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CHAPTER 1T

(F) XX [ A Z &6

5 hL (letter) %, FFUKEBZ AR UREARAX @R
RENK ARMARBENEHNZE &L 4

HAELZHRAZEMAEREAFEHLZIERIBRE & UAR
HEXBEALZEBET b —a2m (heading), = H 2H
%2 ¥4 % sk (address), = B ® ¢ (salutation), M H E_X
(body), B M R = %2 MM (leave-taking or complimen-
tary close), » H # % (signature), &t B 3 W L Z & ®| (su-
perscription), s L %, K X X FEALE B Z B H WA KR
ZRF:

I. ¥ HEADING

B X g MW, — B a % (riter) 2 s 3k (place), = 5B
e 22 A B (date), 3 3k BF DL R 15 2 B 6 7 8, 08 2 % (re-
cipient) 4u #ig # (reply) 2 % % 7 12, & 1 H B B fk % Z % B 4.

(a) #t#: Prace

R AREZR R L AT A RN ETEAFAY,
Rt & Z [ ¢ (house number), # & (street), 5t % 3k & (town),
# 4 (province), # 4 — — % 9, ¥ %% & # i .k # (Shanghai) 4
% (Peking) % % (Nanking) % 2 £ £ %, X F & A%, EXE
Z R b B K, B A 40 ek B 4 (country), B W F — 4 =
T UL 2 =47 R %, # 4 B R 5 46 & of 4 #8 (right corner), % letter
paper E I 85 — 47 B K 3 % JE — 3 - A 4, 7& note paper kR
KEBH R, M RZF N ABERZAZ LT K
S 4 S W 2 B, R BB Sl B R B Z E P, A B A 4 AL GE 33k
S BBITFERABAIATAEMBURPR LZER EZES
A EABRSE DEMEXHRESTR ERDTF:

24 Shantung Road,
Shanghai, Kiangsu,
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(b) £ 3 B Dame

Buih ZE A B, A0 REREH K I 2 A, B R
Z.F, 4w May 1, 1918. 8% Sunday, May 1, 1918, # E F+ £ E R i &
Z ¥, W sty nd, rd, th % % 48 m % B % 2 %, W 1st (& 2nd, 3xd,
4th) May, 1918, E 2 f1 sk & 05k T M3 2, X 8 — & % i —
5.2 (Comma), g9 (,), & % (0 4= %c4%) M — % B (Period) gy ()
7=, 3t B F - :

24 Shantung Road,
Shanghai, May 1, 1918.
RBBERXLAHAZBEANFATRARZIERNEBERZ
fi 3K, Jn:
24 Shantung Road
Shanghai, May 1, 1918
HERARSFTERRBZ2RZE EGKZTREA D
(Place of signature)
24 Shantung Road,

Shanghai, May 1, 1918.

A REtE LZAARFERZEEXBE A MR ZDIEL FEE
BEE g EE,EEE A R R

I, REXEZHER LM ADDRESS

BEEZBEA R LY, BB EEZ T 4R R (itle) X
Bz EIAETE Zp REER) B, 2kl E
w3 72 f4. (left corner), X FM ZE A MEZ2 M Z R HH A
Lug s % & heading TR — 4, B K EZ N — KT ZW
FrS, X2 RZBEFUFTETZ, EERAETZEEY
ERGE DT REHRLED 2 EBE L — Ty EENL 4R
EE T2 AR mnS TERENET 447282 RMGK
EBZERMSEN—EHERE 2, L& — o heading
KRB EFHEE =R EH 0 F:

# X @ E w

Messrs. E. F. & Co,,
14 Poyang Road.
Hankow.
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ook GE EH 3
Messrs. E. F. & Co.
14 Poyang Road
Hankow-
X #

(st address # 15 % L ¥ A f %)
: 24 Shantung Road
Shanghai
Messrs. E. F. & Co.
14 Poyang Road
Hankow

(address £l 22 Mz B®, BIE & FwAE A X)

y (Place of signature)
Messrs, E. F. & Co.
14 Poyang Road
Hankow

L B Z Messrs. — % % # % Monsieur (= 3¢ 3 Mister) 2
% W Messieurs 2 #% 55, 75 1 U\ & ™ — [ 4% (o Messrs, E. F. & Co.)
® {8 2 & Z @ A (Go Messrs. Wang & Lee) %, & 60 % @ 35 4.
RAETRULUEREEARARGBEAANFEBZR TSR A
MBAERABRSE X5 RDTFTUFERELEREA ZBE R P

1. 35 % 8% N W Z B Master.

