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F—F EXEHEBER

EF—F RXEHEMANRA

F—T RXEEHEHNEX
( Structure and Layout of English Letters)

— BB EE

PlE BRALRFEHEEES , BASAZRIZERGE 358 V0l B Bk 1
BEAHMEEN R, 445, BARATLRERES B8 EH (EE, il BN AEE 2 KW
BEMEBHEETER TSR BE. TIeEEEFSRIUEERE R I LR, Tt RaM
B M AEER5E, E B AR BE

BREVEZEAILFAAGS,BE, BF—HBENEIHARARAATLL, BEEIT—
HIESCHRIFAES R T LHERIGEN EZ S, BAEBRE S BERHE ER,

AHEENBICHENEE SHR . —HESCHEEE B AR Z L (Head-
ing) {& P Hiudik (Inside Address) BRI (Salutation) {5 ) IE 3T (Body of Letter) . £5 515 ( Complimen-
tary Close) .45 44 (Signature) P & (Postscript) LA B B 14 (Enclosure) o - H B 25 154 B0 52 bR 1
OLE, REFBEAUAE , HIEHISCHESWHANTS 2RISR 0T,

N 3 i)

1.45 3 (Heading)

{53k EATNBIEE (RALEFR) AR B, —REEERNE L. — R BB
W AR R (E 4 EARENA BAL N A M 2 B okt RIS S84, Mt R EAEL THENALE
EEFEBHBANUT . BEL8 HRREREA—FEMFEAR DML, ARER, EFik
FARGHER . LHESREGEHINSEICE Gk, AEYMEH AR T . B
AR B RAA N BB E RIS, T E R AT RS E R B RE R, QRS
PRESRIUE RN A5 B B4

eSO K 5 5 R 2R R, ik M Z RN B R IBE BB . 5T 5 TS
MEL R ATEE WA I %, FEESMIEELREEBFRNLH. FENY S AT
BHARERAEE B R E ML RET LGS, 1038 B 4120 1 9 24T 24 7T LS R : New
York, N.Y.o WRLL EAFE—~1TE RS, 7T AT BWAT, B K14 R — A0 5 —1F, R E
AR, TR N B I N—1T. Fin.

2417 Bancraft Way



Berkeley, CA 94704

U.S.A.
RIEHE B, TCHE RN SR =8, fln.
a.Dec. 3, 2004 04412 A3 H)

b.Aug. 8th, 2005 (200548 H 8 H)

c.17 June, 2006 (2006 4£. 6 H 17 H)

UE=MEET,aMb BTEXEE, c BTEXREER, HP a WEERILR, X=/
HEHEERBE, HEWEXBREMEEUTILA,

(DR E 5e 4, AZE 05 RAV#E 2005,

(2) R BRI, A BRYFERE ., FEEREHHRTH 5/7/05 % July 5, 2005,

G)ABBHREHNNNGEES , 18 May, June, July, B RiA&E, RREENES, RATHE,

(4)5 B e, K EAB % —8H 1st, 2nd, 3rd, 4th,----- , 30th, 31st FFEA, EERE
BEH 1,2,3,4, ,30,31 EHGA . BEASMNE ANBERIER 5 E DR E,

2.5 Atk (Inside Address)

A RIS ARG N RA AL , S 0GE I8, (SHAAE B 28 TIRE AR
e FE R MBI ESSNEL, ERER EIR, LB BB R AR
1, BT AR T 5| — Wk, B R &Rl S5 5, L BERIE— A, 55 &R
Blo FOM WUE NRATBER SRR RS S, BRILLBER 15 seht U5 A0 45 s i — 5%,
W B NBEARI , B R BUE A sk FE S HE R, 5 AT RS B 1]

E— B EHIAE P E IS AR T 0 B RIEA S SRR RREERE . BB AR
A I EEEERENTHOEA L ERSMELNER— BRLVESAY,. 1T
TE R 7R o

A E AR
;1) Ak
H L]

