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= ESLENES

TEXS SR B b, KR53 1 55 1 B Rl 1 TR T BOR#EITH R
ERE CBENMEECTZER . BRESENREASAUBRREE
MEETR BLLE AXBSER. BERLEERBEIREL,
W% Internet YV, EM EITRIFEGEEME K.

1 95 515 00 AR

BEHENPEESE SR ZF, BN ESHER, B FER
WAAXERASE BREHREAK BETTK.
BX L RINES—HEASF G REEESHAETHER
R EHUBREENTRIEN T THHAEZHREROANE . IHE
BRIMMAEFEBIT MR FXR INTEX 1 A B &t 77 6
REEZM &M ERBREMBEEATR. BB AFRRHY
“write in your attitude”, FJiX Fh¥f ) B2 F ik BG5S
BITHHERR, LN AT TRABRZECHERNEKHE AT EHB
BT A1 RBEENHER,
ERAREF—HEFHE? NREEUTILA.
1. BFRXTH B F 2 B 7E (Study your reader’s interest)
HEZ MR EE R~ T Xy B E B R 42 1
RN TS MR E CRBIXFE. S H T AR ER
BRI HX8 . mREESIAT W TR, BEMHRE
EoKITHvdn.
2. {# B IE#4 64915 < (Adopt the right tone)



EBEZRNEE - FAXHGERPIMH2EBM. EEHERD
B MR BUT 280 XL B AHERER EZ WX T, N
A FFHARR .
. B H %R (Write naturally and sincerely)
B IR IZOR RS, RB G IREREY REBHRE
. ERMIN (Write clearly and concisely)
FOEBRMEH. EEERNEMAR. BEEHESHKAZE
TEXEEE. PEAIRERRPEREE”.“BiR"%iT
A1 SRR A A 15 A1 2 S HE R R0 AR . X RO S EER Tl 5 K
iRk S5 A IR, B E R AR . TR, Y R B 4 i X R
BN P O] B 160
. IE B85 % (Write correctly and completely)
HHEBEERBILIUAHRA LEMHEXR, IBREE
L BRI, T EM AR LA R EE. FRANE
B BB, 41F EH s RS S Bk, 6 B R iz
RARLREBEREERTT EHNER KRS, 0. S
TR Coffer) B, BIFE K & S 03, % By B pr i
REOMEHRERMT AN 2 FB%), B Hian
FHEZEPHORE REON N REGTARS. MBEFE
B AURSIEALENNYYS.
. B &1 (Be courteous and considerate)
g%f*ﬂﬁ*ﬁ%ﬂﬁiﬁ%‘gﬁﬂﬁ-Eﬁiiiﬁﬂﬁﬁff]ﬂfl HE
Th%ep, RS RS, RN LB EE RIS B, X0
FTRESEFHWEBXLFRAIEE, SEHEFERYTHE
R BELREE . BREAHERaoRNIES,
ERBHE. TR ERHHNE.

BERRATHER L ALK
« 9



BT AR RITR?
HEBF HERTAR?
RUGAARTEATE?

HoAe B RN A FHRGRT &7
UENLREARBT (a3 T LAFF

%5 BIER

AHEBENEAEERIAZHERE. FEHGIRTRAEH
#73((Indented Style), 1l 1. B ANIAAETREFRE, FiL
FEEANREEY. AEUWEROARE S —FHR, BELL
(Blocked Style) , qnfl 2. BN &Y HITFoH.

RRBEEAPMITH. it % A %45 5 8 (Open Punctua-
tion) , L H] A i #7 #1 i% (Closed Punctuation) .

(# 1> Indented Style #BiFzt

HP/JY The Western Glass Co. Ltd.
Sheffied Lane
Tel. Luton 72194
Luton 98925

Messrs J. W. Bosworth & Sons Ltd. .
208 Gate Street, 17th October, 1997

Southhampton S04 T60.

Dear Sirs,
Indented Letter Style

This letter is typed in the traditional Indented style. The in-
* 3 .



side name and address is typed in block form, but the paragraphs
forming the body of the letter are all indented six spaces.

Left-hand and right-hand margins of 1/4 inches have been
adopted. The date is typed on the right-hand side and the last
figure serves as a guide for the right-hand margin.

The letter is typed in single line-spacing. The subject head-
ing is centred two line-spacings below the salutation, which in
turn begins three line-spacings below the inside name and ad-
dress.

