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Dear Mr. Ralls

Hope everything is well with you since our last encounter on April. | am writing to ask you
if you would develop a Business Letter Template for Hyundai Heavy Industries. Currently there is
no standard template available within the firm.

There are two basic Business Letter Formats: Block Format and Various Indented Formats.

Block Format simply means that every component is aligned to the left. Various Indented Formats include
Semi-Block, Modified Block, and Modified Semi-Block Formats. “Semi” simply means that the first lines of
the paragraphs are indented. "Modified” means that the sender's address, date, and closing are
significantly indented.

In general, left and right margins are one inch. For letters that are full page or longer, top and bottom
margins are also one inch. For short letters, text is centered vertically, so that the top and bottom
margins match. Times New Roman is most frequently used because it can be read easily and appears
professional in printed material

I have attached an additional document at the end of these Samples. The document illustrates additional
components you might consider in developing a Business Letter Format. As always,

1 want to express my gratitude for your business.

Sincerely,

- T N

Chairman & CEO . Hong Gil-dong

ANNIVERSARY
DAEGU UNIVERSITY
1956 ® 2026

201, Daegudae-ro, Gyeongsan,
Gyeongbuk, 38453
Repubic o Korea

Tel. 053 850 5000
Fax. 053 850 5009
www.daegu.ackr

210




DAEGU UNIVERSITY 16

‘® ot
b i

Q[38453] FYEE B TS Ci7C2 201
. 0538505000 & 0538505009 @ www.daegu.ackr

245

APPICATION.

LSS 2SF(MAR)

ANNIVERSARY
DAEGU UNIVERSITY
1956 ® 2026

I, AT, ZRida 010 BIXteleict.

T HE0| {212 Alofl= ©ol otof 22 5= Tt

330
SIZE —

CH-330 x 245 mm ?|&
A-220%x 105 mm ?7|=

O i

Q[38453] 2HHE A TS TFTHZ 201
0538505000 0538505009 @ wwwaeguackr

105

70

ANNIVERSARY
DAEGU UNIVERSITY
1956 ® 2026

220



DAEGU UNIVERSITY 17

APPICATION.

E|AEE(H4R)

I, AT, ZRida 010 BIXteleict.

T HE0| {212 Alofl= ©ol otof 22 5= Tt

SIZE
220x 105 mm 7|&

105

920 @ 9561
ALISY3AINN NOIVA
AUVSYIAINNY “0OL

70x ANNIVERSARY
DAEGU UNIVERSITY
1956 ® 2026

220



DAEGU UNIVERSITY 18

i
2

A4
r2

APPICATION.

S
HI2 T, MM, Zeiee £4610f CIXfQItT} 235
TF, 80| 0242 Aloll= 2| stofl 2 = QL. ANNIVERSARY
DAEGU UNIVERSITY
1956 (® 2026
SIZE

175%x235x 70 mm ?2|&

175




DAEGU UNIVERSITY 19

APPICATION.

HjL

I, AT, ZRida 010 BIXteleict.

T HE0| {212 Alofl= ©ol otof 22 5= Tt

SIZE
600 x 1800 mm ?|&

1800

ANNIVERSARY

DAEGU UNIVERSITY
1956 ® 2026

efHict 704

E 2 0j2i= 100

70 years together,
100 years into a bigger future

oA ot

DAEGUUNIVERSITY

ANNIVERSARY
DAEGU UNIVERSITY
1956 ® 2026

2t 70
C 2 0j2HZ 100

70 years together,
100 years into a bigger future

oA ot

DAEGUUNIVERSITY

600

600




DAEGU UNIVERSITY 20

APPICATION.

I, AT, ZRida 010 BIXteleict.