W s A it 42

H hk

FRIT,

1IEX

FARORBUE WA A BT 4 A — MR =R B0, IRAR AR S B T RIS, 35 4.,
VRBLRL I 5 SRR T BTV T A K LT YOI 37 46 B B (A SRR 08 ph o 9 340
85 I8 AVRRASHE R UGS AL A RN BRI A A B 3 B2, — ik
BUEE KRB AT, TTUARS W EA . Hildn:

(DB HFEABLLEAN



F—F EEHAAER 3

Mr. John Green

Satchi Advertising

81B Jia Di Center

53, North Zhongshan Road
Tianjin 300001

300001

REgmrpildbg 53 5

A0 818

[ Y A= /N

CALSRERYY Vil
Q)FBHFERARNMARAFEN .

The manager

Dick Furniture Company

608, 25/F, North Tower

Tianjin World Trade Square

375, Nanjing Road

Tianjin 300291

300291

RETHHE R 375 5

HARZT G 25 )2 608 %

TR EA A

2l ik
G)ELFENBANFIRT:

Personnel Department

Zhong Xin Pharmaceutical Ltd.

Hongxing Avenue, TEDA

Tianjin 300721

300721

REZGFHEARF LK

AN el

T2 BRA T

AFH Y

WRFEANBERLLF A A TS %, W FH Attention of %55, Attention of

—ATEE B 2~ 3ANFE . X175 LA W MR B 5 T R A AR RS, —
HREFAT. AT IRIMAI X —ITHERE, TLEX—1T FHERIZE ., Atention of th AT UHE
A ATIN, T EZH- M FHR B,



REBERABHE

(1)Bayer Tianjin Liaison Office Rm. 306,
Renaissance Hotel 58, S. Dagu Road
Tianjin 300352, PRC

ATTN: Human Resources Manager

300352
e N RILFIE
KETT R 58 5
EEILT TR 306 =
TURATIREERELE W
AR IR LR

(2)Tianjin Xinhua Medical Instrument Co, 11d.
B12, Hong Xing Export Processing Zone
TEDA Tianjin, PRC
Post Code: 326051

Attention of the General Manager

MR B4R : 326051
i N RALFIE
KEZFEARFEXAEHOMTIX B 125
KEFREIT IR EARAF
B ST
3. FRFE ( Salutation)
FRIFIE S {5 AXFUIE A OFRIEFITE , B R—1T. ML EEE ML T F— A58y, A%
TTHTUHE SR , 7EFRITE T — AR R S, [H 3 B RN & K EFR e S WA E 2,
(DBHEN FEBAXRET AN, B Dear 3 My dear B lill_E 375 3 8 5 R (I #R 0T
REMHACXEBEF, REER) . B3I My dear father, Dear Tom 2,
(2) 572 5517 B i Dear Madam, Dear Sir B, Gentlemen, %3 : Dear Zli/B/A 4 F AR M X SIE
Ko Gentlemen F2 L EHIE I, BiA N Dear, 2 Dear Sir 8 HIE R,
) BHUAT ARG, t T F kAT L AR A S i S FE & o B0 : Dear
Prof. Tom Scales, Dear Dr. John Smith,
(DIMREFENRRBEBAZ N AL W T B To Whom It May Concern JVEFRIT, 424 F
B HRE .
. 4.1E 37 (Body of the Letter)
ISR —EMER A, B AL BFERRIFIE T [ R—17, 2EMZLE4 . BRERE
XERSH WG, MRS ARRNE, 3P —BR A Hello(MREE) .
1E 3 4533 2 (Indented Form) 53k 2 (Block Form) FIVR & 7 (Modified Block Form) =7, H



F—F EXHAALR 5

3k AR AR L

G RS L USSP bE B HOE B2 S E TR WA 40—, B EIB
BIEAR . BIEMIECEBITHESE I8,

Fk RS B A BE IS AL PRI FIIESC BGE B2 IS8 S A
I B R X 5F , fEH— 2K

RAENRHF LM AP RS BE M. BAZNEE LGNt —8oR A
FARNERBE , WHE R IECFERERELMNAEHAWEXHRE,

FBITE AT =R SR B

5. & 3R i%& (Complimentary Close)

