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Indented Style with Mixed Punctuation

December 15,20

Siam Motor Company Limited
222 Silom Road
Bangkok 10500

Attention: Sales Manager
Gentlemen:
Subject: Damage to Consignment 22888

Ten cartons of plastic wallets were delivered to Red Star parcels office on November 10,
for consignment to Perak, Malaysia. The goods were delivered to your depot in perfect
condition by our own transport.

Although each box was clearly marked “Keep away from heat”, on inspection in
Malaysia it was apparent that three of the boxes had been placed near a heater. As a result
the contents have been irreparably damaged.

We estimate the loss at $550 and are claiming compensation for this amount. The

goods are available for inspection at our Perak premised. A copy of the consignment note
is attached.
Y ours sincerely,
Preecha Charoenphon

President

PC/sd
Enc.
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Hanging Indented Style with Mixed Punctuation

November 14, 20....

Mr. Ronald Knapp
Knapp’s Auto Repair
1287 West Main Street
Berkeley, CA 95442

Dear Mr. Knapp:

One of your loyal customers, Mr. Albert Smythe, suggested I contact you about an anticipated
opening in your repair shop for an entry-level automobile mechanic. He told me he has been a
customer of yours for several years and he is impressed with your dedication to excellent
customer service. Your shop is just the type of enterprise where [ would like to start my career

as a mechanic.

For the past two years I have concentrated on learning automotive repair at Alexander Graham Bell
Vocational-Technical Center. I pride myself on being able to complete tedious tasks with great
precision. My instructor, Mr. Barnes, complimented me on my ability to organize and plan my
daily activities. I know time is worth money because I have been successful in operating my

own lawn care business.
Enclosed is a copy of my resume for your review. I look forward to hearing from you.
Sincerely yours,

David James

DJ:sd

Enc.
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Square Blocked Style with Mixed Punctuation

Pat Clark January 10,20
1225 Stock Well Street
San Francisco, CA 94923

Dear Mr. Clark:

Whether or not your recent order for telephone service is large by your Standards, it’s
important to us. Seeting customers come back for more is perhaps the most gratifying
reward in business. Thank you. We appreciate your business. I hope this order is an

expression of your confidence in our ability to meet or exceed your expectations.

I hope you’ll call me personally when you have question about the way we do business
or if there’s any way we can serve you further. Thanks again for your continued
business. We’ll continue to work hard each day to keep your confidence and provide

you with value in our Business relationship.

Sincerely yours,

Chris M. Jensen CMJ
Vice-President sd
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January 12, 20_

British & Overseas Corp.
555 Lime Street
Liverpool L10 60R

EXPORT OF STAINLESS STEEL TUBING

We would like to export a consignment of stainless steel tubing to Malaysia. The tubes

are all 5 meters in length, but of various bores. The weight is approximately 20 tons.

The consignment is to be sent to Asian Industries, Kuala Lumpur Airport, Malaysia and

should arrive by the end of February.

Please arrange to pick up the load from Bangkok and transport it to its destination.

GORGE MURPHY-TRANSPORT & SHIPPING MANAGER
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February 1, 20_

Dear Sir:

We, JSL Consulting Inc., are currently looking to expand our existing business into import and

distribution of toys, dolls and games.

We have obtained your company name and address through the Thailand Embassy, Singapore,
Indonesia, etc. and are interested in obtaining dealership of your products for the European
Markets. We would like to know if you have any products available for any kind of dealership for

European countries. If you please send catalogues by carrier & price list.
We will obliged if you could contact us for the above mentioned inquiry.

Very sincerely yours,

Charles J. Spencer

President

Mr. Donald Wenn, Managing Director
1225 Howe Street

Vancouver, B.C. V6C

CANADA

- ~ &' = o o o _ o o 4 - o~ =y o 1] H 1 H
@ wandiluzasudum dniniataaius e 370 Navifeasngy 2 wiheil 8 weiui 17




= = &'
@awawﬁ i

A

i
.lI:lil
N

NN gsNadinatesunu Nl
T8 3 wuu Ao AN Full Blocked Style,
Modified Blocked Style kt8& Semi-Blocked Style

daunvunlafignldi 3 uwuu Ao

.

IANAIY Indented Style, Hanging Indented
\. Style b@® Official Form

..ﬂ_.- ._'_..’

Naauasmﬂsﬂ LWUUA ﬂ‘ir‘l&ﬂﬁ;l_,“~

A1 Tmﬂu Chart sﬂuuummnmaﬂsvnau @
A1sa5uNy >P. 1

1USEULNYUAHUANGINSYDIIARHNIGURAASLLUUI

HANNLRHURSIUANENINUBENGLS ThaNLTs
1YUAAS

- | = o = Qs o Qs (-7] U
HLSEUNNWULUUEHNRRAINATTId dau Tagls
NSEATHRIVARNIY
Q’aauﬂsw’iuﬂamuﬁuﬁm‘%wé’a LTI E—

1 ) “.
a9 U la UL AN aNNaIY  (Poxtfolio) h:':

WupaauSun dninfiaaanus e I Haidedinge 2 el 8 wiuh 18



