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| regret 10 report that sales have continued to
3 k& Reminding

ABQUARS, UEEHRTE,

Did you remember to V.

1 TARRMAT Hael-phrasest. M EAM 1 Did you remember to submit¥a vacation
rogret—iq, &1MEANMA, e

2.5 Aselpivased L AT LBR. KAREL ,
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Did you remember Lo tell Steve about the
o changes 0 the project
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Just a quick note to remind you to V.
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% Just a quick note to remind you 1o set your
sutomatic email reply before you go sway.
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© Dear Joyce,

Thanks for your smail and serry for not getting
back o you earier, but | have been away on
leave. I've included the correct figures below

Regards,
Kevin
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* Dear Karen,

Thanks for your message. I'm very sorry to
Isam about your resignation. | hope we get the

chance to work together again in the future. I've
sttached the documentation”you need.

Baest wishes in your new job.

Juian

senne
ANEHAE ABARALGANE, 4TANTR

EAEH. ALmLEMERHLH
g

©Dear Martin,
your wife isn't well. |
hope that she makes a fuil recovery soon.
Please let me know if there's anything | can do,
‘and send my best wishes 1o your wife.

Mariyn
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sb.=somebody(¥A),
V.=verb (#i7),

Ving=verb ending in-ing ()94 —ing),

p.p.=past participle (it %),

n.p.=noun phrase (&i94i:&), L2 word partnership, 1<4-3144
REiE,
B financial news

cost reduction

clause=clause (i #)), —& &4 LiEFfezhi),
E | need your help.
What is your estimate?

wh-clause= i who, whoever, where_ when_ what, whether.
how FF 3k #5.8 3 A &) ,

B8 ! don’t know who you are.
Where you live is not important.






English iz ANia 6 & T A4 68 A 4k 2 THd, d=: class, book,
teacher, Email & grammar ¥, Rk ERTAR, & FRERDR,
A, KRNAFRF FHANFTF (fluid),

chunks # % 0|44 B &A= sh A&, --listen to---Bp h—A~
RIFeIHTF: listen G EER4Eto, XRLAZAE, 1=2-listen--
T VA% ---are listening---. ---listened- -, ---have not been listening
carefully enough---, iX 21| % listen #9%sh L% .
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| am writing in response to n.p.

HAERAZAE R

| am writing in response to a phone call | received from your
company this morning.
BRGRABAASRT LABIRMNAI R E,
| am writing in response to the misleading® statements you
made about our company on CNN this morning.
BRAERBAAARF L1k CNN AT AN RAAT RE

15 i,

| am writing in regard to n.p.

AN oo

| am writing in regard to the warehouse supervisor position
advertised on your website.
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Word list

© misleading[mis'lidin] adj. & AZRRE); AL
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