SRR T E ANXHHE AR —FhHly , BZEIESCT HH— 2474k, AME 2 i A KA R
Frifo B—THEKITRFRERE , ARKHES,

LiRIE— R H Yours + BIIAMEL, BEHER Yours A5 Your, ZEXEEREEF LA
Yours faithfully XFTE X, Yours HTE faithfully FIRTTHE . 7E3EERXEES, WL H Faithfully yours
XFTER, #E yours FLFE Faithfully 22 5. &R Yours —I UL AT 45 1% o

SRR IR AR AR R R TR

(WELHHR BEER AR ARG —8E -

(Very) Truly yours B¢ Yours (very) truly #RHSZH)
(Very) Faithfully yours 5% Yours (very) faithfully #3ERHY
(Very) Sincerely yours 3, Yours (very) sincerely %% 5/

QEHEHF KENFRTH:

(Very) Respectfully yours B, Yours (very) respectfully #R3AE# F%48H1

(Very) Obediently yours 5% Yours (very) obediently %53k F%IRf#

Gratefully yours B, Yours gratefully #%/8% Bl 12 1
G)ERFFHFAENFE—RTH:

Fraternally yours 8% Yours fraternally %5yt 38 iR f4)

Comradely yours 5% Yours Comradely %5 [
(OE AP AH—RBARE—RTTH:

Yours #EH)

Ever yours B¢ Yours ever 7KiEfEHRAY

Affectionately yours B Yours affectionately #5352 i)

As ever yours BX, Yours as ever JKITJEARH

Cordially yours BY, Yours cordially #3ELi K

Devotedly yours B, Yours devotedly #8521

Intimately yours 5% Yours intimately #RIEHEH
G)ELRBRBERIME, R TTAS A —BRBASIH KRB TES, —BRa /.

Lovingly yours B, Yours lovingly #3f 352 1)

(Much) Love 5f, With love 4

Your loving daughter K& 4

Your devoted friend A A
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EDUBAR B R DH FLL L &R EFR Ay, B X S5 R T R —Fh, B IE R B
WE R CERT BT EER, '

6.2 & (Signature)

ZANEFEAEL, HABRTSERIE-Z2 217, MBS PG 7 FE G, 45 RIE
HIIE T 75, 24 09 T R ZH ATFYETH AT, UEIRG. B AL HBKEREF
ERAZA, URAAPE, BHREBEREHNESE. BEANEREH, EL4WEALH
Mr., Prof 5% Dr. %, HEFAMRR LM, SUEAXTHIR, EELHENAESEH
Miss, Mrs. X Ms., DAMEWCIE AN BHER BUEZIARRT . 5550, 84 T Hdn] RS E AN
BRI LA

YERARBBALRABESH RN SRANAN, SHEAEFRESRRR, B30T
A “By"5, FBR - SRARET, BN

China International Travel Service

( Signature )

By Li Yang

Secretary to General Manager

= PRk

(FEEX)

HZ=HRE

HE AL

AEPNRAFTEELAATETEAFE, A HBA RN AT, S fE Ay

FRRZHIAA P. P. (BT 15 : Per Procuration 485 ; H1X4TF as agent for) , FISRACEIZ ML, B
.

