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(ABC of English Letter Writing)

C (Basic Requirements for

English Letters)
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1.

Letter Writing)

(5) )
(instant inst. ), (ultimo  ulto.), (proximo
prox. ) . , Thank you for your letter of June 15 . ..
( 6 15  eesees ). , ,
, . acknowledge receipt of a
favour ... ( )6
(6)
’ o : 1) 10 5
, 24 3 . 10 , 17 R
28 , 21 o N o
C

(Format for English

(Envelope Format)
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Anna Li

25, Haidian Street
Haidian District
Beijing 100080
P.R. CHINA

Mr. Jack Smith
1220 Bake Avenue
Florida, CA34205

U.S. A

2. (Text Format)

Do
°

——Heading
——Inside Address

Salutation

Body of the Letter

Complimentary Close

©e 60006

Signature
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Postscript

@
—Enclosure

1.
@
Heading
@
Inside Address
©)
Salutation
@
Body of the Letter
©®
Complimentary Close
©
Signature
@
Postscript
2.
@ Date
® Salutation
@
Body of the Letter
®

Complimentary Close

® Signature
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D (The Heading) ;
, o (
. ), . )
) ( ) )
C o o ) )
, o , , June 10,
1998, o ,
76 Brooklyn Avenue 9
New York 9, N.Y.. U.S. A 76
March 31, 2002 2002 3 31

Nanjing University,

22 Hankou Road, 22
Nanjing, China,
March 31, 2002 2002 3 31
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