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Chapter 1

Fundamentals of
Business Letter Writing

(B FEERBIEEMAIRD

E 1.1 Introduction ({E7T)

fBFERREHHAEEREAGOE, 2RAUREHEE. HAGE. TREM, BRI,
WHTHROEE TR, S8 — K2 AR ANGEE (Private Letter) FI7H 5515 R A B
(Business Letter or Official Correspondence) #i kS, FARIFIMERERE ZA T LM
FIKERNE, Ak A TV IE N R A R S5 R R . S ER A&,
AUATEEGEE. "HEI. WY, BERY. RERK. ZRIUBESE. §5K
M E PR S AR AR R TN, RIFRXT A5 5 Wb 5% A 5%/ 5951 8 11 2 il
FEETH, £EHRR ST, ZHNEER. &R KRS &EEE w77 sUkETH,
P55 R B A BSOS, Hitk, WERBIA AN LEM. —EiaE
KRS ERMUBENA A METES, WA TRINEBRZEFHNXR. RZ, WE
EREBET AAEFBAEARE, BHolRRe, HalgslRFFTrE, FBEN
I 5K

EEHHSERIFIES S, MUESRGHLEMNE S A, B F 2R &Rk
W BEREFEREAAEFEG G ABESERBERAMT RN . Hik, F2H
HEWSERESENEARRRB SR/ EE,

S 1.2 Principles of Business Letter Writing (B& SR S/EREND

NI BEE AT R EAT A ROAE N H 1, A SBR[ PR S R s RN, R
Ma, MEERAUTLANTHSERN, @ERERA “7C FT”.

1. &% (Clearness)

HEREENQEEANHME, —REEEEMCHIMEE CESHA: £ KRS
B AT LLSE 2 TS E S ERENER, R iR, XRERGEHE LREE. &



D ERZBEER

PRTEM . RIAAERS, BEAERH SRR R RE .

2. fEi¥% (Conciseness)

s RO IE S REREESBINE, HFAARmERIALTME. BHER
HoRs RERYEE, ESEEGSE, WAERAES, HEREMEHAE . XREK
SEEETGTEDRBEAR A, S, AEMGEL, RARE. EEna.

3. #EHi (Correctness)

BB EE S LT L%, FFEXR. BWEREEEMK, BHIESH
P B GRS, LA KT RIS SR B E . dER IR LGRS ENRE
BERGEN AR AR REBS . bRE SR, B, S ER, &
RIS B BT L0 B By, FLlERLR. Bk, EHTESERSEPNRE
HZMHAEE, ek AR 4&FR. ik, sZfemiE, dhdl, BamE. Bit, Rig. A
. B,

4. E{& (Concreteness)

BAENEEERTELAONEESZAY, GREMLARE, REFEED. T
., WS ERESEPERB% M, soon, at an early date, good, nearly %5741, FIRA
TGk, Blin: We will send the samples to you soon. AN We will send the samples
to you in two weeks. WIRGEHE HARIHELF 1, #i40: We will send the samples to you next
Monday.

5. L% (Courtesy)

NTENL, RE-ANKEFHIRG KR, BHERARREEEALHEL, AL
Ao FLERE M AU AL E 1 A please, thank you 55X L& sffyialyC L, m HEAEF
BLAT AR B E B4 BOR AN ALY, MBI BEATT. BT . BArAL SR 2
A EXEE AT e ERESRERE: EEXN T REIRE: B REEESM
A9, BREAGLSIOS: ZRHAM. §EMER, REAZRGHINESIK BN TR
RUWAER# T FekE .

6. {&i% (Consideration)

RN T A A R A, SEEEX T AL AR ABOEE &R, PAES B
77 G IER T IE R TR B Y. st E R B A8 O TR BESE 5 BT FH ) —Fh e 75 .

7. 58% (Completeness)

— 35 S8 B 1 7 A B R X 7 R ) ) B — i T B B D ERE M E RS
BUiER. FRNCEEAB TR RIS, 58 07 5 55 FE R fa) i ik
BT, ERRNEEEEALm I EALENMS.

