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ATES-HHTIA % FTE AIAH-YTET T THERTT 37T AeqaaH F 978 Uk ggal= H1 TN F:3dT 8l

AT g

ATI-TFIHE AT TATH FEA & 18 (=40 e 3T AW a0 & a7e 5w e 7 SR 981 #:2r 2
gs {91

U selih-qTEq 0o §, qoft ors wiferd B sy € w7 s g8 A9 g

ToNtaa sAat®

HeTrtard-sais ITeT 97 #, gt are w¥fea B v § (dww F uq, [/ siw g w1 gew ), e 39 986 2, o dawus
Tofara-sat® JTeT o= §, Teft urs w3ied g & (Few F ud, RATE i a6 #7 giews), TNTE g2 T8 2 €, ofiT ok T I,
et s awmow ¥ fig 97 o= graT 2

Ag AT
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t Development & 3
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font 12pt I body :
|closing lr

s
"
G
Sam Brown
d 3 \K/icn President of Company, Inc.
| sender's name [
and contact L

1. ST=T AT S 3T oo 7 Jrft S ofY 21, S g & 7 e &, 39 9 ¥ §% SAEETiE /s gl AT 97 2w Gy srar
FIRY T Tl a7 eTew = A S G0 Hive § for@r STar A1feu) FH=T st TR S6E 7aad g % o7 a1 aw "Red"
AT T TAT GTTE 5 T 2| s TeRTs + forw 2T &7 somr 7 #+9)

o Tfy ITF UF TH F AT HT STAN FL|

T SHA SATITE T ST T ATHTT Hive H G947 ST AR SATTHTF S0 H HToT 37T TS % TATaT (Bhee 7 T T

IUANT T FL
8.1 A"'
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2. HEI TR H FRS A - T A 11,4 "T¥ 22 by” (‘ST MR % =T § F07 9107 ¢) e gmr =anfaw) 7f® o qua ¥ a8, ab
AT ATEH A4 U T ITANT FT T g8l THIL T HOTS 4 T &1 1.4 "9 99 by” (‘AT A F w7 § A7 5rar g) e g
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o i M Fore F forw oo fife w2 @ €, a7 F9T devge 9 97 # e Fwd ux o= w9 78 =0 w@fdew sumw 3ar &afw o o
o & oo e #3212 8, 91 FeT deves W 9 # fT A o e w6 97 38 ST qfee I9ew gar 3qT § oY
FOAT FT AR 3T Fieeqe TART-HIT T F2aT gl

Include information about your company

Company, Inc.
123 Alphabet Drive
Los Angeles, California 90002

3. ST QT FEATHT FAAT 6 T H SATAHRT AT F¥2 AT FAAT T ATH ST FAAT T TAT AT Y, T T Are 97 fora
T F TAF AR % q7| T AT w-FRafora =7 v wad= SHar &, a7 947 A9 7 a7 FOAT % A0 F T 9 7 396 UL 1S

o f el FUHAT F U [H-GIT AT B, AT AT AT FAAT I T FT T2 FIA F TATT THHT ITANT T T &l

o IfT oy Uar ey X @ E, A A 79 F oftT u¥ are Ar ard-stua et e anfeuaty s war ey w5 ) F, 97 78 iy 4
AT FOT A IEE F A 9T, I8 F i uw ard A7 ard-an fRmre amr =i

o T MY T FT U FALTEIT TATH U 9T 2 §, AT 297 T hided da-28 § 2127 F1

Include the date

Company, Inc.
123 Alphabet Drive
Los Angeles, California 90002

15 October 2012

4. fo=r enforer &3 T A et gadr wfers SemEw e g1 3ergeer & forw, "1 arder, 2012" 71 "1 arier 2012" o 72 i 1
AT AT GrE 33T ST ART T grar gfawis onfae #:3: 7 ardre forgar wa@r srfers g9ew fAwer 81 3grge # o, "1 oee,
2012" 71 "1 st 2012" ford| I SIS S aTel T4 % 19 % Gndl &0 SIE {391 ST A1t 0l

o IfT A AT o FE oAt 7 o g, v 39 Aty v s w1 S5 s o= #r qere A )
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Add the recipient's informafion]

123 Alphabet Drive
Los Angeles, California 90002

15 October 2012

Mr. John Doe

Customer Service Representative
Widgets Galore, Inc.

987 Widget Street

Miami, Florida 33111

5. YTAFAT ¥ STAFHTET ST : TTashar 1 27 914, ofid (Ff2 @1 21), compa- ny FTH 3T 39 FH § TF TN AT IT SATTHET F T
THT F AT UqT TG | I argeww 1, 91 TR "6 Gy e F| TTHEAT B STHERT B A Fg AqTeAt B g &Ar S
FTRUSTHSFRAT 6T STAHRT SIS ITHEFAT 7 2T 41, 9 (72 R 2T), compa- ny TR 3T I FH | TF T AqT59 I¢ JAFHET
TOIF THE F AT TAT fore| AT Arae g1, 91 Uk wasd "eAr onfier | YTHEAT i ST=Ery w9 F A= g aveAr w1 gre R
ST AT

et farfore =afee 1 97 T HATE FA1 qaH =g ¢l TH a%e, U ATdia® AT ATw T F Fa1d a4 § FH g A
AT I9 TR FT ATH TE1 ST 3 (S ST T AT AR, qT AT ey Fteet fafers safcs v oo v gaifag wAr qa9
F=IT 3| 3T qAVE, UF ATEq (o SAh STF T 1 (AT a7 § TAH gRIT (X 3T 3T ARE T ATH A0 ST & S0 SITIahr oo
ST AT, AT 2TET A8 < | =A<k 7 779 3% ofitieh ST 3 forw ot 1 et ¥

I
Choose a salutation ]

6. T Al I ATTETET T HT UF Tgea o SR ¢, 7 ST AT STANT A § a8 TH AT UT (A9 w0 5 0T 597 =A< A
ST 8 o e forg 7 €, arT 3+ fhaeT sreelt ave ST € ST smoen fred ® stro=nienar @ v feffag o e w3 e

"Ry 7g AT 21 ARt 2" Al 3R oY gl 9 g, O e = 7, o fAsm-3 R w7 f)

T ST ITHHRAT HT el AL & Al S 3, v " a7 / Few" uw geiea e g1

AT STaRAT o oftie o sifaw /rm, S e = R &1 ST w7 a9 )

T ST ITHHRAT AT el T & T 8 ST IEHh T AATTATIE e T AAE o @, a7 T Tgel 919 % 79 92 3= F¢
EENEAEE N PRE LR

T ST I % o7 T § AT 2, T a9 T AW 2T F, S o G fen

o o

frerer ey 0T &1 Jha T & 50T o 978 UF THERR AT UF Jeal & 918 Uk AT a¥d &l 7 Tl
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AT 2: T =T

1
dtrike the right tone

Dear Mr. Doe:

| am writing you concerning a recent purchase

of widgets.

1. T2 TAY 9T TSI R q9F 97 &, A7 G FEr S €, ofw aftrwter sraemt AR a6 a9ie T T T Fd 8| THierT, ST0h O
T Ta¥ | 3T YT FHT AR STAT T T H AT H TMATGHET F3eh Y T8 TeRms & sy feroaforgt #iv w@fera waq gu afia
T H TZ| IIETT & forT, s gham "F o dae § forg w1 E L % F ghar g Y agt § S "har g

® 37U ST AT BT 6 HAH, TS a1, AT A THT Teh AT T FT, TF-26 & 419 § T gU - THT ST HaTE FAT AT
T RraeT sTeat 21 a1 3fiT JT6-9T% FgT ST A1)

o U UF ¥ g7 TR| g9 ATAF FAaar § 6 I w7 F7 2T AT UTSH AT T, FA F {00 TS FAT §: ITH ZHEC Ay
FEAAT, T THEIT T 21 FEAT, TAT ASTAT T FRLATE FLATI STIAT Fe FATASTT T H g2 W31 Ta T2k H9raer g o s
T T IZLT AT TTS5F T T F2A o o7 TSI FTAT &2 Ih RHRT T TGAAT, Th THEAT 67 ST HTAT, THT G747 I7 FATS

FLAT| ATAT FF TAT

1
Use personal pronouns

Dear Mr. Doe:

| am writing you concerning a recent purchase
of widgets. Approximately two weeks ago, on
October 1, | ordered a total of 50 widgets for
Company, Inc. via the Widgets Galore client

webpage.

2. TRRIT GEATHI FT ITAN F: T SATIETAF T H "1," "gH," 3T "aq" 7 ITANT FAT T TE T S g1 AT o 61 "§" 3w
AT qTSF K AT F T H 3E

o IfT o T TeA fF A F uF form W@ g 91 SINTEE W1 AR AT com- pany & AT &7 F4T T &, a7 AT "gH" AT
ITART FIAT AT ATTH TTSF A1 AT el 7o FaAT e FA9 & Heg 81 T2 o0 oot 7 forg w2 €, a1 "o & 971 &l
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Write clearly and concisg|y hcerning a recent purchase

or wiogers. Approximately two weeks ago, on
October 1, | ordered a total of 50 widgets for

Company, Inc. via the Widgets Galore client

webpage. | received an email notification two
days later confirming the receipt of payment
and the shipment of the widgets. According to
your website, shipments should reach their
destination within 3-5 business days of being

sent, but | have yet to receive the widgets. Do

you have any information on what may have

happened to delay the shipment or where the

3. TF & wferg &7 § fordd: 9 9 w1 S F Fqr0 5 o /@ wgar 9 w© g AfS o o fee e g, v ST 9w Sear o
gtz = fFere = &, 71 s 7= 3 Fr e gy forw S arer e aRore v w1 8, qv aard 5% 7 #4r g1 e Rt i i

F 92T § FHATH)

Use the active voice l

Passive : The sunglasses are not designed
or manufactured with attention to their

durability.

Acﬁve . Your company designs and

manufactures sunglasses without attention
to their durability.

4. AT ATAT FT ITAR F2; T Fd T07 UF AT a1 U sqere w27 a9, [fewa e F aom afFmw s g7 gt w3
fAftsw srarer T e A AT AT TATRAF FAT GEAT g1 THE AT, AT AT qfAF Fuw Ry A1 uF wqLry Fq g9,
Tt smaTst & a5 Fi AETS AT g tad ) T Sars SR T i SETE AT SAA<hd adqT FEl gl 36 ST, qhh
AT STfer erateard g e =er foig o 81 Ismeer & foru:

o At o & =TT 3 Tl F forw e 3 Aver e A AT 7€ G smar f)
o ThRT: st FuAT Ao 3-RERET o e R faAr o v Femt STy $iw a9 g1

October 1, | ordered a total of 50 widgets for

Be conversational when appropriate pets Galore client

webpage. | received an email notification two
days later confirming the receipt of payment
and the shipment of the widgets. According to
your website, shipments should reach their
destination within 3-5 business days of being

sent, but | have yet to receive the widgets.

Do you have any information on what may have
happened to delay the shipment or where the

shipment is currently?

5. SUIH I 9T HATAT a0+ AN g7 AN 0 O fore STTa &1 Afe 9 &7 a7 Wid 9 F a1 o7 fearas sraafxed 7= & a1 96
TET FAT TH| FIAT, L L@ ATAaTel #hl ATHT T T & S 3 a7 ST 2," "5 g @," 7 "91" T il a9 W@ - =G0, Al
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FTETT 3¥ HEETE 9+l

o IfT AT YTHFRAT FT A= TG F A 8, AT LAFTHATT ST ATAT U ST{H T@T T AT FHAT S 3

o 9 AT FT ITANT w¢ e 97 Fatia st & saihea fohaam wehe w27 21 FdT-weft 72T g Srear aredd § saEartaT
FTET § T ST €, AT TolTeh a1 & TgeT STl il T4

Be courteous

I think your sunglasses suck and | am never

buying them again. Q

| am disappointed with the construction of

your sunglasses, and | plan to take my

business elsewhere in the future. O

6. fmy @ = o forwrra = et F "y e @ 8, 97 fF oo 9w 2 9 §1 Con- saeat it Rafy &1 arest w7 & o g oft
AT T TR & S FL T Forewer v, ST ok, frae-gr-ofiav s @gms 2n

o IRV F forT, UF gArATRT fAFTHT U7 qHAr & “HH AT SUF gArcATRd [AHTAT IE HehdT g "I A9rar @ % Aren g
T FAT F@AT 7 § 372 e wodT 720 =dig w=r 21" v oy foremra ug asar & "H o o F =ew % At & fwrer g,
v & 9fersy ® SO SHa|T A Fl ST o ST FSTAT a9 2T gl

Use “second page” letterhead for additional pages

Mr. John Doe
15 October 2012
Page 2

7. T I81 % foru "gey I9 " Aevge F ITANT HE TR ATAATAF TN F el Th T8 =TS H 0T ST ATMRY | AFFT W
AT T T, T &, S o U sTqaer a7 w7 A, a7 Aoy Afafien g8t i sraededr g dedt g | "gE I8 " deigs B ITIET
¢, o s 9 =i aar g & 3T 78 S TH K wES § G497 2T g S Ugel 8% 9% grav g 1ot I8t # o gee-yt
FETZT AT STANT F3: ATAHA AT TAT T Fa T JF da1s § GI7 gHT AU AT ST T I Fg, 4T g, 59 o 0
A AT FTLAT AR, v sraer Afafis gut A sraeawar & gEdl g1 "TE-E" deves F IUAN w1, SHH srAdie av #@fer aar
BIAT 2 3T 7 SHY T & T & 97 a7 € ST Te-09 devege & &7 H grav 2

o SIIHE U5 gALT 3T A8 § qa¥ THF , & T ¥ I5r7E F o % @Y S ArE F TE 9% T% ST AT FE ST ATHwdm w
am s fater ff enferer sweaT =11g 9+ 2
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W:-ap it up ]

We need the shipment of widgets soon, however,
and | hoped you might be able to provide me
with an idea of when | can expect them. Thank
you in advance for any help you might be able
to offer.

8. 7 7 T T TRTE #, ouw el w9 H yeqd FE ST T w7 T 9 [T qreny T T AT AT JrHwdar O
T IFE F2d gl AT & 3 STt IRy W % 6 U Y qhAT 248 HUL: AT TR W, o gt i ge § g qd #71 fi7
TIY & & AT (AT ITeemy i Sq0@T T R 7 ITHFAT & ATy F97 I g1 e & 3 srasrat wer a7 =Hansi & arer smog

T FT qHAT 8, 3 BT T 957 / qTT I IHFT &A1 3 % (0 oe=aaT1e Fg Tham 2

9T 3: I FT § FLAT

Choose a closing | )
e shipment of widgets soon, however,

and | hoped you might be able to provide me

with an idea of when | can expect them. Thank
you in advance for any help you might be able

to offer.

Sincerely,

1. UF HUTIA 94 THIIE, THERTE i g, TETT ST SHO=1iamar 1 gaF g1 "SHarr F TR a7 "SHT=erl §" o9 d 9% UF
i o 8, S, "HETE S, e S T areqd 8" a7 ff e w8 et w9 siverh afee e off 9E geee |
AT T AT, "AFTHATY," BT FEAT," ST ST TR §1" ST FHTIA % F7E U ST AT H STAN i

Sign the letter. he shipment of widgets soon,

nowever, and | hoped you might be able to

provide me with an idea of when | can expect
them. Thank you in advance for any help you

might be able to offer.

Sincerely,

2, T T ZEATEAT FHiL: AT GEATAT F ToIT SRIART AT AT @Tefl B &1 e 31T ¥ F & 978 757 9% geare? #ii- 39 §7ed #7,
T, AT AT TH SHA F AW F 9 T &, AT AT ZEATee A7 U @fer F7 T ¢ o 38 9 % 39 9 0 ey ) Aol a7 Fredt e
THE T ST B

o IfT oy foREflt Y A § O UX gEATAT F T B, A1 AU gEArEA ° gy "W o 77 iy =@die F forw, e e g
"TStEY R AT T A A
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We need the shipment of widgets soon,

- — - — vle to
Include your typed name and contact informaﬁon] )
h expect

them. Thank you in advance for any help you

might be able to offer.

Sincerely,

~Sam Brotn,

Sam Brown

Vice President of Company, Inc.
555-555-5555

s.brown@companyinc.com

3. T T 6T T AT ST TIF TR A7 AT 3 ;ST GEATeAT o A, 741 71, e, i qae, SHer uar oiv gush & frefr
AT AT TTEA T (T Y| TAF SATTHRT F9799 22T 30 T A1 7 T0F STFRT F7 AOnfAer w3 90 gEarere & ==, STI47 974,
o=, B ae, THA 9ar ST §0 & T o= AR A1 A S T3 FL| TEEE % TAF THS Dl SHD] A13A 3

them. Thank you in advance for any help you
miaht be able to offer.

Add the typist’s initials ]

Sincerely,

dam Brown

Sam Brown
Vice President of Company, Inc.
555-555-5555

s.brown@companyinc.com

RW:mj

4. =TT & AT SIS A A@E F qeArar ChET F T T 27T AT €, 97 ST 6 S0 ST F {1 SIEAT Arguersfiee F
AT 1L T TG F AATAT (AT T T T 2129 367 &, AT ST T ZEATEAL =T % A1+ T0 A< F AT T SATEAT A0 Fofi-
T, T o % et | errfier g € R 7g Tre # 5w o uw e @ e

o IR % forw, AfE A et aTsiuTe F EATdT T oA Fd B, AT I Arereand # o mj

o T AT AEF F ATATEAT AT FA &, AT TAHT TIL-HH § 2Tf0%e F AT F 979 F9% 7@ RW: Jj) T Sferat § qrzardt
% 3T HET & A1 U TG SIS ST §: Aesey / Ta|

them. Thank you in advance for any help you
miaht be able to offer.

Make note of enclosures ]

Sincerely,

Sam Brown

Sam Brown

Vice President of Company, Inc.
555-555-5555

s.brown@companyinc.com

Enclosures (2): resume, brochure.

5. 7 feoaufiatet ax e 3 Ffe s sTashar w6 g & o stfafe aeares gew R g,



12 T & & T

ST AT AT TEATAAT o THIT AT AlE Fh AT HIh AR % A Gy Giepdl dre FY) I + forw, ford: "dews (2): e &
9% &Y, faa o

e 3T "Enclosures” & "Encl" feras Y wfera &% @ad g1 a1 "Ferl"

Sincerely,

Add additional recipients’ names]

Sal DTOWIT

Vice President of Company, Inc.
555-555-5555

s.brown@companyinc.com

Enclosures (2): resume, brochure,

cc: Mary Smith, Vice President of Marketing

6. afafe FTasdatet F 9T T At AT T o =RE Ao f vk a9 w® F, a1 AwR o 0 o S A1 a8
"HeryeR" §fRE % A "co: forEee T fRaT STar &, S =t F A e of i F A v foremae wfaffa 3 R et gar # (Yot S
FTEA HAT UL H A0 A1 a2 T Srar = a1 "Fra w20 war amstafin srasmatet & A9 Sie 7t oy R s =ik
o fY UF WA AT ¥ F, AV IR TH I H 1A FIAT AR TG "Herww" Gf7h F A= "co:" v Are Ay strar g, S =fke F am
sie of e & A "ferer=me afaferfo % oo ==t 2T @ ("oc” S FAT HdT TIT F A& ¥ 39 FHAT ST A1 av " wdr SR

FTAT 471 )|
o Zargww & forw, ford: "ec: # fRwer, ATHET fY SuTeTer

o iR T s7fere SiTe vE 84T T UF F Afd a9 S 1§, 1 Tg 99 % o @y 9 w3ied &, AfEa "ee:” F faem

AT 4: Y SfAH T AT =¥

Widgets Galore, Inc.
. 1.5"00(
Edit and review [¢ 3

1 am writing you concerning a recent purchase of widgets.
Approximately two weeks ago, on October 1, | ordered a total
of 50 widgets for Company, Inc. via the Widgets Galore client
webpage. | received an email notification two days later
confirming the receipt of payment and the shipment of the
widgets. According to your website, shipments should reach
their destination within 3-5 business days of being sent, but |
have yet to receive the widgets. Do you have any information
on what may have happened to delay the shipment or where
the shipment is currently?

| have worked with Widgets Galore, Inc. in the past and have
the greatest confidence in your products and customer service.

We need the shipment of widgets soon, however, and | hoped 2
you might be able to provide me with an idea of when | can
expect them. Thank you in advance for any help you might be /&
able to offer. 4

Sincerely,

Sam Brown
Vice President of Company, Inc.

1. 7= HOrfad ¢ TEqiT 9ET g A UE THE 9o g AT F2 6 STt A & 3 FTTe TR F: TEqhd 99hw g i
TE Y@ T g1 gATET 1 fF aTawal srE F SO 99w oY qfeat % Oy e o # d9rfed A % I9ET F ' § 3@ TG
TH-EIA- FTT IS TIREE IT FF FE, AR deT F T T F T2 F Tgf A 3|

o AU AT F I fF FAT 0 €Y 7 H@ierw 1 A7 A ALRITE SATGT TAIT AT F T % FAT T T2 T Ao g A we
FTrTE T AT A T AqfAE v e 82 AfT g, av et w1 56 @ AT seraeasd aaret B a6 H 9965 2|

o IS 97 oA W@ B, T AT U T AT GgHHT #f d@AT ATed ea1s T AT Hged 0l &, a7 o Ueh (5 7 Tgaw] &l 3
TEd g FHT-FAT Al A UF g TS AT AT FT THST H TEE HL GEhcA] @ AT AT TG % QTea1 T 7T Fgl & Tt

2l
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("

Company, Inc.

123 Alphabet Drive Don’t Sfﬂple, use a poperclip
Los Angeles, California 90002
at the top left corner

15 October 2012

Mr. John Doe

Customer Service Representative
Widgets Galore, Inc.

987 Widget Street

Miami, Florida 33111

Dear Mr. Doe:

| am writing you concerning a recent purchase of widgets.
Approximately two weeks ago, on October 1, | ordered a total
of 50 widgets for Company, Inc. via the Widgets Galore client
webpage. | received an email notification two days later
confirming the receipt of payment and the shipment of the
widgets. According to your website, shipments should reach
their destination within 3-5 business days of being sent, but |
have yet to receive the widgets. Do you have any information
on what may have happened to delay the shipment or where
the shipment is currently?

2., FI I A LA T FE: IX TF T F2 T ST T Tl T2AA F F3: AfQ STF 976 F2 Y 8, T TqA I SAHAR T STAT 7T g
7T sy =g g% 77 =Fed € & w1 w79 # W, 31 S 9Tl A 9% UF TIEdT w7 STAR F

Post the letter I

Sam Brown

123 Alphabet Drive
Los Angeles,
California 80002

Mr. John Doe

Customer Service Representative
Widgets Galore, Inc.

987 Widget Street

Miami, Florida 33111

3. TIEE I7: 31T % ATEgH F TF 99 77 § T Tee F3: T(a AT T % AIeTq F T 99 2 &, T U AT E6TH 77 ST 3| afw
IS g, AT IH T qET FAAT F W F FATT T HT STAN FE| T (L2 T ¥ ITHRAT F I 7 =57 qvg 7 e w1 7 F:7 T
STRT & HYET, S 6 wraerat ager of i w4 37 3SR e, R A v giatim w5 5 g aaty o1 wr R € s o5 a5 gl

o TR roeT oRTaT € 6 el foramae weaE § S s GEy e ¥ 7 A9t @l €, 97 F99 9% eEy § I a2 w7
T f¥¥ex % ATeaw & forrer J<r)

o T2 U AT AW ST / AT qHF-Tegadie g, 91 38 Fhvaw g Faia w2 e w1

o I ST T T THSA FEAT AR &, A1 T AT HTML | IR AT TA=T07 e F2 % oy =8 PDF % &7 § 729
T, AT T AT AgaY 2

9 forEdT § U siu=ie 99

STV O - F ATT o A% | O T AT T AR 3 qoht &, Uk 907 2 5 qToeh T Giord FF T &, AT STTRT A0l (&elT T
21 T AT FIOATRF T - T T F a1 § gAU A7 AT AL T Thd 2, TF THE q2 % TSF & Groad H2 TG0 g, AT Tl
A AT T € 3T T TER & AGHT T AT 5. A el AT TTHAE THGT AT (TTHAUH)| 51 AT Tad Tierh eaarer
T ST ATt S =T o ITET g TEE
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TUITH 3 FHTI, Y I et & o oo F for sty § ST T U AN 27 W 8 AT o F Ug (A g1 AMS TerEe Aferd gIu #iY
THTI, ¥ 39 SAGAET % U o= F forw er=1 g S AT 9% AN 87 @ § AT A9 F Ugd (0 g1 aatiw 7w i Rafawi # forw vwane
QAT Srfers AT 3T Jgav 8, SRt ST agd Tae 2 2l

fater 1: T yruler st Qe u= fRrgeT

— :
Sender’s details J'

]

i

o ' Company, Inc.

@ | 123 Alphabet Drive J

Los Angeles, California 90002

1. 79 % S04 970 g0 9% IO T Tq7 ¥ AR e forg | 7fx sy frefy oy &7 siafaterea w2 v 8, a7 s &1 gar foreh) 7t e
I 2, AT ST 7T fore| g iR IR 9T S8k 7 0aT o | e 9, T 3w A #ire = fir avew w7 fEs F s 9t gry
T YUF HT AT ST AR Aae o) afa swo Bl o @ afafafdes w2 v 8, av s+t &1 gar e 33 sro o €, v eraar aar
fore| gt dfRF O% AT A AT aar o | S Y F A ST 9087, s $i7 T Fre o) o e aq % qgd o St i oA

FL|

o UF HTHAT H ST o Rt sreramr # wiafRfeea w3 8, T oo AR ST 99 A O F o= § T g6 S0H qrHet § Sgt
o foeft =T T STAATeeT Fd &, AT ST AR S T 7 AT % S 19§ T TR 2| T g H TEAT AT FE aren
T UF A 9|

T );{ i ,[\E\; ]
A! LN
Place the date JL

it

Company, Inc.

