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Unit One Business Communication
% BAER

1. 1 Notes to Business Communicatimi

[ R AERIE

EERE S, EEE Ry BRRE A 0IEE B 0
WENTH BT AR A XA S XA EFR BEE &
FRAEME RREEASRREREERIER, HTHXF
— BRI E R B R R AEE P A O T
B SARIR R OV S0 SO RE , A X KB
AEF S EBR A |

HEARMZELAMEEFROYER AKRELT HAE
MEGER— RN T . EHTFEREEBIE AN AEE. ®
1 6 FLIX U SE3HE A 3 5 LA, SRR T KT Ll BB K AR R
S RMUEAER KL . T, a8 SE . LIES BT
ERIHBETEERS LS WERRE. B2, RETUSE
AR BEE AR RRE LR, R ER AU E
AW TIN IR BA RO IR0 B2 R TA S
4 ARSXAHRBBELR. A% EERAH LS HE
BB AT A BEGHOY 0%, E—HEUARSK BEE
RS L BENALARERLA ERTEOEREET
B.

A ABIE R AL T RIL A AB SR A E , F R B
BHHATXUARBACELAE P ETRANES, —HHE
B 1T R TR F S SR 18 PR 2 R34
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BT RIFHESR, EES/E AROEFR TR AR FNY
&, '

B AT B0 BT R KB R, BB AL )
BWAmT .

1. P:&(Letterhead)
EkBERPHERENELARESH L RKELA,
XA LA ELOEARAR. I BESE A RES EES.
BB B lR . BRI LU, BRERE L AR RS ERL URE
A EFERT AR ELRSENLY. W,
SHAANXI TEXTILE IMP.‘&. EXP. CORP.
37,LIANHU ROAD;XIAN,CHINA
Cable Address:” CHINATEX-AXIAN"
or 7035
Telex; 70126 ADBFT CN
70017 ADBFT CN

TELEPHONE, - Established 1900 CABLE ADDRESS;
CALCMET #251 CHICAGO ENVELOPE COMPANY  ENVELOPCHICAGD

CODES USED;
2901-2917 INDIANA AVENUE .
Ref. No. ALL CODES

CHICAGO,ILLINOIS . .
RENTLEY,5 PREFERRED

MR EEK AR L HEBEL, !il’JEfu KA LHRERE
AR AT AH R,

2. {£ ARk (nside Address)

C EARBIRBRE AN AR LR EELETH 2~4 17
IR, FHBE—BETHN=MBERFE. S

? ‘




(1D BERAFAPRA
Mr. John J. Wiley
Ajax Oil Company
246 Broadway
Oklahoma City 5,Okla

@) BAAARREESMAELHATA

The Traffic Manager
Benton Bolt Company
344 Rue Road
Chicags 39,11 -

(3) BHEATHE

Peter’ J. Rowe Hat Co. °
33 Lafayette Street
Tampico,Fla.

(1) BEFISIRAFAEWIARAEE

Junior Miss Style Co.
464 Seventh Avenue
New York 16,N. Y.
Attention ; Advertising Manager

RIBEANBBERFEAEE, SRR L, TIEFAMIL
Z T REKPATFITA A WE W Acention — i, RHEHF
Attn. , ﬁu : .
Seagram Co. ,Ltd. ,
1430 Peel Street ,Montreal,
Quebec H3A 159,
Canada

Attn;Mr. Joseph H. Hudson
Gentlemen:

RR KRR
Seagram Co. ,Ltd. ,
1430 Peel Street,Montreal,
Quebec H3A 159,

Canada ‘
Gentlemen¢ attn;Mr. Joseph H » Hudson




3. #RiE (Salutation) i
I E SR, 5 R B R T RE R TR ERE.

Gentlemen X & FF A1 a9 %, ZHFREA MEASE K
AT IE %fn‘i’ﬂﬁ“ﬁi)ﬂ EVCRTVORENZRALRAE,
il Efﬁf/ﬁ HERESY.”. XUHKELEE Sirs & Dear
Sirs, FHEEE,”, X F % BT HE, R A Six RAEFRE. B
X PR R B BRIE Ah, T X S AR WL HE T
KA

Dear Sir or Madam: ,

Dear Gold Star Co. ,Ltd. :

Dear Sun-Times:

Dear Personal Department

To Whomever it concerns: - -

4. Ee i (Subject)
HTEFECOREANEEEY— BETHR, Eﬁ%&f-’?m
CEXHETL. TR TARKEHEXER:

Dear Sirs,

Subject : Sales of Washing Machine Motors

=,
Gentlemen: )
Subject ; Linotype Equipment

7] il Reference — 1] 3 {U#F Subject, &Tﬁ%ﬂ%ﬁﬁ’?‘ﬂ%?ﬁ
B& 7] : Ref. ,Subij. ,

5. 45 R##R (Complimentary Close)

FERMERRFAY FOLEFREFNEL” BB “FLE”
ZROFIE BB EINLERKES N FBAKRE KL A
FIE RS 7 EXH & R R NSRBI

4




Yours very truly,

Very truly yours,

Yours respectfully,

Yours very respectfully,

Very respectfully yours,

Sincerely yours,

Yours sincerely .

Sincerely,

Faithfully yours,

Very {aithfully yours,

Yours faithiully,

Cordiélly yours,

Very cordially yours,

Yours cordially ,

FAEREREFHETEEAABEMILNESKEXRA

& HEREAR, NREBEORERNTURSEEAZ Y
XAZRABEATRE. MEIFARBER,5AE A Yours cor-
dially XHFRBERYIEZHORE BAXR T REORBKE
WK T H Yours respectfully X Fi B B EEM R,

6. X2 (Signature) o
HIEREHFENNLBITE R, B TWREAS T,
EFEE, EXRREE CITE, SR 02 H A ITENH, 82
' FEEREESLFEANESL. EENER. HTHAHEN
BT CREE, BN, — R T A AN X, B
HF BT ILR G Z FHE, *%%E%%ﬁ%ﬁﬂ@ﬁfgzrﬁjgfﬁ 4
TEBESREFEAZESS., NHTHLFTLREETH
EHHERALE. SR AR TERZ RAFNAREIR . ELHBAN.

Sincerely yours, .

5




