (—it)

5. Looking forward to your timely/earliest/prompt reply. (F12K)



Writing Sample 1
e
Dear Sir or Madam,

I'm Li Hua, a student presently studying abroad in England. As the virus is
spreading here, I'm eager to go back to China, which is almost impossible owing to
the fact that all the individual flights have been canceled. So | have no choice but to
trouble you to help me return to China .

| wonder if you could inform me of some information about the chartered flights,
such as flight number, time and cost. By the way, could you please tell me some
points | need to pay attention to like protection and quarantine on my way home?

| would be delighted for your timely assistance. Looking forward to your reply.
Yours,
Li Hua

(written by a senior student: Lisa)




Writing Sample 2

|
Dear Sir/Madam,

I’m Li Hua, a Chinese oversea student in UK. Due to the rapid spread of the
coronavirus in UK, I've arranged to fly back in several days, but the administration
has shut down all the flights to China, which brings me into a dilemma. Therefore,
I’'m writing to seek for your help.

Could you please inform me of the relevant information of the chartered flight in
the next few weeks, such as flight number, time and so on? Additionally, I'd like to
know dos and don’ts of the coming trip, like protective measures and process of
guarantine, in which case | could be fully prepared.

Looking forward to your early reply.

Sincerely yours,

/ Li Hua
. (written by a college student : Anne)



Writing Sample 3
e
To whom it may concern,

| am Li Hua, a college student studying in Britain. As the coronavirus is going viral
here, | eagerly want to go back home. Nevertheless, all commercial flights to China
have been cancelled, which makes my return impossible. Therefore, | am asking for
your favor to help me who is obliged to stay here under such a horrible circumstance.

Hence, if possible, could you please send me detailed information about the flight,
such as flight number, boarding date, departure time and what we should do during
the travel to protect myself. What's more, | have learned that China has already
taken the virus under control. So I'd also like to know the necessary steps we ought
to take once arriving at the domestic airport and how the quarantine will be going
on.

Your prompt reply to my letter would be highly appreciated.

B , Yours sincerely,
(written by a graduate: Scarlet) Li Hua




Writing Sample 4: Fill in the Blanks
e

Dear honorable ambassador,

| am Li Hua, an oversea Chinese student studying in UK_presently (present). As
you know, the epidemic situation of coronavirus is severe here . | think it’s a better
decision to return to China . However , all the flights back __have been cancelled
(cancel). So I’'m writing this letter to bother you to help me go back home smoothly.

First of all, could you please keep me informed(inform) of the related information
about the chartered flight, which will really help me out, such as flight number,

departure (depart) time, the ticket price and so on? Moreover, is it convenient of

you to let me know something significant on the plane in advance, for instance,
how to protect and quarantine myself from others?

| would appreciate _it if you could give me a hand and | am looking forward to
your _ earliest (early)reply.

A 3 Yours faithfully,
(Written by a graduate : Victoria) Li Hua




Writing Model

Dear ,

My name is . | have met much difficulty in . Faced with /
Facing so much difficulty, | have to turn to you for help.

Firstly, would you like to so that / in order that ? In the
meanwhile / Meanwhile, . Also, | would like you to

I’'m sure that | can with your help. /| will be much appreciated if

you help me to :
Thank you for your time.

| Yours truly,
| Li Hua







