Objechves

FIHx

® To know about the format and a
contents of letters; 2 e

® To write appropriate Ask-for- EREJ”E
help letters, especially pay AS k—for—help
attention to the tone and
language. Letters

® To recognize what a good As
for-help letter is like.
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-\I{ \ﬁ?\en do you need to write an Ask-for-help letter?

[ 2 Face challenges, problems

or difficult situations X Suffer from culture shock
2 seek financial L Suffer from Peer pressure
contributions/donation

X seek helpful advice/tips
2 search for your lost
belongings
seek help with hotel
When To Write Ask-For- B mkingp
seek Help Letters
L improvement in
social skills XL seek help with traveling abroad ]
seek assistance with
seek help with
.l.:::izgﬂﬂﬂ to western “'apartment renting
seek help with application
seek assistance with i
4 teenage life on campus oS msiles
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ﬁ IWhen do you need to write an Ask- for- help letter?
N
helpful advice/tips 'E‘-

improvement in social skills "W.S11
& L
financial contributions/donation

hotel booking

traveling abroad

apartment renting

application for an oversea university
teenage life on campus

adaptation to western society

lost belongings

challenges, problems or difficult situations
culture shock
Peer pressure
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Write Ask-for-help Letters for

Moderate ginning
' \ 4 Laynuﬁmeat

Appreciative Ack-For-

Help Letters -
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Do
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Concise/Brief
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Write Ask-for-help Letters for .

(74 24 24 24

favors advice
suggestions . . contributions
assistance information .
recommendations donation
special help tips
‘ 2 tips 2 favors ]

[ 2L assistance

& special help ‘

Writing Purpose :
Write Ask-For-Help

Letters For

[ 2 recommendations advice /

suggestions

[ X contributions/donation

Linformation ]
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Beginning ----purpose
Why are you writing the letter?

Body ----describing the details of assistance or guidance that you
seek
----describing about the difficulties you are faced with.
What do you ask him/her to do to help you out?

Ending ----Expectation for assistance and expression of your

appreciation.
Yours faithfully

* %k %k




@ Purpose of writing the letter

Fisk: BRAE GUBEAIERA) . ARG RLSEM0HE .

1.1lam Li Hua, a ...

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

3. On behalf of..., I’d like to request your unreserved help.

4. | am sorry/regretful to tell you I’'m having trouble with sth/doing sth.

5. I’'m glad to tell you that I’'m planning a journey to..., but | have
difficulty...
6. I'm writing to seek your generous help/ unselfish assistance/patient

guidance during...




@ Body Arrangements

E3C: FHRERKRB R EANE, SHMERRTN (LER) .

1

1. Try as | may, | still find it hard to... .

2. It worries me that +8]F (FiEMNA))

3. What troubles me most is sth. (FiEMNF))

4. What worries me most was that+4)F (GRiEMA]))

5. £JF, which upsets me a lot. (EFR#I#E5EiEMNA])

6. I'd like to participate in .... However, | find it difficult to ...

7. llong to ... but | don't know how, which makes me upset.

- X,



. Body Arrangements

IE3C: FARRARBIMEBRNES, SRBARTN (LER)
N 8. Please let me know if...

9. ’'m lacking in..., adding to my difficulty in doing...
'—110. 1 can be reached at anytime by cellphone at 86754321.
11. You may email or phone me at lihua@136.com or12345678.

12. It’s such a big headache/so big a headache for me to ... that...
13. For lack of..., | have great difficulty/ find myself stumped by (##{z])...
14. (Doing) sth. is a challenge for me, leading to... /resulting in.../ making

it impossible for me to...

-‘ ’\ <i;>_
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Natural fransitions

To begin with, In addition , Therefore

short, once, as well, to be honest,
what’'s more, however, meanwhile..

The content must be true and concrete,
the language be accurate, the attitude and

tone be genvuine. (XEF W E, R EK)

Suitable - '*;
Details? —

Speak in moderation,
and in narrative (FiE

EE, ERE)




ZiR: RIEFEB/RBINTTHIFE BB
| would appreciate it if you could give me a hand.
Your help/assistance would be greatly appreciated.
| would be extremely grateful if you do me the favor.

| would appreciate it if you are kind and generous to do this for me.
| would be more than pleased if you could give me some suggestions.
| would appreciate it more than | can say if you would like to consider my

request.
| would be grateful if you could do me the favor. Looking forward to your early

reply.
Should you be kind enough to give me any help, | would be grateful to you.
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hurt
bother
matter
trouble
wonder

account
interrupt
appreciate

eager
upset
afraid
nervous
worried
grateful
anxious




be at a loss

hard feelings

be trapped In...

be in debt to sb

provide sb with sth

be in great need of sth
puzzle/bother/trouble sb
sb. would appreciate it if...




