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1) R. C. Austin, The Commercial Letter Writer (1841)

) T.S. Williams and P. L. Simmonds, English Commercial Correspondence

(1864)

i) P. L. Simmonds, The Commercial Letter Writer (1866)
IV) William Anderson, Practical Mercantile Correspondence (1897)
V) Frederick Hooper and James Grasham, The Beginner's Guide to

OFFICE WORK (1898)
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1) R.C. Austin, The Commercial Letter Writer (1841)
A&, FRiC,

“ (... consisting of) Letters of Business, Notes of Invitation, Bills of
Parcels, Book-Debts, Orders on Tradesmen and Wholesale Dealers,
Drafts or Checques on Bankers, Bills of Exchange, Promissory
Notes, and Receipts,”

LHBEHN, Ly —EFTR G TEBS WAL OERORE - M

EELT, BEN FROKHELLT, $5VEBEFLLTENSLDIIC

EELZESRZADAFETH %,
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1 3 (Preface)

HFHG, ENBGIPAEEOBGICREL T ZBAL, EEOKNE| <8
FRASHTORVAVALRHPL Yy — 2z WTHELMB I LR, TETH
D, TOHRENIEY, PHOBRR:, HEcBT 385> 0¥
LWw& Lk kT, K&, BHEENRIC, BING| LOBEOET & —B s
B% At (usual method of drafting and accepting), 75 & U812 HPYHZE (legal and
technical terms) OfFREZHHIE L THRBI Wi 2L hicLTw 50, L
T, BED, BABAHOINGHETETH LI EEORLEE (Commer
cial Education) KEWTIEHENAC AL, AR, EH LN
FIED A Z WK, LhAdHORAICE > TEBIHB I hPd V& 5 1okl
LTaaTLZ@mALTLS,

2 EFINWL%— (The Commercial Letter) [pp. 6-28]

AEICE, BHLVY -2 LT, HNBLUARE 0BG icMET 2853 X%
WL DL ¥ —HINHBETHZ, CCTR, TAFEEO@EL & —
W (78 2R 3,

1) P+348L0Y F/MOBREOAITEES Z0RE PGB & ik
k)

1-1) Letter XIII. From a Merchant to his Factor. (pp. 13-14)

Sir, Kingston, Jamaica, May 4th, 1840.

I hereby acknowledge the receipt of vour letter of the 5th of

March last, together with the net proceeds of my account of sales inclosed,
which I have examined and found very satisfactory.

At your earliest convenience, have the goodness to purchase for me
twenty hogsheads of white biscuit, and sixty barrels of beef ; and send the
same per first vessel to Jamaica, consigned to Mr. James Anderson, of

Orange Street, for my account.
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Trusting to your care in procuring the Beef properly salted, in
consideration of the climate to which it is to be sent,

I am Sir, your obedient Servant,

1-2) Letter XIV. Answer to the foregoing. (p. 14)
Sir, London, June 30th, 1840.
Inclosed are the invoice and bill of lading of twenty hogsheads
of white biscuit, and sixty barrels of beef, purchased for you, agreeably to
order, and consigned to Mr. J. Anderson, of Orange Street, Kingston,
Jamaica. The goods are leaving the docks in the best possible condition,
and I hope to hear of their giving you every satisfaction.

I have taken the opportunity of drawing on you for the amount,
payable at twenty-eight days sight, to Mr. Alfred Smith, Merchant, of
Basinghall Street, London, which 1 request you will do me the favour to
accept ; in the mean time, shall await, with great pleasure, your further
commands.

I am, Sir, your much obliged Servant.

9) BEA Y KEBEU AT VHOBRREOED - BAEBRE TOER
(B3] = < & 25 DEF)

2-1) Letter XVII. From a Merchant in the West Indies to his Agent at
Liverpool, making a consignment, and requesting a disposal of the
same. (p. 16)

Sir, Barbadoes, May 20th, 1840.
You will receive by the brig Sarah Ann, which sails from hence
on or before the 30th instant, 2000 bags of Cotton of excellent quality,
marked LBM.

I wish you to dispose of the same, either by private contract or
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public auction, whichever way you may deem advisable ; and remit me the
proceeds, deducting all dues &c,, per first opportunity.

I am, Sir, your obedient servant,

2-2) Letter XVIIL Answer to the foregoing. (p.17)

Sir, Liverpool, July 10th, 1840.

I beg to acknowledge the receipt of your communication of the
20th May, and to inform you, that I duly received the goods consigned to
my care, and immediately announced them for sale, at the British and
Foreign Mart, on a certain day, unless previously disposed of by private
contract.

I had no offer of consideration made me : the sale accordingly took
place; and the 2000 bags were knocked down to an extensive dealer, for
the sum of £1290. This is reduced, as you will perceive by the invoice, to
£1202 12s.; which sum I have this day forwarded to you, through our usual
channel of commercial intercourse.

Respectfully soliciting your future favours, 1 remain, Sir, your very

humble and obedient servant,

3) AMRIE GEARFHL) BSOS XADHIMEROHE S 1
3-1) Letter XXV. Letter from an Agent to Lloyd’s. Extract of a Letter from
Mr. J. Mackenzie, the Agent to Lloyd’s at Oporto, October 9th, 1838. (p.
22)
Sir,
It is with much regret that I have to acquaint you, for the
information of the underwriters at Lloyd’s, that on Saturday morning last,
27th ult,, as the brig Jane, of London, Connocher master, was getting over

the bar, the wind failed, and in consequence, she went on shore on the
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Cabadillo rocks; from which place, no chance remained of saving her.
Several boats immediately put off to render all assistance in their power;
and 1 am happy to say, that their praiseworthy exertions were attended
with great success. The crew of the vessel were all landed in perfect safety,
as well as a very considerable portion of the cargo, which is uninjured ;
but, it is much feared, she will go to pieces before the whole can be
recovered.

Time prevents me from adding any thing further; my next advice
shall contain every particular relative to this unfortunate occurrence.

I am, Sir, your most obedient servant,

1) ANHedEUNRT—IVREOEURELS £ OEE WRER)
4-1) Letter XXVIIL An Order. (p. 24)
Gentlemen, Calcutta, January 10th, 1840,

[ will thank vou to purchase on my account about 80 cwt.
of Fine Loaf Sugar, not to exceed 98s. per cwt,, and ship the same in strong
casks, by the first vessel from your port, effecting insurance on the usual
terms.

I rely upon your attention to my interest, and am,
Gentlemen, your most obedient servant,
James Down.

Messrs. Brown & Jones, London.

4-2) Letter XXIX. Shipping Goods, in execution of the preceding Order. (p.
24)
Sir, Liverpool, February 9th, 1840.
Agreeably to your kind order of the 10th January, we have

shipped, per the Jane, Capt. Wilson, for Calcutta, Refined Sugar, as per
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invoice annexed : Amount, with charges and Insurance, £457. 11s. 84. at
your debit, payable at six months.

This sugar is at such a price, and of such a quality, as we trust will
give entire satisfaction.

Waiting your further commands, we remain, Sir, your’s very re-
spectfully,

Brown & Jones.

David Bruce, Esq., Calcutta.

O) T.S. Williams and P. L. Simmonds, English Commercial

Correspondence (1864)

1 FPE (Preliminary Remarks)

FH1T, £ OHB|HEIE (correspondence) ICE ISV TiThbhTwa YKo
KD S, [FHLY Y —DEXF (the art of Commercial Letter Writing) 3, ¥
BENZLELSBELHR TH 2] &, ZOEBEMHEBRHFL TV B, L
L, TE&GC12ADR5 v 7D bR GMBICEV 2 ZAL Y —2BIRLOT
e & BRREEY, FEEECCLOBLY (BboyEaemmeirnn
SO EEHBLTVS, $515, BOEY 2Ly —13, BuciELWED T, F
IS E AT TR, RBUIE U7z, BT 2 5 4 L OER, SE Lo,
EVRXPROIEVAR (BGH, (L& B8 SPMLe) skphohz o o
HZHopIILTWVW A,

RICEHIR, EVIALY—BHMBELOL ) 6B, AR EESHRNE
WX, ZoMEhE LT,

O EREBHPLHEGBEZHEN S,

@ [al CRELIOK D& L AR Ick T 3,
CEEHFTVE, 1, BAMLEZHI- 0T,

O BEETEIETET S,

@ XEFE<, FE (i) KT 3,
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@ FaeidEmo~— Yo g, ERCE
@ oo EBEBELEMOMFI L VAL O bONAV SN D, X
i,
“yours faithfully,” “yours very truly,” “yours sincerely,”
“yours respectfully,”
WEBD D,
® Wﬁﬁﬁ%®%<%%mﬁﬁb,ﬁﬁ@#é%bﬁﬁ%&km,ﬁ%
DEMED b I - 12, FREREBLEOWE I, BUORKIKE
>3, D IERESHRIZO0 T S,
&, EEERERLTV S,
wic, HFH24#E (corresponding clerk) OFBICO>VWTEKRL TV A, i
®K%Uﬁ¥®ﬁﬁ%ﬂ,ﬁﬁﬁﬁifm6m5ﬁm®MﬁKﬁﬁéném
T,Eévﬁw%%<£ﬁm:&u¢ﬂ<,m%%m&ﬁéoﬁof,$%ﬂ
W, Ly —EEJIRELT,
O ZTEEAOHWICERSNE I LRIFHICENTH S,
@ g, FRIOOEEERICESVT, L biioRKERE - KBRS
B1-NED ORI BT NETE S,
ma:%%ﬁNéﬁba&Lfméc%%,Eﬁ*xﬁ%u,ﬂ&%ﬁwﬁﬁ-
g R | OaRe E I D WA OBIREOIEAIC K D, BRICHATEY,
flz 12, HEOEBOIKICDWT,
“Independent of the large correspondence resulting from our home
trade and manufactures, that connected with the Continental Trade,
with the trade with Africa, North and South America, Australia,
India, China and the Far East is enormous.”
Dk S, EES, BOWEER G T RhoEL EWGILTVS T LY
Shic LTWA, &5i, HEBIEOLEwIBIL, FIAW,
“3 study of the Market reports in the Commercial Journals and

Trade Circulars issued, will be found of great use in storing the
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mind with facts and practical information and phraseology ....
&, SRR hhb 2815 (HEHEz) DFEERICB T 51548,
“Most commercial houses of any importance at home and abroad
now issue Trade Circulars for the information of their friends and
correspondents ;”
RE, PSR (A8 - @9 OHEEMICSKL, 0L SHEHDOAF
BESOMG|, FERHO ETOM BT, BAMICKD X 3 1k~ T
%o
“The information thus acquired is exceedingly valuable to the
correspondent himself, who may desire to set up in business on his
own account hereafter, or may possibly be sent to some other
country to open a branch, or act as agent for the firm, and his
knowledge may then be brought into play.”

o, (AHOLE - HEEHO—BRLELTOZ - RIEL 5 —DHRE (Lo—7y
71 DR R —DFEIcoWT, L ¥ —ORFIEEL TONEHEIEA BL
DR, [EEOfeR, #M4 (@) HEER (bill of exchange, bill of lading,
invoice, power of attorney) OWEE] 75 & EH Ak, FHL, HEBEEy
BHALEEES) O BN o BB S E I T BB v Rofsisigohn 3,
ERDE S IKBRTNB,

“A throughly experienced corresponding clerk can (supposing his
general character and habits are likewise satisfactory) always secure a

good situation and a high salary.”

