HUO'NG DAN

VIET DONTHU "¢ =

GIAO DICH THUONG MAI |
| NA GIAO TIEP XA HOI |




HUONG DAN

VIET BON, THU GIAO DICH
THUONG MAI VA GIAO TIEP
XA HOI

(Song ngir ANH - VIET) |

NGUYEN DUONG KHU | il
(- A

] {‘} -. .

¥ i AL

NHA XUAT BAN GIAO DUC - 1993

Nguoi dich




A GUIDE TO BUSINNESS
AND
SOCIAL LETTERS

MILON NANDY

FirstEditlon ............ccviviiiiiiniinannn, 1987
Second Editlon ...............c0ciiiiiiiins 1988
Third Edition ....... ... 0 iiniinaaa i iinanas 1989
(Revised) Fouth Edltlon ...................... 1990
Fourth Edition Reprint .............c0vivivnann 1991
Repriml .. ...t 1992

COPYRIGHT: 5.5. MUBARUK & BROS (PTE) LTD
SINGAPORE

Published By
KEYNES SCHOOL PUBLICATION
" SINGAPORE

-«




LOI NOI bAU

Muc dich quyén sdch nay lA givip nhilng ngudi con thiu mot
18i dién dat dé dang va trdi chay, trong viéc tim cde tif va cau
thich hgp theo y mudn ciing nhu nhitng ngudi cam thay khd khan
trong viéc sdp xép ¥ nghi clla minh mot cich mach lac, méi khi
ho viét mét 14 thu giao dich thuwong mai, cdng vy hay giao tiép
xa hoi.

Nhung bidc thu duge cung cdp cd thé duge st dung véi mot
sy sta déi nhd vao hau hét cac trudng hop lién quan tdi cic vdn
dé vé giao dich thudng mai, cong vu vaA giao tiép xa héi. Day
khéng phai 14 nhing mau muc d&€ sao chép ting ti mét cach nd
I¢, day 1a nhing phac thio danh dé€ duge sit dung nhuw mot hudng
din v& hinh thie va ndi dung, chl ra ki€u thu thich hop trong
cac truong hop khédc nhau, béi vi khong thé vit hét thu mdu cho
mol vadn dé cd thé hinh dung.

Sach nay elng bd {ch cho nhitng sinh vién chudn bi ky thi vao
truong cao ding thuong mai thanh ph6(1) va cdc ki thi thuong
mai khdc, va ca cho nhitng thi sinh ky thi THPT (2)

MILON NANDY

(1) L.C.C.1 Lumpur c¢ity commercial institut
(2) G.C.E General certificate education
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vila mit bg 333
158. V& su qua ddi cita thin miu mt agudi nao dé 335
159. Gii mot ngudi nao 46 da vi€t thy 1o 10ng lhOng cim v& sy -

qua ddi cha me mdt ngudi ban 337
160. Giti mot ngudi da dianh m#&t mot moén tidn i6n 339
161. Tra 19i ngudi 44 bay 10 su thong cim d6i vdi mdt ngubl

ban da danh mit mdt s& tidn 1én 341
162. Giti mQt ngudi bi mit viéc 343
163. Tra 10i moOt ngudi d4 biéu 19 long thong cidm cia minh

d6i véi ngudi ban mét vige 345
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REQUESTS

164. To a friend for a loan of money 346
165. Favourable reply to someone who has asked for a loan of

money 348
166. Unfavourable reply to someone who has asked for a loan

of money 350
167. Another negative reply to somcone who has asked for a

loan of money 352
168. Requesting a doctor o see a sick person 354
169. To a ncighbour requesting him for some peace and quict

for the sake of a sick person 3536
170. Reply to a neighbour who has requested peace and Yuict

for the sake of someone who is very il 338
171. To a manager of a firm requesting an advance on an

cmployee’s salury 360
172. Favourable reply from a manager of a firm to an

employee who has asked for an advance on his salary 362
173. Negative toply from a manager of a firm to an employec

who has asked for an advance on his salary 364
74, Another negative reply from a manager of a firm 1o an

employee who has asked for an advance on his salary 366

APOLOGIES, REGRETS AND DISAPPOINTMENTS
175. To someone expressing regret for your inability to return

the money he lent you - 363
176. Favourable reply to someone who carnol return the )

moncy he borrowed 370
177. Unfavourable reply to someone who cannot return the

money he borrowed on the agreed date 3

178. Apology for offending somcone at a party in his house 374
179. Faborable reply to someone who has written a letter of

apology 376
180. Unfavourable reply to someone who has written z letter
of apology 378

181. Apology 1o someonc who was suspected of stealing a purse 380
182. Reply to someone who has apologised for wrongly accus-
ing a friend of stealing his purse 382
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YEU CAU, PE NGHI

164, Gitt ban hoi muon tién

165. Trd 161 thuan 10i cho mdt ngudi hoéi muon iEn

166. Tra 161 khong thuln lgi cho mot ngudi hdi mugn tign

167, Mot tra lot tit choi khac d6i vot mot ngudi hdi muon tién

168, Moi mot bdc s khdm cho ngudi ém

169. Gii nguoi fang giéng yeu cu mot it frat 1y va yén tinh vi
ki ich coa mét ngudi 6m

[70. Tra 16i ngudi lang gieng di yéu citu trat td va vén tink vi
loi ich cdia mot ngudi dang ém nang

171. Gt gigm d6c mot cong ty yeéu chu ing trude hong cho
mdt nhan vién

172, Cua mdt gidm dée cong ty trd 181 thuan 1oi cho mét nhin
vién xin Ung trude luong

173, Ca mot gidm doe cong ty 1rd 101 kKhong thudn Igi cho mot
ahin vién xin dng trude luong

174. Mot tra 101 Khong thuan 1oi khac coas mot gidm dée cong
ty cho modt nhan vicn xin (ng trude Idong

XIN LOI, HOI TIEC VA THAT VONG

175. Gin mot nguoi bay té sy hoi tiéc vi khong c6 kha nang
hoan lai sd tién d3 muon

176. Tra 16i thuan 1oi cho mot ngudvi khong thé hoan lai s6 tidn
anh (a muon

177, Tra loi khong thuan 16i cho mot nguoi khong thé hoan lai
s¢ tién anh ta muon vao thoi han thoa thuln

178. Xin 15i v& sy xac pham mOt ngudi nao do tai cudc lien
hoan & nha nguoi dy.

179, Tra 18i thuin loi cho mot ngudi da viét mot 1a thd xin 16i

180. Tra 16i khOng thudn 10i cho mot ngudi da viét mét 14 thu
xin 18i

181. Xin 18i mot ngudi bi nghi ldy cdp vi

182. Tra 10i mQt ngudi da xin 16i vi bude 101 sai mOl ngudi ban
la da 14y cap vi

M7
349

351

353
355

357

361

363

367

369
37
373

375
377

379
381

383
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APPRECIATION, SATISFACTION AND GRATITUDE

183. To someone who has helped to find a job. . Exd]
184. To an employer who has given a raise in someone’s salary 386
185. To a doctor who has saved someone’s son from death 388
186. From a student to his tcacher 390
187. To a police officer for his prompt action in preventing a
crime 392
188. To a lawyer for conducting a case skifully 394
189. To a friend who helped to avoid an embarassment 3%
190. To someone cxpressing satisfaction at receiving a good
piece of news 398
191. To someene who has sent a beautiful present 400
192. To a couple thanking them for their hospitality 402
193. To a lady thanking her for a delightful evening 404
GIFTS AND DONATIONS
194. A letter with a birthday gift 406
195. To a friend thanking her for a birthday gift 408
196. Thanks to a boy-friend for a gift 410
197. A gift from a mother to a son to calcbrate his success in
his examination - 412
198. From a son 10 a mother who has sent a gift to celebrate
his success in his examination 414
199. Appealing for a donation to alleviate the sufferings of
. some flood victims _ 416
200. Sending a donation for flood victims 418
201. Acknowledgement of the donation 420

FAMILY AND PERSONAL LETTERS

202. From a mother to her daughter on her declining morals 422
203. From a daughter to a mother denymg that she has be-

haved shamefully 424
204. To a mother from a daughter confessing her feelings of

shame at having earned a bad name 426
205. From a mother to a married son who has asked her to _

live with him ' 428
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CAM KICH, HAT LONG VA BIET ON

183, Gii mo1 ngudi di gidp kifm duoce viée lam

184, Gin ong chu da 1ang liong cho mot npudi nao dd

185, Gii mot bac <1 da cifu sdng mot ngudi sao do

186. Cia mot sinh vién gii thiy gido minh .

187. Gui mdt si quan canh sat vi d3 hanh dong nhanh chong
ngan ngida tdi pham .

188, Gui mot fwat su da din ddn va kién mot cich khéo 1éo

189, Giti mo1 ngudi ban da gidp trdnh dugc sy lang tong

190 Giti méL ngudi J€ biy to sy hdi 1ong nhan dudc mdt Lin 164

191. Gii mot ngudi da gdi dén mot ting phdm dep

192. Gui mot doi chong vo cdm on 1ong mén khich caa ho

193, G mat ba d€ cam on v& mot budi 51 thi vi

QUA TANG VA PO QUYEN GOP

194. Mot bic thd voi mt tang phdm sinh nhat

195. Gui mot ¢o han cam on vé 1ang phdm sinh nhit cha ©o dy

196. Cam on mot ngudi ban trai v@ mot tang phim

197. Tang pham cia moOt ngudi me gii con trai dé ki niém con
thi d6

198, Clia mdt ngudi con g mot ngudl me da gli tang pham
d¢ ki niem con thi 46

199. Kéu goi dong pop d€ lam nhe bdt nhilng dau khd cla mot
s/ nan nhan tran lut

200, Gui d0 quyén gép cho cac nan nhan lut

201. Bdo tin di nhan duoc d6 gquyén gop

NHUNG LA THU GIA DINH VA CA NHAN

202. Cha mot b me pifi difa con gdi bi sa sdt dyo dic

203. Clia mdt ¢d gai gii me¢ pha nhan ta di cu xi dang x3u hd

204. Ciia md1 6 gdi giti me thd nhin cam gide xdu hd da bi
ti€ng xau

15, Cha mot ngusdi me glii con trai di ¢ v¢ mdi me v& & vii
minh

383
387
389
39t

393
395
397
399
401
403
405

407
409
411
413
413
417

419
421

423
425

427

429
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206. From a young man to a former girl friend 430
207. From a father to son away al school about the son’s con-

duct and progress 434
208. From & gentleman to his sister-in-law asking for sympathy

and inspiration after the death of his wife 436

LOVE AND MARRIAGE

209. Confession of @ man's love for a lady 438
210. From a lady admitting her love for a gentleman 440
211. Negative reply from a lady to a pentleman who has ex-

pressed his jove for her 442
212, From a gentleman asking his love to marry him 444
213. From a lady to a gentleman explaining why she should

have her parents’ consent to her marrying him 446
24, From a lady expressing readiness to marry her lover 8
215. Unfavourable reply to a lady who wishes to know about a

gemtleman’s feelings towards her 450
216. From a geatleman confessing his love for a lady 452
217. From a lady reciprocating a gentleman’s love for her 454
218. Unfavourable reply to a gentleman who has confessed his

love for a lady 456
219. From a gentleman to a lady who says that she cannot love

him but would like to remain as a-close [riend 438

220. From a gentleman to his beloved promising cver-lasting fove 460
221. From’a lady 10 a gentleman reciprocating his promise of

cternal love 462
222. From a lady accusing her lover of jilting her 364
223. From a lover denying that he has jilted his sweet-heat 460
224. From a lady to her lover who denies that he has jilted her 468
225. From a Jover disclaiming responsibility for the loss of his

old flame’s chastity - 470
226. From a lady to her sweet-heart expressing doubt about the

constancy of his love 472
227. From a lady to a gentleman who has kaown her for a long

time and now wishes to marry her 474
228. From a lady to a gentleman who wants to marry her after

a short acquaintance 476
229. From a lady who wants time to considcr an offer of mar-

riugc from a gentleman 478
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206, Caa mot thanh nién gui ¢ han gai ci
. 207. Clia mot ngudi bd pdi con trai hoc ¢ xa v& sy déi xif va sy

tién bo cha con ] .

208. Cua mot ngddi dan ong gii em vo vCéu cdu sit thong cam
va fruy®n cam sau khi v0 mit

TINH YEU VA HON NHAN

209. Thu thi nhan tinh yéu cha mot ngudi dan ong véi mor
RgUoi Jin ba

210. Cha mé&1 ngudi din ba thifa nhan tink yéu cda minh déi
v mat ngdoi dan ong

211, Tra 160 (¢ chSi cia mo ngudi dan ba cho mot ngudi dan
Oncg di bge 10 tinh yéu véi minh

212. Clia mOU npusi dan 6ng d@ nghi ngudi yéu két hén vdi minh

213. Cha mot nguot phu nu gui mot ngudi dan dng gidi thich
14i sao ¢an ¢ sy ddng v cha bé me mdi ldy dugc nhau

214, Cia mot phy nil biu FO sy san sang k€l hon voi ngudi yéu

215. Tra 10i khong thuan loi cho mot phu nit muda bidt tinh
cam ¢ia mot ngudi dan ong ddi vadi minh

216. Ciia mOt nguoi dan ong thd nhan tinh yéu v6i mot phy ni

217. Ciaa mot phy nit ddp lai tinh yCu cia mgt ngudi dan Ong

218. Tra 1oi khong thuan loi cho mot nguoi dan Ong da tha
nhan tink yéu ciia minh véi mot rguoi dan ba

219. Cia mot ngudi dan ong gii mot phe nif da no6i la kKhong
thé yéu anh nhung mudn van la ban than cia anh

220. Cilia mot ngudi dian Ong gdfi ngudi yéu hita hen mdt tinh
véu lau dai mai mai

221. Cia mot phy nit gii mot ngudi dan ong dap lai 10i hita ve
mo tinh yéu vinh ciu

222, Cta mot phy nit 1én dn ngudi yéu phu bac minh

223, Clia mdt ngyodi yéu phi nhan ia di phu tinh ©o gai minh yéu

224, Clha mot phu nd gdi ngu®i véu khong cong nhdn la anh fa
da phu bac )

225. Cia m@t nguoi yéu phd nhan trdch nhi¢m v& sy mét trinh
cla nguoi yéu cl

226. Ciia mdt phu nif %l'fi ngudi yéu bayv to sy nghi ngo v¢ 1ong
trung thianh cda anh dy

227. Cha mos ngudi din ha gii mot ngudi dan ong da quen chi
ti 1au va bay gio mong k&t hon voi chi

228. Cda mot ngudi phu nit gii ngysi dan ong mudn cudi chi
sau mét 1hdl gian ngan quen bidt

229, Ctia mot phy nif cin co thdi gian can nhic 181 d& nghi két
hon cta mot ngudd dan ong

432
433
137

439
141

443
45

447
449

451
453
455
457
459
461
463
465
467
469
471
473
475
477

479
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230. From a lady to a gentleman who has been repeatedly writ-

ing to her, expressing his desire to marry her 480
231. To a friend congratulating her or her engagement 4382
232. From a young man to a gentleman confessing his love for

the gentleman’s daughter and his desire 10 marry her 484

233. From a gentleman to a young man who wants to marry
the gentleman’s daughter, expressing willingness to discuss

the matter 436
234. Favourable reply from a gentleman to a young man who

wants 10 marry the gentleman’s daughter 488
235. Unfavourable reply from a fentleman to a young man who

wants to marry the pentieman’s daughter 490
236. From a son to his father about his desire to marry his

sweer-heart 492
237. From a daughter to her mother asking for consent to

marry the man she loves 494
238. From a father to his son expressing willingness to accept

his son’s sweel-heart as his daughter-in-law 496
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230. Cha mot ngudi phu nit gii mot ngudi dan ong da nhigu
Iin viét thu bay td ¥ mudn két hon

231, Giti mOt ngudi ban chic ming sy hia hon

232. Clia moOt chang trai wré giii mot ngudi dan ong tha nhan
tinh yéu d6i voi con ai ong dy va mong mudn duoc két hon

233. Cia mét ngudi dan ong giti mot chang trai tré xin cudi
con gdi Ong ta, bay to sy-mong mu6n thdo luan vin e

234, Tra 10i thuan 10i cia mot ngudi dan ong cho mdt chang
trai tré mudn két hon cing con gdi 6ng ta

235, Tra 10i khong thuan 10i cia mot ngudi dan ong cho mot
chang trai tré mudn ké1 hon cing con gai ong ta

236. Ciia ngudi con trai giti cho bd v& long mong mudn k&t
hon cing ngudi yéu

237. Ciia mot ngudi con gai gii me xin me dong ¥ cho k€t hon
vii ngudi minh yeu

238. Clia mot ngudi cha gli con trai biy to sd vui long nhin
ngudi yéu cia con 1am con dau cla mish

431
483

187

489

491

493

497
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APPLICATIONS FOR POSITIONS

1. Enquiring about a vacancy, after just finishing school.

738, Newton Road,
Kuala Lumpur.
7th September, 19.....
The Manager,
New World Industries Ltd.,
90, Market Square,
Kuala Lumpur.

Dear Sir,

Knowing that you employ a number of people of various skills
and capabilities at regular intervals, I am venturing to ask if
there is a vacancy on your staff, and, if not, if you will consider
my application when the next vacancy arises.

I am eighteen years old and have just passed the G.CE.
Examination with "O" Level passes in English, Mathematics,
Economica, History and Geography. (5 Credits)

Having just left school. [ have no experience; but T am prepared
to do any kind of work suitable for my qualifications, and I believe
I can learn the skills your require, within a few days and give
every satisfaction to you, should you appoint me to your staff.

I therefore hope that you will be able to give this application
a favourable consideration.

Yours faithfully,
Alice Smith
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PON XIN VIEC

1. Vita t6t nghiép truimg phé théng, xin mdt chn cdn khuyét

738 Dudng Newton,
Kuala Lumpur.
7 thang Chin, 19....
Kinh gtti 6ng Giam déc.
Cong ty trach nhiém hitu han cong nghiép New World,
50 Quang trudng Market,
Kuala Lumpur.

Kinh thua 6ng

Biét ring 8ng tuyén dung mét s6 ngudi ¢d ki nang va nang
lyc khde nhau vao nhitng khodng cach thoi gian déu dén, tdi danh
bao hoi 6ng xem hién ¢ khuyét ngudi trong bién ché caa ong
khong, va néu khdng, thi éng cd chu y dén don cia toi khi co sy
khuy&t ngudi thdi gian sap toi khong.

Tai 18 tudi, vira tung tuyén ki thi t6t nghiép THPT duge xép
hang "O" vé tiéng Anh, Toan, Kinh t&Lich st va Dia li {5 mén),

Via r0i gh& nha trudng, 61 khong cd kinh nghiém, nhung téi
sén sang d€ lam moi loai céng viée thich hgp vai nhimg kha nang
cia toi; va tai tin rang t6i cd thé hoc nhing ki nang dng dbi hoi
trong it ngay va s& lam 6ng hai long moi chuyén néu ong nhan
tdi vao bién ché eua ong.

Vi vay t6i hi vong ring 6ng sé tra 1oi don xin cta toi mot cich
thuan lgi.

Xin gii 6ng 18i chao trung thanh,

Alice Smith
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2. Application for the post of Administrative Officer.

20, Newport Road,
Kuala Lumpur.
17 th June, 19....
The Manager,
Eurasia Internationnal Ltd.,
119 - C, Mosbet Towers,
Kuala Lumpur.

Sir,

Having just completed a diploma course in Business Manage-
ment in USA (Pacific Western University), I write to enquire if
you could offer me an appointment adminstrative executive of
your renowned establishment.

I am 30 years old, unmarried, and a Malaysian citizen of
Chinese origin.

I have worked as Jr. executive in some American business
firms in various capacities and acquired considerable knowledge
of business affairs and office management, which I am eager to
put to good use in your commercial organisation.

May I therefore express the hope that you will consider my
application and give me a favourable reply.

Yours faithfully,
Roland Tan
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2. Pon xin lam Nhan vién hanh chink

20 Dudng Newport,
Kuala Lumpur.
17 thang Sdu, 19..
Kinh gii Ong giam déc,
Cong ty trach nhiém hitu han quéc t& Eurasia,
119 - C, Mosbet Towers,
Kuala Lumpur.

Kinh thu 6ng,

Vita hoan thanh mét khda hoc ¢d cdp bing v@ quan li kinh
doanh & Hoa Ky (truéng Dai hoc Pacific Western) téi viét thu
nay héi 6ng xem ong cd thé giao cho t6i mot chic vy hanh chinh
quan tri trong t8 chic ndi ti€ng cla dng khéng.

Tai 30 tudi, chua vg, 1a mot cong dan Malaysian géc Trung
Qudc.

Téi da lam nhén vién hanh chinh so cdp & mot s6 cong ty
kinh doanh Mi & nhfrng trinh 46 khéc nhau va thu duge nhitng
kién thitc ddang k€ vd cong viéc kinh doanh va v& quan i van
phong; t6i rit mong dem dp dung nhiing didu d6 vao t§ chic
thuogng mai caa 6ng.

Vi vay cho phép t&i t6 bay ni®m hi vong rang dng sé xem xét
don xin cha t6i va dédp lai mét cach thuan lai.

Xin g 6ng l6i chao trung thanh,
Roland Tan
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3. To a firm asking if there is an opening for a van-
driver cum salesman.

25-H, New Village,
Kuala Lumpur.

20th August,19...
The Manager,
South-East Asia Distributors,
Kuala Lumpur.

Dear Sir,

I write to enquire if you have an opening for a van salesman.
I left school at 16, after being educated at Oxford English School,
Malacca. Since leaving school, have been employed as a van-driver
cum salesman by Messrs. Willam & Sons Ltd. of Kuala Lumpur;
but the firm is closing down in a few days,

I am accustomed to driving all day thoughout the city and am
therefore also familiar with all the streets and lanes in the city.
As T am now only 20 years old, I accept your prescribed salary
and I am keen to gain knowledge and experience in selling.

If you have a suitable vacancy on your staff, [ should be grateful
if you woud grant me an interview.

Yours faithfully,

James Brindley
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3. Gui mdt cong ty hoi xem cé6 khuyét chan ldi xe tai
kiém bdn hang khong

25 - H, New Village,
Kuala Lumpur.
29 thang Tam, 19...
Kinh gii 6ng giam ddc,
T8 chidc nhitng ngudi phan phsi Dong Nam A,
Kuala Lumpur.

Kinh thua ong,

Tai viét thu hoi xem 6ng ed khuy&t mot chan ban hang trén
xe van tai khéng. Téi roi gh€ nha trudng ndm 16 tudi, sau khi
da duge dao tao & trudng day ti€ng Anh Oxford cta Malacea. TU
ngay 10i gh€ nha truong toi da lam lai xe tai kiém ban hang cho
cdng ty trach nhiém hitu han cia dng William va cdc con d Kuala
Lumpur. Nhung vai ngay nita thi cong ty dd sé dong cua.

Téi quen lai xe sudt ngay khap thanh phs va vi -vay thude hét
cdc dudng lon dudng nhé trong thanh phé. Vi hién nay t6i mai
20 tudi nén t6i chfp nhian muc luong éng quy dinh va say mé
tich liy kign thic va kinh nghiém ban hang. N&u cd mét ché
khuy&t trong bién ch€ cia éng, xin éng cho téi mot cude phong
van. Téi 14y lam biét on.

Xin gii 6ng 16i chao trung thanh,

James Brindley

3l



4. Reply to an advertisement for a Junior Clerk.

20, Fairview Avenue,
Singapore,
lset January, 19..,
The Manager,
Brixton Enterprise,
8, Clive Street,
Singapore.

Dear Sir,

I wish to apply for the post of Junior Clerk, advertised in the
"Newpaper” today.

I am nineteen years old and have just passed the GCE "Q"
level with 4 credits.

I have also taken a course in Typewriting and Book-Keeping
and I am awaiting the resuits.

I enclose copies of some of my testimonials, and would refer
you to the Principal of Grammar School, 10, Queen Street,
Singapore, for my character.

If I am given the post, I can assure you that I will do my best
to give you satisfaction.

Yours faithfully,
Belinda Lee
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4. Tra 16i mot quang cao tim mot thu ki so cdp

20 Dai 16 Fairview,
Singapore.
1 thang Giéng, nam 19..
Kinh giti 6ng giam déc,
Hang Brixton,
86 8, phd Clive,
Singapore.

Kinh thua 6ng,

T6i mong duge b8 tri vao chde thu ki so cép, dudc quang cdo
trong t3 "Newpaper”, s6 ra hom nay.

Tsi 19 tudi, vita trung tuyén ki thi T.HP.T. véi hang "0" ¢ 4
mon. Téi cing da hoc mdt khda ddnh may va k€ toan va dang
- doi két qua. '

T6i giti kém mot s6 gidy ching nhan cda toi va d& nghi ong
lién hé vai ong Higu trudng trudng trung hoc & 86 10, phé Queen,
Singapore d€ tim hifu hanh ki€m cua tdi.

Né&u t6i duge giao chic vu trén, t6i cd th€ bao dam vdi dng
rdng toi sé lam hét sitc minh d€ 6ng hai long.

Xin gii éng 13i chao trung thanh,
Belinda Lee
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5. An application in reply to the following
advertisement in a newspaper.

“Wanted Female General Clerk and Typist. Must have good
knowledge of English. Apply stating age, qualifications and salary
expected to P.O. Box 213, Orchard point - Singapore.

10, Market Street, O
Singapore,

15th May, 19...
The Advertiser, -
P.O. Box 213,
Orchard point Singapore.

Dear Sir,

In reply to your advertisement in today’s "Newpaper", for a
Female General Clerk Typist, I offer myself for the post.

I am 20 years old and was educated at a Telok Kurau School
where 1 passed the GCE "O" level Certificate Examination and
obtained a Distinction in Engligh.

Since leaving school, a few months ago, I have attended
Typewriting classes and my speed is now forty words per minute.

I am very anxious to get into a business firm in order to fit
myself for a business career, and should my application be
successful, I will do my best to please you. The aalary I expect is
$500 during probation period.

Yours faithfully,

Monica Howard



5. Mot don xin dap lai 10i quang cdo sau day trén mét
ti bao.

"Can mot nit thu ky tdng hop kiém ddnh mdy. Phai thao tiéng
Anh. Vé tudi, tiéu chudn va lt#ong, xin héi tai hom thu B.D. 213,
di¢m Orchard - Singapore.

10, Phd Market,

Singapore.

15 thdng Nam, 19...
Kinh gti ngudi dang quang cao,
Hom thu B.D. 213, diém Orchard, Singapore.

Thua 6ng,

Dap lai 15i quang cdo cha dng trén bio *Newpaper®, s6 ra hom
nay, tim mdt nit thu ky tdng hgp kiém ddénh mdéy, téi xin tyu gidi
thiéu minh vao chde vu dg.

T6i 20 tudi, da hoc & truding trung hoc Telok Kurau va da tot
nghiép T.H.P.T dat hang *O" va c¢6 mét ching chi giéi tiéng Anh.

Tit ngay i gh€ nha trudng, méy thdng qua, téi da hoc mot
khéa dinh may chit va t6c d0 hién tai cia to6i la 40 tir trong mot
phat.

Tb6i rit khiat khao duge vao lam viéc trong mét hang thuong
mai nhim Jam cho minh d4p ing véi nghd thuong mai. Néu don
xin cla t6i dugc thda man, tdi s& lam hét sic minh d& éng vui idng.

Mic luong t6i mong dgi 1a 500§ trong thti gian tap sy.
Xin giti 6ng 10 chao trung thanh, ‘
Monica Howard
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6. An application for the post of Shorthand Typist.

5, Changealley,
Shenton Way Singapore.

6th April, 19.....
The Manager,
Allen and Edward Co. Ltd.
7, Park Street, Singapore.

E

Dear Sir,

With reference to your advertisement in today’s "Straits time",
I should like to be considered for the position of shorthand typist.

I'am twenty years of age, and I have just completed a Secretarial
course at City College of Commerce. I was educated at Grammar
School, where [ passed my G.C.E. with three ‘O' Levels and two
‘A’ Levels.

My shorthand speed is one hundred and my typing speed is
forty. I should be available to attend an interview at any time
which is convenient for you.

Yours faithfully,

Victoria Jonathan
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6. Don xin lam nguii ddnh may kiém tée ki

5, Changealley,
Shenton Way Singapore,
6 thing Tu, 19....
Kinh giti 6ng Giam doc,
Cong ty trach nhiém hitu han Allen va Edward,
7 phé Park, Singapore.

Kinh thua #ng,

Lién quan dén tin quang cdo cua éng trén td "Straits Time”
s6 ra hom nay, t6i mong dude 6ng xem xét dua vao chiic vu thu
k¥ didnh may kiém t6c ki.

Tai 20 tudi, vita hoc xong mot khda thu ki tai trudng trung
cip thuong mai ctia thanh phd. Téi hoc & trudng trung hoc, da
triing tuyén ki thi t6t nghiép T.H.P.T. vdi ba mén x&p hang "O"
vi hai mon x&p hang "A". (1)

Téc d6 t8c ky cla toi 1a mot tram va tde do danh may 1a bdn
muoi. Téi sé séin sang du moét cudc phong vdn vao bt cu thai
gian nao 6ng thdy thuan tién,

Xin gii dng 16i chao trung thanh,

Victoria Jonathan

Chu thich v& hang O vd A

O cic nude Anh, Singapore, Malaixia, Philipin... ki thi t6t nghigp trang hoc phd 1hong
{GCE) gom hai hang: hang O {ordinary level: hang thudng) vd hang A (advanced level:
hang tién tién). Céc gifly ching chi hang thudng ducde cfp cho wing mdn thi sau nam
niim hoc dau & wrudng trung hoc. Cic gidy chiing chi hang A duge ¢dp cho ting mon
thi sau hai nim hoc (i€p theo & 1nidng trung hoc. Thi sinh trugt mdt mdn hoc nao 46
khong duce cip hang A thi c6 thé duge cdp ching chi hang O v mon dé trén chiing
chi hang A cia minh. {chu thich cia ngudi djch)
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7. Application for a Situation as Clerk.

57, George Avenue,
Kuala Lumpur.
4th September, 19...
The Manager,
Fargees Industries Ltd.,
80, Newcome Street,
Kuala Lumpur,

Sir,

With reference to your advertisement in the "Eastern Review"
this morning, I wish to offer myself for the post of clerk. I have
had two years’ experience in the main office of Eurasia Books, a
well-known publishing firm, and they will, I am.sure, be so good
as to testify to my qualifications for the position I desire. I am
twenty-five years old, punctual and methodical, and can give you
the highest references as to character, etc., if required. I am
receiving $600 a month at present.

Yours faithfully,
Angelina Nandy



7. Don xin lam thu ki

57, Dai 16 George,
Kuala Lumpur,
4 thang Chin, 19.....
Kinh giti ong giam doc,
Cong ty trach nhiém hiru han cong nghigp Fargees,
80, phd Newcome,
Kuala Lumpur.

Kinh thua ong,

Lién quan dén tin quang céo cua ong dang trén t¥ "Eastern
Review" sang nay, t6i mong duge 6ng giao 1am thu ki. Toi da cd
kinh nghiém hai nam lam viée & co quan chinh cia hing sach
Eurasia, mét cdng ty xuAt ban sdch ndi tiéng, va t6i chac hai
nam dd qﬁé t6t dé ching thuc cho nhitng kha nang cla téi déi
véi chic vy ma toi mong mdi. Téi nam nay 25 tudi, lam viée
ding gio va cé phuong phédp va cé thé cung cdp cho ong nhiing
ching nhan cao nhét vé hanh kiém v.v.., néu ong doi hai. Hién
toi linh luong 600 d8 la méi thang.

Xin gti 6ng 10i chao trung thanh,
Angelina Nandy
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8. For the post of Sales Representative.

29, Jalan St, Thomas,
Kuala Lumpur,

3rd May, 19...
The Manager,
Educational Publications,
10, Dorset Lane,
Kuala Lumpur.

Dear Sir,

I wish to apply for the post of Sales executive which you have
advertised in today’s issue of the "Eastern Press".

I have had three years’ experience as a sales Executive, two
of them in the publishing business, as you will see from the
enclosed resume.

My present income, including salary and commissions, is about
$2,000 a month. Prospects where I am employed now are good,
but I should welcome the opportunity to join your company which
I regard as one of the most progressive firms in the publishing
field.

I am married with a child and I hold a clean class 3 driving
licence. '

Yours faithfully,
Ritish Nandy
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8. Xin lam dai dién ban hang

29, Jalan St. Thomas,
Kuala Lumpur.
Ngay 3 thang Nam, 19...
Kinh gui éng giam ddc,
Nha xuét ban Gido duc,
10, hém Dorset,
Kuala Lumpur.

Kinh thua éng,

Tsi mong mudn duge lam chic vu thyc hanh bdn hang ma
ong da quAng cdo trong td "Eastern Press" ra ngay hém nay.

Téi ¢6 kinh nghiém ba nam lam ngui thuc hanh ban hang,
trong dd cd hai nam & nganh kinh doanh xu4t ban, nhu 6ng sé
thay & ban tdm tat kém theo.

Thu nhap hién nay cia toi, gdbm lugng va tien hoa hdng, la
khoang 2.000 d6 Ia mdi thang. Tri€n vong & noi t6i dang lam la
tét, nhung toi s& hoan nghénh dip dugc dé&n voi cong ty cda ong
ma t6i coi 12 mét trong nhitng cong ty tién bo nhat trong linh
viye xuit ban,

Toi di ¢ vg va mot con, va duge cip mot bang lai xe bac 3.

Xin gii 6ng I8i chao trung thanh,
Ritish Nandy
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{Resume)

Application by Ritish Nady
Address:
Telephone:
_ Personal Details
Age: 28; Married, one child Special Interests; Reading, Writing
Health: Good Activities: Fishing, Football
Photograph: Encloseq

Education
Oxford Seconday School, 19..to - G.C.E. *O" Level 5 passes
19, "A" Level 2 passes

City Commercial College, Kuala Lumpur, 19...t0 19.... Coliege
Diploma
(a) Subjects Studied:

English Commercial Arithmetic
Typewriting Law of Contract
Accounts Salesmanship

(b) Practical Training:
Teaching and examining accounts, selling commercial
durable goods of various descriptions of which Direct
Marketing is specialised.

(c) Special Awards:
City Commercial College: Principal’s prize for first place in
English and Salesmanship.

{(d) Activities:
Member, Salesmen’s Association.
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(Ban tém tat)

Don xin cta Ritish Nandy
Dia chi:
Dién thoai:

Chi tiét vé cd nhan
Tudi: 28, c6 vg, mdt con Hing tha dac biét: Doc, Viét
Sitc khoe: t6t ' Hoat dong: Cau c4, Bing da
Anh: Kém theo
Hoe 1yc:

Trudng trung hoc Oxford, 19.... dén T6t nghiép THP.T.  Hang "0" 5 mon

19..... Hang "A" 2 mon
Trudng trung cAp Thuong mai thanh ph6. Kuala Lumpur 19... dén 19.... Bing wung
cip

(a) Ca4c mon hoe:

Tiéng Anh S& hoc thuong mai
Danh may chit  Luat vé Hop dong
Ké& toan B4an hang

(b) Luyén tap thuc hanh:
Day va sat hach mon ké& toan, ban nhiing hang hda cd gia
tri thuong mai lau dai theo nhiing mé td khac nhau, ma
sy tiép thi true tiép cia nd duge chuyén moén hda.
(¢) Khen thudng dac biét:
Trugng thuong mai Thanh phé: gii thudng cua hiéu trudng
trao cho ngudi ding diu mén Tiéng Anh va mén B4n hang
(d) Hoat dong:
Hai vién cia Hoi nhilng ngudi ban hang.
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Business Experience

Sales Executive, Sales Manager,
South-East Asia Textiles Ltd,, Eastern Publishers Ltd.,
15, Newcome Road, Kuala Lumpur. 24, Adam Street,
(April, 19... to December 19...) Kuala Lumpur.

(January 19... to present)

References

Mr. George Wilson, Principal, Oxford grammar School, 18,
Beach Road, Kuala Lumpir. Phone:. ..o
Mr. William Smith, General Manager, South-East Asia Textiles Ltd,,
15, Newcome Street, Kuala Lumpur. Phone:......................_
Dr. Thomas Simon, 17, Northern Avenue, Kuala Lumpur.
Phone..........o.c.........
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Kinh nghiém kinh doanh

Ngudi thye hanh ban hang

Céng ty trach nhiém hiu han Dét Dong Nam A
15, duding Newcome Kuala Lunipur

Thang Tu, 19.... dén thang Chap, 19...

Ngudi quan li ban hang

Céng ty trach nhiém hifu han xuét ban Phuong Déng
24 duong Adam, Kuala Lumpur

Thang Giéng 19.... d&n hién nay

Nhitng ngudi cé thé lién hé dé héi ¥ kién

C)ng George Wilson. Higu trudng trudng trung hoc Oxford, 18
dudng bai bién, Kuala Lumpur D.T............

Ong William Smith t8ng giam dbc cong ty tréch nhiém hitu
han Dét Dong Nam A, 15 phé Newcome, Kuala Lumpur, DT....

Ti&n si Thomas Simon, 17, dai 16 Phuong Bac, Kuala Lumpur.
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9. For the post of Assistant Secretary in a commercial firm.
101 Devon Lane,
Kuala Lumpur.
5th May, 19....
The Manager,
Bolton Industries,
10, New Park Avenue,
Kuala Lumpur.

Dear Sir,
In response to your advertisement in the Daily Mail for an
Assistant Secretary, | wish to apply for the post.

I am twenty-five years of age and I obtained passes in the
G.C.E Examination in the following subjects:

1. English "0" Lavels
2. Mathematics "0" Levels
3. Georgraphy "O" Levels
4. Economics "A" Levels
9. English Law "A" Levels

After passing the G.C.E. Examination, I enrolled myself in a
Commercial School where I passed in Typewriting, Book-Keeping
Commercial correspondence and Shorthand at the Advanced stage
of the L.C.C.I. Examination and a fair knowledge of EDP practice.

Though I have some experience, | am confident that the knowledge
that I have acquired in commercial subjects will enable me to carty
out my duties to your satisfaction, if you appoint me to the post.

I should therefore be obliged if you would grant me an interview
on any date convenient to you.

Yours faithfully,

Margaret Smith
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9, Xin lam trg i Thu ki ¢ mét héng thuong mai
101 Dudng Kuala Lumpur.
5 thang Nam, 19..
Kinh gii 6ng gidm dac,
Céng nghiép Bolton,
10, Pai 16 New Park,
Kuala Lumpur.

Kinh gtui 6ng

Dap lai 16i quang cdo cta ong trong "Daily Mail" tim mot trg
Iy thu ky, t6i xin dude giao chiic vy d6.

Toi 25 tufi da tring tuyén ki thi tét nghiégp THPT véi cac
mén nhu sau:

1. Tiéng Anh Hang "0O"
2. Toan Hang "0"
3. Dia ly Hang "O"
4. Kinh t& hoc Hang "A"
5. Luit nudec Anh Hang "A"

Sau khi t&t nghiep T.H.P.T, toi vao trugng thuong mai, ¢ dé
t&i dd 46 cac mdn Danh mdy chi, K& todn, Giao dich thudng mai
va Téc ki & dot thuc tAp cao cip cla ky thi vao trudng cao dang
thuong mai thanh phé§ va dat duge trinh d kién thic tét vé thuc
hanh k& hoach thiét k& ki thuat (1)

Mac du tdi cd mot it kinh nghiém, t6i tin chic rang kién thic
ma toi dat duge v& cdc b mon thuong mai sé gitp toi lam ong
hai lobng vai nhiém vu clGa t6i, néu dng trao cho toi chic vu dé.

Vi vay, toi sé hét sifc cdm on 6ng néu 6ng dinh cho téi mét
cudc phong vAn vao ngdy gid thudn tién d6i vdi ong.

Xin gii 6ng loi chao trung thanh,

Margaret Smith

(1} EDT practice: Engincering Design Plan practice,
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10 An informal Application for a post Clek.

19, Fastern Road,
Kuala Lumpur.
Date:,.. '

The Manager,

Milon Books,

29, St. Thomas Road,

Kuala Lumpur - 51100.

Dear Sir,

My friend Mr. Henry Smith has informed me that you are
looking out for a secretary, and has suggested that I should apply
to you for the appointment. I am well accustomed to business,
can write shorthand, having passed the Pitman’s Shorthand
Examination, and am hardworking. My typewriting speed is forty
words per minute.

Mr. Henry Smith made no referense to salary, but no doubt
we can easily come to terms if you think it worth your while to
grant me an interview and will make an appointment for that
purpose.

Yours truly,
" Ruby Nandy
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10. Mét 14 don khong theo nghi thitc xin lam thu ki

Pusng Eastern,
Kuala Lumpur.

Kinh gii dong, Giam déc,
Hang sach Milon,

29, phdé Thomas,

Luata Lumpur - 51100,

Kinh thua éng,

Ban t6i, ong Henry Smith, cd bao tin cho t6i 1& ong dang tim
mdt nguoi thu ki va goj ¥ toi lam don xin ong b8 nhiém tsi vao
chic vu d6. Tai rit quen vdi kinh doanh, cd thé vist téc ki vi da
trang tuyén ki thi téc ki cta Pitman; va tdi siéng nang. Tée do
danh may chit cua toi la 40 tit méi phut.

Ong Henry Smith khong c6 ¥ kién gi v& tign luong, song chic
chac chung ta sé dé dang di dén théa thuan néu 6ng nghi la dang
danh mét it thai gio cua ong d€ dinh cho t8i mdt cude phong vén
va sé lam mot gidy hen nham muc dich da.

Xin gii dng loi chao chan that,
Ruby Namdy
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11, Application for Employment as a House Assistant.

20, Southern Park,
Kuala Lumpur.
10 th December, 19....

Madam, :

Being informed that you require the services of a House
Assistant, I beg most respectfully to apply for the situatin. I have
lived in Mrs. DollyNandy’s family for three years, and I understand
that she will give me a good charater if | am successful in attracting
your notice. She is not wishful that 1 should leave, but 1 am
desirous of making a change, by which I may better my position
to some slight extent. [ am thirty years old, and the wages [ now
receive are $300.

I hope to receive a favourable reply.

Yours obediently,
{Mrs). J.S. Westwood



11. Pon xin lam cdng viéc ciia ngudi phé quéan gia

20, Southern Park,
Kuala Lumpur.
- 10 thang Chap, 19....

Kinh thua ba,

Duagce biét 1A ba dang cin ngudi lam cong viéc clia mét Phd
quan gia, vdi long kinh trong nh&t, t6i xin ba cho tai duge 1am
cong viée dd. Téi da song trong gia dinh ba Dolly Nandy ba nam,
va tdi hi€u riing ba ta 38 cho tdi mét ching nhan hanh kiém t6t
néu tbi duge ba chu y. Ba ta khong mudn toi ra di, song 61 mong
tao ra mot sy thay ddi, qua dd cd thé cai thién dia vi chka to6i t6i
mot chitng myc nao dé. Téi ba muoi tudi, va tidn cong t6i nhan
hién nay la 300 dé4 la.

Téi mong s& nhan duge mét sy tra 14i thuan lgi

Xin gii ba loi chao kinh trong,
(Ba) J.3. Westwood
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12 Application for a situation as Nurse.

17, Straight Lane,
Kuala Lumpur.
- S5th May, 19..

Madam,

Having no engagement at present, I wish to offer you my
services, which are those of a competent nurse and attendant. 1
have several testimonials from former employers, and if necessary,
1 can procure others.

~ Leould report for work immediately if desirable, and on receiving
a line from you to that effect.

Your faithfully,
Analicia Bradford
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12. Pon xin lam bao miu

17T hém Straight,
* Kuala Lumpur.
5 thang Nam, 19...

Thua ba,

Hién téi khong o6 edng viee 1am an nao ca nén toi mong muén
duge phuc vu ba trong la céng viée ctia mét bao miu va maot
ngutdi hau cd nang lue. Toi e6 nhigu gidy ching nhéan cda nhitng
ngudi di st dung t6i truge day va néu ein, téi od thé kidm duge
nhitng gidy khac nia.

Khi t6i cd duge mét dong ciia ba vé két qua dd t6i ¢6 the nhén
viée ngay néu ba mudn. '

Xin gii ba 15i chao trung thanh,
Analicia Bradford
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13. For the post Mechanic in a motor-car company.

76 - C, Main Road,
Kuala Lumpur.
21st August, 19....
The Manager,
Holden Co. Ltd.,
15, Old Town, Kuala Lumpur.

Dear Sir,

Having come to know that there is a vacancy in your company
for a Mechanic, I submit my application to you for kind
consideration.

I am thirty years of age and have worked as a Mechanic in
several workshops in this city. I have thus gained considerable
experience in repairing a wide variety of motor - vehicles, which
I know I can put to good use in your service for the progress of
your firm, '

I obtained my Diploma in Motor - Mechanics from the City
College of Engineering, London, after passing my G.CE.

At present, I am employed in one of the motor - firms in this
city; but as I know that the terms and conditions of service in
your conpany are much better for people with the qualifications
[ have, 1 feel impelled to seek employment in your conpany. [
shall produce all the documents relating to my qualification and
experience, if you grant me an interview. '

T would like to state, in conclusion, that I shall be able to assume
duty in a month’s time, should you decide to offer me the post.

Your faithfully,

Adam Jones



13. Xin lam tho sta chifa trong mdt céng ty xe 6 t0

76 - C dubng Main,

Kuaia Lumpur, 21 thang Tam, 19...
Kinh gdi #ng giam déc,

Cong ty trach nhiém h&u han Holden,

15, Old Town, Kuala Lumpur

Kinh thua 6ng,

Duge biét rang & cong ty 6ng con khuyét mot chan the sia
chita, t6i xin d¢ don d€ 6ng xem xét chidu c8.

Téi ba muodi tudi va di lam thg sia chita & nhigu xi nghiép
cta thanh phé nay. Nha vay toi da tich liy duge von kinh nghiém
dang ké trong viéc sita chita nhi2u loai xe 6-td; nhitng kinh nghiém
dé toi cd thé van dung t8t dé phuc vy 6ng, nhim vao sy ti€n bo
cua cong ty ong. '

Tai db bang cd khi 6t6 & trudng Cao ding ki su Luan Dén;
sau khi tét nghiép TH.P.T.

Hién nay t6i lam viéc & mot trong nhitng cdng ty 6-i6 cia
thanh phd nay, nhung 6i bift ring ti¥n luong va céc didu kién
lam viéc & Cong ty cha ong t6t hon nhidu cho nhiing ngudi cd
cac nang lye nhu toi o6, t6i cAm thay duge thic ddy dén tim vige
& cong ty 6ng. T6i 52 trinh t4t cA cdc tu lidu litn quan dén nang
lic va kinh nghiém cia t6i, n&u ong cho tdi mot cude phéng vén.

D& k&t luan, tbi xin ngi r6 ring t6i cd th€ nhan nhiém vu mét
thang sau, néu 8ng quyét dinh trao cho tbi chiic vy dd.

Xin gifi 6ng 13i chao trung thanh,

Adam Jones
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14. For the port of Salesman in a large firm.

903, Fairview Avenue,
Kuala Lumpur.
Tth April, 19...
The Manager,
Eurasia Enterprise Ltd.,
5, Green Street, Singapore.

Dear Sir, .

As [ am deeply interested in the career of salesmanship, I write
to you in the the hope that you will be able to employ me as a
salesman in your renowned firm.

Aged eighteen, I have just left school after obtaining "0 level
passes in English. Mathematic, Georgraphy, Histonry and
Economics in the G.C E. Examination of the Cambridge University.

While in scheol, T played football and badminton and was an
active member of the Literary and Debating Society. I was also
on the Editorial Board of our School magazine. I took part in
many inter-school debates and won prizes and certificates for my
oratorical skill.

As | am aware that a salesman in your firm has enough scope
for his abilities of self - expression and for earning power, I am
earnest in my desire to offer my services to you. I am prepared
to travel extensively te promote your products.

I therefore sincerely hope that you will give due consideration
to my application and let me know your decision at your earliest
convenience,

Yours faithfully,

Milton George.
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[4. Xin lam ngudi bin hang d mot cong ty ién

303 Pai 16 Fairview, Kuala Lumpur,
7 thang Tu 19...
Kinh gifi 6ng giam déc,
Hang trach nhiém hitu han Eurasia,
5, phé Green,
Singapore.

Kinh thua ang,

Vi t0i rét ¢0 hing thi v6i nghé ban hang, toi viét cho éng vai
hy vong rang Ong cd thé nhan t6i 1am ngudi ban hang trong hang
litng danh cia dng. '

Toi mudi tam tudi, vita rdi gh€ nha trudng sau khi da dat
-hang "O" v& tiéng Anh, Todn, Dia li, Lich st va Kinh t& hoc trong
ki thi t6t nghiép TH.P.T cia trudng Dai hoc Cambridge.

Khi hoc & trudng, toi choi bong da va chu long, va la hai vién
tich cuc ca héi Van hoc va Tranh luan. T3i cing & trong ban
bién tip clia tap chi nha truong. Téi tham gia nhigu cude tranh luan
lién trudng va gianh gidi thudng va bang vé ki nang dién thuyét.

Bist ring mot ngudi ban hang ¢ hang cia éng co dd dat dung
v0 cho cac nang luc ty th€ hién cia minh va cho sy phat huy tai
nang, t6i tha thiét mong muén duge phuc vu dng.

Téi san sang di nhitu noi d€ quang cio cho céic sin phdm cua ong.

