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1, 334 ( The Heading ) :
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B ko o

2. HH#3 ( The Date ) :

BEROMBELGLA BROBT 17T - AOBERAMBE

3. W{E ARt ( Inside Address )
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Wi ©

4. ¥ ( The Salutation ) :

SEH OB ASEL | Dear Sir, Dear Sirs,

Gentlemen, Dear Madam,
Dear Mesdames
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6, #R ( The Complimentary Close ) :

B EMERIIEFEE » HIEREEEMRNMRE  Ha¥y
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EEFEROBEARBEHUNTHBEERH M5 HE
By Feeenns B}l o THBEHE, FF

7, %% ( The Signature ) :

¥ LSBAAFRESRT > flu:

Sincerely yours,
WAH SHENG CO.
M S - MWA.
Chang Kuo-wah
( The Manager )

WMEEEHALEE2H X LAMARRAMG » TUE
EWETHMME (P.S. ) o

EREHBEE  SEEZRELKE AHESR ( name )
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B ( title ) ~ #7EPE - BWATAERT » HIETEE RNt
FEL o anBE EE(S 4 - BIFEFY LA Personal B Confidential F
EREE -

BLfERA

1 104 Victoria Street,
Singapore
@ 15th May, 1986

3) The Light Publishing Co., Ltd.
58 Tanner Road,

Flat A, 1st Floor,

Hong Kong

4) Dear Sirs,

(5) Kindly send by parcel post the following books, details
of which appear in your current catalogue:

1. From Chinglish to English HKS$ 13.00

2. Spring Dream in Nanking HKS$ 35.00
3. Postage HK$ 10.00

_ Total HK$ 58.00
I enclose a cheque for HK$ 58.00.

(6) Yours faithfully,
™) K % &
K. M. Lee




CHAPTER 2 THE PERSONNEL
F-E A -3

1 Position Applied For
1. KRB FRESN RS AR

Dear Sir,

In reply to your advertisement in H.K. Standard of
May 15th, I venture to apply for the post as offered.

I am twenty-five years ol‘_ci, and unmarried. Having
worked for certain firms as a sft__enographer and typist for
several years, I am competent in all kinds of office work,
and with good command of English. I can stenograph.
125 words per minute, and type 75 words within one
minute. Enclosed is a copy of ‘testimonial .

I hope sincerely that you will kindly grant me an
interview for this purpose.

Sincerely yours,

Li Li Chang
BRRBHIE
RRMELR + I A FEE R B HOBRBEARES
R EES R HEE TIFBOL o
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TFARBR » BARFEZAX  H-BRAFDABRBMMET
RIKEBRE - ERFTEN - WEEERCL25F - §7T75F » K
EEABBIARLG - EETEM -

RBBOFEIRPIEEARAOES » M TLUER -

AT
SRFUH

2 Position of Clerkship
2 . MERAFTIRER & IR

Dear Sir,
According to the advertisement in Daily Mirror of
!

March 1st, you are looking for a clerk acquainted with
book-keeping and accounts, and I am inclined to apply
for the post, since I am acknowledged with the system
of book-keeping and accounts. In effect, I have worked
on this sort of works for several years. I should not fail
you if my application is accepted in good faith.
It will be highly 'appreciated if you will kindly grant
me an interview for this purpose.
Sincerely yours,
C.C. Wu



BRI

W= — B SE|ANAES > IRMESR— (I HEaIHR
GEPEBBB LR - REPHSERE > ARWLRSH
EBIEFMA - LRI -BHRF A - EROBHFES
R BT EERFIRIIARE -

EIRFIERROER - MTPLER R THBREZE -

B2 GEN
R

Dear Sir,

Thank you for your letter of March 2nd to apply
for the above position. We shall be glad if you can come to
the office for an interview at 2 — 3.00 P.M. next Monday,
March 15th.

Sincerely yours,
Tai Sheng Co.

BRBmMEAE

RMEE=A - 0 REM AR ESEIREHE - BHIR
EWETEY— (ZATEB ) TF - E=RIRARGES—
K BRIHEEBIEEEE -

HEH



3 Employee Introduced

3. NBEMA TR ( BB AEAFHER)

Dear Sir, ‘

The bearer of this letter, Miss Loh, an accomplished
stenographer and typist, is a close relative of ours. She
would like to get a congenial position at present. It willr
be highly appreciated if you can make such an arrangement
for her.

Sincerely yours,
K. C. Wang

BEBHAE -

Frfg AB/MERRMBG—ALAR - RN 71
1E > MRERRZ - EEEO LTI SIREERA TG —
Bz - AINEBREMZE o

WHEHT
EXHF



4 Introduction Requested

4. NHBREE

Dear Sir,

I would like to see Mr. Chan, a close friend of yours,
on urgent business, but I find it very difficult to make éuch
an approach since we both are strangers with each other.
It will be highly appreciated if you can introduce me to
him.

Sincerely yours,
B. C. Chang

BRE KA -
BAERRIROB B AR - ERMRTHEE - Kt
EIEEEEE > BITEEMRRMEE - MECRBZE -

WKW -
B

Dear Sir,
Enclosed is the introduction to Mr. Chan as requested.

I am sure that you will find him a pleasant,

—8 _



