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B —E
BEEANRFER AFSRFNER

BHEREKRLEZRE T AN/ (business to business; company to
company) k5538 . TieRARXAHR,BRA BN EE , 35 H
MU Z B % R — A R R A 2 8] L8 3% 55 19 56 & (private rela-
tionship) , il & —#h L3 IE R Ml 55 5% & (business relationship) .
XA/ HE/N I (Business is business. )iV 5L RERERHF
HEPFEHER SR SRS, NERMES CUBEER.BUES
PR, R, DUBFT YR B S RBEAMU L EES, WA, T
T & S bR SR AR BUE S IREE M A R 8 BB Ui %
HEXRPREFENRZE L, LIRS FER AL .

—. BRI R AR R

EDUEES R, BRERNAERS, . & (youw) . 4
(Sir) . F A (Madam) . K A { Your Excellency; His Excellency ([&]
BFRPE) ) BT { Your Majesty; His (or Her) Majesty ([8] $2 85
W)} . B T { Your Highness; His Highness ([J#:#R %))\ BT
{Your Majesty; His (or Her) Majesty (JRIZEFRIFE) } . X & (the re-
vered Mr, ...),X/A(the revered Mr. ...) XEHFWMr. ...), %,
SR, LA RS S RIAE BT “E 87 (Sir: XA 5 S & a3
BRI MTAMERR) X XA n: BRE5E4E/Mr. Presi-
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dent) %,

FEDGERRIE S, AITH FEBRAL BURR B LS B FR 2
BIRAEES AR, MAE KRB EKE. R, EXERELT,
— 5 NBLAR B BRAL  BRBR . 2207 48 FRER W b b AR B AR,
#:Doctor Li(ZEE 4 /Z=1§ 1) . Professor Zhu (54 # ) . Major
Huang(¥TiK) \Nurse Zhou(AH+),%. A, REZFH I EH
REEERERU PR Z R LA Mr. 5% Mrs. fEEHR, i1 : Mr. Pres-
ident(B#R5EHE) Mr. Chairman( FEJFE564:) .Mr. Professor (¥ 2
%)%,

ARFTR A, Mr. RIGEFHE .8 LWERK, M Esquire (K.
Esq )MZHEMEXWER, —BEFHEH LERWER, B
HHES Mr. K[, Esquire(8%: Esq. )N EHZ R4 MG, HE
SR, Fim.

(@D Henry Barker, Esq. (Henry Barker % 4)

@ Stone, Esquire(Stone % %)

REFENE,.EXH,Esq FEATERRKITFRIT.EE
Ef BAN. B

® The envelope is addressed to Peter Jones, Esq. (4§34 L5
# 2 % 4 Peter Jones £%.)

HeAh, RS HRL SR, ERFHE - EREES
AANZ B A, AT H 4 BRE 8 A Messrs. (Mr. B2 30820 M
R, IR . Messrs. WDUEX NI E“R AR “F5”7.“£5”
%. pimn.

@ Messrs. Marvin, Tobin & Smart(Marvin, Tobin & Smart 2
)

® Messrs. J. Harvey & Co. (J. Harvey %)

® Messrs. Ford and Dobson, piano repairers(Ford and Dob-
son N E 52 47)
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Z. BRI BB BRI R

RANESE BUELRE. AREFXETHNORS R
B FR”F, W, 3t (your name) . 5 (you) . #t & (distin-
guished guest/honoured guest/VIP) , $ /A &] (your company) ,
J~ (your factory) , 5 £ Mk (your enterprise) ., # # (your school/
your college) . 5t [ (your country), & W (your opinion) . 5 g
(your letter/your favour), %, MH2Z T, FiERBH X R H 45
. BEWMEHE LT R BE S 8,

QHAEA—BHBEAER, A5 T 8Kk&, ##! (Thank
you for your letter of May 1.)

REABFRETEFREGF A HERRALZ"F , 0. & F
(your letter), & ¥ (your kind letter), & Bi/# B (your patro-
nange) , & % (be kind enough to read the following letter) . & i&
(your gracious presence) , &3 (have the kindness to...), %, T
R XER"FEAEETAELAEATETRE, 28, KT R
kind #, gracious, HREILE A T EEHFHH%.

ski% & B! (Welcome your patronage!)

@ sk &' (Your gracious presence is welcome!)

O 2% LB @H! (Please have the kindness to answer this
letter quickly. )

WA ER S ETE RHIERREE . RERBAFEA
BEFad) (AT 3 S WshES B e A8 GERRHD KA
TN ) KB, HWE BT NEMEEE.

