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Chapter I

Brief Introduction of
Correspondence

H1E3 KRN

1.1 The Envelope Writing
BEHMNBE

(E5 B AMEE AN E EEREAER: HIX MBI,
1.3 %= (Block Form)

Albert Thompson Mr. George B. Shelby
Hotel Schlosslandon The Tranco Company
43 Mauerback Strasse ) 45 Fifth Avenue

Vienna New York, NY 10012
Austria U.S.A.

Registered

2.#1%X (Indented Form)

Zhao Fugiang
99 Taishan Road
West District
Beijing, China
Mr. Tod Polin
Messrs L. Smith & Co.
123 Hilltop Rd.
Charlottesville, Va. 22903
U.S.A.

Airmail




2 ST SRR
KFHEXAGRAFEEHT %, ZIEM T3 .

111 EEHONFAMBRENRTEREALA

WS ANk A — o BT, DRSS A, X FRABREWA, EEED
ZHE LM, Mrs.8{Ms., M —1MFIREMATELXGH, 45 %ML
BB . fltn, RAEHH, 5 L The Manager, The General Secretary % , 1 | 4
FHEAMEN, WEILFZAFEM “Ir.” (Junior), &N Mr John Evans, Jr.; il
“Sr.” (Senior) MFEFH.

1.1.2 BREAMESLTEES KB AL

b iE B /NBI KBS, Al 2R, MKEmNE. mFZ2R7T, 58
AR, REETEMSHE. HEAR, EESHE . MNS0E 52 R R B4 Y
(Zip Code or Post Code) . |15 HI#EH AH “No.”. Road, Streetfl Avenue iJ L)
a4 E R “RA.7, “St” M “Ave”; #EE, O HORm C EaT L, B
m, FERERAT LS “Oxford St”. WMEARAMULES , i — N EEKM X Z
AT LGS, B, New York fEH— Nk, 4HEH4e%4, miER—IM
LA LEAE NY', R HMMN B AL ER KX, W0 Pa 5 Penn. L &
Pennsylvania, Cal.f{3 California, M KF| EHMHAME KW ELEREES ZHK, W
MWK F] W Vie. {8 # Victoria, fill & K B Que. fR & Quebec. N F { H & {5 #
(Window Envelope) , W {F# FAVL B E# A . #hk, 2 HEMHEE LK Inside
Address BFESME , (HHRHGEH G EFXESHE ORITT .

WE U RIHENEZE A wES, EENDASHEHE, 6 =87 Rm MK
W, EWAEFRARK, SHEFEEMARE. fhn:

Mr. James Allen, Executive Secretary

and Assistance to the President

Martin & Simmons, Inc.

2140 Cdmmbingw—ea]th Avenue

Boston, Mass. 02109

U.S.A.

WK WAL SEAT BRI R AR R . Bl

Mrs. Barbara Coulsbn

12 Park Street

Roseville

New South Wales 2030

Australia
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RELHAXITXERAEACSHRS. Flm.
Miss Nancy Lee,

4 Oxford St.,

London, SW6, 6DB.

UK.

113 REAWELEFBIEA=ZMHFR

SR BAEM S, BF A K k2 k@ %A T 51 =R -

1. 58— 1283 RITHA

Mrs Joyce A. Cavitt

President, C & A Realty

246 Dover Drive

Springfield, Ohio 44903

US.A.

LER/RAAHRITANELZNBLRIRA

The Vice-President

The Bank of America

101 Wall Street

New York 5, N.Y.

U.S.A.

. ER/RAFAHRITES

China National Metals & Minerals

Imp. & Exp. Corp.

27, Zhongshan Road

Shanghai, China

— Mk, HABIERBAAFRE, BIEME “Messrs” (M2 T Mr.); R{E
HAZERBAL AR, WAL EX—FRIEE,

114 AL R UFTECHE LA

R —BAEXFREEIR, FEANELZMBI N ZEAEFGEHNLE LA,
L8, WREHEAD, NEdtbTEEGHEE. FHEAREHS, SMERE;
RE EAVEWRGEHH ., XEASFEAMBRGEAKBIER, 175 A KA R
HAFS, R ER (Closed Form); AMIEA, MEHF DX (Open Form)., EH
A—BAREEFS .
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115 &L UFREREF A

A, EREHAEATATE L#H# 7L, U0 Registered 3 Reg. (¥5{5), By
(Via) Air Mail 5 Par Avion (fii%), Express ({5 ), Immediate 5 Urgent (2
4 ), Printed Matter ( EJKil &), Sample Post (£ fhHE{Ff ), Photo Enclosed (4
A M E ), With Parcel (FH %), Book Post ([ 5l ), Confidential (#l
%), Secret (%), XX HHEAMNBAIEAESL LMABRE T, HHIETFE
PimkEs, UsSIEBEE. B4, MR, FHIEmMAEGEWN—%, HR{ISE
T o