2. B R R 4T AWM Z B Mister (3 % 4= Mr.) & Esquire
(% %5 = Esq.), # Mr. = % % R A Z # 4 Z §l, 3w Mr. B. B. Chang,
ii Esq. % % % A Z# 4 Z % w B. B. Chang, Esq.

3. WA KRIEZMA&NBZ B Miss,

4 WA BB Z 8 AWM 2B Mistress (W % £ Mrs) =%
Madam.

5. B A A+ % % WM Z B Doctor (8% 5 #= Dr.), % 4% 3
S 6 g A & % o B B. Chang, Esq., M.A. (g Master of Arts 2
# %).
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6. WAAREZANITBRIUBAVBRERRENE Z
# Principal, # n Principal B. B. Chang, Ph.D. (g8 Doctor of
Philosophy), 3 # i 3% & # % A #® 8 %, )l @ Z & Right Rever-
end (% % = Rt. Rev.), # & & 0 @ 2 B His Grace the Lord
Archbishop of & & & .

7. WATHBFAER ZH%E ANB Z B Reverend, fn Rev.
B. B. Chang.

8. HWREE®E'W R i MR 2B Field Marshal, #f % 5
General, gl ¥ & Lieutenant General, # ¥ 4 Brigadier General.

9. WRWE 'Y R L UM 2B Admiral, g & £ Commo-
dore, #% % 45 Captain, 7] 4 % Commander.

10. RAABe2A (4B Duke, &4 Bk A B Duchess;
# B Marquis, & B & A & Marchioness; fa B Earl, s B X A B
Countess; F 4 Viscount, F & % A £ Viscountess; % 45 Baron,
5 B8 % A 4 Baroness), # & B 0 8 His Grace the Duke of . . .,
2 B % A B Her Grace the Duchess of . . . & 4, f 3 3.

1. SRR BRZAGTAERABREL NG EBR 2B
Mr. % Esq.

12. S RABWFZEFABHFEDERLE NERZAE
The Lady.

13, % R % B % & W % M Z 5 The Most Honorable the
Marquis of ... % The Most Honorable the Marchioness of . . . .

14, 3 B 18§ % & 2 M Z 5 The Right Honorable the Earl
of ... % The Right Honorable the Countess of . ...

15 R BB wm 2B The Right Honorable Lord
. % The Right Honorable Lady . . . .

16. % B s B KK X B #® k% W k& #® His Excellency
. (4 % = H. E.).

17 B AR E N = £ The King’s Most Excellent Majesty.

18. M R £/ W M 2 B The Queen’s Most Excellent
Majesty.
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III. # " SALUTATION

BPLONEEABRRZEAZER UG BEDZHRTEE
h, BRPEAAGRIARARBRZE T AR APEZHE P mMBEE
ZHAUHABZHN HBPFER SR BHFRE A FRZ 4
BERAEBPFZHEZERGEAZEAERT R ERZ Lo
EWHARAEBZ2NZELNB P L RBERZHEERILZ
F—#E X4 EERABZHES AN RZELAE AR b2
BT ZEPREMERZESEMNSE L TRY —EREAZ
MAWEWHEZBERXN BB TRzl ARREEIRER
MU ETHZIANMELZEB=MUB PRI BN RS
—TEBTZEPRREE D
(B3 = 47 3R & X
Messrs. E. F. & Co.,
14 Poyang Road,
Hankow.
Gentlemen:

(8% 3% —47 R AR )
Messrs. E. F. & Co.,
14 Poyang Road,
Hankow.
Gentlemen:

EURELRAARS Z7 0B =78 NRTPe 26
BEREAS—-R L, A ABAE—TIEFREBHUWEHE NG
ez BB K, &K RN PR K, B R

(S5 KA B %8 — %T %)

Messrs. E. F. & Co.,

Hankow.
Gentlemen :
(g —47 R EB|E

Messrs. E. F. & Co.,

Hankow.
Gentlemen:



-
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ARZEEREADIEEZAHE— 7,0 B F 2 206 0
R A R ¥ — b E B

Messrs. E. . & Co.,
Gentlemen :

