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Instructions:  
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• Review your answer 3 times before sending it back. 
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Write an e-mail (40-60 words) to a new colleague telling her or him about yourself. Use some 

of these topics to help you. 

• company/college 

• live 

• nationality 

• enjoy/do not enjoy 

• married/single 

• work 

• hobbies/job 

• name 

Also use simple present tense and the vocabularies that have been covered in the three units. 

 

Dear Malak,  

 

We are thrilled to have you and I would like to welcome you in this company and I wish you 

an enjoyable and successful journey with us full of achievements.  

Please feel free to contact me if you need any help to get you ready for work. 

I’d love to find a time to chat over lunch to get to know each other a bit better.  

 

Sincerely.  

Raed Mahdi  
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