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 Could you. .... Please?

* Could you possibly....?

Would you mind....?

* | was wondering if you could....?

* Would it be okayifl....?

* | thought it might be a good idea to....?

* I'm not sure whether it’s ....?

 |don’t know ifit’s possible to....?

* Do vyou think it is possible....?

* | would be grateful if you could....?
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Madam
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* | am writing to ask for some time off work next month. (H i)

| am writing to make an insurance claim ... (FH1§{8)

* | am writing to inform you of my decision to ... (E[A{E)

* |am writing to provide information you requested.

| am writing to bring to your attention .... (f142()

| am writing with regard to your .... (F1%2{5)

* | am writing to let you know that ... (&IE{8)
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*  Write a letter to your neighbour who burns rubbish
* describe what the problem is.

* outline the impact on your family

*  suggest solutions

Dear John,

How have you been? | know you’ve been busy with your work, and your wife is out of town for a
business trip. If there is anything | can help look after your newborn baby, please feel free to tell me!
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It’s been a headache to us for a while as you burn leaves and other kinds of garden waste. Maybe you
have no time to take away rubbish to bins on the street, but the smoke and smell have made a huge
impact on our lives.
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David does homework every day, and he cannot stand the smell. He has a cough every night now and
cannot fall asleep. We have chosen to close all windows, but our bedrooms are still full of smoke.
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If you have any problem with handling garden waste, | can give you a hand. | have enjoyed and
cherished our rapport since the first day you moved in. | really don’t want this incident to threaten our
relationship.
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| hope that this problem can attract your immediate attention. | would be grateful if you can respond to
it quickly.
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Best regards,
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*  You have joined a sports club recently and found some problems with the service. Write a letter to
the manager,

*  Explain why you joined the club

*  Describe the problems you have discovered

*  Outline what changes you would like to see to the service
Dear Sir or Madam,

I’'m writing this letter to show my concern about some problems | have found with your club. | hope that
my advice might give you some ideas about how to improve your service.
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I’'ve recently become one member of your club. As a manager of an IT company, | have to work ten
hours a day sometimes, so | really need a place where | can work out regularly for the sake of my health.
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Your club has impressed me with advanced fitness equipment and friendly trainers, but | am upset that
you does not forbid smoking. | cannot stand the smell and smoke of people exercising in the gym. | have
a cough now every day.
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This problem can be solved easily if you can set up a smoking room. Smokers can relish this habit
without disturbing others. This is consistent with the image you intend to establish as a fithess centre.
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Your early response to this issue will be certain to benefit all non-smokers as well as yourself. Or you
may lose the business of people who are sensitive to smoke like me.
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Thank you for taking the time to read this letter, ..

| would appreciate your immediate attention to this
matter.

If you require any further information, feel free to contact
me.

Should you need any further information, please do not
hesitate to contact me.
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