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The new volume on English letter writing has many distinct
advantages over other books of the same kind. In the first place,
it covers, within the space of something more than two hundred
pages, the various fields of social and business correspondence quite
completely. In the second place, it explains in simple and clear
Chinese the methods and technicalitiecs of English letter writing,
making it accessible to beginners in English. The difficult words
and phrases in the specimens are also explained in Chinese. And
in the last place, the specimens are well selected, and are all of
practical value.

These features make the book suitable for use either of students
of junior middle schools and vocational schools or of persons learn-
ing to write English letters by themselves.
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PREFACE

This book is desigred to help readers in the better
understanding of the usage and proprieties of social,
official, and business correspondence. 1t is, therefore,
made to cover a wide range of subjects, all of which have
been treated with explicitness.

The author flatters himself that this book is a real
compendium of practical information on letter writing, in
that it furnishes such a number and variety of forms
and expressions upon each subject, which, by a few
simple modifications, may be adapted to suit almost any
case. In addition, the explanatory footnotes in Chinese
introduced whenever they seemed called for, forms
another feature that makes it more complete.

Much pains have been taken to render the state-
ments and directions of the present volume accurate,
that it might be a trustworthy guide. For this purpose
a large number of the best authorities on the particular
subjects, as well as many other books of reference, have
been consulted.

With these explanations the author presents his
work to the public, and hopes that it will prove of great
help to those who desire to study the art of English
letter writing.



GENERAL DIRECTIONS

The various parts of a letter are:

1. The Heading 3. The Body of the Letter
2. The Address 4. The Complimentary Closing
and, Signature

1. Tue HEeADING

The heading of a letter should give the place and date
of writing.

[Form 1]

SaANGHAT, October 25, 19_.,

[Form 2]

T. WiLLIAM. B. JomnN.
WiLLiam & JoHN,

BOOKSELLERS & STATIONERS,

| (21— Roap,
SHANGHAT,..c.c.uu.... 19
[Form 3]
) [ TEp—— Roap, TIENTSIN,

June 6, 19,
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[Form 4]

P. O. Box 357,
SHANGHAT, August 2, 19— .

[Form 5]

HEeLEN TERRACE,

SHaNcHAI, Sept. 1, 19— .

2. TaE ADDRESS

The address of a letter consists of the name and title oi

the person on the firm to whom it is written.

[Form 1]
DeAR LeE:

[Form 2]
Dear MR. LEE:

[Form 3]

My pEAR MR. LEE:
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[Form 4]
MEessrs. ANDERSON & BrowN,
| s Jpm— s Roap,
SHANGHAT.

[Form 5]
Mgr..G. T. BrowN,
20.cciiiiinnnn Roap,
SHANGHAIT,
Dear MRr. BrowNn :
[Form 6]

Mr. G. H. Brown:
COUNSELOR AND ATTORNEY AT LAw,
420 ssamosises RoAD, SHANGHAL
DEAR SIR :

3. THE BoDpY OF THE LETTER

The body of a letter is the written message, or what we
have to say.

[Form]
Mr. C. B. CHEN,
45..0cuiennne. Roap
DEAR SIR :

In reply to your letter of the 10th instant, I
regret to say that ......... .
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4. Tue CoMPLIMENTARY CLOSING

The complimentary closing is a courteous expression of
good faith, respect, or affection, which is added to the end
of a letter. The writer should keep it in conformity with the
style of letter he has written, and with his relations to

the person addressed.

[Form 1]

Yours truly,
M. N. Si+o0.

[Form 2]

Yours very truly,
WirLiam & Hopg.

[Form 3]

Hoping to hear from you soon, I remain
Respectfully yours,
S. T. Pexa.

THE SUPERSCRIPTION

The superscription, or the address of the envelope, must
be written fully and distinetly, so as not to hinder, in any

way, the speedy delivery of the letter.
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[Form 1]
' Stamp
-
Mr.S.T. Wu
125 BurgIiLL Roap
SHANGHAT
[Form 2]
Stamp

S. T. Wu, Esq., B. A.

PRINCIPAL OF THE......... ScroorL

SHANGHAI
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[ForM 3]

Stamp

Messrs. X Y & Co.

NEw York CiTy
U.S. A.
P. O. Box 125

[Torm 4]

From P. R. L1
465, Roap Stamp

Mr.S.T. Wu




DIAGRAM OF THE PARTS OF A LETTER

Heading

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

Address

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

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

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

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