D 1.3 Addressing Envelopes ({53#55%)

HHXEHEEMR, SECER EE AR 2 SEERT RE, REAK
bkt SEGR A A, BUEHEH.
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5

FER
China National Cereals, Oils and Foodstuffs Imp & Exp Corp.
11th Floor, Jingxin Bldg, No. 27, East 3rd Ring North Road Stamp
Chaoyang District, Beijing, 100020
P. R. China
Messrs. John Packing Company
12 Main Street, Fresno
California, USA
Confidential
Par Avion
gRitts
William & Sons Corp.
76 Lancaster House
Manchester, Stamp
England
Mr. Wang Kaiming
China National Transport Co.
120 Nanjing Road
Shanghai, China
Registered
Confidential
Express
EHMEERA:

(D) FFEABRMMIEN SEFR @ BT, HE 0538 k76 % 00 bR & E

_ﬁn

(2) BfEANBFRAMEERN B S 3 wA AL E, WS A KA FRRE X &R 15

RS,

(3) Wfs ABARAIMLEL ) B SIGF2: 565 AR5 Sk . sk 135 5 /N3 K,
KRR AR, REREKBEIMSHE, 08, WE. GO KIBSLE, REHS5

EXLZR. EXEREE N FRFERS.

(4) RTEMHFG. BB AR FEB N . (S5 LT DA F %1% 5.




4 ERESER

@ T B AR RR S AR AT i, B I (S BRI 2 5«

e Per S/S “Empress of Canada” H “MMEKRKEE" #HH&#

e Via Siberia for Europe £ H 7 {0 F 3 &5 45 Bk 9

e Via Suez £ tH 4 1a ) 2y i

e Via Cape Town % Hpg AE7T 8 # o idh

e Via Air Mail (ParAvion) fi%

e Via Air Mail Registered i =5

e Registered £ 5 i1

e Express PR HB 1

e Parcel Post L Z M {1

e Printed Matter EfJfl

e Samples of Merchandise Bt4FF i

e Sample of No Commercial Value JCriM A ERE S CEDIE &

@ MAFMNGHEN, DAZENFETFBMAEMASFEEG, TEGHLTA,
AR 75 B B R 51 A

e Private FAN1E

e Personal M AfE

e Confidential HL%1{5

B 1.4 Layout of Business Letters (BF&{5EH A4

S BERESH— R 5 E2E A (Standard Parts) FI{EiEE4 (Optional Parts)
PN N

1. &4 (Standard Parts)

HEAF Y RIE-HEFERLAFTDH-EE S, BE{EK (Letter Head). H{EHM
(Date Line). WA A AF AL (Inside Name and Address), #X¥F (Salutation). 1E 3
(Body of the Letter). £52H{i# (Complimentary Close) 12544 (Signature) %.

(1) {53 (Letter Head)

Bk R RGN, —REGEE LR BREE THAEXRREARNEARER, H
HEFEAF LR, bk, BiE. RS, AT, ARFRR, £2BEY%. Bk
BOrE R, mAE. EM, AELK, DRRARREAMBIFNESE. dTARKRE
BB E, AHENTFEER, B TFHIETEY S (Reference No.), 45 X A[ 4R
Ji%%'5 (Your Ref.) FIIFT %S (Our Ref.).

(2) H# (Date)

AMRESERPEXEENT S, BReESREERER. THRETHIT. K
PRGOS Fik, BERbmhRARsRRES B, PUsEsw HRTERR,
177 7 5% eF v ) SUI67 B 000 345 Sk st Py kb 2 (8] 230 (GR35 B8R 8038 (4t 5D,
FEEE L =207,
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H M 5iEH mFh:

#xX: H. A, %, 4021 (st) June, 2015

#:X: A. H. 4, W0 June 21(st), 2015

(3) HAAEZFAMEE (Inside Name and Address)

P 4 FR R b R AR E A FRA AL . 7 RS UeR ABFRE, wiRiE A
ANBRLAA £ RN E A FRE, RAE 4 PR Bl e LUE 4 PR ek g, filin: Mr., Mrs., Miss,
Messrs. % . Messrs. E B FRRIEEAL, TR FRFRIFSR B AT . Bl

Mr. Michael H. Dickinson (g ARNA~AD

Messrs. John Smith & Co., Ltd. (LA AZ ANATZR)

China Ocean Shipping Corp. (FELAA% AT AFK)

WS N SEAT LT 17T, BESS LITHS & () £, WEANIXAR
& (Post Code 5% Zip Code), E 4. HulkH ST /K.

