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1. FHEER

.. has asked me to reply to your letter TR e BB N BB R [H

dated [date] HA 164 2R (2

... has directed me to reply on his/her ~ -----. UE My Fe L B E

behalf

further to my letter to you on [date] e FEI[HHIZEEHRIE > HE

Ca& s s [HssIRmfE
H (5 B i 2

| am pleased to inform you that... ... BELLGE A s e R B A

| refer to my earlier/previous letter of KRENIHHEISEERME o #4A

[date] informing you ... IR oo

| refer to your letter of/dated [date] [HEIIZ&R EE &0 E ; [HE 1%
(ERES

| refer to your letter of [date] addressed mME[HHIE S - {E B

to ..., which has been referred to . VA . AL

me/this office for reply

| write to inform you that... ... W5 DL SE G s e R I SE A

thank you for your letter of [date] [HE 1R E & ; [HEIK

W& s [H IR 2k (E Bk
# - B I PO

thank you for your letter of [date] [H HI14G - 1 %K 2 BRI
addressed to ..., who has authorised me S| [T TR A s E B
to reply on his/her behalf
thank you for your letter of [date] to ..., [HEIIG - B9 EH s DET R
which has been referred to me for reply o] 78
this is to certify ... TS HE - P e 35 B

...... I 25
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this letter serves to give you an official K EIE 8 H AR
notice ...

your letter of/dated [date] refers [HHAIZR EE LW # ; [HHI]ZK
& W&

w RS EE

I am sorry that | cannot be more helpful KEER T W B > 3% I 2K

if/should you have any queries/ MESEME  NEEH

enquiries

look forward to your early reply HEMMEBEHEE , R HRE

please approach ... A 1R 7z

please call ... SE B .. D SEE ...

please contact ... EE i RERIPD Bt %5

please do not hesitate to contact ... =L B W B - Tt &

please feel free to contact ... at/on EWE EE[EEEME] -

[telephone number] s &

should you need/require further MEBHEZLZER WK INE %

information % Fl

thank you for bringing the matter to my B R — 5 ., MBI AKESE

attention 51/ 42 R

thank you for your attention A EGm . P E il
== gy ==
iH BH &S

— & A 2B

according to your letter R %K {E pr ot

acknowledge receipt of =K

annex b

appendix b g

approval has been given [F BT mle v 5 - & it
i3

as far as we are aware B J AT AT A EL M AT A

as stated in my previous letter of [date] B AFEH H1E Aot

as you are aware HEME FE ; 85 B 5

at discretion B &R E s B R E

at your request J& {1 1 22 3K
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attach

attached sheet

b.c.c. [blind carbon copy]
by email

by email and by fax

by fax

by fax and by hand

by hand

by registered mail
c.c. [carbon copy]
c.:...(fi.)
c/o [care of] ...
captioned subject
consideration is now being given to
consolidated reply

counterpart

countersign
covering approval
date back to [date]
distribution list

enclose/enclosed

enclosure [encl.]
for consideration
for deliberation

for ease of reference
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for enquiries
for information [f.i.]

for necessary action

for reference

for reference only
for retention
forward

from [date] to [date] inclusive

from the date of this letter
having regard to ...

| regret that ...

in accordance with

in connection with

in due course

in regard to

in respect of

in this connection

in view of
interested parties

interim reply

it has come to my notice that ...

no action is necessary

on behalf of

on individual merits

once the outcome is available
operational grounds

Our ref.: ...

p.p. [per procurationem]
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P.S. [postscript]
personal grounds

please be advised that ...

please be informed that ...

please be reminded that ...

please note that ...
recorded delivery
reminder

reply as follows
reproduced herewith
restricted

same series
service-wide
subject officer

subject to ...

subject to approval

substantive reply

the matter is being looked into

the matter is receiving attention

the preceding email is forwarded for

your information
To whom it may concern

undated letter

undersigned
urgent

urgent by fax
urgent by hand

very urgent
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with effect from [date] F[HHIE s B[H B 4 5%

with effect from the date of this letter HAEZEHHBE  BHAR(EE
i H B AR

with enclosure [w/ encl.] T

with reference to BN s 21

with retrospective effect from [date] EHEEWZ[H]

within office hours TE A B A

within our purview RN N N

without any further notice N B 178

without enclosure [w/o encl.] AN E B 4

write to confirm HEBEE

your attention is drawn to ... SETE R e joeeeees WMEYEE

Your ref.: ... A PR R BE 0 e s oK
mE L.

your request cannot be acceded to IR F2 Y ZE 3K > R e U
KEEZSRTE + THREUE T FTRE
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