123 Alphabet Drive

=

Los Angeles, California 90002

15 June 2017 ‘ V 4

2, v g = wifemrs w7 Hg Juw F a9 F A @ 98 IuF F ud F 9 uw 9w e iR ((vF fiee 9w oA g ) g
Tt 31 Freont & Ageqet 8 Aty T Rl =afRe a7 w¥tew i q9T 9% &1 F F1F @7 FA H T F T § (TF JTeTg 99, TF L9
TT Y, AT, AT A I T FIH FLA o O70 T TG0 0T 39 7 71 AT FTLAT H00 A7 F=vaferat o o= 6 uw gfy agse
& AFATHAT g, A ANNE fAeger 97 g

o T2 AT UF HINTAT satah et & forg w2 €, a7 a3 q9TI A GIEw 99 T, 978 A7 eawrd g G e v, 9y
F g UY &F AT AT UF Hellterg st Al § forg 1@ €, a7 [3A1% Sl T80T A7 B 99 g a1 A @wq gl &1
Fores a9, 79 % ¥ 9 oF F2 o [ty @ ¥ 7

o P 3T AT F = sreufawr )
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B ] i A i
R =L J I

ecipient’s details |

¥

]
4
i

¢
1

Mr. John Doe

Customer Service Representative
Widgets Galore, Inc.

| 987 Widget Street

4 Miami, Florida 33111

3. &A= & = yrasat F1 AW uE 9 (UF FEE 97 9 gre Re) W 39 A1 39w oftdaw (oft, ofwef, gt e, e o) @ anfae
FL| AYT AR F o TTF % AT TTARAT & AT 6T ITAT F2| AT % {1+, FOA7 w7 479 o) = v Argaiais & [ Irashar o 179
e Uit (T FETE uw AT g ed) w39 A1 39 oftdw (o, oftmet, geft, e, o enfR) A anfier ) srae AT ofvde W A
ITHRAT o ATH T ITAT Fe| ATH % A=, FIAT 67 A7 | 3Tk 1= Uk Gi=F, Iraehar 1 g gar e $Rret qic o, YTaehd T &7 987,
757 3 o #re for

o IfT AT yTAEAT T ofi9F T T F, ATy [ aqEanT wAfy 9T yraswar w1 g 98 e €, 91 o gegw
AT Y AT TAT AT o T et 7 et FE| gHAT U AT 7 Trerfoerar & Ioanr w3 (fadr =0, e aren) =t
AT v "wigAT £ wrertiwar aE st §, ar gt #w ST w7

—‘, s'“,“ ‘
Write the salutation JI

i

Mia Florida 3

am 1 33111
‘ Dear Mr. Doe: ” J

4. 39 ==iF # F 5 arT qwewe w7 w2 8 "B aw / few" Sk v Fwar 8, a1 7% AT 39 SA{wE 7 A79 S g, 97 S9 "/ "qarted
&Y greites, gEfea ¢ F 9T 3= "Rev.”, "Dr.", "Mr.", "Mrs." T "Ms" FT ITANT F¥F T=TE €T F HIAT 0 2, ¥ TR AT
2 AT ST T2 ATH ATIH Y| HeTH % 918 UF et W& ST TeTHt T ST 057 % 507 F 1= T ¥@r (37 Hiod (o) e

o T2 AT TTHFHAT T A & ST AH qL T2 IH I9h Tgl AT F FATAT FA &, AT FaT Tged ATH FT ITINT FTAT 31 2

Miami, Flori

Dear Mr. Doe J

| am writing you concerning a recent purchase of

widgets. Approximately two weeks ago, on June 1,
| ordered a total of 50 widgets for Company, Inc.
via the Widgets Galore client webpage. | received
an email notification two days later confirming the

receipt of payment and the shipment of the widgets.

5. T 3 oI A ford: O % oI A ATHF TE g1 AU 6 o7 &l ford: 937 % 9 &7 i SRR & AfeF T4 g1 ARl [
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AT T8 A TCETE AT I FH H AL B TR @ AT ST AT TATH T F T A1 37 T 31 Uehed TATT 3T A10 9917 F e yerw
YT T TET S0 2

o Uge TXTTE H, UF Tl AT o 3fiT IHE 918 Aa- TL T T T AT FAT0| HE disr e & o Fwd)

o TAY IEITE W, AT T FT AT AIHT ST A1 AT & T TFTHT F2 o ForT IGO0 T ITART 3| FIA 6, ATEIAF
IITETOT gHAT FHTeATAF IITELIT F Tga¥ gid 2l

o ifawW s=E ®, 99T § frfeg =9 # ou9 3297 7 94§ ST G 2 F AT T AR T@A7 T8 & T g AT T
G ®, O 329 AT wa # forferd w9 § Fqre o gara § 5 T s F2 a@Ar A8 3

3ign off with appropriate salutation ]

Sincerely,

Sam Brown

Sam Brown J

Vice President of Company, Inc.
555-555-5555
s.brown@companyinc.com

6. ITIF TATHY F AT T T T gEQTAT ¢ T2 T ST AT ZEATHUL 6 oI 79 ATETaA ST 3799 qlad 717 F S 7918 g 3
"STRT SHTRTT &, "SR &, S Haars," wft S g1 o0 gEaner? & for st qfud A % v v v g §) af amp ar

qT s ofttiek % =rer sroeT ofieie JHT #
o i "enrfar seffe Al 7 forg w2 8, O e ST HHIIH AT GIEHT 99 T, ATTET (AT AT F TAT) g1 TS F g 97
& T T o Henferg sefi deft § forg w2 €, A1 A ST FHIIH FT SIEF 99 G AT (A Seft F q9I) 21 qY F
¥ IT T Y ST T ST T o

1 i

Add ‘Enclosure’ if you have any ]

of Company, Inc.

n@companyinc.com

Enclosure : Invoice (2) J

o s B 7
7. AU gEATAT sAlE AT Arer ofi9F F Fr= WAuT' o0eF S HwAA THT HY AT AT TA 6 ATH A ATEA, S T & 9F FHIAT AT
TSI FATI 3 ST gATT ZEATAT 51 AT ARt o0 o A= "HeAush' 915 Sl VAT Tl F T T T o 97 =7 qrfy, s+ 7w
T QIF AT AT ASLA FAT| TS TFH & AT8F AT ATZEH 8, TN AT TGN % ATHT F7 T GG FLAT TF A=l (=12 gl
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iR

Company, Inc.
123 Alphabet Drive
7+ Los Angeles, California 90002

15 June 2017

Mr. John Doe
C Service Repr
Widgets Galore, Inc.
987 Widget Street
Miami, Florida 33111

Dear Mr. Doe:

weeks ago, on June 1, | ordered a total of 50 widgets for Company, Inc. via
the Widgets Galore client webpage. | rece
later confirming the receipt of pay ment
According to your website, shipments s
3-5 business days of being sent, but | h|
have any information on what may have
where the shipment is currently?

\'S
I have woR:ed with Widgets Galor
confidence in your products and
widgets soon, however, and | hs

[
/ | am writfing you concerning a recent purhease of widgets. Approximately two —

ed an email notification two days
d the shipment of the widgets.
Id reach their destination within
lyet to receive the widgets. Do you
pened to delay the shipment or

idea of when | can expect #= | ¢ } might be

8. 3o o= F TEAE L AT, wat st i a3 A S stw w9 gl w6 G g see g s wtin @10 Gl o s B

At 1 A )

fafer 2: AMS =t o= feraeT

1. o AT A H e A7 g ford| A T UF e 1 IUAN T T 2 AT AT TTE FT AT AT T SAFLARAT ARl g1 TR

}é{ Dr. Michael Smith

|
{l ,‘ 123 ABC St. V4

New York City, NY 99999

o, oftd aTd e & 2T F e o g% 1)

2. famte =i = wEfaats o e T F o F A IwE F O s T F A= uE R mra arE

e I TAGT VAT L2 4110

W T

Place the date directly below |

: 123 ABC St.

,} New York City, NY 99999
,.;' l April 17, 2016

Ui v
v

‘y
% Dr. Michael Smith
[
it

B
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Write recipient’s details |-

y? Dr. Michael Smith

g 123 ABC St.
i New York City, NY 99999
i April 17, 2016

Dr. Patricia Brown

University of California, LA Medical Center
777 Medical Dr.

Los Angeles, CA 11111

v

3. fora@r yraat #1 aar = v qfE ZuTHERat # aaqr At F J v O uE deiided v uE Uit &7 B fed 2

i oAl i L AR ! 1 “ M

1 il

i ¢

Write the subject in all caps |

Dr. Michael Smith

123 ABC St.

New York City, NY 99999
April 17, 2016

Dr. Patricia Brown

University of California, LA Medical Center
777 Medical Dr.

Los Angeles, CA 11111

o

YOU’RE INVITED TO METROPOLITAN MEDICAL CONFERENCE

4. 77 % A i A= 7 1 uF i § o F e wr a9t o § qria F = uE Ol die § o (37w Rel) 89 araewar

T IAqT 9 THRAT g {36 7 oy s § g

Write the body (a sample paragraph)J

il
& |
(i

Conference that is being held this year in Miami,

our conference participants and invited guests.

| am the chairman of the 2016 Metropolitan Medical [i

Florida on July 5, 2016. | write to invite you to present
your groundbreaking research on beta blockers with

5. for@T s oY GXRITE: 7 98 SE © Sal o7 A faws a¥ =41 wq g @ier ¥ At et 7= § T avE T i
GITUTE: T 98 ST @ et T A9 v 9% 7=t Fwq 2| "o w2 At oo i et == 7 @ ave 9
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Write and sign your name ]

Please reply with your answer as soon as you are
able so that we may begin making arrangements. |
encourage you to contact me with any questions or
concerns.

Dr. Michael Smith
Dr. Michae! Smith J

Metropolitan Medical Center

T

6. T F q=F TR F A= =7 9 ore : e off 9= feounft S SHEe T ' T w1 A0 A9 R A9, A9 geare? o F9RT giE 2
F=a=T & e AT F A e A o FrE oft dw feooft S Smay &' 9 #) STu 919 A9, o gEare? & o weer g
AT GEATAT o A=, SAqAT A<t 1 of i forg)

7. Tt oft w1 SIS HerdE O % 6T 99 T Satn arnit g1 e oss o s fee derw st F 9 e w7

<

8. =T 71 =T At o s o= i pwdE w7 gt w1 G sl 9w siw o ag v o T 2

Add any enclosures ]

Please reply with your answer as soon as you are
able so that we may begin making arrangements. |
encourage you to contact me with any questions or

concerns.

Dr. Michael Smith
Dr. Michael Smith

Metropolitan Medical Center

Enclosure: Brochure J

Dr. Michael Smith

123 ABC St.

New York City, NY 99999
April 17, 2016

Dr. Patricia Brown

University of California, LA Medical Center
777 Medical Dr.

Los Angeles, CA 11111

YOU'RE INVITED TO METROPOLITAN MEDICAL CONFERENCE
<

| am the chairman of the 2016 Metr i i Gt that is being held —
/ this year in Miami, Florida on July 5, 2016. | write to invite you to present your

groundbreaking resaerch on beta blockers with our conference participants and —
invited guests. A 30-minute discussion of ygur work along with a 20-minute question

and answer session would add so much t¢
medical conference.

The Metropolitan Medical A
lodging expenses while you visit the coi
budget during your stay.

i be pl d to cover your travel and
in addition to providing a per diem

Please reply with your answer as ¢/ 4
arrangements. | encourage you ¥/

e intellectual landscape of our annualy —=
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1. T FrreT I T AT ST AT AT AR AT AAATRL AT AL 37 07 BT TG 21 A0 A, TH Fer2e Fhm 91 Fham
2 - AT UTH FEEH fErE g1 a8 S HIE Y sTfer U orRTRT [+ Tg "@IET ST AT AT AR g A1g Ul 39 9w fere
Tl B ATRWN FTA(1F, TH TSI (HAT AT THAT § - ATF T FeeH (IR 2l Fd & ST AT [orhreh i qorT | SIfae 71 &
st feres g 8

2, SO T HT HIST ATk 3 ATTF [orwreh # e &1 ST 3799 T 7 T 9% § T e+ & oy gHied ¢ & F2 creases v e &
creases ¥ HTY TF T % &7 § =qa=11a 3@ w27 2

o % AT UF ATTAATHIT W oIhTh T ITFNT L T2 8, A7 A9 T %7 Sfaor fagrs & qi=

o T2 T UF ¥ AR T ITTNT FT 77 &, AT 17 T A7 ey Afast =9 F 797 o7 5 sndr-aner § - a7 & &5 v s
FATAT 8 ST v forwrE # TR g1 "eRar 2

il

3. T FT forers § v € AreA 41 e F 9 qrew forRrs A Hie w0
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Write your name and address in the top left corner ki

|| Dr. Michael Smith
123 ABC St.

|
|| New York City, NY 99999
¢

T o m 571 I

4. TorBT T O STTAT AT 0¥ aT0 Fi H @) 79w 718 % A= 3791 T2 7 9aqT ford | 79T 902, 157 3i7 v e A= Ay
AT I e forhToh T et 9T 919 F9€ 970 i & e | s9= 919 o {19 99T 92 7 947 o6 | ST 98, T 6 [ e
AT TEF o I F A o]

B T
&

Address the envelope |

| Dr. Michael Smith
123 ABC St. {
New York City, NY 99999 i

Dr. Patricia Brown

University of California '
777 Medical Dr. i
Los Angeles, CA 11111 Rl

5. forerE 7 "arfara #3: forers & = a0 fF §, s =rte #7910 o (S g o= 99 )@ 1 A9 R o are o s w7
ford (wfx A St &1 A0 )1 FIAT F ATH F A AT I q2F B Iq7 forg | A9 AT 97 90y, 797 3w o wre rdferers A
TaIfera = o & f=er 2o fRe #, 59 =19f~r &1 9w o (B o o a9 w7 §) R Tu A o Fudt w e @i # e
FOAT T ATH )| AT F ATF F F AT T TEF F7 G471 fore | IH 3@ F =1+ 908, 77 e o #re o

it /X
‘I £ I JIC'S {
Place a stamp Jl
Dr. Michael Smith

123 ABC St. J
New York City, NY 99999

Dr. Patricia Brown
University of California
777 Medical Dr.

Los Angeles, CA 11111

AT M) [ A 0 Y

6. offTf =TT F H U T (AT TET) T AT FY R ATTHRT T S O3 % et o6 9y 2l
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l DATE: January 5, 2015 |
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MEMORANDUM

TO: All Employees

CC: Kevin Smith

FROM: Jemar Black

DATE: January 5, 2015

SUBJECT: Ant Problem in the Office
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As of July 1, 2015, XYZ Corporation will be implementing new
policies regarding health coverage. All employees will receive
health coverage and will make a minimum of $15 per hour.
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The county government voted to require all employees in the
county to receive a $15/hour minimum wage.
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All employees must use the new accounting system by June 1,

2015.
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MEMORANDAM
TO: All Employees

CC: Kevin Smith
FROM: Jemar Black
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As of July 1, 2015, XYZ Corporation will be implementing new
i ge. All viill receive
ge and will make a f $15 per hour.

The county o require all inthe
county to receive a $15/hour minimum wage.

All employees must use the
2015.

I will be glad to
and follow through on ai
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MEMORANDUM

TO: All Employees

CC: Kevin Smith

FROM: Jemar Black

DATE: January 5, 2015

SUBJECT: Ant Problem in the Office
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To: XYLENE SMITH Date: DECEMBER 8,2015

Cc: ALL OTHERDEPARTMENTHEADS From: CAITLYN JONES
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As of July 1, 2015, XYZ Corporation will be implementing new policies
regarding health coverage. All employees will receive health coverage and will
make a minimum of $15 per hour.

1) The county government voted to require all employees in the
county to receive a $15/hour minimum wage.

2) All employees must use the new accounting system by June 1,
2015.
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Yours Faithfully,

James Murphy

19% Jupiter Street., Mega Hieghts Subd., 345126
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Memo

To: XYLENE SMITH Date: DECEMBER 8, 2015
Ce:  ALL OTHER DEPARTMENTHEADS From: CAITLYNJONES

As of July 1, 2015, XYZ Corporation will be implementing new poficies
ith coverage and will

make a minimum of $15 per hour.

1) y it
county o receive a $15/hour minimum wage.

‘Youss Famiuay,

Somes Murphy
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fater 3: erhx o aret v ==t FT

My name is Bob Brass, and | am a managing
supervisor at Button Factory. | am writing as a reference
for Joe Johnson, who has been under my supervision at
Button Factory for the past five years|
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Chuis Fisher
70 CLiff Avenue
New London CT 06320

10 June, 2016
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Chris Fisher
70 Cliff Avenue
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Chis Fisher
70 CLiff Avenue
New London CT 06320
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Chuis Fisher
70 Cliff Avenue
New London CT 06320

10 June, 2016

Dear Miss Curving,
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Subject: a7 Re: 9153 & T & = AT A1 TF GRF H €T 7 THhaT &, A7 T =7 F I F 9131

o A 4RF FT ST GET FA F U, AT Ao Wive, G FT FT START T T & AT ITS I LEIThd F€ Tohd 2

Chris Fisher

70 Cliff Avenue

New London CT 06320

June 10, 2016

Dear Miss Curving,

Tami din explori ploy DD ities with your
company and feel that I can make a significant contribution to your
mission. I've attached a formal letter of interest and my resume with
this email. They address my desire to work for your company as well as

my skills and qualifications.

3. UF TR=ITeHE A GTTE onfier ¥ A 98 SWIg § Wl AT &1 A O=T 37 8 fF o wi € o 97 foree w7 sruer 3o
T g1 T aTE A Hefea frar Sy =3rie, aaewre & = &1 are (a1 S off srew F o 7 9ge f))

o IfT At AT HOMAT Al TTETT T STINT FHAT STAT 3, AT IS TIEAT SMA9TF g1 g AT-seATs TTET AT ST FTe IT
Fa Ta

Dear Miss Curving,

T am writing this letter in response to that talk we had over phone last week regarding a
new deal that will help both companies to increase their reputation among people.

Tami din explori ploy PP ities with your
company and feel that I can make a significant contribution to your
mission. I've attached a formal letter of interest and my resume with
this email. They address my desire to work for your company as well as
my skills and qualifications.

The position interests me for several reasons. My education and work experience have prepared
me for this position, as I will receive my B.A. degree on May 18, 2003 in Criminal Justice, with
specialties in research and data analysis. I am, also, familiar with the New York State Police
operations based upon my work in your Albany office this past summer and upon my research
and apprehension rates.

The position you outline is one, which I can enhance with my technical background as well as

my active leadership roles, which involve ive planning, izing, and icating. I
am a responsible person who is d with p and bility. T would
appreciate an opportunity to discuss with you how I might best meet your needs. I will call your
office next week to inquire about an i iew. If you have ions in the ime, please feel

freeto call me at 315-825-6549]

4. wfafes atet s ot #7: srfafe Swmme i srfeer fRawor | srferr Semmse sy sar et 3R, A Gl ot s
T TTE FTAT AU g 6T | UeATed, T-SUA-294, 3% Fae T32-acdi® BHE BT STINT Fd 92 Gig AT o7 A0 S 917
A= % A1 UF T Gre

o I AT UF FAT AR AT A2 SATHHTLT T F4d 8, AT T ATT R TERTE TS |
o TR v@ % Hferd T Sl FATEatEE w= § € G T Tgadqr Agcd 0 gl DAL F 7 O AT F ST § SATET 37
T& G 7 F =7 |
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‘Dear Miss Curving,

Tam writing this letter in response to that talk we had over phone last week regarding a
new deal that will help both companies toincrease their reputation among people.

Iam interested in exploring employment opportunities with your
company and feel that I can make a significant contribution to your
mission. I've attached a formal letter of interest and my resume with
this email. They address my desire to work for your company as well as
my skills and qualifications.

‘The position interests me for several reasons. My education and work experience have prepared
me for this position, as I will receive my B.A. degree on May 18, 2003 in Criminal Justice, with
specialties in research and data analysis. [ am, also, familiar with the New York State Police
operations based upon my work in your Albany office this past summer and upon my research
and apprehension rates.

The position you outline is one, which I can enhance withmy technical background as well as
my active leadership roles, which involve extensive planning, organizing, and communicating. 1

am a responsible person who is concemed with performance and accountability.

I would appreciate an oppertunity to discuss with you how I might best meet your needs. I will
call your office next week to inquire about an interview. If you have questions in themeantime,

1. U U T GTTE o Y 77 gk O F7 $aw RRTE {1 78 o g {6y F ures i a1g fRamr A1fgu s arew A
AT FATS (FT AEAF BT) & T ST T2 FeAT AR

this email. They addressmy desire to work for your company as well as
my skills and qualifications.

‘The position interests me for several reasons. My education and work experience have prepared
‘me for this position, as I will receive my B.A. degree on May 18, 2003 in Criminal Justice, with
specialties in research and data analysis. I am, also, familiar with the New York State Police
operations based upon my work in your Albany office this past summer and upon my research
and apprehension rates.

The position you outline is one, which I can enhance withmy technical background as well as
my active leadership roles, which involve extensive planning, organizing, and communicating. T
am a responsible person who is concemed with performance and accountability.

Twould appreciate an opportunity to discuss with you how I might best meet your needs. I will
call your office next week to inquire about an interview. If you have questions in the meantime,
please feel free to call me at 315-825-6549)

‘Thank you for your consideration

2, oA U T HHTIA: T FHIT U dierm, By arerter & S T O F7 99T ST g1 g T F A7 % $7q F A UE e
BET ATRT | ATHF THIT | SHAST &, SHITRT & TR AT TEETT T ST aTF19r ATaet g

o UF THTIA HT AT 9153 gHAT USHFT ZIaT & ST T A=t 21T &l

o =AH UTET & forw ars A /¥ ffa 3| "eferd sei & forw, i u% &7 ¥ Y 27T FIAT §0F F¢ (A0 I8 T8l €)1 74-
ST % forT, ST FHTI &1 T 998 7 % § E
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and apprehension rates.

The position you outline is one, which I can enhance with my technical background as well as
my active leadership roles, which involve ive planning, and icating. I
am a responsible person who is d with pe and ility.

I would appreciate an opportunity to discuss with you how I might best meet your needs. I will
call your office next week to inquire about an interview. If you have questions in the meantime,
please feel free to call me at 315-825-6549.

Thank you for your consideration.

Sincerely,

Albert BAEDL

3. TF ZEATEAT 3T TgAT TTHA i : ATTh THIAA 6 976, BISd 6 (o0 A7 T T A3
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AT o oI w1 39k ATa, AUAT ggaAr A, SHtaw 9 i FrE oft ywror fore| saes of v v etraen A & A= et o S e
2l
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o ATTH TEATEAT ATTH 22T TR T AT 3 gl AT F 4% g4 A0

and apprehension rates.

The position you outline is one, which I can enhance with my technical background as well as
my active leadership roles, which involve extensive planning, organizing, and communicating. I
am a responsible person who is d with and i

I'would appreciate an opportunity to discuss with you how I might best meet your needs. I will
call your office next week to inquire about an interview. If you have questions in the meantime,
please feel free to call me at 315-825-6549.

‘Thank you for your consideration.

Sincerely,

Albert %b’# ! é

I Enclosures I
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cerned with performance and accountability.

to discuss with you how I might best meet your needs. I will
e about an interview| please feel free to contact me Ilt 315-
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=Ty o AT GLrE, Ay, o 2w § wiud w109 F @i F o aga | awe adis g

AR 1: AT AT AT or@r

“| would appreciate the opportunity
to further discuss my interests and
qualifications. Thank you for your
time, and | hope to learn more about
the next phases of the application

procev

1. FHTIT T H I T F I2T 1 T &7 F [Aeaiiod F3: 799 T F q=T 9N &1 3709 g7 &g F @fvq arefer % 97 92 #4 | 37
Hfer v ifow GCWTE Faer 1 T 3 ATEA1 F 918 § T ATRUN TR U o1, F0-2<-=707 Foad T 7 sraeawar 731 g, v
srgeRt et ot farorr =y Y e =R e srow o= # uger § €7 FaY T8t AT 2
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o IETEW & for, AT ST U AT AEE F U us few o o @, w6 v siqe-vn Rafy § @ e 7 F s F
forT srardr ST o % ST H AT W w0 ST AT ST g9 F o gears, S § saae ThAT o SR Jll 6 a1
o arfer ST o IFE Far g |

polite & friendly note

|—-“It was good to see you at the
conference. | look forward to
working with you again in the
future.”

formal tone

2, faeg, Frqul Are ¥ FH F, AR AT AT I SHTATF T&: T T SIHT @ {AHAT IT FEhE Tal F7dl, a9 aF dfaw
ITTE FT T SAAFA AT TAATHF ST ATMRUN TgT % 6 oW o v sfo=nias g o forg w7 8, a9 oft smwar oy s
SerTaTar gt =AUl AT s BT U =rfe # form v € O o St €, v T sfea dre % 9T q9IE S g6 @, AR agd
Afers =TT=TeE 7 gl

o IETEXW & forw, for, « swueRr SEer ST srsar @ | # wad & forw w7 R | g & |ryr o e & o qenw
7f% e g forg 2 €, A1 g3 svie B B an oo Rufa it f & g=1 %7 9o € v wiesy & v a7y s #7Ar S
T T 31"

;ST TA¥ FT FUT qT AAT F FIET W | AT AT R ST AT F AT HETA AT AT GG L L § ST e AATT A
STFITHAT g AT AT FT UF TAGAT TEEAT F 1T THTH Tl F0 ST T Z1 "TEF LAFTHATE" AT "= " S FHITA FT ST F247

“I look forward to discussing
this matter further at our
meeting on December 7”

call to action

3. 7t o= gfvrw-3egE g, 91 Fars F o uw fAfery e onfae w3 afY onw v sy 7 Y T €, a7 v &t e, Ar e
e TR g FA % o ford, st Tearel A Ty A % O U & ASied A F 979 49w U G5y F 9y 969 g 9w,
Frears % foru f&fore wta arewtforsar o1 7ge it rEar F7 SE gHar € IR A Tew A s o T w7 sraemwar 2
IETELOT  orTfHe:

o " Twa F o7 TH AT T =47 F O o ey 7 e a7 gmnt dow g

o "HATE ¥ od T G Rl 0¥ sraraw w1

o "YTTR YATHY % {oIT geaTE, ST FAT ;A B FE AT AT TR S FHrEeor fiv sraegwar g1
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WZ:WWW@TE@TW

“Sincerely” J

“Fondly” x

1. 399 &9 F forg "SHEETRT F" A7 "arEad H TR T START AL "SHIMETT F" ST "TEETT aredd §" 9w, ASTHTAT 7 qgr A9 g
FH AT FATI, S B aaary deyt ar T Hay”, T T 057 % UTAEAT 6 G T ATH & ST U 2, qT AT AT &

o FHTUATIE THTYA % AT U SATITE T bl THTH FT F 9=, S {5 "ofiehi=," "=, =7 "ferem

Thank you for your efforts, and
please call me if you need any
further details.

"Sincerely, J

skip a line after
the body

2. 9T F 9T U T Gie, e TuT9w 2127 i3 THTIT F1 978 Y G F3 3iT 39 978 Teqiaerd JTiHe F¢| 72 TarI+ 2 9% &,
ST "ATTRT ATEAE H," el TE 9T5% I HideATZo Hil

o U UfRE # greAr g # arhr o F sifaw are siv qure F S us gl s En

Thank you for your efforts, and please
call me if you need any further details.

