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Salutation & Complimentary Close
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Salutation (4 %\ (% Greeting ) &%, #3L 0 Letter #{5 % W+ 5 BEH
DUEDTH T, EH % Body of the Letter AL 4 # X thod % B ATICE < .

REFELLTUL:
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Complimentary Close (# % \ (% Complimentary Closing, Closing, Close )
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—3@ o Letter \— fiL+ 5 41 % Salutation » Complimentary Close (=(%, 7%
NEHEGENH > T, HEICBH - W5 L THEHRET 525, Letter © Sender
EHFOMLYH, Receiver ZUFiort+aMAM "R wikEnd, &
@ Letter 1= 3513 % Sender & Receiver » OBifh#x #7T 5. flz¥, Degree
of Formality DB &% 2 Us, Bz Letter Body iz~ 4 % Message
22T Sender DB L EFHHTRTHBELH D LM - ThrhiEls
- A

Salutation ~ Complimentary Close = #1241+ % 4 D3, H < b brnEO#
BIFECLHFETS. £FRlttEo¥ i, BEHEOE L “ENHE",
IO FREH, PILERO “REME" ORRBICR~ZAEHH 0 #HLAL
(BEDOILEFEA B~ Manual ) orizix, Salutation 224345 “F#”
“ERFT ofEEERERR LTV SR, YR T, TORAKCIEBDSH -
reZbEmMmA. 13MARD “GLEIE" (HDHL “BLETRER" AL HEILL"
ZiE, EHEHARMEINIEREYN DY, ChRELATHEDILHDOLDOT
HHH, RORFHESICHIL LIcS OB OBIME > TV 5. HFOR
BELZBHELOFTHFRCIC U THVLARE “BIED” (HhoHuix “BED”
Complimentary Close i #2434 %) & “LFi” offuGihic > TR LTH
HIEEC LICHREL, BRIk 5 HEBEES2ICH > T, Important
Personage = #{ % £+ 584, Salutation ~ Complimentary Close o fi#:iZ
F—EOFELAROHFET IREL AR I LS.

ARz % %, Modern English Letter Writing (= 3s(} % Salutation + Compli-
mentary Close DFEFH & # DR AR 7c Figk % ARk L T, Bilingual Secretary
% HIETAFEKEFLPHLE = — A¥ LT 5 ERNEBEFHBEORR LT
L & 4,1z ;How to Address Important Personage (= 3s\F %+ 0 %t/ i # &
BL22, ZhEMIETRE, brEd s DO L% < o BFLIL

— D



CRENE LR L “EBILT Ok E OBLIE & HENCBT s HEERY
Mz s Ex2HBETS.

1. Salutation
1. 1 Salutation O ffi%H

Letter Writing (= #s\» T, Body of the Letter o [ §iji= 4§\ % Salutation (=
%, BLZTROBEELH5.

COMMONLY USED FORMS OF SALUTATION

TO ONE PERSON (NAME, GENDER AND COURTESY TITLE PREFERENCE
KNOWN)
Dear Mr. Conway: Dear Ms. Feder:
Dear Mrs. Kraft: Dear Miss Smith:
TO ONE PERSON (NAME KNOWN, GENDER UNKNOWN)
Dear Marion Ford: Dear R. S. Dressler:
TO ONE PERSON (NAME UNKNOWN, GENDER KNOWN)
Dear Madam: OR Madam: (more formal)
Dear Sir: OR Sir:  (more formal)
TO ONE PERSON (NAME AND GENDER UNKNOWN)
Dear Sir or Madam: OR  Sir or Madam:  (more formal)
OR Dear Madam or Sir: OR  Madam or Sir:  (more formal)
TO ONE WOMAN (COURTESY TITLE PREFERENCE UNKNOWN)
Dear Ms. Onstott: OR  Dear Annabelle Onstott:
TO TWO OR MORE MEN
Dear Mr. Egger and Mr. Preissl:  OR  Gentlemen:
OR  Dear Messrs. Egger and Preissl:
TO TWO OR MORE WOMEN
Dear Miss Conway and Miss Feder:
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OR  Dear Misses Conway and Feder:
Dear Ms. Kraft and Ms. Smith:
OR  Dear Mses. (OR Mss.) Kraft and Smith:
Dear Mrs. Ford and Mrs. Dressler:
OR  Dear Mesdames Ford and Dressler:
Dear Mrs. Onstott, Ms. Egger, and Miss Preissl:
TO A WOMAN AND A MAN
Dear Ms. Feder and Mr. Conway:
Dear Mr. Kraft and Miss Smith:
Dear Mr. and Mrs. Ford:
TO SEVERAL PERSONS
Dear Mr. Conway, Mrs. Kraft, Ms. Feder, Mr. Smith, and Miss Ford:
Dear Friends (Colleagues, Members, or some other suitable collective term) :
TO AN ORGANIZATION COMPOSED ENTIRELY OF MEN
Gentlemen:
TO AN ORGANIZATION COMPOSED ENTIRELY OF WOMEN
Mesdames: OR  Ladies:
TO AN ORGANIZATION COMPOSED OF MEN AND WOMEN
Gentlemen: OR Ladies and Gentlemen: OR Gentlemen and Ladies:

NOTE: For greater formality, some writers use My dear in place of Dear.

Bz William A. Sabin, The Gregg Reference Manual, Fifth Edition,
New York: Gregg Division/ McGraw-Hill Book Company, 1977, pp.251, 252.
IZESWTIER L.

Personal Letter iZ fi\ 5 +1 % Salutation & L T3, Formality »E &I U
T, ZOREIZIBIIAL 5. KkFEi<ix, Family Name iz T First Name

(B2 (% Nick Name ) TBEO 22} % #&ed T Intimate 7¢ Receiver (2 xf L TH
WELDLEENTLS.




FORMS OF SALUTATION USED IN PERSONAL LETTERS

To Mr. Robert Smith To Mrs. Elizabeth Ford *

Formal Sir: Madam:

My dear Sir: My dear Madam:

Dear Sir: Dear Madam:

My dear Mr. Smith: My dear Mrs. Ford:

Dear Mr. Smith: Dear Mrs. Ford:

My dear Smith: My dear Ford:

Dear Smith; Dear Ford:

My dear Robert: My dear Elizabeth:

Dear Robert: Dear Elizabeth:
Informal Dear Bob: Dear Beth: (Dear Betty:)

* KEFO LM E Mrs. .ol T Miss %, # % (2 BEBREICBIfR7: < Ms.
wHVA.

= Ofth, 4P B« iz B B AL 5 Important Personage 1= x4 %
Salutation iz(%, % < @ Variation 738 %75, SEICHRT 5.

1. 2 Salutation o Capitalization/ Punctuation/ Abbreviation

First Word ¥ X 0f Noun & Title (3% iz Capital T& Xth% 5. # - T Dear
Sir: T# - T 4§ My dear Sir: » 7¢ H, Right Reverend and dear Sir: ® & %=
ELDTH%. X T Informal 75 Salutation T2 - T4, My very own Dar-
ling, & L7-Letter ¥ R L p3h 5.

