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Foreword

Like other living languages, English is a com-
municative tool. To sharpen this tool, it is essential that
learners have regular exposure to and sufficient contact
with English as used in real life.

Nowadays, we are no longer satisfied with the mere
production of grammatical sentences which have little
communicative value. The demands on learners of Eng-
lish can be seen to be greater with the realization that
learners should, at a certain point of their learning, be
able to exercise their minds in English.

For those learners who are keen to find out more
about how to do things with English, the books in this
series should be of considerable help. With the compre-
hensive coverage in terms of its topics, this series of
books aims at demonstrating to learners how English can
be put to meaningful and lively use in a wide variety of
contexts.

The books in this series are intended for indepen-
dent use. They have been written to help learners de-
velop their English proficiency and increase their confi-
dence in using it. With the special attention to interest,
richness in content, relevance to everyday life, clarity of
presentation and ease of use, this series of books should,
in particular, be very useful to students in senior secon-
dary forms and many young adults.

LM‘L WA &»D

William CHOY
B.A. (Hons., 1st Cl.). CUHK
Cert. Ed. (Distinction). HKU
M. Litt., Oxford
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I & 8
(LETTERS )

EBERAMER W IE Rt @ E B R R R TR
BREBELZMAHTLRE, EABRSEZ. ARRK. 885
EEEFER, EXEHEEFTRARTRETA LR
FREBHAK—B, FEMBFETARTFE,

ERRENEHEBRPUE B, FLLHAEEE
AIEETR:

A — ABRERE;
A REEFRE,;
A= FULEMR,
ALY AFREREAR,

THEREHOTE. EHER. B

&%ﬁmmﬁigfmﬁﬂ%ﬁﬁm #o

A {EHMIEE ( Envelope Writing )

B LER L&FE AgsA, b MikE Ags,
bk, DIRFEM—LLHERE, SLERBEGH LR —E
BB, MAEEERF.

1. 4§ Ak ( Recipient’s address )

i, RAEGEHEMURX L, FEATRBERS
H. PUEHHBRARLBEFALRE, REKRETHE,

9



—ERIME AR, MEIEHHKBERER,
ERRKE NGRS, KRYE Atitt, —RA9IERFR:
AE—1T: E A,

AETAT: BERFIESRES. FTiEdi4;

AE=AT: SR, SRR R FTE A B = SR,
AEUTT: B, SEFTBSERB (MR AT, st
wE, MESE—THBLEERSA);

AREELT: MRERFINEER, BB LR,
Blan:

Mr John Pollock
1045 Hilltop Road
Charlottesville
Virginia 22903
U.S.A.

0. 7T R s K
Mrs Barbara Caxton

12 Park Street
Roseville :

New South Wales 2030
Australia

EEE5T8% ( postcodeslzip code ) &5 IS (S (%
BEMERET. FEBURAAGIEIES], SE5REBEMBE
;TR EE S — A A S LR T T
AKX, f0: SW6 6DBEXWC2 37D% %,

2. %% ( Name )

RExMAR, BEXRA, BEM, EXHESbTH
BEMER. EEH L, MATUEEEHBTEE LikE
ABIZG, WA LIR EIE AR BRI E i,
T, RAIURBET, Fltn, BEKE AGKLRE
Elizabeth Jane Parkman, /ReTLIZE(S$ FiEtEss:
AMiss Elizabeth Jane Parkman

10



"AMiss E. J. Parkman
AMiss Elizabeth J. Parkman
AMiss Elizabeth Parkman
AMiss Parkman
{BEASR] DL Ak
AMiss Elizabeth
AMiss Elizabeth Jane
(ERE: EFE, —MALPLBFTRREER, &
EREHRE, RAETRAHEE, EAEEXS, B
MEMERZFLATF Z %, 20: Wong Kin Yee= Lee
Chun Seng, Paul )

3.3BME ( Title )

