Part 4.  Writing an e-mail of reply

You are Patrick / Patricia Li, the secretary of the English Club in your school. The Chairman of the club, Leo Ma, sent you this e-mail just now to give you information and instruction for drafting a poster for the Singing Contest at Christmas at your school. Based on the information, write a mail of reply with a poster attached for the singing contest.
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Hi, Pat Li gogout

Index To: Leo Ma <leoma@hotrmail.com.hk>
Drafts co

Sent

Trash bee:

Subject: Re: Chistras Singing Contest
HiLeo,

| got your e-mail that tells / told me to draft a poster for the Christmas singing
contest.

I've designed a poster with all the information given / provided

Ithas been attached tofin this mail / reply below. Pis take a look at it and mail your
comments 2 me asap. | want 2 change what u want me 2 on Sunday.

Thx 4 ur attn

Pat

X' mas singg cont poster (attached file)





I. Many words in the e-mail are written in abbreviated (shortened) forms. Replace them with complete forms of these words in the following mail from Leo Ma.
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I. Many words in the e-mail are written in abbreviated (shortened) forms. Replace them with complete forms of these words in the following mail from Leo Ma.
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Hi, Pat Li gogous

Index Frorm: Leo Ma <leoma@hatmail corn. hk>
Drats ce

Sent

Trash To: patli@hotmail. com hk

Subject: Christras Singing Contest

Hi Pat,
Met Wi Ms Lee this eveng. Set the followg matters for coming X' mas Singg Cont.
Pls make a poster 4 me wi this info & send it 2 me b4 10 am this Sat

1. 0n 20-12-200X, 10--12 am, sch hall
2.2l S3—54 classes, solo and group singg cont of X! mas songs,
3. sign-up Wi Ms WW. Ho b4 st Dec
3. own music backgd o players
4.judges : Ms WIWHo Music teacher

Ms W K.Chan Eng Panel Chairperson

MrLF. Lo ECA Master
5. prizes: Solo $ 500, $300, $150 in book coupons

Gip gold, silver, bronze medals 4 best 3 grps

pls. Call me at 2463843 if u have prblm




Suggested answer

II. Reply e-mail by Pat
Send a reply to Leo Ma to tell him that you have received his e-mail about the Christmas Singing Contest and inform him your drafting a poster for the contest and attaching it in the e-mail for his comments by filling in the missing information in the blanks.


II. Reply e-mail by Pat
Send a reply to Leo Ma to tell him that you have received his e-mail about the Christmas Singing Contest and inform him your drafting a poster for the contest and attaching it in the e-mail for his comments by filling in the missing information in the blanks.

Suggested reply
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Index To: Leo Ma <leoma@hotmail.com hk>
2, Drafts e
Sent
B | Trash bee: patli@hotmail.com.hk
= e Subject: Christmas Singing Contest
)
Hi Pat,

1 met with (wr)_Miss (Ms) Lee this evening (eveng). We set the following (followg) matters for the corming
Christrmas Singing Contest ('mas Singg Cont)Please (PIs) make a poster for (4) me with (w) this
inforration_(info) and send it to me by e-mail before (b4) 10 o'clock in the moring (10am) of this
Saturday (Sat)

1. Time :10.00- 1200 a.m

2. Date : 20th December, 200X

3. Place : School Hall

Sibt
@ #3 4. Event: Chistmas Songs singing contest (solo & group, Xmas songs)
@ A 5. Participants: 53 - 54 classes

6. Sign-up: Ms. W. W. Ho

7. Deadline: on or before 1t December, 200X_ (b4 15t Dec, 200%)

6. Background Music: own background (backgd) music of music players
Judges: Ms W. W. Ho, Music teacher
Ms W. K. Chan, Eng Panel Chairperson
MrLF. Lo, ECA Master
Prizes:  Solo: $500, $300, 150 in book coupons
Group (Grp): gold, sibver, bronze medals for (4) best 3 graups (grps)

Please (pls) call me at 2463843 i you have problerns (u have prbl)

EEER Regly | Forvand | Dekee |
RED- s | REERD - \
B2 #1 17

T o]

3 e





Attached poster designed by Pat in the e-mailed reply
(Fill in with details) 
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	Date :

Time :
Venue :
	_____________, 200X

10:00 – 12 00 a.m.

School ____________

	Classes to join:
	_________________

	Events :
	Solo and _________ __________ songs

	Background Music :
	Playing music on hi-fi /

Real person playing

	Sign-up :
	________ W.W. Ho

	Deadline :
	On or _______________________

	Judges :
	Ms W.W.Ho    Music teacher 

Ms W.K.Chan  Eng Panel Chairperson 

Mr L.F. Lo     ECA Master

	Prizes :
	Solo

Champion　　　　　　　 $ 500 book coupon
__________ -Runner-up　$ 300 book coupon
__________ -Runner-up　$ 150 book coupon
G________   

Champion                 gold   ________
____________________   silver   ________
____________________   bronze  ________



III. Attached poster designed by Pat in the e-mailed reply
suggested details in the poster
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	Date :

Time :
Venue :
	20 December, 200X / 20-12-200X
10:00 – 12 00 a.m.

School Hall

	Classes to Join :
	S3-4 / Sec3-4

	Events :
	Solo and group Christmas songs

	Background Music :
	Playing music on hi-fi /

Real person playing

	Sign-up :
	Miss W.W. Ho

	Deadline :
	On or before 1 Dec, 200X / 1-12-200X

	Judges :
	Ms W.W.Ho    Music teacher 

Ms W.K.Chan  Eng Panel Chairperson 

Mr L.F. Lo     ECA Master

	Prizes :
	Solo

Champion　　　　　$ 500 book coupon

First -Runner-up　   $ 300 book coupon 

Second -Runner-up　$ 150 book coupon

Group
Champion           gold     medal
First-Runner-up      silver    medal
Second-Runner-up   bronze   medal 
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