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Layout of English Letters







EXBEEBEHRIAMBEITELESPXHESA—F, £B
SREFHBEMBEER L. TEHSHTFUNE:

1. Envelope (5HB%)

HSeXEHEEREAR, FEANEL BN SRS ERY
LA REARES M M EEEH IEE PR MAL. M
FEH4, BB, Mt EETTS HE W EGHORFS.
FASIENE, FHEMEBA”. EEEHS ETHAXMAA
iR HEEBIIT

(1) Block Style (ETF3#3RK):

[, From Er Bian \\

Foreign Languages Press
24 Baiwanzhuang Road
Beijing 100037

PR.C

STAMP

Mr. J. Robinson
2417 Bancraft Way
Berkeley, CA 94704

\\\ US.A. /}

E#I,CA % E i B8/ WM Californiali 455 . 947044 B
B 45 (ZIP CODE),
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(2) Indented Style (Ia744#H):

/From Er Bian ‘\

Foreign Languages Press STAMP
24 Baiwanzhuang Road
Beijing 100037

PR.C

Mr. J. Robinson
2417 Bancraft Way
Berkeley, CA 94704

\k US.A )

3) WA FFEANMAEEEHTE:

From Er Bian
Foreign Languages Press
24 Baiwanzhuang Road

Beijing 100037

PR.C

4) MEARES, - MBELELET AE I “Registered” ; WES
'S t “Double Registered”; #iZS {55 I “Via Air Mail”; 2155 L
“Urgent”; 45 | “Secret” ; EIij & 5 | “Printed Matter”; i 4 #
5 B {5 5 L “Sample of No Value”; i 8 i #1155 I “Photo” , Fi
AEHTE L “Private” ; F6 A #2915 B L “Politeness of...” | “Kindly
Forwarded by...” ,“By Favor of...” &%, “Kindness of...” % .
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/From Er Bian

Foreign Languages Press

24 Baiwanzhuang Road

Beijing 100037

PR.C
Mr. J. Robinson
2417 Bancraft Way
Berkeley, CA 94704
USA.

K\ Registered

STAMP

)

(5) FEABEACHEE T “c/o” AW AE A T — 17T R H A 2

4 Z HIRFR :

/From Er Bian

Foreign Languages Press

24 Baiwanzhuang Road

Beijing 100037

PR.C
Mr. J. Robinson
c/o Mr. S. Smith
2417 Bancraft Way
Berkeley, CA 94704

\\ USA

STAMP

‘\
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(6) AFEAATHIRIE , WUE ARk A SR AT AR “Local SR B :

// From Zhang Wen \

Foreign Languages Press
24, Baiwanzhuang Road STAMP
Beijing 100037
Mr. P. Hohnson
China Pictorial
33 Chegongzhuang Xilu
N Lo Y

(7) MARER R, MFERSE AL Z TE L “Present” R FE xR :

//ﬁFrom Er Bian \

Foreign Languages Press
24 Baiwanzhuang Road STAMP
Beijing 100037
PR.C

Mr. P. Hohnson

K Present J

(8) HRHEFRFMIEAME, W= A “To whom it may concern”
A PR A B At , X FRE B A BT

From Er Bian
Foreign Languages Press
24 Baiwanzhuang Road
Beijing 100037
PR.C
To whom it may concern




AN, FEANBLZRARTE L “From”, BG ANELZ0E L
“To”,

2, Layout of a Letter (H{E58EX)

BB BAE AN FER S B A nE 48, B

(1) Heading ({%3k)

5 AHmEEANBIEMAT(E H M. BRI 5 B B0
FEEFERNA LA, REFEZOMERRN TBER—17,1
AR E0E, it EERAGHE L—H, HAT0REBMA
HiE, AMEARMETTUEE, - RAEERENEF. Hikf B
BWER—fTR, BRAESRT;E2)IAE, B THEFHARM
AR, W

@ Beijing 100037, 15th Mar, 2004.

® 24 Baiwanzhuang Road,

Beijing 100037, China
15th Mar, 2004.
& 24 Baiwanzhuang Road,
Beijing 100037, China
15th Mar, 2004.

