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1) Subject ¥@Ea9

2) Salutation ANAUFK
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3) Reference to previous contact AefiEN9E vEe AvTifiendaeriawniing
4) The reason you are writing JmqUssa9AzBI9ANng
5) Action point(s) m@;mmﬁm@u ﬂ%ﬂﬂ'quﬂﬂ’mm&m@
6) Reference to attachment(s) BNFNTITLLU
7) Closing ANR9YINg
8) Sender’s name and signature m%élﬁﬂmmﬁma
Fameng Salutation  AEugN AN EdMSUNMT @81 emai
~  Dear Mr. / Miss / Mrs., 938 ﬁzﬁﬁ@%%’u,
- To Whom It May Concern, (L‘iwﬁﬁlﬁm%m)
- Dear Sir or Madam,

~ Dear Customer, (BguviugnAn)

~  Dear Sales Manager %138 TeUfnuaiiy,  (BEUfIANITNNgYY Y3BRUNIESL)
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** PRIANARARITLADIAIVINUATE LAFTHINANEY , bAND **

fiapeing Closing Anasing ARant¥dmsuniaiden email

- Yours faithfully, ADUNANAIHILTD
- Yours sincerely, 2AUAANATNILTD
- Best regards, AIATTNLATTN /ABUFAIAITHITLTD
- Kind regards, 2AUAANATNILTD
- Respectfully yours,  2auaANAINHTILTD

** PAIANTT “regards” ALABNH s ADVINLILEND **
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- Further to your last email, ...........
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S99 BINATIAUEINIATINEY ... TayaTIAARaTINIUNT) .....
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- I 'am writing in connection with / with regard to ...
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WHABHANUAYINVIEDY ... (UWSINANATDEUNT) ......cc.

- | am writing to let you know that ..........

Sudedimanfieudalingud..... Gideyaidesnisiifsuaamsnemann)....
- | am delight to tell you that ........

Susndniesudalingdn ... (Widoyaiidasnisifsuansnemau).....
- We regret to inform you that .......

sudalaftazudelingudn ... (idioyafisiosnaligsuaamsnema).....
- Please find the attached ............

TN (Famsuudanisusu dnmsentuding)
- Could you give me some information about.......... ?

Aostnsdsiayaifieady ... (Foyafidosnng) ... Wmdas @l 2
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(Wamsunsvedeyaiisiesnisanisuannuns)
- | would be grateful if you could ............

WHITVBUATINNN (AT ....... (13D971A4N152BANNIINED [ABANEILINGRD) ...
- If you wish, | will be happy to ..........
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t1AUFBINTT AUTURTIAY ........... (Famualunistinnedanmds) ...
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~ Thank you for your help. 28URmMFMTIANTILMAD 1FWN1TuaeARIHTinTunawTing
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- Please do not hesitate to contact me if you need any further information at ...... ( email /

telephone No. ) ...

|
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wndiasnistayaiisin TUsnfnseshiidwa. ... sBowafnaf ...
- | look forward to hearing from you soon.
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FYI = for your information = avsiniielifiuiioya vide Hulszlemintnetnsaty
TNK = thank you = #BURH

