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Social Letters Family
Letters Business Letters
Professional Letters Official Letters
Public Letters
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Heading
Inside Address

N

Salutation
Body of Letter
Complimentary Close
Signature
Enclosure
Postscript
Superscription
1 6 7 8

O© 00 NO O b W

“ 27th Feb. 1982” “ Feb 25
1982" st nd th
May June July

8 5 82 May8 1982
Au gust 5 1982



Indented

A

Gloucester House

615 Grand Street
London  United Kingdom
May 15 1982.

615
1982 5 15
Y

Chinese Association for
friendship with foreign
Countries

Taijichang

Beijng China.

Jan. 20 1982

1982 1 20

(DMr.  Mister
(2)Messrs.
Gentlemen.
Mistress
Mesdames

(3)Mrs.
(4)Mmes.
(5)Miss
(6)Misses Miss

Messieurs

form Block form
Gloucester House
615 Grand Street
London  United Kingdom
May 15 1982.
B

Chinese Asscoiation for
Friendship with Foreign
Countries
Taijichang
Beijing China.
Jan. 20 1982

Title)

Mr.

Mrs.



(7) Ms.

(8) Dr. Doctor

(9)Prof. Professor
10 Hon. Honourable

(11)Pres. President

(12)Rev. Reverend

(13)Father

A

Shanghai Institution of Biochemistry

Institute
of Biochemistry
20Hunan Road
Sanghai China.

20

B

Mr.Wang Yingshan

Zhen Hua Co.

Jie Fang Road

Changsha Hunan China.

@

Mr. Johnd Wiley
Company

246 Broadway

Oklahoma City5 Okla.

2

The Traffic Manager

Benton Bolt Company

344Rue Road

Chicago 39 1l

€)

PeterJ Rowe Hat Co.

MS.

Shanghai

20Hunan Road
Sanghai China

Mr. Wang Yingshan
Zhen Hua Co.
Jie Fang Road
Changsha Hunan China.

5 AjaxOil
246
.
39
344
33



Lafayette street 33
Tampico Fla. - J

Junior Miss StyleCo. 16

444  seventh Avenue 444
New York 16 N. Y.

Attention of the

Advertising Manager

Attention of Mr. John K. Jones
. K
“ Attention of”

“ Attention” “ Attention”
“ ALt
O
X ox " X ox " X ox "

Sir Dearsir My dear Sir Dear sir

Dear Sirs Centlemen Gentlemen Dear

Madam Dear Madam My dear Madam
Mesdames My dear Mesdames.
DearMr. —

Dear Madam

Dear Sir

Dear Sirs

My dear Madam

My dear sir

Gentlemen

Dear Mr. Bronson
My dear Mrs. Green

“ My dear Sir” “ dera”
“ Dear Madam”
“ Dear
Bill” “ Dear Sal 1y~
“ Dear Sirs”
“ Gentlemen”

“ Sir” “ Sirs”



* Dear”
“ Mesdames”

Dear Readere
Dear Newsda;err
Dear CustOmer

“ dear Mrs. Smith”
Mr . Mrs. Miss Ms.

Dear Bertha 2 My dear Bertha

Dearest Bertha 4 My dearest Bertha

My dearest 6 Darling Bertha

My Darling 8 My very own darling
M. D. Ph. D M. A.

B. S. L. D. M. D.

Medicine DoctOr Dr. Dr. william NeW

Willam New M. D.

Cashier Secretary Agent

~N 01 W

Mr. Charles Cashier.
Honourable Reverend
“ The” “ The Reverend JohnJones.”
Ambassador “ His Excelency”
Minister or Chargee d° Affaires “ Sir”
“ My dear Mr. Ambassador” “ My dear Mr. Minister”
My dear Mr. Charege d°  Affaires.
O

@

indented form Blockform Modified Block
form hangingform reversed indentation

4 6
A Indented Form B Block Form



C Modified Block Form D Hanging Form

Dou ble
spacing
©))
@D @ G
®3)

I shall be obliged if you will make i1t convenient to call at

thisOffice on Wednesday 4th at 11 a.m.. 4
11

There’ s something I’ d like to see you about. Please come to my

office on Wednesday 4th at 11 o' clock.
4 11

I shall be glad i1f you could call at this office on Wednesday 4th

at 1la. m when we may talk over our new production plan.
4 11

“ 1 am instrncted to inform you about this.”
“ I am receiving an in strution to import th inorm  tionout
thistoyou .” “ § “ As soon as possible”
“ At earliest prac ticableperiod.”

4)



I have the honour Of informing you that

We take this opportunity to inform you that

With great delight I learn that

As 1 have not heard you for long 1 feel anxious.

How are you getting along during this hot weather

I can at last sit down to write to you and beg you will excusemy
apparent neglect

Many thanks for your last kind lettert.

