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2% School club director encourages students to propose new clubs based on diverse interests.

HS  Invitation to Propose New School Clubs for Diverse Student Interests

1. Dear students,
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2. 1am Amanda Clark, / the school club director, / and | am writing to you / about our school clubs.
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3. Over the last few semesters, / there have been requests / for more diverse school clubs.
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4. For this reason, / the school decided / to expand the number of clubs / for extracurricular activities.
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2% School club director encourages students to propose new clubs based on diverse interests.
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HS Invitation to Propose New School Clubs for Diverse Student Interests

5. This provides students / with an opportunity / to make additional clubs.
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6. Students can make / any type of club / based on their various interests, / such as hip-hop, / K-pop dancing, / or

coding.
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7. Therefore, /1 am encouraging you / to submit a proposal / for a new club / that you would like to create.
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8. Please turn this in / to my office / by the end of this week.
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HS  Invitation to Propose New School Clubs for Diverse Student Interests

9. | look forward to / seeing your great ideas.
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10. Best regards, / Amanda Clark
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2% Principal introduces multicultural recipe book celebrating diverse families and traditions at
school

HS Greenwood High School Launches International Recipe Book Project Celebrating Cultural
Diversity

1. Dear Parents,

2. At Greenwood High School, / we take great pride / in the cultural diversity / that enriches our community.

3. We are very pleased / to share with you / our special new project, / a recipe book, / created to celebrate / the

traditions and flavors / of families from around the world.
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4. This unique collection / features 100 recipes / from 26 countries, / highlighting beloved dishes / passed down

through generations.
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2% Principal introduces multicultural recipe book celebrating diverse families and traditions at
school

HS Greenwood High School Launches International Recipe Book Project Celebrating Cultural
Diversity

5. It offers a special chance / to explore global cuisine / and share meaningful moments / with your children.
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6. We encourage you / to try some of these recipes / together / over the summer.
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7. You can download / this online recipe book / from our school website.
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8. Food brings us together, / and this project reflects / the joy and unity / that diversity brings / to our school.
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Principal introduces multicultural recipe book celebrating diverse families and traditions at

school
Greenwood High School Launches International Recipe Book Project Celebrating Cultural

Diversity

9. Thank you, as always, / for your continued support.
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10. Warm regards, / Dr. Helen Brooks / (Principal, Greenwood High School)
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2% Editor requests professor to revise manuscript addressing reviewers' comments before
deadline.

HMS Urgent Request for Manuscript Revision Before Approaching Deadline

1. Dear Professor Langford,

Langford ™4-EH|,

2. First of all, / we apologize / for contacting you / during the holiday season.
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3. We understand / that this is a busy time, / but as the revision deadline / of your manuscript (December 27th) / is
quickly approaching, / we kindly ask / for your cooperation / in addressing the reviewers' comments / as thoroughly as

possible / within the limited time available.
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4. The reviewers / have carefully evaluated / your manuscript / and provided / insightful and critical feedback.
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2% Editor requests professor to revise manuscript addressing reviewers' comments before
deadline.

HMS Urgent Request for Manuscript Revision Before Approaching Deadline

5. To help you revise, / we have summarized / the key points / raised by both reviewers.
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6. Please review / these comments carefully / and submit / a revised version / of your manuscript.
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7. We are confident / that incorporating these suggestions / will significantly improve / the manuscript / and provide
stronger support / for your main claims.
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8. We hope / that the revised manuscript / will satisfy the reviewers / and be accepted / in our journal.
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Editor requests professor to revise manuscript addressing reviewers' comments before
deadline.

