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Elements of a LettersLetter FormatsEffective Letter WritingUnit 1 ResumesUnit 2 Letters of ApplicationUnit 3
Cover LettersUnit 4 Letters Dealing with EmploymentUnit 5 Sales LettersUnit 6 Faxed LettersUnit 7 Follow- up
lettersUnit 8 Fundraising LettersUnit 9 Letters Dealing with OrdersUnit 10 MemosUnit 11 Letters of
InstructionsUnit 12 Letters of IntroductionUnit 13 ComplaintsUnit 14 Letters of AdjustmentUnit 15 Letters That
Serve as ContractsUnit 16 Requests and InquiriesUnit 17 Query LettersUnit 18 Letters to the EditorUnit 19
References and RecommendationsUnit 20 Reports and ProposalsUnit 21 Letters of AppreciationUnit 22 Letters
of Welcome Unit 23 Letters about CreditUnit 24 Collection LettersUnit 25 E-mail
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0 O 8 Enclosed is an Agreement and Release between you and Lakely Associatest] which gives the.terms of the
settle-ment for the redevelopment of your well. When you sign the Agreement and present written proof of the
adjudica- tion of the well to Lakely AssociatesC] we will send you a check for the agreed-upon amount.[J [1 §

Our check for(J $1501 223. 92 is enclosed and constitutes full payment for all items listed on Invoice #68-331982.
Thank you for your help in getting the airconditioners to us so quickly.[J [0 § Today | am shipping approximately
one square foot each of 0.090 t0 0. 100 inch thick sheets of Fe-3%0 Si ( hot-rolled)] and IF ( niobium-containing
interstitial-free; hot-rolledJ one sheet[] .cold-rolled] one sheet). The rolling direction is marked on each sheet.
(J O 8 lIam currently employed in an engineering environment by a large independent transportation firmJ but |
am interested in making a career change into the investment/ financial services field. | have recently obtained my
CFP designation and hope to find a position as a broker trai-nee. I am enclosing my resume for your review and
con-sideration for such a position.[] [1 8 Enclosed is the complete report on the foreign language survey
conducted last fall. Vice-presidents and personnel directors of one hundred of the nation’s largest corpora- tions
were asked which foreign language would be most important for a successful business career during the next twenty
years[] The results may surprise you.ll [0 8 Thank you for your interest in Griffiths Collar and Shirt Company.
I'm enclosing a packet of materials that will describe our range of products and services. | will call you next week to
see if you have any questions and to dis- cuss how we might be of help to you.[J You are[d] of course[] always
welcome to visit our olJ ces and factory here in Lycurgus..] O O [
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