2 EFNLY-—
AHICKITEDOL & —PIXABRS T VB, ST’ BT D,

i, REOXIA SSKBEBROHER . 7 V- L3 TREL LG 070+

ZATXHE U 72 (Correspondence respecting an Order for Corks) v FiF 3,
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1) EXOZ [202. Confirmation of an Order given to an Agent ; Mode
of Reimbursement. (p. 134)]
Stettin, 16th February 1864.
Mr. Hermann Sillem, Marseilles.
Sirt;
We yesterday received a visit from Mr. Martineau your agent in this
city, when we gave him the following order.
15 Bales of Corks, middle quality, long, pointed at. Frcs. pr. Mille,
1w # " ” # »#  straightat. ~ 7 7
2 # # I ” »#  pointed at. 7 7 7
deliverable free on board, whether at your place or at Cette, against
reimbursement on Messrs. Behn & Gossler, Hamburgh, at 3 months date.
In confirming this order, we request you to let us know by first post,
if you can execule it at the prices and on the terms prescribed, in order
that, in case of a negative answer we may provide ourselves with the
goods in Paris, where corks are offered us at the same prices.
Awaiting your reply we remain respectfully yours

HAGENAU & CO.

2) LEHOEE (&E0AE) [203. Reply. (p. 135)]
Marseilles, 28th February 1864.
Messrs. Hagenau & Co., Stettin.
Gentlemen,

I have duly reccived yours of 16th inst. confirming the order given
to my agent, Mr. Martineau, for 27 Bales of Corks, divers sorts, to be
shipped either here or at Cette. This order has been duly noted for
execution at the price and on the terms specified, taking my reimburse-

ment on Messrs. Behn & Gossler, Hamburgh, at 3 months date. I am
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negotiating with a Captain respecting the shipment of the goods, but have

not yet received a positive answer on the subject. My next will acquaint

you with the result of my proceedings, and in the mean time [ remain
Your obedient servant

HERMANN SILLEM.

3) LEOERE GEMODEXEMFEDER) [204. Reply, Supplementary Order
for Corks. Directions for Insurance. (pp. 135-136) ]
Stettin, 8th March 1864.
Mr. Hermann Sillem, Marseilles.
Sir,
We learn with pleasure by your favour of the 28th ulti. that you
are executing our order for Corks, and hope the present will reach you in

time to add to the shipment you are about to make us

10 Bales Corks, middle quality, straight ... 4 ... Fres. per Mille,
5 7 7 V7 7 long, pointed a ’r 73 "

2 " ” ” ” ShOI’t " 3 ’” ” ’”

1 2”7 1 f l ne Y74 10 ng ” a " 7 ”

Should the Captain, with whom you are negociating respecting our
former order, refuse to take the whole 45 Bales, you may ship the prersent
parcel by another Vessel.

If you are able to insure the goods at a premium lower than the
Hambourgh rate, we beg you to do so; otherwise, we shall leave the
Insurance with our friends Messieurs Behn & Gossler of that city.

Respectfully Yours
HAGENAU & CO.

4) LEOE¥E (MRoEH, @ELTOKE, IEEROEEEDFE) [205. Reply,

Want of Vessels to ship the Goods, Remarks on the Prices limited for
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some sorts of Corks. Other Terms offered. (pp. 136-137)]
Marseilles, 28th March, 1864.
Messrs. Hagenau & Co., Stettin.
Gentlemen,

I deferred acknowledging receipt of your favour of 8th inst. handing
me a supplementary order for 18 Bales of Corks, hoping at the same time,
to be able to advise you of the shipment of the goods;but I have been
disappointed. Not only is there a want of Vessels, both here and at Cette,
but the Captain with whom I have been in treaty, begins to object to the
space which so large a parcel of Corks would occupy, and he consents to
take only a small quantity and at a freight, four times too high. I am
therefore compelled to delay, hoping to induce him to take at least the half.
I shall however embrace every available opportunity to ship, in order to
secure as much space as possible.

My agent, Mr. Martineau, will have already apprized you, that your
limits of Frcs. ... for Corks, middle quality straight, are too low, and that
you ought at least to raise them to Fres. ... for the 10 Bales of your former
order, it is only because Mr. Martineau accepted these terms by mistake, as
I shall be a considerable loser by the bargain. To prove to you however my
desire to do every thing in my power to serve you, I now offer to let you
have the Corks second quality, long pointed, at Fres. ... and the short
pointed at Frcs. ... .

The Insurance, at this season, I am persuaded, you would effect on
better terms in Hamburgh.

Annexed I beg to hand you an exact Prices-current of this place,
and remain

very respectfully Yours

HERMANN SILLEM.
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5) LEDE® (2 0mMNRIKE BEEIXROAFREATDOESDORK) [206.
Reply, Order to effect the shipment to a House in Hamburgh, failing
an Opportunity to Stettin. No Charge allowed in the former Limits;
some of the Sorts are therefore relinquished unless the Prices are
modified. (pp. 137-138)]

Stettin, April 26th, 1864.
Mr. Hermann Sillem, Marseilles.
Sir,

We are in receipt of your favour of 28th ult. and request you, in
reply, to dispatch our Corks by first ship loading for Hamburg, unless you
find a direct opportunity either at your place or Cette, and to address them
to Messrs. Behn & Gossler of that city at our disposal.

If you cannot let us have the 10 Bales of Corks middle quality,
straight, as ordered from you in our letter of 8th March, we shall be obliged
to rennounce this sort.

Likewise the 2 Bales of Corks, short pointed, unless you moderate
the price to Frcs. ... . We beg to observe that our limiting the price of the
latter sort to Frcs. ... was a mistake of the pen.

Very respectfully Yours
HAGENAU & CO.

6) MALED - WEOXMEA [207. Advice of Shipment effected. Bills of
Lading and Invoice transmitted. Reimbursement of the Amount.
(pp. 138-139)]

Marseilles, May 21st, 1864.
Messrs. Hagenau & Co., Stettin.
Gentlemen,

The letter addressed to us April 26th reached us in due time. I have
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now the pleasure to advise you that I have at length been happy enough
to find an opportunity direct both here and at Cette to effect the shipment
of your 45 Bales of Corks. 1 have therefore shipped at Cette
H. & C. 27 Bales No. 1/27, on board the Swedish Vessel Gustav Wasa,
Captain Wiese, and from this port
’ 18 Bales No. 28/45 on board the Norwegian Ship Thorwal-
dsen, Captain Kaehler.
Enclosed I hand you the bills of lading of the two shipments, as also
the Invoices, one for
97 Bales, amounting to Fres. 3056.50 at 185 Bco ¥ 1652.4
and other for
18 ~# amounting to ~ 2333.-- ~ 18 ~ 1261.-
Bco ¥ 2913.4

for which I have this day reimbursed myself, according to your order and
for your account, by a draft on Messrs. Behn & Gossler of Hamburgh at 3
months date. In advising this draft, I have sent them two copies of the Bill
of lading to effect the Insurance.

The Gustav Wasa will shortly sail from Cette, and the Captain of the
Thorwaldsen will to-morrow receive his papers and sail the first fair wind.

I regret my inability to reduce the price fixed for the 10 or 40 Bales
contained in the supplementary order. I hope however that you will accept
them at the price quoted on (?) the goods.

I flatter myself you will be pleased with the quality of the corks, and
that I shall soon be favoured with further orders.

In the meanwhile I subscribe myself

Yours obliged
HERMANN SILLEM.
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T) MEHS - FREOEY L LOFEM [208. Transmission of Bills of Lading
to a Third Party relative to a Shipment. Advice of Drafts by Order and
for Account of third Party, drawn in Reimbursement for the Amount of
an Invoice. (pp. 139-140)]

Marseilles, May 21st, 1864.
Messrs. Behn & Gossler, Hamburgh.
Gentlemen,

By order of Messrs. Hagenau & Co. of Stettin | have the pleasure to
hand you enclosed, the bills of lading of two shipments of 45 Bales of Corks
to their address; as follows :

H. & C. No. 1/27 27 Bales, shipped at Cette on board the Swedish

ship Gustav Wasa, Captain Wiese ; amounting to
Bco ¥ 1652.4.

7” # 28/45 18 Bales shipped at this place on board the Nor-
wegian Vessel Thorwaldsen, Captain Kaehler:
amounting to Bco ¥ 1261.

Please to effect Insurance, following advice of the said friends at
Stettin, and take notice that I have drawn on you this day, for their
account, the amount of the said shipments in drafts of

Bco ¥ 1500. -

to my order at 3 Months date
7 1413.4
Bco ¥ 2913.4 together, to be honoured to their debit.

The Vessels referred to will sail shortly from the respective ports.
Respectfully Yours &c.
HERMANN SILLEM.

8) ERDKBELFROIREYH LODER [209. Order for Insurance given to a
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Correspondent. Advice of Drafts of a third Party. (p. 140)]
Stettin, May 31st, 1864.
Messrs. Behn & Gossler, Hamburgh.
Gentlemen,

Mr. Hermann Sillem of Marseilles advises us by letter of 21st inst.
his having handed you the Bills of lading of two shipments of Corks, made
to our address, viz:

from Cette on board the Swedish Vessel Gustav Wasa, Captain
Wiese,

H. & C. No. 1/27: 27 Bales, value Bco ¥ 1652. 4

from Marseilles on board the Norwegian Vessel Thorwaldsen, Cap-

tain Kaehler
H. & C. No. 28/45. 18 Bales, value Bco ¥ 1261.

