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R MR SO R AR R

F—F REBENMANXSENNEREFHE

e, BEAE AN AR R SR R AR B EOR B9 &, Bl B i 22 AR
ZPFIRIGE RO H B A 2Rk T R 5SS, SEsSin, fhamgsg
W, WHATSEHR, X — VIO SR ST 1 SC S /R A MU BRI AR A H O 2

PR SCH SRR AN R R AT B b, SR i N 3OS 1R i 2
ARG, PABETGR SISO SRR, B B, SR 98 TE I SCE AR B AR
FITRRIEE AL e LA N FEAR T IL MBI, DT REAE Xt D 18 17 FH SC Y 2% Bl 52 PR A B 84T R
TE I HTRAL IR . e SO — A “LAEA TS I E AT, R e T
WAATMIEF TR AR e, Rk, B DGR T Wd. 38
AL TR I GEWK R . WG, AR, BRRORRAE . BR T EE TR E T
T HR XS — S5 Sl in Msh ia S A 2 80 (DLRRER) , b I AT 5 56 O i
P, AR AR TR BT S . B P ROEBUE, NI 2 AN E B A AT AR
MM, i LR ST B 7D D A R R SCAG i 15 4
Wt TIRRERT, AR BIE5E iR H i

YN SCE AR Yo X e ih iR AN o X EEERBAE AT T T E
W SR HSCEREE T BUE. BiERE. thai. RBUF R EHIES
PRI — R B HA G WRAE R SR 5 1 X R J LA 1 114 38 ik DA ) AR 5K
ik, JEHIE AR A E BAEEARR S X, LR i) 38 R A 3 SR A LU o)
TIXBER AN B BARR o Rl D BSOS VR MRt 3 o T M E M R R o7
nd A . TR B BOR. Wi SRS, MRS ERYIRE, A XA H]
Y (RS AT BT — RE BRRS AN, PR DAy 3k e Fop AL U mT L5 B R 40 5 i A P 3
I By 5 ST O SR 5 A RIS 4 I SC RIS 25 00« AER AN » 2R 6l 1, o
BN HSCE AR B B — M BT SE R R, S — BB SRR He g, &
LRI ERIERINZTrm: k. kA% k. 80F, IEfphHE %%,
WA PSR S R FU A S . fe i, S N SCE AR U 2 — R ALE:  — ORI
P, — BB SRR 5.



o T 5 A R R B R T I DL TE 5 MR AR OCGIBG, BETH I SCA BES A R =
BRE AR B A . BUA. &3, SCeim s AR AR mRIE T A,
Yl I SCSORE HO AR A — b HA 5 R 8 9 92 1 5 4 B BLAT n] e 20 PR n] 4 A1k
M, JEEN SO SEMER M, R HBiE S8 202 S EiE S
(BHRAE) SRRy X AR I R XL S R AR

AT el m i T Be g (IR b3, S SCHY B /R AR 2 A AORE T — ik
YUE SRR S TAAAE . X FEAR AR TR 2 o i Y H i 20 [F] SCim) . 22 SCim)
TR, A E5I . AR 2R X DA SRR A e 1 ) al i) 20 4
R . B, iESRA5 N % requesting favor TMIFE asking favor. H:4K request Fl ask J&[w]
SGE], HEETEA XA ask AR AR 1 request B ELIE SRR 5. U4,
B RAVRA AT RMR T RIS BN AR TT . 5481504 declining requests, [ 3E refusing
requests, rejecting request. R, /RALA refuse — P %18, ARAT DA TE Ik Hh reject —
5Kk, H44R decline —PIIEMF, ARAATLL F LI 2B AT 1 25 3E B 48 R M4 T 3)
M XA decline B AR YE. BN E X FIALE . F3k [R5 FEL R 915 A sympathy and
condolence TiAE pity, 4RI AZRIX pity I, HE&AIREERE A, HEIHFAD A
AT SR A 635 sympathy BF, AR 3R RRAR 2 00 9 T AU 2 — Fof
RIS condolence JE X SEINUF ALK 2 FZ NI LR AN, f# ) £5 H termination
MHE ending, 4% end B, FHIALE, 144K terminate B, WIZRBITCIBTERT [H] L8 27E
AP CRE TR R TIIESUEXHE I “We regret to announce that be—
cause of this several salaried employees will be placed on temporary layoff starting Monday,
February 8. We anticipate that the layoff period will last from three to four months. By that
time we expect the start of the vegetable-canning season to stimulate sales sufficiently to call
you back to work. 7 ItAh, VEEEMHLETR  “layoff” —id]. %A & XA “stopping em—
ploying a worker, especially for a period in which there is not much work to do” YEE A i
H stopping employing A7 B9 5l J2: i 1 layoff Fl1 stopping employing 33X X A [7] 18] S 22 1] # X
W, FBHAIE. A5l AEL 515, 3.

