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Dear Sir_er Modam. -
b Mnﬁnﬁ_h_t.nﬂ'lfhin nbnd-!?u_Pcnr__
Service ided by - ’l!‘n'm,ﬂanpunﬂ.@ 1
Tmiﬁa_l_tr:aﬂm the 80 from.
Oxford _to_Londen. Net_ _was_the troin_fen_
minutes_late Imﬂrﬂ.mfnri‘mi_m_ﬂut
further Jchﬁed at Reading._and. no_eaplanation
or_apology was cffered. th}urm:lfhc.
huﬁnﬂ _beoke_down_and _the train_qet_cocler
and cocler.I complained to_a member df staff,
who_was most_unhelpful _and unismPnﬁ'ﬂi:.@..

As o resubt of delays 1 missed_an_important
n'luri'irﬂ mith_a client, which_caused financial _
loss_and_embarrassment.3@

In_the circumstances I believe Iom
entitled_to. Compenaation. I look formard _to__
hearing .fmm_?,.utra soon. (). =
Yours fnlthfulluﬁ___
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_:_ﬂn_tnf:_nf_nﬂ_ﬁinm =
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—>__This_coused me Youn.
—>_1 om_sure tpu_m[l ﬂfprﬂ:ldr._inl_ﬁu Jlevel of service

— ..._ﬂ_mrhhh
_)_Lb?r.d_h_hr_. ated for the inconvenience_

w3 I hove been comsed.
_:__Lufrnl_hdiLmlu_ﬁnn_n_Lupnﬂ_nLﬂuu:__

rtpurnhm.

—» Please rnflnﬁl_tl'lﬁ_amdl__u_m as__ ?uu\'hl:.._._ 1
> 1 _would_tike_a full _refund.
— I would lke to_know _what actica _youw_wall _take o
__uchfu_:ﬁ:ﬁ_mm

2_In_future 1 shall take my_customn _elsewhere.
— 3 T lock forward 4o a_ Frnmpt_:r.ph*.l. a_full explanation.
—» 1 awalt lsnut_m _tammenis.
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CnuntH_ 80110=- 5943
_Dear_Sir o Hﬂdﬂﬂ hm_ﬁngud:_
al _an_.im;ruud_-mhnﬁmﬂu_md_ To whom A may conten
5rnr|5_hdldnﬂﬂ_nl_n&mr.!l=d n_youe |13 used. &
| htn:huu._nnni_l_mdd_nrpunhtr..luf et
5ml:nuli send. me_fucther _information_ | Other_useful, Fl‘rnlﬂ
about_ prices_and facilities. g for asking for
—many. l'mra. a |infarmation.
wuk_ of _ ition_are cffered o Xt would daso be
and_how groups arel 1 would | helpful_to knort whai
alse like to_know_whether dieti | when ete...
—ore_ ,.m_nl-t_anj friends_is.a s I riould be inteceste
Hﬁﬂfﬂtlm.____ I— 0,0
B ﬂunk.ﬁﬁu. s flease let me know..
Yours ﬁ:ﬂhfullﬂ A oWould_you send me
_ Jane Scott details ef...
oI would be grateful
[.if_you_could let me
__In_American English end your thave -
ﬁlmmm:ula,ﬁuugh-ﬂms_ S R
__oF Tnurn_'l'niu )




EASY
ErGush

__Informal Letters — A letter of thanks **

% Bridge Lane
Richriecth

Derver R334 175

of_the persen
m__j.l:mah._

Your adress
ltuallyy ages in the
tep.right_hand _

corner. 1Y Can be

MeEE_out oltegerher.

to_meet your Fn-:u'ly ,.gnd_f!gv_ made
m..lullﬁ_ﬂtluu.

LIl _never_furget cll Wils .
leqa_ached_fac_days but_it wos

t for the fantastic_views!

Hoveever, this weekend I'm

-ta_decarate the_spare roem Sa

NLove

El?ft-ﬂnill:m_nd_ﬁ 1 me soom, |

Pary

PS_I found that novel you tald me
obsut. Beilliant_read)

H—':j"-l'ltﬂ'l'_ to_\mroduce Sane more |
iuhln-m_-z,mmrﬂ _M_rl_h_.,_

forgetten_yw can_ put P2 Cpestuceipt)

after_your_name.
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_-ﬁ_rﬂpi-r_t__i: an_mformative_formal mece _ﬂf_ﬂrjilrlﬂr_ —
. — It concerns a _Pnr_'.tm.t\nr._?tr:un, ?'ln.-:: y Situaton,.
Plnn cete. It s addressed o _m!l_suFuum-J .y
—colleagues, membhers_of_a_Commitiee, ete 1t s _wrdlen
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 ———plan, :h;_'n\f_ﬁ_ﬂu_'uu\udn_ﬁwt,o?imm_mﬂlnr o
: fecemmendation.

_A_Infn:mnhm_u?c ca_present infntmntinn..:mununﬂ_ .
n_rn::tina _that_has_taken Ph:t,.?maml mode _on
g n_.Fme..m.

v QUCY rts_.?ruun_nnd_nmluu_ir&mmﬁm_
gathered from_dosc-to-deor_sucveyslquestionnaires,
inﬂudma_ﬂmchuims_dmwn_fmn_ﬁﬁiiu&nndim_
uanug&utim_nr_runmmmdn!ﬁnns =

! _t._PtnPniaLrt?um_?fumt_?\ms.,_dzﬂsim_ur =

| 1inn=_mumina_?a:ihh future _courses
- nf_.ndim_fnLn? ?Mnl_bﬂ _one's —Superiof nLﬂnrk,._
. n_hnnk_mnnnaur_..munhr.rﬁ__uf._u _tommities efr.




