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Instructions:  
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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. 

 

 

From: najawa@home.com 

To: nora@home.com 

Subject: Warm welcome to Ms. Nora 

 

Dear Nora, 

I hope you are doing well, I’m writing this letter and I’m very glad to have this new job and working with 

you as a team. There is a lot to learn in a new job and it isn’t all about working, it is about Teamwork 

spirit, patience, cooperation. I hope we’re enjoying working together. I look forward to a positive 

employment relationship. I’m so excited my first day. I’m looking forward to see you on Sunday in my 

first training. 

 

Best wishes, 

Najwa 
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