MR ERB AT RS SR TR A, FH EOFASHEwRE O, I
FEH O AL BH . Please lift here to inspect content, X Yl i B i % B ENFEfE & L # .
AHEAEMN LT ES . If not delivered, please return to... B If not delivered within ten
days, please return to.... ##H, fE—IEXphMH, X —FKLREOEGFH LM,

116 BHEETHEHIKEA"

MRGFEHFERE=F, HhbEZBREAN, WEKGEARSZ T mEA%E Al
%, FFPEHATE AN C/O (Careof), B “HiigWe#”, Hln.
Mr. W. H. Jones
C/O Dr. George Shelby
81 Fifth Street
New York, NY 10012
US.A

{1
FEEAAMA AT 10012 HFXE HKHE 815
JUE TR 6 - WK Eb 1 - i
W. H. Bl e 4k ik
2% 5 AR E WOE B A B R B AW bk i, AT LR E B “To
Await Arrival”, BEUREBUE A R 2B A 5 BRI

117 ZRHRATXRUEANTE &
REFENELZNES, ARSI, MEEFHATH. WEAGES THEHEH

Introduce Mr. A., I Recommending Mr. A., 3 To introduce Mr. A., ERMTHAEAN
R, MiF ARG, WA A4 T i id B Kindness of, Favour of,
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Courtesy of, By Politeness of 8 Favoured by %, Gl HE 2 ANZE4 . #lun.
Mr. John Anderson
Kindness of Dr. Henry Albert
HOE F A - R LR A - AL
BRAGHZANWHES, WSS AFTHES Please Forward.,
5 4 -

Please Forward

Mr. Grover Beard ‘

HH T A - BURESEA
AT RAMEZAGGEE, FARZOEHNF O, FEMEFORE.
o, ENERGFH LNF—RAGHAOE,

1.2 The Letter Writing
(EREHII TS

i — S R AE R A H AR

&k (Heading)
KA EEESH (Our Ref. No.)
RN EB%E5W (Your Ref. No.)
At (Inside Address) HH# (Date)
FROF (Salutation) ,

EH (Subject)

1E X (Body of the Letter)

#5RE1E (Complimentary Close)

%4 (Signature)
2 FF 3k F 8 (Initials)

fitf4+ (Enclosure)
M5 (PS.)

PLhER—BEXHBFEORKE, ELPREEA, o7 RO E AR o0 DLk EE . il
o MR, WLRFEFTEINARLMITHE, MBI AXEL (co)., FEWEA
(Attention) %,




I SR
T i 2 — S PR AR s B«
China National Light Industrial Products
Import & Export Corporation
82 Dong An Men Street
Beijing, China
Cable Address
INDUSTRY BEIJING, 4102
Your Ref. No.: EC89/7406
Our Ref. No.: 98102 Date: Aug. 3, 2015
Johnson Supply Corporation
376 Sutton Street
San. Francisco, California
U.S.A.
Attention: Mr. J. L. Hudson-
Gentlemen,
Agreeing to Establish Trade Relations
We are glad to learn from your letter of July 27, 2015 that you are interested in
establishing trade relations with a Chinese corporation for the purpose of selling
software and the relative hardware products from your country.
We invite you to send us details and prices of your products, and we shall gladly
study the sales possibilities in our market.
We shall always be very happy to hear from you and will carefully consider any
proposals likely to lead to business between us.
Sincerely yours,
(Signature)
(Mr) Li Yingmao
Sales Manager
LYM/sj

PR 388 B AR T LA EE MR E B F SR

1.2.1 The Heading
5 5%
BELARANTETH, —RAGAML,; —REFHY. MR AmEL—k
ENFEfFEE BompyrhE, RiFEAEAARAR, ik, BESH ., BIRES (Cable

Address) . L& 5% (Telex) %5, WA MR B 4 #%, A% 0 &, %1 Nanjing
210005,
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WRARNAHERFAEL, MECKLL ESTITENEFRA L.

FEEHMR, —BRHOKEXEZEA . B, 4, WFeb. 27,2017, XEFEFE
BJfE, HA AR @M, &0 Feb.{C%F February, Aug.fCE August, {HE T A E HE
FRE, W8/52017, HAESSIEIRME, XA HYFEREES May 8, 2017, i
16 3= H 48 August 5,2017,

AN ABERLR THMAERRAENS LR KRS (Ref. No) (MBS E S ),

1.2.2 The Inside Address
A A

BRERIM, LEAFHIESRL AR, LIRS A2 i E
B—W, XHETLURFRAEFNEE, DETEMALE, TR 4N A5,
EXREHELL,

MmfE AN RFEATR, MEFRAZRZAAERFEAREMET, WAE B
Attention (485 A Attn.), X .

