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1) 14D Fernleaf Road
Singapore 1025

2) Tel 373699

(3) 10 october 198__

The Personnel Manager
International Commercial Bank @)

Ocean Building
Collyer Quay
Singapore 0104

(5) Dear Sir

I enclose my completed application (6)
form for the position of secretary.

(7) Yours faithfully

® Jukana Cha
(9) Juliana Chu

Enc (10)
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1 DEANS BOOKS
8 Dukery Cate
London
2P 4YX
Director: Michesel C Dean

Tel 031 557 4571
2. Ref: DT/NS

3. 21 April 1991

Attention: Ma Nelatraud Schults
Dear Ms Schults
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VISTAMAR

Casilla 321
(1) — La Playa, Chile
Teléfono: 2340506

31 January 19-- ()

Letterstyles
Crestview Drive 3)
Knoxville, TN 37919

Attention of Keith Hoyt (4)

Dear Mr. Hoyt: ®)

In reply to your inquiry dated 14 December |
19--, we are happy to provide the data you
request for your style survey.

We prefer to use the modified block format
for our correspondence. We find that its
balanced appearance is most pleasing to
the eye. Aside from the attention or (6)
subject/reference line, the only tabulation
routinely involved is alignment of the date
with the complimentary close.

More than half of the letters we receive
from customers and suppliers utilize this
style, thus attesting to its popularity.

(7) Cordially yours,

(8) %&dk, @;“LZ 2 e
©) [ Graciela Cochrane

GC/sm President, VISTAMAR
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Dear Bob,
Dear Pat,
My dear Lisa,
Dear friend,
My dear friend,
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Yours,
Affectionately,
Yours affectionately,
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Love,
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GEWATS IRCH WNIJFEW

Dear Belly,
Thanks a lot for the nice time that I spent in your company

last week. We refreshed ourselves by recalling the days of our
college study. I wish we go back to these golden days. Alas! It
is a thing of the past. However busy we may be, we must make
it a point to meet at least once in a month. Let us host each other
by turns.

Do pay me a return visit. Let us have another pleasant time.
It will be a welcome break in the monotony of our daily routine

With all best wishes,
Yours,

Ahmed Ali
P.S Please, remember me to your brother
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art, architecture, formation; fine arts; graphic art, painting; plastic
art, sculpture; classical art, Baroque, Rococo; modern art; abstract
art; classicism, realism; Surrealism, Expressionism, school of
painting; op art, kitsch, bad taste; functional art; calligraphy,
tapestry, embroidery, pottery.
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disappear, vanish; evaporate; dissolve, melt, liquefy; dwindle,
decrease; fade, pale, lose colour, be transient; suffer an eclipse,
be dim; disperse, dissipate, diffuse, scatter,....., etc.
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to assist to help
to cease to stop
to commence to begin/to start
to complete to finish '
to deem to think
to desire to wish/to want
to endeavour to try
feasible possible
to function to work
to implement to carry out




ry

to obtain
to persue
to proceed
to purchase
replete (adj.)
to request
to require
to reside
to seek
sufficient
to transmit
vessel
viable

to get

to look at/to read
to go

to buy

full

to ask for

to need

to live

to try/to look for
enough

to send

ship

workable
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