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Unit 1 Layout of English Letters
RS HRIETN

REBFEFERAMEZETA LENEBEA K, TEFAERGHS
EREEHRA L. TEa5 TS E:

Superscription of the Envelope {5##&30

HWEEHEBEARR, RXFRREANES. it SEEHERNAZ L
Ay WREARS. SN SERFH EET REHRGL. NESHS, #5
dhht. HHEEESZ “1TS. HE. WW. A6 WIFS. FESENE, BHE
#Zm b “EH4E7. HEEHSESFAAMELEXFF. 2HEEFIMT:

(1) Block Style F3k3

Zhang Wen

198 Dongfeng Road West
stamp

Guangdong 510180
China

Mr. J. Robinson
2417 Bancraft Way
Berkeley, CA 94704
U.S.A.

kB, CAAEEMFBREMKMIEE. 94704 HHBBI4ES (Zip Code).
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WHE B N XK RAE N E

(2) Indented Style %t

Zhang Wen

198 Dongfeng Road West stamp

Guangzhou 510180
China

Mr. J. Robinson
2417 Bancraft Way
Berkeley, CA 94704
U.SA.

WA AE. BAREAERN, —RERGHLZ AT F5]&I:

Registered £ %5, Double Registered X{# 5, Via Air Mail #1 %15 , Air Mail
Registered fii=# 5, Express fRiEHEF, Urgent @, Secret 4, Print El
Rl &, Sample of No Value £, Photo Inclosed WA B}, Parcel Post {35
HE¢E, With Compliment %, Private A A f54%.

FEAT AR HZWEANNGE S, NEREAZRZ FITEEC/OMm

FREEATRI AR MK, FREANARERR, L TIGERE “HB-- 5", .
Oversea Trading Co.,
24 Park Street stamp
London EC4
England
Mr. John Smith
C / O Hunan Foreign Trading Corp.
32 Wuyi Road
Changsha, Hunan, China
Urgent

FEANEENE, NIERGEALERZT—1E L Politeness of .... Kindly

oD e



~ Unit1  Layout of English Letters
o AE R AU

forwarded by .... Favored by ...k Kindness of ... Z&IN¥EA A4, MY
TOEERH “BEREAERE". .

Oversea Trading Co.,
24 Park Street stamp
London EC4

England

Mr. John Smith
Kindness of Mr. Zhang Ming

Private

BEBE AL Z TS L Present kFR. HIRMESDEHRE AL,
HETEWENELETS & “Please Forward” iE#38, {l: Please Forward Miss
Sophia Lawrence (E#ACRIET « i+,

The Structure of a Letter {SeRZ544

— IR HAF R T A, Khfisk, P, Hasbt. BT
IEX. &RBUEMGHE NS EATHRDKFEIS

Letterhead or Heading {53k

Reference Number £%4i%

Date Hifi

Inside Address 3Pyt

Attention Line £ A

Salution FRIF

Subject Line or Caption

Body IEX

Complimentary Close #%R#ii&

Signature &4

Postscript BR/X X

Enclosure ff#

«J e
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LEATERER RdfEk. A, Hatak, FRE EX. &4REUK
Fad. P& S5 T LA

(1) Letterhead or Heading 1§k

—RHZFERMELEEREANGE S, ok, MB4HE. Bi5515, &
&, BE LK e-mail #biik.

HEHARARBNESER, BEAFHEZAGESBAHNEE. XBE
Z LEHIF ARG AFEKR, tiht. BAATAE, IHERLSABELT.

(2) Reference Number %4+

SEHGTERTHAERY. ARBEPHREIOIE . NMREITHERX
HEEE5H, ETWEAHREN, STEN. 2K —RKEERTHELHN
iTht, HIBAF:

Your ref.: 213 SCB / ¢jm

Our ref.: 204 ZFX / grh

3F: 213 AHFHHRS, SCB AFBLANEE R, cm AITFABELEET
.

(3) Date i3

HEEN CEEMEE. SHE. A, H, UREN. SRAMEHSERLU
T LR
FXfFEwd, ArAgsE, W

a. January 18, 2000

b. 18 th January, 200C
ZEERFRS, ARu4s, W

Oct. 8, 2002

FEF&T R 8/10/2002
(4) Inside Acdress 3pyiuht

HAh FElE ARG i, BEAE EFRTASA AL, B~
ZERATAE, HNH5EEH RS ARIZER Mt —E.



_ Unit1 Layout of English Letters

RO AT R S

MERREFFEER, NEFBERE AR RELA. A6 AR A, .

Liu Xiaochun, Vice General Manager

Changhua Electronic Company

126 West Lake Road

Huizhou, Guangdong 516000

("HRAEMTT TR 126 SKEB T AT E BLEXBEEFELD
AEERE AR, EEETRSHLE, W

Director

Foreign Affairs Office

Changsha Institute of Metallurgy

Changsha, Hunan, China 410000

(5) Attention Line £ A

HHERBEREBE ARSI KK, MEFEENRAREPEETHE
%. L ANEATTUMRERFILE. . Attention: Mr. White, Sales
Manager &/ A\: HELERFELE.

LR FEWE A2 IEE B4 A S EVLRE, FRAXMEA. .
Attention: Logistics Manager /58 :E: Attention: Housekeeping &
HEEFEREH. AHATRAEPAN, KRFEXHXEI].

