Engineering lettering guidelines mapua 2017 free

I'm not robot!


http://ydeepty.com/c3?utm_term=engineering+lettering+guidelines+mapua+2017+free

38411625.840909 908049934 874492.50505051 3791110183 184465652820 101667928.38462 603787849 139843853922 36217467528 26523709779 29702170.818182 7928789150 5643868.21875 307151292.33333 12546903.25 12386893.293478 35990151.022222 107897002725 161041629010 29958962.703125 20566852.802469
15511786400 52697270366 80409730338 20322750.343284 32928801.666667



How to Email a Professor

Is vour email click-worthy? It depends on the subject line of yvour
email.

Professors have done years of hard work to earn this title that is why
Greeting vou should show them respect throngh the conrtesy of using a
salutation.

The first plrngrnp!l of yvour email should address whao you are in &

Introduction clear and concise way.,

Alwavs list vour skills and exportise in a simple and easv-to-undeastand

Build connection way by aligning with the research area of targeted professor.

Closing Explain why are vou reaching out to professor.

Before sending email to a professor, proofread it carefully and get
someone vou trust (o review lor spelling and gramm ar.

LETTERING

ARBRC APC AR

Proofread




Mapua engineering lettering.

Ongelma pyyna £ n k'satelyssau. Yritaxme Korjata Ongellman Mahdollisimman Pian. You are reading a free view, the pages 16 to 20 are not shown in this view. You are reading a free view, the pages 51 to 200 are not shown in this view. You are reading a free view, the pages 219 to 253 are not shown in this view. You are reading a free visualization,
the pages 295 to 299 are not shown in this view. You are reading a free view, the pages 316 to 326 are not shown in this view. You are reading a free visualization punch 331 is not shown in this view. You are reading a free visualization, the pages 336 to 353 are not shown in this view. You are reading a free visualization, the pages 358 to 372 are not
shown in this view. You are reading a free view, the 401 to 421 pages are not shown in this view. You are reading a free view, the pages 448 to 540 are not shown in this view. You are reading a free visualization, the pages 553 to 568 are not shown in this view. You are reading a free visualization, the pages 585 to 615 are not shown in this view. You
are reading a free view, the 620 to 628 pages are not shown in this view. You are reading a free visualization, the pages 633 to 637 are not shown in this view. You are reading a free visualization page 642 is not shown in this view. Thank you for interesting in our services. We are a nonprofit group that runs this site to share documents. We need your
help to maintain this site. To keep our site running, we need your help to cover the cost of the server (about $ 400/m), a small donation will help us a lot. Help us to share .3 .3 ahniL ataD .2 odna§AebaC .1 laicremoc atrac amu ed sa§AeP .3 .rotiel od o£A§Aa ritnarag ed avitatnet amU .2 .ortsiger omoc rivres arap .1 :sotis3AporP .sairjAretil sepAsneterp
mes ,oterid e lamrof A .laro aiv rop sodizudnoc etnemetneinevnoc res medop o£An euq soic3Agen raicogen arap adasu atircse megasnem amu %AZE"A soic®Agen ed satraC otis®Aporp e o£A§AinifeD .2 etnatsucsiD nagnapgnapaC .S yoR soic3Agen ed satraC .1 .sogima sues moc o§Aivres ADDRESS 4. ATTENTION LINE 5. GREETING 6. SUBJECT LINE 7.
BODY OF THE LETTER 8. CLOSURE OF COUNTISES 9. SIGNATURE LINES 10. IDENTIFICATION INITIALS 11. Inclusive Reference Line of Attention, Subject Line, and Included Reference Used whenever necessary; The rest must be included in all letters. As a general rule, the double space between each part of a letter must be observed. 4. Parts of
a commercial letter 1. The title consists of the name of the company or the individual and the address. These are the essential items for a printed letterhead, although there may be additional printed data. 2. The date line - consists of the mothers, the day of the Mother and the year. The date can be centered, typed with the margin, initiated at the
central point of the panao or, in full letters, began on the left margin. 5. Parties of a commercial letter 3. The internal address - consists of the name and address of the person or company to whom the letter is written and must correspond in items essential to the address of the envelope. It is written below the date on the left margin on letters
addressed to government employees and also in personal letters of a very formal and worthy prick. Sometimes, it is placed on the bottom left of the leaf, starting the level with the left -hand margin, two to five spaces below the last item of the signature, depending on the amount of space between the signature and the lower margin. 6. The internal
address is a courtesy reasons, we use a title with all the names, such as: Mr., Mrs. Or miss. If the destination has any special title such as motion, teacher or honorable, we use the title. Honorable is employed to address a prominent person in government affairs. The name gene © rich of a road like street, avenue, avenue, unit or road should not be

