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Intreduction

Components of Envelopes
a.Part of Envelopes
b.Style in Business Letters
¢.Part of Business Letters
d.E-mail.Fax.,.and Memo
Introduction Letters
a.New Company
h.Reminding

¢ New Address

Letters of Inquiry and Offer
a.Room Rates
b.Consignment

c.Event Arranger =1..
Reservation

a.Hotel Ruom

b.Airline Ticket

c.Holiday

Collection

a. Invoicing

b.Deposit

Chang and Cancellation

a.Hotel Reservation
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b.Holiday

Letter of Complaint

Joint Venture

a.appointment

b.minut or meeting

<. Memorandum of Agreement
d. Invitation ofr Sponsorship

Application Letter, Resignation
and Recommendation
a, Covering Letter

b. (CV)
¢.Resignation
d.Recommendation
Business Report
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