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] just wanted to check a few details before I send a letter.

G,éL&Logiili‘MGM&QAlg.T?cM.ﬁ.?.M?dubslgédo)ébowsjgblsm@ybu)l
bauS Culan ¢ Jloiw ol 4 Frwly Taig s SO L Cawgd S Y gams (5,8 bales SO o8 IS G (s
g mymuuwe@i

3905 50 Sl Jlasles S wls 6,15 b w3l 5 b i el Sl anls Jloyl ey o 55251 L]

Slo wales 1) Lads zwly 13U L Yo

G g oog waly b Led atliss oS Iy Cond 5oz 4z 4 p)lssel Spmasion | a0l cl o 12
il el g Jgine wb Loty conlgs o aiS b |, sasise gl b ail asls

Slgie a0 led b s a5 anl oyod LT s Spaloso Hlis dodll WSe ax pogr asli (p] 805,510 )31
faols o (Frwly az 4ol jo s Cnlgm )0 a5 uogleds Tay gl cod &8ly 2 gi 8,90 T b saslgs

aol glgime g ol Lolo iiils Jadun ol dxgi  cwlul &S0 g0 45 ol el S (5,15 6l




aol Sl .o ,ls o Lil (Presentation) !, lamas g dayout) asl cdSul :ggo90 g0 4 aal S5 Lo pgaie
L ps¥ aladl 038 (e 51 o il diag o el CSCal ST el 53 0 ke Cllas sanosz ez (S
30 6ok b 5 glylasas S s lhe Of 5l IS 550 4l g cuis ax g Cdolbre oo Jlesa| calily asislas
5 Sl dals pudais jo J.ol.. pas g (5 Kl g 8oyl e 00 41 5 Sdloal ol 0,105 oo sl oules
s 3 sgr ol & ol SISl Temio & drgi oSl 155 o bl bl 3 1, el Gy
Cansls Laal 3 5o e pd] i sl JSie g5 oo |y badal el IS sl 0,5 3 1 Lot aals 5l 59

’ W)l b3 s 4 oliel plaS e &S

ooliiwl I8 3 azmio ST 0kl o S g oyl lyls loasl 5, (Heading) ooiciw 3 wyol V=)
el 0gd 53 uyol 10 easiw b ol wuls 0,5 o )))8 dio (YL Sl ) s 46T 50 saiius u"ﬁ" Do ol
ooydl 31 s, s 5 |, (Bmail Address) s Sl o] (o ol anlgs 58 slasl Sl 4 lowy oo 3
S axzlye Y8 amio 4 0 ailin] ol asl X, sanlive g i) aiiS o S

b S L O Olsis w9 S 4 4l axmio 555 » U o0 sl (A sleailofDate) &)l )-Y
Sloaiges o b3 Ja! 5l ey ole oo 595665 JIil 1) 7ol puizan 0l 118 sakin B w0l ;50 alold
50y (olol 35/ JLo) A B O sladigas ¢ LuwdSSH 5o (g /ole/ JLwo) T LY (sladiges aiiun jasdndy O 5 )
g oo ool (SLLS 5 S5 pol) Jlots 5S4 ol (gl )58

1) 31 January 2000 2) 31 January 2000
3) 31 Jan 2000 4) 31/1/2000
5) January 312000 6) January 31 2000
7) Jan 31 2000 8) 1/31/2000

Ao Lo Caoms 5O g 00k ,d w3 5l o alold Jlaw G JSlo> L ((Receiver’s address) ous ;.S ol VY
5T Jl Las o (Mr Smith i Mr G. Smith L Mr George Smith) s .5 olsic 5 b L ¢ ool 5,5 oo 515
«Road , Street , Avenue) ,LLs #b (N0 123) Lozl S o)l (goms slacasd, 10 cud b 4 o g
(England , France? 4945 pb 9 (Province: Loghborough, Ontario) .l ¢b «(London , Paris) .o sb
axg aylie 5585 pb 5l ey By MWG@L&B;&P‘){‘@PJLMQ)W“%M 35 058 o0 )l
George) sgi o g4, (Capital Letters) 5,5 Bg,> L lai>  plseisl Solgls pb 5 S g5 ol anisly azils
abais b o5 g cyloiBlu o,leds 5l o 5iS g 50l 5 LS pb Cewl 465 ren (george smith & ;Smith
el g Ave 9 St g Rd &) g0 g aie |, Avenue 4 Street g Road sboaolS g oo .Concd o3Y
0,8 Bl ol |y 00y ol i goga