Sincerely,
San Brown
Sam Brown

skip 4 lines to add
your handwritten singature

3. TATIT F 9 3199 22T FFT 0 Z8aTeT 4 SATSA1 1 S0 : TR gEATeed AT Taeih gearery AT & dgd 4 Rk et &
STTUSTT| FATST T = FT % 9Ta, ATAT AT I gEq el gearas F fHer Fe & forg areT w9
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o 3argww & forw, AfT o =7 auw gEaferier geaTeT § SUART Fd g, a1 Aq LT T AT F

o IfF sy =T, A ooy 7T e Y anfer w1, S £ fru= S A1 CPA, sk 2te 3R T gEateT F ATe) ST AT THh
aTe seataw ¥ ford, e f=fy a7 st s

Thank you for your eff

call me if you need a

Sam Brown
Vice President of Company, Inc.
555-555-5555
s.brown@companyinc.com

t

itle and contact
information

4. I FEATAT F g ST fTGF AT HOh ATAFTY 229 F2 | AT F(fd &1 2 UF df<p A0 oo & & #Her sy areq By o geqraw
& qEd AT oftTF orTtue F| AT T PRt W e a1 S w7 g AT 2, a7 e of i & A ST §0% ST 2T #1,

TR T FEAT AT BT

of Company, Inc

mpanyinc.com

Enclosures(2): resume, brochure. J

5. 39 g How et off aveft 97 eare At s anfier e 2R & o, serEe, ar Bl s arefaes, s geare satE &
1z UF Y@ e, R aeuwt v Hews ford | afE e 5 awarast A antie R g, a7 39 #eE § "9t foraer STERt g, S

"HATE (2)1"
o YA HeruF kA & are AT oft e G #v onfae 7 w9

ST 3: 379 9 T T FHAT

1. 19 O & AT & I w4 et off sl sranst &7 ag=m F: F o S & 957 98 are) ad|T, Sra i ar sEe
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Ffeat f = w3 gt w3 & o oaw o & wfem 8

AU FTH AT GATHT FIAT T H qTH & SHAT Hea 0 g1am g, A IS o7 Ua Fax 97 forg w8 € a7 7 foega ggaaqot
2l

2, AT AT ATATEA T 9T T2 & AT UF TAFI Mk GEATEAL SIS IT T FHITST 5 U e UL geaTeqT F¥ AT 6 AU Hoge? I Thel F¢,
AT IS T T % U B = &7 ST 3, a7 Ik Ui S § U gearer? a9 Sqe J9TI_ $fiY 272 Ry w
EATAT F 1= Fh I | A gEATeAT o @ g =Tl

TfT sraeTs g1, a1 S FT SF Tt ST TH AFATH F TS F q1 Teq w4

1% Computer B
“ Local Disk (C:)
= Local Disk (D:)
— Local Disk (3 7 <l

File name: Letter2

Save as type: rd Docu

Althors Word Document

" Word Macro-Enabled Document
Word 97--2003 Document
Word Template
Word Macro-Enabled Template
Word 97-2003 Template

“ Hide Folders

XPS Document

Single File Web Page
Web Page

Feedback Web Page, Filtered

Rich Text Format

Dlain Tavt

Nntinne

3. 7t a7 =8 RfSes =7 & 491 w® & a1 7 A7 uF A0 F =7 7 qget: AT Arawy GiEaeT F q9ree w i A raeqwmqr g av a7
T TF 9157 FEATAN (S .doc 3% .docx) F &7 § TSt | T AfAfh, (e T 91 &7 $HA ¢ ¥ & A7 = Fheft Jaeree el 7
72 &, A1 199 3 WH AT T % "Save as," "Publish,” 3T "Download as" 3T=T37 A & "Save as PDF" a7 g2

T TIETUE U 9763 TEATE it ot § fdrsh o g v =g qiatar 2= & 7ag w2 aaar g T oo aes uF 3% &
TEEIT T T FT
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4. 7= ST Y 37 =5 UF e | #ior 3 FE AT 37 T F g & TF 7 $e F F 972 A7 gEA T gedneis S| U orwrh 9%
free sfiw rasat F =TT Y A7 ford, fOT oo 97 3 ST HIAEL & SATET 97 WA |

o forrE 7 foreT off e TEarasi F1 AT wEAT g w4

b K s 0 B L TR [ R R e T M K

T 9T S o9 T e § &2 Tgi=1 47 a6t % o7 F19 Fd 8, a1 T Ig U 9% AT g9 F o 337 87 T 2| o798 UF Jgav
feufy ger € 2, a7 e e stfaes Sremer F o e € 1w 7 9 2 s e iy A= & forg Ser wA & forw sarsr o for
AU T AT Gl T AT SIAT IUATEAT S AT HT9 I &A1 Hfaed He

sier 1: qresa feresT

N T N UIVAITTIANM T LTI I

) Gambit Magazine
222 St. Charles St.
New Orleans, LA 70115

Erin Brown
890 Prytania St.
New Orleans, LA 70114

)l Dear Mr. Fletcher,

address your letter
to a specific person

1. 31w 9= 1 T Ffere srie v garfam w9 Fitn o e e 7 9fifa 2, et G o sfE A o e seamasas
21 "HTE HETee AR # Bt 6 T+ A SSIT FA T ATHT T GET AL NI AT JAAT A2l SRR A T g § A a9 G qAv
g, TN 92 7@ & T § o o) afy g 72) €, a1 qaw w2 w97 o)

o YTHRIR S 9T I Hiers o< ofide (S "g1") 7 onfier 31 TfT srar =7 =71~ F 97 Fd 99F 9% 9 FRT 2 e 5
A= TE | A &, AT AT Ivg 3% T2l AT T HIEd T qohd
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o I IETEAO  forw, "frer =t AR, A1 " et fore weRd 8, ST 29 =iRE % 6T ses Hee a7 AT T 2

Hello! My name is Erin Brown, and I currently
work in the Editorial department at Gambit
Magazine under Tanner Yates.

sample brief
introduction

2, Feq § orqr aR=T & FE FUAEAT H, ST O A7 92 qTel AN F THE AT ARG 9 F A8 ST g1 e Hiae st
T Y AT Rafa Far) enfie #3 f5F rar aqurT TAaeE w9 8, FE T s w §g g a6 gl

o UF AT THT FT TLE o AHAT &: “THES! AT ATH AT {FAT TSI g, ST F 37 A F qgd SHIEd a4 § el faamr §
FAATT | FTH F2ar gl "

I'm writing to express my interest in the newly
/ available assistant editor-in-chief position.

describe your interest

3. Fafy & sraeft = &1 avfe ¢ af% sra STy & 15 sroee &t 3 =l o ue furfy ger w12 €, av sroetr =0 oy @y aard) s A #
e wier At o o ag Rafy sy = srdfier wedt 81 7ty v S Ruafy 7 ) wieft v &, 9 qw=Ad % oy v gy § v v
2 3% 75 sk fory It srfier AT 1 T Sgel T GAaT T, AR IeATg Ah A

e 3T FF THA 3, SATEYO & forw, “HF T@T 3 g0y fA9nT us 9U a5 qaww i aqrer ¥ @ 1 9 €€ agAr § ¥ uh
TeT T T T FwAT B, 3w & Rufy F forw G wear aww wEm e

o i AT UF ATHTT LAl F Oru forg W@ €, 7 o wg T g, “H ATed qaT TS F =T H q9i= qer F Tgl FH @I E
w17 §9 zw Rufy &1 s foram, @1 § v agea f Gfiewr & g g 6 see s wr g
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) frame it around the
company's best interest

I've been sucessfully editing Gambit articles

and ads for the past eight years, and I have
consistently met my production deadlines.
I'm interested in taking on more of a leadership
role with the magazine and I believe that my
editing experience will help me excel in the
assistant position.

4. z=T 7 FOAr F gaiaw Ba F a8 satE srwr Rufy #§ st = e afgu, s dataet {ie F oo aeae
=31 fhe vaT ATt € 39 A H uF are ford 3 oy a7 weww #a 2 ooy 3y Rafa § swena ww awa ) aga fega 79 &,
AT ATTF TT6 T F 0% § Taeh o1y siTg 2

o YT YRTACT T SALTFAT FT &, T A forae & T, TH 979 U2 &7 & {3 3T Hreret F foramr &7 47 a7 g0

With six years of editorial experience and a
history of meeting deadlines, I believe I
would excel as editor-in-chief.

example of a
“thesis statement"

5. e "o Trewe" oA Y TR I AT S ATTRT STSr GXHTE H AT F GhdT 8, 39 ¥ U1 aTa o 91 7=
| gE § e ferrhT i ®= e S F forw waer srfer wr R T 949

o fifRr TedE" T UF IARTO TH A7 @t 8 "HUTERIT AT % g wrel AT e dT A QR w7 gfagr % |re, 49
AT B 6 & H9Ted - F w § St T w |

AT 2; ST FT T

) state your qualifications

creative abilities, and experience managing
both writers and projects, makes me an ideal

f My unique combination of technical expertise,
person to help your editorial team thrive.

1. SO TREAT G410 TR=F & AT, A9 a1¢ § Uk 7 &7 TR AT FY
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T TR % T ITEHRE FI9rer| T GRTE T 4-6 AT ST ST ATRUI SATS &1 U I fAegd Ak €ferg grar =nigu) BT
sft srfar Y qoraT 27 IR, $T AT s AR #7 ear @ie i S

o A AT FF e Fope FRRER o 7 F w1 E) S0 F O, T 39 qrrelt #y TEag Y a6 8, v o S
2 T30 st foner afRerrstasit uw s FoRaT g, = Seted et (S a9 fFse) F arer sarreht o= 2

extraordinary time management skills, and I
believe I have proven that I do, especially
since taking on some of the responsibilities
that the previous assistant editor handled.

f This position requires someone who has

give concrete examples

2, FEATE | TT7 FIA F 319 I &: 7 foraar & ara wa-3Ra & T siqua-srqaa Fae sa+t g% S0 36 JqHT & a7 § qe7
# ford st sirow Rafa & ooyl et 1 y=edw BT am =f s el & s&9feT w=e % o @ v 2, Seee # o, s uw
9 IRATSAT % 9T § 979 T T & Sree el et % TTed il TEMET 2

because I am already very familiar with the

editorial process and have received high praise
as one of the more senior staff members at
Gambit.

/ I feel that I would be perfect for this position

highligh:éuccess

3. 3T FERI F LT THATTAT HT TEATEE F: ATS 3T T 6 (70 g T 8 a1 9 =7 =799/ § a0 faaqrar g1 saeeor & &
A HT T T JoF B FIRT F | T T FH UF TCETE H, TR TG ITAT F a7 H o ST 7 e e A S ag=rem

* AT FE THA &, “HH T 8 % == BT # qend-whed wverer anfier €1 U ggwHT [Eul F w7 #, {9 F2 gr- FAaret § gegey
F =T H Fwr BhaT & | =9 Feew 9%, §9 =9 Rafy ¥ e 7w A ) uw aewHt F w7 § w1 FAT qH UF a6 6 a4 aeqt
FT TG AT GHU T UF GHATT TF Tga- § Hag H & fory fEramar g1
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D don't compare
l 1 feel that I am better than most of my coworkersl .

I feel that I will not only be of great use to the
> editor-in-chief, but also be a very successful

leader to my coworkers. I am confident that I
would be a reliable and knowledgeable mentor
for experienced employees and new hires alike.

) highlight your traits
4. F9 AT TEHROAAT T AT AT FIAT: AT TgHHT Tarara & forw off sweree &€ a6d 3, e 7 o UF 92 fFanw § w1 w7
21 ST T T T T UL TG 6 TATHA HT [ FL IT T T TETAT I & ATHF ¢ T U 3777 FTAFAT Dl TTH gaT| T 377
THRA TE ST TFT TF ATAF THAEH T & |

9T 3: I FT § FLAT

Thanks so much for your time. I've greatly
appreciated working on projects with you
and the rest of our team.

, express gratitude

1. STTE =4 3 ST GRTE § e [T U SreATeRTT 9T T B 39 F a9eaw g1 O REhT 7 36 0 #5985 F o
I T3 Sl o 3 o aeaate 3 o 9 # o 3 armehr =9 |59 & o v s ® e w9 s f)
* T FE AHA §, " 0T F T agq g gewara) §9 T i gAry S % qThY TIoraed U HTH F H Tgd avredr St
21

list of my contributions to the ABC Fashion
Project as well as a letter of recommendation
from the project head.

K I have enclosed my resume to date with a

include references

2. Y9FT HE oTIH Y FIT AT TTH WA T AUET F Fe o1 TF g1 ALY, AT I2 AT SHA H HAT F¥ Tl & 3¢ Iood ¥
TR 3 T smoe T R 21 afE 9L, a7 T S sraaTT ad e AT GghiuAl 1 AT el FT g9 2, gl ATk aver wre har
21 UF faeT F w7 H, AT Soorg FT T g 1o AU I Tad ITe 2|
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) include resume
I have enclosed my resume to date with a
list of my contributions to the ABC Fashion
Project as well as a letter of recommendation
from the project head.

3. AT Bgw AT AT AT L TH FAAT H A FLA THT ATAT GT5-ATSEH T ATHA FIoA o o007 9T TS H AT TIeT#H Al (H1a)
T SIS Y| Joord Y {5 O RS\ AT o107 FHTI UTE § UF w2 F w9 H a9 A1 21 39 w2 A NE0E FFT F 9291 T
gfafara w1 % forg & fogwr / =l gaa 2)

) I would be thus delighted to meet you at
any time as per your convenience to discuss

, my request.
Sincerely, conclude wu;L a request
Erin Brown for an in-person meeting

J[ 2 < ‘ A Al

4. =F-wh HfET % forw sty & =y e A st R 1 eemare 39 % 9Te, @ 5 @ oy 3 w6 s 7 == w79 F o
T A= 2 T & | ATAT HUS TAFEN AT FE, A T SAEET T T FT T F e, 3T Iee TqT0 {6 S0 76 Tg= &7
T =T T 4T 2

W 4: T 981 GHT I W0

send
this before
performance

review

1. ot et sreele aier & ager ot o= S5 AritE (A7 Ae-aritiw) T a8 =1 F w1 aur a9 g G e SR =9
TET § AT AT T gl I@AT ATed 31 AT TIHeF Fl 97 Fg (&7 Tger SH HY| GH1IF TRTE § T 56 - sy aefiert % e
T 9T FAT HL TR ¢
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2, FeT it Rt o7 997 W@ A F FIE 9% 9AT AT 2 ar e (HEhT qRreia & forw offard ger 26 | a2 gaa % arg fF s
ST Ueh AU FHATLS T TAT § g, IH U 4TS T Ao | 654 % fra¥ w187 9% 7@ ara e F gaiaw f2a & g1 9= g

3. ST qF ST HAAT F T TATH qHT Tl &ATT & T T AT FE T U qme # agt qwg g9 F forw fer gar 21 vy wee
e Rafy % oo w2 31 9% 8, A 9 919 UF ST Iga¥ &7 O 81 UF a1 T AT FL G TATSTATS F1 I F Ad 8 AT 9T
FAT F FHAAT ITH F¥ AT 8, AT Tg THHA [ F47 o7 37 2 F o0 7 2

4. TEH AT TEHHAT F AT TREHF g qATE: GE RN THIO F 0T FgT T Tger FAAT AT oA H g w7 e w0 A
RSTATet § AT S, ST O TEAIRIAT AT S| A1 FHATAT F A7 el a9g ° FTH FAT 3g-A7 fImrar § 6 T =7 w@e &
T 3= FTH F 2|

o IEEA FA ¥ TS HuAT AT Frewrfent F oo 9@ | v wpE aeantt i frerfrer w7 uw 9o arees e F e A s 1
H GIel TR 2
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sfer Forer 3f7 Searas aeTar 2, S feh ff g2 9 @t sfatwr g awd )

FiE @A T

THS I ITARTHAT & TAFFT § T T 99 T8 & ST dF (% I THALART geT Al 4T TAT 8, ¥ TES-AA S qiFeaqT i
FTH AT T U o7 T 37 Fhee? wame #wa & St o & fAfe e 8- et d2er et T S 7 9T g1 T UF ATy
T T FATAT 2 ST gL TS | a1 aedqrasit #iF ot § ofaeh Foret &, fSresr S8 g9 % forw ageaqot sasrt Aawrerr sgg e 2

EL SN

TS T TET O H F UF g O sreary dare #29 F 0 SR F¥ q96ar 8, Aain s argy st avg d1 Bie SAaqT S,
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ICENE

H, WIS[ET ATEHT ST TATIT AT G101 % [oT0 UL T ST JATaT A FATAN F FTE H BT ST TATAT & & AT FeATT T
ATHTT AT 21 IR0 o o FuSt i FAT U THA GHT He F gt g, orad Fwe ff aaewar F awar g, 5 = § 9u afadT i
TG F7 F forw g2 BT & amrfes 8 Sef1 =6t avg, SATeartiE atweaay § fRAuwdr e arelt uF A She g He oo
FATAAT & HOh T TRl g ATk g TAT ASTTAT ST o {5k AT of I AaT0 Bl STAF 9T T g

§5r Foreer & v gt Sier |

T SqATRE S0 foraeT U F5T w1 T aeg @ T § FAF SHA FT STANT AT AR 3 SAAra=1ied 329t + forw fr
SITAT g1 T SATTRT U freqeEm, AT, SAGHTT T, FEHRET USIET, T 37 TTHHRATS F1 UF S forge 1 sarezsar g, e sirramferar
#T ATITFAT B, TN a9 Ty LA QTR T I FL| ATAT Haor T A7 fog 92 ¥, i 9, S e Taeqor & forg srerrsyt &7
TR | T H AT & Tg AT THA AT FTHAT T TR A7 g T

fafer 1:

FYAT SHA BIHS FLAT

john doe
john.doe@gmail.com

Google+ Profile Privacy

Ehanoe m

1. TF TG T T T STANT 8 A9l FT F, STTRT SHA TAT 3T STEAT ATF HT T ZHT1 AT, STARTRAT 917 T ST A= h
% o7 FT TR &, AT AR Searat a7 sreawi & 5T, v $-Fet fAsmaa-aiens #iv grierg wva # forg srafery, grew a7 sewwhe w1

JIATT 2

e 3IETEW F U, coolguy007@theemail.com sr=aa@Tas: wdia 2T Meredith.Athena.Cal-houn@theemail.com ,
BT, ST €
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I

2. UF T9ET Wive ¥ fmen ¥ stferter SR A0 o ATy Hie ST 978 Aferdt % UE HERC FT STAN Fa forae w1 AT aoft )
BTATTR, T SATE S0 o forw, =il T S(ZaTet ¥, S¥ aT2F + A9 7 URe S wic) Fifds §9 97 QT S{s & aerady
wie ¥ 7= F afafow:

o AT THA FT UF ATRAT Hive AR H o, S 3% 12 fag v

* T TF I THA F de T IReT F AT US TE F¥d, T qF Telolh, FrEeATe e, AT agit wie ST e dferat & a=

o FfY FT FHT IUART T F| Tg VHT (AT § T AT TTFHal i fHear 72

Meeting RE: damaged escalator on March 12th ‘

3. TF FreT ST wdiw Ao dftn w1 swanT w3 vy 9ftw § S9 gieiersat F7 SUAET 1 S A G 37 3 6 o S fw; forw ) F, 99
T Bt ATeal ®| g AT F97 § Heg F3dT ¢ o T ek SHA HT A9 T Y A% (@A07 GfRF Tae g, 9gd qwL g, a7 gA
Zar & fF S99 wee B

o "IN W, AT " FAT," AT "R A w g AT H A" S v SuARtt g % e agd ey a1 e )

o "IN, ST Y, TTET F TS AU, T 12 AT T T T SAArRA," I U, g AaT g M H2 At
=7 orfier FoaT T 2

o "I A 12 WTH AT Afaued UheleT," il AT ST ATd g1 AE ATTh ATHHAT il Ush Uehed ST fower ofiv us
fafore fafar % oo 7= Fwar 2
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fatdr 2; srae geer =T

Recipients

Dear Sir/Madam, | J

Sstent - JT. B 7 U A- E-jSE@W AN

ndvdlﬂw@ﬁ‘. - |-
1. 3 AfYETET T ITART 3 GHIAT UF THER F 1T UF SHUATE SHA @let| ATH F YTAHAT FI S FAT (A AT ) F
SrIfRar <F STt 81 =t i oftdw (ofF, ofiweft, gt <t snfe) s sifom A 3 =y onfoer 63, S99 ame sreafaa a1 uw sufeen
AT AT AT "RIT L =T IO " g

o T2 T IH ATTH T ATH Tl S & ore o forg 7 &, a1 "7 #wgrea / wgraan,” " wee ar #werean,” a1 " g
g =T g1 Al 8" S SAfSETa T 1 3TAn Fi|

o URALURE," AT AT SATTHATINE HATH F ITIRT 7 F2|

To whom it may concern:

My name is Earl Rivers. I'm contacting you to apply
for the administrative position listed on J
CareerXYZ.com.

Sttt - (T B 7 Yy A-E-EEAAN L

| = A @ Boo @ ¢ i -

2, 7= FETIES TRTE o9 o7 # (A(S smaeTs gr): A o el vE efw #r form w2 € S sroes @y A wieE q9
TE &, 9 T U 747 AT, FH ¥ @A qTAT TAGF AT FLHET ATAFRTL, I qard 6 T #4207 o7 4 forg 7 81 36 wge A
T T I SHA | T

o 3ETEW F foru, St foree F forw v e fRerrwr, o Fg " 8 AT AT ot a2t g1 & CareerXYZ.com TR gHiaE
e TErE g F o smees v & forw srad dusdh s wr g1

Subject
Dear Ms.Doe, J

My name is Arlene Rivers. | obtained your email address
from the Westchester County Clerk website. | am writing
to contest the traffic citation | received on December 31,

2009.
St - T B 7 YU A-E-EEBEN L
EN: tes=00 ik

3. TEH HEA O SR &1 TTAHFAT & U 91 A9 947 T 1T 7 9= 3 397 w10 o9 forg w2 8, o7 o S8 %
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AT TR T ATHL FT THd g T Fgea 0l Fid-22 A7 ST F I T g ATTh TTHRAT 5 THT FT TEATT FLAT & 3T ATTH SHA F 3297
T T FIAT 2l

o IETEXW & foru, uF weardt afgEwrd i o g9, a7 77 FEAT 4% T G 3 W A79 e Raw g1 39 Jweawe]
FTIET FoA% daHTZE & ATHT SH qar v ) & 31 fedaw, 2009 F wra it werfeq @ &t foraw & foro form w=r g1 "

Recipients

Subject

Dear Ms.Smith, J

This is Darlene Frankreich. I’'m a student in your CHEM
221 class, and I'm writing about a potential exam time
conflict.

0!
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w
e
H
©
m

4. = f&g 9% <70 U A=t SHer & e, ot o g ey g€, goret ST Sk 21 STET & ARy A fars Fae A 9w w Er
TfY ST g I SRIET FST 9T FA R e F=r =R av 39w = /g

o ZaTeEw & forw, w7 FrEft e A foraa €, A1 seTaeTs 4TS F Ay Sng A 99iw T w5 Ay STl S g1 T ST qH
ST g2 CHEM 221 srft 377 qdieT avf g1 {2 ST & ATAISH &1 LT agd T892 g1 § gH 979 = g6 g T 90
AT g o adrerort ax Fr g T yeront it ard wea gu, # STt qiieAr % a1 H g @ Am

o THE AWM, T T foraw & forw agd Tow grm: “gg =TT S g1 & stk CHEM 221 &+t &7 &1 g, ofiw & st adar
quT H99 F Y H forg w@r g1

Recipients

Subject J

To all conference call participants:

This is a reminder to everyone about the i call, this y, July’
17 at 9:15 AM. Please make a note of the date and time and be a few minutes early so
that we can make sure everyone is available. Conference call details are listed below.

Meeting time: 9:15 AM
Call number: (324) 555-0198
Call code: 3547852

Attending:
John Smith
Gary Riley

If you have any further questions, please contact my executive assistant, Terry Jones, at
(534) 555-0028.

Thank you,
John Smith

SansSerit - | 7T- B Z U A- E-iZ i W E W L

5. T8 "o v S A fhaet ot gt AR, Tt A Matia ot aE {1 grerith, SHe F1 AT UH (FIelT AT SERET SATHRTY)
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New Message

Recipients

Thanks for the snakes you sent. I’'m sorry to say that two
were dead. Send more soon, plz. Talk to ya later!

Thank you for your shipment of the four ball pythons to our
store, Pets Alive! on March 2, 2015. Unfortunately, two of the
snakes appear to have been hurt during the delivery and
were deceased when | opened the snake crate. | would like
for you to send two replacement snakes as soon as possible.
Please email me or call the store with further questions or to
make arrangements for a new shipment.

sansSent - | T- B Z U A-

6. =TI T AT TN B T9ET qEdT % o Sfu=ien SH e U F, o7 U A=ar TATT 247 ATed 21 IOt AT e
T aTerrTent T ITET w0 UHT =S g9

e Farl,

*  FATIALTT HE=,

o THIfHH ST TARH,

New Message

Recipients

Subject

| hope to be a positive force during this transition period.
Letting members of our community go, is always a difficult
endeavor to navigate, | hope to make that transition as
peaceful and productive as possibile. Please let me know
how | can best serve during this time.

Sincerely, J
Edward Miller

SansSenit - | 7T - B

7. FHTIT % U ITd T HT STINT Fe: THERIT K G1, AT T2 F THI99 ST @ ST TSR F0d 8- SHIaTid S0 § 990 21 2l
I U ATH T AR F ofriew A7 st gEared (AT ST 9T ) F @IS I FIAT AT B ST FHO F IS # onfue
R

e "ATEY,"
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TEFT 3: et o AT

Subject

| am attaching a copy of my resume and portfolio, '
in PDF format.

52 A-E-E=@3 @Y K

SansSerf - 4T - B u A-
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1. ffY ofF sraers sre=de v arfie w3 7fy s Gl off s i arfee s Y sraerEar g, a1 et #r 7 gRfea w7 &
THA F R H I THer § a1f sreenat i aar 59 "o 7 arfier ) eyt S Gy s 39 W SHT F A T A AL
e, ST STH AT SATTF & F T B2 TH HT STAN Fh &g

o IaTEE & forw, "F sra AT & o= sfiw TEwRrforar Y v iy "o F7 @7 g, S T UE AT H U Al v w1

2, AT, T Y =TT & for ST Heer B TEAT F AT SHA HY- ATSH TTORT AT TR Fhe 0% (0¥ T w1 370 S8t &7
ST & AT a7 et 1 TR w6 fore et Gl off arede, etadt o sy araiedl f e S UE ATHE a9 2|

My bank account number is : 123404321
Login Id : 0998877 x
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Tl & U qIIerq ST OITetT| 78 T 3 S0 g9 1 8% 377 ST 9ar 8, a7 78 1 raemr 04 TRft SITaaEtse 31 Saste § ST
TTAT € ThaT & o s forarfora 721 wear =g 1

o U H UTHAS, GTAT HEAT ST AT ST SHT SIS & &=

3 v ST S o A

AIAT TFA F, THA TA-AET T qg MIATE TG0 81 AR, ATTh I 7T ff 0T SO T IR qIT SHA @ H ATE
=T g T saeasRar gt 2| A § "=t o araeat w9 g, S fw Rufa F fore sues s 71 v a5+ s 77 9ar @€
T F, a7 T AT T AT FA AT gEATT AT w7 o F o o 9w w9 #)

39T 1: YTHSAT T &9 | @A g

Recipient 1
kjnts [ Decide how formal you need to be
Subject

| Hi Sarah, |

Dear Sarah, |

Dear Sir/Madam, |

To whom it may concern 'l

SansSerif - [T~ B Z U A-|E-jS i3 E W &

| 0 AR @ =

1. 7g 77 F2 T arrehr fraem st M7 =miRw: wor 2t s sl $he form 2 8, a8 S8 fhaer sir=nies 8, 78 s9 =i
o7 AT FAT & ST TH VT FE T g SIEW & O, S T A F oy sweres wwa € a7 e forad awg o sira=ivaar &
THTT T T STANT TGl HT|

o T T IRAT AT FRAT & HUE T T B, AT Aga” grAr AL ok o sro=ivd w9 7 arferw qeferg v, a9 qeie ger § @

R t: 1 i
—— [ Find the person's name
Subject
Hi Sarah, |
sansSedt - | T- B 7 U A-|E-}= = ® =M L
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2., AfF FT ATH g AT AT Tg &1 Tl ST @ q7 39 SATE % A Hf GIad & (0 T 074 F Ag| 3H ATh & AT &l ST
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T ATHETET AR THTFATAT ST §, T BT AT S7g ATT SHA & (o0 ATATE THeTh] FT STANT FL 2 i1

Follow the person's lead

[ george.

3. =AT<h % FqcT HT UTeT L T ST1F 7 STTRN Tgo &7 TH ¢ (AT 8, a7 I7e6T AT 9t 7 wiefy a7 2 81 33120 & forw, afy
F"FTT" ST ATH Tged AT FT ITAN FLG 2, AT T8 IHY 9T § I 39 % forw e €, a0 a7 S8 garfea w2a & a1 "gra” =i

={=F T TgaT AT

AT 2: AT AT

Recipients

Fall back on “Dear.”