We beg you to insure these shipments at the lowest rate, for the
above value, including 10 per Cent profit, handing us the Account,

The said Marseilles house announces at the same time their having
drawn on you for our account Bco X 2913.4 at 3 months date.

We request you to accept these drafts for us and subscribe ourselves

Yours very truly

HAGENAU & CO.

9) LImiEHE ((HR% o UICFRESIZ0EM) [210. Reply. Insurance effected.
Account sent. Due Honour prepared for the Drafts of third Party. (p. 141)]
Hamburgh, June 4th, 1864.
Messrs. Hagenau & Co., Stettin.
Gentlemen,
In conformity with the advice in your favour of May 3lst, Mr.

Hermann Sillem of Marseilles has transmitted us the Bills of lading of 45
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Bales of Corks, shipped to your address, and agreeably to your directions,
we have effected Insurance, adding 10 per Cent profit. We enclose the
account amounting to Bco & ..., for which please to credit our account.
We shall accept the drafts for
Bco ¥ 29134 at 3 months date, drawn by the said Mr. Hermann
Sillem on our house, for your account, to your debit and
remain very respectfully Yours

BEHN & GOSSLER.

10) LEEDE®E [HROMEEROENCOVCTOEEOHK (L —24)] [21L
Reply. Remarks on the Price of some kinds of Corks : an Indemnity claimed.
(pp. 141-142)]
Stettin, June 11th, 1864.
Mr Hermann Sillem, Marseilles.
Sir,

We learn with satisfaction by your favour of May 21st, the dispatch
of our 45 Bales of Corks on board the Vessels Gustav Wasa, Capt. Wiese,
and Thorwaldsen, Capt. Kaehler.

We have credited you with Messrs. Behn & Gossler, Hamburgh for
the Drafts of

Bco. X 29134 at 3 months date, for the account of your Invoice for
which all honour is prepared.

While thanking you for the care taken in the shipment of the Corks,
we cannot refrain from remarking, that in your Invoice, you have entered
a lot of 10 Bales containing 300,000 Corks assorted at ... Frcs. and another
lot of the same quantity and quality at ... Frcs.; besides this you have
exceeded the limits we had fixed for the 60,000 Corks middle quality short

pointed, by 25 Centimes. You cannot therefore object to our claiming a
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credit for the difference of 90 Frcs., especially, as in our last letter, we
particularly mentioned, that you were to omit the said Bales unless you
could deliver them at our limits. The House of B & Co., Paris, from whom
we have also received Corks, quote us the same sorts, in qualities quite to
yours, at ... Frcs. and ... Fres.

We rely on your allowing the justice of our claim which would
induce us to continue our orders,

and subscribe ourselves respectfully Yours

HAGENAU & CO.

M) P.L.Simmonds, The Commercial Letter Writer (1866)

1 B3 (Preface)

EHic ks l, HREICET ABEOILK, BISHR QMM E 2 itk I
yloz e — F{koiw, o F vENDET ARKLERTIPHEE SIS E
Uz 2MEREFOWHHAE—ZL, i, B L ¥ — (commercial letters) (T, &
OAEDALEE OFERNIL (—EHHEET 2) AREELRE, BsPEsRD
BB LI -7, B NP rhicBEET2EERIREAL, 2t -
FR CHBlE A ETC2, SITTOMEFHEAEL JEREL>TirbATL
50T, L, AHBEYRRLY —3edEhTh s, EHFEHRIERL
TW3, oI, BIGITEEFELhTWS Ly — 3R, £V AEEDL
BDOAMEOHOKEENL, HAUBOOEF LML —LBRE-12HDTH
5, LTV 3,

FoT, EHL, AERT BHLY -0, XOFEBCHILARAEREST S
iz, KBOBEXOhr S, BiADOEIE (bona fide”) L ¥ —ERATIT L
&, AEY, FEOTRTOERAMLTbOTCEHEVWTIRE S, DEl LD
HEOS | OBic BT BB T >RTTH S, LIWLTVE, &
W5, EBEOL Y-}, Ly -FEHEOGOEBN LU NEELTYS
DT, AEOER (88 cky, ToxHFERORMOZE I, Bk, L



116 MEREBHES 1S (121)

PoEIL, EVR 2 LOBRBHEBICHNT A ENTELZTHLS, LB
LTWd, 26ic, X#HTR, HTLOBAFLEBETREL, EEONE| o’
VOV O DEK (forms) BRI TVWE T EERASMhICLTWS,

2 EFILY-—

AEDOL 7 —FIXi, HaRRBCEATES L9, OESDRETHL
HWABRHEDREEEZMELTLY —HIEBERLTHSE, T TR, o=
=aT7ATROEFOND EFoshTuRRLEDE, AREEEOHENEE
Ol ER Y FF 5,

1) I/ IDT-HOMEDEISR [Proposal to Establish a Shoddy Facto-
ry. (pp. 18-20)]
4, Skinner’s Place, Sise Lane.
P. L. Simmonds, Esq.

Dear Sir, - The demand for Wool being considerably in excess of the
supply, many projects have been and being tried to make good the
deficiency; and several inventions are at work in England to effect this
purpose, all more or less attended with success, according to the perfection
to which the mechanical and chemical processes have been brought. The
price of half woolen rags in England is from £8 to £10 per ton, and leaves
a good profit on the extractin of the Wool even when all else is wasted: and
recently a Limited Liability Company, with £150,000 Capital, has been
promoted for carrying out a patent in England.

In France, where the supply of rags is as great as in England, there
is no beneficial system of converting them into Wool, and they are used
for manure. The well-known rag export duty prevents their transmission
to England.

It is therefore proposed to establish, near Paris, a factory for the
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introduction of this branch of business, and working a recently-secured
French patent, of great value, but of the simplest and most practical
character, by which all the Wool can be extracted from rags in a pure,
unburnt condition, and the carbon produced from the vegetable portion of
the rags, preserved, for which there is a ready market {or sanitary and
agricultural purposes.

Suitable premises near Paris can now be obtained, with a good
water supply, which is very important.

It is proposed to commence on a small scale, and convert about a ton
of rags per day; and after the whole has been at work sufficient time the
operations may be extended, or the plant, works, &c., sold to a large Public
Company.

The income for one year would be as follows: —

156 Tons of Wool, at £37  £5,772
% w Carbon,at£6 468
- 6,240
At a cost for machinery, plant, fixing, &c., capable of working one ton of
rags per day, about  £1,230
Six months working expenses, including cost of rags, wages, materials,
and every other expenses, about ~ 1.760
—e— 3G90
Leaving a Profitof £3,250

The owners of the patents, &c., desire to meet with a capitalist who
will invest £4,000 in the above business, on the terms of equal Shares in
everything that can be produced, either by the working or sale of the
inventions, &c.

Yours truly,

Sandell & Madders.
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2) AL [Inviting Tenders for Work. (p. 31)]
Strand.
Messrs. Bodys & Reid.

Gentlemen, - We have decided on dividing the work to be done into
three dictinct contracts, viz. : -

1. Putting up large steam boiler with smoke-consuming appara-
tus, erecting two extra open pans, and girding the whole with iron, and
fitting up drying-room.

2. Replacing the stoves in shop with steam pipes connected with
the boiler below, allowing for price of stoves.

3. Fitting up the boiler up-stairs with smoke-consuming appara-
tus; that for both boilers to be guaranteed.

Please send me, per return, a separate estimate for each job, and
oblige

Your obedient Servants,

Johnson & Co.

3) WMAENICXIT SE(E GELOWDER) [Letter to Printers. (p. 32)]
Messrs. McGowan & Danks,
Printers.

Gentlemen, - If I do not receive by Monday 50,000 of the English
bills, 12,500 Poutuguese, and 12,500 Spanish, you can consider the first part
of my order cancelled. Do not send less than the above quantities.

It is strange that while you promise the completion of work by a
certain date, you never fulfil your promises.

Yours truly,
Philip Lund.
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4) SHEOZEELEDFEIE (Letters to Foreign Correspondents.)
4-1) WEDESN [Enclosing Bills of Lading, &c. (p. 65)]
London, June, 1865.
Messrs. Wilkins, Collins, & Co,,
Melbourne.

Dear Sirs, - I am in receipt of your favour of the 14th April, and
regret to hear that your market continues depressed. Annexed please find
duplicate invoices of the goods indented for, which I trust will be duly
taken up, as agreed, on arrival. The B/L, per Sea Star, was sent you by last
mail.

Your advices are so discouraging, that I have given up the idea of
shipping any more to your market at present, considering that you have
still on hand a large portion of my shipments, some of which date as far
back as 1863. If, however, you can obtain indents for me on the same terms
as the present, | shall be happy to execute them.

Yours very truly,

John Hodgson.

4-2) EMKE BUMHFKEE [Order to Purchase Produce on certain limits.
(p. 80)]
London, May, 1866.
Messrs. Duncan & Burns,
Bahia.

Dear Sirs, - I shall be glad if you can purchase for me 3,000 to 4,000
double bundles of Piassava fibre: if deliverable f.0.b. at £7. 10s. per ton
(probably you may be able to get them shipped as dunnage) ; 8 to 10 tons
of dry and salted hides @ 4d. per 1b.; 50 or 60 logs of rose-wood, at 700 reis

the arroba, and 20 barrels of tapioca, at the lowest current rates. Both the
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latter articles seem to be declining in price in your market. Please ship

such of these as are to be obtained at my limit by first ship to Liverpool,

sending me bills of lading and particulars for insurance by mail steamer.
Yours truly,

John Morgan.

IV) William Anderson, Practical Mercantile Correspondence
(1897)

1 B3 (Preface)

FHE, BRI, AHEOBMEBEHTICOVT,
It appears a remarkable anomalty, that, in a country so eminently
commercial as Great Britain, the initiatory studies of young men
destined for mercantile life should be so notoriously neglected.

