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How to Make Your Letter Attractive

MAEBEIIRERBS] A

B -HBEAINEBRREFR EWLT , EELE RS
71, AT B R T 3B,

1. Paper(f§4%)

FERMGREAAR, FHEREYRACSEBELITA
B, KL, REAKNER. FERANFRERERRSM, BE
BI4K, 4K Y . —BMERAREEARN ST 70 F(BEFTX).
2 BRIE F KN Ad HEHE (210 X 297 22X BB T/ — S 19
BS 545 (182 x 257 ZXK) . IEFR/NEMERERNER (X
HEMERICH ) PIRAZ R, 5 R 8 , 3 —Fh K/
H 100170 2K, SR, BEHHBTARBEEEN, RERK
FXANEERET, EAMAKIR/ MU KGR,

2. Margin(fg§ 1)

ATHEEXNBTHEY BRRXFRE—MTRE—H,
EXFAME TR BN S AERAHSE, IR E L% —
xS EREAE, TR AS, FABER S PR
B, A, —BEXH TR ARE %, 530
TEREHE B 40~50 2K, LITFHLK FZERITERL N 15 3
20 FRIBERY, IEHFKES— T, NARETRE, HE{ERA
Ff R, IR EGREEHRE,




3. Space(Z 1% R FTIRIEERS)

B THEMELUN, EXHESE, BENELELEHR
SHCER IS KE—XEBAE BN RN TR, 52X
BRAMAIBOREE, FWAS IR, AWE T, FeaIuss,
HENE - OFBRSHBEE—H. FIERZE A, KBTS =
;@ HERKR R LI HFBE , LEIEABE.

WRRARE MR, B Z KT F IR (space) &
KRBT RIBE B IR AS . XM ABTHRIERAESE
BAYHE R A, R AT EVITRG  BERATFENENERE
FREB &I

— B E X E B GR LN EE T AT LIS Y,
ik, X FEELILNERE ARITHERIT(B5)EETNE
K EFRFEAREM., &F K HEITER (single-spaced) 1T
(B),mEE AXUTE B =1TE B (double-spaced or triple-
spaced) 3T (5 ). G0, FEXAEA T HAFE, 03| A KK
AT, TR SO AR ES S A A TRE R .

Format of English Letters

KX BEHERBR

L B1E BAE T 4 BAK  #1E R (Idented Style) HiFFk
3 (Blocked Style) (S%EHE) . RIKA XA 732 HBEA 4
P AFF, FLR BT 4 R S LA EFL A
BRAE 53 5 A PGSR R o LA ER .




E
ol
8
3
-

$ o0 NSRS

L. &ML

[ Sample 1]
229 Riverside Road
Columbus, OH 43210
USA
September 15, 1998
Mrs Jane Cordell
The: Hamilton Qil Company
126 East Street, London,
UK
Dear Sirs:
Very truly yours,
W.S. Shao
Enclosure
BT XA R B ST
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2. FREX

[ Sample 2]
English Department
Beijing Foreign Studies University
Beijing, 100081
China
Ontober 15, 1999

Editor in Chief

Newsweek International
444 Madison Arenue
NewYork, NY 10022
USA

Dear Sirs:

Yours Sincerely,

D.Z.Lwo

B X ER AL HHERAR, FXSReERILTE A AR 7 E
BERFF AR, XR P EANEE.
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Anthony Welton, Esq.
Marketing & Development Manager
Tri-Walt Containers Ltd.
One Mount Street
London, WIY SAA

Dear Mr. Welton:

Very truly yours,
C.K.Liu

Enclosiire

BB X AR BIMNEERT K,




