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　　Dear Jack,
　　We would like to extend our warm wishes for the upcoming holiday season and would like to wish you and your family a Merry Christmas and a prosperous New Year.We also would like to take this opportunity to say thank you for your business and support over the years.
　　Our office will be officially closed the following times during the holiday period:from Saturday 24th December to Monday 2nd January
　　Our support team will still answer emails through the Holidays,however,please be patient as our response time may be a little slower than usual.
　　May you travel safely over this busy festive season and come back refreshed for a successful 20xx.
　　Best Wishes,
　　Tom
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　　Dear Jack,
　　I am delighted to learn that you are going to graduate. That is one of the most joyful news I have heard for a long time. I would like to extend to you my utmost congratulations on your graduation. No one can deny the fact that you have a very good performance in your graduate school. Owing to your quality of leadership and good character, you have got a recognition from your teachers and schoolmates. And as I know, your graduation papers will be published in an important international magazine. With your talents and achievements, I am sure you will be a success in whatever you undertake in your future. Kindly let me know when you are convenient. I do hope to express my congratulation to you face to face. I take pride in your achievements and I want to aware myself of this opportunity to extend to you my best wishes for your success and happiness.
　　Your sincerely,
　　Alisa
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　　Dear Mr. Haskel
　　Congratulations on your recent promotion to the marketing department of the California metals market.
　　My colleagues and I are very happy that your work in the field of marketing has been recognized in this way, we ext to you best wishes.
　　Through five years of work with you, many of us are very aware of your contribution to our panies. We are looking forward to your visit to China next month and we will celebrate your progress in a more formal way.
　　Again, Congratulations, Mr. Haskel, I wish you a new position as director of the marketing department.
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