Jooudooodood

gooooo

goboboboboooooooobobo

130 ISBNLI O [ 9787544605908

1000 ISBNLI O [0 7544605906

00000 2008-7

gooooooo

gobooo

00Ol
gobbobobbodggooopebrOb0oooobbbobboooooobboboog

OOOO0O0O0OQOwww.tushulll.com

Page 1



Jooudooodood

ERERERN

Page 2



Jooudooodood

ERERERN

000 (0 0)00 0 (Lin Lougheed)

Page 3



Jooudooodood

ERERERN

A Letter to YouTest YourselfTo the TeacherUNIT 100 Writing a Cover LetterUNIT 200 Replying to a Job
ApplicantUNIT 3] Requesting a ServiceUNIT 400 Confirming a ServiceUNIT 500 Ordering SuppliesUNIT 6
O Confirming an OrderUNIT 70 Requesting InformationUNIT 8] Providing InformationUNIT 901 Writing
Claim LettersUNIT 100 Writing Adjustment LettersUNIT 1100 Writing Reminder Letters and Collection
LettersUNIT 120 Replying to Reminder Letters and Collection LettersUNIT 1301 Writing Employee Relations
LettersUNIT 1400 Writing Customer Relations LettersUNIT 1500 Writing Personal Business
LettersReferenceGlossaryAnswer Key

Page 4



Jooudooodood

ERERERN

gog

Page 5



Jooudooodood

ERERERN

Page 6



Jooudooodood

ERERERN

10 0 O O business correspondence 0 0 0D OO0 000O0OOOO0ODDOO0OOOOODOO0OOOOOO

00p0obodooooobbbobbuoo
bbb uoooobbbbboooo

Page 7



Jooudooodood

ERERERN

guoooobboopbrOdooobobbgogoooobnbd

OO00O0O0O0O0O :www.tushulll.com

Page 8