AT L EEBYE, TR —EREHE
1B '
AMr (4% ) —HARBTESEHE, 0
* Mr John Smith
* Mr Robert B. Cleveland
HWHEH “Esq.” (EsquireB9fE%3E, BB “%4&” )
MBI B, (BEEEEsq EREKAHERE, M4
ENIHE, Flan:
* John Smith, Esq.
* Robert B. Cleveland, Esq.
( F“Esq.” &, Y17 R Bk, T~F 4, £ “John Smith”
AR “Smith, Esq.” Bt T. )
AMrs ( KK ) ARyl z. WERiuMiss
Michelle Brownf7 % F, ##5John Smith#, Btek
* Mrs Smith
* Mrs Michelle Smith
AMiss ( 7/IME ) — AR T RE L, 0

1




* Miss Michelle Brown
AMs ( &t ) —HARBTEESEs B4+, 0
* Ms Michelle Brown _
ARBEHEBBAREM:, £ REHE, 10
* Dr Henry Barker ( 7 - E5ig+ )
* Prof John Smith ( ¥5& - #i%ER#i% ) .
* Sir William Brown ( BB - MBS+ )
( “Sir” BB R AN AR BT, NHAREER,
#n: Sir William Brown @] #8{ESir William, TEE#E
{ESir Brown, ) ;
IMRERBH/TLE—BEAN, BEZR:
AMessrs—— AR BBIERAM SR LB L& AT
( partnership ) , # AT ZFERFH “The” AL
(title ) BUfERIGR. #n:
* Messrs Thomas Wood and John Smith ( & & #;
- IEEEOE - iR )
* Messrs Donne & White ( & B R @4 AF )
AMr and Mrs——HRBERE, 1
* Mr and Mrs Parkman ( #4528 &4 (T1H )
ADr/Prof and Mrs—— AR BEIEL #FIR R H KK,
an:
* Dr and Mrs Parkman ( 185 8 1# +{T# )
* Prof and Mrs Parkman ( #4528 204G {158 )
(EE: EBRAFEEEMr, Mrs, MskRDr&EBF 2> %
hn B [full stop], (BEEBIA SR A BEEHE, )

4. E 4k ( Return address )

BHEEE, EEHb S SEEHEEAL LA,
HRWASESHEEM S E,



5 Z(EH EBTLUREEER? ( What else |

can you write on the envelope? )

ABBEE, HERTLFEE S Ein a5 E,
CLIREAE O ERNERRE TR, ESEME—RFES

HEIETH, HROHAE:

* Printed Matter ( EORI4% )

e Photo Enclosed ( R ERH )

« Please do not bend ( FF7HTE )

« Personal ( 1% )

« Private ( ®LAfS#)

* Urgent ( &)

* Confidential ( ¥% )

* Registered ( #5% )
ATBEBEEAMTHEE, TTUEKE AR T ES

BREE AT A B9t 45, EAihnc/o ( care of B9#ERS, R “MH

FEAME” ),

Mr Henry Jenner

c/o Mr Thomas Green
45 North Avenue
London, N.6.
England

( EERBELRE
ALT5 K 54555

BER - mREEELT
FH - mAsEAEKk )

AMMREHETERBEET, MEFRAEL, —RTERE
# ER EWfE Apiit, REKEBEABFZ TR L
Politeness of...; Kindness of..; Courtesy of... ¥

(BB “HF- ®|A” ), gEm EHREAS
B4, 10

13



6.

Prof James Quick
Politeness of Dr William Brown

( BEHEUR - MR LEas
Bt - BEmaikik )

MRRTRBHEEAGES, TEKEAKESEZ EELE

Please Forward ( i58% ) ., 40:

Please Forward
Mrs Brown

( FREZT

AR AN )
& ( Examples )
T EERERE S H SR EG:

N. Neil

4 Oxford St

London, SW6 6DB

U.K.
Mr Peter Long
2417 Bancraft Way

. Berkeley CA 94704

U.S.A.

Photos Enclosed

Stamp
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