1. | feel at a loss whenever...

2. I'd appreciate it if you could ...

3. It puzzles/ troubles/bothers me much that ...

4. | feel confused/ sad/upset/worried/anxious to...
5.Your genuine help/advice/support means a lot to me.
6. Your genuine help/advice/support is what | need
most.

7. It keeps bothering me that | couldn’t think about

anything else.




Dear :

> lam (HERN4). ’'m writing to you to ask for
some help. | have met much difficulty in (KB N ).
First, | find (F%1). Besides, (R ¥E2).
What’s more, (I XE3).

» Faced with so much difficulty, | have to ask you for
some help. Would you like to (iR B1ER1)? In
the meanwhile, | beg you to (uaj? M 722) so
that (iF>K H #). Also, | would like you to
((F RN A3).

» I’'m sure that | can make great progress in (

RIZHIFT).

Yours Sincerely / Faithfully/ Truly,

- X
- ‘/ ':;. .




Dear
>

My name is

(BEXR),

, I’'m writing to ask whether

>

HCOH

(

don’t know

3

|

you could do me a favour.
| have had much difficulty/trouble in
1A ). Besides, I’'m very upset that

(A

A HOERFEE) . What’s more, |
GE—ZHHE KA I'm

that

wondering if you could be so kind as to

>

SO

(CRHRERX T HIFE B

I’d appreciate it if you could lend me a hand. I’'m
looking forward to your early reply.

Yours Sincerely / Faithfully/ Truly,
.:;« - :;' 2
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Work in groups of four. Each member read the article and others comment on
your classmate’s work. Then choose the best one out to show in the class.
When you are discussing, you can pay attention to the following hints.

Purpose Have you made the purpose clear?
Layout Does the layout conform to the requirements?
(— J—
.E g Language Are the sentences right? Have you used the proper
IH punctuation, words, sentence and paragraphs to express
- yourself?
g E Content Have you included all the points?
Are the details
suitable?
/]

5
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Test1

Dear Sir or Madam

moment I stepped off th f

It must have been left oxn Body: describing the details of

special help that you seek
purse With over $1 000, my I/describing about the problem you
it.

are faced with.

_J--] If you find any clue, please phone my host family at

g = 123456789 or email me at lihua@hotmai . I would
greatly appreciate your™ L0 e ans

your gratefulness Yours,




*i%: who e

Test2 (relationship) & : what
REMRRTE, FTFHEEX WAL KEZET, B4
X EHPI A R MikeE — 3 R4, b IRHE—6 S
EHET, NAERH:

HEY-

1. [ A KRB  Why
T 2. 0 BRI E SR K A B (A 5
T — R |
h 3. %T@ﬁj‘O ‘ 5@%
= ey &% EA
o, =
1.7 580 4

2. —qu@éi’ i%bﬂé’l&ﬂﬂ ’ Usﬁ'ﬁ:ilﬁ,}. o -.‘\




Test2

Beginning

Closing
JEnding

Writing purpose: introduction and the
background of asking for favor

study at New York University

rent an apartment

describing the details of assistance or guidance
that you seek

describing about the difficulties you are faced
with.

Expectation for assistance and expression of
your appreciation.



P e P
|, ,
fost2 r ¥ —
Writing purpose: introduction and the
Beginning background of asking for favor |
study at New York University

rent an apartment

1. ’m glad to tell you that I’m planning to...

2. I’m writing to ask you to rent an apartment for me.

3. I'm wondering if you could take the trouble to help me
with...

4. I’m more than pleased to tell you that I’ll study at New

York University next term. -
, - — g A
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Main describing the details of assistance or guidance
Body that you seek!V VW WV S e . com
describing about the difficulties you are faced

with.

Problem 1: lack of experience

Problem 2: unfamiliar with the native

Assistance: asking a favor to find an apartment

Request 1: location

Request 2: price
Request 3: time

Request 4: condition > @)-.