Salutation ® # 2 iz % Punctuation (2@ % Colon T# % . Social Business
Correspondence # % \ + (% Informal Personal Letter iz 35\ 7, {2 (¥ Dear
Bob: Dear Betty: ® & 5 7¢ X 3> T Informal 7¢ Salutation # Fj\ 2 Bfi2 (2,

= 5 o



Colon iz ft 2 T Comma % T L\-.

Open Punctuation Form # ffj\+% Letter i # - T, Salutation s 1 0¥ Com-
plimentary Close » %= (%, 7ci= 4 Punctuation Mark # fnz 7z \-. Letter
Writing (= (% = o ff, Standard Punctuation Form » Close Punctuation Form
EMBBN, THEOWTIRHME M) v A REBRBCRT S E AL A .
17y v ORRMIRE T 2 77 &4 (FEOLEL FEMAFICESTS)
p. 170 Forms of Punctuation # £ X fz4 .

Salutation =35\ Tix, Title & LTHV-H# 5 Mr., Ms., Mrs., Messrs., 35
L 0 Dr. (% Abbreviation © ¥ ¥ £ 3523, ZoOflio Title, # x (¥ Professor,
Father, General, Captain O¥ii23XT Write-out 3% = Li27c > T\ 5.

1. 3 Salutation

Salutation (3 A3%, LTOFHRDO L 5, BEOALOEMCEBT T, &
BCHTHHED L5 VIBROELTRT “BVSODFE” Tho7. HEE
DEH » FFCFVTLLITHAHLOIC, REELZEELOBRTELT,
“BUIOOFTE KB ELOEEADH Y, TOF,LL, TOBIELT, B
Yi7e b o & FiE el AU 7e b 7y . Communication O S5 F 5 78 HIE,
Sender & Receiver ® #7417 Situation ¢, Sender D~ T\ % Pur-
pose & F Dtz I E X bt Message DR » WA « FEMIC ST % Salu-
tation (£ LT, thifaes Lo Close & &bic) VD L HIC
7c -1z, L@ % TPO (Time, Place, and Occasion) (23 - 7= Salutation » £
77, Receiver izt LASHIZEST LT “Sender »37¥ « REE % F&+5" B
Hex AT HIZFE - T < %. Personal Letter |« 3513 % Situation — Formal,
Less Formal, Informal ®[X%3ji%4 & £ », Business Letter iz » T1,
Friendly, Crisp, Critical # % \ (% Accusing T# 5 9 Sender D %&#% , %3
Salutation DERETHEMT2HELH LD TH 5.



1. 4 Salutation o

Salutation DHARLFEICOWT, - bICLTEXB TV 50,
Hodges and Whitten, Harbrace College Handbook » Letter (=B % sl # T
HHH

The Salutation (or greeting) should be consistent with the tone of the letter,

the first line of the inside address, and the complimentary close.

John C. Hodges and Mary E. Whitten, Harbrace College Handbook,
6th edition, Harcourt, Brace & World, Inc.: New York, 1967, p.435.

“Salutation (. Letter © Tone, Inside Address ® %17 (3 7t 4> % Receiver
# %\t Addressee ), #s X 0° Complimentary Close ® =iz &L, EHE—
BlLoboThiThidlebm.”

Sender o Receiver i xf4 5Btk & v, %3 Letter ® Tone (F7cib
Situation & Sender DEB) HH - ICBI L ZANEAHTHL LB LT
bH5b.

¥ * # Effective Letter Writing ® E# 0 & o1z, Consistency 7345 % .
Z Ak, Letter Body ofk, £H, HEICSVWTEbhALIATHA
7, 'BEA L KRR (@ ¢ Salutation + Complimentary Close # & & T ¢ Consist-
ency HEFH LTV A LR L.

Formal & Less Formal o §lic >\ T4, #IC LA 78 E > * T % For-
mality 4 HhiE, REOXERXTHETH->Th, KL ¥ TH Critical /¢
U Lk Accusing 75 Letter $ 55 5 L, Ebhic¥re, thicg > BBELL 05
Wa L, Y7k & k7o Salutation & Complimentary Close ¢34 Fiz &
STHULBLLOTHSD. FOEFlIcOL-TIL, #ic Complimentary Close
DAGIOFE TR,

—7-



1. 4. 1 Business Letter ¢ Salutation

Z ZiZE 5 Business Letter &, —##%ic Office 5 #fg & h % Letter
BF¥TH5H H, Commercial Correspondence # & 2, X 5[\ 08
SERERLTE Y, BALEEL SRS T 5 Personal Letter Lxtttah s,
Practical 7z Business Letter Writing (=R % 7c © (¥, Salutation o f ffix tk
Lor#EHIND

(1) Addressee 7 \Hfk7c 5, Gentlemen: (Z DR B DOHFIZIE U T
Ladies: # %\ - Ladies and Gentlemen: # L % = 2 4, £ %.)
(2) Addressee 2 \EAT#H », Ziuc Formal 7z Letter ## < & X3, #3I
BT
Dear Sir: HBHIE
Dear Madam:
(3) Addressee AMEATH H, Zihic Informal 7c Letter % # < £ %3,
NG LT
Dear Mr. Ford:
Dear Miss Ford: Dear Mrs. Ford: Dear Ms. Ford:

“My dear” Category, +7c4>% My dear Mr. Ford: (22O flic oL T3,
71z X b 4, % o Formality #: Dear Sir: & Dear Mr. Ford: ohfiflic % = &,
/s> t, Dear Sir: L b2 Less Formal T# % = & &% LiciuEis Hm
L, S e@E~A4 =+ 405 L 04, Sender » Receiver iz x4 % 8% 7%
THENELOTHS. Vb, “BHL > THEVCOTUAT ST,
LHEFE-1LDODE W ETFETHHGS HhE, Collection Letter o Last
Step T# % Ultimatum (= 48+ % & ¥:24%, Notice, Inquiry, Appeal ~ FIfi#
AT, aBEsEn LLIRE D HF st LT Critical % %\ 3 Accus-
ing 7ei\EBETRT, ObERB-ERBLLABDTHS.

—8 -



“My dear” Category Salutation M, 7cic b HAEDOFEAICR S L.
HEXBEELTHALLOMICS TPV 5 THB. £ 5 Thith
E, FEROBERIC-HLYIBI T, bIbIWHREM2 HLBIH5 F\ .

Dear and My dear. One inconsistency of English usage is the fact that,
although My dear would seem to be a more intimate form of address than
Dear, just the opposite is the case. You address a friend, Dear Jim, but an

acquaintance, My dear Mr. Jones . . ..

Afred Stuart Meyer, Letters for All Occasion, New York: Barnes & Noble,

Inc., p.10.

1. 4. 2 Personal Letter © Salutation

Personal Letter & (38 A2 ELEN B FIET S Letter fEHTH v, Office
75 %153+ % Business Letter » % tt4 % . Personal Letter (1 Receiver »ffi
¥i & Formlity o f 1 L » T, % Arrangement # 523 2% =505 8ic k
MEhsb.

