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Hints on Letter Writing 1

CHAPTER I #5—%
Hints on Letter Writing % 3% X{¥6y&

—HEXETUSB LR » FRR—HARIE > BRERME
| MARE o FMBRERRMNTHRITER  ERRLRET o
. 1. {25 (Heading)
2. {EAML (Inside Addres maﬁmmmﬁtﬁm)
3. W"F (Salutation)
4. EX (Body)
5. MEE%E (Complimentary Close)
6. #% (Sigoature)
7. (BHRIE (Superscnptxon)

1. f§ B (Heading)

{FEBOEEREFEAMAR AN o ROINT o
. ’ (H—-)
4 Sze Teh Lee,
o Markham Road, Hongkong.
- October 10, 19--.
s (o)
123 Playing Field Road,
Hongkong.
October 25, 19---
BRI &B‘JEETEL AR SR o SHELR
B AR h RN BERLERE R o BER—HIGE » BREEY
BREARDERSE—N  ANLERNEAE—% o PRERMAD

L




2 Hints on Letter Writing

EHREEANZOBECRA XY » ARAELUREEH—-XTI N
RZ=o

BH—NEER  RRB-TRMRRENEGS » B_THE
B=fTEH-

BRENEFELFTARNNEZR ~ HMUNBZELNIR - BEHL
ARRES  REMULBERBTIUARRERER » BX » BK—R
RAAKT

EREDFNOEEDR » BARER—@ B REKT o FHEED
L—#T B8 | (date line) RAHE - ARHNRMIRTFHR
E—BREXHER o

RARMZEE LY » BEEDTFNE - BREEESRE—
THEG » HERPRBAEALREES o mRBERDFNE - B
BRI ER—RIELOTLH TS

2. £ A # 3} Unside Address)

BrilE AL - ZEMRIED » BEEXKRA o FIREBRBPES
LN  ESHBRENEATERLS » ARENNTRIE A
£~ BEFATML - EENEABLERB—T o BRNEXHE
Bxa—#% o ERNERFTENERS L - ERERBMEORE
FEEET o BIEARML HEGERE - RETPIGHN o MRANH
AE AR BABEM—BEEREE - HRFLHRR - BEK
RATUEE - PR/ B EbMMERE » BHANT o

()
Kellaway & Co., Ltd.
Queen’s Road,
Hongkong.

.




Immonhmuﬂmwg’ 3

(H=)
_ Kellaway & Co,, Ltd.
Queen’s Road,
~ Hongkong.
RFRUE At ch NS » RETATIREN o ENSHARK
mus o -
BABLAMETRERL TENES o EBERED  KMRE
AREERR » RBEREN o ’

3. & f (Salutation)
(A) M%{R Social Letters

—HRRER  HRABEAGRY - BEMEEHLTZT » £

HREEH—TEE o AREA “My Dear” RiA “Dear” BREZX

% (formal) o fifm - RMKMER—EEBAK + RMA My dear Mr.

* Wong. BERMRIA—BACHE » RMREM Dear Mr. Wong

. DRMIFT o AREXREBLRTFRIATIHRIE o BEtRR Dear Mr.

Wong. HAERBWXIED » T My dear Mr. Wong BAEIFRRE

} B o ERN—EREEEHAER  BRW MGENEE » BET—T
|

. BE—RW Dear Sir & Dear Madam. BHnT o
(H—)
Mr. C. T. Wong, N
Dear Sir, '
e =N
Mrs. C. T. Wong,
Dear Madam,

| ey




4 Hints on Letter Writing

(B) #Mf& Business Letters

FER RA5D - EiEM AYTRIF&ER “Dear Sir,” “Gentlemen” “Dear
Madam” %1 “Maedames”. EBER—RMIEH LA My dear Sir
1 My dear Madam, R dear RUKKT o ARKA » KEHAS
IBRAA RIS » #RF Dear Madam RRAFH o BEREARIY
EAERLAFRRBEL » RERRBEIZH » KA “My dear Mr.
Wong” H17[PL o o

TRIF M RS At Z T o i B8 REN H— My
£ o TERBEMFF o

(H—)
Nanyang Brothers Co.,
Belfran Road,
Hongkong.

Gentlemen,

(#£>2)
Nanyang Brothers Co.,
Belfran Road,

Hongkong.