&, TREAHOEEICbIPHLT, REOHMEHTALBEDICIEINTL

51 EBOWT VWS, 5T, COXIUEFOIREZH O LD DF VAR

DA LD, RFHPOEOEHL ¥ —BRIE, BAZHBEIHREL, EH

HoRHELTLAHEIL SRkDONTVA TR ETRL TS, L bHTE

tHial > TOZHEAER, BERPHEDOERTCATLETHD, i, BHEDOLIE

He#EBE L TOWABRICSSDLVRIANVDETHABYTH 5, 51T,

EY R 2 |AIBEEICE - T, NBOBSES TR WIS, FEFIC

bt i s, MEREEHL TV, 2OMHEIE LT,
O BEH L -EHOAFHREST &,

@ BARCHEBNECOOVTOEBRBAELTVLS I L,

L&Y, i, BRSNS, LOERAFOHL SICBELT,
Merchants are, usually, and, from a very proper feeling, averse to
suffering their correspondence to be made public; and when they
have, in some few instances, permitted a small selection to be made,

for the exclusive use of a private academy, they have limited the
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favour to old letters and common-place subjects; fearing that any
corresponndence of a personal nature, or particularly interesting from
the peculiarity or delicacy of the transactions involved (which for such
a purpose must be the more valuable), would be recognised, whatever
attempts might be made to disguise it.
L, [BIG I OMEFHELANCENE & | 2B BEGOMAOHER, L ET
WBZ EEHLAICLTVLSE, TDLIBAEERBREZIET 2B,
O %L 0oBHOhLE, RALLTERGSIDLVL Y —ZHELLT
&s
@ vbvxzLEo (—§He) BEERT DI, DD eFLEHITIE
51 %# Y, FOMGICE2 Db BT RTOBEENOHE 12T &,
@ [igic, EFEOEBOHFS PMKLBR S LRI 00T, SEEF
REAE LT L,
BE, FHEIAEFORFBERNTVL S,

2 FFE (Preliminary Observation)

EFIE, AR A VORME LT, RS (neatness) LR - b D P
X (perspicuity) 2HF TV 5, Fric, F LT, Ly —FHICLL I —
eI L S Th, NENSEFEVIIFHEOEENTH S (a waste of words is a
waste of time) | &, L ¥ —DfEE X (brevity) OFEEWHAMIAL, EF LWL
g —2EL i,

@ v&—-oRBFOEEE, A EED K0 E>FOIRAXIIBA S C L,

@ ®D - FERESZAEGIE, BEPHRTERTSAHDIC, E-30
EIHMEIC I RETH B L,

@ WEIOB/EOVWESODEE, 55 VIAFROEOIERE LT, v
=7 7 EFKT AL,

e, EHREHLTVS, Tk, vy —OfEkicELT, KOBEFROEVWH

#5024 (corresponding clerk) DEH THRTNELAZLUTO LS ICIEMHL T
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W,

O ZHW-fvy - OREDLDIT, LI —EZhwichih, ZoHEC
Ly —AHAOZRTE Aff, ZIWMOHEHEIL, &5ICREHOTA
BEzRTEREL, ZTOFERLTOL B,

Hamburg, 10th Aug. 18--.

Berenburg, Gossler & Co.

Received 16th Aug.

Answered.
or

18-

Berenburg, Gossler & Co.

Hamburg, 10th Aug.

Received 16th do.

Answered.

@ vy-7y70fEICBEILT, ROLILEENKIERESELZ TL
%o
... s soon as a letter is copied, or the machine copy pasted in,
the folio of the last letter, to the same party, be noted immedi-
ately under the name of the place in the margin of the last letter
the folio of the one just entered. The numbers may be placed
together, thus %g" or the upper one may be noted at the
commencement and the lower at the conclusion of the each
letter.
Ef, VY -ORFEEZEIBOEEREL LT, #ld,
Some open their letters in the presence of their corresponding clerks,
read them aloud, and state at once what kind of reply is to be given to

each ; excepting, of course, cases which require consideration and
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private consultation among the partners. Others read their letters by

themselves, and note with a pencil, or communicate verbally, on

handing them to the clerks, their wishes in regard to the replies.
&, LalotgRsEEc DT RrShaAa L, MEiiAeThEAONS
MAENH B EARL, [HVHYER, EBOLV s —EHHNS, AR
RAEAICHET N E | ThHY, ARV L, O & 3ER05
Sicid, BIAEEHSDF A EEEHD TV S, HVEHHEE Gunior clerk)
i, BN VAVALERE LOHRFLTHRL, 04 TE2ERELTER
THLEBAYTHD, HBH, 2oL HEROGHERICLY, XF@ED,
ERIOBVFHESE SN D, ERDE BTV S,

he will greatly enhance the value of his services, and gain the good

opinion of his employers, to whom it must ever be gratifying to see

him steady, intelligent, and perfectly au courant des affaires.

Bk, FHE, HEMOANENG EHSEFEORERIC & 25 I 228
Fawie, [—HHEO LY —oFRicHEE T~ ZEHORBH - REHEZHE VT
B, TRTOMFER MBOREDEBOER2HEYT 5 & | LRSS
ROEATVS, &1, BEHE~DFELOEh P G ORMEVEER
BMWmEy L5, Ly —0fibl, FHEENELSLICOVTOARRS
EHTER, 2hific, FHE, THEH M (commercial clerk) (&, R
Lz, L b L & —ofEfhdEsBELBTELE6KEV] & TRLT
W,

3 EFILY—

AEE, WAL LY —HC 09 HOHRINTED, LrsPPRHOD
HAED L ¥ —BIXHBE WV, FHIL, L ¥ —%0 Circulars, @ Letters of Intro-
duction, @ Letters of Introduction and Credit, @ Letters of Credit, ®
General Correspondence, 8 Miscellaneous Letters 75 &, 6 21438 L TV
5, #LC, FEELVHFEXTHALTVWE XS, AFOLV Y —-HIF, HHED
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HECBD TEHEWREABE L TH 5, FhiFic, PRPEDOL ¥ —FisThs
20, NAGEBGEAL»SHEMNTH B, TR, 2—o o FROE WA
FICRFLTOIHEEBEAL, Y OSMEEENESE, o v FvEED
ZREEHOEE SR, (RBEEFOMNITICMT 28/ (6. XCLVI-CXLVL Trade
between Fayal and London in fruit, wine, &c.) ZH( 0 Fif 3, Zoflxid, &%
ORG I THREST 2N FESMEL TH o, F& L Ao HICEV, Bk
PV 5 —DEINCIE - TV B DT, BHBOYITIEEF - kMR E S h 3,
FBFRERIOBEOELRS T HIckbA 5, BicL ¥y —oXRBIZ T TR
<, HEDOHMAERDZ LI KBS TV 3,

1) ERAKORITERIE 88 11 B) [XCVL] (pp. 60-61)
James Box, Esq., London. London, 11th August 18--.
Sir, - In pursuance of our arrangement, I shall proceed to Paris
to-morrow, and from thence to Havre, to embark for Fayal in the Nancy,
Captain W. Richards; in which vessel our friends, Lafitte & Co., of Rouen,
have shipped goods for my account to the amount of £650 (say six
hundred and fifty pounds sterling). This sum I shall have to pay to their
bankers in Paris, Messrs De la Rue & Fils, and I will therefore thank you to
furnish me with a letter of credit on those gentlemen, authorising them to
take my draft on you for £700 (seven hundred pounds), at three months
date, and to negotiate the same ; all expenses attending the negotiations to
be at my charge. On my arrival at Fayal, 1 shall ship wines on board the
Nancy to a similar amount, one moiety to the consignment of your
friends, Messrs Ross & Co., of Hamburg, and the other to that of Messrs W.
Williams & Co., of St Petersburg, with directions for each of them to remit,
or hold the net proceeds at your disposal. In the meantime, and, as
collateral security for the £700 draft, you will please to effect insurance on

the goods shipped at Havre (of which I shall hand you particulars from thence),
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in the said sum of £700 (seven hundred pounds). And as soon as you receive
advice of the Nancy's safe arrival at Fayal, open a policy for £400 (four
hundred pounds) on wines to Hamburg, and £400 (four hundred pounds) more
on ditto to St Petersburg, awaiting my further orders to complete.

It is understood that you are to charge interest at the rate of 5 per
cent. on all sums advanced by you until reimbursed; also the usual
commission of % per cent. on all drafts drawn on you, and remittances in
bills of exchange made by me, or by my orders ; the same on all assurances
effected, with % per cent. for del credere thereon, as well as on all transac-
tions wherein your correspondence effects sales, &c.

In the hope that this commencement may lead to more extensive

transactions, I remain, most truly, Sir, vour obedient servant,

J. G. Sommers.

2) XIMRIEO:EM (8 A 11 8) [XCVIL] (p. 61)
London, 11th Aug. 18--.
Messrs De la Rue & Sons, Paris.

Gentlemen, - I beg leave to introduce to your acquaintance, the
bearer, Mr J. G. Sommers, who is about to visit your capital on business;
and I have to request, that, should Mr S. have occasion to draw on me for
£700 (say seven hundred pounds sterling), you will be so good as to take his
bill of exchange at three months’ date, for that amount, relying on the
same being duly honoured. It is arranged that vour commission, and all
charges attending this transaction on your side of the water, are to be
defrayed by Mr Sommers, and that the net amount which I am to pay here
is the before-mentioned sum of £700. - I have the honour to remain,
Gentlemen, your very obedient servant,

James Box.
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3) {EMPkBEOEM (88 158) [XCVIIL] (pp. 61-62)

James Box, Esq., London. Paris, 15th Aug. 18--.
Sir, - Mr J. G. Sommers has delivered to us your letter of the 11th

inst., establishing a credit in his favour for £700 (seven hundred pounds

sterling), which we shall have much pleasure in supplying him with, taking

his draft on you at three months’ date for our reimbursement. Requesting

you will at all times command our best services, we have the honour to

remain, Sir, your obedient servants, De La Rue & Co.

1) BENOZRE & AHROWKER 0A28) [XCIV.] (p. 62)

James Box, Esq., London. Paris, 2nd September 18--.
Sir, - Having nearly completed my business in this city 1 shall

proceed in a day or two for Havre, to embark for Fayal ; and having sent

off some more goods for shipment per Nancy, I request you to insure the

same for £300 (three hundred pounds sterling). 1 shall address you from

Havre with the further particulars requisite. In the meantime, believe me,

Sir, your obedient servant, J. G. Sommers.

