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Writing a Cover Letter
and Résume
RIS EERERIN 2 RIE

* RREMNATERLTE +

| would like to apply for the post of title with company,

which | saw advertised in/on . ..
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* | would like to apply for the post of Project Manager with Delta Home Entertainment Systems,
which | saw advertised on Need|ob.com
3115 i N 3 e R L i B B N WAl Moeadob 8BS ) b Al s

As you will see from my résumé, | have experience in the area of . . .
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* As you will see from my résumé, | have experience in the area of event planning.

| am a(n) ... professional who prides herself/himself in/on . ..
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* | am a detail-oriented professional who prides himself N "0 WTRRF !
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With my .. ., | believe | am an ideal candidate for the position

of title.
LSy - HEEFE T WA RIRAR TR L 358

» With my interpersonal skills, | believe | am an ideal candidate for the position of PR Manager.
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| Ms. Tanya Cartwright

o Mary Smith
10F, 239 Patterson Boulevard,
Houston, Texas 77003

June 10, 2012
HR Manager
Functional Fabrics

1387 Linden Rd.,

| Memphis, Tennessee 901

Dear Ms. Cartwright:

' | would like to apply for the post of Marketing Director with

Functional Fabrics, which | saw advertised in the career
section of the Houston Herald recently. As you will see from
my attached résumé, | have extensive’ experience in the
area of marketing and sales. In fact, much of my career has
been spent in management positions. Furthermore, | have
a proven track record” of consistently’ and significantly

| boosting company revenue,

| am a dedicated,” hardworking professional who prides
herself in taking on new challenges and regularly updating
her skill set. With my wealth® of experience, determination
and resourcefulness,” | believe | am an ideal candidate for

 the position of Marketing Director,

' | would be pleased to provide any further information you

may need, including letters of reference, and | eagerly look

| forward to meeting with you at your convenience.

Sincerely,

Mary Smith
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@ Recipéent's name and address
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Commencemsent
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Contract for 5ale and Purchase of Goods

" This agreement is made and entered into this twenty-third
day of July in the year 2012, by and between Eastland Mill,
hereinalter referred Lo as "seller,” and Forward Fashion,

| hereinafter referred to as "buyer.”

WITNESSETH' THAT:

" Whereas seller hereby agrees to transfer and deliver to
buyer, on or before thirtieth August, 2012, the fellowing
goods:

5,000 units Dri-Fit Running/Outdoor |ackets (X5 to XL)

Mow, therefore, in consideration of ' mutual covenants’
and agreements contained herein, the parties herelo agree
as follows:

2. Seller hereby agrees to deliver first shipment of goods on
above date. Goods shall be deemed’ received by buyer
upon signed acceptance of delivery. Buyer maintains the
right to examine goods before acceptance of delivery.



3. Seller will ship goods on the twenty-fifth of each month
for the one year period of the contract, giving two
months’ notice for any schedule changes.

4. Buyer agrees that ten thousand U.5. dollars (US$10,000) B B
is to be paid upon the initial’ order of goods and twenty D miviem - masREy
thousand LS. dollars (U5820,000) paid upon acceptance EVNPERLENSTES - BE5
of goods. EEE  —RERRREINT

L5 ) BeiElF () —iF

5. The above payment of ten thousand U.S. dollars :Amm R

(US310,000) will be made only for the first order. 9
Subsequent’ orders will not require this payment. :

6. It is hereby agreed that payment may be made by either
cashier's check or wire transfer.

In witness WhErEﬂf,-:- the Parties hereto have caused

this Agreement to be executed” in duplicate by their Witness Clause © 5w

authorized representatives. L In witness whereof RS8R + It
R ED " EEEN RS R
il .

SIGNED by

For and on behalf of
Witnessed in the presence of

Date

Signature [ signa.ia]

EEm
SIGNED by e
For and on behalf of :‘;;::::F i o e
Witnessed in the presence of
Date
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This agreement is made and entered into this date, by and
between A, hereinafter referred to as “seller,” and B, hereinafter

referred to as “buyer.”
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* This agreement is made and entered into this Bth day of July, 2012, by and between Xavier
Tech Inc., hereinafter referred to as “seller,” and Yanton 5Service Company, hereinafter
referred to as “buyer.”
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Whereas seller/buyer hereby agrees to . . .
K5/ AERERE -

* Whereas buyer hereby agrees to pay for said goods in accordance with the terms of this
contract.

50 [P B S A AR £ I3 e -

Goods shall be deemed . . . by buyer upon . ..
HAHERS - BER D

* Coods shall be deemed accepted by buyer upon careful examination,
MR FESTENRLES -

It is hereby agreed that payment may be made by either...or...
BAEMATRE BB -

* It is hereby agreed that payment may be made by either cash or money order.
HaBprarlR R eRERA - AR r
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The Parties hereto have caused this Agreement to be executed in

duplicate by . ..
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* The Parties hereto have caused this Agreement to be executed in duplicate by both parties.
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