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2.
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3.
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9.
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10.
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11.
感谢祝贺毕业
12.
感谢借书
13.
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感谢探病（二）
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3.
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4.
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7.
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第七章道歉
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因未能送行道歉
2.
因缺席道歉
3.
因来访未遇道歉
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因未能赴宴道歉
5.
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5.
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慰问失业
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11.
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第九章祝贺
1.
4. 称谓
5. 结束语
6. 签名
7. 附件说明
8. 附言
9. 信文格式
10. 信封写法
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