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From: sales_ dept@ srt. com

B T 55 S SC AL TR R AT BRI 5 2k 2K

1#01

To: ace_ g@ hotmail. com
Subject: Greeting from SRT Company
Attachment: Catalogue of Our Products. pdf

Dear Sir or Madam,

We have obtained your name and address from www. alibaba. com, and we are willing to
establish business relationship with you. Our company has been an exporter of various kinds
of carpets for many years and we enjoy a good reputation in this field.

At present, we are extending our business line to the African market. We have got the
information that your company is a great importer of the carpets in your area, so we have the
intention to cooperate with you.

Enclosed please find the catalogue of our products.
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We are looking forward to your favorable reply.
Yours faithfully,
Andy

Sales Manager

SRT Co. , Ltd.

Address: Room 978, Fortune Building, Beijing
Tel: 6222xxxx, 6222xxXX

Fax: 6222xxxx
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i similarly, in comparison

A however, on the contrary, on contrast, rather than, nevertheless

ik in addition, furthermore, moreover, what’s more

BT in other words, in this case, to illustrate

R JE] above all, most important, especially, particularly, in particular, to be sure
W besides, also, too, as well as, and, then, in addition, furthermore, moreover
prroEl as a result, therefore, consequently, accordingly, so, otherwise

W5 although, after all, in spite of, despite

2445 such as, for example, in particular, for instance

J=tes in conclusion, in summary, all in all, to conclude, on the whole
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(D We would be highly appreciated if you could provide us with some information about
your company.
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@ 1 should be happy to have an opportunity to attend the interview.
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(3 Should you require any further information, please feel free to contact me anytime.
QR T E 2 R0 DL, TERE S FRIK AR -

* WEhiESs

TERS 55 B3R R, 3 T U I 3 i 2850k & A IR 8 BUE HE 54, AR

FEIEBRRILXMFAEL, ATRES A AAALI . ARSI

(D You were not able to meet the sales target.
WA BB ST H b

The sales target was not met. ( % HZ2i)
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@) 1 have to terminate your position.
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Your position has been terminated. ( 3 Z2 i)
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(DWe have received your letter of... and thank you for your inquiry.
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(@From your letter we have learned that...
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(3This is to acknowledge your letter of...
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(DWe are pleased to answer your letter of ...
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@We are writing with reference to your letter of...
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(3This refers to your letter of...
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(DWe are pleased to inform you that...
M GE

@We take pleasure in informing you of...
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(BWe regret to inform you that...
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DWe will enclose...

(3Enclosed you will find...
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Sincerely , Yours sincerely, Sincerely yours,
Yours truly, Yours very truly, Very truly yours,

Cordially, Yours cordially, Cordially yours,
Best regards, Yours faithfully, Expectantly ,
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From: tom_ smith@ hotmail. com
To: hr_ dept@ gmail. com
Subject: Applying for a Job

To Whom It May Concern,

I am writing this letter to apply for the Software

Engineer position, in response to your advertisement

on the Internet. You said that you want to hire
someone who is hard-working and experienced. 1

believe that I am the right person. Attached you will

find my current resume.

As you will note, I graduated from Oxford University
and hold a Master of Science degree in Computer
Science. 1 have worked in a computer software
development company as a System Developer for two
years. During my employment, I was responsible for

enhancing web security and upgrading several software

applications.
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