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Dear Peter,
I’m glad to receive your email. I’m writing to let you know that you should do a presentation at our class meeting next Friday afternoon.
In the presentation, you are supposed to introduce a book that has greatly influenced you. First, you can give a brief introduction of the book. You can also add some background information, such as who the writer is and when it was written. Then, you can introduce your favorite character or the most exciting part of the book. At last, you should state how it has influenced you.  
To make your presentation more impressive, a good PPT may help. Some key words and related pictures are necessary. I’m sure you’ll do a great job and I’m looking forward to your presentation. 
If there is anything more that I can help with, please let me know.
Yours,
Li Hua.

