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Structure: 

• Greeting: Dear... 
• Main Body: 

o I’m sorry to hear about your problem. 
o If I were you, I would... 
o I would advise you to... 
o Furthermore,... 

• Ending: 
o I hope things will get better soon. 
o Best wishes, 

 
Grammar Point: 

• If + past simple, Subject + would/wouldn’t + base verb 
o If I had a stomachache, I would go to see the doctor. 
o If she were tired, she would sleep early. 

Example Vocabulary: 
• pain, stomach, headache, cut off, complain 


