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WIS RS S SGES

¥ XS ( Business or Commercial English ) B#§ ¥ %) ( Business Act)
vity ) FTHZER, MBREXRER , RAMKAE ( Business Terms ) , LIRHE
#MBFE ( Business Expressions or Idioms ) il , HaiRBEEEEXSEHRK
B BABHRBEL -

# ¥ 23 M ( Business or Commercial Engiish Correspondence ) &f5 @8
Correspondence »HBUBMFT ML EE - REM , £ H Business Writing , B ¥E
VEESBHE S REE ROVE VAN CERAS , ELBRERREE , HER -

ERAERECRE  AKSHABRBENS . AR ULBHOMUHAR . &K
BRR M - ERER , KADERNEROR LM R , ERE , RARLUCRRE
Hid ( Written Speaker ) , HEBFKEKX Rt , AEEELN , EEE , MXKIE
W, AR EEEE - MKy, BEE BN . HF i o (R Business is busiress
» REREH®E ,STRIRRN , KABHKAKER , FLUESHY  BRNEGNR (
Sccial Letter ) REpHKME !

fERERK, BRE , el iR aERE » INRREKETEEY - RKkBu-
siress , BEBBITEM ( Typewriter ) , Fill , BAFHKZERAR 2lcmx30ecmK
N

PR , BITFW, KR4 ,6.7,8,9 FInERELBARS ( Speci -
men Business Letters ) Zi®K , BAMITA ( Type ) ~FTEMLTAEEEL . B
BEE % ( Block Style ) , ¥RB%BEEA . (284 (A)(B)(C) ) (L)~
®:2RA , B ( paragraph ) 2B —AFHEE . BREER ( Indented St~ le)
, & IR o LM (E) » A Indented Style , HHAIR Block Style
Ba¥ )T . A K Block Style , #fif Indented Style ; B BMMALIR
HH&E.8% , BB AR (Modified Style )

HREEA , DHAATARNERE

(1) Letter head MEAZMR ( GARABN)

) Complimentary Address ZEA ( B&E&RT , ARLB)

(3) Salutation (§#8)

(4) Body of the Letter (43X)

(5) Complimentary Close (#§88)



(6) Siinature (EH)
Ha R AE AT 5%E ( Special Remarks ) :

(7) A tention Notice or Particular Address (EBZ/A)
8) lLetter Subject (BEFXE)

) Postseript (B3R)

40 Tide (W&

1y Irclosure ( W)

12 Iritials (HEWES

FBUZEAER  GERABEZUE . P4(A) FIMZEERTBARR , BP.S.
CHEEVEESREANEE , BAAT T EHLOREREFRE o
Letterhead ({EPq)

WK BE, AEAKZPRLERELLGALE, ARRBT A -BEZLB
LIRFTEH ( Name and Adress ) , Bl A Heading & BTl , W@ L , B&EHT
ML, MARED AR o

%, l.etterheadiBRH 30 88 ( Telegraphic or Cable Adress ) » WBEH
¥ ( Telephone Numbers ) , B EEHHE ( Codes Used ) , WEBRHBF (Co
rrespondence Reference ) , RLIER , AR, ABERPEEEHERE o Le-
tterheac , RAEPHHT , BAKX T ( Capital Letters ) , ERBEARMN » pe-
riod B Comma ¥#EHK o

Letterhead 2N , HEF| A SXEE « BPRG s AFARS HALE  AFHL
B2 W, XA ( Trade Mark ) ° BR ,BTAS , KOAH , T, RESTH
BT -

Telegraphic or Cable Address { M3 , X BEEAKEH )

WA, BHEEAE  AREATATNZAM . B NEMREARR (AR, MR
EREEBAZES S EFITRE , RFREAMEEAXZMERER , AMAREETH - 1
£ABT Cable Adress » BERHMRBSRF ARG T , EMEE ~

Codes Used | #FiBSEEEAM ) 2 Codes 75 Code Books Z ¥ » Code Books (
WEN . 286, BN, EREEBERRBGEFRE , HPublic Codes ( AR
M , 1 2BC Code , Bentley’s Code ) B Private “odes (.MM ) — %K - - BHZ
v Cocdes Used : <HE M CHHBEN , e aNy , UEEREBRRZE
& o

