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first part of individual instruments. mainly the work of individual job search and application of instruments.
The second part of social instruments. involving invitations. thank you. apology letter. letter of congratulations.
letters of recommendation. and other types of commonly used letter of condolence letters. The third part of
administrative instruments include corporate executives frequently used notes. notices. memoranda. speeches.
presentations. activities. programs. and so on. The fourth part is the marketing types of instruments. involving
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