Test2

describing about
the difficulties

Request 1: location

Request 2: price

Request 3: time

Request 4: condition

0 para2: body lack of experience
arrangements --- m I

unfamiliar with the

you are faced m native
with. _

@’ o T

. 5‘

Assistance: asking a

favor to find an
apartment

para 2: body

arrangements --
describing the

or guidance
you seek.

details of assistance

that




Test2 tmﬂ E E Y%*\E

Closing Expectation for assistance and expression of
your appreciation.

JEnding

1. I will be very grateful if you could help me...
2. I'm eager to get your timely help.
/I'm eager for your timely help.
3. I would be grateful it you could do me the favor. Looking

forward to your early reply
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Dear Mike, et
I’m glad to tell you that I’ll,study; at New,Y @ rersity
next tern apartment for me.
Hopefully I can live alone in a we
aa a bedroom, a li.ving 1:00.m, a Wz}s
(L] a safe community, within 20 minu
—F—]that I can live comfortably.

|= -~ ] supermarket and public transpoft can be within easy reach. I

g =] will arrive in New York on and begin the rent

| |
- at least for this termCLt’s up to you to decide the price,

Thanks for your help anc PWATT arly reply.

Ending ---- About your
wishes for response and
your thanks

Body: describing the details of
assistance that you seek
/describing about the problems you
are faced with.

at the
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Model Appreciation
(AR 2016 2HE1) BRUREEFE, BSEREEZ—ZI

BARHIR, EEHFHIEBEMNAMET (resume) . HHME
Ms Jenkins 515, BB I/RIE NPT B LMK (format
) o

EE: 1 HBU00E A

2. AE ST, EATOER




Model Appreciation .

Beginning

Closing

JEnding

Writing purpose: introduction and the
background of asking for favor

take a part- time job during the summer vacation
write an application letter and my resume

describing the details of assistance or guidance
that you seek

describing about the difficulties you are faced
with.

Expectation for assistance and expression of your
appreciation.



Model Anpreciation (/i =
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Writing purpose: introduction and the
Beginning background of asking for favor
take a part- time job during the summer vacation

write an application letter and my resume

1. I'm eager for your timely help.

2. I’d like to request your unreserved help.

3. I'm writing to ask whether you could do me a favor...

4. Faced with/Facing so many difficulties, I have to turn to

you for help.




Model Appreciation /5 =y
Main describing the details of assistance or guidance
that you seek: v v+ S 11T
describing about the dlfflcultles you are faced
with.
Problem 1: limited English
Problem 2: English far from satisfaction
Problem 3: grammar mistakes
Problem 4: inappropriate format
Assistance: asking a favor to improve the application format
Request 1: correct the mistakes
Request 2: improve the format

Request 3: gain some social experience
Request 4: improve my work ability e




limited English

grammar mistakes

Problem 1:

inappropriate format

Problem 2: |-

English far from satisfaction

Problem 3: |

Para 2: Body
Arrangements ---
Describing The Details Of

Assistance Or Guidance
That You Seek

{ Problem 4: |-

Assistance:
Asking A
Favor To
Improve The
Application
Format

Para 2: Body
Arrangements ---

Describing About The
Difficulties You Are
Faced With.

Request 1:

Correct The Mistakes

Request 2:

Improve The Format

Request 3:

Improve My Work Ability

Request 4:

Gain Some Social Experience




Closing Expectation for assistance and expression of
. our appreciation.
JEnding Y PP

1. I would be grateful if you could really give/lend me a hand.

2. Your assistance really means a lot to me. Good luck and

stay well!

3. Words fail to express my deepest gratitude for your

assistance. Best wishes to you!




Dear Ms Jenkins,

Body: describing the details of
assistance or guidance that you
seek /describing about the

difficulties you are faced with.

ability. I'm going to take a part-
vacation. So interested in the p
company am I that I’ve already wri
my resume all in English. However
be some grammar mistakes or
materials that I prepared.

Would you be so kind as to correct the mistakes and improve
the format of the appli me for me. I would

appropriate format in the

Ending ---- About your
wishes for response and
your gratitude
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Dear Jack,

writing to ask you to bOOR"® :

My flight is scheduled to arrive at London Heathrow
Airport at 3 pm on July 15th I’ll stay in London for five
days. The hotel is hopne > city with
famous attractions 3y the
way, is it convenient for-yov cairport that
day?

Qou help will be highly appreciatel

your early reply.

Body: describing the details of assistance
or tips that you seek

ook forward to

Ending ---- About your
wishes for response and

Yours
your gratitude ’

%?J\H@
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THANKYOU



