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Dear Mr. Kayne,

I am a resident of Cansinghill Apartments, located right next
to the newly opened Vuenna Dog Park. As I live with three
dogs, I am very happy to let my dogs run around and safely
play with other dogs from the neighborhood. However, the
noise of barking and yelling from the park at night is so
loud and disturbing that I cannot relax in my apartment.
Many of my apartment neighbors also seriously complain
about this noise. I want immediate action to solve this urgent
problem. Since you are the manager of Vuenna Dog Park, I
ask you to take measures to prevent the noise at night. I

hope to hear from you soon.

Sincerely,

Monty Kim
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Dear Mr. Kimberley,
My name is Susan and I work in the accounting department.
I happened to hear that you are looking to promote someone
within our company to the position of manager of the
accounting department, and 1 felt a need to write you this
letter. 1 think Victoria Kimball, my department colleague, is
an ideal candidate for the position. She is always on time,
she never leaves early, and she does excellent work while
she is here. It is obvious to both me and the rest of our
colleagues that she has a natural talent for what she does.
Her clients love her and so do we. She is always quick to
help with whatever we need no matter what it is. She is a
fantastic employee and deserves the position. You would not
regret choosing her. As you are thinking about who might
best fit into the position, I hope you will consider Victoria.
Sincerely yours,

Susan George
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Dear Mr. Jason Wong,

You took a month-long leave of absence starting from
November 20th, 2019 to December 20th, 2019. As it was a
month-long leave, it was obviously a part of your duties to
hand over your work to your team members. Hence, it was
very disappointing to discover that you went on the leave
without giving them any information about the projects that
you were handling. In turn, your carelessness led to
unfortunate delays in the projects. We are sure that you are
aware that during one’s absence from work, the company
cannot afford to put any work on hold. As you know, any
work loss because of a failure to hand over work is a
serious problem. This letter is the final warning regarding
your irresponsible behavior. Failure to fulfill your duties in
the future will not be tolerated and will result in us taking
more severe action.

Best regards,

Jennifer Lee

Human Resources Manager
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Dear Dr. Smith,

My name is David Lee and I’'m a third-year chemistry major
at Arizona State University. While completing both my
introductory and upper-level coursework, I’ve developed a
passion for science and am extremely interested in pursuing
independent research as an undergraduate. Personally, I am
especially interested in nanotechnology. Recently I read your
2017 papers on the potential applications of graphene and
became fascinated by your work. In particular, I found it
amazing that graphene can be utilized to make flexible,
transparent solar cells that can turn virtually any surface into
a source of electrical power. If possible, I would be honored
to work on a long-term project in your lab. Would you be
interested in including me as part of your research team? My
résumé is attached in case you are interested. I look forward
to hearing from you.

Thank you,

David Lee
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Dear Ms. Roberts,

We would like to express our deepest gratitude for
considering AGL as your insurance provider. You have made
a wise choice, and your business is very important to us.
Unfortunately, however, we are afraid to inform you that
your insurance policy application cannot be approved at the
moment. The type of policy you applied for isn’t available
right now. Currently we are working on bringing that policy
back. Therefore, we are keeping your application on hold for
future reference and further processing when your preferred
policy becomes available again. If you would prefer not to
wait for approval and would like us to remove your
application from our system, please let us know. We hope
that you will still consider taking out a policy with us when
it becomes available. We appreciate your patience and
understanding on this matter.

Sincerely,

Miranda Lawson

Senior Insurance Agent, AGL
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Dear Mr. Jansen

We received your application for the Steven Christopher
Scholarship. We sincerely appreciate your interest. Each year
hundreds of students apply for the scholarship, and your
outstanding academic record placed you among the finalists.
However, we regret to inform you that the scholarship has
been granted to someone else who has a wider experience in
the industry. Considering that you are a few years younger
than the others who are also applying, we encourage you to
gain more experience and expose yourself more to different
challenges and situations in the corporate world. This
experience will greatly benefit your qualifications the next
time you apply for the same scholarship. We encourage you
to reapply for next year’s slot, and wish you the best of luck
in your academic career.

Sincerely,

Jennifer Lowe
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Dear Mr. Chalton,

Our school library is very nice, and I am proud of being a
member of the library maintenance team. And as a student
and a member of the team, I would like to suggest a few
improvements that would make our library even better. First,
a library should be a quiet place, but noise from the school
cafeteria can easily be heard in the school library. Therefore,
I think the library should be moved to the first floor so that
the noise can be minimized. There is also a need for
additional bookshelves to accommodate the books that have
been piled up in a corner of the library. Finally, a magazine
and newspaper section should be created so that students can
come to the library to read about current events. Thank you
in advance for considering my suggestions. I look forward to
talking with you about them.