Subject

| Dear Sarah, 1

Smsset - T- B 7 U A-[E-SEWEM K

1. "fr" ow g [7: Bt (@=@RE F 9w F 9R) v weer F O us et e 31 78 @A v F siverhE g, i w=itE 7w
ZAAT I ITANT TR ST 2, 77 s AT § srged g1 Sar €, S UE ST=ey 919 g1 o7 9 T Ay ATe AT A6 Ared @ F9ith

REERIEEEL

“ee% [ Try "Greetings,” when you don't know the person's name
ubject

T Greetings,

SmSert - T- B 7 UA-EB-ISEBEM L

2. "AEATET" F TATE FE, STT AT 39 ATH H AT gl AT 2 ATHATET UH a1 =1 dfsaray g 5 o0 saeartas
THA § ITART X T 6, GTEFT ATS AT I9 ATh FT 910 Tl S 8| greAiteh, AT 9 g1 T ATh HT 917 TaqT AT gHAT Tgav

BT 2l
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o i TH AW ®T F S{=1F § ST AT IH FAE HT A Tl AT &, a7 7 "B 7 a1 F2 796 8" F ST T
T g1 gL, Tg ATHATET T AN F {17 SR a9 TFhaT 2l

Reci 5 e = e =
e [ consider "Hi* or “Hello™ in slightly less formal emails
Subject

| Hello Margret! |

It’s been too long since our last visit, and | thought I’d write

to you to see how everything is. So, how are you and the

family doing?

sansSerif + T~ B Z U A-

3. ATET FH AT SHA § "gr" A7 "SI o= 3 SHer 9T &9 & oo i qorAr § 7 fo=1iF g 8, TET o9 §9 8
o o SHer § g ST =ier F g% 87 T 21 IS0 o1, AT AT STa qreATTR w7 S8 7 T 2, AT =Y F o AreqT §
" AT "G o AT ST FA 8, AT a1 FI FAT ARG

Recipients Skip “Mey”

Subject

oy susan_] X

Thank you for meeting me for lunch yesterday so that you

could give me some pointers for my upcoming interview.

Dear Susan, J

Thank you for'meeting me for lunch yesterday so that you

could give me some pointers for my upcoming interview.

il
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4. "3" T FIE T TEF " UF A-SHU=TRE SHA § TR B qHAT €, "B ATAS ALt g TE AT of AATTATF AT 8, TE IF
o aroror § ofF, zafore srmerr = Gl oft e 3 s Saer & =T JfR T 99 S T O S w7 STl a%g |/ S gt SaTge
% forw, 38 $He F w9 "R T SEAT AIE T e g

- —
£ Use a title in place of a name when necessary

Subject

Dear Professor, J

Thank you for sharing your expertise at the Smithville
Research Council’s annual conference for undergraduate

scientific research. Your presentations about crafting a
research proposal and finding a professor sponsor were
welcome additions to the conference, and | feel they will
be exceedingly helpful to those participants who are

completely new to research.

L]
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5. AALTHAT T T ATH % €A1 T¢ fT0F 7 ITART F3: FA-F90, st o et ==f<n 1 forg 7 31 €, 7 o shaer ot a7 6
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AT T, 47 A g TR

Recipients

Add the person’s honorific to make it more formal

Subject

] Dear Professor Green, ! J

Thank you for sha your expertise at the Smithville

rch Council’s 2 al confe

completely new to research.

Smsterd - T- B Z YU A-E-EERRM K

6. = ST wfer® =Tt aaT ¥ forw =i % a2 ST G927 a7 29 S AT =i aer o o =t F 9 ¥ g
voft e, et AT TR SR T ereraT, T S F S| AT A Ol AT9 #T ST FEe =T AT R I qfie
sdro=fe g % form oY)

3Fer 3: SHS T TTEI < LEAT

Recipients

Place the greeting on the first line

Subject

Dear Ms. Cross ‘l«

My name is

ica Hills, and | am the marketing director

for XYZ Company. I'm writing to ask for your assistance

with a marketing problem.

SensSenl - T- B 7 U A-E-|E

1. fET #r et dftw av = o dftE sren g g+ S it g =nfRe, e aTe srle w5 arw gem Ste @ g ar st & o
e ofide 7 S w1, S T e, [, 31 e, se are ST wger i e amm

Recipients

Use a comma

Subject

Dear Ms Cros.c!, h

My name is Jessica Hills, and | am the marketing director
for XYZ Company. I'm writing to ask for your assistance

with a marketing problem.

2., FAEqEATTH F ST Y SH AT 9T, AT ATHATET & AT AT ELTH AT STAN H| FTATE T H, 3T UF JEare F STAN FT
TFHA 3, AT A AHANR T UHh THA & (0 Igd =TT ¢, Tgi a6 [ UF =i €71 U sreqfears qa9 I | agid gr,
TIATTH AT TF THA H UF Fa¥ 97 forg 72 &, q1 AT T ST+ F ITART FT T 2
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leave a blank line between the greeting and the first paragraph

| I

3. eTett dfts aw S e oftd uaw st @ree 9w Strar €, Ty uw e se T =% o 9 g, 9 snret dfvp 97 st % o et
Foft FaT) AT T TXRITE a9 % forw 23299 F a5 A2 3% 7 STAR 2 T 8, a1 el T i ager TR & = v @t

AT WIS i AT9THAT ZRATI

Recipients

Subject

Introduce yourself in the opening sentence, if necessary

Dear Ms. Cross , 5
"My name is Jessica Hills, and | am the marketing dlrecio::
for XYZ Company. r

h a marketing f

4. =T FITAT ST ST FT QAT AT §, AT saegs g 7T g qgeft aw Gl 7 forg w2 2, a1 sraer us af=T wae Feer
TR, 9 & AT ATEq T Stae § =AF HT AT &1 T- T T Th TN & g0 {5 T I=¢ Ta o o1 Treangd Fed 2

Recipients

Get to the point

Subject
Dear Ms. Cross ,

My name is Jessica Hills, and | am the marketing director

| for X¥Z Company. I'm writing to ask for your assistance
j with a marketing problem.

[ ... I @ =

Iarever % forw, sy forg " €, “BeT AT SfEeT few 2, o # XYZ Fuet & forw G e g1 e ag ofr anfae
T 2 6 o7 39 =fce A F T g HE AT AEe Ry g, oY § et Arhfe werme § g (AR 101 S Sear Y
TEATE FT e H et 2)1

% oy Tge & & 9 ARE AT A 2 M7 Ive T2 orw T €, AN T T A AT ATHATIT F ' H ITINT FT TS 2
IETEI & U, o7 g @ €, WY TAT STedt aTae o % oI gerars," A e ener € R e sreer e w2

5. g T Uge: 9a9 THE SHA A f&6g O TgA T AEeTHAT ¢ IHH A @ (6 SAh Tgel AT TAL ATHT F FLOT T 2T

FTRT 3 T STaeRat 1 F41 forg w2 g1 9 29 H1 a9 FHd q9T TATHTT Hierd gH7 71 74|
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e JETEXW & foru, o forw @ha €, "H UE Ao HeAn & v e agrar & forn forae # o o w5 E ar " s
for =T § i 21 T | TRerHl 21 @ 2, 37T WE SeHIE off 3 arwe arw aifoR T & P gma g § aer wa & o ae
AT AT 7

st St 0 v ST S

Tf T U =T Sher forg w7 &, 9 1T A HaeT R HHIH I F [O70 TG Ay AF T TG F G 2| AT F, AT ofd
g | Faega 7l ST AMRW T H29T F T AN HT HIeTH €T F FAIA ¢, Ho=1ia &9  forfad aarfay ¥@r v oo+ 74 % 3297
T I FLAT | ST TZ BT STAT &, AT T TTHFAT B el =60 a3 T 2, 396 A T TFH ITAF AT % q1T SHA Fl e
AU ATH T T STTAHTLT F T IS T FHAT T 5|

FL 1: TH GHTIT 1T AT

v

“Thank you for your assistance
with this matter.”

1. "g=IETE" F TS AT F AT IR TTHRAT AT HET F2 2T & T T UF SAIAF SHA 9% FE T 2, T 997 & q&T 3297
7 fF=T Y| FE AHAT H, SHA FT THI FF 6 (o7 Fasrar F v g qafo=is v Squied airw gl

o IR % forw, AT sIre UTAHAT 7 SOhT Hag A g A7 Y = e et waw w7 @, av wrer 7 "TH 2y § sy
TFETAAT  forT evgars)”

o ST SN ATAT HHT AT AT & % o7 ST ITHHAT T geIaTE 3 T gl THAT % - ple, "& sroen fBre=me & @ergar wear
2" AT " q2 B FHieT FA % o qw A F o e

7z N

v

“I look forward to discussing
this with you further.”
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ATTRT TTHRAT AT hT HLATE FEA o (70 T FohelT T2 | ATTHRT STATE I & (o101 T 799 SHA ¥ ifad 4f=F T SUART 97 47 39
ST & ST 1T Y ST T 28T qohd

IO & forw, afT AT o7 STRat F AT AT o i SIS # W2 8, A 9 o a9 Fe: "H AR S 9T 39 9 9=,

e % form 3o g1

arT Y st s it FwEATE FT oft S R e g1 IErer & forw, At e amre # ofT qE ey yrfsE it

T A"

N

of

“Please feel free to contact
me if you have any questions

Micros - -8B 7 U A- 3
EN:tomx00

or concerns.”

| %

3. TTHEAT T FaqT0 o FT AT FEATS FIA K TISAT F497 T2 & T SHA AT FEF a7 7 SIH Fwg ALY, AT SHA 7 sifae ofe 59
AT F9 & o7 U sr=eit ShIg €1 Sve sraTed & 3 oy srferd Fars &% 79 8 AT 3T VAT F 67 ST 997 2 5

IETET & forw, "H ST AT OF ST WY gU R A "

AT HHTIA @1 T STANT AR 6 FTAAT AT FAAT-T00F T F2F F 379 % w7 § ff 57 Fhd 31 I8  forw: "af

e S w21 AT AT €, 91 FAT g @9 w7 § g T w"

S

X “Ok, see ya in a few days! :)”

W 4 “l look forward to meeting
with you on the 14th.”

4. SR ATOT T STANT i TTAT SHA 95 FLd THT, T 3T SHIATF Aol F =Tk 21 Cor-rect SATHII 37T Aa=TH
STSRTAT T STANT Y, 3T T AT HaATl ATIT F T

IETEI F forw, afT T U Sz A IO 72 7 8, A AT T 29 a9E F 9% B g6 2, 9 "H 14 qrg A ooy Ao F
form Seer g1 ST T S ATl et & 9+, 99 5, 6 2, g et § G @)

A UF IR SHA |, T (S § 72, TEH, LT L THaT) HT STAN HA T =, F11%h T AT TG F A =77 AT SR T=1H
Sff 9T T 2
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5. AT # =Arwor gaeft gt F O amEariads S R 0T S0 S T2, T8 addr i gfedlt, areaE, sAhr gaet
TeAfet e werd faer et SEf swearett F foro 3@ afy wifae 3, a1 fRfY s @ srow "o @ 3w F o e o 3 e
g AT e T g off T ' 2

o FTAITH FF SHA FAFAT | AT AT qqAT 8 21T &, &9 & 36 T qefy a1 et 1 T 721 a6 &1 a0 F o,
ATTHT AAAT ST=H 3T QUeal 6 d1 AT IH AT 31 T2l FC TRAT g ST UH o7 e Fd 3, ATheT AAT-TT T & Fa«t il
ST @ fi THh STET-37eT o1 21 @ (S "qT®" 3 ")l

T 2: 9 SHA T AT HLAT

closing sentence

| look forward to discussing this matter-—]
with you further.

—create a space of 1-2lines )

Best regards,
Herman Jones

&i';noff e e e
N s 6 B o © T

1. 3O FHTIT ITFT 3T ATAAE F S1= 1-2 GREAT ST UF q T AT SHA ¥ it T F2 AT 8, a1 ifaw 9f7F e srae area=i®
F & U T aA % O U A7 &7 A7 e Gl qard) srfeenier SH H, "reA-AtE w7 3t (AT I3 F ard ArftoT F ) g
e st =R

e 3ETEYw & form:
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T S
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| look forward to discussing this matter
with you further.

Yours faithfully, J

Herman Jones

2, AR AT ITHFAT T ATH TET ST & a7 "STIhT FEreamagd@a:" a1 "ot aread §" % 97 3d 2| AT ST TF 98 of ra=arie sva
forg w2 Y o7 ITHEAT T ATH ALl A 2, AT AT TAH T UFK IS SHE H STAR 7 T &l T o=y faew g AR ey "frr
HerEd," "o AerEaT,” ar " forw wE % ofd §" & | ovAr 26 % T

o g Y 34 fawedt § § T UF F 7oA T qEd 2, a1 AT @ o ey et frfeer SRt # st ammrE €, St
"IERTRT ATEqT §" STV S A arelt § Sfarw o g

o HTANE ("SIFT") H FaA Tgel €T3 Al HASATIS FEAT GIATHT F|

( S

If you have any questions prior to the
meeting, please let me know.

Yours sincerely, J

Adam Kelly

Micros - -8B 7z Y A- E-EE= =W
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o ITE MY "IMUT THTAET F" AT "SHIGTET & ST T STANT <, a9 TZ 2755 o TgeT NeTT T hidearsel Fiil
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Please let me know how | can best
| | serve during this time.

Best regards,
Edward Miller

4. TR AT FAI F (o "Hady orwe wag” A7 T S F AT AT AT FL: WA w7 HAG" AT T A AT
TERTA" AT "R ATEqT | S8 S & 1T F7 SATANE 51 T ATAFTer SAoa=wier SHer & o0 sr=eft a7 § 1 Fd g, Al 37 i
& foru Haer % forw Far o= 31 9T § o 3T |12 ST 8 A7 98 F 7 °T g

o iR ETH T AG@F "I HaY" A "HAAS dAe" B AT H ATAF SHo=1iE AIAA §, AT AN IART ITANT TTEIT FA &
T o 3 forw st et T STERT Y TR A A7 ATy qae st va-sr e o9t 2

f )

Thank you for taking the time to read
my concerns.

Respectfully, J

April Marks

5. AfT-3rT=ieF qe 9% TgR FA & O SO w STAR H Afeemter SHe F o, "werEs O - a9 9 9T
Tgq MIATF F =T F o qhar g1 gratth, g qrRafaat v €, i s g - o, afe sseer & o, 7 sro aewry
SferRTY =T ITadY F Haeg #7 form 1 &, v oy T | T v A g% w5 a2

*  TH YR % HIF SR Far g 5 o § & SHeA 9 FA A+ orw uw gawatea Rafy a7 @Afory sremfyE <ge ar e
& oo wxent & T "geTAEE" T ITANT FA % U S| TEeTT g - ers, HgHAAT, AT ATH G (I TF A &, IIELT F
forg, w Trgaf =T gar w4

4 5

If you have any questions prior to the
meeting, please let me know.

Respectfully, J
‘ Tina McAden

Administrative Assistant

6. ST I ATH F YT TATH F3: AT ATSAAE F 18 UF AT &7 T, TF 75 G OF F i a1 TH 7Y
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ATTHT TEAT 37 o Fr1 7T T AL 2, a7 0T o7 AR & ofrder 7 o ot wAr =g 79 8
o IRV forT, ST % AT WIS AT FHE qHRA 2
EEEE RIS
foreT St

FueaTsioT uftex

Sincerely yours,

Reginald Pepper
25 Cherry Tree Lane, Suite 101 J
(555) 555-5555

7. TEATAT % AT AT HOh STAHT ATIH Fd: ST T ATH F a1, Frs oY G0 T arfier w7 ST 0T 779 ITHd’ &7 97ed ol
g ATTHT SHA TAT, FIF Aa<- 9, AIORT Tq7 77 IT2H BT off S21e1 7 81 a7 31 SeT8e0r & o

o TTVIT ATTHT, TAATE
Iz

25 =€ &1 3, g2 101
(555) 555-5555

o T2 ATTH UTE AT SHA THTH F T TH T GEATHL T 2, 7 GAfera ¢ & za7 vy g off 727 & S sfro=nfn
THA (S TTET IEI AT SHTF ITTRe) F 0T ST &1 FhaT 21 e a7, /it % ofidF o7 §h Sraary it a3 99
Tt 7% fooh =

ThHe S0d e fored

T TATHT HAF g & ATd FEAed § UF 99 2, i w2t ff 78 sho=nias $ae foray qaug ff qaar & afes 9= 8 S ae a
T e g weT €, grerith, 78 w29 ave ¥ sdafew e # wiferer sfw smagtiaar & S 3T wqed i FArdT § ashar
21 FTR T "aterg daert & forw, =i w1 gHeT aa, By o g-uite w@ar g9 w=er g T & R off o w7 7 9w, o9 uw
AT PATET T AT 7 FIAT AR 6, [T ST Hael il HIeH F § T AT Affera TIATHAT HT AHAT HY qT06 ATh TIEEHAT H] T
T | IAT = {3 ST AT HATS FLAT g
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AT 1: TF AG H THST FT qR=T TeGT FHAT

New Message —_—

To| Ce Bg

ISubject

1. e ofeF 7 AT & SUAnT #3: FAr A UF A7 &7 A€ q=di T LT ok TN, TTERAT R AT a1l R FaT0 5 T ST S8 |
AT IS FT AT G| AT, Tg ST TATH HT G § (A% g1 THAT & ST 26 AAT ST 21 AATEF F 72 S0t F forw Brog Hir
gt e qu T fAfore @)

o "HEITHT TETERy AT E T T € A ged SEuw- 2 Y qAAr ¥ uE Aerga A oftdwn)

* ST HIZ I, AT TH AT A FF wger T 9 THA F A7 Hond AT S g ersat § Rafy w7 avia w4

New Message

To| Cc Bee

Subject

ca (2 — -‘

2. I AT T LT TgATH: SATAT 779 /7 siro=rtyen oftde a1 Rafy aar & vt 1 7 T § wax Fonft & g3 s fo g,
3T s %) 7 9w = ¥ Aot § Aty o T UF st a6 form w2 8 S ara® w92 foer 81 7wt 9 B e s v
AT HTH F THA T H qUIRT &, qT T Ah I Tg qq=T {5 309 i &, T G fL2rer=e g

o UF HIHWT el T ATAT AT (" oot 11 2T # of=x ek % =7 H Afgare & & 9" a% Tahrer STerahe erow
TTHHAT T &= A7 36|

o T AT U H & I ATh § TR 2 ore g fora 7@ €, a1 39 SreAr 31 2



-\ 80 STATAF T o T

New Message

To| Cc Bee

Subject

| s IUEUIR W ORaNE) i -

3. AfEe & & so e form 7 28 3090 & g% § us dferg afsa St AfEr siw smos araeal &1 am arfae e =R
SATETAT ATHAT |, T T Frereor "My &3 % |77 wre & fore o avg & 2 81 3f% sraes v i whfa g afgs sir=nfis =0
H FATAT &, T1 AT A1 e ST Hist Ta & forg orfSraras % 91 7 el STTNT FAT Fa& qererd gl

o T sy =fxF F I TgA ATH F AT U AGL &, AT Ik SATAH ATH F HIT FIT FL ATCh TT-2eeAT Irg ATATIT FE Toh|

o F T AT TTHEKAT T ATH TEl ST &, AT g TTL AR1 2 136 I SHA T AT AT €, AT 309 77 a1 "foreh |y 7g =ar
T AT 8" AT T FHAAT F ATH AT AT FL T 2|

o o T T stfdrwior FrdTae SHA ATaSIAE qE 9T A AT 8, AT ATF SHA H eT-gA-Sitored ff widT B S "o §)
% TrettraT v e w5 @ g, 91 e §= i v i st e fater wer i gser w7 a8

Recipients

Subject

I'I'hank you for considering my research grant proposal

4. TTHFRIT HET H: ATTHRT TS T A€ SAh 3, TATTT 3MTF SHA Tg+ o (o0 a0 [t % o 308 w6 #:7a7 uh wefiv gomy
21 TF AR, T STTHT TEAT 9T ZIT 36 T 3vg forae 709 w107 % a7 § gig H3) "9 9e JqarT Sedqred 97 a4+ #9 %
T ervaTz" STHEAT AT T FANT §U UF ATEA TAT T HLam g o Ivg FAT S AR

o T TOHT SATH FLh T SHA 0 FLAT Y TEATT F90TAT &, ST TR &7 32 T TqT vk & F A & U Tl gl
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T 2: YT HLT AT

New Message

To| Cc Bee

Subject ‘

[ ... DR W g1 - |

1. TF Y9ET T IATT T SATAETIAE S0 Fold T80, GH hl i a7 7o =31t F a9 & o o S arar § 19 #3737 8, ST
fafors SMT s s 31 AT AT 9T, AT AT TG AT AgHRAAT B SHA H Fg ff ST FAr AR F oww 3 qfA-0 # L w2
AT er=a] AT AT ori, for=w siiw Seasia grar A1few, 7t 7% & 37 Rafaat § € 57 o gz v =0 a3 7gqy T8l F3d 2|

o UF IR T AT AYAT 8 forg o &, 97 78 Freifeg #27 F forw eramr oo =i w2 £F 77 soe 98t 29 7 9 &3 2

o T ag T #g ST =R, fT off T F Fearet AT srataear FT SR FA F =T A1)
o SIH ETEA AFER FIHEAA H UF GeAdTT 07 &, FH T Faferd SHA AAATT I THF (70 TgT a8 Tt 8l

Recipients

Subject

I'm writing to inform you that your membership has expired and needs to
be renewed in person before you can continue receiving member
benefits.

1 ... D N e,

2. T HEd 0 ST Tgel TEQd F¢: ST 3 Tger Seora oot a7 8, et =g A7 34T =10 6 sk sraerat it wie 0 agd o=
g 3T I THT HT AgT ATAF [REAT T AT FT TATH F¥| %F- 2T Ivg 79 &7 % 1w eregara, @ &g w2 S0 orsst v 70 7 F:27 47
sreafars forega TR & a1 o T ST g FU| TATATE 6 STTF AHEHT qLihi 6 &S, Gqaw S w7 77 T Togeq =7

T g g7 =R

o "F aroenr giEd wA % forw fore Tt § 6 et Srewerar a9 21 7§ ST UF geed #7 90 6 § AT FA A e gewmar g,
S T AT T AR Y TEH Tl O AT TET T S9-S0 FC TR 31" T a18 T Sr oft 3t e a7
Thd &, TTHHRAT T FILATS HTA hl SATTLTRAT g



N
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o TTAERTOr ST WA 915 T TR F AT SHA Tl Tohel XA gl ATTHT BT I29T LEATT o FOraaT FLial g, AT ITHHAT
I IT A AT HATEAT IAAT 2F ATTF ERA

Recipients

Subject

I¥
I'm writing to inform you

that your membership has expired
and needs to be renewed in person
before you can continue

Feceiving member benefits.

i€

3. 9T HeeT T HIEH T T AT ATAT IZ9T TAqT T BT &, AT ALTGIAAT T GAT HT h1e AF TEL 81 ATTHR I 6T T F Aq1T, FlE
o= faraor YT F ST ST F9TaT @ {3 AT 39 ARG g1 ST o AT AT AT FA o {70 gHAT FH, T 91531 ST A0 A1

ITINT F |
o "ufe A IR w1 AL F- Ot At F S @e 058 aS T 9T g A @, S ai= At F STfHw a6y AqrIen
TS T AT G 6 ¥ § STAar gl

o Iy BT FIEOT F ATTRT TET ATAT H IR ATHA FAT 8, AT TH T ST AT 6 & 7 F

Subject

....please update your summer availability
by the end of the month.

4. U TTY AT AT AL FT TR FE: UF T ST AT @ & [oIT ST FILT Fdq7 T 819 2, a1 799 q1oF F7 T8 &  Fard
AT 372 A STATT AT AT 2| I Fg AT & S 37 AT 2, A I8 IdT0; 30T I8 T FIA Dl F50d g, T 399 | T TF o
ATToF HS9T T TEAT THIT FL Ad 8, T TF ATTHT ATHFRAT TTARAT TATT FA & o Ja12 greaT =112

o IFWAT HATH TH "UFIT T HIA" K T § GIITT FA @ AT Tg ATET FEA HT UF Tow1 TR g 6 TR Harg 32T A
s fafors wraar wEar 2

o UF YA THA H FATE % [oIT UF Fid UHT T, Fg ThdT ¢ "I Hecd 0l ¢ [ 1T TH SHA o 9T &I T T qeeaar Fawmedt
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AT FT AT T "I FHAT /G F 3 T AT ITCHARTAT ITASHAT il ATSE Ft| "

To| Cc Bece

Subject I

| s« U W ORSEC) i

5. "wT U & faw % o sroe SR UE 9 H agd Afd STy F A1 ST ATAEHAT B GEAT FAT Ivg, ST TeHd T qhdv
21 T AT &7 TTEE Bt F O aum SHer F arae w1 T FAT G99 q=17 g1 TAAT & 80 TSF B AL THA T JIATT &7 R
TET AT F FAT BT 2T &, TS ATF Ha<T 1 e e § off wag w3

o T AT AT AT F T SHA K oIy sfEa R ST AR

ster 3: LT foiver ot
Subject
I ...let me know what you think of these numbers. I
| ... U W ORENC

1. TERAT &1 FaTd o o S99 9 3TfE Fa € o0 S g or BRAT € el 2 UFAH, I qTSF AT dal (R § UE LAt 34 1 UE F
e @ FT TS IR & forw, NarE & =0 qvg g7 g dwdt § T "qH FAT0 fF AT =9 SiH F 9 4 qrea gl
T qE, T UTET A HIAHT 8l Tg STUAT o 372 &7 T ATTTET 7 F97 FH7A7 2

o uF A% wwm HHar wa FEAr OEH AT are g we (A qwet R afT g TEA T doF F Tg 39 qeqra bl
TR F7 THRT 8) TF sear gfatwar g w7 awa g

o 24 % % AT Tl SH T AT I AT FITLTT
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2. UF FECH FEATAT & ATT HIZH T F1: SHA & A1 geqTee TAHAT o TTHHAT 0 GAFHLT FAT ALY - Ivg 37 GAT FAATA AT
AELAFAT BT & Foraeh a1 & et oo 2 3 et er o e ars § gz &7 997 T 67 Al MaeaFwal Tal g ST T A1H, =7
FOAT T ATH, ST ofte AT Furfa, sraAT qHdET SH AT ST UF WA q9 o1 FweAT gAtera w2 S a7 s e g g9 2|

o U T AT F AT F T4 & forw, v off ST Wiy T ST F7d & ITH T FEaH geared? il qgst arih 4g
sfarsy & wHaen § Ta=Tiord 97 Taiea 2

o I "o AT srrseq & fofe W= e & srqff=ra d9ent &1 st g qee fAer srosfh)

o IATALAF FAEwr, IFTOT AT ATFHFT F AT AT TEATAT FHT HH 7 FY | TEIAH?