The complimentray close is typed to fall evenly across the
centre of the typing line, with the designation similarly centred.
Some typist using this style prefer to place the complimentary

close to the right of centre rather than in the centre.

Yours sincerely,
for THE WESTON GLASS CO. LTD.

H. Philpoott

(@ 2> Blocked style kst

CHINA NATIONAL IMPORT & EXORT CORPORATION
SHANGHAI-CHINA
Telegraphic Address;
CNIEC SHANGHALI
Telephone No. 21735078

Your ref:
Our Ref: RC/CH Date 13th Oct. 1997
. 4 Y



Messrs Adphill Samih & Co.
P. O. Box No. 3472
ALEXANDRIA

Egpt

Dear Sir,

Blocked Style

This letter-style is very mordern. It is now being increasingly
adopted in Britain and is popular in the United States. Its main
feature is that all typing lines, including those for the date, the
inside name and address, the salutation, the subject heading and
the complimentary close, begin at the left-hand margin.

For this letter the open style of punctuation has been adopted.
Of course, we can also increase the number of lines between two
paragraphs to show the separation of paragraphs clearly.

Some people who use this style prefer to place the date in its
usual position on the right, because it helps to give the letter a
more balanced appearance. It also makes it easier to find particu-

lar letters in the files.

Yours sincerely,
for CHINA NATIONAL IMPORT & EXPORT CORP.
W. Lin

REBEAETHNEERHD: © 15k Letter Head) ;@ H #Hf
(the Date); @ UWg {5 A ¥4 M # 4t (the Inside Name and
Address) ; @ FRIE (the Salutation); ® {F 3 (the Message); ®
45 B 4§15 (the Complimentary Close); @ BEAMERBMEE

o5



# (the Writer’s Official Position & Signature),

1. {3k (the Letter Head)
FRRE-RKAAM NG AERSIIMELTLS AR
MERZ . BAE RN HHER &R EN T A NEHHEM. —
BEFEAGIN B S HIESE. BEES FESHEUR
AE| R E RS,

2. HHH(the Date)

B2 A5 4 M H B 49 F 41T 40 12th November,
1997 BE & H . H AW MF 8847, 0 : November 12th, 1997.
HIHBT LI 2 %0(1,2,3,4 %), 0] LA B S #(Ist, 2nd, 3rd
=N f P

2nd May, 1997 2 May, 1997

5th April, 1997 5 April, 1997
RAHFRF BB 12/11/1997) & 5 BIE A8 iEMR,
RAFEANIRERUA B EXH BN, B 1997 48 12 A
11 H,.MfESE AE%,12/11/1997 X4 B $AR 44 1997 4 11
A12H.

3. WfE A4 5 il (the Inside Name and Address)
HEHTABRBGEANES BB AESNE LN EEL
Z T REATUARE R R AE A 77 RY K47 BEF fb iy F R,
SKETFRIE, 40

The Sales Manager,

Walker & Pierce Ltd.

4 Wimble Road,

Birmingham, B16 5PE.
BEANETR AR ER S EH AR RARR BT S 3
5.
PAEFRALRFRF A Mr. (5 Esq. ) 6%, Mrs. & A, Miss
o6 e



NG, Messrs. 564 T 0L & Mmes. (Mesdames Z 45 5) 1
i
Esq. (Esquire Z 55 Bl 554 , T AR & Mr. LIRR # i
B, HE Esquire EEXERZZEEMBRTIREDEHN LA
T A ITERE R FEE . BA M AKNEH Mr.
5 Esq. 90]. g o] W, fE RV {5 At Mr. 2 IR A B R FR
M FEEENRA Mr. SEWRTES S ZAT. 1 Mr. W. Harvey;
Esq. BRBEM ¥ )G HAES /7 F, i John Bray,Esq.
Mrs. (Mistress 245 AT E &I & Miss A TR IF &L F.
IEAERVF L 134 Fr B R BRIk 13 4, B 34 A R A 80N BE Sk B
AT BRI A I & (Ms OB EER,
KE AL A ) BRAEAT B B E L “Messrs. " — i7] (Messrs.
ZMr. IEH . LIERER . Messrs. —iAl—INEFUAL
FITBMEIK AR . 0

Messrs. Williams & Werner

36 Tower street

Toronto 4, Canada
ERETTINEMR.
@ BHMABE.

J. A. Simpson, Esq.

15 1 Gower street

London, SC76DY, England.
@ EAKITS. W

Utility Furniture Co.

