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Modern American English

— Living and Learning in the West
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Handbook of Modern American English
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English Letter Writing
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RiIBPEHER
Formats of a Business Letter

“ Letter/’let-r/n. —a direct or personal
written or printed message addressed

. . ”
to a person or organization.

—Webster’s Ninith
Collegiate Dictionary

“ A leiter shows the man it is written

to as well as the man it is written by.”

—Lord Chesterfield
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B 1. 1:block style

GOL G
M

August 18.2001

CONFIDENTIAL

Ms. Kartina Devereux,Director of Customer Relations
AC Electric

50, Devonshire Street

London WIN IFS

England

Dear Ms. Devereux:

Sincerely,

fory s B

President
Jerry Masiello

cc ;Richard Coriaty

1742 E. 16th St.
Los Angeles,CA 90021
Call Toll Free:1-800-749-2970

2.EEX

IR A 3 (modified style) 8t i#t T 1% 4t 59 45 3k 20 (indented style),

BERLHERMIER:
(1) B % 4 % X (modified block with indented paragraphs)
XMEXRERBEEES  BERFAR—BEAS MEXFER. B

4 e
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B 1. 2. modified block with indented paragraphs

REALTORS

9001 ingianapolis Bovievard. Hghisad, IN 48322

(219>462-5757
Office of the Manager 20 September, 2001

Sales Manager
Carpet Department
Zhejiang Native Produce &.
Animal By-products Imp. & Exp. Corp.
102, Fengqi Rd. . Hangzhou 310006
P. R. of China

Dear Sales Manager:

Sincerely ,

At Ll

Kathleen Sunshine,Manager
Production and Distribution

KS/dlp
Enclosure :Sales brochure

Copies: Joe Giro
David Brewer
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(2) % 7k X (modified block with blocked paragraphs)
XHEABRIEEFAN HASTHENERLE K RE

EH. w13,
By 1. 3:modified block with blocked paragraphs

Wnogohmon

One Johnson &. Johnson Plaza ,New Brunswick, NJ 08933
Phone: (201) 524-8192. Telex: 023-219837 A JJHQ

11 December, 2001

Traders &. Transport Pty. Ltd.
Stone 12, Warehouse 'H’
Flemington Markets, N.S. W. 2129
Australia

Attention: Claims Agent

Ladies and Gentlemen

CLAIM—INVOICE NO. 7925684

Sincerely,
Johnson &. Johnson

e

William Lee

Director

Overseas Trade
(:c. P.Norma

oG .
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fa] 4t R (simplified style) 5 5% 3k 2 M W H W £ 7 % 0F
(salutation) I £§ & & (complimentary closing), 1fi 2 H1 (subject
line) W BA5 P Aol B A B4y . R B 1.4,

B 1. 4:simplified style

CORPORATION

630 W.Mt. Pleasant Ave.
Livingston, NJ 07039
(201) 992-3801 Fax.(201)992-3564

July 14,2001

Mr. Floyd Griffith

Director of Purchasing

Sir Speedy

12000 East Slauson Avenue,Suite 1
Santa Fe Springs. California 90670

A COMPLETE SET OF PRINTING MACHINE

Otlison.

Allison Corporation

cp
Enclosure s
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B 1. 5:Continuation Pages (1)

Ms. Kartina Devereux August 18,2001

Sincerely,

oy Ml

President
Jerry Masiello
cc:Richard Coriaty

B 1. 6:Continuation Pages (2)

Mr. Floyd Griffith
July 14,2001
Page 2

Allison Corporation

cp
Enclosure .

080