Corvespondence Reference No., Ref. No. ( BSHENE ) RXAAR
RBRAA HE, EERPRFZAGPEARRRABEES 2R, FEARKERZERE
FRMER > ARDE, AW, ISR AL WOR -



Month (B) Z#MF
HKEE BNFEEEE, —EEEA - kWG, AERETRE AT , COEER
%, BOTEN :

Jan. ( January ) —A Feb. ( February ) A
Mar. ( March ) =8 Apr. ( April ) HA

May fLH June <A

July £ A Aug. ( August ) \A
Sept. ( September ) LA Oct. ( Octover ) +A
Nov, { November ) +—A Dec. ( December ) +_A

% Sept. A , 2E=MF , BEMay , June , July RNEM-
A% » BRATMMN . B BT R -
Date (2 ) , HITEATF . UBR%E » A REEREAR , XHAMHHAXK -
2 ( nd )March , 1966 ( XBRA)
March 2,1967 ( ¥RX )
EWAMNE , 1st ,2nd ,3rd ; Zst,nd,rd SAFEH , IXBRESEE
Z.°
N WEARFRERAME , SERERE , BREZ - B0, KHABERS 1766
#1385 April 1966 » HRREHABR/May 4,1966 °
B4 , BBR Instant (XA ), Ultimo ( #A ),Proximo ( FBA ) $4F , mR
WARL  EEKWA , RTGHEFRWEFA , RBEBRD ©

Inside Address (®{&A)

Inside Address ¥ #Complimentary# Introducing Address o §1%{EAZ S
R o Rk L A Date M F2ZT , BARK - TEAZEFH ( Initials ) BERKR
HAGBRX, RAATEMENE , 1 RS ERERAHT (Spelling ) 2T &
HHLZN  RERM The , and £ &R , Company BH M Co. $& , BREEMZ
EAFRZHR « XWWR , REFZEF  AERER , SRNK , KXRBA , B

, MBA , WTH ,4TA  BERES -

R A R & KB . BB CURE L4 H SR » WP ARE ( Postal District
N ), T FMCFRT o
BBz AE

Mr. ( Mister 284 ) , RiFANEGHE , RABH -

Esq. ( Esquire ZM4) » R A Z# ML - TMAKBEs. » B £, B

R EKMr.
Mrs. ( Mistress 284 ) REBELHE & < Mrs. ZHREBALX ( Husband ) Zi&



B
Miss A1k NAZHES |-« ARTAERMiss # Mrs. & , BR28HE , €8
Miss

Mmes. { EiMesdames Z85%) , Madam Z 8B ) » @R AN L2 &%+ . & &l
B ATds sz OB EREB  wBy -
Messrs. | (£iEMessieurs Zhs4 , Mr. ZH K ) . ER_AMEZEA , RER
TAN P Z2BAFERZAFES 4, 5@ ( Partnership or Company ) k&EH
Z o ¥ ARL 4R E » U Messrs, ERZAE —~E 12 A ( Artificial
lega: person ) { Juridical pesson ) + FFH AT R4 Messrs , RER
yHL BASAARBHA S ZBEEN , 8% HMesses. o
Rev. ( Reverrend ZEs¥ ) , AIFMKel - % Wi The , B The Rev. > Rt.
Rev. (Right Reverend 2i8'7 ) BIA# & , Hon, ( Honourable Ze§'F ) BN AN
Ry B S AR R CHSERE BN S L ERCAA  BEH L The i o
Pres. ( President ZE4F ) , FIR@H @&k - K ~ K8 - KE8R&R; V.
P. ( vic -President 2487 ) , WA E , gl ¥ & - g% - Sl , Sec.
i Secretiry ) ZAFHRHE % E o Dr, ( Doctor ZFE A+ , Prof.(Prof-
essor ZiF ) ENBBLE o
ZERZML ( States [ MEBMFROREE , WTFH (') BFRAccent o

Ala Alabama | Me. Maine

Alask: Alaska (Territory) Md. Maryland
Ariz. Arizona Mass. Massachusetts
Ark. Arkansas Mich. Michigan

