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CHAPTER ONE
THE FUNCTION OF
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CHAPTER TWO
THE FORM OF ENGLISH LETTER
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1Z g% (Letterhead)

5135 (Ref. No.)
2| # (Date)

4 A pk (Inside Address)

#r »t (Salutation)

#r 2  (Caption, or Subject)

£ % (Body of the Letter)

sk B, 5 £+& (Complimentary Close)

% & (Signature)

4 & F & F& (Initials)
Kt # (Enclosure)

& % P. S. (Postscript)




