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Q) cakue (Letter)
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Tasanizetrafislugouranis Wesniaudaauwandunanis  agldidu
wihdemeusnvieflumideiifsseruszudaeadng vaberaflugaumanisiu
AUTIINIT WU2seNTUUML28enTY TeTsrd1afusTnIsiuniaganu
wngu e lnindisuasmunendingeiiesdssnoudail

@ noduoaddananune (Sender's Address) Ko
Raddinsumaundu (Return Address)
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Ao fiegueslisuaanany Fellongiouliyas winsyae dmiy
sduuumsdsudnlddusuuuien (Block Stig tlunR@aulidausnuemnussiia

AT UNHRA

o) % Luca Media International Lid.
Wittelsbacherplatz 2

80333 Munich
Germany

Wdsuiunreanfegresasaanuie lasdulivisniieggasaamuny

@ Hun (Date)

1 Ussvim ﬁ'\mm@ﬂuiuﬁ"lﬁﬁquuué’anqﬂ (British English) WaslULBLMIIU (American
English)
asBauiun )
British English - 7% tHaw 1
e 5" May 2015
American English - tAaw T 1
wiw May 5" 2015
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© BonasnioguoagSurnnung (Inside Address)

dAndipulinndreuy daainduivesaanineasn sUuuums@euld duuoy

uden (Block Style) wileuiuegrewianauuie lunsainiiandeauiisdisuaavang
= W W ar ' = ' I == e o ] = '

ldtia Wasulivssviausnieuney wilunsdiliidnde TW@sumunianuun

iy The Sales Manager {%ﬁmmsﬂwmﬂ]. The Director of Human Resources

geruasnisthaninensumaaa) tusu

The Director of Human Resources
LSC Group Ltd.

722 Fifth Avenue \ f\

New York, NY 10022

USA

atnaudourAninniinta (Courtesy Titles) nauaz@inufapufignidou
apnutaluia Tny

Mip= s Tfuwmidntegy
s Tdimintegwdafiuaasuudn
Miss_____ i udadedudsfidaluwdsanu
W s v yuwd d v oo a a = T
Meiortats Tamilalavatagndafiuasunaauazdaldlews 19

nlflunsdisalyduladaruiisndoulUfaud sanunsads
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) |

Andmintad souluBemumimnaeitanas daumieitnie asaasuiaun
fiag Ly

Professor (Prof.)______ Aaans1ansd (d.)

Assistant Professor [Asst. Prof.)_______ Hriaumnansianse (ue.)

Associate Professor (Assoc. Prof.)____ __ F09ANRAT1AN5E (A.)

Doctar (D )| EEEEr untunng (uw.)

Capialni(EapD, | e Faulen (9.9.)

colonel {Col.) _______ wuten (w.eh r\

General {(Gen.) _______ waran (v

4] ﬁq'ﬁuﬁuqmﬂd alutafi§n)

Ae AR e fuapuang azdauldmudisremseane dasn

- [ T Srar 3 o . | : ' '
Fefiegueiuaaunny W9 Dear UwmthTe 1w Dear Mr. Jones, usiminlinsiy
= wrad = = o X ow oo &
Fevpuniirndisulle Tildarauausial

Dear Sir, Wallsutawe

. a4 a & a

Dear Sirs, \adiBudaTem

Dear Madam, WadiButanda

Dear Sir or Madam,  dalinswdauneidisuiafudmdamTedoe

® a o i ] ar o o ai W &

aniuaTaaumssaney Naglaasinandadesainldfluniraiuduasmnung
wuy British English lflATeanane comma (,) @auluy American English 14 colons (:)
ludaausnn
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@ lornianune (Body of Letter)

& & o & ar o e o a 5 o e a al

An WeninTearrvdidgresaanineiiioy Tadeiduasuisddniaaes
apuang inrziunirdenrusendrailsunaziiuanuang aulnfivas azuia
& = & u & | =t = ' o4 W W
Wenteenflumeuw 1 tRelddaauuaniitladie Faeraiinanndiuiladendafilad
wamanmanoaimnrowtalalu g dau laun

n T R T A P ' o w = w I
Opening udguintadngilodes vy wunda wievendaglsras
1DIRANUE
Action dudquefuiavisuenmuazibun

o e

afiqatnsanvanefusay (Letter Oqefe?&l

It is my pleasure to write this letter of
reference for Miss Joanna Homer.

wﬂmwﬁﬂﬁuﬁﬁ%ﬁ,m £17%
aulauauun lawer!