(1) Personal Business Letter (3 Receiver 7° Office T# #, Printed Letter-
head ® 84> » iz Sender » Address % Date Line & iz iz % 35%, (3 &
A & —#&® Business Letter ({14 % . Date Line o k(= Inside Address »°
it &, BFiCi: Attention Line %3 X A T, Salutation DI & 7¢ b, Kizix, =
A E 7oBFiC & Subject Line # (3 X A T Letter Body 1= A 5. Complimentary
Close o #1z % Signature + Typed Name 7't < »°, Business Letter |z 351}
% Typed Organization Name (% %\ (% Firm Name ) * Official Title /%, %
L X b Fo%Ep e, Identification Initials 4, 4 H T4 % 7%, Enclosure Nota-
tion & CC Direction (¥ X4 FZIi UMz T X <, Post Script # # % %2 % = &
LHAH5.

Salutation DM & £ DAL, (3 & A L Business Letter &% & 2 5

s



pisu. AT, O TEHERBRICHHMEACK LT, Personal 7t %
Lix\uz7c\ . Businesslike 7c i) & % N% & § % Letter # % o Office Ad-
dress i A A e LT, Bz X@F D Dear Mr. Ford: & » 4, Dear Robert:
# %\ % Dear Bob: ® X 51z, Surname Tit7c<, First Name %%\ (2% D
Diminutive, F(Z (% Nick Name % Pet Name T2t Hnn s b L2
EHBHASH. 95 Lic Salutation i iz % Punctuation & L Tix, Colon (38
75556 Comma iz TRVWAY, ZouvbEEBOAECR, £HC
TPO % EELT, “Bur\" ChbRIH>EELicThEiss L.

(2) Formal Personal Letter (+ Receiver 4, A TH H, FOELFEIZWTH
7%, Formal izbf U} % N EBALR LR Lic H 2 #Fioxt LT, Personal 7¢y
7wk~ % Letter #\+ 5. % Arrangement | Personal Business Letter &
A x < 7%, Sender’s Address & Date Line o # iz Salutation, Letter Body
L #t %, Attention Line %> Subject Line ® A % = * (+7¢\+. Complimentary
Close, Signature, Typed Name o k= Inside Address # {& < . Bz X b Post
Script # Mz % = LixH B, FhlLhsto Parts (Identification Initials, Enclo-
sure Notation, CC Notation ®#i) (2 i\ 7c\-. Formal Personal Letter = s
F % Salutation o ¥ - A #: (%, Business Letter 0854 & Ak TH % 75,
Addressee (XA ACRE S B0 D, KD LTS :

Sir: Madam:

My dear Sir: My dear Madam:
Dear Sir: Dear Madam:

My dear Mr. Smith: My dear Mrs. Smith:
Dear Mr. Smith: Dear Mrs. Smith:

Z ® 5 b Sir: (Madam:) #s X OF My dear Sir: (My dear Madam:) (3, X &
< Formal 7c#4, % (¥ Government Officials, Members of the Armed Ser-
vices, & % \ (% Dignitaries (%3 T % Letter icfR+ui¥ LA 5 L, Situation iz



BLBECHTORRE LTI

Dear Sir: (Dear Madam:) (. “#)ev % LT”

My dear Mr. Smith: (My dear Mrs. Smith:) (Z

“BHA-T, BF (BFEV) AZXVET7

Dear Mr. Smith: (Dear Mrs. Smith:) “# o #fiit &5 4. . "
EEZAIKBID S .

(3) Informal Personal Letter |+ Informal {2 #0870 % X X BAtR L Ridie b
% Receiver i=%5 T % Letter T# b, % o Parts (34 <, # - T Arrangement
4 fiij# & 7c 4. Date, Salutation, Letter Body, Complimentary Closing, Signa-
ture DIEICHE A, FDfh> Parts (3, Post Script # X% = Ll .

Salutation % 24 Formal /¢ & D& i\ 5 = & 127c <, Receiver & LD
BURIE LT, EROBEI2 VIR 725, KiCHMCH T % Addressee
OFERRTH, THOBHEL LS ¢

Dear Mr. Smith:
My dear Robert:
Dear Robert:
Dear Bob:

Bob dear:
Dearest Bob:
Bob dearest:
Bob, dearest:

HAHIEEL, BEFLMLTTV5 X 512, Bz Nick Name # T,
Bl 24X,
Dear Slim:  Dear Chubby:
LhHhELL
Dear Aunt Dottie:  Dear Uncle Davy:
1 i=



Dear Aunt Hanni and Uncle Toni:
LunsteERL, LKRDLIATHS. IHLITIAZEE VL,

Dear Daughter:  Dear Son:

My Darling: My very own Darling:

Sweetheart!
L §% < . First Name TM:08 A1) % Salutation %, Colon (= f{; 2 T Comma
w5 Z Ep % L, BRicid Exclamation Mark 235 2 b LUBAE L H 5.
Z 5 L7-%#k7c Salutation © TPO i U HERIZ DWW TR, Wb i gt
ANz HLEIHD E.

2. Complimentary Close
2. 1 Complimentary Close o ffi¥f

Letter Writing (= 35\, Body of the Letter » & #i=fn % Complimentary
Close izi%, BLEZROEE, S5 :

Personal in Tone More Formal in Tone
Sincerely, Yours truly,
Cordially, Yours very truly,
Sincerely yours, Very truly yours,
Cordially yours, Very sincerely yours,

Respectfully yours,
Yours respectfully,
Faithfully yours,

Entirely Informal
Affectionately,

Affectionately yours,
Yours,
Always yours,



Yours always,

Yours devotedly,

Yours gratefully,

Yours ever,

Ever yours,

Forever yours,

As ever,

Yours, as ever,

Your loving son (daughter, nephew, etc.),
Your loving grandmother (grandfather),
Your affectionate Godfather,
Love,

With love,

Much love,

With much love,

Lots of love,

All my love,

With all my love,

With all my sympathy,
Always your friend,

Always your good friend,
Best wishes,

With best wishes,

Best regards,

‘Warmest regards,

Sincerest regards,

See you in April (May, June, etc.),



2. 2 Complimentary Close > Capitalization/ Punctuation

Complimentary Close ¢ First Word (% = Capital T % {3, Second
Word LA F 34X T Small Letter D% % £ +%. (HLABOEKICSL Th5D
Complimentary Close » iz 4 % Godfather <> April » L 51z, %z Capitalize
3% Word io i L TR Z DR h Thg\s

Complimentary Close (##% » = Comma # finz 4. Salutation & & [[ U
<, Open Punctuation Form # fj\+% Letter T, No Punctuation & 4% »
YR THD.

2. 3 Complimentary Close o B§4E

Complimentary Close (3 A%, #OFHED L 512, BEOALOKRBRAFEA
T, ZEHBCHTHEHEDS B\ LB O~ R~ T Sentence % \ i Clause
DWFT LIt DO THS. £OAKD XS H bk, BAEEICH T Extreme-
ly Formal 7¢ Letter © Complimentary Close iz % = L # ¥k % :

I have the honor to remain,

Most respectfully yours,

= ik U. S. President = %3 T 7= Business Letter ® 2 17 # ¥ Complimentary
Close TH b, Fi
I have the honor to remain,

Your Majesty’s most humble and devoted subject,

(% The Queen (2% T % Letter D+ h TH 5.

4 H o Complimentary Close ( Salutation * R \ It U T, £{5» Salu-



tation, Sender ffij©> Purpose # % \ (% Letter © Tone #{z x % 84E, 7o\~ LIk
Formality © Grade # 7=~ 3 & &4 ¥ - T\ 5 = L2, X X1 “Salutation OB
" DI THS.