5) fHEROEHA (9A58) [C] (p.62)
London, 5th September 18--.
J. G. Sommers, Esq., Havre.

Sir, - I am favoured with vour letter of the 2nd inst, and have,
agreeably to the order contained, effected insurance on goods, per Nancy,
Captain W. Richards, from Havre to Fayal, in the sum of £300, at the same
premium as the £700 done previously to your departure from this city, say
twenty shillings per cent. I shall expect the promised particulars for
indorsement on the polices, and remain truly, Sir, your obedient servant,

James Box.
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6) REREEFOEWZ LEEDIKIA (98 25 8) [ CL] (pp. 62-63)
Havre de Grace, 25th September 18--.
James Box, Esq., London.

Sir, - I have now to wait on you with a specification of the goods
shipped on board the Nancy at this port, for my account, and which you
will please to have declared on the policies opened by you for £700 and
£300 respectively ; retaining the former in your hands, as per agreement ;
and forwarding the latter (for £300) to my friends, Messrs Dugard, Fréres,
Rue St Honoré, Paris. It is expected that the Nancy will sail in the
beginning of next month. - I remain, faithfully, Sir, vour obedient servant,

J. G. Sommers.

7)) HROBMEEAKREROFRG S UVICMOEFEFEDEAKT (107 2
H) [CIL] (p. 63)
London, 2nd October 18--.
J. G. Sommers, Esq., Havre.

Sir, - I am in possession of your favour of the 25th ult., and, having
indorsed on the policies the necessary declarations of the value, 1 shall
transmit that for £300 by this day’s post, to Messrs Dugard, Fréres, of
Paris. The one for £700 I retain as collateral security for any advances that
I may come under for your account. By-the-bye, you have not mentioned
whether you made use or not of the credit on Messrs De la Rue & Co, -
please to inform me in your next.

I shall be looking out for intelligence of the Nancy’s arrival at Fayal,
in order to effect the insurance on wines to Hamburg and Petersburg, £400
each, as ordered in your letter of the 11th August. Enclosed, you will
receive copies of the respective policies, and an account of the premiums,

&c., amounting to £12, 5s., to your debit. Wishing you a pleasant passage,
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and profitable sales, I remain, Sir, your obedient servant,

James Box.

8) AHKBFEOJRYLLICODOLTORWERLE (10A88) [CIIL] (pp.63-64)
London, 8th October 18--.
Messrs De la Rue & Co., Paris.

Gentlemen, - Since the receipt of your letter of the 15th August,
respecting the credit for £700 in favour of Mr J. G. Sommers, nothing has
occurred to occasion my troubling you ; but this morning, to my surprise,
a bill of exchange for £700 has been presented, purporting to be drawn by
Mr Sommers, at three months’ date from the 2nd September, and in favour
of Messrs De Rue & Co., but indorsed "De la Rue & Co.,” apparently in your
hand-writing. Mr Sommers having written to me on the very day on
which this bill is dated, and subsequently from Havre, under date of the
25th ult., without mentioning his having drawn such a bill (though of
course | expected he would do so), or having given any advice whatever of his
having made use of the credit, I have thought it prudent to withhold my
accepetance until I hear from you, whether you have negotiated this bill or
not; for, in these times, when forgeries are so frequent, the utmost caution
is required in transactions of this nature. If Mr Sommmers drew this bill
it is an unpardonable oversight on his part, that he did not give me the
necessary advice, in the letters alluded to. I believe he is still at Havre, and
I wrote to him on the 2nd inst. respecting this transaction. On receiving
his or vour answer, | shall of course honour the draft. I remain always,
Gentlemen, your obedient servant,

James Box.

9) FEMASIZDOEME LILOEEOEE (10 8 10 ) [CIV.] (p.64)
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London, 10th October 18--.
Messrs De la Rue and Co., Paris.

Gentlemen, - Referring you to my respects of the 8th inst., I have
now to inform you that the holders of the draft mentioned therein would
not consent to hold it over until I received your reply; consequently, [ have
accepted it, under protest for your honour, as indorsers, in the persuasion
that the indorsement is in your hand-writing. I hope to hear from you
immediately that all is right respecting this draft, when I shall not only be
relieved from the uneasiness which Mr Sommers’s neglect has occasioned
me, but you from all responsibility; as I shall in that case place the draft to
the account of that gentleman. - I remain, Gentlemen, your obedient
servant,

James Box.

10) FERTOFERICOVLTOMULEHLE (1088A8) [CV.] (p.65)
London, 8th October 18--.
J. G, Sommers, Esq., Havre.

Sir, - Confirming my respects of the 2nd inst., I am now under the
disagreeable necessity of informing you that a bill has been presented for
acceptance, which appears to have been drawn by you on the 2nd ult. for
£700 at three months’ date, to the order of De Rue & Co. (without the la).
Having no advice from you, although you wrote to me on the same day,
and again on the 25th ult., from Havre. 1 have been (however réluctantly)
obliged to dishonour it. I hope you will, immediately on receipt of this
(should you not have done it before, in answer to my last), do the needful and
put me out of suspense. This neglect on your part (as I have no doubt it will
prove to be) has exposed me to very serious consequences with Messrs De

la Rue & Co. Pray be more regular and cautious in future. 1 always
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g

considered you a man of business; but these irregularities will shake my
confidence in you, which has hitherto been unlimited. Awaiting your
immediate explanation, I remain, Sir, your obedient servant,

James Box.

11) FERTORROEM 10 A 11 8) [CVL] (p.65)
James Box, Esq., London. Paris, 11th October 18--.
Sir, - The bill of exchange for £700 to which you allude in your
favour of the 8th inst. was drawn by the gentleman who brought us your
letter of credit for that amount; and the signature, “J. G. Sommers,” is his
-he having signed the draft in our office. We trust therefore, that on your
receiving this assurance all will be correct, and all responsibility removed
from our endorsement. We cannot account for Mr Sommers’ neglect in
regard to the advice of his draft, but presume that he will be able to
explain his irregularity to your satisfaction. - We remain, Sir, your devot-

ed and obedient servants, De La Rue & Co.

12) _LEERINCKd ZEMOEE (105 148) [CVIL] (p. 66)
London, 14th October 18--.
Messrs De la Rue & Co., Paris.

Gentlemen, - The explanation contained in your valued favour of
the 11th inst. is perfectly satisfactory ; and, of course, all doubts as to the
identity of Mr Sommers’ draft for £700 are removed. Having now accepted
this bill in the regular way, you may consider your responsibility at an
end. Regretting the trouble you have had in this transaction, I remain,

Gentlemen, your obedient servant, James Box.

13) LFEB)IctiT A ELVRDER (10 818 B) [CVIIL] (p. 66)
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James Box, Esq., London. Havre, 18th October 18--.
Sir, — Your favour of the 2nd inst. is just to hand, and being on the
point of departure, I have only time to say that I drew on you for the £700
from Paris, at three months’ date, in favour of your friends, Messrs De la
Rue & Co., and am surprised that my draft had not made its appearance. |
certainly did not mention it in my letter of the 2nd, because at the time
that was written I had not drawn it; and when I did, I considered it
unnecessary to advise you of my having done so, as | concluded you would
consider it a matter of course. Trusting this may yet be in time to prevent
any unpleasant consequencees, I remain in haste, Sir, your obedient ser-
vant, J. G. Sommers.

P. S. - I find the insurances all right.

V) Frederick Hooper and James Graham, The Beginner’s Guide
to OFFICE WORK (1898)
1 FX (Preface)

ERERARECETARETH D, FAEER, HRETE I MOBEESK
ENBEOTONTWAZ EAEZBE, [COET, FEHT (“Commercial Ed-
ucation”) DSHNHICHEM I N TV E2DREIRE L TH B | &, FHFHIZ, KPg
IS, MO EREE (1% &% K¥ i, SEICEENR (@
%) B3 SR (High Schools of Commerce) DifFHE LB VI EE2FEVWTWE, £
LT BECRHFLALAVERS>TORRE (14, 154) OBRPOKBHE @ -
3AERD) OMEMETFEL, TAEE, BEICHOVLTOVILE BES) 2HRIC,
ZORAEKZHETHE] &, ABRTOEREHLMIZL TV S,

E oL, FEONRICDVTOMRHN, KENTDH 3 LEFFICERNTH S
CEEWPFT A emic, KBEOEB BT 5 A%, BAERIE/MIF (cheques)
PR EiAEZS (Bills of Lading) @ L & - &HIOFMZ@EL THS ML TV S,

R&kIC, KEDS, HEVLEATABAZBENGIELTS, zhzod
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ERICEVHNEZRRT Z 6DTIREL, HEITHALZETHRACAEST N
&, LIRDEXDITBXTWV B,
He will have to begin at the bottom, or near the bottom ; but the more
he knows the greater will be his chance of rising, and rising rapidly.

(p. xi)

2 38 EIE (Section 3. Correspondence, &c.)

