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Introduction

—. B EHNH=IBN

—REWR, HLEHR=1REEH:

F—1TEH, LRSHEY, A EAREA—RITHAER
R —HBENEAEFREA. B, TEHH—BEGFL
HHRAERLE G

1 will be staying at the Clinton Hotel during the week of Jan-

vary 7.

We shipped 300 000 barrels of crude oil via the Erie Railroad on

August 8. The shipment should arrive in Jersey City by the

24th.

I am happy to tell you that Regent Magazine has decided to buy

your article at the price we asked.

BB, BibWEABEY 4, TR BLEHTERES
FEIXHAIE:

Since I am very much interested in exploring some of the ideas

we discussed recently, please call me at 787 — 6852 and we can

arrange a meeting.

If the shipment does not arrive by the 24th, send me a wire,

and I will look into the problem.

Please sign the three copies of the contract and return them to

me at the above address.

F=1EM, EHLEGFERABR+OUHE, AWM FET
FEiR, Hk, FRNAEXRENETF:

Thank you for filling in and returning Form 308 so promptly.

1 appreciate your efforts on behalf of Mr. Sears.

Please send the information to the following people.

. 3 .



AT TFRERKEAMBREARGGE) FENLAF =4
.

. SRBEGHERE

KEBEHLARYEN—BESEFEA, —_EFACHES
BIEE, TEXEEHMBRAFMT T —H T ER., M¥TFFE
ARFKE, BEATHEENRARRKS. BREEMAARKALL
FHEBREERLE T RGN E CHBENTBAMNEFLEDN
FHRADFENEFL, BEARBRARBRANEERUR
RTHEMER, MERAMHET T AREFHEDR.

HS&EFRAARBAXM TV ELTHRARBEGRSTF -4
FEIR, BEEIX-—SHWEGKZSESETHAEANEY, Bty
RSN H—Fi, XENEHFLEEFRIEENHF R $
— R AFIHEN RN BRRERFMNES EZ, EFY
EFL ERE R, W, AREFELAED TEXHME
%7
Mrs. Ruth Klein
Manager
Adjustments Department
Connelly’s Department Store
Boston, Massachusetts 02184
Dear Mrs. Klein,

I am writing to you about an extremely insulting letter which [
just received from one of your employees, Mr. James Weed. I'm an
adult and [ expect not to be so treated. Mr. Weed, however, seems
to think I deserve a slap on the wrist because I thought your store
should pay for repairs on a watch that I dropped. Mr. Weed may be
right about the guarantee not covering breakage, but he doesn’t have

. 4 -



to be so snide about it.

You may be interested to know that I am taking the watch to a
reputable jeweler to have it repaired at my own expense. I am also
taking my business, which is considerable, to Allen’s Department
Store in the future.

Sincerely,

Mrs. Anne Tumer
BE, FEREFE LFAWEI W TAEG?

June 10

Mrs. Ruth Klein
Manager
Adjustments Department
Connelly’s Department Store
Boston, Massachusetts 02184
Dear Mrs. Klein,

This letter is to authorize you to make the necessary repairs on
my watch and to charge the expense to my account.

Also, 1 would like to say that I have never been turned down in
such a nice way as Mr. James Weed did. I had originally asked your
store to pay for the repairs.under the guarantee. But Mr. Weed ex-
plained that the guarantee did not cover breakage. His letter was so
courteous and cléar that I could not help but accept defeat gracious-
ly.

In this day and age, when one is constantly bombarded by
words written by apparent robots, Mr. Weed's letter came as a wel-
come relief.

Sincerely,

Mrs. Anne Tumer



= AR AL R

SRUHLEGENREUTHE AN GE . FRE. B4,
HILR AR,

BNF-WEITR—TXLESE. HTEREW, B
BERY, WEALTEEEREGRREINAE, BETEH
B
Dear Mr. Apdecker,

Contingent upon approval of those concerned, the remuneration
of an individual partner for profit-sharing purposes will be deemed to
be such proportion of the total available remuneration of all partners
as the proportion of each partner's capital investment.

BIE, W 5 —H1{E
Dear Mr. Apdecker,

If all three partners so agree, each partner will share in the
profits in proportion to her or his initial capital investment. For in-
stance, if Partner A invests $ 10 000 and Partners B and C invest
$ 5 000 each, Partner A will receive one half the profit-while Part-
ners B and C will receive one-quarter of the profit each.

