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[0 O Business letters are different from private letters in many ways. Not only the layout of the whole letter structure
but also the language skills are important. Private letters do not need to choose headed letter paper. But for business
people who want to exchange and transfer messages all the time, who you are and where you are should be clearly
shown in the letterhead. Smart companies always take this chance to promote their business information. Why not
advertise their companies everywhere, even in the letterhead]

So far, Chinese companies are still away from recognizing the importance of letterhead and the texture of business
letter paper. In western countries, many international companies choose to design their business letter paper with
their company names in water printing marks. These two features of letterhead and paper texture designs help very
much for trade partners to contact the company.[J O The following is a common letterhead style.[1 (1 [ [
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