MIEFRE BF, BN SCEEE T B RS, RS R S R
e B B R R Rt SO Rl . S SO i “Th S A —Fh N TE
fadh, JoREE EAOREE DY o RN RE R A Rk R R 015 B . B R
AT L. MBI AT UG, TCie g A A UG T . i,

Dear Father Gilbert,

You've known me all my life, and there’s nobody who knows more about United Services
College than you do, so here’s my question: would you advise me to apply there? Do I have a
chance of getting in? Once there, would I fit in?

Thanks for any advice you can give me!

PN HISCE 1T
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THRAR AR T, FUZ A T ALSR MR B8 PR Y T LA i

The year-end Tax Requirements report unintentionally omitted charitable contributions.

We could appreciate it if you would provide us with a schedule of donations made during
the year showing the doles and the dollar amount.

A 5t 2 Gt
Dear Ms. Meacam,

Thank you for the invitation to speak at your investment club’s annual dinner on May 3. 1
am sorry that because of previous obligations 1 will not be able to attend. I am sure you can
find another investment counselor to address your group, and I wish you good investing.

Sincerely,

T L ) R £
Dear Mr. Neal,

May we call your attention to your loan payment that you have no doubt overlooked? Tt is
30 days past due. The amount is $260. 20. Please mail your check ASAP.

Sincerely,

X3 A A T U B Gk
Dear Mr. Crown,

This is to notify you that our hid price is $ 4. 500 for each electric motor, to disassemble,
replace worn parts, rewind, and reassemble. These are the six motors we discuss and looked at
on April 7.

Sincerely,

e, T D UL A% S SORE Tt SR B B o7 B 7] i
Dear Mr. Finkelsteini,

My eleven years as a private and legal secretary, added to two years of tackles office pro—
cedures, should meet the requirements for a private secretary in your busy office. 1 am interest—
ed in such a position with your company. The enclosed letter explains my qualifications fur—
ther.

Sincerely,

SR FER TG 0BT, 1T T AT A OC B TR it o T T B R A P, iy T 96 B e 08 5 o
WERR TC R MG A5 B o AN —Fh B I TE S PRiE 2, S I SOy 23k 07 e B0
oy, WA AN ZE. ENgIFB. IE3C. SiRESE “—BafrRikmaER,
AR ERE AT R M, Fak AR WIE, ROk A S T AR R
PE, SETE NI SCES R Rk B ERANTE A L ROBORE I, B . A AR

NSO XS BT SE  B LS R P g AT B B Ag b, B G 2 S PR I R FlL A
LR, ARG WRARE R Feil, A5 A2 PRI R L 2 ik B P 5905 B 5
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W, . B BAEER. R4 HERS. @, A, 8O, k. BEERL [EE.
BEI) . GEAR. BURE . S R R ISR A AR AR R FANAR BRI A S E R . M
Fofrka) o HoE— B H A28 T BN SE

TSR F A U ETE I ST, IR L RE A0 70 2 48 S i I SO R R — ik
PRI, o B — o ——— P RE S R Z RN Y H 7 0773

e N SCHTE 4T o 75 AT == 2R T

S AR SR N SO SR R S, I T RIS R . S N SO i 1) 22 R
fo AR R A . B TR W ] SCE AL TR s I KA RS,
JRIE, Sk Flin, FEPUE T NOZIXFES “Resigning was the furthest thing from my
mind when I worked 20 vigorously to become director of the City Youth Program; However, |
must leave the position at the end of December. ”