omitted. Examples: 101 Doroteo Rizal Street, 333 Clear M. Recto Avenue 7. Parts of a commercial letter 4. Attention Attention Line¢AAAis used when it is important that the letter reach quickly the person who is best qualified to take care of it. A number of positions and forms for this information are used, but as a general rule, the attention line
should be centered. 5. The Salutation¢AAAalways starts at the left margin, followed by a colon. The correct salutation for a firm composed of men or of men and women is Gentlemen. For a firm composed entirely of women, Mesdames. 8. THE SALUTATION “AA¢A Salutation for individuals, from formal to informal: Note: Do not use a salutation
beginning with My when responsibility for the letter is to be assumed by an organization rather than by an individual. MALE FEMALE Sir: Madam: My dear Sir: My dear Madam: Dear Sir: Dear Madam: My dear Mr. Zamora: My dear Mrs. Zamora Dear Mr. Zamora: Dear Mrs. Zamora: 9. PARTS OF A BUSINESS LETTER 6. The Subject
Line¢AAAenables the reader to know at a glance what the letter is about. It may be placed in various positions (sometimes above the inside address). 7. The Body of the Letter¢AAAcontains the message. As a general rule, single spacing should be employed within paragraphs of the letter body. The two most important sentences of the letter body are
the first and the last. The first sentence should be utilized for a constructive purpose. 10. THE BODY OF THE LETTER “AA¢A Examples of positive openings: a. It is a pleasure to answer your interesting letter of October 10. b. We appreciate your giving us an opportunity to correct a misunderstanding. “AA¢A The last sentence often ¢AAAmakes¢AAA
or ¢AAAbreaks¢AAA a letter. It should clinch the objective of the letter, and leave the reader pleasantly impressed. It should direct, forceful, and complete in itself, so as it draws a clean-cut dividing line between the letter body and the complimentary close. 11. THE BODY OF THE LETTER “AA¢A Examples of positive closing: a. We hope that this
arrangement will prove both convenient and uo o£A§Aisop ad of£A§Aangised A .d .rodatid od odafargolitad emon O .c .rodatid od atenac alep atircse arutanissa A .b .atircse ©A atrac a lauq ad emon me laicremoc ofA§Aazinagro ad ofarg3Alitad emon O .a :setniuges sa m2Atnoc euq sahnil ortauq a saud me etsisnoc etnemlareg euq ,arutanissa ed
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.b .2Acov arap dictator's business within the organization. 15. The signature signature Woman's signature: her truly, Jo Ana S. Crisostomo Miss Jo Ana S. CrisoTomo Advertising Manager Married Woman's signature: her truly, Maria Vilma N. Mapula Mrs. Maria Vilma N. Mapula Credit Manager Company of the company: Your truly, Pacific
Construction Co. Yashina Mae G. Lotivio Yashina Mae G. Lotivio Supervision Engineer 16. The individual responsibility of the signature: her truly, Roy T. Nova Roy T. New supervisory engineer atlantic Construction Co. * Dictator without commercial title: Your truly, Pacific Construction Co. Yashina Mae G. Lotivio Yashina Mae G. Lotivio Supervision
Engineer * omits if the name appears on the letterhead. 17. Parts of a commercial letter 10. initial identification of the ESTANGRAPH, and the name or initials of the dictator are usually placed in the lower left corner of the letter, usually one or two spaces below The last line of the signature group. 11. Included Referement is another material high of
the letter included in the envelope, it should be observed in the left corner on a line with the lower margin. (It is written with an inhole inhole inhole is allowed; the number of one of the one of one of one is indicated before the abbreviation: 2 incs). Message to the reader in substance, language and in tone. The substance of the message should be
adapted to the reader's character. The message must be familiar with the reader. The colloquial and jocular tone would not fit a message about an important commercial transactions. 19. Answers - These letters that ask or respond are usually brief and do not have no special difficulty. It consists of four steps: a. State carefully the circumstances that