(4) FRWE (Salutation)

FRIE R R (5 NXTUE AERR, —REEH A AR LAt TEERTL. —K&
B BIFRIE N “Dear Sirs”, {H3EE AR “Gentlemen” T 4. # &6 AN RER &
BEARBER L, WATH “Dear Madam or Sir”. #iZfEREHEKEAN, WSS
“Graystone” o4, MAH “Dear Mr. Graystone”.

BFENHHXARULBE MR, HEEUHIE. RES5ERBOEMEL. 28 EKS
FROFHIBC & FEFIR N T -

'SEDN AR o
Mr. (Mister Dear Sir
K ( )
Dr. (Doctor) Dear Mr. ...
B Lt
R Messrs. (Messieurs) ear Sirs
Gentlemen
e Mis Dear Miss
S
o Dear Madam
&8 i Dear Ladies
Misses
ks Dear Madams/Mesdames
- Dear Mrs
xf Mrs. (Mistress .
m . : Dear Madame
- Dear Ladi
Mmes. (Mesdames) ear Ladies
s Dear Mesdames
Dear Ms.
Ao BBE Ms. ear Ms
Dear Madam

(5) 1IEXX (Body of the Letter)
FRIEXRTEEMEN, RESERMREEERS, £RP—HEERMS K,



6 EREZER

FE-P 5 IE S R RN ESCRE “7C BRI,

ol =Bk BRI AEE, FERPASEAMOHEREESER
F17515 2., fW1: Thank you for your letter of 20th May,2015 inquiring about our products. 5} -
BOVEATE, BESEIFIIWL, FE T, 5HENZ. @: We'd like to enclose our catalogue
and pricelist for your reference. 5 =Bt LR EEEE VRS KA L. FERIAGEANNA
W OJRE5ERY, W1: We are looking forward to your early reply/your first order. 15X,
AT AR SR, (ARl —BaRiE —

(6) &5iRHE (Complimentary Close)

g RHOE R R G NE(S A B % B, B HIRIRE 55 ek B1.45 152 Yours faithfully
(#EAD M Yours truly (£, MM TN “d " “#E” “ s, #al”
%, EPrH 5k E R 45 R 215 Sincerely yours, Yours sincerely, Cordially yours,
Yours cordially, Yours truly, Truly Yours, Yours very truly, Very truly yours, Respectfully yours,
Yours respectfully. /R )45)2 (Complimentary Close) A& FIFRIEHT i UCEL K . 254
EFRFARVLAC S5 REGES A W .

FRIT (Salutation) 4 AT w_E
B (Male) 41 (Female) (Complimentary close) (Remarks)
Sir Madam Yours respectively TAF L, NEXTERFE
Sirs Mesdames Yours very respectively 4 1 A RHRGE
Dear Sir Dear Madam Yours faithfully = .
o [H 1 T ‘:: “Ti
Dear Sirs Mesdames Faithfully yours REMER
Yours trul
Gentlemen Ladies " d S ] 1) M FH v
Truly yours
Dear Mrs. Smith Yours sincerely
Dear Mr. Smith Dear Miss Smith Yours cordially T B AH AR AN B8
My dear Mr. Smith Dear Ms. Smith Yours very sincerely At k55 6
My dear Mrs. Smith Yours very cordially

(7) %4 (Signature)

BLZRIEREARBE SO BEREAERE LS PMALFRAR LK. T4
WEELRHOE F—17, @ aE =347

BATET A AN LR

BATHTFEE%E 4,

BEATRETT RS

FVUAT FH TEE4T % 24 N 44 Fisk s (4 President, Director, Manager, Section chief)
SR, .

Smith & Son Corp.

Handwriting

Edward N. Megay
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Manager, Sales Department

R, R AT SUAA AR NI AR LR . HAENEARKREEROANE
AT, HUMZELE (power of attorney) AL — BTl /E R E. EIER T, WNS Lk
per procurationem 5, per pro.5% p. pro., #EE H5 p.p. B EEHZNE. .

