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Hints on Letter Writing 1

CHAPTER I #—%
Hints on Letter Writing ® & x5 &3

—HEXETLFR LR RRE—HRARE > BRERNK
B A9E1E o BB IANRIBENTHRITFER o FXDREBMT o

1. {588 (Heading)

2. {ERH#t (Inside Address EBHORERREXBEE)

3. Ak (Salutation)

4. EX (Body)

5. #&RB% % (Complimentary Close)

6. %42 (Signature)

7. {8481k (Superscription)

1. § H (Heading)

BRSO AIEREAMBRB I« BBmT o
(H—)
4 Sze Teh Lee,
Markham Road, Hongkong.
October 10, 19---.

(#
123 Playing Field Road,
Hongkong.
October 25, 19---.

EHERER—RERNAEREL - HAGSKNTRER  ER
R R h MR IERERE o BER—HEE » BRIEY
EHERALERRE—N EROUERBERE—% o BFEERESD



2 Hints on Letter Writing

VEFELENEAEECEE KT 0 A8 BERH—KTINA
HE=o

B -NBEAR #RE-ORMMRENSEE  SIHRE
T=TEBR

HEENEH LA ATNLRE - BuREELNIE - BEHA
FREN L REMOARELTURREXHEE » K » BX—A
RMAET o

EREDFERES  BREES—EAPERT  HHEEM
L—#T B (date line) ZRIFE o RBEWIKHRTFHIR
FE—i8 AL o

BARSEE Eosett » BEEMFNE » BREIGEVEN—
tegzy  BEEPREEALREEY o mBMEDIFNE R
TR —RERNE LT -

2. 15 A1 % 3 (nside Address)

FraEE Rl - ERRER  REXXA o TRERREDRS
AN ESHERGENEATERASE » ARERRIZKREANSE
2 BUMAFME c FENEHELERE—T o BRMEXFH
BMEE—HS o ERNEREFZNERS Y » BREFLENRE
FHEET o BEAMEBEAERE - RENFIREE o MRARNE
AHHE BRBEM—BEEEREE c HNFLHWRRK » HEE
RATUEE o SRR X B s pE i » AT o

(H—)
Kellaway & Co., Ltd.
Queen’s Road,
Hongkong.



Hints on Letter Writing 3

(HZ)
Kellaway & Co., Ltd.
Queen’s Road,
Hongkong.
fERRERLL PR RFATRAN o BNSHERRER

L
ERBLERUETRERLTENLS o ABIEYD  RRRE

ARFERE  MRENTHEY

3. % % (Salutation)
(A) ¥3x4{R Social Letters

—HHRER  HRKEAGEY  BERAEHESLSZT » &
EBEEH—TE8 o EXEA “My Dear” RHA “Dear” BEX
% (formal) o Fifn » RFKIER—MLFEMK » RFAMA My dear Mr.
Wong. IRERMHL—EOCHREK » RMRER Dear Mr. Wong 18
DPHREFT o MR ARBLERBTFRETHERE c BRAR Dear Mr.
Wong. BAEHWAIES » i My dear Mr. Wong BIEEIFMKIE
do ENH—-BREHAENARRE  BEBUGNESL » BETF—F
#4—3%% Dear Sir # Dear Madam. BHifnTF o

(H—)
Mr. C. T. Wong,
Dear Sir,
(#=)
Mrs. C. T. Wong,
Dear Madam,



4 Hints on Letter Writing

(B) E¥4E Business Letters

FEEEED » B BEERR “Dear Sir,” “Gentlemen” “Dear
Madam” #1 “Maedames”. AHBER—HEEIL LA My dear Sir
1 My dear Madam, 7R3 dear RUAFT o ARLA » KEMW
AR E RS » WER Dear Madam RIEEEM o BAERIZANIKL
FEAELAIBEREY > KBREHEEN > BAA “My dear Mr.
Wong” 8L o

B RRAERBLZT o MAZSRENH—HME
B THEREHHF o

(H—)
Nanyang Brothers Co.,
Belfran Road,
Hongkong.

