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! Include the following basic information, but you may expand the content.
1. A brief greeting.

State that you have come to [place] .

Describe the place and the accommodation you are staying at.

Point out a couple of special things about your trip.

Describe briefly your itinerary for the rest of the trip.

Ending remark, date, and your name.
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! Refer to the card in the following sites as a model
http://web.mit.edu/21f.504/www/reading/theCard21Btext.html




