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The Embassy of Germany in Beijing

0000000000 People’ sRepublic of China Presents its compliments to the Embassy of Germany
in Beijing and has the honor to request for the issue of entry visas of Germany for
O000O00D0O000000,whoisleaving Chinaon October, 3, 20xx.00 O O O O O O O O avails itself
of this opportunity to renew to the Embassy of Germany the assurances of its highest
consideration0 0 0000 000000 DODODODOOOOODOOO
gododoooooooododod

July 5, 20xx

ooogooogd

subject:Introduction
DearMr./Ms.,

ThisistointroduceMr.FrankJones,ournewmarketingspecialistwhowillbeinLondonfromApril5stomidAprilonb
usiness.

WeshallappreciateanyhelpyoucangiveMr.Jonesandwillalwaysbehappytoreciprocate.

Yoursfaithfully,
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XXX

subject: introduction

dear mr./ ms,

we are pleased to introduce mr. wang you, our import manager of textiles department. mr. wang is spending
three weeks in your city to develop our business with chief manufactures and to make purchases of

decorative fabrics for the com#ing season.

we shall be most grateful if you will introduce him to reliable manufacturers and give him any help or advice
he may need.

yours faithfully,
yang ning
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Dear Mr. Li:

I"m sorry that | couldn"t help you when you asked me to send you a letter of introduction to the director of
the Institute of cancer in China. Unfortunately, | didn"t see director Tom Carter of the National Cancer
Institute that few days, and | didn"t have the opportunity to mention your name to you because he was in the
hospital, and if I happened to meet him, | would have mentioned you.

I sincerely hope you will do a good job in your research.
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Dear Anna,

| want to take this opportunity to inform you that Peter will be joining us shortly.He has worked in this field
for twelve years and we are delighted that he has decided to join our company at this stage of our
development.

He is a person of efficiency and responsibility and | have no doubt you will find a good partner in him.

Peter is currently involved in a project which might be of interest to you, and he shall be contacting you
immediately after his arrival.l am sure it will be a happy and valuable experience for both of you.

Sincerely yours,

Henry
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