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34. Yes. /Yes, it does.

35. 15 minutes.

36. Because it can help you/us focus on the most important project.

37. By looking quickly at the subject lines.

38. Some tips on how to use email more efficiently at work.
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Possible version:
Notice
May 31*, 2018
Dear foreign students,

We are sorry to tell you that the school has to cancel the trip this Sunday because of the heavy
rain. Instead of going for an outing, we will take you to visit the Capital Museum on that day. In the
museum, you can see some old famous paintings, enjoy various valuable exhibits, and listen to the
guides’ vivid introduction. I believe it will be a good chance for you to learn about the history and
culture of Beijing.

While visiting the museum, you are expected to obey the following rules. First, all the exhibits
mustn’t be touched. Then, to protect the exhibits, flashlights can’t be used when taking photos.

Hope you will enjoy the visit to the Capital Museum.

Students’ Union

Everyone has to take on responsibility. A responsible person is ready to take on responsibility
in critical situations and helps achieve success.

As a responsible teenager, [ try my best in everything that [ am asked to do. Last term, I joined
the English Drama Club. The members were divided into different groups and each group acted out
a story. I was asked to play a small role that had no lines. However, I took part in every rehearsal
and watched others play attentively. In the end, our performance was a great success, which I knew
I had also contributed to.

It’s the sense of responsibility that helps us do our work well. Everyone should try hard to play
his own part well no matter how small the part is. Only when everyone does his part well can the
whole team improve together and finally achieve success.