D +ELE, 5 R A (Your kind reply will be greatly
appreciated. )

@ Black %45 Brown & AAKZ E6H kLA R 8] £
F B & &4, 45 41 (Notice is hereby given that the cop-

3



artnership which has existed between Mr. Black and Mr. Brown
under the style of Black, Brown & Co., has been dissolved by
agreement, )

@ Smith X 2 &% Jones X @ ¥ F X K& (Mr. and
Mrs, Smith require the honour of the presence of Mr. and Mrs,
Jones at our opening ceremony!)

@ #4&E1E! (We request the pleasure of your company. )

O X4k, FHEE LA, (1 have received your arti-
cle and I'll tell you my opinion after reading it. )

®XHERFHFPKXET. (Please do me a favour by
doing it. )

=, HALERSEXZPHRE

R %R R BE AT, DUE A It 38 I “m”  “leR”
FI“B5 R Z R IRARR R R B S IK PR BB . B LR LR
S )2

O RBEFBZR, AFRASE F R B F—4. (According to
the request in your letter, we are sending you a catalogue of our
products. )

BAZEAATBAL AN EFRK—F, H L0080,
(Thank you very much for your letter congratulating me on my
election as president of this Corporation. )

O #HAEEFEAEH R, (Kindly let us have your reply at
your earliest convenience. )

WA RS A AMTTERR B T 805 00 3 Hb U8 “ it 0L~ 5%
“Wurs s £V, EWER B LU T DB IR ik

D FENNHZE, RBHAKG BRI, (I'd like to express
my humble opinion regarding the development of our company. )

4



[RBU547]

T SCAR B £ B B2 /AT LA T 2881, 4R I LR ZE , R AR A
HAE MR AL

One man ordered a birthday cake for his foreign friend called
Charllote White and asked to attach a greeting card to it. The girl
of the cake shop asked the man whether his friend was married or
not, but the man was not clear about the marital status of his
friend. Since his friend looked quite old, he took for granted that
she was married. So he told the girl of the cake shop to address
his friend Mrs White. The cake was made and sent to the desig-
nated place. The girl of the cake shop knocked on the door and
asked the lady who opened the door politely, “Hello, are you Mrs
White?” Feeling shocked, the lady said unhappily, “You are
wrong!” and shut the door. The girl of the cake shop called the
man to make sure that it was the right place and the right door.
Then the girl knocked on the door again and said, “I'm not
wrong, Mrs White. It’s your cake. ” Just then the lady shouted at
the girl, “I've told you that you're wrong. I am Miss White, not
Mrs White, ” The lady angrily slammed the door shut.



B
B R R I AR PR R R ERAR S ST RY
S

FEE NSNS LR AEE S P, B E B R BIN A MFRRE,
Ht s K BIBRA R FSK AT RO .

—. BRFEER . ERM X E R 5

DA  HHRELTFRERRHS X, MIHERE
BT RA“RE”.CRKR” CBFF"EBIP”. KB KR”.
OB VR RFE VAR OME” BTER” O R AR
SRR A ABRBEZWAEERGFULEES LEH
B BRI RRHRE FE R BEHABUA 4
“ER”.CXNER”.TER”HEF, BiLE BLEEZHEM
IIAREFHEFFZMEME RO REZEBIRZ LU ER”. #
R TR “ BRI RA ZERG T A LAk A 6 A BRI A
BHRATT A, i, AMMTAARTREREAR“RERR R “BER
B, EWE LT IR B iR

O FREAERE, KNAHL2EFFEHRRET L AR
8, (Just serve me the best dishes of yours, Madam. Money is
no problem. )

QETFRBHAER, FREKEHEL2AL? (Would



you please tell me the way to the train station, Sir?)

AR, DUE“ER R EHR"H BN BEYE, FEHH KX
HFEHE“¥45” (shopkeeper, wife of the shopkeeper) FRz iR 3,
TR TRFE". I —HE 0% FARRIFE, EL, XA SR
FEZ AR Sir B Madam; B &, B A DUEBR IR ER” R “KIL”, B
LA, A% % EHW Boss(Boss ZEEMRE FEZL14L).

= FRPETE IR R R 2R A BRI SRR

K HIE T X K BLTE, B A Rk I S H Al A
RAEES P, TR T RAREE, AMTRESAR B 5 FR LA
“REBE” “BLE CROSEE, K, BE” LR BHTE
BR“EIF”—BE R IAAL, 7T AZ ST AR R AR IE R A, E SR 1L
BUL T DR Bk

Q#H .22, FRBENLAXM 28 4% F? (What time
shall we give the product presentation, manager?)

“ERCEEENERMES BAEARM AL, EIUE
o, R A RYERRREE, AMTIEM L LR % E R A E
MAERIEF ,ffﬁ;ﬁﬂfﬁ Boss B¥, Sir Z B LAk HFR .

