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Read and Do
June 28, 2018

Ms. Kim Hana

Manager of Customer Service Center

Hallyu Tour

615, Gangnam-daero, Gangnam-gu, Seoul, Korea

Dear Ms. Kim:

I would like to request some information. I'm planning to stay at The Ocean Hotel from

the 20th to the 27th next month. Can you reserve a room with an ocean view? I'd also like

to know if the use of hotel facilities such as a pool is included in the price of a room.

Thank you in advance for your quick reply.

Regards,
Jennifer
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Situation 2

Read and Do

To: kimhana@email.com

Subject: Complaint about Dissatisfying Service

Dear Ms. Kim,

I'm writing to complain about the misleading description of your service on your website. I've
been planning my itinerary for the Night Opening of Changdeokgung. But the problem is that
every time I clicked on the banner of the tour program, I was forwarded to pages that were
not related to the event.

I look forward to your speedy response.

Sincerely,
Martin Matthew
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To: martin_matthew@email.com
Subject: Unsatisfactory Service — Apologies

Dear Mr. Matthew,

It has come to my attention that the problem with our website is a simple design error, or
failure to provide a link to the banner. I want to apologize for the poor service you received on
your recent visit to the website. I will have our Tech Department fix the problem immediately.

My sincere apologies,
Kim Hana
010-1234-1234
Hallyu Tour
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