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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:     ahmed567@gmail.com 

TO:          sloom130@gmail.com 

Subject:  welcome a business friend 

 

Dear Mr Salman 

Hello Salman, happy to join us in the company, I am Ahmed Fahd from the design 
department, I am a Saudi from Jeddah, but I live here because of the job and on 
vacation I go to my family, I have a YouTube channel and I like playing daily on the 
Playstation, I do not like spicy food because I have an allergy to it. 
 
 
  We are pleased to join (elopak) company and you will always find us with you and your 
side, we extend a helping hand to you and help you to complete the tasks assigned to 
you to the fullest. 
 
 We hope that your joining us will bear fruits of the wonderful successes that we crown 
our company 
   Finally, you accept our best wishes and our warmest regards. 
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