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R iR REMGF0, REME LA YT, mREAKERE
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(2) EoRt— ik (the Inside Address), fZp
Ak R R AR R dR it , N S ER KW LT, L
THHRRMBFZE, BALUBE “6” (84) BWETH.

(3) E3RE——#Rne (the Salutation), —jg#%F Dear
Mr., Dear Madam = Dear Miss jn_b#t, sRBEm¥EXm
Bo TR BB AL REIP, WA Dear Sir, Dear
Madam¥# %, 7 fDear Sirs, Dear Gentlemen, Dear
Ladies,Dear Mesdames 3g#0E,

BHEER B BEHE R Salutation gy 251 £ T

2EA } W x g ‘ Salutation
B i Mr. (Mister) [Mr, J. Chapman l Dear Mr.
B Dr. (Doctor) [Dr. E, S. Wilson Dear Dr,
Messrs. Messrs. Kahan & Dear Sirs.
R P > |
(Messieurs) Messrs Luand Lee | Gentlemen
gg i Miss 'sts May Smith I Dear Miss
LAET S l Misses Misses Lary and l Dear Ladies
B2 Betty Ford Dear Mesdames
(3 ‘ Mrs. IMrs. Margrette Dear Mrs.
B | (Mistress) IWood l Dear Madam
| BB ‘ Mmes iMmes. Nancy Black{ Dear Ladies
25 (Mesdames) and Maggie Chen Dear Mesdames




(4) 42— 3¢ (the Body of the Letter), feyiF
XEFTEAE, ERERY, HHER/K, AAEER &
HELUGH, BERogR. XERSETE4EREANNAE, X
BABET-ASEARENNEEIR, AXEORFD

(5) &5kt —4%: R A8 (the Coniplvi‘me-ntary Close):
— A Yours faithfully, Yours sincerely, = Yours res-
pectfully, & B Yours truly g,

(6) EeRt——2%4 (the Signature): BLHMEXLR
NEFHIMLY, EEENREZEFEE¥N, BRE
RELZEBNERFTROBHREERFTE. BRELALA
AR ETF RS, U af BEE, UREAE. EA7UH
24, B AN EEAE FOE—4 %5, 41, Tom Harry
Hastings — H.T. Hastings, 7% 4% T W% A TR S 004k
BRITEHUTH, MESAFRLE, BLJETRR/NMIE
BEA, . Edward Nancy, 7 ELA4TE S LA T

(Miss)
WA ELA ., W, John Hudson,
(Manager)

(7)) BIE—ERBAMTERAELE ¥R (Initials);
HETFEHEMEEESZR, EEMNETHRMIT ERBAR
TEREENE TS, ~BRELEUBANBEEFS (X
5), AARITFRANELZBEFES (NE), HHEHAHKRE
¥, ., JA/mg., sJA [/ mg,

(8) %8k ¢ (Enclosure), & rhAFieE, B
EETAEHEnc. & Encl iRk —4, MEEER
REHFHS. o
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Encl (#t): 1B/Lading (BE¥R14)
2Certificates (iEd25k)
2Photos (HA25k)

] Encls (pt). 3 Invoices ( K ZE35k)

% 2 Encls ( HiF24 ) o

(9) FoRt—%inE (Mailing), MERFHEHEZA
BB Bk, I ZEMH 4R T 1E m_kSpecial Delivery,
By Messager %,

(10) EioRt—%ElA (Carbon Copy), mfz#:
NEFFRERXBN KA LT ABN, TEEHNETRH
B HC.C. (carbon copy) 5, FHEE LBIAKZE WEE
BT, RREADREEARERT. MRFHFERE AR
ﬁﬁ@iﬁ%ﬁﬁ, N ET R A LiRgEb.c.c.F5 (blind carbon
copy), —REHER LHREMBIADRRE, WEBZIE
AHR M, TAARMEERE. DRPDEQBAE 4 bR
#, FEZEREAMBIA E3IT LCC. [ Encl §F5,

(11) su—7my  (Postscript), FERERE, Wil
EANELER—~SHA, S, SHXERTBHXL
FABwW, TEENKRESLEP.S. (& PS), EEBSKE
555, HEEAZZEAANREES (HENENESE
8),

(12) g12E—XH LI A4 (Attention Line),
MR AR ERE AR ZEDERZEEI AT
B, WUASNBLERRIFZANEEHAESL. T
Henry Adam & Co., Ltd.