(6) Salution FRFE

R PES, —M#AH Dear .. KR, 40:
Dear Mr. Brawn fi57B k4
Dear Miss Hawkins B&#i&+
BRE IRITA

My dear Linda

My dear sister

My dear uncle %
THRBZFETHEHK:

Dear Sir ®T

Gentlemen &frE4E/h ¥
Ladies &+
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Dear Mr. William BREEsc4:

To whom it may concern # 8 #

R 4515 5% F Dear Sirs 5k Dear Madam #3# . IXEFRITEIER . ST
EANRFRIE SRR NI T RITAE. RS —RATHES, waffHES. H
HEFRBERITEREAE Y.

(7) Subject Line or Caption F

AIHEATREERT, BRBESEE, EA20EN 8 BRI
5y, TR AEF AR
(8) Body 1EIC

IEXCREN T, EXRIFIIML, FEE, B8 T ShENESEMH
7, IR, ROUMEERE D, HRPIE, ZEREINTHRKE, BEEXNT
R EEMENY, REHSHCERNSE.

(9) Complimentary Close 4iR#HiE

X—#aMEBTIOER “Bk”, “FLh”, “BiEAL” &, M TEXKT
—AT, WAL 275 457, RHALES, HTITMESS. FRENSE K
AU LRk

1) Yours faithfully or Faithfully yours
2) Yours truly or Truly yours
3) Yours sincerely or Sincerely yours
4) Cordially
5) Sincerely
6) Affectionately
7) Lovingly
B D 0E H T8 15 R

(10) Signature %45

BOMPETS, BANMENELERE TEH - EWITL. BRTEERE
MZRERARER LSS, BHUHE 2R EEXAK, Fo il BET,
EBAEF BB 42 GATEN FEH O MBS U LIRS HT . FER— R4,

«aB o



_ Unit1 Layout of English Letters
WX AT R R

L ES%,
Sincerely yours
(Miss) Mo Liang Hua (F'5% %)
(Miss) Mo Liang Hua (§TEN#E4)
Sales Manager (3k#i)

(11) Postscript B R/X R

HREBYAH. £EB5E, BEEHELFEREEGAN, TTEGETHK
FATLT -BITAE, BELEP S, (MM TFHRCEM WS L CNRT %) M
LR
(12) Enclosure B4

HEHELSESE. B EGRERAE R, ATHEERE FTERMENMNEE
Enclosure (4§54 Enc.). WRE =AM, "TH Enclos (3), LAGHEKE AN
HE.

The Layout of a Letter Z{ZFH AR

G BRI KR AP FRk g K. A EEHAEED
E&MAMAE, WL FEHEannd (B o
(1) Block Style F3k3

FLAMF AR EN R —ITEHMN LA TR F, —RBEHZL &S

[\ —147
Klosterman Silk Imp. & Exp. Group
120 First Ave.
Clayton, MO63105

Your ref.: 103 NX / gsl
Qurref.: 410 LP /fjb

June 16, 2002
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Jinye Development Co., Ltd.
198 West Dongfeng Road
Guangzhou, China 510810

Attention: Marketing Department
Dear Mr. Liang:

SUDJECT: Lo e

Sincerely,
(Signature)

James W. Davis
Vice General Manager

Enc.

(2) Indented Style 4Bt

fask. BWHIEAERITN, FPTEH L ITHARE 2~3 NEE, BtS
Bz [ B R R EATER .

Klosterman Silk Imp. & Exp. Group
120 First Ave.



_ Unit1  Layout of English Letters
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Clayton, MO63105

Your ref.: 103 NX / gsl
Our ref.: 410 LP / fib

June 16, 2002

Jinye Development Co., Ltd.
198 West Dongfeng Road
Guangzhou, China 510810

Attention: Marketing Department
Dear Mr. Liang,

SUD Bt oo e e

Sincerely,
(Signature)

James W. Davis

eQe
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Vice General Manager

Enc.
N TR RENE, LUS&BR N HBES. Fk. HEH. FAtIEN%Z,
—MEE .

Styls 3CIRXHE

T 95 S I F ST &5 v SCIEAT RO B SO LR, A TR F) S A XU 1 5 P A
Ko

(1) 528

—REF RS EN AL, MR A SR B O, ARG R
AN WEEBRERBMERE MIAETIHW. Fli, Z “&AITS5
HFTREAE R BT R — FB G R AL 87, AL “ ERBTRIE
7. AeEBREBEERTIENLENMR L.

(2) A&

fEAa]—Fh RS 45 DY P SCHR A LAk . B, HULAR D, @AEL. R, B4F
B LIRAARTE . REY “RATAALE R ARIT R MR, mER “2002
412 H 9 HRATITA 300 FEHRANAK, 180 O™ EHRK”. ZHIHATE H 17
VI 4 FRASRE I BOR:

(3 B

RSB A R A, MRFREwER P REMNIES
224 5 IR AR A ARG Y, B SRR . RIS ENIAE, BAE
X R A RS . AR B T EAREIAT 1. R Y AR ERE X
BEEAHAY], BAMES RN, R, FAEE, LARE
B SCHEW, TN, ENTABREE, REAHSLEER. AR IE.
(4) T

A A R B ELNEERUME SRR HEFARRARSKIE

10



