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e Hello to whom this may concern. My name is (blank), and | have a question pertaining to my work

schedule.
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e Hello to whom this may concern. My name is (blank), and | have a question pertaining to my work
schedule.

e Good morning/afternoon, my name is (blank), and I am working the morning/night shift in the
(blank) department. | have several questions in regards to my work schedule and would like to set
up a meeting to address the issue.

e Dear Mr. or Mrs. (blank)

e Dear (blank).
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(Closing of the Letter) bl o,le ®

(Signature) Lasl ®


https://blog.faradars.org/%d8%b1%d8%b2%d9%88%d9%85%d9%87-%da%86%db%8c%d8%b3%d8%aa-%d9%88-%d8%b4%d8%a7%d9%85%d9%84-%da%86%d9%87-%d9%85%d9%88%d8%a7%d8%b1%d8%af%db%8c-%d8%a7%d8%b3%d8%aa/
https://blog.faradars.org/%d8%b1%d8%b2%d9%88%d9%85%d9%87-%da%86%db%8c%d8%b3%d8%aa-%d9%88-%d8%b4%d8%a7%d9%85%d9%84-%da%86%d9%87-%d9%85%d9%88%d8%a7%d8%b1%d8%af%db%8c-%d8%a7%d8%b3%d8%aa/

C Sl ol dalsl jo 55 T dez 50T Az g ey el diges S 4

2468 Oceanside Drive
Ocean City NJ 08226
November 22, 2020

Mr. Lawrence Jefferson
Community Outreach Liaison
Oceanic Aquatics and Associates

369 Atlantic Ave.
Ocean City NJ 08226

Dear Mr. Jefferson

On behalf of The Will to Serve Youth and Young Adults Outreach Program, we would like to extend a
warm thank you for your financial contribution as well as assistance in helping our program provide the
assistance and resources our youth and young adults need to get the appropriate training and skills

development experience needed to successfully obtain stable employment.

We are inviting you to join us as we celebrate our 10 years of successful community service. We would
love for you to be our guest speaker as well as receive the “Supporter of the Year Award” as we
acknowledge your organization for its wonderful contribution to our high success rate this year. To show
our appreciation, our youth and young adults have put together a special skit they would like to perform
for your organization as well as made a special appreciation plague which they would like to present to

you on this day.

It will be held Saturday, December 12th at 6:30 pm. Please contact us at (510) 236-9876 if you can attend.
We will provide further information during your call. We look forward to celebrating our 10th anniversary

with you. Have a wonderful day.
Respectfully Yours,

Tammy Wilson Co-founder
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Sender’s Address
2468 Oceanside Drive
Ocean City NJ 08226
Date
November 22, 2020
Receiver’s Address
Mr. Lawrence Jefferson
Community Outreach Liaison
Oceanic Aquatics and Associates
369 Atlantic Ave.
Ocean City NJ 08226
Greetings
Dear Mr. Jefferson
Subject

On behalf of The Will to Serve Youth and Young Adults Outreach Program, we would like to extend a
warm thank you for your financial contribution as well as assistance in helping our program provide the
assistance and resources our youth and young adults need to get the appropriate training and skills

development experience needed to successfully obtain stable employment.
Body

We are inviting you to join us as we celebrate our 10 years of successful community service. We would

love for you to be our guest speaker as well as receive the “Supporter of the Year Award” as we



acknowledge your organization for its wonderful contribution to our high success rate this year. To show
our appreciation, our youth and young adults have put together a special skit they would like to perform
for your organization as well as made a special appreciation plaque which they would like to present to

you on this day.