Cal. Califérnia Minn. Minnesota
Colo. Colorado Miss. Mississippi
Conn. Connécticut Mo. Missotri

Del. Délaware Mont. Montana

D.C District of Colimbia Nebr. Nebraska

Fla. Flérida Nev. Nevada

Ga. Georgia N. H. New Hampshire
Tdahe fdaho ( EEF ) N. L. New Jérsey
1. 11lin6is N. Mex. New México
Ind. Indiana N. Y. New York
Towa jowa (4EBEF) N. C. North Carolina
Kane. Kansas N. Dak., North Dakota
Ky. Kentiacky Q. or Ohi Ohio

La. Louisidna Okla. Oklahéma



QOrezon Oregon (#&¥F) Utah Ctah (&MZz)
Pa. Pennsylvania Vt. Vermont

R. . Rhode Island Va. Virginia

S. . South Carolina Wash. Washington

S, Dak. South Dakéta W. Va. West Virginia
Tern. Tennessée Wis. Wisconsin

Tex. Téxas Wyo. Wyoming

Ltd (L’d or Ld.) = Limited f§ Limited Liability ( §R¥EL ) 28 .BRHER
AT ( Joint- Stock Company ) RERRE, EATLZ LB T, MLtd., L'd, R
Ld. o aRAER I AXRWLLd. ,L'd. B Ld. , 2FPI¥EMA Inc. ( = Incorporated ), £
REE BT

MR RIEMIBZRDERD FL T, HEEFIEMIEER Pty. (= Proprietary
), %P, 20 (j)(k)BF® ° Proprietary Co. HBEAEMMAWERT RGN TH

LAV NI
Salutation (¥ &)

BEXWER, HENDRBEEEL [ @S | [ MkE | SARAR, $&6
Tz EAY -

Dear Sir, Dear Madam,

Dear Sirs, Dear Ladies,
Centlemen: Dear Mesdames,

Sir, Ladies,

Sirs, Mesdames,

My dear Sir, My dear Madam,

My dear Sirs, My dear Mesdames,
Dear Bir or Madam, Sirs and Mesdames,
Dear Sir and Madam, Ladies and Centlemen:

Eyigmh , a3 LB EAY » 45 Gentlemen ( 2B ) B Dear Sirs ( XFER
Y THy o

Gentlemen M7 Salulation B , —EEMAMY , FTRREBY - IENHER—
ABE . R Sir, Dear Sir o REATdBLEMEE , 7 Gentlemen ©

Sir 8 Sirs BRW@BY: ( Formal ) BE , Axh¥A o

Dear Mr. Jones BMHs, BR® SMAEY) , REBERAELE LEKREF,
FELIER o

Madam #RBE & ARG INEE T RE o
YarstE B Dear % . M _ KW, B pR o

1n



12

Body of the Letter { SHEAEIL )

AYIABEAR . ARBREENEN - EkE , REFIEAZ Written Speaker
(A ) . BRERFEA - AT A ey . Bhaw . St Grammar )

R peE . HEERE , —BRAIMUR L Vo RYE -

B EEERE . B ERMBsGER U ERRRE SN -E  BREE &
( Paragraph ) PEM - MREXOBELLOL . KBEATEY , &ER-2 N 63
HBEEWEE BUR TR « g Rt » BRI LB . AR5 5 MR
B T 20T o ORI . AR MARBRBE  HIBRZ LT -

BEBYELHE  BESEXAT R FRICE 577 ( Type ) B H EVELEYGHE
REEHTA (Margin ) « HEMBTEITER & TR~ K988 - SUEAE 0
KELE URFEEZEHRR -

$E L ERAHERGE LAMERC ( Strong opening) ,HHEH IO W
E% . B3I 1 ( Impelling to action j BHu: » KM AR #EHs ( Concise-
ness ) vud# { Clearness ) > IE#% ( Accuracy ) B3 %; { Courtesy ) e

Complimentary Close (# &

# 2698 . Fig A ( Salution ) REME KL ETREFDEEE , BRKH
(Corplimentary close ) of i NP R MMEMBOLRE . T2 T8 L] 1AL F

1

A R XRE—TELF~TRA--TREZ - HRBEA . RYEBRRH A AT
FIR & -

Yours trulys Truly yours$,

Yours very truly, Very truly yours,
FER MTHAZOSREN, ORANYREIMEEDE ¢
Yours faithfully, Faithfully yours