T HE0| {212 Alofl= ©ol otof 22 5= Tt

SIZE
7200 x 5200 mm ?|&

5200

ANNIVERSARY

o RCHStE ZH 70
1956 ® 2026

Mgt 703
C 2 0j2= 1003

70 years together
100 years into a bigger future

DAEGUUNIVERSITY

ANNIVERSARY
DAEGU UNIVERSITY
1956 ® 2026

CHet il 7054 °.='!%'=.'=1 ﬂE

A [ 2025.4.30()
TA | O ke 2

o e O

DAEGUUNIVERSITY

7200



DAEGU UNIVERSITY 21

EXAMPLE

APPICATION.

e
el

=]
-

daegu.ac-Kr
E daegu@ 000
ARY 3850 5
ANNIVERS, J 0538505000 Fo2 |
O Q‘E,za s AN TRE 0220
19 o AL
Q 32
2 1002

St 704, o2 o4



DAEGU UNIVERSITY 22

APPICATION.

XAl

EXAMPLE

RO
&

Dear M. §

o standd

There ard

in generaf
margins 3
maro)

professiof

ave attf

Chairmal

g“: oo
®

e — Tel 0538505000
o e Fax. 053850 5007
o

Dear . Ralls:

{ope everything is well with you since our last encounter on Aprl | am witing to ask you
if you would develop a Business Letter Template for Hyundai Heavy Industries. Currently there is

0 standard template avaiable within the firm.

There are two basic Business Letter Formats: Block Format and Various Indented Formats.
Block Format smply means that every component is aigned to the et Various Indented Formats include
Semi-Block, Modfied Block, and Modified Semi-Block Formats “Semi” simply means that the first s of
ns are indented. Modified” means that the sender's address, date, and closing are

the paragrapt

signficantly indented.
I genera. eft and right margins are one inch. For leters that are full page or longer, 0p and bottom
margins are akso one Inch, For short leters,text i centered vertially. so that the top and bottom
margins match, Times New Roman is most frequently used because I can be read easlly and appears
professional in printed materia

1 have attached an additonal document a the end of these Samples. The documen lustrates additonal
components you might consider in developing a Business Letter Format. As aiays

want to express my gratitude for your business.

Sincerely.
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70

ANNIVERSARY
DAEGU UNIVERSITY
1956 ® 2026

gt 5

Y, | 01012345678 <4 o

MNVERSARY | © domuomusc DAEGU  Aversany
e | Do GUVERSITY

Kim Dae Guns
e 700,612 082 100k




DAEGU UNIVERSITY 23

EXAMPLE

PPICATION.

ANNIVERSARY
DAEGU UNIVERSITY ANNIVERSARY

1956 ® 2026 DAEGU UNIVERSITY
1956 ® 2026




DAEGU UNIVERSITY 24

APPICATION.

HjL

EXAMPLE

N

ANNIVERSARY
DAEGU UNIVERSITY
1956 ® 2026

st 708

O 2 0|22 100H

70 years together,
100 years into a bigger future




DAEGU UNIVERSITY 25

APPICATION.

EXAMPLE

Wy 70
o 2 o 100y




DAEGU UNIVERSITY 26

EXAMPLE

APPICATION

Ed
=]

=2



DAEGU UNIVERSITY 27

EXAMPLE

APPICATION.

e




DAEGU UNIVERSITY 28

EXAMPLE

APPICATION.
BX}




DAEGU UNIVERSITY 29

EXAMPLE

APPICATION.

Ejo]=

S!
e\“g:;*@

b“@\* ®
e




DAEGU UNIVERSITY 30

EXAMPLE

APPICATION.

7l

DAEGY yy

IVERSITY
1956 ® 202

DAEGU UNWERSTY
1956 ® 2026




DAEGU UNIVERSITY 31

EXAMPLE

APPICATION.

AE(C|E 2H3

ANNIVERSARY
DAEGU UNIVERSITY




DAEGU UNIVERSITY 32

EXAMPLE

APPICATION.

oxE=s
==

SINGLE

SUMATERA




HZHAE | 20254
HMoOE | CHRCHSD SEE(EE: 053-850-5017)



