w:w:mmw Qoﬁmmwozmgom@wﬁn@ m_wm.m

moR B OB
SBE LA DI (STUDY ON LETTER-COMPOSITION)

(~) FE F@m@&m Ano:\%mﬂmgm m:2m< of Expressions)

(D »@%\ﬁ@ Business no:mmvo:nm:nm
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R REIH GIESNES'S
T @ Phonetic Movement id\ EHHO LEHBFC EXOFRELBL Lo 2223 ET2TLRABDELD
o
C(EEREARTER) TECHIAULRSHERaNSD ¢ &1E, Business Corresponderce ¥ BFETHA T 256
THOT, AP EROEMBECHRC O MEE + METIHEYBER T2 L, HERBOMIC—~Ho
PSR O T2 v BB THOTH D0 RLAB LRI b Phonetics OZ & ICDOWTE~RZZBY v EER
&z % bEnglish Speaking People Tia iz \ HEERBARATH 22 2 PTENTRESNOTH S, Tl
DN T/MEBEE OERABERT . KoM KOFEBICRTER L TE Do (RN
TR ORBROBHE B ERIEZ L#G 7o, FOBREE LT, FEERAOH @Hc bdhk< <
s L v RER I Smart TH ﬂ&?ﬁ%m&%»wmm@ b4, EEACHFABRLAVE LS 2
»5, BOHEENOE L Eﬁaﬁwﬁewﬁﬁw%m®NM%A®mnrﬁ%ww%éwk%ﬁ BRALE
BIRT Ly RER 2k L CERERS T i Lic] ,
Aﬁﬁwmﬁvﬂﬂ#%@%z&%%.ﬁ@&ﬁ%A%H+Bﬁ%§%AWOANmﬁwwﬁ%rﬂ&mo
MFERF LTS 2\ Fg S by BEOBM 2 —RAGRCH BIHEROERE R S Ic\ We beg
to advise DKL KB ¥ BT 0 |, Hj~iF James Stephenson’s “Principies and Practice of Commercial Corre-

" spondence”. @wzm.a *@ﬁxﬁmﬂ__@m&wm?w\mm ﬁ@ﬁﬁ&;ﬁ%@mﬁhﬁ&u Nﬁ@@c« EHBERIPHE L




b, ERERERTE BABR AT AOREEE D I
EBSHEDERC L Y COBEICRANTH B b\ FRREO Business Correspondence 1T 1+ BTN
BB B EAHE Ly MERRSOBECIIBEF, BAAL LTIRORHREHEL, REAHERRO
BHEE L D CHREEDA L ABLTHZOLE s EEARRORAZHM Cy KB AT ER. RERD
LOBHHENEG DAL LONS BT BEETH D,

(Commercial X Business) - BAAIC, @EPRAHC R 2BFHEOBZICONT Business Correspondence’

s CREIC A TRILE 28BHE & LTRSS % \ICEY | - HEBC Tk Letter Writing O—~8TH 522X
OCommercial (B3 L)EE & LT, Mo Official (R k)& Sociat L L )D@BELFI 2R AL THELLLO
ThHoOko MHRE TR BEBO—SRE L CHMWIREHEN, EHTH, BEELOBRLLTRTH
HRE THOR. o THE T Lo iEE ¥ Commercial Correspondence & MFCF, SRE TR AH Business
Correspondence & W T %o FLILMEHE k Commercial ¥ (fik), Business & (#if) &2 L T MEOMICE
‘m__ Z O Tk %, BlH Business Correspondence XEREBHEHOBE L RHEHTH D, Commercial Corre =
spondence {4 Correspondence fI'D Letter Writing o ~Fl7z 2 ERROBRE L RHT L Th %o
- (AmericanismDEHE) 4 { a0 KRBT R T Businzss Correspondence 3L L 72 2 HFTRIH & LTHHE S

2ARLE OO, COBCRTHERBIRKOBREY L LB TchdoT, BHRE T 3 MIRA 43
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g% BEB , CELY K
R, BALBEVBUBHLTE20TH %o ML THS KBTI, New Business Letter Movement & F5745%0
L, EXoLERHBE LT 30 L BHEAICBusiness Letter #5371 #BRA L TH A% L ES
5 RAHIR VBT BT Dy — 5 OISR OREIC DN Ty T BEOMER, Scentific Management
O E e, ERNEEBEHOBREATCWE Y, BATBEER LIRS L CEB LcERE &k LTH%
OHE LT KEBHEHE L2 T¥Bic: TR BROFEBEBBCPELR~2 H 213, WHEXERD
ZHBEITH %o
RS (ST U R RCRBRR G, (FEXBOTHRCH T LB L TROW CGETE 2. (FRERE
) | - |
T 2 BACE R IR D 5 £ TR, M CRATERBEXORACA T, FEOWE
By L CEASBABI BT I E R SRC, FTNICEF~ED IS~ EMETH Y
BXEGDBHETH SHER SN BFMHAZEEA I X b MR ERE bR Y 72 2 BRI
ROPHECF b bORKRBATS 5, LB, EERSHNARCBT 2 b0 LR TKM
Bib 5 EBie BCIHEMNOBEOHE bF, EH2BOWNOTBCERATELDOR, L m,,@ 17
548 = R RS HHIICIEAE L Time is money L AMB(bTA & T 3 MATH B, L CHIHC R TH A
ICHRERGE LR Y 72 2 BEELEE S w_”\wnmﬁmﬁ%?@?& Hackreyed C Goose quilled period @ English 33T -