Gentlemen,

—FANTHEBERT @ A% > 1o “Johnson Garage”, 5 &—
RBLABNAT » RARGFAGBENSER “Gentlemen” & “Dear
Sirs” o B BMREERPHMER Sir X Sirs. FESTREFE
2 (official letters) HIRRNE o BNRBABLIET RWBHFFIE » 55
FE R ET 2L FRCE IR B (E — B o

.




Hints on Letter Writing 5

JEMEEERFELASKES $in Mr. John Chang, MEfi Degr
mjohnChan&ﬁMydnerJohn(hmg , A

- ZFH “Dear Miss”, “Dear Friend”, “Messrs.” S0 Z‘Eﬁi ,
ERRRE

NATRABBGEN (memorandum i mém’srin’; dmu) 14:.-
ﬁ@a&&ﬁ?’éi&*fﬂ FEERAEFEABRLRE E}lﬂtﬁwv

(C) #5 W (Titles)

REHEE—E - HPAEARLTOREHE 0 BRERE—
5 o MY BOETHIMTF ©

“Mr.,,” “Mrs,,” “Miss,” “Messrs.,” “Reverend,” (i rév’ér~end)
“Doctor,” “Professor,” #] “Honourable” %o XM - ﬁh{ﬂsﬁﬁﬁ
Esq. (B0 Esquire ASBERE » 3 &s-kwir’) N4k Mr. iyo o ;B ETERR
ERTAERRESD - ARATR Mr. BE—B - MEPRAN—EB
5T BB o

“Mr. George Lee” = “George Lee Esq.™

HRMEAZREN LARARNLTER “Messrs. e Mm‘s
Whiteaway & Laidlaw” ( 8§ Waylop Co. MBEAR) o Messrs. ( &9
Messicurs 2585 » Bt més'yerg) o

Miss FREW » IO REAEK period o

2W&#HD “M. D,,” “Ph. D.,” “M.A.” “B. S.” ‘L. L. D ;l;
ERELFREN o M. D. (8] Medical Doctor) R#g®1 Dr. RfE—
€ BT M.D. R£HA Doctor XRBFT » MmA Dr. William
New g% William New, M. D. %217 o Reverend #:t ~ Professor
2 - M Doctor - M- SBERELFAE * 2n Rev. Pintip Bently,
Prof. K. Dower, Dr. W. W. Yen.

" Dr. BESGH  AERAE -Eiﬁiﬂiﬁﬂ¥~ﬂnﬂzﬂ§ KR
A RERHRER T ER » RMKESE Dr. Bk o Re—R




6 Hints on Letter Writing

RE—HRESLHHEAA - imERMN1-R2R Doctor of Philosophy
(Ph. D.), #8128 Doctor of Civil of Common Law (D.
C. L), &=8181B 2R Doctor of Law & Literature (L. L. D.) »
HBEL# 2R Doctor of Science (Sc. D.), %% o Wi LB RA
Dr. A Mr. MY » BRMAMARANRE T RWEHHEF o L&
RMEWT Dr. RAKER Mr. & Esq. 7o

N EERA Sir, EEANSSKRTILIA “My dear Mr. Presi-
dent.”

HABUREAT 2L A Honourable, #n Honourable Samuel
Sloane.

H AR Cashier, (TR ) Secretary (#:% ) f1 Agent (R
BYSEOREZUR FIUERER LBRE » v “Mr. Charles
Chang, Cashier.”

B —HEHEX KT EMA S Honourable 1 Reverend %&73g

HIR R SBEAME S BER—AZEthedd o Alim “The Honourable

Samuel Sung will address the meeting.”
 RE—-ENA - RRTAMLAGETR - B WERA
RMAERLA “Mrs. Dr. Paul Lee” M “Mrs. Paul Lee.”

R. Judge, General, Doctor #4iSREMPAL RN o BR » IR
BRABCHAER » RMETARTH o A0 » MR EWE
RAFETIBEA Dr. Mary Lee. BEM X RHLEFRRABGT o

KREHNENEERTEOAM o

A —EHE 18 £ #(Cardinal) oft—9TRT 8 & “Your Eminence”.
(54t Fo9fAtEEE & “His Eminence John Cardinal Yao”.

P —@EAEH (Archbishop), RFMENW “Most Rev. Patrick
J- Hayes, D. D., Archbishop of New York.” (EXaURRIEFRE “Your
Grace.” B “Dear Archbishop™ &4y o FBATE B H: 8 ¥ E—