Check Spelling

3. TH AT TEA AT SHA B THAE F: AT "o T T O F 0, T GRET w2 & oy F ag B off e, feee
AYLE ATHAT T qTh g1 ATILATE TATITT ATTH ST e e Tiafatere £t 12 Fodt a7 v giafefad w2 awdr g

o THEHF AEATHTZEH & T  ForT oI SHA WEhH F T T-S119h AT HT START F|

o T TH T FT Teqvy F FRT o e # afede we & o oft o weha €, S smoeRT sRrar & 5 aren $8e i u= o
SATHTT =T qhaT 2
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SHA T AT T & T 5 I hd &

TAT T ITAL d qHT ATTATARAT TALTF 2, AT =T F F7H F qrgrer §| 3T aa-1 ofiT SATH 37 Tgd T F1 ITAN 2 g0, Tg qod
ATIH o T 2l

HH

@lnsertv Save draft Optionsv. Cancel © R

School supplies

| do not know if school supplies are required, but |
have asked our supervisor about this, and will follow

up with you as soon as possible.
MK | ‘

1. 7 % forT @ STama & 9 S -0 ITH F3d &, A7 e (o1 {27 37 791g & forw Saeme 9 #3178 TUF F 2T T qhar §, A7
ATAG &1 Thar g, o w5 F wrdeae £ Gfdr #) 7f s G wer w7 39 99 gar €, ar ow Gl o =i & 9w oawa 2, e
I TAT BN IETE0 F for, AfE S s I 5 A wer i o A sreregawar & A frk aw F T, o ave ¥ 39 e g =
ot o Ter & SO i sraeTwar &, afhT §9 T8 9 H gH 9daed F IR0 8, Y U 67 9 w1 Sy STedt gy a6l

@Insertv Save draft Optionsv.  Cancel 9 B

School supplies
B/ UAAALIEZEEHHEEZETEoQ

| am sorry, but | do not understand what you are asking.

Would you please elaborate?
) ‘

2, S foFaar ¥ 38 0 T8 IS 1T A T81 THAT & (6 T FAT T 2T &, q1 AT S° TTE T & (0 Fg Tahd g1 o0 =9
TE U e &Y 99r@Ex die forg & Ffder FT 996d 3 "HH UE &, AT G THA Tl o @l 2 6 T FT [ T 21 FAT AT FIAT
foreaqm & Faruar? " AT T AT T F EAEA F AT AT I A AATAAT €, ATk AT ZHRT IO S T
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Article Edit Discuss History Home » Categorie

How to Use English Punctuation
Correctly

Nine Parts: M Punctuation Cheat Sheet M
Bl Using End-of-Sentence Punctuation Mark ¥ Using Colons and Semicol¢
Using Hyphens and Dashes 1 Using Apf
Hl Using Miscellaneous Punctuation Marks
With the dawn of the Internet, the bi lang, and the growing use
us are starting to forget the fundam
write a great paper for one of your cl polished, impeccably-v
to your boss? If so, proper punctuation usage is' t. Consider this article &

3. ST ad T ATHE FTITART F2: A2 BT Fg FAT AT 1 TedAe I Agd F AN A AT ATHII FHT ITIN FA &, ST a8 af
FEETF g, A w1 & fRfl 1 $-aa 71 2% o uF o= T 99 €, a1 SAAArs T aqy ST ST H START FA H AT FE
TR St adet Tat gnl gt Staa SRSt o e &1 START e &1 a3t ot ggar =i

@Inserlv Save draft Optionsv.  Cancel 9 &8

School time

Wi
m
1
il
8
@]

B/ UA A A L iZiE =
Yes, school starts next Tuesday

MK.

4. 3T A T T TS F, O TUF T TR AT: T8 T H TF -9 9% 3T & 6 Io7 Uk IGE H Tg 7 T4 F4)| T8 Faw = 9
AEAqY & A YT U S-q9T T (S 6 2T/ 7 w7, A1 v ag-fawen v = w2 & Sad s vw fAfsra e F |r- swer
I T AFLTHAT ERIT) T ¥2T 51 IS0 * forw, afs e F sy "o Tl SRTel HRIerd T & 9% grar £2" Faa "gi" & a7 397 7 |
"gt, TEA S AT F = 2T 8" T ST |

o ITHA-TTA fT FTAHIT H, T AT T U 955 o 1T I8 T T ST o 8, ATHT S-He 3T g1 ST AT I & @ al g T
T G FT THaT ga TF A58 F q19 TFH FS-TATT T, FATH TTF T 97 T T FT G5 6 (o7 = THie FTA71 grm

@!nwvtv Save draft Optionsv.  Cancel

Letter

B /| UA A A LISE 3%

Another part of the process is the Army’s criteria for wh permitted to authorize launching
conditions at the landing zone are considered to be dangerous, the launch authority goes “upl
higher ranking person to authorize the launch. In some cases, this can result in delays getting
launch, and that approval could be coming from an individual who is not stationed at the san:
patient evacuation coordination center and who may not have a full understanding of the circ
Prior to the Aircraft Transformation Initiative, launch authority rested with the company cor
usually a captain. After the units were absorbed into the General Support Aviation Battalions
authority for the more dangerous missions was delegated to higher ranking officers, often to {

missions had a very high survival percentage rate for wounded soldiers—perhaps even highe!
General Dempsey quotes today. Launch authority be assigned to the person who knows the m
Batslafiald B

5. TH HSIT | T AT THA Tl THUS L FIE STSUT AT ATHREHTF SATHLI / FAAT 0l TATTAT Dl THSAT AT qgl g1 TR
ST =+ SIS & T ST FhaAT 2
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9 foraT ¢ A "ereH & o v $0w

T T ST AT & 99 Ty Fore % forw ara dumes T9at w1 < F2d 8- gt fOeradt F7 ghear F3d gl IS e a9 g
T AT AT AT T, AT AT T TghHi o G720 U T THeAT, A qrae dorga f&Fan § v gfaf=fer & g #7497 a2 gar
21 o "o ot 9g ager Franr 2 awar g S o BT @ s § gud w2 g1 U A, i =i S8 k9 3

FTTATT T = FIAT Uk =1 =1 8 S =7f<h A st fafory qwear & aff=a #war 2

TOFT 1: £/« ForEger i AsmET

New Message

I hrdept@jonesofficesolutions.com

Subject

]
4
1
i
.
i

SansSerif ~ 4T~ B Z U A -

U & W e

1. S SHS T ST AR T FATeT ;AT HETe FEFrRT 7 i w7 3w 3@ 3 = Frfy =i~ #r srwes gy "arfad qwer
THTT T FATer % forw srares fram o g1 Foer § s e v |t w3 @9 &g fF 8 Fgwar g1 3T e s g7 o defear |
e w7 7 €, a1 T S8 g S9eEt F e a6 o 08" a9 gl

T ST 3% FaeT aEt A S AT 9% FAT ST, SH H Fgartad frT A f1 wraee 7y 75 uw [ a1 gaaahie
T €, AT ST TH T ATE F1 acci- Her & FET Agl 9ot =g gl et off =t #7 g % o @ =0 7 areae s
FEHATAT & T HT SHA TSI

Write a specific subject line indicating that action is needed

New Message

IFormaI complaint against Robert Smith ]

o

SansSerif ~ T~ B Z U A~ =-
ER: ier=-co

2. w ffore o oftr o S 7 gortan € 0 rdans ft sraegehar 2: v T0g e dftw S=1- SRl a9edT 3T TR g 29 aarn
ST AT ATCRTTTRal o €2l WA SHTER AT THET 1 ITATHHAT a7 § 788 HIT AT AT 36 q159 1 @Il IT 89 I &,

qT SATTHRT TATATE TRt F AT H T B TRt 21
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o FTSAl FT ITANT Y S “FIIAT THEAT - FTATS T AF9qFAT, " SARd aiefeafaat § afiade - ot &1 3= fit

ATAITHRAT B, " TehTel AT T, "1 ZTTAT HTEATHTL - eeTara] "

Use formal salutations at the beginning and end of your email i

Start

[?ear Jane Doe, |J

End

rgiincerely, ] J
Lydia Joans

Smssew - JT. B 7 UA.-E-ZE®WEM K

3. AU SHA T gEATT T T H A= AfaraT F STAN FE: AT TH ATATATT H SToq g UH AU ST GG T HE FIAT
FTEA B THH A HATGAT T TqT T 36 7T F0eat F7 THar § o F2 7 31 T aF % o0 g gfafafer @ =fmwa =7 9
ST &, 91 78 ¥ % 98 UF Ta% 8, IS Uk SIEdATAT, T4 6

o "y [wfafRfer w1 T ATH]" F A o Y ST "SHEETET § AT " 90T % U gemare, sraeRt O )t

Write clear, direct, and specific content i

v

It has taken me a long time to find the courage to lodge |
this formal plai gainst my , Mary Smith,
but | can’t take her abuse anymore. Ms. Smith has been
emotionally abusing me for the past few months. |

Smsent - T B Z YU A-E-EEBZBAY K

4. o v, yeger siw faferg At staw ARt v |@ferm sie g o @) F = 7 few SanT i sraeawar 5 § audE, F w9 H
g TR AT T wrew SHer o war gn BT oft Rraer @ onfie 7 Y ST arees 47 % 9 § 91 d9reat S 9 T € Fwar 81 e
=rfxR # srfeer fEa=ort 1 gefera #5772

Describe the problem precisely i

v

vilt began three months ago, in April, when | was award;d \
a promotion by our boss, Mr. Lim. Even though Ms. Smith

is still my superior, she has taken my promotion as a
means to degrade me. She constantly calls me stupid,
ignorant, sloppy, and ugly.

Sstent - yT. B 7 U A rEE3I AN L

5. THEEAT HT TEH A0 FL: AT FHEAT AT TEH TFA F a1 § FAT0| 67 T FRATATS TS F T THEAT IF g5, T IE g
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g F3 T 7 Aoy A g T 7% U wver q9ear g A1 uE aaear g 5 dued g & e T s awar 2

o IfT AT AFT F ATEA F AN H [ F (o0 AT HETEAT F HIE T TG @, AT AT AT THEAT FT AT A4 FT| T,
AT IR &, S I o 9T e (U= 60k iy SAreat ) 2 9 ey 2 T g R vt v e s € v yfafeter

T T AT 2
Note whether you have documentation of your problem i

| Three weeks ago, | asked if | could speak with her

privately. She finally said yes, and | told her that | do not
like how she has been talking to me, listing the words
she has used. She said that she had no idea what | was
talking about and pretended to be very nice to me.

6. eaT ¥ T3 FAT AT T AT FEEAT F IEATAATHLT & AT ST FIIAT AT AT FTHEATAT T FHILTT FAT AT 81 ATh
FTEITA ST TIARAT T TATCET T by &, Fi1h T8 THEAT 67 AT ST AT T T1Y FA § T8 HOT ST UF FqT F=my A0
FTFAT TIAET T FTHAT FTAT T2 Tham g1 7 TiTfAfer v sroey arer wiegg Bt off sfw a+dy "swmor” & sraera #7d, ofiw 237 ua =i 4
FoF | AT T T

o i H9F I, AT AT ATHT HETEAT AT TEIT HA & forw et off g7 Tt #7 99q =1ed 2| iuferd w7 &, stfarawier araa
TATE TARr et &7 7T e i FIfever w47 I T T a2

o fR oy It a7 AT T ATHAT F T2 2, AT inc-dents F ardrat 7 s @ i et o forfera wam=me v a=md
o I e e g1

o rHTEE YA AT B YT U U T o aeqres B et o T et afmt T wY) S gof T A, s
Tt % AT AT TS TS AT A0

Explain what you've done fo address the problem i

I told her that maybe we should have a meeting with

boss to try to work it out. She said sure, even thou|
she “has no idea what’s going on,” but every time
to set up a meeting, she is busy or says it's pointlg

7. aaTd o AT HEEAT A AT w6 o A fRT € T qe & A 5 § 0% F9 F Ug o U qHEHT Fd
FIforer 7 ERIT AT ATTh a8 IT TEHHT 6 AT AThT qTq=1d g2 af, IT Iwg rad A7 a7 o7 & o 719 d9re=i  §0 F47|
gfafafer =0 STt f TeT F4, FF a9 e Tg q9A H§ Aag fHonft & 996 % a0 § 98 § g Sear g
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o FEodt g afifRafaat & qEi & o, g @9 w9 &fia=1id o 1 q9ar g1 At oy av fge sEser ST w© 8,
I & o, S wger & g1 et Rafq & an § orqq Fre #r giea F fGAr § ST e 7r4a SHreei F AT F ATEHr

FIE B
Ask for an in-person meeting i

v

| would like to have a mediated meeting with her,
addressing all of the issues | have addressed in
this email.

8. tF =fF-3zF F o 0= UF S Tgr AT AU TR F 9 S Ha-arae 959 8, AR gHeT 9% A F == #99 § 16
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Be sure your contact information is included i

Please let me know if | can be of further assistance.
Sincerely, J
John Doe

Business Systems Analyst
Jones Office Solutions

http://www.jonesofficesolutions.com
| (555) 124-5678 ‘
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Edit your email for typos, spelling, and grammar mistakes ]

Default to full-screen

Canned responses
Label
Plain text mode

B Print
%. Check spelling
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Thank human resources for any response they send i

Dear Jane,

Thank you for taking the time to look into my
complaint.
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Email a second time if you've waited a week with no response

New Message

Re: Formal complaint against Robert Smith
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.| HANDBOOK
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Contact MR immediately if you're being harassed at work

She constantly calls me stupid, ignorant, sloppy, and
ugly. She tells me that | can’t do anything right, even
when | believe my work to be efficient. She comments
on my lack of education and lack of wealth. The first
month it started happening, it wasn’t so awful, but
especially this past month, | have not been able to
handle it anymore, and | don’t feel that | should have to.

v
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Contact R if your personal circumstances are changing i

I'm writing to inform you that | am expecting a child in

the coming months. My physician estimates that the
baby will be born around July 17, 2017.

Because of this expected arrival, | would like to formally
request full maternity benefits and maternity leave
beginning May 17, 2017.

v
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New Message — X

Contact human resources if you need government protection

Sample letter asking for worker’s compensation claim ]

I would appreciate it if you would provide a panel of
physicians with whom | may treat. Also, | need to file

a workers’ compensation claim. Please let me know the
best way for me to file a claim with your workers’
compensation insurance carrier.

v
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New Message

Contact human resources if you want access to job training

Sample training req ‘Ietter]

| am writing to request you to consider allowing me to
take three working days from 17th July 2017 to 21st July
2017 in order to attend a training seminar for Project

‘ Management.

v
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New Message SR

Ask human resources for help with necessary accommodations

Sample transfer request letter ]

I am writing to request consideration for a transfer from
my current position at Hcet Inc. to a similar position at
Hcet Inc. located in LA, California.
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New Message ESSEN

Reach out to human resources if you're looking for a job

Sample Cover Letter for Employment ]

o

Dear Ms. Jenkins,

I am writing to inquire about possible openings at ABC
Company for a research assistant. | am interested in a
senior level position offering the opportunity for travel
and advanced research assignments.
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New Message

X [Areeivg]

v 4 | Marketing meeting 6/7 at 3 PM. Can you attend? |
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mis is a reminder to everyone about the upcoming conference call, th;l
Wednesday, July 17 at 9:15 AM. Please make a note of the date and

time and be a few minutes early so that we can make sure everyone is
mai!able. Conference call details are listed below. _l
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Juse bold text

This is a reminder to everyone about the upcoming conference call,)
this Wednesday, July 17 at 9:15 AM. Please make a note of the
date and time and be a few minutes early so that we can make

sure everyone is available. Conference call details are listed below.

* Meeting time: 9:15 AM
* Call number: (324) 555-0198
* Call code: 3547852

ise bullet points
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x “The agenda for the marketing meeting is in the
email | sent you on the 4th.”

J “The agenda for the marketing meeting is in this
Google doc URL: Google.com/sampleurl”
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Solutions fo cars| | am currently

K . | worke
in the process of applying for a job and would like to ask if | may
provide your name and contact information as a reference.
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“Thanks for the snakes you sent. I'm sorry to say that two were
dead. Send more soon, plz. Talk to ya later!”

“Thank you for your shipment of the four ball pythons to our store,
Pets Alive! on May 2, 2015. Unfortunately, two of the snakes appear
to have been hurt during the delivery and were deceased when |
opened the snake crate. | would like for you to send two replacement
snakes as soon as possible. Please email me or call the store with
further questions or to make arrangements for a new shipment.”
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Recipients

Subjec
Dear Mr. Inglewood, J

As you know, | worked for Acme Solutions for 5 years. | am
currently in the process of applying for a job and would like
to ask if | may provide your name and contact information
as a reference.
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Thank you for your attention to this matter. |J
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Thank you for your attention to this matter
Sincerely,
John Smith ‘
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John Smith

Phone: (555) 555-0198 J

Email: jsmith@email.com
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making a request

* Thank you for your time.

* Thanks for your consideration.

responding to a request

* | hope this helps!

* Let me know if there’s any other way | could be of assistance.

setting up a meeting

* See you next week!
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meeting with a client

| look forward to our meeting on the 24th. If you have

any questions, please contact me at 555-555-5555.

meeting with a coworker

* Sounds good! See you tomorrow! :)
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Don’t include a closing statement if your email is part of a chain

25 messages

Let me know how soon you can do it. -J

=~ John Jones

Ok. I will have it done before the end of the day
on Friday. —M.

il

SansSerif - T- B Z U A- E- = = |5

3. T ATTHT THA T @aT F7 ZEAT &, A7 T THTIT FAF A 7 H3: T T2 AT 0T 7 92t 28 2, a7 7% 78 Faw =7 9
AE@qu $HA &, I A THTIT THTIT T G918 e FAT U =37 fa=1e g Fwrdars & forw gemam” grerits, =i 8
Hferar AgETel €1 T ATHT SHA U AT et 1 BEAT 8, AT SATAT AT F FAG A ATF F T F A7 T FA AT raeTFaqr
TR BT Tl gl

o IRV & forw, AT AT sETSAHE F AN H oA 19 F ATT THA I AT ATTAT FE T @, AT ATHRT “SH” F SATST F Fgol
& ST TEl gritl Y =8 e A 37 % o & wger G grm -m”

AT 2: GIEA-3% AT

Pick a sign-off that matches the tone of your email ]

Please let me know, at your earliest convenience,

when you would be available.

Cordially,

Sam Brown

1. TF ATEA-3AF T ST T SHA & 2 & T ram gl TS AT S0 a1 ¢, v "gaag qag” a7 (7 o7 o= e 5
form) "SaTETh | SR T =Sl I gEATAY | FH SOETE S 6 (o7, AT "I w AT e ST T e w1 ST w9
2t &1 T 2l
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o IfY 3y uT 37 =ARE T (e 8w €, 59 oy forg w7 €, 97 3T S ATSA-31T T I A & AT AT T K IAh Al FL
TRd 3l IaTew & forw, afe 3 "y Hae St G =i % Ay gEaree e 8, 7 ARt ST €9 Rl ATa=TeRdr & are

TEATEAT FHIAT AR

Use a sign-off that fits your purpose ]

I will talk with Joe and Susan in IT about these options
and get their suggestions. | will also send out meeting
requests to everyone, including Mr. Morris in operations.
If you have any questions prior to the meeting, please
let me know.

Respectfully,
Tina McAden

Smsent - (7.8 7 Y A-IE-EE®EE W K

2., TF ATZH-ATE FT ITANT FY ST ATTH 32T T (e AT & TUTI a1 7 g, UF Ae-AF fF arah SHT o 32T 7 297 T T
gl SaTeew & forw, afT oo uw Arawer sy #7 E 2 A1 fREl <ie ¥ oo @8 § s w7 T € a1 T oI gEdne % 18 "agd
FeIATE," AT "TET Agq FAATE" S AIESH-AT FT ITAN FL 5 2

Avoid anything too affectionate ]

Thank you for being so helpful!

[Hugs | X

Karen

Smssent - (7. B 7 Y A-[E-EERE N L

3. TgT AT A F 9 T TF AT IH Ah T g1 AT AT 0T Tgq =1 avg 4 forg 72 &, 99 T T off T, =i a1 wgr
T T AT T T, SATTE S0 | "o, "UAT o a7 "ge" ST S T ST A8t T st =t

25 messages

Let me know how soon you can do it. -J

=~ John Jones

Ok. | will have it done before the end of the day on Friday.
Thanks, x
Meredith

Ok. | will have it done before the end of the day on

Friday. —M. J

smssert - | T-|B 7 U A-|E- = i

ll
]

| T

4. ST A7 =7 THA H qIEA-30F WIS & AT TR SHA Aal g@ar 1 fear g, a1 IS i W F R T
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et el w1 agd Ha 7 o STeal § T qar8 w & oy, 78 ST A9 2 5 area-aie &7 w7

o T AT ATA-ATF FT T T4 T SIS ATE Tel 0T &, T Th AT TATeH-30F STo- =7 47 -a7| a9 Fierd,
AT S8er % forg £ 21T =R

| 3: I SHHT I FEATEAL FEAT

Include your basic identifying information ]

If you have any questions prior to the meeting, please

let me know.

Respectfully,

Tina McAden
Administrative Assistant
Jones Office Solutions J
http://www.jonesofficesolutions.com
(555) 124-5678

1. ST T TEATT T TR TS Fd: ST 3797 AT2A-SF § et STt omfie #3737 €, g 39 a1d 92 497 F:a1 & o7 s
HATEETAT T TRt STl avg | S &, 3l 39k &y et ar s 5= B 2

o g A F THA § T F FH ATTHT QT ATH, AR 7 o0, 1 F7 €A1 3T Bl F9 10 g7 AT 0

o TE-FHTAEAr AT Rt U SRR F ATy "ers w90y, OE T st SR Fd €, Tg Gad: AT Tge AT AT TTSE A
F |1 ZEATET F & forw 7ty 8

Recipients

Avoid adding anything unnecessary to your email ]

Have a wonderful bountiful lustful day, x

Tina McAden
Jones Office Solutions
(555) 124-5678

2. U gEATEAT | T "I A1 9T, agd 9 AT R a7 S Bt F qv sAaeriiE 6 i oA fRad a8t w1 969 q=a gl
AT A gEATAT | Ty off AATaeTs Sew F a9, T IZ0, AFUF TR, T Tgd /¢ o)
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Tina McAden
Administrative Assistant
Jones Office Solutions

http://www.jonesofficesolutions.com
(555) 124-5678

3. UF T gEqTeT 42 Y AL ATERT UAT oAt & 5 o syt Ay 7 ofvdw w o 11 § i Y wgeagl SR #r 99 R
T AR T Y, A1 ATT UF ZEATETE a1 T T=T FT Thd & ST ATTHT SHA FATeS AT Tl  TA=ATerd & F JTE Tham g

o ST N FI FAFH, AT F FEATAT T AT ST I &, THATAT T IH SHA T T FH7 T @ ST [T o7 THA F
forT =i 3 2
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qFH Zra g A wr-FdT W 27 % 597 1,000 I9T TF g+ S 2



-\ 108 STATAF T o T

SET & forg e (Smeawry)
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TEATE T HIFEAIT AT ITAN F7 61 [T H UF TG o & S STARTHATA A7 el ofiT A F Teqre aaq7, S & qaeat 5 arof
TEART T, TTEH TS AT & e Brapor 2 it st 37 21
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wforret st fEaet i qemer w2 €, FiF 7 78 Fatha w3 F s o & B afgser # g = g

® Emotional appeal

® Avoiding jargon and
abbreviations

q ‘ $%@A§

@® Based on facts/research

,,,,,

AY

4. ST F qeat w e § T Ao e q¥ AT Far € S ST =¥ 97 2T g, el U AR 9ot i fhe w5 F o e e

T RT FHTAT GNTTN F F4T ST 2 82 FT F ATt aHedT § =0 @d 872
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o T FH ITH TAA? AEHT TEATAT KT ITANT ATAATHE AT HT ThdT g, ATohed GHIAT T2AT IT Tqeh o ALTE % & F TT
FEAT ATRTN ISTEA F oI, Ti=T LA FTAFA 0% FIA HT =TT g ool FT qhar g 5 wiasy i ffzai F agi ¥ oo
Tg qEE Tal g 6 o f F¥f aier 1 9 3@ 94, fF 78 98t 781 FFAT AU TG FT TART a4 % o7 a2} 7
THTLTAT 9T T T HT AT FATAT ST

Problem Solution How Conclusion
and why

5. UF Eq0ET JAT10: g S{faw seara #1 fZear 78t ST, At g et s7ow o= 7 Fafead FT § wag w3 gHiEa w1 56 s
IE FA | Tger adT wTE i fawo #i s g

o Ul TURET | ATET THEAT, ATTHT THITH, T TH F4 g F, FAT ATTHT THTSTT qa9 =7 2, A7 v [Fopd anfoe
ET AR IfE AT U FrHT yedrg forg 1@ €, 91 ATt aete FEuer o wvedarers fHeer SEf <fei v anfaer s

e

AT 2: 9T G HT TE€qTF for@ v

Background
Information

1. % A1 = UF FF TR=T: T8 TFH gF & 917 % AT A0 el &7 H, 0 =g & % ot ggr-forar &g v & 7a7 2n s
TEATE AT AATHAT JLeAO ST ITART FATEN S H ST TSF1 0 9T 7 % 0 5 quf STy 7 STy #3416 e seare

* 32T T FATU]

o T2 TR ITH IS T T2 § ST TH ATd I T, 1T STAAT & o6 q2 A7 T AT F2A HT Aa97war #4471 g, i Ig Th
T 9T € ST 3T F T F F T g1 ST g AT 2, AT 2 T a7 ST 90 F9 8 98 UF 927 § i UF T 721 2
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problem

s
="~
=

2, FHET T AU FY: TR=T F TG, AT T H, O FHTF FT AE TTH FHI0| TET TR ST THEAT & q § a7 A0 AT e
TSl T Rt F a § AT TR Al @, AT Ive W T TETE F "HIHEr fF RAfat Sqanr F w7 § qre1 a6 #2497 22 74,0

et §3T Y -1 82 TH GEEAT 1 FT1 I9E T2q7 272

o TH AT U ST & FoF Arrehy FHEAT T g FA AT SAG9TRAT FAT Z ST AT TH gA A T ATFLTFAT g1 bl Tl TT TH
F9HT T THAHT FAT AL T2 T TATAL % AT GATAT F2L AT v AGHATT T T % A7 Faw F2| eaedta =1 8
FErsaa=t &rat T START F7

Fh: 30 q2 &1 T % o0 IqAT & A a9 Sramy o 7 g g1 3/ I w0 7 o F ey atef Soramr oy #7 q96d g1 3q 394
foro f&rfers a=md, s AramTst a1 geat & forg arrer srfier ox @ avg q9ET R F a4

3. THTTT T TG Tg THAT TH TEqT9 HT T Agea 0 AT 81 THTETT VN 9 SN 2 TEl T 37 7d U% &4 & @ o
AT THEAT FT TETLTT F4 F, AT 6 TH T4 F F41 F4, 7 a0 #2471 g1 78 gt w7 F e & s o I s
e &, et & e & 9

o I AT F 9 T 9T F=T F| HHG ST a1 B arewt # SETg 9@ i §9radr A8t @ § it ud f{Em
TTF TATT ST Thd gl ITTGI: "TAT SAAETT HT AT AT TH U ATeF ATTF HTAL-31 T ST ST e iz
oo Reares =@t gt w1 fit srgata 3 aar 21"

o T STAAT o T Fwg FAT S, T TATAT IAAT o Teea o & foraar & o 47 #3371 &F-5987 ¥ 72 6 arTes qred daganar §
ST s fa=me A e gem o w=hE 9 w0 i3 T 2,000 ST 74T # F-ue-NEe sqea w7 6 e a7 )
&, 1 12 A Ty oY & Sga¥ 22 A% 78 Bt oeg e & wfee w2 &, 97 o aw oo w5 SUART F4 q6 A a9 ?
T T T TEATEAT ST T F2A7 a8 e & s asfy Fron 7 srow = 7= R G 2
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o HTTF ITSHI AT AT FATHT T & forw & e qwear Fr awrelt &7 ¥ g9 F7 T ¢ ofea® w7 F AT ST Fwg; A7 o €, 3w
T AT THEIT T THTETT FHLAT AT AT IH A FLAT AR

o U YEATE WY fAEqq e w1 A At SIEIr ST g2 AT A9 sie-Sad 1 ¥ HHd §, SAAT gf 9gd¥ g - A agd
e 19 G| ST T | T 37 T & HST e q¢ ALET HL |

o If% ATTHT YEATE A TIEAT TET FLAT & 5 STTHRT FHATLTT FTH FAT §, T T TITH THTATT T21 g1 T ATTHT AT HAqa
TEL €, T = o ) AT G F TRt F 9 7 A 0 77 99 27 AT 36 OF e w3 AR r=ewsd g ar
AT THTLTT FT HeTTfard ¥