Losvdz2 L 3EETHOC ﬂ%@@ﬁaﬂn% TRYhIE . EROEBER O Y ﬁ%ﬁwﬂa@ﬁwo v
L DERRFENNFETH L]

. Wiofm < Americanism @Wu/wmm@wﬁvm % Conservative OIEE T, HOBER & ic % L Letter Writing®
wﬂ\wﬂNﬁ/WF%WONV T EEEF, HRE L THo Coventional style ¥ Keep LT ¥ 20D ¥ R % —~HERBEAD
ettt s, mEHo, HEoold style¥ KT 2 %% 6& 3.% &1 \Business CorrespondenceASiBiEIIc # 2 z
EERTLOTHED %L Wi, Conservative OFEENT HOEER & i 57T % Letter Writing O\ BH1C
BopzlpdF, KRELT, KEROTEELH B KL v REIL Progressive SEﬁd&m&w&mﬁ N L 31
43, FRE 5 & DT &7e Conservative D IAS ¥ 882 L < Ji#h Up-lo-date { Correspondence %k ) EIFD s &
BOTH %o ML T BEFXE S, KRB &5, IZER (Conventionalism) & by, #izk (up-to-date) LhIELE
EVERTELDTTH D,

(BRADHERE) e NrBETICHERAZSZE 202N NEBBORRNEATL TR FEL LEB DD &
Rtcil, BEMICLERse ETHOT, chih bPhonetis/ NBZTHE L TLEA 2N D TR HAAL
LTOXE X b Tl TRBREEORTr A eBe Mk bR EA L ¢ & Td %, #icCorrespondence
EAFRE R i 0 BRI MN@.)% bR HXRBO BR Y BET& 0L MBI L L
Ty ETETLHAAL LTHOMATMEE YR ET I LEDBELETEDTH Do
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g BwEH AKO> $C
CrhicB L CRESRAHFRIEKOM GERTY 2. (HEFREIE. HNH)

. TGHMO# = B OHIc & 2 REO—WHR T BH GG RG 2 ERLOHERMILIA LR B 10, H¥

CROMLENTES Y By BT 2CFREEERMICAT & bOR58IC, EABKBROEHX &
BB ARRE B Ei A2 RRELEC, ROoBXSHE RN & T, UEBOoFER
CERDTHREHCEIBA: TIM CHEOFMNE O, b CHEOHR LA S LER A vy FAficE =
L BORBEDSF OB ER YR D 255 R BERCED 2ERORN L & L S#HEREHOMR, fesct

HELNTEIDDOEBAETHD )

CHARCRE 2RBESREERD M PERAETEOT TAERTHERFIEROREE THZ L. B
THITHOTE L LHEETH B LEBHDTH B, A E AL English Speaking People Tk .., HA&NTH 5305
BBFIHE RONE B bREBORFLL R vieliT b3 TH 20
| EXBBEOEE)  Lb, C OREIRE RORBERE E . FIBHEMEO Comespondénce & XM 2
%%@w@ﬁ@@?ww)@,E)@m%ﬁ%@wﬁﬁﬁw, FBROMEBOICHELD 2THBH LB
BEOBHLE, BXBrEEE LCBEL TR bOTH DT, BERIC 0l b NEROBOLE{HHXD
CaOT&o TIICH L TRSHER AR EHEICRTAOM CHEVTE Do (RFZFH)

(AR RS R R LTI L2 CRE SR X IC DEB L IO B 2 2P 8 Oy SRR Y




W L7 KE BRI B LT B RS S s Bl E NERE7 24 B CHEXB LS It D .mm mfw
CBLBE L TR R RE SROABRR L CElcECERY] . :
§A®§Aﬁﬁﬁ%d@m®l@®ﬁ%§.%%.ﬁﬁ@?%ﬁ%wm% @Eﬁ%ﬁ%@#mﬁ.%ﬁ@?