5 12 & (Chapter XIL) (pp. 55-69)

2-1 EDXRXBEDE | FRE (First Steps in Business Correspondence) (pp. 55
~58)

FHFLDE, EVRRAZ/ELTOEE LVWEEBRDEDR, BOLy —
2EILEENITHD, DD, XEOEBEF, fEXOEARFEHNIZ- W
TOHGEE EYVA2ROHMMAGEEE, REIIGCLEEH (x710) £2BAIL
TOWBRIENNELEN S, -T, EVERRTVICLEST, BER, HoFx
27— 7 (office work) ODRFEREFEDOVEHOTHY, FORBTEH 5, £
fz, BER, SEOKFEORNGIRRLALORBYOTLEICEHEL DT, H
A, OB THETNIEHIG 02, HFEmTHRALTIIEE S0,
OB,

O HGIEMHBL TEMERT D700,

@ REIENEKRNESZ 5129,
BETH B, MRS, HEDEBOHTRES NI VY — 3HG|DOHE— il
ERBOT, HYER, IXRTOLY—PHHBEOIVY— - REOHENEER

L hidoin, £, EEOEBIcBWT, YA, BRE,UHEEH
EYVARLED LS —A#H L0 dD, HVHYEES LELICEDOERO
HEP, FRELLICELR2B LY —IfEkT A L2 RHONDIEDBH LD
T, LY—DELVEEHER>TVWAEILRBHETDH 3,

B L # — (commercial letters) OfERRICBWVWT, BbEHEBEN &, 201
BHESHE, O, MR TohN, @ HNICIEETRINRE SV, fIZE,
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G| CRIGESHA L e, Ehhic bOBREN LSO LA Eh, HBHT
i3, DR XBARED bBET L, TO®, FEI~NELEE, LI-D
CBARIC2VLT, HLFLEPERO ML TRINETH L, LHEEHE
B LT3, B, DITok > REHO L ¥ —DBE,
“We are in receipt of vour letter of vesterday, and thank you for the order
contained therein. Our efforts to place this order have been atiended with
great difficulty, and we trust that in future you will either give us better
limits, or a longer time for delivery.” (p. 56)
LW ->THBY, TORXTIE, AXOBETHPRICBENSN TR WIHI,
B, bidov sy -oHEZHT < HEEOHEE (L —, i) HPUELL S,
wic, vy —0OfEEIc >\ T, “concise” & “curt” ®iF WA BAKKICBiH
LTWw3, FIAE,
“Thanks for yours of y'day. Order receiving best attention.”
DA, EHAORBE LTREE LV, L —XELTREIEL AV,
Lo —X&ELTRE, FEDOABHEZLV.
“We are obliged (or We thank you) for your letter of yesterday. The order
contained therein is receiving our best attention, and we hope to advise
execution in a day or two.” (p. 57)
COkH, LTI, DPLESEED, L0 TLRALEREOERIILE
UTH D,
o, LY, HEMACIELL, ZLTRERAP I ELLFHEFRSTL,
—iiz, T ofoLr vy —iclohn bR i,
O BooFbhw (Wrong Spelling)
@ ApER DD (Bad Punctuation)
® AFELTHE (Faulty Construction)
ThHHH, TOLIRHEDIE, WHEEEXE¥RI ik ->Ti[IEsh, Fi,
RILDCHIE LOWERE « 294013, EFVEY R ALY —2¥3TEILEL-T
ERshsd, LFEARENTV S,
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iz, FEER, vy -OFBEXROLS I3 DIEHBL TV B,
@ FLHIE & (The Private),
@ AMEbH @ (The Official),
@ BH® & ® (The Commercial),

TRV -, HFICEL TV A LI ICRFEETEL N, AL -3,
BUFPAMNBEBICHET 2 60T, @, LA TERICE»PND, i,
BH L ¥ — T3, (B34 72 b (“timeis money”) | 2 2:8Hic, 4B JE AL,
Z U CRYsIg (A, ) 23 NCHEEL 7, RIS (BELVYR 7 1 vd
HE LW, E56iI, BXDOV Y —DGETIR, Aitt%E, BMEHEHIEcF &0,
TNEMILINTTEL, 2L T, vy —%2EB HE, BLANZELACHEK
RERALISBH, RELTBIRETHD, BMEBELIBTLABRY,
EEMHL TV 3,

2-2 LY—0OH#e - X5 (How To Set Out A Letter) (pp. 58-64)
1) L%—~Aw F (The Heading)

L3 —FE, 2ttd 2V IEHOEHRBRERIO~— VDLl LIRS
BINERSKY, TOVvy—~y Fid, R LY —DBERHBTLEZ D
TRV, AN LOPHAL ¥ —DEATE, EBFEHBEh TV S,

2) Bff (The Date)

TRTOLV Y -0HME, vi—~y FOFCTeEDLNDE, LT LITEH
ZEECiricEdbnd,

3) %4 (The Address)

L & — 0T oA EERY, Ly —-DiF&lE, vy —-okKic, &
KLy —DaaR, BPIOX—YDO T, BMHV S -—DReE, KIICH
b, €OBEOWIRIEET NET, HMAEOEER,

“Mr.”, “Esq.”, “Rev.”, “Major”, “Col.”,
&, EOHER,
“Messrs.”, [“Mesdames.” (&tEd 575 224 05E)]



(102 FFEWBEXORELHIFEE(T) 135

ZEH, ASOBEIR, FET 2HMMYORBICHE D,
FiziE, FidoB&#E LT,
HEBYEE (greengrocer) %8 ©  Mr. John Jones,
A (merchant) %8 : John Jones, Esq,
HEYE] (baronet) %@ :  Sir John Jones, Bart,
Hop ¥ (clergyman) %3 : The Rev. John Jones, M. A,
WS ARSTT  (Privy Councillor) %@ © The Right Honourable John
Jones,
zofthoHk [BE (Barons), {1E} (earls), R KA (marquises),
NE (dukes) 12 &) i, ¥ERIEERS, DD, F4 v 7 ¢ b —1FE
(Whitaker's Almanack) & £k %,
2t (firm) %5 ©  Messrs. John Jones & Co.,
¥ 24t (limited company) %3 ©:  Messrs. John Jones & Co., Limited
or
Messrs. John Jones, Limited
LEMH B,
4) ®BZH L (The Commencement)
Ly —~y FEEMOTCTFOLEMIZ, Lo —DiEE Dk (“salutation”
= the commencement of the letter) &7 5%, FAH)L & — DG DOEEIZ,
“Dear Sir,” “Dear Mr. Brown,” “Dear Brown,”
RE, BERILHETLOHBEIL - TRE S, HAEOES EHE,
“Sir,” “Dear Sir,” “Madam,” “Dear Madam,”
RELID, BV Y —-DEHEE, ¥,
“Sir,” “My Lord,”
T aEAL ¥ - DB,
“Gentlemen,” “Dear Sirs,”
T one [EE, NE (the manager) %6ic7i 3] I3,

“Dear Sir,” “Sir,”
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L1785,
5) #A3L (the body of the letter)

BEOTF, DLADHIE, vi—-DOERXWIEE S5, BREIDOER, BHEOKK
DXFOFIEPNE, VI —EAXDEBRYIC, BEEDZ - FHEL I —KERT
HCEBEE LV, PIZIL,

“We had this pleasure last on the 26th ult.”

“Confirming our respects of the 26th ult.”

“In reply to your letter of yesterday”

“With reference to your letter of ”

“Agreeably to the request contained in your letter of yesterday”
BEPH DL, LRIV Y —DOZHOMEEDOE R, £TONEFOME S
(résumé) %R L7 AHABRL,

6) kKR (The Ending)

Ly —D¥EbDIE, 0E-DFELFED ED ZREKL, ThThoiTRDLT
2R PLHAlOMEICE PN, MLy —DEAE, MEROBERICLD,
ZTOXKDEETHBRE S, RV 5 —DEEE, —#I,

“I am, Sir, your obedient Servant, ”
“l have the honour to be, My Lord, your Lordship’s most obedient
humble Servant.”
Ly, BHL Y -O5HA,
“I am, Dear Sir,” “We are, Dear Sirs,”
mEICH| 26 E, @,
“Yours faithfully,” “Yours truly,”
RETHD,
7) 2% (The Signing)

BAIE LT}, Y=+ — HEHAR) 04, 2HEREBLTELTE S,
WE, (RED R{LAK (power of attorney) %5 - 1ofRBIALS, BAEAHEDEGS,
BLARITT 5, F05EE, [ 2&%3 % “per procurationem” OB
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“per pro” LGt F, BHT 5, #lAE, BEOHELLT,
(a) H&E#H (partner) DIGH :  Brown Watson & Co.
(b) FROFEHH (person authorised) DIHE :
p. p. Cor per pro.) Brown Watson & Co.,
J. Williams.
(€] TEXNTOIIWH2YE (clerk not authorised) DA -
for (or pro.) Brown Watson & Co.,
W. Jones.
REND B, iz, ST, AMEAECKEY, BB OE - T L0541,
zhEhFER (manager), FHfEE (secretary), KT (head) S EWELT 5,
8) ZLMEECHS (Letter Reference)

LIELIE, vy—0BEESY, Ly-—0LAEHMs0icEIPN S, M
FEHRFELAREC, F0RSEHTIIEICE ST, VI —HNEDHEEN
LORBIEE, BADLI—IF, aE-INBLI—T v 7 D=V OHH
EZoLNhBDT, L¥—7T 97 “B"O684x—Vicak—-ahitry—Ig "B

684", 5ému"é%”¢ﬁkénégit,uy—jvyﬂmwaw4&—v
20

DIEEHIE, “20684”, HBHW T m” BEEGTLAESN S,

9) L4 —%&%S (Numbering Letters)

Ly —DIEBENCETEOME @A) Killdhsigs, &Ly —ik, EHEN
i, BEESTHIEMHAT LV, 2F b, zoEEETICL->T, HT,
LY —2b e ALBOTOELWEWHEETEXZP5TH S,

10) X ¥ (Memorandum)

HEOEECTOHAEOESGE, AED A THEX (memorandum form) #A3
HAwohz, COELEIEMT AT ickd, HYEE, &K (EFD oF
EEOE DI EDDELIEE, 2FD, Ly —ERED, AT, BHELIC
Efd s ETES, LELIE X EMOERR, £ bA—- FARIShT
W53, ZDFIRLITOED TH 5.
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FROM

H. BELL & CO,

30, TRINITY STREET,
MANCHESTER.

(99

Memorandum.

13th October, 1897,

To

Messrs. Kettlewell & Ineson,

11) BE=F (abbreviations)
TECOBEFIR, Y, @5 EoH, Hicldsbos LTINS,

ult.,, meaning
inst., #
prox.,
Jan'y., 7
Feb'y., ~
Mch., ~
Apl, 7
Aug., 7
Septr., #
Octr,, #
Novr, #
Decr., #
am., ~
p.m, ”
P.TO., ~
Regd.,
P.O, #

Encl., ~

Ultimo = last month.
Instant = this month.
Proximo = next month.
the month of January.

#” # February.

# »# March.

4 7 April.

” 7 August.

" 7 September.
#* ” (Qctober.

7" # November.
# # December.

Ante-meridiem = before noon.
Post-meridiem = after noon.
Please turn over.

Registered (or To be registered) .
Post office or postal order.

Enclosure.
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do.,, 7 Ditto = the same as above.

PS., ~# Postscript = written afterwards.

9-3 F5JLL¥— (Examples of A Private, An Official, and A Commercial

Letter)
LT =m0 L 7 —FlERRLTH 5
(1) FAL % — (A Private Letter) (p.62)
216, CUNLIFFE VILLAS,

MANNINGHAM,
29th September, 1897.
DEAR WILSON,
I will come over to Leeds on Friday afternoon by
the G. N. train arriving at 5. 9 p. m. If by any chance I miss this train, I
will catch the next, (Midland), arriving at 5.20.
Yours sincerely,
J.W. WATSON.
JOHN WILSON, Esaq.
LEEDS.

