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To whom it may concern, | am a teacher at Pendington High
School, and we are currently preparing a new school
promotional brochure. As we wish to update the overall
design of our brochure, we are considering working with a
new printing company. While reviewing several options, we
felt that your design style and printing formats seemed to
suit our needs well. We intend to make a four-paged
brochure and print 500 copies in full color. Before
proceeding, we would like to ask you how much it would
cost. This will greatly help us in setting our budget and
schedule more effectively. Thank you very much for your
time and assistance. | look forward to your response.
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| ran into the music room, M breathing heavily. The rest of

the band were sitting with long faces. Immy looked up at
me and shook her head. | sank into a chair. | had truly
believed we would make it; our audition had been
@flawless. My chest felt heavy as | asked, “So, who won?” |
was @ holding back my tears. “A band called A Happy
Accident. They were quite good,” she said @ eagerly. A
moment later, a big smile spread across Immy’s face, and
the others began to cheer. “Wait, what? That’s us!” | said.
Immy laughed and said, “Since you were late, we decided to
play a joke on you! We made it!” | was filled with joy. We
jumped up and hugged each other. My heart was ®racing
with excitement.
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Only when you’re happy that you’ve done the best you can
for your story should you show it to someone else. You may
well want to show it to your nearest and dearest, and that’s
fine, but in most cases you shouldn’t look to their reading
for any great benefit to your work. The most valuable
feedback is likely to come from other sources: you should
choose readers for their critical insight, not their closeness
to you. Fellow writers are ideal, but don’t imagine that any
writer will do. If you are part of a writers’ circle or class,
you’ll know whose writing you admire, and if you’ve had
feedback in the past you’ll know whose opinions have been
helpful — and whose have not.
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To whom it may concern, / | am a teacher at Pendington High School, / and we are currently preparing / a new school promotional brochure.
@ As we wish to update / the overall design of our brochure, / we are considering working / with a new printing company.

® While reviewing several options, / we felt / that your design style and printing formats / seemed to suit our needs well.

@ We intend to make a four-paged brochure / and print 500 copies in full color.

® Before proceeding, / we would like to ask you / how much it would cost.

® This will greatly help us / in setting our budget and schedule / more effectively.

@ Thank you very much / for your time and assistance.

| look forward to your response.
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promotional (ad))
brochure (n.)
overall (ad))
considering (v)

printing company

reviewing ()
options (1)

seemed to suit (phr)
intend ()
four-paged (ad).)
copies (n.)
proceeding (v)

would like to ask

setting our budget

effectively (adv)
assistance (1)

breathing heavily

long faces (phr)
sank (v)

truly (adv)

make it (p/r)
audition (n.)
flawless (ad))
holding back (p/r)
calmly (adv)
spread (v)

cheer (v)

play a joke on (phr)

was filled with (/1)
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(n.)

(phr)

(phr)

collective (ad))
dynamic (ad/)
essential to (phr)
consciousness (n.)
vulnerability ()
transience (n.)
mortality (n.)
repair (v)
honours (v)
diminishment (n.)

self-transformation

devotion (n.)
compassion (1)
ongoing (20))
commitment (1)

compensating for

motivated (ad))
obvious (2d/)
accumulate (v)
apparent (ad/.)
subtle (ad))
revolutionized ()

the better part of

liberating (ac).)

short-term (ad))
implications (n.)
overlook (v)

no longer (phr)

luxury (n.)

anticipated ()
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1 digital twin (phr) = 190 notification () =
2 generous (adj) = 191 encourage (v) =
3 burn through (/1) = 192 turned out (phHr) =
4 probably (adv) £ 193 behavioral economics

(phr)
5 compensate for (p/r) =
194 arises (1) 5
6 retain () =
195 served up (phr) S
7 motivates () =
196 flexible-time (20/) =
8 abundantly (a0v) o= 4
197 audition (1) S
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21 aligned with (ohr) = 210 good deeds (/) .
22 neighboring (ad) = 211 phenomenon (1) L
23 progress (v) X 212 overlook () £
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25 urgent (acj) = 14 pro-environmental -

B (adj) o

26 asset (n.) o= /

215 short-term (ad/) o

27 promotional (ad)) 5

o 216 defuse (v) =

28 fragmentation (n.) =

217 overall (2d/) e
29 determinant (n.) =

218 deliberately (adv) 5
30 algorithm (n) o

219 make it (phr) o=
31 clarifying (ad).) =

220 recommended (v(p.p.) =



KeePlay HYZH — EH|X]|

1H — 3310 M= Mad 18

e
rE
02t

29| SX 2 RE|LZ 50Xt O[LHZ MESHA|R. [5H]

