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Instructions:  
• Read the assignment carefully. 

• 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 Jon,  

I’m much pleasured for you to join our Baker Hughes Company, My name 

is Saleh and I’m one of Finance department team- Saudi nationality- and 

live in Dammam city, I was studying in King Faisal University in finance 

major. 

Jon, hope you will enjoyed working with us and I want to share with you 

some of my hobbies, I like Swimming and Art and my family like them 

too, I have two beautiful kids and my wonderful wife. 

 

Sincerely,  

Saleh 
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