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1 was so pleased to received your letter,. . .

Thank you for your kind letter,. ..

Sorry for delaying this letter so long. . .

IS RIER

Best wishes to you.

Take good care of yourself and write often.

Qur warm regards to your parents,
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Foreign Languages Press -
24 Wangfu Road AHEA
Beijing 100037 stk
China
9 May, 2004 +H#
Mr, Lester Lewis
. President
CSERN Lewis Furniture
A P. O. Box 84 Noble Park Vic 3174
~Australia
g Dear Mr. Lewis, . N .
I have been having great difficulty in getting a bill-
ing error corrected. As you will see on the enclosed in-
voice | was charged for three end tables when I ordered
Np'a and received only two.
Please look into this matter for me and see that my
next statement is corrected. I would appreciate it.
Yours truly. +8RE
Lin Hao +& 4
Rt 45— Enclosure(s)
e 9 .
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Peter Nilson
4 Oxford St.
London

U. K

Stamp

Mr. L. Hongcheng
No. 72 Ziyang Street
Wuhan 5325862
P.R. China
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Directions . Sup pose you are u college student and vou intend to
work part time during your vocation. In your letter , you are
supposed to include the post vou would like to apply for. your

ex perience and your hobbies. elc.
26 Aug. 2004

Dear Sir/Madam,

I wish to apply for the position for a part-time assistant you
advertised in Beijing Daily during the coming summer vacation.

[ am a student at Beijing University, which is only five-mi-
nutes walk from your firm. I feel that my qualifications and work
experience make me a suitable candidate for the job, which, ac
cording to the advertisement, demands a multi-lingual person with
some experience. Chinese is my mother tongue, and I have a fair
mastery of English. As a keen traveler, I have learned some Japa
nese and French, and have acquired an understanding of the cul
tures of Japan and France. As for experience, I worked part time
as a waiter at a shop of Pizza Hut. Therefore, I am confident that
you will find my service satisfactory. Incidentally, could you please
inform me of the rate of payment?

I hope you will take my application into consideration favora

bly and entitle me to an interview at your convenience. I can be

reached at
Thank you for considering my application. 1 am looking for
ward to your reply and. eventually, meeting you.

Yours sincerely,

John Gordon
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: Directions: Suppose you are a student majored in management
and you want to enter the Sales Management Program of a big

company. Write to the human resource manager and show your

' abillities,

July 15,2004

Dear Sir/Madam

Please consider me for your Sales Management Program. 1
graduated from Shandong University in June 2004 and got a
bachelor’s degree of Arts in management. I have gained sound
knowledge foundation in management as I have always been the top
student in my department, as shown in the certification materials
that followed.

I am sure to be as successful in sales management as I am in
my college endeavors. My unceasing optimism, self-determination
and ability to set goals have allowed me to achieve academic and
personal objectives.

Because of my “can do” attitude, sales will provide me the

challenges and opportunities to continue my successful history of

setting and achieving goals. Please give me the opportunity to elab-
orate on how my background predicts sales success. Thank you for

your attention,

Sincerely,

Deng Yun




Directions : Suppose you have graduated from California Uni-
versity. Write a letter to Mr. Steven to show your interest to the
Recreational Programs/Disabled Citizens Coordinator position

and apply for the position.

21t July, 2004

Dear Mr. Steven,

I was excited to see the Recreational Programs/Disabled Citi
zens Coordinator position recently advertised in the California Uni-
versity Career Information Center. [ graduated with a Bachelor of
Arts Degree in Recreation and Leisure Studies from California Uni-
versity in May 2004, and would like to be considered for this posi-
tion.

During my undergraduate years, I developed valuable skills by
working for recreational programs in Washington, D. C. and
Kingston, NY. My experience includes organizing, implementing,
and/or participating in a variety of community-based programs for
disabléd individuals. Please find enclosed my resume and transcript
which summarize my work experiences and educational accomplish
ments,

My education and past experiences have given me the tools to

make a positive difference related to programming for disabled citi-

zens. I can be reached at 555-3727.

Sincerely,

John L. Smith
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I have read your advertisement in... of June 26 for a secretary, and
should be grateful if you consider me favorable as a candidate for the po-
sition,
1 am writing this letter to recommend myself as a qualified candidate for
the job of senior accountant you have advertised in. . .
I am very interested in exploring the possibility of obtaining a post as
a(n). .. with your firm.
I believe that I am well qualified, both psychologically and academically,
for the post.
I think I am the right person for the job you advertised, because. . .
1 would like to be considered for the post of. ..
Would you please consider my request for. . .
1 have a fair mastery of. .. /have a good command of. . .
I am prepared to work hard, and I am sure that my present employer
would give me an excellent reference.
Is there a place at. .. for a person with a thorough education. experi-
ence in. ..
In addition to education and experience, 1 also can do. ..
1 have enclosed my resume that outlines in detail my qualifications and
experience. .
I am available for an interview any moment. Please contact me at. .. /I
can be reached at. .. '
Any favorable consideration of my application will be highly apprecia-
ted.

Thank you for considering my application and T am looking forward to

meeting you.




