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(a) Dear Sir. B} My dear Sir, ( BRAKBELNBAREBHHE
#, £2— My FEREX ); SHAIMB Sir, 5 Gentlemen:

Dear Madam, 5§ My dear Madam, ( f8RikBIBsHRIIBNZA
» FBERE Dear Sir)

Sir, ( F—@ Sir F, KEANHEBN, A% ).

(b) Dear Mr. #...... , Dear Miss f...... , Dear Mrs. f...... ’
Dear Dr.j......, (GEBWERBENEROBLEY, EXECETERE
WERXHIRLR EFNRET )

(c) HNBRHUARSER:
(1) Dear friend, My dear #. ...., Dear 4...... , Dear Teacher,

(2) Dear father ( B Da, Daddy % ) , Dear Mother ( BZ Ma,
Mama % ), Dear Uncle, Dear Aunt ( 5 Auntie) , Deax
Brother, Dear Sister, Dear Cousin £...... , (MEZEREEETR).
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Excuse for tardiness JETHEIH --oooveocrossocomsennimniiniiiii. 28

STUDENT 'AND FAMILY 8B:sBUREES---veveeer b 30
Able to write an English letter ﬁ‘*x{g ..................... 30
A weekly home letter SFBBIT -orvervorersnes T 30
SEEKING AND OFFERING ADVICE fiR&RE
SROEMEBLIP +voosevososseeisssvaronsamsasasssassansoraserasoassassans 34
The course to take in college I RZAEABREMAIRIR ~-ovoveee 34
Choosing a university for studying engineering R{E K
UC o] TSNS R R 36
How to study English Grammar EREBBEICH: oorerveerresennes 36"
Aboat English literature B IEESIER corvervreennrnnnienniaes 38
Advising not to study literature Fj/ZJBASCER -orvvrrerernneenanne 40
On going to college HEAER «weorrrmrreienenniiiinnin PRt 44

SOCIAL LETTERS i % &
PREPARATIONS FOR TRAVELLING ##EfrfTF

3¢ (T T T T O T TR PR LR LR LR LR 46
To airline co., reserving seat [ FTZT/NTITERL <woeeorrerrrereen 46
Inquiring about lst class cabin rates FJRISASEAMEE - 46
To steamship co., booking seat [A)fR MY A FIFEIR wrveeeerereees 48
To hotel, booking room [AFE[ETEBRY sorccrecrerrrcoreseninens 48
Inquiring about terms for board & lodging Hiffi&TE M

Rlorrnsosinnennionsissssisinnassusaassoses SRR e RS s 50
Applying for passport & re-entry permit F i K [E]
P S RPPPRRIE 50
TRAVEL ﬁﬁﬂﬁ ................................................... 52
To brother, about sojourn in Singapore I 5. » BAAF
LI T, V. TR IR ——— 52
A journey to Cheung Chau HRBEE P covveerrerrermremniinin 52
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For father’s death FfiTHE AT ceeeerereesemmmiimmnnerereaeianns 224

For loss of mother HIZRFIE I +torereereeierimmmmninninnnn 224
Thanks for solace HZZRL veeeerrererememmmeeniiiiniiii. 226
Being strengthened by sympathy #ZREITFMBBE - 226
To doctor FBEL: ceererrmermnrnmi 228
A few words of thanks BEEELHE «ooeerrrermremieneerannnns 228
Thanks for visit to hospital FHFBERHETERL ceevrrrerenenee 230
For sending flowers 2[RI rwererrrrrrrerrernemneninns 230
C. Thanks for favour & help P ~ i B HIELIZ Y coveveeenes 230
T el i AT —— 230
For a prompt loan, MZEEFHR oorrerreromirimriennin 233
For generous help %I{,ﬁm&ﬂb .............. T T 232
For loaning books #f DIFHME ooverrrerirninnn 234
For recommendation BHHERM-++rerreerrreersrersmruressrerseces 234
For kind advice HLFIEHIEILE orrvvrermrriminn 236
For donation HiFEL «cvoreerrreri 336
D. Thanks for kindness & hospitality T ~ iF#f g5 238

