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Dear Mr. Tom Bradley,

| am writing to change our contract period. Is it possible for us to extend the period to 2
years?

We would like to add the following: “the contract period will be renewed for the duration
of 2 years.” We hope to hear from you soon.

Sincerely,

Jin-joo Lee
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We would like to add the following: ~
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We look forward to your reply.
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We have some complaints regarding the service we received. We have recently found
that your deliveries are often delayed. Our project is being impacted by your delivery
delays. Please help us to get back on track this week. If this problem continues, we may
have to find another contractor.

| look forward to your reply.

Jeong-pil Yim
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We have some complaints regarding your product.
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The machine is not working properly.

ZHuto| HELA ARQR DR [p2ts)7|



0x
olek
o
w

=4 siE T AASH

Please send us someone who can fix this equipment.
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If this problem continues, we may have to ~.
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Dear Mr. Chang,

Due to my vacation, | will not be in the office from June 23 to June 30.My secretary, Janet
Wu, will take any urgent calls. | will be back on July 1st. Sorry about any inconvenience.

Sincerely,

Paul Lim
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If you have an emergency, please call us at ~.
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My secretary, Janet Wu, will take any urgent calls.
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Sorry about any inconvenience.
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