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You are going to another country to study. You would like to do a part-time
job while you are studying, so you want to ask a frlend who lives there for

some help.

Write a letter to this friend. In your letter

* give details of your study plans
« explain why you want to get a part-time job
* suggest how your friend could help you find a job

Dear Mary,

Hope you are doing great!

As you know, | am packing my bags these days. | am very busy preparing everything for my travel to Melbourne, and
| am really excited!

| am going to do a 2-year Master’s in Biology at the University of Melbourne! And | have some great news! The
university is going to give me a huge fund that covers most of my tuition fee.

However, as you already told me, Melbourne Is an expensive city, and it would be really hard for my family to pay for
my living expenses. As a result, | have decided to start searching for a part-time job.

| thought you might be able to help me. Remember you told me you have some friends that have student jobs? Can
you please ask them if they know a job for me? Could you also tell me about some job searching websites In
Australia? | can start searching and see what jobs are available.

Thanks for your help. | miss you so much, and | look forward to seeing you very soon in Melbourne.

Best wishes,
Leila
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There have been several complaints about the reception area where visitors
to your company arrive. Your manager has asked you to suggest how the

reception area could be improved.

Write a letter to your manager. In your letter

* describe the complaints that have been made
* say why the reception area is important
* suggest how the reception area could be improved

Dear Ms. Hatcher,
| hope this letter finds you well.
| am writing this letter to suggest some ways to improve our reception area.

As you know, some people have complained about our reception area. Most complaints were about the size of our
reception area. They said It is a very small area, and they also said there are not enough chairs for everyone to sit
down. As a result, some people have to stand and wait, and they are uncomfortable.

| personally believe the reception area is like the heart of our office, so It is very important. When people come to our
office, the reception area is the first place they see. As a result, it is so important that they feel comfortable In this
area.

| think it I1s not very hard to solve the problems. We can ask an interior designer to come and see our reception area
and suggest the best way to increase its size without any damages to the other parts. Furthermore, we can buy a
few more chairs to put in the area, so everyone can sit down and feel comfortable.

| look forward to hearing from you.

Best regards,
Leila
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