HHEHER & IPEN Ty Bl BBE L7 13 FEEAHREBND 2 VBB h b ANV RLAND whit

athic BEHBOMMSS (55 E LThy BRCRTIREXES, AL LTHHCRE 2HHXORRET
Wmnwﬁmwéﬁiwmdﬁmo@%ﬁn%é%geﬁﬁﬁ%ﬁ§@®§A1€é§%®%ﬂ%ﬁ@@@mm
VMR Th, RE LTRORELHESLTES LB, i T 2EHR Conventional Style{d FEIDHK
82, RER Upto-date Style ZEHDONEZLAA LT kBRG Spoken English (HFH), ZEE L Written
English (X35 & E= 07 HIB m%%d%& LIhed Ll

(Conversational vs Conventional) DI kD CEx L CEETT X -y X B34 5, BtoBusiness Corre-

spondence 2 @BEMIC® 5T OOBRMMEEL Ly HoOMLrEE L, RRFLTr L e 2B OEML A
OB DT IR BRAL LT OB HRT 23 TH %o M LT EOWHL S oY OB E & 10U,
RERE, FRAGFE FEL, BERNY, EXEHEL 2\ b0k, £PRAOHEBIC L ) THEOU R
B DL LT b Conventional (fH ¥#9) @ Conservatism (BRSFIR) X SR L2 K WERIORE T2 L TH B W
Tz nFIT o2& THLENTE o
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R RESE _ QUESIPIE
(=) E. B. Davison ®@BE+HIDH A
Cutout old style'letter phrase(BXMBRE AR LEFTL L) LRHBHOTIK, RE¥EOML B2 TE %o
[ hE5BEXCH TR, “Your Kind favor” (84 2 8EE ) & s, “valued offer of the 13th ult”
(FA+=Ho 854 & 4513 “contents noted” (BB EEDO N EAIH ) % &\ iZBold, worn-out, :mnw:m<mm,
terms(ERDOH R, BB AHERR 25 6 \nw, it talks to you in regular human style—in a no:<mqmw:o:m_ ’
. -way that gets your attention. -«eeoser [\ B FHTERO L BB L THELBB T3, BIbAOE
B GFc Lo THEL TR 0R]
L, Btkic
Cultivate ‘the conversational style. Cut the conventional. The man who put aside all canned sentences in letter
writing, and talks to you right out of his chest, is the man who makes his impression in the business worid..
FGREXEERD . BYRXBEERTL, BEXPODLWLEAXELRT L, BEBYHVTHEHIAR
HRERACHEDOS2BATHS ’
(Z) #4428 372-3.— The Language of Business. O — — i , o
[#G%HTaE B invoice (FEBIHR) voucher ({15) draft(BBT]) % receipt (RINHE) S1274 HHHO b DT,
TNEBHET DL LETEN MR LD Pursuant 8@@9 T)sbeg to advise( #if%m 3 L 1) \esteemed favor(fH1:




@) & stilted and lifeless expressions (R TR EIE) It Business English& BTz LXTERLH Lk
Do TNEDHTA, FTHACERINIHRLSD DE&HBYRMERELTE 5o b CNEBAEOE T
BAFLT BBILBACRTOS R 3N LEHEITDOBEMTH 5 LB ho EROBRIGEL LTHREMOD
DT> wmwnm@wmmwﬂmmﬁmwm bOTHOIo RLANSHROKET L, Xk LBEWHREOB L&
BHeRTRBICED BREHEGHAMBEBRLEECFLTRBIERLD D% M LCilfRos & i<
~LEKR Ly WAL TR S B~ AT EBEELTHEN, LA MEANBERERINTHEWOTD %4

There is now little reason or excuse Eﬁ&_:@ma‘.ﬁa phrases that would not be used in personal conversation
(52, HARERHICHO BN E PERNBFEEEN T 2MEOML VIR IHEL LV EVWOTD S
L3 X ) THET BT, Americanism i Conversational. style % FELTEDOTH B, LT IRICRT

7 %530 ¢ FEERIC 1 T it Conventional Mold style. %+ m__ﬁﬁ%r« 5rLTE B TEE W, B e fic
T 5EBO- MR U LERHCEE L2 B VWER bREREL2 1 0TD %o
(Z). Davis and Lingham—(Oral English compared with written English)
[Language [ZB & 2K 2N TH % B Spokea (mFH) & Wiitten(LFTH Do TOMEIRMIT 2 bOTIR
s I E RN DBER Nk EHEIXBEERTCENTELINRLTH S LELXHRLT,.
[it is necessary, however, ‘to keep the division‘in ‘mind, especially to guard against a prevalent error. This
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®mw oo ®REE O s CHKED -PE
‘error ‘arises.when'-a-person who has justly lost patience:with %7 jeg Zave 20 acknowledye fierewth your fovor,’
" and simjlar deformities of the language; seeks to find less stilted forms of.expression by adopting the language
: of:conversation. He is likely- to think that-in. order to write well we should write  as-we talk. Such.an .Em.m

(o .contains a dangerous, half- 5:3

T2Yadb OB X CGRELT, BIIc X 52 L 2 20 A CHEAS DX SEHCHLT B BERD

Do TOBRD ﬁaﬁ%%m@vww\/w. “I beg leave to. acknowledge -herewith your favor” O\ %ﬁm?
.imﬁwmmmaw@w@ﬁémaﬁcgow>§@oﬁ,mmﬁﬁwwaﬁ%ﬁﬁﬁzgwpmﬂvmég

