小作文（注意格式：不写题目；不写时间）

Dear Sir or Madam,

     I am a senior in Computer Science Department in Wuhan University. I__________处境或遭遇_____________, so I am writing to ______写信目的________. Thank you so much in advance for your attention to this____信的种类_____.

     There are many factors underlying my ___信的种类_____. For one thing,_____列举一个方面_____. ___________对这个方面换个说法再说说_________________.For another, _______________再列举一个方面______________. _____________换个说法再说说______________________. 

Your kind reply to this letter at your earliest convenience will be very much appreciated. I would be most grateful if you can________________________.  _____根据具体情况发挥一下更切题_______.

Sincerely yours,
                                         LiMing

注意：1、第一段分三点，一般三句话：一是介绍自己的身份，如某名校一大四学生；二是说明自己的处境或遭遇，然后说明写信的目的；三是“首先请允许我向您万忙中花时间看这封信表示感谢”。

      2、第二段的首句的空白处写这封信的种类，往往一个词而已，如complaint, inquiry, request, introduction, invitation等。

此句可以改成There are a host of aspects concerning this ___________. 

    3、书信的1个通用模板！（具体的书信模板请见讲义上18到21页的六个书信范文）