B AE K TR O B W 30k 4 b Bk W7 mg T R R, B
T AR PR 2 b AT, 2 2 IZ R NP R 2 G %
EREZTELEE AP — 7 E R0, BT

Dear Cheng:

0P 52 o BF T 90 B 46 4 S L, 280 2 W 2R — 5 s (colon)
EMJ%&EEﬂ%ﬁ%ﬂﬁiﬁﬁﬁﬁ%ﬁﬁm&&ﬂi
Bz % 3 — & ¥ (dash)ep (—), s = 4 B AW A Z, WA M
—EE A RBFEBLD L ZE S, 6 4 %D (semicolon) g (;)
FENBEEM—EREFALAMNZE

OB R Z % 41, 76 dn addfess b 2 B OA i B, A W B W
%%, B A B AW f 2 B Sir, Dear Sir, My dear Sir, i 7§ i &
W % %, W) wr Captain, Colonel, General % % =% & # 2 & Sir, &
o B R 2 A, M) BE 8 2 B Your Excellency s Governor
Sir 4, i ¥ 2 M i %, W 2 % < B Your Worship s Sir %,
ERE XM 2B Miss, B 1 2 & A < B Madam = Lady %,
wit address o 45 % 2, T A 1 B8 2 address w3 Miss st Madam
s Lady %%, Ml FAa7 2R WP W o &E DB %E 2 EE

1IVv. E% Boby

EXEBEZEERD, E®EZ BT KL 4 HRELLER
95 AF BF AR 3R & & # 2 B 8¢ (paragraph), i — R & B — B,=
B UENABRF A (R BRBSH B R T, D HREZ
CMEEPERZSE DSBS —F2RHERAERPZR—
B SRR RIP Z B, N OB R BTk R R LG
BEMRERB—HREE HTF:



s
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(EXHE—BBERBP 2R —%)
24 Shantung Road
Shanghai, May 1, 1918
Messrs. E. F. & Co.
14 Poyang Road
Hankow
Gentlemen:

In response to your advertisement in the “Times”
Of AhiS ARbe; T DO ... oeimontlerels oS inss sl ans w35 £ AL SRR E SR S S

..............................

ExBp—BEERERRTEZ%& %)
24 Shantung Road
Shanghai, May 1, 1918

Messrs. E. F. & Co.
14 Poyang Road
Hankow
Gentlemen:—In response to your advertisement in the
“Times” of this date, I DG . ooevweeireiieiieeiieieeeieeeeiiaeans

LA — PR — R EZHEXENE L TRES K
* M2 FE — & (underline).

AR—EERTREHREATREENTHEREZE2RZRE
HXEFBO P.S =% 8 =% 8 B postscript Z # %, & &
“E%”ﬁ“m%”%&.

FRIEX A Z MM B2 8 %X X5 M i (punctuation) pf
R ERRSAE—@hRn 2
V. BRZEX ZWHE COMPLIMENTARY CLOSE

REXEZMRECERE—~ERZTERE WRZ ik
L. OEARE -G UAARERZPEAN-ABRRFRZ S, Wk
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REBEZPHNERERE R B ZRNLEAEAAXAFAETZRE
EHEAR LRGSR LWAENAERE XRTZTFT —# BLXRH
s A Z h R, 4 % Bl — 3E B B o
Their retirement from business leaves me Wlthout a situation
at present; hence this application.
Awaiting your decision, I am
Very respectfully yours,

VI. 4 SIGNATURE

ZFALOREEBEEELaCZRA R0 KT 28
EREELHRSELRBIR—B LEBEREZBRETH
—in # H address Z &} 2 &, ¥
Very respectfully yours,
B. B. Chang.

FREEBEERBR—ATMEMANBEAEBRBAGZAZNSE
A A ERT AR R E 6l n:
Yours truly,
L. L. Li,
A.B.Co. (3077 ¥ & ¥ & W
Manager % 4 7 1)

HEE L BEE M2EENBEIT MK NEES A
MMM E W 2, 2B L miEREEE & DR SRS P L
AP B B o

Very respectfully yours,
(Miss) B. B. Chang.

MiEHEBR—BEZHEANLER
Very respectfully yours,
(Mrs.) B. B. Chang.