(2) /AL % — (An Official Letter) (p.63)

BRADFORD CHAMBER OF COMMERCE,

BRADFORD, 4th February, 1893.
Sir,
METRIC AND DECIMAL SYSTEMS.
With reference to my letter of 5th December last, asking if there

were any objections to the Decimal System being made a compulsory
subject of instruction in all Public Elementary Schools, and your reply

referring me to the last footnote of the Code, ] am desired to draw
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.

attention to the fact that the footnote in question requires only a very
elementary knowledge of the subject. 1 am aiso to say that, so far as the
experience of the members of the Chamber goes, the instruction in the
principles of the Decimal System in the Bradford and other schools where
such instruction is given is practically worthless, whether regarded as
intended to impart a knowledge of the Decimal System itself or as a
preparation for the charges which will take place when a Metric System of
Weights and Measures (and eventually a Decimal System of Money) is intro-
duced into this country.

That such a system will sooner or later have to be adopted in
this country is becoming every year more apparent. In every civilised
country in the world, ....

Owing to the principles upon which our currency, weights, and
measures are based being so widely different from those of all other
European countries, ....

In these circumstances, and in view of the fact that the intro-
duction of the system into this country would be immensely facilitated if
all scholars in elementary schools were required to thoroughly understand
the system, I am desired by the Council of this Chamber to express an
earnest hope that your Honourable Committee will be pleased to take the
question into consideration, and, if possible, make provisions in the Code
that the Decimal System of Weights, Measures, and Money shall be a
compulsory subject of instruction in all Public Elementary Schools in the
Kingdom.

I am, Sir,
Your obedient servant,
FREDK HOOPER,

Secretary.
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G. W. KEKEWICH, Esq., C. B,
Secretary to the Committee of Council
on Education for England and Wales,

Whitehall, London, S.W.

(3) PG 1L # — (A Commercial Letter) (p.64)
54, BEECH ROAD,
MANCHESTER, 5th July, 1897

MESSRS. BOOKER, SON, & CO,,
Nottingham.

DEAR SIRS,
A friend of ours in Italy asks us about the standing of Mr.

Niente, of Nottingham, but gives us no address beyond this, and no initial.
May we ask you to kindly give us any information you can about him. He
is supposed to be an agent in the lace trade.

Thanking yvou in anticipation,

We are, Dear Sirs,
Yours faithfully,
A. LISTER & CO.

2 MW LY-—7=aT IO

1) R.C. Austin, The Commercial Letter Writer (1841)

AE:, BiisZ Ly TR, FNGIeschrb s ERORGEEEL
<. BN S i@ E OB | oHAlA A ESHOE Y R ZRAFTETH 5,
FO—IELT, 6FDEFLL I —HBRL TH 2, FicL 5 —DHFEXHKL
SWTOBIRE <, WO 7ot R - HEDD DRV, FREA
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XERLTH B, PILIE, THHIEHROEH | T3, BROKNE,
“...on Saturday morning last, 27th ult,, as the brig Jane, ... was getting
over the bar, ... she will go to pieces before ... .”

&, FEELICHY L, B,
“Time prevents me from adding any thing further; my next advice

1

shall contain ... .
CRET, RV LABHGERMULL TV, LhbES0EYb8KIc
Eb-TVB, &, BISHE OIS MBTICBIL,

“... your care in procuring the Beef properly salted, in consideration of

the climate ... ."

DI, BARKILGEMORE X215 RLTWAS,

I) T.S. Williams and P. L. Simmonds, English Commercial

Correspondence (1864)

AR BTEDPIX P 6B B LY —8ETHE, EL, FET, EVRAL
Y- EMERPEAVEL, L b UEAOBDE L BE W, B,
ﬂ%m%wuaé§5%iﬁm&@NTméo%Lf,uy—@%gﬁmwb
T, WROEFES, HUORE, ALEHEAPTERICE LY, BNk
nNTWhWa,

RiT, FEE, FHEANEOME - RESKL, Bic, [Lalofkis1+45
CEBELICET, Ly —%E LS SHEELTVWS, 7, E8omeE -
HHICbMN, ChonEBEERCHTHER, i, TBUEE ( good
situation) & &KL (a high salary) o h 3 | &7 DFFRMEHE L T
S

BTN S —ICBLT, ARTHY L2 -2 R (corks) DEE|D & 5 i,
FREDEG| D 7 0+ 213t L e A% BRIICR < T O B, #2118, WO
&L LT,

“... deliverable free on board, whether at your place or at Cette,
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against ... ."
D& 5 EHEEWAI%L: TARELD ORR, FAMROFZHELLT,
“ _to insure these goods ..., for the above value, including 10 per Cent
profit,”
“we have effected Insurance, adding 10 per Cent profit.”
D k5, FBEAR (10%) EMARREBOREND &, HEFBLHOF
i EEABHVELOMNR LN D, TR () RICOVT,
“ _in case of a negative answer we may provide ourselves with the
goods in Paris, where ... ."
DL HAHEOEHEE, i
“  because Mr.Martineau accepted these terms by mistake, ... .
H 5V,

“ .. our limiting the price of the latter sort to Frcs. ... was a mistake of

”

the pen.”
DEIHIEEHVDEGHE, REICEIHALRLTH S,

) P.L.Simmonds, The Commercial Letter Writer (1866)

A3, EANBLUOAEE DI D25 D ERH (Business Forms) DIRRE S
AV —%Th5, FEWE, FIXT BElo2Ee—- F{EEEALTWS LS
1o, BEROERW, AMEEYRR LY —@FHREAT, V-7 vl [
oK | 15 E— R REE | 0Ba 1R, vy T, HREshicf A 7D
— ¥ (EE) i HEHFEZTDAT AEKLAESRON TV S LBNTV S,

AEDL Y —PICE, EBRORGIOEHA, SHES i bDT, BHEDM
SEDMLHE - RIS &, EESSHLTVE LS I, HrORIEPEES
NTW5, ARETHD Lz THIEBELOLDOMECEFE | © [AfLOS
ke | O — 2 R3hTIEHE VRSN BVEITH 5, HIETIE, THHOBIK
bRt ML ET, BARNSEST WA, <, Flid) 25,

“The owner ... desire to meet with a capitalist who will invest
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£4000 ... "
&, HEAEH > TV 5, RETH, THONE (348D 25 hic L kT,
“Please send me, ... a separate estimate for each job,”
DI, BEXDREEOEMERDTVE, 1, ARIEHE~DL ¥ —fic
(3, FHEN @ioEn) 12Xt LT,
“It is strange that while you promise ... , you never fulfil your
promises.”
&, HMOORE (F—>) OHBRIC, AEEE~ORIETICHE L TOMEEH &
L%
“I shall be glad if ... : if deliverable f. o. b. at £7. 10s. per ton ... .”
L, GMNRERBAOHL LHRENA TV B,

V) William Anderson, Practical Mercantile Correspondence

(1897)

AEFZ, 309 BOFXh oS hIcL vy —$ThH B, E#E13, OREORE
HEVEREI TV I L, QFEHBTOHKHGDIIVC &, @tthciiE -
VEEFBONBDBAREC &, BEEBNTWE, iz, HEOMANEE
DA DOIEB OIRH (BK DR ZIEC %I, EBOEEICHL 7288 Fic
AW, CBEOMBESREERL TV S, COLIBIRELSEKICLI D
HboYt, RETR, FHOES - TAT, EEOBGHHIL 58S NEOH
XBEELTHB, EFEHRIESHLTV S,

LI —DEZHZOVTE, BRSEERL, dhOPT S LHMES % HHE
LTWa, &7, FHBHYEORBL LT O - REVY—524Far— .
RETHL, QFADEK - fERICE-1oLy —NRICTET L, @TE3
RN EEBOLNAERELRL T LA EMRIBHIN TV S,

AFZBBENICET VLY - 6BRICDTTHD, TONES L EA
T, REICAIL AP CEBRLTS 2, KBTI LW -#l x0T,

“letter of credit” “collateral security” “del credere” “bill of exchange at three
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months’ date” “premium” "indorsement on the policies” 7& CHY A AR
HoN, EEHbXBTEBN0, HNEAELENB XS CHE - TRL
ThHb, £12, SRFORREXML T,
“ _in these times, when forgeries are so frequent, the utmost caution
is required ... ."
DA, BEEE OMIT) KEEELY L, T
“This neglect on your part ... has exposed me to very serious conse-
guences with ....”
L, MY 20K D NEORELAE b5 L, FERIICE,
“ ..l always considered you a man of business ; but these irregularities

b1

will shake my confidence in you, ... .
DL, EEMESEEONEZBONGIEE, EHIEHIRL - RET R
ONEHEABFHL TWE, THhIHTIEFLLT,

I considered it unnecessary to advise you of my having done so, as |

concluded you would consider it a matter of course.”
nE [HET3ETHHVHLOMOIETREVD ] EFVROASRLT
Wa,

V) Frederick Hooper and James Grasham, The Beginner’s Guide

to OFFICE WORK (1898)
$%ﬁ,94%»@@@,?Z?U—ﬁwmwwm0%$$tbﬁkmgﬁ
b5, TEE, FXT BESBEHSHETCRERSIQ TV ILEHRE, KE
PP I S B AR RIS, EB, 720 CICHEERIEESD SR L~ T
WBEEHLTWS, £7-, HHRERDOFU, EHR2TS MEsEE TS
LBk RETENEEE, FA (EVRxR<Y) OBFELOBRESAEZHEH
HTWBD,

Ric, W12ET, EHE, BOL Y —EEnicl, Xk (EXEEDR
BEAIA, VR A0OHEE, FOKMICEBLILRAIAVTETSI LN
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KLETHD, TOXIBEHCEEVRX22 0 LOEHEODE-TH S
CIEL TV 3, T, BHHYEIC LT, Ly —OIEREENEE->C &
WFR77 -0 QRBELFETHY, BALN B, £7-, WEIREORYE &
i, REEBTID, BN ARSI, KERETHEE LS T
BoHWVe LT, TOEFARHOBESEE, 52 VIEI0E LTBYTS
LIRELBINER SRVEE, FH1E, 08 W) OLBEp - Hp
%%quéo_

g7, BV -OfEBcBL T, #F&13, EHic, Tuhwvie, £ LT
@ﬁ%<¢iﬂ@ﬁd%:&,%@tbmﬁ,iE%KEL<,ﬁ$PT<%
PRENEFRESHBVWERRT VWS, £LT, v ¥ —%, [FAMY (The Private) |,
[ZAH) (The Official) |, [#§H] (The Commercial) | ® =~z 8 L, FhFEh=
BROL Y —FIXEBBL T3, FiclifL 5 — <13, BEHIIEA,
TLTRIERE S NTHEB LSS SMELSIBE L B ~EEE LT
o FH, AHEOWML & — OB, [EHRIEE (SHBL) K] T30
#lZ I,

“May we ask you to kindly give us ... ."

