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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 Khalid, 

Greetings!! 

I am honored to introduce my self to you, I am Ibrahim the Project Manager in Project 

Department, your colleague in the same department, I am Saudi citizen and I live in USA. I am 

married from a great woman and very proud of her. She just finished her bachelor study 

which is a phenomenal job. I have one kid and he loves horse toys beside his love to cats, but 

me and my wife we are not having any attention to bring him a cat since it can bite him. Am 

enjoying spending the Weekends with my family in Malls or Corniche because you properly 

know that spending time with your family is important specially if you have a lot of 

engagement in the work for a long hours. I love playing computer games like: Call of Duty 

since it’s my favorite hoppy. I would like to take in a tour next week on coming Thursday in 

the building since it’s important for your current role as Project Coordinator. 

 

Please if you require any further information don’t hesitate to contact me.  

 

Best Regards, 
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