&5y



oS 8 ol 590 436> aSul § 095 laie 4 L 4o (Salutation, Greeting) 5lel 54,0 & Le V-F
|, 595 dal cublbiee Sas 555 oyt 40 U ol wibl o 6,040l plKin 10 a5 305 sl I puie oLl
aw-g5 b Dear Sir, sile owwle &jle woailes ols )18 Cllas ¢ oM £9,05 (gl o 1,8 (53155 5,50

Do oo 03,9] Ao L Caoms ;39 03515 ] 5l e alold o

ol “Dear Madam,” L “Dear Sir,” &l jle 5l oolatw] ¢ eSSl (6,5 Ol jo Ollas oy 5 Jglaiie
-1, Dear asls $1.aly Dear 1, o Sl 52 0, lo)le L sl sy asl cbls 5 oo a8,
Gilo GU 0 (&5 (aloasl 9 (6,01 (Lo}l (e slacetlosly ;o Ko Canl Cgand Coles Basms lis wy sl
aS Madam, 4 Sir, ollesigis o el Darling b acdl 31 5,50 ;0 45 Wigd oo diigs oot b g
ooy sl Goasl j0 Ko Wigd o eoliwl G ya5 4 09 0l Gl 08,5 abll 1) LT Sb,5iSos ol 5l slalle
6 iy oy 5105 )15 a0 lg5 oo ol (oo BT sz 4y aul Sllas a5° o5 |, Dear Sirs, o )le . g0 4
oy JuF 3)lge yo 310550 sl 4,05 4 Gentlemen "o ke 5,8 eslinl Sirs, Ol g0 el p3Y
4els 0S5 o i g o0 5T 358 aglie 51 (S L oS (slels S azgi 09, 00 5 Lo Sl it )0 it
ool 3 1 s Ul 9 pl cel (59,0 i e sogatar 08 sl |y 4l ST g ycnl 5l oS sl lads

LB AN N

0,5 4lSe Suy 138 b astlhentls sl el 53,5 | Lo s Bainsi ofyie & o 85 50 0
Dl 13500 dpalss 315 (59 pL g plgre Ll aily

e Dear Mr Jones, ¢ Dear Miss Smith,
e Dear Mrs Brown, e Dear Ms Taylor,

4

) 80 i § lgis ol a5 5l aseiin 0,8 G a1 095 del KLY > ol aiaS e dblbes i V-F-)
0 AW iz 90 ;2 s aS 0l 0525 (60L (Slop] STl L5 0 allS e | Cdble Conis « JBlos
oolicil BT (lgie il sl g il lsie BT (gl a5 ol T aoli suilem 53,8 Sloas gl IS 50y g
AS £9,5 Dear Sir, ple olsic b pglesl cublbine 4 1) asl a5 Cons Joud bl 1503 059yl ccaizmod S

xS oslazwl Dear Sir or Madam, & Lejl o] s> Aled oo il Wl SO Lo Cdoles ol

Jolie lapsls sl MIS o 8 5iigs sl MiSS v (lgie | aiS onw dnngiios 4ol qils S 4y ST
LS oo (6 S ol axxld S 59 5| M Q|?.;.c eSS Sy ls i 310 soliiul (B oot Mr’s o)
Cgme 0g Ehbe Cdle lgie 4 1y MS laie 1 gl S Ll lgie (o Lizles sl Comsg aiil asilas
SLdSl b (6,4l 5o 09 soliiwl Hlgie (ul 51 6,15 slaasl (gl 04 oo Ao gs ot IS ol 4o S o
Sl b cel 005 lool @l muild o035 w2 (o0 S0 ol 1) Blsie (nl (ol (oSS 6“”)9:’35 s
3ol ln ol g s giige aali 0,5 )18 ol 0550 (Figo (o) pli b aed g0 oz i oS lalie pil> 4,
Jol> bl Lol mils Jali caxdg 5l olgs oo 5T .S ooliinl gl S>65 ob 51 1 JLis 4y Miss L Ms