Vi vay tdi chan thanh hy vong ring ong s& can nhéac thich
dang don xin cha t6i va bao t6i bigt quyét dinh cta ong vao lic
Ong thay thuan lgi nhAat N

Xin gtti 6ng 10i chao trung thanh,

Milton George
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15. To a company, from a girl who has been compelled
to leave school and look for work.

203, Johnson Street,

Singapore.
Tth May, 19....

The Manager,

Far Easterm Enterprise, Ltd,
13, Kingsway Street,
Singapore.

Dear Sir,

Having just left school, I am locking for work to help myself
and my family. Since yours is a big firm, [ am writing to you in
the knowledge that you will always have a vacancy for a girl like me.

I am seventeen years old and have learned only up to Secondary
I1I, as the financial difficulties of my parents would not allow me
to proceed further, though my performance in school was considered
quite good by my teachers.

I am willing to do any kind of work that you are prepard to
offer, for it will not only afford me an opportunity to reduce the
burden of my parents but also to pursue my studies in an evening
school and be of greater service to you and to my family in due
course. My concern for my family will certainly increase my
occupational efficiency.

I am therefore confident that you will consider my plight
sympathetically and offer me a post as soon as possible. I assure
you that I will do my best to give you satisfaction.

Yours faithfully,
Dolly Nandy
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15. Gui m6t cong ti, td mat c6 gai budc phai béd hoe va
tim viéc lam
203 Phd Johnson,
Singapore.
‘ 7 thang Nam , 19..
" Kinh giti 6ng giam déc,
Hang trach nhiém hitu han Vién Dong,
13, phd Kingsway,
Singapore.

Thua éng,

Vita bd hoc, toi dang tim viéc lam d€ gidip 4o ban than va gia
dinh. Vi hang cua ong 1a mét hang 1dn, toi viét cho dng voi nhan
thic riang éng luén c6 mot ché khuyét cho mét cd gai nhu téi.
T6i 17 tudi va chi m&i hoc dén lgn III Trung hoc. Nhimg khd
khan va tai chinh clia b8 me tdi khong cho phép téi ti€n xa hon,
méac diu, vide hoc tAp cla tdl & trudng duge cdc gido vién cho la
kha t3t.

Téi san long lam b4t cif loai cong viéc gi ma 6ng chudn bi giao
cho t8i, vi nd khéng chi cho t8i mét dip dé giam bét ganh nang
clia bé me toi, ma cdn 1A mdt dip d€ t6i ti€p tuc hoc tap tai mot
trudng budi t6i va phue vu duge nhiéu hon cho éng va cho gia
dinh t6i vao thoi gian thich hgp sau nay. Sy quan tdm cua toi
dén gia dinh chic chin sé lam tang hiéu qua céng viéc cla toi.

Vi vay toi tin chdc ring 6ng sé xem xét hoan canh cla t6i mét
cach thién cAm va giao cho t6i mét chd lam cang sdm cang tét.
Toi cam doan véi ong sé lam hét sic minh d€ 6ng vui lang.

Xin gui éng i chao trung thanh,

Dolly Nandy
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6. Reply to an informal advertisement.

19 - D, Straits Avenue, Singapore.
17th August, 19....
Mr. Thomas
Evergreen Valley, Enterprise,
119, Park Avenue,
Singapore.

Dear Mr. Thomas,

I read your advertisement in today’s “Newpaper” with interest,
as you described my situation accurately.

As the manager of a large factory, I have plenty of responsibility
and a good salary, but I miss the satisfaction of working on a
problem as a whole and in depth.

I am thirty years of age, married, with sound managerial
-experience.

I hope I may have the opportunity to hear more from you,
sometime this week, and also to tell you more about myself.

Yours sincerely,
Richard Gordan
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16. Tra 10i m{t 16 quang cdo khong theo nghi thite

19 - D Dai 10 Straits,

Singapore. _

- 17 tharg Tam, 19....
Kinh gtii éng Thomas,
Hang Evergreen Valley,
119, Dai I Park,
Stngapore.

Thua ong Thomas,

Téi doc 16i quang cdo cla 6ng trén bdo "Newpaper” 36 ra hom
nay mdt cdch hing thi vi dudng nhu 6ng da mo td hoan canh
cia téi mot cach chinh xse.

La gidm ddc mot nha mdy 14n, téi cd nhidu trach nhidm va
o tién ludng eao, nhung téi khong ed nigm thich tha duge lam
viéc vé mét van dé trong tinh toan bd va chidu sau clia no.

Tot ba muoi tudi, cd vo va cd kinh nghiém viing vang vé quah
1.

Téi mong c6 dip nghe nhiéu han vé éng, mét hic nao do trong
tudn nay, va cing d¢ ndi véi 6ng nhidu hon va toi.

Xin gii 6ng 16i chao chan thanh,
Richard Gordan
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17. Reply to an offer for an appointment.

25 - E, Rainbow Garden,
Kuala Lumpur.
26th September, 19....
The Manager,
Qverseas Enterprise Ltd.,
Kuala Lumpur.

Dear Sir,

Thank you for your letter of 3rd April, informing me that my .
application for the position of Junior Clerk has been successful.

I have noted carefully all the points you mentioned, and I'am
eagerly looking forward to starting work on Monday, the 1 st of
October 19...

Yours faithfully,
Rebecca Godwin
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17. Tra 1&i vé mét dé nghi b6 nhiém

25 - E Rainbow Garden,
Luala Lumpur.
26 thang Chin, 19...
Kinh giti Ong giam déc,
Hang trach nhiém htu han Hai ngoai,
Kuala Lumpur.

Thua Ong,

Xin cdm on 6ng v& bic thu cia 6ng ngay 3 thang tu bdo tin
la don xin vao chic vu Thu ki so cdp caa toi da duge chdp thuan.

Toéi d4 ghi chép cdn th4n tdt cA nhitng di€m ma 6ng da bao )
va han hoan chd dgi duge bat diu lam viéc vao thi hai-ngay 1
thing Mudi 19.....

Xin gui ong 10i chao trung thanh,
Rebecca Godwin v
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18. Reply to a request to attend an interview.

7 - D. Old Market Square,
Singapore.
7th July, 19....
The Advertisers,
P.O. Box 83,
New Asia Press,
Singapore.

Dear Sir,
Thank you for your letter of 10th June.

I shall be pleased to attend an interview at your office on
Friday, 15th June, at 10.30 a.m.

Yours faithfully,
Gerald Howard -
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18. Tra 1o mdt yéu ciu du cudc phong vin

7 - D Quang trugng Old Market,
Singapore. .
7 thang Bay, 19..
Kinh gii nhing ngudi dua tin quing cao, -

Hom thu P.O. 83,

New Asia Press,

Singapore.

Thua éng
Cam on éng vé la thu ngay 10 thang sau.

Toi xin vui long dy cude phong vdn & co quan cla ong ngay
thd sdu, 15 thang sau, vao lic 10h30 sang.

Xin giii 6ng 10i chao trung thanh,
Gerald Howard



19. To a firm seeking employment for a son.

308, Free Port Road,
Kuala Lumpur.
' 28th Deccember, 19..,
The Manager,
Smith and John Lid.,
Kuala Lumpur.

Dear Sirs,

[ am anxious to apprentice my son to a good firm to learn
Book-Keeping and Office Procedure. He is sixteen years old and
has just passed the G.C.E. Examination.

I shall be very much obliged if you will let me know if you
have vacancies for apprentices and the terms upon which you
take them. My son is a bright and 1ntelllgent boy, and I am sure
would give you satisfaction.

Yours faithfully,

John Brown
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19. Gii mot cong ty xin viéc cho con trai

308, Dudong Free Port,
Kuala Lumpur.
28 thang Chap, 19..
Kinh gui ong Giam dée,
Céng ty trich nhiém hitu han Smith va John,
Kuala Lumpur.

Thua quy Ong

Tai thiét tha cho con trai tdi hoc viéc & mot cong ty tot dé
hoc K& toan va Tha tuc van phong. Chau 16 tudi va vita thi 46
ki thi t6t nghiép T.H.P.T.

Tsi s6 rdt bict on néu 6ng cho t6i bi&t éng cd con chd trdng
cho ngudsi hoc viée khong va vai didu kién nao dng nhan nhirng
ngudi hoc viec. Con trai t6i 1A mot dda tré sing da va théng minh
va toi tin chdc chdu s& 1am ong hai long,

Xin giti 6ng 18i chao trung thanh,

John Brown
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20. To a friend enquiring if he or she can help to find
a job for the writer of the letter.

16, Queen Street,
Adelaide Australia.
Date:

Dear Barbara,

[ find it necessary to find employment of some kind, and I am
writing to ask if you know of anyone among the many people you
meet to whom I could be useful as a Personal Secretary. I think
you wauld be willing to recommend me for such a po:.t You know
I should do my very best.

I do not expect a large salary, as [ have some means. Besides,
I am no more a young and active lady. To earn some extra money

for the sake of my children’s education abroad is very important
to me,

If you can help me in any way, [ shall be very grateful to you,

Ever yours sincetely,
Caroline
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20. Giri mot ngudi ban héi xem ong hay ba dy c6 thé
gidp tim mot viéc 1am cho ngudi viét thu khong,

16, Phé Queen,
Adelaide, Australia.
Ngay, thing:

Barbara than mén,

T6i cAm thdy can thiét tim mot viéc lam thude loai nao dd.
Toi vidt thu hoéi xem ban cd bist trong 6 rit dong ngudi ma ban
ti€p xde, cd ai 46 mudn si dung t6i nhy thu ky riéng khong. Toi
nghi rang ban sé vui long gidi thidu téi vao mot chic vy nhu vay.
Ban biét la t6i s6 ¢4 gang hét minh.

T6i khong mong chd moét muc luong hau hi, vi toi ciing cod
mot {t tai sin. Hon nita, téi khong con 14 mot phu nif tré va linh
lgi. Ki€m thém mot it tidn vi lgi ich cta viéc hoc tap cua cic con
tdi & nudc ngoai, ddi v4i tai, 13 rat quan trong

Né&u ban ¢ thé gidp do t6i bing cach nao dé, tol rat lay lam
biét an.

Ludn chan thanh vdi ban,
Caroline
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21. Reply to someone whose application for a job has
been successful.

Eurasia Books,
29, Bt. Thomas Road,
Kuala Lumpur.
Tth June, 19..

Dear Miss Hayward,

Thank you for your application for the post of Secretary in
our office.

We are pleased to inform you that your application has been
successful. Your commencing salary will be $900 which will be
increased by $50 every year, until you reach the maximum salary
of $§1500. You will, in addition, be paid a travelling allowance of
$100 every month. You will also be entitled to over-time pay for
any extra work that you may do after the usual working hours
or on public holidays. Besides, all your medical bills will be paid
by the company.

Please let us know as soon as possible if our offer is acceptable
to you, and if so, whether you can assume duty on the 1 st of
July.

Yours faithfully,

D.K. Milton

tManager)
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21. Tra 18i mot ngudi cé6 don xin vige dudge chép thuan

Hang sach Eurasia,
29, duiing thanh Thomas,
Kuala Lumpur.

7 thang Sau, 19...

Co6 Hayward than mén,

CAm on vé don cta ¢ xin Jam chic vu thy ki d cd quan cua
chuing toi. ’

Chung t6i vui mifng bao c6 biét 1a don cla cb duge chap thuan.
Tién luong khdi dau cia co la: 900 do la va mbSi ndm sé@ tang
them 50 do la cho dén khi dat mic luong cas nhét la 1500 do
la. Ngoai ra ca sé& duge tra mot khoan phu cép di duong 100 do
la mdi thang, C6 cing cd quyén nhan tién ngoai gio doi vai moi
“viée lam sau nhitng gitf lam thuong 18 hoac vao nhitng ngay nghi
chinh thic. Hon nita, cac héa dan y t& déu duge cdng ty thanh
toan. )

Mong cd vui long cho chung téi biét cang som cang tot xem
¢t o6 chdp nhan nhitng d& nghi cua ching toi khong. va néu co,
xem ¢6 ¢6 thé nhan viéc vao ngay | thang Bay khong.

Xin gii co i chao trung thanh,
D.K. Milton

{Giam doe)



22. Reply to someone whose application for a job has
not heen successful.

Eurasia Books,

29, St. Thomas Road,
Kuala Lumpur.

7th July, 19...

Dear Miss Hayward,

Thank you for your application. for the post of Secretary in
our office.

We regret, however, to inform you that we are not in a position
to consider your application, as your qualifications are too high
for the post.

We have kept your application in our file for future reference.

Yours faithfully,
D.K. Milton
(Manager)



22. Tra lgi mot ngudi ma don xin viéc khéng dugc
chép thuén

Hang sach Eurasia,
29, dudng thanh Thomas,
Kuala Lampur. :

7 thang Bay, 15..

Co Hayward than mén,

Cam on vé don cta cd xin 1am chie vy thu ky & cd quan ci6a
¢hiing toi.

Tuy nhién, ching toi iy lam tiée bao co bigt rang ching toi
khéng cd khi nang ung dap don cla cb, vi cdc nang ldc cia co
qué cao d6i véi chdc vu ma chiing toi cd.

Ching toi da gilt don ¢ trong hd sd cla ching toi d& xem xét
sau nay.

Xin gti co I chao trung -ths‘mh,

D.K. Milton
1Giam déc)
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RECOMMENDATIONS, REFERENCES AND TES-
TIMONIALS '

23. To an employer recommending someone. .

1691, Quebec Ave,
Ontario, Canada,
Date:

Dear Mr Martin,

The bearer of this letter, Mr. Jones, is a good friend of mine.
He is a Mechanic of considerable experience and ability as the
documents he holds will testify.

Mr. Jones is now employed in a large automobile factory which
will soon close down for some reason. He is therefore looking for
employment elsewhere, and as I know a person of his calibre wil
be an asset to your company, I recommend him to you.

I have every confidence that you will find Mr. Jones acceptable
to your company.

Yours sincerely,
Barker
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GIO1 THIEU, CHUNG NHAN VA CHUNG THUC

" 23 GUti mot éng chi gigi thiéu mot ngudi nao do.

1691, dai 16 Quebec,
Ontario, Canada.
Ngay thang: ...

Ong Martin than mén,

Ong Jones, nguoi cam 14 thu nay, 1a mot ngudi ban tdt cua
toi. Ong ta 1 thg co khi cd kinh nghi¢m va tay nghé kha nhu
cac tai lidu ong ta gill da ching té digu dd. '

Hién nay, ong Jones lam viéc tai mot nha mdy o té lon; nha
mdy nay sép dong clta vi nhiing li do nao do. Bai vay ong Jones
dang tim viéc lam ¢ mét noi khac. Biét rang mot nguoi tam cd
nhu 6ng ta 1a mot vén quy cho cong ty cua dng, 161 xin gidgi thidu
ong ta voi Ong.

Toi tin chic rang ong sé thiy ong Jones xing dang dugc nhin
vao cbng ty cla ong.

Xin gdi ong 1oi chaoe chan thanh,
Barker



24. To a present employer for a letter of recommenda-
tion for a position in another firm.

946, Fraser Ave,
Christehurch,
New Zealand.
Date.....

Dear Mr. Steward,

My application to the Midland Bank for the post of financial
clerk has proved successfu) beyond expectation. The salary they
offer me is quite substantial together with other benefits, but
they want a letter of reference from you and information as to
how soon you can spare me. I am confident you will not hesitate
to. oblige,

I must apologise for intruding upon your time and thank you
for many past kindnesses and for the present favour.

- Yours truly,
Wilson Paul
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24. Giti ngudsi chi hién tai xin mét bifc thu gidi thiéu
cho mét chite vu 0 mot cong ty khdc

946, Dai 10 Fraser,
Nha tho Christ,
New Zealand.
Ngay thang: ...

Thua dng Steward,

Don cta toi giti Ngan hang Midland xin gid chde vu thu ki
k& toan da to ra od két qua ngoai mong dgi. Luong ngudi ta tra
cho toi vt hau, cing mot s6 tien phy cdp khdc, nhung ngudi ta
can thu gigi thiéu cGa éng va 18 thong bdo lic nao ong cd thé
thai st dung tdi. Tai tin ring ong sé khong ngin ngai gidp do
toi. :

Téi xin 16i da lam dung thi gid cda éng va cam on éng vé
nhitng digu tdt dep trong qua khd va vé An hué hién tai

Xin gui ong 15i chao chan that,
Wilson Paul
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25. Letter of Recommendation from an employer.

5, Green Lake Street,

Kuala Lumpur. Date:....... 19
Midland Bank, ’

15, Dawson Street,

Kuala Lumpur.

Dear Sirs,

Mr. Wilson Paul has been with us for more than ten years.
During this period he has worked conscientiously as an Accounts
Clerk. _

He has displayed considerable knowledge of business accounts
and financial matters. I understand that he is pursuing some
studies to extend his knowledge of Finance and Accounts.

As for his character, he is of unimpeachable integrity. With
the opportunities afforded by a large bank as yours, he should go
far. I part with him with great reluctance.

Yours truly,
M.Stewart
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25. Thu gidi thiéu cua mot ngudi chu

5, Phé Green, Lake Kuala Lumpur,

- Ngay thang.......19
Ngan hang Midland,
15, Phé Dawson, Kuala Lumpur.

Thua quy 6ng,

Ong Wilson Paul lam viéc vdi ching toi trong hon mu@i nam.
Subt thoi gian dé ong ta di lam viée tan tuy 6 cuong vi mét thu
ki k& todn _

Ong ta da bi€u 16 nhitng kién thitc vitng vang vé k& toan kinh
doanh va vé cdc van dé tai chinh. T6i ciing biét ong ta dang theo
dudi viec hoe tap nao dd d€ md rong kién thue vé tai chinh va
ké toan.

Vé hanh kiém, 6ng ta c6 tinh liém khiét khong thé ché trach.
V6i thoi co ma mot ngan hang lgn nhu ngan hang cia quy ong
tao ra, ong ta sé tién xa. T6i that khong mudn chia tay vdi ong
ta.

Xin giti quy ong 13i chao chan that,
M, Steward
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26. A short letter to a former employer asking for
a reference,

CHOW ENG STREET,
Mindano Island,
Philipines.
Date:......19....

bear Mr. Dave.

I should be grateful if you would give me a reference covering
the time for which I worked for you. I am now applying for
another position and I have been asked to produce one.

With kind regards.
Yours sincerely,
G.S.Ralph
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26. Thu ngén gdi ngudi chi ch xin mét gidy chiung
nhan

PHO CHOWENG,
Bio Mindano,
Philipines.

Ngay thang.....19...

Ong Dave than mén,

Tai sé biét on néu 6ng cho téi mot gidy ching nhan vé quang
thoi gian t6i lam viéc voi 6ng. To6i dang xin mét chie vu khée va
ngudi ta doi hdéi mdt gidy ching nhan. Vai tdt ca long kinh trong,

Xin gui dén ong Wi chao chan thanh,
G.8. Ralph

&% BT 81



27. Asking for a reference,

40, Raja Chavalit Street,
Bangkak, Thailand.
Date:....19

Dear Mr. Heath,

I am pleased to inform you that | have an offer of a good post
in a large commercial firm in this city. I shall therefore be much’
obliged if you will give me a character for the five years spent in
your service so that I can forward it to my new employer. Will
you please speak both as to my character and work? I think my
work always gave you satisfaction,so 1 hope you will say all you
can in my favour, as I am very eager to get this post.

Yours respectfully,
Mathew Arnold
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27. Xin mét gidy chdng nhin

40, dutng Raja Chavalit,
Bangkok, Thailand.

Ong Heath than mén,

Téi vui mitng bao 6ng bist 1a t6i duge giao mot chie vu tét
trong mot cong ty thuong mai lon & thanh phd nay. Vi vay toi
sé ridt biét on néu ong cp cho téi mot gidy chfrng nhan hanh
ki€m vé nam nam téi ]am vigc vai ong d€ toi trinh n6 cho ngudi
chd méi chda t6i. Ong vui long ndi vB ca hai mat hanh ki€m va
cOng tic cha tdi chyd? T6i nghi ring cong viée cfia t8i luén lam
6ng hai long, cho nén tdi mong éng ndi tit ca nhilng g ong cd
thé noi cd loi cho toi, vi toi rdt thist tha duge nhan chic nay.

Xin gii ong i chao kinh trong,
Mathew Arneld



28. A reference.
THE FAR-EASTERN TRADING COMPANY

10, Seaview Road,
Hong Kong.
21st July, 19....

This is to certify that Mr. Gordon Ralph has been employed
by us as Sales Manager for two years and we have found him
honest and affable. He is a man of considerable initiative and
energy. It iz our belief that whatever he undertakes will be carried

out to the best of his ability.

Jchn Robinson

(Munager)



28. Mot gifly chung nhan
CONG TY THUONG MAI VIEN DONG

10, Duding Seaview,
Hong Kong.
21 thang Bay, 19...

Chung nhan ong Gordon Ralph da duge ching téi sit dusig
lam ngudi quan |y ban hang trong hai nam, va ching téi nhan
thdy ong ta trung thuc va lich sy. Ong 1a ngudi cd sang tao va
nghi lue dang k€. Ching toi tin chic rdng bit cu viée gi ong nhan
lam, dng déu tién hanh v4i tat ca tai nang cla minh.

John Robinson

{Giam doce)
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29. Another reference.
NEW ASIA FINANCE COMPANY LTD

125, Wellington Square,
Tokye.
23rd May, 19...

To Whom so ever it may Concern

Miss Alice Duncan Has served us as Shorthand Typist for three
years and we have found her to be entirely trustworthy. Her work
has always been satisfactory.

Leonard Arnold

{Manager)

a6



29. M6t gidy chirng nhan khac:
CONG TY TAlI CHINH TRACH NHIEM HUU HAN CHAU A MOI

125, Quang trudng Wellington,
Tokyo.
23 thang Nam, 19...

Glri ngudi ¢d lién quan & bat ci midc 49 nao.

Cé Alice Duncan da lam ngudi danh may kiém tde ki cho
chiing t6i trong ba nam va ching toi nhin thiy c6 ta hoan toan
ddang tin cdy. Cong viéc cla cd di ludn lusn mi man.

Leonard Arnold

(Giam ddc)
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30. Requesting information regarding the Character of
an Applicant.

Eurasia Books,
29, St. Thomas Road,
Kuala Lumpur - 51100

7th January, 19..

The Manager,
Asia Publishers Ine.
Kuala Lumpur.

Dear Sir,

We shall feel m obliged if you will kindly give us the
character of Miss E tirling, who was in your employ until
recently and who ha v applied to us for the situation of Chief
Office Administrator. '

We shall be glad to know if Miss Elsie Stirling is honest and
respectable, clean in her work and person, and likely to suit. Is
she good-tempered and obliging and efficient in her work?

If you will kindly answer these questions and repiy fully in
confidence, we shall feel greatly indebted to you.

Yours faithfully,
Dolly Nandy

(Manager)
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30. Yéu cau thong tin vé hanh ki€m cia mét ngudi xin
viéc

Hang sdach Eurasia,
29, dudng thanh Thomas.”
Kuala Lumpur 51100,

7 thang Giéng, 19...

Kinh gifi ong giam déc
Lién doan xuit ban chau A,
Kuala Lumpur.

Kinh thua ang,

Chiing tai sé rdt bigt on néu 6ng vui long cho chung toi giay
ching nhin hanh kiém pua c6 Elsie Stirling, ngudi di 1am viac
cho 6ng dén gan day va hién nay dang xin ching t4i lam trudng
rhong quan tri. '

Chiing t6i s& sung sudng duge bist xem cd Elsie Stirling cd
trung thuc va ding kinh khong, cc trong sach trong coéng viéc va
trong nhén cach khong, cé thich dng vdi cong viec khong. Co ta.
cd thuan h4u, hay giip ngudti va dat hiéu qué cao trong céng viéc
khong?

Néu ong vui long tra 161 nhing cau hoi trén va tra 10i hoan
toan trong bt mat thi ching tai sé chiu on éng rdt nhidu,

Xin gui ong Wi chao trung thanh,
Delly Nandy
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31. Favourable answer to an Inquiry about a House
Assistant’s character.

11, Swiss Cottage,
Old Street,

Kuala Lumpur.
15th May, 19..

Dear Mrs. Jones,

I hasten to answer your note of yesterday about Miss Alice,
She has been with me for three years, and is both industrious
and honest. She is strong and used to hard work, so that [ consider
her well able to perform the tasks of a House Assitant. I do not
like parting with her, but if you are desirous to employ her, I
shall not stand in her way. '

Yours truly.
Barbara Brown
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31. Tra l&i thuan lgi cho viéc thidm tra vé hanh kiém
mot phé quan gia.

1t, Swiss Cottage,
Old Street,

Kuala Lumpur.

15 thang Nam, 19...

Ba Jones thdn mén,

Tai voi tra {5 bite thy ngan cia ba hom qua vé co Alice. Co
dy da & vai ching t&i trong ba nam, va la ngudi vita siéng nang
vita trung thue. Cé6 4y manh khoe va cd thd_’i quen !am vigc tich
cuc, vi vay tdi cho rAng cd dy cd day du nang lyc dé thi hanh
nhitng nhiém vu cia mét phd quan gia. Toi khong mudn chia tay
v&i co dy, song néu ba thich sit dung o fy. toi s8 khong can trd.

Xin gii ba lui chao chan that,
Barbara Brown
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32. Unfavourable answer to an Inquiry about a House
Assistan’s character. '

11, Swiss Cottage,
Old Street,

Kuala Lumpur.
15th May, 19,

Dear Mrs. Jones,

My answer to your note as to Miss Alice must, I am sorry to
have to say it, be unfavourable. I was upon the point of dismissing
her when your note arrived, as I consider her quite an unfit person
to be left alone in the house. She is very lazy and very fond of a
class of company that a girl ought not to see.

Yours truly,
Barbara Brown
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32. Tra 14 khong thuin lgi cho viéc th&m tra hanh
ki€ém cua mot phé quan gia

11, Swiss Cottage,
Old Street,

Kuala Lumpur.

15 thang Nam, 19...

Ba Jones than mén,

Toi lay lam budn phai ndi ring thu tra I5i cia téi vé bie thu
ngan cia ba lién quan dén cé Alice 1a khong thuan lgi. Vao lic
toi sap cho c6 ta thoi viéc thi t6i nhan dugc thu cia ba, v toi
nthan thdy co ta 1a nguoi hoan toan khong thich hop d& & mét
minh trong mot ngéi nha. C6 ta rdt ludi va thich mat 16p ban bé
ma dang lé mot c6 gai khong nén gap go.

Xin gui ba 13i chao chan that,
Barbara Brown
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33. Letter of Inquiry as regards the characier of an
Acconts Clerk. '

Eurasia Publishing Associates,
29, 8t Thomas Road,
Kuala Lumpur - 51100.
5th July, 19..
The Manager,
Newman Publications,
5, Old Street,
Kuala Lumpur.

Dear Sir,

Miss Mary Earnest, your Accounts Clerk, knowing that we
require an Accounts Clerk, has written applying for the situaation,
and refers us to you for a character. As we want an Accounts
Clerk immediately, we shall be glad to engage Miss Mary Earnest,
it you can speak generally in her favour.

Yours truly,
Dolly Nandy

(Manager)



33. Thu thim tra vé hanh kiém cha mot thu ky ké todn

Li¢én hiép xudt ban Eurasia,
29. dudng thanh Thomas,
Kuala Lumpur - 51100.
5 thang Bay. 19....
Kinh gti éng giam déc,
Nha xuit ban Newman,
5, 0ld Street,
Kuala Lumpur

Thua 6ng,

Co Mary Earnest, thu ky k€ toan cta éng, bist ring ching t6i
can mot thu ky k& toan, da viét don xin giif chiic vy nay va giéi
thiéu ong vdi chung toi dé c6 mét ban nhan xét. Vi ching t6i can
mot thu ky ké toan ngay tdc khéc, ching toi sé bang long tigp
nhan ¢6 Mary Earnest, néu 6ng o6 th& ndi t&ng quait cd ldi cho
cH ta

Xin gii ong 18i chao chan thanh,

Dolly Nandy

(Gidm ddc)
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34. A testimonial.

Ocean Gate (S) Pte Ltd.
Jurong Ind. Estate,
Singapore.

Date:...

To Whom It May Concern

This is to certify that Mr. Edward Joseph has been in our
employ as an Accounts Clerk for more than five years. During
this period he has carried out his duties conscientiously and
efficiently. He now leaves us to further his prospects elsewhere,
and 1 have no hesitation in recommending him for a similar post
in a well established firm in the country.

1 wish him well success in his future endeavour.

Kenneth William
{Manager)

96



34, Mot gifly chung thuc

Céng ty trach nhiém hGu han Pte Ocean Gate (3),
B4t dong san Jurong Ind,

Singapore.

Ngay thang:.. ...

Gt ngudi cé lién quan.

Chitng nhan ong Edward Joseph da duge chung toi st dung
lam thu ky ké toan trén nam nam. Trong khodng thdi gian dg,
ong ta da thi hanh nhiém vy t4n tam va co hiéu qua. Nay ong
ta chia tay ching tdi d¢& tim nhitng trién vong xa hon ¢ nhitng
noi khic, va t3i khong nghn ngai gii thieu Ong ta cho mot chiic
vy tuong ty 6 mot cong ty ving manh cia dit nude.

Téi chic Ong ta thanh céng trong nhitng né luc tuong lai.

Kenneth William
(Giam ddc)

1- 9T 97



EMPLOYMENT MATTERS, TERMINNATION OF
SERVICE, RESIGNATIONS

35. To an emplbyer expressing an employee’s frustration
at the lack of prospects. .
29, Cresent View,
Mindano Ave, Manila.
: . Date:....cc..cooooe ...
The Manager, Trans - Manila Services Ltd.
Manila - Philipines. ’

Dear Sir,

Having been in your employ for more than ten years, drawing
the same salary of 4000 Pesos as I'did at the commencement of
my service, 1 feel compelled to express my sense of fmstration to

you, in the hope that you might consider my position and remove
some of the causes of my discontent.

It is an established fact, sir, that the cost of living today is
not the same as it was ten years ago; yet I have had the misfortune
to manage with the same salary for so long.

I have worked sincerely for the benefit and progress of your
firm and there is no adverse report about my work in your files.

_ The main causes of my frustration are that [ see no prospects
of obtaining a promotion to draw a better salary or even to get
a revision in my salary in the present post.

You have employed several hands over the years, many of
whom have less academic qualification and experience than I have
and yet they are being paid a higher salary than ] am. Perhaps
my plight has escaped your attention.

I should therefore be grateful to you if you would now consider
my complaints sympathetically and give me a favourable solution
to my redress.

Yours respectully,
F R.Wellington
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NHUNG VAN DE VE SU DUNG, SU KET THUC CONG
VIEC, SU TU CHUC

35. Giti mot ong chi bay té ndi thit vong cua mdt nhan
vién cam théy thiéu trién vong.
29, Cresent View, Dai 16 Mindano, Manila.
Ngay thang:....
Kinh gui 6ng Giam dée,
Cong ty trach nhiém hitu han Dich vu
Trans - Manila, Manila - Philipines.

Kinh thua é6ng,

Da lam viéc vdi éng trén mudi ham nay, dang linh cung mét
muc luong 4000 Pesos nhu d4 linh tit ldc bat dau lam viée, toi
cam thdy bat budc phai bay tdo voi ong cam gidc thit vong cla
t6i, mong sao Ong ¢d thé xem xét hoan cAnh cia téi va loai bd
mot vai nguyén nhan cua sy khong bang long cua toi.

Thua dng, mot su viéc da duge thita nhén la gid sinh hoat ngay
nay khong con nhu cich day mudi nam; thé€ ma t&i phai chiu diéu
bdt hanh la xoay x& d€ sdng v6i cing mot muc luong Ay qua lau roi

T6i da lam viéc chan that vi Igi ich va su tién bd clia cong ty va
khéng ¢ mét phan 4nh nao bat loi v& cdng viée cia toi trong cic ho
sd cla dng.

Nguyén nhan chinh cta ndi th4t vong cia toi 1a khong thay
trién vong cd duge mot sy dé bat dé linh mic luong cao hon
hoiic mot su xem xét lai miic luong trong chiic vy hién tai.

Ong da si dung nhidu nhin odng qua nhiéu nam, nhi¥u ngudi
trong ho 6 hoc van va kinh nghiém kém t6i, nhung lai duge trd luong
cao hon t6i. Cd 18 cAnh ngo cia t6i da thoat ra ngodi sy chid ¥ cia éng.

Vi vay toi 14y lam biét on néu ong xem xét mot cach thién
cam I0i than phién cia téi va quan tim giai quyét d€ b dap
thiét thai cho téi.

Xin gii dng 18i chao kinh trong

F.R. Wellington
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36. Favourable reply to;ar_iemployee who has expressed
his frustrations to his employer. '

Trans-Minila Services Ltd.
Makati - Manila,
Philipines.

Date:...

Dear Mr. F.R. Wellington,
Thank you for your letter drawing my attention to your plight.

I am truly regretting for having overlooked your position for
so long. | can imagine the trials and tribulations that you have
undergone through the years.

To correct the injustice that has been done to you inadvertenly,
I have instructed our accountant to raise your salary to Pesos
1000 with effect from the 1 st of this month, and to pay you
Pesos 5,000 immediately, as arrears of salary.

In conclusion, I wish to say that I have received very favourable
reports from our staff about your service, and I am sure you will
continue to work with the same zeal and dedication until your
retirement. I, on my part, assure you that the injustice done to
you in the past will not be repeated.

With every good wish,

Yours sincerely,

D.H. Cambell

{Manager)

(Note: See letter 184 for reply)
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36. Tra )i thuén 10i cho mdt nhan vién da bay té nbi
thit vong vdi chu

Cong ty trach nhiém hitu han Dich vu Trans - Manila,
Makati - Manila,
Philipines.

Ong F. R: Wellington than mén,

Cam on 6ng vé buc thu luu ¥ toi dén canh ngd cua ong.

Tai thuc su ldy lam tiéc 12 di bd qua trudng hop cbha 6ng qui
lau. Tai c6 thé hinh dung nhing ndi gian nan khé cyc ma ong
da phai chiu nhiing nam qua.

D& sita chita sy bdt cong da gay ra cho ong mot cach khong
¢6 tinh, tai da chi thi cho nhan vién ké todn nang luong éng thém
1000 Pesos, cd hiéu lyc tit méng mot thang nay, va tra ngay tic
khéc cho dng 5000 Pesos, coi la tién ludng con ng chua tra.

D& két thac, t6i mudn ndi voi ong rang toi da nhan dude tit
trong doi ngi cia chung ta nhitng phan anh tét vé cong viée cla
ong va toi tin chac ring ong sé tiép tuc lam vide vai tat ca long
hang hai va sy cdng hién nhu trudc cho dén khi vé hyu. Vé phan
tai, t6i bao dam véi Ong ring su bat cong gay ra cho éng trong
qua khd sé khong lap lai.

Vdi moi 15i chuc tdt lanh,

Xin gii ong 18i chao chan that,

D.H. Cambell

(Giam doc)

{Cha thich: Xem thu tra 15i sé 184).
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37. Unfavourable reply to an employee who has
expressed his frustrations to his employer.

Trans-Manila Services Ltd.
Makati - Manila,
Philipines.

Date:

Drear Mr. F.R. Wellington,
Thank you for the letter ventilating your grievances to me.

I have given serious thought to your plight and arrived at the
conclusion that it will not be possible to give you a promotion or
a raise in your salary, thou}gh you' have served us with absolute
loyaity and devotion for so long.

If, however, you wish to find better employment elsewhere, 1
shall be glad to give you all the recommendations you need and
deserve,

Yours faithfully,

D H. Cambelt
(Manager)
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37. Tra l0i khéng thuan lgi cho mdt nhén vién df bay
té nbdi that vong vai cha.

Cong ty trach nhiém hitu han Dick vu Trans - Maniia,
Makati - Manila, '

Pilipines.

Ngay thang: ..

Ong F.R. Wilington than mén,

Cam on 6ng vé bie thu cua éng cong b¢ voi t61 nhiing 10i kéu
ca clia ong.

Téi da suy nghi nghiém tée vé hoan canh cia éng va di dén
két luan 1a khong thé dé bat hoac tang luyang cho éng, mac du
ong da phuc vu chung 0i v6i long trung thanh va tan tam tuyét
déi. - . . '

Tuy nhién, néu éng mudn tim cong viec ot hon & noi pao
khac, toi sé vui long cip cho Ong tét ca nhing gifly gidi thiéu dng
can va ddng cd. S : :

G 6ng 13i chao trung thanh,

D.H. Cambell

(Giam dée)
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38. To an employee giving notice of termination of
service owing to his age.

Simon Syndicate Pte. Ltd.
Achie Lane,

Djakata, Indonesia.

Date:.

Dear Mr. Patrick,

You are aware that the retirement age of employees in this
company is 58 years.

As you will be reaching the retirement age in a few days, it
is with utmost regret that we give you one month’s notice of
termination of service, with effect from today.

We would like to take this opportunity to express our sincere
appreciation to you for the valuable service that you have given
to this company over the years. It is our sincere hope that you
. will enjoy your retirement which you rightfully deserve,

Yours truly,

AS. Bimon
(Director)
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38. Giti mét nhan vién dinh thoi han két thae Oﬁng
viéc do tudi

Nghiép doan trach nhiém hétu han Simon,
Hém Achie,
Djakarta, Indonesia.

Ngay, thang® ...

Ong Patrick than mén,

Ong da biét riang tudi vé huu cha nhitng vién chic d cong ty
nay la 58. _

Vi ang sap dén tudi v& huu, trong may ngay nira, that dang
ti€c 1a chiing toi chi c6 thé cho 6ng thdi han mot thang dé két
thuc céng viée, v8i hiéu lue bat dau tir hém nay.

Ching t6i mudn nhan djp nay bay to long cam kich chan thanh
cia chung toi doi véi sy cdng hién ed gid tri cia dng cho cong ty
trong nhié¢u nam qua. Thanh that hy vong rang 6ng sé tan hudng
nhitng ngay nghi huu ma ong rat xdng diang duge hudng.

Xin gii Ong 16i chao chan that,

AS. Simon

{Giam doc)
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349. To an employee giving notice of termination of
service for insubordination

Simon Syndicate Pte. Ltd.
Achie Lane,
Djakarta - Indonesia.

Dear Mr. Ruglyv.

This is to inform you that we no longer require your services,
which have been degenerating in quality for some time.

You will appreciate that we have exercised considerable patience
with you, though you have repeatedly defied the authority of your
superiors.

We have therefore no alternative but to terminate your services
with immediate effect.

Please collect a month’s pay from our “Accounts Clerk today,
in lieu of a month’s nohce of termination of service.

Yours t.ruly,

A.5. Simon

(Director)
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39. Gdi mot nhén vién dinh thai han két thac céng
vié¢ do khong phuc tang '

Nghiép doan trach nhiém huu han Simon,
dudng Achie,
Djakarta, Indonesia.

Ong Rughy than mén,

Xin bao d€ éng biét 1a chung toi khéng can dén cong viéc cua
ong nita, ndé da gidm chdt lugng rdt nhitu trong thoi gian qua.

Ong da thay 1o ring chung tai da thé hién mét su kién nhén
dang k& vai ong, mac dit dng da nhidu lan thach thic quyén luc
cua cip trén.

Vay chang t6i khong cd sy Iua chon nao khac la cho két thae
cong viéc cia ong ngay tuc khée.

Hay vui lbng nhin mét thang luoﬁg & ngudi thu ky k€& toan
ngay hom nay, thay thé cho thdi han mot thiang dé€ két thic cong
viée. '

Xin gl éng 191 chao chan that,

A5, Simon

{Giam ddc)
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40. Terminating an employee’s services owing to a
company’s financial difficullies.

Address: Nishino Joshi Ltd.,

Date: 6-14, Tanaka Street, Konura - Tokyo
Tel:
Tlx:
Fax:

Dear Miss Steward,

We regret to inform: you that we are no longer in a position
to retain your valuable service owing to the financial difficulties
we have been experiencing for the past few years, about which
you are fully aware.

We have therefore no alternative but to give a month’s notice
of termination of your services with effect from today.

We take this opportunity to thank you for the excellent services
that you have given us for so many years. We are confident that

you will have no difficulty in finding alternative employment
elsewhere.

Yours faithfuily,

G.5. Thonbee Yazuka
(Manager)
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40. Két thic cong viéc cua mHt nhan vién do nhiing
khé khan vé thi chinh ciia cong ty.

Dia chi: Cong ty Trach nhiém hitu han Nishino Joshi,
Ngay thiang 6-14, duong Tanaka, Konura-Tokyo.

D.T:

Telex:

Fax:

Co Steward than mén,

Ching t6i ldy lam tiée bao cd biét rang chiing t&i khéng con
kha nang gitt lai céng viéc ddng gid cua co, do nhing khd khan
v tai chinh ma chiing ta dang trai qua trong médy nam qua, nhu
c6 da ro.

Vi vay ching t6i khong cd su hea chon nao khac 12 cho cb thai
han mot thang d& két thic cong viée cia cb, ¢d hiéu luc ti hom
nay.

Nhan dip nay ching t6i cAm on ¢b v& cong viéc xudt sdc ma
co da lam cho ching tdi trong rdt nhigu nam. Ching tdi tin rang
c6 sé khong o6 khé khan khi tim cong viée & noi khace.

Xin gui ¢0 10i chao trung thanh,

(3.S. Thonbee Yazuka
(Giam déc)
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41. Employee’s resignation notice to the employer

Branch Office:-
20, dIn. Ayer Ibrahim,
Bintulu, Sarawak.
The Manager, (Head Office)
Johnson and Park Ltd.
Kuala Lumpur.

Dear Sir,

As ] have been offered a position in a large commercial bank
which offers bright prospects to me, I regret to inform you of my
decision. to resign from Branch Manager post of your company.

I hereby give you a month’s notice of termination of my service
with you. I would, however, like to take this opportunity to express

towards me all these years."

Yours faithfully,
Hamilton Gray
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41. Thu bao thai viéc caa mot nhan vién gui 6ng chu

Chi nhanh:-
20. Jin Ayer Tbrahim,
Bintulu, Sarawak.

Kinh giti 6ng Gidm dde (Co quan lanh dao)
Cong ty trach nhiém hitu han Johnsen va Park,
Kuala Lumpur

Thua éng,

Vi toi duge giao mét chiic vu & mdt ngdn hang thuong mai
16n véi trién vong sang sda cho toi, toi léﬁy'lém tiéc bdo dng quyét
dinh cua téi théi chie trudng chi nhanh clia cong ty 6ng.

Do vy, tai danh cho dng thdi han mot thang dé két thic cong
vigc ctrta toi voi dong. Toi mubn nhan dip nay bigu 19 long bist on
caa t6i d6i vai moi digu tét dep ma ong da danh cho té6i mdy nam
qua,

Xin gifi 6ng 181 chao trung thanh,
Hamilton Gray
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42. To an employer informing him of an employee’s
intention to resign his post owing to his illness.

14-04, Sims Drive,
Apt. Block 214,
Singapore.
Date:

The Manager,

Nandy & Dave Ltd.

Singapore.

Dear Sir,

As you are aware, | have been ill for some time and that my
illness has made it impossible for me to carry out my duties to
your satisfaction.

-I therefore regret to inform you of my decision to resign from
my post. I hereby give you a month’s notice of termination of

services with you.

Please accept .my appreciation and. gratitude for all the
kindnegses you have shown towards me thus far. My days with
your firm have indeed been a very happy pericd of my carreer.

Yours faithfully,
F.5. Hilary
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42. Gui mét éng chu théng béo ¥ dinh ctia mét nhan
vién tit b chitc vu vi Iy do bénh tat

14-04, Sims Drive,

can hd Khu nha ldn 214,
Singapore.

Ngay thang:

Kinh g 6ng giam déc,
Cong ty trach nhiém httu han Nandy va Dave,
Singapore

Kinh thua ong,

Nhu ong da biét, toi bji 6m trong thdi gian gan day va bénh
cua toi da lam t6i khong thé thuc hién nhiém vu khién ong hai
long.

Vi vay t6i rét tiéc bao cho dng quyét dinh cla t6i ti bd chic
vu. T6i danh cho ong thoi han mot thing d& két thuc cong viéc
ckta toi v4i ong. _ )

Xin éng vui long nhan long cam kich* va bigt on cda toi ddi
voi moi sy t6t dep dng danh cho téi da tit lau. Nhung ngay &
cong ty ong qua la thdi ky rdt hanh phic cla cute doi toi.

Xin gui ong 13i chao trung thanh,
F.5. Hillary
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43. To an employer appealing for an exteniion of an
employee’s services.
15, Bishop Street,
Penang.
Date:
The Manager, .
Wilson & Brown Ltd.
Penang.

Dear Sir,

As T am about to attain the retirement age of 55 years, I am
compelled to appeal to you for consideration of extension of my
services with you for at least two years.

You ‘are aware that a few of my children are still pursuing
their university studies, and my retirement at this moment will
disrupt their studies and nullify all my efforts to give them a good
education.

Knowing how considerate you are, 1 feel confident that you
will not hesitate to extend my services with you for anbther two
years bywhichtime, God willing, my children will have completed

their studies.

I assure you, sir, that [ will continue to work with the same
zeal and efficiency as | have done so far, if you accede to my
request.

Yours respectfully,
Thaha Yoonus

114



43. Gui mét 6ng chu xin kéo dai thdi gian lam viéc caa
mot nhéan vién
15, phd Bishop.
Penang.

Kinh gli 6ng giam déc,
Céng ty trach nhiém hitu han Wilson va Brown,
Penang.

Kinh thua 6ng,

Vi toi sap dén tudi vé huu - 55 tudi, téi bude phai xin 6ng xét
kéo dai thai gian lam viéc clia toi vGi dng it nhat trong 2 nam.

0ng da biét la vai dia con t6i dang con tiép tuc hoc dai hoc,
va viée toi vé hvu ldc nay sé lam gidn doan viéec hoc tap cia
ching va sé lam v6 hiéu hda tat cA nhitng ¢6 géng cua t6i cho

-ching mét sy gidao duc t6t.

Biét ong rat quan tam dén ngudi khac, t6i tin réng ong sé
khéng ngin ngai kéo dai thém hai nam nita thdi gian t6i lam
viée véi 6ng, qua thdi han dd, on Troi, cac con t6i & hoan thanh
viéc hoc t4p cia chiing. '

T6i dadm bdo, vai 6ng ring, t6i s& tidp tuc lam viée cing vdi
sy tan tdm va hiéu qua nhu tdi da lam lidu nay, n€u 6ng chdp
nhan yéu ciu cla tbi.

Xin gt ong 10i chao kinh trong
" Thaha Yoonus
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44. From am empleyer agreeing to extend an
employee’s services,
Wilson & Brown Ltd.
Chulia Street,
Penang.
Date:.....ocooo v

Dear Mr. Yoonus

Thank you for your letter requesting an extension of your
services with us for another two years.

I have considered the grounds of your appeal for the extension
you want very carefully, and I am pleased to inform you that
your request has been granted.

I accept your assurance that you will continue to serve us with
loyalty and devotion.

Yours faithfully,

Henry Williams
(Manager)
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44. Caa mot 6ng cht chép nhan kéo dai thdi gian lam
viéce cia mét nhian vien

Cong ty trach nhiém hiu han Wilson va Brown,
duong Chulia,
Penang.

Ong Yoonus than mén,

Cam on 6ng vé bic thu xin kéo dai thdi gian lam viéc clia ong
vdi chiing t6i thém hai nam nia.

Toi da xem xét ky ca s6 cha viée xin kdo dai ma ong mudn
va vui ming bac ong biét ring yéu ciu cia Ong da duge chdp
thuan. :

Toi nhan 15i ddm bao cha ong sé tiép tuc phyc vu ching toi
vai long trung thuc va sy tan tam.

Xin gilti 6ng loi chao trung thanh,

Henry Williams
{Manager)
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45. From an employer refusing to extend an employee’s
services on grounds of age.
Wilson & Brown Lid.
Chuiia Street,
Penang.
Date:

Dear Mr. Yoonus,

[ Leve to thank you for your letter requesting an extension of
your services with us for another two years, on your reaching the
retirement age of 55 years.

I, however, regret to inform you that I am not in a position
to accede to your request as the rules of our company are quite
rigid on the matter.

You will therefore excuse my inability to provide the relief you
seek. However I shall give you a good reference to enable you to
seek employment elsewhere.

Yours faithfully,

Henry Williams
(Manager)
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45. Cia mot 6ng chu tit chdi kéo dai thai gian lam viée
ctia mot nhan vién vi ly do tudi

Céng ty trach nhiém hitu han Wilson vaA Brown
" duong Chulia,

Penang.

Ngay thang:

Ong Yoonus than mén,

Téi phai cAm on ang vé bic thu cla éng xin kéo dai cong vide
v&i ching toi thém hai nam nita, sau khi éng dén tudi vé huu -
la 55 tudi.

Tuy nhién, toi rdt tiéc bao dng biét la toi khong thé chdp thuan
yéu chu cla ong vi digu 1é cia cong ty ching ta hét sic cing ran
trong van d& nay.

Vi vay xin 6ng tha thi cho su bt Iyc cha toi trong viée tao
sif giup do ma dng tim kiém. Nhung téi sé cdp cho 6ng mot gidy
gigi thiéu t6t tao kha nang cho ong kiém duge viéc 6 nai khac.

Xin gii oéng l8i chao trung thanh,

Hénry Williams
(Giam dée)
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TRANSFERS

46. From an employee requesting a transfer to another
branch of his company

Blk. 140, 07.89,
Tampines drive,

Singapore.
: Dater..oocee v
The Manager,
“International Holdings Ltd.
10 Old Town,
Singapore.
Dear Sir,

It is after considerable reflection that I am writing to you for
a transfer to our branch office in Tampines which is in close
vieinity to my residence,

You may perhaps think of the disruption of work that my

transfer may cause; but I can assure you that it will be so negligible
as not to be perceptible.

