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Write an email to your friend Chris asking him\ her if he heard about any job opportunity around

him.
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From: jmurry342 @firstnet.com dijb e by sl Dol s 10

To: Chris.harrison@hotmail.co.uk L@-G)—\A‘ ) il 257

Subject: a favour . .

! g me AL ¢ g e
Hello Chris
This is just a quick message to ask if you could do me a favour. I’'m leaving school at the end of June
and | need to find some work. | was just wondering if there were any vacancies at your place. I’'m
good at languages and IT, so anything using those skills would be great. | don’t mind what | do.

Could you ask around and see if there’s anything suitable? I've attached my CV in case that would
be useful.

Thanks a lot.
Best wishes,
Jim
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8/2019 | 3-Write a general enquiry letter to the manager of a local company asking him about
possible job with his company.  These notes may help you:
¢ Introduce yourself.
e Tell him about your qualification.
e Say that you might accept any kind of job.
e Offer to provide more details if necessary.
e End your letter with ( yours faithfully ..... Ali Khaled )
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Formal enquiry letter

Dear Sir \ Madam G ) el

b, | S
| am writing to enquire about possit“jlff/acancies with your company. | am currently
looking for employment as | am due to leave school at the end of June. | have good
language and IT skills, which | hope would make me suitable for various jobs.
| enclose'my CV and would be grateful if you could keep it on file in case of any future
opportunities. If you need any further information, please contact me.
Thank you very much for your help. | look forward to hearing from you.

Yours faithfully, Alal) duait)
Ali Khalid
Jalsl) aud)




plaadl \deud! (305

Rl O el Je (3 by o gl (e ol Wl BT oS388 (3 83901 521541 (ye it (ST U
Buad Lo (alaznd OF Jall @l . Olaglaall bz gl9iSSs Aalll whlge S .0l5> e (§ ool

) ) (s

48Ls| loghas ST @) 151 . it duoyd (Y Ly piladiz! Ol lies 09STug 4511 (3w 391 U
wehie glowd) I adlasl Baelunedl e s 1S . 20 Juolgl sl

d)\E;,,,n &l Lalsadl

qlb.&
NU/CS L,l;

(©lde 6usb)anddl CIlall Jaruws J6 ziges 9 Dyl CuiS S Jlaisb (Sogdl gllas

__Dcar_ﬁir_/_Madam__ég;’__(—__—_wCLé_ Sluwyh SLLS
Q) e
B \Ar'\\\m:) Ao J “.’J"'C’L”L'J’ :—_-\:_L':Q.'J;,,., o',.,,J) @
Bo ekiog foc enphyman a1 o gelie @
_._m_skcl inay g _e u_/lf)l’;_w\»- Ly"])’ 4‘J' ’,.-L.l_@_
_ T \have 8°°°l—" skl —
__.\._e_v.\do&s___ﬁ_C,V.—quL_'L\: e G N elsy) ()
--Con&gc.‘“—_m_gor_@u\r.‘kh.r_fnQo_vz»_w_);_ﬁp_helfu_b ,;l_z_!._@_)*
Thark you_and_T ook (S @se 1t kD1, 2 _._@__
__-Feywafcj___ﬁ-o V\M‘m, _Lom \Jou
Yours ‘LQIHI\Q\A\\\_ = 6\.&.- L'.:L‘_O\LS\\ K

; “ad Al Javen uadl) s Jaca ) Al Al udd
Dear Sir/-Madam, aladle 6 Aaly Jasayy yaadl 39 Jg 3 aadl) (udld

I’m writing to ask about possible vacancies at your company because I’'m leaving school in
June.

| have good skills in languages and I.T. | attach my CV. Please contact me for more
information.

Thank you and | look forward to hearing from you.

Yours faithfully
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8/2021  1-You are Sameer, you live in Nablus. Write an enquiry letter to Ooredoo Company
asking them about the possibility of 3 weeks as a telecommunication engineer.

» Explain the purpose of your letter.
* Introduce yourself and give the dates you are interested in.
o Offer to provide more details if necessary.

6/2020 | 2- Write a letter to the head of IT company at AL Quds, to arrange a work experience
week. You can make use of the following ideas:
o Explain why you are writing.
o Introduce yourself /Give the dates you are interested in/ say what you are
studying
e Say that you may accept any kind of work.
o Offer to provide more details if necessary.

. dua Al Aal
Dear Sir\ Madam sl &

| am writing to ask if | could do work experience at your company. | am currently
looking for work experience at a local company from 15t July to 10t July. | have good
language and IT skills, | also study English and math which | hope would make me
suitable for different work experience. | will be thankful for any experience you offer.




| enclose my CV and would be grateful if you could keep it on file in case of any future
opportunities. If you need any further information, please contact me.
Thank you very much for your help. | look forward to hearing from you.

