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Dear Principal Smith,

I'm writing to you about my son William. He has been a tenth-grader at ABC High since we
moved here from Indiana in July. His homeroom teacher is Jane Wallis. He seemed happy there
at first, but recently his behavior has changed. He has been neglecting his studies and his test
scores 1n math, science and world history have been getting worse. He has also stopped
participating in basketball practices even though he’s on the team. He is often moody and
withdrawn. When I ask him what is troubling him, he refuses to answer. I would like to meet
you at the school as soon as possible to discuss William’s problems and how we can solve them.
Please let me know when you are available.

Sincerely,
Paula Anderson
(131 words)

2

Dear business owner,

I'm a senior at ABC High School. My classmates and I want to have some repairs done at XYZ
park and we were wondering if you could help us. As you know, few families with young children
visit the park these days because the swings are broken, most of the grass has died and the
benches need replacing. We want these kids to be able to play there like we did when we were
their age. We have contacted a local construction company, which has promised to do the work
for free if we pay for the materials. We need to raise $3,000 to buy wood, paint, seeds and
fertilizer.

If you want to make a donation, please contact us at 044-XXX-222.

Class 4A, ABC High School
(130 words)
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Anna:

Long time no see. I hope you’re enjoying your new job at ABC Magazine. You're so lucky to be
working there. I'm very envious.

I hope you don’t mind, but I want to ask you for some advice. During the summer vacation, I'm
planning to travel around France. In the first semester, I took a course on European architecture
and I want to see some of the buildings I've been reading about with my own eyes. I'm going to
go to Paris and Provence. This will be my first solo trip abroad and to be honest, I'm a little
nervous. There are so many stories on the internet about women traveling on their own being
robbed and attacked. If you could give me some tips on what to prepare to stay safe, I'd appreciate
it.

Jen
(137 words)
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