2,5 eolaiwl Miss b Mrs 5580 olgie 5l g SlimIMS 0 )15 a5l cl o 0,5

R



N\

~——

a) The Misses ..., cpus 750 90 4 g (Lpsls ¢ )lsil cme &) Mesdames ..., s 2ed o35 g0 @
L) ael olgier caind Jolo @il i b j5 50 dab ollas 9)50 51008 (o0 Dllas (OB 5d90 (e
L Ll oS o > Lo S 8590 51 (5,Lun ,0 4> 5 Dear Madam, o ,Le o5 ;i1 Ladies ...,

b aslos oo 51098 0,255 (i & 5 ¢ Boi> lateasid 4 oo sladol sl Sl i g Sonl (gom,
55 S5, 51 o Sl g aealed 5 Bl ) i 5 e 50 & (59,3

0l 13 Gllas 8590 o pU L dad |) Cbolre § Bl 1) Coir o5 lgie Conl (San (35020 3 )lg0 4o

e Dear John Brown, e Dear Mary Smith,
Sl YU @8 oz cpglie 5l oolaiwl jo sz 5 ddoon 4z S

5ol 50 0l Kas ol b o olidl 4z p0 4y qouds 1,8 Cllas 0590 gl JualB b S5 oL L 1, (60 50 a5
oo lasss ol b 5ol5 45 el oLl o lge it 10 Lol 05 o |, ol blive ol S g o6 SllSe

e Dear Tom, e My Dear Tom,

izl dilb o My auds (Sl o 0e L8l e ab My Dear James o Yo MY aals 3 eolawl o
2 ST S B ggas g nSes Gaile, slp BB Lol ks Ll ouS =l 1) Came B 0g, o0 )54 ool
gemo ible (ol 0)l5e slp 25 olyie 99 o 5 45 e gl oy ls S 095 Ll eloial il

gl oolawl g ,lol g 6,5 slad o Wi 5 e 4 ol

My Dearest Mary, e My Darling Tom,

o 2B le jlael Y jo ons anaS aelgd el (Email messaging) g pSUl ey &5k 5l S5l o
P a2 p9d ploy 51 Vgano 0)lg0 595 cnl 10 0 pdy 00 D90 ploy JIgte Gl ~Jlo)l i) o )5 90
5 Sl Yl o asmolis haad (Cble pb pdes Lale 0uS S bz 1) el oo (Ol aliion
oLtdl o 5l i 958 stie 4y eole Al S Ll wo i ST e Lok gl 5 &l Ve
L Goldschmide L <ol Goldsmith o5 LT SL 9o L L caol L G L Philip 6b LT oS (6,05l
Harold L .| Harald Stewart L, Evan Richards U c..! Ewan Richard _lblsxe L1 §Goldshmidt

) ¢Stuart
Sie 4 45 el M et dl sl o cblbre flsie 4 | aseie,di S pb aS Cess los 0
I Seun bag Wlgi oo Lad ol cmmgiics asl Do 5ylol Sy b Sy olKg 8 Ky i osK5ily

1S ooliiwl colaisl e sloie o5l ausle oo 850 4555 )0 gd euilys g 009 isu o] bduate
e Dear Customer Service, ® Dear Board of Public Health, e Dear Advisory Committee,

&5y



Iy 4ol sassles Lats a5 el o Kby a5 “To Whom It May Concern’” e ylgie a5 ol atils asg
39,0 54 (reference letters) Lcaa.ols;_éjm ‘o 5o dadd bl o5

3,10 0929 cnain colo il 4 alls |JaL..A_~>-| 5 gy Olgie S350 col> uLn.,).w., Hloglere oloeil V-F-Y
&A.Q)S aLSA...w u)jmdadfum‘ )3.:1‘.5).) Loj..a} &}@9@ L)"‘ R PR )Sé)laa.aaocdoj.’fo LgLfbuL.S).)c\S
9 o0 0 )Lal abgy pe aelgd 5l (B 4

