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THE STRUCTURE OF E-MAIL
To : (Receiver's E-mail address)

From : (Sender's name and E-mail Address)
Date : (Day, date and time of sending the
message)

Subject : (The subject of the message in short)
Dear Arif

(Salutation of the receiver)

(The body of the E-mail)

Yours ever,

Tuli

(Name of the Sender)

Informal E-mail
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Suppose, you are Masfiq living in Dhaka. Write an e-mail to greet your friend living
outside Bangladesh on the new year's eve. (W~ 3, Q¥ IRFS DIFR I e | g IS WS &G
(SR T @ JIFTCACR 2R AP OILF Gfb - (29T @71 1)

To : <jones_l2@gmail.com>

From: <masfigq@yahoo.com>

Date : 30 December, 2016, 3:10 pm.

Sub : New year's greetings (SfS3ws).

Dear friend,

I am missing your presence (82®f$) on this occasion @™). May the coming year bring

you all the happiness (@%). Happy new year to you and your family.

Bye.

Masfiq

Write an e-mail to your friend wishing him a happy birthday. (&3t~ *[roR ®IfNw (oI
TS 6 R-(N=A T 1)

To : <shakibl2@gmail.com>

From: <momindhaka@yahoo.com>

Date : March 10, 2016, 10:30 a.m.

Sub : Congratulation on a birthday party.

Dear friend,

How are you? Hope you are having lots of fun (¥&). Happy birthday &4~ to you. Many
happy returns (%@ @) on your 15th birthday. Looking forward to meeting (191¢) you
soon.

Bye.

Momin

Suppose, you're Jaman. Now, write an e-mail to your friend thanking him for his
hospitality. (77 32, Sffl GINA | (SR ING ASRAST (ARM TR ST 93> 3-2 @14 1)

To : <rafiwgmail.com>

From: <jaman24@gmail.com>

Date : April 15, 2016, 14:00 pm.

Sub : Thanking for hospitality.

Dear friend,

Hope you are fine. Accept my cordial (&%) love for the warm hospitality given to me
by you and your family members. Yesterday, I reached (¢f=@) home safe but I was
thinking about all of you. How kind your people are! I enjoyed (&4ter 1) every moment
of my staying in your house. Besides, the places around the city where I visited
charmed @$% ) me. Now it's your turn. I think you would accept my invitation
(ff=@). During your next vacation you must visit our house.
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No more today. Hope to meet you soon.
Jaman

4. Suppose, the marriage ceremony of your elder sister is going to be held next
week. Invite your friend by wusing e-mail to attend the ceremony.
(T 32, SN FONZ (SR TG (@R RRIZ S 20 A0z | TP BoAfers eI &y 33 @ M (SN IS
IEERTERCICH))
To  : <sharifwgmail.com>
From : <roni@yahoo.com>
Date : April 2, 2016; 5:10 p.m
Sub : Invitation for the marriage ceremony.
My dear friend,
The marriage ceremony of my elder brother is going to be held on April 17, 2016. The
bridegroom's (I°]) party will reach our house at 3 p.m on that day. I request (SH )
you to come to our house at least two days before the function (@) because I need
your help. My parents also expect (gei*l =) you. The function will remain incomplete
(@5 if you fail to come at the right time. Hoping to meet you soon.
Yours ever,
Roni

Suppose, you are Akram. Your friend Wasim is addicted to smoking. Now, write an
e-mail to your friend <describing the bad effects of smoking.
(TC T2, S SRR | (SR I ST LA PTG | 947, QAR A1 Treajee I e coivm Iwes «@Ffo 2-2a
@)

To : <maznun@yahoo.cim>

From : <akram@gmail.com>

Date : April, 9, 2016; 10:00 a.m

Sub : Describing the bad effects of smoking.

Dear friend,

How are you? Your silence pains me much. It is a matter of great regret (%s4) that you
have become a chain smoker. I heard such news from a reliable (&z@m)) source. I think
you are sensible (R639) enough to understand the bad effect of smoking. Smoking is, to
me, as bad as committing suicide
(@rgRe =), It not only wastes your money but also destroys (®& ) your health and
time. In fact, it is a store house of fatal (W9<) diseases like cancer, heart attack,
bronchitis, etc. So, keep yourself aloof (@) from this bad habit. Hoping to receive good
news from you.

