Hello CJ,
I need your help with something, namely the 7th TKT Test. CET will become a new TKT center in 2007 but I cannot operate the system to key in the details of candidates.
Can you spare some time, about one hour, to go through every detail with me？ I hope to learn all the processes. I know you will be leaving the British Council Exam Team shortly and you must be quite busy. I don’t want to bother you too much or take up too much of your time but if you have some spare time tomorrow morning, I would come to the British Council with my colleague, Mavis.

Thanks in anticipation.
Best Regards,

Shawn
Comments: 
· This is a good piece of writing and you explain your problem very well.
· Just watch your spacing and punctuation, i.e. use of commas.
· Don’t over use exclamation marks!