JEGRTD Do BURRWIEE D C Tedicid BHEO% ﬁ%?ﬁﬁwn BREB~TED B LB~ b

ALEBANHRPHEHOBREET200THD L ,
| ERUE B Comersationsl 0SB OEDT ) 2R 5D TN, AREKTLTHROWIIL
B OARFND > T b O T B b Written language D~ T w%%f.‘ nm%.ﬁ%oa_, — B c,@a _c
BIDBICORLNERLOTH S - |
{CIU) - Prof: Christopher's Opinicn, : . IRRT L L
L (BB AE ORI TS 3o Actuarist(REIE )T H Y Christopher & Son: B OB B TH O, B
 BETLY B2 v Ky e LA AT EER L LT 2B EE R s REMLTH )



- -

[Your question as to modern trends. of Business, Correspondence is raher difficult to answer «directly, because
s>+~ it involves:other questions~of :mﬂo:m_ _u,m<n:o,_om< for instance—which makes a p'ain “Yes” or “No” impossibie
¢ - without Bm@ reservations, J. |
LROTEREBLTE %0 -

- (Business Correspondence @ﬁﬁmmaﬁﬂwﬁa & H%Wwﬂm%w Lty Bie A@\Mﬁ\/xw. Tk %mgmwmn\wn Lz
To wm/.“mu“mmm A% L OMDHBBEBICEEINTESLHTY f~ National psychology (B R#-CHE) 4
md@cwwoarﬂmﬁeﬁw%#$w$%wmwmx%ﬁ\pﬂﬁoﬁwwﬁzﬁﬁ§§wsed@@
N m.v . ST . . . )

.W%mﬁ%ﬁﬁ%b@m;ﬁwﬂ % Rmericanism %> Conventionalism &uﬁﬁ L xm@»%ﬁ. Hoo
ﬂmm.mm,:nmm:% the- question is whether the Boam.‘mﬁm:am:nu\ is to \.&mvm:.mm with 0:2\.03 forms mw:.n_,u mm...éw
‘:mﬁv,.ﬁ:m _u._.mm.mEm of ,mioqam:m you” mwn.. m»n.v and E«dmﬁrmq in such cases the writer should ww,n_.m:nm mere
,vo_:o:wmm mo_, the sake om m:,:v:n_é and realism? j
(b.& b & HOMEIR DD “We have the pleasure of informing you™ &2 DN & ﬁ?uwmmN BT B
RS D RER LR AT R, HOFARB LT BEBLBEOHR LBEERYEANDICZE,
HIEEHR T N E ROl T S ERTL ERHETLTHIEZT)
‘Businzss Correspofidence Q #§E ~ fn 5% CHHAED Pl



g< P REER ) KD A
1 should say-that anything which interferes with accuracy and is likely to obscure the main issue is
nowadays cut out, but that there is so far in English usage, no justification for ignoring the time-honoured -
courtesies of expression which past centuries of letter-writing .have so far sanctioned. Even in business, it is
acknowledged that m.,mqm. are obligations beyond the mere accurate “delivery” of our thoughts to the addressee
~in some cases, as you mention in your book, it is a ‘“paying. proposition” to do so.
CEEOWRELHE LROEMERYAL LU 2me AL, BRCRTHH»ONEVOTH D 2T, R
LS REEROEHE TR CGRBEREHSCE Y« A{BOLNTRABEMBES 2MELRTVBI RV
BRbT i HREL2ThAVWERRARA Y 280 BREICRTT o ZERCE S OB B L Efkicil
~NZEDYTHEL ZNUEORTREEGRDPZ 2 LRAMOZ LTIV 2T, BREOEECEELTD
B, REAICRTH BT C ERBACHAREE ST bOTH b £T) o
BROZ~ZHWC KBAZERLSET 20 LMAERTI 20T, B LR BELe2BEXB Y
H 7% Business is Business OEMTUTHBI 25 WTH L5 Ly HXFGELHO RS AT, HEOER
R TEEG |0 BT BAURICHA DRI X4 T % $O& T1UE BB % Tlonventionalism % 14~ 2 Fth
BHLDIFTDD, ) : ,

fIn regard to such cut-and-dried expressions as. “beg to state that”, “we beg to remain” the lileral meaning. .



has.long ago been lost sight of, and business usage so far countenances- their employment only ‘because
there is no convenient substitute to :m:am.vﬁo,&amawﬁ:@g:.:m_, does not abuse his license and “lay it on too..
::,nw.: as the no__om&m_lmm%:m goes. ] s ; ‘ o

(“beg to state that’” &> *fwe ‘vmm to remain’ & ?W.ON%@W%W%NE FCOERTERANE XF LoBHR
.%ﬁ%@%wﬁoﬁmwad&OA,@mwﬂﬁﬁﬁ§#®ﬁﬁw,%r%owaaﬁm?ﬁzmzw@m
kB RGERELORICBY WSG‘QW b %To MRMERT 2 LR OTLBEHESHIMLIA L T 58
%ﬁﬁ¢mmm§A%S®EPNSNH%~Nﬁ%%wd@®cw@ﬁu