Thanks for weekend reception (1) (2)  # AR IEF

( = ) ( T ) escesescentsecnrasassecnssssesnenassransssasassssasene 238
For recommending vacation spot FH /AR HLEE «orer 238
+ For hospitality & send-off HEEAEH i BB T coevevveeen 240
For seeing-off (1) (2) HHRFT (—) () crevrerrrenennn 242

FAMILY BUSINESS LETTERS SREEZEHEAR ---vvvvveeee 244
Opening a charge account BHHEEFO «vervvveriveinninnnn. 244
To enclose with payment fff A BRERIE «orevverrerrerrerancnns 244
Request for delay in payment FFZELBIBER rovvrrrvererenneenns 246
Ordering books ZTHEEEFE -vvverrreiiiiiiiiii 246
Subscribing for a magazine SERHEZE oo 248
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Ordering merchandise '% .............................. R — 243

Regarding delayed delivery BRIMGEIEIR AL --revorerrrevnronenns 250
Ordered books not received TEREEARBEE] oovveerrrenrroncennn 252
i R et R P—p——————— 254
About a summer bungalow BJ/ABER ZEEE ceeeererrrrerarennens 254
Concerning exterior decoration of a house B E /N
BEAE crrerearnetnniinnierssresesaraesiissentosaasaeersessssissetsasaas 254
Being temporarily unable to pay rent ¥R RERTHE - 256
Cancelling a contract of lease ER/EFHHT ooreerrerecrernaianeas 258
Regarding apartment service BRAKEAIRIBIFIL «ovoeeer 258
Appeal for refunding property tax HiFBEHER oo 260
Applying for estate tenancy FHIFBREEB -coocverreereronrneeens 262
Premises unoccupieb by fenant A ZEME . BEHEF - 264
INFORMING HIKE -+ voveoromronsonsmensotenionianiccionionan 266
Unable to keep appointment FREBERAT cceveereererrmecsennns 266
Stopping delivery of bread {532 ST ceveerecrrorraninniicncnnn 266
Advising delivery of milk, etc. BHIFRIZLPEE «covvereeeee 268
Expecting a baby ST --reerererersisnmsmmreniiiiiiinins 268
Change of address THRHIE oveereererereceresniianiiniiiiiiii. 270
To forward mail FHEIR(ELE «ooeeersrmrroreinmiiiiiiniie. 270
ENQUIRIES BIRUIET +-vevveeveeseerennensersestessssiascsnians 279
About fire HEFH KT cerecoecrsrrniiiiien 272
About friends’ address #EHIRABLE eoeereoooreerenncenininnas 272
Inquiring information from reference [[] {3 AFZE -+ 27
Response to reference request (1) (2) [EIEZE A
(=) () wemeeenmrnscnarnmnnnninneniisniniiinansnanes . 274
TRANSACTIONS WITH BANK SEERTHRE---- 278
About overdrawing BFNTSL ceeececerrerrrrenataniiiiiniiciii, 278
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Applying for mortgage HFEFHEEK +ooeererreeenesnssnssnensnss 278
Applying for loan for purchasing a house Fi 3§ 53K

IR o ervereerersresissinsieiiiieenisitttesssnaatsennaasssrasese 280

Asking for circular letter of credit HPEBTREIE
P -+eoveerroseesesnersesaesneessesussiesuesaensncnestsnaerannnes 280
LOANS f&ﬁﬁ ................................................... 284
Request for tiding over difficulties IFf§MERH --reeeceeneenes 284

(1) For meeting purchase payment (— ) #KFf}
B3 BARE RRRB IR ++++vevoessusssssessssussaresnnasssnsrsassssnsnsss 284

(2) Owing to being unemployed ( — ) RZ&k3Eif
B oises suvovaei R o oA SRR AR SRRSOV RS 285

