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Dear(BosssName),
lappreciatedtheopportunitytomeetwithyouyesterdayaboutthepositionof(jobtitle)with(CompanyName). Irea
llyenjoyedmeetingwithmembersoftheofficeandlearningaboutthejob. Theentireteamcertainlyseemtobehighlysk
illedandmotivatedandtheworkitselfseemsasrewardingasitischallenging.Fromourdiscussion,lgainedastrongsen
seof(CompanyName)scommitmenttotheirclientsandtheiremployees.lalsoenjoyedourdiscussionofmyopport
unitiesandfuturewithinthefirm.

Ifeelstronglythatlpossessthequalitiesrequiredasa(jobtitle).lbelievemyeducationandexperienceshaveprepared
mewellforafuturewithyou.leagerlyanticipateournextmeeting. Thankyouforconsideringmeforthisopportunity.

Sincerely,

(Signature)
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DearProfld Herthwell(J
Manythanksforyourkindhospitalityandthehonoryoushowedmeduringourdelegation’  srecentvisittoyouruni
versity[] Itwasniceofyoutointroducemetosomanyofyourfamousprofessorsandcelebratedscholarsatyouruniver

sityl] Wehadasafeandsoundtriphomel] Nowwehaveresumedourwork(]

MeanwhiledJ Ihopeyouwillsomedaypayashortvisittoouruniversityandgiveussomelectureson® Modern\Weste
rnEconomics” [

PleasehavenohesitationinwritingtomeifyouwantmetodosomethingforyouinChinall

Withbestwishes[
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Sincerelyyours[]

LiDong
goooogo
ThankYouForlnterviewl|
Dear(BosssName)[]

Thankyousomuchforseeingmeyesterday ] Theinterviewconfirmedwhatothershavetoldme-
that(CompanyName)wouldbeaterrificplaceforsomeonewithmyskillsandinterests]

lamconvincedthatlcouldmakeanimpactandaddvalueasa(jobtitle)inyourdepartmentd Aswereviewedmyback
groundd Ihopethatyoucametoasimilarconclusion Itwasindeedapleasuretodiscusstheopportunitieswithyou
O Ithankyouagainfortheopportunityandlookforwardtoournextinteraction]

Againl] youcanreachme(when)(Calltime)at(telephone) ] oryoumayleaveamessageonmyansweringmachine
O andlwillreturnyourcallpromptly [

Sincerelyd

(Signature)
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