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a full stop is used to mark the abbreviation, and a colon
often used before the actual number: tel.: 00998899.
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February 10, 2003
Ms. Iva Stravinsky
Attorney-at-law
200 center street

Freeport, Vermont 66621

Dear Ms. Stravinsky:
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LAY-OUT: All letters in English are arranged (laid out)
on paper according to a certain plan. The word “lay-out”
is used when we refer to this general arrangement.

THE HEADING: This term refers to address which ap-
pears at the top of the letter. The address is written in the
top right hand corner of the page and is followed by the
date. This tells the person who is going to receive your
letter where you live so that he can send back a reply.
The heading serves two purposes: to give the address
of the writer and to record the date of the letter. Even if
you are writing to a friend who knows your address, it is
customary to write it down here. If you have a telephone,
you should write your number immediately after your ad-
dress. It is usual to abbreviate “telephone” tel. note that

wlel 2Ll &
VA8 o)l ez JLo /NP oLl SamanBank

YA



T4

S pie et J ol dilos S e |y (Glaa g8 0 i S g
ol ol 3l ile aS a0l ased b oo laasls 4558 |
el il 3 b Jlayl el 4558 ) 51 Ga sty .
03,5z b Bl sl o bloe Sl ol 3 b i
aa>Mo 5 baael -l 51 gas Lo aalsl js .ol (g9 Lo SK L

S
Johnson & company

687 Alexander Street
Indianapolis, Indiana 46204

Gentlemen:

On January 17 we sent you our request for a re-
fund of $128.92 on the unused portion of ticket no
675,432, reading from New York to St. Louis. We made
the request on behalf of the purchaser of the ticket, Mr.
George W. Walker. A copy of our letter of January 17 is
enclosed.

You wrote us on January 28 that the request has
been referred to the lllinois Central and that you would
sent the refund check as soon as you received settle-
ment from the lllinois Central.

Although three months have gone by, we have heard
nothing further from you. We shall appreciate your send-
ing refund check now.

Truly yours,

Dear Mr. Pendleton:

With reference to your order for a Nashito 35 mm cam-
era, we are in receipt of your check and are returning
same.

| beg to inform you that as a manufacturer, our com-
pany sells camera to dealers only. In compliance with
our wholesale agreements, we deem it best to refrain
from direct business with private consumers.

For your information, there are many retailers in your vi-
cinity who carry Nashito cameras. Attached please find
a list of said dealers.

Hoping you understand

Yours truly,

Reza Rahmani
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Subject: Guest lecture

The members of the Freeport chapter of the National
organization of Retired persons would indeed be in-
terested in a lecture on" the social security act: what It
Means to you." Therefore, with much appreciation, | ac-
cept your offer to address our club.

The membership and | look forward to your lecture on a
topic so important to us all.

Sincerely yours,

NATIONAL ORGANIZATION OF RETIRED

October 14, 2003

Ms. Iva Stravinsky
Attorney-at-law

200 center street
Freeport, Vermont 66621

Dear Ms. Stravinsky:

Subject: Guest lecture

The members of the Freeport chapter of the National
organization of Retired persons would indeed be in-
terested in a lecture on" the social security act: what It
Means to you." Therefore, with much appreciation, | ac-
cept your offer to address our club.

The membership and | look forward to your lecture on a
topic so important to us all.

Sincerely yours

Henry Purcell

President
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