2. 4 Complimentary Close ® f
2. 4. 1 Business Letter ®» Complimentary Close

Practical 7¢ Business Letter Writing (2R % 7z (¥, Complimentary Close ™
RN ERD L5 EHEhs

(1) Salutation 7 Gentlemen : Dear Sir: & %\ (* Dear Madam : 7z 5%,
Truly Category 47> b,
Truly yours,
Yours truly,
Very truly yours,
Yours very truly,
RAVRE L.

(2) Salutation »° Dear Mr. Ford: (Dear Mrs. Ford:, etc.) 7c 5%, Sincerely
& %\ 3 Cordially Category » 5 & T Very # & ¥mad 0, T7cbb,
Sincerely yours,
Yours sincerely,
Cordially yours,
Yours cordially,
RVBEDONEE TH 5N, Letter © Tone »: Friendly &\ 5 X b,
Crisp % % \ i Critical 7¢3&12(% Truly Category s & ¥ T, DL
BAHERTHLDOTHS.

Truly yours,



Yours truly,
Very truly yours,
Yours very truly,

(3) Salutation »* My dear Mr. Ford: (My dear Mrs. Ford:, etc.) 7c & (¥,
Letter © Tone (= & » Truly Category & Sincerely Category # {#\ 5} %.
$7cHb, Friendly Thiui,

Sincerely yours,

Yours sincerely,
# A\, Critical & %\ 2 Accusing /¢35 &1L,

Truly yours,

Yours truly,

Very truly yours,

Yours very truly,
L LT, Sender DZEHAE RTHEN LTS, X ZiC “ Salutation D" T
s~ 7- Collection Letter > Ultimatum # 7- h (%, 4%k Very truly yours, &
THDOTHAH. 1B b5\ (2Hh% Addressee £ 3% Business Letter
o Salutation (%(2 & A & — I Gentlemen: (Ladies) (2[R X415 55,
Sender » Receiver & »Bi %, Letter ® Tone # R+ HEL, § -¥H
Complimentary Close 748 5 = bic/c 5. T7chb, #H D Truly Category
L& 5 bz, Sincerely Category » 4, D% Fi\ +uix, Friendly Tone
L 7¢ b ; Letter Body » Wording & Style #* Colloquial 7¢ % (¥, Cordially
Category o Closing TESOAHEMEL L. 25 LAiEl OB S
GBRLECTHH D, T AL EbHMBLLTIRLTEELVLD
Th5b.

2. 4. 2 Personal Letter » Complimentary Closing

(1) Personal Business Letter ® Definition ~ Arrangement (=->\ T,



“1. 4. 2 Personal Letter » Salutation” DIH|Z 35\ Tik-X7=D T,
EH AT, BT 5.

Salutation & »#l & &€ 2L T (%, Business Letter D8 & £ R T
HrH. Tihbb,
Gentlemen:
Dear Sir: (Dear Madam:)
wxt LTk, —#c Truly Category # %It &€ % 2%, TPO /g U, Sin-
cerely Category # % \ »(1 Cordially Category # #E & X EXEED0HH Z L
RSN D TH S

My dear Mr. Ford: (My dear Mrs. Ford:, etc.)

Dear Mr. Ford: (Dear Mrs. Ford:, etc.)
Lol Az, Sincerely Category # ey iz, Situation & Letter o
Tone# %\ +(x Wording = Style (=i UC, X b &\ Truly Category 7-,
& h#E\ . Cordially Category # fi\ 4. SR 9 BRiCi%, = o Salutation
1z %3 % Standard T# % Sincerely Category ™ % ¥ T X\, 7c% U Ad-
dresseelc T ol iE A F Lic> 4 T, AHFE I Very truly yours, 7cA
TRADH HDIch, Message DNBIZ L »Tix, “Lioto il b vy
FTUBHAKN?T WS EARRICE S 2, TEEZ AhH-> TR
Re#pr tbbrormbiuiicbicu.

(2) Formal Personal Letter o Definition & Arrangement {=->\ T,
1. 1. & .Personal Letter o Salutation ™ + O & » #\T, ABET 5.
Salutation & DA HI>E, HAH\E—HMIZ OV T2, Personal Business
Letter DB & LR UL THH- T,
Gentlemen: Dear Sir: Dear Madam:
R LT,
Truly Category # £E#E ~ 4 % %%, Sincerely Category X & iz (% Cordially
] s



Category # % = 2= X » Less Formal % % \ (% More Friendly 75 &
BaorT Lk,

My dear Mr. Ford: (My dear Mrs. Ford:, etc.)

Dear Mr. Ford: (Dear Miss Ford:, etc.)
Xt LT,
Sincerely Category # f2#£ - |, K= £ » Truly Category # % \ (1 Cor-
dially Category # #l4 & 4>+ T Sender DEHX B H A0+ 5 = L OHK
5 Eil, TTRBRVEBELBNTEIGAN THS.

Truly « Sincerely « Cordially L) 74 o Category = ->\ T (%, Sincerely &
(ZESFIREEPR O & 7c % Faithfully Category ((ETix4HTHLHMAEI 2
ZENHL) F TG E LT, Specific 7 Salutation, i x (¥ Respectfully
<> Devotedly D¥ o> i (1 BUE Tl ue Hiou.

Generally % % \ +(x Commonly (= f# i} £+ % = & »/b /¢ Salutation i
THECHRS L&k, Bhs "SR TREEEn BV S5k
Eie “EALT L bfERAEBEINETHS.

( 3) Informal Personal Letter * §, 7c4ui¥, FOMK E, XD TEHEED
Salutation & Complimentary Close 7 ff#E L Tk b, §f » THEHOMAE
b #E 2 Hbh5h, Sender & Receiver »Bi R, Formality o &\,
Message O N7 & Wording 2B 5 THIUE, LRI LAKST
# 7 5. Complimentary Close » L To## % & LT, First Word (217
BELTHHER, SHI2{THORKRY D Word ) # Capitalize 5 7%,
Fh st o Word (+ Small Letter © % % £ 4% = & ; Open Punctuation
Style » Letter # [ %, # » iz Comma (B~ & h Exclamation Mark %
%\ i1 Question Mark) iz % = L IXFHRIEL S gL,

Letter Body » kKR, iz,
Best wishes,
See you in August,
-



Welcome to Tokyo !

® X 5 75 Informal Closing Phrase 7 H3k % & X%, = +u3Z » #o Com-
plimentary Close * # z T, @i ¢ Complimentary Close Position {Z &\ »
T X < ; Letter Body ®#% b iz = @ Informal 7z Complimentary Close %
#t+, Regular 7z Complimentary Close # & {\{# = #xx % 7>; Letter Body
o Last Line 725 1 {7413 T, Z ® Closing Phrase # Separate Line = #
¥, X1 cRegular 7c Complimentary Close # & 7B @<, LL=fo
HEOCThrEFELVOTHS.