Yours faithfully, Aalal) 4al)
Sameer Dbaialy an¥) (Al Jas e a3 1)
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Dear Sir / Madam,

| am writing to ask if | can do work experience at your company. I’'m 17 years old.
| study at School and | want to arrange a week of work experience on Sunday 5%
May .

Nowadays, I’'m studying technology, maths, and English. | will accept any work
experience. Please contact me for more information.
A~
| look forward to hearing from you. (\\t AR
Q,
Yours faithfully
daed) [ dad) (g 338
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1-Yo/u are Carlo Andretti, the purchasmé manager@the New Star company.
é\> A e W})r =il > O‘O\//\éﬁap’oﬁo
W

rite a letter to Mr Ralph Allén, the manager of a foreign company, enquiring

about the possibility of purchasing a number of LCD monitors. Ask

about:(delivery period - if there is a guaran\te?— n‘reﬂﬂ)@"é rnﬁpnt- p055|ble
discounts)

Dear Mr Allen —= ~ , |
GO\ e X/|,_J 'A“{/‘Mc/ra/%/)]

Thank you for the products you offer. teII you that we are
e Wl U RV L N A Wbl o
interested in purchasmg a Iarge number of your LCD monitors. Before placing

M G Sl L Nl Baa
an order, we would like to know if there is a guarantee on these parts, and how
per SR AR - Iy W
long is it . We would also enqulre delivery within two weeks of placing the
oS A Lk ) Ao (e e
order. Could you confirm this is possible? We would also ask if the prices can be

t:egl&d_for larger order, and what methods of payments would you prefer? |

look forward to hearing from you.a

{
Yours sincerely — > 2\ ot
Andretti s J Selols J—A al

Carlo Andretti —> dy\é Vo"/—“ \

The purchasing manager ~——>4LM/P
The New Star Company \ (L(
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Dear Mr Allen S EYA I REWERTEL A JE PP g <

| am writing because we are interested in buying your products. Before the order, we
want to know if there is a guarantee and how long it is. Can you deliver the
products in two weeks? Please confirm if that is possible. Can you reduce the price
for large orders? What are the methods of payments? | am looking forward to
hearing from you.( g 4ea)

Yours sincerely (&l paliall ) dgaliall dail)
C. Andretti  _l=ialy au¥)
Carlo Andretti  JalS auY!
The purchasing manager  Jisull s a3l
The New Star Company AS )
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| look forward to hearing from you
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2-Write a replv(%ﬁarlo Andretti’s letter. In your reply explain *Whether you can
—————

supply the order * Delivery period *How much is the discount you offer *If there is a

guarantee *What method of payment you prefer. You are Ralph Allen, the manager of

the company.
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Dear Mr. Andretti, ——— "~ \ J/?/j \
e e s >
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Thank you for your letter. | would be pleased to tell you that we will be able to supply

— ‘ "D N
the LCD monitors within the required delivery period. | would like to tell you that we
' \ 7’_//_—\

are able to offer a 10% discount on the normal price for orders of a hundred or more. I o

. Ao o EL| Gl b e R
can also confirm that our products have a year — guarantee. Concerning payment, it

PO A 5
would be better to be done by bank transfer. Thank you for your interest. | am Leoking —
s LaB b 0 S >

forward to hearing from you.

-
S
Yours sincerely ——= N el

—

R.Allen — s )\A.@-._DL? &V
Ralph Allen —> ()ﬁ\{ (/Q/J
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Dear Mr. Andretti

Thank you for your letter. We can supply the products in two weeks. We can offer 10%
discount for big orders. Our products have a year guarantee. It will be better if you
pay through bank transfer.

| am looking forward to hearing from you.
Your sincerely
R. Allen
Ralph Allen
Al G sanan o slady o e g doall QoS iy agall 58 2 5 Jsudl (b i 8IS e o) LS 4l LaaBla
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3-Write a letter(to)Mr Carlo Andretti , the purchasing manager at The New Star
company, asking about payment not received VN e o) e

Dear Mr. Andretti, — s =V é"‘ﬁ)\ d/")'}/\

| am writing in connection with your recent order. The order was delivered four weeks
ago with request for payment within a month. | am sorry to tell you that we still
haven’t received the money. Just to remind you, the full amount was 250005, including
the 10% reduction. Could you please contact me to make the situation clear?

\ - A
Yours sincerely — %’\"; =

R. Allen — ,_B//L" ~

Ralph Allen

10
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Dear Mr. Andretti, ——— 2»\;;’3\ é;@\ J/j)'}/\

| am writing in connection with your recent order. We sent the order a month ago. |
am sorry to tell you that we still haven’t got the money. The fullamount was 250008,
including the 10% reduction. Could you please contact me please?

