A.
Dear Mr. Blackstone,
On behalf of the Copperville Bank, I offer you our sincere congratulations on your recent promotion to national sales manager. I know that you have worked hard for Newton Corporation and therefore I am delighted that you have been promoted to this new and challenging position.

Your company is very fortunate to have benefited from your expertise as well as loyalty during the past nine years.

Cordially,
Anne Doyle

B.
Dear Mr Grosvenor,
It was with deep sadness that I read of the sudden death of your business partner, Paul Cooper.
He will be greatly missed by the many clients who benefited from the wise councel over the years, and will be long remembered for his unstinting efforts on their behalf.
My staff join me in senfing our sincere condolences and deepest sympathy to you and members of his family.

Yours sincerely
Arthur Jenkins
Jenkins and Paterson
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