On the other hand, living close to the branch, I will have more
time and energy to devote to my work. As you are aware, I have
often to work out of business hours in this office, and by the time

[ reach home it is quite late. At my age, | find this a little
strenuous.

I should therefore be obliged if you would consider the matter
and accede to my request as soon as possible.

Yours truly,
Chua Toh.
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THUYEN CHUYEN

46. Ctia mét nhan vién xin chuyén dén mot chi nhanh
khac cia cong ty minh
Ngoi nha lon 140, 07-89
Tampines Drive,
Singapore.
Ngay thiang:
Kinh gini éng giam ddc,
Céng ty c§ phin trach nhiém hitu han Qudc té,
10, Oid Town,
Singapore.

Kinh thua éng,

Sau khi da suy nghi ky, toi vist thu xin 6ng chuyén toi dén
¢ quan chi nhanh & Tampines, ndi d6 rat gan ché § cua toi.

Ong ¢ thé nghi tdi mot sy gian doan cong viéc ma viée thuyén
chuy&n ciia t6i cd thé gay ra, song toi cd the bao dam véi Ong
rang né khéng dang k& tdi mic khong nhan thiy.

Mat khae, 3 canh chi nhdnh, ti sé ¢d thé danh nhiéu thai
gian va nghi luc hon cho cong viee. Nhu ong biét, toi thudng phai
lam viéc ngodi gid & e quan nay, va dén lic téi ve t6i nha *thi
da kha muon. O lda tudi cia toi, toi thdy didu dé cd phan cang
thang.

Vi vay, té6i sé biét on néu éng can nhéc vin d& va chdp nhan
d& nghi cla toi cang sém cang tot.

Xin gii éng 10i chao chan that,
Chua Toh
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47. From an employee requesting a trnsfer to another
department of his company.
15, Nathan Road,

Hong Kong.
Date:..........o
The Manager,
s Teadees 10
Hong Kong.
Dear Sir,

Having worked with yon for two years, I have come to realise
that my qualifications and abilities could be put to better use in
the marketing department of your company. I therefore wish to
have a transfer to that department.

As you may be aware, I acquired considerable experience in

Marketing in the companies I worked previously, Thavea competent
" driving licence, and being young and energetic, I can travel and
work out of hours. Besides, I spedk several Ianguages and am
acquainted with all areas in South East Asia.

I am confident that [ will be able to increase not only my own
income but also that of the company, should you transfer me to
the department in question.

I therefore sincerely hope that you will give my request the
thought it deserves and let me know your decision.

Yours faithfully,
Edgar Williams
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47. Cdaa mot nhan vién xin chuyén sang mét ban khac
cha coéng ty minh
15, duing Nathan,
Hong Kong.
Ngay thang:........ccne
Kinh g éng giam déc
Coéng ty thuong mai trach nhiém hiu han chau A.
Hoéng Kong.

Thua ong,

Qua _lém viéc vdi ong hai nam, t6i da di toi nhan thie ré rang
cac trinh do chuyén mén va nang luc cua tdi ¢d thé sé duge si
dung t6t hon 9 ban tiép thi {marketing) cla cbng ty éng. Vi vay,
t6i mong duge chuyén sang ban dd.

Nhu éng cd thé biét, tai tich liy duge kinh nghiém dang ké
vB tiép thi ¢ nhing cong ty toi Jam viée trudc day, t0i co mot
bang l4i xe hang uu, va vi con tré va day sinh luc, t8i cd the di
chao hang va lam viéc ngoai gié. Hon niia, tdi ndéi duge nhidu
ngoai ngif va quen vdi tit cd cac khu vuc cia ving Déng Nam
A

Toi tin tudng rang toi ¢ thé khong chi tang thu nhap cta
ban than ma con tang thu nhap cia cdng ty, néu éng chuyén tdi
sang ban ndi trén.

Vi vay, téi chan thanh mong ring éng sé danh cho dé nghi
cia t6i su suy nghi thich dang va cho téi biét quyét dinh cua ong.

Xin gui 6ng lai chao trung thanh,
Edgar Williams
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48. Favourable reply from an employer to an employee
who wants a transfer to another department of a
company.

Asia Traders Ltd.,
Kololoon-Hongkong.

Dear Mr. Edgar Williams,

Thank you for your letter asking for a transfer to the Marketing
Department of our company.

I am pleased to say that I have given your request some thought
and arrived at the comclusion that there is substance in your
argument. You can therefore have your transfer and commence
work in your new capacity immediately.

Please see me as soon as you can.
With every good wish,
Yours truly,

Johnson Horace

(Manager)
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48. Tra loi chdp thuan cua mot ong chi cho mot nhan
vién mudn chuyén dén mét ban khic trong cong ty

Céng ty thudng mai trach nhiém hiru han chau A,
Kololoon, Hongkong.
Ngay thdng:.........cooreeiinn

Ong Edgar Williams than mé&n,

Cam on 6ng vé bic thu xin chuyén sang ban Tiép thi cta cong
ty chung ta.

Téi vui mirng ndi ring toi da 6 mot 6 suy nghi vé& d& nghi
ctia 6ng va da di dén két luan rang cdc luan cu cia 6ng cé thuc
chit. Vi vay, éng ¢ thé thyc hién su thuyén chuyén do va bat
dau lam viéc ngay lap tdc trong tu cach mdi cda minh.

Hay vui long gap toi cAng sOm cang tot.
Véi moi 10i chic tdt dep,
Xin giti 6ng 1&i chac chan that,

Johnson Horaca

(Giam déc)
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49. Negative reply from an employer to an employce who
wanis a transfer to another department in a company.

Address:
Asia Tradera Ltd.
Kololoon,
Hong Kong.
Date:

Dear Mr. Edgar Williams,

L have received your letter asking for a transfer to the marketing
Department of our company.

I regret, however, having to say that I am not, at the moment,
in a position to accede to your request, as our present marketing
personnels are performing their duties quite efficiently.

I assure you, however, that I will grant you your request as
soon as opportunity or the need arises'to employ your valuable
talents in the department in question.

May I add that your talents are equally useful to us in your
present position.

Yours truly,

Johnson Horace

(Manager)
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49. Tra loi khong chép thuan ciia m¢t dng chi cho mft
nhan ~¥ién mudén chuyén sang mét ban khic trong
cong ty.

Dia chi:
Céng ty thuong mai trach nhiém hitu han chau A,
Kololoon,
Hongkong.
Ngay thdng:

Ong Edgar Williams than mén,

Téi da nhan duge thu cha ng xin chuyén sang ban Tiép thi
cua cong ty ching ta

Tuy nhién, t6i l&y lam tiéc phai ndi véi éng rang trong hic
nay toi khong cd kha nang chdp thuin dé nghi cua ong, bdi vi
ddi ngd nhan vién ti&p thi cia ching tdi hién tai dang thuc thi
nhiém vu hoan toan cd hiéu qua.

Déu sao, toi cing dam béo vdi ong rang t6i sé chdp nhan dé
nghi cia ong ngay khi xuslt hién thdi co hoac sy can thiét si
dung nhitng nang luc quy gia clta éng ¢ ban ndi trén.

Téi cd th€ ndi thém ring nhiing tai nang cta éng cing cd ich
cho chiing téi & chde vu higén nay cta éng.

Xin gii 6ng 10i chao chan that,

Johnson Horaca

(Giam déc)
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30. From a teacher to the Prinpical of his school for a
transfer to another school.
61, Maria Drive,
Luzan, Philipines.
"Date: i,
The Principal,
Westpoint School,
Bahau.

Dear Sir,

As [ have served on the staff of this school for more than five
years, | am now desirous of having myself transferred to a school
in Manila where I may be able to further my studies in one of
the academic institutions, after scl}ool hours,

To the best of my knowledge, it is the policy of the Ministry
of Education te provide opponuﬁities to ambitious teachers to
pursue their studies in any field of education, while they are still
in service. '

I am one of the ambitious teachers who are looking for every
opportunity to advance their knowledge in areas of study of their
own choice. In fact, I have already been registerdd with one of
the universities in Manila as an external student.

You are aware that there are no opportunities for teachers in
this town for academic progress.

[ should therefore be grateful if you would forward my
application to the relevant authority for consideration, together
with your own recommendation for the intended transfer.

Yours faithfully,
Chow Lee
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50. Cia mét gido vién gui Hi¢u trudng truing minh xin
chuyén dén mét trudng khac
: 61, dudng Maria,
Luzan, Philipines.
. Ngay thang:
Kinh gii éng Hiéu trudng,
truding Westpoint,
Bahau.

Thua ong,

Toi da phuc vy trong bién ché trudng nay hon § nam va bay
gio t6i mudn duge chuyén dén mot trudng d Manila, tai ddy t6i
¢6 thé& ddy manh viéc hoc tap cia t6i trong mét khoa cia trudng
dai hoc, sau nhitng giyy day & trudng phé thong.

Voi tdt ca su hi€u biét cia toi, toi nghi ring chinh sich cia
Bo Gido duc la tao thdi cg cho cdc gido vién cd hodi bao duge
ti€p tuc hoc tap & moét linh vuc gido duc nao dd, trong khi ho
dang con lam viée.

T6i 12 mot trong s6 nhitng gido vién cd hoai bao dang tim
moi dip d€ nang cao hifu biét ciia minh trong nganh hoc ma ho
tu chon. Trén thyc t€, téi da ghi tén vao mét trong nhiing trusng
dai hoc ctia Manila v6i tu cdch la sinh vién ngoai tru.

Ong biét réng gido vién trong thanh phdé nay khoéng cd thoi
¢o nao dé tién tdi trinh 46 dai hoc.

Vi vay t6i sé rdt bist on néu ong chuyén dé don xin cia téi
lén cdp cd thdm quydn dich ddng xem xét, cung véi 161 gisi thieu
cta ban than 6ng vé viéc thuyén chuyén dang duge dy dinh nay.

Xin glti 6ng 10i chao trung thanh,
Chow Lee
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51. From a nurse tc the Chief Medica! Officer for a
transfer to another hospital

9, Medical Centre,
Quarters, Penang.
Date:

The Chief Medical Officer,

Edward Medical Centre,

Penang.

Dear Sir,

Owing to somie recent developments, I feet constrainred to
appeal for your help; I need a transfe- to the hospital Seramban
where my mother lives.

I am married with three young children who need much care
and attention. I had left my children with my mother and younger
sister when my husband left for further studies abroad, last year,
on a government scholarship.

Unfortunately, my aged mother is now bed-ridden as a result
of a serious illness she had recently, and my sister is unable to
give proper attention to my mother as well as my children.

In the circumstances, it is imperative for me to stay with my

mother and children. It would certainly not be possible for them
to come and stay with me here.

I shauld therefore be grateful if you would consider my plight
sympathetically and give me a favourable reply.

Yours faithfully,
Kamaria Mustafa
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51. Cha mot nd y t4 gdi éng bde si trudng xin chuyén
dén mat bénh vién khac
9, Trung tAm y té,
Quarters, Penang.

Kinh gii ong bac sl trudng ,
Trung tadm y té “dward,
Penang.

Kinh thua ong.

Do mdt s6 dién bién méi day, toi budc long phai ciu xin su
giip d3 cta ong. Toi cAn dude chuyén vé bénh vién Serambarn,
noi me tdi dang séng.

Téi da cé chdng va co ba dida con nhd, cac con t6i dang cin
phidu sy quan tim cham sdc. Toi da d€ ching ¢ voi me toi va
em gai t&i khi chdng toi tir gid chung 16i d& di hoc nudc ngoai,
nam ngodi véi mot sudt hoc bdng do Chinh phu edp.

Digu khong may man la hién nay me t6i phai nam lidt giuong
do hau qua cia m6t bénh nang ma ba bi gan day; con em gai toi
thi khong thé cham sdc day di ca me t8i 1an céc con toi.

Trong hoan canh nay, didu khin thiét ddi véi toi la duge &
bén canh me tdi va cac con téi. Chae chdn ho khong thé nao dén
G voi toi tai day.

Vi vy tdi sé rit bigt on néu 6ng xét hoan cinh cua té mot
cach thién cAm va tra 1oi thuan lgi che toi.

Xin gii éng 1oi chao trung thanh,
Kamaria Mustafa

131



LEAVE OF ABSENCE

52. To an employer after an illness,

29, Rafiyul Alam St
Cebu, Sabah.

The Manager,
Euro-sia Enterprises,
" 14-C, Newton Street,
Cebu.

Dear 3ir,

I regret to inform you that I was unable to report for work
on Monday and Tuesday, last week, owing to an illness that kept
me confined to bed.

I enclose the medical chit issued to me by the doctor who
examined me, for your inspection.

Yours faithfully,
Bakkal
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PHEP NGHI

52. Gui ong chi, sau mét tran 6m.

29, phd Rafiyul Alam,
Cebu, Sabah.
Ngay thang:
Kinh gii ong Giam doe, '
Hang Au - A,
14-C, dudng Newton,
Cebu.

Thua 4ng,

Téi rdt tic bag ong bist ring toi da khong thé dén lam viée
vao ngdy thi hai va ngly thd ba tuan trudc, vi mot tran om da
giam toi lai trén giuong.

Tsi giti kem gifly chitng nhan y té&, do bac si da kham cho tdi
cip, dé ong kifm tra.

Xin giii éng 161 chao trung thanh,
Bakkal
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33. To an employer after attending a funeral.

5, JIn. Sea View, -
Kuala Lumpur.

The Manager,
Fducational Publishers,
203, West Coast Road,
Kuala Lumpur,

Dear Sir,

It i3 with much sorrow that I inform you of the sudden death
of my father which nessitated my absence from work for three
days, this week, as I had to perform the fungral rites according
{0 our custom.

In view of the circumatances, I am sure you will excuse the
absence in question.

Yours faithfully,
Omar
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53. Gui ong cha sau khi dif mot dam tang

5, duting Sea View,
Kuala Lumpur,
Ngay, thang:

Kinh git ¢ng Gidm ddc, '
Nha xuat ban Giao duc,
2083, duong West Coast,
Kuala Lumpur.

Thua ong,

Toi rat dau budn bio véi ong vé cai chét dot ngot cia bd i,
No budc toi phai nghi lam viée ba ngay trong tuin nay vi toi phai
thuc hién nhing nghi thdc tang 16 theo tuc lé cta ching ta.

Xét hoan canh, toi chéc ong sé tha thd cho toi vé dat nghi
néu trén.

Xin gifi ong Wi chao trung thanh,
Omar
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54. From a student for leave of absence from school

Form V-A,
St. Patrick School,
Kuala Lumpur.
The Headmaster,
St. Patrick School
Kuala Lumpur.

Sir,

As my mother is seriously ill, T should be grateful to you if
you would grant me leave of absence for two days.
I expect to be able to return to school on Friday, this week:

but should my mother’s illness grow worse, [ shallbe complelied
to be away for a few more days,

Your obedient student,
Eiliot Jones
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54. Caa mét hoc sinh xin nghi hoc.

Lap 5-A,
Trudng Thanh Patrick,
Kuala Lumpur.
Kinh gti ong Hiéu trudng,
trummg Thanh Patrick,
Kuala Lumpur.

Thua thay,

Vi me em &m ning, em sé rat biét on thay néu thay cho phép
em nghi hai ngay.

Em mong co thé trd lai trudng vao thi sdu fudn nay nhung
néu bénh tinh cha me em ning thém, em sé budc phai nghi hoc
vai ngay nia

Hoc trd bist vang 10i cua thay,
Elliot Jones
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55. Explaining absence from work to one’s employer
“after a telephone message.

51, Kent Drive,
Wellingion,
New Zealand.

Dear Sir,

Confirming my telephone message this morning, 1 regret to
inform you that I am suffering from an attack of influenza and
have been ordered to bed for a few days. I enclose a certificate
from my doctor and trust that my absence will cause no seriocus
inconvenience.

Your sincerely,
Walter Trench
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55. Gidi thich sy nghi viéc cho mot éng chu sau khi da
néi chuyén bang dién thoa.

51 Duong Kent
Wellington,
New Zealand.

Thua éng,

Dé xac nhan cude ndi chuyén bang dién theai sang nay, toi
rit tice bao ong bist rang téi dang bi bénh cim va duge lenh nam
gitong trong vai ngay. Toi gtii kem mot gidly ching thuc cha bac
sl va tin ring su vidng mit cia ti sé khong giy ra su phién phic
nang né. '

Xin gl éng l0i chao chan that,
“Walter Trench.
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56. To an employer after being involved in an accident.

Irravady Road,

Yangoon.
Date:......ccce. oo .
The Manager,
Eastern Distribttors,
Yangoon,
Myammar.
Dear Sir,

This is to inform, you that I was involved in an accident
yesterday morning and rushed to the hospital by some kind -
hearted people, as a result of which, I was unable to report for
work.

I should therefore appreciate your excusing my absence from
work yesterday. A certificate from the hospital is attached herewith.

Yours faithfully,
U Mwa Thien
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56. Gui ong chu sau khi bi 1am vao mdt tai nan

Dutng Irravady,
Yangoon.
Ngay thang: ...

Kinh gui ong Giam dée,

T3 chic nhitng ngudi phan phdi phuong Dong,
Yangoon,

Myammar.

Thua ong,

Xin bao ong biét rang toi bi lam vao mot tai nan sang qua va
duge mot 36 ngudi tot bung dua dén bénh vién; va két qua la toi
da khong dén lam viéc dudc.

Vi vay toi sé cam kich néu ong tha thif cho sy vang mat cha
tsi hom qua. Xin dinh kém moét gidy chung thyc cia bénh vién.

Xin gii 6ng 10i chao trung thanh,
U Mwa Thien
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37. To an employer, on behalf of a relative who has a
severe headache.

52. Maddison Road,
Bangkok.

The Manager,
City Bank Ltd.
Main Branch,
Bangkok

Dear Sir

This is to draw your attention to the fact that my wife, Lucy
Chunovan, has a severe headache and is rather indisposed.

I should therefore be pieased if you would excuse her absence
from work today.

Yours truly,
Chai Chunovan

142



57. Gui mot ong chi, nhan danh mot ngudi ba con bi
dau didu nang

52, Duong Maddison,
Bangkok.

Ngay thang.........oooes
Kinh gui ong Gidm dde, '
Ngan hang tnhh'’) Thanh phé,
Chi nhanh chinh,

Bangkok.

Thua ong,

Xin &ng luu ¥ dén sy viéc 1& vg toi, Lucy Chunovan, bj dau
diu nang va hoi kho §. '

Vi vay toi sé vui mifng néu ong tha thu cho su nghi viéc cia
cd 4y hom nay. : :

Xin gti ong i chao chan thanh,

Chai Chunovan

(1) tnhh viét tit cla: trdch nhi¢m hiu han.
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58. To an employer, on behalf of one’s father who is
seriously ill.

- 14, Smith Street,

Sydney.
Date:..c..oc..o..
The Manager,
Burasia Publications,
Sydney,
Australia.
Dear Sir,

I have to inform you that my father, Mr. Henry Smith, has
been admitted to hospital in a critical condition and that he may
not be able to report for duty for at least a week.

In the circumstances, I am sure you will excuse his absence
until such time as he is able to resume his duties. I shall keep
you informed about his condition at regular intervals.

Yours faithfully,
William
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58. Gii mot ong chi, nhan danh cha minh bi 6m nang

14, phé Smith
Sydney,

: Ngay... thang:....
Kinh gti: Ong Giam déc,
Nha xuit ban Eurasia,
Sydney,

Australia.

Thua dng,

T6i xin bao 6ng biéb:qéng cha toi, 4ng Henry Smith bi dua vio
bénh vién trong mét hoan &&nh hiém ngheo va khong thé trd lai
lam viéc it nhdt la sau mot tuan. .

Trong tinh th& d6, toi tin rdng ong sé tha thd cho sw véng
mat cia cha to6i cho dén khi cha t6i co thé trd lai 1am viée: Toi
sé déu dan bdo ong biét ve bénh tinh cia cha tai.

Xin g ong 10i chao trung thanh,
William
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59. To an employer, requesting leave of absence to
celebrate a festival

14. Quarters Drive,
Taipei - 42
Date:.eerreiice

The Manager,

Newten Plantations,

Taipei Taiwan Roc.

Dear Sir,

As I wish to celebrate Christmas with my parents who live
away in Singapore, 1 shall be obliged if you will let me have your
leave to stay away from office for one week after the Christmas
holiday, so as to enable me to stay and enjoy a little longer with
my parents whom [ have not visited for a long while.

Yours faithfully,
Jimmy Lee
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59. Gii ong chii, xin phép nghi dé ki niém mot ngay 16

14 Dudng Quarters,
Taipei - 42.
Ngay thang:...
Kinh gai éng giam dée, -
Don dien Newten,
Taipei, Taiwan Roc.

Thua ong.

Vi toi mudn ki niém 1& No-en vii bd me t6i dang séng xa day,
d Singapore, t6i & chju on 6ng nhidu n&u ong cho phép toi vang
co gquan mot tuiin sau ki nghi Né-en, dé toi o thé thich tha
dugc d 1Au hon mét it bén canh b me t6i ma da tir lau toi chua
hé vé tham.

Xin gti dng 161 chao trung thanh.
Jimmy Lee
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60 From an employer granting leave to an employee.

Newten Plantations
Taipei.

Date:...................

Dear Mr. Jimmy Lee

This is to inform you that your application for one week leave
has been approved.

"Yours truly,

Sai Chow

iDirector,)
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60. Ciia mot éng chu cdp phép nghi cho mot nhan vién .

Don dien Newten, ~
Taipei.
Télex ..o,

Ong Jimmy Lee than mén,
Xin bao voi 6ng rang don xin nghi mot tudn cua ong da duge
chap thuan.

Xin gui ong ki chao chan that,

Sai Chow

tGiam doc)

149



61 From an employer refusing leave to an employee,

Newtn Plantations,
Taipei.

Dear Mr. Lee,

Reference your application for one week leave, I regret having
to state that we cannot grant you anymore leave, as you have
already taken all the leave that you have heen entitled to so far.

You may, however, take the.leave you need without pav.

Yours truly,
Sai Chow

Director



61. Ctha mot ong chu tir choi cdp phép nghi cho mot
nhan vién

Dbn dign Newten.
Taipei.

DT S
Telex:: . o oo vereieenen -

Ong Lee than mén,

s din xin nghi mot tun cla éng, toi lay lam tice phai ndi
ro rang ching toi khong thé cAp cho ong ky nghi ndo nia. vi cho
dén nay ong da st dung hét it ca cac phep nghi ma dng duve
quyén huing

Tuy nhien. éng oo the nghi phep khang phu eap néu cin.
Xin gii ong i chao chan t.thlt.l

Sai Chow

Glam doer
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62. Requesting leave to visit a doctor.

Mdo Quarters,
Pitt Street,
Hong Kong 3.

The Manager.
City Druggs L.
Kowlaoon.

Hong Kong.

Dear Sir,

This is to inform you that [ have an appointment with a doctor
tomorrow for an examination of my baby daughter who has been
suffering from a peculiar disease for some time.

I should therefore be pleased if you would grant me a day’s
leave of absence. |

Yours faithfully,
Siang Boon.



62. Xin phép nghi dé thiam mot bic si

Chung cu Mdo.
Pho Pitt,
Hong Kong 3.
Ngay... thang:

Kinh gui 6ng giam doe,

Cong ty Duge phadm Tnhh thanh phd,
Kowloon,

Hong Kong.

Thua dng,

Xin bao dé ong bidt rang téi cd cude hen vai mot bac si ngay
mai dé kham cho con gai nhé caa toi © bi mat bénh khac
thudng da mét thdi gian.

Vi vy t6i sé vui mitng néu ong cho phép toi duge nghi mot
ngay.

Xin glti 6ng 13i chao trung thanh,
Siang Boon.
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63. Requesting leave to attend court.

12, JIn. Rafi Marg
Kota Kinabalu
Date::................. .

The Menager,
Allan & Co.,
Kota Kinabatu

Dear Sir,

As 1 have to attend court on the 10th of this month, on a
matter of a civil suit, I regret that [ shall not be able to report
for duty on that day Het'ce kindly grant me one day leave.

Yours faithfully,
Adam Malik
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63. Xir phép nghi dé du mot phién toa

12 Jin Rafi Marg.
Kota Kinabalu.
Ngay thang....

Kinh gti ong Giam déc,
Allan va Cong ty. '
Kota Kinabalu.

Thua ong.

Vi toi phai dy phién toa vao ngay 10 thang nay vé mot vin
dé 16 tung dan su, toi rat tiéc sé khong dén lam viée vao ngay
4y duge. De vay, xin éng vui long cho toi nghi phép mot ngay.

Xin gii ong 1oi chao trung thanh.
Adam Malik



64. From an employee who is absent from office
because of his wife's illness.

7, Wampoaelrise,
Singapore.

Dear Mr. Tan,

In explanation of my telephone message to the office this
morning, I write to say that my wife, who has been il for some
times, was taken worse last night and her condition is causing
the grawest anxiety. I shall return to the office as sgon as the
immediate danger has passed. I trust my absence is not too much
inconvenience.

Yours sincerely,
Lee Siong.
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64. Ctia mot nhén vién vAng mat & cd quan vi v¢ bj 6m.

7 Wampoaelrise,

Singapore.
Ngay thang:......

Ong Tan thdn mén,

D#é giai thich rd cudc ndi chuyén dién thoai dén co guan sang
nay, toi viét d& bao ring vo t8i, bi 6m dd mot thdsi gian, dém qua
bénh cang tram tyong hou, va tinh trang cua cd Ly gy nén mét
sy lo ngai nang-n@ nhét. Téi sé trd lai co quan ngay sau khi ndi
nguy hiém tdc thdi qua di. Toi tin ring su ving mat cua toi
khong qua phién ha.

Xin g'tn ong 10i chao chan that,
Lee Siong
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65. From an employer requesting an employee not to
take his leave at the moment.

Gulf West Pte. Lid.

16 - 41, Shenton House,
Singapore.
Date;........c.............

Dear Mr. Hwa,

With reference to your application for a week’s leave, I regret
having to say that it is dificult to accede to your request, as your
accounting services are needed very badly this month, owing to
the fact that we cannot find a proper substitute for you as we
have to close our year ending account process, _

May I therefore suggest that you take your leave next month’
when the pressure of work will be considerably less. Perhaps you
could take a few days’ extra leave then. We know that your
services are not easily replaceable.”

I am confident that you wili be able to make the necessary
adjustments and oblige.

Yours faitfully.

F.C. Bronson

i Manager:
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$5. Caa mot ong chu yéu ciu mot nhan vién diung nghi
phép vao lac nay.

Pte tnhh Gulf West
16 - 41. nha Shenton.
Singapore.

Ong Hwa thin mén.

Ve don cda ong xin nghi mot tuan, toi ldy lam tiéc phai nol
v6i ong rang toi kho chip thuan dé nghi cua ang, vi cong viéc ké
toan clia ong thang nay dang rdt can, va ching toi khéong thé
tim ngudi thich hop thay the ong trong khi ching ta dang phai
két thic phin cudi qua trinh ké todn cas nam.

Vi vy toi cd thé goi ¥ ong nghi phép vao thang sau, khi sy
thuc bach cia cong viéc sé giam bot. Co 1é luc dd ong co thé nghi
thém vai ngay ngoai phep. Ong biét ring cong viéc cia ong khong
dé thay thé duge.

Téi tin rang ong sé co thé tién hanh nhitng diéu chinh can
thiét d€ giip da ching 1oL

Xin gii ong 13i chao trung thanh.

F.C Bronson
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BUSINESS

66. Stopping payment of a cheque.

7, Newton Square,
Kuala Lumpur.. _
5th May, 19..
The Manager,
Far Eastern Bank, Ltd.
5, New Street,
Kulala Lumpur.

Dear Siq,

Re. Account No. 1380561

Please stop payment of cheque No. 3426}:, for $800 dated 10th
May, drawn in favour of Adam Smith and signed by myself,

Yours faithfully,
Donald Serutton
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GIAO DICH THUONG MAI

66. Ngung thanh toan mdt ti séc

7. Quang truding Newton,
Kuala Lumpur,

Kinh gifi ong giam déc,
Ngan hang Vién dong tnhh,
5, Phd Madi, '
Kuala Lumpur.

Thua éng,

Ve ban thaph tean 6 1380561

5 thang Nam, 19..

Xin vui long ngiing thanh todn td séc 800 dola 36 34261 de
ngay 10 thang Nam, viét cho 6ng Adam Smith va do ban than

toi ki,
Xin gii ong 13i chao trung thanh,

Donald Scrutton

Hrar
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67. Stoppinng payment os anether cheque..

9, River Lane,
Kuala Lumpur.

S5th August, 19...
The Manager,
..Bank Ltd,
Kuala Lumpur.
Dear Sir,

Re. Cheque No...dated

Please stop payment of the above referred cheque for 5008
wn.in favour of Oliver Joha and signed by me. -

7

* faithfully,
Hill
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67. Ngimg thanh todn mét tis séc khéc:

9, Hém River,
Kuala Lumpur.

5 thang Tam, 19....

Kinh gii 6ng Giam déc,
....Ngan hang tnhh,
Kuala Lumpur,

Thua éng,
Vé t& séc 8d...... ngay....

Xin vui long ngiing thanb todn o séc 500 do la ndi dén & trén

viét cho ong Oliver John va do toi ki.

Xin giti ong 1i chao trung thanh,
Helen Hill
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68. To a news-agent.asking ;him to supply some
newspapers and magazines,

5. Old Town,
Kuala Lumpur.
5 th February, 19....

The Manager,

New Light News Agent,
10, East CoAst Road.
Kuali. Lumpur.

Dear Sir,

As | wish to subscribe to some newspapers anﬁ_l magazines, |
should be pleased if you would let me know whether you could
supply them, namely:

1. Th.e Time magazine

2. The Newsweek magazine
3. The Readers Digest

4. The Wall street Journal

. The Scuth Asia Tribune

[

[ would like deliveries to commence immediately, should you
agree to accept my order.

Yours fatthfully,
(Mrs} Grace Joseph
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68. Gifi ngudi dai 1y be d& nghj cung ciip: mjt s6 bao
va tap chi

5, Old.Town,
Kuala Lumpur.
5 thang Hai, 19....

Kinh gui ong Giam déc.
Dai li bao Anh sang mdi,
10, Duting East Coast,
Kuala Lumpur.

Thua 6ng,

Vi toi mudn dat mua dai han mét s6 bdo va tap chi, t6i sé vui
mimg néu ong cho toi bist éng co thé cung cép cho téi nhimg
bao va tap chi cé tén dudi day khong:

. Tap chi Thai dai .

. Tap chi Tuan tin tdc
. Tap san ban doc

. Nhat bao phé Udn

. Dién dan Nam A

e L Do e

w

To6i mudn duge bat dau pban phdt ngay, néu ong vui long chip
nhan thu dat hang cua toi. '

Xin gii 6ng-1ai chao ¢han thanh,

{Ba) Grace Joseph
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69. To a book dealer ordering some books.

5, Park Square,

Singapore.
4th July, 19....

The Manager,
Eurasia Book Centre,
10, Marine Drive,
Singapore,

Dear Sir,

Please send me a copy of each of the following books which 1
saw iz your shop yesierday:

1. The Student’s Dictionary of Synonyms and. Antonyms by
Milon Nandy;

2. An Outline History of South-East Asia by Milon Nandy;

3. Letters on Love, Marriage, Divorce and Death, also by the
same author.

You may send them to the above address through any of your
salesmen, and your. bill will be paid on receipt.

Yours truly,

Cecilia Amos
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69. Gui mot ngudi ban sdch dat mua mot sd sich

5. Park Square,

Singapore.
4 thang Bay, 19...

Kinh gifi éng gidm doc,
Trung tam sach Eurasia,
10, Marine Drive,
Singapore.

- Thua ong,
Xin 6ng vui long gi mot ban cia mbi sach sau day ma toi
nhin thdy ¢ hiéu cia dng hom qua: '
1. Tit dién hoc sinh vé tit dong nghia vi trai nghia do Milon
.. Nandy soan. '
2 Phac théo tich st Dong Nam A cia Milon Nanly

4 Thu vé Tinh yéu, Hon nhan, Li hon va T vong, cia cung
mdt tac gid.

Ong cd thé giti ching tdi dia chi trén qua mot ngudi nao dd
trong 8 nhitng ngudi ban hang cia ong va hda don cla ong sé
duge thanh todn luc nhan sach.

Gui ong 161 chao chan that,

Cecilia Amos
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70. Reserving for a flight - -

15, East Coast Road,
Kuala Lumpur.

The Manager,
World Travel Inc.
‘9, Seaview Lane,
Kuala Lumpur.

Dear Sir,

Kindly reserve for me two Executive class seats in United
Airlines no UA - MH . AIA leaving Subang airport at 1600 hrs
on 16 April 19... arriving Sydney 1700 hrs. local time.

I shall be glad if you arrange airport service on de;ﬁarture and
arrival. Enclosed is a cheque for MS$2143 in full and final
settlement of the above and please forward your offcial receipt.

Sincerly,
Grace Palmer
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70. bat trude vé eho mot chuyén bay

15, Dudng East Coast,
Kuala Lumpur.

Kinh giti ong Giam déc,
Lién hgp du lich thé gioi,
9, Hém Seaview,

Kuala Lumpur.

Thua ong,

Hay vui long danh cho toi hai vé hang thong dung trong Lign
hiep Hang khong s6 UA - MN - AIA, khdi hanh tir san bay Subang
fae 16 giv ngay 16 thang tu 19.. va dén Sydney luc 17 gio, gio
dia phuong. S

Toi sé hai Iong néu éng sdp xép dich vy hang khong lic di va
lic dén. Kem theo la mot td sée 2143 do la Malasia d€ thanh
toan day di va dén cung cdc khoan trén Xin gui cho gidy bién
nhan chinh thic.

Chan thanh

Grace Palmer
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71. Enclosing cheque for Account of a Third Party.

20, Grove Lodge,
Kuala Lumpur.
9th June, 19...,
The Manager,
Northern Bank.
Kuala Lumpur.

Dear Sir,

Enclosed is a cheque for $1000, which please place to the credit
- of your clients Messrs. King & Co.

Yours faithfully,

-Anne Palmer
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71. Gii kém mot td séc dé thanh todn che ngudi tha ba

20, Grove Lodge,
Kuala Lumpur.
9 thang Sau, 19....
Kinh gii 6ong Giam déc,
Ngan hang phuong Bac,
- Kuala Lumpur.

Thua éng,

Kém theo 1a mot to séc 1000 dola, ma Ong sé vui long ghi vao
tien giii ngan hang cla cac khach hang cia ong: Cdc &ng Kings
va cong ty.

Xin gii 6ng 19i chao trung thanhe

Anne Palmer
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72. Requesting time pay rent.

Blk 1. 15 Nes
Realty Housing Estate,
Buckton Ave,
‘Manila.

The Manager, ' '

Messrs. New Realty,

Housing Estates,

Makati Drive,

Manila.

Dear Sir,
Payment of Rent

Finding myself embarrassed through want of my usual monthly
remittance from my husband. [ shall regard it as a great favour
if you will allow me to pay two months’ rent together next month,
that is, the sum now due and that of next month. making in all
Pesos 8000 My remittances have usually ronched me with great
regularity. but on this occasion there appears 1o have been some
delay which. [ have no doubt, will be satisfactorily explained.

Yours truly,

Jane Sunder
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72. Yéu ciu thoi gian dé tra tién thue
Khu nha in 1- 15 Nes,
Reality Housing Estate,
Buckton Ave,
Manila.

Kinh gii 6ng giam déc, o

Cac ong, New Realty,

Bit dong san nha 4,

Makati Drive, '

Manila.

Thua 6ng,

Tu thdy minh hing tithg do thiu khodn tién giti qua buu dién
thudng 1é hang thang cda chdng t6i, toi s cof la mdt an hu¢ lon
néu ong cho phép toi thing sau tra lién mot lac tidn thué cia
hai thang, tdc la s6 tién bay gid ng va s6 tién clia thang sau,
cong it ca la 8000 Pesos. Tién gii qua buu dién thudng dén véi
t5i Tdt déu dan, song lan nay hinh nhyu c6: mét su cham tré, ma
toi tin chac sé duge giai thich mét cach théa man.

Xin g ong 19 chao chan ihﬁ.t.,

Jane Sunder



CUSTOMERS AND DEALERS -

73. To a dealer asking for quotations of certain articles.

54, Woodrise Heights,
DdJakarta
28th March, 19............
The Manager,
Eastern Agencies Ltd.
10, Northward Drive,
DdJakarta.

Dear Sir,

As I wish to buy the articles: listed below, in which you deal,
I should be obliged.if you would let me know the price of each
article and the discount you give to your customers.

1. A large table fan: Mitsubishi size 48
2. An electric oven; Siera: Size: Medium -
3. A rice cooker; Sanyo: Size: 8 litres

4. A toaster; Sanyo: 4 bread Model

5. A steel chair. Any reputed local make

An early reply will be appreciated.

Yours faithfuily,
(Mrs) Rosalind
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NGUOI MUA VA NGUOIL BAN

73. Gti mot ngudi ban hang yéu chu ké gis mot s6-mat -
hang .

54, Woodrise Heights,
DJakarta.
28 Thang Ba, 19......
Kinh giti 0ng giam déc, '
Cac chi nhanh Phuong Dong tnhh,
10, Northward Drive,
Ddakarta.

Thua éng,

Vi tdi muén mua nhitng mat hang liét ké dudi day, ma éng
buén, toi s& bidt an néu dng cho toi bigt gia mbi mat hang va sy
giam gia ma o6ng thyc hién voi khach hang.

1. Quat ban lon: Mitsubishi c8 48

2. Ld dién; Siera: ¢ trung binh

3. Nai com dién; Sanyo: c& 8 lit

4. Lo nudng banh; Sanyc: mé hinh 4 bénh .

5. Mot ghé& tya bang thép; loai dia phuong sén xu#t ndi tiéng

Rat cam kich néu dudc tra 10i nhanh

Xin gui ong Idi chao chan thinh,
(Ba) Rosalind
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74. Informing a customer about lack of stocks.

Dairy Products Ltd.
17, Garden Drive,
Singapore.

3rd March, 19....

The Manager,
Modern Coffe House,-
105, Seaward Street,
Singapore.

Dear Sir,

N

Thank you very much for the order recewed thl::- mornmg for
50 dozen cans of Australian beef: We much Tegret, however that
our stock of these particular cans is now exhausted and it'is not
expected that further supplies will be availablé in thé ifiriediate
future. We shall contact you as soon as we can’let you-have a
definite offer.

Yours faithfully, - .. - |
Ivan Arnold
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74. Bao cho mot khich hang biét thi€u hang trong kho

San phdm bo sita tnhh
17, Garden Drive,
Singapore.

3 thang Ba, 19...

Kinh gii 6ng giam dac,
Nha ca phé hién dai,
105, duong Seaward,
Singapore.

Thua ong,

Cam on 6ng rédt nhidu vé don nh4n dugc sdng nay dat mua
30 td hop thit bd Australia. Tuy nhién ching t6i rat tiéc 1a du
trit loai hop thit dac bigt dd caa ching toéi da can va khong hi
vong & cd mat hang d¢ trong tuong lai gan. Ching toi lien heé
vGi ong ngay khi ching t6i o6 the d€ 6ng o6 mot don dat hang
diit khoat. R

Xin gii 6ng 18i chao trung thanh,
Ivan Arnold
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75. To a customer who has asked for a quotation.
Godwin Enterprise,

10, Eastern Avenue,

Singapore.

13th November, 19....

Mr. R.H. Parker,

15, Park Street,

Singapore.

Dear Sir,

Thank you for your enquiry of the 19th June Herewith we
send you the quotation and eagerly await your order.

Yours faithfully,

DNaniel Jones
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75. Gui mot khdch hang doi héi mét su ke gid

Hang Godwin,

10, Dai 16 Eastern.
Singapore.

13 thang Mudgi mot, 19 .

Kinh giti ang R.H.Parker
15, phd Park
Singapore.

Thua ong,

Cam on ong vé d& nghi ngay 29 thang 6. Chung téi gi kém
theo day ban ké gia va hao huc chd doi don dat hang cla ong.

Xin gii 6ng loi chao trung thanh,

Daniel J ones
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76. Declining to fulfil an order because a customer’s
account has not been paid.

Newton Industries,
10, Grey Street,
Kuala Lumpur.
3rd May, 19...

The Manager,

Exton Industries Lid.,
8, High Street,

Kuala Lumpur.

Dear Sir,

We thank you for sending us an order, but as your account
now exceeds M$ 5,000, we would appreciate a cheque from you
before we can enter into further transactions.

We are aware of the difficult conditions which prevail just now,
but we have many commitments of our own to meet. We shall
therefore be grateful if you are able to send us a cheque for
M$2,000 in part payment of your account. We will then be in a
position to supply you with a further quantity of goods.

Yours very truly,

Ernest Humprey
Manager)
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76. Tir ch6i thuc hién moét don dat hang vi khdch hang
chua tra hét ban ghi nhimg mén tién phai tra

Hang céng nghiép Newton,
10, Duding Grey,

Kuala Lumpur.

3 thang Nam, 19...

Kinh gifi ong giam ddc

Hang cong nghiép tnhh Exton,
8, High Street,

Kuala Lumpur,

Thua Gng,

Chiing tdi cAm on éng da gifi cho chdng t6i mot don dit hang;
nhung vi ban ghi cac mon tign phai tra cia ong hién da vugt qua
5000 db la Malaysia, ching t6i mudn biét ro gia tri t séc Ong sé
gii cho ching t6i trude khi ching téi ¢d thé tiép tuc giao dich
vai dng.

Ching téi higu 16 nhitng khé khan thudng x4y ra chinh lic
nay, nhung ching tdi ¢6 nhidu cam két cia riéng minh phai duong
diu. Vi vay ching t6i sé& biét on néu 6ng cd thé gii cho chung
toi mot t& séc 2000 d6 Ja M, trd mdt phiin ban no clia ong. Lic
dd, ching t6i s& cd kha nang cung cdp thém cho 6ng mot khoéi
lugng hang hda nita. '

Xin giti ong 151 chao chan that,
Ernest Humprey

(Giam ddc)
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77. A complaint to a watch dealer. PR

Chung Hsin Watches Pte. Ltd.
150, Iic Ping West Road,
Hong Kong.
Date:
Messrs, Orizo and Riza, '
14, Main Streot,
Kowloon.

Dear Sirs,

Some time ago, I bought a watch from you on your assurance
that it was one of the best watches available in the market today
and that it was a very good time-keeper. It has, however, been a
great disappointment to me, as it is not at all reliable. At fifst it
was fast by five minutes a day; and now, after | repaired it. it is
always slow. '

[ am sending the watch back to you, so that you can repair it
properly; but should you be unable to do it, I must ask you to
exchange it for a good time-keeper, or take it back and refund
me the money. in accordance with the letier of agreement you
have given to me.

Yours faithfully,
Alfred Horace
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77. Mét loi phan nan g ngudi bdn dong ho.

Céng ty tnhh Dong ho Chung Hsin,
150, Ho Ping West Road.

Hong Kong.

Ngiy thing. ... EUTP

Kinh gui cdac ong Orizo va Riza,
14, Main Street,
Kowloon.

Thua quy 6ng,

Thoi gian qua, toi da mua cla qly 6ng mot chiée dong ho voi
10i bao dam edia quy éng rang dd la loai dong hd tot nhit co thé
mua duge trén thi truéng hién nay, ring dé 1a mdy bdm gid rdt
tét. The nhung that 1A mot sy that vong lon doi vai téi vi nd
hoan toan khéng dang tin cay. Lic dau. né nhanh méi ngay 5
phit; sau khi chita, nd lai ludn luon cham.

Tai dang g gia lal qiy 6ng chise dbng hd d€ quy ong co thé
chita nd mét cich thich dang. Nhung néu quy 6ng khéng lam
duude digu dd, tai s& dé nghi qiy ong d6i cho téi mot dong hd bam
gi& 16t, hoac ldy lai dong ho va hoan tign cho t6i, phu hagp 14 thu
hgp dong qiy ong da trao cho toi.

Xin g qiy ong loi chao trung thanh,
Alfred Horace
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78. From a dealer to a customer asking for settlement
of an overdue account.

Eastern Electricals Ltd.,
7, Sunview Road,

Hong Kong.

15th April, 19......

Mr. George Anthony,
No. 10, Lakeview Avenue,
Hong Kong.

Dear Sir,

We wish to call your attention to our bill for $500, payment
of which is long overdue. We have sent you several reminders,
but have received no reply from you. We must ask you to settle
this account without further delay, or we shall be obliged to take
legal steps to recover the amount.

Yours truly,

Peter Roland
{Manager)
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78. Cha mét ngudi bdn gii mot khich hing doi giai
quyét mot ban ghi ng da qua han

Cong ty tnhh Dién ti Phuong Dong,
7 Dudng Sunview, '
Hong Kong.

15 thdng Tu, 19....

Kinh gtri ong George Anthony,
34 10, Dai 16 Lakeview,
Hong Kong.

Thua 6ng,

Téi mudn lvu ¥ éng dén hda don 500 do la clia ching toi, ma
viéc thanh todn di qud han tir Jau. Ching t6i da gii 6ng nhidu
thu nhac nhd, nhung khéng nhan duge mot thy tra 18i nao cia
ong. Ching t6i yéu ciu Ong gidi quyst ban ké tizn phai tra d¢
khéng cham tré, hoac chung téi bt budc phai di nhitng budc phap
luat dé€ thu lai tng s8 tién.

Xin gii ong loi chao chan that,

Peter Roland
(Gidm déc)
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79. To a dealer in settlement of an account.

10, Lake view Ave,
Canton,

Hong Kong.
Date....

Dear Sir.

With reference to your letter of the 15th April, T enclose a
cheque for $500 in payment of the overdue account. Please excuse

the inconvenience caused.

Yours truly,
WS. Lin
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79. Gui mot ngudi ban hang d€ giai quyét mit ban ghi

na.
10, Dai 16 Lake view
Canton,
Hong Kong.
Ngay thang... ...
Thua o6ng,

Theo thu chia 6ng d& ngay 15 thang Tu. téi xin giti kem thu
nay mot t5 séc 500 db la d€ thanh todan ban ghi cac modn tign
phai trd da qua han. Hay vui long tha thd nhitng phign ha toi
da gay nén.

Xin gii éng 131 chao chan thanh,
WS, Lin
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80. To a dealer explaining a customer’s financial

position,
10, Lake View Ave,
Canton,
Hong Kong..
Date:
Dear Sir,

With reference to your lettér on'the 15th April, I feel constrained
to inform you that owing to an unforseen event, I have been in
great financial straits for some time. In the circumstances, I

- should be pleased if you could allow me two months’ time to settle
the account, or accept payment in small sums, commencing from
next week, until the debt is paid in full. .

I should appreciate a quick reply.

Yours truly,
Lo S. Lin
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80. Guai mot ngudi ban hang gidi thich hoan canh tai
chinh cua mot khéach hang

10, Dai 16 Lake View,
Canton,

Hong Kong.

Ngay thang.................

Thua ong,

Lién quan tot bic thu cita 6ng ngay 15 théng tu, toi cAm thay
bt budc phai bdo vii 6ng ring do mdt sy o bt ngd, téi da bi
eo hep tragn trong vé tai chinh trong mét thdi gian. Do hoan
canh dd, toi sé rdt vui ming néu dng cho phep téi mot thoi gian
hai thang dé thanh todn ban ghi ng} hoac nhan thanh toan bang
nhitng khodm tign nhé, bat diu til tuAn saun, cho d&€n khi mdn ng
duge tra day dia. o

T6i sé cam kich n&u duec tra loi som.

Xin gii ong 101 chao chén that,
Lo. 8.Lin
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81. To a dealer about an error in an invoice,

Eurasia Books Ltd.,
198, Hubert Square,
Manila.

10th July, 19.. .

The Manager,
Cyril Publications,
10, Lake Avenue,
Kuala [.umpur,

Dear Sir,

We are returning your invoice for 200 copies of "Letters on
Love, Marriage, Divorce and Death" by Milon Nandy charged at
a discount of 30 per cent, which we assume is an error. The sale
was made to us by your representative and the discount quoted
was 50 per cent.

We shall be glad if you will confirm this and make the nécessary
alteration to the invoice. The goods are of no use to us at the
lower discount. An early satisfactory reply -will enable us to start
seiling them.

Yours Faithfully,
Harold John
Manager

{Export)
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81. Gui mét ngudti bén hang vé mét nham lan trong
danh don hang gii

Cong ty tnhh Sach Eurasia,
198, Quang trutng Hubert,
Manila.

10 thang Bay, 19.....

Kinh gii ong Giam déc,
Nha xudt ban Cyrii,

10. Dai 16 Lake,

Kuala Lumpur.

Thua ong,

Chuing toi dang gii tra lai danh dan hang gii cia dng cho 200
ban "Thu v& Tinh ysu, Hon nhéan, Li hon va Ti vong® clia Milon
Nandy, tinh v6i mot sy giam gia 30 phan tram, ma tai cho la
mot sy nham Hn. Cude bin da duge daji dién ctia dng thue hién
vdi chung toi va su gidm gid dugc dinh 1a 50%.

Chiing toi s& vui mitng néu 6ng xac nhan didgu dé va ti€n hanh
mét sy s¥a chita cAn thigt vao danh don. Hang héa do ¥hdng lgi
gl cho ching t6i voi sy giam gid thdp. Mot thu tra lgi thuan loi
sé cho phép ching tdi bat dau ban sach.

