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Introduction

—. ElEen=180

~MRER, M EFE= I EEEN:

F-TELEREES, MEBMWE A — Rl EHE S
O frey — B B ERIRE A B, TEY —&8 T2
AT WA 4

I will be staying at the Clinion Hotel during the week of Jan-

uary 7.

We shipped 300 000 barrels of crude oil via the Erie Railroad on

August 8. The shipment should arrive in Jersey City by the

241h.

I am happy to tell you that Regent Magazine has decided to buy

your article at the price we asked.

BIAEN, BibWE NS 2, TR BLEGPEEG
XS

Since I am very much interested in exploring some of the ideas

we discussed recently, please call me at 787 - 6852 and we can

arrange a meeting.

1f the shipment does not arrive by the 24th, send me a wire,

and [ will look into the problem.

Please sign the three copies of the contract and return them to

me at the above address.

BEANEM, EHLEGEPRABATHEE MLMHET
e, El, FPNEEXENEF:

Thank you for filling in and returning Form 308 so promptly.

I appreciate your efforts on behalf of Mr. Sears.

Please send the information to the following people.

.« 3 .
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Z.EBBENERY

AEEHIEHOEHY—BRESWEAN, —BREaCHESR
IER, THEXIEEHEAFTHT T —HTHNERM. NFEFEL
AEEK, BEATHFHENRARBAY. RAEMLF KLY
FEEBREETE G TIREHR B CHBENT BRI A FLE M
FEABEANEE L, SR EIRAFRRAINGEERR
BT e EMEs, MAUWAXTET TAFMESR,

HHEFEEARBRIMFELTHREBEEENREX T —1
HEIR, MBI —SMEGHRSRER TR, Bk
ARIIN HE—EH, IRNEHLEERIEENMT R 2
— R HER MBI RUERSINS EZ, T
RESW PR, 80, AREFELARI TN E
#?

Mrs. Ruth Klein

Manager

Adjustments Department
Connelly’s Department Store
Boston, Massachusetts 02184
Dear Mrs. Klein,

I am writing to you about an extremely insulting letter which I
just received from one of your employees, Mr. James Weed. I'm an
adult and I expect not to be so treated. Mr. Weed, however, seems
to think I deserve a slap on the wrist because I thought your store
should pay for repairs on a watch that I dropped. Mr. Weed may be
right about the guarantee not covering breakage, but he doesn’t have

. 4 .



to be so snide abour it.

You may be interested to know that I am taking the watch to &
reputable jeweler to have it repaired at my own expense. 1 am‘also
taking my business, which is considerable, to Allen’s Department
Store in the future.

Sincerely,

Mrs. Anne Tumer
BE, FERERE LFIRFI M TOE 4

June 10

Mrs. Ruth Klein
Manager
Adjustments Department
Connelly’s Department Store
Boston, Massachusetts 02184
Dear Mrs. Klein,

This letter is to authorize you to make the necessary repairs on
my watch and to charge the expense to my account.

Also, I would like to say that I have never been turned down in
such a nice way as Mr. James Weed did. I had originally asked your
store to pay for the repairs under the guarantee. But Mr. Weed ex-
plained that the guarantee did not cover breakage. His letter was so
courteous and clear that I could not help but accept defeat vgracious-
ly.

In this day and age, when one is constantly bombarded by
words written by apparent robots, Mr. Weed’s letter came as a wel-
come relief.

Sincerely,

Mrs. Anne Tumer



= . eRNBAEHISIE

SROBLEGEREUTEE w. fiEg. FRE. 88,
FILS . AME.

EATE -k ITe — T X ILEFLE. I THEEH, B
REAN., WEALMERBERGHITRANAZE. HETEY
B
Dear Mr. Apdecker,

Co.ntingent upon approval of those concerned, the remuneration
of an individual partner for profit-sharing purposes will be deemed to
be such proportion of the total available remuneration of all partners
as the proportion of each partner's capital investment.

B, kS —H{E 4
Dear Mr. Apdecker,

If all three partners so agree, each partner will share in the
profits in proportion to her or his initial capital investment. For in-
stance, if Partner A invests $ 10 000 and Partners B and C inveést
$ 5 000 each, Partner A will receive one half the profit while Part-
ners B and C will receive one-quarter of the profit each.

EEMHFERAIESNTHEN., MK, RITHA
BRI EEREESFRS, R, R —HEREFETTE
H, EH BB F LT

ERRSD, EEANIEAETEHR, IFER
FREARENHEREER. TREREARSOTILRERR
BEWEE, EXHARREREIFRER, FMENE, 2R
SHETCBRFRA RER I NS, IR REM A L.

FE PR B]F 1t is hoped that word from Mr. Lewis in connec-
tion with the completion of the project will be received by us at an

. 6 .



early date. (25 1~ Bi7])

{817% #98]-F: We hope to hear soon from Mr Lewis about com-
pleting the project. (12 4~ #1d], A H 13 N H8i7)

WAL LR F RS, MR GEBINEPEIFSEM L
HHE T A EEESHAT S AL HBXE, CHATES A
¥,

BEEXERE, RRR, MR ESENEBRN ZTLLFH
o TRLTHRERESH 2, MBE AL TREHREEMNEN,
i, MES—-HEE, BEREAREAEE. T RRLELN
R, MBEERAXMTHEHAEE HFOEXEERIIHIR. REk
IR X R E SR EAG? KR, EEmanE
A BRI ES, TAREERRIY ., Hilt, mREAEXH
FF 46 : “Upon receiving your letter I went to the company library and
also looked in our credit files. ..” BAMAKXRIHIT

FEANEERENRSERAGE IR —REHKIE . Eme .
BUHEMET. XFEMNA TR WIS 100 FE 87 A5 57 L
2. HETHEAFTF, XM 1884 4E KRB T (= 5 ik
BEFE, BR—UAKREGEAEA—UHE N THY,

New York, May 1st, 1885
No. 50 Front St.
MESSRS. POPHAM, MAYO & CO.
No. 55 Beaver St., New York
GENTLEMEN:

I beg to inform you that I have this day opened an office at the
above number for transaction of business as broker in fruits and
spices.

