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BABEC ¢85 645402.htm You are going to spend holidays in Hawaii
in June. Suddenly you received a letter from an important
customer,Mr. Elton Deland,who will arrive on 25th June and discuss
the claim. You have to delay the trip till July.Write a short message to
Ms. Anne Folster, your secretary. . Explain Why you postpone your
trip. . Mention the date when Mr. Elton Deland will arrive. . Ask her
to arrange your meeting. . Write 30-40words on your Answer Sheet.
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| have the pleasure of announcing that Ms Sally Jolie has been
appointed as the new Sales Manager at Head Office. Ms Jolie is due
to join us on Monday 15th. Please give her a friendly welcome when
she starts work. Thank you. 11 {1 (1 [J [ To : Ms. Anne Folster
From: I have to delay my trip to Hawaii till July,as Mr. Flton Deland
will arrive in London on 25th June and discuss the claim face to face.
Please arrange our meeting on 26th June. 100Test 0 0 O O O O O
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