The health and growing burdens in other areas have drained me of the energy and enthusi—
asm needed to conduct such a program. The young people and those with whom I’ve worked
have added immense meaning to my life. Only wish I could continue to work with them. JE3
AT F5 W I ST T8 5 I ZH SO 22 HE R A5 AR FNIE 5 A BB M AL A M, AT 48 7
WA FFE RS i . Bilan, @RS IIESCER VXS “We have shortages of high—
roof box cars in the Northwest. In addition, the South Bend mill has been short of box cars
throughout the week. We expect to clear up the South Bend shortage by Saturday, and we are
using standing box cars in lieu of high roof cars to avoid delays in customer shipments from the
Northwest. ” X /B4 B0 B BE RN IZHFEUTT: “We have a shortage of high-roof box cars in
the Northwest. We are replacing these with standard box cars to avoid delays in customer ship—
ments. In addition, the South Bend mill has been short of box cars throughout the week. We
expect to clear up this shortage by Saturday. ” 281 58T 41 2100 Be P ke 1 Jo i i) S8 B R
fil, A SESH NRRAE . 25 1A FCH) QA—QB—AA—AB HH A LN QA—
AA—QB—AB, MM INAF & AR AL ANE R RRm . A A2 8 e
AR HE—2DAR I B2 A IR SR ORI AR A& 2R 1Y
54 B i Ry I 45 22 v 7 7)o B R R SCHOAT SCBE LA — 5 L M AR 5 2 AR A
AT, X EERBUCA SRR L MR BAER IS 5 i Aot el Ry
] MRS A AN TE TR R T BAE X B 5E Z0h, &l HE T FE A

Dr. and Mrs. Adam Stanton

accept with pleasure

the kind invitation of

Mr. and Mrs. Persy Munm

for dinner

at eight o’clock

BB HSCEVEHT R
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on Friday, the twentieth of August

Nineteen hundred and ninety-nine

X, SR TR BOCAE AP R BB FIRE N Z " (- AL-
DOUS #F1 5t .)

Greetings:

San Francisco has long been known for its fine foods. Barocchio’s Bakery will become part
of this tradition. We recently moved into a most modern bakery with a team of exceptional bak-
ing specialists whose two concerns are quality and taste.

Our bread line is complete with varieties from bleached to black, from white enriched to
12-grain, from extra sour to honey bran.

Each day we take a section of cookies, pies, and sweet rolls. Choose cakes from white
angel food to German chocolate fudge.

The enclosed sheet of coupons will enable you to sample a wide range of our products at a
50% discount.

We value our customers and are certain that once you have tasted our bakery goods you
will know they are a part of San Francisco’s tradition of fine goods.

Sincerely,

R B SCER R T A4S A A RYERIA DT, TSN H

WAL, BN SCE N BA B B E, BVE SR . fEitl, 98 N S
FRAFDOS ST P A R B M R SR B A B T “i” s s B n B i

5 AR AR ETE I TR KU, I AR R S AR IR BL R L SRR S
I, IFRA SRR BUAM . SWFmEE. e RUERIAL” o SeiE i SO R
JRURS () A2 PR ROV T S OE BB 2 ARG . Bian:  HERS (5 M 2 M i A7 SO 0 AT-
DA HI$2MEVE R ( attention) . MEfC 248K (interest) . HEV WK ( desire) , fEHATSN
(action) o IHAE FA—WZKEEEH
Dear Mr. and Mrs.

Once in a lifetime there is a special place. ( attention) Just beyond the gentle rise over—
looking a flowering meadow you come upon a secluded setting of prestigious homes. ( interest)
The tree-eovered slopes are fenced and guarded, ensuring protection and peace of mind. ( in—
terest)

The custom-built homes are designed by A. L. A. architects and priced from $ 795000.
Homesites of from two to five acres are also available from $285000. ( desire)

These are the Wallingford Estates of Saratoga-telephone 000-000-0000. ( action)

