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St James Centre

Edinburgh

EH2 4TK

0131 555 3333


JI/AA


3 May 2005 

Mr T Wallace

14 Elm Row

DUNFERMLINE

Fife

KY12 4CB


Dear Mr Wallace

GRAND OPENING

I would like to invite you to the grand opening of our new computer shop in Edinburgh.  The shop will open on Saturday 25 March 2004 at 10am.  Please bring this letter with you as your formal invitation.

We are offering complete computer systems to the first 5 customers for just £100.  There are lots of other bargains, including:


· Hard Drives

40 Gbyte for just £35

· Scanners

from just £25

· USB Pen Drives
128 Mbyte for just £19.99


We look forward to welcoming you to our new store.


Yours sincerely

Jiro Iwashima

Manager
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Salutation
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Heading
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Main Body


Miss 1 line between each paragraph





Indentation


Miss 2 lines above and below a table or bullet points





Main Body


Miss 1 lines





Complimentary Close


Sir – faithfully


Mr Wallace - sincerely





Signature


Miss 5 lines for a signature then type the name with their Job Title 





Enclosures


If other documents are included with the letter, leave a space and type Enc. 
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