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Which is the best opening paragraph and why?
REBFREERTHRESD.

__________________

Friday. | have a conference call at 1pm but it v ’

Justto say, | can come to the HR meating on REREFFAEE,
finish by 2pm, so | won't be late. CIREAt R BA T RATIAIR N, FIRTIREA T IRAHERIERA

RINEE, AEREHEALEDE.

1 can attend the meeting on Friday, but | have a
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before 2pm.

The meeting is fine. My conference call will finish ’

__________________

Now write this section P
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Which sentence is a general request o add to the agenda?
AEEFERNOFHERER.
——————————————————
Thanks for the agenda.
we discuss the computers? Two of the older models keap
crasfing, and the IT department can't ix them. We really
need to upgrade.
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Dear Ms. Castle Kai What is your objective?

One of our designers, Silmara Moreira, recently designed
and completed the software for the Tagalua project in a

Who are you writing to?
Why are you writing?

What 3 points do you need to include?
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1am going to be in Baltimore next week. s this good for
You? Gan you emall me and let me know?

best
Samantha,
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