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ear Mr. Seaton[]

Thank you very much for taking me with you on that splendid outing to London. It was the first time that |
had seen the Tower or any of the other famous sights. If I'd gone alone, | couldn't have seen nearly as much,
because | wouldn't have known my way about.

The weather was splendid on that day, which | thought was rare. I still remember some people told me that in
Britain there was weather and no climate. During the same day, it might snow in the morning, rain at noon,
shine in the afternoon and be windy before the night falls. So I think I was lucky.

I think the river trip was the best thing of all. London really came alive for me as we saw it from the Thames
during that wonderful journey down to Greenwich. It was all tremendously exciting - a day that I shall never
forget.

Thank you for giving me such a great birthday treat.

Yours sincerely,

Linda Chen

O0o0ooooo oo

Dear sir/madam:

[organization] would very much like to have someone from your company speak at our conference on
[topic]

As you may be aware, the mission of our association is to promote . Many of our members are interested in
the achievements your company has made in .

Enclosed is our preliminary schedule for the conference which will be reviewed in weeks. I’ 1l call you [date]
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to see who from your company would be willing to speak to us. | can assure you that we’ [l make everything
convenient to the speaker.

Sincerely yours,

[name]

[title]
guoooooog oo
Dear Jack,

| am writing to thank you for your congratulations on my success in the translation contest. In your letter,
you told me that you wanted to know how to do well in translation. Here are some pieces of advice.

First, you need to grasp the basic grammar knowledge, which enables to you to understand the sentences
correctly and translate the original language to the target language properly. Second, a wide range of extensive
knowledge in different fields is preferred because the more you know, the easier it is for you to make clear
what the passage is talking about.

I hope these pieces of information are of great help for your future study and translation.

Yours sincerely,

Li Ming

OO00oO00O0o00ao

Dear sir/madam:

Thank you for your letter of [date]CJ I’ m glad that you are also going to [place] next month. It would be a
great pleasure to meet you at the [exhibition/trade fair][]

Our company is having a reception at [hotel] on the evening of [date] and | would be very pleased if you
could attend.

I look forward to hearing from you soon.
Yours sincerely,

[name]

[title]

goboooooo oo
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Dear sir/madam:
We would like to invite you to an exclusive presentation of our new [product][]

The presentation will take place at [location] at [time] on [date]TJ There will also be a reception at
[time]C We hope you and your colleagues will be able to attend.

[company] is a leading producer of high-quality . As you well know, recent technological advances have
made increasingly affordable to the public. Our new models offer superb quality and sophistication with
economy, and their new features give them distinct advantages over similar products from other
manufacturers.

We look forward to seeing you on [date]O Just call our office at [phone number] and we will be glad to
secure a place for you.

Sincerely yours,

[name]

[title]

OO0D0O0000000ao

dear sir or madam,

it is a pleasure to know of your continued interest in our products. the samples you have requested are now
available and will be sent free of charge. we have sent the package via fedex,with airway bill number

8180-8713-0983.

we hope you find these samples your killing.we would like to reiterate that we accept customization of
products to suit your requirements.

plesse do not hesitate to contact us for any further clarification.we look forward to doing business with you.
with best withes,

hillary

goodooooood ot

dear sir or madam,

it is a pleasure to know of your continued interest in our products.the samples you have requested are now

available.samples are free of charge,but according to our company’ policy,the costomer must pay the
shipping cost.
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samples will be sent immediately as soon as the standard us$70 shipping payment is transferred to our
account no. 009-334833299-2432 at hong kong &shanghai banking corporation(hsbc) or when you provide
us with your dhl 0 ups or fedex account number.

sorry for the onconvenience, i hope this little formslity will not stand in the way of our future relationship.
we hope you can understand our position and look forward to our future cooperation.

with best ragards,

gobobobobbooooooobbomsoobboooooo/mbbobbboooooooboooo
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