3. Important Personage =%} % Salutation » Complimentary Close

o X 5w, AOHEFETIE Wil B L0 “REF" 20 & b THRE(L
IhTkh, ~ABRRGFLEKD 1 LEHO we, AFHRLGTFIEI L bic
you CEM IR TS, fllda —m , <FETIE, Lo BTk, fix
EHFEE S - L O BRBRICH S V1 v EOBE, AKRRAFT I, Biuc
WHRo Sie L EFRO duridh, #HESHEL L du X H 4 Formal 7c Du 3
Mbb. EHICBBC LR Sie (2 BERT) & BHoO ihr & ERRE
o Thr 23% - T, Hat53Ex 6 Bl ST Hcv . 39T Informal
e %550 Complimentary Close 0 & -2 Yours (2 4lin3% N A 7z Briefgrup
- T,

Thr Dein dein Euer euer
DHNHBH, REEVPLHOBE L, ERYELLT,

Thre Deine deine Euere euere
LT Bmb, HittEicshs. ok 4 ¥ &0 BriefgruP 112 Punctuation
iz g\,

HAETERHLRE, BEOHK « fFRIC OV T E S5 DML G % B
HISHEN D > 1o, APEELLRFHSE, LB ARERCESTE, U
bPHEBETHARS LT5ERE LBRHE S Sz iy, L b



T, BEoflr -BEEILLTS. Tokd, VhPLERLOERIT LD, &
O BFL 2Lt Letter Writing Manual & L TEH I h2. L& L HESADEL
BE L, FOMRER, IBFETICRRFANH %A, Salutation & Compli-
mentary Close I3 2 L ONREL AL EICHFEL, BELTLLOTH
5.

CREADER B EHA~BEN T AENBERCFRER], Faob bl
ONFIC AL LRI “EMHEE" U “BEMET FEOARY
(F Ak, FtAdsk, REEIEkR, MEER REHR, REGEK,
IR, ok AL, CEBILFEST,  CHIRELYT,  CKEE
BRI L2 TH D, =5 L7z Manual %5 U Tha @it & oot
CELBEOMFELBES = LK.

HEOWMBII B L %,
E#
fH# (HTHE) HHVRFER (HTEZA)
HERD D AR
A f+
DOMUE L OKS.

“EME BREBORBLELRATHDH, ToTwhI<BEMLA
‘T (L7z23) A5, #—o Complimentary Close (#1244 %. $+7chb,
CHhICL > TREECHTIBEELRDLTOTH LY, REHELZEHELOE
L LTHS o EoBfRE X 51 TPORIG LT,

E%® 7 R #X A
R ERECTT 5.

“Fel" IEZEEOBRME - KEXELY, Lo LMic#/E ML “EFT
(LrdLx)” » “FH" wwriid 58— Salutation i {43 %, Z{5#
DEG  WALZIE LT,

#HrE  #ExE  #EE O OEE  E#

—90—



ERECGF L. KE I oft, To FTHARCmL S Bt (bE
ZhizZbhic

S nhHbH. SAOERBCRLND
f¥s2 HLF  EET

Hep
DR, TOERFETHA.
P (FBiEd)
o “BH LT 2o Salutation TH h, “HED"

“RER" IBEORLTHD,
#HL  hEE
DEFE OB D,
Complimentary Close TH 5% = L%, BHCHB IR LS.
“BHL™ i
HRFER, bILEEHKLE 2EPAR
DL S NBERANFRCIEAELT,
HE @ FR 2% ®/% B¥E  dJhE Wi
Lis > THRECE->TW 5.
“HBED AR LT, BAmBEEL T &3,
Br@#s BEES @HE«+ @S #S O OEH
wmE A A RE AN
( “EIL” Tz,

BiZES
BREE BeEnd
A = HHE
REDLED ‘B @PCRATVWBZLTHLHX 5.
BEXHOZ ELH-T, “BRED” & “BILE LHLTL5.)
“EALILT ik, MR n, BEIFERICET S oL L RENFER L
—IH %

TH5. FlzX$—o Salutation 12445 “EFF” wwounTiz,

# L.

T

NSRS

H EE ~ F Bl
FRZL. #EE  WLEZED.

ERLTULHAMETHS.

B “EHLIFES o X o, HADBM A Lich s,
WA BE HE XS Ly rEE FAR @t REYv =7~

AR,



HAREHE BABANT. WA FER2 VMK @, LHR
HEFH=TR HE/ A/ FH2VER, ATvrv<~~ 1+ 7, A+#
SR, e EAE AN+
LD T B, YBFOMEBIZIE, 5 LIERELEN S 12D THAHh.

Z 5 L7z Manual o T, fi#&»# &z Comment (3, FRC X b, 3z
ZELVOAHD. b, ChIEBETRHE A TR ED,
wD X5 1efliE\ 2 ThHA 5 A Complimentary Close D k% 7R L7 ic %
DR TERLILLIATHS:

In the Complimentary Close, do not capitalize any word except the first.

“ Yours very respectfully " is correct-- not “ Yours Very Respectfully, " not
Yours very Respectfully ”; “ Yours respectfully " -- not “ Yours Respectfully.”
Never use the word respectively for respectfully. Perhaps in your case the
warning is entirely unnecessary, but the mistake is so frequently made, and

so serious, when it is made, that it should be mentioned here.

Alfred Stuart Myers, Letters for All Occasions, New York: Barnes & Noble,
Inc., 1964, p.35.

“REEH BRI i, SFHEB oL “ EFT (48— Salutation) TH
5 ‘M b7 wZ{EH It UT Calligraphically i ## & 7 « EHizE 253 %
FHEDOHHZ LR LT 5 DORHBRTE .

— HELBE FACIHILL EFTFAbHITOHERLILYD. LhiC
b LAKCE N EFARSH. bERECBIAKR~AOSH. b X o c#
~FFEARSFh.

YRR L ‘BIED” OEAEDLRICOVWTIE, REELZFEELOHS -
HAZICIE U CRE IS REL S - 7. Bl ‘Bl i, FTREELZE
~ 2 2 —



FEOHG T OERE M U T HEBECSBEL TV 5.

KE (BE—fr, IE—fr, RE—fr)
KIS (IE=fr)

FNE (RE=Fr)

B# (RE=fr)

AN (RE=A)

Pafz B kA (IEP9f, FEPHfr)

AN EA (EFAL, REALL)

TRz AK  (ERURL, REPYfr)
WTFAM#EAREK (ERM, RAEAD)

AN FALHE (EERL, RN
IS (EARAL, REARAL)
BRI « BR9E (FPLBELB)
&IE (FE=Fric#EL )
BRED o B85 - (EE (LI U D)
AR - AR (FfLicHELU %)
JLiE GRELCHEL B)

Flz X, EMFRERL Y, EOKEZETo#EE “#BEs”
B bmtk.  ERLES
ELT “ERT @AV, Fhd “BIES” odic ‘SR L H, Ebd
T Formal 7t EN S TN TV A6 THS.
ZoEEEY, (IEYRU TR LR THERE TR, “HED"

Br#S
ELT, BhiT “EFF” i,
2t

EHA BT LRI ->T D,
O LIRBIRBA BB TS, URERCEFIh Tz b, B
g 2 3 —



CEARSD 0D, BFET R - AHOBECR L THLNLTHS.

