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Dear members of Eastwood Library,

Thanks to the Friends of Literature group,
we’ve successfully raised enough money to
remodel the library building. John Baker, our
local builder, has volunteered to help us with
the remodelling but he needs assistance. By
grabbing a hammer or a paint brush and
donating your time, you can help with the
construction. Join Mr. Baker in his volunteering
team and become a part of making Eastwood
Library a better place! Please call

541-567-1234 for more information.

Sincerely,

Mark Anderson

Dear Mr. Jones,

| am James Arkady, PR Director of KHJ
Corporation. We are planning to redesign our
brand identity and launch a new logo to
celebrate our 10th anniversary. We request
you to create a logo that best suits our
company’s core vision, ‘To inspire humanity.’ |
hope the new logo will convey our brand
message and capture the values of KHJ.
Please send us your logo design proposal

once you are done with it. Thank you.

Best regards,

James Arkady
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Dear Mr. Dennis Brown,

We at G&D Restaurant are honored and
delighted to invite you to our annual Fall
Dinner. The annual event will be held on
October 1st, 2021 at our restaurant. At the
event, we will be introducing new wonderful
dishes that our restaurant will be offering soon.
These delicious dishes will showcase the
amazing talents of our gifted chefs. Also, our
chefs will be providing cooking tips, ideas on
what to buy for your kitchen, and special
recipes. We at G&D Restaurant would be
more than grateful if you can make it to this
special occasion and be part of our
celebration. We look forward to seeing you.

Thank you so much.

Regards,

Marcus Lee, Owner - G&D Restaurant

To the school librarian,

I am Kyle Thomas, the president of the
school's English writing club. | have planned
activities that will increase the writing skills of
our club members. One of the aims of these
activities is to make us aware of various types
of news media and the language used in
printed newspaper articles. However, some old
newspapers are not easy to access online. It
is, therefore, my humble request to you to
allow us to use old newspapers that have been
stored in the school library. | would really

appreciate it if you grant us permission.

Yours truly,

Kyle Thomas
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