The knowledge and experience gained in 15 years, while in the
employ of Messrs. Stark Bros. & Co., enables me to give you every

-7 .



assurance, while soliciting your countenance and support, that al:
orders entrusted to me for execution will receive my most careful at-
tention.

Referring to Messrs. S. B. & Co., my late employers, as
above, and Messrs. Dows, Cattlin & Co., of Front St.,

I remain, respectfully.
Your obedient servant,

EHRLEHPHEABRRIEARIEZE, W] beg to inform
you” f1“in the employ of’, ¥4 AERBHT . REWH, Kl
HENMHFR BRIBMRETRANR S ARFHEBREFZHL
BEh. M, BRIMNBRA-T, BLEHEER, ERELORE
FRENBERRFL L,

B RGERIER R, MEEHREFIL. 3T H LR
{X B {# % I “please” Ml “thank you” Z K FRM L —RH
ENERPLENEE—ICRACEHETEHTARET N R
ik, 8, Bl “We will try to have your toaster repaired by August
6, T AN )L “We cannot have your toaster repaired until August
6. BNEEMNR, HILRBENM THSE. MBKRMMF K
B R0, A, MRS FERT LR B3k,

BiE, RIMNEHIRAEL. AEP, EZiEABREI R
AZRIREXR, UAREM T ERNFEE. 45E, hFAH.
PLARR SRR HE X, T A KR a9 B, M AR FILEAREN
BEIENEUR, BT - SRBEEHEE, U, SENESH
R EAR, ’Iﬁf&fﬂ%ﬂfﬁ—ﬁﬁﬁ’ﬁi‘. TRERERBINGARE
o

U LR BREAESS, BERMELEEHERLTRENHE,



Unit 1
Writing Concise Sentences

MERIMEIET, AENITREARLVHERFRER ST
HER. X —RE, HIMTEELRRE LGP — R
B— IR FRRFI MR — BB R B EREN G T,

—. SFENBFSGE
B EHF 2R KRV XZEARNBRMKE, ETEHNH
A
1. Please be advised that your payment arrived on June 13. (10
A BiR)
TEiX 4] F 1 “Please be advised that" REHEVHEHHAT
g7
P8 Yes 5% No tRBI fREVIEE, MRIESE No, BAE H Rk K
HiERNE T,
2% 1 No,
Your payment arrived on June 13. (6 817, 2 4 )
qH,
We received your payment on June 13. (7 M #id], 4> 3 4)
2.1 wish to tell you that our meeting for April 10 has been
postponed to April 16. (17 /N #i#)
EARREFAEMETRT, 645 o MR & 152 %
& F+1-wishtotettyouthat our meeting for April 10 has been
postponed to April 16. (11 1NBig, 4 6 1)
3R THNAFHRLENEEFNE,
A.Our accountant is making a study along the lines of product
. 9 .



Costs.

B. It happened that your electric iron did not arrive within the
ninety-day warranty period.

C.We have a high turnover rate because of the fact that our
employees can readily find new jobs.

D. We expect sales to rise about three or four percent next
month.

aER:

A. Our accountant is making a study along—thetimes of product
costs.

B. It-happemed-that your electric iron did not atrive within the
ninety-day warranty period.

C.We have a high turnover rate because of-the—fact—that our
employees can readily find new jobs.

D. We expect sales to rise about three or—four- percent next
month. (“Three or four percent” is indefinite enough.
“About” adds nothing. )
¥, We expect sales to rise about three or—four percent
next month. (“About three” or “about four” is indefinite e-
nough. “About three or four” is wordy. )

4. FEREBNE, 2% & FIE T think. .. "It is my opinion
that..."“We feel that. . ."&REF R, R, MEHEH T iEw"]
personally think. . . "XHEM TR, REEEEEZHT. H¥X
TS ERBELRFACHER,

WETIEFHELERF:

A.We are looking for a receptionist with a pleasant sounding

voice.

B.1 personally think that the present slump in prices is tempo-

.10.



rary.

C.Mr. Manner, our former president, is located with Ameri-
can Motors.

D. This new breed of mice can be effectively used for medical
research purposes.

ER:

A.We are looking for a receptionist~with a pleasant soundimg-
voice.

B.1 personally think that the present slump in prices is tempo-
rary.

C.Mr. Manner, our former president, is located with Ameri-
can Motors.

D. This new breed of mice can be effectively used for medical

research-purposes.
5. £ THEFH, FFEHGTFEF - IHETIRLEN
BIRsEE, MR G, BHx,

A.We think our laboratories are well equipped.

B.It’s my personal opinion that the current trend in sales is un-
favorable.

C.The Board of Directors plans to meet in about two or three
weeks for further discussion along the lines of a merger with
Regent Corporation.

D.Please be advised that machine-tool orders are up about six
percent this month.

E. Please let us hear from you soon.

F.We are now located at 117 Springdale Road.

G. My partner, whose name is Mrs. McDonald, will be going
to Europe for three weeks for purposes of a vacation.

. 11 .