DL, TRV, ZLTHRICELATEY, XBREH - BAR &
BATO RT3 L BbhE, 74, LY —ORRPEZ HicoVT, 1L
F—~w F, 2HfY, 3%68, 4BEHL, 58X, 6 kKR, 7TELZ, s2BEE,
Iy —FS 102€, IBRFLEDHEICS VO CRMERPLBE AT L
5o COHEMS, HRBS LY —FHERTE, BRTOZ2OTEHHET 3,

3 F&d

XALKESEL, TTIK [FADLDOEKE | 0BRSS X554 - 7+ 19
HHORETR, BELEBO DL RO L AEY (EH) BEOKR VL ¥ —
R=aTHEXRNLT, FERIZWAEEL BB -10TIR, &SI T
itz Lipl, =227 voEELLY, BEHO, BEOHE @A) EXRE
L7 SR, ¥ - BEIETAHBE VT, [ icRHL v
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ot 2 AP (015 HESBESWTVAORRELIETHS | V), g,
[ OETWR, BEHEIBERICERSN TS, - ALOEESKGHET

LEW] (V) EFEXOBTEVTVS LS IC, YEOREOBEHTIEIHED
b BHETH - To COLIBHEBOERE D 121, (WA D=
Z 27N (BE) ONBEHIERS N, ABEBRLL] (1, NV, V) EHER
FOEXEHLMITLTWS,

PLED & 5 14 0RNAEEZZ DL, ARTHY BT ERAECHT 5HE
kR E P - VA B LABL, FEPBEHAL TCVDLIE, LI-P
BRI OIERRDEERE & 105 7 A7 7 — 7 ICREET A EHMEORBEANZ <,
A0 (L) BEHSEICREBISHLIECHAT 5T, HEOXER L
CHEBRYE IS N, B, S, TtLw ERofEReERE gL
., FORMELTL ¥ —OfEkicEb -7 (I, V), HEHEVEMED
AT, ERIRbELD, BEEORELN, FRRAEXORE (f2) 05
DAZEREARICERL L Y —KERLAT IR LRI & (V) 5L, #HE
ENHEARE L Y —DEXHICOVTIELVHEREZR > EPRDLNTL
s

¥t T-REVI—DaE— - TLvy-75 7| Offf) PHEOXEE
DHERIFOTFOEER bEHELTWVS (I, IV, V),

BEoT, EEwELDE, COXIBTRI7—2 EB) ERBICETTES
BEHAER - - BHEHNEE, TBOFEESVBESHRE NS ] (1), F1c
FERloEWEHEEE O NS | (W) B E, ZORREOHLZ W EHFRIESNT
W5,

Ly —icBLT, EELY Y3, HRE L TERY, ABEomOIEEER
SEVWHER (D) &, TORE— FEERICEROBH LV 7 — BEREOLT, H
Rlahiz®A I —F (ED RS AERIFOLAOATHEE THEOER
i (I &2 0EFORFR (V) 5E, KT 5 R@nd~oh T2, BE
it v— 5 1 ALE N TR | O S &3R4 T, FANICEEN S nucHIR
#RAEHT ABHERHENERDOND LD RB 72T ETHA D,
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KEOL Y —DBEZH >V TOHPIBLT, HcBVEHL ¥ — %28
C&id, RpdiREMBcidnd, BHidhvig, EMIcEZUTh, %
DIRFCI T2 740, SEFL, EYRXZ2LBOHBSERINLZ LS
fef (1) & 255, BENESIERE, [ (brevity) | [#85R (neatness) | [
R b g & (perspicuity) | (IV) IciREhaLHic, fioe=a271
(I, V) THE LK BIRMBE SN, #ROFEHEEDOT L, 2L T, A
EHIS L Y —DHIKIC>WTOHRE [ vy —~y F, 2 HA, 3%4%,
8BHEET] (V) 3, W 2rDHREL SN BEA - XBAERL &, Ter HBE
FHOTWs Ly —HA BR) b XTidE 3,
ETNLY—OVWTR, BETLZOTIEHTELOMBBLAL TS
%o Fri, HEOEMAEL LT, EHIEIZLM [“deliverable free on board”
(), “deliverable f.o.b.” ()] PHFMIE (10%) % hk L B SHORE
(I, F7oRFIC@ T KBl [“collaterall security”, “del credere”, “indorse-
ment”, etc. (V)] &, AR ES IS hRBERHVTVL S, —F4, B
ETRHAEZZ SNTVWA LR, EBEXHLOEKSE,
“The letter addressed to us April 26th reached us in due time,” (1)
“I am in receipt of your favour of the 14th April, and ... ." (1)
“Your favour of the 2nd inst. is just to hand, and ... .” (IV)

LR, HUDRE,
“Respectfully soliciting your future favours, 1 remain, Sir, your very
humble and obedient servant,” (1)
“In the hope that this commencement may lead to more extensive
transaction, I remain, most truly, Sir, your obedient servant,” (IV)
“Thanking you in anticipation, We are, Dear Sirs, Yours faithfully,”
(V)

BE, EVAZRMFOEES (RE-S0EL) BERBHIh TV B,

P ERTELES I, OHEDOL Y —<==2 7T LORNBRETOLO & 1313
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FILT, Ly—oBXxf, B EHRNSHEIE YR TICHLL TWaX
5Ch B, 121, BIEOHMED v =27V BA) 2L OFPLPHFITRITL
S, FiloEBBliclohs ki, EVRAY v — ="+ (business jargon)
H5\WIE BISH) BE b i) (ciche) bhs (HR) REOMEMICMT S
B Th B, Hdbic, Ly —RBEIMLTE, <=7 vBRITShifIl
@@#&FV?—H%@K@#@?#(%%EébJ&ﬁ%énfhtoﬂi
i, BHIOESCL ¥ —< = a TV, The Enimie of Idlenesse (1568-1621) T3,
HLEORAE LT, (BED ST - RHr>BLADH S EH (common
and familiar speech) T3 | EERE TV B, F7z, 1T LD <R b+ 5 =
DU &, The Secretary in Fashion (1640-1683) THE, L ¥ — DK - ZBC
%LT.Fﬁﬁ®%bﬁ(m@mvmmmﬂﬂwwmm)&ﬁb&ﬁﬂﬁﬁé
(carelessness) MSHE LW | EfERE II’L’CL‘(%)Q L LSS, EBEOLV Y —§
SO, B (20 D) oFkk OFA (HEERE LeeifkiciiWaBEZmAT 5
L) ot sl MBobLOREE LS, HENEAIV 19 g o<
:;TWEEﬁéﬂtV&-ﬂi?%iﬁ%%%ﬁtmb¥5§iﬁmo
AMDEHRTO [EX—B (BE2B=-FEL5H | HEEHLALOBVS TS0
CETHBID B’5L 20 HUTA->THOTHS I TOHAR 20 L
A-TEEEOD, H5ViddHREHMEEE, BROBIMEXTL SN
Dy (125~ A b B HEEL T > T ARREEAVRE W], EEEE
T&ﬁﬂ%%ﬂébjﬁE@%ﬁ%iiﬁDE%E%ﬁbtv&—@ﬁbﬁ%
BAND LI > DIEVDHDY, ZOWHHORENRORELIL S,

x
(1) Ll FodE#EtEic>vl, MERK AHE R TERELESR A ¥y 2#
w32 EBIARY (LI, 1991 4E, T1-198 ~— Y% &E - BRI,

@ [EL, 71x=¥,
(3) [LE, 119 ~—v
4) ML, i<—Y (FLHIT)
(5) [ELk, 170 =—,
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(6) WL, 120-121 =— <,

() [ELE, 120 <~

8) [&lt, 122 ~—2,

(9) [EE, 130 x—,

10 R|kl, 130 <— 2,

) [E, 133 <=,

12 [k, 143R—Y, £, EOHYF 25 L 1>0T, HEREOMNICS, ch
THDRT Y 97« AT~ VOBBENBFEELZLHETELD b, ZTiCTHEAR
THER LHBER DYy Y TH - 1o HEHE A ZISE 2Ltk -T, Ao Lk
%&@@ﬁmwwbtu,&mﬁﬁiﬁ%mﬂtC&bEﬂﬁﬁhﬂ(ﬁm%%@,
WHRBEHEFLHRSE MREEFERT 4 F) 28E0 1], #Ekt, KR 49 48,
288 ~— ) NEDEELH B,

@ [E M4~=2, Ff, Ty 7« 27— LOFEI-SVWTIRLTEHES
Blo T/°7 Vw2 « 27— EH, THETAHY 20O TRBEHORE % Tk R
LTEL DT, thECHPDOBEVEDTHESE, T LTEOhER, WHSETLR
CHEBATH ) MR 205, R0 2E£—+Thh, — @ADL
=+ 2XRT26DTHL] LEBIONLDTH B, LIhi- THEERICE -
T, PR LR L GBBETREV, ) (ERERE, HREHFEIHESE, [E,
285 ~— )

14 [[L, 135-136 ~— v,

19 [, 195 ==,

6 [k, 196 ~— v,

(0 #ikE [HEEE X ORERHEEQ) 16 LD L ¥ —v = 2 T L O & K5
ZEA - Tiadtams) CR32 552 5), MAIIAFREYL, 199646 A, 60 <—
Yo

189 fitRe [3FEME X ORESHBEA) - 1T HHEPHOE L ¥y - =2 7 icH 0T
— J A EBPIERER No. 23], #4)| | KPREE BT, 199T4E3 H, 5 ~—
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