SR, FER H RS A, AT B RABRAL  HRFR SR BR ML AR FR
FEILFEUEEZ . TR UM L RHRPHE A, E%, o
“BERER”. BRI K”.“BELE”.“ORK"%. IFH, WAL
TFR, 0 “ZE R (2”7 “EBRU) BRI KB K 7%,
[ 22 1) B LABRAL ERAR SR FRAT , B LA 224 BROL AHFR I, 20 - “PhER
K7 “BER ‘SR “BETEP.“MEAL”. “B&
LI - K ials il 7% i T US>8 =3 AL VAN 1Y =3 VAN AN 24
PRIEDUE AL FAYERR IR R BB R Z 51

AREFUFER, FOHERIUEXHR, KiEHEEZD
NG B BOE 22 AL 2 FR N E#ERFRIFABA . SRR ZEIE
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G ¥4 Teacher Brown #J# ik —#4E, Director Smith(R % F1E) .
Engineer Black (fi k5 T#If) . Secretary Lee(Z# ) XHEN
REBWEH. HRER EXESAFTER, FHRER waiter,
conductor, boy(EIZ A B ; 455 i< 15 B 8 AR 55 5 s BAM) X s
BRI 2 PR A GBI b 2SR BRI, SRR R X SR T S —
FREBURT A& L. HWE LB LA T R BR

@ BE (#4E) : Please take my suitcase to my room, boy. (4k
ity kAN TERTRHEASME L)

{H2 ,manager I E 5 X 5% . EH FWH . B#FH. FER.RE
H, AfiTRTLAZE manager fEhn b #EVERRIFIE. EWMEUTHFE
BRI FI BRI S .

® Dear Manager Lioinski:

Please be advised that I am in receipt of yours of July 6th.

(¥ 3 4Y Lioinski 232 .
LAXBRILBKE , HilBis,)
(P. C., Kolin #, £ %i%,2009.:143)
[, B, — 2o 32 AR B BRUAL BRAR L 2 AL B R
ERATh0_L SR FRFE , 11 : Doctor so-and-so(F:E 4 /1§ 1) . Professor
so-and-so(F##F) Major so-and-so(F: i) .Nurse so-and-so(Ft
P, %, BREE  KXFHHTEX N ERERA. RS L
Mr. 8% Mrs. fEFRPEE, i : Mr. President (B3R 554:) .Mr, Chair-
man(EREF4E) Mr. Professor(H#5e4) . %,
ARSGE5ELEGE—H, BRXALHANBEZHHFETE
{32 Mr. , Mrs. , Miss, Ms. 21 | #, &1 Mr. Bush, Mrs Rob-
inson, Miss Halliday, Ms. Ladner %, {HZ&EARHIX} 4, 7] L4
FE2Z LA Sir,Madam 5% Miss; 1 20 SR 7 79 %5 3 UF S BORE I 3k X U Ak

BORETHEZ K, FRZ KR Ladies and Gentlemen(Z 4], %64

8
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i8R Distinguished Guests(B#MIRE) . LAT , SR 5 B #
o B FARRPP I -
® Mr. Vice President,
It is a great honour for me to . ..

@ Ladies and Gentlemen,

On behalf of all members of our mission, I would like to
express our sincere thanks to you for inviting us to sﬁch a
marvelous Christmas party. .

| (#4451, 2007 128)

Shopgirl(F % £ % % ): Sir, what can I do for you? (&
/B E/ BB BREEMA ALY

@ Lobby Manager(k ¥ ##): Are you being served, Mad-
am? (KA, BARFELED?)

EERESEF I XAE BRTAREANESZE, M FH
PEBEE E R RE T, RSN A R AR R E R AT
DAFRERRIRER) . TERSS IEUE BB 5 o6 IR P, AT THLER
FERES IR VERRIEE, il Dear Mr. President (B #(# B3% 56
He /EBB) M S c4) (Dear President Smith/Distinguished Chair-
man Brown (B8 # £ BT BB/ FHM L HH S5/ ERNHHE
HE /B HKH B EME) .Dear Doctor Washington (L4 i 42 B iH
#8+) .Dear Professor Chomsky (BRI R 4%) , %,

TZER &5 RS B AR R EAR TR 7 g A 8, 28 A TR
WR? BN 7 3 2 o, DUEE B L WARZ LA “iUs B8R
&7 s MBS R H X RIFRFFIE & Dear Sir(s) , Dear Madam(Dear
Mesdames) , Dear Sir or Madam 5, Gentlemen (£ E¥&iE % F) . &
FHeSEEB T To Whom It May Concern(J53%) . #/40.

@ Dear Sirs,

Thank you for your letter of January 22 inquiring about our
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