Junior Miss Style Co.

434 Seventy Avenue

New York 16, NY

Attention: Mr. H. S. Kennedy

1.2.3 The Salutation N
R

XTUE NRBRIE, AWM —4T. 2% WAIEXFKMF: Mr. Green, Dear Mr.
Smith, Mrs. Black, Dear Miss Brown, Dear Ms. White.,

XETEEENILER:

(1) Ms. HTFAHEB OB L TR ZHT.

(2) Messrs. (M. IEEOER) HTHTEZ L BH.

(3) Mmes. (Mme. I E¥IEX) H FHIF L Z L. Mme. & Madame
4E,

(4) HSCHAFR AN Teller (4444 5t ) . Cashier (@] ). Secretary (F45) #
Agent (fCEE) S XX EEHPAMEM, FTUEMB YA FHE, 40 Mr Charles Smith,
Cashier.

(5) 554 —14alnt, 8] LA Dear Sirs, 1.7] L4 A Gentlemen, € E A —#%
H Gentlemen,



8 SRS Bk R

1.2.4 The Subject or Caption
Fd(AFA)

HAGEMRFHT 17, FEEPRMGMGE, WTFH6.

(1)Sales Contract No.

(2)Subject: Men’s Bicycles

(3)Canvas Folding Chairs

(4)Re. Sales Confirmation No. 2536

“Re” BN T, R4, BR “XF. AR", #EXEME “Fh” M (MY
T about), FHEEMRHHME, HUBEAERXHEAK. AESH. FHIESH
FHA ., MAGHAFLERESE, F-mRTUHRAGHKE, T URH
.

1.2.5 The Body of the Letter
iE X

— BT EXBFEA =N BEAREMSE, WARRAERE, ESHAEH T, SE4L
kB o ,
EHAR, AMIEEHEMUFECHLN B REE—HRLFERNRRE., X
£ 4~ H¥1i5] 2 ;. Completeness (5€% ), Conciseness (f#JHi), Consideration (J&Z]),
Concreteness ( E{&k), Clarity (7% ), Courtesy (#L%%), Correctness (1E#i). #f
24, EREAREABIERE? FHEJLFZENATHESE .

(1) TEMAEZEFEENNE .

(2) G{EHZE B R ZELEWEABECE,

(3) BRFEMNUTILHEH#ITEA .

OEGHEFERREETERA?

QABAAVLEHHNE?

QB EMLH R G/

@EFREELS HR?

ORAREHFEIMR?

@HOSEARILS . W7

ORI ELAZ A, W BE 5B dn T 9472

BIEEFER, Fk—BaH—-manEE, TREBINREEH. 5. £8
REEABEMIE—T; RETHE—-BEHMNE, FRUTUHSHE, —BAX
BETECTRE, R EEAMESR, W “FRHERMER” (Your early reply
is being awaited) , “WFERHREE, A" (Your immediate reply will be quite
appreciated) %,
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1.2.6 The Complimentary Close
ZREE

FRERREGFNSERERRSRMEN —MER, W Yours sincerely, Yours truly,
Yours faithfully, Sincerely yours, Truly yours, Faithfully yours%, —MAERBIA
T

Eha by, KENIE, 4B EE— M A Yours respectfully, Respectfully
yours; S4B ASEEAY, B H Yours, Yours ever, Everyours, Asever%,

LR, 2mEFEH P, & EEIE X A Yours faithfully, Faithfully yours,
Yours truly, Truly yours, 7] H Yours sincerely, Sincerely yours,

G B/ A 2 R yours BUERT AT, 1 3% [ AN B K IE yours B 7E /5 Ml -

1.2.7 The Signature
K4

ERANMEZRERZTE LEA. LFBEMREXMIABFEFSE 2
%, AEER ST, MRRTFE, L2 L, MEFELLACHE
%, UFRARE, ERGFEAMGHEHHELE, ARBNMASRERELAR. BT
SEEANAN, EANERFHEZAOERX, FAENELZHR. £EE2FHAUE LAS
BV HAPR Bk T . il dm -

Truly yours,

(Signature)

Alfred Johnson, Office Manager

South Philadelphia

FHEN % BIEEATHYABHRZAETI0 L PP. (HI7T 3C Per Procuration 455 =
as agent for), Fm “RE” ZARZE. Fl.

Yours very faithfully

P.P. The National Trading Co.

(Signature)

Amos Moore

MRSHEASERENFAHR, ITEFUREARGERFEF, SEATUEA
C M E A AT HE S FE L Mrs., Misso{ Ms.,

1.2.8 The Enclosure
Y 14
BAE A MR, NAESAZL T MAE L Enc. 8 Encl (enclosure 4 g ), H

EHOE A Encls. MR PIMFLLERE, REEBBT. WM EERE, NALIE
AR Pl