It will be held Saturday, December 12th at 6:30 pm. Please contact us at (510) 236-9876 if you can attend.
We will provide further information during your call. We look forward to celebrating our 10th

anniversary with you. Have a wonderful day.
Closing of the Letter

Respectfully Yours,

Signature

Tammy Wilson Co-founder
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(Sales Letter) ug,5 asl -
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Dear Mr. Smith,
Dear Ms. Mackenzie,
Dear Frederick Hanson:
Dear Editor-in-Chief:

Dear Valued Customer
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Dear Sir or Madam:
Dear Madam

Dear Sir,

Dear Sirs

Gentlemen:
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Written Letter Format
Your Contact Information
Name
Address
City, State Zip Code
Phone Number
Email Address
Date
Recipient Contact Information
Name
Title
Company
Address
City, State Zip Code



Greeting
Dear Mr. /Ms. Last Name,

Body of Letter

Paragraph 1: State the reason you are writing, for example, you are asking for something
or sharing a piece of information.

Paragraph 2: Provide details about your request or the information you’re sharing.

Paragraph 3: If necessary, include additional information on the purpose of your letter.

Paragraph 4: Thank the reader for considering your request, and ask for a response to your
letter.

Closing
Best regards,
Signature
Handwritten signature
Typed Signature

Your typed name
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Nicole Thomas

35 Chestnut Street

Dell Village, Wisconsin 54101

555-555-5555

nicole@thomas. com

September 5, 2022

Jason Andrews

Manager

LMK Company

\F



53 Oak Avenue, Ste 5
Dell Village, Wisconsin 54101

Dear Mr. Andrews,

I’m writing to resign from my position as customer service representative, effective September 16,

2022.

I’ve recently decided to go back to school, and my program starts in late September. I’'m tendering my

resignation now so that I can be as helpful as possible to you during the transition.

I’ve truly enjoyed my time working with you and everyone else on our team at LMK. It’s rare to find
a customer service role that offers as much opportunity to grow and learn, and perhaps more rare to

find such a positive, inspiring team of people to grow and learn with.

I’m particularly grateful for your guidance while I was considering furthering my education. Your

support has meant so much to me.
Please let me know if there’s anything I can do to help you find and train my replacement.
Thanks and best wishes,
Signature (hard copy letter)
Nicole Thomas
o) 4ol doz
ooleg Jo5s
YO o leds wbicns oLLs
OF YY) il g ¢ Jo 0uSa
555-555-5555
nicole@thomas. com

VoYY el



59538 (g

).1».\;0

LMK =S,

Ste 5 OY sl Lls

OF YY) il g ¢ Jo 0uSao

258 53,1 Bl

e gise VY peliw VE 1ol i jgal sanled (laie 095 o 5 Laniul (5 e

1) 095 slaxial 9551 (o 3980 £958 malives Sl 5l cn aalip g 00,5 0 olR2iS & 0335 s 13l 0
oS S L 4 5l - b Uil Jsb 40wl b oS o 451,

g3l Olsie |y G8E lge Oy pop SU LMK 53 plapss 53 sL3l plo g Lot b S ol 51 Wdly o
5 Sede S8l pod i g Wl g s ] 620k 5 0B, Ces B ojlal les a4y aS o5 gy oLy
05 Iy x50k 5 o) sln el

Aot ]l @l Loy oo 0,155 wlow pogr Juazs asldl ;S8 4 a5 Sloj j0 Lads olesal) 5losg jsbo 4 (e
. 09.3

003 O (e 4 i ligon o Cannd 51 ) 3Rl S5 B39l 5 5055 I sl 51 il

ooy e 593,09 ;545 b

Lo

oleg JsSo



(o ) o 4ol
o)yt aoli o3

o 4 el ol ot Cble 5 ouiangs plos Carms (013 LS (ln camlin (9,5 L Ysase gom) e slaaals
oyl g dlaans LS slacdls L ((Solgls pb gloas pb 5l colawl «Dear Tom,» asle) glo,le (Jdo
L i ol 5l a4 0lS EE8 i o0 00358 50,5 Ol (gl basl ol glal jo 1y «Hi Jane,» aile

