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Confirming an appointment
Dear Ms. Green,
Last Week Johnson suggested you meet with him on Wednesday
afternoon, June 10 to discuss your new duties at John Corporation.

This is just to let you know he is looking forward to seeing you in his
office at 6:00 p. m. A

Best wishes,

Sincerely,
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Confirming the reservation for a noon party
Dear Miss Rose,
This will confirm your reservation for four dinner tables for thirty
persons on Monday, May 5,at 12:30 a. m. in our Sunflower Room.
We will be happy to provide the full-course,roast beef menu you
selected , with the services of a wine steward,at $ 25 per person.
If there is anything additional we can do make the noon enjoyable
for you and your guests, please do let me know. We appreciate the op-

portunity to help you plan this special occasion.

Sincerely,
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Confirming the reservation for exhibit space
Dear Mrs. Black,

We have reserved exhibit space for you at the annual convention
of the National Music Educators Association in Dulles as follows:

Date: May 9 to 12,2006

Space: 30 by 15 feet

Location: Exhibit Hall, Hartford Convention Center, fifth area to
the right of the entrance

Price: $ 5,500. 50 percent payable in advance

The space reserved for you is equipped with eleven heavy-duty e-
lectrical outlets. There are no other fixtures, and structural changes (
walls , ceilings, etc. ) are not permitted. Local union regulations require
that setting up and taking down your exhibit be done by union person-
nel. Please make arrangements with ke Fulton who is our liaison with
the union.

If the terms outlined above meet with your approval, please sign
in the space below and return this letter to me, along with your check

for $ 2,250. A copy of the agreement is enclosed for your records.

Sincerely yours,
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Confirming a telephone order and paying by credit card

Gentlemen,

This will confirm telephone reservation made April 30 for two ta-
bles for 12 people for dinner at 6 in the afternoon on May 2 for our
guests , in the inner room.

The cost of food, gratuities, including drinks, for this occasion,

will be charged to our credit card.

Cordially,
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Confirmation of changing an order for rooms
Gentlemen,

Several days ago, I reserved two rooms for Professor Johnson for

the night of May 2.

He will not be able to make the trip to Shanghai on that date, but
instead will be there on May 4. Will you please send me a written

confirmation of this change?

Cordially,
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Confirming a telephone reservation and asking to pay by checks
Gentlemen,

This will confirm reservation made by phone on May 4 for the Si-
mons for three first-class seats on your flight 402 from New York to
London on Monday, May 9, returning on flight 205 from London to
New York at two in the afternoon on Saturday, May 14.

Our check for $ 2, 800 is enclosed. Kindly forward tickets by

return mail.

Sincerely,
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Invitation to opening ceremony
The Chairman of the Management Committee

of the
New York Sport Club

cordially invites you



to
a ten reception
marking
the Opening of the Red Sun Sport Centre
at
11:00 a. m.
in the
gymnasium
on

Monday, May 5th, 2006.

R.S.V.P
Ms Chen
Tel:2010 2030
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