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Dear Sir/ Madam, %% )64/ 4 15 To whom it may concern
(especially AmE ) #UH#:  (FRiJEEAXIE ) Dear M/ Ms
Jones, EHLAYEICA//INME, Dear Dr Smith, EZHY L2571
T WE: TOAEAWFES . H/MASZ BRI L A&
M, PR ARANRIIE Il A5 0S 1 o
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1.I am writing to make a reservation/ to apply for the position of*--
/ to confirm my booking/ to ask for further information about - FRERE
SEN T T - IR AR T T AR IR DGy E— 25
HEL-++o 2.1 am writing with regard to the sale of **+/ to the complaint you
made on 29th Februaryf 5 Y2 5C T AU B 1§ 00L/2H 29 H Ak d th
UECaligs
(=) iERAmREE
3, Could you please let me know if you can attend -+- / if you are
available for a meeting on 12th December? VREEHIFIRIRZ A RES:
Jin e RS ARRIZ A2 12 H Y2507 4.1 would appreciate it
if you could please send me a brochure/ if you could please reply within
two days AR GERE T 25— A/ DIFFAURERETEPIR N AL, T
LN IEF 38
(79 ) FRAERE B2 5 B
5.We are happy to let you know that your article has been selected
for publication. F A AR =5 243 A, B0 SCR O ke thhi, 6.1
am glad to inform you that we will be holding our annual conference in
Brussels on 20 September 2018 FAR = 4w F0 4, FRATKEF2019
49 H 20 H AT & 2R 2 TRRATIAE S . 7. We regret to inform you
that the show has been cancelled due to bad weather conditions. FA/ T35
BRI, T RACES, IR 1.
() #ifp
8.1 am writing to express my dissatisfaction with** / to complain
about- TG A T AT - MR LA
say that [ was not completely satisfied with the room you provided us.fR
I, FRATORAT TR ALY 3 ] AN R 22
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10.We would like to apologize for any inconvenience caused. X} J*

o 9.1 regret to

* 406

3 AN, FRATIARSRIKEE . 11.Please accept our apologies for
the delay. X[ FAERR, THHEZIRATHE . 12.Please let us know what
we can do to compensate you for the damages caused. it i FATHIE,
TRATREMA 2 R 2 R38R 5 2K
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13.1 am attaching my CV for your consideration. FFH{E [t 1K)
fa 2%
Bifi AL - /MBFTF-. 15.Please see the statement attached 2 5 Tt
7, 16.Please find attached the file you requested 35} [ A3 EsK

14.I am sending you the brochure as an attachment. 3%

B304, 17.1 am afraid T cannot open the file you have sent me 24113
AREFT IR TR S

() g5l

18.1 look forward to hearing from you JeITFEREY TS, 19.1
look forward to hearing when you are planning to visit our town FEHH T
BRI ) FAT B Il 45

(Ju) g5

Yours faithfully, #URSIA (CHARTFLG ToEER AL
4, ) 5 Yours sincerely, $RERM (MRLIZTIH GG, GIOEE

BF 21 ) 5 Sincerely Yours, (AmE) i# |, (%) ;
Sincerely, (AmE) Ep, (ZERX) 5 Yours Truly, (AmE) il
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Fro m: “FA” B MUATAEE” o SAU do not, they cannot,
MASEAE S (W] don't or they can’t.
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