Xin gli ong loi chao trung thanh,
Harold fohn
Giam dde

(Xust khau)

191



82. To a dealer about an over-charged hill.

10, New Park Avenue,
Singapore.

5th May, 19...
The Manager, :

Singapore General Store,
75, Main Road,
Singapore.

Dear Sir,
Re. Bill No. 7286 daied 2nd May, 19...

After checking the calculation in the above mentioned bill,
issued to me yesterday for the purchase of goods at your store, I
note that [ have been overcharged by an amount of $50. In support
of my statement, I send you a photostat copy of the bill.

I should therefore be obliged if you would refund the amount
over-charged as soon as possible, either by cheque or Money Order.

Yours truly,
R. Ricardan
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82. Gdi mét ngudi bin hang vé mét héa don tinh qua
mirc

10, Dai 16 New Park,
Singapore.
5 thang Nam, 19....
Kinh gui ong Giam dde,
Cla hang t8ng hop Singapore,
75, Main Road,
Singapore.

Thua 8ng,
Vé hoa dan sé 7286 ngay 2 thing 5, 19.....

Sau khi ki€m tra su tinh toén cia hda don néu trén ma ong
clp cho téi héim qua khi t6i mua hang 0 cita hang clia ong, toi
phét hién ra 1 t8i b tinh qu4 1én v6i mét 8 tidn 1a 50 d6 la. D€
Iam cdn cd cho su trinh bay cla toi, toi gii dng ban photécopy
cia hda don.

Vi vay toi sé bigt on néu 6ng hoan lai 6 tidn d4 bi tinh qua
cang s0m cang tot, hodc bing séc hoac bing phi&u chuyén tién.

Xin giii dng 10i chao chan that,
R. Ricardan
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83. To a supplier of goods for correction of a bill.

Tai Yean Road,
7, Bangkok.

17th April, 19....
The Manager,

New Light Traders,
12, Market Drive,
Bangkok.

Dear Sir,

Re. Bill No. 1055 dated 156th April, 19....

In the above-mentioned bill for goods supplied to me by you,
I note an error with regard to the number of items supplied and
therefore the total amount charged.

Please note item number 3, which I had not ordered or. been
supplied with. The amount charged for this item should therefore
be deducted from the total amount of the bill.

Would you be kind enough to make the necessary correction
and send me an ammended bill.

Yours faithfully,
W.Chatchai
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83. Gui mit ngudn cung ¢fp hang d€ sia lai mot
héa don '

Duong Tai Yean,
7, Bangkok.
17 thang Tu, 19...
Kinh giti 6ng Gidm dée,
Céng ty thuong mai Anh sing mdi,
12, Market Drive,
Bangkok.

Thua ong,
Vé héa don 88 1055 ngay 15 thang 4, 19...

Trong héa don vita néu v& clc hing hda dng cung cp cho toi,
tdi phat hién mot sy nham 14n v& 8§ lugng cic mat hang duge
cung cip v do dd cé nhAm 14m v& téng sd tidn phai tra.

Xin chd ¥ mon hang s6 3 ma ching tdi khong dit va khong
duge cung cdp. S8 tign tra cho mdn dé vi vay phdi duge rmit ra
khéi tdng s6 tidn clia hda don.

Mong &ng vui long tién hanh nhitng sita chifa c¢in thist va gii
cho t6i hda don d4 duge sia lai.

G ong 16i chio trung thanh,
W. Chatchai
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84. From a supplier to a customer who has complained
about an error in a bill.

New Light Traders,
12, Market Drive,
Bangkok.
'20th April, 19...
Mr. W. Chatchai
7, Tai Yeah Road,
Bangkok.

Dear Sir,

Re. Bill No. 1055 dated 15th April, 19....

We refer to your letter dated 17th April, drawing our attention
to the error we had made in the above-mentioned bill.

We do acknowledge the mistake, but we have to assure you
that it was the result of inadvertence on our part, and for no
other reason.

As requested, however, we now send you an ammended bill
with the necessary correction and offer you our sincere apology
for any inconvenience that you may have suffered owing to our
inadvertence.

Yours truly,

F.8. Rawhide
(Manager)
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84. Ciua mét ngudi cung cdp gii mot khich hang phan
nan vé mdt nham lan trong mét héa don.

Coéng ty thuong mai Anh sang méi,
12, Market Drive,
Banghok.

: 20 thang Tu, 19....
Kinh gii ong W.Chatchai,
7, Dubng Tai Yeah,
Bangkok.

Thua 8ng,

Ve héa don s6 1055 ngay 15 thang Tu, 19...

Chiing toi ndi dén bic thu ctia dng d8 ngay 17 thang Tu, luu
¥ ching t8i t6i mot nhm 14n ma ching téi da pham trong hda
don néu trén.

Chung t6i thita nhan thi6u sét dd, song t6i phai bioc dam véi
ong rang d6 1 két qua cta sy so ¥ vé phia ching t6i, chit khong
vi i do nao khac.

Tuy nhién, nhu d4 dude yéu chu, hém nay ching t6i gii dén
ong hoa don da sia lai v6i sy sta chita cn thiét, va gii ong loi
xin 18i chan thanh vé moi phidn hd ma chiang toi da gay ra do
su 50 ¥ cia ching téi.

Xin gt 6ng 13i chao chén that,
F.S. Rawhide

(Giam déc)
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85. From a book dealer who has reserved a copy of a
book for a customer.
10 - 07, Raja dan Bldg.

Pratumwan,
Bangkok 10330,
Thailand.
Date:....ccocviiiecnceeee e
Address:
Dear Mr. Tate

It gives me great pleasure to inform you that we have received
a few copies of a very interesting book entitled, "The World In
- The Next Century”. The author of the book is a well - known
historian. The book has become so popular that it has been re -
printed several times since it was published six months ago.

As we know about your deep interest in books based on facts .
and history, we have reserved a copy of the book for you.

We should now be pleased if you would let us know as soon
as possible whether you would really like to have the copy we
have reserved for you. The price of the book is Bhatt. 200 and
the discount we could give you is 10 per cent.

Yours sincerely,

Carmel Dahan,
Director.
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85. Clla mét ngudi ban sich da danh mét bian sich cho
mdt khach hang

10 - 07 cu x4 Raja dan
Paratumwan,
Bangkok 10330,

Dia chi:.... Thailand.

Ong Tate than mén,

T6i that sung sudng bdo 6ng bist rang chiing tdi da nhan duge
mot s§ it ban cia mo6t quy&n sach rét Ii tha nhan dé: "Thé giai
trong thé ki sau". Tac gia cia quy€n sdch 12 mot nha s hoc ndi
tiéng. Quyén sach duge nhidu nguai yéu thich tdi mic nd da duge
in lai nhidu lAn k€ tir An xuft ban dAu sdu thang trudc day.

Chung t6i bigt 6ng rAt thich thu vdi cac sach dua vao sy kién
va lich sit nén ching t6i d& danh mot ban cia quy&n sédch trén
cho dng.

Bay gid, ching t6i sé vui mitng néu éng cho chiing toi bist
cang s6m cang t&t xem 6ng cd thuc sy muén cd ban sdch ching
t6i danh cho éng hay khong. Gid cufn sach 1a 200 bat va ching
tdi o6 th€ gidm cho 6ng 10 phin tram.

Xin gtti 6ng 16i chao chan that,

Carmel Dahan,
Gidim dfc
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86. To a book dealer who has reserved a copy of an
interesting book for a customer.

Santo Tse. Co.
Chunahan drive,
Bangkok,

Dear Sir,

I thank you for your letter, informing me about the new book
that has just arrived at your shop entitled "The World In The
Next Century” and for giving me an idea of the author’s background.

I am indeed pleased to know that you are aware of my special
interest in certain types of books. From its title, the book does
seem attractive to me. It is certainly very kind of you to reserve
a copy of the book for me.

I shall eall at your shop this Saturday at about 5 o’lock. Should
I fail to keep the appointment, however, I shall certainly come to
collect the book on Monday, next week.

Yours sincerely,
‘H.8., Tate
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86. Giti mot ngudsi bdn sadch di danh mt ban caa mot
quyén sich hay cho mét khich hang.

Cong ty Santo Tse,,
Puting Chunahan,
Bangkok.

Ngar  thang:.....

Thua 6ng,

Téi cAm on 6ng va bic thu bdo véi t6i vé quyén sich méi vira
vé dén clta hang ong, mang tén "Thé gidi cia thé ki sau”, va cho
tdi mot ¥ niém vad qua trinh cia tic gia.

Téi thuc sy sung sudng biét ring 6ng hifu duge hding tha dac
biét ciia ti déi véi mot s§ loai sdch. Qua dAu d2 cla nd, quyén
séch to ra hdp din d4i voi toi. Qua I Ong that t6t bung da danh
cho t8i mot ban cia quyén sach dd.

Toi s& ghé lai hitu cia dng vao hic § git thd bay nay. Tuy
nhién, néu toi th4t hen thi chéc chdn tdi s& dén nhan sdch vao
thd hai tulin sau.

Xin giti 6ng 13i chao chan that,
H.S. Tate
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87. To a T.V. dealer requesting him to repair a T.V. set
that a customer has bought

4, Old market Square,

Singapore.
5th January, 19.......

The Orient Electrical Suppliers,
102, Eastward Drive,

Singapore.

Dear Sir,

It is with much regret that I inform you once again that the
T.V. set that I bought from you last month has not heen functioning
to my satisfaction,

I have complained to you on several occasions; but you have
not attended to any of my complaints, though you had promised
prompt service at the time I bought the set.

This is my final request' to you to have the set repaired
immediately. I hope 1 shall have no cause to complain to you
again. _ '

Yourstruly,
P! Anderson
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87. Gui mét ngudi ban T.V yéu chu chita mét may T.V
ma mét khich hang da mua

4, Quang trudng Old Market,

Singapore. o
5 thiang Giéng, 19....

Kinh gii cong ty cung cdp hang dién tit Phuong Déng,
102, Eastward Drive,
Singapore.

Thua éng,

That dang ti€c toi phai bdo éng lAn nita rAng may thu hinh
t6i mua cha ong thing trude dang hoat dong khong lam t6i hai
long. .

T6i da phan nan véi 6ng nhitu 1an, nhung 6ng khong hé cha
¥ dén cdc 101 phan nan cia t6i, mac du éng dd hda lic t6i mua
mdy sé nhanh chéng giap dd.

Day la 1An cufi cing t8i yéu clu 6ng chita may. Mong ring
téi khong cd li do d€ phan nan dng l&n nia.

Xin gii ong l5i chao chan that,
P. Anderson
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88. To a customer who has complained about some
defects in a T.V. set.

The Orient Electrical Suppliers,
102, Eastward Drive,

Singapore.
8th January, 19........

Mr. P. Anderson,
4, Old Market Square,

Singapore.

Dear Sir,

With reference to your letter of the 5th instant, we offer you
our sincere apelogy for being unable to attend to your complaints
about the T.V. set you bought from us. We now assure you that
we will send our mechanic within a few days to look into your
complaints.

Please forgive the inconvenience we have caused.
Yours faithfully,

Godfrey Claud
(Manager).
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88. Gui mot khdch hang da phan nan vé m{t s§ khuyét
tit trong mjt may T.V.

Céng ty cung cfip hang dién tu Phuong Dong,
102, Eastward Drive,

Singapore.
8 thang Giéng, 19.......

Kinh gl 6ng P.Anderson,
4 Quang trudng Old Market,
Sigapore.

Thua 6ng,

V@ bdc thu cia dng ngly 5 thing nay, ching toi xin gii ong
I5i xin ¥6i chan thanh, vi da khong th€ chi trong dén nhing 1&i
phan nan cua ong v& chiéc mdy thu hinh éng mua & chd ching
toi. Bay gid, t8i bao dAm véi bng rhng ching toi 88 giti thg co khi
cia ching toi dén d€ xem xét ki nhiung loi phan nan cda 6ng.

Xin vui long tha 18i cho ndi phi®n ha ching t6i d& gy nén.

Xin gt 6ng i chao chan thanh,
Godfrey Claud
(Giam déc)
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~ 89. To a supplier of goods asking him not to make any
deliveries for a month.

10, Main Street,
Singapore.
5th August, 19...
The Manager,
Eurasia Stores,
15, Northward Drive,

Singapore.

Dear Sir,

This is to inform you that I shall be away on a holiday in
Japan for a month, together with my family. I therefore write to
tell you not to make any deliveries of goods to my house for a
month, though there will be someone looking after my house.

I shall write to you as soon as I am back, so that you can
make yours deliveries again.

Yours truly,
M.R.John
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89. Giri mot ngudsi cung cfip hang yéu cau dimg giao
mjt tha hang niie cé trong mét thing

10, Main Street,
. Singapore.
5 thang Tam, 19......

Kinh giti 6ng Giam dée,
Ciia hang Eurasia,

15, Northward Drive,
Singapore.

Thua 6ng,

Xin bao vdi ong rang toi sé di nghi 6 Nhat Bin mot thang
cing gia dinh. Vi vay t6i vi€t d€ ndi voi 6ng ditng giao bat cd
mét thi hang héa néo cho nha t6i trong mot thing, mac diu sé
c6 ngudi ndo dd tréng nha cho téi.

Toi s& viét cho 6ng ngay khi toi trd v8, d€ dng cd thé lai giao
hang cho ching tbi.

Xin gii ong 16i chao chan that.
M.R John
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90. To a customer about delivery of some goods.

Clive & Co. Ltd,.
12, Old Street,
Kowloon. ’
Tth April, 19...

Messrs. United Enterprises,
15, High Street,
Kuala Lumpur.

Dear Sirs,

In reply to your letter of the 5th March, we are pleased to
advise you that the goods will be delivered to your warehouse on
the 25th April, 19....

Yours faithfully,
Gerard Eugene
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90. Giri mdt khich hang vé viéc cung cfp mot s6 mat
hang.

Clive va Céng ty tnhh
12, Old Street,
Kowloon.

7 thang Tu, 19....

Kinh gii quy 6ng Hang Lién hiép,
15, Kuala Lumpur.

Thua quy 6ng,

Tra i thy cia quy 6ng ngay 5 thang Ba, ching téi vui ming
bdo dé quy ong bist cic hang hda sé duge giao vao kho cia éng
ngay 25 thang Tu, 19....

Xin gii 6ng 15i chao chan that,
Gerard Eugene
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91. To a T.V. dealer enquiring about a new T.V. set.

201, Tun Hwa Road,
Taipei 10591.
Date:.....c..ooovvireinneen.

Dear Sir,

As [ am interested in the new T.V. set that you are advertising
in today's "Modern Press" I should be pleased if you would let me
know all the particulars about the set such as, its price, durability,
special features and so forth, at your earliest convenience. Also
please let me know if you can give me a warranty of quality,
should I decide te buy a set. '

Yours truly,
(Mrs). Saymasung
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91. Gifi mot ngudi ban T.V hoi mua mot mdy T.V mdi

201, Duong Tua Hwa,
Taipei 10591. ‘

Thua 6ng.

Vi tdi thich cdi mdy thu hinh méi ma éng quang cdo trong to
"Modern Press” hom nay, t6i 56 vui mitng néu 6ng cho bist tat
cA nhitng chi tiét v& cal may dd, nhu: gid cd, do bén, nhitng dic
di€m va van van, vao dip thuén tién s6m nhdt d6i v&i 6ng. Xin
ong vui long cho bigt xem dng cd thé cdp cho téi mot gidy bao
hanh chat lugng khong, néu t6i quyét dinh mua cii miy dé.

Xin giri 6ng i chao chan that,
(Ba) Saymasung
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92. To a customer from a T.V. dealer about a new T.V.
set

Modern Electrical Ltd.,
12, Northern Avenue,
Taipei _

15th January, 19...

Saymasung
201, Tun Hwa Road,
Taipei.

Dear Madam,

In reply to your enquiry of the 12th, regarding the new T.V
set that we are advertising in the local papers, 1 am pleased to
inform you that it retails at $2,000. As for its special features,
quality and so forth, we would be glad to give you a demonstration,
should you care to call on us at our showrooms at the above
address. We assure you that if you buy the set, it will give good
value for your money.

Yours faithfully,
for Modern Electrical Ltd.
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92, Cua m6t ngudi ban T.V gli mot khdch hang vé mdot
may T.V mdi

Cong ty dién ti tnhh Hién Dai,
12 Northern Avenue,

Taipei.

15 thang Giéng, 19.....

Kinh giti bad Saymasung,
201, duéng Tun Hwa,
Taipei.

Thua ba,

Tra i yéu ciu cia ba ngay 12, vé may thu hinh méi ma
chung téi quang cdo trén cde bdo dia phuong, tdi vui mitng bdo
v8i ba gid ban 1é cia nd 1a 2000 d6 la. Con vé nhiing dac di€m
cua nd, chat lugng cie n va van van, chang toi sé vui long thuyét
minh cho ba r6 ndu ba muén ghé lai phong trung bay va gidi
thiéu sdn phdm cla ching téi d dia chi néu trén. Chung téi bao
dam vdi ba rang néu 1 mua cal may dd nd sé td ra xdng vai
dong tién ba hd ra.

Xin gui ba 10i chio chan thanh,

Thay mat cong ty dién tu tnhh Hién Dai
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93. Ta a dealer complaining about a radio set which is
not up to sample '

5, New Garden,
Kuala Lumpur.
16th August, 19....

The Manager,
Asia Enterprise,
182, Eastern Park,
Kuala Lumpur.

Dear Sir,

This is to draw your attention to the fact that the portable
radio set that your representative delivered to me this morning
is not up to sample. The set that I had been shown by your
representative, when he visited me, was of far superior quality,
though of the same price. I believe there has been a mistake. I
should therefore be pleased if you would ask your repres.entatwe
to call on me to resolve the matter.

Yours truly,
Dora Abraham
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93. Gui mot ngudi ban phan nan vé chi€c radié khong
dung vdi mau '

5. New Garden,
Kuala Lumpur.
16 thang Tam, 19....

Kinh gii 6ng Giam déc,
Hang chiu A,

182, Eastern Park,
Kuala Lumpur.

Thua 6ng,

Xin luu ¢ ong mot didu: chif radio xach tay ma ngudi dai
dién cua dng giao cho toi sang nay khéng dung voi méu. Cai may
ma t6i duge ngudi dai dién cla 6ng dem dén cho xem cd chit
luong cao hon nhidu, mac dau cing mot gid tién. Toi nghi la da
cd mot sy nham lAn. Vi vay toi s& vul mimng néu ong dé nghi
ngudsi dai dién ciia 6ng ghé ché toi d€ giai quyét van dé.

Xin giri ong 13i chao chan that.
Dora Abraham
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94. Appointment of a sole-representative of a
publishing firm.

MILON BOOKS

29, ST THOMAS ROAD. OFF 3 12 MLES, POH ROAD, S100 KUALA LUMPUR.

TEX:
TLX:
YOUR REF: OUR REF : FAX:
DATE: 15th May 19....

Dear Mr. Sinha Roy,
Appointment as Sole Represeuntative

It gives us great pleasure to appoint you Sole Representative
of our company in the territories of Sabah, Sarawak and Brunei.

You are hereby authorized to engage any number of assistants
you need and distribute, sell and pubiish any of our books on the
terms agreed upon between us. You are also authorized to deal
with the book shops in the same territories and to detect acts of
piracy of our books.

We believe that you will operate within the precincts of the
law and will not commit any act prejudicial to the interest of our
compary.

We wish you well.

Yours truly,

{Dolly Nandy)

216



94. B3 nhiém lam dai dién duy nhét cia mét cong ty
xudt ban

HANG SACH MILON,

20, DUONG THAN THOMAS, CACH 3 2 DAM DUONG IPOH, 5100 KUALA

LUMPUR

DT
Telex:
Trong tai{l} Trong tai (1) Fax:
cua ong: cia ching toi: Ngay thang: 15 thang Nam, 19..

Kinh gui éng Sinha Roy,

Vé sy bé nhiém lam dai dién duy nhét.

That |4 mdt sy vui ming 1on cho ching t6i dugc bd nhiem
6ng lam dai dién duy nhdt cia cong ty ching t6i trén cac lanh
the Sabah, Sarawak va Brunei.

Do vay, 6ng dugc phép cit mét s trg li ma ong cin va phin
phéi, ban va xudt ban moi sach cia ching ta theo thdi han duge
théa thuan gitta ching ta Ong ciing dugc quyén giao dich budn
ban vdi cac hiéu sdch trong cac lanh thd trén va kham pha nhitng
hanh dong vi pham quy®n tac gia d6i vai cde sach cia ching ta.

Chiing t6i tin ring 6ng sé hoat dong trong pham vi cia luat
phap va sé khéng pham hanh vi nao phuong hai dén quyén loi
cua cong ti ching ta,

Xin chiic 6ng moi su tét dep.

Gui ong loi chao chan that,

(Dolly Nandy)

t1) Ref la vi#t (it cia Referee, nghia 1a trong ai

217



95. Reply to an overseas bookdealer who wants to act
_ as distributor
Eurasia books,
29 5t. Thomas Road,
Off 3 1/2 Miles, [poh Road,
Kuala Lumpur,
West Malaysia, Malaysia.
15th July 19...
BOOKLAND
287 - 295 Lord St.
BEast Perth, Western Australia 6000,
Australia.

Dear Sirs,

We thank you for your letter of the 30th of November, 19....
expressing your desire to supply our books to the Australian
market.

We shali indeed be pleased to establish commercial links with
your country and therefore your enquiry is most welcome to us.

We are sending you our catalogue as well as a few sample
copies of books not mentioned in the catalogue, by book post, for
your inspection.

The best overseas wholesales discount that we allow is 60%,
inclusive of freight charges. You may send your order together
with a bank draft in Malaysian currency, and we shall then send
the books in the shortest time possible.

We are at the moment revising a number of our books and
several new titles are in the press.

A special arrangement we have with some overseas book.
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95. Tra I0i cho mét ngudi nudc ngoai ban sach mudn
lam phdt hanh

HANG SACH EURASIA BOOKS,
29, dudng Thanh Thomas
Cach xa 3 1/2 dam, dudng Ipoh,
Kuala Lumpur,
Tay Malaysia, Malaysia.
15 thang Bay, 19.....
XU SO CUA SACH,
287 - 295, 1.ord st.
Déng Perth. Tay Australia 6600,
Australia.

Thua quy ong,

Cam on quy éng vé bdc thu ngay 30 thang Mugi mét, 19....
bay £ ¥ mudn cung cip sach cia ching téi cho thi trudng Australia.

Ching tdi sé thuc sy sung sudng thiét 1ap cic quan hé budn
ban véi nudc quy 6ng va vi vay dé nghi cla quy éng dugde ching
t6i hoan nghénh nhAt.

Chung t6i dang gui t6i quy ong ban gidi thieu sach caa ching
" tdi cing mot $6 it ban mau cdc sach khong ghi 1rong ban gidi
thiéu, qua buu dieén sich, dé quy 6ng xem xét.

Sy giam gid ban budn & nudc ngoai cao nhét ma chung toi
cho phép 14 60%, bao gdm ca tidén cudc chuyén ché. Quy ong ¢
thé giti don dat hang cing vai moét héi phiu ngan hang bang
tien Malaysia, va chiing tbi 36 gii sach trong thoi gian ngan nhét
co thé duge.

Liic nay ching téi dang xem lai mot s8 sich cia chung tdi va
dang in nhidu tit sach méi.
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dealers and publishers, and which you may find readily acceptable,
is that we permit them to publish our books in their own countries
on payment of 10% per copy of the publihed price. This arrangement
is becoming increasingly popular among our overseas customers,
as it is certainly very convenient and profitable to those concerned.

We now look forward to commenncing a lasting and mutually
profitable relationship between us. We shall therefore greatly
appreciate a quick reply from you.

Yours faithfully,

Dolly Nandy
Manager
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Mot su sép x8p dac bist ma chiing tbi da c6 véi nhitng ngudi
ban sach va nhung ngudi xuit ban sach nudc ngodi, ma quy Ong
c6 thé nhan thdy sdn sang chdp nhan duge - dé la ching t6i cho
phép ho xudt ban sdch cua ching t6i § cic nudc cia ho véi didu
kién ho gia médi ban sach 10% cua gia xudt ban. Su sip xép dd
dang tré nén ngay cang dugc nhiing khdch hang nuéc ngoai cia
chiing t6i ua thich vi né chéc chac 1a rit tién lgi va sinh loi cho
nhitng ai cd quan tam.

Giy day ching téi dang nhin vé phia trude khi bat dau mot
m&i quan hé lau dai va cling cd lgi gitta ching ta. V1 vay, ching
t6i sé 14y 1Am cam kich néu cd duge mot sy trd 15i nhanh chdng
cua quy ong.

Xin glti quy Ong lti chac trung thanh,

Dolly Nandy
Gidm dée
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OFFICIAL LETTERS

96. To a post master about a change of address.

7, Green Avenue,
Eastern Park,
Kuala Lﬁmpur.
10th May, 19....

The Post Master,
Southern Park,
Kuala Lumpur.

Dear Sir,

Re. Change of Address

Please note that I am no longer residing at 8, Queens Avenue,
Southern Park. I should therefore be obliged if you would forward
all my letters to my present address given above.

Yours faithfully,
Adeline Hubert
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THU CONG VU

96. Giri mot chu su buu dién vé viéc ddi dia chi
7, Dai 16 Green,
Cong vién Eastern,

Kuala Lumpur.
10 thdng Nam, 19....

Kinh gii éng chi su buu dién,
C(‘)ng vién Southern,
Kuala Lumpur.

Thua 6ng,
Ve viec déi dia chi

Hay vui long luu ¥ rang toi khong con & s6 8, dai 16 Queens,
cong vien Phuong Nam nifa. Vi thé t6i sé biét on néu 6ng chuyén
tit ca thu tif cha toi theo dia chi hién tai, dd ghi & trén.

Xin giti éng 18i chao trung thanh,
Adeline Hubert
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97. Requesting a post master to forward someone’s
letters to a new address.

7. Green Avenue,
Eastern Park,
Kuala Lumpur.
10th May, 19....

The Post Master,
Southern Park,

Kuala Lumpur.

Dear Sir,
Re. Change of Address

As 1 have chaged my residence, I should be pleased if you
would forward all my letters to the above address.

My former address was:

10, Queens Avenue,
Southern Park.

Yours faithfully,
Adeline Hubert
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97. Yéu cau mot chi sy buu dién chuyén thi cia mdt
ngudi nao dé theo dja chi mdi.

7, Dai 16 Green,
Céng vién Eastern,
Kuala Lumpur.

10 thang Nam, 19...

Kinh gii ong chi sy buu dién,

Cong vién Southern,
Kuala Lumpur.

Thua ong,
V& viéc thay d6i dia chi

V1 toi da déi ché 9, toi 88 vui mimg néu ong chuyén tht cd
thu tit cla toi theo dia chi néu trén. '

Dia chl ¢i cia téi: .
10, Pai 16 . Queens,
Cong vién Phuong Nam.

Xin giti éng 18 chao trung thanh,
Adeline Hubert
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98. From a business firm to a post master about a
change of address

Milton & Walter Ltd.
18, Grey Street,
Kuala Lumpur.
15th July, 19....

The Post Master,
Merriland,
Kuala Lumpur.

Dear Sir,

Re, Change of Address

This is to draw your attention to the fact that we are no longer
operating our business at 10, Lake Town, Merriland. We should
therefore be grateful if you would forward our letters to our new
address, given above,

Yours truly,
David Maurice
(Manager)
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98. Civa mét cong ty thuong mai gi mét chi sy buu
dién v& viéc thay d6i dja chi

Céng ty tnhh Milton vA Walter,
18, ph8 Grey,

Kuala Lumpur,

15 thang Bay, 19....

Kinh glti 6ng chi su buu dién,
Merriland,
Kuala Lumpur.

Thua &éng,
Ve viéc déi dia chi

Xin luu ¥ cAc dng d&n sy viée ]a ching tbi khong con tién
hanh cOng viéc thuong mai & s6 10, Lake Town, Merriland nita.
Vi vay, chiing t6i s8 biét on nfu éng chuyén thu tit cla ching
toi theo dja chli méi ghi & trén.

Xin gui 6ng loi chao chan that,
David Maurice
(Gidm d6c)

227



929, From a business firm requesting a post master to
redirect their letters to their new address.

Milton & Walter Litd.
18, Grey Street,
Kuala Lumpur.
15th July, 19....

The Post Master,
Merriland,
Kuala Lumpur.

Dear Sir,
Re. Change of Address

We should be pleased if you would redirect ali our letters from
our old address to the above address, where we are now operating
our business. Qur former address was:

10, Lake Town,
Merriland.

Yours truly,

David Maurice
(Manager)
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89. Cia mdt cong ty thuong mai yéu cAu mdt cha sy
buu dién, gii cdc thu tir theo dia chi méi

Céng ty tnhh Milton va Walter,
18, Phé Grey,

Kuala Lumpur.

15 thang Bay, 19.....

Kinh giti ong chu su buu dién,

Merriland,
Kuala Lumpur

Thua ong,
Ve viée déi dia chi

Chiing t6i s& vui mitng n&u ong chuyén tft ci thu tif cia
ching t6i ti dia chi ci sang dia chl méi ghi & trén, noi ching t&i
dang tién hanh cong viéc thuong mai. Dia chl ci:

10, Lake Town;
Merriland.

Xin giti 6ng loi chao chan that,

David Maurice
{Gidm déc)
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100. To the Controller of immigrations about the loss
of a passport.
19. Serence Garden,
Singapore. :
25th February, 19....
The Controller of Immigrations,
Pidemco Centre,
* Singapore,

Dear Sir,
Re. Loss of Passport

I regret to inform you that my passport has been missing for
some time and that all efforts to find it have proved fruitless.

As [ have to travel extensively on business matters, the loss
of my passport has hindered my business activities considerably.

I should therefore be grateful to you if you would let me have
a duplicate copy of my passport as soon as possible, to enable me
to travel overseas and pursue my business activities without
further hindrance. I have enclosed a copy of my Police report on
the loss.

I give below the relevant particulars of my passport:

I/C No e (Pink)
Passport No: 783658
Date of Issue: 17.9.86
Place of Issue: Singapore
I should appreciate your communicating with me on the matter,
at your earliest convenience.
Sincerely yours.
Taichu Tan
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100. Gid ki€m sodt vién nhap cu vé viéc méit mét ho chiéu
19. vudn Serence,
Singapore.

26 thang Hai, 19....
Kinh giti 6ng ki€m s0dt vién nhép cu,
Trung tam Pidemco, '
Singapore.

Thua 6ng

Vé viéc mét hd chiéu

Téi 14y lam tiéc bdo 6ng biét ring ho chifu cia t6i bi mAt da
mot thdi gian va tdt cd nhitng cd ging tim kiém nd déu t6 ra vo
hiéu. _ :

Vi tol phai di nhidu noi d€ lam coéng viée thuong mai, viée
mét hd chifu da gay trd ngai ding ké cho hoat dong thuang mai
cia toi,

Vi vay toi s& bist on néu 6ng cho mot ban sao hé chiéu cua
toi, cang som cang tdt, d€ tao didu kién cho tdi di ra nudc ngoai
va tiép tuc hoat ddng thuong mai khong con trd ngai thém nia.

Téi ghi dugi day nhitng dac diém ndi bat cla hd chifu toi:

I/C s6 .... {(mau héng)

Hé& chiéu s58: 783658
Ngay cfp: 17.9.86
Noi cdp: Singapore

Toi 6 cAm kich n&u 6ng lién hé véi toi v& van dé nay, vao

dip thuén tién s0m nhét déi vdi ong.

Xin gii ong 18i chao chan that,
Taichu Tan
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101. To the registrar of births for a nev# copy of a
birth certificate.

110. Shenton Park,.

Singapore,
12th January, 19...

The Registrar of Births and Deaths,
Singapore.

Dear Sir,
Re, Copy of Birth Certificate

As my birth certificate is too old and mutilated to be of any
use, [ hereby apply for a fresh copy of the certificate. T enclose
$5 as the required fee for the said purpose.

Yours faithfully,
Patricia William Lee
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101. Gii ngudi git s8 khai sinh xin mdt bin saoc mdi
cua gidy khai sinh.

110, Cong vién Shenton,
Singapore.
_ 13 thang Giéng, 19...
Kinh gii ong giit s3 khai sinh va khai tt,
Singapore

Thua 6ng,

Vé viéc xin ban sao gifly khai sinh

Vi gidy khai sinh caa téi qu4 cit va rach nat khéng ding vao
viéc gi duge, toi xin ong cip cho mot ban méi. Toi gii kém 5 d6
la nhu la 1& phi bat budc cha viéc nay.

Xin gui éng 18i chao trung thanh,
Patricia William Lee
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102. To the registrar of business for application forms
-to register a business.

98, West Point Park,
Kuala Lumpur.
5th August, 19...

The Registrar of Business,
Kuala Lumpur.

Dear Sir,
Re. Registration of New Business

I should be obliged if you would send me the application forms
for registration of a new business, at your earliest convenience,

Yours faithfully,
Milton Keith

234



102. Gii ngudi dang ki kinh doanh xin mAu don dang
ki kinh doanh

98, Cong vién West Point,
Kuala Lumpur.
b thang Tam, 19...
Kinh giti 6ng cdn bo dang ki kinh doanh,
Kuala Lumpur.

Thua &ng,

T6i sé biét on néu dng gii cho téi miu don xin ding ki mot
cudc kinh doanh mdi, vao dip thufn tién sdm nh&t d6i vai ong.

Xin gdi 6ng 10i chao trung thanh,
Milton Keith
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103. To the chief medical officer in a government
hospital about a mother’ s state of health.

13, Port Road,
Klang.
Date:.....ccoco v,
The Chief Medical Officer,
General Hospital,
Klang.

Dear Sir,

This is to draw your attention to the fact that my mother,
Mrs. Rosemany Nigel, who has been treated in your hospital for
diabetes for the past few years has off late become so weak that
she finds it an effort to walk or to do any household duties. I am
sure that her weakness is the result of eating the diet that was
recommended to her recently by one of the doctors under your
authority.

I should therefore be obliged if you would arrange to have a
specialist examine my mother’s condition as soon as possible and
ease my anxiety.

A prompt reply from you will be greatly appreciated.

Yours faithfully,
Emily Nigel
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103. Gii béc s trudng mot bénh vién nha nude vé tinh
hinh sitc khée cliia me minh.

13, Port Road,
Klang.

Kinh gti ong Bdc si trudng,
Bénh vién da khoa,
Klang.

Kinh thua ong,

Xin luu ¥ 6ng ring me t6i, ba Rosemany Nigel, dang nim didu
tri bénh ddi duding & bénh vién cia Ong trong vai ndam qua, gin
day ba trd nén rit yéu, dén mic phai cf ging l4m ba mdéi di lai
dugc hodc lam duge mot cdng viéc ndi trg naoc dd. Toi chic ring
su dudi sdc ciia ba 1a két qua cia vige an kiéng ma vita qua, mbt
trong nhiing bdc si dudi quygn 6ng da dinh ra cho me tbi.

Vi vfy toi sé rdt bift on n&u ong bs tri mét chuyén gia xem
%ét bénh tinh cia me t6i cing s6m cang tét, va lam voi di néi lo
au cia toi. '

Mot su tra 1oi nhanh chong sé 1am ching toi rat cam kich.

Xin gui 6ng loi chao trung thanh,
Emily Nigel
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104. Paying a fine by Money Order to a Magistraie.

9 Scott Street,
Kuala Lumpur.
16th September, 19...

The Magistrate,
Magistrate’s Court,
Port Godwin.

+

Dear Sir,
Case No: 134 of 19...

I send herewith a Money Order for $100 in payment of the
fine imposed on me in the above-mentioned case on the 4th of

this month.

Please acknowledge receipt.

Yours faithfully,
Oswald John
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104. Tra tién phat bing thu chuyén tién cho m6t quan
toa

9, Ph8 Scott,

Kuala Lumpur,

10 thang Chin, 19...
Kinh giti 6ng Quan toa,
Toa 4n cia Quan toa,
‘Cang Godwin.

Thua ong,
Vu mang hd so sé: 134 cda 19...

Toéi giti theo day phigu chuyén tign 100 d6 la d€ trA khoan
tidn phat ddnh vao tdi v& vu néu trén vao ngay 4 thing nay.

Xin vui long béo cho t6i bigt da nhan duge tidn.

Xin gii éng 16i chao trung thanh,
Oswald John
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PARENTS AND SCHOOLS
105. From a p:ﬁent to the principal of a school about a
child’s illness.

46, Cheng Keng Road,
Metro Kowloon,

Hong Kong.
Dater...oooen.
The Principal,
St, John’s Primary School,
Hong Kong.
Dear Sir,

As my son, Andrew, of PR. III-A, is unwell, I regret to inform
you that he is unable to attend school today.

Please excuse his absence.

Yours faithfully,
(Mrs.) Mathew Elfed
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BO ME VA NHA TRUONG

105. Cua mét bic bd me gdi hiéu trudng mét truong ve
viéc con bj 6m

46 Duong Cheng Keng,
Tau dién nghm Kowloon,
Hong Kong.
Ngay thang:................
Kinh giti ong hiéu trudng,
Trutng ti€u hoc Thanh John,
Hong Kong.

Thua dng,

Vi con traj tdi, Andrew, hoc lop III-A, bi 8m, téi rt tigc béao
ong biét chau khong thé dén truong trong ngay hém nay.

Xin 6ng vui long tha thd cho sy ving mat clia chsu.

Xin gl 6ng 13i chao chan thanh,
(Ba) Mathew Elfed
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108. To the principal of a school requesting for a pupil
to be excused lessons.

4, Makati Maiden Road,
Manila.

Dear Mrs. Grace William,

I should be pleased if you would be good enough to allow my
daughter, Margaret, to leave school at 11 a.m. today instead of
the usual end of the school. I wish tc take her with me to visit
an old and sickly relative of mine. She will be back in school on
Monday, next week.

Yours gincerely,
Penelope Andrew
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106. Gifi 6ng hi¢u trudng mdt trudng xin cho mi}t hqc
sinh nghi mét s4 tiét hoc.

4, Duting Makati Maiden,
Manila
Ngay thdng:.............

Kinh gii ba Grace William,

Té6i s& vui ming néu ba cho phép con gii tdi Margaret, roi
khdi trudng vao lic 11 gid siang hém nay thay vi vao Iic tan hoc
theo thutng l&. Téi mudn cho chdu di theo t6i d&n tham mot
ngudi ba con ludng tulli dang 6m. Chéu s8 trd lai trtffjng vio thd
hai tuin sau.

Xin gii ba 15i chac chan thanh,
Penelope Andrew
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107. From a parent explaining why a child was absent
from school for two days.

51, JIn. Ibrahim,
Kuala Lumpur.
Date:.....ccoocevee

The Principal,

South-Point English School,

Kuala Lampur.

Dear Madam,

Please permit me to inform you that my daughter, Mary, of
Form II-C, was absent from school for two days, last week, as
she had accompanied me to Singapore to visit a relative of ours.
I should therefore appreciate your excusing her absence on the
days in question.

Yours truly,

Nisha Zuha.,



107. Cia mét bac cha me giai thich vi sao dita con
nghi hoc hai ngay.

561, Jin. Ibrahim,
Kuala Lumpur,

Kinh gii ba hiéu trudng,
Trubng day ti€ng Anh South-Point,
Kuala Lumpur.

Thua ba,

Xin vui long cho phép toi bdo vai ba ring con gai toi, Mary,
cua 16p 1I-C, nghi hoc hai ngay tuan trude, vi chdu phai di theo
téi d&n Singapore tham moét ngudi ba con. Vi vay t6i 14y lam cam
kich néu ba tha thd cho chdu v& nhitng ngay ving mat dg.

Xin gui ba 15i chao chan that,
Nisha Zuha.
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108. From a parent explaining why his son will not
attend school for a few days.

Sung Meng Road,

Bangkok.
Dater.....cccooevenrnn,
The Principal,
Lakeview School,
Bangkok.
Dear Sir,

I should like to inform you that my son, Walter, of Std. ITI-B,
will not attend school for about a month, as I am taking him
along on a waorld tour.

You will agree that such a tour will extend his knowledge of

the world considerably. He will resume his attendance as soon as
we are back from the tour.

Yours faithfully,
Sidney Pane
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108. Ctia mot béc cha me gidi thich tai sao difa con
khéng dén trudmg mot s§ ngay

Dudng Sung Meng,
Bangkok.
Ngay thiang: ...
Kinh gii 6ng hiéu trudng,
Trutng Lakeview,
Bangkok.

Thua dng,

Téi muén bdo vai dng ring con trai toi, Walter, & 16p II-B,
sé khong dén trudng khoang mot thing, vi t6i dang dem chau di
theo t8i trong mot chuyén du lich vong quanh thé gidi.

Chéc éng ddng y ring mot chuyén du lich nhu vay sé mé rong
dang k6 higu bigt cta chau v& thé gigi. Chdu s& trd lai trudng
ngay sau khi ching téi tré vé.

Xin gifi 6ng 13i chao chin thanh,
Sidney Pane
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109. From a mother informing that her daughier will
be absent from school for a few days,

17, Capitol Road,
Perth, Australia,
Date:.......cccorevnn.,

The Principal,
Modern English School,
Perth Australia.

Dear Madam,

Owing to some compelling reasons my daughter, Jane, of Std.
VI-B, will be absent from school for the whole of next week. |
should therefore be pleased if you would tell her the lessons you
will teach in her absence, so that she may study those lessons at
home with someone’s assistance.

Yours truly,
{Mrs.) Shirley Adrian
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109. Caa mot nguoi me bido rdng con gdi ba sé nghi
hoc moit s6 ngay

17, Dudng Capitol,
Perth, Australia.
Ngay thang. ..

Kinh gii ba Hiéu trudng, .

Trutng tiéng Anh hién dai,

Perth, Australia.

Thua ba,

Vi mot s6 li do bat budc, con gai toi, Jane, & lop VI-B, s& nghi
hoc sufit €4 tuan sau. Vi vdy, toi sé vui miing néu ba bao cho
chdu biét nhitng bai hoc s& day lic chau vang, d€ chdu cd thé
hoc cdc bai dd & nha voi sy hé trg cia mot ngudi nao do.

Xin gui ba 13i chao chan that,
(Ba) Shirley Adrian
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110. From the principal .of a school informing a parent
about his child’s misconduct in school.

Modern School,
School Park,
Perth, Australia.

Dear Mr. JD. Smith,

Please permit me to draw your attention to the fact that your
son, Edward, has become a little troublesome to his teachers and
to several of his school-mates. Various attempts have been made
by the members of my staff to correct him, but to no avail.

[t is my view that he will soon become a danger to himself, if
his conduct and assertiveness are not checked immediately.

Would you please speak to him and find out. the reason for his
behaving thus? He seems to be all right in his lessons. You may
perhaps consider the possibility that he needs a little more parental
affection and attention.

Yours faithfully,
Richard Mark
(Principal)
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110. Cha hiéu trudng mét truding bdo v mét béac bd
me vé cu XU sai ciia con & trudng

Trusng Hién dai,
Trutng Park,
Perth, Australia.
Ngay thang: .........

Ong J.D.Smith thAn mén,

Xin &ng vui long cho phép t8i luu y Ong t&i su viée la con trai
éng, Edward, da tré nén hoi phign déi vdi cdc thay gido va mot
s6 ban hoc. Can b6 nhan vién nha trudng da tién hanh nhing
bién phap khdc nhau d& gido duc chiu, nhung d8u khéng cd hiéu
qui. ' ' '

Theo sy nhin nhén cla t6i thi chdu sé mau chdng trd thanh
m6i nguy hi€m cho ban than, néu hanh vi va su budng binh cla
nd khéng duge ngin chan ngay. _

Mong 6ng vui long ndi chuyén vdi chau va tim ra nguyén nhan
vi sao chdu cu xi nhu viy. Hi_nh nhu chau hoan toan t8t trong
cdc bai hoc. C¢ 16 6ng nén can nhéc kha nang 14 nd chn nhigu
hon mét chit nia sy thuong yéu cham sdc cia b me.

Xin gtti 6ng 16i chao trung thanh,
Richard Mark
{Hiéu trudng)

251



111. From a parent to the principal of a school who
has complained about a child’s conduct in school.

4, Newfoundlan Road,

Perth.
Date:..coovveeeera
The Principal,
Modern Schoal,
Perth.
Dear Sir,

Thank you very much for drawing my attention to my son’s
behaviour in school. Your concern for his future is indeed
appreciable.

I must agree with you that his behaviour may have some
connection with my inability to give enough attention and affection
to him, as I am often away from home on business. I will now
do my best to gratify his emotional needs and change him into a
good boy. It is indeed a pity that his mother died when he was a
baby.

Thank you again for writing to me on the matter.

Yours truly,
J.D Smith
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111. Caa mét bac bé me gl hiéu trudng mot trudng da
phan nan vé hanh kiém cta con § trudng

4, budng Newfoundland,
Perth.

Kinh gdi éng Hiéu trudng,
Trutong Hién dai,
Perth.

Thua oéng,

Cam on ong nhidu vé viéc da luu y tdi dén cdch cu xi cia
con trai t6i & trudng. Sy quan tAm cia ong dén tuong lai cua
chau that dang cam kich.

Toi phai ddng ¥ voi 6ng réng cach cu xU cua chdu c6 thé cd
mét sy lien quan nao d6 tdi su bat luc cua toi trong viéc danh
cho chdu diy du sy cham sdc va thuong yéu, bdi vi t0i thudng
xa nha di cong tdc. Bay gid toi s lam hét sic minh d& théa méan
nhitng doi hoi v& tinh cam cia chéu va bién d8i chdu thanh mét
dia tré t6t. That dang thuong 12 me chdu mét khi chdu con la
moét hai nhi.

Mot 1an nita xin cAm on 6ng da vist cho toi v® vdn d2 nay.

Xin gii 6ng 10i chao chan that,
J.D.8mith
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112. From a school principal to a parent about the
irregular attendance of a child.

Cyma Primary School
Ping Ho Drive,
Taipei,

Address:
Dear Mrs. B.D.Hwan,

This is to draw yourattention to the fact that your daughter,
Ms. Hwa, is very irregular in her attendance, as a result of which,
she misses most of her lessons and performs poorly in all her
examinations. -

Would you kindly let me know if there is any special reason
for her being so irregular, so that I may do whatever I can to
improve her attendance?

~ Yours trully,

(Mrs.) Virginia Chang,
(Principal)
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112. Cdaa mét hiéu trudng giti mot bac bé me vé sy
khéng chuyén can cua dia con.

Trudng tiéu hoc Cyma,
Dudng Ping Ho,
Dia chi: Taipei,

Thua ba B.D. Hwan than mén,

Xin luu ¥ ba dén sy viéc 1a con gai ba, c6 Hwa, di hoc rit
khong déu, va két qua la chau bd 13 phln I6n cdc bai hoe va lam
t4t cA céc bai thi mot cich nghéo nan.

Xin ba vui long cho i bigt 1i do d& khién chéu di hoc khong
ddu dén nhu vay, d€ t6i o6 thé lam bit ed didu gl t6i cd thé lam
duge d€ chdu di hoc d3u hon.

Xin gii 6ng 15i chao chan that,

(Ba) Virginia Chang,
(Hiéu trudng)

256



113. From a parent to a school principal who has
written about a child’s irregular attendance.
N10A, Sung Street,
Kaoshiang,
Taipei.

The Principal,
Cyma Primary School
Taipei

Dear Madam,

I appreciate your writing to me about my daughter’s irregular
attendance, for it affords me an opportunity to say what I have
been wanting to say for a long time.

To put the matter briefly, my daughter hates going to school,
as she is often made fun of by her teachers because of her
backwardness in her studies.

No mother, you will agree, can bear the pain of knowing that
her child is subjected to indignities by people in authority. I have
therefore never tried to persuade my daughter to go to school,
and | am proud to say that she still continues to attend school,
though very irregularly, knowing the value of education.

I should therefore be obliged if you would see to it that my

daughter is given enough respect in future, so that she will find
it a real pleasure to attend school.

I would like to add, in conclusion, that I will have to refer the
matter to higher authorities, if my daughter is mistreated again,
now that [ have made my first complaint.

Yours truly,
(Mrs.). B.D. Hwa
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113. Cua m6t bac bé me gui hiéu trudng mot trudng da
viét vé tinh trang di hoc khong déu caa dua con.

S5 10A, Pho Sung,
Kaoshiang,
Taipei.
Ngay thang:..........

Kinh gii ba Hiéu trudng,

Trudng ti€u hoc Cyma,

Taipei

Kinh thua ba,

Toi cam kich trude bitc thu ba viét cho t6i v& tinh trang di
hoc khong déu eta con gai t6i, vi no tao dip cho t6i ndi nhing
g tif lau nay t6i mudn ndi.

D& néu li do mét cich chong vanh, con gai toi ghét toi trung
vi nd thudmg bi cac thiy gido cia nd bién thanh trd cudi, do sy
cham tién chia nd trong hoc tép.

Chéc ba dong y ring khong mét nguci me nao chiu duge ndi
dau khi biét réng con minh la d6i tuong sl nhuc cua nhing nguoi
cd quyén Iyc. Vi vay, toi khong bao gid 6 thuyét phuc con gai
t6i di hoc, va toi kiéu hanh ndi ring chal van con tiép tue di hoc,
tuy rdt khong deu, la vi chau biét ro gid tri cia gido dyc.

Téi sé rat bigt on néu ba lo lidu sao cho con gai toi duge ton
trong dung mdc trong tuong lai, d€ nd cam thdy di hoc la mot
nidm wvui thuc suy.

D& két luan, t6i mudn ndi thém ring toi sé chuyén van dé [én
cdp trén néu con gai toi bi ngugc dai mat lan nita, bdi ching toi
da dua ra 18 phan nan dau tién nay.

