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With reference to your application of 1 September, I

am to inform you that you cannct be granted thc leave
applied for.
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With reference to your application of 14 May for the
pest of Assistant Manager in our Sales Department, you
are hereby informc<d that we are not able to offer this po-
sitionn to you.
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Thank you very much for your application of 14 May
for the post of an Assistant Manager in our Sales Depart-
ment.

We are sorry that at present we are not able to offer
you this position. But we have noted your qualifications
and experience and put your application on our files.
Should an opportunity arise in future, we shall be pleased
to consider you again.

We appreciate the interest you have shown in our
organization.
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Thank you very much for your letter of ...

We are glad to note thai you are now in a position
to pay our bill.

We appreciate your writing to us so promptly.

We regret to inform you that we cannot meet your
order immediately.

We are sorry that you did not receive the books in
time.

You will be pleased to know that we have dispatched
the books you ordered in your letter of 28 October.
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You state ...

You are wrong in saying ...

We find it difficult to believe that ...

Your claim that ...

We must firmly state ...

Your complaint that ...
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We cannot accede to your request that ...

We are forced i0 refuse ...

We demand ...
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Dear Madam:

I have been shown in the files of the War Department
a statement of the Adjutant General of Massachusetts that
you are the mother of five sons who have died gloriously
on the field of battle.

I feel how weak and fruitless must be any word of
mine which should attempt to beguile you from the grief
of a loss so overwhelming. But I cannot refrain from ten-
dering you the consolation that may be found in the
thanks of the republic they died to save.

I pray that our Heavenly Father may assuage the
anguish of your bereavement, and leave you only the cher-
ished memory of the loved and lost, and the solemn pride
that must be yours to have laid so costly a sacrifice upon
the altar of freedom.

Yours very sincerely and respectfully,
A. Lincoln

1EiX HBAT A AR — A B ok WX — @, T — A&

AEEBZ ) B W ETE R T8 i, 78 SR Eh, LA

. 3 e



BB T T MRS, R mah, RIS SA T BERAR
WA, A2 R FF (bR LB a) . (B2 Hh "L A
FHI—FHERGZIHE, BIAAPNEEREME S XF
rah GE W LA — e e b R D SO i R R IE Y A), BEShX
P A B RE SRR W LA 5K B Hhk il BesE fE b A0 3 R 1 7F &,
XA L) BriARE AR B X R i & H e o p ik B R A M 1A e %
BT X FR,
L3 ERBREHEE
1. T was surprised to discover in your letter of June 26
your claim that we have made an excessive charge for
investigating your lighting needs.
2. 1 have received your letter of June 26 concerning my
charge for investigating vour lighting needs.
3. I have been glad to do as ycu requested in your letter
of June 26 to look into the question of whether I have

made the correct chargc for mvesugatmg your hghtmg
-needs,
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We regret to say that unfostunately we cannot comply
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with your request until ...

We shall be glad to comply with your request as soon
as ..
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My experience is limited, consisting of nine months’
assistant to ..

My qualifications have been increased by nine months’
experience as assistant to ...
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I hope that our decision will not impair the pleasant
relationship that has always existed between our companies.

I believe that the reasons I have given to explain our
decision show it to be appropriate, and I shall look for-
ward tb a continuance of our pleasant relationship.
ME—mIEVTARE R EREAREELEHEEY, IANAX—RESHR
FERARZNMXRR; ME_GIENEELREN, BEAFENR
AR EFRFRRSHKT L,
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In reply to your letter of 4 August, we are sending
herewith a copy of our catalogue. We shall be able to

supply immediately the make you wish to buy. We are
waiting for your order.
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Thank you for your letter of 4 August. We are send-
ing a copy of our catalogue. On page 5 you will find the
make you are interested in. You are most welcome to visit
us any time during working hours (10 a.m. to 7 p.m.) on
week days and we shall be pleased to demonstrate its work-
ing without any obligation on your part to buy it. Its
size, performance and price have made it very popular.
We do hope that you too will love to have it.
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1. We are in receipt of your esteemed favor of 14th in-
stant and in reply beg to advise you that we have writ-
ten to our head office in Beijing. On hearing from
them we shall be in a position to communicate to you
our exact and considered decision.

2. Thank you for your letter of 14 September. We have
written to our Head Office in Beijing and shall let
you know our decision on hearing from them.
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acknowledge

receipt of

advige

affixr (one’s)

signature to

as per

assuring 1you
that

af all times

We — your check

We regret to — you
that the book is
out of stock

Please — the enclosed
documents

— your request

-—-our telephone con-
versation

- our agreement

— your cooperation
will be appreci-
ated, I remain

We shall be glad to
meet you at all
times.