Sincerely,

S = R AR SEE N I SCS AR T2 SR 2 3G He—, T 22 AR ST 1



MSCH B EREFERE, X E2RIAE BEEARIE E, B S E “you” BRI
b e RN RONZA SR, EREESRAMTER (R ERE
My BCHIER) , WImd A DERES RIETB. K2, MRS ARITE TR
K CAER S TE NI SC 2 DL I 1 07 s00F ke 7655 25 8 DL (88 & S8 W A0 i it B A
(appreciation) . FEGHR NN AMME (family and friends) H'. ZEH#IH{E ( infor-
mation) . ENEE ( introduction) Fr. TEBIE(E ( invitation) dr. JETT L ( order)
Hi. EE S BONE RS (public official) 1. TETERAE (requests) . fEHMEG(E
(sales) H': Can you stand one more compliment? What would we have done without you?
Are you available to judge a race walk a week from Saturday? Did you see the article about
marriage law in today’s China Daily? Forgot to ask is it their 36th or 37th anniversary? I read a—
bout the tornado that went through your area—are you OK? I had a note from Mrs. Hook Ea—
gles ask about a vacancy in the 1880 building, do you know? Are you checking your e-mail
these days? ( This is the third time I've written. ) Is there any recent news about how Linda is
doing? How are you? Where do I begin? And how is my favorite cousin? Will you please send
me your packet for prospective students, including a course catalog for next year, admission
procedures, an application form, and financial aid information? Would you be kind enough to
send as the following information as soon as possible! Will you kindly send me information on
changing the beneficiary of my life insurance policy? Would you please forward this request for
information to the appropriate person? May I please have any free informational material you
have on furniture care? Can you please explain how your attorney referral program works? Is it
true that it’s possible to have stars named for people and, if so, how does one go about it? etc.
May I introduce myself? Will you lend us Abbie for a week this summer? ( Sarah would love to
have another eight-year-old in the house!) etc. Will you please check on the status of my order
#62-1154 date August 107 etc. My daughter is interested in applying to the U. S. Air Force
Academy—can your office tell us how we should begin this process? Can you please send me a
list of Medicare-approved physicians and facilities in the metro area? etc. Will you please send
my complete medical records to Dr. Elise Bodkin at the following address? May I give your
name as a reference when 1 apply for a position as a ballroom dance instructor? Would you
please send me a job application form in the enclosed self-addressed stamped envelope? May I
ask a favor of you? Would it be possible to bring my sixth-grade students to your work. Shop for
half an hour or so to watch you as you construct your kaleidoscopes? Would you be willing to
coordinate our clothing drive this year? ( It would require about 20 hours of your time between
now and October!) HH LA e-mail. HI[AME FHE KRG =Fh A H: .

HERMEAE S ST N S i N SCHR S 264t 42 iR B SCHR S Zaifiee 8T 1 H
SCHRR AT 25957 BB I SO i A+ A 307 i 26 [n] RIS 2 75 9 TR W H S0 AR 4

PN HISCE 1T
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Sl P R AT B T

KT R HSCEAEARR, S —F Sk 3= SO AR . EARE 5 BN 1A 6 N TR KL
MR BB BRI R o AL, 5K Ied it s, EERFRIMEBE
— b B AR S, AN SEE AT AR R . ol DUE A S R, BT
RSB SO SRRy, BH TR ASs e i )y, JF A B2l

e, WATREsm: A BRSNS FFESR N SC, 2o TS
TE I HISCHI I SO T i) iz BIAL s, DA st 2325 S8R 1] 2 18] A 52 -5 7403
AR I . DFRIGENHISC, 2l T T —F S A5 THE R A L
AR, DMEFEE RS S S ASEE NS0, HEA TG, BEfe Ak 24 AR
Z A GRS, SR A A SR B 3 S T 2, DA e B — 263 T A
T R i AN, LK D) —SER A SR A R Bk, R, x ep e i H S
WU KRR RBIESE SRR SR AT TE B SO SO # Bt o ki ettt o ki
AR X b BE A e Ay o

SR, HFRATTHEHTT A RIS e A SETE N SC A B 9 ML R LR, FRATASHE
KB, B, BN RISENSCRI R AR R, Foh A A AR A, SR
FSCEA ZAEMERIS 2 0E, WERAS T Ot A SCHE [ N BT T ) Rl At 2 i = h
SEERETAT I ST 2 A D NS HEARZ A B IR0E S T, AT s SCTE [
NI H S5 R 2R E 2 AR B At 2B = T REENMALS . &
PRy RIS CEREAIE MM A G S A, AR A n] RE X DL TE I SCAY 2 LA 2
SR, A AT RERT O N T3 5 e S

