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Dear Sir/Recipient's Name.

| hope this message finds you in good health.

Today I am writing “Explaining the Purpose of Sending
Email.”

Allow me to introduce myself, I am ........ sender’s
name....from an institution/company..

| would like to know if you could send me more details
regarding ............ , I would be very grateful.

Looking forward to receiving your prompt response...
Sincerely, "Sender's Name".

el o (e
Bl Aowazy ily Wl ) ol L) s OF ]
"3RI bl e 2 M) s padl ) ST
M| Rnge o 6l ¢ s iy | et
Coveeraenne Ol zy ol o e b e OF S e a 3500 54
il G oL

M b el i s me sl sy Sl ) sl



s ke Q) Yy o) Al

To/Amira.

Subject: Invitation to a summer vacation.

My dear, | hope you are doing well, as you have not sent me
any messages for a long time.

Anyway, the summer vacation is coming, and the school will
be closed, so | invite you to come to my house and spend the
summer vacation together. | feel that it will be a very wonderful
atmosphere and we will visit a lot of places in my city.

Please do not miss this great opportunity to meet us.

My best wishes for good health to your parents.

Your friend Hoda.
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To / Adel

Topic: Going out for a summer picnic.

| hope you read this message and you are in the best

condition. | feel happy in my new city and | hope you are well
too.

| am writing this letter to you to suggest that you go out for a
summer picnic together. The atmosphere here in Barcelona is

very beautiful and enjoyable, so | hope you will come and share
happy times together.

| can't wait for your response..write me soon.
From your friend/Julie
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......... /To Mr

| am writing to you today to “clarify the purpose of sending
the mail."

| am a representative of ... Company and | am

communicating with you regarding ..................

| would be very grateful if you could provide me with
information about......

Do not hesitate to contact me if you have any inquiries or
guestions.

Sincerely yours, "Sender's Name".
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