Xin giti ba 1ui chao chan that,
(Ba) BD. Hwa
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114. From a parent to a principal of a school about a
son’s inattention at sehool.

Clyde Drive,
Canberra, Austratia.
Date:.......coooeeeninn,

The Principal

Newton Primary School

Canberra

Dear sir,

I would like to express my appreciation to you for writing to
me about my son’s behaviour and inattention at school, though
the matter naturally caused me great cbncern_. '

I have had a serious talk with my sonh, pointing out that time
ill-spent now can never be recovered and that he owes it to his
teachers as to himself and his family to control and discipline
himself and to work steadily. I am confident that you will fi_nd a
marked improvement in his behaviour from now on.

Yours sincerely,
David Clyde
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114. Cda mot bac bd me gii hiéu trudng mot truimg vé
tinh khéng cht y cia con minh & truing.

Dutng Clyde,
Canberra, Australia.

Kinh gii 6ng Hiéu trudng
Trudng Tigu hoc Newton,
Canberra.

Thua éng,

T6L mudn bay té sy cam kich cia toi ddi vdi 6ng vé viéc ong
viét cho toi d€ ndi dén cach cu xd va sy khong chu ¥ cha con
trai toi § truong, mac da van d8 nay tdt nhién gay cho t6i nhigu
lo ling. _ . _

Toi di ndi chuyén nghiém tic voi con trai toi, chi ré rang thoi
gian si dung khong t&t hoém nay sé khong bao gig co thé 14y lai
duge va né cd bdn phan déi vii cac thay gido cua nd cing nhu
dSi voi ban than va gia dinh nd, ty kidm ché va khép minh vao
ky luat va di hoc d&u dan. Tbi tin chic rang 6ng sé& nhan thdy
mot sy tién b ro rét trong cach cu xi cha con trai t6i k€ tit hém
nay.

Xin gui 6ng 1gi chao chan thanh,
David Clyde
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115. To a principal about a backward pupil.

1. Bates Road,
Sydney.
Date: ...

Dear Madam,

May 1 trespass upon your time to raise the subject of my
daughter, Mary’s studies, physics in particular? She has always
found this subject difficult and is, I fear rather siow, though
careful and conscientious. I realise that her teacher’s methods
must cbhviously be suited to the class as a whole. But Mary tells
me that she is often hurried on from one point to the next before
she has completely grasped each one. I feel that just a little mare
explanation from the teacher, and care to see that each point is
understood before passing on, might well make all the difference.

I would have preferred to discuss the matter personally with
you and possiby with Mary’s teacher; unfortunately, I am unable
to visit the school before the end of next month, by which date

valuable time would have been lost. | have therefore had to raise
the matter now.

Yours faithfully,
Dorothy James
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115. Giti mot hiéu truéng vé mot hoc sinh cham ti€n

1, duibng Bata,
Sydney.

Thua ba,

Cho phép toi lam dung thai gian cta ba dé néu vin db vé viée
hoc clia con gai téi, Mary, dac biét 12 vé mon vat ly. Chdu juén
th&y mén hoc nay khé va téi e ring chau hoi cham, mae du cdn
than va chu ddo. Toi hink dung rang phuong phap cua thay giao
phéi hién nhién phi hep véi ca lop ndi chung. Nhung Mary ndi
véi toi rAng chdu thudng phai voi vA chuyén tiy mot diém sang
diém tiép sau trudc khi hodn toan ndm chdc di€ém nay. Toi cho
}a chi mot chut giai thich thém cia thiy gido va sy quan tam
cia thay dé thiy méi diém dau da duge hiu trude khi cho qua,
‘thi ¢d th& lAm cho moi sy sé ddi khac.

Téi thich hon dude thao luan vdn dé 46 vai ban than ba va
co thé ca voi thiy giso etia Mary, song dang tiéc t6i khong cd
didu kién dén trugng trude cudi thing sau, ma dén hdc do thi
thoi gian quy gia da mat di. Vi vay ti phai néeu vin dé ngay bay
gios,

Xin gii ba 18i chao trung thanh

Dorothy
James
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APPOINTMENTS

6. To a doctor asking for an appointmeni with him.

2, Prince Street,
Wellington,

Dear Dr. Godfrey,

As | have been suffering from intermittent pains in my chest
for some time, I would like to seek your advice on'the treatment

I need.

* Could I make an hp_pointment with ybu on Satufday at 4 pm,,
this week? '

Yours faithfully,
F.R. Willimson
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HEN. GAP

116. G{ti mot bac si xin hen gap

2, Prince Street,
Wellington.
Ngay thang: ...

Bac si Godfrey thian mén,

Vi t6i bi nhilng con dau ngat quang & nguc 43 mot thai gian,
téi mudn ed duge 15 khuyén cla 6ng vé sy didu trj toi cén.

Toi ¢d thé hen gap o6ng vao thd bay tudn nay lic 4 giv chidu
khong?

Xin gui 6ng 10i chao trung thanh,
F R. Willimson
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117. To a lawyer for an appointment.

4, Queens Ave 6,
Heats Ville,
Australia.

Room 1, Lawe Hamgetrs,
Magistrate Court,

Dear Mr Lajdlaw,

A rlispute has arisen between a relative of mine and me over
the ownership of a piece of property that was acquired by my
father who is no more.

I would therefore like to dicuss the matter with vou before
asserting my claims to the property. Would you please fix a date

and a time when I can meet you at your office and let me know
as so00n as you cah.

Yours faithfully,
4.8, Victor

264



117. Giati mot lvit su hen gap lai

4, dai 16 Queens,
Heats ville,
Australia.

Phong 1, Lawe Hamgetrs,
Toa 4n quan toa

Ong Laidlaw than mén,

Mét sy tranh chdp di né ra giita mot ngudi ba con cua tai va
tof v& quyén sé hitu mot thi tai sin ma cha toi - hién nay khéng
cdn nia - da kigm dudc.

Vi vay t4i mudn thao luan van d2 voi 6ng trude khi quyét dinh
dbi tai san do. Mong 6ng vui long dinh ngay gi¢ t6i e¢d thé gap
ong & cd quan va bao toi biét cang sém cang tét.

Xin giti ong 13i chao trung thanh,
J.S5. Victor
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118. To a dentist asking for an appoeintment.

Godfry Roéd.
Wellington,
New Zealand.

Dear Sir,

My teeth are in a very bad state, and I think I had better have
them taken out. [ shall be glad, therefore, if you will fix a day
and hour when I could consult you. It will be convenient for me
to come any afternoon this week after 3 p.m.

Yours faithfully,
Judith Joseph
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118. Giti mét nha si xin hen gap lai

Dudng Godfry,
Wellington,
New Zealand.

Thua ong,

Rang cia toi 6 trong mot tinh trang rdt xdu, va t6i nghi tot
hon déi v6i t6i 1a nhd chung di. Vi vay t6i sé vui miing néu ong
hen ngay gio toi cd thé hoi ¥ kién éng. Thuan tién cho toi la dén
bdt c budi chidu nao trong tuan nay, sau 3 gio chidu.

Xin gdi ong lgi.chao chan thanh,
Judith Joseph-

2
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H19. To a friend asking him or her to meet you at your
hause to discuss an urgent matter.

14, Tai yeah Road,
Koashing,
Taiwan.

Dear Lim Tse,

A certain matter, which concerns you to some extent, has been
occupying my mind for some time, I am now eager to know your
thoughts on the matter.

Can you meet me at my house at 5 p.m. this Sunday? I shall
be expecting you.

Yours sincerely,
Liza Hwa

268



119. Gui mot nguti ban bao anh (hay chi) 8y dén nha
dé thao luin mét vin dé cép bich.

14, dudng Tai yeah,
Koashing,
Taiwan.

Lim Tse than mén,

Mot van d¥, cd lién quan it nhiéu dén aph, iam ban tam toi
da mot thii gian. Hién nay, t6i tha thiét mudn bist y nghi cia
anh vé van dé dd.

Anh c6 thé dén toi vao luc 5 gid chidu chi nhat nay khong?
Toi sé dgi anh.

Xin gui anh loi chao chan thanh,
Liza Hwa
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120. To someone saying that you cannot make an
appoiniment with him or her on the day requested

8, Jung Ming Road,
- : Kaoshing,
: Taiwan.

Dear Liza Hwa,

I have received your letter asking me to meet you at your
house this Sunday to discuss the urgent matter you have.

I regret, however, to say that it will not be possible for me to
see you on Sunday as I have a previous appointment.

I shall see you on Monday, next week, at 5 p.m. Hope this
change of date will not be inconvenient to you.

Yours sincerely,
Lim Tse
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120. Gui mdt nguoi nao do noéi la khong thé hen gip
anh (hay chi) 4y vao ngay quy dinh.

8, dudng Jung Ming,
Kaoshing,

Taijwan.

Ngiy thang:..............

Liza Hwa than mén,

Toi da nhan dugc thu cua c6 bao t6i dén gdp co tai nha Cha
nhat nay d€ théo luAn mot vdn dé cap bdch cia c6.

Tuy nhién, toi rat tiéc bao rang t6i khong thé dén nha c6 vao
Chi nhat vi toi d4 ¢6 moét cude hen gap tir trudc.

Téi sé gap cd thi hai tufin sau, lac 5 gis chigu. Hy vong ring
su thay doi ngay gio nay sé khong phign ha cho co.

Xin gui c6 101 chido chan thanh,
Lim Tse
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121. To someone saying that you can keep an
appointment

Address:
Date:

Dear Liza,

I shall certainly be able to meet you at your house on Sunday,
this week, at 3 p.m.

1 am really very eager to know the matter, since you say it
concerns me to some extent.

Yours sincerely,
Daisy.
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121. Giti mét ngudi bao la cé thé giid cude hen gip.

Dia chi:
Ngay thang:

Liza than mén,
Chéac chéan 1a tdi cd thé gap cd tai nha Cha nhat tuan nay,
lie 5 gio chigdu.

Toi thyc sy khat khao mudn bist van dé vi ¢o bao nd it nhiéu
lién quan dén toi.

Xin giti ¢6 10i chao chan that,
Daisy
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INVITATIONS -
(Formal Invitations)

122, Invitation to dinner.

Mr. and Mrs. Nandy request the pleasure of Mr. Dave’s company
at dinner on Tuesday, May 15th at 8 o’clock.

10, Newpark Street,
Singapore,
8th May, 19......
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THU MOI s R e
(Thu mdi theo nghi thiic)

122. Mdi du bita com than mat

Ong va Ba Nandy mong duge hudng niém vui vé sy oo mit
cua 6ng Dave tai bua cam than mét vao thd ba ngay 15 thang
Nam, lac 8 gig.

10, phd Newpark,

Singapore.
8 thang Nam, 19...
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123. Declining an invitation to dinner.

M. Dave regrets that a previous engagement prevents him
from accepting Mr. and Mrs. Nandy's kind invitation to dinner
on May 15th.

15, Market Square,

Singapore,
12th May, 19..,

123. T chéi 1oi mdi dy bita com than mat.

Ong Dave lav lam tigc rang mét 15i hita ti trude cn trd ong
nhan 18i kha & cia 6ng va ba Nandy maijdyu bita com than mat
vio ngay 15 thang Nam.

15, quang trudng Market,
Singapore.
12 thang Nam, 19 ..
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124. Invitation to a party.

Mr. and Mrs. Norman Oliver request the pleasure of the
company of Mr. and Mrs. Richard Smith on Saturday, July 10th

at seven p.m. Black tie. Dancing.

RSVP
14, SS 40/5 Queens Way,
Kuala Lumpur
Phone:

124. Mdi dy mot budi lién hoan

Ong va Ba Norman Oliver mong dugc hudng nigm vui vé su
cd mat ctia 6ng va ba Richard Smith vao thit bay, 10 thang Bay,
lac 7 gio chigu. No den. Khiéu vi.

Mong duge tra lai
14, 88 40/5 duong Queens,
Kuala Lumpur.
DT:
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125. Declining an invitation to a party.

Mr. and Mrs. Richard Smith very much regret that a previous

engagement will prevent their having the pleasure of being present
on July 10th at seven p.m.

90, Orchard Avenue,
Kuala Lumpur.

125. Tt chéi loi méi du mot cudce lién hoan
Ong va ba Richard Smith rat 14y lam tidc: mot 131 hita tir trude

can trd ho hudng nietm vui cd mat vao ngay 10 thdang Bay hic 7
"gid tol.

50, dai 13 Orchard,
Kuala Lumpur.



126. Accepting an invitation to a party.

Mr. and Mrs. Richard Smith accept with pleasure Mr. and
Mrs. Norman Oliver’s kind invitation for July 10th ‘at seven p.m.

50, Orchard Avenue, Kuala Lumpur.

126. Nhan lagi mai du mét cude lién hoan.

Ong va ba Richard Smith vui vé nhan 1o mdi kha 4i cia 6ng
va ba Norman Oliver vao ngay 10 thang Bay, luc 7 git t4i.

50, dai 10 Orchard, Kuala Lumpur.
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127. Invitation to a wedding.

Mr. and Mrs. Milon Nandy
* Request the pleasure of the company of
Mr. and Mrs. Andrew James
on the occasion of
the marriage of their daughter
Melina Nandy
to
Dr. Edward Smith
at St. Patrick’s Church, Malaccea,
on Monday, 7th July at 2.00 p.m
and afterwards at
The Hilton Hotel.

RSVP

10, Green Lane Square, Malacea.
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127, Misi dy ddm cudi

Ong va Ba Milon Nandy
Mong hudng nigm vui v& s cd mat
cla
Ong va Ba Andrew James
vao dip & thanh hén cia con gai la
Melina Nandy
vii
Bdce si Edward Smith
tai nha tht Thanh Patrick
vao thi hai 7 thang Bay, lic 2 git chidu
v3 sau do6 tai
khach san Hilton

Mong duge tra loi

10, quang trudng Green Lime, Malacea
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128. Accepting an invitation to a wedding.

10, Seaview Lane,
Malaecca.
1st July, 19...

Mr. and Mrs. Andrew James have much pleasure in accepting
Mr. and Mrs. Milon Nandy’s kind invitation to the marriage of
their daughter, Melina Nandy, on Monday, 7th July.

128. Nhan lai mdi du ddm cudi

10, hém Seaview,
Malacca.
I thang Bay, 19...

Ong va ba Andrew James r4t vui mitng nhan 1i kha &i cia

Ong vi Ba Milon Nandy mai dy ddm cudi con gai, Melina Nandy,
vao thi hai ngay 7 thang Bay.
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129. Declining an invitation to a wedding.

10, Seaview Lane,
Malacea.
lst July, 19...

Mr. and Mrs. Andrew James much regret that they are unable
to accept Mr. and Mrs. Milon Nandy's kind invitation to the
marriage of their daughter on July 7th, as they will be out of
town.

129, Tir chdi 100 mdai dy dam cudi

10, hém Seaview,
Malacea.
1 thang Bay, 19...

Ong va Ba Andrew James rat 13y 1am ti&c khong th€ nhan 15

kha &i cia Ong va Ba Milon Nandy mdi dy dam cudi con gai vao
ngay 7 thing Bay vl ho s& di xa thanh phé.
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(Informal Invitation)

130. Invitation to a party.

Dear Mrs. Nandy,

Would Mr. Nandy and you like to come to a small party we
have arranged for Saturday, April 15th, at eight?

We do hope you will both be able to come.

With every good wish,
Yours sincerely,
Sherly
(Thu mdai khong theo nghi thic) )

130. Mai du mét cudc lién hoan.
Ba Nandy than mén,

Ong nha va ba c6 mudn dén du cude lién hoan nho ching toi
t8 chuc vao thi Bay, 15 thdng tu, luc 8 giv khéng?

Ching t6i rdt hy vong ca hai d8u cd thé dén?

Véi moi 161 chic tét lanh,
G+l ba 1oi chao chan thanh,
Sherly
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131. Accepting an invitation to a party

Hillview Road,

Manila.

Data:...e e
Dear Sherly,

I shall be delighted to come over on Saturday. It would be
wonderful to see you again, and I amy very much looking forward
to meeting some of your friends.

Sincerely yours,
(Mrs.) Nandy

131. Nhan 1&i méi du mdt cude lién hoan.

Duang Hillview
Manila.
Ngay thang:................c.e..

Sherly tham mén,

Toi s& sung sudng dén vao thu bay. Sé& rat tuyét vai duge gap
lai ban va tbi cung dang han hoan ch¥ doi duge gap mét s6 ban
bé cda ban.

Xin gti ban 1&i chao chan thanh,
{Ba) Nandy
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132. Invitation to dinner.

Playmaker Street,
Manila.

. Date:......ccoceeene,
Dear David,

Dolly and I would be so pleased if Clara and you could come
over and have dinner with us next Friday, the 20th. It seems
such a long time since we saw you. Perhaps you would phone and
say how soon you can make it.

Yours ever,
Arthur

132. M&i du bita com than mét,

Phé Playmaker,
Manila.

Ngay thang:....................
David than mén,

Dolly va minh s& rdt vui mitng néu Clara va cau cd thé€ dén
choi va &n com véi ching minh thd sdu tudn sau, ngay 20. Hinh
nhyu di lau l4m tit ngay ching minh gap cau lan cuéi. Cd 16 cau
sé dién thoai va bdo ¢d th€ dén sém vao gity nao.

Mai mii la ban cau,
Arthur
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133. Accepting an invitation to dinner

Chungsin Road,
Hong Kong.
Dear Lim,

Thank you for your kind invitation to dinner on Friday next
week. Clara and I will be delighted to come. Will nine o’clock be
too late? We have to make some arrangements about the children,
and | think that it is the earliest time we could get to you.

Yours sincerely,
Chang

133. Nhin 10i moi du mét bita com than mét.

Pusng Chungsin,
Hong Kong.

Lim thin mén,

Cam on ban vé i mdi kha ai du bia com than mat vao thd
s4du tuln sau. Clara v& minh s& sung sudng t6i du. Chin git eo
mudn qua khéng? Chiing minh s& phai thu x&p mot it cho cac
chdu va minh nghi ring dd 1a thdi gian sdm nh4t chung minh cd
thé dén vdi cic ban.

(i ban 1&#i chao chin thanh,
Chang
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134. Declining an invitation to dinner.

Sung Chiang Road,
Serana,
Philipines.
Date:
Dear Julie,

I would have loved to come over for dinner with you on
Saturday, but I shall be out of town for the weekend. You can
imagine how disappointed I am, especially when we have been
trying to urrange something for so long.

Yours sincerely,
(Mrs) Judith Tay

134. Tt chdi loi mii du m{t bira com thin mat

Duitng Sung Chiang,
Philipines.
Ngay thang:

Julie than mén,

Toi rét thich dén du bita com than mat v&i ban vao thi bay,
nhung to6i sé di xa thanh phd d€ nghi cudi tuan. Ban cd thé€ hinh
dung t6i thit vong bist bao, nhét 1a khi chung ta dang o6 ging
sip x€p mot cai gi do ti lau.

Gl ban 1l#i chao chan thanh,
{Ba) Judith Tay
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135. An invitation to a house-warming party.

16, Brady Ave 1,
Sydney.
Date:
Dear Bernard,

I am having a small house-warming party on the Tth of this
month. Would you be able to come? The evening would be guite
incomplete without you, and T am sure you know almost everyone.
Try to arrive by 6 o’clock.

Yours sincerely,
Terence

135. Mai du mét cude lién hoan dn ming nha mdi

16, dai 19 Brady,
Sydney.
Ngay thang:...

Bernard than mén,

Toi s& cd mot cude lién hoan nhé ming nha mdi vao ngay 7
thiang nay.. Ban sé dén nhé. Cudc lién hoan sé rdt khong hoan
chinh néu khéng e¢ ban va t6i tin chéc ban quen hau hét moi
ngudi. C6 ging dén vao lic 6 giv

Gui ban 101 chao chan thanh,
Terence
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CONGRATULATIONS

136. To a friend who has been appointed to a good post
in a large commercial firm.

12, Bates Road,
Sydney.
Dear George,

I rejoice to know that you have had a stroke of good fortune
and obtained what appears to be a most delightful post. The salary
is indeed gorgeous and the prospects excellent. I send my heartest
congratulations, and hope that you will be very happy and
comfortable in your new position, and find it all that you expect.

When you are free to write again, [ should be delighted to hear
from you. ' ' o

With all good wishes,

Yours ever,
William

.290



CHUC MUNG

136. Giti mdt nguoi ban duge bd nhiém vao mét chic vu
tot trong mét hing thuong mai 1dn

12, duding Bates,
Sydney.

George than mén,

Tai vui mitng duge biét rang vAn may d4 goé clta ban. Ban dat
duge modt chic vu cd thé ndi 1a thu vi nhat. Luung qua 1a cao va
tri€n vong that tuyét véi. Téi gai dén ban 18 chie mitng ndng
nhiét nhat va hy vong ban sé rat hanh phic va sung tuc trong
chiic vy mgi va tim thdy tat ca nhitng g1 ban chd dgi.

Khi nao ban cd thi gu?i dé vigt thu, toi s6 rat sung suong duc!c
biét tin ctia ban.

Vdi tat ca nhing loi chic tét dep nhit,

Mai mai cta ban,
William

291



137. To someone who has found a job after a long wait.

11, Alfa Street
~ Perth W. Australia.
Date:

My dear Anita,

[ am thrilled to hear about the good appointment you have
got and I hope ] am among the eatly ones to congratulate you. I
have no doubt that this is exactly the kind of work you are suited
for, and also what you have been looking for. Your long wait has
been rewarded at last. Knowing as I do, I am sure you will make
a complete success of it.

With every good wish,

Yours sincerely,
Susan



137. GUi mét ngudi da tim duge viéc sau mot théi gian
dai cho dai.

11, phé Alfa,
Perth W. Australia
Ngay thing

Anita than véu cua chi,

Chj lay Jam xuc dong nghe tin vé chdc vu tot ma em duge bd
nhiém va hy vong rang chi [a trong s6 nhing nguéi chue miing
em sdm nhat. Chi kheng chat ho nghi rAng dd 14 loai cong viée
thich hgp cho em. vi cing 12 loai em da tim ki€ém. Cudi cing su
cha doi 1Au dai cia em da duge dén bia. Nhu chi bigt, chi chac
em sé dat thanh céng tron ven.

Vai tdt oA 100 chic mitng tot dep nhét,

Chi giti em 18i chao chan thanh,
Susan
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138. To a friend who has been admitted to a university.

18, Clifford Junction_
Birmingham,
Date:

Dear Victor,

You can’t imagine the joy I feel at knowing that you have been
admitted to the university to pursue a course of your own choice.
What a stroke of luck! Heartiest congratulations. Going to the
university is, I know, your first step to a distinguished career,
and- I can imagine the style of life you will lead on completion of
your studies. You won’t discard me when you are horribly rich
and famous, will you?

Do write to me once in a while to keep me informed about
your progress at the university and all about your future plans
and ambitions.

From your devoted friend,
Arthur
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138. Giti mét ngudi ban duge nhan vao mét truimg dai
hoc. :

18, Nga tu Clifford,
Birmingham.
Ngay thdng:.........

Victor than mén,

Ban khong thé hinh dung duge ndi vui cta téi khi t6i bigt tin
ban duge nhan vao trudng dai hoc dé tié"p tuc khda hoe ma chinh
ban d& chon. That la vAn may da go cita. Nhiét liét chiic miing
ban! Hoc dai hoc, nhu t6i biét, 12 bude dau tién cua ban vao mot
nghe xudt sdc va t8i od thé tudng tugng 16i séng ctia ban khi da
hoan thanh bac dai hoe. Xin ditng 1& t6i khi ban giau dé sg va
ndi tiéng nhe!

Thinh thodng hay viét thu cho tbi d€ bao toi biét nhitng tién
bd ctia ban & tﬁrfmg dai hoc va t4t cd nhitng du dinh va tham
vong tuong laj cia ban.

Ban trung thanh cta ban,
Arthur
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139. To a friend on her engagement.

558, Eward Square.
Queens ville,
Porn Point.

Dear Doris,

I am ever so excited and delighted over your news. I don't
know how you managed to keep the matter so dark. I don’t think
yvou ever told me about the affection you had for Mr. Ronald,
though I had seen you in his company quite often. He is a very
lucky man indeed, and I shall tell him so, as soon as I have the
opportunity.

I am sure you are going to be very, very happy. I must see
vou soon to hear all about the engagement. When can you come
over? Please bring Mr. Ronald to see us, as soon as you can. It
will be such a pleasure to meet him as your future husband.

With sincerest congratulations and all best wishes and love.

Yours ever,
Judith
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139. GUi mot ¢o ban vé viéc dinh hon cua cé Ay

558, quang trusng Edward,
Queens Ville,
Miii Poro.

Doris than mén,

Toi ludn xuc déng va sung sudng vé nhiung tin tic cua ban.
Khong biét ban da lam cach ndao ma giit cau chyén kin dén nhu
vay! Toi khong nghi 14 ban d4d cd lan nao néi vai t6i vé tinh yeu
ctia ban voi anh Ronald, mac d3u t6i rdt nhic¢u Yan nhin thdy ban
bén canh anh 4y. Qua that anh ta ]a ngudi muy man, va tdi sé
ndi vOi anh 4y nhu vay ngayv khi tdi cd dip

Tai tin chac rang ban sap rAt. rat hanh phuc. Téi phai gap
ban sém dé nghe v& cudce dinh hon. Khi ndo ban od thé dén? Hay
vui ldng dua anh Ronald dén tham chiung t6i, s6m nhét cé thé
duge. Sé sung sudng biét mdy duge gap anh Ay voi tu cdch la
ngudi chdng tuong lai cia ban.

Vdi nhitng 18i chic ming chian thanh nhat va nhitng 16i chic
va tinh cAm t6t dep nhdt,

Mai mai clia ban,
Judith
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140. Reply to congratulations on someone’s engagement.

7, Armelds Joint,
Vanimo Png.
Date:-

Dear Jane,

Very many thanks for sending your good wishes on my
engagement to Ronald. It is indeed a wonderful time of one’s life
and I am determined to enjoy every minute of it. You must meet
him as soon as you can. I know how eager he is to see you. [
have told him a lot about you.

I should love to come and see you. I shall be along on Sunday
evening unless you say "no"

Affectionately,
Freda
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140. Tra lii nhing 18 chic ming nhan dip dinh hén -

7, dau mdi Armelds,
Vanimo Png.
Ngay thang:

Jane thin mén,

R4t cam on ban da gdi nhitng 1di chic t8t dep nhan dip toi
dinh hon voi Ronald. Day qua that la quang thdi gian tuyét vai
ctia dii mot con ngudi va téi quyst tim tn hudng méi phit cia
quang thoi gian d6. Ban phai gap anh dy sdm nhdt co thé duoc.
Tai bist anh 4y rdt tha thiét duge gap ban. Téi da ndi nhidu vé
ban vdi anh 4y.

Téi muén dén tham ban. T6i s& dén vao t6i chit nhat, trit phi
ban tiu chdi.

Rét than yéu,
Freda
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141. To a friend who has passed her examination.

4, Timur Ave,
Pope’s Ville,
Mindano Islands.
Date:

Dear Cecilia,

I was dilighted to see your name in the Pass list of the
Examination you sat for. Brave! It would certainly have been
hard luck if you had not got through after having worked so hard;
but we don’t all get our deserts, do we?

My very heartiest congratulations. sweet one, and the best of
luck for the next step.

Ever yours,

Anng
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141. Giti mot ngudi ban vira thi dé.

4, Timur Ave, Pope’s Ville,
Quian dao Mindano,

Cecilia than mén,

T6i rdt vui mitng doc thdy tén ban trén danh sdch tring tuyén
cua ki thi ban da tham dy. Hoan ha! Chac chan sé 1a khong may
néu ban khéng d6 sau khi dia hoc cham dén nhu vay; nhung,
khong phai tat cA ching ta ai cing duge nhitng cai ddng duge,
phai khong? Hay nhan ldy nhitng i6i chic mitng nhiét ligt nhat
cia toi, ban than yéu, vA sy may man ldn nhit cho budc tiép
theo,

Mai mai la cua ban,
Anne
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142. To someone on his engagement to his sweet-heart.

6-14, Luxury Apartments,
Luzon E.Philipines.
Dater oo,

My dear John,

I am overjoyed to hear of your engagement to Liza, your
sweet-heart. I know how sublimely happy you are together, and
1 have been hoping so much that this would happen.

I believe that you are to be married soon; perhaps you would
send me your wedding list so that I can give you somethmg you
would really appreciate.

Yours sincerely,
David

P.8. Did you manage to buy the car you always wanted?
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142. Giti mét ngudsi nhan dip anh ta dinh hén vdi ngudi
yéu

6-14, Nhitng cian ho sang,
Luzon E. Philipines.
Ngay thang:.......cooiiinnne

Ban John than yéu,

Toi cuc ki vui sudng khi nghe tin ban dinh hén vdi Liza, ngudi
yéu ciia ban. T6i biét cdc ban hanh phic biét nhutng nao & bén
nhau va t6i vAn hi vong rdt nhidu ring didu do sé xiy ra.

Tsi tin ring 1é thanh hon s8 s6m duge tién hanh, cd 1& ban
s& giti cho toi thiép cudi dé t6i tang cdc ban mot thd gi dd lam
céc ban thuc sy cam kich.

Xin gl ban 18i chao chan thanh,
David

TB. Ban cd thu x&p dé mua chigc 6 t& ma ban ludn chn dén
khong?
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143. To a cousin who has passed his examination.

173, Free Kan Shan Road.
Taipei.
Date: ..o,

Dear Cousin Lee,

I can’t tell you how glad T am to learn that you have passed
your exam.

I know just how hard you worked and about the doubts you
felt, especially after you had sat for the exam. This is indeed a
great achievement which you richly deserve. I wish I were with
you to shake you by the hand and share some of the happiness
in person. My parents too are glad of your success.

I am posjtive that this is only the first of a whole string of
successes.

No doubt you will be celebrating with others, but please save
some celebration so that we may have real fun when we are next
together.

Again, my heartfelt congratulations to you. I am truly proud
to be your cousin.

Yours ever,

Shun
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143. Gui mit ngudi em ho thi dé.

173. Dutng Kan Shan tu do,
Taipei.
Ngay thang:........c..oone

Chi Lee than quy,

Anh khéng thé ndi hét vdi chi nidm vui anh cAm nhan khi
duge tin chi thi d6. Anh biét chi da hoc cham dén nhu thé nao
va biét nhitng hoai nghi chi trdi qua, nhat la sau khi thi. Day
qua 13 mét thanh cong ma cha that xdng déng. Anh udc duge &
bén chi d€ bat tay chi va chia sé mét phan nidm hanh phiic hién

hinh. I3 me anh cing vui mirng vdi két qua cua chi.

Anh khing dinh ring diy méi la khau dau cia cAd mét chubi
thanh cong.

Chiac chu sé lién hoan v6i nhitng ngudi khac, song hay vui
iong danh mét phan lién hoan sao cho chiing ta thyc sy cd dugc
sy dba vui 13n gap nhau sau.

Mot 1an nita, gii chi nhitng i chdc mimg thdm thist. Anh
that la tu hao duge lam anh ho cha chu.

Msti mai cga chq,
Shun
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144. Reply to someone’s congratulations.

Chun Cheng 1st Road,
Upper Kowloon,

Hong Kong.-
Date:...ccoovervvriciins

Dear Shan,

I must admit that your letter was an early congratulation. In
fact, it was the very first I opened. Honestly, Rachel, 1 can’t
believe it. All that hard work, then the frightful exam. and all
the doubts i felt and, finally, the agony of waiting for months
and months. To think that I have actually passed. | am sure |
wouldn't have done it if you hadn’t helped, nagged and inspired
me.

Will you rucognise ine when I look old and haggard with years
of studying a lonely intellectual, while you remain gay and
beautiful, gliding through life with such charm and ease?

Can we meet somewhere soon? I shall be pleased to see you.
Anyway, it was sweet of you to write so quickly.

Yours,

Shin
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© 144. Tra lti sy chic mimg cia mdt ngudi nao dé.

Duong 1 Chun Cheng,
Kowloon Thugng,

Hong Kong.

Ngay thang:...........coovvnne

Shan than mén,

T6i phai thita nhén rAng thu cla ban la 18 chic ming sém
nh&t. Thuc t&, dd chinh 1a 14 dAu tién t6i mé. Thanh that ma
'ndi, Racchel, t6i khéng thé tudng tuong ndi. Tt ca viée hoc tap
cing thing dy, rdi ki thi ddng kinh sg va t4t c& nhitng hoai nghi
t6i trdi ., va cubi cung su lo Au khic khodi trong ché dgi tu
thang nay sang thang khdc. Nghi rdng minh di thuc sy tring
tuyén! Téi tin chdc téi khong lam duge didu d6 néu ban khong
glap 161, khong r3y la t0i va gdy cam hing cho toi.

Ban cd nhin ra toi khong khi t6i ¢d vé gia va hdc hac qua
nhimg nam hoc tap, mot tri thic co6 doc, trong khi ban van vui
va dep, ludt qua cude d¥i vdi su quyén ra va sy thodi mai nhudng
ay? :

Ching ta cd thé gap nhau & d4u dd ngay khong? Téi s& rit
sung sudng duge gap ban. Diu sao, bs_;.n that 1a d& thwong da viét
cho téi sdm dén nhu vay.

Caa ban,

Shin
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145. From a mother to a daughter who has just
obtained a Law Degree.

Hope Point,
Pedro Town,
Mindano Islands.
Date:..........

My dear Kathy,

Your father and I are delirious with joy to know that you have
passed your law exam. with flying colours. Congratuiations upon
your success, my dear. Your success is one of the greatest
satisfactions that we have had all these years. We are indeed very
proud to have a daughter like you.

Soon you will be practising as a lawyer, and | can imagine
how your legal practice will enhance the status of our family,
together with your own prestige in society.

Do come home as soon as you can so that we may celebrate
YOUT Success.

From your proud and loving,
Mother
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145. Cha mét ngudti me ghii cd gai vira dat mot hoe vi
ve luat.

Hope Point,

Thanh phé Pedro,
Quian dado Mindano.
Ngay thang:.........

Kathy than yéu ctia me,

B va me dién lén vi sung suéng khi bigt con da tring tuyén
ki thi luat véi thanh cong ruc rd. Chic mirng con, con than yéu
cia me! Thanh cong cha con 1A mdt trong nhiing nidm wvui lon
nhat ma chung ta ¢d trong nhidu nam qua. BJ me that su tu hao
cd duge dda con gidi nhu con.’

S54p tdi con sé hanh ngh® nhy mot luit su, vA me ¢d thé hinh
dung sy hanh nghé phdp Ui d6 sé nang cao dia vi clia gia dinh
ching ta, cung véi uy tin cha ban than con trong xa hoi, lén biét
bao nhiéu.

Hay ve nha sdm nhit cd thé duge d€ ching ta cd thé 4n ming
thanh céng cia con.

Cua ngudi me ty hao vé con
va yéu can,

Me.
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146. To a lady on her birthday. .

4, Achic Ave,
Jalal Square,
Jakarta.

Dear Miss Aleema,
Just a note to let you know that I am thinking of you and to
wish you a very happy birthday. May it be a very happy day, with

a flood of remembrances from all your friends, and may there be
lots and lots of them to come, and just as happy.

Yours sincerely,
Kamaria
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148. Giri mot ba nhan ngay sinh cia ba dy.

4, Dai 6 Achie,
Quang trudng Jalal,
Jakarta.

Cé6 Aleema than mén,

" Chi vai chit d€ bdo c6 bigt ring toi dang nghi dén cd va chie
c6 mot sinh nhat rat hanh phic. Mong ring dd 13 mdt ngly rét
hanh phic véi mét trdn 14 nhiing qua Ivu niém tit tdt ca cac ban
bé; va mong cd nhidu va nhidu ngudi trong s6 ho dén, va ai ciing
hanh phic.

Chan thanh cta ban,
Kamaria
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147. To a gentleman on his birthday,

Sun Seekers Apt. 06,
Metro Manila.
Date:

Dear Salwa,

A very happy birthday to you! How I wish I were spending
your birthday with you so that we could repeat last year’s
celebration. I hope you have accidentally let your colleagues know
about it so that they are nice to you all day!

When are you coming back to see us all?

Enjoy yourself,
Namiza
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147. Gii mot 6ng nhéan ngay sinh coa éng dy.

06, Sun Seekers,
Tau dién ngim Manila.
Ngay thang:......

Salwa than mén,

Chiic ban mét sinh nhat that hanh phue! Téi mong biét bao
duge & bén ban trong ngay iy d&€ cd thé lap lai viéc t6 chitc 16
nam ngodi. Téi hy vong ban tinh ¢ da cho cde dong nghiép biét
vé diéu dd d€ ho vui thd véi ban sudt ngay.

Khi nao thi ban vé tham tdt ca ching t6i?.

Tan hudng nhé,
Namiza
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148. From someone who has heard about her friend’s
coming birthday celebration.

7, Umiko Clyde,
Tokyo.
My dear Tanakan, -
I hear you are celebrating your birthday tomorrow and hasten
to add my congratulations to those of your many friends. It is

my sincere wish that there may be very many "happy returns® of
the day.

¥Yours ever,

Akiko
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148. Cua mot nguti da nghe néi vé 1& sinh nhat sp tai
ctia ban minh

7, Umiko Clyde,
Tokyo.
Ngay thang..............

Tanakan than yéu cda t8i,
Téi nghe ndi ban sip Jam 1€ sinh nhat ngay mai, véi vi gdp
thém 18i chic ming cia t6i vao 19i chiic cla nhidu ban khic. Lai

chiic chan thanh cia t6i ia ban s& nhan dugc rdt nhidu "loi chie
manh khée s6ng lau” ngay hém dd.

Mai mii cua ban,
Akiko
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149. To a lady friend on the birth of a child.

74, Daton Raf Road,
Tokyo.
Date:..............

Dear Sankyo.

I was delighted to hear of your great news. How proud and
thankful you must be! Moasu too must be very proud of his son
and heir.

I know it is no good hoping to see you just yet, but I shall
come over as soon as you are able to receive visitors. Meanwhile,
I hope you and the son are going on well, and continue to do so.’

My love and congratulations to the proud Father and Mother,
and kisses to their young son.

Your affectionate friend,
Swan Akiko
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149. G1i mdt ban gii sinh con.

74, Duting Daton Raf,
Tykyo.
Ngay thang:.................

Sankyo than mén,

Toi vui mitng duge biét nhitng tin tuyét vdi clia ban. Ban phai
tu hao va ham on biét m4dy' Moasu ctng phdi tu hao vé dia con
trai va nguoi thita k& cha minh.

Téi biét rling mong mudn gip duoc ban ngay bay gio la didu
khéng t6t, nhung toi sé d&€n ngay khi ban cd thé tiép khach. Trong
luc chd ddi, t8i chiic ban va con trai ban sitc khoe tdt va tiép tuc
sife khoe tét. '

Tinh than &i va l&i chic ming cua téi danh cho Nguii b6 va
Nguoi me kidu hanh, va nhiing chié hon danh cho dita con trai.

Ban than cda ban,
Swan Akiko
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150. To a gentlema{ 'on the birth of a daughter.

4, Dollyland Street,
Solomon Islands_.

My dear Wingley,

Heartiest congratulations upon the birth of your daunghter. You
must both be extremely happy. I trust the baby is growing strong
and healthy and your wife showing a satisfactory convalescense.
I can only say that I hope your girl will bring you both as much
happiness as our own children have done to Dolly and me.

Please convey my congratulations and good wishes to your
wife when you next see her in hospital.

- Dolly asks me to say that if you have an evening free when
you are not visiting the hospital, do drop in and take pot-luck
with us. We shall be pleased to see you, and I know Dolly is eager
to hear all the details of the baby’s weight and so forth.

Yours very sincerely,
Milon
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150. Giti m6t Ong nhén dip sinh con géi.

4, Phé Dollyland,
Quin dao Solomon.
Ngay thang ...........

Wingley yéu .qﬁy,

Nhitng 191 chiic mitng thanh tam nhét v& su ra dai cia chéu
bé gai! Chic ca hai anh chi deu hét sdc hanh phic. T8i tin ring
dia bé dang 16n 18n khde manh va lanh manh va chi nha dang
phuc hdi sic khée mot cach mi man. Toi chi cd thé ndi réng toi
hi vong con gédi ban s& dem lai cho ca hai anh chi nhigu hanh
phuc nhu ban than cic con toi da dem lai cho Dolly va téi.

Hay vui ldng chuyén nhitng 10i chic ming va nhitmg 15i chic
t5t dep cia tdi toi chi khi aph vao tham chi 1&n sau, 4 bénh vién.

Dolly bao téi ndi véi ban rAng néu ban cé mot budi t&i ranh
r&i ma ban khong vao bénh vién tham chi, hay d&n day va an véi
ching minh mot bita com mam. Ching tdi s& it sung sudng
“dudc gap ban va toi biét ring Dolly khao khit nghe tdt cA nhilng
chi tiét v& trong lugng chdu bé va v& nhitng vin da khac.

Gt ban loi chao rét chan thanh,
Milon
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152. To a )ady upon her receiving an award for her
distinguished service to her country.

Bradford Road,
Jackson Ville,
Canberra.
Date:..................

My dear Didi,

Please accept my very sincere congratulations upon your
receiving the award of J.P. in the New Year Honours, which 1
saw in this morning’s issue of the Eastern Post.

I know that your work, in itself, is far more important to you
than any recognition that you may gain by it. Yet, it is good to
know that your efforts have not gone unrecorded and that merit
has had its rewards.

My husband joins with me in sending our warmest congratula-
tions on this well-merited honour, and very best wishes for the
future.

Your devoted friend,
Dolly
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151. Giui mdt ba nhéan dip ba dy nhan phin thudng do’
nhimg cong hién xudt sfic cho td qudc.

Dudng Bradford,
Thanh phd Jackson,
Canberra.

Ngay.... thdng:.....

Dili than yéu cta t6i,

Hay vui long nhan ldy nhitng 16i chic mitng chan thanh cia
t6i nhan dip ban linh giai thudng J.P. trong nhitng Vinh dy Nam
mdi, ma t6i doc thdy trong t Buu dién phuong Dong ra sdng
nay.

Toi biét ring d6i véi ban cong viéc ty ban than nd, 14 quan
trong hon rét nhidy, so véi moi sy cong nhan ma ban 6 duge vi
nd. Tuy nhién, biét ring nhitng c6 gAng clia ban khong phai trdi
qua khéng dugc ghi nhan va cOng lao ban cd phin thudng cia
nd, cing la déu tot.

Chdng toi cing téi gl t8i ban nhitng 16i chic ming vé& vinh
dy xting dang nay va nhitng 13i chic tét dep nhét cho tuong lai.

Ban tan tuy,
Dolly
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CONDOLENCES

152. To someone upon the death of his wife.

West Coast Drive,
Newfoundland,
Australia,

Dear Mr. Brown,

I have just heard with profound regret of your wife's death
after a short illness. My wife and I feel her passing in a very
personal sense, as we enjoyed her friendship and hospitality on
S0 many occasions. She was a charming lady and we will understand
how greatly you will miss her. You have our deepest sympathy.

Yours very sincerely,
Andrew Douglas
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CHIA BUON

152. GUi mo6t ngudi vao dip vg ngudi 4y mét

Dudng West Coast,
Newfoundland,
Australia.

Ong Brown than mén,

Toi vita nghe tin, v6i long thuong tigc sdu sic, vd sy qua doi
cGa ba nha sau moét thoi gian ngin bi bénh. Nha t6i va tbi cAm
nhan sy ra di cia ba nha voi mdt cdm gidc rit ridng tu, vl ching
toi da duge hudng tinh ban va long mé&n khdch cia ba nha trong
riit nhitu dip. Ba nha 1a mdt ngudi phu nit duyén déng va ching
t6i hi€u rd éng sé cAm thdy thi€u ving ba nha bi&t bao nhiéu.
Xin nhan & chiing t6i sy thong cAdm sau séc nhét.

Xin giti 6ng l&5i chao rdt chan thanh,
Andrew Douglas '
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154. On the death of a husband.

Tai Yeah Read,
Samsung,
Hirashima.

Dear Nakama Martin,

I feei impelled to write to you at this time and express my
deep sympathy over your loss. No words can adequately express
what is in my heart. Martin was admired by everyone who knew
him and many of us envied the great bond there ‘was between
you.

I know, you will need courage to see you through the time
ahead, but you do have this quality which I am sure will not fail
you now.

We shall miss Martin, but I am sure this tragic event does not
mean that we shall see less of you. Please come over and see us,
when you feel up to it.

As ever,
Ovuzo
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153. V@ cdi chét cia mot ngudi chong.

Duting Tai Yeah,
Samsung,
Hirashima.

Nakama Martin than mén,

Téi cam thiy bic xdGc phai viét cho ban luc nay va bay té long
thdng cam cla t6i d6i v6i sy mit mét cda ban, Khong 18i nao dé
dién dat hét nhiing gl toi dang ¢S trong tim. Martin dude moi
ngudi quen ca ngoi vA sd dong chung to6i them mudn sy rang
budc lén lao hién co gita hai ban.

Téi biét, ban can long can dam dé o6 thé vugt qua thoi gian
trude mat; song ban hin cé dde tinh d6, ma tdi chic né khong
tit bé ban lic nay.

Chitng toi s& cAm thdy thi&u Martin, nhung toi tin chic rang
syt viéc bi thAm nay khéng cd nghia 13 ching t6i sé it gap gd ban
hon. Hay vui long dén véi ching t6i khi ban cAm thdy du sie.

Mai mai 1a cda ban,
Oyuzo
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154. On the death of a lady’s son.

Chinman 3rd Road,
Kaoshiung Chien,
Taipei.

Dear Lee,

I was shocked and saddened to learn of the death of your little
boy. Please accept my deepest sympathy. If there is anything at
all that I can do, please don’t hesitate to get in touch with me
at once.

Yours very sincerely,

Seng.
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154. Vé cii chét cia con trai mit ngudi dan ba

Dudng 3 Chinman
Kaoshiung Chien,
Taipei.

Lee than mén,

Tai sing s6t va budn phién khi duge tin dda con trai nhd cia
ban qua doi. Xin nhan sy thong cAm sfu sic nhét cia toi. Néu
c6 didu gl t8i c6 the lam dé givp ban, hay bdo cho t6i ngay; ditng

ngai.

Xin gt ban 17i chao rdt chan thanh,
Seng.
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156. To someone who is ill

6-3, Marunocechj 2-Chome,
Tokyo 100.

Dear Chiyodo,

I don't expect a teply to this letter, for ] am writing simply
to say get well soon. When you feel better, perhaps I can come
and see you. Meanwhile I want you to know that you friends are
thinking of you and missing you very much.

I know you are in excellent hands under well-known doctors.
The part you have to play is to do just what You are told and to
keep quiet and not WOrty.

When you are out and better, we shall have to make up for
the time you have missed.

With warmest wishes

As ever,
Seitoku
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155. Giti mot ngudi dang om

6-3 , Marunocechi 2-Chome,
Tokyo 100.

Chiyodo than mén,

Toi khong chd dai sy phic dap thu nay, vi t6i viét chi d€ don
gian ndi: hay nhanh chong binh phuc! Khi anh cdm thdy d@ hon,
<6 thé t6i & dén tham anh. Lic nay, toi mudn anh biét ring ban
bé anh dang nghi dén anh va cadm théy thiéu ving anh rét nhieu.

Toi bist anh dang & trong nhifng ban tay tuyét vdsi cia nhing
bac si litng danh. Phén anh la 1am ding nhimg gl ngudi ta hudng
din va giit long thanh than, khong lo lang.

Khi nao anh khéi va ra vién, ching ta sé phai bu lai quing
thei gian ma anh da mét. ’

Véi nhitng 13i chic ndng nhiét nhét,

Mai mai 1a cia anh,
Seitoku
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156. On the death of someone’s father.

Soi Yousb,
Vipavadi Rangsit Road,
Bangkok.

Dear Sutnrep,

It was with real sorrow that I heard this morning of the sudden
death of your father. I knew that you father was ill, but as I did
not think the illness was so seriaus, the news of his death came
as a shock. You have my sincere and heartfelt sympathy in your
sorrow. I know that words of sympat'hy- .at such times are very
weak things but I must assure you of my sympathy with you in
your suffering

Your sincere friend,
Deja,
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156. V& cdi chét ciia thAn phu mét ngudi nao dé.

‘Soi Yousb,
Duding Vipavadi Rangsit,
Bangkok.

Sutnrep than mén,

Téi thuc su dau budn khi nghe tin séng nay v¥ cai ché&t djt
ngdt cia than phu anh. Téi biét & 6ng cu 6m, nhung téi khong
nghi ring bénh tinh ning dén nhu vay nén tin v@ cdi chét cia
cu dén nhu mét ci sdc, Trong nbi bubn cia anh, anh cd sy thong
cam chan thanh va tit ddy long cua t6i. T6i biét ring 13i cam
thong trong lic nay 1a thi qua yéu 6t, nhung toi vAn phai bao
dam voi anh sy thong cAm cia toi trong con dau budn cia anh.

Ban chin thanh cia anh,
Deja.
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157. To someone who has expressed sympathy with
another who has lost his father.

100, Raja Wong Road,
Bangkok.
Date:

Dear Deja,

Thank you for your kind and sympathetic letter. The sympathy
of true friends like you is a great comfort in times of sorrow; and
I am grateful to you for expressing it.

My father's death was a great shock to me. We were always
so much to each other; and it is hard to face the fact that T muist
live the rest of my life without him.

Happily, his end came very peacefully. He had no pain, and
passed away quietly in his sleep.

You will excuse me from writing more at present.

Your sincere friend,
Sutherep '
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167. Gdi mot ngudsi di bi€u 1§ sy théng cam vii ngudi
khéac vira mit bd.

