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-8 H R ME M

( Social Letters)

EREATEEAERE. EIMTEGTLRER. FRAFRNEETER.
R E AR FES, TS AR KA B5 15K (business letters) Fit3Z(E
o (social letters) , HHHREEREASVMAMLB L Z MBIV FRE.
HITHSERTEBMGEER, MiL3EE BRI FEAT R Z A4 RER.,
IMERETE BIE-

HEREREFBWHF—SFEANEREZFORELR, PMLIA. £
W, BZEAS . 2F MR BB E, ARZRARENEZE
AEX. MSETHE, #IRBHPR LN IPEBREABER LA AFHHE,
AEXHEEZEHPRRLER T EFEILZIN, PATEHEKR. LiE
WRREZEIE. BREERAR, EHERR-THEAZHERE.

RS ERERARSELHEEWIAGHEAEE,. B8 MFAERET
AIAMESR, ENEATREEMEEFMXRANMEREBNRL. R, it
ZERRFESHE. AENE. BATFEER, THRADERRNE. Wi
FiHMB®.

F—T HEEFEEHNEER

MG REHBH MR MEEERRB AP : AAERMERESR.
MIEHGEEEMEAMRAENR TRAGR, MAEERANETKES
AR FIEA Gk —BER, EXMEERRERLAAETINEE:

—. =3 (letter head)

RIENBABFR, ik, RIEHH.
%1 English Department,



(2 ) ABEEFEHSIE

College of Foreign Languages and Literature,
University of Commerce, Tianjin,
People’ s Republic of China
Jan. 16, 2004
42 No.28, Grown Street
London, W. C. 10, England
Great Britain
16th Jan. , 2004
1. FERFELHPBERA
B LFVAMHEE-RERIE L FRAG L FEERAA S
B EARU R I, BHEEERAEHBRTESH (telephone number) | &

R$ES (cable address) FHIEHHS (ref. no. ),
1 25 East 8th Street, Apt. 3B

New York, New York State
United States of America
Tel: 212-603-4479
Post Code: 10011

%2 American Foreign Trade Company
2901-2917 INDIANA AVENUE
CHICAGO, ILLINOIS

ENEFEANRARENER, REERLITH, FENAFLANEH
SHENET,

M EEFTRRTLAER 8, FROERETILREATREGHFRBERER L
B#, UEBRGBARGEGFMER. MREFELBARFL, FPRTFTESHE
ABRETEHPRHBEXFEL TS L

%—, 7tk (block form) : fFAFHEB—FTH -TFHEXNF, X2
ANBhE AR —#IER. -

30 Gongye Road
Zhangjiakou

Hebei Province

People’s Republic of China
Jan. 20, 2004

S, g5t (indented form) : 537 kM, XIMBABERELPMN



E—8 HER (Social Letters ) (3)

E IR G 4. 7 FEJLATAT G S AR MEL T, SR

g XA A —FEA . AR AEARKNRIE. -
Foreign Languages Department

Xi’an Jiaotong University
Xi’an, Shaanxi
Jan. 20, 2004

2. EEkMNEEEENF

(1) MABEHIGEI RN DBIRKKHS, HPEELRRPE -
FREKE; mMEFERN, CESLECHHAEES, DERE AR
Bl WHTUREERNNEEFRTURALSANNEEEL, A H K
Hong Kong, F Ca. {3 California 5, 5] & 89 iA Al LA B o

(2) AR SHEREMM, —FEREARELPHIERIEBITRN
ERES, RE—TTHRERLAMA, RRUBREXNEYE; H—-MEEITHE
HMMARA, BAXMHTERESS, S5ARMSERNRYE, AU
BRTHERIT. ALXRRABMHERE, FRNMZAES®HEY, 0 New
York, New York State # Xi’an, Shaanxi Province A8 5, NA[HEE.

(3) HMESEBA T, BHPHH G May, June, July Z5Ma] FH4E
BgIE, 40 Feb. 14, 2004, {HAGGM4EB S UK B S S5FERZEMAESR
AA. HWMERERKAE =M, B Feb. 14, 2004; Feb. 14th, 2004;
14th Feb. , 2004, £ F —FIE R 14/2/2004 57 2/14/2004, HTZEHBR/PMF 10
HIRHRERRE T XEGRABBAMA G, BEANEEFMAH,

. KiE ARttt (inside name and address)
RERMREET, BT EH ESARE AMES LS, HREE
FEIREBEFRERAS LG A S S Mbat, st ERLt. X
WEENET AIRRIEGES, M—BAREBEH, XNERFAMKRAEZ
FERES#EN, RHEFREXGERPIIUER. FRABILNVBEERFAN
WA EATEHBE TR, EABRaFEES . B . it MigE %
B, $EBX . HREMEE, WFLAMELR, BESHELER
%1 Mr. Roland Pender, President
ABC Company
123 Berry Drive
Minneapolis NY 55106
USA