EEMPFEREILESN TR EM . &R, REHA
BEMHEEREEEPRD, R, MR —HERFFET T
H, ER BB AILE,

ERARH P, HEANTEEETRHMNR, BNFER
FEE A B HAT B IR IBE B SHERE ARSHFICRERT
BHEE, EXHARAEFRENTER. FEHNE KERE
SHIECERREFERINAE, XA RHAMREEEL,

A 4] F It is hoped that word from Mr. Lewis in connec-
tion with the completion of the project will be received by us at an
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early date. (25 T E17])

{1581 6]F : We hope to hear soon from Mr Lewis about com-
pleting the project. (12 P87, /4 13 M EiH)

AL ERAG]FRY L, MR REBIMEPREIFS RN LE
HHEF A EREGHABRE LS HBXE, TUTRESFA
o

BEYZERE, ARY M GEENFEONEXTLOPEH
o TRETHRENREEH 4, MRETELTREHREEMNRE,
W, REE—HE M, BERHEFAREIGE, HTHRRLEH
FR, FEEERAMTHEANR, FNEXEERTHR. R
B XS RESIFRAAG? KER, b EB&E
HHBRBINEE, TARRERERDY, Hib, mR R HXH
F¥ % : “Upon receiving your letter I went to the company library and
also looked in our credit files. .."” BBARFT KR T

WEANESHN RS HEIANHEIRZ — B 6 FHRER B,
EUHEMIET . XFIEWAY TR W IF 100 £/ ANZE 0 LB
%, WETHAMT, KRN 1884 £ IR H XML FHEF+
RN, R—EIAKRBEANEL—UEFE AN N,

New York, May 1st, 1885
No. 50 Front St.
MESSRS. POPHAM, MAYO & CO.
No. 55 Beaver St., New York
GENTLEMEN:

I beg to inform you that I have this day opened an office at the
above number for transaction of business as broker in fruits and
spices.

The knowledge and experience gained in 15 years, while in the
employ of Messrs. Stark Bros. & Co., enables me to give you every

.7 .



assurance, while soliciting your countenance and support, that all
orders entrusted to me for execution will receive my rost careful at-
tention.
Referring to Messrs. S. B. & Co., my late employers, as
above, and Messrs. Dows, Cattlin & Co., of Front St.,
I remain, respectfully.

Your obedient servant,

ERLE SR AMBRIEAN RERE, HEMI beg to inform
you” 1“in the employ of’, ¥4 AERBHAT . REmMY, A4l
PERPFER FREHREFTAMRSAREFTFHHAEFZH L
BlP, P, RNBBE-T . HLEGHEER EHEORE
i ERBHEEL L,

HLEGHEANEER MEAEEEF L. X FTHFILRAN
X R ILLE {8 FH 3% 20 “ please” F1* thank you” Z KAy FR L—RE
ENERPLEYRE—IRAERETFENTARBETEHE
&, B, Bil“We will try to have your toaster repaired by August
6, T AN ZE . “We cannot have your toaster repaired until August
6"ENEEMR, FILREANMTHEE, WMREMNMNFER
W%, BB, VR 15 58 AT A ST Bk 5

BE, RINTBEWHNYERARL. AEP, EZiLABRKERREA
AZRBEZR, MTAREMTHEMER. X454 S, ATFLH.
HLARIRBREE K, I AT AR A BRI, X 7 H R s AL AR R
BETIERNEE, X — AR BBFNEE, FU SENEES
AT Y BN ERFTEREE FEEREFRMYARE
o

B ER B ATS, B HEAI ML E 425 R & FFIE,



Unit 1

Writing Concise Sentences

HEERMALT, REN S FREARISHERRERTE

MER. EX—RE, BITHEIRTIHLEHF - LATHE
F—TRA FHRNARBR—F BB EREN ST,

g7

— S RNPFFER
B fE R —SETTRR BN XZERRBE KM, B T EHH 6

1. Please be advised that your payment arrived on June 13. (10
i)
XA ) F F “Please be advised that” RiIEH B EMNHNAET

F Yes 3% No tRBARAYIE TR, MEEE No, BABF HIFKWAH

RENFF.

ZE# :Noo

Your payment.arrived on June 13. (6 81, 4~ 4 ~).

HE,

We received your payment on June 13. (7 848, 4~ 3 1)

2.1 wish to tell you that our meeting for April 10 has been
postponed to April 16. (17 4~ #i7)

ERRERFHRAEMIRT, ¥R T MERAEERE.

B B --wishtotel-youthat our meeting for April 10 has been

postponed to April 16. (11 i, 4 6 1)

3ETHAFRELENEEN X,

A. Qur accountant is making a study along the lines of product

« g .



