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| will investigate the problem

The problem will be investigated by me

Peter was watching the television

The television was being watched by Peter

Reset the server

The server should be reset
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Harry was born in London. London is part of the
UK. Therefore, Harry was born in the UK.
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Harry was born in London. London is part of the
UK. Therefore , Harry was born in the UK.
n + !
Harry was born in the UK. This is because Harry
was born in London, and London is part of the
UK.
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Tom,

I've decided to end our relationship with
Higgens & Co.

Here’s why...

Firstly, the products they have been purchasing
recently from us were all sold a cost price.
Therefore, we are getting little (if any)

revenue from them. This doesn’t look like
changing any time soon.

Secondly, the number of customer service calls
we have been having from them have risen
sharply. They have lost a few of their key

staff who were very knowledgeable, and now they
are passing the load onto our staff to explain

how to assemble things.



Finally, our prices are not the cheapest on the
market. If they were to switch to Adamson
Plastics, they would get a better deal.

So, I don’t think they will be too upset if we
explain to them that we will no longer be able
to help them in future, providing we do it

politely.
Thanks,
Bill
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Interviewees should arrive at least 15 minutes
early

You should arrive 15 minutes early.
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It is the policy of XYZ corporation not to
refund items returned over the 30-day limit.

We do not refund items returned after the 30-
day limit.
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The Domain Name Server (DNS) failed last night,
and we were unable to reach the site. This is
the second time we've had problems with the DNS

this month.
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We'll be using the principles behind the
Stirling Engine to get much higher
efficiencies.
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We'll be using the principles behind the

Stirling Engine( ?) to get much higher
efficiencies.
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CAPITAL LETTERS underline
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Important Note: Next week’s meeting will be

cancelled. Please submit your reports in
writing before Close of Business on Wednesday
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In his book How to Win Friends and Influence
People , Carnegie talks about the importance of
this
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| told her quite clearly not to go there.
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