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go0oo0O0o0ooooooo——-—a0001
Dear ,

O lam 00000 DO. O I feel bad to trouble you but I am afraid that | have to make a complaint
about.

O The reason for my dissatisfaction is O000O0OD0. O Inthefirst place,
O000000O00O0. 0 Inaddition, 0000000000, duUnder these

circumstances, | find it O000to O0o000oOOoOooooooa.

O | appreciate it very much if you could 000000000, preferably
00000000, and 'would like to have this matter settled by
O0o0oooooooono.

00 Thank you for your consideration and | will be looking forward to your reply.

Yours,

Li Hua

goboboobbbouoooud—>00o00o2

Dear ,

[ You have asked me for my advice with regard to , and | will try to make some conductive
suggestions here.

O In my humble opinion, you would be wise to take the following actions: ooooooog.

O 1 hope you will find these proposals useful, and I would be ready to discuss this matter with you to further
details.

Yours sincerely,

1/5



1“5 269 {EX@ CUU www.wtabcd.cn/fanwen/

wwwensescoyn U0 0D00O000OD0O0ODOODO

Li Hua

gooboobobobooooo———>0003

Dear |

O lamwriting to formallyrequestto 0000000,

OThereasonfor __ isthat  0O00O00O0OOO.0O01_ ,sol__ O00O0OOOO.

O lwouldalsoliketorequest O 0O0O0OOOOOOO.OIamsorry for any inconvenience | have
caused.

[0 Thank you for your attention to these requests. [1 If you have any questions, do not hesitate to contact me
at 200 000000000 DO0O. O look forward to a favorable reply.

Yours sincerely,

LO OiHua
godooooooond——-—_ao04
Dear |

O There will be a O0000at/in OOOOon 000 0.0 Wewould be honored
to have you there with us.

[0 The occasion will start at 000000, O This will be followed by a
00000000, dAtaround ooon, goooogao.
O 1 really hope you can make it. [J RSVP before gooooooooo.

Yours sincerely,
Li Hua

guoouobboooouo—>0o0gs

Dear ,
(I I am truly sorry that gooooono.
[0 The reason is that 000000, O Once again, I am sorry for any inconvenience caused.

[0 Hope you can accept my apologize and understand my situation.

Yours sincerely,
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Dear |

O I am writing to extend my sincere gratitudefor _ 000 0 0 0O O O. O If it had not been for your
assistancein 0O OODOOOO0O0OO,Ifear that | would have been
___0ooooooooooo.

(] Every one agrees thatitwasyouwho 000040 Qd0Od.

[J Again, I would like to express my warm thanks to you! Please accept my gratitude.

Yours sincerely,

Li Hua

guoouobouooouo—>aoogy

Dear ,

O lam 000000, Olam writing to see if it is possible for you to provide me with information
regarding ooooooog.

[ First of all, what are 0000000270 Secondly, when will oooooono?

O Thirdly, is gooooono?

O 1 would also like to inquire O0000000D0000O0O. O Could you be so kind as to send

me some relevant booklets on the above-mentioned aspects?

[0 Thank you for you kindness, and your prompt attention to this letter will be highly appreciated.
Yours sincerely,

Li Hua

ooooooobobob—0uoboogo/muoos

Dear ,
[ It affords me much pleasure to recommend O0000D0O0ODOtoyou.dd During his/her graduate
years he/she was my .0 As his/her I found him/her oooooooooo.

[0 His/Her performance in the school years was outstanding. [ First, he/she had been and showed great
talentsin . O Inaddition, he/she has a very pleasant personality. [1 He has developed a strong sense
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of , and working with him is always. [J | can state that he/she has all the qualities of being
Ooo0oooood

[0 Therefore, | here recommend him/her to you with all my heart. 0 Should you favor OO O [0 [0 [0 him/her
with 0 O O O O O a position in your company/Should you accept him/her in your university[] | am sure
that his/her future conduct/academic work will prove worthy of your confidence. | look forward to hearing
from you at the earliest possible moment.

Yours sincerely,

Li Hua

goooooooooo0——-—moo0o9

Dear ,

O I have learned with delight that you 000000, OIwould like to extend to you my utmost
congratulations on . 0 You must be . 0 And I feel very happy for you.

l 0000000 Ois quite exciting news! O 1 know this is surely owing to
O0000000000.0Itisarewardyourild O O O O O chly deserve for your
oOoooooooao.

O Kindly let me know when you OO000D0O00000.0!1hope goooooooo.
[J My best wishes for your further success.

Yours sincerely,

Li Hua
doooooooooobD———>00o10
Dear Sir or Madam,

O 1 write this letter to apply for the position that you have advertised in O00000of
ooooooog.

[0 Not only do I have the qualifications for this job, but I also have the right personality for a
googon.

O In the one hand, OO000000.0O0Onthe other hand, oooooon.

[J Should you grant me a personal interview, | would be most grateful. [J If you need to know more about
me, please feel free to contact me at any time at oooooo.

[0 Thank you for considering my application, and | am looking forward to meeting you.
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Yours sincerely,

Li Hua

00 00 000 https://www.wtabcd.cn/fanwen/list/92_0.html
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