No more today.

Yours ever,
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6. Imagine, you are Moutusi. You have a friend named Alexa living in the United
States. Now, write a e-mail to your friend inviting her to visit Bangladesh. (W7 9,
S GG | SITETS WITH (SN I IFAICG AT | G, (SN INCF AL T T~ S a3fb 3-3a @1 )
To : <alexa205@gmail.com>
From : <moutusi@yahoo.com>
Date : 10 April, 2016; 2:30 pm
Sub : Invitation for visiting Bangladesh.

Dear Jessica,

Hope, you are well. A few days ago you told me that your exam was going on. How was your
exam? If your exam is over, you may visit (&% F) our country. I know that you like travelling
@39). I shall be glad if you arrange @@sH =) a programme to visit our country. Our country is a

third world country but it has many attractive @7 places to visit. Looking forward to your

decision (Wei®) regarding visiting our country.
With thanks,
Moutusi

. Suppose, you are Tuli and your friend Arif has done a brilliant result in the last
annual examination. Now, write an e-mail to your friend congratulating him. (&5 3%,
offl Off G (Ol I W AT R Fhoged T SRl | 92X, (SN TS AT SN G5 -0 (T 1)
To : <arif@yahoo.com>
From : <tuli@ghotmail.com>
Date : Sunday, 22 December, 2016; 10.00 am
Subject: Letter of congratulations.
Dear Arif,
I must congratulate you on your brilliant result in the last annual examination. Please
except my sincere congratulation (®f$#Wd) on your excellent (%<FK) performance. Your
performance will encourage others to do well in future. Especially I am inspired (S<iifze
29 to achieve (8w F7Ce) a good result.
With best wishes.
Yours ever,
Tuli

. Suppose, you are Tariq and your annual examination is very near. Now, write an e-
mail to your father telling him about your preparation for the ensuing exam. (W5 9,
T ©Iffs W3R (T AIEF <R Y2 TG | 937, (SN IR T AR efs 7E wifem afh 2-%a @12 1)

To : <arifur@yahoo.com>
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From : <tariq ata@yahoo.com>

Date : Tuesday, 1 October 2016, 11.00 am

Subject: Informing about preparation for examination.

Dear Father,

I have just received your e-mail. You wanted to know about my preparation (e=gf®) for the

annual %) examination. You will be glad to know that my preparation is good. I have
prepared the necessary notes on every subject. I have thoroughly (Fwa@itd) read almost all
the topics (R@@y) of every subject. English had always been a subject of fear to me. Now
I am confident (e that I will get good marks in it.
With regards,
Tariq
Suppose, you are Adil. Recently, you have got you annual examination result.
Now, write an e-mail to your father informing him about your annual examination
results. (7 37, 9 =it | 37afs, ofil IS AR TR (IR | 927, (SR IR AT R e Sl
@b -T2 @14 1)
To : <mahannan@hotmail.com>
From : <adil@yahoo.com>
Date : Saturday, 21 December, 2016; 9.00 am
Subject : Information about results
Dear Father.
My annual examination results have been published (@siffre =sz). You will certainly
(fvwed) be glad to know that I have stood first in the class. All my teachers praised
(et =) me highly and my classmates (&%) congratulated (@feFv" &MIA) me on my
brilliant results. I am sure all the family members will be happy to hear this news too.
Please pray for me.
With regards.
Yours affectionately,
Adil
. Suppose, you are Rajib and your examination has been ended. Now, inform your
father through e-mail how you have done in the last examination. (W 34, gf¥ qfER ¥R
(OISR~ (19 TR | 947, Gfil (1R [ (9 IR TR (SN IRACE G5 -3 (@14 1)
To : <majumdar_cp@hotmail.com>
From : <rajib_md@hotmail.com>
Date : Sunday, 1 December, 2016; 11:00 am
Subject : Information about last examination.
My Dear Father,
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My annual examination is over. You will be glad @w#®) to know that I have done well in
all the subjects. Actually my preparation (#gfs) was very good and I was also in good
health. I can assure (%% =) you I will retain (42 ¥l my top position (8<% in the class.
Please convey this news to mother.

