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To Arnold Smith

subject School sports day

Dear Mr Jones,

| am writing _ tell you _____ the school

sports day. Itis _____ 24 June. | hope all your
pupils will take part in it. There will be prizes
__ the winners of the events. Please let me

know _____ you can attend the event _

your class.

Sincerely yours,
Albert Hoyle
Headmaster
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To Albert Hoyle

Subject School sports day

Dear Mr Hoyle,
Thank you _ your letter about the school
sports day. Unfortunately | can _ attend

because I'll

in Paris that day. I'm sure this
is a big opportunity _____ our students so [l

own.

encourage themto part on _

Yours sincerely,
Arnold Smith
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To James Robertson

Subject Jessica's absence from school

Dear Mr Robertson,

My daughter Jessica cannot come _____ school
tomorrow becauseshe _____ flu. The doctor
says she _ stayinbed __ four days.

| am sorry she will miss the Maths test. Maths is

one _ her favourite subjects __ school.

Yours sincerely,

Mary Pierce
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s Mary Pierce

Subject Jessica's absence from school

Dear Mrs Pierce,

I'msorry _____ Jessicahas flu A _____ of

children are away _____ school this week for

the ___ reason.

Itis a pity _____ the Maths test. Jessica is
____ of the best pupils in my class.

| hope she _____ get better soon.

Best regards,

James Robertson
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