100, Dudng Raja Wong,
Bangkok.
Ngay thang:............ooovie

Deja, thin mén,

Cam on ban vé bic thu dé thuong va diy théng cAm. Sy thong
cAm cia nhitng ngudi ban chan tinh nhu ban la nidm an 4i 16n
trong nhitng lic dau bubn, va tdi bigt on ban da bidu 16 sy thing
~ cam ddg.

Cha téi qua ddi da giy ch4n dong lon cho téi. Chiing tdi lubn
ludn gin bd véi nhau va that 13 ning nd khi d&i mat vai sy that
la t6i phai séng quang ddi con lai khong cd b,

" May thay, cha toi da ra di thanh than. Ong khong cd con dau
dén va d4 ra di yén tinh trong gidc ngu.

‘Ban sé tha 18i cho t6i vi da viét nhidu lic nay.

Ban chan thanh cta ban,
Sutherep
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158. On the death of someone’s mother.

28, Surasek Road,
Bangkok 10500,
Date:

Dear Hannah,

Words can hardly express my feeling of shock and sorrow at
‘the news of the sudden death of your dear mother. Her death at
80 early an age was most unexpected, and the only comfort that
we may have is that she had not suffered before she was no more.

You have my sincere and heartfelt sympathy in your sorrow,
and 1 pray that God may give you the strength and courage to
face the future, without her, with hope and confidence.

Your sincere friend,
Mabal
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158. Vé sy qua d¥i cda than miéu mdt nguéli nao dé.

28, Duding Surasek,
Bangkok 10500.

Hannah, than yéu,

That khd dién ta bAng 15i cAm gidc bj chin dong va dau budn
cha toi khi duge tin ngudi me than yéu cia ban mét ddt ngot.
Sy ra di cia ba lic con tré dén nhu vay, that 1a bit ngd, va nidm
an 4i duy nh&t ching ta cd thé co 1a ba da khong phai dau don
Iic ra di.

Xin gli t6i ban sy cam théng chan thanh va ty ddy long cua
t6i, trong con dau budn cda ban, va t6i chu xin Thugng d€ cho .
ban stéc manh va long can ddm dé d6i mat voi tuong lai, khong
cg ba, mot cach hi vong va tin tudng.

Ban chén thanh cua ban.
Mabal
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159. To someone who has written a letter of sympathy
upon the death of a friend’s mother.

Nishi Shinjeeku,
1-Chome,
Tokyo.

Dear Mabel,

I thank you for your letterof sympathy I received this morning.

Mother’s death was indeed most unexpected, for she looked
happy and had cocked our meal and done all the housework, just
a short while before she suddenly fell ill. Death came to her shortly
afterwards.

But she is noc more and we have to accept this fact. In this
hour of sorrow, your kind words are a great comfort to me, and
I thank you once again for your words of sympathy.

Yours sincerely,
Hannah
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159. Giii mot ngudi nho dé da viét thu td long théong
cim vé sy qua doi cia me mot ngudi ban

Nishi Shinieeku,
1-chome,
Tokyo.

Mabel than mén, i

Xin cAm on v& la thu théng cAm cia ban t6i nhan dude sing
nay. '

‘ Me tdi qua dsi that qua bat ngd, vi trong ba hanh phic, da

nfiu an cho ching tdi va lam tdt cA viéc nha via chi mot lGe
trudc khi ba dot ngot lan ra 6m. Va cdi chét dén voi ba ching
mdy chdc sau dd! _

Ba khéng con nifa va ching ta phai chdp nhan sy that do.
Trong. gid phit dau budn nay, nhitng dong chit dé thuong cua
ban 14 niém an ai Ién d6i vai téi, va tdi cAm on ban mét lan nita
v nhitng dong td bay sy théng cam dd.

Xin gti ban i chdo chan thanh,
Hannah
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160. To someone who has lost a big sum of money

29, Press trust Ave,
Sydney.

Dear Bernard,

I am distressed to hear the news of your unfortunateloss and
[ write to express my sincere sympathy. Knowing as [ do, I am
confident that you will fight your way out of this situation, and
that it is only a matter of time before you are on your feet again.

The courage and perseverance which enabled you to gain your
previous position will stand you in good stead just now. I am sure
that your friends will be of much assistance to you.

With sympathy and every. good wish,

Yours sincerely,
John



160. Giti mot ngudri da ddnh m&t mot moén tién 16n.

29, dai 16 Trat bao chi,
Sydney.

Bernard than mén,

Toi ldy lam dau bubdn khi nghe tin vé sy ddnh mdt tai hai cha
anh v& viét d€ bay t6 sy thong cAm chéan thanh cia téi. Nhu toi
biét, t4i tin chéc ridng anh s8 ddu tranh vuon lén thodt ra khai
tinh cinh nay va viéc anh lai ding vitng chi 1a mét vdn d& thai
gian.

Long can didm va tinh kién tri, da giip anh dat dugc vi tri
trudc day, sé giip anh ding vitng ngay hic nay . Téi tin chic
rang cdc ban anh sé giup 46 anh nhigu.

V6i long théng cam va tit ca 18i chic tdt dep,

Xin giti dén anh 18i chao chan thanh,
John
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161. Reply to someone who has expressed sympathy for
a friend who has lost a big sum of money.

191, Bates Road,
Perth W. Australia.

Dear John,

Thank you for your timely letter. It has heiped me to face up
{0 my position and has sustained me greatly.

I have already started on the slow, uphill battle to regain my
position. Though my pride is hurt, it is certainly not mortally
wounded,

With gratitude,

Yours ever,
Bernard
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_161. Tra I ngudi di bay to sy thong cam déi véi mot
ngudi ban di dinh méit mdt sé tieén lon,

191, Duting Bates,
Perth W. Australia.
Ngay thang ...

John than mén,

Cam on ban v& biic thu kip thii cia ban. N6 da gidp toi duang
dAu v6i hoan canh va da nang dd téi rat nhidu,

T6i ciing da bit diu cude chién d&u cham chap, d6c ding dé
chiém lai vi tri ctia minh. Mac di long kigu hanh cia t8i bi t8n
thuong, nhung ehic chic né khong bi t& thuong.

Véi long biét on,

Mai mai ctia ban,
Bernard

341



162. To someone who has lost his job.

1219, Yonoukuchi,
Seoul 8. Korea.
Date:

Dear Kiority,

I am deeply sorry to hear the sad news about your having to
leave Eastern Enterprises. I know that this was totally unexpected,
as it was only last week that you were discussing your plans with
the manager of the company.

I can imagine just how you feel, but I know you have enough
confidence in your ability to meet the situation with courage and
resourcefulness.

If, however, you feel that a good listener would be helpful at
this moment, I am prepared to play that role. You know I shall
be only too glad to help you in any way I can.

Yours ever
Satake
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162. Gifi mot ngudi bi mét viéc

1219, Yonoukuchi,
Seoul 8. Koreca.

Kiority than mén,

Téi budn sau sic khi nghe tin ban phai rii hing Phuong Dong.
Téi biét rang do la didu hoan toan b&t ngd vi méi tuan trude day
ban dang thao luan k& hoach véi giam doc cong ty.

Tdi c6 th& hinh dung ban da cAm nhén nhu th& nao, nhung
toi bist ban c6 diy di 1ong tin vao tii nang céa minh d& duang
dau vdi hoan cAnh mot cach can dam va thdo vag.

Tuy nhién, néu ban cam thdy mot ngudi l4ng nghe t6t bung
& 1a cd ich cho ban trong lic nay, téi sin sang dong vai ngudi
d6. Ban bist 1a t6i chi ¢d thé la qua sung suéng duge gidp ban
biing bit cit cach nao.

Maii méi la caa ban,
Satake

343



164. Reply to someone who has expreseed his sympathy
for his friend who has lost his job.

2914, Sotokanda,
Seoul S. Korea.
Date:

Dear Satake,

I received your encouraging letter this morning. It was just
what I needed at this depressing moment, Thank you very much
for being so thoughtful.

I am at the moment too confused to make any firm plans for
the future. I need some time to regain my self-confidence, for, as
you know, my departure from Eastern Enterprises was a complete
surprise.

I would certainly benefit greatly by having you to talk to.
Would you come round on Sunday for a chat? I should welcome
your valuable advice.

Yours ever,
Kiority
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163. Tra 1&i mot ngudi d& bi€u 10 long thong cim cia
minh déi véi nguti ban mét viéc.

2194, Sotokanda,
Seoul S.Korea.
Ngay thang: ...

Satake than mén,

T6i nhan dudc l1a thu khuyén gidi cda ban sdng nay. Dd ding
12 cdi tdi cAn trong hic thdt vong nay. CAm on ban rét nhidu vé
su chu ddo dd.

Hién nay tdi dang con qua bdi r6i d€ cd k€ hoach ving chic
cho tuong lai. T6i cAn cd moét it thoi gian d€ ldy lai long ty tin,
vi nhir ban bigt, viéc toi tit bé hang Phuong Déng 1a mdt sy bit
ngtt hoAn toan.

ChAc chdn sé6 rit bs ich cho tai ]1a 6 ban d€ chuyén tro. Ban
cd vui long dén vao chi nhat d€ ta chuyén ghu véi nhau khong?
Téi s8 hoan nghénh 15i khuyén diy gid tri cia ban.

Mai mai cia ban,
Kiority
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REQUESTS

1

164. To a friend for a loan of money.

42, Prciparwit building,
Ddakarta.

Dear John,

I have an urgent need of some money.. Couid "you lend me two
hundred doilars: I'll retusn it by the end of this month.

Yours sincerely.
Allan

346



DE NGH]
164. G&i ban dé mugn tién

42, Cu x4 Preiparwit,
DJakarta.

John than mén,

T6i cAn khdn c&p mot sd tién. Ban 6 thé cho tdi muon hai
tram d6 la khong? T6i s& hoan lai vao cubi thang nay.

Xin gii ban 18i chéo chan thanh,
Allan
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165. Favourable reply to someone who has asked for a.
loan of money.

197/1 Silom Road,
DJakarta.
Date:

Dear Allan,
Your letter asking me for 2 loan of money has just arrived.

I can certainly lend you the money you need so urgently. Please
come and collect it any time you wish.

Yours sincerely,
John
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185. Tra loi thudn lgi cho m$t ngudi hoi mum tién
197/1 Duding Silom,

DJakarta,
Ngay thdng:....

Allan than mén,

Thy ciia ban hdi mudn tbi tién vita dén.

Chée chéc 1a t6i cd thé cho ban mugn s8 tidn ma ban cin
khdn cip dén nhu viy. Hay dén nhan lae nao ban muén.

Chan thanh cta ban,
John
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166. Unfavourable reply to someone who has asked for
2 loan of money.

8th Floor, Boon Mitry Apt.
DdJakarta.

Dear Allan,

I have just received your letter asking for a loan of money.

I am, however, very sorry to say that I am not, at the moment,
in a position to accede to your request, as I have spent all the
money [ had to buy a car.

" You must, therefore, excuse my inability to help you this time.
As you will remember, I did help you on several occasions in the
past.

Yours sincerely,
dJohn.
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166. Tra loi khéong thuén 1gi cho mét ngudth héi mugn
tién

Tang 8, Cu xa Boon Mitry,
DJakarta.
Ngay thang:...................

Allan than mén,

Tai vita nhan duge thy ban hdi mugn mot sd tien. Tuy nhién,
toi rdt budn ma ndi rang lic nay t6i khong cd khé nang dé thda
man yéu ciu ciéa ban vi t6i da dung t4t ca s6 tidn t0i co d€ mua
mdt chiée 6 to.

Vi vay, ban phai tha thi cho sy bét luc cla t6i trong viée gidp
dd ban [An nay. Nhu ban sé nho ra, t6i da gidp ban nhigu l&n
trong qua khu. '

Chan thanh cda ban,
John
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167. Another negative reply to someone who has asked
for a loan of money.

19. Soisainorong Road,
Bangkok.

Dear Vugsorn,

Your letter asking for a loan of money has just reached me.

I regret, however, to say that I cannot oblige you anymore
with financial assistance. T am sure you remember the number
of times 1 have lent you money to save you from all sorts of
troubles; but you have never cared to keep any of your promises
to return the loans.

So far, I have never spoken to you about the money you owe
me, which you know amounts to a substantial sum., With what
face do you ask for further assistance? You don’t seem to have
even a spark of self-respect. I certainly do not trust you any more,
and | wish you knew how much it hurts me to say so.

Please look for someone else who can give you the loan you
need so badly.

Yours sincerely,

Amporn
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167. Mot 1 tir chdi khdc déi voi mot ngudi héi mugn
tién.

19, Duang Soisainorong,
Bangkok.
Ngay thang:............ee

Vugsorn than mén,

Thu héi muon tidn ctia anh vita méi dén véi toi.

Tuy nhién, toi 18y lam ti€c ndi vdi anh rdng t6i khong thé
gitip anh gi hon v& tai chinh. Chéc anh cdn nhd da bao nhiéu lan
t6i cho anh mugn tign d€ cdu anh thodt khéi moi sy rac rdi.
Nhu ; anh khéng bao gidy gilt 161 hifa trd lai tién di muogn.

Lau nay toi khéng bao gid ndi vdi anh vé 6 tién anh no tdi,
ma anh biét téng s6 1én tdi m6t khoan kha to. V&i mat mui nao
anh con héi muon toi nita? Hinh nhu anh khong con mét ti xiu
~ tu trong nao. Chéc chan tdi khong con tin anh nita, va toi mong
anh hi€u t6i phai dau dén biét bao nhiéu khi ndi ra digu do.

Hay vui long tim mét ngudi nao khac cd thé cho anh mugn
s6 tién anh can khdn cip dén nhu vay.

Xin gii anh 15i chao chan thanh,
Amporn

BT 353



168. Requesting a doctor to see a sick person.

Kingstreet,
B.S. Bagawan,
Brunei.

Dear Dr. Mohamed,

I should be'so much pleased if you would call as early as you _can
this week to see my mother who is ill. She has high temperature
and is unable to swallow anything, including liquids, I am very
worried about her. Please come as early as possible, as my mother
will have a bad night otherwise.

Yours sincerely,
(Mrs} Moosa



168. Mdai mot bdc sy khdm cho ngudi 6m

Kingstreet,
B.S. Bagawan,
Brunei.

Thua bac si Mohamed,

Tsi sé it vui mitng néu ong ghé, cang sém cang tot trong
tulin nay, kham cho me t6i dang 8m. Ba st cao va khoéng thé
nudt mot ti gl, k€ ca chat 1ong. Téi rdt lo léng cho me toi. Xin
éng dén cang som cang tdt vi néu khong me t0i s& trai qua mot
dém mét ngl.

Xin gui ong 10i chao chan thanh,
(Ba) Moosa
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163. To a neighbour requesting him for some peace
and gqwiet for the sake of a sick person.

61. JIn. Eunos
S’pore.
Date:

ki

Dear Mr. Mustafa,

[t is against my better judgement that I am writing to you on
a rather unpleasnt matter.

You are perhaps unaware that my mother has been ill for some
time and that doctors have recommended complete rest as a
means of quick recovery from her iliness.

I have therefore advised all the members of my family to be
as quiet as possible. I now feel impelled to appeal to you to ask
vour family to be less noisy for a few days, so that my mother
iy have the peace and quiet she needs so badly.

I am sure you wil not take offence to what I have said with
the utmost reluctance, and accede to my request.

Yours truly,
M .Nandy
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169. Gui ngudi lang gieng yéu cau mét it trat tu va
yén tinh vi lgi ich ciia mét ngudi om.

61 Jin. Eunos,
S’pore.

Thua éng Mustafa thin mén,

To6i khong tim duge cach xi tri nao tét hon nén budc long
phai viét cho 6ng v& mot vdn dé khong mdy dé chiu.

C6 16 ong khong bist ring me tdi bi dm thii gian gan day va
cac bac si da khuyén ba nghi ngoi hoan toan, coi do 1a bién phap
dé nhanh chdng khéi bénh.

Vi vay, toi da khuyén nhitng ngudi trong gia dinh tdi cing yén
tinh cang t6t. Bay git t6i cAm thdy bat budc phai kéu goi ong,
d2 nghi gia dinh 6ng bat on ao trong mdy ngay, d&€ me tdi ¢
dudc su trat ty va yén tinh ma ba can mot c:ic_h khan thiét.

To6i chéc rang dng sé khong méch long vé digu t6i da ndi ra
mot cach hét sic mién cuong va chdp nhan dé nghi cla toi.

Xin gui dong 13i chao chin that,
M. Nandy
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170. Reply to a neighbour who has requested peace
and quiet for the sake of someone who is very ill.

58, JIn. Eunos,
S’pore.
Date:

Dear Mr. M. Nandy,

Thank you for your letter which I have just received. [ am so
sorry to learn about your mother’s illness, and I pray that she
may recover soom.

Indeed, I shall see to it that your mother gets the rest she
needs. Everyone in my family is sorry to know of her condition,
and I can assure you that they will not cause any noise that may
disturb your mother’s rest in any way.

I am giad that you have drawn my attention to the matter,
and do not hesitate to ask for any help that you may need.

Yours truly,
Mustafa
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170. Tra 16i ngudi ldng gieng dd yéu clu trat t va yén
tinh vi 1gi ich cta mét nguthi dang 6m néing

58. JIn Eunos,
S’pore.
Ngay thang:...

Ong M.Nandy than mén,

Cam on éng vB bic thu téi méi nhan. Téi rit budn biét tin
me 6ng bj 6m va t4i cAu nguyén cho ba chong khoi bénh.
_ Chéc chéc 1a toi s& lo lidgu d& me ong cd duge sy nghi ngoi ba
can. Moi ngudi trong gia dinh t6i déu bubn khi biét bénh tinh
ctia ba va toi cd thé bao dam véi 6ng ring ho sé khong gay ra
mét tidng dong nao kha di quiy ray su nghi ngoi cta ba.
Tai ming la ong da luu ¥ téi d&n vén d8 nay, va xin 6ng ditng
ngan ngai yéu ciu tdi bt e sy giip d¥ nao ma éng théy can.

Xin giri 6ng 16 chao chan that,
Mustafa
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172. To a manager of a firm requesting an advance on
an employee’s salary.

1, Frieght Road,
Auckland.

Dear Sir,
Owing to an unforeseen event, | need some money very urgently.

I should therefore esteem it great favour if you would let me
have an advance of $200 on my salary today.

Yours faithfully,
Henry Jones
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171. Gii giam déc mot cong ty yéu cau ung trude
Itong cho mét nhan vién

1, Dudng Frieght,
Auckland.
Ngay thang:.......cc

Thua ong.

Do mot sy ¢6 khong dy kién trude, toi can cip bach mot it
tign.

Vi vay, toi sé coi la mét an hué 16n néu ong vui lang dng trude
cho téi 200 dé la vao luong trong hom nay caa toi.

Xin giti 6ng 181 chao trung thanh,
Henry Jones
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172. Favourable reply from a manager of a firie to an
employee who has asked for advance on his salary.

Polychem Co. Ltd.
Port Ave,
Auckland.
Date:...............

Dear Mr. Henry Jones,
With reference to your letter asking for an advance of $200

on yoursalary, I am pleased to inform you that your request has
been granted. Please see our financial clerk as S00N as you can.

Yours truly,
Sidney Caine
{Manager)
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172. Ctia mot gidm déc cong ty tra 19i thuén lgi cho
mot nhén vién xin dng trudc luong.

Céng ty tnhh Polychem,
Dai 16 Cang,

Auckland.

Ngay thang:.......i

Ong Henry Jones than mén,
Tra 16i bic thu cta éng xin dng trudc 200 dd la vao luong,

téi vui ming bao 6ng biét d& nghi cia éng di dugde chidp thuén.
Xin hay gap thu ki k& toan cda ching ta som nhét cc thé dugc.

Xin gii 6ng 18i chao chan that,
Sidney Caine
(Giam déc)
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173. Negative reply from a manager of firm to an
employee who has asked for an advance his salary.

Polychem Co. Ltd.
Port Ave,
Auckland.
Date: ... ...

Dear Mr. Henry Jones,

Reference your letter asking for an advance of $200 on your
salary, I regret to inform j;ou that I am not in a position to accede
to your request this time, as our records show that you have been
granted such requests more often than not. We would certainly
be creating a bad precedent if we continue to ablige you with such
assitance.

Yours faithfully,
Sidney Caine
(Manager)
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173 Cha mét gidm ddc cong ty tra 15i khong thufn lgi
cho mot nhén vién xin fing trudc luong

Cong ty tnhh Polychem,
Dai 16 Cang,

Auckland.

Ngay thang:..........oooe

Ong Henry Jones than mén,

Tra Ii bic thu cha ong xin Ung trudgec 200 4o la vao luong,
toi 13y lam tiéc bao éng biét rang t6i khong cd kha nang chdp
nhan d2 nghi ctia éng hic nay vi s8 sach cia ching toi ching to
rang nhitng dé nghi nhu vay cia éng thudng duge chdp thuan
nhizu hon la khéng duge chdp thuin. Chac chan ching tai sé tao
ra mét tién 1é x&u néu ching t4i ti€p tuc giup ong nhiing khoan
nhu vay.

Xin gt 6ng 1oi chao trung thanh,
Sidney Caine
(Giam déc)
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174. Another negative reply from a manager of firm to
an employee who has asked for an advance on his

salary.

Polychem Co. Ltd.
Port Ave,
Auckland.
Date:.....oococoverene...

Dear Mr. Henry Jones,

Reference your request for an advance on your salary, I regret
having to state that it is not the policy of this firm to accede to
such request.

I am therefore not in position to be of assistance to you in the
matter. '

Yours faithfully,
Sidney Caine
(Manager)
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174. Mot tra loi khong thuin lgi khic cia mét giam
déc cong ty cho mét nhan vién xin dng trudc luong.

Céng ty tnhh Polychem,
Dai 16 Cang,

Auckland.

Ngay théng:.........cooir

Ong Henry Joner thin mén,

Tra 15i d& nghi ing trudc luong cia ong, toi 1€y lam ti&e phai
ndi r3 ring chip thusn nhitng d& nghi nhu thé khéng phai la
chinh sdch cla cong ty nay.

Vi vay toi khong cd didu kién gitp do Ong trong vdn d& nay.

Xin giti ng 181 chao trung thanh,
Sidney Caine
(Giam ddc)
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APOLOGIES, REGRETS AND DISAPPOINTMENTS

175. To someone expressing regret for your inability to
return the money he lent you.

8, Dwsitani Road,
Bangkok.

Dear Thonrasian,

At the risk of incurring your displeasure, I write to tell you
that T won't be able to return the loan of money you so kindly
made to me, on the date I agreed to repay. The reason is that [
had to buy a new battery yesterday for my car costing $250. As
you know how much I need a car to carry out my duties, [ was
compelled to spend such a sum of monéy when I found that the
old battery could no longer be used.

You may be disappointed but I have told you the truth and [
know [ could impose upon your good nature to give me a little
more time. In any case, will it incommaode you if I don't pay what
I owe you until the end of next moenth?

Yours sincetely,
Puveseth
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XIN LOL HOI TIEC, VA THAT VONG

175. Gui mot ngudi bay to su héi tiéc vi khong cé kha
niing hoan lai sd tién d4 mugn

8, Duong Dusitani,
Bangkok.

Thonrasian than mén, ’

Vdi nguy co hing chiu sy tic gidn cia ban, toi viet d€ ndi vai
ban ring to6i khong cd kha nang hoan lai s6 tién ma ban da tét
bung cho mugn, vao thdi han t6i da théa thuan. Ly do la toi da
mua mét bd 4c quy cho chiéc 6 to cua toi, tri gid 250 do la. Nhu
ban biét, t6i cn 6 to bigt bao nhidu dé thyc hién nhiém vu cua
minh. Vi vay, bt budc toi phai tiéu s§ tidn dd khi phdt hién thdy
ac quy ci khéng con diung duge nifa.

Ban co thé that vong, nhung t6i di ndi voi ban sy that va toi
biét cd th€ lam dung long t6t cta ban xin ban thém mét it thai
gian nita. Trong bat cd trudng hop nao, s& 12 trd ngai cho ban
néu t6i khong trda ban s8 tign téi ng trude cubi thdng nay, phai
khéng?

Gi ban 181 chao chan thanh,
Puveseth _
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176. Favourable reply to someone who cannot return
the money he borrowed.

47, Raja Ampong Road,
B.S. Bagawan.
Date:.....c..oovvveriveninn, .

Dear Omar,
Thank you for your letter explaining why you can’t return the
money I lent you, on the date agreed. There is no question of

disappointment on my part. It will certainly not incommeode me
if you can’t pay me what you owe until the end of next menth.

Yours sincerely,
Osman
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176. Tra lui thuan lgi cho mot ngudi khong thé hoan
lai sd tién anh ta muon

47, Pudng Raja Ampong,
B.S. Bagawan.
Ngay thang: ...

Omar thin mén,

Cam dn ban veé la thu giai thich tai sao ban khang hoan lai
dudc s tién ban mugn vao thoi han da théa thuan. Khong co
vin dé th4t vong nao ca vé phia t6i. Chéac chén sé khong cd gi
bat tién cho tdi néu ban khong thé tra sé tién ban ng cho dén
cudi thang sau. '

Xin giti ban 13 chao chan that
Osman
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'177. Unfavourable reply to someone who cannot return
the money he borrowed on the agreed date.

47. Raja Ampong Road,
B.S. Bagawan.

Dera OUmar,

I am certainly very displeased and disappointed to know that
you won’t be able to return my money on the date you promised.

When you came to me for the loan, I told you about my own
problems; but you were sure that you could return the money in
time. I was therefore prepared to delay a few of my payments
and commitments.

To tell you frankly, I knew}hat you would find some excuses
to postpone your payment, but common decency, which you seem
to lack, prevented me from expressing my thoughts to you.

I now leave it to you to decide when you will return the loan.

Yours sincerely,
Osman
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177. Tra loi khong thuéan lgi cho mot ngudi khéng thé
hoan lai 86 tién anh ta mugn vao thoi han thoa
thuin.

47, Dudng Raja Ampong,
B.S. Bagawan.

Omar than mén,

T6i qua that rdt b4t binh va thit vong duoc biét ring ban
khong ¢d kha ning hoan lai s6 tién vao ngay thang ban di hua.

Khi ban d3n muon tién, tdi dd ndi v6i ban vé nhitng khd khan
cia ban than téi, nhung ban cam doan ¢¢ thé hoan lai s6 tién
ding han. Vi vay, toi di sdn sang xin hoan mdt 6 ng phai trd
va mot sd cam két. .

D€ ndi vdi ban mot cach thang thin, ngay lic do toi da bist
ban sé& tim ra m#$t s6 li do d& tri hodn viée trd ng; nhung phép
lich sy thong thudng - ma hinh nhu ban thisu, can trd téi boc 16
¥ nghi cda toi vi ban.

Bay gig, toi dé cho ban ty minh quyét dinh xem khi ndo ban
56 hoan cho téi s6 ti&n ban ng.

Xin gui ban 13i chao chan thanh,
Osman
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178. Apology for offending someone at a party in his
house, '

7, Farmers Park,
Tasmania.

Dear Mr. G.H. Edward,

I write to apologise to yvou for being responsible for the small
incident that occured at your house the other day.

I now appreciate how much restraint you exercised to prevent
the incident from developing into a heated issue. I can also imagine
the embarrassiment that you felt in the presence of so many
distinguished guests as a result of my thoughtless conduct and
speech.

I am indeed extremely sorry for what happened on that day,
and I assure you that I will never commit such an indiscretion
again.

Yours truly,
R.S. Hall
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178. Xin 16i vé sy xtic pham m{t ngudi nao do tai cudc
lién hoan @ nha nguai dy.

7, Farmers Park,
Tasmania.
N Ngay thang:.........coeeeeen,

Thua 6ng G.H. Edward than mén,

Tai viét d&€ xin 161 6ng vi da chiu trach nhiém vé su cd nhd
xdy ra tai nha dng hém no.

Ray gio toi ddanh gid cao sy tu kiém ché ma ong da thé hién
bi&t bao nhiéu dé ngan can sy cd khoi phat trién thanh mot sy
tranh cai gian d. Tdi cling o6 thé hinh dung sy bdi ri, ma ong
cdm thdy trudc mat rit nhidu nhitng thuc khach dac biét, vi
nhitng el chi va 1&i ndi thidu suy nghi caa t6i.

Téi qua thuc hdi tigc vB sy viéc d& xay ra ngiy hém d6, va
bao dam vdi dng sé khong bao git pham su hd hénh nhu viy mot
lan nita.

Xin gii 6ng loi chao chan thanh,
G.H. Hall
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179. Favourable reply to someone who has written a
letter of apology.

16-4, Owners Court
Tasmania.

¥

Dear Mr. R.S. Hall,

Thank you for your letter which I have just received.

Since you have considered the matter in question fairly and
in its proper perspective, I accept your apology in all sincerity.
Such incidents, | am aware, are a concomitant of social life,

I am confident that the incident will not in any way affect the
high regard that we have had for each other for so long.

Yours sincerely,
G.H. Edward
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179. Tra loi thuan lgi cho mot ngudi da viét mét 1a thu
xin 16i

16-4, Owners Coyrt,
Tasmania.

Ong R.S. Hall than mén,

Cam 'on éng vé ld thu ma téi vita nhan duge.

Bdi vi dng dd xem xét vAn dé dang duge dat ra mot cach thang
than va trong vién canh thich ding cia nd, téi nhan su xin 16i
cia 6ng vdi tdt ca long chan thanh. Nhitng su c¢6 nhu vay, toi
biét, la cai dong phai cia ddi sdng xa héi.

Téi tin rang su e8 dd sé khong thé nao Anh hudng dén su tén
trong ma da ti lau ching ta cd d8i v6i nhau.

Xin gui ong 1¥i chao chan thanh,
G.H. Edward
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180. Unfavourable reply to someone who has written a
letter of aplogy.

16-4, Owners Court,
Tasmania.
Dater........cooere

Dear Mr. R.S. Hall,

1 have just received your letter of apology. Thank you very
much for considering the matter, though not in its proper
perspective,

I must, however, say with all the vehemence at my command
that I cannot accept your apology, as the damage that you have
done to my prestige is irreparable.

The gravity of the matter cannot be reduced by describing the
incident as small, for it was certainly not a small incident, from
a gentleman’s point of view.

Please do not feel offended if I fail to extend any further .
invitations to you. '

Yours truly,
G.H. Edward
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180. Tra loi khong thuin lgi cho mit ngudi da viét mot
la thu xin 163

16-4, Owners Court,
Tasmania.
Ngay thang.......cccooo,

Ong R.S. Hall than mén,

T6i vita nhan duge thu xin 16i cia 6ng. Cam on éng nhiéu vé
su xem xét van dé, mac dau khong trong mot vién.canh thich
diang.

Tuy nhién, t6i phai ndi vdi tdt ca s kich liét trong su kigm
ché cla téi, rang t6i khong thé chdp nhdn sy xin 16i cia 6ng, vi
tén thdt ma 6ng da gay ra cho uy tin cia toi la khong thé bu
dap duge.

Su nghiém trong clia vdn dé khéng thé bi thu hep lai bing
cach mé ta sy cé 1a nhod, vi day chiac chan khong phai 1a sy c6
nho dudi con mét nhing ngudi van minh.

Xin diing ¢Am thdy bi xtic pham né&u t6i khdng con gui gidy
mdi nao nua cho dng sau nay.

Xin gii dng 18i chao chan thit,
G.H. Edward
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181. Apology to someone who was suspected of stealing

a purse.
41, Bhankai Road,
Manila.
Date:....................
Dear Lopeg,

I am extremely sorry for the harsh remarks I made against
you to some of your friends. [t was indeed an act of great injustice
on my part to have accused you of stealing my purse.

Though the circumstances in which my purse was missing gave
rise to the suspicion that only you and nobudy else could have
removed the purse from my drawer, yet I should not have spoken
against you without being absolutely sure. In fact, the purse lay
hidden ail the while under some papers in the same drawer.

I am really ashamed of having been so mean towards you and
I apologise to you in all sincerity for the injustice that I have done
to you. Please find it in your heart to accept my apology.

Yours sincerely,
Amino
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181. Xin 16i mét ngudi bj nghi ldy cap vi

41, Duing Shankai,
Manila.
Ngay thang: ..o

Lopeg than mén,

Téi hét site budn vé nhing nhan xét cay nghiét cia t6i chéng
lai anh vdi mét s6 ban bé cia anh. D6 qua 13 mdt hanh vi bat
cong lon v& phia téi, da budc tdi anh 14y cép vi clia t6i.

M4c diu hoan cdnh trong dd chiéc vi cla téi bién mit da gay
nén sy nghi ngd ring chi ¢6 anh chd khang ai khac c6 thé ldy
di cdi vi khoi ngan kéo ciia t3i, tuy nhién t6i khong nén budc toi
anh néu khoéng biét 1a tuyét déi chic chén. Thuc ra cdi vl ndm
khufit suft cA thdi gian dudi cic gifly t& cing trong cdi ngan kéo
dd!

T&i thue sy x4u hd d& qua hén ha d&i véi anh va té6i chan
thanh xin 16i anh vé néi bdt cong t6i da gay ra cho anh. Xin anh
tu thdy minh phai nhén 1&i xin 15i clia téi.

Xin gui anh 19i chao chén thanh,
Amino
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182. Reply to someone who has apologised for wrongly
accusing a friend of stealing his purse,

420, Midorien Street,
Manila.
Date: v

Dear Amino,

Thank you for your letter of apology; but the damage that you
have done to my reputation is irreparable. No one is now going
to believe that I am innocent of the accusation you have made.
Imagine someone, whom 1 regard as a good friend, calling me a
thief. Am I so poor that I should resort to theft to earn money?
No, Eddie, I cannot find it in my heart to accept your apology so
easily; but I can assure you that I will not sue you for defamation.

I have learnt a good lesson from your conduct and shall now
be more discreet about visiting the homes of friends and relatives.

Yours sincerely,
Lopey
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182. Tra loi mét ngudi da xin 16i vi bude tHi sai mot
ngudri ban la da ldy cap vi

420, Phé Midorien,
Manila.
Ngay thang: ...,

Amino than mén,

Cam on anh v& bic thu xin 181, nhung tén th4t anh da gay
ra cho uy tin cia toi khéng thé nao bu dép duge. Bay giv khong
mot ai tin 1a téi v6 toi doi voi sy 1én an cia anh. Hay tudng
tugng mét ngudi nac dd, ma tai coi la ban t6t, goi t6i 14 thing
an tréom. Toi c6 qua ngheo khong, dé nhd vao sy trém cép ma
kiém tign? Khong, Eddie, toi khong thé ty bat minh nhan 14i xin
16i cia anh qua dé dang nhu v4y, nhung toi cd thé bao ddm vai
anh rang to6i khong kién anh v& t6i da thda ma tai.

Téi hoc duge mot bai hee t8t tir cach cu xit ciia anh va tit nay
sé dé dat hon trong viéc di tham nha ban bé va ngudi than.

Xin giti anh l3i chao chan thanh,
Lopey
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APPRECCIATION, SATISFACTION AND GRATITUDE

183. To someone who has helped to find a job.

455, Kokagawa Ichi,
Kyusu-Japan.
. Date:...ooovoeieiieen,
Dear Mr. Nishi,

You will be delighted to know that my application for an
appointment as a clerk in the South-Asia Bank has been successful.
I am to report for work on the 1 st of October.

The manager of the bank spoke of his long acquaintance with
you and all that you told him about my qualifications and abilities.

1 am convinced that it is your recommendation that enabled
me to secure the appointment, and I take this opportunity to
express my appreciation to you for all that you have done for me.

I would also like to assure you that I will do my best to give

satisfaction to my employers and never to fall short of your
expectations.

Yours sincerely,
Matsu



CAM KICH, HA1 LONG VA BIET ON

183. Giti mot ngudi da giap kiém duge viéc lam

455, Kokagawa Echi,
Kyuau - Japan.
Ngay thiang: ......cccoeoen.

Thua 6ng Nishi than mén,

Ong & sung sudng duge biét don cta toi xin b§ nhiém lam
thu ki & ngan hang Nam A di duge chdp thuan. Téi s& dén nhan
viéc vao npiy 1 thang Mudi. '

Ong giam déc ngan hang da ndi v& sy quen biét lau ngay gita
Ong va 6ng dy va vé tat cd nhing gl 6ng da ndi vé cac kha nang
va nang luc cia toi. ’

T6i tin chic rang chinh la sy gii gim clia 6ng da tao didu
kién cho t6i dat duge su b3 nhiém, va nhan dip nay t6i xin bay
td sy cam kich cta téi v& nhitng gi éng da lam cho téi.

Toi ciing mudn bao ddm vdi 6ng ring téi sé lam hét minh dé
tao sy hai long cho cac 6ng chi cla téi va khong bao gis khéng
duge nhu y 6ng mong dai.

Xin giti ong 151 chao chan thanh,
Matsu
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i184. To an employer who has given a raise in
someone's salary.

Moonraker Road,
Stanley Town,
New Zealand.

Dear Mr. Cambell,

It is with sincere gratitude that I acknowledge receipt of your
letier informing me about your decision to raise my salary to
$1000 and to grant me $3,000 as arrears of salary with immediate
effect.

1 take this opportunity to reassure you that I will continue to
serve you with loyalty and devotion.

Yours faithfully,
F.A. Wellington
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184. Giti 6ng chi da ting luong cho mot nguoi nao do.

Buéng Moonraker,

Thanh phd Stanley,

New Zealand.

Ngay thang:......c.ccoooveenn

Thua éng Cambell thin mén,

Véi long biét on chan thanh to6i xin bao da nhan duge thu ong
cho biét quyét dinh cia dng tang luong cha téi ién 1000 d6 la va
cdp cho toi mdt khodn 5000 dé la tién luong chua tra, vai hiéu
luc ngay tie khic.

Téi xin shan dip nay bado dAm mo6t 1&n nita véi 6ng rdng t6i
sé& tiép tuc phuc vu ong vdi tdt ca long trung thanh va sy tdn
tam.

Xin gui éng i chao trung thanh,
F.A. Wellington
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185. To a doctor who has saved someone’s son from
de

Jet Lang Road,
Southampton,
Australia.

Dear Dr. Bennet,

As my son will be discharged tomorrow, I wish to express my
appreciation and gratitude to you and to all the members of your
staff for saving the life of my son who was admitted to your
hospital in a critical condition a few days ago.

The survival of my son cannot be attributed to divine
intervention alone but also to your medical knowledge and skill
and to your professional dedication which goes far beyond the call
of duty. '

A doctor of your calibre is an asset to any hospital and
community, and I pray that God may grant you a long life, so
that you may bring cheer and happiness to the lives of many more
of the sick and the wounded.

Yours faithfully,
Ivan
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185. Gui mot bdc si da citu sdng con mét ngudi nao dé.

Duong Jet Lang,
Southampton,
Australia.

Thua bac si Bennet than mén,

Vi ngay mai con tdi sé ra vién, t6i mudn bay td sy cam kich
va'long biét on d6i véi ong va tdt cA cdc nhan vién thude bién
ch& cua dng da ciu séng con toi, mdy ngdy trude day da dude
nhén vao bénh vién cia 6ng trong mot tinh trang nguy kich,

Sy séng con cia con t6i khong thé chi do su can thiép cua
Thugng d& ma thai, ma con do tri thie va ki nang y hoc ciia 6ng,
su cong hién ngh#é nghiép cia ong - da di xa hon tiéng goi cta
bdn phan.

Mot bac si tAm cd nhu éng la vén qiy cia moi bénh vién va
cong dong, va tdi cAu nguyén Thuong d€ cho ong sdng lau, dé
ong mang lai niém vui va hanh phic cho cube doi nhitng ngudi
ém dau va thuong tat.

Xin gii émg 13i chao trung thanh,
Ivan
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186. From a student to his teacher.

1741, Harver Coastes Road,
New South Wales,
Australia.

Datei ..o

Dear Miss Hayward,

As I am about to leave school, I wish to express my appreciation
to you for the kindness that you have always shown towards me
and for the excellent methods of your teaching from which I have
benefitted so much.

I am sure I voice the opinion of all your students when I say
that a teacher of your calibre is not easy to come by. Your kindness
towards all your students and your unique methods of explaining
the most difficult questions and problems in the subjects you teach
will always be remembered by us. You make learning a real
pleasure

To me, you have been one of the most important persons in
my life. Most of what I have achieved today in my studies is the
result of the inspiration and advice that I have always received
from you.

I have always been proud of you, and the high regard that 1
have for you will never diminish. May God give you a very long
life s0 that more and more students may benefit from your
excellent work.

Your grateful student.
Dick Harvey
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186. Ctia mdt sinh vién gui thiy gido minh.

1741, Dutng cdc ba bién Harver,
New Scuth Wales,
Australia.

Thua c6 Hayward than mén,

Vi em sip tU gia trudng, em mudn bay té long cam kich cia
em d3i vdi cd, vi sy an can ¢d da danh cho em va vi nhing phuong
phip tuyét vdi trong gidng day, ma em da duge hudng lgi rét
nhidu.

Em tin chdc ring em ndi lén dy luan cia tédt ca cdc sinh vién
clia cd khi em ndi rang mot nha gido tAm cd nhu cb khong dé gi
kiém duge. Long tét cua c6 doi voi tdt cd cde sinh vién va phuong
bhép doe ddo ciua 6 giang gidi nhirng vdan dé khd nhat trong dé
tai c6 day sé mai mai duge ching em ghi nhd. Co lam cho vige
hoc thanh mét tha vui thuc su.

Déi voi em, cd 14 mot trong nhitng nhan vat quan trong trong
d&i em. Phiin 1dn nhitng gi em d4 hoan thanh hém nay trong hoc
tap la két qua cta sy khich 18 va khuyén baoc ma em nhan duce
tir ¢o.

Em vAn luén luén tu hao vé co6 va long ton kinh cia em d6i
vdi c6 58 khong bao gis giAm bdt. Cau mong Thugng dé€ cho cd
song that lau d€ nhidu, ngay cang nhidu sinh vién ddoc hudng
su lao dong tuyét voi cla cé.

Nguti sinh vién chiu on co,
Dick Harvey
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187. To a police officer for his prompt action in
preventing a crime.

18, Calmen Road,
Luzon-Philipines,
Dates.ooee o

Dear Inspector Thonton,

This is to express my appreciation to you for saving my son
from would-be kidnappers by your prompt action, in response to
my call for help.

The courage and sense of duty that you have displayed are
indeed highly commendable.

Yours truly,
(Mrs) E.D. Lewis
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187. Gui mét si quan canh sét vi dd hanh dong nhanh
chong ngan ngia tdi pham

18, Duding Calmen,
Luzon-Philipines.
Ngay thangi.....cocoooiins

Thanh tra Thonton than mén,

Xin bay to long cAm kich cla toi déi voi éng vi da cdu con
trai toi thoat khéi tay bon kha nghi la bon bat cde, bang hanh
dong nhanh chdng cta ong dap lai 181 kéu ciu cia toi.

Long ding cam va y thic nghia vu ma ong da thé hién qua
12 ddng ca ngui.

Xin gii ong 101 chao chan that,
(Ba) E.D. Lewis
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188. To a lawyer for conducting a case skilfully.

796 Daber Pitt Ave,
Wellington,

New Zealand.

Date: .o,

Dear Mr. Hubbared,

My wife and I are so pleased at the way you have conducted
our case in the High Court that I feel impelied to express our
satisfaction and appreciation to you.

We are convinced that no other lawyer could have presented
our case more efficiently and skilfully.

Thank you very much for your valuable service to us.

Yours truly,
R.S. David
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188. Giti mét luat su di din dat vu kién mot cich
khéo léo

796 Daber Pitt Ave,
Wellington,

New Zealand.

Ngay thang: ..o,

Thua éng Hubbard than mén,

Nha toi va toi vui miing trudc céch thic ong da dan dat vu
kién ciia ching toi, tdi myc t6i cam thidy bat budc phai to bay su
hai long va caAm kich cta ching toi dgi voi ong.

T6i tin chic ring khong mot luat su nao khac ¢ thé trinh
bay vu cla ching t6i khéo léo hon va co hiéu qua hon.

R4t cAm on dng vé sy giup do cd.gia tri 6ng danh cho ching
toi.

Xin gui ong 16 chao chan that,
R.S. David
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189. To a friend who helped to avoid an
embarrassment.

7, Institutional Area,
Sydney.

Dear Hawkins,

You have no idea how grateful I am to you for lending me
$1000 I asked for, the other day.

If you had refused to help me in time, my car would have been
repossessed, as | had been in arrears with the instalments for
several months, owing to some financial difficulties. You can
imagine the embarrassment I would have suffered if the car had
been taken away. “

I promise you that I will return the loan as soon as possible,

Thank you again for the timely help,

Yours sincerely,
Jerry
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189. Giti mot ngudi ban da giup tréanh duge mot sy
ling tung.

7, Institutional Area,
Sydney.
Ngay thang:.......ccoooviiiiinien

Hawkins than mén,

Ban khéng cd ¥ niém la t6i chiv on ban d&n thé nao vé viéc
ban cho t6i mugn 1000 dé la ma téi yéu chu ngay hom trude.

N&u ban tif chdi khéng giup d& tdi kip thdi, chie 6 té cda t6i
da bi chi®m hitu lai vi t6i d trong tinh trang ¢d ng con khat phai
tra dan trong nhidu thing, do nhitng khé khan vé tai chinh. Ban
c6 thé hinh dung su ldng ting cla téi néu chie 8t6 bi lay di.

Téi hita voi ban sé hoan lai s6 tién cang sém cang tét,

Mot lan nita xin cadm on ban vé sy giip do kip thai.

Xin gtti ban 13t chao chan thanh,
Jerry
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190. To someone expressing satisfaction at receiving a
good piece of news.

8-10 David Shynin Apt,

Cliff Road,

Poro Peint.

Date:.......c.ovvvooiee,
My dear Ruth,

You can’t imagine how delighted I am to know from you about
your friend’s readiness to give me a loan of $10,600.

At last 1 shall be able to buy the house 1 have been planning
to buy. As I have already promised, I shall return the loan in a
year's time together with interest.

You have indeed been very helpful to me. Please convey my
thanks to your generous friend. I shall meet you on Sunday to
collect the money.

Yours sincerely,
Meriam
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190. Gifi mdt ngudsi d€ bay td sy hai 1ong nhin duge
mét tin tot '

8-10 Cu x4 David Shymin,
Cliff Road,
Mii Poro.

Ruth yéu qiy,

Ban khéng thé tudng tugng toi vui suéng dén thé€ nao khi
nhan duge tin cua ban cho bigt ban cha ban sin sang cho téi
mugn 10.000 do la.

Cu6i cung toi da co thé mua cdi nha ma #6i ¢6 dy dinh mua.
Nhu t6i da hda, toi sé hoan lai s6 tién cung vdi tién 1ai, sau thoi
gian mét nam.

Qua 1a ban da gidp téi nhidu. Nhir chuyén 18i cAm dn cia toi
dén nguoi ban hao hiép cua ban. Toi sé gap ban Cha nhat téi dé
nhén tién,

Xin gdi ban ldi chiao chan thanh,
Meriam
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191. To someone who has sent a beautiful present.

17, High Street,

Singapaore.
Date: e,

Dear Uncle John,

Thank you for the delightful pen. it was an excellent choice
and already several of my friends have admired it. What a
thoughtful idea to have my initials engraved on it!

I thoroughly enjoyed my birthday and saw a wonderful picture
at the Cathay Cinema. I am sure you would appreciate it.

Again, thank you. I hope to see you soon.

With love,
Rita
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191. Giti mét ngudi da gai dén mét tang phim dep.

17, High Street,

Singapore.
Negay thang:................

Chd John thén yéu,

- CAm on chu vé ciy but tuyét visi. Day la mdt su lua chon dac
séc va da cd nhidu ban cia chdu ca nggi nd. That la mét ¥ nghi
tham tram da cho khée chit cdi dau tén chdu vao bait. _

Chdu hudng tron ven sinh nhat cia chdu va da xem mdt bd
pitim tuyét digu 3 rap chi€u bong Cathay. Chau tin chic chu sé
dianh gid cao ng.

Mot lan niia xin cdm on chd. Chau hy vong sé som gip chi.

Rat yéu chq,
' Rita
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192. To a couple thanking them for their hospitality.

14-91 Estrella Clove,
Canberra Australia.

Dear Viola and Edmond,

Thank you so much for the wonderful weekend. Adeline and
I enjoyed ourselves more than we have done for a long, long time.
We feel so rested and refreshed that it is hard to believe that we
were (n your beautiful town for only three days.

We feel quite guilty for not having helped Viola more with the
chores, but then your brand of hospitality is unqualified.

How would you like to spend a weekend with us next month?
We should love to take you round the city to show you ali the
beautiful things that have been done in the last few months. We
are sure you will enjoy seeing the changes that have taken place
in this city since your last visit. How would the second week-end
suit you?

Again, thank you both for all that you did for us?

Yours ever,
Richard

402



192, Gifi mdt déi vg chéng cam on long mén khach
cua ho.

14-91 dudng ré Estrella,
Canberra - Australia.
Ngay thang: ...

Viola v Edmond than mén,

Cam on cdc ban nhibu v8 cudc nghi cudi tulin tuyét visi. Adeline
va toi thich tha 1Am; tir lau, rat 1au khoéng bao gits thich tha bing.
Chung tdi cAm thdy dugc nghi ngoi va duge lam cho tudi tinh lai
téi muc khd ma tin rang ching t6i 9 noi thanh phd ban chi ¢d
LIERRY- 13 ) .