4. ASTA 3T FSTE AT FE: ST TEqTa U [Aaer 7 qfafafeea F2ar g1 o777 qredi 7 Tg T80 & foru &5 sma v sr=ar Faer g,
AT THT ST e F I 7 SAierw F oTidd Bega, S IeaT Jw #w

o T URATSHAT 9 FA At FoqaT w8 F2d &2 e Tfa & worfa eft? T =07 g68 O 4 a9dT 82 F47 Fg A6 U 91 Ay
ST "t 52 AT S g1 3T ArEaaTgE s s arewt i A fGAre G o sraar gmad G g e s a9
Fats TG F|

o gfAfira w3 & sroer yeara st =9 & qwer § erar 31 7t arw Gl ot an BT srfhe # i uw fEw ) €, 91 S99 awe

w7 faE w0 AR T AT ST A8 33T Hhd, 91 Tg T el gl FfE 7 39 awie § e Joar g, v anfier wwar gfatia
¢ T g S THT ST 99 F AT 4 g

Ffh: IETT a7 AT STt & ¥ TR AW 3 s st F oo fBrfere fewr, St s g gfdagarst # i onfae
FL|

Appendix

N vl

5. @ U AR F T A AT TRET T IATAT 8, THAATLAF AT TTHTT HE9T HT AUdT g1 T ATTH T=q1e 6 TR0 724 2t
Tg &, 41 372 Haad w4
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U TEATT F ATHT T AT F ST AL FATT {36 1T ARTat F 7 oot SIT0| 197 T9ThT T FGrg AW 67 T 01T, gHT it 93,
I o= T 797 F o gvgare)

o TR 3o 9TH ATARH ATpt & S sk wEar 7 faeger fhe @l 2, 91 orT v aRfAe SreAT 9 a9 g1 Al Tg 19 o
% 7% et 97 Tga wfers 9 2, 97 a8 AR A ST aar g1 AR o /e ¥ 2, 97 26 | A

o IfT sroe a7 &1 AT Arfer qRfer sk wEaTa | S[2 €, 91 Sve A, B, anfy st 3 7fy s v ofte, st F e e, A awee
& T 3T TH T T START T T 3l

6. uAT FTH FUTRA FY: T o, e o RN # § Ay 99d| 38 T 6 @farg a9 F U nools- AT F w7 #
HATTEra FX, TAXT 1 FATATIAT FA AT TH GOIET FA 6 oI Fg, T gAteag w2 F wwqia s T aeus g & ara-a7a
T S wgrd off 2

* U HH F I SA@I FT UF T T (T ) T2 T 3T G2 AT SR F2A H qe77 g 5 ame & st REmr stam gr
21 UH 2T O @ oI AT T a7 | Harted qet R & 37 S 9 A o Sioe-us giET 81

o 9EEWT ST cliches &1 @eq! T el Sl fam & T oo @2 9 & qiis § TaT 9 96dT gl 5 UF Srey 0s8 o er=a7
FAT T TF o T3 FT ITINT T FL|

o o3 off g9 g1 G atza & 7= [t srarsy Gramedt & gt % w0 B ST FAT € ST AT 7 AT S a4 qdr g
T &7 ATt B ot w3 et A e F 9 fm T ot s e T Rl #i e fEme age §, o 98t S
FraT faeeft a1 T 78 ST 91?1 et g e off of 3w off 77 e @Y H§, o aread § Seq g e At
o Sire 7wl 4 2

o ST, WAL AT &FT ITINT F¥ 3T 9 TEATT AT FIATRAT T AT FeTRT & F7919 T a1 33T’ * e, "awy
AT & F " AT I ST SE et S 9T § L SE arEie T START w6 a9, "R JIeEr et 3¢ A
FTET FH FT "

7. I HH TEAE 8 URTET s Fr Sra=r 21 9% Saa7 T2 o7 @iy #v w Hfaa g
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TH AT RO g AT w2t g 6 st arnft werfaai & g6 gn Bt off aad, s, a7 few et £ o % o s year #ir
AT | 3|

o T I H A Y Twerdt syt Fww fofera siw ww Frawy feaft, o srrehy wffa i dwrear w9 g S

o ¥ At = o e e § fRenfadert £ S o sraeHan 8, 36h AgET 2

4 foraeT 8w SAreaiiaE T

ST ST ITATET AT FATeH 7 FReft st7 e it Terwer w2 & a7 AT U G T&T9 HT HEIET TATT FAT SR AT e wiw
TATST (AUHAT) F TaTe H Ueh AT TEqTT AT AHIET TATE R qhd 2, ST 36 AT es AT LT USHRET Aot &, 5T 378 F
farere wweaT gt g e e o= wag it sraersar gt 81 U SATEaHTiyE e A aHEAT B g9 AT AU, UF FHTLTT F
TEATE FIAT ALY 2T T FATAT ALY 6 AT THEAT FT 2 F 6 [0 Fad =g ATh F1 &| TF AGAT Te1d UF SHaqT Toi1]
el 8, STT T STNT FEarat 2l

AT 1: fasag TaSre i e

B B b { &)
i o S | A } ~ 51T, 8

Read the Request for Proposal carefully (Sample RFP)

i

Request for Proposal
A GOOD PROJECT
17-1-2017

Issued by:
ABC COMPANY
ABC COMPANY Representative:
Jane Doe
janedoe@email.com
123-456

1. YEATT % forT STRre 7 &1 & 9% AOEA ITH F7A % Tar9 o7 U HGq7d e Teqd H7 T 21 T2 STT9q1dl T Geamrey
TSR T WIer AT TN AT AGLTRAT B I¢ ARTHEAT To7a & Sareew & oy, [ sreams o gwaar 99 w1 €, a7 G w
FHT T ACTEN T THAT §, I7e U AT TEATT TEJT F2A & [oI7 Fig THam gl Thioqsd &7 §, GIFT TH ATFT 957 Ghdl § 7
I foreT IeaTe AT g @diee i raeTar gt 81 AuwdT § g [Afdra s g AT S sraer sraw S| % e A
FITT T F Tg [T q¥E F THH A7 AT

o mfaflra #% fF o sawuEdy § adqT F SFTHT ATEF A AGLAFHATEA HT I FL THRG &) THAT F forw, FAr, AT o aste F
ST AR o Thd 8 AT TTeh H THI-HHT T I T2t H2 T 3, 91 TR TH T&qT9 Teqd Tgl HeAm qTeul

o FRURAT % TATH H ATTHI FAATT TEATT T FIA il ATITRAT Tal | THeh aT, 3T AT AGATT % {oIT AT Faret Hr
ITART T T 2
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© Whether prior attempts were
made to address the problem.
Why did they fail?

o What criteria the client will
use when evaluating a
business proposal.

® Whether the organization
has any concerns.

® Whether the proposal is
consistent with organization’s
operating policies.

2, I T AT AT § % ATHT AT TEATT ATeH AT qeqias STl H ST 3| THH AqAd FATee F T d3g F THAAT 3T
AT # foreft o 9 A7 T FEAT 1 AT HAT FATEE F A H FIH TEAT AN ST 36 IR & THEAT AT @ =l BT FTAT

FATRT| TH THAF IUHT H 7T FA 6 [oIU, TR FA FEAT A0 7 Frferfed & 3¢ am # 71iew:

AT TS T e =T 2

FAT THEAT F THTYT & o0 92 YA 60 70 29 F 376t F7 gu?

SATAETAF AT 1 GEATHT Fd 0T qTEH 56 G 1 ITART HMT|

TS A HATe AfAAt AT 77 R w5 =g @ & g yeqra =9 ffomt F oqET 2

3. AT TEATET T ATEOT Y 3T ATd g o ST SAGHTT T&dTd TS 21| THERT AqGad g o Hive UH R T et F AT
TR ST AT5F % |1 &S gl AH qIT L, AT 220 = e 12 &g 77 TR #7996 2

T T IRT H ITANT 6 T AT T=qma i 0 o @ Tl | T THET @IS 39 | "SI T& 1 947" 37 e
"ATTHT I TTET T |
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o HAWATEH AT YT Fqre off E| U T START FX F ATk AT T GaT T {7t ThaT 21

Add a title page

ABC Industry

your company’s name

Submitted to:
John Smith

date submitted ’— 17-1-2017

person you are

submitting to

4. T of T T8 S ATTh I STI SHIETT =19 & Fa¥ & &7 § U ofid 79 gH7 =71i3w) fids g9 § St srasr anfaer
BT =TT

*  TTHT ATHI
o T AT AT ATHI
o I TR AT ATH O T wEaTE e #W R g

o 5= fAfyr & sroe weara sweqa T am

Introduce the problem

Outside claims adjusters who regularly inspect homes, |

including roofs, are trained in ladder safety and get

daily hands-on experience handling and climbing ladders.

In-office claims adjusters watch a ladder safety video
when they are hired but receive little to no additional |
_in-office claims personnel are solicited to assist the i

5. TR== T THEIT T SAGH T Ta9THdT: U ATGHIH TEdTd Ueh THEAT T TgATT FdaT g 3% Toh THTLT T TEqTT FeaT g
TETHTE, ATTHT FATEE T THEAT T TLA AT TTY WTAT H TEATAH & HAT AU HoET Rl & Famee F forg qweam 41 81

o AW & forw, o forw waa g, “AFAE S F1 S ST U Farel f AEeAwar § #ih AGHTT GEar § oi7 AferEw
FHATRAT T FTH G T@AT 8| TGATE |, T qgiswe yaee grn ar srar g, 5 @i § g9 &7 agdt 7 &7 q9fia
FIAT ATRTN TH T I ATSSHIE FAA A, Taeld AT SATTETIAF TTATHRATS T2 AT Fiwd ¥ ThaT g, AT ITAT-ATSUAST
T T AL H A FHLATI "
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! .i‘\u ) \‘ k] ) { ‘J
1 1 | 2 j

Provide context if necessary

17

Outside claims adjusters who regularly inspect homes, 'y

| including roofs, are trained in ladder safety and get

‘duily hands-on experience handling and climbing ladders.

In-office claims adjusters watch a ladder safety video || -
when they are hired but receive little to no additional |{
training thereafter. When catastrophes strike and

| in-office claims personnel are solicited to assist the

6. = Ao g1 a1 T YT B ATRT TId THATT T AT9AFKAT 21 THAT & AR TTSF TdATT T TH TF| IS o o1, ATt
ars & forw fReferfaa f ag=m Fe r sraeaar gr aedt 8

o i FrT e SHTYT T 79T i MR =T 2
o T AT F AT SATEETEE YETa forEe F forw wer 2

o T Yo H FE ATIH g0 AT FHEAT F 9T gUl

Y | A b i ¥
: : y 2 j

Define any key terms (few examples)

('

Liquidity - the percentage of an enferprise’s assets

that can be converted into cash.

Market Share - the percentage of the total sales of a

service or product represented by the sales made by
your enferprise

Pr =5fi

7. ft off Ageaet ersx AT AT FX: g ATt SHEETT AT 6 Y €02 9T § forEt swrar =nfe, fee v ot off 2
Tt g g smaar qrew F o afva g w1 sraeasdar 1 71 @ F AT SI_ T SHaEr TErT IS 7 6 31 UF wT AT
ST ST 3 STeasTel 1 THEAAT 2| gratth, sifaw Aol = aretr sater S=nT it ot & afif=a 921 81 @t 2

e 3T TES AT TEATH HT AHIET TATE HT Thd g A [T BT off T3 ersz Y 2= T Tk & ST 9189 & o0 eeTe 2r
AT 2

o IfT o I A T H ITART T Tg 2, a1 9eal & off aiearfurg w31 Iargeor & fow, "o ad" oz &t s7a97a F e
T FE AL TAT 6T ST FohaT B
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Offer a roadmap for the proposal (an example is given)
\

This business proposal has four parts. Affer this

introduction, we offer the proposed solution, timetable,

and an explanation of benefits in Part II. In Part III,

we provide an itemized budget and a set of standard
contract terms. Finally, in Part IV, we summarize our ||
experience_and confirm that our proposed solution is | |

the correct course of conduct.

8. wEam F forw e T dT Yo w3 AT ATTHR ITH T AT AGHTT TS ¢, AT AT TEATH FT ATAT B2 o6 (7T Uk ATATRA T&TT AT
TE THd 3l AT I ZET T AT TE]T FE THd @ ST AT F4 2

o IRV F oI, T forg waRd §, “TH STEAT YEATT F AR AN 2| 39 U= ¥ 979, g6 YedTEd G, T8 Tl i
ST || 5 AT} 7 AT T2 Fd g1 9 1|, g9 UF r2eq auie ST "I STad Aqdl F7 UF 4 TS F4q 2| o |, 97
IV #, B9 09 9 T HaT H TEqd FLd g 3T TP F2d 8 1% gHTT TeTierd THTLTT He-TFe 3 Feae g1 "

WM 2: AT TEATE A1

Propose a detailed solution
|

dince all claims personnel could potfentially be asked to

|make site inspections, each new claims adjuster should

receive hands-on ladder safety training upon being hired.

If called upon to assist with a catastrophe situation,
[in-office adjusters should be given the option of a brief}
" |refresher in ladder safety prior to being deployed

Sample Proposal for
Safety Measure

[ |

1. F=ga aumeaT yeartaa 3 BT et i Tg=T T F 97E, AT IT5F R aqTaT g o AT HEEAT Rl gl A AT SL0aT e
a1 ST dwa g 39T fBega g & wifrer w¥) areqa #, ST qETenT S9ied GTesd H AT G T qATH b TR FIAT

2Tl
o IETEW & fory, o form o & “ua SRS TENT Tie ST WeAw SR F SAGHTAT B TE o O iR Y el AY-aree
# w17 21 g Muferfrd &= & QO &t YE FY g6 8 T TEiETd, TAdl SehTSe ST, 99 & d ¥ FT fFaaer ¢
I, 3¥ TR ad STafer = i<yl "

o Fole IIEe FT ITANT FIAT Sga¥ gl Thal & qATTh Tg SATHHHT T | ATE 2l
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N justify your expected
benefits with evidence

Explain the benefits

The new process would decrease the likelihood of a clﬂms

adjuster being involved in a serious accident, eliminating
potential worker’s compensation claims,health insurance
premiums, poor employee morale, and employees’ time off
work.

Tl
in-office adjusters being willing to volunteer their time
when a catastrophe strikes by boosting their confidence i
their ability to do so safely.

2., YT FHTLTT F ATH qaTC: T THeaT 7 T FTA 6 STAT-3RT TLH BT TFHd 8, SHIAT AT A TATHAT FATE 3 Toh SATTHT FHTL0T TeTE
=T FAT g1 AT AT FT GAITF FA % (o7 JAe TEe FT STAN FT T &l T AT91 H a9 % 0 apma a=dq, T sie

AT O STHT AT 2

Lay out your task schedule

The time associated with designing and conducting the

initial and subsequent courses (estimated 120 hours for
the first year of implementation and 36 hours i
subsequent years). The safety of our employees-is of

utmost-important,-so-even-the-prevention-of-one-injury

& % AT ST SAATEAT ATHT HT TET ST AT T | IIELIT 6 [o, T I LT I TUHT FF TR @ ST e Feqrtaa
THTLT HT T F F AT e 8

T ATE STLqTT IUAY T2T 2, AT AT &5 F TG A0 At feoqof} o2 2@ F7 T 31 IR F [0, UF @ I 27 a7
#T TSN T FhAT 2 T AT IR ety o 99 9= g

3. I FT FT qHT AT F3: SrIawT w7 B QT FA F O aHaET A AT FA A AGeTHAT g T T HFR-TEIHF SRy
& ST wferer # aaer adt g, I qre 1 7 e 39 Agaet € 6 o s yeare A fAoarfRa s % an § &9 s

AT Ty M & Tew faegr o 81 IeTeew & forw, afy ey Gt w5 & {5 & 9 S99 &7 yEqE @ g, av AT $59
TG T ATIH FEAT AR ST AT 0 FT ¥ T 22 7 F @rerr & e qame grm

THIT THATE 3 AT FHIET UF AT g 37 7T Fal 02 ahens gl [Afr S &, arodr s awwe &
ATF9TF TIA-ITH F2 F oI =T U ITSHETE IT AT Feeh 197 T ST arhat 2
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nclude your budget ]

The cost of additional ladders for the training
(approximately $320). This is a minor cost and would

also be offset.

J

g One might include:
«start-up costs or m

initial set-up —]
«labor costs
«supply costs
~ongoing monthly chargesi
~maintenance costs Bl

4. TIAT FTE AT FE: Tole SATIATAF AT HT Tad Agea U1 (AT 21 TFAT g1 TS AT Tg AT 2T T T T et Faredt 7
TH 33T T &, TATNT ATl o g F o § SEary onfaer w3 Jrfgu) wfeard a4 3eeew F o, s s aste i
ST ATed & o e feft off storearforg afifRafaat & o 1.5 3 o %2 9% 81 98 Seor Ay gt w3 5 dear Fae sarT
21 g=TE F et O, arrehr Referfad 9w s onfie s i sraewwar g gt 8

o TIE-AT FT ANTT AT ITLIHF H2-3AT

o HH AT
o IYRT T AR
o HIHF eF T

o TG FT AW

Describe

contract terms (one could include the following) =]—

Amount paid on signing: I50'/. payment upon signing.

Penalties or interests assessed for late payment: |

A late fee of $50 will be assessed on any account

past due.

l Cancellation policies 'IThe confract may be cancelled for

any reason with 90 days writfen nofice. There are no

pre-payment penalties.

5. ST & orqT T a0 Fi: ATRT GeT Aqaer v ordt &0 fF errfier F7Ar =iy arfr qred S aw=ia #1 0 F¢ @ 8, SHF a7+
A3 ST ST 7 811 SITEL0T % forT, e 7 S STty eTiie T 9 2

o FEATAAT FA X THAAT qRIATH AT STAT 8 "gEAreT FA ¥ 50% Aar”

o I H AT % forw = A1 RBat i geatw: "$ 50 Y uw 3 A fe v Rt G of =T § freer 33 awe aw G

S

o TTEHT ¥E FIA AT Aot “wqae 90 oAt % forfera Aifew & =y fReT off sweor § w7 Rt S wear 21 FE - et T8t

fr
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AT 3: TYTE T FT FISHT

Identify your relevant experience }

Juccessfully provided Accounting and Payroll
dervices to 20 mid-sized businesses (25-100

employees) for the past five years.

1. 9 ITHRTE AT HT TZATH: 3T AT @ 1% A% H1 g Fare &1 & o @@ TS0 & 6req® F qre F2 9964 g 37 q6] FT
T & ST T AT AT THTT TRATSTATS 6T TZATT FAT AT ST ST TTH THATT T SATAT FLAT AT

o T YT MITNIAT THATAT T ST Fg, ot FTAT FT T & 390 AT 27 %7 81 Neverthe- FH, T HIHT 95l § Td
AIHT F T TG F A 31 I & o, o forg aaa €, "freger ai= aut & o 20 7eaw s % =79t (25- 100
FEATIAT) T AEAATIA R A TR AT T FATE T 7 T8 21"

Describe who you will bring onto the project ]—

PRI e U

Jane has been pr ative
for the past 15 years. She can help ABC Company
meet its goal of providing only the most accurate | |

and timely information fo its clients. Please find

enclosed her-resume.

2, Ui F fF T qRETSET § B AT T "9 fg w9 § 99 T8 o a9 21 =9 futa §, s 7 awwr i sraeawar g
AT T TgTEaT O o R w7 off Sard 5 ey R T 3 3 3w f)

o f oy AT & o e B fAes 9, O SO SH-A YT % 91 39 RSgH 1 o HwAr Ag )

[ 7

Discuss any anticipated opposition }

The resistance of employees to change and follow
the new procedures. While there will always be

difficult adjustment to make. However, management

1
(oiat

may. need tovisit the issue with who-are

regularly found not adhering to the new-policy.

3. Tft wefera fory ax == #¢: F5 ATEETy® TEaEt S G w7 GEar #3102 G961 g F o 38 & o, afT sraewr
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SATEATE Teara TRl =eam 1 Ig=1 w0 § e #3ar g & o o = & el 91 96 €, 7 o9 6y =7 &7 996 81 296
FATAT, AT AT FHAT T RorTe FT | HGE FLA AT TEqTT FLS @, A7 HAAT 6 T AR T AT B TRt g1 rTent et srearfora e
#T TEATT A AT 6T IHHRT ATHAT FIA HT SAT9THAT &

o eaTieTa e v "t w)

o TITeT F IS I T HEATIAT IT AT He|

o yfdare 3Tl

dd a conclusion J

.. I want to thank you for your time and I look

forward to discussing this proposal with you further

next week.
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[  JohnDoe
- — 123 Street, City
State, 32154

15th July 2013

- — Mr Ross Noble
Banking Bank
789 Ave, City
State, 98787

s Dear Mr Noble

| am writing to you with regar
123456789) and the latest invoice
11234)

ds to my account with you (number —
from you (invoice number —

4 ST F AT :
T T AT FTH AT
ST T AT/ AT FTAT AT AT AT 72 N
AT AT F
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; with you (number — 123456789) and the latest

with the current Payments for the debt of $5321

Dear Mr Noble

lam writing to you with regards to my account
invoice from you (invoice number — 11234),
In my current situation | am unable to keep up

and therefor would like to offer a payment of
$3000 to clear the outstanding balance,

i In my currer tSituat.OH | am ur able to keep up

with the c irrent [)aylnellts or the debt of $5321
pay! e
and t erefo would ike to offer a paym 1t of
—
53000 to clear the ou tsta d g balance. The

i then
s taken out in April 2012 and since
debt wa

00 off of
] | have already paid back a total of $4,0

the original balance.

I have been off of work dye toiill health for the
Past six monthg and now my employer hag
T taken the decision to terminate my contract
with them, this has meant my current income
L and future income has decr
Itis becayse of this situation that | Propose the

L Payment to clear what | am able to of the
[ Outstanding dept.

eased dramatica”y.

. : f T e #41 #:7 w2 8
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With my income now reduced the
-~ amount | spend on repayment of

— my debt has increased to 40% of

my weekly finances.

8. T & o 77 fafore seor e #r gwEre F for sl gey fasfy e § 9 e Soar 8 S o ErarT w7 garaw Tae
Y T 21 AT A fearferras ww = # ) &, av 7=t i

Wit i
h my income Now reduced the amount

I'spend on repayment of my debt has

Increased to 40% of my weekly finances |

am seeking with this Payment of $3000
: that the debt itself be written off.

0. ST ¥ ordt A1 YT e, SEH ST v Ay T FA AT A O H FH A TR F T E AT AT STAAT T TAHT A 2

CREDIT s
ORE
¥
Thet A¢Couns 4, yaU” CR, o DI T RE
Na:""“”lfaa'"“""’”m oy s n PORT2013/]4
& egative
SUSh 35 g gy
20c0unt Al 51, Dul thay Judgmenss
90 sey, hat has, s Yogmens. that
Pa/s ok wm,,p,ggﬂf»a%/?;;f’,fdweﬂa"fgmw '"’g‘umso . Cﬂ:t;:vm’f:"mea Payment s
70575 Ot .00 o, YN gy s IMMOMatjopy v % More ciguet Pt
1o 0ave nop AAp,,,,,a/ﬂ'nrzg,,,mY'ams/no,,,,,’ foy s genarary, 0 | BEN Acey ]
il o o) emajn unpaiy foJUancy. Missoy | EEN ac, g
for tax o up o
up to 1 Yp to liens, © Soven Actn,
tho g Trangtgr Y romag Y e '™
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- | am unfortunately unable to pay off the
full amount of the debt, but as mentioned,

~  lammorethan willing and able to make

the offer of $3000, this would enable me

- to pay back a large portion of the debt and
would certainly be a better outcome for

both parties than offering nothing.

11. T & Ig IIGLTHT a8 F3 [ AT 0T 7 i P
T F2 § Hea? T 2, o7 7 fAve wwar e _—
T 7 vt #7ar g BT TS I G A F AT

gsfzht and yvould Certainly
parties than offering nothing

Please get back |
have received th
these terms,

o 5
y téjtch with me to confirm youy
er and your decision upon

12. : i
st F o e sk seara w i = F st 3, sad S, 19 wster a1 9 orsst F o srerer 7 Hed)
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THHT ITINT AT SATaT 2
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sferaw 2 1 77 Fea gy Ffefeteg e e g 8

o FIAAT F A5 THEN § AATTT THEF S AT AN GIST I TOMHT 9% 37 LT F A TATH-UE A1 FAT T 1o
T aoTTH RoraET SfereF g, I ATAF FAIET dTeF ArHT g
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o ST % s, HIFRAT T THFT FTF | AT i U FAAET raret % ara farfera et ft d@ear # forw gerame i gorar &
afers s g1 AT, B o s difRaT 3 frF 1 v st & vre fFT o aear & 9T 78 areaT § STR o ey
TTE T A T Tohl HIEATSA-ShSAT s et off T2 & Fa-SheeT fRared 7% STTRTRAtet &7 Samt o O+ It Suerser
FETHT S0 T Fl AT T7T 3T 3

B foeme &1 T ST F91 S91g TEAT AT

ST FE fEoTe AT, 98T UH AN § ST 29 91¢ § HEaT 918d &1 FIE SN F@ AR 1 Fhaer gt e st g1, dfh o 19
<t € <7 =0 Ao 97 aves a9 F T o €1 i SR # 3 vy aw sttt i agarrd F &, v seae ol
freae= Jq a9 That 2
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1. (2 AR I T2 F FHAAT T AGATEE (SAT) 1 8, AT SRS ¥ T ST ga|

\Y) WORDPRESS.ORG

Getinvolved About

Meet WordPress

WordPress is open source software you can use to create a
beautiful website, blog, or app.

Beautiful designs, powerful features, and the freedom to build
anything you want. WordPress is both free and priceless at the
same time.