(3) As a consequence of store destroyed by fire

(=) EREE KBRS RBTIC weoeereerreseessesessesssasses 283
(4) Delay of home remittance ( P4 ) REKEKFH -~ 288
Favourable response to a loan ZXEFRf eoveorerrerecerocconnas 290
Unable to help (1) (2) (3) (4) 4mj7iEBH (—) A
N LA Bl —————— 290
Reminding the debtor (1) (2) EEBRHKE (—) (=) - 2¢4
REMINDING (EHM wrrovsrasrsrmssermersrarmzraenses 296
A long-borrowed umbrella A HERIRRAE -oovereerrereeoreeneenee 296
Urging installation of telephone line {EZZEE ML  -ovvveee 226
Urging payment Sor vent QEZERM +seeronssssnssasassasessussen 298
Urging repairs HE{RAER - e-oreereommneerersiinniiniciiiniiesisens 298
COMPLAINTS HEEFE ooreevesresresnssssansronsssnnacsanssons 302
About noisy radio j&gﬂﬁm .................................... 302
Unsatisfactory bus personnel B+ERE R ES AR - 302
R T g ot 1, R E——————— 304
To the Traffic Commission FZIFRE € «--evvrevrerrerorenne 306

e 11 -



BEFRRAL (=) () ceeereeeesens Vererreneesiarineses i;.4234,0

Requesting reference for supplying credit information

LW HEEALKERAEE (—) (D) (2) 342
Inquiring about solvency of recommended firm FRART

BUAG TR FIHLRR e eveerreereessnmssnnsssnnasntisnisissnsnnnae 844
Asking for references LA TR R AL coeererrenrerennnnnenee 346
REPLIES TO ENQUIRIES [EIZLEEH orevverrvresneene: 350
Replying to enquiry of delivery [EI& K ILHIEH «oorevveeeer 350
Submitting price quotations [J_E{H H ++eeeererrereessnesesinans 350

- Reply to enquiry about financial standing @ #IRRH
TABATIRIRL ererecerrensrrsneeriinin, 352
About the particulars of would-be employer (1) (2) <+ 352
Mmﬁﬂmw&gﬁ& (=) () ceoveeremernnnnnnnns 354
COLLECTLON LETTERS WatBRET v vereererrveeens 358
Asking for payment JESERIR sereeerreneieniiieiiiiiiiiinn 358
Reminding payment GFAFRREK «worrrrerreersnreremnesinneinen 358
Urging payment HEEE7AIBEEEK «+oreererrerrenreesessiinieinns 360
Repeated urging of payment FR{EEIRER -oooeoverernreeniene 360

Reply to letter threatening legal proceedings T
FEEEHIEE weeerererrnernmmsnrensesese s s 362
APOLOGIES SEERE +-vvereeeresersesnmssnssronioninnnans 364
For error’in supply THELEAIRMBEIL ~ooovvereremerianinns 364
For complainint of inferior grods EIE R ARLE ---oooooeer 364
Apolozing for urging payment EEEMGERK »-oeeree eeveee 366
CLAIMS ZZHEBIS] ccoreerrvrrorrsnmmmenianiaiiiei e, 370
Irregularities with order ZZE{BLFEILALF ooveoeeereerninn 370
Defects in mzrchandisz (1) (2) 1§¥ 7hk (=) () eee 370
Incomplete delivery ZZITARAL «oreereermsesueiersnmsniisiisecns 374
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middle school student. T am not a lazy student, as you can some-
times happen to hear my classmates’ calling me Bookworm. I
read my lessons regularly and did all the work you required of me.
1 spare no pains in looking up the new words in the dictionary.
1 studied grammar most diligently so that I can remember most
of the rules and definitions. But try hard as I may, no progress
has been made in my comprehension of English so far. When I
take a new lesson, I cannot understand it a bit before you explain
it. There are often some lgnmmatical mistakes in most of the
sentences I wrote. What may be the matter with me?

1 hope you will kindly point out my shortcomings and show
me the way to improve my English.

Your affectionate student,

sesssecesorcsscacnsos

Request for after-class tutoring

My dear Teacher:

Owing to a poor foundation of English in the junior middle
school, I now feel difficult to catch up with my class. I was
aware of this from the beginning. Thinking that steady work would
win the day, I applied myself to the lessons with all my might.
But after a couple of months of hard labour, it seems to me that
no progress has been made. My English is as poor as formerly.
I still cannot write a good composition. Nor can read with full

I am sure this should be due to the fact that I have . groped
alone in the dark. I did not conduct my study in the proper way.