BEHELIIFAREBUAC2E LN ERLIALE
REBARKRTUGRBANMMABERZS B & FHEM
AR K MR B4 8 os I, B Miss 8k Mrs. % % R A ¥ .
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VII. 3 tZ # K SUPERSCRIPTION

EHEIZEHM OISR L2 RAGUHAGH LERBER
B ER L EZHE N EGHZEBS T ZESR 817
WE—fEmZ Address R, B BELEZHLAT L4, %M
MR ELABIREBEAVGEEZERAN L NES T — H 4,
MEALTFAERABREIMNETFTAFRES BRAGH LA
fa LA EESE S RARGCHAMSIREERALEEA®E
EBREBEZRTRETIAKRGH L AAERER KEHAER
3 Lok A, 255w R ks & f (International Postal Union)
Z R T, AR OBk & 4, fE B o R

If undelivered please ; R

return in 5 (or 10) days to %

24 Shantung Rd., Shanghai 4
<
S

Messrs. E. F. & Co.
14 Poyang Road
Hankow

il — 15 21 3 = & 2 W2 W 15 B R TN

Dr. A. B. Chi,
¢/o R. S. Bro. Co.,
31 Foochow Rd.,
89 Honan Rd." Shanghai.

kX pi# M Dr. A.B.Chi 5 2= # A, i & 15 1% &1 R. 8. Bro.
Co. # %5, ¢/o 5 care of Z #2 %5, % & ¥ % 2 4, 31 Foochow Road
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% R. 8. Bro. Co. Z i #% Z i, i F & & # 2 89 Honan Rd. 1 B
Dr. A, B. Chi Z & #it, % 2 R. S. Bro. Co. % # Dr. Chi Z & #k 5%
F Z sk, B B 2, U k47 4 R OR 5.

i — 15 % A SUAE T B8 AR C &, 45 B R O

K. K. Hwang, Esq.
Chinese Legation

By kindness of Washington
Mr. L, G. Ting

By favor of 7 w8 B 2 -

MEFREREBARAAELNEEWIBEXERGEH
i1 SV e

Mr. P. 8. Liang, Ph.D.,

Chefoo.
Introducing
Mr. Chung S. Ping.

1 — & IR A BEBE R A &, M5 8 i b 2 ik o F M

Rev. T. H. Ling, -
Present.
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il A ABAEENER B A NS EEZHE
W m F st :

Mr. Chang Ping-chin
at Mr. Kai Kwang’s

19 Szechwan Road

Shanghai

i i ShoEE Ao MM R S BT MK M kg W, X
X i F.

!
Ip Tsze Lun, Egq., :

12 Queen’s Road, :
. Hongkong. :
With a Parcel of Books.

il 7§ — 15 2 2R, T 3K 32 F N R A S0 3R WGE K, L
W& & — TR

Mr. Lee Cheong-sung
in his absence to

Mzr. Leong Tsum-ching

Post Office

Foochow




12 SELECTED ENGLISH LETTERS

M —R IS BT EHERER X NERGEH T L
i sk Via ... FE R F.

Via Hongkong

Mzr. Chu Seng-chi
Sineere Co.
Nanking Road
Shanghai

M-l RN EELNEREH T L o
%POI‘ ------ ?&)Eﬁﬁﬂ-}:- .

Per ** Fokien

Mr. Chu Seng-chi
Sincere Co.
Nanking Road
Shanghai

5 25 — 15, 1 a% B 9% % 4R &, WU HE A 15 B W b dm 3k Registered
P8, LR F.

Registered

Mr. Chu Seng-chi
Sincere Co.
Nanking Road
Shanghai
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W% BR %A RMEEr A 2 ERAES N
HOW 2 — R, RS AN % F ‘
l -

His Excellency Wu Ting-fang,
Chinese Republican Envoy
Extraordinary and Minister
Plenipotentiary,
Washington, U. S. A.

—FRXGFERERERETE NIE0TH

His Excellency,
Governor Tang Chi-yao,

Yiinnan.