Maple Mansion

Greenland Street




London, SW8 25DY, England
Attention: Mr. J.K. Harley, Please

(13) 13— @(Caption): HHRHHAKEEDLS
HENERARNERBEN, EXNHTKREARBEEBRZHPA
R —RERTTULR. v
o (14) BraE—25%55 (Reference Number), %
EREREBANTETHRS LTSRN S, BRE—F*%
AR K.—REFEWHBTHERE AL Ly EE “Our
Ref.:” #1 “Your Ref.:”, {mEHH, —REFWIEXHE
—BHRE R, .

Dear Sir, ‘

We refer to your letter of September 16, 1989, ref.
428 | 31900, and...

BECL)~(7) BIREHNOLTERS, (8)~(14)
WM M, STIRBEOFEEER,

(Z) HABENBESHR

RKRNERTIENNARRENRARERT SR BEN
AP ERBRNGHELNERO—LHRE, HOETHE
B f1REEEIREHNRE.

1L.Ex58#

(1) B2,

OHEMSARAEZRHESORELHE., SEHERR
i RFRIIE1Es B TR A MR 3 1R 09 SE R ER B 7= 42
MER, ,

FBRRVENHBR AN, NRAERANETRNS,
(BN T B (A R £ B 0 po T A B, 2038 B 4 A & before, alr-
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eady, vet, just, several times, repeatedly %iFm, ¥ H
REZRRET . BIE “ago”REREZE—RZMW, T
“for” Ml R s —Bnri, “Isaw him five months ago” &
My, il have seen him five months ago” W4T, N
B4 “I have not seen him for five months”,

OREHTREWIRA, AERTHERBESE AN
ERANERESENTFER, RERTRSEENEEY
At SN, RIEAZRE WD ERXAE A M
BENBEBLELT. 11 “We are still wishing for the best
quality” BAREGERANLE, BhEBSH, SHAE
FRERSEEMNNG O ER, HEZA—BIAERSRT
B EREEHET .

O—RIAENEE—RERFENER. FENDER
B— A ERE N — R, TALRARRNEER, W
“As soon as trade conditions will improve, we shall reduce
prices” X—4], NIBRA T KRR, K)E MBI THEHEY
WENA . “As soon as trade conditions improve...”,
RFi#g “If the goods will not reach us in time, we shall
refuse to take delivery” —4grh, W NEBRTEREE,
ARk, “Ifthe goodsdonotreachus....” X3 &
#H, ERERENDIRZHREN DS, ETEBERE, A
) ] FT R — BRI B R SRR

(2) &HE, REBBEBYTFHBRIAEANEDE, &
HAER, REREZW, BEEARE&EMIHNIE, HRIR,
AMERLETHRHENVASHEEREEATLREERAZE, X
HIREBEEATFRZALTRAENZERAMAE, BERSH
HRWERTEAENEENEREE. UERTTFOYE
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BT,
BEREEHY, ATINRES, FTHEABRD. W

“We shall refuse to accept the remaining goods in any cir-

cumstances” XAERBHEFEERES . MRBH “We

shall refuse to accept in any circumstances the remaining

goods” BRILRBAENT. 4% 5K The remaining goods,
we shall refuse to accept in any circumstances’™ {5 n# &
NT. BEXBAF, BNFEEH, —HPREBEQOBS
R4 F TR 5K B, L Itis the beginning and the end
of a sentance that are most important” 34, MAHEIA
AR, %y “The beginning and the end of a sentence
are the most important”, MESHBHEBENT .

THEERMNEERFR—2E, XERHEANENRR,
R B SEABBIR X,

OEAWME. Bl LEREESNRBHEOEEA. I
A, ERSHEARANRE. .

The sugar is remarkably good.

This silk is quite in fashion.

We received your letter just after we had posted ours.

Prices rose exceptionally fast.

BRmREREHEARYIAN, —BRBREZARY
FWEE,. I “The goods sell fast”, (8RB A AIEIH,
BEREREMHANE. W “We often walk”,

HinE R RYIiAN, BERAREDESZEST,
REED AN ATE, REEEHWINE, RREZHANE. B
B, “We placed yesterday an order” ghigily “We placed
an order yesterday”, g “Yesterday we placed an order.”



