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LETTERS

(1)
B HEEE
A BRIEF INTRODUCTION TO
LETTER-WRITING

wXBELES AP AL, —HKRAABE (personal
letters, =% W friendly letters, b & @9 1Y social letters) 4
—$ BV 45{F (business letters ) ,
R HBEEEMERMRT, EPRERMEELEE
( commercial correspondence ) , XEEEHEHRBR THE L
BEIM— RS BE

— EXEHENATRER

—BHE FHE, BEEHUT LB ER:
1. {&k (heading) ;
2. 5{FHM (date line )



{5 Mk (inside address )

£k (salutation g greeting )

1E3C (body of letter )

R 2EE (closing B complimentary close ) s

% ( signature )

Mf#E ( enclosure ) ,
FEREXW S BERERE LY - EEEARBS. B
B FBEREEXE— BN,

9, #3#¥8 (mailing notation ) 5

10. 44k A\ (attention line )

11. FH (subject) s

12, 4% (reference &% identification initials ) ,

13. #h#% 48 (carbon copy ) ,

THR—-H LR BEHRE, KhaET
LRIEENTHEBHORNE.

CoO =~ O U1 & e



SINO-BRITISH TRADE COUNCIL

®©

® e

® ©66e

Third Floor
25 Queen Anne’s Gate, London SW1H 9BU
Telephones: 01-930 9545 & 9600

5th May, 1977
REGISTERED MAIL

‘No. 1 Liaison Office

Dongfang Hotel
Guangzhou
China
Attention: Mr. Wang. Reception Director
Dear Sirs,

DELEGATION FROM THE LEICESTER

CHAMBER OF COMMERCE

This British delegation is due to arrive at the Guang-
zhou Fair from Beijing via Shanghai, arriving Monday,
9th May, and I shall be grateful if you will kindly inform
the China National Machinery Import-Expori Corporation
that each member of the mission would like to have a
business discussion with the appropriate import depart-
ment. )

The mission will be at the Fair only for one full
working week, and is due to leave by the morning train

3
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- Enc. name-list of the mission

to Hongkong on Sunday, 15th May.
I attach a name-list herewith, and shall be grateful
for your assistance in arranging the meetings.
Thank you for your cooporation. ’
Yours sincerely,
(signed)
P.S. Marshall
PD/ED/E Director of Trade
Promotion
c.c. CCPIT Guangzhou
Machimpex
M. Penn



Enclosure XA ENERBRENNE, AR RHBN
R R R R, e
Enclosure: Catalogue
Encl: Order Form No. 307
Enc. 1
Enclosures (3)
4 enclosures
Mailing notation 33 #4516 B3 & #4108 5 R E R,
1 Registered mail &% Please forward &, BTHRBEHFR
BLEA SN, B B R X 43 4 0 4 J3 m L33 , 4 Personal, Private,
Confidential
Identification initials B ARITZARZ WSS,
#l PD/ED/E, RUiIMAXEH{ZEF RS Peter Duncan [
#. Miss Edith Daw H?m;E%ﬁ%ﬁﬁﬁﬁ,ﬁ?E
5J, Reference ﬁﬁ@&&ﬁ%%ﬁiﬁ.%ﬂ%?ﬁ R
ATEXENSE,
Our Ref: BYD/PT/603
Your Ref: VH/SR/450
TXLHBEOERELH, HRNESHL R (indented
form ) #15F % R (block form), HHELHFR G X

( modified block form) Pl %8 4 =% ( hanging form =
reversed indentation ) £,

Gk RNWF R, FEAME, BEARLEHE—TUR
BREXE-BL—TRERETH FARAREG—THR
EBWBETF BEXRPMRARE (FEAdLiks
AHIEF R, TEXMARAR) s AFKRELHE—
 BOR—TEEEBRTSF, MERETUELL, XL
BAWKXENT,



1. Indented Form

2. Block Form

————— ————
e ———— e —



3. Modified Block Form

4.

Hanging Form -

L



= ERLSHERNRAREZENES

XN EBERRABEZR, CRERRXIERERR
FRFEE RO, XBXPEEEMAEUTILAGE: -
1. VHPEEFERITE, —RAPH, ELFY, BIAX
BR. RAPBUN—REATFE, UEREY, HITEHNER

HE,

2. VYHBEWNEELRTEASEANBILNSENE
Bsh, EERABEARE CBIENB ) . TRRABER
PR, —RAS EHFFEARNMI, ®REFTH 4 2 # i &
A5, FRBEMNAMRET. .

EXWFSBEHEEE, EFMEFTSEABNE RN
ik INBRRAERTHREENE LN ESEMED,
F—REEENR, FEHH L& May 30, 1980 =
30th May 1980955 5/30/80 5% 5-30-80 2 K5 E— R
RERGE, B UHERTZSH,

Tﬂ%@ﬁ¢.%FA%%E%%E%-&EHEﬁ%m
BLEA, BREFRELEAR. XBLSHNENSEBRY HF L
RMELR E—TRRERRS WMEE R (closed ), R

B A MFFOR (open ) , .
Block Form Indented Form
The Columbia Press Messrs. L. Smith & Co.,
411 West Building 236 Grange Street,
270 Montgomery Street London, E.B.
San Francisco, CA94100 3rd June, 1980

June 17, 1980



The North American Windmere Bank,

Technical Data 68 Cambridge Street,
Processing Company London W27.
742 Battery Street 15th May 1980

New York, NY 10001
April 30, 1980

BEABEEERBEFEANMLZT, SEEIR
SEIF. BBFLEHER/RENET I,

Mr, Lee Walker, Manager
Wilson and Martin, Inc.
9748 Orange Way

Miami, FL 33101

USA. -

Mr. James Allen, Executive Secretary
and Assistant to the President

Martin & Simmons, Inc.

2140 Commonwealth Avenue

Boston, MA 02109

3, WHBENHTFHEMNRABEZABERN, V&
B, RTELBRBRBHLSERXZE T UA Mr, Mrs.
B Miss (EAS) ME%RS, —REANFRELE,

Dear Sir,
Dear Sirs,
Dear Madam,



