Exercise

1. Match the letters (A – N) in the layout of the letter on the right with the correct label on the left.


1. Salutation

2. Date

3. Signature

4. Copies

5. Sender´s address

6. Body of the letter

7. Private and confidential

8. Attention line

9. Addressee´s address

10. Job title
11. Complimentary close

12. References
13. Enclosure

14. Subject










Compex Ltd


Malet Street, Bloomsbury


London WC1E 7HX


UNITED KINGDOM





SLKP, a. s.


Spálená 4


110 00  Praha 1


CZECH REPUBLIC





Your ref.  5 September 2007


Our ref.  ZT/HG





12 September 2007  





Private and confidential





For the attention of the Sales Manager





Dear Sir or Madam





We are very interested in your offer and would like to establish cooperation between our companies. Would you be so kind as to send us your catalogue?





Yours faithfully





Petr Kosman


Petr Kosman








Manager





Enc. 


Catalogue





c.c. Mr Sýkora
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Request for catalogue
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