(2) Inside Address ({5 A\ ik#Biibl)

Inside Address WFWIEAMKELZ AL, BELE EHBETE
B AL B —ZE 24740, BN S 5153 EWE AR ig 4 fat
—H HREVABSEUAIEEL., LT — B M LK, ¥k
AW R, HALWT:

® —BBEFHML.. XMRELTFH Miss.. ;¥ BETFH
Master...; M EBELFAMs. ... (st k) ; HSERE RS ML
FH Ms....(&E%); EHE FH Messrs..., Il Messrs David
King and John Smith,
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@ M HEBHRE A BRI+, I “Dr....” (- B4 ) ; “Prof. ..
B “Sir (B ) “Capt. L (- f5 K ) ; “General. 7 (-
BE)E,

B AAERFEARNGEEN, WERKRS , BABUFILER AL
AFBEUEHBR S AEL, W

The Manager

International Hotel

Beijing, China

The Director

Foreign Affairs Office

Foreign Languages Press

Beijing, China .

# Heading —# ,Inside Address 43 7] X i 1 F 35 X i) 45
4 BHIER. '

(3) Salutation (RHBC¥ A BIBRPE)

XS A BFRIE S 7€ Inside Address T 77 (6 BiAT4b , BRI /g —
BRES, XBEABLHES. RPEATR, 0:

@® B ARKBEMN BTN Dear Sir, 3 My Dear Sir, #1 7] #k
Sir B Gentleman,

@ REBRAKME L FH Dear Madam 5, My Dear Madam, 5
FERS XA Dear Ms., A

@ FRAHRE B &4 51% Dear Mr...., Dear Dr...., FiDear
Miss... , DearMss.... (CLR#E) . ERMXERPEXREA,

@ HRBABHI K, ¥ Dear friend, My dear Tom, Dear
Teacher, Dear Daddy, Dear Mama, Dear Uncle, Dear Aunt, Dear
Brother, Dear Sister %% :



15

(4) Body (JE30)

EXRBEHER, -BRERFTEH-ZE-HTHAEE. BRE—
Frm A 453 A T8, 58 AT SR 5. IESUUF R AR “REF”,
RMEFFCIIAL, RAEE , ER T Wi EFEWE M. FRERF, B
SR EXHRRR,EENTREMEENEE  AGHEEECE
WIHE, EXLIMTRBMAHZEEFEIT L.

@ With great delight I learn that... 7R B AT 56+

@ As I haven’t heard of you for long, I feel anxious, A i

7, 5&
B 1 have the pleasure to tell you that... B & X b4 F IR

@& I'm very much pleased to inform you that... FR1R & X H#b 4

& Your letter of the 10th inst. enclosing a catalogue has come
to hand. & H + B RfE XM B FpHE WK,

@ Your letter of the 10th has been received with thanks. + H
REEWD, B

@ 1 have just received your kind letter. 3¢ &R .

@ Many thanks for your last kind letter. B ¥E, B>
z,

@ Thank you very much for the book you sent me on my
birthday. FHARMAEAMBERD, BRHE.

@ So much has happened since I last wrote you. B {53 i} L4
*,WRRE TRAEL,

@ Thanks so much for the letter about. .. & F+----- 1Y 3k B/
2, Wil |

@ 1 must apologize for my delay in answering your kind letter.
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RAEWE,BE K.

#3 In reply to your letter of the 28th, I beg to say that... A&
HEERZ+H/N\B¥XE, HHEREST

44 Thank you for your letter of the tenth. I A+ H ¥ W R,
WA,

EXERBE N -SEEE, W:

1* Hoping to hear from you soon. % 7 Bl g &%

& Please reply immediately. 2833 8] 5%,

¥ We await your further communication. #{{&{£ &

#& Anxiously awaiting an early reply. 28 H [F %,

& Awaiting your reply. B[,

4 Begging you to reply by return of mail. (%, %UE/TO

# With best regards to your family. {86 #R & FiF,

# Remember me to your family. 8k £ KiF .

# With much love from all. 2% (&) 4R A1,

48 With love and good wishes. B AR E: KB R XEFHIBE .

4} Hoping you are enjoying good health. #/R{& 5,

& Thanking you for your cooperation. iffiff &1 .

$ Adieu till then. REGF R,

& Thanking you in advance. 7 5 L2,

# Wishing you every success. i F E &,

#6 Any other particulars required I shall be pleased to give you.
WFT TR, RYRRAEE

#7 We thank you for this order and hope to receive your repeat
orders. I, Bk M, MR BRBE

& You could rely upon my best efforts and loyal service, %%