3900 25 0)lge Jalis Yoase (50 L goum i s S (S L5l 35 JoF g ceadle

odiiw b ol by -
ael gl 2B -
Os»)j U"")QT -

el g9yt g o -

al o -

GrSas -

odiw,d glasl -
o) e 4ol Elgil

139 00 4Ll 25 0)lge (Sl Ygors gy peé sl -
Slotes 4 Sy Sy (535 Sges -

005 Plyyie -

Sl 00,5 S oS (JulBge Slp Cawgs & (PUS SG S -
o I SaS culg o -

Ay Sy -

w9se plye 0 (05 Dged -

Sy oBIL Glwgs J G -

Sloya8 g Sis ael -


https://blog.faradars.org/%DA%A9%D8%A7%D8%B1%D8%A8%D8%B1%D8%AF-%D9%88%DB%8C%D8%B1%DA%AF%D9%88%D9%84-%D8%AF%D8%B1-%D8%B2%D8%A8%D8%A7%D9%86-%D8%A7%D9%86%DA%AF%D9%84%DB%8C%D8%B3%DB%8C/
https://blog.faradars.org/%DA%A9%D8%A7%D8%B1%D8%A8%D8%B1%D8%AF-%D9%88%DB%8C%D8%B1%DA%AF%D9%88%D9%84-%D8%AF%D8%B1-%D8%B2%D8%A8%D8%A7%D9%86-%D8%A7%D9%86%DA%AF%D9%84%DB%8C%D8%B3%DB%8C/

o) 2 (eSS ()5 Aol Jgol 53 e OIS

OB 5ls 9 by yemws 5l g oy le Jlaiae |, alls ‘_,,.15)&;»1..» aS eyl 5 ogdle D9l 50 dnogi o gomwy uE Aol ilied [al.i:.a
A Coley 58l g e DS S e ool owlis

28l oy et ol S S degin |y 955 oS Guyol g ol -

S el Sy (oSG 1) 095 sl -

Aed Colud 5l gl Glael b olgs,de 4ol piigs oy ST ofga S ol puwlin gloands -
2 oo dail |y ael 5 slo le b ¢ gom) e sloasl jo -

Yours affectionately -

With love -

All the best -

Take care
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[Address of the Sender]
Date:
Dear (name of person)
Body of the letter:

Paragraph 1: Ask for the well-being of the person
Paragraph 2: The main reason to write the letter
Paragraph 3: Conclusion and end of the letter
Yours lovingly,

Name of sender
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3 AK Street
Pitampura
Delhi
12th September 2020
Dear John,

Hope you are safe and protected. It’s been a long time since we last met. | have been quite busy recently.

| had a day off from work today and so decided to write a letter to you asking about you and your family.

I am fine here. | have recently started learning French and have completed few modules. Next week |
am having the last exam and will be soon graduating. | also started cooking due to the lockdown and
will be attaching few pictures of the dishes I learned to cook. Mom and dad are fine and they quite often

miss you.

How are uncle and aunty doing? | remember you had your exams last time we had a conversation. Are
the results out? What next are you planning to do? I will be waiting for your reply. Please take care of

yourself and uncle, aunty.
Lots of Love

Angela
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I'm sorry about. . .
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| am sorry that. . .
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I'm very sorry about. . .
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I'm very sorry for. . .
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Please forgive me for. . .
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I'd like to apologize for. . .
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Please accept my apologies.
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Please accept my sincere apologies.
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I'd be grateful if you could. . .
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I would be grateful if you could. . .
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I would appreciate it if you could. . .

¢ L) el (Soe Could you please. . .
SRVELIPN OX PSSR PEIPG W) PES I was wondering of you could help me.
P Y ) I would like to know. . .

SleMbl cél,o o

By, 5 4 el xig o Sledbl cdl o glp 4 asS saslin |, Sl § bbosle 0ilgi oo p) Jeaz o

. Mﬁo)b)dbwys‘o‘)dﬁbd|w

I am writing to enquire about. . .

| am writing to find out about. . .
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What | am looking for is. . .
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| would like to know about/if. . .
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I look forward to seeing you.

I look forward to hearing from you.
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I look forward to meeting you.
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I'm writing to express my dissatisfaction with. . .
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I'm writing to express my annoyance with. . .

I am not happy about. . .
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... was very disappointing.
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Please give my best regards to your family.