Urgent Request for Manuscript Revision Before Approaching Deadline

9. Thank you / for your attention / and cooperation.

10. Best regards, / Nora Ellison, / Associate Editor

ohgs| AMAIL, Nora Ellison, S HZE &

2027SHEE 554 F0f 1Y



S e AAN AZI|EYU0| FES £0| Fxj 2F 2R UEE0 SES 2F5= 20 HX| oK.
03 8% Customer requests refund for wrong flowers delivered twice from flower store.
HMS Complaint Letter Requesting Refund for Incorrect and Poor Quality Flowers

1. Towhom /it may concern,

BAXHEH,

2. Before | get to my main point, / I'd like to mention / a past experience / with your store.
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3. Ayear ago, / | ordered my wedding bouquet / from you, / and my husband, Nicholas, / had promised me / David

Austin roses.

18 H, K= 2 oM Y 2AHE =281, ® &M Nicholas= XM0i|#| David Austin Z0|E AF&RELICH

4. However, / on my wedding day, / | received / standard roses / instead.
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03 2% Customer requests refund for wrong flowers delivered twice from flower store.
HMS Complaint Letter Requesting Refund for Incorrect and Poor Quality Flowers

5. Although | briefly considered / filing a complaint / about the mistake, / | chose to focus on / enjoying my special day.
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6. Yesterday, / to celebrate our one-year wedding anniversary, / my husband ordered / David Austin roses / from your
store / again.
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7. However, / the flowers | received today / were lifeless, spotted, and browning / upon arrival.
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8. Thistime, / | believe /it's only fair / to ask you / to take action / to resolve this matter.

O[Ol =, o] ZHIE e ZH7| flsh =X|E FlaliF4 A 2¥dt= Ao| LTt W2hgfLTt.



S 2% AFAN AZI|EYU0| FES £0| F x| 2F BR UEE0 SHES 2F5= 20 HX| 0.
03 2% Customer requests refund for wrong flowers delivered twice from flower store.

HMS Complaint Letter Requesting Refund for Incorrect and Poor Quality Flowers

9. lam not asking for / compensation / for the flowers from a year ago, / but | do expect / a refund / for this order.
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10. To resolve thisissue, / | would appreciate / a full refund.
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11. I look forward to / your response.

Flstel gtds 7|Ch2| &L Ch

12. Sincerely, / Cheryl

Cheryl E&
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82X Financial advisor requests repayment of $1,500 car loan from Mr. Johnson.
HS Request for Repayment of Car Loan to New Employee

1. Dear/ Mr. Johnson,

Johnson M7,

2. Have you "settled into" / your new job / by now, / and do you still feel / as enthusiastic about it / as you did / at the
beginning?

XZE M 2o H8stiLte, J2|0 MEME s O 2ol E"a =IALR?

3. Of course, / any job has / its tiresome tasks, / but all in all, / from what you told us, / it sounds like / a good match for

EE, 0™ LO|E X|Fot YRIt AX| T, TBEK O = ehilo] L2[0f|A| Zet A= Hof, FAojAH & St= A Zota.

4. We're writing / to ask / when we can expect / repayment of / the $1,500 loan / for your car.
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82X Financial advisor requests repayment of $1,500 car loan from Mr. Johnson.
HS Request for Repayment of Car Loan to New Employee

5. We were glad / to help you / with the purchase of your car / so that you'd have / transportation / back and forth / to

your new job.
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6. You agreed / to pay / all, or at least half, / of the loan / by June.

Y2 6N tEZO HE E= Hoj: BHS 2|2 SO0,

7. If you have decided / that you cannot repay / the total $1,500 / at once, / we understand.
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8. But we do need / to receive / at least half / that amount / within the next / 2 or 3 weeks.
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2 Financial advisor requests repayment of $1,500 car loan from Mr. Johnson.

HS Request for Repayment of Car Loan to New Employee

9. We hope / you are satisfied / with the car / you chose.
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rir

10. We, too, / thought / it was / a good buy.

2= J%0] E2 FLOHACHD Y2 R,

11. Please let us know / how things / are going.

H20[ oA =017t AEX] LHFMR.

12. Sincerely, / Joseph Brown / (Financial Advisor)

ZI& 2 o, Joseph Brown (XHE XH27t)