(Handwriting )

Li Ming

Manager, Administration Department

P. P. China National Import & Export Corp. Shanghai Branch

H it A for /K p. p.i. Wi:

For China National Light Industrial Products Import & Export Corporation

(Handwriting )

Zhang San

Manager, Sales Department

2. {4 (Optional Parts)

AT 50 4 S HR AR b 5% A R ) 5 B0 S AR S 43, 3 B S A (Attention)
bri/2 i (Caption/Subject). INHHX'S (Identification Marks). ffif4 (Enclosure). @A)
i% (Carbon Copy). {7 (Postscript), £E71 (Continuation Sheet) .

(8) HMfE A (Attention)

IS NS, RS A AR R N B VR S R T BRSO £ e
Ay LN “For the attention of..." ¢ “Attention...”, %7 —BAES A bk 5 FRIT
Zla. BARfE AT BT RIZ, BIEHARNE .

ffltn: Attention: Mr. Michael John/For the attention of Financial Department

(9) #58l/F 1 (Caption/Subject)

— MUK, FFER LA, BOASE BT AN F BT AN [R] B A kAL
Mo H—BWERE R, TR R, TSR A A PRECRE R F A 3 B A
KA TSAH RN Bt b B, AT E(S B8R IE SR Sk B e =/, KRR BLR
“Subject” 8L “Re” FHE, AL RE, EH# 7 S5k, FhEEF ML T
%, HEmARma) 5.

fl1: Subject: General Agency Appointment

Re: ZHONG HE V.0063E. TRIU 9551882
PURCHASING SILK PAINTINGS

(10D AT (Identification Marks)

R T %, 5 %ok i F R RS AR BT R AR — A RITER K,
—HRREANNERGEE KRG8, fTFRANELGSHNS 78, ARNEEH ST
B, EMALAFHR S R e, @A E SRS . i, IS/ml, SEITES4 Rl
AT Al AR S BY LU oR 4 5

(11) P (Enclosure)

UNFEE R AT B, EAE TESCHHR I, [FIIOES 80K FRIED] Encl sl Enc.s WIBHEA Ik




N EREZEB

—{4, M¥ES 2 Encls.8% 3 Encls., SCPESHSIBAQT -

Enc.: 1 B/L (28—

1 Photo C(HE T —3K)
1 Certificate CUEBHH—5K)

(12) @|AFPi%E (Carbon Copy)

ISRA YIS = RHMKRANLE, WEGREYH, SEAMM:

e CC (CCto,C.C., HHHHIT cos), H/GHEIPEBLALIR. Hukk

e BCC (blind carbon copy, BEiiiPit). XMPERAREANE CHERE, HMoE
NIIAFE B % o R A

(13) 5 (Postscript)

MERDEE, HRINAENBRER, TEHTHIE, e AT EE 24T E“PS.”
(Postscript) 5, /55 FEHRMANE. ERNBHEEAEZHUELNE—NFE.
ERFER PR RBERAEHN S, FHAXRASEANTRIRE, BERFNE, &I
HITER.

bR 5 5 R FELES A G T

(1) {53k (Letter Head)

45 Ref. No.

(2) HH#A (Date)

(3) HHAFT LML (Inside Name and Address)
(8) EE{E A (Attention)

(4) FRPE (Salutation)

(9) /3 H (Caption/Subject)
(5) 1E (Body of the Letter)

.......................................................................................................................................
.......................................................................................................................................

.......................................................................................................................................

(6) & REH1E (Complimentary Close)
(7) %4 (Signature)

(10) IAFHL'S (Identification Marks)

(11) P4 (Enclosure)

(12) @lA$PiE (Carbon Copy)

(13) = (Postscript)
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f;z 1.5 Styles of Business Letters (& %/5& 891&0)

7 %515 B G URTE 15 BR B3 i 2k, S SR A DA IR 2. 4afTal (Hlfx
k. 4ik% A, Indented Style). Pk (tHFRFFLN, Block Style). MRk (i
M B 5% k30, Modified Block Style) Fl1iE & U ( Semi-block Style with Indented
Paragraphs).

1. 45473\ (Indented Style)

g7 R L 3 A A R AR S A LT AT I T B R — AT, SERT— 1T 4 i
2-4 #%: SRR IESCREBIIT I — 17 840 3G T4 . R R —3HE o 48 Bk IO A BN 1%
I

William & Sons Co., Ltd.
58 Lancastor House

Manchester, England

March 20th, 2015
Our Ref. No.

Your ref. No.
The National Transport Co.

