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Introduction 4«4l

1- Greeting dal)

Dear + Name,
e
Dear Mr. Ali,

2- Opening sentence

I hope this email finds you well.

/ |




3- Explain the problem/reason for writing
¥ LS s ) A (e

;S
I am writing to complain of ...
I am writing to apply for ...
I am writing to you regarding ...




4- Conclusion  aaiall

I look forward to hearing from you
OR

I look forward to your response
+

Your name



WRITING (2)

Complete the following task. Write at least 100 words.
Situation: Imagine that you are Nasser/Nasra Al-Ajmi. The English Club at
your school is running a competition. They want to give a prize to

. 'The Best Class in the School’.
Task: Write an e-mail to your English teacher. Describe what is good about
your own class, and say why you and your classmates deserve to win

the prize. _ |
Your writing should be polite, clear and convincing.
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Dear Teacher,

| hope this email finds you well. | am writing to you regarding the English Club competition
“The Best Class in the School”.

| would like to describe the good things about our class in order to win the prize. First, my
classmates and | are respectful towards teachers. We listen to them and we participate in the
class. Second, we help each other. For instance, one of the students failed on her exam, so we
explained the lessons for her again. Finally, we recognize how important is to stay in a clean

place. Therefore, we enjoy cleaning the class daily.

We hope that you will take these elements into consideration.

Nasra



