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Norton Antivirus *
http://www.symantec.com

Kaspersky *
http://www.kaspersky.com
Mcafee *
http://www.mcafee.com
AVG *

http://www.avg.com
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Internet Explorer *
www.microsoft.com/windows/internet-explorer
Mozilla Firefox *
www.mozilla.com
Opera *
www.opera.com
Google Chrome *
www.google.com/chrome
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Winzip *
Www.winzip.com

Winrar *
www.rarlab.com sl WWW.Wwin-rar.com
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Your Full Name

Address:
Phone(s):
Website:
Email:

Bill To:
Bil’ INVOICE
INVOICE No.:
DATE:
Project Name/No. Description Unit Price ’c:‘fuLTr?ltesr Total
Bank Details:

Make any checks payable to:

If you have any questions or concerns with this invoice or the work done, PLEASE FEEL FREE TO CONTACT ME.

Your Name

Thank you for your business!!




INVOICE
Address:
Phone(s):
Website:
Email:

Bank Account Information:

Make any checks payable to:

Invoice To
attn:

PO Num:
Project Name:

Invoice Date:
Invoice Num:
Due Date:
Payment Terms:

Delivery Date Description

Rate Total

Notes:
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[Your Name]
[Address]
[Date]

Dear [Recipient Name]:

Attached is my bid for [Job details].

This bid is based on information provided at this time. Any
revisions required at a later date will be subject to price review at
that time.

Thank you for giving me this opportunity. | look forward to
hearing from you.

Sincerely,

[Your Name]



To Whom It May Concern:

| am responding to your posted position listing. | feel my skills
and experiences fit the position as described and | have attached
my resume for your review.

Although my resume is quite detailed, it cannot fully profile the
manner in which | have been successful. This can only be
accomplished in a face-to-face meeting where we can exchange
information and examine whether there might be mutual interest.
| will call you in the coming week to arrange an interview. Again, |
thank you for your time and consideration, and | look forward to
meeting with you soon.

| look forward to speaking with you concerning this opportunity.

Sincerely,

[Your Name]
[Phone number]
[E-mail address]



[Your Name]
[Address]
[Phone number]
[E-mail address]
[Date]

Dear Human Resources Manager:

| am a [job title] with more than [number of years of
experience] years of experience, and | am a perfect match for
the position you advertised in [location of advertisement].
Below is a description of how my experience compares with
your requirements.

[Job requirements] [Your Experience]

[Job requirements] [Your Experience]

As requested in your ad, | am including my salary
requirements in this reply. They range from [lowest salary
requirement] to [highest salary requirement] and are contingent
upon a variety of factors such as the responsibilities of the
position and the benefits offered.

| would welcome the opportunity to further discuss my skills
and this position. If you have questions or would like to
schedule an interview, please contact me by phone at [phone
number] or by e-mail at [e-mail address]. | have enclosed my
resume for your review. | look forward to hearing from you.
Sincerely,

[Your Name]



[Your Name]
[Address]
[Date]

Dear [Recipient Name]:

Enclosed is my resume, which details my uncommonly thorough
background in translation. What my resume doesn’t describe is
my character. I'm a hard worker, a generator of creative ideas,
and a self-starter. I'm able to deliver high-quality and responsive
service, and that’s exactly what I'll deliver when you choose me.
As my resume indicates, | have worked in translation field for
more than [...] years, so you won’t have to go to great expense
training me. I'd welcome the opportunity to demonstrate these
qualities in person. | look forward to hearing from you.
Sincerely,

[Your Name]

[Phone number]

[E-mail address]
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