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E R TR L BV &EAN 2T BFT (Busi-
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I3 F AR AN EE X

EREEED, AEMNENSIE KRB XBE RS
THEEM, WA T 2B asE. RINKEE
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FH—F Bi5(Letters)

BERATVHEEREGRNE, MHETH. SHER, W
HEM TR, RIEFT, THEMEEPEREESRFE.
EARMBEZSREFERENAX, RXHEUREES
B AN SOE .

BENERE: SRR, B5EFE, RAERH, &%
FLEA.
B BERHE RN |
1. RiEANIEMEE B, BMEL (Heading);

2K fEAMEZM N, B{F A, (Inside
Address);

3. X E ABFRE (Salutation);

4. fEH1F 3 (Body of the Letter);

5.2 RHIE (Closing or Complimentary Close);

6. &4 (Signature).

A, BHER, BEME (Postscript) MEH (En

closure).
s R AR HEER H

R EKMA LA, BT PREREL BSHAER
ARGt A Y, UEREADERFREEEMLE, fAREK
B, lfEAEERERA. X—BArHRIFEX
(Heading).
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—. BEKH:

1. frE 3k, XmHFX (Block Form), BMELEK
TR NFRLETHF. XMEAEIHER.

2. TR, XWi$FR, (Indented Form), BJM
BN BE_ITRETE-NFEMNAEHBAFENES.
X BREAKE. -

=, RRfgs:

1. #HEABRAE (Close punctuation): f5kETiEH
E2S, BRE—1THELAS. XFHTEENEM.

2. FFAAEAE (Open punctuation) : 15 kEI7/54
AR S. XA SR,

=. iUt HSEF: '

/BRI ENHES, FAThBES. H4.
54, FEAMMES. NERE. MRFHES
%, BEFE=/TELEHAL. BE—TEREHH.

M. ¥ERBHE=FMFF:

DL 1988 4E 9 A 17 HAH, AIGRK:

Sept. 17, 1988
g%, Sept. 17th, 1988
5% 17th Sept ., 1988

HE M 9/ 17/ 88 B 1988.9.17. A # Bk May.
June, July AREHBEERS, HAAGHITBHEEER,
HEHEEMESHE K.

B, Ht®EIR:

1. MNESBAEAZRARARSFS: RE—-TEN
MAME (MHX), BZRNAES, HBZRERAHE
5, HA HAFEH ZBRIERHES.
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2. HEMB T BETUHAANEEENX, KBRHA
B W45 A. I St(Street), Rd.(Road), FL (Floor),
CA. (California) , N.Y. (New York), U.S.A. (United
States of America).

3. UERAAERIRMATR, BE%E, EfTEM4E
EEntial, an: ‘
(The) English Department
(The) People’s Republic of China
[ﬂﬁl MR (N TFEEAaLA. Tﬁ)
e (HEAERE):
190 Phoenix Road,
Atlanta, Georgia,
US.A.
Jan.15,1989.
frafEst T RE):
190 Phoenix Road
~Atlanta, Georgia: -
U.S.A.
Jan.15,1989
frasrksl (HBARAGRAE):
190 - Phoenix - Road,
Atlanta, Georgia, --
U.S.A.
Jan. 15, 1989.
fraFrkadl (Pt aE):
190 Phoenix Road
Atlanta, Georgia



USA.
Jan. 15, 1989
¥ EEFREMNERZ KRB 190 5, 1989
E3LH 15H.
(i1 SHXBEEENEL
P.O.Box No.104
London, England
July 20,1985
B W ZRE 104 SHREEME, 19854F7 20 H
¥ 1. P.O.Box = Post Office Box.
2. No.( = number) FIHAATE,
(R=) FRBemiBaIfEk
15 Lawton St.
San Francisco,
California 94122.
U.S.A.
B3 REMAER T BRE AT 94122
H&EWWHEHE 155
(M) AEHSMIRSHBIEX
- Department of Chinese,
Beijing Languages Institute,
Beijing, China.
June 12,1986.
3 PEAYE AFEBESTEEPIXER 1986 4 6 A
12 H.
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—. BRI R EA SR AR ER.

Mr. Bill Howard, 214 Duke St., Duke St., 214,
214 Duke St., Perth, 14th May, 1986,
Perth, Western Australia.  Perth,
Western Australia. 14th May, 1986 Western Australia.
=, mERBEARMFEREE—TEROAN, FRNIZEB

—REVE N R A5 AR HHE H 332 |

19 High La_ne, ' 19 High Lane,

New ton, : Newton,

Middlesex. Middlesex.

10th September, 1986 England.
10th September, 1986

. BUTREASML R ERHAOBERE k.
1 Cahfomla / Woodside / 21st Feb., 1988/ U.S.A./ |

21 Brooke St.
2. New York /504 West 94th St/ N.Y./ 24th June,

1986 /US.A.
. $BUF ﬂif“)\aemm F 3% R 4 TE BRAO S

:T:QEHHE
rE A RN HIIIN X E 20 €, 1988 4F 4 E 3

H.
B WS ARSI

EERGEHP, £F—HAEELENE LEEANES
Fpht (fEP sk Inside Address).