120 Broadway Street

Rangoon, Burma
Dear Sirs,
Re: Lab Instruments
Your firm has been recommended to us by Messrs. Charles Evans Ltd., Birmingham,

with whom we have done some business for the past two years.

We are thinking of getting a supply of instruments. Please furnish us with a catalogue,
price list and brochure, if available.

We are looking forward to your early reply.

Yours faithfully,
William & Sons

Signature
Encl.

2. FLs0 (Block Style)

FRAGEREFTERE (BEBEN TR B, HRNAR GRS, $l
G5 RHOE MDA R FIU, — A%, B A& e, FoE M AL
T HUGATE. SRZBZHT, RS
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Johnson & Johnson Corp.
1 J&J Plaza New Brunswick,
NJ 089333 U.S.A.
Tel: 732-524-0400
Fax: 732-525-0622
E-mail: carrie@jnj.com

22nd July, 2015

Soft Health Care Product Corp.

Room 2301 Yili BLD,

35 Nanjing Road,

Shanghai, China

Attention: Mr. Wang, Import Dept.

Dear Sirs,

Re: SHAMPOO

We’ve received your letter of July 10th enquiring about our JOHNSON’S® Baby Shampoo
With Natural Lavender, but unfortunately, the stock of this product is running low due to the
heavy demand. But we will inform you as soon as the new supplies come up.
We sell a wide variety of Baby’s Shampoo. All of them are made of the NO MORE TEARS
formula. For your reference, we enclose an illustrated catalogue of our shampoos and we hope
you will find it interesting.
We hope that we can close business to our mutual advantage in the future.
Yours faithfully,
Johnson & Johnson Corp.
Doris Fergoson
Doris Fergoson
Manager, Sales Department

3. BB ¥LA (Modified Block Style)

XAig, BRE . ZRHUEMEL ML, ARSI LE S L E AU
£t
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The Electrolux Group
St Gangsgatan 143 Stockholm, 10545 Sweden
Telex: 53892 SHELEC SS
Tel: 46-8-738-6000
Fax: 46-8-738-6016
E-mail: hwlee@electrolux.com
Our Reference No.H/W-T008
Your Reference No.
30th March, 2015

Messrs. William & Warner
105 Roller Road
Sydney, Australia

Attention: Mr. Donnason, Marketing Dept.

Dear Sirs,
Re: Shipping Advice of Freezers
With reference to your order No. F256 of February 5 for 1,000 sets of Freezers, we’re pleased

to inform you that the goods have been loaded on board the s/s “Peace”, which is sailing for
your port on April |st.

We’ve sent a telex to the above effect this morning. Please insure the goods as contracted and
make preparation for taking the delivery. We are now making out the necessary documents for
negotiation.
We assure you that our goods will be found satisfactory upon arrival at your port. We also
hope that we can close more business with you in the future.
Yours faithfully,
The Electrolux Corp.
Horis De Wolley
Horis De Wolley
Manager, Sales Department

4. /8430 (Semi-block Style with Indented Paragraphs)
Bf N AT LR L S A T EMT R, RAERES, SR — BT IR AT R 48
7. PIAP RS A HTR & 1 R iR & .
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China National Light Industrial Products
Import & Export Corporation

No. 910 Jinsong Section 9, Chaoyang District
Beijing, China

Our Ref. No. 85
Your Ref. No. 5623

January 30th, 2015

The Pakistan Trading Company
15 Broad Street
Karachi, Pakistan

Dear Sirs,
Re: Chinese Light Industrial Products

We thank you for your letter of January 10th and shall be glad to enter into business
relations with your firm.

As you know, it is our policy to trade with the people of all countries on the basis of
equality and mutual benefit.

Your early reply will be highly appreciated.
Yours faithfully,
China National Light Industrial Products
Import & Export Corporation
Marlone
Marlone

Manager Director
Encl. as stated

[} 1.6 Notes Gif)

1. EHPEESLLTJLA:

(1) nSRAE ok A NP el 2 018, 53 Bllifs N kAt 06 4503 BA 44 32 el
RFFE. Fl:

Mr. Charles Wood Kindness of Mr. J. W. Smith

ZZ/nH Mr. 1W. Smith 43245 Mr. Charles Wood, kindness of A 45'E 4 k/o.

