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Directions: Suppose you have an important interview, but have unfortunately fallen ill. Write
an email to apologize.

To Whom It May Concern,

I would like to thank you for arranging to meet with me for an interview at 10:00
a.m. on Monday, December 25, 2017.

Unfortunately, | have recently been diagnosed with a serious ear infection which will
require surgery on the same day as our interview. | am sorry to say that | will therefore
not be able to make the interview. If possible, | would like to postpone the interview to
another day later in the week. | promise that such a situation does not usually happen,
and apologize for any inconvenience this may cause you.

I am looking forward to hearing from you and, again, am sorry for any trouble this
may have caused. Please excuse me for not being able to inform you of my situation

sooner.
Yours sincerely,
Li Ming
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Dear Sir or Madam,

Generally speaking, the services you offer here are quite good; however, | have some
suggestions for you. And | would like to extend my greatest appreciation if you are so kind as
to take my suggestions into consideration.

| have been - for many years with great enthusiasm and interest. It is my view that - is
of utmost significance. To crack this hard nut, | would like to give/offer/render/propose
some/several useful/practical/conducive recommendations as follows. First and foremost, it
is imperative for us to . In addition, we should:. Last but not least, .

| hope you would find the above proposals conducive and | would like to discuss this
matter to further details. Your prompt attention to my suggestions would be highly
appreciated.

Yours sincerely,
Li Ming
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Directions: Write to the head of a train, and complain about its bad services.

Dear Sir or Madam,

As a regular passenger of your train, | am severely disappointed to find that the service
you have recently provided is far from satisfactory. Therefore, | am writing this letter to draw
your attention to the matter in the hope that the present situation can be improved.

As we all know, punctuality is essential to the railway service. However, the train has
been delayed from time to time, which has brought me much trouble and inconvenience.
Even worst are the bad manners of your stewards and stewardesses. Their service has not
benefited from the saying: “The customer is king.”

| believe you will take this matter into serious consideration and give a satisfactory reply
as soon as possible. At the same time, | sincerely hope that you will review your management
system. | would be glad to see improvements in your railway service.

Yours truly,
Li Ming
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Dear Wuiji,

Congratulations upon having received your doctorate in philosophy from -
University. | know this has meant years of study and hard work on your part, and it is an
achievement you can well be proud of.

| have followed your progress with pleasure and interest for many years, and | am
sure, from the fine record you have made, that you will be a success in whatever you
undertake. No doubt you are tired after the strain of the past few months, and if you would
like to come to my hometown for a few weeks this summer, we’d like to be very happy
to have you.

I'd certainly enjoy hearing about your plans, now that you have completed your
college course. Think it over, and let me know.

Yours faithfully,
Li Ming
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Dear Sir or Madam,

As | am planning to take the National Entrance Test of English for MA/MS
Candidates (NETEM) , | have decided to place an order of some NETEM books with
due consideration of the good reputation of your bookstore and the high quality
of your books.

In order to fulfill this order, | have several requests. Firstly, please give me
particular accounts of the names, authors, publishing houses and prices of these
books. Secondly, | also need to know the terms of payment and after-sale service.
Thirdly, | wonder if it would be convenient for you to deliver these books by EMS
to --- by December 1, 2020. | have arranged to pay for the service.

| would like to express my gratitude for your kind consideration of my
requests. | look forward to hearing from you soon.

Yours sincerely,
Li Ming
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