BN S TEENZEM, WELW B BER—-51T,

ERRALR B ER RS S RBAE L, ™
HESFELAXNY FRR-. B HELA¥FNRX, WE
A& Fohbh 35 5K,

FENHILREE N =1, F—TTEELRBM, B2, =
15k, MU BEAMEEFMSEL—#. TEHTRE
AHEE,

—. HHIARKBM%, A MrmbEsa.

ifi: Mr. John Smith

Mr. Robert B. Cleland

WHEER LG “Esq.” (Esquire) W45 1. Esq.2
HIATIE S, WwalAm.

i: Henry Barker, Esq. (¥l - Byseh)

John Smith Esq. (9% - BEHELE)

=L SHARKBYE, A SRERBRRE M. (I
INE]), FARHEH,

i ‘Doctor John Smith

Professor Joyce Gwillian : ' ‘

=, HARMBHE. BEIWEH (ELEL)
* TAHMEL%%,Eimtlﬁﬁm,ﬁﬁ+ﬁE

ﬁﬂ: Mr. John Smith, Manager

Camera Shop .
MN: Mr. Howard Thornton , President
Chamder of Commerce
PO, XAz S ATR Messts. (Mr. IR %0
: Messrs. Thomas Wood and John Smith
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. H5HEARMHBEZAA, TEHEBRSFERAENE.
41:  The Manager
Oriented Bank
N BHERELH, B Miss FFESEARA.
4n: Miss Michile Browne
L. EREBLE, B Mrs., B5HRKEE., i
BiI# Miss Michile Browne, B % John Smith 5, B2
N
Mrs. Smith
8 Mrs. Michile Smith
N WMRRALAEREERR, WH Ms. (mizlZ+)
2 Madam, BEEERARNHESHEE.
in: Ms. Michile Browne |
fu. BEREEEFERERMEMH D, FRtbte] 2384
3
+. MRESBA, WEITHRAMER
40: The National Advertising Company
381 Forth Avenue
Cleveland, Ohio

3

—. TEH T IS A k2 Ak A 45 R
Mr. John Prof. Robert Silver
17 High Street  Boston
Manchester Massachusetts Institute of Technology
U.S.A.
oo R LU E ARG i A ol 3% IE B R 5 ok
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1. Paris / B7 Maple Street / France / Chairman /
Production Engineering Association
2. New York / The World Bookstore / N.Y. / 133
High Street / Mr. Davis Noble / U.S.A.
=. FIEHKEAS N T EE AL
e fE A Horrace J. Moveland, RBHIH B4, F4£
% EH # Connecticut # B Hartford, # & £ Kirkland
Road, [EEEE 375,

=% &K

PR (Salutation), &5 {5 AXT{E A 77 B8 8 B 1% J2&
FIBE.

RN GENEMZAEEER, WENBIEE—-1T, 17
BS5ERIEAE—ITITE LT, RTEEEM, WER
ASWEANXENE, HEAMHES(), HAHES().

—. BTARENBEMLFEMH:

#: Sir(s), Dear Sir(s), My dear sir(s), Gentlemen
Gentlemen {4 A Dear, WA AKX (Gentleman)

Z. BTABEN LML FEH:

. Madam (X % Mesdames), 4 5 ¥ & (Mmes.),
dear Madam (Mmes), My dear Madam ( Mmes) ,
Ladies.

=. BT AR SBH:

fn: Dear Mr. John Smith 5 Dear Mr. Smith (i), {H
AREE Dear Mr. John ().

. AT AR RE L E:
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i1: Dear Miss Michile Browne, ¥ Dear Miss Browne
(), 1BAREEE Dear Miss Michile ().

. AFARNEBRH:

{: Miss Michile Browne %%5 Mr. John Smith J5, I
Xt H ZE 0] FR Dear Mrs. Smith (3L XA #) 8% Dear Mrs.
Michile Smith (FE#ZFLREE),

A TR RS

: Dear Ms. Marry Arnott (& A#tE2)

t. T EERBAHR:

Dear Father, Dear Uncle Tom,

Dear Grandfather, Dear Aunt Alice,

Dear Mother, Dear Uncle

Dear Aunt, Dear Dad, Dear Mum.

A, WFTEFE, ERRA, THEKFHE:

i: Dear Ted, My dear Mary, Dear Bob.

A TFINRKE ik, TR A, DA
Mr., Mrs. .2 Miss,

- 3. Dear Prof. Schulte (&)
Dear Dr. Ellen Butler (EFA)
% 3]
B 1T 3 E E AR
1. Bill Conrod, ##%;

2. Bob, REBHIA;

3. Rosemary Arnott, KL k;

4 Rosemary Arnott, B4} Bill Conrod J&;
5. AR NIRE T, ARHEBE;



6. REIREZEF 77
7. James Allen, REYBAK;

8. RIIHEE;

9. XAFIES,;
10. FEEE;

11. fREBITEHE,
12. REGHEE,

B OE X

{E8IEX (Body of the letter) & HEM K, F
XELERFTE, BEN— Z4fF. E—1FHENRHMH
HAEEP=AFE, EXTHE, BRIEFHF. #
FEREASFXAEN, IERBITHET I, EX
MEWRBRKE: 515, POHLIHER. 515 —RBRBW
BTHE, FARKBE, BATHAHEARSE. PLOHEL
REXHNIEEAR, EBBTHEOTZE. FRERRH
2, ESEEE.

My FEN—LEANFLA:

I was glad to hear your good news.

Forgive me for not writing sooner.

I have not heard from you for over a month now.
It was very kind of you to reply so quickly.

What a surprise to get a letter from you at last.
Thank you for sending me your catalogue.

I am sorry to hear that you have not been well.
What a helpful surprise to hear from you :: last.
0__

=5 XN AR