2. AATF AT THAEHIH T - TaH =gl AT T ATTH & F TN {HAT ST ATAT TSI 21T g Z2TTE, sARTE, SHH THT, 3H7
w2 o= G F T F A=l g F ST &, TN AR AR FETT Y 31T S A T TATL HE ST AT AF9TFATAr F (o0 Fae
I 2

SimpleSite

Welcome to SimpleSite

Before we get started, please tell us the primary purpose of
the website you are about to create:

| Personal / Blog
© Business “
| ~Other

3. T AT F AT 3ot i B w517 o st F oy v a9t siw e Bt w1
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T aHT F ®T § ATH s 1T H7 Ta9 Tgea 0 Tg T2 & % 78 UF FAeqo swarst/=ree F 91 arerdr g1 ArThy @ G 7 o6
g FTUAT T3 ITos St ATl 7 F9 39T § Y I 9T TA0RAT FEd & o (A TRt a0 & T ST €) a7 ST aTgehi ok |97 U
TEAT T T ERTI

o 77 ARKE FE T A THAT g AT ATAHTr SHaml F forw 39 qor oAt & ITu= Zrar g1 FT ATeht FT HIlETe ¥ aTge AT
FTEAT &, AT AT I GTXT 2 T ST ATAT SofT AT IATE TL A & o (o1 THT T2 AT | THE AT orae1 9 7o | T
T e el § forg T 2 T T8 H39 F A7 a2 g0 AT 2051 6 Tg == 21 qeh| 377 THT a2

4.5 & fFum uw Aol o ST v Tre |t (A7 UE A e d9er aary & forw G aw o) S oaradr sraegwarst F o qe
I 2l

5. Fatfa w¢ {3 st et i fBrger s it sraeaerar g T8 a9 90% wraet § 1 & ofars g1 swost ey Ghaer «ff grer
1 T2

6. T < 3 Fre st w2 < "t form w2r g Fedardy e fratfia w3 B st S fraet a1 gee #w7 aroein 7 fe aww
o J9 T FHT 2 91 R w9 foraw F forw ufheg 7 21 9 aeg g7 31 R’ 2 aame § uw aw G
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7. o 3T AR A2 R AT ST SN § Soal H AT A T FAo THE F T2 s 2| = 7 AT TIE arhr werw aree
T T UHT B ST e & THE A

8. T I ATEHTTSIO (THEHAT) FT STAN FL AL UF =AW T AT G40 THEL FT ST ¢ AT0F e 77 77g § Bforg =g
IS AT STTRTHRATAT T SATTHT sA [T AT & e ST

Link to: To what email address should this link?
) Web address [

© Email address

9. Teeaar fawed efier ¢ giatag #% & o0 awuaus g sreaa o o 9ee F30 § T'i aT Ie® 30 3@ 9%d g ars F 91
e e # gEeaar of g9 0ol & forw U e 9ff orrfier Y, A1 ATkt 0 SHT % HIEAW F O (AT ST @k TR A E 9 2
AT U FE L TS AT TAT TR &, STET T AT o ForT ATTRT ST T 2
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10. UF ATANT FATG: STHTL AW, T TZAT AT Rl S 9% AT 2, AT 37 a1 ST A8 @ 196 A F47 forg @71 8, T 7471 98 T
F1 U TAT AT T S 9 AT ATF SATETT AT F A1 H AT F) AT T B A A Ay =g v antier w31

Audience Overview

11. &% T&: g9 # & SATerawier UF Tq AT SATRNT qAaT Tl S| AT i T GET 6T B A w7 # q0 i Aiaasdr a9t
g, AT TF FTX TEH AT I % A8 ST ARTqH U -y qeas g, S ' 7 &7 7' SR U a1 St o 9% 9 2 ar
A oTar 3 o awq efiv-efiv s g1 STt

1 g Promotional
u Consultants

12, UF TATEHIT I ST ATTHN STTAFTH T ITH F2 H HEg Fm| FFAfrgaredt, & et o gt & ™o @)
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fasT@ & 7T s 1 ITAT Fq HL

A F ATLAH & 9 TG HT GETaT 7 & {7 S0 1 Z17 SUATHT TedT ¥ T8 e qLrHT & aFaT g1 g, 39 faei frd
T AT ZIAT &l FTHN A2l 21 AT AT &A1 AR, AT § TATT 64T, 37 If% 1T T/ T FA=T FTed & af soii & F5
TFTTA ST AT T T SALTAFAT SR ATATT F g it sraear agd AT9F T2 § o7 AT Y 72T F T sANT TF A9 6
o Sgg wrIeHE g1 9HAT g1 90 F ATER, ST ATeAT 60% FARAT T AT ATEHT A ATH F F (o0 99 2 w7 3T a7 81 v
T I AT IS F A4l B

T 1: (IAT SAWT FATAT

1. U 3T=T AT AT JadTee AT JT2e @I T TR UAT F74T ATed & (ora® 919 AT J2 Hggd Fd 3, THf I sraeh o
FEo ST Fft = #7 v 8, 91 aTaE TRy SR % AT AT AR A5dt, U, o waverd oo al SUAnT § ST g s
e €1 T o Y 7 3@ B STy S |7 "9 st o¥rar g

2, oferd 3o s¥T0 ST e[ 21: 9T U 49 ITH FTA7 A7R0 ST a7ead ST s il =T Fd H§ 7a8 FdT g AT A9t Hr
AT AT 9T ARG FHIAT g1 TAT T T hT FITAT FL ST ATETT | AT FATS T (e FY| AT 19 F T 799 SO0 7 379097
A AT FHATAFT T UF Ao A7 § S 39F A€ F oy Gy w@ar € o aga aterd grav gl

o IaTEEW F forw FfT smuet st afETl & forn wTesT WSt w5 § A7 §, a7 gt w2 6 B w7 s sg g3 F
HTET 2Tl AT TF e s geAree re Jaarze T81 912
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3. AT AASE T TISHT FATT: SATTHT AASE AT TT AT AT ATNZT AR ATF Agea ol €T F FHAT § A1 g7 A0 Tf
STTRT ATSF IH AT AT @IS 6T FILT H 1 ATIT 2 o T THFeATT FAT AT8d &, a1 T8 UF 9gd a7 4 Tl AT e &=t 1

IYART w2 7 i o €, a1 gfaa w8 5 o= st o Farers ai F @ @ g 3w o o f&emee s areeft et s
TTAT T T 2 ST AN A7 ST6 722 F g2 F THd | AT TF Ghie SISH qF 99 T g Sl sraeht a9t arf v & 79 9% = 3
77 e frfrer Sfomt & fre S0 arer & a9 =7 99 g1 7 AT U 9T war &, o o S off s Feree A SUE wAr A
&, g ATTHT SETHT F AT I

TEHT 2; AT T 1T

1. 72 @7 F% fF oy Fore s &t STt ST Ay 8 ey arendt 1 uw fAfere qstE A e e A sraegewar g, v Ao
e I AT § TEA gUI AT Tg T=al-o77 ST a7 SRTg a9 g1 o) afw orq ag of giafira a2t @ & & o s st 9w
77 forg w2 €, O ST ARG T HE AT HOA ST T &2 TH AL T JSAT a9 K o g gwT o

o Zareew & forw, Aty ey afvamt & foru waresy Wioe F 9w # s forg 7 €, a1 o ag gAfid wwar = G arreh arnh
T T T-Tr2ed & forw wamesy @sr F a # e g% % - 39 Arn F s @ S s srae seri iy Arhfd w
EIRIEEUCEIR!

o AN H A B o iy aurg saiT 9 fhaet At /e €, A% AT SeRT-Sent wh A arEl /e 8, i a8 a9
ITTT G| ST ZIAT o1 g Tl Al o; AT A7 A g 1 ¥ sraeasrar g1

o TN ST U¥ |THTA T F IAL I T TITH FE AT AT TToh! T F, (a0 T9 T S, 99 AT F T90T AT qTehi
foro ford
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1. Promote new products and services

2. Position you as an expert (i.e., offering tips, advice, and guidance to
readers)

3. Announce new or recently completed projects, launches, etc.

4. Share flattering stories about your company (for example, how you
went out of the way to provide great service)

5. Answer customer questions

6. Publicize accomplishments, awards or industry recognition

7. Advertise job openings

2, 'qU¥ 7' Y AATE HT ITAT F3: Tg F FA F1 UF 371 qLIHT o ThaT g AfS o T 981 & & sroes st # 7 forear 31 9o
B F UL 7' TR SANT T START H 6 AT T 07 Tk GAT g ST AT a7 i 738 H2 6 77 el aveg T AqF gl o
e A9 F w7 Frar A1ed €, a9l F T6E § 6 &, V- A F SHTET & a1 H a7 7 G §, T8 Tarsrrst o7 Gt
o FETHT T TTHAT T T 3 ST ATTRT HAAT A7 ot AT 7 @l g, i [i%a & 7 e eorat &7 agrar 347 81

o 7f2 oy 7 R FT § 6 T srow st ¥ 39 A7 stferawter S A FA 2, A TS GOHA B

3. T T ACCHTTHAT AT FE€ FY (THLAN): THSAT Ueh TR TOTAT 8 e a1 S5 39 J99T3e I 7afedd w3 2 S @ et o
fRmTe Tft €1 o =med € 6 ST AT W § qes $u% g, ST UAT F % O S @iet S5 SAqged § Herd g IS4 T6hT
Ao g T o1 5T Tiee § Aot FES SEAT §9 39 # fory sTferE yTHiRE g

o o7 S off IR # waw wwA ¥ O €, SO At @ietersal 9% o Y SR ST WiAT g "gEd # T @ Al e
TTEEH UF =g HHTLR g1 STTHT 7T sART T ATRTT TH (A1 6 TF HHT T TR GHAHE FIAT AR TIA, IATE, AT
o St AR Eevae @i @TEet uY "atie )
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Start a Conversation

4. FT TCET FTTATT T TEHT ATATG: AT HAT T ATt & = ara=ia e Fiatwam v serfed w31 ariee, g arget, am
areaa ® e oft =ixe S o e sl % A7 ara= T F F O 9T T g 8, F qre off TEr w7 #w5 =@ w30 7 S it
BT ST 3f% |T2e & wreae | fSrawr afers ya=e g, AT 2t oIf2h Tt ST serivT &l fAerthl 78 94 Jraramd & a # 8

TG 3: St Y T@TaT ST

1. $HT sATEE AT, FEGF T AT AN T TAer AT F = Fq1 A7 qIAT FIAT L H, 3T 3779 et w1 fF 787 w7 & forg
Tl AT AIT IT5F a0 1 TETET &7 AT 2, e ol a8 & 1T T T 8- 3 VAT FIA 67 TgaT T Tad AT 07 g 5 o0
ST ST T 3T AR b7 Fe@Td ST 3T STy &1 A sroeh 3o s7oe e Ut 0% s 9T &l €131 F9 & 355 8, al g v o er=ar1 gl
I SEANT T 3@ % o7 AR 7 ST o Trear o aawar €S9 299 F)

o TSt wrfers ART vt FaETEe 9 W €, 98 SaAT ATAF I 9T 8, S ATH TH-A9 H 3T TA2e F T 3qT gl AT It
T FIA F TR 8, S SHA FT T 3, ITF FELH ¥ AT FY Tha 2, T AT I T H 7T 2

o I ARM & AT F FE g T T & 37 T Fg § 941 Feash agrul T AT AT 0T H1 T=HTE AW B0 Ao @ 3T
T AT ZH oae aeft ST % HTe AT Fd 2, A7 =T AT g R sy 52 @i = e



-\ 156 STATAF T o T

Getyour ad gn
Google today

2, T IT ATE FTET ATHATT FET FT T Hi: GIoT TROTHT F TFe g T ATl AT2e ¥ ShF o F o0 92 69 02 75 g1
AT SEANT T ARSI IS ST H STHT AT THT A FT T G g, 97 5 e &7 agrar <A1 g Sad wrefitas S w1 373
QTR 21 o Tt o ereat o forw off s #37 qah €, S S AT A @I I8 9 U ST e a7 wefehd g § 7w w9

7T o7 48 @ F F TegE g T T et &A= o=t F oy /v orq w5 2, 97 ST SfUT s Fw aTe § o % forw 90 fEAt
& foro ua g st weere ot faenm

3. AT SART H A1erer HIRAT F A1 THHT FL THFT AF F T AqTH A0 & v vw A v wHaE qwrse) A o q+f
e T GTAt § WS T g ST A9 UST 9 Hted Aot F s T qree i 9T S g9 81 g UF Gheds 9 gF H aadl g
STET ST g, |TAT Fd 8- ST Fheft 2w o foram 2, 3w f6e & g AT |y w3 8 S e o & i 2w+ avg)
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1. e AT greex @it it Frfdrer 3wt "rze & o e aurd) uw Femew s qer § 9w 35U A7 A 9% v §97 grar
& St ek ffore Soute #1 v At 21 At AT UE A ur g € S e srEery e ywien € S et F oy 3 St
T TEAT TgT FH AR ATAT ST S A T TR EATTT H AT AT GIoTT F Tgel b 67 Th =gl ATAT AR Fwer geir s
AT sANT T2 TG FAATIAT A7 Tor 2 & oI Srara 2 7 T4 2

*  UF A I AT UF 316 TITHT 4T o 7, ar 37 FBrama= vsiferat v er o7 497 9% = Iea1g A7 9747 &7 & oy 39
THATT T HIFALT FT T & T I TSHE HT A ITI F7 Tl &, ST I FT @IS STAg & e 9% aferd f&sma=t
T EATT 34T 21 T8 o sraarr 49 off i) st oft 98 sy aree ox fasmow i 9v G s 9r e g7 9w aer
FHTU|

JOIN NOW!

DOWNLOAD

2, FIA T THINT TG FHiel £ THTT F AT AT ATEF HT Fg LA b (o7 HATT o {77 FTT AN HT ITTR F3| g7 T g 736 a8
AT SANT AT ATAT FT LT &, AT TSHHT0 F:2 % orw, 77 Ty "@hew % forw, ar fifvmw qeegar & fore 912 o 5T =27 an sradt
FIA-T-THIT F5 A7 21, GRAT F fF o 38 39 A qgqd w0 F oy =iy avft ua #7 w@ § agd § gz o 9 ¥
TEA STHT ST T agd T 24T T
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3. T AT FTAFAT T THRT F3: TF ITC T SATTHT sART AR ITqT § g 747 3, a1 o hifmw arnft 77 fFow a9t F oo
HI[oH AT FIAHHT hT TAHLT F FT T | TIEAAT FAFHH SATEHE ARN DT 98 T FA & (70 Araen @

o THE HAH A=l TET g 2 T o7 oraw are Hisg @y #isEr areft @ g § T, ofiT R 59 orT qEedar Jsrr v
GATHT FXA 2 AT AT Fad GEeA| & [0 ITAH TF aF UHTFF 75 AT F7 A A3 F T gl 39 a8 AT (=Aura=
TSI % A= T AT FT AT HHTAT A ST T2 33T 3, S T FT AT 78l FCAT AT &, Tk UF gf GHT F 7
arzaht w1 gt 7 ATl A T F fore v g = fie #wr aErar w3 F o g #)

4. FaTET ATEETiET % forT @it ATAET ST st A ATHAAT B TETT § T3 H qHAT €, AT F o7 At T8 a7 71 HA|

o IETEw & for, Ff% sraer st aftaTed F fory wETesT TS % 9T W g, 7 ST T @ €T F 9T AR 27 79 3
AT IA6T FATSAT AT TETAT I H AIG T T @ 3T oF TR FTaT & § AT HT Thd gl 3T SATEI A1 AT ST F&IL AT
AT H IAT 2, TET FTF FT TFH THAFT 2

YA st sAT & forg @3t v &1 =39+ w8

AT STRATT T 37 o777 Afera s 9% qg=+ & oo a9ft s7aam = =7 F 91 98 791 31 TR SAwhy FAAT ArTF qrght
2 AT [ 7 ATIF G&H TR THE FAT &, AT SAT RN SITTHRT HAAT T SAAATSA TETAT & 1 U dgd Toal TLIH gl Airh, TH e

F AN I FATT HT TaH FHiSd T Ta Agea ol FedT Te Fed & o Iuges fawi & | o =7 €1 Ut o awq &7 =9+
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£ Get started

1. What kind of website are you building?

This is a website about: | Choose type

® Light neavy
pmy BN oo

1. AUHT FUAT F AN F ALAT AT e AU IZAT AT TG FEAT ST Tiee it G AT FT IgAT FEHW G| TZ ATTR ATHA
o=t 1 &9 F SiY A ater TEiE g § ST 7eg T GHaT g1 I seiT i ITHRrRAT ST Sy giatd w2 F o s
et o qT o Bt w1 e AT Agat 8

o SANT % ITANT % HILAH & ATHT A9 F forw F47 3wfig 82

o o Rafia =7 & e avg i FerfHat ofiT Tee i 9T #E? F1 AT 39 ar § e Werew G sraef sy s soarat
AT JT-ATZH AT ITG e & forw FAgerrens amenft F @72 & oI g T @2 F47 o et 71 /e B i werieat |
P FAT 3T TTSHT AT AR =aret % a1 7 o i gearg &9

o T THRTIAF FGT I ST TEl & AT A1 1 UF FEAT? F47 309 I, F=agrantaar, fFzen § agrdar a1 3@ara Tt 991,
¥ THF T H IS TG AT AT 872

o SANT T AEIT FIF SN2 q&T FAFET Afer=wr<y, oo, wer rge a1 75t 7% fF ares?

o T AT s o B F = # wiamrfaret, ot oiw arew wereat wr Feru?

This is a website about: | Choose type
« Choose type

music

restaurant
real estate
portfolio
photography
personal

product Y.

2., I IGHT FT TZATH: T ST TEAT AT 3, S 1 H 18 Fe 3 forger & forg o1 ey arsi1e 7 S=ear qgeaqot g1 39 09 §
ITHT g HET 2 B araret & o ST GTH FTAT 39 STATHT A A AT qrafAewnarsit £ qg= FY S 399 J2T F
form fera & forg =&t sat i fa=t & e iiRa #3d § rehl Jgraar % 9%d 31 T8 Sve STARRE & &9 H 3@T 98 F3d T 32 a1
SIE SR, ATEAT, AT, THHTH, TOAT ST STELAT a7 AN 6 w7 H G & d7 738 Far g1 ArTeht a1 Foh avg & Ue S&2at a7

FTEA! o UF B TF 7 T FT Tl 272
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Light ® Heavy
Quick & easy Complex

You can change it later

3. Choose your domain name

.snack.ws v

You can change it and use your own custom domain when you edit your website

3. U Tzt it ATl i g% T A AU FUAT F ITATET AT HATH KT ITART Kok AATIAT THTLTAT % FTT TAFT (HATT FL| AT
B T T I29T AT AGHTT Fl ST AT AT § FTET &7 g1 T, STRT Taq7 17 AR 6 F Tevae aw wa@y oFfa dara=r #7
GISAT ST IT5HT T ATTH TTATE TX TSI AT HATAAT G| ATTH AT T AT AT TSt FT qod T F2AT A0, S 3 05 9
e FXAT ST fae=reT 8, SITarqor & =i 39 g Rarst v e siw famr frT asrare 3 wer % "arted w7 )

Testimonials

(& [t][v]@

I love ChocoJoy chocolates. They have unique flavors and fillings that
have an intensity very hard to find elsewhere.

| Vincent Nord - I | http://www.snackwebsi(es.ol

| contacted ChocoJoy for my daughter’s birthday party. All the kids were
so excited to see the cute little chocolate animals and even more
excited to eat them! And they tasted so good, it was hard for me to stop
eating!

| Julie - I | http://www.snackwebsites.c:

A |4 © [ | rmachocoholic and ChocoJoy is my addiction! Tasting their chocolate
gives me pure joy, just like their name says. Go get some and you'll see
for yourself what I'm talking about.
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T 1: TIAT HT AT HAT
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FAT QT foRaT SITURMTI T ST 3 T IReat & U F=, I GISI9TeaT il TTHe 7 T @ o1 U2 €79 Higd FHeAT 37527 &,
S 3 Ty AT Tiafafert v e w2 g anfue B s

o AT % ofTUF F AR T 7 A § Aag Hedt Argu & 3w #a7 fFemm, sfF 3w @iarad o7 B Fe7
Y ag qATHT F2A § Fe7 GHT1 ATRY & o7eama § 98 € S 302 ST 1 a9 gl

5. TTF STEATT Fl U I & T THIT Fe: UF Aeq1 F ST gy 7 onnfier Frar v &, ot aiedt 77 ofw qiiar wwar
FHT I TAT | TE UF AT §, TATT T T T FT Io0@ Tl FC Thel| AN AT AT F g2 A ST ATAT T8 Ageaor
ST % &7 § AT 7 3@d 8 I grEaATse FL T AT Fi

o T AR T T8 ST T FTAST o FT HIRT a7 % for7 f6T T IZeTT T Iooig T T & [ Irai+ wiar & 378 47
FIAT AT AT IT TG

6. qerer foraw & ATl qErrar F 7T U w9g 47 ek B a9 T A 9T 58 FTT § AT TErar F#549 & o @6 § ar
AT sforerr Aqerer v & srfers smerreit & woRer S| AT ATEA @ 5 ST Stra-otay AT By ot R, gt w3 B areft ey
e g, ST oma o =it forw wforeror & 72 2, S| aufY agest 7% A= T § AT Fgrrar #4268 et o9 f wry
T Th & AT =8 9 =7 F Frafia w2 awa g



SATIATAF & F T 181 /.

T AR T I THRAT § WaE A % [o7T U THg 721 a7 ThdT g, a7 FH F HF AN} & SFoNT-37eRT &S5l 1% Fe =it @0
¥ fo=me # i o g T 9T A & o S E)

TOFT 2; AT STTRTHRATAT T THATITOTT FHAT
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J “When you get to
this step...”

x “When a person gets
to this step...”

1. oo gt o forw sie seer forw fored: iRt #3 0 s wrw € 13 ofe 3t €1 o =8 36 am Se6 o 170 7 g & a7 T avg &
T Y T e FT T 1 TEH AT ST g1 ST 3 sraehy X &qerer § fovar =xmaa a7 f&afore grar =g s 7 a7 # smar g,
AT =T T T T T2 gU [orel, "5 AT 26 FaH T UG 2 ..." THEH a7 " KIS A 30 Fad T Ug=ar gl"

o TR T FHATAT FT UF T AiFaa? q¥ FAeq0r T 7 & oo Beft § 7€) T 8, v ag w1 a7 qeiera 2 % s+ 7= off 72f
TdT N FE T et 7 g1 97 faeft aerat o fore wforeror o < €, 91 et 7g wwerT i wwed Jat g 5 O i o
T 2

o HYA FAAUTIUTSH AT THATHL ARN T HLLT T FHY, Al A T T 7T 6 F g VAT I &, ST T TGl S0 210

|

1B

sample discussion topic ‘ '

Helpful Hints to Increase Your Tips!

« Anticipate your guest’s needs before
they ask for anything

« Build a relationship with your customers

2., FHET-HHTYT TG T 947 (A0 amfier F¢| 915 F 20 TS0 T T2 g2 HI Aol 719 qHhdT &, THU STANHATA F T 376
FTT TEY TS ATAT T AN A 3T SATTGIF AT TTH FLA o TLIH A FY | UF Tge7 § 377 q1o F Fft worrz €7 qoear 7 g
7 % oo w1 aforegel & = ==1 o TeEwr £ aquty #) o Al e £ St g wr s € arfe fgere gt &
srfers Tt o forT swaett gn
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TOHT 3: STIRTHAT FT FHH FT IGAT

Chapter 3:

1. SUANTHAT Aled % O UF SATART arfier F: ST 5 T AT F TeAF AAN FT g 77 &, HISAA T ITART FA a1l AT
TET AT SATAHRTLT o T FHITALT FT T ERI T 3T IZeATIT &1 F Ared fora & forw s e anfoe 2 €, a7 o Suanrharst &
ST €T 72 2 S "a 7 foraw & o TR d Fed €1 THE 396 99 T T SISy 6 7T 98 S
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Smile, it’s your
best feature!

Take drink orders
clockwise starting
at your left

2. FEAT ST ATEFT FT ST T T AT AT I A T, 397 6T G §, AT THHT TAS TH 79 9% T qH6T 2 6 F Fraew
THAT 1 AT TTT ATAA FT TG ATF STAARAT Tl FAT AR &, AlheT A(F ST FT FHa @ al AT HT ITAR FY| 3TTH T
FET T FTH F TN F GHIALATE ZT Thd gl AT Agadq0l T % ATE A F T 31 ARE T ITART 0 ST a1er i =
TeftET 3 F=rer oft = 2 2

o ITEAA H AT T TTE F 39T USH TIHT FT TFhd § SHAT HIS AT gl &, TATIT =7 a1 H g1+ 6 e Forran forw wfareqor
o ¥ & oY ITARTERAT & forT gerdr srfars STt 4 g

TANINR AT}

Steps of Service Summary:J

v Greet guests upon arrival

v Coaster placed in front of guest at the
table to indicate they havebeen looked
after

v Introduction of self and daily specials

3. TEeaqul =AYOT i =hforee aTfier w3 FF Aere & fory, s At wihansit & =t 1 fEww 39, @i F=wforee St w7 g8y w1 uw
AITAETE T 81 ST Foheft STaTRTerat 1 Foreft TR ST 1 aTae S5=f9a e &7 sraegsar grar g S f&ferg = snfaer g €, ar
FFforee I T AT TTAT F2 AT 3T TS F FF AToR1 T AT H ST T & = 6 ST Tl 1

o T IS F FISAT AT FHT T STTRAT Z1 THAT § ATIh STARTHRAT Fh{oee T qTS % THA H T F TG Toh T T FAT
T I T B

o wforee ¥ sraead AT, BT FTF AT T A T g7, SHE G ST q1E F SATAN, AT FTH T E F ATE IHHT AR
&1 T3 ST FhaT 8, omTieer 21 a8
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Q6. When coming to work for each shift you
should be prepared with:

O pen and paper O watch
O asmile O all of the above

| Q7. When should you check back after
serving a course?

O immediately O after 2 minutes
© After discretely observing 3-5 bites
O never

4. AT o sy o Y S ST B 9T 8 AT T AT FAT AT 2 56 AT Heere ok STl §19 T 8, THe
I AT % Fre T ford | ST HT T ST ST T ATIHA T JT6 o ST Feb o6 Irg o1 Fl (6 4TI T6 ITH Tgramedi = T g Tl
2, T = s e, 37 sweat qurame F fore afiger a¥

o Y oY sfermTa a¥veror & srenT T S ST FHATAT FTET TIAAT QT EIT F AT o1 THHT 32T T BT % e A
Ive T TAT T H Hag fHenlt 6 3 fraer e w2 8

TF AT TAT AT U TEATAST S FHAT TG ST Teraht 3 FH=10At & = daei & daer § w@raa & Afaat w7 fawor
AT | UF FHATL RAFT AT T FRT ITAR 0 S a1 idfr aearest #7 &7 A gU, THR 3297 FIAeIT TATsH, Al 3fv
T TEFTet o o YTERrE STy &7 F0 w7 21 FiF T qEEieRTy T '@ i wrdede Sify #r afvg w7 F o
AFOTF § AT FAICF IE AT FIGA FAATE § AN BT STAT 2, AR 3 W0 S #EE AT AR T FTOr A
STAFRTEOT ST ATT AT FATee Aqere forae 1 g ard R

HheH

1. 3799 8 F gl w1 Reihea w31
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o IfT T uF FHAH Ifawr forg 1 €, 91 fRA-wfafed & wrieae @=ree o arars wE=r fifowt uw afes e d) 7fw
AT Terere AT qTT S e & o uE axaes o w2 €, a1 d&7 99T § At fFega s qdiE grar arfgu)

Dress Code

2. T ESATHE FTAT 6T THEAT F2: 3qH A, THTTH, com- TTH, Tar=d, 37 Fre, e g, fivw &, gl afz
T Aifaat efae g

" Human Resources Guide

e 1) Workplace behavior
— 2) Termination

3) Sexual harassment
- 4) Dress Code
| 5)Holidays

6) Health & Safety

- Dress Code

;\rse :ur inc?uslry requires the highest levels of
entation we have created a dress code whj
— reflects this, o
E— Our policy is brok
en down into
and Male dress codes, R
2
Male : i
€ : A smart business Suit which is professional

and maintains the attention to detail of our brand

4. eI it F o ue wvredTers ity o R o F way § st wrea i fRufy, werae s et # yersw Rty # o w
o st wfra s =aer wreor sar)
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- Complaints & Grievances

Any complaint or grievance should at
L first be brought to the attention of your
immediate line manager, should your
complaint be about this person then
their line manager should be your first
point of contact. This should be done
T in writing and allowing 7 working days
for a response.