Gentlemen,

(H=ZH
Nanyang Brothers Co.,
Belfran Road,

Hongkong.
Gentlemen,

—RANGWEBLRE~EALY > o “Johnson Garage”, 32—
B LHEINE » RAGFEBED#H “Gentlemen” 5 “Dear
Sirs” o ] U BBHARE AUE AP SLER Sir & Sirs. EEMEBNE
15 (official letters) #9FE%T o FEFRBANTIFE RBMHE » 8
FB IR AT 2L RO R R — R o
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WAL ERFRASRA » #ln Mr. John Chang, fEt: Dear
Mr. John Chang 5t My dear Mr. John Chang.

FEH “Dear Miss”, “Dear Friend”, “Messrs.” S#0E» ZEF %
ERRRE-

HATEARANERS (memorandum ¥ mém’sran’ dam) & »
BEERETEEAR - NBBERAEEERELERS  RESMG o

(C) # 5 (Titles)

#HIEHE—F - HPEARLTNBTHE » 2B LA
E o BEBFHELT o

“Mr.,” “Mrs.,” “Miss,” “Messrs.,” “Reverend,” (G rev’er-énd)
“Doctor,” “Professor,” Hi “Honourable” % o ZE%E » /MR
Esq. (BN Esquire MR » B &s-kwir') RAE Mr. @y o ERGER
FERFTHEREIED c HRATRE Mr. HE—& o MERHAR M
FT » BEIINT o '

“Mr. George Lec” st “George Lee, Esq.”

BRI LA SR ATIE A “Messrs.” 47 “Messrs.
Whiteaway & Laidlaw” ( g Wayloo Co. BEAT)o  Messrs. cep
Messieurs Z#55 » 3 mes’yerz ) o

Miss REHE » Frl&EARER period o

ZWE5RL “M. D.,” “Ph. D.,” “M.A.” “B. S.,” “L. L. D, &
ERELFRIEN o M. D. (B) Medical Doctor) AEER Dr. B&g—
& AT M.D. R&HA Doctor BT » MmA Dr. William
New & William New, M. D. ®EELLT o Reverend #-+ ~ Professor
BiR ~ W Doctor M- MERAELFERNE » 2n Rev. Philip Bently,
Prof. K. Dower, Dr. W. W. Yen.

Dr. ;884758 » AWERS —REEAERT-RBLYW » KB
HRTHEBNEERIERE  RMAKER Dr. KB o BE—FE
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RE-EBANLHRMA » B S M LI5S Doctor of Philosophy
(Ph. D.), #1818 2R Doctor of Civil of Common Law (D.
C.L.), %3+ @B2H Doctor of Law & Literature (L. L. D.) »
MBS Doctor of Science (Sc. D.), %% o M L th KM
Dr. fifA Mr. BEMAL  BRGFPMRASRFTEETEF - R
RMEELAT Dr. FXEAER Mr. & Esq. To

Hws e Sir, EERQBRBKRTILA “My dear Mr. Presi-
dent.”

KB ER LB Honourable, #n Honourable Samuel
Sloane.

HMu#roR% Cashier, ( LA ) Secretary (w3 ) 71 Agent ( £%;
B)SSOREZUR FUERZAEMH E®E » v “Mr. Charles
Chang, Cashier.”

BE—HHENEX KT E M B Honourable §1 Reverend %#%i54
HIRGR » 3EF R AT 4 ER—E R Fthet o £ “The Honourable
Samuel Sung will address the meeting.”

RE—ERA AT AN RNHE 0 Ru—WEHEA
BM AR R “Mrs. Dr. Paul Lee” i “Mrs. Paul Lee.”

R. Judge, General, Doctor S#AREMPN LK o R » P
BRAECHBEH  RMBITURTEMA - Al » thR—FERA:
RAEFETLIRMS Dr. Mary Lee. B¥th L RMEFERTAMYT o

MR REERTERARA -

P — B 43 88 T 3 (Cardinal) M—E935 98 £&“Your Eminence”,
{24+ FoERE e £ “His Eminence John Cardinal Yao”.

¥ —fE K3 (Archbishop), RMEE R “Most Rev. Patrick
J. Hayes, D. D., Archbishop of New York.” {Z B#YBFE “Your
Grace.” {H# “Dear Archbishop” #FE[LIAY o Fi@ATH & H# % T —