Cabinet Industries Ltd.
® AEAHEGEHHE LR L. I

Sir H. Sawyer & Co. Ltd,

Hadden House,



Fitzroy Street,

London, SW8 25DY, England.
@ WUmtia] FFk@174.m

The Universal Trading Company
RN HEHIANEEAFEUT LS (EREA it #
W)
(a) BT 8F (name of the firm);
(b) [THESBM# 4 (number of house and name of street);
(¢) WHTEBL 4 (name of city or town);
(d) M, B4 MEBE %5 (county or state and it’s post code) ;
(e) E 4 (name of country),
FEIESE SR T R ZENE R RS
L UAsE . BAMR EAERVRGERFRERKIBE .
. BRI (the Salutation)
1 55 4518 b — M8 A 64 BRE 4 : Dear sir B8 Dear Sirs, JNRE#
1 A Sirs. Gentlemen F§t fi 88 %{ . Dear Madam #§ 4 #. Mes—
dames f T A& ZHEMEIKAH].
FEEKX W BRIF, 40 :Dear Mr. X X X, My dear Mr. X X, BEiA
AR—Fh RN & F A RO R A B U I A
ZIEMER. HYEEE AT SHES. M “Gentlemen:”, “Dear
Mr. White,”,
- {§MIE X (the Message)
FHEXRBENTHR ELEREENBS  LANAEE
WMEHEENRZ. EREEREVAR. HARE. BES5 1
C, Bl : Clearness (B Bj ), Correctness (iF B), Conciseness ({§
{&),+ Courtesy (3, 47) ,Completely (32%), ?éfﬁ%%ﬁfﬁﬁ&
o LUHR B B B A B R R .
4L EE#iE (the Complimentary Close)
.8



RIE R TR, EEthFEASBHIERENG R X EAMN]
BE IRy . B R AR 2 0 RE AR 1T PR IR
AR THElEE Z X FR,

RARF BEPRE OISR HERBRFAUTIL
i

i 152 % B W5 E B
(salutation) (complimentary close) (remark)
Dear Sir(s), _
. PRUER T 55Ok 1E i
Dear Madam, Yours faithfully, SHEAFREEA
Mesdames,

Dear Sir(s), .
Dear Madam, EXEHESEET

Yours truly,

Mesdames, k]

Gentlemen:

Dear Sir, Yours very sincerely A EXHE A 0T
Dear Sir, TR BFe

My Dear Sir or : Yours sincerely, A. B :.Fﬁ\)\ﬁ;ﬁ:i%

Dear Madam, or:Yours very trul FEUE YI T 1K

Dear Mr Shaw, ) y Y. i1}

BRI A —RRIE Yours B 7ERTE . {H 35 E A8 B iA S BT -
Yours faithfully 8¢ Faithfully yours, R HE—AFRKE,. 5
EEE,

- EFEAMNERRN K% £ (the Writer’s Official Position &
Signature)

ERERABKEEAGRBMEN TH. IS XRBE8H%
.

AHNELREBAFENC. FUSKEBNELELFTM
M. EEBAFTREOBRAANLGHRERKEITH. BEAMN

¢ Qe



i & HRAAL A AT AT R B A HEIA . G0
Yours faithfully,
THE NATIONAL TRANSPORT CO.,
B. Black(FEK)
B. Black
or: Yours faithfully,
for THE INTERNATIONAL TRADING COMPANY
R. Hophim
R. Hophim
manager
or: Yours faithfully,
. Per Pro. JACKSON BROWN & CO.
E. F. Clark(FE{k)
E.F.Clark
Per Pro. (Per procuration Z48E)EAGfT B2 AN P. P. &
Per Pro. BG4 AR EAXREBAFKITS  AREUNAGH
B4, EEAFREZHRHEABZAIM for F,HARRAFAES
BREXEAFAES.
SrEE AL TR AFTARES R Ha UREE, %%
FERFAFRATH, ARERME A WAEM.
AEHERTEFELR T AMEERMEETHUT LA
WA .
1. %5
%i 5 (References) RIECRE XM E M SRR TR, AT HE
15 5 56 R & 49 F (5 B R R , F 5 (R 15 1 RE TR #2558 i 15
ABET. BENERTREM TS ERS, S5IRELER
BB R KA. Bl A EEHFHELRIBEER
SN, .

¢« 10 »



