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B FECRBBTE

PART ONE
ENGLISH COMMUNICATIONS
WRITING

1 . ZEX R A ERERTIA

THE BASIC KNOWLEDGE OF ENGLISH
LETTER-WRITING

WIS Y R R IR E R — R N R E M AR, I EH
A 32 16 Bh K BB R 55 16 3 b R R QR 2 B MR A (R
R S EE I A,

BN R (1), B, aERg. FRBaH.B
%5&H B COMRE, BTG B X —RaE R
BE T EOARLERTR, FEEHEINEREL. #
Fre Pt acvE 3, LR M £ 18 3, AP HR. ik, &y



<2 - F—B5 XXFBEH

Pris AL #E, ST MR 9 R 5 15 3ok, 12 R AR LR AT L
FRRSE], MR R, FRERRESHEE T E A LS
el HERRGFEERTHERRR FREM . BE.
BFHERZEINA S EN PR HEE, THLERFIE
H, ERFAREM, HE—HREM S, IFIEREER.
W REEE B, /7 —RER AR LR R —
HR M, MR IAE T (E,

B (50 5 30—, MAOT R A AR N, EREERM
T RENERITE .

SRR L5 LAt PR SC—RE A LB SE B R 28 F A
A, ZEEEEAREXFRMBEEEMA N, SHHE AKX
FLAX S % B SO S SCRR B 5 AR, #5905 51 B TE A RE

— B X A BB A
(Component Parts of English Letter-writing)

“HSCR X B R ERSBURHLC I TR A R A i LA R
WITH R, EXREHUTFTILAM AR5k, B, %
FARA RN, FREREERE, EX, FREFRLA, B4,
HAth

(~M&3L (Letterhead)

HBREANNESEKRBMHER), vEHEX
(BLEREEEZFNE, KESHE) BiG BRES. XK
HRELBPEEZE PWMERF, RAFLASEHAEE
B, BAXNEPEMFR: AEEEANGHR 5t §
W OCRBRES, bR EAEF AR TIESBES) FHEL
R, RIEEEFFTE# X B2 R E wmE, BEGM.



1 . 230 #EREAR 3 -

MEE L RRE RS B EEER AR,

FHRFREERL ECH MHRE ARAES 2
XL, 2B W E %%, TBRAIFH.

MRBA TGN E5, LS R 69 84515 AL
AR A FEFLNERITFIITEREN G A HHG L
To MAERERAWKU LHERN, B R HUEHER
HARFRIOEE. FABF LR ik, AR
SES: P S i

UNIVERSAL TRADING CO.,LTD
34 Brompton Road, London S:W+3

Telegrams Telephone
UNITRA Kensigton
London 4586

Bl F%AMX

United Board

FOR CHRISTIAN HIGHER EDUCATION IN ASIA
7SRIVERSIDE DRIVE-New YorK, N.Y. 10027- TEL(212)870 - 2608

Cable Address: ABCHICOL

April 20, 1994

B2 &4k
AP AFRHFRAE LR, BERERRITE X
AR R ZHR L 7] 8 RS R o



c 4 - $—845 XXRBEF

(Z)BH (Date)

EXARAEFRGW HBEFEE, A RS, HHY
BEGLTRAEL, KEEFELTHRMLE, EXAHME
FERMFWHARAURETHAIRR. R ENEERE
R EAWH, EXAPEEH A, BEF, W 7(th)
May, 1993, R X HHEE A H, BE 4, M May 7(th),
1993, HIAMFSRE=EAE, FNERFEERAF)IZE
IE S, e ma) S8 ER AR, W,

May 7,1993

7 May, 1993

R ERRELHA AT T — MK —HE A H B
FWER BEE A HFE, — (WA BATm 0",
1993 4£ 5 A 7 H A LIRS A& 1993, 05,07, BN IZEREX
AFE, BHBCE IR B, & BRI ER,

2= A LTl (Inside Name & Address)

PR R R 2G5 AN BT, EHEER
E—if, EMMEEFEENE LT, KTHH 2417, XEE
RS, (KT &4 24 T (RABHUAHIER) .