['There mm,:o logical-reason why they should be continued; but on the other hand there seems to be no
better reason why they w:o.:,E.. :oﬁ.vm used, m:;r,m mvmmunm of mn:m.:k.mmq<mnmm2m_mx§mmmmo:m. Redundant as
3m:< of these phrases are, with :ﬁ _:m_.m_:mm no:mem:m,: of our race we go on :w_:m them. )
FeNEOMESFEER I AT NEE O RIEZS LD D W@\C&J RL—FgretliczciERAL
LVEES RO, HOEMEEEAEEbNERIBEEL2BH b EVWOTH Y 2T, 2 ticens
ORFEZEEER D 2 s ROT BHERKD Ak Le Bt e, S VHHUbATEIOTH D%
D

[To “rationalise” such expressions wouid be to destroy certain established forms with which usage has made

Business Correspondence Q B ~ i e e




R @ BREDH A=Y P
us accustomed; without being able adequately to fill. their place ~so for the time being .| take my stand with
those who “ration” instead of “rationalise.” ] ,

(b B L HEATHE SA L THC 2y TR Y DNEHED SO YEEF L TBEROBENE
FICRENEFER L BET 200 TH I 4o BCHE L TRSY CHEBOATIL" X b b Boe” -
YRIALETIARBR T ZOUTHIET)

TNEET e, UL Business Correspondence OBEINTH 2o IRMHAHS L 2B L H TLH b
OEOEE - BRMY: - BRAEFROBAF LV T, ROPASLERENORECERD 2 L BTN VwT &
Ty EHERHAARAL LCREOHBER L TERTETHS LB

(2) Black-List of Stock Terms mmw,nﬁwme%wv

JARD Business Correspondence (T T &y FARRIBIHLHTFE Hackneyed Terms, (BEZASIE) Stilted soa,_w, :
(BB Rk Stock Terms (BRHE) LWPAT, HoOER BT CB2BHEND 20

LIF Alphabetically (238 L7e.b O FERICHTHIC recommend INTE BN ODDHTH B0 3D HBD
BRI R THNES REIC D 55 Progressive I fiilc2 2 FRECe NGO HAE RALT )y —F2ik
3 v BRI O BIBEIICROR B EAL T X BNE T HEHMUT, FIC b B2, English



~ Speaking People ThHWHEZH % 2 HAADMMNDG | Black List b7k 5 EFZOTHRERNSTREDC 2 B
B3 1L BEIEONLACHBER L S13 bORSHANT LD be 2 OMOBHEXICHIE
L\ Th B BMLEBET IV 7+ ) % bipe A SOTHBLE, = L XV HIAEE LB on
B CHBWR ¥ 22T hE R bR & 3B LR Vo

1. Advise. .

LUF SR () LB LT 5300 Stock Term O % D X DIk Better THBZ L kR L2 bDTD %o

say &b tell EBRLGERIC T OB L Tldh b3 iR Z 1148 giving counsel (B3 %), to give
information (& ¥ 2D BRICHU NI BB X ZNEINTH Do
Pleaes adise us what disposition to- make of the goods.
(FROBECOEHEAELES)

(W]) Please ez wus -Anow what to-.do with the goods.
2. As_per.

BRSO ON SO THMXICE#EG L LRENTEZ, M IBVTEVRBITH S, .«
As per our telephone conversation of this morning, we have made a careful search.
(AWORBRICHO. BELHOTRRED)
Business Correspondence Q B
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g e ®BRETH . vo) <0
(/) L accordance with our telephone of this morning, we have made a careful search.

3. At all times, or At this time.

RI& L always. 8 Eldnow TX\», fOUEHDTH phrase (€52 EBIXDOTH 205 BROBEIC &
DTREEAMETDHD 5.
© We are sending you a2 #4/s tzne a catalogue..

(REBH TSP M%)

(®[ ):We are zow sending to you a catalogue,

We are ready to serve you az a// zimes.
(BER w2 b8 G ic T B )
"(H) We are afways ready to serve you,

4, At an earliesi date, at your earliest convenience,

WER TFE] B8R MBeo2kERE] LEhcEThoT, Heika ¥HEI LTHRWEDH
IBELLTIBWERLDOTD S RLABOHEY Z2A KL TIREST 20 EAR bOD HEA
CLLTRZOBERILAHINTH S, EOENZLTIND 5B o



We shall appreciate a line from youaz .an earliest dute.
(FER—REBEEHT 2 & ¢ 5Bz
(7)) We shall mv_uqonmﬂm your writing us zZmmediazey.
FOBMEXITIR Y ¢ AN DT, Yours of to.day’s date (at hand) &#» (has come to hand) &3, &
EABEC X CHU bDTH B0 4 H T obsolete phrase (BEFE) & L THIA#bNAVWLD LR Do
Your letter of the 14th. az %ard and in reply would say that your order was sent last week.
CHU R SRS, W05 BB OV 1)
(™) Your order, about which you Znguired in your lewer of the 14th, was sent last week.
6. and oblige. , . . .
chid, BRoELE DL r\m..“ We beg to remain &, #ESRMOHF L M@A ¥530TH5,
Smacks of Servility (BEHIRIR) E=APOH, CEVHERZTLARDOVBD S, Bl FREEHXE LT,
“Yo.r obliged and most o_uw&.mi humble servant,” £ i~z 0Ty “ETOREYENS BV REL 2%
LR LRORBREFTIHGORB CTHLLEBHOTH 5,
Kindly have money order sent for this amount, and 6blige

Businasss Correspondence @ B8 v =¥& ae 1) <t




®#< @ ®EH v anein <t
(AR SECE | BERSMSNE T R ERH T2 & 2 AT HER
(H]) We shall appreciaze your sending us money order for this amount.