Ching toi cam thdy hoan toan cd 18i vi da khéng giup Viola
nhigu hon trong cdc viéc vat trong nha, nhung néu lam nhu vay
thi c4i nhan mén khdch cua cdc ban sé khong hoan toan!

Cac ban thich hudng mét ki nghi cusi tuiin véi chung téi vio
thang sau khong? Nhu thé& nao day? Chung t5i nhiing mudn dua
cédc ban di quanh thanh phd dé gidi thiéu vdi cac ban tat ca nhing
cai dep dé vita mdi duge xay dung may thing ghn day. Chac chan
cdc ban sé thich thd nhin thdy nhitng thay déi vita cd trong thanh
phé tit Iin tham trudc cia cdc ban. Ki nghi cudi tudin lan sau
phai nhu th& nao thi sé hop vdi cac ban?

M5t 1an nita xin cAm on ca hai ngudi vé nhiing gi cac ban da
lam cho ching téi.

Mai mai cia cac ban,
Richard
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193. To a lady thanking her for a delightful evening.

15-27, Shining Apartments,
Sultan Ave,

B.S. Bagawan,

Brunei.

Dear Mrs. Kabeela,

Thank you so much for a delightful evening yesterday. It was
a very great pleasure to listen to the beautiful songs that your
daughters sang and to watch the programmes on your new T.V,
set before dinner. And what a dinner! It was indeed a culinary
triumph; [ don't know when [ have tasted a more delicious chiken
soup. Thank you again for a really enjoyable evening.

Please give my kind remembrances to your parents.

Yours sincerely,
Mrs. Kamaria
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193. Giti mot ba dé cam on vé mot budi toi tha vi.

15-27 Shining Apartments,
dai 10 Susan,

B.S. Bagawan,

Brunei.

Ba Kabeela than mén,

Cam on ba nhidu v& budi.téi hém qua day thu vi. That i mot
niém vui rdt 16n duge nghe nhiing bai hat hay ma con gai ba hat
va xem cac chuong trinh trén may T.V. méi caa ba trude bita an.
Con bita com méi tuyét lam sao! Qua that day 1a sy chién thing
i&n caa ki thuat ndu an. T6i khong biét tdi da bao git duge thudng
thitc mdn xdp ga ngon hon! Mot ian nita cAm on ban v@ mdt budi
téi thuc sy thich tha.

Hay vui long chuyén 18 héi tham an cén cia tdi dén bs me
ban.

Xin gui ban 1&i chao chian thanh,
Ba Kamaria
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GIFTS AND DONATIONS

194. A letter with a birthday gift.

7, SBea Works Road,
Cliffton Block,

Port Moresby-PNG.
Date:...cocoooei

Dear Norah,

You will be celebrating your next birthday on Friday, next
week, so—many happy returns of the day! I am sending you a book
entitled "Lette’s on Love, Marriage, Divorce and Death” by Milon
Mandy to celebrate the event. Though it is very humble gift, 1
am sure you will treasure it, for it is such an interesting and
useful book.

I wish I could think of a better gift. It comes to you with all
my love. [ hope you have at least some of the pleasure in receving
it that I have in giving it.

With best wishes,

From your friend,
Angela
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QUA TANG VA PO QUYEN GOP

194. M6t bitc thy vdi mot ting phim sinh nhat.

7, dugng Sea Works,
Khu Cliffton,
Cang Moresby-PNG.

Norah than mén,

Ban sé& t8 chiic 1& sinh nhat s&p tdi clia ban vao thi sau tudin
sau, thé thi xin chie manh khoe séng lau! Toi gl tiang ban mot
cudn sich nhan dé "Thu v& Tinh yéu, Hon nhan, Li hén va Td
vong" do Milon Mandy soan, dé lam ki niém. Tuy 1a mét tang
pham nhé mon nhung toi tin chac ban sé quy nd vi dd 1a mot
cudn sach 1 thd va b ich.

Tai mong sé cd thé nghi dén mot tang phdm tdt hon. NG sé
dén v6i ban cung tt ca tinh thuong cda toi. Toi hi vong khi nhén
nd, ban sé ¢ niém vui it nhit cing bang nigm vui toi co khi
tang no.

Vdi nhitg i chic t6t dep nhat,

Ban cua ban,
Angela
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195. To a friend thanking her for a birthday gift.

16, Port Poad
Vanimo-PNG
Date:....................

Dear Angela,

It was indeed very thoughtful of you to send me the wonderfu)
book as a gift for my next birthday. Thank you very much. It is
certainly a very interesting book, Just the kind I had longed to
find anf read all this while. I had no idea at all that you could
choose a present that was abeolutely right in every way. [ am as
surprised as | am overwhelmed. I shall indeed treasure it always.

Thank you again for the lovely gift and your good wishes.
With every good wish,

From your friend,
* Norah
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195. G mot ngudi ban cdm on vé ting phfm sinh
nhit cha cd y.

16, Port Road,
Vanimo PNG.
Ngay thang:..............

Angela than mén,

Ban qua la tham trAm khi giti cho tdi mot cudn sach tuyét
vdi 1am ting phdm cho sinh nh4t sép dén cla téi. CAm on ban
nhizu. D6 chac chdn 1a mdt cudn sach tha vi, ding loai sich ma
"toi khao khat tim doc sust thai gian nay. T6i da hoan toan khong
c6 ¥ nghi rAng ban cd th€ chon mot tang phim tuyét dbi ding
v& moi phuong dién. Tai vira ngac nhién vita sing s6t. Tl s& quy
nd mai mai.
Mot [an nita cAm on ban v& tang phidm dang yéu va v& nhiing
Ivi chie tét dep. '

Vai moi i chic t6t dep,

Ban cua ban,
Norah
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196. Thanks to a boy-friend for a gift.

1-11 George Estateds,
Newfoundland,
Australia.

Dear Jdchn,

You are sweet to think of such a delightful present. It was
quite unexpected and all the more appreciated for that. Thank
you, not only for giving me something I shall always cherish, but
also for giving so much thought choosing it.

Ever yours,
‘Susan
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196. Cam on mdt ban trai vé mot ting phdm

1.11 George Estates,
Newfoundland,
Australia.

Npay thang:..............

John than mén,

Ban rit dé thuong da nghi ra mot tang phdm thd vi dén onhy
vay. NG hoan toan bdt ngd va vi vay ma ciang duge ddnh gid cao.
Cam on ban, khdng nhitng vi ban da cho mot thd ma t6i ludn
luén véu quy, ma con vi ban da dé ra bao nhiéu suy tu chon nd.

Mai mai 1A cua ban,
Susan
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197. A gift from a mother to a son to celebrate his
successin his examination

10-04 Kenneddy Road,
Adelaide,
Australia.
Date: .. ..o oooercorerorenn.,

My dear Esmond,

You have no idea how glad your father and 1 are to hear of
your sucess in your examination. All your hard work and our
sacrifices have been rewarded. I am sending you a gold watch to
celebrate your sucess. I feel sure that you will like it and also
treasure it as a token of our pride in your achievements.

Do come home as soon as you can.

Our love to you,

Your loving mother
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197. Tang phé&m céa mdt ngudi me gili con trai dé ki
niém con thi dé.

10-04 dudng Kenneddy,
Adelaide,
Australia
Ngay thang: ...

Esmond thdn yéu cta me,

Con khéng thé ¢d mot ¥ niém la ba con va me vui miing bigt
bao nhiéu khi duge tin con thi d6. Tdt ci sy lao dong tich cue
ciia con vA nhitng hi sinh cia ba me bay gios da dugc den bit. Me
dang giti cho con mot chige dong ho vang dé€ ki niém thanh cong
ciia con. Me cam thdy chdc chén ring con sé ua nd va cing quy
né nhu 13 ching tich cta niém ty hao cia ba me ve thanh tyu
cla con.

Hay trd vé nha sdm nhdt od th€ dude.
Giti con tinh thuong yéu ctia ba me,

Me thén yéu cia con
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198. From a son to a mother who has sent a gift to
celebrate his sucess in his examination.

University Campces,
Hull University,
Sydney.

My dear Mother,

Thank you very much for the wonderful gift you have sent to
celebrate my sucess in my last examination. It is such an expensive
and beautiful thing that it seems like a dream come true. [ had
never éxpected such a gift. In any case, [ am sure I would not
have done so well in my examination if Father and you had not.
given me the encouragement and inspiration to study hard and
to believe in the importance of knowledge and wisdom. I shall
certainly treasure the gift, realising how proud Father and you
are of me.

I shall come home soon.

With love to you and Father,

Your affectionate son,
Esmond
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198. Cha mot ngudi con giti mét nguvi me da g tang
phfm d& ki niém con thi dé.

Truong dai hoe Campces,
Dai hoc Hull,

Sydney.

Ngay thang: . ...

Me than yéu cia con,

Cam on me nhidu vé tang phdm tuyét voi me da gui dé ki
niém thanh céng cua con trong ki thi vita qua.

Do 12 mat db vit dat tién va dep dén muc né gidng nhu mot
gide mo thanh sy thit. Con khong bao gig ch dgi mét ting pham
nhu vay. Trong moi truding hop, con tin chic 38 khong lam tdt
trong ki thi dén nhu viay néu bé va me khang cho con sy khich
1& va cam hung hoc tap tich cuc va long tin vao tAm quan trong
cua tri thuc va sy thong thai. Chéc chén con sé quy tang phdm
thé hién sy ty hao biét bao cha bé va me vé con.

Con sé trd vé nha ngay.
Vi tinh thuang d6i véi me va bd,

Con than yéu cua me,
Esmond
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199. Appealing for a donation to alleviate the
sufferings of some flood victims.

The Relief Committee,
110, Downing Avenue,
Adelaide Australia
15th May, 19...
Mr. Wallace Owne,
115, Downing Avenue,
Adelaide-Australia

Dear Sir,

As you may be aware, a Relief Committee has been duly formed
by a group of eivic-conscicus residents of this locality to look into
the problems of the people in various parts of this city, who were
affected by the recent floods. A preliminary survey reveals that
the main ;iroblem that the flood victims face is the availability
of funds to rebuild their homes. [t is therefore the aim of the

Relief Committee to appeal to as many people as possible for
donations.

We should therefore appreciate your donating some money so
as to enable the Relief Committee to do its best to alleviate the
suffering= of the unfortunate ones.

You may send your donation by cheque or cash to the above
address.

Yours faithfully,
Edward Horatio
(Secretary)
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199. Kéu goi déng gép dé lam nhe¢ bit nhing dau khéd
cua mdt 86 nan nhén tran Ipt.

I:Iy ban cifu trg,
110, dai 16 Downing,
Adelaide - Australia
15 thang ndm, 19...
Kinh gti 6ng Wallace Owne,
115, dai 14 Downing
Adelaide - Australia

Thua ong,

Nhu 6n ~¢ th€ biét, mét iy ban cdu trg da duge mot nhdm
dan cu gidu ¥ thdc cong dan cha dia phucng nay thanh lap ding
lic d€ xem xét cic vAn d& cda dan ching 0 cdc khu vuc khac.
nhau cia thanh ph§ bi Anh huéng cia nhing tran lut vita qua.
Mot sy khio st so by phét hién ra ring vin d& chinh ma cac
nan nhan tran lyt duong diu la |am sac kiém duge tidn dé lam
lai nha. Vi vAy, muc dich cla dy ban cdu trg 12 kéu goi quyén
gop & cang nhi®u ngudi cang tét.

Vi vay chiing toi s& 14y lam cAm kich néu dng quyén gdp mét
it tidn, tao digu kign cho Uy ban citu trg o6 thé lam hét minh
d€ voi bat nhitng dau kh§ clia nhitng ngudi bit hanh dd.

Ong o6 thé giti s8 titn quyén gop bing séec hoac bing tidn mat
theo dja chi néu trén.

Xin gii dng Wi chao trung thanh,

Edward Horatio

(Thu ki)
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200. Sending a donation for flood victims.

115, Downing Avenue,
Adelaide.

18th May, 19.......,
The Secretary,

The Relief Committee,
110, Downing Avenue,
Adelaide Australia

Dear Sir,
In response to your appeal for funds to alleviate the suffer‘ngs
of the recent flood victims, I send herewith a cheque for $100.

Please acknowledge receipt.

Yours faithfully,
Wallacce Owen
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200. Gui mot quyén gép cho cac nan nhin lut.

115, dai 1&@ Downing,
Adelaide,
18 thdang Nam, 19......

Kinh gii 6ng Thu ki
Uy ban ciu trg,
110, dai 16 Downing,
Adelaide, Australia.

Thua éng,
Déap '2i loi kéu goi ciia 6ng vE von dé lam gidm b&t nhing

dau khé cia nan nhéin cic tran lut vita qua, tdi géi kém theo
day mét t& séc 100 dola. Lam on bdo da nhén duoc.

Gui 6ng 16i chao trung thanh,
Wallacce Owen
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201 Acknowledgment of the donation.

The Relief Committee,
110, Downing Avenue, 18th May, 19....
Adelaide Australia.

Mr. Wallace Owen,
115, Downing Avenue,
Adelaide Australia,

Dear Dir,

We acknowledge your cheque for $100, in response to our
appeal for funds to alleviate the suffering of the recent flood
victims,

Your kind donation is indeed a concrete expression of your
sympathy for the unfortunate ones for which we thank you most
gincerely.

Your faithfully,
Edward Horatio
(Secretary)
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201. B4o tin di nhn dugc sy quyén goép

Uy ban cdu trg,
110, Dai 16 Downing,
Adelaide, Australia.
' ' Ngay 18 thiang Nam, 19....
- Kinh glti ong Wallace Owen,
115, Pai 16 Downing,
Adelaide Australia.

Thua &ng,

Ching t8i xin bdo tin da nhan duge td séc 100 dé la cta ong
dap lai 15i kéu goi ctia chiing téi lap quy d€ giam b6t nhimg dau
khd ciia cAac nan nhan tran lut vita qua.

Sy quyén gop t6t bung cia dng qua & mét bigu hién cu the
ctia sy thong cam ctia éng d5i véi nhitng ngudi bit hanh va ching
to6i xin chAn thanh cAm on dng vé su quyén gop do.

Xin gli 6ng 18i chao trung thanh,

Edward Horatio
(Thu ki)
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FAMILY AND PERSONAL LETTERS

202, From a mother to her daughter on her declining

morals
16, Corozon Road,
MetroManila,
Philipines.
Date:.........
My dear Amy,

I have just heard a few unpleasant things about your mode of
living and you can’t imagine how distressed I feel to realize that
a girl like you could change so much so quickly.

-Your father and I used to be so proud of you; but today your
conduct has brought shame to us. I know, however, that we
haven’t lost everything yet. While there is life, there is hope, and
I feel sure that you can easily discard all the bad habits that you
have acquired and live up to your former reputation.

I don’t have to remind you that a girl’s best asset is her moral
charater and chastity When she has lost either, she has lost
everything. I therefore advise you to think carefully, before it is
too late, and behave in such a way that you can easily live down
the secandal caused by your recent behaviour.

Our love to you,

: Yours lovingly,
Mother
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NHUNG LA THU GIA DINH VA CA NHAN

202. Ciia mét ba me giti dita con gii bj sa stt dao dic

16, Duong Corozon,
Tau dién nghm Mauila,
Philipines.
Ngay thang:............
Amy than yéu cua me,

Me vita nghe mét s8 didu khéng vui ve 1di séng cua con va
con khéng thé tudng tugng me cam thdy dau budn biét bao nhiéu
khi thdy r6 mot ngudi con gai ahu con da cd thé thay déi qua
nhiéu va qud nhanh dén nhu vay.

B& con va me thuong tu hao v& con biét bao nhiéu; nhung
hém nay cdch cu xi cua con da mang lai sy nhuc nha cho bé me.
Tuy nhién, me biét ring bs me chuta madt hét tit ca. C6 cude doi
la cé hy vong, va me cAm thay chdc chan rang con cé thé dé
dang tit bo tdt ca nhitng thdi quen x£u va sdng theo danh tiéng
&t cua con trude day.

Me khong phai nhac lai rang tai san quy nhét clia ngudi con
géi la tinh cach dao diic va sy trinh bach. Khi nd ddnh mat mot
trong hai thi dd thi nd sé mat t&t ca. Vi vay me khuyén con phai
suy nghi cén than trudc khi 1a qud muon va 4n ¢ nhu thé nao
cho phai dé con cd thé dé dang d€ thoi gian xda di sy tai tigng
méa cach cu xit cua con gan day da gy nén.

Gi cho con tinh thuong cia bd me.

Than yéu cua con,
ie
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203. From a daughter to a mother denying that she
has behaved shamefully.

14, Girls hostel,
University of Manila
Philipinea

My dear Mother,

- Tam really surprised that you could so easily believe the reports
against me and write to me withoui ascertaining the facts.

I am fully aware, Mother, that the greatest asset that a girl
can have is her moral character and chastity, and I shall never
surrender this most valuable asset of mine. You must believe me,
Mother, I have done or shall ever do anything that may he
considered shameful or despicable by any moral standards.

I am also aware of the great pride that Father and you feel
in my achievements, and 1 have always considered myself lucky
to have parents like you. Trust me, I shall never bring disgrace
to our family. T have certainly been maligned by whispering tongues
which always poison the truth. You must disbelieve the reports
you have heard against me.

With love to you and Father,

. Your loving daughter,
' Amy
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203 Cia mot c6 ghi gii me phd nhén 1a di cu xit ding
xéu hé.

14, Khach san cdc cb gii,
Trudng Dai hoc Manila,
Philipines. :

Me than yéu cta con,

Con that sy ngac nhién la me cd thé dé dang tin nhiing losi
dbn dai x&u v& con va viét cho con ma khéng tim hi€u chédc chdn
cAc su viec. '

Thua me, con biét day du ring tai sin quy nhét ngudi con gai
cd duge 13 tinh cdch dao dic va sy trinh bach, va con sé khéng
bao gid tit bd cai tai san od gid tri nhdt dd cha minh.

Me phai tin con, me a, con khong bao git v sé khéng bao gid
lam didu gi ¢d thé coi la dang x&u hé hodc dang khinh theo bat
ci chufin muc dao dic nao.

Con cing biét ni2m ty hao to 16n ma b6 vi me cam thdy v&
nhitng thanh tyu cia con, va con ludn cho la minh may mén cd
duge nhitng bac cha me nhu b3 va me, Hay tin & con; con 28
khong bao gis dem ditu 6 nhyc dén cho gia dinh. Chéc con d4 bi
nhitng cai Iudi xi xao bay ba vu khéng; ching ludn ludn dau déc
sy that. Me khong dude tin nhitng 19i ddn dai x8u ma me da nghe
vé con.

Gui tinh yéu thuong dén bd va me,

Con gai yéu cua b8 me,
Amy.
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204. To a mother from a daughter confessing her
feelings of shame at having earned a bad name.

14, Girls Hostel,
University of Manila,
Philipines.
Date:......occoeeriiin,

My dear Mother,

I have just received your letter, and to my shame, I must
confess that I have of late behaved rashly and exposed myself to
odium. Please forgive me, Mother. I promise you that you will
never hear any more unsavory reports about me. [ am extremely
sorry for having caused you and Father so much distress; but |
am grateful to you for the invaluable advice you have given me
and for being so temperate in your language.

Please write to me soon. It will afford me great pleasure if
you write to say that you have forgiven me.

With love to you and Father,

Yours affectionately,
Amy

426



204. Cua mot co gdi gii me thi nhin cim gidc xfiu hd
d4 bi tiéng xéu

14, Khach san cac ¢d gii,
Trung Dai hoc Manila,
Philipines.

Ngay thang:......cooonne

Me than yéu cta con,

Con vita nhan dugc thu clia me va vdi sy xdu hd, con phai
thd nhan rng gan day con da cu xit thi€u suy nghi va da bi de
bju. Xin me tha 16i cho con, me nhé. Con hia me sé khéng bao
git nghe nhiing 15i don dai xdu vé con nita. Con réit budn la da
gay ra cho me va b6 nhiéu dau budn dén nhu vay; song con biét
on me vé nhitng 18i khuyén vb gia me danh cho con va vé su dn
hoa trong Ioi thu cta me.

Me hay wvui long viét cho con ngay. NG s& cho con nigém vui
suéng 16n néu me viét d€ ndi ring me di tha thd cho con.

Gii tinh yéu thuong dén me va bd,

Con than yéu cia me,
Amy '
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205. From a mother to a married son who has asked
her to live with him.

19, Fox Estates
Ontorio Canada

My dear Milon,

It’s so sweet of you and Dolly to ask me to come and live with
you; but nothing can change my mind. | know my duty better.
One of my greatest pleasures is to think of your happy home, and
your dear children growing up around you. 1 hope to come and
see you and stay with you often, but I know I musn’t live with
you, however much I might like it. Young married people so much
in love as you and Dolly are should never have their happiness
marred by the intrusion of a third person.

That is final, because I know 1 am right. T shall be very
comfortable in my small house your father has left and shall see
you often. I must, however, confess that your loving letter has
given me exquisite pleasure. I shall always remember that you
wanted me. God bless you both!

Your loving,
Mother
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205. Cua moOt ngudi me gifi con trai dd c6 vg mui me
vé & véi minh.

19, Fox Estates,
Ontorio Canada.
Ngay thang:........cooeen

Milon than yéu cua me,

That d& thuong 1a con va Dolly mdi me dén & cung céc con,
nhung khong gi c6 thé thay ddi ¥ dinh cla me. Me hi¢u bdn phan
ctia me hon. Mot trong nhifng ni®m vui 1n nhét ciia me la nghi
dén td &m hanh phic cia céc con, va nhilng dia tré than yéu
cia cac con 16n 1én xung quanh céc con. Me hi vong sé thuing
d&n tham va & lai vdi cde con, nhung me biét 14 me khéng nén
& v6i cdc con, mac diu me rit mutn ditu dd. Nhitng déi vo chdng
trd rit muc thuong yéu nhau nhu con va Dolly khong bao gid
muén hanh phic ciia minh bj pha hoai bdi sy xam nhép cia mot
ngudi thi ba.

Didu do 13 dut khoat vi me biét 1a me ding. Me s& rét thoai
méi trong ngoi nha nhé b& con d& lai va s& thudng dén tham cac
con. Tuy nhién, me cung phai thd nhan ring bic thu day tinh
thuong cua con di che me mot nidm vui ngot ngao. Me sé ludn
nho ring con cAn me. Thuong d€ ban phude 1anh cho ca hai con.

Than yéu cia con,
Me

429



206 From a young man to a former girl friend.

19-47 Quebec Square
Suva - Fiji Islands

Dear Rita,

As I was tidying up my rcom this morning, I suddenly came
across sonie of your old letters which brought many recollections
to my mind. { therefore feel an irresistible urge to write to you
today to find out how you have fared all these years,

I am sure you have a few children now and that they are as
becautiful as you are. Do let me know a few things about them
as well as your husband.

How I wish I could see you again soon! You must have grown
proud of being the wife of a rich and influential person. I still
remember how you used to dream of marrying a rich man, and
how I used to tell you that a beautiful lady like you could easily
attract the richest man on earth. Knowing your wishes and
ambitions, I tried my best not to let our friendship develop into
love, as I knew that I could never become wealthy and influential
enough to be worthy of you.

Yet, today, by the grace of Ged, I have acquired weslth and
property beyond my wildest dreams; but it is too late now to ask
you to marry me. I am sure you had some idea ahout my sentiments
towards you in those days. Anyway, let bygones be bygones.

You may be surprised to know that I am still a bachelor, despite
all the wealth and social status I enjoy. I am still looking for
someone who will love me for what I am and not for my wealth.
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I don’t think I'll ever find sich a woman. I may take my celibacy
to my grave.

Well, let me not talk too much about myself as you are sure
to get bored, and even displeased.

b

I hope you will reply soon to tell me all about yourseif and a
few interesting things that have happened in your life from the
time we stopped writing to each other till now.

With every good wish,

Yours sincerely,
Walter.
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206. Cia mot thanh nién gui c6 ban géi ca.

19-47, Quang trudng Quebec,
Quéiin dio Suva - Fiji,

Rita than mén,

Trong lic don phong sing nay, téi bdéng bt gip mét s6 14 thu
cl cla ban, nhitng 14 thu dd da goi lai nhidu ki niem trong tri
téi. Vi vy tai cAm th&y c6 m6t sy thic bach khéng cudng dugc .
phai vigt cho ban hom nay d€ kham pha xem ban da sfng ra sao
nhiing nam qua.

Toi chdc dén nay ban da c6 vai dda con va chiing ciing xinh
dep nhu ban. Ban hay cho t6i bist mot o6 didu va ching, cang
nhu v& chdng ban.

T6i mong lam sao lai duge nhin thdy ban ngay! Ban da phai
16n 18n vé4i nigm tu hao la vg cua mot ngudti gidu cd va vai vé.
Tbi con nhd ban thudng mo My mot ngudi giau va téi thudng ndi
vi ban rAng mot phu nit xinh dep nhu ban dé dang thu hit duge
ngudi gidu nhit thé gisi. Bist duge uéce mong va hoai bdo cia
ban, tdi da ¢ hét suc khong dé tinh ban cia ching ta phat trién
thanh tinh yéu, vi t6i biét ring toi khong bao gi0 od the€ trd thanh
gidu od va vai v&, du d€ xing ding vdi ban.

Tuy nhién, ngay nay, nh an Thugng dé&, t6i da dat duge sy
glau cd va quysn thé vugt xa nhithg mo mong dién rd cia toi!
Song,bdy gi¢ da qua cham d€ chu hoén ban. Téi tin chéc ban da
cd mot vai ¥ niém v& tinh cAm cla t5i d6i véi ban trong nhfing
ngay 4y, Nhung théi, hay d¢ di vang trdi ve di véng.
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Ban c6 thé ngac nhién khi bi&t toi con 1a ngudi dde than, bat
chdp sy giau sang va dia vi xa hoi ma tsi hudng. Téi vin dang
tim mot ngudi yéu toi vi con ngudi cia téi chit khong phai vi sy
gidu sang cla t6i. Toi khong nghi 1a Mic nao dd s& tim duge mot
phu nit nhu vay. Téi c6 thé dua sy doc than ndy xufng md,

Thoi ditng d€ t6i ndi qua nhidu v ban than minh nita, chic
ban sé buc, tham chi tic gian.

Téi hy vong ban sé& sém tra 1o thu toi, d€ noi vai toi tht ca
v& ban va mot vai didu i thi da xay ra trong doi ban, tit ngay
ching ta ngling viét cho nhau dén nay. Vi tat ca nhitng loi chiic
t6t dep cho ban, '

Xin giti ban 13 chao chan thanh,
Walter
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207. From a father to a son away at school about the
son’s conduct and progress.

16-4, Arizona Apartments,
Ottawa Canada.

My dear Tom,

1 am sorry to say that I have had a letter from your Principal
stating that he and your other teachers have been very disappointed
both in your general conduct and your school work.

I know, son, that you find hard to keep up with all your studies
and perhaps you have got discouraged and think that it is not
worth bothering. Believe me, nothing can be further from the
truth. It is in facing up with difficulties that true character shows
itself. Nobody expects imposibilities and I am not asking for
perfection. What 1 expect you to do is keep trying steadily, both
with your school work, and in your conduct. You will then not
only give satisfaction to your teachers but also find school life
happier and pleasanter for you yourself.

I urge you to work hard for the rest of this term, so that your
report will be a better one than what it seems likely to be, on
present showing.

Your mother and I send you our love. All we want for you is
to develop your abilities to the full, and lead a happy and useful
life.

Yours affectionately,
Father
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207. Cia mét ngudi bd giti con trai hoc & xa vé sy déi
X\ vix sy tién bd cia con

16-4 Cu x4 Arizona,
Ottsa Canada.

Tom than yéu cia bé,

B& budn ma ndi ring b da nhan dugce thy cia thay hisu trudng
néu rd 6ng va céc thiy giso khdc da rat that vong ca ve sy d6i xif
chung ldn viéc hoc tap cta con.

B6 biét, con trai a, ring con thdy nang né khi phai duy tri t6t
tat cA cd~ m5n hoc va cd 1€ con da ngd long va nghi ring dieu do
khong ddng ban khoan. Hay tin b6, khong gi ¢ thé di xa hon sy
that. Chinh 12 biing mat d6i mat voi khé khan ma cde tinh cich
that duge boc 16. Khong ai chds dgi nhitng didu khéng thé 1am duoe
va b8 khéng doi héi sy tuyét hdo. Disu b chy dgi & con 1a duy tri
sy of gdng b¥n bi, c& trong hoc tap lAn trong cdch d6i xt. Lic dd
con sé khong nhitng 1am hai 16ng cic thay gido cta con, ma con
tim théy cudc sdng & truding hoc hanh phiic hon va dé chju hon déi
véi ban than con.

B6 mong con hoc tap cham chi trong thdi gian con lai ctia hoc
ky nay, sao cho phi&u bao thanh tich hoc tap cia con Iin sau sé &t
hon phiéu ma con cho b me xem lin nay.

B& va me glti dén cho con tinh yéu thuong. T4t ci nhitng gl bg
me mong mubn 14 con phat trién day du cic kha ning va hoc tap
dé€ s6ng mdt cudc doi hanh phac va hiru ich.

Than yéu cla con,
Bd
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208. From a gentleman to his sisterin-law asking for
sympathy and inspiration after the death of his wife.

3F-3, Cheng Teh Road,
Upper Canton,
Hong Kong.

Dear Lee

You know how much I loved your sister who is no more. She
was such a wonderful wife that she made my life happy and
meaningful while she was alive. Today, everything looks black
and ugly, though I have all the necessities and comforts of life.

As you loved your sister, you are the only person in the world
who can undertand my feelings in her absence. You are the only
one ] can turn to for hope and comfort. I really need your sympathy
and inspiration, Lee, to lighten my grief-laden heart and mind.
When your sister was alive, you used to tell me a lot of interesting
things which only added to the joy and happiness that your sister
radiated.

Will you write to me as often as you can to tell me whatever
you like and dispel my feelings of loneliness and brigten up my
life again?

With all good wishes,

From your brother-in-law
Tan
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208. Cha m@t ngudi dan dng gii em vg yéu cau sy
thong cam va truyén cam sau khi vg mélt.

3F. 3, Dudng Cheng Teh,
Canton, thugng,

Hong Kong.

Ngay thang:.......ccocceen

Lee than mén,

Em bigt anh dd y&u chi em, nay khéng con niia, dén nhu thé
nao. Chi em 13 ngutsi vg tuyét viri da lam cho d&i anh hanh phice
va co ¥ nghia khi chi em con s6ng. N gay nay, moi cdi cd vé Am
dam va xfu xi m3c diu anh c6 t4t c& moi nhu cu va tién nghi
cua cudc séng.

Vi em yéu chi em, em la ngudi duy nh&t trén d&i hiéu duge
nhitng tinh eam cta anh lae thiéu vang chi 4&y. Em la ngudi duy
nh4t ma anh cd thé tim dén d& hy vong va duge an di. Anh that
su cin dén su théng cAm va truydn cAm cda em, Lee a, d€ [am
nhe bét trdi tim va khéi éc dang chidt chia dau thuong cda anh.
Khi chi em con s@ng, em thudng néi véi anh nhidu digu thd i,
ching chi 1am ting thém nidm vui va hanh phic ma chi em tda
ra.

Em cd viét cho anh cang thudng xuyén cang tét, dé€ ndi véi
anh bdt of diéu gi em thich va d€ xua tan cam gidc ¢6 don cla
anh va chiu sang d&i anh mdt JAn nita khéng?

Vai tt cA nhiing 161 chic tét dep,
Tit ngudi anh 1€ cia ens,
Tan
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LOVE AND MARRIAGE

209. Confession of a man’s love for a lady
Hoping W. Road,
Pitt Square,
Hong Kong.

Dear Chen,

I feel sure that this letter will not be a surprise to you and
that you may even be expecting it, after all the fun and intimate
talk that we have had together for so long.

Chen, 1 have always been frank with you, and today I want
to tell you quite openly and clearly that I have always had a
special feeling for you. To be precise, I love you with all my heart.
Perhaps you already know how I feel towards you, yet I make a
frank confession of my love for you to dispel all doubts that you
might have had.

Do you love me, Cnen? You can’t imagine how happy I shall
be if you say that you do. I know that you enjoy being with me,
yet I am not sure about your true feeiings for me, as you have
never given me any encouragement that could make me think
that you might be in love with me. I will not say more until you
disclose your real feelings towards me. -

Please reply soon, even if it is to say something difterent from
what I expect.

With every good wish,

Yours ever,

Ronald Lim
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TINH YEU VA HON NHAN

209. Thu tha nhan tinh yéu ctia mdt ngudi dan ong vdi
mot ngudi dan ba
Dudng Hoping W.
Quang truang Pitt,
Hong Kong.
Ngay thang:.............
Chen than yéu,

Toi cAm thdy chéc chéc rang thu nay khong phai la digu ngac
nhién d6i voi c6 va cd thé co dang doi nd nita, sau tdt ci sy vui
dua va noi chuyén tAm tinh ma xua nay ching ta di cd v6i nhau.

Chen, toi luén ludn ngay that vdi c6 va hém nay t6i mudn néi

v6i c6 hoan toan cdi md va ré rang ring téi luén cd mot tinh
cam dac biét ddi voi co6. Noi mot cach chinh xdc, toi yéu cd vai
t&t cA trai tim toi. CG 16 cb cing d4 biét cam tinh cia t6i d6i vdi
c6 nhu thé nao, nhung t6i mudn thi nhan thing than tinh yéu
cta t8i doi voi co d€ xua tan moi nghi ng® ma cd cd thé cd.

Cb cd yéu toi khang, Chen? Khong thé tudng tugng téi sé sung
suéng biét bao nhiéu néu cé ndi ring cb yéu toi. Toi bist rang co
thich thi khi d bén toi, nhung téi chua chéc chan v& tinh cAm
that cia 6 d6i vai toi, vi cd chua hé cho toi mat sy khich 1& nao
6 thé lam toi nghi ring cd thé cb yéu toi. Toi sé khong ndi gl
thém cho tdi lic co boc 16 tinh cam that cia cd déi vai tol,

Xin vui long tra 10i sém, dAu dé€ ndi mot didu gl khéc vai didu
tor cho dgi.

Vdi moi 181 chic tot dep,

Mai mai cha cd,
Ronald Lim
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210. From a lady admitting her love for a gentleman,

14, Shanghai Gardens,
Kowloon,
Kong Kong.

My dear Ronald Lim,

You can’t imagine how glad I was to receive your letter this
morning. I read it again and again to make sure that [ understood
every word that you wrote and that I was not dreaming.

Darling, I do love you more than I can express, and 1 would
have told you so anytime, if you had asked me. I have always
admired you and I know how fortunate I am to have your love,
Please come to me, my Jove, as soon as you receive this letter, so
that we may pour out cur feelings'and thoughts to each other.

With passionate lov= and kisses,

Yours always,
Chen
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210. Cia mét ngusi dan ba thita nhan tinh yéu cia
minh ddi véi mét ngudi dan Ong.

14, Shanghai Gardens,
Kowlocn,
Hong Kong.

Ronsld Lim than yéu cia em,

Anh khéng thé tuéng tugng em sung sudng biét bao khi em
nhan duge thu anh sing nay. Em doc lai, rbi doc lai d& tin chéac
rang em hi€u méi tif ma anh viét va khong phai 13 em dang mo.

Anh than yéu, em yéu anh hon 12 em c6 thé€ td bay, va em di
tra 1i nhu vay bt cu lic ndo, néu anh da héi em. Em luén kham
phuc anh va em biét minh hanh phic bao nhiéu khi ¢d tinh yéu
ciia anh. Xin anh hdy dén v6i em, anh y&u, ngay sau khi nhan
duge thu em, d€ ching ta cd thé thg 16 tinh cdm va ¥ nghi cho
nhau,

Véi tinh yéu va nhitng nu hén say dém,

Mai mai cia anh,
Chen
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211. Negative reply from a lady to a gentleman who
has expressed his love for her.

14, Shanghai Garden,,
Kow loon,
Hong Kong.

Dear Ronald Lim,

T have just received your letter, and I just don’t know how to
say what [ feel in my heart, without hurting your feelings.

Ronald, you are a wondeful person and any woman would be
fortunate to have you as her lover, but I must tell you that I have
never considered it possible to regard you as someone more than
a friend. I have always admired you and enjoyed your company,
and it is nice of you to want me so much; but I must be as frank
as you are, in the matter. 1 really can’t find it in my heart to
requite your love. I know you will be hurt to know this, but you
will appreciate my being honest with you.

Please do not cherish any hopes or illusions about me. Let us
remain as true- friends and enjoy each other’s company. I shall
always remember the noble sentiments that you expressed towards
me.

With all good wishes,

Yours affectionate friend,
Chen
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211. Tra i tit chdi ciia mot nguoi dan bas cho mjt
ngudi dan 6ng di boc 10 tinh yéu véi minh

14, Shanghai Garden,
Kowloon,
Hong Kong.

Ronald Lim thAn mén,

Téi vita nhan duge thu ban va chinh t0i khéng biét ndi thé
nao vé nhitng gi t0i cAm nh4n trong trdi tim ¢& khong lam tén
thuong nhitng tinh cAm cta ban. .

Ronald a, ban 12 mot con ngudi tuyét v va ngudi phy ni nao
cing hanh phuc duge ban 12 ngudi yéu cua minh, song téi phai
nGi véi ban ring t6i da khéng bao gits cho la ¢6 thé xem ban han
12 mot ngudi ban. Toi da luén kham phuc ban va thich thi duge
& bén canh ban, va that la t6t v& phia ban, da chn cd t8i dén nhu
vay. Nhung t6i cing phai thang thdn nhu ban trong vin d2 nay.
Téi thuc sy khong thé tim théy noi con tinr t6i céi tinh cAm dap
lai tinh yéu cia ban. Tdi biét ban s& bj xic pham khi biét didu
nay, nhung ban s& higu r6 gis tri cia long trung thue cia tdi.

Xin ditng 6m 4p hi vong hay 4o vong nao ve t6i. Hay d€ ching
ta van la.bx_m chan that va thich thd dugc & bén nhau. T6i s&
uén nhd nhitng tinh cim cao thugng ma ban da bi€u 19 ddi vai
toi. .

Véi tit ca nhing 131 chuc tét dep,

Ban than clia ban,
Chen
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212. From 2 gentleman asking his love to marry him.

946. Tun Hwa N. Road,
Hong Kong.

My dearest Love,

We have been in love long enough to know each other very
well. I now feel that it is time for us to marry and settle down
to family life. You know, I am in a position to look after you and
to provide you with the necessities and modest comforts of life.
Do you think you can go against the wishes of your family and
marry me, if it is necessary? I know you have always been afraid
of your family, but you are now old enough to know your rights
and desires. Your fears, my love, will only increase my doubts
that you will ever marry me.

If you are not certain about your parent’s opinion of me, let
me speak to them. Perhaps they know about our love and have
no cbjection to accepting me as their son-in-law. You must allow
me to have a word with them.

Please let me know your thoughts on the matter. You have
no idea how I long to bring you home as my wife.

With love and kisses to you,

Yours always,
Hwang
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212. Chaa mdt nguis dan 6ng dé nghj ngudi yéu k& hén
véi minh
946, Dudng Tun Hwa,
Hong Kong.

Em than yéu nhit cia anh,

Ching ta yéu nhau da kh4 lau d€ hidu nhau rt dy di. Anh
cam thdy lic ndy dung la léc ching ta cudi nhau va thi&t lap
cudc séng gia dinh. Em biét ddy, anh di kha nang d€ cham sde
em va tao cho em nhiing nhu chu va tién nghi khiém tén cua
cubc s6ng. Em c6 nghi 1a em c6 thé di nguoe lai ¥ mubdn cua gia
dinh em va cudi anh, néu cAn thiét, khong? Anh bi&t em da luén
luon sg gia dinh, nhung bay gits em dd da I6n d€ biét nhing
quydn va mo udc cia minh. Nhitng ndi lo s¢ cia em, em than
yéu a, chi lam tang thém sy hoai nghi cia anh 12 em sé& khong
bao gid cusi anh,

Néu em khong chic chdn v& ¥ kién clia b8 me em ddi v6i anh
tht hay d€ anh ndi chuyén véi hai béc. C6 18 hai bic & hi€u r6
tinh yéu cta ching minh va s8 khong phan ddi viéc nhan anh
lam con r€. Em phai cho phép anh ndi chuyén véi hai bac.

Xin cho anh biét ¥ nghi ciia em trong vén d2 nay. Em khong
¢é y niém 13 anh khao khat d&€n mic nao duge dua em v2 nha
nhu 13 v¢ anh dau.

Yéu em va hon em,

Mai mai cla em,
Hwang
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213. me a lady to a gentlemen explaining why she
should have her parent’s consent to her marrying him.

41, Shan Chung,
Hong Kong,

My darling Hwang,

I don’t have to tell you how glad to know of your desire to
marry me, but it is certainly wrong of you to think that I am
afraid of my family in this matter. I know my feelings very well
and can certainly defy my parents to marry you, if it is Decessary.

Yet, my love, marriage is a serious matter, and I want to have
the blessings of my family so that they will love you as much as
they love me. Married life without the love of one’s in-laws can
be very bitter indeed.

As a man, it is easy for you to get your parents to accept any
girl as their daughter-in-law. But as a girl, I do not have the same
privilege as you have. My parents have to be absolutely sure that
you are indeed in a position to look after me well and that you
will not negiect me after-we are married.

We must therefore try to convince my parents that you will
love me through thick and thin and that you can provide me with
the necessities and modest comforts of life.

Darling, do see my parents as soon as you can. I am sure they
will like you and give their consent to our marriage, for you are
such a capable and wonderful man.

With passionate love and kisses,

Yours forever,
‘Vera Chee
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213. Cua mét ngudi phu nd-gdi mot ngudi dan éng giai
thich tai sao cin cé sy dong ¥ cia b6 me méi ldy

duge nhau.
41, Shan Chung,
Hong Kong.
Hwang than yéu cda em, Ngay thang:......cccooni

Em khong phai ndi véi anh em sung sudng bao nhiéu khi bi€t
¥ muén cia anh cudi em, nhung chéc chén anh sai khi nghi ring
em s¢ gia dinh trong vAn dé nay. Em biét ro nhitng tinh cdm cia
em ldm va chéc chén cd thé bit chip b8 me em d€ cudi anh, néu
la cAn thiét,

Song, anh than yéu oi, hon nhan la mét vén d& hé trong, vA em
muén o sy ban phic cia gia dinh d€ 5 b6 me em thuong anh
cing nhidu nhu thuong em. Cudc séng vy chdng ma khong cé tinh
yéu bén nha v¢ vi bén nha chong cd thé 1a rét cay ding, that viy!

La mot ngudi dan dng, anh dé dang 1am cho b6 me anh chdp
nhan mot ¢d gai nao dé Jam con dau. Nhung 1a moét cb gai, em
khong cd diac quydn nhu anh. B6 me em phai tuyét déi tin chéc
rang anh thuc sy ¢ kha nang cham séc em t6t va sé khéng hing
hit v4i em sau kbi cudi.

Vi vy chung ta of thuyét phuc b8 me em rdng anh sé yéu em
" trong moi hoan canh, lic d& dang cing nhu khi khe khan va anh cd
thé tao cho em nhitng nhu chu vi tién nghi khiém t8w clia cude séng,
Anh yéu, hay dén gap b6 me em sém nhét cd thé duge. Em
tin chéc b8 me em sé thich anh va sé tan thanh sy két hén cia
ching ta, vi anh 12 mét ngudi diy nang lyc va tuyét voi.
Ya&u gnh say ddm va hon anh.
Mai mai 1 cla anh,
Vera Chee
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214. From a lady expressing readiness to marry her
lover.
41, Shan Chung,
Hong Kong.

. My darling Adrian,

Your letter has rejoiced my heart. I am indeed prepared to
marry you anytime you wish. Frankly, I expected you to ask me
to marry you much socner. My parents have great respect for
you, and I assure you that they will readily accept you as their
gon-in-law,

Will you see my parents as scon as you can, so that we may
become man and wife in the very near future and live happily
together?

With all my love to you,

Yours always,
Vera Chee
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214. Cua mét phu nit biéu 16 sy sén sang két hon véi
ngudh yéu.

41, San Chung,
Hong Kong.
Ngay thang:...............e.

Anh Adrian than yéu cua em,

Thu anh lam em vui long. Qua that em da sin sang két hon
véi anh bt cd lie nao anh mudn. That tha ma ndi, em da chy
doi anh ciu hén em sém hon nhig¢u. B§ me em rdt ton trong anh
vi em tin chéc ho sin sang nhan anh lam con ré.

Anh c6 gap b6 me em sém nhét cd thé duge khéng, dé€ rdi
ching minh trd thanh chéng vg trong tuong lai rét gin va sing
hanh phic bén nhau khong?

Véi tdt ca tinh yéu dang cho anh,

Mai mai 1a cia anh, -
Vera Chee
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215. Unfavourable reply to a lady who wishes to know
about a gentleman’s feelings towards her.

16, Pottery drive
Christchurch

New Zealand
Date:...ocoovenveee,

My dear Silvia,

Thank you for your letter asking me to disclose my feelings
for you. It has touched me deeply.

To tell you the truth, however, I have always regarded you as
good friend and nothing more. You are a charming lady and any
man would be happy and proud to have you as his bride or lover,
but 1 am already involved emotionally with another lady whom I
intend to marry shortly. I am surprised that you are not aware
of the matter when so many of your friends know about it.

In any case, T am sure this letter will not sadden you, as you
still do not seem to be certain about your true feelings for me. |
am confident that you will soon meet someone who will love you
with all his heart and give you all the happiness that you deserve.

All good wishes,

Yours very sincerely,
Roger
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215. Tra loi khong thuan Igi cho mdt phu nit muén biét
tinh cAm ctia m6t ngudi dan dng doi vai minh.

16, dudng Hang Gom,
Nha tha Christ,

New Zealand.

Ngay thang:........oen

Silvia thin mén cla toi,

Cam on bic thu cta ban yéu clu tbi ndi ré tinh cAm cia minh
déi voi ban. N6 lam t6i xGc dong sau sdc. Tuy nhién, d& ndi véi
ban su that, t6i da ludn coi ban nhu mot ngudi ban tat chi khong
hon. Ban 12 ngudti phu nit day quyén ri va bt ¢ ngudi dan ong
nac cing s& hanh phic va ty hio ¢d ban lam ngudi yéu hay cd
dau. Nhung t6i da dinh Hu vé mat tinh cAdm voi mot ngudi phu
nif khéc ma t6i dinh két hon nay mai. Téi ngac nhién 1a ban chua
biét didu nay trong khi rAt nhidu ban cta ban déu di biét hét.

Diu sao, la thu nay chédc ciing khong [am ban budn vi ban
hinh nhu con chua chéc chin v& tinh cAm that cta ban d&i véi
toi. Tai tin réng ching bao l4u nita ban sé gap mft ngudi sé yéu
ban véi ca trdi tim minh va tao cho ban ni®m hanh phic ma ban
rit xing dang.

T4t ca nhitng 10i chic t6t dep,

R4t chan thanh cda ban,
Roger
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216. From a gentleman confessing his love for a lady.

1, Freakston Road,

Perth (Aus).

Date:....ooovvveeen
Dear Miss Susan Hayward,

This letter may come to you as a complete suprise; but you
must believe me when I say that it is not a sudden urge that has
prompted me to write to you. I had been thinking of writing to
you much sooner; but lack of confidence prevented me from doing so.

When [ first met you, I was so struck by your simplicity and
sweetness of speech and manners that it became difficult for me
to shut you out of my mind. Your bewitching smile captivated
me, and the most [ tried to forget you, the more I began to think
of you, until it dawned upon me that I had fallen in love with you.

Though we have seen each other so many times after our first
meeting at the party we attended and have had a lot of fun
together, I have never felt confident enough to confess my love

to you, as I have always felt that if you reject me, I will become
the saddest person alive. '

Believe me, I have suffered in silence for a long time, being
uncertain about your feelings towards me. I have now arrived at
a point when I can no longer bear the afflictions of the mind.
Hence this letter.

I wonder if you have ever thought of me, or considered it
possible for you to fall in love with me. If you haven’t, please let
me know as soon as you can, so that I may not be under any
illusion about your feelings for me. Time, T am told, helps to heal
the wounds of unrequited love.

With kindest regards,

Yours very truly,
Richard Smith
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216. Ctia mét ngudi dan 6ng thd nhén tinh yéu vdi mot
phu ni
1, Duting Freakston,
Perth (Australia)

C6 Susan Hayward than mén,

Thu nay dén vdi ban cd thé nhu la mét sy dot ngdt hoan toan,
song ban phai tin t6i khi t6i ndi rang khong phai 1a mot sy thoi
thac thinh linh da thdac ddy t6i viét cho ban. Tdi da nghi dén viée
viét cho ban som hon nhiéu; nhung su thiu fu tin  da ngan
can toi lam nhu vay.

Khi 1an dau tién gap ban, su gian di cta ban va sy ngot ngao
trong ngbn ngil, ci chi cia ban da dap vao téi khién t6i kho long
x6a duge hinh anh ban trong tri toi. Nu cudi quyén ri caa ban
chinh phuc t&i va cang ef quén ban thi t6i lai cang nghi dén ban,
cho dén khi tsi chot nhan ra 1A toi da phai long ban.

Mac dau chiing ta da gap nhau bao nhiéu lin sau lan dau tién
gip nhau & cuéc lign hoan ma ching ta cung du va da vui dia
voi nhau kha nhidu, tdi chua bao git cam thiy du tu tin dé€ thu
nhan tinh yéu cla t6i véi ban, vi toi luon nghi ring néu ban tit
choi toi, toi sé trd thanh con ngudi budn khd nhat dai.

