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Dear Mr. Smith, | am writing to convey my warm congratulations on
your appointment to the Board of Asia Industries Ltd. My colleagues
and | are delighted that the years of service your have given to your
company should at last have been rewarded in this way and we join
In sending you our very best wishes for the future. Yours sincerely [
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OO00000000O Letter Thanks Dear Mr. Smith, I am
writing to you just to tell you how very much | appreciate the warm
welcome you extended to my wife when she visited your country last
week. The help and advice you gave to her, and the introductions
you arranged for her, have resulted in a number of very useful
meetings and | should like you to know how very grateful I am for all
you have done to make them possible. | realized the value of time to
a busy person like you and this makes me all the more appreciative of
the time you so generouslygavetoher. D O OO0 OO0 OO0 OO
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Do00doddodoodoododnd Informal Letter of
Invitation Dear Miss Smith, My brother Peter will be staying with us
for a few days during the Christmas holidays and my wife and I have
planned a family dinner for him next Saturday evening at seven o

' clock so that he can meet some of our friends . We should be
delighted if you could join us. I hope you will let me know that you
cancome. U 00O 0O0O0OOD OD0OO0OO0OOOOOOOO
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Jod0o0d0ododododododod Formal Letters of
Invitation Mr. and Mrs. Andrew K.K. Wang request the pleasure of
your company at a dinner in honor of their parents Fiftieth Wedding
Anniversary on Sunday, the fifth of July at eight 0’ clock New Asia
Hotel 100 Deep Water Bay Road Hong KongR.S. V. P. O 0 O O
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[ O Informal Letter Accepting an Invitation Dear Mr. Lee, Thank
you for your kind invitation to the dinner you and Mrs. Lee are
giving next Saturday for your brother. | shall be very happy indeed to
come, and look forward with pleasure to meeting your brother.
Yourssincerely U O OO D0 00000000 oOoooon
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OO0 0O 0O Formal Letter Accepting an Invitation Mr. and Mrs.
John Smith accept with pleasure the kind invitation of Mr. and Mrs.
Andrew K.K. Wang to a dinner at eight 0’ clock the fifth of July
New Asia Hotel 100 Deep Water Bay Road Hong Kong [ [ [0 [
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