P. P. China International Travel Service
( Signature )
Li Yang

REPFEEFRTH

(FEZ4R)

Z=fH

7. BitE (Postscript)

—HEERE T, AR ESRRNEE, XA P.S.R7R, BE LRRMIEHNT, BKiE
M. BHBSEERES FHITHES N SIEXFH kL, BB EERNER P, R85
A=,

8. M4 ( Enclosure)

ﬁﬂ%#’}%ﬁﬁm#,ﬁi?’fz%ﬁ@TﬁETﬁmﬁ% Enclosure(s) X485 #) Encl. M1 Enc., B4
LB YA AL R AT LA Y AR B B G AT R B 2R E IR, 2880, T

WEENIE . BIALL MR WV o 5053 B8 ) B4 0 oA 28, 74 Bt 430 B R 1
%ﬁzo @Jﬂu: '



B—F FEIEHEAHER 7

Encl. : Doctor’s certificate

BbrEE A= UEH

Enc. : Invoice 8

Wb 4255 8 3K

Encls. : (1) A photocopy of master degree certificate
(2)A photocopy of bachelor degree certificate
(3)A photograph
FRFA2F : (1) B 220 I 3552 ERfs— 1y
() FL2AE R E B —»4

(3) WA —ik
= FEAMERTRE R
1.4

4337t (Indented Form) 245 3k U M5 UL B30 248 25 10 15— 47301 745 5 —
L, BB HIER . B IECET BRI ANF R,
BOX 408
Beijing University
Beijing 100871
P. R. China
May 10, 2005
Director
Dept. of Chemistry
Columbia University
New York, NY 10027
U.S.A.

Dear Professor Smith,

This is a request for admittance to your university as a visiting scholar. I hope it will be possible for
me io take some courses and also do research in your department. Our government will provide me with
all traveling and living expenses.

Enclosed please find my application and three letters of recommendation which I hope you will find

satisfactory. Thank you for your kind consideration. I look forward to your reply.

Sincerely yours,
Zhang Hua
Encls. 4



8 REBLRAEMHS

2.57 %K
Fr3k 3 (Block Form) &HH(5 3k MUE A RIS bk FRIF (S RYIESC G5 0R0E B4 i F %
K —fTER- S ZE M AL 57 EH—3
BOX 408
Beijing University
Beijing 100871
P. R. China
May 10, 2005

Director

Dept. of Chemistry
Columbia University
New York, NY 10027
U.S.A.

Dear Professor Smith,
This is a request for admittance to your university as a visiting scholar. I hope it will be possible for me
to take some courses and also do research in your depariment. Our government will provide me with all

traveling and living expenses.

Enclosed please find my application and three letters of recommendation which I hope you will find sa-
tisfactory. Thank you for your kind consideration. I look forward to your reply.

Sincerely yours,

Zhang Hua

Encls. 4
3.REX
B8 3 (Modified Block Form)/2 f7F kA H KB A RIBA BE WM. BERMEL
MEAIE—BER AT LA ARE  TH 0 ESCRERIE RS LM ARHRNERBE,
BOX 408
Beijing University
Beijing 100871

P. R. China
May 10, 2005
Director
Dept. of Chemistry
Columbia University

New York, NY 10027
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U.S.A.

Dear Professor Smith,

This is a request for admittance to your university as a visiting scholar. I hbpe it will be possible for
me to take some courses and also do research in your department. Our government will provide me with
all traveling and living expenses. “

Enclosed please find my application and three letiers of recommendation which I hope you will find
satisfactory. Thank you for your kind consideration. I look forward to your reply.

Sincerely yours,
Zhang Hua
Encls. 4

EZT EHAEK

(Form of Envelope)

— SR BEBR

REHW BRSSP XEHWEREIAR ., EERREHERHEE, S—ME%
B{R A Ktk 4 Bt s A ik Bt B 7 HIERE . 5 M EmR ks A m
2 Bt BFE(RH IEE , Wik R AL Mt B S 0EE, $—MSEEATE
AR, B HERZA TR, SFERR RN E R RESE. BmlEEmRn
R TERGR, BRAS —MEk, |