Hay tin toi, t6i da dau khd trong im lang tit bao lau nay vi
tdi khong tin chdc vao tinh cam cha ban d&i voi toi. Bay giv da
dén lGe ma t6i khong the chiu dung dau khg lau hon nita, Vi the
ma cd 14 thu nay.

T6i tu hoi ban cd bao giv nghi dén t6i khong hodc cd bao gid
coi 1a ¢ thé yéu toi khong. Néu khong thi xin ban hay cho toi
biét cang som cang t6t, d€ toi khong con 4o tudng vé cdc tinh
cAm ciia ban doi vai toi. Thoi gian, toi thAm nghi, sé giup han
gan ciac vét thuong long cla mdi tinh khéng duge dap lai.

Véi nhitng 10i chic t6t dep nhat,

Rat chan that caa ban,
Richard Smith
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217. From a lady reciprocating a gentleman’s love for her.
14, Commonwealth Road,
St. Helena, Australia
Date:.....cocoocoveveeean
Dear Richard,

Your letter did come to me as a complete surprise; but it was
a very pleasant surprise indeed, and I wish I had the words at my
command to give adequate expression to the joy I feel in my heart.

Though we have seen each other so many times and have had
a lot of fun together you had never by word or deed given me
the encouragement which could induce me to think that you did
have such feelings for me as you confess. Now that you have
revealed your love for me, 1 am the happiest woman alive, for [
too had been hiding my feelings for you for so long. How different
the future looks from what it did before your letter arrived!

To be frank, I have always held you in great admiration and
your letter has stirred my heurt. I love you really anf truly, as
deeply as you love me. My darling, why have you waited so long
to write to me? 1f only you had told earlier how much you loved
me, how happy I would have been all this while.

Please come to see me as soon as Yyou can, my love. | shall be
waiting eagerly to embrace you and to tell you a lot of things
from the depth of my heart. I won’t be able to sleep until I have
seen you and made sure that our wonderful happiness is true.

All my heart’s love to you, my dearest.

Ever your own,

Susan
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217. Ciia mot phu ni déap lai tinh yéu cia mdt ngudi
dan ong.
14, dusng Cong Hoa
Thanh Helena, Australia.

Richard than yéu,

Thu anh dén voi em nhy mdt sy dot ngét hoan toan, nhung
d6 1a mot su dot ngdt rit thi v, thuc vay; vA em mong lam chu
duge ngon ngit dé cd mot bi€u 16 tuong xitng vé niém wvui em
cAm thdy trong long.

Mac di ching ta da gap nhau rit nhizu 1an va da vai dia val
nhau kha nhidu, anh chua bao gis bang 181 ndi hay viéc lam tao
cho em sy khich 18 ¢6 thé€ khién em nghi ring auh cd véi em
nhiing tinh cAm nhu anh thd nhan. Bay gid khi anh da boc 19
tinh yéu cta anh d6i voi em, em I2 ngudi dan ba hanh phuc nhét
di vi em ciing dé che gidu tinh cAm cia em déi véi anh ti lau
14m roi. Tuong lai bay gio hién ra khac biét mdy so vai trude lic
¢d la thu cia anh.

N6i thing thén, em ludn cé mot sy kham phuc 16n ddi véi
anh va thu cia anh di 1am rung dong long em. Em yéu anh thue
sy va chan tinh, ciing su sac nhu anh yéu em. Anh yéu di, sac
anh dé 1au thé mdi viét thu cho em? Gié ma anh noi vii em som
hon ring anh yéu em biét bao nhiéu thi em da rdt hanh phac
sudt thoi gian nay rdi!

Ngudi yéu oi, hiy dén tham em som nb4t cd thé duge. Em
dang ndng long chd anh dé€ om hon anh va ndi véi anh nhigu
didu tu day long em. Em s& khong nga dudc cho dén lic nhin
th&y anh va biét chac rang hanh phic tuyét voi cia ching ta la
c6 thuc.

T&t ca trai tim yéu thuong cia em danh cho anh, anh than
yéu nhét dai.

Mai mai clia riéng anh,
Susan
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218. Unfavourable reply to a gentleman who has
confessed his love for a lady.
14, Commonwealth Road,
St. Helena, '
Australia.
Date:..coirieie
Dear Richard, '

I have to thank you for your letter expressing your feelings
for me and the nice things you have said about me. It is sweet
of you to want me so much.

I must, however, tell you that I have never entertained any
thoughts of ever falling in love with you, though I have always
regarded you as a very decent and respectable person. You certainly
deserve a better lady than [ am, one who can return the love that
you can give, and I am confident that such a lady will come your
way soon. [ am not worthy of your devotion.

I am, however; glad that you know that time has a way of
healing the wounds of unrequited love, for it only makes it easier
for me to say that I could never be in love with you. I hope you
will respect me all the more for being honest with you,

It would indeed be easy for me to say that I love you and take
all the love and good things you offer me, but I feel it would be
wrong. I should be giving you nothing in return.

Finally, I must say that | have always enjoyed your company
and mature discussions, and | hope that my reply to you will not
cause you to hate or to avoid me. I also hope that you will not
banish me from your memory, for I would still like to remain as
one of your closest friends. | shall always think of you with
affection.

With all kind wishes,
Your sincere friend,

Susan
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218. Tra I5i khong thuéin lgi cho mot ngudi dan dng da
thd nhan tinh yéu ctia minh véi mot ngudi dan ba.
14, Dudng Cong hbda,
Thanh Helena,
Australia.
Ngay thang............
Richard than mén,

Toi phai cAm on ban v& lé thu bi€u 1o tinh cam caa ban déi
véi ti va nhitng didu tét dep ban da ndi vé toi. Ban that 1a dé
thugng di cin tdi dén nhu vay.

Tuy nhién, t6i phai ndi rang toi khong bao gi o6 ¥ nghi la
yéu ban, mac dau téi vAn luén coi ban nhu mot con ngudi lich
duyét va dang kinh. Chédc chén ban xing dang véi mét phu ni
tét hon toi, mot ngudi cd thé dap lai tinh yéu cia ban va toi tin
chic ring mot ngudi nhu viy sé nhanh chdng dén v6i ban. Téi
khong xing dang vdi sy ngudng md cia ban.

Tuy nhién, t6i sé vui mitng néu ban biét rang thoi gian cé mot
cach dé han gan cdc vét thuong ctia mét mdi tinh khéng dude
dap lai; didu d6 chi tao dé dang hon cho toi khi ndi rang t6i khong
bao gio cé th€ yéu ban. Téi hy vong ban sé& cang ton trong toi
hon vi téi di trung thuc vdi ban.

Qua la dé dang cho tai d€ ndi rang toi yéu ban va nhan tit
ca tinh yéu va nhiing didu té6t dep ban danh cho tdi, nhung toi
thdy lam thé& la sai. Toi khong cd gi dé dap lai ban.

Cus6i cung, toi phai ndi 1a tai ludn thich thu duge gan gii ban
va nghe cac tranh luan chin chén cda ban va t41 hy vong sy tra
I5i cua téi khong phai 12 nguyén nhan lam ban ghét toi va xa
lanh t4i. Toi cing hi vong ban sé khong loai t6i ra khdi ki dc
ban, vi toi muén vin la mot trong nhiing ngudi ban than nhat
ctia ban. T6i luon nghi dén ban vdi ldng triu mén. '

Véi tdt cA nhitng 10i chdc tot dep,

Ban chan thanh cua ban,

Susan
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219. From a gentleman to a lady who says that she can
not love him but would like to remain as a close

friend.
1, Freekston Road,
Perth (Aus).
Date:.oooovevven
Dear Susan,

Thank you very much tor your letter wich arrived yesterday.

I must admit that I felt quite stunned by your reply, for it
was entirely different from what I had expected. suppose 1 should
not have dared to hope, and yet I did. It had seemed to me that
you were growing as fond of me as I was of you; but evidently I
was wrong in my judgment of your feelings for me.

At this moment things look pretty black for me, as you can
perhaps understand. No doubt I shall eventually come to accept
your decision in my heart, as my mind nmust already accept it. [t
is said that time helps one to get over everything; but I know
that it is not going to be easy for me.

I can assure you, my dear, that though our lives will hencefo-th
be along different paths, 1 shall always wish you well and rem ain
as one of your closest friends.

Always your sincere friend,
Richard
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219. Cua mét ngudi dan 6ng gii mdt phu ni dia néi 1a
khong thé yéu anh nhung mudn viin la ban than
cua anh.

1, DBudng Freekston,
Perth, Australia.

_ Ngay thdang:.............
Susan than mén,

Cam on ban nhigu v& 14 thu di dén hém qua.

Téi phai thita nhan ring t6i cam thdy chodng vang ve thu tra
Joi ctia ban, vi né hoan toan khic véi nhitng gl toi don dgi. Nhé
ra t6i da khong dém hi vong, thé ma toi da hi vong. Tubng nhu,
theo téi, ban dang trd nén than thiét voi toi cing nhu 81 than
thigt vdi ban, nhing 16 rang 1a toi sai trong viéc phén dodn nhitng
tinh cAm cua ban ddi vdi t6i.

Lic nay, sy vat d&i vii toi cd vé den t&i, nhu ban cd 1& da ré.
Chéc chan dan da toi =& di dén chdp nhan quyét dinh cua ban
bang trai tim, nhu 1i tri cda t6i dd chdp nhin nd roi. Ngudi ta
da ndi ring thdi gian sé giip vuot qua moi thd, nhung toi bist
ring didu d6 sé& khong dé dang doi vdi toi.

Ban than mén, mic diu cudc doi cia chung ta tir nay sé di
theo nhimg con dudng khédc nhau, toi ¢d thé dim bao v4i ban sé
ludn ciu mong moi sy tét lanh cho ban va vin 12 méot trong
nhitng ngudi ban than nhét cua ban.

Ban luén chan thanh cha ban,
Richard
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220. From a gentleman to his beloved promising
ever-lasting love.
16, Pottery Drive,
Christchurch,
New Zealand,
Date:..........
My dearest Laura,

After we parted company last night, 1 had a wonderful experience
which enraptured my heart, as I walked along the lonely paths
that lead to my home.

The moon was shining brightly and the hills and trees all
round, under the clear starry sky, looked very beautiful indeed.
A gentle breeze and the calls of the creatures that love the night
world added to the enchantment of the scene. All nature seemed glad.

As [ looked round, I felt a thrill of Joy: for I soon realised that

you, a sweet and gentle creation of God, are a part of all that is
beautiful in nature. My heart began to swell with pride.

I stood there for a while, rapt in contemplation of the beauty
around. The only thing that was needed to make it a place and
night of perfect beauty was your presence.

Believe me, my darling, this wonderful experience has deepened
my love for you, and as the oceans and the winds move eternally,
so will my love for you remain constant till the last breath of my
life. We shall never drift-apart into loneliness and unhappiness.

All my heart’s love to you, my dearest.

Always your own,
Robert
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220. Cua mot ngudi dan 6ng gli ngudi yéu hia hen
mot tinh yéu 1au dai mai mai
16, Pottery Drive,
Nha th Christ,
New Zealand.
Ngay thang:.................
Laura than yéu nhat déi cia anh,

Té&i qua sau khi chung ta chia tay nhau, anh cé mét trai nghiém
tuyét vdi lam long anh v6 cung thich thi, khi anh dang di doc
con dudng nhé don doc dinv& nha anh.

Mat trang dang chifu sang ngdi va nhiing d6i vA ciy chung
quanh, dudi bau trdi quang nhidu sao, qua la co vé rat dep. Mot
lan gié nhe cung vdi tiéng kéu cdce sinh vat yéu mén thé gi6i ban
dém lam tang thém vé mé li ciia canh vat. Ca thién nhién duang
nhu dang sung sudng.

Anh nhin quanh va cam thdy rén 1én nigém vui thich bdi vi
anh béng nghi rAng em, moét sdng tac diu dang va dé thuong cia
Thugng dé, 1a mét phan cia cai dep trong thién nhién. Trdi tim
anh bat dAu cang phéng lén vdi nigm tu hao.

Anh ding d4y mot hie, say mé ngdm nhin vé dep chung quanh.
Cai duy nhit cin cd dé bién né thanh mét noi va mot dém caa
vé dep hoan hao chinh 13 sy cd mat cia em.

Hay tin anh, em than yéu, cudc trai nghiém tuyét vai do da
lam sau sic thém tinh yéu ciia anh d6i voi em, va nhu cdc dai
duong va gid chuyén ddng mai mai, tinh yéu cla anh d6i vdi em
cing odn mii mai tdi hoi thd cubi cung ciia doi anh. Chiing ta sé
khong bao givs trdi giat mot cach riéng ré vao ob don va bét hanh.

T4t c4 trai tim yéu thuong cia anh danh cho em, em yéu ddu
nhat doi.

Ma3i mii clia riéng em,
Robert
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221. From a lady to a gentleman reciprocating his
promise of eternal love.

14-01 stanley Apt.,,
Christchurch,
New Zealand.

My dearest Robert,

I doubt you can imagine the joy I felt at receiving your sweet

- letter this morning. It has stirred my pulses. Words indeed have

the power to make a person greater than he or she is. Am [ really

such a wonderful woman as you describe, my dear, or is it just

rhetoric? Please do not rhapsodise so much oh your love for me,
as it will only increase my doubts that you really love me.

It is, however, so nice of you to declare that your love for me
will never perish. I too love you with all my heart. You are in all
my thoughts and dreams, and I promise you, my darling, that I
will love you through thick and thin and share all your joys and
sorrows till the last moment of my life. You are the alpha and
the omega of my life, and 1 shall cherish the hope that I will be
in your arms, when the moment arrives for me to leave this world
and to say good-bye to you.

Write again soon, darling, even if you don’t have much to say.
Just to see your writing will brighten the day more than I can
tell you.

With love and kisses,

Your very humble and loving,
Laura
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221. Cha mét phu ndé gii mt ngudsi dan ong ddp lai 1ai
hita vé mot itinh yéu vinh citu.
14-01. Cu x4 Stanley,
Nha tho Christ,
New Zealand.
Robert thian yéu nhdt doi cta em,

Em khéng chac anh tudng tugng néi niém vui em cAm nhén
khi nhan la thu ngot ngio cta anh sang nay. N6 da giy cho em
nhitng cim xdc ron rang. Tit ngif qua c6 sdc manh lam cho con
ngudi 1n 1én hon nd lic binh thudng. Em cd thuc sy 1a ngudi
dan ba ki didu nhut anh mo ta khéng hay day chi 1a mi t& phap?
Xin anh ditng ngadm nggi qua nhidu v& tinh yéu cta anh déi véi
em, vi nd lam ting mé&i nghi ngd cia em la anh cd thuc sy yéu
em khéng. '

Tuy nhién, anh that 1a t6t khi tuyén b3 ring tinh yéu cia anh
khéng bao gits bi hily hoai. Em ciing yéu anh véi tit cA tam hén.
Anh & trong moi ¥ nghl va gific mo cia em vA em hda véi anh,
anh than yéu, ring em s8 yéu anh trong mei hoan canh, dé dang
ciing nhu gay go va sé& chia s moi nidm vui va néi budn cia anh
cho dén phiit cui cung cta ddi em. Anh 1 cudc doi em tit A dén
Z va em dang 4p 4 nidm hi vong s& & trong vong tay anh vao lic
em tit gia cudc doi va ndi 18i vinh biét véi anh.

Viét cho em nila, viét ngay anh nhé, dit anh khong o6 gi nhigu .
dé ndi vdi em. Chinh la d€ th4y ring nhing didu anh vi&t lam
chdi loi nhing ngdy em s6ng hon 13 em o6 th€ ndi v6i anh.

Yéu anh va hdn anh,

R&t nhin nhudng va rdt yéu thuoang,
Laura
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222. From a lady accusing her lover of jilting her.
7, Queens Road,
Adelaide,
Australia.
Date:...................
Dear Burton,

I have been deceived in you and there isn’t much for me to
write to you, except to give you a piece of advice, that is, not to
do to other decent g'irlls what you have done to me, for if you do,
you will surely repent it some day.

You have robbed me of my virginity, the greatest treasure of
an unmarried woman, and shattered all my dreams of finding a
decent man to marry me. You never loved me really, and having
satisfied yourdustful desires with me, you have jilted me to lust
after other women. What a fool I was to believe in your professions
of passionate love for me.

I must now suffer the consequences of my own indiscretion.
Perhaps, some day, when you have a grown-up daughter who
surrenders her virginity to a treachrous person like you, the
enormity of what you have done to me will dawn upon you. I am
not a vindictive person to desire for revenge. 1 shall just resign
myself to my fate,

Your betrayed, h
Angelina
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222, Cia mét phu ni lén dn ngudi yéu phu bac minh

7, Queens Road,
Adelaide,

Australia.

- Ngay thang: ...
Anh Burton than mén,

Téi da bi anh lita ddi va khéng cd gi nhidu d€ viét cho anh,
trit phi d& cho anh mot 181 khuyén. Dd 1a ding gy ra cho nhing
ngudi con gai ding dén khéc ditu anh da gy cho t5i, vi néu anh
lam nhu vay thi mot ngay nao dd chéc chin anh phai héi han.

Anh da danh cép su trinh tiét cha t6i, cal tai sdn 16n nhit cia
mdt nguo: on gil chua ldy chbng, va da-lam tiéu tan gidc mo
tim mot ngudi dan 6ng ding din d8 két hon. Anh khong thuc
sy yéu toi bao gid cA, va sau khi da thda man nhitng them muén
thdp hen vdi t6i, anh da bod roi toi d€ di dam dang voi nhitng
ngudi dan ba khac.

T6i khos dai bidt bao khi tin v3o sy t& bay tinh yéu say ddm
dai vdi toi chia anh. :

Bay git t6i phai chiu nhitng hiu qua cia sy hd hénh clia tal.
(6 16 mot ngay nao dd, khj anh cé mot ¢6 con gii 16n trao sy
trinh ti6t ctia minh cho mot don ngudi phan bdi nhu anh, thi sy
tan 4c da man ciia viéc anh lam sé trd nén r6 rang déi v4i anh.
Téi khong phai con ngudi thii oan thich bdo thi. Tdi sé cam chiu
v&i 84 phén.

Ngudi bi tinh phuy,
Angelina
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223. From a lover denying that he has Jilted his
sweet-heart.
7, King Arthur Road,
Adelaide,
Australia.

My dear Angelina,

I have just received your letter accusing me of treachery and
betrayal and of being lustful, but the truth is otherwise. I am still
filled with passion for you, my love, but some pecple from your
family have threatened to harm me if I continue my relatlonshlp
with you. They have described me as ambitious and unworthy of
a lady like you and have insulted and abused me so much that |
felt it might be wiser to heed their warning; but if YOU can assure
me that you still love me well enough to be able to stand agmnst
all opposition, I shall fear no threats.

I know that at your age no one can legally oppose your will
to marry the man you choose, but I still fear that when you have
to choose between your family and me, your love for your family
will triumph over your will to marry me.

If you really love me, darling, as much as I love you, please
let us get married as soon as possible so that no one can disturb
us any more. As you know, I can afford a decent home and give
you all that an average husband can provide.

Please reply at once to let me know your decisions, my sweetest
love,

Ever your loving,

Burton
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223. Ciia mot ngudi yéu phi nhan la da tinh phu cé
gii minh yéu.
7, Dudng Vua Arthur,
Adelaide,
Australia.
Ngay thang:..............

Angelina than yéu ciia anh,

Anh vita nhan bic thu ctia em lén 4n anh phu bae, phan bi
va dam dang, nhung sy thuc thi hoan toan khac. Anh dang tran
day dam mé d6i véi em, em yéu a, song mot s8 ngudi trong gia
dinh em da de doa lam hai anh néu anh ti€p tuc quan hé vdi em.
Ho mé ta anh nhu 1A ngudi tham lam, khong xing diang voi mot
thigu nit nhu em, ho da chii ria va lang ma anh nhidu dén mic
anh cAm tufy khon ngoan hon la chu ¥ dén nhitng 15i ciAnh cdo
ctia ho. Nhung, néu em cd th€ bdo ddm vdi anh 12 em codn yéu
anh nhidu d€ du sdc chéng lai'moi sy phan d6i thi anh sé khéng
s¢ bdt cd sy de doa nao. :

Anh biét 1a & tudi em, khéng ai cd thé hgp phap chéng lai ¥
mudn ciua em duge két hon vai ngudi minh lua chon, nhung anh
con s¢ rang khi phai chon giita anh va gia dinh, long yéu gia dinh
s& chién thdng y mudn két hon vdi anh.

Né&u thyc su yéu anh, em yéu qdy, nhidu nhu anh yéu em,
chiing ta hdy cudi nhau, cang sém cang t6t d€ khong ai cd thé
quéy riy ching ta nifa. Nhu em biét, anh o6 thé€ tau mot ngoi -
nha tuom t&t v danh cho em t4t ci nhitng gi mot nguol chdng
trung binh cd thé chu cép.

Hay tra i ngay va cho anh biét ¥ dinh cta em, hdi em yéu déu.

Mai mai yéu em,
Burton
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224. From a lady to her lover who denies that he has
jilted her.
7, Queens Road,
Adelaide,
Australja.

Date:..................
My dearest Love,

I was over-joyed to receive your letter this morning; it has
indeed revived all my hopes of the future. T am truly sorry for -
all the harsh things [ wrote against you. Please forgive me.

Darling, I do love you as much as you love me, if not more,
and I am prepared to make any sacrifice to be your bride. The
interference and threats of my family have only strengthened my
resolve to spend the rest of my life with you.

Please meet me at the Rex Cinema on Sunday, this week, at
10 o’ clock so that we may discuss our marriage and renew our
pledge of eternal love.

With sweet kisses,

Your devoted,
Angelina
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224. Cua moét phu ni giti ngudi yéu khong cong nhan
1a anh ta di phu bac.
7, Queens Road,
Adelaide,
Australia.
Ngay thiang................
Anh thin yéu nhit ddi coa em,

Em sung sudng tot bac khi nhan duge thu anh sing nay, qua
that né da lam séng lai tdt cA nhing hi vong cia em vé tuong
" lai. Em that su dau budn v& nhitng didu chua cay em da viét vé
anh. Tha thi cho em nhé. .

Anh than yéu, Em yéu anh cing nhidu nhu anh yéu em, néu
khéng 12 nhigu hon, va em sin sang chiu moi hi sinh d€ trd thanh
c6 dau. Su can thiép va nhitng de doa cia gia dinh em chi lam
manh thém ¥ dinh sdng su6t doi bén anh cia em.

Xin anh hay dén gap em & rap chiéu bong Rex vao ngiy chu
nhat tudin nay, lic 10 gis, dé ching ta cd thé ban vé dam cudi
ctia ching ta va dé nhéc lai 161 hia cta tinh yéu vinh citu.

Véi nhitng cdi hon nbng tham,

Trung thanh cta anh,
~ Angelina.
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225. From a lover disclaiming responsibility for the loss
of his old flame's chastity.
7, King Arthur Road,
Adelaide,
Australia.
My dear Angelina, Date:.........coooemini.

It is easy to find fault with others; but if you think carefully
you will realise that you are yourself to blame for the damage
that you have suffered by being in love with me.

I agree with you when you say that the greatest treasure that
an unmarried lady can have is her virginity and chastity. Why
then did your will to preserve your chastity weaken every time I
embraced and kissed you? I have never used force on you, and if
you succumbed to my charms and were overwhelmed by my
virility, can you blame me for it? Besides, could I ‘not say that
you found me so irresistible that all sense of morality deserted
you when you embraced me and made you willing to sacrifice the
greatest treasure you had?

There are many reasons why I cannot or should not continue
my relationship with you. Please do not worry, however, as you
are sure to meet someone much better than I am in every respect.
Perhaps then you will realise that I had not deceived you and
that | had been actuated by the best of intentions when I refused
to continue my association with you,

I wish you joy and shall always remember the pleasant moments
we spent together.

With every good wish,

Yours sincerely,

Burton
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995. Crtia mot ngudi yéu pha nhan trich nhiém veé sy
mét trinh cia ngudi yéu ci
7, Duting vua Arthur,
Adelaide,
Australia.
Ngay thang:......coes
Angelina than yéu cla anh,

D8 t6i cho ngudi khdc thi dé; nhung néu em suy nghi ki thi
em sé hi€u r6 rang chinh em la dang cheé trach vé thiét hai ma
em da phai chiu khi yéu anh.

Anh ddng ¥ véi em ring tai san 16n nhit ma mot ngudi phu
nit chua chdng cd thé cd 1a su trong trdng va trinh tigt. Th& tai
sao ¥ mubn bao vé sy trinh ti€t § em y&u di méi lan anh 6m va
hén em? Ank khong bao gid cudng bic em va néu em sa nga bdi
sy quy&n ri cia anh va bj chinh phuc bt sWe dan dng cia anh
thl 1am sao em cd thd trach cit'anh v& digu d6? Hon nita, phai
chang anh khong thé ndi ring em d4 thdy anh hdp dan khéng
cudng lai duge t4i mic tdt ca luong tri vé dao dic bién hat khoi
em khi em 6m hon anh va 1am em sén sang hi sinh tai san ldn
nh4t ma em cc?

C6 nhidu li do khién anh khong thé hay khong mudn tiép tuc
méi quan hé cia anh véi em. Tuy nhién xin ditng dau budn vi
chac chin em sé gap mdt ngudi hon anh nhidu vé moi phuang
dién. Co 16 lic dé em sé hi€u 16 1a anh da khong lia doi em va
anh da duge thic ddy béi nhitng dy dinh t6t dep nhédt khi anh
tir chdi tiép tuc sy kdt giao vdi em.

Anh chic em vui va sé luén nhé nhiing gio phut thich thu
chiing ta da sdng bén nhau.

Véi moi 13i chic t6t dep,

Chan thanh cia em,
Burton
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226. From a lady to her sweet-heart expressing doubt
about the censtancy of his leve.
14, Mc Queen Drive
Canberra
Australia
Date:..........cooco. ...
My dearest Steve,

It is now past mid-night and a sudden storm has waked me
from my sleep. ' '

While the storm raged, it shook my whole being and awakened
all my fears about your love for me. Darling, the storm has abated
but my fears remain, and these fears impel me to write this letter
at this time of the night when the whole world is asleep.

Steve, today I am young and beautiful; but just as every flower
fades, I tov will scon grow old and ugly. Will you love me then,
or will you say goodbye to me and go away like the storm that
has just swept througi, this way?

I knew you love me with all your heart, yet I fear that your
love for me may soon prove to be as brief as a dream or the life
of a storm.

Please write to me, my love, to assure me that you will never
forsake me, even if all my charms and beauty are ravaged by the
cruel hand of time. I cannot live without you, Steve, for you are
my world and the very breath of my life.

With deepest love,

Yours forever,
Belinda

472



226. Cua mot nguai phu ni gii ngudi yéu bay td sy
nghi ngo vé long trung thanh cua anh fy.
14, Duong Mc Queen,
Canberra,
Australia.
: Ngay thang: ...

Steve thdn véu nhdt cia em, '

Bay git da qué nifa dém va mdt con bao dot ngdt di JAm em
thic giae,

Trong lic con bao dang ndi con thinh nd, no da lam rung déng
cA ngudi em va danh thic day moi ndi lo sg v& tinh yéu cua anh
d6i vii em. Anh than yéu, con bao da diu di song nhitng ndi s¢
cua em & lai va ching budc em vi6t thu nay trong khodnh khac
cta dém sau, khi ma ca th& gidi dang yén gifc.

Anh Steve oi, hdm nay em cdn tré va dep; nhung ding nhu
moi hoa roi s& tin, em ciing s& trd thinh gia nua va x4u xi, Lic
dé anh con yéu em khéng, hay s& ndi 1di tit biét em va bd di nhu
con bdo vita quét xuyén qua doan dudng nay?

Em biét anh ydu em tan day long, song em 3¢ tinh yéu cla
anh cd thé nhanh chdng té ra ngiin ngai nhu mét gidic méng hoac
nhu d8i mot con bao ma thoi.

Anh than yéu, xin anh hiy viét cho em d& dam bao v6i em
ring anh khong bao giy bo em, diu rdng tat ca vé quyén rd va
shc dep ciia em od bi ban tay khdc nghiét cua thdi gian tan pha.
Anh Steve, em khong th& séng thi€u anh vi anh Ta thé gidi cla
em, la ban than hoi thd clia cudc dai em.

Véi tinh yau sdu dam,
Mai mai cua anh,
Belinda
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227. From 2 lady to a gentieman who has known her
for a long time and now wishes to marry her.

6678, Ford Square,
Tasmania.

Dear Gerald,

Your letter was indeed a great surprise although our long and
affectionate friendship, and the many proofs you have given of
your affection for me, should have prepared me for it a little. It
was, however, a very happy surprise, Gerald, and I do not doubt
you have guessed that I care a lot for you.

You will come and talk to my parents on the subject, won’t
you? I am sure that they will not object, for they have always had
‘a great affection for you and have at times even expressed the
hope that you would be their son-in-law some day I am sure we
shall be very happy together.

Yours very sincerely,
Adeline
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227. Cua mét ngudi dan ba giti mot ngubi dan 6ng d4
quen chi tif lJau bay gio mong két hén véi chj

6678, Quang trudng Ford,
Tasmania.
Ngay thang: ...

Gerald than mén,

Thu ctia anh qua la mot sy ngac nhién lon, mac dau tinh ban
lau dai va than thist ciing nhy nhidu biéu hién cia long thuong
yéu anh danh cho em da chufin bi mét phan nao cho em vé 14
thu d6. Tuy nhién day 1a mét sy ngac nhién sung suéng, Gerald
a, va em khong nghi ngd la anh da doan ring em quan tim nhigu
dén anh.

Anh s& dén thua chuyén dy vdi b8 me em, phai khong? Em
tin chéc ho & khéng phan déi vi ho luén co tinh cdm sau sic vai
anh va cd 1an da bi€u 16 hi vong duge nhan anh 1am con ré moét
ngity nao d6. Em tin chic ching minh sé r&t hanh phiic bén nhau.

R4t chan thanh cia anh,
Adeline
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228. From a lady to a gentleman who wants to marry
her after a short acquaintance. :

13, Sunrise Road,
Everton,
Australia,

Dear Mr. Neville,

I scarcely know how to reply to you letter or to express what
I feel at finding that you have given me your affection. I fee] that
I am not worthy of you in any way. If, however, you really think
that I could make you happy, I will gladly try my best to do so.

I have shown your letter to my parents, and of course they
would like to have a talk with you on the subject,

Very truly yours,
Violet Paul
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228. Cua mdt phu nit giti ngudti dan 6ng mudn cudi ch;
sau mét thoi glan nghn quen bi€t

13, Duing Sunrise,
Everton,
Australia.

Ong Neville than mén,

Em khong biét tra 10i thu éng th& nido, hodc bay t6 th€ nao
nhiing gi em cAm nh4n khi biét ong d& danh cho em tinh thuong
yéu. Em thdy minh khong xung véi 6ng vé moi phuong dién. Tuy
nhién, néu éng thuc su nghi ring em ¢6 th€ lam ang hanh phic,
em sé& vyi long o6 hét sdc minh d€ lam nhu vay. :

Em d& dua bic thu cta éng cho b me em xem, va di nhién
12 ho mudn cd cude ndi chuyén vai dng v& vin dé do.

Xin giti 6ng 10i chao rat chan that,
Violet Paul
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229. From a lady who wants time to consider an offer
of marriage from a gentieman.

16, Cussak Street,
Perth Australia.
Date:‘....‘.‘....,.7........

Dear Mr. Eugene,

I was very much surprised by your letter, and, I will add, much
pleased. I am fully sensible that your desire to marry me is the
greatest compliment you could pay me.

I candidly admit that I both like and esteem you, but marriage
is such a very serious affair that I do not feel able to give a
decisive answer immediately. I shall therefore be glad if you will
let me postpone my decision for-a few weeks.

Yours very sincerely,
Janet Smith
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229. Cta mét phu nit cin c6 thoi gian cin nhic loi dé
‘nghi két hén cia mét ngudi dian ong.

16, Duimg Cussak,
Perth Australia.
Ngay thang:.......coeees

Ong Eugene than mén,

Em rét ngac nhién vé 14 thu cta 6ng, va xin ndi thém, rdt
vui ming. Em ¥ thic day d9 ring ¥ mudn két hén véi em cua
ong 1a 13i ca ngoi 16n nhit ma 6ng cd thé danh cho em.

Em that tha cong nhin ring em vita yéu vita mén éng, nhung
hon nhan la viéc rit hé trong nén em cam thdy khong thé cd
mot cAu tra 10i dit khoat ngay. Vi vy, em sé vui milng néu 6ng
d& em ho#in quyét dinh lai trong vai tudn.

Xin gui 6ng 19i chao chan thanh,
Janet Smith

479



230. From a lady to a gentleman who has been
repeatedly writing to her, expressing his desire to

marry her.
14, Abraham Street,
Everton,
Australia.
Date:......ocooeeeee..
Dear Mr. Lewis,

Your letter of the 5th has just arrived and the answer I can
give once again is the same as | have already given you several
times. I can never regard you as a possible husband. I do not care
for you in that way at all, and never could.

1 hope you will now take this as final. Indeed I shall not feel
any obligation to answer and more letters from you,

Your faithfully,
Edith Oswald.
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230: Cda mdt ngudi phu n giti mdt ngudi dan é6ng da
nhiéu n viét thu bay t6 y mudn két hén.

14, phd Abraham,
Everton, '
Australia,

Ong Lewis than mén,

Thu d& ngay 5 cia éng vita dén va lai mot 1an nita, t6i cd thé
dua ra cau tra 10i gidng nhu cau di dua ra vdi dng nhidu lan.
Téi khong bao gits ¢d th€ xem ong nhu mot ngudi co thé 18y lam
chdng duge. Toi khong hé chu ¥ téi 6ng v& mit nay, va-sé khéng
bao git cd thé chdi ¥,

Téi hi vong [An nay duge 6ng coi nhu didt khoat. Toi sé cAm
thdy khéng cd bdn phén tra Ui va viét thém thu cho éng niia.

Xin gui éng 1¢i chao trung thanh,
Edith Oswald
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231. To a friend congratulating her on her engagement.

1, Belfast Road,
Southampton.

My dear Irene,

1am delighted to hear of your engagement and hasten to send
you my warmest congratulations. [ can only say that I hope you
will both be as happy in your married life as my husband and 1
have been. _

Milon and 1 shall be delighted if you will bring your fiancé to
luncheon and introduce him to us at the earliest possible moment.
We want to wish you both happiness in person.

Yours always,
Dolly.
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. 231. Giti mot nguoi ban chic mimg sy hia hon

1, Dudng Belfast,
Southampton.
Ngay thang:.......c..........

Irene than mén,

Ta6i vui mifng nghe tin v& viéc hda hon cha ban va vdi gii téi
ban nhitng 1&i chic mitng ndng nhiét nhat. Téi chi cd thé ndi
rang toi hi vong c4 hai ban sé hanh phic trong cude sdng Itta dai
nhu vg chdng ching toi.

Milon va t6i sé sung sudng néu ban dua chong chua cudi cia
ban dén an tdi va gidgi thiéu vai ching toi vao thoi didm sdm nhat
cd thé duge. Téi mudn chiic cA hai ban 1A hién than cia hanh
phic.

Luén ludn cia ban,

Dolly
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232. From a young man to a gentleman confessing his
love for the gentleman’s daughter and his desire to

marry her. )
14, Dicky Straw Street,
Osborn Town,
Australia

Dear Mr. J. S. Dickson,

I know you wili be taken aback by this letter which I am
writing after much thought and hesitation.

- You are perhaps not aware that your daughter, Helen, and I
have been passionately in love with each other for a long time.
We now realise that it is time for us to marry and settle down
to family life, if there are no parental objections from either side.

[ am twenty-seven years old and employed in a bank where
my prospects of promotion are reasonably good. ] earn a respectable
income at the moment. [ have passed several examinations relevant
te my work to buid up my career.

I belong to a respectable family. My father is an author of
some repute and owns a large publishing firm. My mother is a
teacher in one of the schools in this city. My two elder brothers
are lawyers who are also practising in this city. My younger sister
is in the university pursuing a course in Economics.

As my parents love me very much, I know it will it be easy
to obtain their consent to the marriage. It is therefore your consent
that | need first.

I should therefore be glad to see you at any time convenient
to you to discuss the matter, and should you be agreeable and
wish to.meet my parents, I shall be pleased to make the necessary
arrangements for you to meet them.

1 should be grateful to have a prompt reply from you.
With kindest regards,
Yours very truly,

© William dJones
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232 Cua mdt chang trai tré gii mot ngudi dan ong tha
nhén tinh yéu déi vdi con gdi 6ng dy va mong
mudn dugce két hon.

14, phd Dicky Straw,
Thanh phd Osborn,
Australia.

Thua bac J.S. Dickson kinh mén,

Chau biét ring 4 thu cda chau sé lam bdc sing s6t, & thu
ma chéu viét sau bao suy tu va ludng lu.

Cd 1é bae chua biét 1a Helen, con gai bac va chdu da yéu nhau
say dam tit 1au. Bay git ching chau hi€u ra ring da dén lic cudi
nhau va thiét lap cude sdng gia dinh néu khong cé sy phan déi
ctia doi bén b me.

Chéau 27 tudi va lam viéc trong mét ngan hang & noi ma trién
vong dé bat cia chau 13 kha tSt. Hién nay chau da cd thu nhap
kha. Chau da thi dé nhiu ki thi thich hgp véi cong viée clia chdu
dé xay dung su nghiép cia minh.

Chdu thude vé mot gia dinh dang kinh. B6 chdu 1a mét téc
gia ¢d it nhigu danh tiéng va 14 chii nhan cia mét cOng ty xuit
ban lén. Me chdu day hoc @ mét trudng cha thanh phd. Hai anh
chau 12 luat sy, cing dang hanh ngh® trong thanh phé ndy. Em
gii chau dang hoc khoa kinh té& trudng dai hoe.

Vi bd me chdu thuong chdu nhidu nén chdu biét 1a chau dé
dang ¢d duge sy dong ¥ cho két hon cia b6 me chiau. Vi vay,
chinh sy dbdng y cia bic 1a digu chdu cin thiét hon ci.

Chau sé rit sung sudng duge gap bac vao thoi gian bac thdy
thuan tién nhdt d& thua chuyén véi bac va néu bic ddng y va
mudn gap b8 me chau, chdu sé rédt sung sudng thu x&p 48 bdc gap.

Chau s& bigt on néu cd duge syt tra 10i nhanh chdng cia bac.

V4i long kinh trong thiét tha,

Xin gui bac 1t chao chan that,

William Jones
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233 From a gentleman to a young man who wants to
marry the gentleman’s daughter, expressing
willingness to discuss the matter.

4, Disneyland Ave,
Osborn Town,
Australia.

Dear Mr. William Jones,

[ have received your letter expressing your eagerness to marry
my daughter, Helen.

I am prepared to discuss the matter with you. You may meet
me any time you wish.

Yours truly,
J.5. Dickson.
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235. Cua mot ngudi dan ong gii mot chang trai tré xin
cudi con gédi 6ng ta, bay t6 sy mong mudn théo
luan vén dé

4 Dai I8 Disneyland,
Thanh phé Osborn,
Australia:

Ngay thang:...............

Anh William -Jones than mén,

Tai da nhan duge thu anh bay td niém khat khao dugc két
hon cling con gai t6i, Helen.

Toi sin sang thao luan vén d? nay vgi anh. Anh cd thé gap
tdi bt c hic nao anh mudn.

Gt anh 10i chao chan that,
J.8. Dickson
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234 Favourable reply from a gentleman to a young
man who wants to marry the gentleman’s daughter.

4, Disneyland Ave,
Osborn Town,
Australia.
Date:...... .........

Dear Mr, William Jones,
Thank you for your letter which came this morning.

[ have indeed been aware of your interest in my daughter who
has told me quite a lot about you. ’

As Helen is my only daughter, I have never done anything
obstructive to her wishes and ambitions. Besides, I have great
confidence in her judgments and I am sure that she has selected
the right person to be her life-companion.

I am therefore prepared to meet you to discuss matter of your
marriage.

Please see me whenever you wish, if possible, together with
‘your parents.

Yours truly,
d.8. Dickson
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234 Tra I thuln loi cia mét ngudi dan éng cho mét
chang trai tré mudn két hon ciing con gii 6ng ta.

4, Dai 16 Disneyland,
Thanh phd Osbosn,
Australia.

Anh Willum Jones than mén,

Cam on vé bic thu cia anh mdi dén sang nay.

Qua 14 t6i o bist sy chi y ciia anh dén con gdi t6i. N6 da ndi
véi toi khd nhigu v& anh.

Vi Helen 1a con gii déc nh4t cia téi, tdi khong bao gitr lam gl
ghy trd ngai cho nhitng mong uwdc va tham vong cia no. Hon
nia, tdi rét tin ¢ cdc phan dodn cta nd va chic chdn la nd da
lua chon ding con ngudi lam ban tram nam véi ng.

Vi vay t6i sAn sing gap anh d€ thdo lu&n véin d& két hon cla
anh. :

Hay gap toi bat cd hic nao anh muén, va néu cd thé, cung vai
b me anh.

Gui anh 101 chiao chan that,
4.5, Dickson
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237. Unfavourable reply from a gentleman to a young
man who wants to marry the gentleman’s daughter,

4, Disneyland Ave,
Osborn Town,

Australia.

Date: ..o,

Dear Mr. William Jones,

Thank you for your letter expressing your eagerness to marry
my daughter, Helen.

I have given much thought to the matter and arrived at the
conclusion that Helen is still ‘not old enough to make matture
decisions. Besides, she still has a few more years to complete her
studies at the university.

In the circumstances, [ regret to say that [ cannot consent to
your marrying my daughter. I know this reply will break your
heart or hurt your pride; but I am sure you will scon get over
the disappointment.

With kindest regards,

Yours sincerely,
J.8 Dickson
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235. Tra 16i khong thufn lgi cia mét ngudi dan ang
cho mgt chang trai tré mudn két hén cing con gai
fng ta.

4, Dai 16 Disnevland,
Thanh ph8& Osborn,
Australia.

Anh William Jones thin mén,

Cam dn v& bic thu cia anh bay té su khao khat k&t hon cung
con gai tol ) . .

Téi da suy nghi nhidu vé vdn dé 4y va da di dén két luan rang
Helen con chua di tudi dé c6 nhitng quyét dinh chin chédn. Hon
nita, em nd con phai ¢d miy nam nita dé hoc xong dai hoe.

Vi hoan canh nhu vay, téi rdt ti€c phai ndi v6i anh rang toi
khong thé dong y anh két hon cung con gdi téi. T6i bidt su tra
16i pay sé lam tan nat tim anh hoac 1am tén thuong tinh kiéu
hanh cia anh. Nhung t6i tin chic anh s nhanh chdng vugt qua
ndi thit vong nay,

Vai long kinh trong,

Xin gui anh 181 chao chan thit,
d.5. Diskson
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236 From a son to his father about his desire to marry
his sweet-heart.
4, Kargi Street,
Edmonton City,
Australis,
Dater...oocoiiiiiecene
Dear Father,

1t is after much reflection that I am writing this letter to you,
and | am sure you will appreciate my being able to write to you
so frankly on a matter you may never have thought of.

Well, Father, it is about my desire to marry the girl whom I
have loved for a long time. She is not beautiful in the strict sense
of the word, but she does seem to have all the qualities that a
good wife should possess. I am sure you will like her the moment
you see her. She is about my age and is.a teacher in one of the
schools in this town. Her father is a retired government servant.

I have already spoken to Mother about her and I think she
has no objection to accepting the girl as her daughter-in-law. The
parents of the girl have agreed to accept me as their son-in-law,
if you are prepared to give your consent to the marriage.

I would now like to have your permission to bring her home
one day, so that you may see and talk to her and form your own
impression of her as my prospective bride.

All my love to you and to Mother

Your loving son,
Maxi
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238 Caa ngudi con trai gui cho bé vé long mong mudn
két hin cung ngudi yéu
4, phd Kargi,
Thanh phé Edmonton,
Australia.

Ngay thang:..........ccon.
B& than yéu,

Con di suy nghi nhidu trude khi vidt 14 thu nay cho bg, va
con chidc bd sé cAm kich la con da cd thé viét thdng thin dén
nhu véy, vé mot vAn dé ma b3 ¢ thé chua bao gis nghi tdi.

Duing thé b6 a, ddy 1a v& ¥ mudn cla con duge két hon cung
¢t gal ma con da yéu tir Jau. C6 4y khong dep theo nghia chat
ché cha tir dd. nhung lai dudng nhu cd tat ca cic phdm chdt ma
mét ngudi vg t6t phai co. Con chéc bd 38 mén ob Ay ngay khi bd
thay co dy. Co 4y khoang tudi con va la cd gido & mot trudng hoe
trong thanh phd. Bé c6 1a mit vién chie Nha nude da vE huyu,

Con ciing d& thua chuyén véi me v& c6 £y va con nghi me
khong ti chdi nhin cd dy lam con ddu. Bé me c¢d gai cing da
ddng ¥ nhan con lam con ré, néu bd sin sang ddng ¥ cho chung
© con lam ddm cudi. _

B4y gitr con mudn duge phép bé dua cd 4y vé nha minh vao
moét ngay nio dé dé bd cd thé gap va ndi chuyén vai ¢o &y, hinh
thanh fin tudng riéng cia minh v& c& dy nhu 1 con dau tuong
lai cha bé. '

T4t ci tinh thuong danh cho bd va_cho me,

Con yéu cia b6,
Maxi
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237. From a daughter to her mother asking for consent
to marry the man she loves.

178, University Road,
Hull City,
Australia.
Date:.....ocoocvne...

My dear Mother,

Knowing how broad-minded you and Father are, [ am writing
confidently to you to say that I want your consent as well as
Father's to marry the man I have loved for about two years.
Perhaps, you know him quite well. However, please permit me
the conceit to say that he is a perfect gentleman. He is well-educated
and holds a good post in one of the big commercial firms in our
city. Besides, he comes from a respectable family.

I shall bring him home, if you and Father wish to met him.
Please have a word with Father and write to me as soon as you
can. [ feel sure that you will not hesitate to give your consent.

With all my love,

Your loving daughter,

Beatrice.
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237. Cua mdt nguii con gii giti me xin me dong ¥ cho
két hén véi ngudi minh yéu

178, Dudng truong Dai hoc,
Thanh phd Hull,

Australia.

Ngay thang:..............

Me than yéu cia con,

Bigt ring me va b ¢d tu tudng khoing dat, con viét mét ciach
tim tinh cho me d& ndi vdi me-réng con mudn dugec me va bd
déng ¥ cho con két héon voi nguoi ma con da yéu gan hai nam
nay. Cd 18 me biét r6 nguoi iy ldm. Tuy nhién me hay vui long
cho phép con tu hac ma ndi ring déd mét chang trai tuyét vii.
Anh Ay dugc gido duc t6t va gitt mot chde vu kha trong mot cong
ty thuong mai lon cua thanh phd. Hon niia, anh ay xudt than tir
mét gia dinh dang kinh. -

Con sé dua anh dy dén nha minh néu me va bé muén gap.
Me hay ndi véi bo va viét ngay cho con nhé. Con cdm thﬁy b
me s& khong do du dong ¥ cho con,

Vai tdt ca tinh thuung yéu cia con,

Con than yéu clia me,

Beatrice.
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238. From a father to his son expressing willingness to
accept his son’s Sweet-heart ag his daughter-in-law.

14, Pitts Borough square,
Perth (Aus).

My dear Son,

I am deeply moved by the opinions you have expressed in
favour of the girl you wish to marry. It is said that when affection
alone speaks, truth is not always there; but in your case, I can
see at once that you have not spoken from blind affection for the
girl. You have not rhapsodised over her charms and virtues. 1
therefore believe every word that you have said about her, and
indeed I appreciate your being able to write to me so frankly on
the matter.

I have discussed the matter with your mother and we shall be
very glad to see the girl. Please bring her as soon as you can.

Finally, I want you to know, son, that your mother and I have
always wished for your happiness and if you are sure that you
will find happiness with the girl you intend to marry, we shall be
only too glad to accept her as our daughter-in-law; but let us at
least see her first. :

With all our love,

Your affectionate,

Father
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238. Cua mot ngudi cha gui con trai bay té sy vui long
nhén ngudi yéu caa con lam con dfiu ciia minh.

14, Quang trugng Pitts Borough,
Perth (Australia),

Con trai than yéu cta bg,

B6 cAm dong siu séc vi nhitng ¥ kién ma con da bay té co Igi
cho cd gai ma con mudn két hon. Ngudi ta ndi ring khi chi riéng
tinh thuang yéu 1én tiéng khong thoi thi chan Iy khéng phai ludn
luon & dd, nhung trong trudng hop cla con, b8 cd thé thdy ngay
rang con da khong ndi xudt phat tit tinh yéu thuong mu quéng
d6i voi cd gai. Con da khong ngam ngoi v8 vé quyén ri va nhirng
dic tinh cia c6 ta. Vi vay b tin ting 13i con ndi v& cé gii 4y va
bd thuc sy eAm kich 1a con da viét cho bé thang thin nhudng
nao vé vin 48 do.

B6 da ban bac v6i me con va b3 me s& vui mimng duge gap oo
gai. Hay dua c6 gy dén cang sdm cang t6t.

Cuéi ciing, con trai a, b muén con biét rAng bd va me luon
ciu mong cho hanh phiec ciia con va néu con tin chéic rdng con
sé tim thdy hanh phic véi 8 gdi con dinh két hén thi bé me chi
c6 thé 1a vui long nhan c6 4y lam con dau. Nhung it nhét ciing
phai d€ b8 me gap no da.

Vai tdt ca tinh thuong yéu,

Than yéu caa con,
Ba
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