7. We beqg to say that.

beg=to ask alms or charityy B\ ¥ 0, MEUER KT & T, beggar K EFLHTH L L 2RFG%
LekBoBEcik, zofEoEMY, BHcEHE LTy s AREAR, BEOIEcd 2 b0TH 2
ST, TIOBES DTy beg FHOTHBINEKBEIEL TE 2y 40T OMBEOT A2, KEicR
TER2C EBHBREBOTE L WAk (ol B DT, (wish) BACHRLBRTES, &K
to beg leave & 2D T, leave ¥ ¥DO Tk Dl OXAS\ beg LI NFWOT leave L KA1 D TH %0

8. Contents carefully noted.

Z 1% “have read carefully” & %> “have read with much. interest” i€ L2 E R L WD TH B,
Your letter of recent date to hand and conters carcfully noted.
(REQBHFR, HFHRONEECAMLE)
(A]) We have read your Lener of Rpril 21 carefully.

9. Esteemed favor

BELZLE®RT, ERXOHEL & LDTH 2 _esteemed=réspected, favor | favour @ simplify e HET



BEL RHEWRD B EN, 5 H OKindness & > Goodwill ¥ H U VRICIEVEF OB PR L RSB A VRO DO

TH 5.8 kit ¢ A#over- coEm@oxnamw_o:gmﬁ T2LELEDEW BItYour LetterT X wWOTH 2,
10. Enclosed herewith. .

#i3E 176 —13(D “Enclosing no::mnﬁ note herewith” {2 R { &\, “Serding. e herewith” i I wet Bi

to enclose (A} #f) =to put within an envelope TH 2 b, FH & ZHTIRIALETH 28], herewith=with

which ‘G which {4 relative pronoun & L C letter 2[REL Tx 21 b TH %,

11, Favor. - , .

FIAERB<L, € CRAXORIRERLTE Co

Acknowledging your esteemed fuzor of recent date, we beg to states s

(BEOBERZ M TRAEOH D filtEk)

2 #17 & 12 Coventional form O L & b DTS % K0l { (RI)DIR Y (A H) ¥ WEE L L LT B0

(1) ‘We are glad to say in answer to yoor Jetter of Rugust 2. |
12. Go forward

SFLOBENEREAR, RT3 ERAERICE T SEERH LA T LI ZERIE. Just
how can an order*Go forward”? 7z ERDTHREL TE %, #IC send ﬂﬁ ship TIX\Ww& B A FL T order

Business Correspondence Q BifE ~ iz & CHYND <N




B @ RES ; . CNPED <E
& T, goods will go forward EHF Z DB ANBZTH DL D6
13. Hand you.
zi b Bt { v &I X Can you “hand” a person something in a letier? & RZOTE %,
4 an handing you herewith letter from the Company. ‘
CRIRIC TR @REOIRHTE LAY BIED i )
(A Z.gm sending you a letter from that Company.
(HhE 170321
14. Have before us.
TNV ESSEENBERET, Hic Wordy) He L\ 2, SHEBGLNN,
 We hdwe before us your valued favor of recent date. .
(BEOBERZIE)
(B) Thank you for your good letter of May 5,

15, Hereto.

2 MU attach & KA BN T FLEC fasten T3 LB, pin T2 EHOWAL FEN L FEET,
attach I TL WO TH S,

- CHT



We are aytaching hereto several of our latest circulars.
- (RS ESEOBEERRAEHIE, AR B BB B
() We are pleased ¢ .azack several of our latest advertising circulars.

16. Herewith. ‘ ;
e LT CIeiki~7eil by Hereto LR L4 3 It enclose & $Lic IO 2454, redundant (RERYCH D\ SEH
EFETD Do _ | . |

17, Inst, Ult ,Prox.
Inst.=Instant=the present month= 7 f, Ult.=Ultimo= last month= & R | £ H\ Prox. Proximo=the next
month= 3§ )3, iz 75 v EF © Abbreviation .d.@ 5y T XY L. Monthly name ¥ AT X2 TH B &

EOTELAPERGSFHCEHNINTE S,

18, Kind letter; Kind favor.

