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Gentlemen:

We learn from a friend in San Francisco that »ou

are exporting light industrial products, especially electric
appliances. There is a steady demand here for the above-
mentioned commodities of high quality at moderate
prices.

Will you please send us a copy of your catalogue,
with details of your prices and terms of payment? We
should find it most helpful if you could also supply sam-
Dles of these goods.

Yours very truly,

X
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Dear Sam and Pauline:

On March 12, at 6:32 am, you became aunt and
uncle to a beautiful baby girl, 8 pounds, 7 ounces! The
delivery was so fast we didn’t even have time to get the
delivery room, and I gave birth to her in the elevator! We
nicknamed her “Speedy. ” I thought the doctor was going
to faint, he was so flustered.

Her official name is Maxine Sharon, after both our
maternal grandmothers. Please come to see her as soon as
you can. I want her to meet her Aunt Pauline and Uncle
Sam.

Lowve,
Pam
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Dear Sir:

Your advertisement in this morning’s Beijing Daily
Jor a sales manager prompts me to offer you my qualifi-
cations for this position. Because your requirements closely
parallel my working experience.

As the enclosed resume indicates, I have had five
years’ experience in marketing. I’ve turned in an above-
average sales record for the past five _&ears.

I’ m quite happy in my present work, but foreign
trade in your company sounds more appealing I would
like to have more opportunity for promotion. Regarding
salary, I would leave that to you, my present salary is
6000 Yuan RMB per month.

I'Il be glad to have an interview at your conve-
nience, and can furnish references if desired.

Yours truly,
Polly Lawrence
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I just have to share this happy moment with you. I can’t be-
lieve I am actually going to start my own English training school.
After all those years dreaming, preparing and planning, I really
made it. All the success has a lot to do with your help with my Eng-
lish study.



