100 J EI‘

»ﬁ“‘ZIS

’ FEEEI]FE

{2 / Shawn M. Clankie » /\#k88Z #iRE / TEER

mail

» Subject: Payment sent

Ryan,

Just following up to let you know that | deposited the money for the office furniture into your corporate
account this afternoon. It should already appear in your account. If there are any problems, \et me
know. It was a pleasure doing business with you.

Yukiko Sanada
Moana Surfboards
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7 If we can be of further assistance, please feel free to contact me directly.
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I Thank you for you idea.
R TR IMAVER -

I What a great idea!
EETERE |

M That’s not a very good idea.
SBEAALT -

I We welcome all suggestions.
HFIEGIATBES -

ICHY - BIER - SFEZEIRME -

1 Rest assured, your suggestion will be considered carefully.

B > HFI—ES S ETRES -

I You can be certain that your suggestion will be taken seriously.

AL » B —EEEEZETAVES -
1 Please feel free to call me at this number.
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Question
What is a form letter?

Answer

A form letter is any letter or email message where
the same letter or message is sent out to everyone.
The letter may have your name at the top, or it
may say “To whom it may concern,” or Dear valued
customer,” but the content of the letter does not
change from person to person. Form letters are
viewed by many people as impersonal and not
good business practice, but they are sometimes
useful during advertising campaigns.
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