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David works in the mailroom.
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My friend David has worked for several years in the
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mailroom.
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David and Don handle and sort all outgoing mail,
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The mail is the most important part of our business.
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My secretary answered the phone.
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The president of the company is Mr. Martin.
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We use a modified-block letter style in our office. F1f]

AERAHBRR FE, (—17EqG)

The modified-block letter style, which is easy to type,
is used in our office. AL BEIRBIBFITE FH 103k
BEBFEE, (— 1 EAR—APEEFANEG, TEHIIZOLE
BEAMNG, )

If the modified-block letter style is used all of the time,
it soon becomes automatic. 5 — B f# F ik 3 B EI R =
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