Miss Homer was a student intern at Luca Media
International Ltd. from April to July 2014. As an
intern, Miss Homer was responsible for writing
and editing content for our daily radio script.

: . o 7
Closing L‘flumua‘z‘dt?ﬂwmuanmwﬂ%uamm

+¢ Opening

She also assisted in artist interviews and on the
production of our radio program. In all of these
tasks, she was efficient, punctual, and detail-
oriented. | was highly impressed with her creative
attitude and her ability.

A A
w = A o e C Rl o

pudlawefidudnfnmilnnuiiniim gin fFe Suwes-

wiluua 41110 AWFAG OIS UANTNABUNTNYIAN

s ' . ¢ -
2557 lushumisAninau Aulaweiimihnivdateuly
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Q Fnaurine (C nfery Close)

4 a W v e o - ) o

LHBMHUAARHIEIULRT Iﬂﬂ\ﬂlﬁ'lﬁ\“"l']Elﬁﬂ““"lﬂLﬂuﬂ'l?ﬂ']ﬁ']l’dﬂ']u TFIEI“'JUL'IJ
o o T T ) o ' VA A
Fl"lﬂ\'l'ﬁ"lﬂﬁlﬂ“&l"lf_lNﬂi'.lﬂﬂﬁ““ﬂ’lﬂuﬂﬂﬁ’l\!ﬂui&]“’muﬁ umﬁmﬂ‘ffumnmmu AU

wInasavanIud uda. .
Dear Sir, Araavinupasld Yours faithfully,
Dear Sirs, HAHMHIBT 1BLAAIARINT LTS
Dear Madam, M lunsdiffunanisuazg e

-

Dear Sir or Madam, laifandedfusanuny
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T - | '
wWinaariIvIUAUAtIaAl U

Dear Mr. Griffin, AmavinemeTld  Yours sincerely,
Dear Mrs. Allen, dAanunaiedn 1auanaadeiune
Dear Ms. Taylor, vredueaaTw M lunrdingaey

-

¥ - e
IAnIagTUInnaY

WIS WA S LR NN LR IAUTIA e UT aTinauaAse a13TaldAta9i e,

Best wishes, danuuanngn AauaaHlssouns

Yours truly, wresuanaaTw Ilunroingaey
e = B

Truly yours, FANLATAUN Tu

N\
e- auul (Signature)

st

unisssarsduge e ggusAghng uanalvislandugdeusamanuiu
daanAtraviaziiugeliy dedgnaziduteuinanafussaauazsiiuma

&L
Brian Jersey

Manager
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(1298i1330HUIY

n Luca Media International Lid.
Wittelsbacherplatz 2
80333 Munich
Germany

a 5" May 2015

The Director of Human Resources B
LSC Group Lid.
722 Fifth Avenue

New York, NY 10022
USA

Dear Sir or Madam, n \ m

v It is my pleasure to write this letter e for Miss Joanna Homer.
Opening

P Miss Homer was a studenf j t Luca Media International Ltd.

Acton from April to July@ 201" ini€rn, Miss Homer was responsible

for writing anﬂZiti g co t for our daily radio script. She also

assisted in arji views and on the production of our radio

program. In hese tasks. she was efficient, punctual, and

detail-oriented. | s highly impressed with her creative attitude
and her ability.

g | recommend Miss Homer for any position for which you may be

Closing p 2
considering her.

Please do not hesitate to contact me if you have any questions.

