
LESSON 28 
Letter 8 

PAPER: A5 (148 x 210 mm). 

MARGINS: Choose suitable mar­
gins. 

TARGET TIME: 10 minutes. 

Turn up 10 single lines before 
starting. 

Letter 9 

PAPER: A4. 

MARGINS: Suitable. 

TARGET TIME: 14 minutes. 

Turn up 13 single lines before 
starting. 

Letter 10 

PAPER: A5 (148 x 210 mm). 

TARGET TIME: 10 minutes. 

Turn up 10 single lines before 
starting. 

UNIT 7 

Ref. JB/NY 
To-day's date 
Messrs. Cox & Swift, 40 Dover Road, Deal. DE4 3AR 
For the attention of the Accounts Department 
Dear Sirs, With reference to your recent enquiry about 
your insurance premiums we have pleasure in submitting 
our revised quotation. (Paragraph) Mr. G. Hicken will be 
calling to see you next Tuesday to discuss any further 
problems you may have. 
Yours faithfully, EVERSURE INSURANCE LTD. 
J. Bowdler Actuary Enc. 

Ref. VG/SM 
To-day's date 
The Headmaster, Coates Heath Comprehensive School, 
Coates Heath, Shrewsbury. CH7 9CC 
For the attention of Mr. B. Middleton 
Dear Sir, This company is, for the first time, producing 
books of a Commercial nature and we would like to take this 
opportunity of introducing them to you. As you know in the 
past we have built up a high reputation in the field of 
Classics. (Paragraph) Our new range of Commercial books will 
be available from next Easter and the topics covered will 
include Commerce, Accounts, Typing, both Gregg and Pitman 
Shorthand and 'O' level Economics. Printed in colour and 
fully illustrated we think these books are worthy of your 
consideration. (Parngrnph) The enclosed literature gives 
details of the range, and inspection copies of all our new 
books are being sent to you. You should receive them in a 
day or two. 
Yours faithfully, WILSON & HEATH LTD. V. Gibbons 
Sales Manager Encs. 
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