FEANBHMMEBEHER .S TEHALE, B 1T
Biuhk TSR, BB B A 02 B,
BUAEE4 . Hh, TS5BS ZEALHES, 54857
HEZRAHES, 2 TS5 SE2KE2SENE A
“The” , ] “and” KB “&”,  “Company” B “Co”, ME
BEZEANTEH TR, REEREEE B DURALER (R
ANMEHERBESERRIE A, RTHE,



[ R RAR -5

The YORKSHIRE WOOLLEN MILLS LIMITED
' LEEDS
Telegrams Telephone
Spingwook Leeds Leeds 978653
1994, 04, 08

Mr. Joe Green

Green Brothers Company, Inc.
187 Madison Avenue

New York, N.Y.

U.S.A.

HEE .
(D The Richard H. Verrill Lorhoration
954 Pelham Avenue
New York 11,N. Y.
U.S.A.
X—RIRERAGE, MTESBARA “No” FH, 1M
SHETNEAEE . WIEAWLRATS ZPREN “The”,
@Mr. Arthar Frey
NO. 12, Queen Victoria Street
London, E.C.4
England
REEEXT K, [TESBHETN “No”, M5 H)E &
5



© 6 F—8B XXREEF

(WERIE (Salutation) '

WHEHRERG A ZEANKRIE, RESERENE
W, ENEEMIA T 2~4 174, 52E NBERHE—1T
BRI, BN %A E R G KN, FRIEN ]
UBHEELANETH, HEHR 4~6 T, REFLHE-
EHRAMETHELANE T FHEKRS, KEXHIEEBREA
52 EAXEARRMR. M5 ERGHRE LAEUTILA.

Sir —XBENERWILRHRE, HTFESERTA,
JEE A,
Dear Sirs —— X FHARIF— A THLE B & 28 1T

%, GEAY . BEAJBRXERE,

Gentlemen XRPFROE R F L H R A BT
& BEAHC. EEANJBXERIT, B “Gentleman” 3
“Dear Gentleman” RARH .

Madams, Ladies XA T RAS A
CGINGEE

Dear S| oyt o 45 AR, T 6k B U A

Dear Madam '

FAFPRIE, “Sirs” AREEAIAEH, W BIE R E M £ “Dear”,
MEMEZEAGR, BAEFRBEZEHERSH, @1 “Dear
Mr. Li:”,

MREEANEREEWANERWE, EFERER—1T
AN B “Attention” (JEE)H “Aun”, H#EF L EHA
%, B8 “Aun” BEEREAHIEHEE—TZT. W:

Dobson & .Co., Lid.,

No. 12, Queen Victoria Street



[ . ¥k aEHAR <7

London,E.C.4
England

Dear Sirs, Attn: Mr. Arthur Frey

Dobson & Co., Ltd.,

No. 12, Queen Victoria Street
London,E.C. 4

England

Atin:Mr. Arthur Frey

Dear Sirs,

BFRES“ZHHR"BMHAB LA EN, BR % 3 k $5%
A FEF,

ERELEEEM TR

1.4 8 B4 R A k47, I Manager (2£3), Standing
director (K ZEF)SEEGEMLFE, §10: Miss Amy S.
Frankin, Manageress.

QLESERFEARBETR K, BUERESHERA
WEROE; BN ENMFREBEREZH RAEEHRLHE
o

(®IEX (Body of the letter)

XEE A R, EREEN S, BHNZRE LA
MER, BHNASHEMY A TERE 8T BRBEERENES
TEH. ZE AL ERERELE, BRENBEIIEALK, B
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&2 IR 1~2 1T, IESCA9#E B AT LA ge =X, el LA AP
LA EX—GEENNY 2 =ME EAWAR TN
B S S G =8, M B AR KT,

- IMRIE VR, F R RO, AN KT G
WA 15 5 M 1558, U AIERE S EWE T, BN RE
AR SREHHEM. BT

Page 2
Dobson & Co, Ltd. 1993.12.08

B Mr. Arthur Frey

2—— 1993.05.16

% Mzr. Arthur Frey 1993.05.16  Page 2

- (02P.2)
Mr. Arthur Frey

m%| Page?