. 6 .



factory facility in the use of the English language, (3) adequate
ﬁnlncl\ll resources to complete the undergraduate study.
I hope you will kindly send me an application blank,

Yours sincerely,

(Signature)
W. M. Heo

« 10 °
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Choosing a university for studying engineering

Dear Mr. «eeverecs oy

} shall finish my senior middle schoo] course next summer.
My father desires me to go to & university for furthering my
education.

For advanced study, 1 have determined to take the course of
engineering, as I am well conversant with mathematics and natural
sciences. But the choice of a university puszles me. Engineering
cannot be learned by mere book-reading. To take this course I
must enter a university where there are enough .equipment and
implements for me to make practice and experiments.

Can you help me in this respect? I think you may happen to
know the best college of technology in the United States or United
Kingdom. If such is the case, kindly inform me of it in as much
detail as you can. I want to know especially the amount of ex-
penses a student in such a university should pay. I shall be much
obliged to you if you can get a copy of detailed regulations of such
an institution for me.

Thank you for the trouble.

How to study English grammar

Dear cccees essece,
As regards how to study English grammar and benefit from
it, here is some advice I should like to offer.

. 36 ¢



snake churmers, yet I raw and enjoyed something else. There are
men with trained monkeys, others with trained bears who do clumsy
dances and then hold out a furry paw for a token of appreciation.
They are as numerou as the swarms of street vendors.

There are many elephants too. While they are not to be seen
strolling through the city streets, they can be opserved in all the
game sanctuaries. An elephant ride of one hour can easily be
arranged. I took one ride through curiosity.

Food here is very good; it is interesting to try local Indian
cuisine. Double-deck streetcars are part of the crowded street
traffic, along with buses, taxis, bullock carts and pedestrians.

In Bombay there are the hanging gardens of Melabar and the
Elephanta Coves. The latter is on an island six miles by launch
across the harbour and contain a fantastic collection of Eighth
Century sculpture. ’ '

The beauties and wonders of India’s craftsmen have added
untold glory to the world through the centuries. The gold or silver
work is outstanding, and wood-carving has been perfected to its
highest form. I have bought some as gifts for you and some other
friends. I think you will be delighted when you see it.

Yours sincerely,

eessccssesssases

In London

(Heading)

Dear Tom,
As soon as my .airplane landed at London airport, I spotted
our old classmate Ming already waiting for meeting me. My fear

« 60 -



Reason for long silence

Dear John, .

Sorry to say that I have not written you for ages. I suppose
you must be angry at my long silence. But I &8m sure you will
forgive me if you know the reason of my neglecting my old
friend. ;

I devoted the whole summer vacation to preparing for the
entrance examination of Prince University. I almost never had
time to go to a motion-picture theatre. Daily, I shut up myself
at home and was absorbed in those taxing and exacting textbooks
which would help me to cross the threshold of the University’s
gate. Now I am glad to inform you that I have been matriculated.

If you are not too busy with your new undertaking, I hope I

can hear from you soon.

Your sincere friend,

To former teacher

Dear Sir,

It is almost three years since I graduated from our high schowl.
I must apologize for having not written to you even once. I have
just learned from my old classmate, Mr. Henry Chang, that you are
still teaching in our school, and I hasten to write you to pay my
respect to you and resdeem my fault of long silence. I hope you
are getting on very well and all that you have undertaken are

successful.
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As my father cannot afford me to have college education, I
have opened a small bookstore at my native town. It is to support
my family as well as to provide for myself a chance to read lots
of works which are written by famous authors.

Business life is far from easy and happy as school life. Some-
times I met with frustrations and I would recall to mind the happy
"school days which were gone. I hope I can save some monmey that
will enable me to further my studies in a university some day. I
think you will be glad to hear of my ambition.

Trusting you are in the best of health, I am,

e T4 ¢