(4) BBEEEHEIE

#12 Mr. Harry Hill
Sales Manager
Academic Industries Inc.
New York, NY 10099
USA
FEARVRYGEHRFAENAFEII], MEREAAANEWRE AN
Bikgk A e, MREIGERFIRTLIRA attention line (Hy------ FRE) Bk, R
B LR AU N o attention line JATEMHE SFRIFZE], HTHEEH, a ET&R
—17, WAI2MAXE.
i1 Attention of the Sales Manager
2 ATTENTION OF THE SALES MANAGER

=. #RFE (salutation)

PRI XS AR BIBE, WELW, #5177, 5IUEAFRHNE
B TIERERXBIGEZI, FEHZER—MRERLL Dear Frify, BH BRI
EAMERFMERE L Mr. | Mrs. | Miss 8¢ Ms. fndsiit4 (RelEHEM
%), 1N Dear Mr. John Smith, Dear Mrs. Smith, Dear Miss Smith, Dear Ms.
Smith, 5 EHESHAIHAES.

Ms. (Z+) WERERINER. RAEMNERGE AN ZHE, BERAH
BHRGLEY, A Ms. b g L. AFAET EEUGXHERE, BHiF
ot + W REERFRIE Nk A (1 Mrs. Smith) , 53%— & — AT LUE ST % 6
A HHIREREHK

MRRLPEMHAFE(E, FIA] Dear Sirs 5 Gentlemen {EHFRIF; HiA4k
AR K 1) {5 Bl Dear Madam 5% Dear Mmes; 25 ¥ 2E 5 {= ] Dear Father,
Dear Uncle, Dear Uncle Tom %5; #5¢3E, T¥F, FPAH K LLERE, £ H
Dear i Z MiARR:, a0 Dear Lucy, My dear Tom %,

O, IE3L (the body of the letter)

EXHGREHHEREARR S BEEXHERFETE, R—EH
1, TEASEH#=. DN FEEE, W RAFAR, I8TEFEXF.
ESCHRMRIBEFEET 2 AE TR, —BYIBFESHN=E: 51E. PLO8H
NHEEE. FHERBRENASENENRBEHRE, PO aN5ERM
EIER R, REHEXRGE, SE—BRELS. B, ERNIEE. HE.

FHEXHIORIERNER. TRRFHIERFTLR, 2XE—



E—F AR (ocial Loten ) oy

. BRZPFSTZEAN—-ATE, BS5BRZAZEETE. #5347
ERES FRIES, TUEEA—FREHRRNRE. WELE, TES
KEE LT —BRIEX, RIEHER

ECESHREE, EFAABHMNER, BEMEIEEFEXREEN
. hik, BREREEY. AR, BB, BEEME. Y. HE, &
thiz HEX BBIME AN EG . A, EHEENSEREANXREREE.
X TE 5 AR 2 8L

F. EB&E (the closing 5} the complementary close)

FRBIBMHETFIUEERPE e E" & e ER", BRHFE
PRAMZER P LA L —T, ENVERRTERIBE K, RL2
RAFEK, MBEGHAEZTEH, R—EZWITANERTk; MRRXAS%
#A, WHREATH, 5 EanHEBEXNF.

SREBENAZKEFENEXABRENGHEASHGFEARNXRETE.
HEXWGE, LB HEROA. 2. AXKBAEMWASE, A Yous
very truly, Very truly yours, Respectfully yours; 5 25 B ¥ #L 3% 89 A Faithfully
yours, Yours faithfully; HRIERM%HES, LLinB KA A, A Sincerely yours,
Yours sincerely, Sincerely, Very sincerely yours, Cordially yours, Very cordially
yours; EIERGE, MELEMF R . KEM KR, F Yours lovingly, Yours
" affectionately, Yours loving father/mum/son, HAfZEIEIERIGESIE A UL —
HE., BEHENIRNE/ENERBHIE, 0 Best wishes, Warmest regards, See
you FLURFE Yo

PERITHERMEREZENRERRAFLIAEREHRX, REE
—NFHKRE, HEH/NE, HERES.

A+ ¥R (the signature)
ZERMIOEEEAAROAF . YLk, BENER, BREANKES.
HRAT. RF. MRELHE, —BTEEEARM “Miss”, “Ms.” 5
“Ms.”, MEWEAEGHERBGIKE, BHEMRE - BF (the first
name) 55 LAIRE, WARLIEL SN “Mr.",
M1  Yours faithfully,
Johnson Electric Company
( Signature )
Thomas C. Johnson