Mr. Part Davis Care of Mr. Harold Bean 32 Bright Street Rangoon, Burma

NG R G E 4 Mr. Harold Bean, #RJ5 H3L#44545 Mr. Part Davis, care of A[4i5 4 c/o.
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(2) BB ARMBE AN ABRUARBAAR LIRE, —KNE, NEREA
2B B DAE G R E L &, Blin: Mr., Mrs., Miss, Messrs. 25 . Messrs. = 2 T
WREEAAT . 540

Ning Lee Foodstuffs Imp & Exp Corp.
11th Floor, Jingxin Bldg, No. 27, East 3rd Ring North Road Stamp
Chaoyang District, Beijing, 100020
P. R. China
Messrs. Ito & Co., Ltd.
10 Nichome, Marunouchi
Tokyo, N24865
Japan
Confidential
By Air
Wang Ming
Shandong Fishery Enterprise Co.
57 Lishan Road Stamp
Jinan, Shandong Province
P. R. China
Mr. Allan Fix
c/o The Sales Manager
Pacific Marine Aquaria
18 Fish Farm Road
Singapore, 539028
Confidential
Registered

2. BEHM (Date) B, RyEZELLTFJLA:
(1) FHBLALHESH. w2015, WAESE 15,
(2) AtrwiFRsEcedt, NRERI4EE. W September, TAIRIBEE N Sep..
(3) HHEAAT LAR e #on sl 80a] . i 3 5% 3rd.
(4) HAZRANEEHIEMIR SRS . W 24th May, 2015, TiARES{E 24th, May,
2015,

(5) FHATEIMES . W 1st August, 2015, BIFAE S 1st August 2015.
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(6) HEVISEHHEFER. W 2ndJuly, 2015, REEE N 2/7/2015.

3. T8 %% ek ELFRIE NV E B ANRE A “ Sirs s B ANGEF“ Gentlemen ” 1) 5.2 Gentleman .
Xt T FRE S B bR £, Dear Ji— €S (comma), Gentlemen j5HE S (colon), JRE[
“Dear Sirs, ” f1 “Gentlemen: "

4, WERIEXXA TR, —IKEBAEH, M iEEZIEARR, MR — ik
J6—ATHIA4IAE L “to be continued”. ZETT—MfF A (5 kMG, FHFAELE L1 Tl
VEWE N FR . TUEOR H #H%E. #]i1: Mr. John Smith, Page 2, 3rd June, 2015,

5. B/ HEHATHEANN L Re:(hr T30), BERZ “XT” IFE) “Hil”. HEARE
3 referring 8% regarding (45 .

6. GRHOE—MREAEEX THEE 4T, ERKI— AT Yours MUAERIH, EEEE
fERNEIAERTE, AT RN TF R —DFRE, FRNRIEENES. A6EH Your
& Yours, 5 Yours i i) — & /&7 ly f15 o 49 41 Yours faithfully, ” “Sincerely yours,”
“Truly yours,” %%,

7. BT SRR 5 NS R BNCEER 4, BB IIZ(E IR AR AR
HitH, RE#@EmC, AHEAREM.

8. MREFRT Ea ML AEENSE, ATUERFARINKF PS. (Postscripts 45
5) 5IHAMUEIE, REHREAEZLRANFEESESL (KAANGELAWE—FE, W Park
Davis, A% P.D.), AR, 1EERIME SR e MR EERIH S, BNXSHX T4
A EATE 2 %,

9. ERERAHFHEREARZ L EESR:

(D EAMERE A —RERETABIRER, MR KEZ LT TP LR R
¥k,

(2) RUFHEE, %X —M A Dear Sirs, EHES, B “Dear Sirs,”; &% A
Gentlemen, fFHE 5, Bl “Gentlemen:”.

(3) giREMAE, RS I EAHE, 7635304 Sincerely yours H i
TrikE. SRR, Bk BE SR A RS P H .

(4) BEEMAMEEAE, B0 H — A —ERF. 2004 A — H —E05F .

(5) EHEBENARG, BE AR b, X BT, 00 Pk
BB EREIFRE “AIR MAIL” “VIA AIR MAIL” “BY AIR MAIL” R SESE0 A
EA, EANSEMNIER T .

| | 1.7 Useful Sentences (354

1. BEAHE
(1) EIEHFRIH LA
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