require the Inquiry. B. Declare any facts necessary by the reader to make a complete answer. ¢. PENALLY INFORMATION OR INDICATE THE QUESTIONS. d. Express gratid for the requested favor. Note: It is customary to include posting for an answer; A thank you note must follow such a letter. 21. Inquiry and replication * The answer must do the
following things: a. Recognize the Inquiry, or declare the circumstances that require the answer. B. Answer the questions. ¢. Build goodwill and pave the way for more contact. Note: When dealing with the answers, the writer must be rude and systematically. If the material is not immediately available, the inquiry must be recognized and a date set for
the final response. 22. Example of Letter of Inquiry Gourmet Food Company, Incorporated 200 Salcedo Village Makati City June 8, 2012 Destiny Manufacturing Company 505 AGONCILLO MALOLOS, Bulacan Subject: Type 888 Sachets Gentlemen: Attention of Mr. E. R. Reyes, sales manager please send us a prison and descriptive literature on their
888 sachets. Particularly we want to know if they are resistant and heat resistant. We thank this information, as we will use the containers for our new line of food products. Enclosed is a brochure about our new items. Very truly yours. Gourmet Food Company, Inc Mila V. Perez Miss Mila V. Perez Production Manager MVP/As Incl. 23. Example of
Letter of Reply Gourmet Food Company, Incorporated 200 Salcedo Village Makati City June 8, 2012 Destiny Manufacturing Company 505 AGONCILLO MALOLOS, Bulacan Subject: Type 888 Sachets Knights: Attention of Mr. E. R. Reyes, sales manager please send us a prison and a descriptive literature on its 888 Particularly we want to know if they
are resealable and heat-resistant. We appreciate this. This.How we will use the containment for our new line of food products. Included is a leaflet about our new items. Very truly yours, gourmet food companion, Inc Mila V. Perez Miss Mila V. Perez Manager MVP/As inc. 24. Types of Business Letters 2. Order and Recognition - The letter of the
request, as well as its recognition and acceptance, constitute a contract applicable by law; Therefore, every statement included in anyone must be carefully examined with it in mind. A request letter must consist of the following elements: a. Name of the orderly article. B. Description of each item, donating size, style, finish, quality, material, weight or
something else help identify the desired article. 25. Order and recognition c. Number of the item cathomal, if it is available; In the event of a constraint, the number of the cathanque pages (it is also good to include the number or date of the cathomist.) D. Quantity of each desired item. and. PRECORATION OF EACH ITEM AND THE TOTAL
PRECORATION OF APPLICATION f. Mother of payment to be used by the buyer (occasionally, the agreement conditions of the order must be included.) G. Mother of the shipping desired by the buyer. H. The address to which goods must be sent, especially important if the delivery address differs from the postal address. I. Date when goods are
desired. 26. Example of Order Letter 700 D. Avenida Macapagal, Lubao, Pampanga July 16, 2012 Mega Power Electric Company 108 Pasong Tamo Extension Makati Cavalhaos: Please send them by Express at 10 September 2012, for the address given above the following items taken from your Cathalog B to 2012. Cat. At the. QUANTITY
DESCRIPTION TOTAL UNIT 10D 10D 10D ROOD, Double range, P 900.00 P 9, 000.00 125 OHMS PER VOLT 129B 10 MILIAMMETERS OF HOT WIRE, P 2, 000.00 P 20, 000.00 interval from 0 to 500 volts 125 5 Wattmeters, direct current, p 4, 000.00 p 20, or single-phase alternating current, for 150 volts, 0.5 amp.Total -. P 49, 000.00 a certified
verification for p 49, 000.00 is closed in the total payment of this order. We thank you for your quick delivery of our order. Very truly yours. Daniel C. Padilla Daniel C. Padilla 27. Order and AcknowledGment. Items (g,) (h,) and (i) are usually included in the first paragraph and item (f) in the last paragraph. . The real goods to be acquired are properly
placed in tabular form, slightly retreated from the left margin and thus arranged that the prices form the last column a right. . Recognition must be written in such a way that the customer will be desired to continue their commercial relationships with the company. It should never be negative or just perfunct. 28. Example of Letter of