Yours faithfully, B
Brin
Brian Jersey
Manager
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urlndurainAnea Facsimile viudady @ud dulea

91 Fax @xnsoldduaiuis (Noun) veeAIngen (Verb) file i
vt uaiuig (Noun)
| sent you a fax this morning.
auaaunnd litgoudevint
= | s =
vimthndluainiea (Verb)

| will fax our clients as soon as | have the information.
duazunndmgnAseanansiuing 19
nasasuvind ddssloadlunisinm fan1rAaMTeese Tealaniy

agadadediuarlidewa (Email) uges

UnmwnTeununilrzneudu

ATUIUNIN

ﬁnwmzmaquﬂnwm'@ﬂ Tluuuwensaiueenly uiesdlszneu

apauvindaziniauny A

o ﬁ:aE‘J:tJa\][.jdd (Sender's Address)

Ao fieguaaufividwuing arunsoonldvugrueisesniinssae wienn
nanantinssaedls

Y Grove Miller

FAX
$ International

“§7 Company

145 Broadway

Redwood Gity, CA
Telephone: (650) 368-7354
Facsimile: (650) 368-7560

B ]
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Grove Miller
InternatioQGI Company

145 Broadway ¢ Redwood City, CA
Telephone: (650) 368-7354 « Facsimile: (650) 368-7560

Fuigauvind uardaruauntnoeauving 2
GRGE = To ) %i f!Jn'rfer Bozarth

@ riund (Heading)
= = ;. @ e & W o |
uamstanmafldeaauing ﬂnnaum\gwu %i wefurind WelEeg

anlas B Mo Michael Adams

[ Aoy
| onleog
. Fax N6 (655) 778-5888
. Subjec Request for replacement of damaged
order No. 956
= Date 12" June 2014
=No. of pages 1
b |

© dorund (Content)

- & = o ar - = W W .

Ae demviearssardyrssunng azuanesvasiBunresdayanseiy
& | 1 e &
WHEMITRI9AVHIY LANAIIRINAANNILATIN A M luundssdu asaldmnsann
waEnTEfUNIIaanNIe

- ¢ ae L ¢ o iegh v oA Wl LY
TunsdisuurndasiiAaudunieladfifils (deswanladfinnsreyliudslu
. T o | = wr ' Yoo
viauvindinasudslidniudeanatedidn
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=

On 8" June 2014 | placed an order number 856 for a Ganon EOS 5D Mark Iil, and
this was delivered to me on 11" June 2014. | have discovered that the camera
was damaged during delivery.

| would appreciate it if you would arrange for the replacement of the damaged item
and advise me how you wish to handle the return of broken merchandise.

uuldsduntsdsfondosuauuausu EOS 5D Mark Il luds¥odudianii 956 Tuluit

8 fgurou 2557 wayld Yududndiaduit 11 Dguisu 25 inunuindesitdsndy

Waaudswisluvusdndidua \

unvgdnvvdaduedsBannquosngund s@ulginTuu®inaunu fudindeuely

sazlUsafivuzinqassasd aglinudansiu wizoddls

(S
(4 a":un”wt;a@’a' %}
Ao daullavines afidaninevielailfld leevaludnaudian 4 look
5 ot al ' . = [}
forward to hearing from T HAHAMHWANEIT BUHA mﬁdmlﬂaumﬂﬂmag”

AnuuRmsdasasdu To uasiunda iy

=

| look forward to hearing from you.

Michael Adams

Marketing Manager
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agoghanund

Grove Miller
International Company n
LY

3

145 Broadway « Redwood City, CA
Telephone: (650) 368-7354 & Facsimile: (650) 368- 7560

FAX MESSAGE
To Jennifer Bozarth From i ﬁ

Fax No. (655) 778-5888 Subjact eque or replacement

damaged order No. 956
Date 12" June 2014

On 8" June 2014 | plﬁ anfor 956 for a Canon EOS 5D Mark I,

and this was delivere e on June 2014. | have discovered that the

camera was damaged @t ivery. B

| would appreciate it if yol™Would arrange for the replacement of the damaged
item and advise me how you wish to handle the return of broken merchandise.

| look forward to hearing from you.

