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Whose Fault Writing 675,

Your close friend, Liu Tao, is deeply troubled by a problem. So he wrote

an e-mail to you for advice. Read the e-mail from Liu Tao and reply to

him at once. Some words have been given to help you.

Hi! I have made many friends at my school. We are getting
along very well. But one day one of my friends lost 100
yuan. He thought I had taken his money and he told others
about it. They are not as friendly to me as they were before.

I’'m deeply troubled and upset.

I need your help. Can you give me some advice?

- Yours,
Liu Tao
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Hi! Liu Tao,
| am sorry to hear about your problem and thank you for your

trust. You know, we all like you, because you are

It is always easier to make friends than to keep them. You are

feeling upset about . In my opinion,

you should | hope my advice is helpful

and | wish you good luck.

Yours truly,




Hi! Liu Tao, %

| am sorry to hear about your problem and thank you for your

trust. You know, we all like you, because you are honest and easy going.

It is always easier to make friends than to keep them. You are
feeling upset about vour friends misunderstanding vou. In my opinion,
you should have a frank talk with vour friends. Tell them vou are their
best friend and vou have never done such things. If thev are vour true
friends. they will trust you. While if they don’t. it doesn’t matter. After all,
vou have done vour best. Let them alone. | hope my advice is helpful and

| wish you good luck.
Yours truly,

Li Hua
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Suppose you have made an appointment with Mr. Smith for a
business talk this Friday afternoon. Now your manager has asked
you to go to Beijing on business and you won't return until next

Monday. Write a note of apology to Mr. Smith.
Dear Mr. Smith,
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Dear Mr. Smith, : —— 9

| have to apologize to you now for my absence from the

appointment this Friday afternoon. The manager has asked me
to go to Beijing on business and I won’t return until next
Monday. So | am afraid that we can not meet each other this
Friday afternoon. And if it is convenient for you to make another

date, please keep me informed of it as soon as possible.

I’ll be looking forward to your early reply.

Yours sincerely,
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