Yours faithfully,

Gloria Evans
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Dear Mr. Marx:

It has come to my attention that you were responsible for
this past weekend’s “Halloween Scare” email that was
circulated through our corporation’s intranet mail system. The
rather large graphic file you created and mass-mailed to all
departments and all personnel was not only thematically and
visually inappropriate, but it overloaded our servers and
Charlotte, Biloxi, and Mobile,
temporarily crippling business in the Southern Region. You

crashed key hubs in

must know that this kind of behavior cannot be condoned at
The Dogwood Firm. Your expertise as a systems analyst is
vital to us, but your outstanding ability does not justify your
singular poor judgment. In the future, please limit your use
of The Dogwood Firm’s technology to work-specific business.
Thank you in advance for your cooperation.

Sincerely,

Admond Lee

Chief Technology Officer
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In retrospect, it might seem surprising that something as
mundane as the desire to count sheep was the driving force
for an advance as fundamental as written language. But the
desire for written records has always accompanied economic
activity, since transactions are meaningless unless you can
clearly keep track of who owns what. As such, early human
writing is dominated by wheeling and dealing: a collection of
bets, bills, and contracts. Long before we had the writings of
the prophets, we had the writings of the profits. In fact,
many civilizations never got to the stage of recording and
leaving behind the kinds of great literary works that we often
associate with the history of culture. What survives these
ancient societies is, for the most part, a pile of receipts. If it
weren’t for the commercial enterprises that produced those
records, we would know far, far less about the cultures that
they came from. * mundane A14:2] ** prophet <1z}
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People everywhere have their special cultural rites. It is just
as true in the workplace as it is in the surrounding culture.
All professions observe their distinctive ways. What appears
to be a superficial set of actions to outsiders knits insiders
together and puts them in an appropriate frame of mind to
do their work successfully. Physicians scrub for seven
While the

necessity of the prolonged scrub is open to question with the

minutes before doing a surgical procedure.

advent of modern germicides, its traditional role in preparing
the surgical team for a delicate procedure is undeniable. In
the airline business, the first officer deplanes the aircraft and
conducts a walk-around inspection before takeoff. Very
seldom do they discover something wrong. But symbolically
it prepares the cockpit crew for their awesome responsibility
of getting all the souls aboard safely to their destinations.

* germicide Ayt Al ** deplane (M]3 7] A]) Wt} *x*x
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From what I have seen in counseling, the besetting sin of the

29| 8|2 Py 33 Ao

father as performance focused parent is his misguided belief
that dogged disapproval will cause his teenagers to try harder
and do better. “I’ll keep criticizing you until your attitude
and motivation improve!” In fact, excessive criticism only
hurts the teenager’s feelings and discourages him/her from
wanting to hear what the father has to say and from doing
what the father wants him/her to do. The paternal criticism is
offensive, not appreciated. The teen wants less to do with
him and for him, not more. And the father contaminates his
connection with his teenager by provoking his/her increased
resentment and dislike. “Dad is never satisfied, no matter
how I do,

performance coach, a father would be far better served by

which is all he really cares about!” As a

praising the good than by only faulting mistakes in the
misguided belief that his expressions of dissatisfaction will

cause improvement. * besetting sin A HAA AR ok
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When a young police officer puts on a uniform for the first
time, it almost certainly feels strange and foreign. Yet other
people react to that uniform in a range of more or less
predictable ways— just as they do to a priest or to a
white-coated doctor. These reactions help to make the police
officer feel a part of the uniform and more comfortable with
the role that goes with it. This is the point of uniforms: they
help people think themselves into a particular way of
behaving, and communicate clearly to other people what
function that person is expected to perform. Our dress and
appearance are a sort of uniform as well, whether we like it
or not. They are very powerful statements to other people
about what to expect from us. Equally, they are powerful
statements to ourselves about what to expect of ourselves.
This, together with the way other people react to our

appearance, powerfully shapes how we feel, think and behave.
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Human beings do not enter the world as competent moral
agents. Nor does everyone leave the world in that state. But
somewhere in between, most people acquire a bit of decency
that qualifies them for membership in the community of
moral agents. Genes, development, and learning all contribute
to the process of becoming a decent human being. The
interaction between nature and nurture is, however, highly
complex, and developmental biologists are only just beginning
to grasp just how complex it is. Without the context provided
by cells, organisms, social groups, and culture, DNA is inert.
Anyone who says that people are “genetically programmed”
to be moral has an oversimplified view of how genes work.
Genes and environment interact in ways that make it
nonsensical to think that the process of moral development in
children, or any other developmental process, can be
discussed in terms of nature versus nurture. Developmental
biologists now know that it is really both, or nature through
nurture. A complete scientific explanation of moral evolution
and development in the human species is a very long way
off.
* decency ol9] ** inert W] 2] 9]
@ evolution of human morality from a cultural perspective
@ difficulties in studying the evolutionary process of genes
3 increasing necessity of educating children as moral agents
@ nature versus nurture controversies in developmental
biology
gene-environment

®  complicated interplay in  moral

development
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Finding an ideal location for a piano is often difficult. In the
order of importance, the location should help preserve the
instrument, be acoustically satisfactory, and be aesthetically
pleasing. Ideally, a piano should be placed on an inside wall,
away from the direct rays of the sun. Moreover, it should
not be placed next to heaters, stoves, air conditioners, or near
heat ducts or cold air returns. Drafty locations next to open
windows or doors should also be avoided. Instruments that
are placed directly beneath water pipes or emergency
sprinkler systems should be protected with a waterproof cover
from possible water damage. Finding the best location for a
piano also includes acoustical considerations; usually a piano
sounds best in a room without thick wall-to-wall carpeting or

heavy, sound-absorbing draperies.