RO EEEE 2 HT, B3 7%%, 4% Important Personage i=
M AHEREICE, TOER - LG U T 513 5 X & Salutation & Com-
plimentary Close DBt/ HEDHK > T A Z Lix, BHATHH L LI, H
BRIE\ . RiZ381F % %12 The President % \ (% The Queen (2h % % % « #
o Import Personage (= f] 5 ~X % Salutation +* Complimentary Close » % #F§#
LIt DTHDHA, ThidE R, “KERENL ORYEX5LATHS.

Table 1 Salutation for Addressing Important Personage

Personage
The President
The Vice-President

The Chief Justice,
Supreme Court

Cabinet Members

Attorney General

United States
Senator

The Speaker of the
House o
Representatives

Member of the
United States
House of

Representatives

Ambassador of the

United States

Ambassador of a
Foreign Country

Consul of the
United States

Governor of a
State

Personal Letters
Dear Mr. President:
Dear Mr. Vice President:
Dear Mr. Chief Justice;
Dear Mr. Secretary:

or
Madam Secretary:

Dear Mr. Attorney General:

Dear Senator Ford:
Dear Mr. Speaker:

Dear Mr. Ford:

or
Dear Mrs., Miss,
or Ms. Ford:

Dear Mr. Ambassador:

or
Dear Madam Ambassador:

Dear Mr. Ambassador:

or
Dear Madam Ambassador:

Dear Mr. Ford:

or
Dear Mrs., Miss,
or Ms. Ford:

Dear Governor Ford;

—24—

Business Letters
Sir:
Sir:
Sir:
Sir:

or
Madam:
Sir:
Sir:

or
Madam:
Sir:
Sir:

or
Madam:
Sir:

or
Madam:
Excellency:
Sir:

or
Madam:
Sir:

or
Madam:



Personage

Mayor

Federal Justice

Lawyer

The Pope

Cardinal:
Archbishop,
Roman Catholic

Bishop, Roman
Catholic

Abbbot
Mosignor

Priest

Members of
Religious Order

Bishop, Protestant
Episcopal

Clergyman,
Protestant

Clergyman,
Lutheran

Rabbi

University
Professor

Physician/Dentist

Personal Letters

Dear Mayor Ford:
Dear Judge Ford:

Dear Mr. Ford:

or
Dear Mrs., Miss,
or Ms. Ford:

Your Holiness:

or
Most Holy Father;
Dear Cardinal Ford:

Dear Archbishop Ford:

Dear Bishop Ford:

Dear Father Abbot:

Dear Monsignor Ford:

Dear Father Ford:
Dear Sister Agness:

or
Dear Brother Adams:

Dear Bishop Ford:
Dear Mr. Ford:
Dear Pastor Ford:

Dear Rabbi Ford:
Dear Professor Ford:

or
Dear Dr. Ford:

or
Dear Mrs./Miss/Ms. Ford:

Dear Dr. Ford:

Business Letters

Sir:

or
Madam:
Dear Sir:

or
Dear Madam:

Dear Sir:
or
Dear Madam:

Your Holiness;

Your Eminence:

Your Excellency:
or
Most reverend
Sir:

Most Revrend
Sir;

Right Reverend
Abbot:

Right Reverend
Monsignor:

Reverend Father:
Dear Sister:

or

Dear Brother:

Ri%ht Reverend
ir:

Dear Sir:

Dear Sir:

Dear Sir:
Dear Sir:

or
Dear Madam:

Dear Sir:

or
Dear Madam:



Table 2 Complimentary Close for Addressing Important Personage

Personage Business Letters Personal Letters
The President Respectfully yours, I have the honor to
or remain,
Sincerely yours, Most respectfully
yours,
The Vice-President Sincerely yours, Very truly yours,

or
Respectfully yourss,

The Chief Justice, Sincerely yours, Very truly yours,
Supreme Court or
Respectfully yours,

Cabinet Members Sincerely yours, Very truly yours.

Attorney General Sincerely yours, Very truly yours.

United States Sincerely yours, Very truly yours.
Senator

The Speaker of the Sincerely yours, Very truly yours.
House of
Representatives

Members of the Sincerely yours, Very truly yours.
United States
House of
Representatives

Ambassador of the Sincerely yours, Very truly yours.
United States

Ambassador of a Sincerely yours, Very truly yours.
Foreign Country

Consul of the Sincerely yours, Very truly yours.
United States

Governor of a Sincerely yours, Very truly yours.
State

Mayor Sincerely yours, Very truly yours.

Federal Justice Sincerely yours, Very truly yours.

Lawyer Sincerely yours, Very truly yours.

The Pope Your most humble Your Holiness” most

servant, humble servant,



Personage

Cardinal

Archbishop,
Roman Catholic

Bishop,
Roman Catholic

Abbot

Monsignor

Priest

Members of
Religious Order

Bishop, Protestant
Episcopal

Clergyman,
Protestant

Clergyman,
Lutheran

Rabbi
University

Professor

Physician/Dentist

Business Letters

Your humble servant,

Your obedient servant,

Respectully yours,
Faithfullyo;ours,
Respectfully yours,
Faithfullyo;ours,
Respectfully yours,
Faithful]yoryours.
Faithfully yours,

Faithfully yours,
Sincerely yours,
Sincerely yours,
Sincerely yours,
Sincerely yours,
Sincerely yours,

) or
Sincerely,

Sincerely yours,

) or
‘Sincerely,

Personal Letters

I have the honor to
remain,

Your Eminence’s
humble servant.

I have the honor to
remain,

Your obedient servant,

I have the honor to
remain,

Your obedient servant,

I have the honor to
remain,

Your obedient servant,

I remain, Right

Reverend Monsignor,

Yours faithfully,

I remain, reverend
Father,

Yours faithfully,

Respectfully yours,
Respectfully yours,
Very truly yours,
Very truly yours,
Very truly yours,

Very truly yours,

Very truly yours,



Table 1, 2 i+
Elizabeth L. Post, The New Emily Post’s Etiquette, New York; Funk & Wag-
nalls, 1975.

William A. Sabin, The Gregg Reference Manual, New York: Gregg Division/
McGraw-Hill Book Company, 1977.
3 EBR LTI L.

IDFIZRE X, KEOBA T4 H, Respectfully ¥ X ¢° Faithfully
Category » Complimentary Close (¥, DO §# i3 & A FEEEEICR > T
5 e, AT LT, $FREOERRELLTLALIVDOTSH
5.

B L “EHLIFED” kit s “BA" oftke, Xt oiir—
T BbFTh-T, “ER2 VMR H~Eh” ThHd LR, T LicHl
BRIEEL ».

#i\ T #[E2 +51F % Important Personage = %} 4 % Salutation & Compli-
mentary Close kD S BHE T, SILKROMH Lich.



Table 3 Salutation for Addressing Important Personage

Personage Official Letters Social Letters
The Queen Madam, Dear and Honoured
May it please your Majesty. Madam.
Members of the Sir, Dear Sir,
Royal Family or or
Madam. Dear Madam.
Duke My Lord Duke, My dear Duke.
or

My dear Lord Duke,
Will your Grace, &c.

Duchess Madam, My dear Duchess.
Will your Grace kindly
allow, &c, or
Will your Grace permit, &c.

Table 4 Complimentary Close for Addressing Important Personage

Personage Official Letters Social Letters
The Queen I have the honour to remain, Your Majesty’s most
Your Majesty’s most humble humble and obedient
and devoted servant. servant.
Members of the I remain, Sir (or Madam), I remain, Sir (or Madam),
Royal Family  Your Royal Highness’s most Yours faithfully,

obedient servant.

