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KEY: 

Ex 1: 

1. I'm emailing to ask you about this week's assignment. 

2. The question number 2 makes me so confused. 

3. I don't understand what it means. 

4. Could you please explain it to me? 

5. Thank you for your help. 

Ex 2: 

Suggestion: 

Dear Ms. Smith, 

My name is Susan Roberts. I’m Julia Roberts’ mother. She is your student at class 8C. I’m 

writing to inform you that due to a bad cold, Julia was unable to go to school today – Tuesday, 

November 22, 2018. 

Could you please grant her leaves for 3 days from November 22 to November 24? I assure that 

she takes the missed notes from her friends and completes the homework before joining the 

school again. 

Hoping for your kind consideration. Thank you in advance. 

Yours sincerely, 
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