AcknowledGment Mega Electrical Company 108 Pasong Tamo Extension Makati City July 16, 2012 Miss. ROSALYN V. Apilo 700 D. Avenida Macapagal, Lubao, Pampanga Dear Lady. Thanks for the order of September 1, 2012, with the certified check closed to P 49, 000.00 the provisions of the elderly are being sent to you today. Our supplies, of
course, are not limited to the items we listed. When ordering again, feel free to order any item you can require. We allow a liberal discount for purchases in the value of P10, 000.00 or more. We are, therefore, including a check in the amount of P5, 000.00 representing discount. This is the first order we received from you. It is a pleasure to add your
name to our customer file. Very truly yours. Mega manufacturer co. JONNALYN LOZADA JONNALYN LOZADA Sales Manager 29. Types of Business Leites 3. Letters giving instructions - a usual concern of the engineer or architect is giving written instructions through a letter to subordinates, a letter Other men are also tonic, or to lay people who
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.rotiel olep adidnetne megaugnil a e ;esseretni e edadicapac ,sedadissecen saus s A atrac aus ratpada assop ele euq arap sadad ofAs sepA§Aurtsni sa meuq a rotiel Claim letter — attempts to placeThe reader exactly what the writer thinks has been wrong or unfair in a particular transion. He should not ask for more than he is entitled, nor denounce
facts in one effort to deceive the other party. 34. Letter of claim of letter of claim and adjustment consists of four steps, organized in the following order: a. A complete and careful declaration of what is wrong b. A declaration showing the inconvenience to which the complainant was placed, to arouse the interest of the adjuster. ¢. A request for
explanation, adjustment or whatever is necessary to compensate for the error. d. Another feature adapted to the reader's pride, a perception interest, a sense of fair game or fear. 35. Letter of claim and adjust the adjustment letter, the functional order is as follows: a. An expression of interest and sympathy or excuses b. A clear and complete
declaration of the facts so that the applicant can understand the point of view of adjuster c. An offer of an adjustment that is fair to both parties (which the modern adjustment letters begin with this section and usually combined with part a) d. The guarantee that the situation will not happen again to accumulate damaged goodwill. 36. Example of
Global Machines 246 MACTAN AVENU CEBU City 31, 2012 Lady: Last January, we ordered 100 bombs of blue jacket of a horse. Upon now, the shipping has not been delivered. The peak demand for water bombs is from sea to May; Therefore, we may have to wait at the next point to discard all these bombs if they are not coming soon. We are
referring to this subject to you for investigation. We hope to have our blue jackets in the use of the next mom. Tell us the reason for the delay. There must be a wool explanation, because our previous transactions with you were highly satisfactory. Very truly yours, Jonainlyn M. Lozada Jonainlyn M. Lozada Office of Miss Melody M. Morga Presidente
Flying A Machinery 1270 Jose Abad Santos Santos Metro manila JML:pg 37. example of adjotment flying machinery a 1270 jose abad saints avenue metro manila February 7, 2012 miss jonnalyn m. lozada global machineries, inc cebu city my dear lady: we apologize for the delay in delivery of the pumps specified in your purchase order on January 907
2. the bombs were not shipped as scheduled because another company bought all the blue jacket bombs we had in stock two days before we received your order letter; however, you will receive your shipment not later than February 26. We sincerely hope that a unfortunate incident like this will never happen again. very truly your. melody m. morga
melody m. morga president MMM/ng 38. types of milk business 5. Application letter - tries to sell the services of the writer; trying to secure a position through this letter. two types: a. the letter answering an ad b. the unsolicited letter 39. letter of the stereotyped application good response to your ad in express this morning, I am listing my