0O

“ yours truly”

Yours very truly

Very truly yours

Yours respectfully

Yours very respectfully
Very respectfully vyours
Sinccrely yours

Yours sincerely
Sincerely

Faithfully vyours

Very faithfully vyours
Yours faithfully
Cordially yours

Very cordially yours
Youre cordially

yours cordially”

respecifully”

(@) Faithfully yours

“ yours

Cordially



yours
@
Yours sincerely
Yours cordially
Yours gratefully
Yours affectionately
€))
Yours sincerely
Yours respectfully
“ yours”

113 x x ” 113 x x ” 113 x x
“ 1 am” “ 1 remain”
I have honour to remain Sir

Yours obedient Servant

with best wishes

All the best

With kind regards
with kindest regards
with all good wishes
All good wishes

Best regards

Awaiting to hear from you at your earliest convenience

Asking your consideration of the matter and thanking you for the
Confidence which you have shown us.

Any other particulars required 1 shall be pleased to
give you.

We hope that the finished word will prove in every way satisfac
tory to you.



We shall have the pleasure of welcoming your visiting soon.
Won’ t you let us hear from you promptly

Your early reply will be appreciated.

O Signature
Signatuse
G.Smith George
smith G. B. smith. Mr. Prof
Dr. Miss Mrs.

Ms.

Yours sincerely
signed
Ms. Gina Smith
Professor Of physics.
“ Alice but ter”“ Ruth

Chen”
Miss RuthChen
“ By
Hall Holtz Co.Ltd.
Signed
By Alfred zhang
Cashier

Yours trully
Alfred Johnson

Yours truly
Alfred Johnson Office Manager
South Philadelphia Hat Company



Yours truly
THE MASON

By—

JONES COMPANY

JP Th hh
Anne Jackson
Hamet Howe

1] For ”

Pl1IXx uration
P P

Signe

Janles Allen

asagent for
Windmere Barlk

Enclosure Catalogue
Encl Doctor’ s certificate
Enc. Invoices4

Enclosure Order form NO. 420.

Encl Name list of Sintists.
Enc (3) 3

C.C
m

P.S.

420

Carbon copy

11y
Johil m
Thon’ as Foster

TF HH

hN Enc

P.S

Per



Heading
Date
Title Name
The Name OF Unit
Inside Address
RE
Salutation
Body of Letter
Complimentary close
Signature
Special data
B
Heading
Date

Title Name
The Name of Unit
Inside Address

RE
Salutation
Body of Letter

Special data

Complimentary close
Signature

236Grange Street
London E.8
August24 1982.



Mr willian Jones
66 Cambridge street
London W.27.
My dear William
I have leamed from Mrs. White that you were graduated withhigh
honours from your school yesterday | can well imagine howProud
of your parents are now as they have been anxiously hoping towitness
your brilliant success. As I understand youwill continueyour studies
in higher institute soon |1 can see even greater successnow lying
before you. Please let me know if you can have time nextSunday and dine
with me at the Chinese Restaurant.
With best wishes

Yours sincerely

Signed
David Mack.
Eucl. 1 photograph.
8
236
27
66
1982 8 24
B
66 Cambridge Street
London W- 27

August 28 1982.Mr. David Mack
236 Grange Street
London E.8.
Dear David
I am very much obliged to you for your cordial congratulations.
Ican tell you never for one moment expected to come out as high as
Idid The papers were very hard and I felt very nervous about the re
sult. I will come and dine with you on Sunday and thank you person



ally for your good

236

Mauerback Street
Vlenna

AUSTRIA
Registered

Personal

From liu yingfong

wishes.

Best regards

All my love

Signed

William Jones.
P.S. My younger brother will come to see you on Sunday as well.

A Hotel Schlosslandon Stamp
43

Mr.George B.Shelbyy

The Transco Company

45 Fifth Avenue

New York N.Y.10012
U.S.A.

27
66

1982. 8. 28.



99 Tai Shan Road
West District
Beijing China

Airmail
Dr.W_H.Jones
English Language Institute
University of Pittsburgh
Pittsburgh,PA.15213
U.S.A.
@
Esquire Mr.
Dr. Prof. Mr
Esq
2 Mrs. Miss. Dr. Prof.
Mrs. Miss.
“ Jr.” Junior
“ Sr.” Senior
Mr._Esq.
Mr.John Evans Jr.
John Evans,Jr.,Esq.
3
Post code Zip code
4) U.S.A. The United States of America U.S.S.R

The Union of Soviet socialist Republic

®)

Registered Mail
Double—Registered
By Air Mail

Via Alr Mail Registered
Immediate Urgent
Express

Rush

Ordinary Mail
Confidential
Secret

ToP Secret
Personal

Private

Printed Matter
Book Post
Manuscripts



Mr.

of

Photographs:Please Do
Not bend

Please 11Tt here to inspectcontent

Via Hong Kong.Via by way of
IT not delivered,please return to
IT not delivered within tendays please return to “

()
Introducing Mr.A. RecommendingMr.A., To introduce
A.

By Politeness of.
Prof J F.Price

by Politeness of Mr.James Allen.

Favored by Mr.A.
Kindly favored by Mr.A.
Kindness of Mr.A.
Courtesy of Mr.A.
Per favour of,by

Please Forward.
Pease Forward
Mr. Wlliam Wood
C 0 Care
Mr.and Mrs.W.H.Jones
C 0O Dr. George Shelby 10012
81 Fifth street 81
New york N.Y. 10012 .
U.S.A. W- H-

“ To Await Arrival.”

O

21 5 x 28
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