T A7z flattery DIREFIEIE R EROTE By RUTEEET, your letter ofeeeee-oe &1 2h Rk your good
letter 8 X ERHDTH Do
19. Kindly ¥ 1 Please

s

z iz & 1 Americanism O LEIIO % OTH %, Kindly 73 tmperative(f 48O HO LB\ &, ER BT,

Business Corresponednce Q B8 ~ i anved <H
*




®R< & WRESR AP KL
Brusk( 22} A WEBEET S ERHOT, Kindly send X c b Please send OHEBRLWERZDTH %o

LRSS
-

20. of recent date,

ORI OIERLRTY BAIE LTI WEHSI LRSI L CRBEDE Y cvat dare % LBE LR HDT
H5bo

21. Same, thes ame.

BT b —TE VT L vl b Pronoun & LTHOEREROTE20TH %0
We thank you for your order and sawe will be sent Friday.
(ARG FZ 2B iR )
‘(A]) We thank you for your order and zz will be sent Fiiday..

22, State, wish to state,

zh ﬁmwﬁwjﬁgg BOIEOBETES, m.nﬁéwﬁi\ﬁﬁﬁ\&ﬂkeﬁwm. TE3K state (24X
i (to express the detail) & RABEHRBRETH 2056, £ODOB DT, GLUHEALICLEEDOTY 3,

We beg 20 swze 2hat---+++«<|% We wish 20 3& thar & F~FEINC D EREBOTH Do

23, Said, the said.

The above-mentioned (§138+ EED)E R CEW%RTH BE, legal form TV BEOERE LTH 3o



24, Take pleasure,

Your inquiry of the 7ih inst. received, and we zake pleasure in replying herewith.
GRA LB BEFES, Dok, MEEPF LT
(A1) We are glad to w:mim_,@o:ﬁ\m:mcmé of ‘March 7.

25. Thanking you in advance.

inguiry. (DR 7 E OKRBIC L (HHIET 5 40Ty Bahbhiud, EREVWIOLEBE~RHATHSY
By TRTELCCH 0 ) MSH s~ B R 2Ty BHCEBEEN BT ERH LT, BOBBELRLTOTHE
THBH RABIC LU, 2 OFFR, EHIC favor (FE) L BB Lk 2hbE (v AXED
(inadvance) EX R L TH B0 D BOET LeL &, BREBEIZVWE L HNNRERLOTH S, T4
FTRAXEEI R TLE @RV ER L, ‘
We hops to receive your catalogue by return mail. Zhanking you in advance, we are
CHTIE LB BIEI 7 a5 TR 00 Bl L 15)

(AT Weshall appreciate your sending us your catalogue by return mail.

W X B gt (—) 43 pp. 373-374. .

€:)

Business Correspondence Q BifE ~ &z ¥
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Dears sir: :
1 2 3

Replying to your eszcented fuvor of the 23rd nst. we beg 20 swy that our supply of catalogues
4

has become exhausted, due to the unprecedented demand Jor same. R new edition is now in press, and delivery
of a portion thereof is promised us by 7 wsw prox, Copy will then be mailed you.
N‘\.ENMN.Q thaz the delay causes you no inconvenience, we ey o \%\MNVN_
Yours very truly,

1. Esteemed favor {T-0 % Tld B giki %o

2. The 23rd inst.— inst.—instant=k B\ & A Z+ZHCRMAAO Z+ZHTH 2T TH 2 LE0DTH D,
XL+ Heading(H{{3P 25) i€ month WIHICRENTH 25, ZNC I NE DL 2 TREWH EZSD D
s, KERDD RAE 0 DREE T LD TUBEE L EHERL ERA0TD Do —F 2
7cy Heading OHBRADORICEZ bOTHOoRES. Ji~X, S+HTHORE L E X, HOFHE
BEEOFCABBEEA OUB TS 5h bain, TIIBEOEAL. EAKACIEES S s 0Th
Dy A BEERAME ERLRH I Expression BRIEHIC Confusion % B3 BHALHS D B> 5 Monthly
Name ZWEET 2B I nE L TH 52 L 2ABEOBY TH 2,

3. Beg—L D2 CHMIEE L {RRTH Do



4. For same ~F{iC bk~ Y+ §13FEE FU &M, for them(it) & 54, EERAOABELE(TE
Thbo v .

5. The 2nd _,39:1 b (2) EA LR T C Proximo B, A L WIEIICR L T June 2& TR &R,

6. Trusting— Z ¢ Participial Construction{ 5} 5§31 Weak & LT %, Business Correspondence & Z~
S, 2432 © Conventional I ST ZLUT, BEXEHER bOTHO%k, Hie, $HTIERC
LorBh, cOBRLEHBEALTE2DY TH %, RERCHANE, We trust LT RETDH S, Th
I2 5 % TYI R IE (43 pp. 385-6)

(1) Wrong:

Hazing heard.from you only once or twice in the last few moriths, c.\.o are writing to ask if you
are not satisfied with our goods. |
Ti@EEr B, —ZEoMEELEEY LoH R, HLY, EFERCoe@MTHic T b2
R EFL ~EBMER L]
Right:
S#nce we have not heard from you but once or twice in the last few months, we are writing to
ask if you are not satisfied with our goods. “

Business Correspondence Q {8 v ik ey KR
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(2) Wrong:
Hoping to hear.from you at an early date, we are
GEAOS S, MEELAEG LER]
Right:
Please let us hear from you as soon as convenient.