To whom it may concern, | am a teacher at Pendington High
School, and we are currently preparing a new school
promotional brochure. As we wish to update the overall
design of our brochure, we are considering working with a
new printing company. While reviewing several options, we
felt that your design style and printing formats seemed to
suit our needs well. We intend to make a four-paged
brochure and print 500 copies in full color. Before
proceeding, we would like to ask you how much it would
cost. This will greatly help us in setting our budget and
schedule more effectively. Thank you very much for your
time and assistance. | look forward to your response.
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I ran into the music room, breathing heavily. The rest of the
band were sitting with long faces. Immy looked up at me and
shook her head. | sank into a chair. | had truly believed we
would make it; our audition had been flawless. My chest felt
heavy as | asked, “So, who won?” | was holding back my
tears. “A band called A Happy Accident. They were quite
good,” she said calmly. A moment later, a big smile spread
across Immy’s face, and the others began to cheer. “Wait,
what? That’s us!” | said. Immy laughed and said, “Since you
were late, we decided to play a joke on you! We made it!” |
was filled with joy. We jumped up and hugged each other. My

heart was racing with excitement.
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Only when you’re happy that you’ve done the best you can
for your story should you show it to someone else. You may
well want to show it to your nearest and dearest, and that’s
fine, but in most cases you shouldn’t look to their reading for
any great benefit to your work. The most valuable feedback
is likely to come from other sources: you should choose
readers for their critical insight, not their closeness to you.
Fellow writers are ideal, but don’t imagine that any writer
will do. If you are part of a writers’ circle or class, you’ll know
whose writing you admire, and if you’ve had feedback in the
past you’ll know whose opinions have been helpful — and
whose have not.
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A meeting in a flexible-time culture like @ those found in
South America, parts of Europe, Africa, and the Middle East is
more like an evergreen tree. An agenda with a meeting start
time and a topic will probably be @ circulated before the
meeting. This will serve as the trunk of the tree. But there’s
no expectation that the meeting will progress in a linear
manner. What seemed like a priority last week when the
agenda was crafted is not necessarily the priority right now
— so discussion may branch off in a new direction. Other
branches may sprout as some members have urgent phone
calls that take them in and out of the meeting. Or sub-groups
may form within the room to discuss timely subjects
®linking in some way to the main meeting trunk. In flexible-
time cultures, it seems clear that the most productive
meetings grow in unpredictable ways, and the effective
manager is flexible and professional enough to @ capitalize
on priorities and changing needs as they arise. Interruptions,
agenda changes, and frequent shifts in direction are ®seen

as natural and necessary.
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1 lam ateacher at Pendington High School, and we are currently preparing a new school promotional

brochure.
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2 Aswe wish to update the overall design of our brochure, we are considering working with a new printing

company.
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3 While reviewing several options, we felt that your design style and printing formats seemed to suit our

needs well.
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4 Weintend to make a four-paged brochure and print 500 copies in full color.
Mel= CEVCE ] 2 50025 QM
5 Before proceeding, we would like to ask you how much it would cost.
Zof|, H|&0| HotLt o{FE 1 A &Lt
6 Thiswill greatly help us in setting our budget and schedule more effectively.
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7 |look forward to your response.

At

fjo




KeePlay Li2l 1358 - &4

Ho

—_

cECER SA

o2t
rE

3} 184 X2

1

XM Pendington 1St u O WALO|H, HMH ME2 otw 82 B2 ME FH|5tD JAELICH

| (be) a teacher at Pendington High School, and we (be) currently (prepare) a new school promotional

brochure.
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As we (wish) to update the overall design of our brochure, we (be) considering (work) with a new printing

company.
o2 MEHX|E HESIHA, F|Ar2| Ol AEFUD} Q1A & Al0| X3|of HRof & Bf= A 2Lt =ZEL(Ct
While (review) several options, we (feel) that your design style and printing formats (seem) to suit our

needs well.
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We (intend) to make a four-paged brochure and (print) 500 copies in full color.
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Before (proceed), we would like to (ask) you how much it would (cost).
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This will greatly (help) us in (set) our budget and schedule more effectively.

Azt

mjo

LHFAD =82 FMA CHES| ZARLICH B S 7|TisHS LT

Thank you very much for your time and assistance. | (look) forward to your response.
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we felt / that your design style and printing — XM3l= ASLICH A CXHel AEFU DL Q14 40|
formats
seemed to suit our needs well. — X3|o| @40 & = A &0t
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6 Before proceeding, — TIASI|0l AN,
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cost.

7 This will greatly help us / in setting our budget ~ — 0|22 X{3|0f|#| 2 ==20[ & AAL|CtH/ o A LS 5
and schedule got= o
more effectively. — HCZuEHo=Z

8 Thank you very much / for your time and — CHEHS| ZEAFRILICH/ A ZHS LHFAI LD =R A A,

assistance.
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1 AKX AT, M= Pendington 1580 WALO|H, i ME22 et SH HEME F=H|stD &Lt
To whom it may concern, | am a teacher at Pendington High School, and we are currently preparing a new
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As we wish to of our brochure, we are considering working with a new printing company.

3 o2 MEX|E HESHE S, HAR TRl AEU DL Q1 40| X3 70 & Sh= A ZCh SRS L .

needs well.

4 X3z 4hojx{mza| HEME S0 HAM| {2 5005 S 14 E o FLICt.

Weintendtomakea___ andprint_____ in full color.
5  TISL7| HMojl, | 20| YOt SX| o F =10 A &LICH
Before , we would like to ask you how much it would cost.

6 O|R2 Mo7hof it UYE Ot FAEO = AFst=O 2 =30| 2 AYLICh

This will greatly help us in
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Thank you very much for your time and
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I your response.