P SO SRS A A — 4> 207 TR BT AE A A GRS TT 3 3 v i
—INGS RS SCRRER S SETE B SO B AR Ko 55 TR0 BN R S W Tk
fEeR; 5 TR AN B A pR S W S A oK S BRTRr EJR AEIE . R, DL
WA o A X B P A BTG Sl A LSRR 3o 7R3 113 3 i I SOR R B — &
AR -

YL ISR i AT T 6 8l B VEVF 2 2 AARRIAS AR IS 25 1 B0 0 JE i 5 At A
I N HISCHY) iz B TS IV A ARt . BARHUE, A EIERE AE A S
DA i A S 0 IO SORIRE 23 B 8 A7 85 ML R A T 22 T 2R R AR o XM 32 g A
HW, AR AR NS H A —ERMF, AT A —E—2, Hmf]
# FAEA R b7 2R AN R SRR DB N SC . de R ATE, SRAREA5 302k,
WIRFIAS A BB, A B P . Rz, TEdLBMMRATR T, ek
DRy BAEAY, B AL, SRR G T AR AR K A o

PR — P AR TEE A& W SCA R A9 LA IS AR

e, BN SOR B BRIA 5 AT 3R A L AR — Fh 22 X AR 2R
SRR AR R T REE LA 2 B R, R SL AR Bl RE R 2 By, Ik, X
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T FH SC— 5 A B —FhRLE BE I AR e, O3 — D7 T W3R AR B — R b 2 52 LAY 7 g
P

Hk, e i OB A R T HAUIRGE E N IE L, iGe 3. BOg3C. 1403
R e iic & LI 175 S a1 (1 I BUIE 72 AN (1 1 1 B 1 TN (T B = A /A =
R B NAT ) Bk A

JEE N SCH S =AM, BRI o —E R, s, 1T,
[B), BT ZESy AR, B[R] 0 R X 46 59 38 1 ] SC LA R R i e X 45
WA RIR A, DTSR —2 il “Gracious” Al “Lady Jones” 7EULHS A
AN IEXAIERAEE B WA R IE — 3 E T, R i H S i
MR, BRI T REEN S — Mtk BE T —MiEiE e

Yeif L SRR DO PR 2 Bl SF A — R R PR A s [l 5 22, 40 T ALA
Beg (BeABRAL, kit G BEAE) , RIMEAESIE B IESCBL. EEEBUEN Y
=B, HA B E I R AL i A], e iR TS FY& 340 Dear Sir 1 yours re—
spectively 55 Jeifi i H SCHy — A B O FRME R AE TIX BBk Z A E W R 225, 5
YL SCE ) one paragraph one idea M) & . FIrLAVNEX — . XFE—2H, SiE RN SCE
PR ERFESCT B IR T UL EHBRIE R AR TS 7T I A TR SOk B —
55

YEIE I SCERIS F R E TS AP M SRR “HA W7 AKX AR K5 1
XMERE, BJ who ( #E) . what ( fI4) . when ( fi] B) . where ( fi] H1) . why ( K1t
2) —WEESE. M 2FmE . TS K25 XS R 7E R
fFEGE, AR FRIA T FE G SO

A X —VIERE LA S Bi55 by ERMSE B SCEA B B3 TE R
O FSCARR R

Y HISOR TR . A ROR ZBATE R R ZHGE S b i . 0 Sy i
HRARENGZIEANPA KA S W55 KPR HEAT 6. fEERIE L, B
RIAE R HISCHER o, Wl oA 55 T SUER . 3Cbe B SRR . b A S IERNT UH
T XA B E R . R BER . WORER . BOER, &80 ZABUN & A 1Y
FISWERI T SORR XA A Gk TR . WOBGE ANER, 28X AR 7
1 THKITE W) FEAEBRIERAT SGER X AT LI A #d e R Baiim . fsshim .
BIITER . ERGER, X R E SNBSS BRI 5 (1. R — R AR T
IREARI TR N ] SCE T B R B AR S X RRIE, I “you”

YAEN BRI T ARE S AT AN EE, BANFENESEAMEaA. &5
Je, BN SCHEAT SO X B 2 DUE SR B SR b 22 DU A =mi iy . 4
WESCERATHY B ” Ak ( Reference) # H ( We) Thank you for your letter of July 3rd;

We are in receipt of your letter; We acknowledge receipt of our letter; It was a great pleasure

PN HISCE 1T
8



to receive your letter of Now. 16th; I am very glad to learn from your letter of June 26th that
; G, S5RALEF: 1 am looking forward to hearing from you soon; I would suggest

that you come and see me in person on; ... We would suggest in your interest that you;

I would greatly appreciate an early reply.