Michael Adams
Marketing Manager n




unfi 1 : msiBaumndonqussioWomsdeoats | 21

@ »akunediannsaiing K3odwa (Email)

a & a o« a ' & & e - oY AR (R
qaumnsdannreiing wiedellilasnFondidwa Ae savaneildfuaaiulag
| a_ = ¢ a_a v oo w o &
Hueetnsaenfawed wiedumeiils (nternet) tuies luifagtiuinany q Au
= = ' 1 PO ] s i
Aumipudiualun1Tfad ef el UialUeIANTULAZIE NI 1989ANT WIBIRINaLua
flsslamivaradsenisdanallil

1. dAndasaonuazsamse
2. goelrzudaatldarevialusiunirawazasnislin sz e

3. ldfifedriadunatuazszaznnlunisas Nyusifewfiawnre
dagruwenarsldanassnarBudeen

1 e - > = -
4. annsasaliisulanieow v agaulumandeeiy Lara1anT
aaranulaviud

.
'lumniﬂuﬁl,mﬂﬂ’ﬁﬂ My e arieliil

@ Jouadrum Header Information) lugqufiuendeyaienilu
weaiuanTie o lewn

To Tladuaaesauiigd sanirazatioaiullm

.

Ce ¢ax139n Carbon Copies WHALAIHTT 70U HIUU
= = 1 & [V = o e '
Buaninrenlutesiavlafvdoananiouiugiviudes To
ynurznar eawsl fuaslug eadtluldudavanandnaes
= | - - W W .
Bwa winudgdsdsaniradunfeudalinsuwiniu
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Bce ¢iau19n Blind Carbon Copies wdIgA2NNdY anufinealafiu
o ¥ oo =i , & Var w0 - o wlar |
stubuafinrenlutestarldfudesmnieuiugfulut e
To uay Cc ynmlszms winuaRsuluges To uay Cc azana

o oa el wa = | & =i ey xS
TiviuBwareafuninrenludesis M lunsdingaaludenis
TgFundnnasvanlaslafuarunaiuiaog

Subject Ao Wadelleniresdiua

W

Attachment Ao dayaliuuuniwiauiudiue

- e = & = =
@ 1tordon essage Text) A (Wemaisvaaibiua Loy

= W Ly o W r = @ = ar '
Fasudie leednduaotlemdenqisludwaasldarsiduntanirdeandalu
AAVHY LU

L s P o
Ausu (Salutation) lunsaiiila fanTeiu

A1

. | ' -
o qamuune (Letter) agldArfiiilunianis laun Dear Sir or Madam,

o awaldmimduninisiesndiunulsd i For the attention of

the Marketing Manager,

Save d wve a T @ W G v oa
'Luﬂ'?mﬂz@ﬂﬂﬂﬁul?uﬂﬂ%uﬂq 'L‘in'ﬂ Dear ANHAIEATUIRUITOUASUINATA
léla 11U Dear Mr. Weisz,
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A - ey = A T i = =
daneniuassesaal niefivIsuniuAnia Emoticon (Jundaaldlu
Bnatiunimany wildlunsaiilaidumamawindy dyaneeiinouldiuiisg

r

W e
&

W fiuthnnane

W LH5T

W nZWIUAN

AA4YiNe (Complimentary Close}\ f\

o apuuizasldaiidunianig ithfully,

s AaliAidunianiies i 111 Best wishes, w38 | look forward

to seeing yob)m GIgL!

Dear Mr. Weisz,

e le

=

Mr. Lewis has asked me to confirm the appointment you made to see him at
our Head Office, 15 Market Square on 12" floor at 9.30 a.m. on Wednesday

7" November.

He looks forward to meeting you soon.

Fou fuled

& Yo ow & wr < o . | wr '
Amuglavelifdududunistawureivulddasusioenugugiaidiinamulwgvean
sl 15 Market Square §u 12 19a1 9.30 u. B39 Tunsh 7 weadnouil

e A St
Auglaniaineglanuvinululaidai

—
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© auuwgd (Signature Block)
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Executive Secretary to Brian Lewis, Director

REM Transportation Ltd. I r@

Patricia Briggs (Ms)

15 Market Square, 12"
Saint John, New Brunswi
E2L 411

Tel: (5086) 658-4444

Fax: (506) 658-7878
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Subject: Appointment Confirmation
Attachments: JIETET WA EEET TS

Dear Mr. Waisz,

Mr. Lewis has asked me to confim the appoi ent you made to see
himat our Head Office, 15 Markst Square on oor at 9.30 a.m.

on Wednesday 7" November. \ m

He looks forward to mesting you.