Duke I have the honour to be, I am Your Grace,
Your Grace’s most obedient Yours faithfully, or
servant. Yours truly, or

Yours sincerely.

Duchess I have the honour to remain, I am Your Grace,
Your Grace's obedient Yours faithfully, or
servant. Yours truly, or

Yours sincerely.



L F, Marquess, Marchioness, Earl, Countess, Viscount, Viscountess,
Baron, Baroness, Baronet, Wife of Baronet, Knight, Wife of Knight, Esquire,
Wife of Esquire & i < 75, Temieh B S T, X512, THE CLERGY,
THE ARMY, THE NAVY, THE AIR FORCE, THE BAR, THE GOVERN-
MENT oIfictA TF7<, 2L LT, Sentence # % \ (% Phrase ftizT»
£ ~« L\~ Salutation ~ Complimentary Close 7% <, Faithfully # Truly * [{
Bk L@ THG ARG e,

Table 3 12+ & L7, The Complete Guide to Letter-Writing, London & New
York: Frederick Warme & Co., Ltd., 1965 # &8 | C{ER L 7.

Army, Navy, Air Force » Officer (= %t % Salutation (., Official Letter
Tt —#iz Sir & % (% Dear Sir (4 H T+ Madam, Dear Madam 3, # 4 5.)
CHF XA, ZhatSocial Letter & 7ctuig, RRIFE & TRSE TIE
Moid T, Pl XEREOSE,

Dear General Green,
Dear Colonel White,
Dear Major Black,
Dear Captain Brown,
(=*f LT, Lieutenant Ford =%iT % Salutation =%,
Dear Mr. (Miss or Mrs. or Ms.) Robinson,
L Licrhudie b3, ZT% 4 Footnote T
This commissioned rank has no military title,
Lo ThoonHIEOV., SLEBMEETAHELH T, —BEKL
LTV2DTHAHH, 25 LHEMrEicbrE@o ‘@i cb RaTuws.

(P RE AL TH - Th, BB FE > T VW ARAY “Bifr” LA

T, TOFFIRBHEL OV, HEMOFME DK, B UL EEMLOBAHD
Ec@L LS5 mETHA.



(b hi>

Salutation & Complimentary Close ®##E & fiikit, Br & Lok h,
e L 7c - 7-. NOMA (National Office Management Association) ¢ Simplified
Letter =% - Tik Salutation £ Complimentary Close O ffj &4, By ¥ h kL
{ B LT, Letter Body ®#iji= i All capitalize L 7- Subject Line %, iz
(%A U < All Caps ® Organization Name # f# < & % (= L7-. Business Letter
OFETIE, ZhTHLESCEAT S04 Mmhisw 2, NOMA Letter %K
BEvr, £2EFHiE LB < ey, Personal # %\ i1 Social Letter o it Tz,
Salutation & Complimentary Close (%, =256 $FEEEHE, HAH5 L, Hb
Lot D THSH., ZhudEte, ARFEORBIOVTLRAKTHS LEL

T
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FOREIHETHH - EFEOLLEMTE

Bofit o) & OfEIZDOWT
hopo o F

0. BU®IC

HAANZBFOKFEORE IR, BEFED, S O TN ICHTws, L
AL, THRBHRICEFETHE, MEN) oFHHz S0 THRTILEN) LR
ME TR ZV, FHFEOE R, HAFHAEOEHEOMMAZ BT H2 (3
EOREELEDELTVAILIIEARTH L, HERZSRLTETTET
BERYBEL LT ELZ W,

ZOFHBMBICOVTIE, “BWEEORFTICIMNT 5 H - HIEOHEAFE : &
DHHOHFT DHEAW" T, WREOUBMAEL EDZHTT TR LAY
AL Tk, [ UL S, HEGEO B D —BE LT, 520 L
F5, BEOREORFIMBORETCHRTERIEH LW D LIZEDIT
BwZzwv, LAL, ERICBHEIY, BEOWHECBVWTLRYIDOFT TV
ZHERIL TV, $LFTTNVEFERITITEVAZ>TWVERLT
b, EHEOBHEREE IR TVIHEITDH S,

HIEBT 2 THoEEEZFN, HEZOLEOTT, TREZLOFEON
e, FHEIEREILTVWAIFERYERT 5, BREELIICTHIENT
5% b, THMELART2EEBOTEHINEES S,

1. BAAZBEORAZORENOMER

RD 1) ~4) O¥FE G4, XEARNFREVRET 2L, L
BWICLTY, EEZBEFRLTAFCLoTRLLR ) ENRDOHLREFE L
THZABETHL, Lrd, FHERAANBHS TRIEECRETLTVE2)



DBDT, ZOZLITBPRPRDDPRV, HEE %> TWE DX THED
FOREDRETH 5,
1) [tn] [dn] button certain  eaten frighten  shorten
hidden widen golden suddenly forbidden

2) [ns] prince license  dance suspense  sentence
3) [9] a)  sing hang bring  long thing
b) singing  hanging  bringing singer hanger
c) kings songs rings length strength
4) [n] #([v] an iceman ap aim been alive
{ [w] nipe o'clock cap imagine cap use
(vl in wine in your bag maipn work
ten years

There was no sign of rain when I left my house.
The cheese was eaten away by rats.

Women_and weather are not to be trusted.

2. BABEOASZ CEKBEORAFTOIRER
1) EHEBEICH D B DOIEE

KEORE L HAEORT L TIE, B 1 CEFHEH HRHOBEBOAEKRE,
HFEOFMME I EMENT, FHEMEIERIC - FHNTBE D, $25H
PICRS T, HHBERTRZ, HEOBRLBITEICTHHAL LW
BWHH B, ttoT, REOTEPUK T B HMIZIFICL W,

—Ji. BAGEOEHMEZHMT, FEGICHH DL 2D &) K
b, BAFEOEHEIZMEMEALOE—F (mora) Th b, ETHFH EHFIC
HLERZ L BHI#2M o 3o T, BRFCHZOHPHMH . £—FiTid,

B FEHE, CERE S, FEHESE B, BT, BT 6 MM
BHoh, REREEOTHE LTLTEES L VIR ERSOMCEAT 1 HH
BT 5, LA T, WlOTHELTHVTVAEAICIER, BETz0F
WD FHORIHKICC AT EVFERICENAZ L b v, £ (Q) &



F (N) 02207 iE, FHEEMT1HFHL2HBRT S, COBTRAECTT
ETVa, MERIOL) CHBTEHEHLT 20T, BHLEATFLLT
“syllabic nasal"& b IS, FEPGERICIZ( BAGEFICK AT &k (.,
BENEHRTHI LD, RELBVADRITEDI L RV,

2) RHEME &I
BERCIFERICHBIN D B4 L) DI & o T, #EBEBS 2 IERkFE RS 2 D2
MR b s, GRS OHEIZE, ¥, K%L EOME THEA
DROFNEIE, Fxffio Tk, BEAPLHLTREL. ROFITH &
EZNFROMETIED SR TWARPRCOLSHAN S, #EthT O
A, OFERRBESEAT, BRAEZTTLO2rLHAMTE Y, X0H
DROFNE DRH>T VD, >

