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JOo0000o00ododododo Dear Sir/Mr. Prometheus, |
was a student at your college, enrolled in Philosophy Department./ |
amall atyour J/lama [ atyour college, enrolled in the [
course./ Mynameis , lamUO 20 00000 0OO0O0O/M0O0
O O O O Dear Prometheus,Hello/Hi. How are you? / | hope
everything is fine. / How are things going with you? / How are you
gettingoninO 02300000000 O100 00O O 1deeply
appreciate your courtesy and I hope to reciprocate your favor when
the opportunity arises. / | am greatly indebted to you for (the
double) you have gone to on my behalf. / Thank you for your letter
about studying in Canada. / | am writing to you to express my
heartfelt gratitude. / | am writing to tell you how grateful I am forQJ

1./ 1would like to thank you most sincerely fortd UJ . [0 200 [ [

(I I am writing to complain about the poor service at your
dining-room. / I am writing to express my dissatisfaction with/at [1 /
| wish to make a complaint about] [J . / I am writing to draw your
attention tol] [J . / I am afraid | have got a complaint about(] [ .
030 OO 0O I'would be grateful if you would be so kind as to
provide me with certain essential information regarding the following
aspects. / I am writing to you because | am unable tol] [J ./l am
terribly sorry thatJ [ . / | would like to express my apologies for not
being able tolJ 00 . 040 O O O I would like to



obtain/request/seek/inquire about some information aboutl] /1 am
writing to ask if you can do me a favor. / | would like some detailed
informationon/aboutl 0 OO0 0O O O 00100000 O10
Please give this matter your immediate attention. 1 201 | would very
much appreciate it ifC] [J as soon as possible. [J 3] Please render me
some valuable advice which is conducive to my final decision.2(] [
OO0 0210 I hope these O 01 will be helpful, and please feel free to
contact me for more information. (1 201 O U will be taking over
responsibility for you and if you should need any assistance, she/he
will be pleased to help you.3U0 O U0 0O O 0O O O O O 10 Thank
you for your kind assistance. [J 2[] Please accept my heartfelt thanks
and deepest gratitude, now and always. 1 301 I am sorry that |
cannot] [J , and trust that you will understand. J 4] In addition,
let me apologize for any inconvenience | may have caused. [ 501 |
shall feel obliged by a reply at your earliest convenience. [J 61 Once
again, I am sorry for any inconvenience caused. 40 J O 0O O 1
I I look forward to your prompt response. [1 2[1 Looking forward
to a prompt reply. O 301 | expect to hear from you very soon. [1 4

I 1 hope to receive your reply shortly. LI 501 I am already eagerly
awaiting your reply to this first letter. 100Test U U 0O U O 0O O O O
Jo00o00ododododO www.100test.com