7. We. beg to remain— 2 §L1Z over-polite ¢ hackneyed expression & LT KICHFR € bNTEBDTH D, #ic
R Lsne & i, oK ONFRHTORES, DERFOBERCEEINLOTS S, LoMikE
FToBERNZ L {20

(4) Wishing you a Happy New Year, / am _
. Yours wuly, *
( ®») “Wishing you a Happy New Year, / remain
Yours sruly,
(DIRRTR 28340 1 am Yours truly =1 Q.: truly Yours = (L~BE=FZT /= /3 V), LEAERT
H DN (=) WRTIE remain yours truly = I beg to remain truly yours = 1 wish to be continuously your

true friend L R D% 5 REWRT, GUEFET 7EKY 7 2 FIRRA) EROPIRABKROFET



BoTy BEEAHETY 2 5ThOREN SHPBY BB IRWERITETHBNb, WITORKK
BRI BIE WO Ty BIEIC LT S ABOERG IR REE T2 e LRMELOBY ThBo

EBOBRLEFEOM B2 DBERABEL OTLBOT, CAEEBLTFOMELOLET B0
Ummﬂm Sir:

W We acknowledge with thanks yowr letter of May 23, requesting our latest catalogue. An unusually
large demand has exhausted our supply of EB\@NR& but we are now having a new edition printed, and
shall probably have some copies by \&@w 2. We shall see that one is mailed to you as soon as we receive
them. ,

We regret this unavoidable delay and ; Zgpe that it .é:._ cayse ‘you no inconvenience.
« Very truly yours, |

(EIERERTORGYMERCHRER BT HRORGEARRER, BEowA, WRc k<
DB Led, —WOFHLEZIRC 2%, REBHREDRT T, AR ZH TR EZBEC

BH. AAFXBLFHEHETH LR, OB LBECH LEROBLE LAX, 2 OROBFED
HESIERER) -
B % BF 9 (D Hirop 388

Business Correspondence @ FifE vz ¥ iy |1
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Original.
Gentlemen: .
. 1 2
We have your fazor of the 5thy and feg to thank you for swme. As per your request we enclose herewith
3

our discount sheet revised # date, which we trust you will find of service, and beg 70 remain,
B3 1%e(—) EF U ¢ Original IZRA T &y BB hackneyed terms MBI NTH 5, RCEHT L bOL &
LT E2Mo b o8 TR,
1. as per— ({200 | £ 3. T & T+ according to &7y in compliance with w?m%mﬁ@m%w@)ﬁ Lctzh
EESLTEZ. o
2. herewith—with which D 2 & Ty & OHOXFRIBIER AN TS 2, B, herein, hereof, &G 3. $ic
in which, of which & % %, Enclose 2 R5HEBD 215 1E, herewith ZANEAZLOTH S 2 LdFiic bk
NI TH B o -
3. to date—to this date, to this day T 2+ Ell\ (GHETIERSMZET, 2L EC ﬁ%&,%.@ expression T
“ Bo

L#5 Original % FRROMIRBRCELLTH 20
\u%\&&&.




(1) At your request of the 5th, we enclose our discouni sheet. We thank you for the opportunity of service
to you. , .
(2) As requestad in your letter of the 5th, we m:nWOmm our &mnoc:.m sheet in the mxvmn.m:o:, that you will find
t of service,
Bl 2 BF %% (=)
(4) "#%P 11 (C) Modified Block Style (Double Spaced)
Mechanical Make-up G { T#T¥% %, Appearance b FF T # I A\ OI7E T HEPD ZTH4ED
HHCANEROREITD By —HLTREO LWEBETS S, ML stock terms 135 3 D CHALRAE
BB B EEBD Do

s
-

I. As per your request to-+we:l am mm:&:w to you, {THR T As per ¥ According to XX In compliance with &
FTREGFEOBY TH S

2. Under separate cover il [ =51 EBLTE %, Tth d&BEROPRRE L LN\ by parcel post
UMNEERH i T) & B> by another mail(BI{Ec TYD 41 v mode of delivery B IcE X% 5¥,

3. Trusting this will ,am% yousseer o BIEFRA T & EFI D E BN T Bl Participial construction: 33X ¢ %
Wy BL L, 1 trust (that) &8 & wH«m%NWd@NO
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(m) d2% p—139 -

1. Your esteemed inquiry of the 18th inst N?W Your inquiry of the 18th Oct. £ T NZF E 2T nwiilb T
Db

2 .mmm:z:m you that our services are always at your disposal, and. trusting to be favoured with your orders, we are
(TR iC T AR O LFHBIBEC T, Wi ORIk L5 ;

Z D57 EEE L We assure you that:.++, and trust thate.... ETH 2BNEEOBTHo
- (HE) AREHZHEO - Ty 2L UTHD, SREORDIHLELL LOTH 5o






