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0 (Indented

Form), 5~10 ,

(Block Form),
1. (Letterhead)
(D : , ,
Limited ( :Ltd. ), Incorporation ( :Inc. ),
(2) : s

o



(3 : N N

(4)
2.

(D (Reference)

“Our ref” “Your ref”,
(2 (Date)
/) .
. 27 July 19— — ,November 28,19— —,

(3) (Inside address)

“James Leighton”, J. Leighton,

b ’ o

:Mr. James Leighton
General Manager

Leighton Engineering Co Ltd
12 Bracken Hill

M60 8AS



’ o

) “AIRMAIL”

:AIRMAIL

Mr. Glen Courtland
Eagle Press Inc
24 South Bank

Boston
Mass 02110
USA
4 (Special Markings)
:CONFIDENTIAL

Ms B. Kaasen
Bredgade 51
Copenhagen K
DENMARK



“FOR THE ATTENTION OF” “ATTENTION TO”
“ATTENTION”, .

: FOR THE ATTENTION OF MR JOHN TYLER,
SALES MANAGER

Garden Supplier Ltd
24 Audrecia Street
POTHERHAM

R45 9]T

(5) (Salutation)

b

, . :Dear Mr.
Leighton, Dear Mrs. Jackson , Dear Sir, Dear
Madam . o
“ATTENTION TQO¢«es--- 7,
“Dear Sirs”, , “attention to 7,

“Dear Sir” “Dear Sir/Madam”,
(6) (Subject)



.1. Dear Mr. Jackson,

ORDER NUMBER 5343

2. Dear Mrs. Jackson,

SETTLEMENT OF THE FINAL ACCOUNT

7 (Complimentary Close)
Yours faithfully, Yours sincerely, ,
Dear Sir, Dear Sirs, Dear Madam, Dear Sir/Madam ,
Yours faithfully; Dear Mr. Jackson, Dear Robert,
Dear Mrs Holmes Yours sincerely,

(8 (Name of Signatory/Designation)

b

’ ’ Mr
, , “Mrs ., Miss Ms” .
, “MiSS” , ;
1) 1) “MiSS” °
: Yours faithfully, Yours sincerely,
GEORGE T.LOVETTE (Miss)



Chairman Chief Accountant

R 5‘for’7

“p. p. ”»” “per pro,,’ R

: Yours faithfully,

p.p.J. Maine

Managing Director

(9 (Enclosures)
, , “EI’IC. ”

“Encl. ”, , .

:Enc.

Bill of lading (5 copies)
Insurance certificate (1 copy)
Certificate of origin(1 copy)
Bill of exchange(1 copy)

1o (Copies)
s “CC”
“bee” (blind copy circulated) , o

o

:1.cc Mrs Susan Jones, Accountant



Mr David Black,Company Secretary
2. bee Mr. Keith Lawson, Managing Director

(1D (Continuation pages)

1. (Opening or introduction)

Thank you for your letter of---

We wish to hold our annual conference at your hotel on
Wednesday 22 October.
8



We have received your order number---

The above consignment was received by us today---

If payment is not made within seven days, we will have
no alternative but to place this matter in the hands of our

solicitor.

Please complete the enclosed reply form and return to us

immediatelyforfull colour catalogue and price list.

Please let us know the cost involved, and also send us

some specimen menus.



I look forward to hearing from you soon.
A prompt reply would be highly appreciated.
We apologise again for any inconvenience.

If you require any further information, please let me

know.
, ,  “Thanking
you in advance” “Looking forward to hearing from you”,
b o
b b
. ) :Hoping to hearing from you
soon  Looking forward to our next meeting; : We hope

to hear from you soon I look forward to our next meeting.,

JT/SAT
18 May 19— —
Mrs J L. Price

15 Knight road
10



Manchester

M2 9G]

Dear Janice

19 — SECRETARIES’ CONFERENCE TUESDAY/
WEDNESDAY 8/9 199—

I have pleasure to invite you to attend our special conference to

be held at the Clifton Hotel, London, on 8/9 October. ( )

This is an intensive, practical conference for professional
secretaries ,dwith the aim of increasing their managerial an
office productivity, and bringing them up-to-date with the

latest technology and techniques.

The seminar is power-packed with a distinguished panel of
professional speakers, giving expert advice on many useful
topics. A detailed programme is enclosed giving (full

information of this not-to-be-missed conference. ( )

If you decide to join us, please complete the enclosed
registration form and return it to me before 30 June with your

fee of<<50 per person. ( )

I am sure you will not want to miss this opportunity of
attending our conference, and look forward to meeting you

11



here. ( )

Yours sincerely

JEREMY TAN

Conference Secretary

(a conversation by post),

b A

(tone)
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We can do nothing about your

problem.

Unfortunately, we are unable to

help you on this occasion.

This
happened if you had connected the

problem would not have

wires properly.

This problem will be resolved by
the

accordance with the instructions

connecting wires in

provided.

Your television’s guarantee is up,
so you will have to pay for it to be
fixed.

The guarantee for your television
has expired so unfortunately you
would have to bear the cost of

any repairs.

I have pleasure in informing you

I am pleased to tell you+-*

We do not anticipate any increase

in prices.

We do not expect prices to rise.

Please be good enough to advise

us.

Please inform us.

Please let us know.

Please favour us a reply.

Please let us have your comments

as soon as possible.
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We would like to express our
regret at being unable to fulfil
your requirements.

We
your requirements.

are sorry we cannot meet

We are writing with reference to

We are writing about---

In the course of next few weeks

During the next few weeks«++

Payment of their account will be | Watson will pay their account
made by Watson next month. next month.

4.

The writer wishes to acknowledge+--
We are in receipt of+-+

We beg to thank you for your letter
of e

Thank you for your letter of

The favour of your early reply will be
appreciated.

Awaiting the favour of your early
reply.

Assuring you of our best attention at
all times.

Enclosed please find---

1/We enclose-+*

Please be good enough to advise us--+

Please let us know -+

your goodself

you
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