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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
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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

40



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.

45



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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