qualifications below. After three years of experience in market research, I feel I am qualified to fill the position of the market analyst announced in the express this morning. This is in response to your announcement in yesterday's newsletter. your ad pleases me because it offers the opportunity to accept responsibility, a task for which I believe I am
qualified. being interested in the accounting position announced in today's newspaper, I thought I would write. Because I had two years of formal accounting training, I feel qualified to work as a junior counter with your company. 40. better of the application a data form should contain the following information items: a. physical data such as age,
height, weight, etc. b. education, schools, faculties and universities with attendance dates and degrees. sometimes it is worth listing important courses sodadutse sodadutse to mention the day of the note. ¢. Experience, with dates employed, type of work, business addresses, etc. d. Special qualifications that fit the candidate for work, registration of
honors, prons etc. and. Desired Salary. Often, it is advisable to completely omit these information, especially in letters not requested. f. Referements, with names and addresses. 41. SALVARY OF THE KETER OF APPLICATION WISHED: This is better declared modest rather than a definitive, arbitrary or high figure, such as: a. ¢ aferences ““ No less
than I am winning now, p ¢ aferences. B. 4 € ®SALARY OF SECONDARY IMPORTANCE, BUT enough to live in Ady €. ¢. ¢ Aferences Whatever usual for this type of work Aferences 42. ExampleFAPPLICATIONALCATIONLETTER 678 MINDANAO AVENUE STA. Table, Metro Manila July 23, 2012 The Personnel Manager P.O. BOX 909, Manila
Dear Sir: Being an architect student who had ample training and experience in mechanical design and structural design, I believe I am competent to meet the requirements for the position of mechanical designer that you announced In the daily life of this morning is a rite. I am 21 years old and currently a fourth year student at the Mapua Technology
Institute of Architecture. My basic mechanical design training was purchased at the Don Bosco Institute, where I graduated in 1998. In Varia occasions, my mechanical design and design plates were displayed in our newsroom room A £ o. In my year Juneinor, Mr. Gerardo Lordin of Architectural Design Center offered me a job as a designer in his
writing. Execo Structural Designs, Design Projects and Preparation Models in Miniature. I had several opportunities to discover instruction projects given to me and to modify certain resources when the need arises. I like my current work, but I would like to enter a company where work requires individual responsibility uem uem o erbos
sepA§Aamrofni siam ed rasicerp eved 2AcoV .0§Anava o arap saicn2Airepxe ed edadeirav roiam amu e retaerD And personal qualifications, I have permission to refer you: Mr. Leandro Brillantes Dean, Institute of Technology of the Mapua Intramuros Faculty of Architecture, Manila Sr. Amador Hernandez Instructor Don Bosco Institute TA © Cnico
Mandaluyong City Mr. Napolea £ o G. Locksin President, Architectural Design Center, Makati City Architecture Design Center If you wish, I would be very happy to go to your writing for a personal interview. Truly yours, Daniel C. Padilla Daniel C. Padilla (Requestedletter) 43. 105 Emerald Street Ayala, Alabang July 23, 2012 San Miguel Corporation
Ortigas Avenue Pasig City Sir: With my academic conquest and my experience in Vanios Maintenance fields §An of moms. I believe I am better able to assume the responsibilities of a maintenance engineer of your company. I heard about your need for a friend who is employed in your company. I am a mechanical engineer Ja2NORInior licensed, single
and 27 years old. I graduated from the University of the Far East in 1995 with the degree of Bachelor of Engineering. I passed the council exam to mechanical engineers, given the same year. From 1995 to February 1998, I was employed as an assistant maintenance engineer in charge of the maintenance of yarns and fiber chips of the universal
timiles fiber in Pasig City. In the mara of 2000, I assumed the position of maintenance engineer responsible for the tubulation fiber and flexion fiber fiber and flexion of the Philippine and Foundry Corporation pipes and flexion In Barrio Hulo, Mandaluyong, Rizal. I still keep this position at the moment. My special qualifications include knowledge of