We have received your
check

We must tell you that the
book is out of stock,

Unfortunately, the book is
out of stock.

We are sorry to say that
the book is out of stock.

Please sign these documents.
Please sign the enclosed
documents.

as you requested

according to your request

as a follow-up to our
telephone conversation

in accordance with our
telephone conversation

as we agreed

in accordance with our
agreement

according to our agreement

I will appreciate your co-
operation.

We'll always be glad to
meet you.



al ar early date

atiached
hereto/
herewsth

at this
writing

at your earliest

convenience

beg

brought to

our nolice

deem

despite the fact
that

due to the fact
that

We — to acknowledge
We — to advise
We — to state

We — advisable that
you

immediately

by (date)

when convenient
Attached is/are
We are attaching
We have attached
You’ll see attached

now
at present

as soon as you can

soon

by (date)

within (number of days)

We acknowledge

We have received

‘Thank you for

We are pleased to tell you
We can say that

We can tell you that

We note
We notice
We see

We think you ought to
We think it advisable that
you

although
though

because (of)
since



duly

enclosed  here-

with enclosed

please find

esteemed

favour

hoping for

the favour

in the amount
of

in the event that

in view of the
fact that

oblige

Your order has been
— forwarded.

We welcome your —
favour of

your — of April 14

~— of a reply, I re-

main

are sending you a
check — $50.95

— You cannot meet
with me next

week, we shall

— he 15 now president
of he was term-
inated — he had

been negligent

Please reply to this
letter and —.

Your order has been for-
warded

We have forwarded your
order

We enclose

We are enclosing
We have enclosed
Enclosed is/are

Thank you for your June
9 letter

your April 14 letter

I look forward to hearing

from you.

We look forward to your
reply.

May 1 hear from you soon?

are sending you a check
for $50.95

if you cannot meet with
me next week, we shall

since he is now president
of

he was terminated because
of negligence

Please reply to this letter
immediately.



of the opinion  Ne—that We think (believe) that
that Our opinion is that
Our position is that

pending receipt We are holding your We’ll ship your order as

of order — your SOON as we receive your
check. check.
pursuant to ~— our telephone con- Following up our June 1
versation of June telephone conversation,
1, let me say that I can say that

In accordance with ...
According to ... |
Following up (As a follow-
up to; ...
return mail promptly (immediately; at
once) by (explicit date)
Please send us your Won’t you mail us your
check by — check immediately?
Please send us your check
at once. '
We'd like to have your
check by (date).

said a discussion of — a discussion of these mat-
matters ters
same we have your check Thank you for your check
and we thank which arrived yester-
you for —, day.
Your July 2 order Your July 2 order has been
has been receiv- received and shipped.

¢d and same has
been shipped.
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aeparate cover

take the liberty

tharking you in

adrance

therefor/there-

in, thereon

We arc mailing vou
our 1976 Annual
Report under —,

We are taking the 1ib-
erty of sending
you free samples
of

— for your help, 1
am

The order is enclosed
herewith with
payment there-
for.

The safe is in a se-
cure arca with
the blueprints
kept therein.

Enclosed please find
Forms, X, Y, and
Z; please affix

your signature

We’re sending you sepa-
rately our 1976 Annual
Report.

We are sending you free

samples of

Your help (assistance) wiil
be appreciated.

I'll appreciate your help.

Any help you may give me
will be greatly appreci-
ated.

I'll appreciate any help you
may give.

If you can help me, I'll ap-
preciate it.

I'll be grateful for your
help. _

Won’t you help me?

We’re enclosing a check
with our order.

The blueprints are kept in
the safe which is located
in a secure arca.

Please sign Forms X, Y,
and Z which we have

enclosed.

. 11 «



thereon.

this is to thank Thank you
you
trusting you will — inform me of your 1 hope that you’ll give me
decision soon, I your decision soon.
am Will you please give me

your decision soon?
Won’t you give me your de-
cision soon?

up to the present — we do not seem to We have not yet received
writtng have received As of now we have not re-
ceived

We still have not received
We haven’t received

L5 REMEMNE.TXAR
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We have received your letter of June 15. In this letter
you say that you would like to have me make reservations
for you for July 17, 18, and 19.

XFE— AT KA IR [ R

Thank you for letting me know, in your letter of June

15, about your need of reservations for July 17, 18, and 19.
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