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Directions ;

Two months ago you got a job as an editor for the magazine Designs & fashions. But now you find that
the work is not what you expected. You decide to quit. Write a letter to your boss, Mr. Wang, telling
him your decision, stating your reason (s), and making an apology.

Write your letter with no less than 100 words. Write it neatly on ANSWER SHEET 2. Do not sign
your own name at the end of the letter; use “Li Ming” instead. You do not need to write the address.
(10 points)
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1. {53 (Heading)

{FR S E AN SE B, BE5ELMENETF LG A —BEmZER AL, fTH
Git, ETHUREARGRNSH. Ghk—MEHERFGENSA LA, KEEFEAMLL, FSHB,

(1) BE AN NRI RGBS, . SHEAES, €/ 2004, HiEs kEEA
PR, IrfE X B Rhii 2R . e BliRss, E2. whki i, Ribs . & 28 S gl e —174h,

{53485 (The Layout of Heading) 43353k H4atTMiFh.

Mike Li Ming
School of Arts and Sciences Admission Office
The Johns Hopkins University Zhejiang University
3400 N. Charles Street 8 Xihu Road
Baltimore, Maryland 21218 Hangziou, Zhejiang Province 260014
U. S. A. P. R. China
August 8, 2013 January 12, 2013
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2. {5NHBHE (Inside Address)
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Dear Ann, Dear Mr. / Mrs. / Miss Johnson,
My dear Bob, Dear Dr. Thomas,

(2) FHEERPUEFR x xSk, x x&+ GEbhk), Sifres, m.
Dear Mr. Green Dear Prof. Black

Dear Ms. Mary Smith Dear Dr. Henry White
(3) H—THLATAHWE ANEZTER T, AT
Dear Sir (s) Dear Sir or Madam ( ASZEAE AR )
Dear Madam (s) To Whom It May Concern (3@ % S 7EUEB{E A (i)
4. |- (The Body of the Letter)

IESGHE W E SR Z 0] R e — 2= 517, BosRASRATE, BS Bz MR AR TSI T, 5
ESCRBENER, ARREBHFEANEE, —HENFFCHFIES, HE S N W, &
W ALE . EFAR R

34, ESCHT B SR B B A SO ENR R T . B EARANBE, HAOCEY), AE SR
By mdss, msBE, WESKIEAE, RSN, HERAET, XEARHEZHE (BLam
B HE) MIEXE HEfE g, @, I aimia.

5. &5 )J2JHiE ( Complimentary Close)

o5 R FE ORES BALE, BEE AXBE N —F R el BuE, M FrhSciEhn s,
“WeAL”, “EET, LT, CPLET 8t RS

SRMIE— R TIE XS R A —ZEMTT, TIEXA FHBE, &FRAFLABERL, 454
RLMIESCF i —ZMATAA TR E R, HEFRRE, RKEIEA,

MERFRANSBEAZRBINEER, GRS NUNT LR

(1) HFERBHERANEATEN:

Yours, / Yours ever, Love / With love from / All my love,

With best wishes / warmest regards, Yours loving son (daughter, etc. ),
(2) BN (NEH—BWA . BAKFIF) #H:

Yours sincerely / Sincerely, Yours ever,

Yours affectionately / Affectionately, Yours cordially / Cordially,
(3) HEBE (MBHPLE. B, RS #H .

Yours sincerely, / Sincerely yours, Yours truly, / Truly yours,

Yours faithfully, / Faithfully yours,



Spari' ) /- &E

6. % ¥ (Signature)

G5 NS LT RALE F I —smif7, BIERARABHAICELGE, BUNEAEHAE H
%, NG, SHPCEERS; AEAXERPEMTEFRIFLT, ETEZAMIETT—
FTHATFHUAT 24, A0 7 M HER E iR S . £E %54 ATl -5 7T S SEMIFRIE : a0 Miss,
Ms., Mrs. 2{ Mr. ; s0fE454% F A iEMERS, U Managing director, LA(E FI{E AMEBFRIE AR A
7. Bt (Postscript)

R AL 520, ANTEROITTR GRS . BEN, TR EES T h—piiT
WTHHEE P.S. (EEITFIGES W “X K", “HRE". “XE”. “ME7), EEE Eaia. m.
P. S. If you meet Joe, please tell him to take that book for me.

—RAEOLT, FlF RN T, TR IERNFESR.

(=) BiEEK

Bz HA SR A%, JEE BRI EOR L8 ™M . T msh s WLy b s SC AR U — T 1
FEULA .
1. 4ifr3C (Indented Form)

gafrUR s BE AR . ERAEk . [FAMbhE DL R & & i dTnt, FTATE N LA74a ik
1 =3RS 254G IESCRERWE 1T mAgEE 5 NESCFE, MR RITERHGE, EX&BEZ
)3 H R AT, FAE TS, XMEAERRECBFERHEGDN, BFERBEEZTFRA
XA, R SEE I BER S RN B ERK,
2. 73 (Block Form)

AR BRE AL TRAR L m b a4k, A& MM GERED TR E R, 17k LTt
7o EXFRERXEAE TS, HERTFIRMHRIEENALIEZ.
3. k5% (Modified Block Form)

EREHEY. REEENEZBAEFERA R, Ha#a Rk,
4. ¥rp A (Semi-Block Form)

Pl XARIR G, Sl 2R Sk 2R H A€ ERMAT R MIfiE X, 58S LR RZ
AFETF, G IE G T R 4, BB — AT B4t 5 N ICFER,

it R Bl

(Inside Address)
........ ( Salutation)

(The Body of the Letter)
-------- ( Complimentary Close )
- (Signature)