BN SCTE I 2 o JLTE S5 SR AT VE S5 M o5 R E B R E, XA
) shial. AL N R TRNC R A A4 44 TR R0 . Shia TR DL R R A G R N . B

B SCHE “RRAS RS+ TR 0 1) R0 - BRI , m2 lRE  F MR S 4 > A
/a\ff.ﬂé PN ek LRI 2 A — 3 B AR, DA Akt S B HL T T A
RS R ESIMEIIRE (AL B0 3248 HA TR S Mgl e 9 ik i S04 B 3
S, IRIR IR Bir S (0 RIS E SBRE AT ER) .

HAR RSN SO — M 5 R R ITE iR LR g brif b, fEiR AFmfE
( belated letters) A M T FAME M —NRIESA T e g 1E1R 2 A HEUEAE =5 18 05
Vv B TR A I e —— M B A B B AN T LAY . il
Dear Walter Morel ,

Please excuse the delay in sending you your copy of the signed contract. Mr. Lawrence
will be calling you next week about the schedule.

Sincerely,
Gertruele, Coppard

TEA HBUESB R o ( birthday letter) HF5 —J35, AN ZAEHBRIAW . 440,
“You are not getting older”:

Dear Rabbi Wasserman,

On behalf of the members and offices of the Adoth Women’s League, I send you best wi—
shes for joyous birthday and a happy, healthy year!

Karen Engelschall President Adoth Women’s League,

E%hﬁ%tiﬂ ( complaints) ANEAE AR FI) G 1 want/need /feel; ] 40:
Dear Ms. Warren,

I pointed out three weeks ago that the finish polishing area is a filthy messexpect immedi—
ate action from everyone to clear the area and to keep it clean on a daily basis. This is one area
that should be kept as clean as a kitchen.

Sincerely,

FEAEET (cover letter) ZE5RAZAH “hope”,  “wish’, “f, “should” ,
“could”,  “might” i), HAZEMHA “I hope to hear from you',  “If you wish, I could
come for an interview at your convenience’ , “Call me if you are interested” Z5a)X;, U
Dear Reverend Bashaw,

According to the item in this morning’s paper, you are getting up a fund to provide food,

IS



shelter, and other necessities for those members of your congregation whose home burned yes—
terday. Our family once found itself in almost identical circumstances. Enclosed is a check
$ 500, which you will put to good use on behalf of the family.

Thank you.

FUMERLE collection AN T %14l 1E:  can not understand, remit promptly failure on
your part, delinquent, ignore, require, unsatisfactory, wrong &5, K AiX$6ia] &g £ £/0/0
e TErE, MmN H - S A E 2R X RBIZTM A IE: respond, fairness, you, your
order ( payment, check) %%, WA “your failure to respond/pay’,  “you have ig—
nored our letters’,  “we insist that you sent payment at once” 5Ea]3 . fiUn:

Dear Mrs. Lanier,

We at Parker Investment Mortgage. Inc. understand and appreciate how difficulty this
past year must have been for you. However, given your history of missed payments ( June
1997, September 1997, November 1997, and February, March, and April 1998) , the fact
that your account is now three month past due, and our inability to arrange a meeting with you
to unpaid balance by May 15, you will receive a foreclosure, notice.

Sincerely,

P IR PF P A — TR s — N B ER, A “Dear’, T shall”
NAEE R T,

Subj: Just keepin’in touch

Date: 95-05-05 13: 43-52EDT

From md@ email. com

To rm@ email. com

Hi mom. Of course I'm alive. Had you doubts? I hardly think those three days without
hearing from me justifies using capital letters on me.

ERIE IR EMNIER P AZEE “Don't sent out any letters with misspelling” , 1
H “please use your spellcheck-function followed by a dictionary check of any questionable
words” o f]41: You need more training in cost control ... separate seminars are to be ar—
ranged with purchasing and accounting departments to broaden your awareness of these two fac—
tors. Your awareness of these two factors. Your use of this education will be monitored by the
production manager.