Your loving son,
Rajib

Formal E-malil

Suppose, you need a citizenship certificate to apply for a new post. Now, write an
e-mail to the U.P. Chairman asking for the citizenship certificate. (W7 ¥, Tg7 M
SR &) (O @{b FAfEs Ameig veie | @9, RS, P GRIIieR Sitr MfEe Fmeid 6w @9 2-(8H (1] 1)

To : upchairman@khulna.govt

From : ornob@hotmail.com

Date : 15th April 2016; 18:30 pm

Subject : Asking for a citizenship certificate

Dear sir,

[ am writing to inform you with honour (7¥) that I am an Assistant (/@) Director of
Govt. office in Khulna. Recently, I have been transferred (Riv=sff® ze3) from Khulna to
Dhaka. The authority (¥$49) of my present office has sought (@) a citizenship
certificate. So I need a citizenship certificate from you. Since you personally (Jfgseeis)
know me, I cordially (@=sf®eitd) request you to issue me a citizenship certificate on your
letterpad.

Finally, I would be thankful if you help me in this regard.

Thanking you,

Ornob Ahmed

Bashupara, Khulna

Mobile No. 0192496####

Suppose, you want to buy a computer. Now, write an e-mail to a computer agency
in response to an advertisement in the newspaper asking more information. (5
32, ofi «3f5 FFHTHR F0e BIs | 3w, ~fgr ez o g o2 wimes G IFEThR afsfifim Fig a3fs 2-za
@)

To : sales@citech.com

From : farhana@gmail.com

Date : 20 May 2016; 11.00

Subject : Request of informing about a computer.

Dear Sir,
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It would be convenient (k&) for me if you send a reply to my e-mail informing me the
details (Reeifs) about the computer you advertised in the newspaper. To be more specific
(@M% I am intend to know about 'Lenovo Macbook Pro'. I want to know more
information about the price, hard disk, processor, memory, RAM and so on.

I hope that your renowned (R®) company would assist (725 ¥ me by sending an e-
mail informing me about the mentioned (8¢R®) product.

Sincerely,

Farhana Sikdar

Mobile Number: 01XXXXXXXXX

E-mail : farhana@gmail.com

Write an e-mail to the railway booking clerk asking him to reserve a seat for you.
(CSMIR &7 @5 TG AFICIR &7 (@8R P2 (FANIF IR 95 3-8 @12 1)

To : <railway.govt.bd>

From : aman@agni.com>

Date : Saturday, 9 November, 2016; 2.00 pm

Subject : For reservation of a seat.

Dear Sir,
I would like to inform you that I will go to Rajshahi on 12 November, 2016. So I
earnestly (J™sfieoitd) request you to reserve (IE<9 ) one first class seat for the 8.30 am

Tista Express from Dhaka to Rajshahi on the dated above. A demand W< draft covering

the fare is already sent by the post.

I hope that you would be kind enough to help me regarding the reservation (#&34) of a
seat.

Thanking you.

Yours truly,

Aman

Write an e-mail to the Postmaster General complaining against non-receipt of a
money order. (93 F9-RFrS A w6R wv KT AgRe SSRM W (AP TEHIER PR G -T2 @14 1)
To : <pmgpostoffice@proshika.com>

From : "Raina" <raina@yahoo.com>

Date : Tuesday, I October 2016; 10.30 am

Subject : Complaining against non-receipt of a money order.

Dear Sir,

This is to inform you that I sent a money order for 5,000/= only from
Sher-e-Bangla Nagar Post Office to Ashiqul Islam, C/O Abul Hossain, P.O. Gouranadi,
Barisal on 8 September, 2016 under receipt No. MPR 1812. It's a matter of sorrow (7®)
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that the mentioned (€&W¥7) money order has not yet reached to the payee even after a
month.

