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It makes it easy to read your email if you make an info field with the date, time, place and other details after you write the body. 135
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Write an email to Ms. Kato of Toyo Movies. Thank her for attending an event debriefing. {45 AR PEFEAR IO NNIRS — 3 da-FlpfE. X
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Write an email to Department Manager Kaneko. You want to talk with him about how to do your job. Ask him when he can meet you at work.
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