EAXBFLZIEHSBERLX DTS 2R BMEXHE W 2
HEXFELEBZMANT FWMZIXXBFELZEBHEIERER
B R B R, WA AT, A, I — Bz 3R, 3R ALK,
R pZ—FRAERRRGICE D — B8 Lk R el HXR
ZHEBHEATNRBEEZE R R ZRER

() FE X B ALZEH

BEXBFLZ2FET XN LB =, BH A (Private) S @ M
A 1% 4 (PErsonAL), H & % (PuBLic) 3 @ & M 15 % (OpeN), B
AR EZAR BRELBEEARER FEAR BT RZI0F



14 SELECTED ENGLISH LETTERS

I. PRIVATE (OR PERSONAL) LETTERS

PrivaTE (or PERSONAL) LETTERS # # % B — %, Bt & 5
# (SocrAr LerrErs), H #% % 1% # (Business LETTERS), fi SOCIAL
MBUSINEsS, A B EFFBAR E_-XWERIFIUAARFHDT
Mz wmF

SOCIAL LETTERS

SociaL LETTERS %, BHEW EZE A4 ARG ®HE B A
BEGSAIME REFERREXER L2ELEY B 2, &
# SociAL LrrTirs %, S A B S U BB EBE E 4@ ML S
& Z % & . '

1. R Fammy LETTERS

REvEARXAR I RABEFENETELALAA
BANARBELHERLGEE ~FHEBE YR RSHELE
o5 8 AE 5, 0 R b 7% B o 6T B 55 B R ¥ o o 0T BEE), VL & R OB
AT AR, B DG H WK ZF A KR TR BCE G DR
RME &K Z —8 .

REREE XEE 2 heading, J B A€ % 4= B H, address
B W A

2. R 1§ Lerter oF CONGRATULATION

REXHMURAER ZH S AEARERBA=HF
MM AHABESH SR L MMFAREL BELTEF F
BE ML — 5 b, W A B W Z &L N

Mok FR R 2 R BN R OB, B R R % B %, # heading
» %k FEe A H, address 2 % i & &

3. B 18 Lerrer or CONDOLENCE

BAE XK AUGE A WG MW mBE LD 2R REE KL
BoERAERRBLEZoRMAER P AELEARXT, LR
HEBMRANLEELE 2B ELARROMBEEERT X A RS
FR D
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4. ¥ % 18 Lrrrer oF ‘ADVICE

RARARBKIBKPATBELAME MRESDLEE 2,
MEBEABDETLZE FRLG R AE JIEFBR BENFS
HREEREELLE ZFE X SH NERT LR BRLH]
O O E B B R R R WA B, 7 W 4 0 AR Bk A T d.

5. 4t ® 18 LETTER OF INTRODUCTION

B AE A= M B % B L (social) v o W15 B % b
(business) i 4+ 38 13, 4 B A A& % 45 3 7 social ¥ i %, business
LAE RN

AREMEE A ERAIVARET SR THFIN SNE
EMARFBREGABEPAALATEREZE SRR F X =
i, A SAFME K AL A e E B O, 08 8k 0 W A 18 18 N K

6. R # & LTTER OF APPLICATION

AREREFBAEFRELEZE S L TEMTRAE X4,
WA BYENAVAEHEEMSEARYRE UM
B £ .

JUEE ot FE 15 AL, 2 heading b # 2 R L E R B/ K Z E
1, i address 75 % 47 47 % H.

BUSINESS LETTERS

BARLZGELAIFFL AR BRELOGH RTHB
EBFBURBDATET & 2R 6E R MEX K P EEk mH L
FEBEEEL FOBMEGHAURBERER EXEBSE M
41, 3% 32 Bl u F.

(GENTLEMEN :

Yours of 17th inst. rec’d. In reply would say we have
no record of such transaction. Would ask yon kindly to
repeat the same.

Yr’s resp.
J. JoNEs.
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BEMAMERPHLZBR S ERUZ2FARZ BT

14 WaLL Sr.,
Troy, N. Y.,
Ocr, 18, 1918.

TaE WasHINGTON COMPANY,
BosTtox, MAass,
(GENTLEMEN :

In answer to your letter of Oct. 17, we regret to say that we
have no record of the order for collars you mention and can
only conclude that it miscarried in the mails. If you will
repeat the order we shall be glad to give it our prompt and

careful attention. &

Yours truly,

JosEPH JONES.

WO E B AL bz A B AN Z 8 A
BoT Akl A2 00 R8BS &R 2 %4 & please &
thank you B, Bl L 2R E 28 A M T8 § 8%
EZeN4ARBMYD FoEMbBRZ,BELEZABERTE LH
1 % K I M b

GENTLEMEN :
On the 25th you say “ copy mailed to-day.” That copy did

not reach me, Mail another.

Yours truly,
J. BLANK.

It is the November issue that is wanted.