P.S. = post script = 1l.4.
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~ Hi/ Hello / Good morning .... , is that ... (§#ifesnaslngmn) .
AF1YINNNY URIFBUOININHUAS ... (Qﬁéﬁmmﬁmw ) ... lvEal
- (0f5ulnsfni ) ... speaking. How can | help you ?
WaudaInsuntinsudnlasdugsuae  wazndiesnisidaamaseslsniel
- Could | speak to ... (§#1fB9N15FAGE) ... , pleas ?
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- Could you hold the line? Tl put you through.
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~ May | ask who's calling? ~ aamsuFnaabidntasidugnssn
- Could you ask her/him to call me back?
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1. Present Simple T¥fiuanunisaifidiuilaqiin / Fefiiliunaineds Past tense Wiuasiiag
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2. Present Perfect anuoizaastlazlunaziili 152814 + have / has + nBungeed 3
3. Present simple tense
Uselapuanian Usea1BNNaN + NFEURN s, es
@nfundenfien s sevinansenlfias wigndundenfiasing
$ingl s,s5,5h,ch,0,x LGN es)
Uszsnnynasd (393 1, You) + nEengasdt 1
Uszlomfjias Uszsmiannail + doesn't + N3EYasii 1 (1awe)
Uszsnnywasd (398 1, You) + don’t + nended 1
Uszleamnany Does + 15eamannas] + ndundait 172
Do + UszEunynau + nBuNYaIRt 172
(M13maURIaINanYmzfiadun1smnay Yes /No) g% Yes, he
does. 38 No, she doesn’t. %138 Yes, | do. %38 No, | don’t. Lilséiu
Uszlaariann Wh question
What
Where
When » + do / does + 15511 (onwasimywasd) + n3endesdi 12

Why

Who
4. Present continuous tense

Uselaauanian UFeFMBNNAN + is + NFEUFN ing

UseBUnNynan (390 1, You) + are / am + N3YFN ing
Uselaarians Is / Am / Are + U5¢57% + NFBLFIN ing ?

(N15mauazmAay Yes , No)

What

Where

When » +is / am /are + 52814 + A3EFN ing ?

Why

Who
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A3y lUAamNsdiN ing sievine(fiae 19 listening knowing  reading
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ADELAN ing MBYINg ™YW run > running  stop > stopping  put > putting
A3ufiaatingdiay e AFAFT e oan Wl ing SBT1Y 1241 write > writing
take > taking have > having
NauIaingsae | Aaive | Bndanilaldaqlfis ing 14 travel > travelling

nFenfiasinedng ie Wiilugy ie 1w y ufafis ing 1Wu die > dying  lie > lying

Past tense

Uszlomunian Uszann (Raianmatiuaznynas) + ndendasii 2 (fuafin)
Uszlamlfjias Uaesu (ﬁgqmﬂwwﬁumwmwwﬁ) + did not + N3eTBIT 1
Uszlampnans Did + Y5811 (aionwasfuaznywad) + ndantdesd 12
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waRAn15Yinn3enlRidundentesd 2 (past tense)

Maeyia (U AN ed siavingAnnEen @W want > wanted  talk > talked
NBNALNAY / NBgNeNARge WIANAISnNUTFaTinedn 1 @7 nawudn ed
L% stop > stopped beg > begged
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1) nsdntin y Wuas e ed [ae @i play > played stay > stayed
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2) NIRRT Y LUuWﬂiyﬁuszLﬂ@ﬁu y LW i h@IBIN ed Aanng
173 study > studied cry > cried

nBenfiasringding e WiAn d siaviny 1@ hope > hoped love > loved
naeaemgy (Fael¥nnsviesdn) 1w go > went begin > began
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6. Passive Voice
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- dignnawintuifaqin nesw (Refignnassin) + is/ am / are + n3EnEeil 3

- fgnnszvinlueiin N994 (R9NYNNTEYI) + was / were + NFENEDIN 3
7. nsulasAmnlinanadudinien amnsavinldlaenisld make do have dWingae Tog
natiilsrsnadwannas] 9z makes does has naciiUszssadungnaiazl¥ make

do have @789
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ATHIN ATTNIRNE ANSYN ATTNIANE
a mistake ATTHNANRF make/makes a mistake | YITRA
a decision AsFnRule make/makes a decision | sinAula
homework A151I do/does homework YINN1S1IN
well A do/does well TRl
lunch ANTNANTH have/has lunch mumm‘nﬁm
a bath SBLINN have/has a bath BTN

8. NMTUBNAAMMAIN 9xFBIlE Verb to be agwiinan I wians 184 | am single. She is

widowed. He is married. Lil1éiu
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