REFENF— T EREREHNEE,

FEEHIEERNZL LA EE 6 AR RES FHbak, 715 5 1F 1 59 o s s i AL B B ik 2
ARkt . Tt it 5 AN RYE N A H R K 5 —4T . F5 A% 51T o
From, G NEZB BRI L Too Sk ZFR e /NEIR, B S FULVGERE KGR, tg
Mk B AT R BRI A FAR Ao
FEAHES Al 2%

i ik
WE G2
H it

TEHH BB AR 45 (Indented Form) FI5% 3k 3% (Block Form) Fifd, EFEARKRA
frar BB E A, BRI EE P AL RIS T 2, R B S (548 E kS AL 1
Bt A3, T A F A

1) 4833, (Indented Form)

Li Yang
Professional College Stamp
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7 Zhicheng Road

Tianjin, China

John Smith
29 Pine Street
Noble Square
London
2)55 3L R (Block Form)
Li Yang
Professional College Stamp
7 Zhicheng Road
Tianjin, China
John Smith
29 Pine Street
Noble Square
London

~ B{EEm RS m

(MWENELFIRDEAERR, B EL R0 Mr. , 5 Tk, BSE LT M., RIGAL
Fil Miss, JURABEHEN R E O IE, B Ms. :

HWE A A RTE EA B4, 10 Dr. (8 +) \Prof. (82) , SEAEFH Mr. , Ms. 28
FRo

HREEAAERE, EEEHEIEERER. Him.

Miss Jean Green

* Headmaster, No.2 Senior High School

QEFEANNEHINETES LRBHRE, R EREER—BBLSHRX RS (Zp
Code) , HILHRF B E S EH-MES LIRS,

OGP HERM BT FE F 4081, i1:U.S.A. (32E),P.R.C. (b A RILAE), K
F o B 2K 0 i 2 7R

(DB EBFHEELRMIIEEST, —BERRTERR. EEH ERER, BREEN
FEERRT ABES , (ool LUFRBIF R TR o BU4N : Fifth Street B] 5 i, Sth Street; | 1S RO R 1 A Al
RS # ", BImE R 7 B ES AL 7 Zhicheng Rd. ;M FREEE B, 7 # Zhicheng Road, #7158 & %K
BB, #80:St. (Street), Ave. (Avenue), Rd. (Road) ,(HEFEHEE W EH —EEM

G)RFEHZH BT XM MBI N B EE P EAIL N T E, EHNAET
o '
BIA0: Air Mail L2515

Registered (Reg.) 5
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Double Registered X35
By (Via) Air Mail Registered fiZs 5
Express i
Special Delivery 454
Rush ¥
Ordinary Mail {5
Urgent (Immediate) mail 214
Secret {4
Confidential  HLEE Y
Top Secret %55
Personal &L
Private FAANMEH
Photo Enclosed P75 B8 A
Printed Matter  EP R} i
Sample of No Value R4 4HE5
With Compliments I &
Manuscripts ~ Fi{4 ’
(O)fEHF— BB M A 5 X, BHEFEAABENTILARR, BEEAER
1, MRS W B A ik, REWUE A% FHE : By Politeness of; By Kindness of; Through Courte-
sy of; Per Kindness of; Ferwarded by; Per Favor of; By Favor of; With Favor of; Favored by, MI_L#H
[FARIES , RARFEFCFERZ, Hlm.
Mr. Haotian Zhou, General Manager
By Politeness of Mr. Li Yang
MEZE P ek AR
ARREEHE U
HREFNNKEA BES ML HEANLES, W RELERE AL EFE : Please
Forward, 540 :
Please Forward
Ms. Li Hong, Personnel Director
WL ‘
ANEEEFaOLL I
(DIRIG B BB F LB = HHAWIEN, B E AL F S B30 A1
2, HHBII c/o ( = care of), FiIH0 ;
Mr. John Smith
¢/o Mr. Frank Green
345 Doswell Avenue
Fort Atkinson, Wisconsin
U.S.A.
xH
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BT R B M BT e < AR AR

BINYE IR KA 345 5

DAY Y Vv R 5

4y TR I

(O IMRENERF A A T RER B RSB R INRE, FHREABSHRES O, 3
FEE} 1 473 BA : Please lift here to inspect content.