computers and refrigeration systems For more relative details, my escort, professional and personal qualifications, I have permission to refer it to the following Engr. Rodolfo S. Sandoval Far Eastern University Quezon Boulevard, Manila Engr. F. Carlos Manager, Universal Textile Mills Pasig City Engr. Maintenance by Miguel Robles Robles,llib
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government and some commercial offices) means a response, comment or forwarding note added to a document letter. 47. Example of Letter of Understanding Republic of the Philippines Commonwealth Avenue Audit Commission, Quezon City, Philippines Re: E-mail complaint of alleged expropriated precification of lands acquired by the municipal
government of San Juan, Metro Manila and not payment of appropriate taxes on them. 1st endorsement on July 6, 2004, respectfully returned to the Director, CoA Information and Communication Technology Center, the statement of this document on the complaint mentioned above, with the information that, from our initial investigation, the author
in question had already issued a memorandum of audit observation (Am) on the subject. AOM is currently pending with the San Juan municipal government officials for their comments/justifications. As an investigation into the alleged expediency is already underway, we find it appropriate to wait for its result, because we can only doubling the
investigation unnecessarily. (SGD.) Director of Dante S. Alegre v Legal and Local Adjudication 48. Features of Business Letters 1. Correction 2. Clearness 3. Decision 4. Order 5. Unit 6. Courtesy 7. Personality, Personality, Style 8. Tom 49. Characteristics of business cards 1. correction - a commercial letter should be correct as to the facts provided. It
also applies to grammar, phrase building, punctuations and the order of the mechanical parts of business cards. 2. Clearness - the trade letter is clear if it is easily understood. Use a simple and exact language. 3. Concision - is the art of saying one thing with the least possible words. 4. Order - because it is an important written record, the essential
characteristic of ais having logical organization. 50. 50. OF THE BUSINESS LETTERS 5. UNITY¢AAAno letter should deal with two unrelated subjects. 6. COURTESY¢AAAis the attitude taken by the writer, expressing friendliness and good-breeding; it strives to be polite in manner and phraseology. 7. CHARACTER, PERSONALITY, STYLE¢AAAthe
three qualities that are interrelated to each other. Each letter has its own need thus encouraging freshness and originality as well as adding personal touch to it. 8. TONE¢AAAa letter should not be written in a condescending, pompous, sarcastic, didactic, flippant, suspicious, or humble tone. The writer should consider the reader as intelligent,
human, honest, and fair-minded. 51. APPEARANCE 1. Stationery¢AAAthe prestige gained through the use of good paper will more than offset any saving through the use of inferior paper. "AAA The standard sheet of business stationery is 8 A%A x 11inches in size, white or very light shade of cream, brown, gray, and blue color. "AAA The writer should
determine the approximate length of the letter and type it in such a way as to have approximately the same margins all around. 52. APPEARANCE 2. Letter Styles¢AAAthe form of indentions. Forms of Indentions: a. The Block Style b. The Semi-block Style c. The Indented Style d. The Full-block Style e. The Hanging-indented Style 53. LETTER STYLES
a. The Block Style¢AAAthe insider address and all paragraph beginnings start at the left margin. Each member of the signature group is aligned vertically with the complimentary close which begins near the vertical center. 54. THE BLOCK STYLE GOURMET FOOD COMPANY, INCORPORATED 200 Salcedo Village Makati City June 8, 2012 Destiny
Manufacturing Company 505 Agoncillo Malolos, Bulacan Subject: Type 888 Sachets Gentlemen: Attention of Mr. E. R. Reyes, Sales Manager Please send us a price and descriptive literature about your 888 sachets. Particularly we wish to know whether they are resealable and heat resistant. We shall appreciate this A :itakaM egalliV odeclaS ed
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