Best wishes,

Patricia Briggs (M: @

Executive Secretary {oMBgan Lewis, Director 4 51

REM Transportation Ltd.

15 Market Square, 12" floor
Saint John, New Brunswick
E2L 411

Tel: (506) 658-4444 }

En {506) 658-7878 LUETMNTARNY
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fatie (Abbreviation) 7ldludina Emai) Sawuudlunisnisuaglailu
manas fadeitusldiud s el
1ilunnanns (Formal)
Fwd wie FW x7a7n Forward WHNEAIINTT  [9F8
Re #1371 Reply WHILAINTT  ARUNAL
#AN For Your Information wangAsiadn & miLdeyaueanm

#1310 For Your Action WHILAINTT  @amiunag
ANiuMTUBIAM

lailumienis (Informal) N
BFN #1370 Bye for Now m’l mouiilneuus
BTW #1371 Bye the Way Wpanadn  wasud ewdouy

IMO #1370 In My Opinig nInaAALY  luAaARIRIEUY

TTYL AN Ta’to 5 ninpAnNdY  uaeReiulniiug

UuiindondukSoUuingo (Memo)

Tufindenaranietudinge funfundug 91 Memo wranAdagn
Memorandum funisd@sutiufiniie msRemsmeluasfAnsvsanissnuiaaniu
vavasrensuasgriaenay faenadigluuuiiusnsinaiueenly Taesaulvasing
gﬂuuuquzmwmmmﬁuq

nsdisuliufingediidagusrasdivanuany iy eradlunisudalimsay
§IN1T NEUMHIBNU  TIAIUHA  UARIANMNAALTL  uanIANEUR veuRm
dpdrygn wisdeunrnafild lasamnradisudueuunimnisvielidunianis
file fnyueg'ﬁ'm{':am TagUrzardlunindioy uazandniuissudadfuaisuay
dasans athalsfisnanindsuiufindeassiiilomiigndes garnuazdaiay
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fausifufindeveusiarmisanuasiisluuniiuansraiuaenly udesdtszney
uanesluiindeanuiioudu ldun deyaueswisssiu dayadauiaussiuiinge
uambemidenna maiudnlafsadouisaineiuinge Weemndumsdoudld
dossmelumissnuiinaiy weriinisszydedaaliludourseniuiindeagudn
farreazidansieluil

(1] doyavoununeau (Company Information)

Ureneudasdeuasdpdnsoisamiosnuy viambsanllaieguasiueflnedn
alldon Tasdumisfifamnsoetynde yunon wiensananaminssanedils

Googh) (U

[y turing Ltd.

™ lores Road
Coast, Florida 32142

MEMORANDUM

Arena Shipping Company MEMO




28 NISIBYUNIISONOUESTD

@ douadruruouuuiingo (Header Information)
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24| §¥u srydadaiialas (To) laTeuazuinana viemumisesiy dai
nawAUlATAF DI THEAMIIY WHUN WTORINATALAOBNET il
To Department Managers TEUA N MDA T v
To Albert Smith seyTefiu v

: Q
To Helen Redmond, Director i"‘um‘mu% wmmu v’

/

22 dds szydnlasdlugas (From) 'lmi AruARa WieALMLITeI LY

Woaau Wesinluduiing eazlaifinirasd vﬂﬂwmwmuau@wmﬂmﬂ
Na U @
From The C syyfumdasagas v
From Olivia S Tmﬁmﬁ"‘l v
From MNathal g. Team Coordinator ?”Uﬂd‘ﬁﬂuﬁ” v

AL i‘]\‘l%ﬁ\‘l

23| Juft szydu Feou 11 Mdiou vandsansdsudewiuiaee zens
Auauiuiunle u
Date 11/6/2015 X

Date 11" May 2015 4

Date May 11", 2015 Vv
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