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Before You Write

The Content

The email message below has several punctuation and capitalization errors. Make the necessary

cotrections.

Dear Ms li:

We have processed a full refund for you. we sincerely apologize for the
inactive code error on the gift card thank you for your helpful
suggestion of checking for inactive codes before selling the cards. We
have reviewed our procedure for checking the cards with our staff Your
satisfaction is important to us the attached gift certificate will entitle you
to a free game of mini golf.

Sincerely.
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