EIRMEH, N “1 appreciate your help” B, “Thank you for your time and attention”
YEZETE, M AW “I hope this is not too much trouble” and “I'm sorry to inconvenience
you. 7 SERIIE, WALE RMEE, HIZELL “please send me ... ” I “May I please have
R OEwI GH

To: Owner

PN HISCE 1T
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Manager of lodging Lake Lodge please send me your brochure and a schedule of rates for
this summer along with information on landscape accessibility. We should be interested in two—
bedroom cabin during the first part of August. Thank you.

TER SR, BRSO S T AL AN “Dear” fEIFIE, WANA
“Sincerely’ , “Truly” g BREE ., HREEESE N EUHE, & “please call
mé’ , ‘please inform others in your departmeni’, ‘Send me a copy of your report” ZEZE4E
A Pl

TO: All employees

FROM: Raymond Erenger, Building Services

DATE: November 15

SUBJECT: Building maintenance

Please be reminded that the building custodian was determined a week age, on the day of
the merger announcement. I ask that all employees cooperate by keeping your areas clean and
picking up offer yourselves. Thanks.

TETHEHRAZER “ete. ” BT, ERBUSEAZHA] “should” B “ought”;

TEXGIE P AEEH  “Good Luck” ( iR Ifi5) XEEMFHR, XA EEHIEZIA
4, UHECARH] “Best wishes” RIAT. {40
Dear Mick,

Welcome back!

We are so glad are able to work at Trade Unionist Leader again this summer. We missed
you while you were away at school, and we especially missed your magic with sick computers!

Sybil

TERPISALE P AR A S e ISAL S s PR TR “Ms.”, D 7,
M., Mrs”, U7, AEMHGEEIEA . AEMHEHERS A, FIAK “man and
wife” W5 A “husband and wife”;

EEGE T, ARMRREA CRAEE S AU “Thank you” KAFFANCHE, 15
RRA

FERIRFEE SERIAES, rIfEH “death”, “suicide” F &, {HAZITREE YL
FEHEIEMA] T “the most tragedy I've ever heard of',  ‘“the dreadful/horrible/appalling
news” —M] “Im sorry” T2, 5 X AR, EEMehmss BEnr. 4]
an:

Dear Rick,
We were sorry to hear about Maryanne’s death. We will always remember her for her fas—

cinating interest in the environment and the people around her. She will be missed by many.

Cordially,

11



TEG AR RIE IR S I SRS, 28 B (), HIESGR A —BL
Rk, VM. S RA RN, BAEXW T ARER; EATEEA AT AR . B
an:

TO: Qingdao Haier Electronic Company

DATE: July 16

SUBJECT: Buy or rent air compressor?

I've looked into this and it seems far more cost-effective in the long run and convenient for
us in the shorter run to buy a small portable air compressor rather than to rent one as needed.
A study of our use of an air compressor essentially redefined the term “in frequent” . What
may seem infrequent can be effectively “frequent” when we add up the rental charges and lost
productive time in not having one immediately available. 1 suggest baying.

TESE I EAT S . Hikk . W)L AR TE A AR BT AEEA “very” (E
) , wonderful, good, exciting “Uftk T 7 LA MENR; MEME A 0, EEA
[[] 5% W) 2 R Al ahid. B an: 1 directed, 1 supervised ... 1 increased ...; ANEfifi [
“ete. 7, WOMEMARSEMER, AR, TR, FNiEiE. 1E
R T SR 0, R AR R FRAT A T B A 2 T AR AR AR R AR 4 T A B
A .

Leslie Sanders

1939 Anstruther, street

Cleveland, OH 44101

216/5554234

OBJECTIVE

To obtain a position as an administrative assistant commensurate with my experience, ca—
pabilities, and need to be challenged.

EDUCATION

Bachelor degree from Public Management College in Northwest University.

WORK EXPERIENCE

assistant to the present, 1996—present

administrative assistant, 1993—1996

SKILLS

All general office duties.

Typing 65 wpm;

Extensive experience with Microsoft, Excel, Oracle Database, Peachtree Accounting

Good oral and written communication skill;

Fluent in written and spoken English and Japanese;

PN HISCE 1T
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