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Exercises 01 L3 7221

Dear Dave and Gretchen ,
Dave 2} Gretchen 0| #|

We hope / all is well with you and your family.
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At last, / spring is in the air , and / that means summer
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can’t be far behind .
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= Finally, spring has arrived, and that signifies that summer is

just around the corner.
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For the past several years, / we have taken much
pleasure / in sharing our cottage on Mirror Pond with
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you and some of our other close friends.
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This year, though, / I'm afraid we must do things a bit

differently.
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still, nonetheless, nevertheless, yet, however, even so, quite the

contrary, all the same: 22{Lt, J0|= S5t
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Dear Dave and Gretchen ,

We hope all is well with you and your
family. At last, spring is in the air , and
that means summer can'’t be far
behind. For the past several years, we
have taken much pleasure in sharing
our cottage on Mirror Pond with you
and some of our other close friends.

This year, , I'm afraid we

must do things a bit
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The expense of n;amtam/ng the house has gone up quite
a bit, and / for at Ieastthe coming summer we have
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decided to put the cottage on the market as a rental

roperty.
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We already have several Iea?:ié from people / who are

considering ‘toa‘liklen(ng the cottage for most or all of the

summetr.
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Sandy Webb =&

= We have a number of interested parties who are
contemplating renting the cottage for the majority, if not the

entirety, of the summer.

We hope you understand.
2| 3|7} o|sHsZF=7| Hi2f .
ofl ek o] ole
And if we end up with some unbooked time in the fall

we’ll let you know.
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Sincerely ,
Sandy Webb .
Sandy Webb =2
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The expense of maintaining the house
has gone up quite a bit, and for at least
the coming summer we have to decide
to put the cottage on the market as a
rental property. We already have
several leads from people which are
considering to take the cottage for
most or all of the summer. We hope
you understand. And if we end up with
some booked time in the fall , we'll let
you know.

Sincerely ,

Sandy Webb.

Sincerely = Yours sincerely, Sincerely yours , Regards, Best

Regards, Best Wishes

1 decided / who / taking / unbooked
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Exercises 02 |2 A2
Dear Mr. Butler,

Butler A7

| am James Franklin, pﬁncipal of Grandview High
School.
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Each year / we provide engaging events / to bring our
school’'s community together.
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= Every year, we organize captivating events to unite our
school community.

This year, / we are trying to have a chess tournament.
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We think / that it will create a healthy competitive
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atmosphere and / help students make new friends.
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And some of the students in our school chess club are
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showing very promising result, and are aiming to
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participate in the City Chess Tournament.
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in, participate in, partake, be involved in Z0{5ICt

1@ A& So0t2| 2 OHAE flet 7|18 E REstH 1

2 engaging / promising / participate

ofzlf E&olM Sl XS 3o 1|1 pizt
2 HLAL.2

Dear Mr. Butler,

| am James Franklin, principal of
Grandview High School. Each year we
provide engaged events to bring our
school’s community together. This
year, we are trying to have a chess
tournament. We think that it will create
a healthy competitive atmosphere and
help students make new friends. And
some of the students in our school
chess club are showing very promised

result, and are aiming to in

the City Chess Tournament.
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They are practicing hard for the tournament .
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However, due to our school’s bud etary constraints, / we

had to cut back on school supplies.
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= Nonetheless, due to the budget limitations of our school,

we were compelled to reduce our expenditure on school

supplies.

To offer our students the best education possible, / we
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need the supplles to keep our chess club running .
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We would like to ask / that you help us continue the
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chess club by donating money.
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= We kindly request your financial support to sustain the
continuity of our chess club.
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If you contribute to our school, / you’ll be a hero / to the
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students who are pursuing their dream of becoming

chess players.
FsHAIM X 5| o] 7| aFA

A M7t ElE &2 F5t0 A S

ALk A

]
~~
-
_(J'I_l
rr
02
0o
k=)
mn
>

Sincerely,
James Franklin .

James Franklin E2!

" hard / constraints / cut back on / running / donating
4
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They are practicing hardly for the
tournament. However, due to our
school’s budgetary , we had
to school supplies. To offer
our students the best education
possible, we need the supplies to keep
our chess club run. We would like to
ask that you help us continue the
chess club by money. If you
contribute to our school, you'll be a
hero to the students who are pursuing
their dream of becoming chess
players.

Sincerely,

James Franklin.
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Exercises 03 C}2 A2

To Whom It May Concern
A X

| am writing to you / about an issue with my recent

mobile phone order.
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| ordered a silver model, / but | was sent a black one.
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However, / | decided to use it anyway.
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still, nonetheless, nevertheless, yet, however, even so, quite
the contrary, all the same: J12{L}, OO0 E4st1
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Nevertheless, / | could not save numbers in it, / and the
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battery would not even last a day / on a full charge.
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When | contacted customer service, / the representative
asked me to rﬁu}r; the phone , / and promised to send
a rgglacemzrﬁt.
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To Whom It May Concern

| am writing to you about an issue with
my recent mobile phone order. |
ordered a silver model, but | was
sending a black one. However, |
decided to use it anyway.

, | could not save
numbers in them, and the battery
would not even last a day on a full
charge. When | contacted customer
service, the representative asked me
to return the phone , and promised to

send a replacement.
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Update 2024. 1. 27.

That was two weeks ago, / and | still have not received

the new phone.
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| would highly appreciate it / if you could send me the

replacement phone — / in silver and with a healthy battery

—/ as soon as possible.
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| look forward to your ero#mpt action / on my request.
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Thanks, John Smith.
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That was two weeks ago, and | still
have not received the new phone. |
would highly appreciate it if you could
send me the replacement phone —in
silver and with a healthy battery — as
soon as possible. | look forward to your
prompt action on my request.

Thanks, John Smith.
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Update 2024. 1. 27.

Exercises 04 C}S 22| SXo= 7|3 MAst A2

Dear Mr. Scott,
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If you ask your administrative employees, / they will
probably agree / that copier rgrgilnt;r?ang is critical / to a
successful office.
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Our research shows / that the typical business will use
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copy equipment about six months / before repairing or
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replacing it.
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= Our research indicates that an average business tends to

use copying equipment for approximately six months prior
to either repairing it or replacing it.
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I-Iﬂ}sto?icao}lly / when you have needed service, / the only
option has been to call a régalrperégn / at a very high
Ccost.
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Fortunately, / there is now a service / that can extend
the life of your copier / and save your company
thousands of dollars / during the next year.
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If you ask your administrative
employees, they will probably agree
that copier is critical to a
successful office. Our research shows
that the typical business will use copy
equipment about six months before
repairing or replacing it. Historically,
when you have needed service, the
only option has been to call a
repairperson at a very low cost.
Fortunately, there is now a service
that can the life of your copier

and save your company thousands of

dollars during the next year.
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Lake Paperworx specialize in copier maintenance, /
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successfully serving business and legal firms /
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throughout the United States.
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We can s:gn/flcantly reduce / your maintenance costs
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and your downtime.
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= We are capable of drastically cutting down both your

maintenance expenses and periods of inactivity.
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The enclosed brochure outlines our services.
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If you are interested in using our services, / please call
me directly at 920 — 4848- 1212
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Sincerely, James Palmer

Lake Paperworx Business Manager.

1 serving / serving / enclosed / interested
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Lake Paperworx specialize in copier
maintenance, successfully serve
business and legal firms throughout
the United States. We can
significantly increase your
maintenance costs and your
downtime. The enclosing brochure
outlines our services. If you are

in using our services,
please call me directly at 920 — 4848-
1212
Sincerely, James Palmer

Lake Paperworx Business Manager.