5. Ageaqol TERATE T fa@wor 39 aTAT U SR ontAe w1 THH forwraat A forwraat & fAoew & foro sl anfae €, ffore
FEHT T TIET FHATAT T FTAEAA AT T o AT THEATAT T S F0 % (o7 ITANT FIAT F7RT, i)

Work place emergencies shoulg

t')e reported to your immediate
- line manager, supervisor or
depending upon its natyre your
health ang safety representative

(Yvho in many cases will be your
Line Manager too)

6'359[ ti % Q % . é < 1 3[ 4 < ?\-33%"3{ qEC 3 § EE%: tE t 1(1

~— Introduction

We have developed this hand book to help
—_——— cover the many aspects which can
sometimes arise within the operation of a
] large organisation such as ours. It is our
belief that having a guide which is
B accessible to all of our group we can work
in an environment which is productive, safe
I and respects the rights of the individual as
well as the company.

7. et goft AR wr wger £ Fatfa % 99 F 919 oq9w dqere #§ us gfi=g e 9 i f ST
' : 3 = & AT SH1A F T T Ed
FIATT 7 A0 Y 7 Agerer & v fi ot =7 299 7 e 56 F+dl 2l
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STALOT 6 GIATHT FAT &1 TF = AT TG o LT TG 5 (o0 AT &, FA1h Tg AT He 6 o7 FHATT T2rwed F:3r

5 & AT s Faeir it A &7 srqame w2 wg 8 Feforfed = Few #3a &  qar S9e1e 7 v i q@ T 97 w1
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TOHT 1 AT AT T AT FLAT
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AT T T SATAHRTLT ATHTAT FIH HT FTATHT T FA F 70 a97e g; AuEu= wH 301 ¥ Suau=0 wiH 300A|
Arrauey fants SfUT Fr 9977 T § et 7t g awd g

FHAT GREAT T TATT THT STHT T HGHH HAT AU 6 et o7 A=t & am § agq arf SHae Auquan
IqAH B

ST TH T F2AT ZIIT ST T8 0 Tg ST SR, Wb haret SET a8 S g ATt a2y 9% @y g

T AT % €T H, SMUFT=T FT TdTE (T TefFea siFade) F STTRT it smaeaar gt 81 Sigi STed gl agi =4,
e, S, AfewT a 27 st Feqelt & sraeawar gl gl

T fir SraeTsHar AT TeATF FTHEAA TATT AT TLATIT FA F FoATT, FHOAT A7 G~y 72 Rorg 21 7¥ F=me 539 afi

2
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Z
B
= 8

3. et Fuefr F sraegsw wuft wefiAdy, SUFTOr ST FwF FrAT B UF AT G960 THE ATATE AT IUFL AT FFALY F BT of
T Y T T T AR S R st =R e | S gt a9 77 gET aE o geaarT gt
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4. AUHTAT IF AT I A0 AT THHT ATALTAIA T THIAT F2| GIAT(h STHAT ATITFHAT qol 5, o T SLrarfararre ara #3 % forg
T STANTHRAT ATH T TTHAS FAT Toh 81 AT F$ IeATE oI, Treqw ree off oo =T F:2 T &1 78 I q12e aread o ATht
AT AAT FTATT § AT T =7 T3 ST

5. ARG LT ITFI - 1926.28 ATEATAF T S HIUHAT HEAT % |79 UF G o forawor a7 3uanr 31 [ a4t wat §
ITF AT GRAT ITHIT TgAT &l sAeTHaT & forw Sregaw g gt gavars aiefafaat &1 sifew grar € a7 s=f 78 {er
FHATRAT F GAL AT T FA o (70 TH STFCUN T START F2A AT AGLTFAT A7 SRT F2am g1 AT=7 et F o =7 afzrers genfera
Y, ot giaferg 3 & @29 & agama 7 #9) v FeeFrd o @ adt oR=maat § S sAterd qeET STE qged
AFLTFAT BIAT § Tl FavATHh TRl w1 ST grar g a7 sigf 78 BFar SuanT #:77 67 saeashar &1 THq F7ar 81 FHareat %
T @@t &7 w9 A F U UH IUFI| ToAF A0 g €9 F AT {0 T0 I F HHIT qEA 2

6. o o foF smadr afiRafy § iy a1 o F Faat f sraemwar 2 awdt g S eraem® AT 1 eroe e afgrwr e & 91w
TRt = wreRt F T g w9

7. =g sraenr srft of werTe 8, A7 e AT FRetT =2 % oy waw wA ¥ oru s e 7 e w7 aeh g
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AT T U ATSrAT 8§ S5 =17 dew 9w e F o ang fR Srar g1 28 stahiE "=, A @9 6 seEad a7 9y
ST Wt g1 7 T €6ea F dreatierd @At w1 #T § "aE F:dr gl Tg qe Ay fuy ff =maE q9e g9 A7 F o @=w
oY T aTERT & ST T 2l

YT WHITT 9 forg

TF HHATE TOAIA, AT TS, U G&drasf g S Rt e i srgeda afafafasi & aeai v Gfeat v =56 war g, e a7 off
STTIAer & T U TRTae STTaT & A7 AT QAT FAT FATEAT ¢ 3 S5 36 T Tga- A7 T FT 2T 21 A0 qE 92 TF Aqqh Tedqrast
F T § T AT AT |, UF HA O A T off R s s wfafafaet F o v anteds F w9 § w9 wer e
e wre onfaer 21

T 1: T SLAT T TATIAT FHLAT

1. 399 TTBA & RTINS ST Teushiiors deat a2 o &3 o S g off F3 € o 39 J&dt F g0 § ger A1e, THie 39
fere &7 Zrar weeET )

o T AU T3 ATTHT T HATE F WA I F4T FTR FAT FT2AT 8, S fo Hifam swopaar, arfa e, st anfz)

o 3ETEw & forw, e st ST T STerR e g T 3, S AT TqT IT 3T AT TEATT AATAT STTRT
HAFTITH AT T
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Define objectives that support your company's goals (example)]-

Create brand recognition in those local communities
that are less familiar with our product, in order to

attract more vendors within those neighborhoods.

2., AT FHUAT % FALAT T THIT FA qTd ILLAT BT TIRATIT Fe: AT S2FT Rl T T F ATERITET He| a0 {5 Tedh 3297 ITEH
FT 21 T @& Ta fafore g =nfgw & Saft awerar a1 frerar 1 @0 g1 % a1 T FeAr A gn gartad aRedHr
AT § FHTATIT g1 % 7T Iv2 ot wersft gmT =Anteu

o Y srudt FuT SfE T AfAT Fie wgAE AR wriUT FA F ATeAw F FAHAT T AT A G917 @F g, qv I qAW
T “I7 T w - § FiT == a9, S U STe o w9 aiRfa € a1t 39 uE § wafew S
ElearrRERIRcIR: el

| TRLNT g o 4 I} \‘V(
Identify the audience of your communications (example) ]—— i

Create brand recognition in those local communities
that are less familiar with our product, in order to

attract more vendors within those neighborhoods.

3. AT HHATE F AT AT TEAT: IT AETET T ARRAT F7 A9 Tq2T [ieg 0T T F A F2 2 &, 39 5 o7 Sar, o
#fear srseae, fFataa =ftr 71 s s " % adt Raaret o7 feme w3 & fore fw- 390 s g6t £ g=1 a9

o EHITZ AN H H, AT TAH AGATT 22 ATAT GAT T 7 FY)| IR & o1y, STafh e 9 ag srfee fifzar v
I oI e § S 2, UE THA Zr @ ST A T [RAUTCHR F Q1T FATT FIA 6 forg 3w fF srfarw zH-vvée g g

o IRV F oW, M7 IIF FIE Agead W F¢H KT THIT & FEedl & w7 H TRATT F¥ T §- T TS50 F oraw arehy
ot 3 e e ff wrewrar Faw = 7 w77 )

o F A ATAT IFE T &Y ForT 2, 1 a9 S 377 RATT ¢ 6 e O araeh g Teias a9t Ragst aFw a8
¥ T 2
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Translate your communications objectives into actions (example)

JTake out ads in local papers.

Q/Sponsor community soccer leagues.

4. ST TATT IL9AT AT ATEAT | STAIIAN H A0 I WA Fr avi w1 Sreg T sra S2eAT A UTH FA F T F1 A eher
AT AT T FLA H AIGGT TGl & Iv8 IO FLA (o0 T ST HTH 39, IH QT F401 Farg 3 sma ffzar smeed=, afeas R
T FETHT FAT F o =T F|
o I T 9T Fie T TAWT AAAT AT TR HT BN FT T &, IITEL & {0, U F1F Fmg UH 27 T & 99 "TATHT
FETSITT | s fAewTet," =7 "SR qHaE Bedid S

W 2; SIAT GLT AT

A P T AR

Consolidate your message into three main points

(Sample Internal Communications Strategy

e Communications should not take a lecturing or

criticising tone when they are mailed to groups.

e We should try to avoid sounding too fake or
corporate.

® Copy for achievements should focus more on the
company’s achievements rather than individual

achievements.

1. a7 =3 F1 fi g fHge § autrg w3 o &6y Jfem g FiRe arfd s #52 9w 39 9 e g9 g9 "gaqy €45 e
7| FATE {3 wede g A1 TedF e st o FE TgArT A

o IETEXW F OIW, SATTERT HI9T AT BT THaT @ [ ATTHT ITATE SETAT § ITAee &, Fi 16 7 o7 faaweat £t gerar # srfars
et g, 9 og 9g1 A IR g 99T &9 F AT i Tl 2l
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Create an engaging narrative } 00 R AR

J [Sample Internal Communications Strategy

Achievements should be noted with a minimum of
dry statistical talk. There’s a flip side with this one,
too: Cheesy “X did such a good job with Y’s
shopping experience...” feature stories are eye-rollers.
Did you hear of a store doing a unique recycling
program? Maybe one who has had a waiting list for
every rep for the last three months? That’s the kind
of stuff we’re looking for.

2., UF STHUF FAT TATG: HATE FEIAT GATT F AT H &, T AT FOT T 2 36 Tt 2w % ofq 7 et ofr srfers gt gty =i s
A ITS RO ST T F T U FgTel AT JATE R | A1 B % Surear=i, o srear =iw qg Ay v anfaer w4

o TF FAT FHT TRATIOT T F 0T, o=y a7 a7 a1 S T UF 979F & =9 § U 9o-fEw F =7 § fafq ) ams &
AT Tas § IL9AT, TGt e A1t i qhesriog ¢, ST g@e o grem

o IRV F oI, o7 w7 qhq &, NN F T2 F AT AT H GHA g F 9T, FHRT HH-GAT TF TS 9T T T4 g
g frafeema-sag T2 F asdl feearet w1 qeferg w7 R 2, o gam ared iT gor A8t g1 awa A = F, gue
T TF THER TTEF ML &, AT gH F2 TTeh T aut % 918 o0 T2 g9 e % eqrfy Farferat & e afes &
e AT TgaE FH F47 G 2, T ¢ 6 2w RAfEard F g sty w1t w5 feaw w7 a9 €2 wread #ir?

o AT FISTAT &l TR Feh TH HEAT AT G H3, 3T 376 T 07 10 Fepmerenas qfomme &t fEaer )

IS T
¥ i ALl I

Detail how you'll spread your message } ‘ ‘ |

[ Sample Marketing Communications Strategy

Markets: Alongside the aforementioned Google
and Facebook platforms, Ellington’s will place
voice-consistent ads on Bing, Yahoo!, and Barry’s

J ‘

Discount Ad Emporium.

3. eI & Faru 5 AT T TR A FATUN: IT T BT FUA HE ST ATTR HI9T AT ST Ieg A AT A s, S
HerT, Trerer difzar wewd, difzar =R onfy F an § e arfiw 2

o fofY ot fifear g, SeETd SrEe, drae T Garet onfe i gEtag 1, TS IR T ATF WIS 6 FaLs AT ST
T HH FIAT &, AT AT AT Feed o forw f&foreg ot v wg=ma w21
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part of our revenue plans. Though targeted marketing |
efforts on various men'’s lifestyle sites have been met
with relative success, our new campaign will use the
variety of ad technologies available to get exactly
those customers within our profile, which we hope
will convert them into lifelong customers of our great
company.

A JARY b T ] X T T 1
TR i A f g |
List your resources [— |
J [ Sample Marketing Communications Strategy

[ Online ication is an incr ingly important

4. 3T TETAAT AT LA TATE: ST GHTLAT AT TS FT A Y SIART STINT AT ST FEL-AT T TS FT qHAT F2 % oo w371
THH TRy Fuer § wrenfehy, Swoar sfw arfie g wwd €, T oft S smuhr sraelt Fuet F 9| wger F & wdied siw w9t A
AEFTHAT gRIT| Arer & ARTAT % STTHTAT A7 AT

o ITTEHT FOAT F TS F AT F A1 AT F TRy oft Bew v gy )

Provide a timeline (example) ]

o

The roll-out of the new communication strategy
will start from the 15! April 2017, this is for the
initial advertising (online). It will run for a six

month period with a review in June.

The second step is printed adverts which will go
live on the 1% June 2017.

5. TF HHILET T& F: T FEI-A9T TSI % TEqTad wraeadd H1 f@au 3 JTa1 UF el ST I HL| I & aeie? & &7 F
fafara S=mme e 3 T % TAT 9T & forg wata 'u grear gRfaa w9

o TE, FIT THY gH I UNRASAT H 3@ & forw iy qw e gwar g 5 ge & 7 3@wr 22

AT 3: IfAfes Tt she

) !

Propose methods for e

—— 0 7 T TF
valuating the success of your strategy ]-I?

[ Sample Marketing Communications Strategy

Projected Success : High. Our smaller ventures
into online advertising were all targeted as
well—though less so—and all internal data
indicates those ads have done well. By further
localizing our plan of attack, we should be able to
further expand our online footprint without much

v

trouble.

i
|

1. St TOHTTT it AT 3 GeATha & el a1 YT Fe| AT 5 of7 aeeqon #r d=rer e i ST w7 8, 370 a8 H AR
orrtarer ¢, fSrres afvorme s e aEt 9% T " €, it [
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TR AT AT H¥aAl, s & ITH FIAT AT 2 , AT F2 6 Tg T T2 A1 0F Ao adewr g B st oty o g€ g am
TFA T2 B

o IA TR A UgAT OH ey woretf A sraerdt wRRAfAA F e aAET S gHdT g $ ArT wsd & $faw o e ¥
iRt =1 e 49 &M

TSI RN ]
il sl ) {

Prepare for crisis | l

o

| Potential Problems: As stated above, our biggest

T 7 T T 7
if; [} SR |

[ Sample Marketing Communications Strategy

concerns all revolve around improper/incorrect
branding. Even that, however, is mitigated by the
fact that online media can be changed as needed.
If there is a typo or something else that requires
changing, our online activity team will be able to
locate and fix the problem fairly quickly.

2. Hhe F forT 99T &Y AT §=1E AT % iqT UF Hehe H=1E AT AT F3| Td- FIET AT T TH TOS 1 T |19d 8 ar
AT FT F| HATEAT FASAT FT GGG F2 Foreg ST AT FIF 6 o0 JI T 37T ATAIAIT A7 qRierd v & forw v
TISTAT QT AT AT

TF
/)

J [ Sample Marketing Communications Strategy

Specify your digital strategy ]

Markets: Alongside the afor ti d Google and
Facebook platforms, Ellington’s will place voice-

consistent ads on Bing, Yahoo!, and Barry’s Discount
Ad Emporium. All of these sites match our branding
—or at least give us space to do what we need to make
it work. On top of that, each of them are, as stated
above, hyper-targeted, allowing us to hit existing
customers and people who match our profile while
avoiding most customers who we believe wouldn’t
identify with the brand.

3. et RfSes woriify e % 99 sra dvaa: st TRt T § w2 Rfea < f Faw w3 €, a0 9T g e
Iufeafy gem & oo v fAfery oAy So F7 Fwa 81 39 St i wgE wY Ter ATt sudr St ww A draeawar g
FaHTT TATET 22 FAT Traer HITSAT T TATR ITIET 2T ¥T 2 TWEWwH T¢ 3T F=1 9 TAfemar 347 Irehi * o Ghaer smam

e

o AT AT T HATT T F T TH TEIT FL

T T AT ST he foras it g

TR T TF T T 3T G167 § 2 THT AN 6 G107 T BT F TATUT H290 TIAT FIA H§ HEE HqT ¢ - AqF 32 a1 BT
| A UF AT 0 T G047 § ST A2 @l g o6 T8 & TAF 297 ol T8 47 G971 3
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. To be the leader within |
the market offering

exception prices and
the best service -

————

1. ST Haor T IICATIT Y U T & F qreATOT Ha97 T AU O 39 19+ LTI {ash §=1% ATHATT % 1 9T =18 21 98
Tor ST AT 2, T T TH UF Ble AHAT AT ATRT H I FA 1 T F2| Tg 9 T2 =12 ST o a2 o A ey w241 vy
%% FRafaat & Srr T set U T ST AISTAT 6 HTETH T U H29T R TILATIT F 7 97T it 2l

o UF FAHM A AT qgE FL| T TS F forer v e weadie F a7 = § T2TF qE4! fl 7eg F
o UF HISATHE TRANHT T TH=T 3| THEIT AT AT 3T I8 FATIT THIe7 % a1y #§ qar)

o FHUAT H A AT T AT FTh Ivg Ul ¥ 3T FHATIEAT ST AT 6 (o117 SITHA-ATH AT AR St % wreaw F 399
qA & T 2 sraee a=r w4

o U HISA AT T F TS FL| ATEHT T SH T T Teh F4T ATATE & o0 STThT et 7 F7 3297 2

2., T A(erd TR FT AT FE: T SHT TAT T F FATE FLA B o7 FHATT AT TAF T9TRT BT SHRTE I T SF9AFHAT 2t g1 5
AT T qYE AT T w4 2, a1 a8 Mt w27 % o & o= fFra ey & sraeasar g, uh a9 [ #90) q9 sS=eiierh
STTERTEY, |1 ET SA{hed, 391 AT ATTh Taef, 3T ATTeh HI9T Ive el TATAT 2 2, T 29|

o 3T AAE TOTHT § ATTR TETF Taed ATH 21 EISATTeF, STt =Tt  fAfesr st oy gzat i sfiv ff Foaw =7 &
afeariora Fe T STAeTHAT I AHAT & TAT, WET TIeT ¥ AIF &L F FHATH
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o TR TR H ATH TTeeh, SATIHTATF TRET AT AT STAaT AT F| GTATTR SITARTE AT g7 Tehell &, T ST Bl
TF A= g TRATNT J29r i srarezhar gri

———

Our sales teams must
understand that along with price
our focus is on retaining
customers through exceptional
[ service both during and in after

sales

3. I T F TRATT ¥ FH AT TAF T4 F AT TA=T T TgAT oF AT 99 T39T F a1 § TeAF 90 H7 F97 FAT

TN T IO HATE TISTATG SAETSHAT TR FT A&7 TEAT &, STA(h 7T AN 1 fa=1e o7 =Hage § J@arg @ & oo d@wf=a
o ST 21

Sign Up

It
#free and always wil e,

4. HET ATITAS BT AT 54 GASAT 5 00 S (Aeheq IUered F1 ST 736 AT AeT-3T ASTeATH HT A 7 &, AT FE ot &
52 s e & T AT

o HHTT HTEAW F+ A oo q97F TR THH qrerer HTAT A1 v Ataerrs T ffTAT enfier g1 wwar &, Tt a1 AE F qrx
AR 1 O ra-arae Tere € arfier g aswar g, S e e 3 arer srfdew et 2

o THET oft HiNgET T9TY S fit TRAT FE T FIASTAS-Hgea ol ST % T U ITHias seede & & gl

e YUY Tole FI @I AT MTF I AT HATX AT % (T TH Grey aoie g, a1 SH 37T "qierer HaT & g g9ret
HTLAHT AT TN 2 ¥ 3= F31 AfT ArTeh 9 927 a5te €, a7 A9 I o7 fFaedt &7 IUIE w9 & qfas q@9w g,
S YT i Tehfase s, v et a9 e, 71 e

o TUF 3T & foIU FF AIecde FT ITAN Fed I A= F:| AfE 07 =8 FAFHer =07 § O F2d &, a7 AN SR F aga<
T | AT FA 2
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5. UF THT HAT FAM0: T TT F2 % T TH H2T HT TZAT X T GTAT F30 37 T AT TGIAT 6 T 3T TH HT FIAT FA
TR STEEEAFT Bl Ag G99 6 78 q97 HWT a9l g A ATy ST+ T HH1 AT 7 AR FF o e genterd we it
AFLTFAT BT THAT B

o THITT U A FE FF o AT a1 sTo g9t i Ag Haor AT ATE 21 AT Ire Ha9T A THIT ST 3H
AT =T § I H AEE FT 2

o ugamMEl o aftade 8§ U et whram ot % fErsarr siw wrf va-fae 98 awein sty gy S8 § Terder
N ST AR AT YT HZ9T T TATITIONT H o (o7 Ty 97 3|

6. Fr=dF ITH T F TEHT BT TGATH: T TR FFAHAT TERAT F Z27T IS Tgeaql gl AT a8 qRTET FT 918 &
5 ST HRer T w9 & 9T 27 T 2 ST FE TAqaEgHr A2t 2l o7 7 o T Arga @ 5 saent @er wAreh g A T8

7. THF I wY: a Gt ot F A U AT TS FATT AT HT WHIET TATE FIA F A5 AT ATTH G JA T T
STETAT H I FIA F I17, TH CRET TH AT ZTT 9910 SR T8 AqETad A T AEeAwAar gl, S S g AT 918 F g€
TRARaT i qeAmEt F7 T w2, T 99 9% 6 T e I W@ 9 % AT wre UEr T T e ST s v g7 awie
e 2
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COMMUNICATIONS

« PLAN

ABC Ltd.

8. Torfifaes H=Te AT i ANy R FwEETRET o A AR s Sredarfet |1t gw a6 e v G s srger $9 e fer e
72T 31 T gRfaa we % o sraeft Temr 1 arnta w1 F a8 sareEt 2

T Hohe G JISHT &l v o

ST ST EST UL HIS Hohe ST g, q1 AT STAAT AT {36 STaT o 977 8 Fa18 o 1w sfw i = Seert |rar 7 sl waq
ST 7 FYTTE AT feraaeerar efiw Rowar % forg swoehr wfasy 1 96 eres 9 § TWTET F2 T 21 g7 STFATal il a0 & 7
T FHERTHF TATT T2qT €| TSI, UF Hohe HATE AT Hgea QW 21 7 AT 7, o7 78 e 2 "q g 6 g & sie & fiftar
T I AT ST 3799 TqE Fat=a &=t £ oft ag=m #a & g o dver doh w2 & sraeasar gem G s Rafy &
TR HETAAT T F oy, AT A 3 3N A - Y| UF "o A FITAT a9 HETE 2T @ S ST T 2y, Ao )
T =7 & srree #4)

AT 1: AT TR FT AT e

1. ZISTAT T OHIET GO F2 & 70 U 9 Tagl F3: AT IT AN AT Tga1T F 6 o7 HAT FEAT AMRY S a6y Fohe H=1C
T § 9 AR T T T AT TR TEATT FT A, T 3w TTAT Fohe HHTT FISTHT T HEHIET TITE HA H omier g % oo w21 7
o o= w

o T fRHT T Hehe YA FT IS AT 22 AT VAT &, qT AT 9793 AT & 6 7 ==RE qarr A
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o TAT AT TISA | FIE Tge & g1 THIT H ST ST 82 4T T A<k goAaredq g2 Al i, q¥ v ol dhe 7 § g1
TR

2., IS o IZLT Tl TTL F¥: AT AL T, ATTHT IL9T ATTh TS H Ieqel g arer Fheft o wehe =1 =rear € st & aaea7 & oo
o fder 3T SR TEATAS Y QEATT H UF IZLT AT ATIHA o, AT ATSIAT o AT 3297 T I Fr g

o AT ATYT 9% HHAT 7, "q AT Fuet % ofiae #= & forw fRemfader sardt 2, 8w 9 & S=ar7 ofiv gar= fifeqw F
forw, dee it fRufa &, = s fufa §, S 98 ST 9= AT T g gl

ﬁ Spokesperson "Q
i s % !
=3 o g& & Assistant to the spokesperson
§ a Command center coordinator
e & Phone bank workers
Tecs 1 A% #( Media coverage collector
g
e )_i Press release and speech writer
- ‘| Scenario planner

3. AT Tehe HATC AW T TEATT FE STTRT AT F ZT TR T % T FT G 6 0 FE STORT-5060T ARM T AraeawmaT g
T AT ST AT AT AT TEATH AT 8, AT SATRT It Srevartat i qivarfor war ariew) gt ¢ & S @wa g1 saar 59
AT g sy Faa: Ferferfera et v wea % oo o i sraregerar grf:

o JAHT| g SAH Hael qgt BT ATRT ST HZFT F 7 e 2
o JAHT F HETHFI

o FHIET HaX qHTF| 7 ATE e i Tl TR w7 qweaT F3aT 81 UF DI gk H, T TA<H BT TRdT g1 STATTH, 92
Thet o FReEft T aeaae % = § QI a4 F FT A A AFLTRAT S0

o TYH TAF I F (o1 G| AR T HOoh e % forg 2 =af< & 719 #7917 3
o I & FHT| T FICT HT AT T Thd g 3N 9T T TFLE TR TS FT TR 2

o AT FaiST FerFe| Tg AE AN IT, TG | Y T I FAT o THT Fa<st 1 THgT FY THaT g
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4. T F fF AT UF TAHT FT ATH FH G0 TG TG Tged ol AT gl Ivg TeATd F TAL AT T AT T THm=1E M7 %
T HE TS FLAT ATRTN Fehe F AT T TATH Fae TFhal gl

FeRfoT® = H, AT Hehe HAT AMAT § TFH TG 6 T F T 31 ST & for, s M= daei & Tqg 7 919 T
T & EIATTR, ATHT A THH FAT AN 3 6 =A< T Hehe & I T =T AR 1 &l Tt 2l

o T IO HIFAT Wl & THE AT I ARE T IF T & ST TAHT 6 & § HTF FHI

a1 2: fRofr /47 fF ora F9 dare F4T

Constituencies

UL UL J_JJJJ

1. giea w2 & oo Fat=e o= i g=h 970 yors @ & 9| T [ ot gy € S arr garg w7 f sraersdar g 2
ATTE AT T F AT q¥ T3 ZRMT oW 91T T, ToAF §1ed - d19 T 31 gfees g &, [reg e % < d918 AT JA1e,

BT Tt HAT e raard u¥ (49w wft Fefertaa aqan Fat=a o=t o fEmw #+1

FEATRAT ST FH=TAT 7 & qugt § su-frarf of #2 a6 €)1 sargoor F fore, qisfers sd=iat 1 frerest §
ST THTE ZIA T SATA9TFAT 2T Tt B

garTe Hifemm 5 g fifear sreE qdwt aF agEdr §, THi o7 39 uE At o7 F w9 H arfie FAr A
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o ITEH, ATFHE Al ST ATTH ITATET AT TATAT T STANT FaT 21 ATS AT U Freafazmears §, 97 7 arwh 21 2

o Tea T & qTe fRug
o TTHRT ATERTET AT FaTHF|

o I AT o177 AT (X 3T UF =917 )

2. fat=e &=t F o doF SR S F AT A F AR qU% 6 e F O @Sy @ FAT A1ed g, T o0F 37
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