Jol5 ob b ol el asls cdl,o SIT flgie com, job a0 aS |y (600 .ol SIr lgie lgie op 5 Jgone
(¢l Lale Dear Sir Smith) Solsils ob b Lais & ols |18 Gllas 5,50 Dear Sir George Smith S o
3y90 Solgls b b ass Wb |, el Baroness L Lady jlgie sl)ls coms, jsb a0 aS |, oils  uSll
3925 die) (pl yo gleslizul axdl. Dear Baroness Smith | Dear Lady Smith Sl ol S8 ollas

35l

Sy QST 5 0l 392y Dglas Jlasd ISyl 5 QLSS 58S (s o gl g 5SS @IS lgie o
l, ol Ll oS o ;] Dear Dr Smith, b1, asb g easl Dr George Smith Slie & g0 1, 55
QoS 5 IS el jo .0usS o je1 Dear Mr Smith, L1, 4l 5 sosl George Smith, FRCS & 504

S oo el Dear Dr Smith, L1, asb g easl Dr George Smith & g0 1) 50 40 21> 5 25

(Ambassador) ,.ow
ot His Excellency (5,8 ob 5 olgie 553 o1 JLss a)

Eg Sir
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Sir
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Thank you for your letter of ...

I am writing to ...

I am writing to inform you ...

I am writing concerning ...

I am very grateful for ...

In reply to your letter of ...

It was kind of you to ...

I am sorry to tell you ...

It is so long since you wrote ...

I am wondering if you could ...

As requested ...

Thank you for ...

I enclose ...

Please ...

I am sorry to inform you that ...

I greatly appreciate your ...

With reference to your letter of ...
Referring to your letter of ...

I am anxious to hear from you concerning ...
You may be interested to hear ...
We wish to remind you that ...

I have to point out ...

Your letter gave me ...

I have carefully considered your ...
I would like to know ...

We recently wrote to you about ...
Many thanks for the beautiful ...

I know you will be sorry to hear that ...
I am delighted to tell you that ...
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o] was very happy when I received your letter yesterday.
o] am sorry it has taken me so long to answer your last letter, but [ have had so much work that
I could not find a chance until today to write.
®Thank you so much for answering my letter so quickly.
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We would like to have our central heating system (washing machine, television, etc) serviced
under the special ‘parts only’ plan advertised in the Lincoln Post. Our system is a Drayton 660
(the model number of the appliance). There will be someone at home, each afternoon, after 2
pm.
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Mary was unable to complete any homework last night owing to the fact that she received
rather a shining black eye playing football yesterday! Although the swelling has gone down
considerably today, she found it very painful trying to read or concentrate yesterday evening. |
hope she keeps her head down when next playing football!
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I am writing to ask you to excuse Mary from swimming for the next few weeks.

She is suffering from a very nasty inner ear infection at the moment, and the doctor has told
her she must not swim again until she has visited his surgery on 28" May to check that it has
cleared up. Knowing what a keen swimmer she is, I would be grateful if you could make sure
she doesn’t sneak into the pool before that time.
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I wish to join the 8" grade of your school at Argyle High School, Lynn Road, after successful
completion of 7 grade from Emery School.My academic marks have been consistently above
average in all the grades and also take part actively in all the co curricular activities. I am a good
foot ball and volley ball player and has got a chance to represent the state in the junior football
national school championship. At the junior school I have received many awards for exemplary
character and tidiness. I have also received an award for 100% attendance in the last academic
year.] do hope that I get a chance to study in Argyle as I have heard a lot about the training
programs and opportunities and excellent teachers and their conceptual method of teaching is
very famous among everyone. [ would like to join the school to learn more in all the field and
excel in my academics .1 assure you ,given a chance I would be an asset to your school.I will be

eagerly waiting to hear from you.Thankyou for your time and consideration,
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Dr Smith,
Headmaster’s House,
Emery Preparatory School,
Dear Dr Smith,
Our son Mark was born on the 28" June, and I am wasting no time in asking you to consider
him as a boarding pupil for Emery. As you know, I was a pupil here myself, as was my father
before me. I cannot think of a better preparation for life than that which is provided at Emery,
and it would give my wife and myself enormous satisfaction to think that our son was to receive
such fine educational and sporting opportunities. We would prefer Mark to begin in the winter
term following his 5" birthday and, of course, I should like him to join Askins, my old house.
My best wishes to Mrs Smith.
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The Headmaster,

