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OO00000001L 00000 Welcoming new customersDear
[Mr Forster]:It is great pleasure to welcome your patronage of [W.
H. SMITH]. We hope to add your name to our list of satisfied
[customers].We try to show our appreciation for the business we
receive by providing your money’ sworth in [service].Itis our
sincere wish to make your [shopping] here as pleasant as
possible.We are ready and eager to serve you.Cordially,[] [0 O [[
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Welcoming a new comerDear [Mr. J. R. Smith]:Itis a great pleasure
to welcome you to our organization.The work you have done in
[electronics] at [Toronto], indicates that we are fortunate to have
you joining us at [Electronics] as [an engineer]. You’ Il be working
with many congenial people,and I' msure you’ |l find them
capable and cooperative.Let” s get together for a chat, as soon as
you are settled. Meanwhile, if there is anything | can do for you, just
letmeknow.Yours, DO O [JROODOODOOOOOOOOO
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0000000 Employing a visiting professorDear [Prof.
Smith]:[The English Department of Beljing Languages Institute] is
pleased to appoint you to be [a visiting professor], for the term of
[one year and a half], starting on [February 22, 1993]. The
Department will provide office space and library facilities. You will of
course be welcome to participate fully in our teaching programs,
including, classes, seminars, and informal dis-cursions. [The
Institute] will pay fees according to the contact of engagement en
closed here-with. The Department joins me in the hope that you will
be able to take up this appointment. Truly yours,[ U U [0 O O O
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002 0000 Employing a consultantDear [Dr. Boffin],It is a
great pleasure to hear from [Dr. May] that you are coming to China
for a short visit. | would like to take this opportunity to invite you to



be our consultant in our [hospital]. With your profound knowledge
and experience in the [medical field], I' m sure that you will help
our [hospital] tremendously. Let me thank you in advance for your
assistance. Please accept my warm welcome and sincere invitation. |
' m looking forward to hearing from you soon.Sincerely yours,[]
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