NBTERRHNHEE . ARER TS D
Sincerely yours, Yours sincerely,
Cordially yours, Yours cordially,

Respectfully yours, Very respeetfully yours,

Yours respectfully,

{1# + Respectfully yours, Yours respectfully . very respectfully yours
B4 HEARAXBEFRERRNBE -

YRR AT :

Yours obediently. Obediently yours,

Signature ( % £ )



BE CETREN COBEZHREA . BE BT .LFSREAZELIAFELHE -
SHAHRET  BREHERBRZHATER  HHELE - HBHELEE , FTERN
BERSEAED -

HEUEIRE  BEESTRALAGT K -TREE .27, 8T%48B - 28AX
% ( Capital Letters YIF - B TREL  SRAE - B TRBBAZHE :
—Title ( i Presidegt * Director * Manager + Secretary S8R# ) - i
WH W B RE, BRAEREN - B

+1) LEVER BROTHERS COMPANY
Paul . Nagle
Sales Department

(BERABATERST RE - F.ER8)
M, ER—TRRATI 2B , §MAHENTLEE  ARAFA—REE
WX, EBFELEHER -

(2) Roland G Morris

Manager
AMERICAN MOTORS, INC.

CRERB - G, Bl , XRNERDARL TEER)
W) p, AELBRERE , REEH T8, RTBE AAMARILE -

H ANEREGH , £ (Miss ) (Mrs, ) ITF , ERRTHEARHBBHZ HE -

& T4 AASHMEE A2 SARROTE S5 B KA TR, 66X SRR BITTFRITER
BEAE LT He

Placing the Letter on the Sheet ( W{E:Z#R)

BECBARBRNSE  ERUOL, #EN [HEZBR] BTRY o

B4} (524 ( Typewriter ) BMFAH . fB# ( Letter - paper ) Z2RANEBHE— -
R 2R % 2 emx 30cm , AEA . KRR, IHEBERZHS . ARFEHN Business
ZH e '

#7914 ( Typewriter ) 1% ( Type ) 28  BAREE —2 LI ( Spacing ) » )
wITEAIE ., —EERBAMME AT LR BT ( Single spacing ) » ZATHAER
( Doutle spacing J ©

HK  BMEZLTEL  BDARTHEEHPE ( Margin ) » MTFEZE (1) » E¥%K
8 ( Normal Letter ) L RZMargin Ei#¥ . £HZMargin BERS - (2) 4R
Norma! Letter » {BA#%Margin H 85 54 ( Short Letter ) K » m(3). &

13



LFZzMargin b 582 Margin il - BEEZBE , Wi Tz Margin KELSZ
Marg:n§/d» M (4) » B L TZMargin LA EZMargin K, W (5) ©

Xk WzMargin - RARTHEEBE LT . AN TE . L ESROIERT - AR LA
HE, F"ERTHBS BB .

Addressing an Envelope [{Ki$2%:%k)

HRAZAN,SRESY HANBRRBHRXYEY ( Official Envelope
11 emx 23. 5cm )B/NEUMA B (Business Envelope 9.5cm X 16.5cm ) ZM « /A
B, ELEALTEM ., EFS , BAMNE LA » FAORRRLE -

A ERETREIMA RERAH 2P L - REFLARM  BSNRETH . &
HEE -

Bz Style (X ) AEMAANZL Inside Adress B —# R o MK A # Block
Style ( ik ) 85 , HEARJTFHLEBlock Style o KZ , EWAXN , & Indented
Style (H#X) , AWK Indented Style o

Folding A Letter-Paper ({E#=ZfAik)

BiaEe » BEREFT  BRAXERE . ( Official Envelope /@ 11emx 23.5
cm ) BEA L T=%8 , TREpZ2—G LT  LEEHZ—&TH . BI=RAAH
o (BHEAN)

/NY{EH ( Business Envelope A/ 9.5cmX 16.5cm ) , MEAR_FZ— »

g (1) (2) (3) @ (s)

x

/\

#

~ 5

B :

\ : ]

s .

& '

# i
....... J
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