\VomA
\;\l;_/

Yours sincerely —= =t
ma e el 43 @ SO Jual a3V (e
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4-Write an‘email to Mr Allen the manager o f a foreign company. In your reply:

Apologize for the problem - give an explanation- say what you have done to solve

the problem Start your email with this address From: Mr. Carlo Andretti Sent: 12
March 2021 To: Mr. Ralph Allen
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From: Mr. Carlo Andretti ,_)/’/U S @
Sent : 12 March 2021 d:_q;_/'- \ 5 I o2 5

To: Mr. Ralph Allen

Dear Mr Allen,

Thanks for your message. | am very sorry that you haven’t received the payment yet. I've
enquired about the problem and found the explanation. It seems there. is a
misunderstanding with the bank. We asked them to transfer the money two weeks ago,
but they were waiting for the request to be confirmed. | have now done this and the full
amount will be in your account within 3-5 days.

Yours sincerely

Mr. Carlo Andretti

(oY) 2l (5500

oo agd o s dllia of die) | i) s g5 S gl GV s adal) Al o @Y el uel Al ) e 1 S
& 0SSl @liall 5 allal) T8 Ll 5 Gl ASE Uil | gilS wgi€T 5 e sand e JLall Jysad agla Lilla il
A 503 A Sl

e palla e

rodrY) bl byl £ 4l 40

Dear Mr Allen,

Thanks for your message. | am very sorry that you haven’t received the payment yet. |
asked about the problem and found the answer. It seems there is a misunderstanding with
the bank. We asked them to transfer the money two weeks ago, but we didn’t confirm
that. 1 did that and the money will be in your account soon.

Yours sincerely
Mr. Carlo Andretti
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Unit 9
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Write a report of an event for a school magazine (it doesn't have to be a football
match or even a real event).
P.1: What was the event?
P.2: What happened during the event?
P.3: What was the result? / How did it end?
P.4: What was the Conclusion?
o ) (o Bh) O 55 s e (e pde s (o SIS ey
Aaiill y el sl Sy Jla 5l 5 OIS (g5 Cuaall gl i
sl o sl e WSLES) @ il Ul

The open day
We had an open day in our school. All the teachers participated in this amazing day.
We discussed several points, played togetherand enjoyed the contests.
LBl a8 ( ol ol 138 8 ) 4 1S i salaall /[ Ciledaal) wen s y2all b - s o g Ll OIS
celiloally Liniaiod g Lae Liaad ¢ Jalii 30
In the first part, the students were divided into groups: A group for singing, a group
for drawing and the last group for writing stories. When we finished, We Showed our
final work in a fair.
(oanaill LS Ao gans aus )l Acpans celiall de gama (e gana () DUl a2 (J5Y1 6 jall b
A Al lllae | Lica je cliggil Laxie
Then we gathered in the school playground to play and participate in Some
Contests. We had fun together with all the students and the treachers.
Cmalrall 5 B0 a Y ae Lindiain) 281 Clilisall (oamy A ) L g Candil A jaall dals 8 Linan
Inthe end of the day, the teachers thanked us for this amazing day and presented
some gifts for the winners. We shared Some Cakes and chocolates. with our friends.
SaSl) mmy Ll 50 Llaghl | g5 oyl o sl 138 e cilalaal) U S5 ca sl Ailes B
Lisliaal ae 43V S il
In short, it was a remarkable day that we won't forget. It strengthens the
relationships between the students and their teachers.
el s OO G 483 (538 ot ¥ Logy IS 8 ¢ jlaidly

13



aa) g dan AU Qllal) aolalien | Apdal) B 8) e (8 p 85 8 AN P adasa (R
O sind) peai Loy agelh 2al g JUR) iny 1dgmd) LA

A sport event
This was a basketball match between our school and the next school team. It was
one of the most exciting matches | have ever seen. Both teams were really
wonderful. At first, things were not going well with our school team..The next team
began scoring. They played at the full speed and they could master the match for the
first half. However, our school team didn’t give in and they tried hard to win. In the
second half, they took the lead and they played confidently and began comfortably
scoring. The next team were confused by our performance, what affected them
badly. May be this was another reason why our school team won in the end. At the
end of the match, the two teams shook hands and they«congratulated us. In general,
it was a n interesting event which we will always remember.
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You are Rami
Write a personal email to your friend John telling him about good news and bad

. S ~ 8
news happened to you. He\\o/ ’rH S ( " Wd‘f‘\ '

Hey.John [.the name of the friend J) sl & Gl sl ],

I'hope you’re doing great! | just wanted to catch you up on something that
happened during my seaside holiday last summer — there’s a bit of good news and
some bad news too.

Last summer, | traveled to the seaside for a relaxing holiday. In the morning, |
woke up early to watch the sunrise over the ocean.