1993.05.16

EXHRFERFEFERALRIIE R ZHEANER
(INFEBZENREER ITHSE), UK EE,
EREFEENMER THEEXRE - TZTHES
1, 5 EX—H#FL K, B85 E g, AR RAE
— Pl a3 AR 1 R 0 o R A SR T e (B R R




I .3 R#ERAIR © 9

&)

~45% %L 18] (Complimentary Closing)

EHREANZE AWM ERFMBBOEAR, BRFH—
MALRERR. BESEREEEZRT 2417, R AF
HMMEER. F— M HNTFLFRERES, REFES @R
F) o AL1AT 8 376 I F AN [E] ) 58 R T &€ o

(t} & (Signature) YFR“E E”

EAAMUETRERAALT, EEEMERAFERY I, &
ZEBEN RGP IRNEEAEEERERIE, DHEBLEEE
HAMEEL (FEXGFXEYT), BREZWEAMEE
ERFREN AR, La A\IBRELE, S8KELELKS
FBHAR, XARERE, BRUAILEW, EAHFY, #HE
AFEET K EMESF, RARHFALZZBRF, MERHE
2, Ui EFEAFARFELEH. ARSES S, BHT
ot NPT EAL, BT AR AL g R AR X B RIR, UM TR E
RE, MEEBBEARUNAEHER, MARE S, W
ZESRAAZ T, £aRAKRGITH AR VM EEL, H#
T ZHRATMN “For" 8 “P-P” R, RERFABERE
2, XREZRFHAFE -V ELAT, EAZEHT
HEL B MR, UEX T HA, BlE. WREBLZERL
o, B AE B RNER R R A, BT FH 8 Z AT “Miss”
B “Mrs”, BEEMMBESRILFAHT .

WHA (Others)

1. 5/ (Subject) : EHIVE R R WG N —FFE R R FH
FEHNE, TRAEFREAZENEDP AR, “Subject” BT
EXXH B, BILFE NSk



+ 10 - B85 XXRBEHE

(1)Dear Sirs, Subject : Fuel Injection Pump

(2)Dear Sirs, Re:Fuel Injection Pump

(3)Fuel Injection Pump

FE 3 F BRI T B0 “Subject” 8 “Re” F ¥, Bl 4 &AW,
EFEdHTRH—EZ, .

2. WHRBHITF RS EFF (Initials) A

HTEFREEHEEES EESMATH(EEZL R
BT, T LM BT Z RN AN E 8. —RARR
PR HAEFE(KE), AARTFRANELZEFH
UNEB), thla BT . 1 DGY/mg, H D.G.1/m.g. -

3. B4 (Enclosure) WRR 4P EFMF, RELET AT
FREFHTHEW “Enc”s 3R “Encl”, MRMER L —14,
MIEAA SR, W

Encls: " 3B/Ladings (3 3k H)
8 Encl: 2 Certificates 2 5RiEFH)
3 Invoices GEF)

4.BE (Postscript) RFEZGE, MEANEEEHR
SRR 4, UERFHNREE L “P.S. (ps)”, BE
HAEMHNEER, ZERERAZZEFRANREESL. At
BN Z —-RERE, R&EVE “P.S.7,

S.#&BIA& (Carbon Copy) WREHHNATRERRKHX
WIS A L mEet, oA ERFA T HER “C.C.7, FEE
LRIAWZE A (ST, FREIAPEERLA R
Mo '

6.5% %S (Reference Number) 2 mMEBRFEAN
TETFHAM>KTREH S, SREATX, —RERFS