1 g5l o e 45 96 (B2 g penen 4 Lk
el plasly

Please pass on my best wishes to your wife and
children.
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Please give my regards to your parents.
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I was delighted to hear that. . .
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I was very happy to learn that. . .
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I was thrilled to find out that. . .
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I was glad to hear that. . .

... Wwas very enjoyable.
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| was sorry to hear about. . .
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| am writing to express my concern about. . .

& e ools

....Mo@ﬁéwgddljwh

I regret to inform you that. . . (semi-formal)
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| am sorry to tell you that. . . (informal)
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| am afraid | have some bad news. (informal)
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| am pleased to inform you that. . . (semi-formal)
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| am delighted to tell you that. . . (informal)
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| thought you might like to know that. . .
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This is because. . .
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This is because of. . .
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This is due to. . . (formal)

This is as a result of. . . (formal)

This is as a result of. . . (formal)
This is owing to. . . (formal)
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e Thanks.
S AP Thank you.
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C S S bl gl I can't thank you enough.
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There are many different kinds of animals that live in China. Tigers and leopards are animals that live in
China's forests in the north. In the jungles, monkeys swing in the trees, and elephants walk through the
brush. The cities in China are filled with millions of people. There are camels in the deserts in China that

people use for transportation. Lots of different kinds of animals make their home in China.
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We regret to inform you...
It is with great sadness that we...

After careful consideration we have decided...
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I look forward to...
Please respond at your earliest convenience.
I should also remind you that the next board meeting is on February 5th.
For further details...

If you require more information...
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Thank you for taking this into consideration.
| appreciate any feedback you may have.
Enclosed you will find...

Feel free to contact me by phone or email.
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It’s been almost ten years since I first ran for political office. | was thirty-five at the time, four years out
of law school, recently married, and generally impatient with life. A seat in the Illinois legislature had
opened up, and several friends suggested that I run, thinking that my work as a civil rights lawyer and
contacts from my days as a community organizer would make me a viable candidate. After discussing it
with my wife, | entered the race and proceeded to do what every first-time candidate does: | talked to
anyone who would listen. | went to block club meetings and church socials, beauty shops and
barbershops. If two guys were standing on a corner, | would cross the street to hand them campaign

literature. And everywhere I went, I’d get some version of the same two questions.
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The lights grow brighter as the earth lurches away from the sun, and now the orchestra is playing yellow
cocktail music, and the opera of voices pitches a key higher. Laughter is easier minute by minute, spilled
with prodigality, tipped out at a cheerful word. The groups change more swiftly, swell with new arrivals,

dissolve and form in the same breath; already there are wanderers, confident girls who weave here and

there among the stouter and more stable, become from a sharp, joyous moment the center of a group, and
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then, excited with triumph, glide on through the sea-change of faces and voices and color under the

constantly changing light.
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All toilet flush tanks work about the same. When the toilet is flushed, the trip handle lifts the tank ball,
opening the outlet and letting water flow into the bowl. When the tank is nearly empty, the ball falls back
in place over the outlet. The float falls with the water level, opening the water-supply inlet valve just as
the outlet is closed, and the tank is refilled through the filler tube. Water also flows through the bowl
refill tube into the overflow pipe to replenish trap-sealing water. As the water level in the tank nears the

top of the overflow pipe, the float closes the inlet valve, completing the cycle.
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Immigration contributes to the overall health of the American economy. Despite recent concerns related
to the costs created by illegal and some legal immigration to the United States, this country has largely
benefited from the skills, talents, and ambition that immigrants bring with them. American businesses
gain from a good source of affordable labor, while towns and cities are revitalized by immigrant families
who strengthen communities through civic participation and the generation of new economic activity.
The United States must continue to welcome new arrivals and help those who are already here; otherwise,
the country will lose the advantages it has over other industrialized countries who compete against us in

the global marketplace and seek to recruit from a vast pool of unskilled and skilled global workers.
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- Yours truly,

- Yours sincerely,
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- Sincerely,

- Sincerely yours
- Thank you,

- Best wishes

- All the best,

- Best of luck

- Warm regards,
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