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Gentlemen

“

We learn from a friend in San Francisco that you
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,
gogo
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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.

Love,

Pam
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Dear Sir:

Your advertisement in this morning’s Beijing Daily
for 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. 1’ ve turned in an above-
average sales record for the past five years.

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

Yours truly .

Polly Lawrence

Enclosures: 2

Umoogdm
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I just have to share this happy moment with you. I can’t be-
lieve T 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.
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I graduated from Beijing Normal University with a BA degree
in English and an MA in education. From 1993 to 1997 I taught as
then I worked for a US educational consultant corporation, first as a
an associate professor in Beijing Foreign Language Institute. Since
language trainer and then a consultant. I speak fluent English and
conversational French.
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We estimate firstyear start-up costs to be RMB 280, 000 to cov-
er basic expenses of rent, office space, teaching equipment, staff
payment and other costs. You are especially welcome to invest in
teaching facilities. See the attached financial statement for a detailed
breakdown of all expensed items.
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Dear Ms. Roberts:

Your advertisement for software engineers in the
January issue of the IEEE Spectrum caught my attention.
I was drawn to the ad by my strong interest in both soft-
ware design and Database.

I have worked with a CALMA system in developing
VLSI circuits, and I also have substantial experience in
the design of interactive CAD software. Because of this
experience, I can make a direct and immediate contribu-
tion to your department. I have enclosed a copy of my re-
sume, which details my qualifications and suggests how I
might be of service to Database.

I would like very much to meet with you to discuss



your open positions for software engineers. If you wish to
arrange an interview, please contact me at the above ad-
dress or by telephone at (518) 271 —9999.
Thank you for your time and consideration.
Sincerely yours,
Joseph Smith
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Subject: Farewell Party
Hello everyone!
Ms. White will go back to Canada on April 3rd, so
we will give her a farewell party. The date and the place
are as follows:
Date: March 26th, 6:30 —8:30p.m.
Place: People Restaurant.
No. 21, Sec. 1. Dali S. Road, Chengdu
Tel: 28 —-8123-1234
Participation fee: NTD. 0500 (A present for Ms.
White is included. O
Reply by e-mail, or call me by March 19th.
Kevin Herschel
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Dear Sir or Madam:

I am writing to complain about the walkman that I
bought yesterday in your taz-free shop at the airport.

As usual, I tried the machine at the spot and it
worked very well. So I purchased it without any hesita-
tion. However, when I got home and tried it again it did
not work properly. The play button seemed to have some
problems. I should have to press it many times to make the
machine work and it constantly gave a sudden bounce
when working.

The sign in your shop says that goods with any prob-
lems can be replaced within 7 days. Therefore, I want to
return this walk-man and request you to replace it with a

good one for me. If I cannot get a satisfactory response



soon, I have to claim a refund that I paid for the walk-
man.
Please contact me at 8846 —9879.
Yours sincerely,
(Signature)
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Dear Senator Howells:

I thought I had heard it all, but when I caught your
speech on Medicare, I could see I was wrong. I’ve never
heard such claptrap in my life — you obviously don’t have
any idea of the financial state of most senior citizens. 1’1l
be happy to send you a copy of my monthly budget so you
can get familiar with the real world out here. If you
don’t vote against cuts in Medicare, I’ m wvoting against
you!

0 2o
Dear Senator Howells:

On March 3. [ happened to hear your speech on
Medicare given before the Philadelphia Chamber of Com-
merce. Although you made several good points about the
system’s shortcomings, I was appalled to hear you advo-

cate such steep cutbacks in senior medication coverage. The



National Health Consumer’s recent study shows that most
senior citizens would be severely hurt by such cutbacks.
You have always been a strong advocate for senior citi-
zens’ benefits. Don’t spoil your record now-vote against
cuts in Medicare. We seniors need to feel we still have a
good friend in the senate.
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Dear Prof. Hopkings:

The Academic Conference on sponsored by will
be held in Chengdu on 1st December, 2001. We take great
pleasure in inviting you to attend the Conference. Your
hotel accommodation and meals, except air fare, will be
borne by us.

If you have any paper or topics on which you would
Like to give a speech on, please inform us as soon as possi-
ble as the program is being finalized soon.

Please confirm your participation at your earliest
convenence.

With kind regards,

Yours sincerely,
Prof. Luo Yuanhang
Convener & Secretary
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Dear Sirs:

We are much delighted to receive your order No.

SP432 for ten thousand boxes for TV container. We have

been so keen to meet your requirement.

We even offered you our lowest prices, which you

could find in our letter of July 23.

Unfortunately, since then, you have given us no due

response and market prices have tended to rise fast. We

are very sorry to tell you we are unable to accept your or-

der at the prices requested.

Yet, we should still be glad to execute your order if

you will accept the price of $ 25 per box on CIF Shang-

hai basis.
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