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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. 

 

Answer: 

Dear Sam, 

Hope this email finding you will, 

Welcome on board, let me introduce myself, this is Luai Alkahlout from IT 

department in Jeddah branch. 

From work point of view, I will be handling your requirements related to 

ERP support. 

In a personal level, I am Palestinian nationality leaving with my family and 

enjoying weekends with my kids and lovely wife. 

I am interesting on continues learning especially in ERP career. 

Wish you all the best in the new journey and hope to meet you soon. 

Regards, 

Luai Alkahlout 


