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Dear Ms Robertson,

I am writing about the problems our son Timmy has been having in the past few
months. As you know, we moved to this country six months ago and it has been hard
for Timmy to adjust to his new school, friends, food and the culture. He is 12 years old
and that is a difficult age for young children to change schools to say nothing about
countries. As you know, his math grades are suffering the most and my husband and
I believe it may be because the system he had gotten used to back home was so
different from the new system at your school. Could you make some time this week or
next so that I can come down and speak with you about finding a solution to Timmy’s

problems?

Respectfully,
Anna Stills
(140 words)

2
Dear Sir/Madam,

My name is Mayu Shimoda, and I am a second year student at Maruyama High School.
My classmates and I have enjoyed Tosa Park near our school since we were junior high
school students and have some wonderful memories of the park. Unfortunately, the
park is getting old and most of the facilities are becoming rusty and dangerous. Last
week, two young children were hurt after one of the Jungle Gym pipes broke. We are
trying to raise money to repair things and renew the park. We would like to ask if your
company could make a donation to help us with this project. We can visit your company

any day of the week after school. Thank you in advance,

Mayu Shimoda
(124 words)
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Dear Frank,

I can’t believe I am about to graduate from university in a few months! I still remember
when we first became pen pals five years ago and you helped me so much with my
English. I am writing to ask you for some help. I am graduating in March and have
decided to go to Europe on my own and travel around a little before starting my new
job in April. You once told me about a trip you made to Europe, and I thought I would
like to do the same thing. Thanks to you I can communicate in English, but will that
be enough? What is the weather like there in March and what should I bring? I am a

bit nervous and would appreciate any advice you can give me.
Your friend,

Masato
(138 words)
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