One day, while | was walking on the hot sand, | ran into an old friend that |
haven’t seen for over fifteen years. He looked older than before but | recognised

14



him quickly as he had a scar on his face. | called his name and he knew me and we
spent the rest of the day together.

| planned to spend more days there, but | was sick and | had to go back home.

Let me know about you too. Tell me about a story that happened iwh you too.

oy e 3 gan |
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Write a reply to an e-mail

relia Al ) o ekl
Hello ............. (Jaal) s il (e oy Loy I el al)
| was pleased tohear from you. | am happy for your news. | hope you will be always
happy and successful. 'am sory for what happened with you.....
Sl e L WS L Jie (Bus e 530 )La) ) good and bad news—iSis
Best wishes A4 Hhall (dly gl g
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Write a story about a memorable holiday ( or the experience you had) . (it could be memorable
for good or bad reason )
® Paragraph 1 : Introduction and background

e Paragraph 2 :The beginning of the holiday / experience
e Paragraph 3 : The rest of the holiday / experience

e Paragraph 4 : Conclusion ( what do you think about it now ?)

My Holiday
We have all gone through holidays that were remarkable and unforgettable —
experiences we wish we had enjoyed more. They fill our hearts with joy and leave us
with memories that last forever.

Last summer, | traveled to the seaside.for a relaxing holiday. Every morning, |
woke up early to watch the sunrise over the ocean. The bright colors in the sky were
beautiful. After breakfast, | spent time swimming'in the clear, cool water. | also
enjoyed walking on the soft sand, collecting seashells, and listening to the sound of
the waves.

In the afternoons, | explored small shops near the beach. | tried local food, such
as fresh seafood and sweet desserts. People were friendly and helpful, which made
me feel at home. At night, | watched the sunset and felt calm as the sky turned
orange and pink. It was a peaceful end to each day.

Overall, my holiday was simple but unforgettable. It reminded me to slow
down, enjoy nature, and appreciate the little things in life.
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My holiday

We tend to remember experiences that were either very goodor very
bad. Because of that, | will always remember my great journey to Turkey. It was two
years ago, and | went there with my family. Everything was perfect from the
beginning to the end of the trip.

At first, the weather was cloudy when we arrived.at the.airport, but then the
sun shined, and we enjoyed the first tour in Istanbul. We saw ancient buildings,
beautiful mosques, amazing shops, and the wonderful nature. The most interesting
thing | found was the food. The kebab was‘delicious with outstanding salad. We also
visited the countryside around Istanbul, and we met some local people there. They
were very nice and gave us useful information about the area.

My father decided to buy.some gifts, so we went to the remarkable markets in
Istanbul. We brought clothes, wood crafts, and a lot of sweets.

The seven days of the journey passed like a second, and | hoped it wouldn’t
end. Now, | remember this vacation, and | am looking forward to going there again.
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My Holiday

Last summer, | went to the beach. | loved watching the sunrise every
morning. The water was cool, and | enjoyed swimming. | collected seashells and
walked on the soft sand. At lunchtime, | tried fresh seafood in small local shops.
Everyone was friendly. In the evening, | watched the sunset and felt very calm. This
holiday made me happy and relaxed.
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My holiday
"I will always remember my amazing trip to Turkey two years ago with my family.
Everything was perfect from start.to finish. When we arrived in Istanbul, the weather
was cloudy, but then the sun came out, and we enjoyed exploring the city. We saw
beautiful buildings, mosques, and amazing nature. The food, especially the kebab and
salad, was delicious. We also visited the countryside and met some friendly locals
who shared useful information with us. My father bought some gifts, and we brought
back clothes, wood crafts, and sweets. The seven days passed quickly, and | can't wait

to go back.
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dowpad) & J oY) asd) The first day at school ( unit 11)

(i & A school event (unit 9)

This is our first day at school. We were worried because everything seemed
new to us. So the teachers suggested to make it an open day. All the teachers
participated in this amazing day. We discussed several points, played together and
enjoyed the contests.
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In the first part, the students were divided into groups: A group for singing, a group
for drawing and the last group for writing stories. When we finished, We Showed our
final work in a fair.
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Then we gathered in the school playground to play and participate in Some
Contests. We had fun together with all the students and the treachers.
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In the end of the day, the teachers thanked us for this amazing day and presented
some gifts for the winners. We shared Some Cakes and chocolates. with our friends.
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In short, it was a remarkable day that we won't forget. It strengthens the
relationships between the students and their teachers.
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The first day at school ( unit 11) \ A school event ( unit 9)
On our first day at school, we felt worried because everything seemed new and different, so the
teachers organized an open day to help us feel comfortable and welcome. We enjoyed many
activities, played games, took part in contests, and spent a great time with our teachers and friends,

which made the day special and memorable.
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