_24_
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o] 9l *#* draperies 11 AE

@ tips for choosing the best location for a piano

@ reasons for hiring a professional piano mover

@ considerations when buying a piano for children

@ acoustically ideal places for musical performances

(® factors in determining the frequency of piano tuning
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Power, considered by some theorists to be the “entrance
requirement” for anger, is not necessary for sadness. Anger is
an “approach” emotion, while sadness is a “retreat” emotion.
Thinking of a person as sad makes us see them as weaker
and more submissive. Anger, not sadness, is associated with
controlling one’s circumstances, such as competition,
independence, and leadership. Anger, not sadness, is linked to
assertiveness, persistence, and aggressiveness. Anger, not
sadness, is a way to actively make change and confront
challenges. Anger, not sadness, leads to perceptions of higher
status and respect. Like happy people, angry people are more
optimistic, feeling that change is possible and that they can
influence outcomes. Sad and fearful people tend toward
pessimism, feeling

powerless to make change.

* submissive =& 4]Ql, LW ILEg

(D the nature of anger as distinct from sadness

@ the process of moving from anger to sadness

(@ effects of a pessimistic attitude on one’s work

@ reasons leaders need anger management skills

(® (difficulties of controlling one’s behavior in times of

anger
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Invasions of natural communities by non-indigenous species
are currently rated as one of the most important global-scale
environmental problems. The loss of biodiversity has
generated concern over the consequences for ecosystem
functioning and thus understanding the relationship between
both has become a major focus in ecological research during
the last two decades. The “biodiversity-invasibility hypothesis”
by Elton suggests that high diversity increases the competitive
environment of communities and makes them more difficult
to invade. Numerous biodiversity experiments have been
conducted since Elton’s time and several mechanisms have
been proposed to explain the often observed negative
relationship between diversity and invasibility. Beside the
decreased chance of empty ecological niches but the increased
probability of competitors that prevent invasion success,
diverse communities are assumed to use resources more
completely and, therefore, limit the ability of invaders to
establish. Further, more diverse communities are believed to
be more stable because they use a broader range of niches
than species-poor communities.
* indigenous T 2F2] ** niche AJENE A ¢
(@ Carve Out More Empty Ecological Spaces!
(@ Guardian of Ecology: Diversity Resists Invasion
(3 Grasp All, Lose All: Necessity of Species-poor Ecology
@ Challenges in Testing Biodiversity-Invasibility Hypothesis
(® Diversity Dilemma: The More Competitive, the Less
Secure
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Aging is an economic challenge because unless retirement
ages are drastically increased so that older members of
society can continue to contribute to the workforce (an
economic imperative that has many economic benefits), the
working-age population falls at the same time as the
percentage of dependent elders increases. As the population
ages and there are fewer young adults, purchases of big-ticket
items such as homes, furniture, cars and appliances decrease.
In addition, fewer people are likely to take entrepreneurial
risks because aging workers tend to preserve the assets they
need to retire comfortably rather than set up new businesses.
This is somewhat balanced by people retiring and drawing
down their accumulated savings, which in total lowers savings

and investment rates.
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(@ Risks and Opportunities of Early Retirement

(@ The Underlying Causes of Population Decline

(® What You Should Consider Before Retirement

@ How an Aging Population Affects the Economy

® Ways a Society Copes with a Growing Elderly
Population
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During the 1890s Richard Henry was caretaker of Resolution
Island in remote Fiordland on the west coast of New
Zealand’s South Island. A keen naturalist, he noted with
concern the impact on native birds of the arrival of recently
introduced stoats as they invaded this last corner of New
Zealand. In a desperate attempt to protect populations of the
flightless kakapo and little spotted kiwi between 1894 and
1900 he translocated hundreds of individuals from the
mainland on to Resolution Island. Unfortunately, Resolution
was too close to the mainland and stoats invaded in 1900.
Thus, Henry’s efforts were in vain. Nevertheless, the
technique of isolating species in danger on predator-free
islands that may or may not have been occupied by the
species in the past became a vital tool to prevent extinctions
from predation by introduced predators in New Zealand.
* stoat HH|[EX ZA|H]] ** little spotted kiwi 2] &2 719
@ An Unsuccessful but Worthwhile Bird-Saving Attempt
@ Learn from Nature the Know-How to Preserve Species
(® Resolution Island: Transformed into a Safe Shelter for
Birds
@ Native Birds of New Zealand: How They Escaped
Extinction
® Introduced Species: Sometimes Helpful for Biological
Diversity
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