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Full Blocked Style with Open Punctuation

November 23,20

Mr. William Kent
45 Blen Road
London, NW2 5PT

Dear Mr. Kent

Thank you for offering to send your repairman, Michael Yost, to service
our hotel’s hot tub. I will look forward to seeing him on Wednesday
between 7 to 10 a.m.

If, as your aspect, the problem is with the temperature control mechanism,
it is my understanding that both parts and labor are covered under the
warranty. If the problem is with the hotel’s hot water heater, we are
responsible for repairs.

Thank your again for your prompt attention and courteous service.

Yours very truly

Gordon Carabetta
Assistant Manager
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Modified Blocked Style with Mixed Punctuation

January 12,20

Mr. Daniel Natalevich
Urugua S. A.
Mercedes 820, C.P. 11100

Dear Mr. Natalevich:

We are very glad of introducing ourselves as one of the major import firms
in our country, one that, for over ten years, has been importing toys,
bazaar, and stationery items from many country. We have a big channel of

distribution in all our country. Is for this reason that we peridically make

trips to Europe and Orient.

Is our continue interest extend our scope of purveyors and this is the motive
which we are getting in touch with you. We would appreciate you send us
your last catalogue or your items pictures and a quotation with the best
possible prices F.O.B. Bangkok.

Once we have received them, we will study the possibility of placing you
an order.

Hoping receive your soon answer. We take this opportunity to thank you in

advance your kind attention and send you our most warm regards.

Yours very sincerely,

Chompol Thiengtham
President
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Modified Blocked Style with Closed Punctuation

December 26,20

Mr. Eric Fielding,

146 Pugsley Avenue,

Brooklyn, NY 11220.

Dear Mr. Fielding:
May I use your name when prospective clients ask for a reference?
You have been a valued client for over ten years, and you are well-

known and respected as a piano teacher in our community—-a perfect
reference for a piano-tuning business!

I will call you in a few days for your answer. Thank you very much.

Very truly yours,

Peter Hobbs,
Sales Manager.
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