FEICIIRRBER TS 372 Vo — 5 HAGEICIZREBE AT & kRS O 1 25 d
bo “TFH” & “T4H" 2BEFEL T, 2oROFEOMELHKTL L, “TF
M OBED “T" OBE (Al OREVHFEAST THEI L DIL, /-
“FH” EREPCREOTATANE, ZORAEIHIZVEV) ZETH
POLEPHEATVEIAE THAIENHATED, bAAIC, MERATER
FEFEC -2 WHEFE TR, 20 “FTA” #*BHFLILL, HS0REIR
“BARA" HHVIZ “ThA" LM ZEMBOEE LTV

3) MERE LHFRERZTOEELOER

REOHWHIC L > T, RIWIIR2 - 2BBBICHDbA S, I L3R
CHACHL SR Lo TH S, BIEE DIEISER L THESFIET 2
ZET, »DHRAPHOETIERNCBNE N, ZOWHFOBHH ) T85F 5,
REWORBERIE, BELRET S L EOOBENORKICMFETL0T, [m]
& [n] ¢ [m] OFEBOHALREL 700~800 ~)VY, [n] 121000
AVYTHD, LHEL [0] KROBEOKREESZVOT, KEBIRBEE
Vo MEBER T OBE. IR0 2L B LRI E - TRIEWOBIN S 8%
B2 EFICENT 5, MBROBFOOREOR EEHOLEILIC LA > T,



WHERATERET L L EOOROR AP ENTE205TH), O Lid
ANRZ bATT AL o THEREINRTND, Y

MBERGTOANRS b O T AR, WHROTHFELRTRAT LB AIEIES
MCEALT 5, 2R Db S THEMKBERT LRFT L L CH—DRE
ELTHESNTONL DI, MO & DOMRetE L W) TH L0 D 2 »
5THhb, [TH] OBE. BEOHITHEETD 7 4 V= v bHELELL
BHELRELPLREREDO 7+ V<Y MOESELTWD, FRICHL, [F
] G, FMBRT [(n] OARS PO T ACRBOBED 7 4 Vv
YR EDMICKRN AN H YRR TE S,

FHE, BEAGTVHFTOOROELG S CAET TH D I LIHAIN
FoT, MBHEORRELLT [V] RiT5E. BORTLOBEEY
FICHIROF A EHTED,

4) REOHH DR

J ke B35 AkE ST
PR | B A | 2 | AR | Y
HAE| m n i D A
# | m n D 3

BERICIIRBE AT 32 e T2FMBRAED [m] [ 0] OREARZAX
RLELTH LY, EFED [n] BHAFELES THEICLHD, I-AKET
it [n] ORFELT [6] PBH5,
FERBATORE, ATHEPE LD EUOENTS S b,
DFokHchs,

.3 af H & Gk
m n o] m n | D
anterior + + = + + = -
coronal = + = = ok + =




5) MEDRILDE:E
FEORE ORE R BB T EORT RCELT B,

[m] [n] [D]

ten men ten students ten girls
impossible independent inconsistent
upbalance unlucky unclear

ZOEBEENORLIZROBAITE LD ON L, ZORAIRLECHSTE
EC—RMICALNELDTH S,

B anterior B anterior

EEOREOMEIL  [+nasal] — [a coronal ] /_[a coronal]

—HHAETE, ¥EBOFHE LTORGICIIFFIHREC 2T, TR
ERZTHHS CFHFRIB, 2V, BFOHRD ICFHHHE DIIBE (N) D
BEZITHD, ZOBEFOHAEICOX BT RERT CEILT 225, 201t
BEFEL VMM TH S,

FRERTOREL T, BRESORNCHEERES (] (9] &YX
D41 [-continuant] DFEYEZ b DIMBRET 2% D, BETVHP L F 2%
W, R, BRI R KO T [+continuant] O M % b D RESE R
2B, FMBAT L Lo BEORTIL, BETHFOMATLOEMICHAL
LIm] [n] [8] [D] %%, UTOHIT [T] O0BE [A] O#E
ROBCEBRLTIZLY,

R TAC [semmai] TP [sento:] T-JK [sefitfo:] [ [ sepkai|

REBERT OB A 1% O [+continuant] DA DEYEIC b FULT 2, F 7271}
FBIHEMEL, MBEORBEE b ZoTVS, SVHRIIE, SRS



R E D L HBEFT N OERHBITOBRICBT 2MAELTH S, GIBED
ARFZEHAL T, MBEL TRBT 2 LUTOLH %D,

MepEmE:  TH [seee€]  T1& [seeoku]  Tif [seewa]l T4 [sedso:]
=P [sadee] DU [yodoku] Hii% [deéwa] &H [kiisaku]

INLEEE DL, HAGROBE (N) Otz 2 208flicE bbb,

HAEORGTORE N — o coronal / o coronal
B anterior B anterior
— continuant — continuant
N — v, / Vi___ [+continuant ]
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3. EREBICHUIIRZIOREOLHDEN
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B2 P TRAT 2.

1) [tn] [dn] 2T

ZoHE, EETIE [(t] [d] oBREIMI 22w, —FH, BAAFEY
HOEFEOREOHE, [d] [t] OBREFEo X2 VHERNL D, &5
WEBREORIIASLBEIME LN I EDE WV, ZOERVIZEORKO
Lt it iR %,
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T, WA 0L TEMERAES .

3) ng Z2wT
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AoV singer Tit [9] OFRBNL VA, AT -er 25O\ 7- longer
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aim T [n] EBFRELELTROTIRVERY, R=XZANDH, #EiR
HFTRET 2N D 5,

FHE [j] david [w] 2% & &b HAAR [n] ofRb D ok
BERRET S, L2 T, BRED b T 7VITE & 2 W ASH A ERIKAS



b T, BAANREEERHULZTZRET 2, F—XtvhTwol(
VXG> TRET B2, TENHFAREE) RREFESL L) PEV) T LN
HEFH AP nZ b ddH b, L L, KEOXHEL HARADEE O
ETHALIFoE, ZOZEEo&DT 5,

4, BEFECHIIRBOROMENIEE

IhEIToHEKE. BOWHOHFDBEBNE VI BT LD D, &
FILOWTEOHHDENT—RLTHOP2 L)1, kO L) KX %2 HEE L
Awbd, LFL+A2RR LIV IRV, OREATEHERA TV S D,
BE2OLLMBLTWEOR, D2 bAMzLdbhoTREHMIBELTWS
OB, BELLEIHELTVEO0E W) ZEDHEEOHESLE LT
(%5,

B F ORI E BT BT %, -

BT (1) QRO ILIEHEIhThT, Bi5es ——{‘*
L, FOBRBRMICEFO» ST 5,

(2) OFEDEZHPHPHINTVEA, L5 —_
h-BRERENEZ LRV,

BEHRE AR ORIED P LR E & b %o 7o AT

A e )

oo [1] DG, FEWECH TELELMH
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Y= e
D g D 9
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Bl singing

e o
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e Yt
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Bl congress
0 g r e y] g # @
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EEH)OT, KIEERETHLELE) LTLE B D 5,
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THlRBROWAE, BEFTEIORENCHM AL 2T TEEZRREDY
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