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[Your Name]

[Street Address)
[City, 5T ZIP Code]
Jaly 18, 2003

[Recipient Name]|
[Title]

[Company Name]
[Street Address]
[City, ST ZIP Code]

Dear [Recipient Name]:

It is with great pleasure that I recommend Anmk Stahl I have known her for twenty
years,

Annik has always displayved a high degree of integrity, responsibality, and ambition. She
is definitely & leader rather than & followsr, In addition to her excellent scholastic
accomplishments, she has proven ber leadership ability by organizing a hockey league in
Meorth Dakota to provide voung people an opportunity to compete and leam good
sportsmanship.

She is also 2 most dependable team plaver, Her good judgment and mature outlook
ensure a logical and practical approach to her endeavors.

Annik would be an asset to any organization, and [ am happy to give her my
wholehearted endorsement.

Sinceraly,

[Your Name]
[Title]
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hrd@pccomputer.com

marketing and sales officer position

dear Hrd Manager PT. PCcomputer

| know that pcocomputer Corp. is one of the biggest retail product distributors in
Indonesia, and | am sure it would be an excellent career opportunity to join in and
wark for this respective company.

| would like to apply for direct marketing and sales officer position in your company. |
am in good health, willing to work, fast leaming. and work well with others. | have my
own vehicle, drving license A and C. Also, | have good communication skill and
speak English fluently both cral and wntten
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#Dated

To,

#F*Fname*® #*Loame*s

" CAddress*#

Suhiject: Acceptanoe of Resignation
We are in receipt of your resignation letter dated #date of resignation#. This
letter 1w the acknowledgement and acceplamnce of your resignmison. You will Be
relieved of vour duties on #proposed exit date® after the closure of office

haoars.

We expiect vou to performn your duties with full dedieation and watbout any
shortfalls up till vour exit from the organization. Please ensure you adeguately
handover the required tasks, documentation, knowledge and imformation as
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Yoar are redquested to setthe vour dues, if any. from the Accounts Department

and abtain the clearance certificate accordingly

For i*companyname®#

#8igning Authority Designation#

FSigning Authority Name#

Please refurmn a signed copy of this letter for owr records

Employee Signature:
Emplognes Nanme:

[mlas:

Types of writing letter. Types of letters in business communication pdf. Types of formal documents.
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proposal is poorly written, there are great chances of your proposal being rejected. Also, avoid using jargon and follow a suitable page layout. Multiple communication skills choose Questions and Answers pdf. MCQ in Communication Types for preparation of the general and competitive exam. 1. Business cards are written to transmit a message
and to the receiver. Ans: Clean, concise, correct and simple. 2. A letter is formal when two individuals or organization __ each other. Ans: Report 3. A personal letter represents _ and . Ans: Informal, unstructured 4. Structure of a letter has four points. Choose the correct options: a) Adjust, Informative, Lock b) Opening, Quality,
Service c) Body, Closure, Header d) Opening, Clasp, Closure. Ans: c) Body, Closure, Header 5. The greeting is given in the letter only to show respect to the reader and not to maintain a standard format. (True / False). Ans: False 6. CC is the abbreviation of . Ans: carbon copy 7. Signature and enclosure are not as important as a greeting or the
body of the passage. (True / False). Ans: False 8. An instruction letter is a letter that contains a sales message. Ans: Persuasive 9. The correct attitude is necessary to write a letter because it has serious _in the reader. Ans: Implication 10. Legal letters differ from the consultation letter, but they also have something in common. What is it? Ans:
Action, interest 11. Buying a market merchandise or issuing a letter to buy goods from a supplier is known as . Ans: Transmission letter. 12. A letter giving instruction to the reader must be purposely, detailed and oriented . Ans: Action 13. The reports are useful tools to identify the various events and compile them together. (True/False) Ans:
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type of curriculum includes relative information on age, famaia and nationality. Name the section that describes it. ANS: List of Personal Verification. 62. Reference when given, it must be and for the arbitration before it is included in the curriculum. It should not contain names. ANS: Verified, informed, relative. 63. A letter of
presentation must be written to win of the recruiter. Attention. 64. The body of the presentation letter describes from the employee to differentiate it from other candidates. ANS: It is strong. 65. The final paragraph is to thank the employer that he announced his demand in the newspaper. (True / False). ANS: False. 66. Each letter has one
thing in common. It says. ANS: Positive and focused tone. 67. Most organizations have their own recruitment departments with highly competent people who receive proper training so that they can make a viral selection decision. It is true. 68. An interviewer usually seeks traction in candidates like , , . ANS: Ambitious, focused,
common, enthusiasm. 69. Regarding the candidates selected by the organization today differ from previous years? ANS: professionalism, dynamic, efficient, competent 70. Interview means . ANS: View between two people 71. If an interviewer does not become biased, the questions are asked .ANS: S Structured form 72. Interviews are stressful
for all, but sometimes the interviewer deliberately does this in candidates. What do you try to find out? ANS: Temperament, Attitude 73. The interview process involves a formal and friendly atmosphere to find out the disadvantages of the candidates. (True / False). ANS: FALSE 74. Before a candidate went to an interview, he must have documents like
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