Emery Primary School,

Dear Sir,

We would like our son, Mark, to enroll as a pupil at Oldham’s at the beginning of the next
school year, when he will be five years old. Mark is a bright boy, with what seems to be an
almost endless desire to learn.
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Miss Smith,
Headmistress,
Emery Secondary School,
Dear Miss Smith,
I am writing to inform you that our daughter, Mary, will be leaving Oldham at the end of this
present term. My husband’s business has necessitated a move to Manchester and Mary will be
attending Middle Hill School, a school just outside Manchester with, I understand, an excellent
academic record. Thank you for all the encouragement that you and your staff have given to
Mary during the last two years.

i 3 5065 s o5l e o X

Do you think it would be possible for Mary to be excused from school on the 15" November?
She has won a nature competition in a magazine, and her prize is a visit to an RSPB, since some
interesting work is being carried out on that day. I’'m sure Mary would be happy to tell her class
of her experience, and of course the visit is in itself educational.
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Our son Mohammed is to be a pupil at your school at the start of the winter term, and I am
taking this opportunity to request that he be excused from religious instruction.

Although he was born in this country he has been raised in the Islam fsith, and receives
instruction according to our own religion.
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Mr Smith,
Headmaster,
Emery School,
Dear Mr Smith,
I am writing to inform you that our daughter, Mary, will be leaving Emery School at the end
of next term. Although she has only been at Emery one term, it was always our hope that she
would attend Daisy School here in Manchester, since music is her great love, and is a subject
greatly encouraged at that school. A place has now been made available. I would like to say,
however, that Mary has found Emery School an enjoyable place to study, even for so short a
time, and has made many friends.
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Would it be possible for my wife, myself and our son Mark to visit Emery during September?
Rather belatedly, I am afraid, we have decided we would like Mark to attend a preparatory
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boarding school, and a good friend of ours, Peter Rowland, has recommended your school
highly. Peter’s own two sons are, of course, at Emery and are very happy there as well as
benefiting from the excellent facilities offered. If September is convenient, perhaps you would
be good enough to indicate a suitable date. Should September be impractical, please suggest a
date in an alternative month.
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Our daughter Mary seems to be experiencing a problem with one of her teachers, Mrs Simpson.
I understand Mrs Simpson takes Mary for science, and this has always been her week subject.
As you probably know she is very keen on most other subjects, but she does struggle at science,
despite our coaxing at home. I’'m sure that Mrs Simpson does not mean to pick on Mary,
but because she is so much brighter at non-science subjects Mary might give the mistaken
impression that she is being lazy or uninterested when it comes to science. My wife and myself
would like very much to visit your school and discuss this problem with Mrs Simpson and
yourself, in the hope that we can explain the situation, and discuss ways of assisting Mary
further at home if necessary.

Both my wife and myself are free to visit the school any evening after 6 pm, except Fridays.
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Mary has been unable to attend school for the last two days due to a severe bout of flu. She came
down with it on Saturday evening, and although she is now feeling much better, the doctor has
told us she must not return to school until Friday.
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Our daughter Mary came home in tears last night. Apparently she has been the victim of a group
of older girls who pick on the most junior pupils and demand money from them. When my
daughter refused to hand over the little money she had with her, she was punched and kicked
by several of these older girls. Mary does not tell tales, and can normally look after herself, but
this seems to be a particularly nasty form of bullying. She does not know the names of all the
girls involved except one, Karen Wilcox, who appears to be the ringleader. As today is Friday,
I am keeping Mary at home for the weekend. She is still very upset and quite badly bruised. I
intend to telephone you on Monday Morning, when you will have received this letter, to seek
assurance from you that this bullying will be nipped in the bud and the culprits punished.

15 (B9,9 3590 53 5,3 4 asl DX
32 Church Gardens
Iunderstand from our solicitors that all the arrangements both for the sale of the above property,

and for our purchase of New Farm, are proceeding satisfactorily and that exchange of contracts
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