It is hoped that you would be kind enough 2%) to enquire (& ) about the matter
and take necessary (@@&=R) steps so that the money order is delivered to the proper
payee ((lgvmix) without further delay (Rer=).

Thanking you,

Raina

Dhaka

Mobile Number: 01XXXXXXXXX

Suppose, you want to go on a foreign tour on holidays. Now, write an e-mail to the
Manager of a travel agency asking for the details about holiday packages. (W5 39,
¥ gfore Romi =ed @Te bie | @37, Bo7 AMFernR 7= Reeike anre Gr awd afefid wieies fAas a3fs 8-
& TR 1)

To : <dhakatravels@holidays.com>

From : "Ariq" <ariq_faiaz@yahoo.com>

Date : Thursday, 4 July, 2016; 9.30 am

Subject : Seeking information about a foreign tour.

Dear Sir,

I would like to inform you that I am interested (€%fF) to go on a tour during the coming
Eid vacation with your renowned @§°f&f6f$) ‘Borak Travel & Tours Ltd’. I will go to
Thailand and stay there for a week. I would like to start my journey @34 on 15 July
2016 and return before 25 July 2016. I also like to visit most of the tourist spots (4454

@7 there. So I want to know about the tour programme (&) including the important

spots there.
It is hoped that your renowned ==l company would forward me all the necessary
information in this regard (Ra) by sending an e-mail as soon as possible.
Thanking you
Ariq Faiaz
Munshigonj
Cell Phone: 019

6. Suppose, you are an inhabitant at Senpara Parbata, Mirpur, Dhaka. You feel the
necessity of a children's park here. Now, write an e-mail to the Mayor of Dhaka
City Corporation (North). (W7 3=, ofil 6, @R, AR AFeR @Iew AP | Ol GAA GF> IHIR
A ARG A I | 931, ¥ Tt (8wd) B Feoiztaa raeaa 6 «fh E-cgar @2 1)
To : office@mayordhakacitycorporation.bd
From : topon@gmail.com
Date : Thursday 11 September 2016, 11.00 am
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Subject :Request for setting up a children's park.

Dear Sir,

I would like to draw your attention (W=it@") to the matter that there is no children's park
at our locality. It is a place where the children can freely and spontaneously (e :%FéSIR)
take part in games, sports and recreational (Rtam=¥=9) activities. It is also essential (gcE)
for healthy development of their body and mind. So the necessity of a children's park
cannot be overstated
(i <em).

It is hoped that you would be considerate (ggfeq7) enough to take proper steps to set
up a children's park at this locality to meet a civic (%) demand of the children.

Thanking you,

Abul Bashar Topon

Senpara Parbata, Mirpur, Dhaka.

Mobile no. 01722

. Suppose, the common room facilities in your school are not adequate. Now, write
an e-mail requesting your headteacher to increase the facilities in common room.
(NCN 1, (O RATETC SR R 4GS T | G7, FAFALCAL AR I Fee i Bree e oy

I G E- G 1 1)

To : headteachermgili@yahoo.com

From : piya@hotmail.com

Date : 20 April 2016; 11.30

Subject : Request for increasing common room facilities.

Dear Sir,

I would like to draw your kind attention (W=it@") to the matter that the common room
facilities in our school are not adequate (*&s). The students pass their off period idly
(WePTeld) gossiping (8 ¥4 here and there. It would be a great importance for us provided
we get more newspapers and magazines and more facilities (¥4 for indoor games in the
common room.

I hope that you would be considerate (RFgfe97 enough to take steps to ensure (s =Ts)
the above mentioned (S¢aRe) facilities.

Yours obediently

Piya

Class-VII, Roll No. 01

On behalf of the students of

Mirpur Girls' Ideal Laboratory Institute

Dhaka
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8. Suppose, you are an inhabitant of the village Nabinagar, Brahmanbaria. Cholera
has broken out in your area in an epidemic form. Now, write an e-mail to the UNO
of Nabinagar seeking immediate arrangement for vaccination in your locality. (5
9, Offl IAIRIGRIN, FA~R ST GFe AT | FEREA ASR (ST GIPR TRAH g o 4R PR | 92, (SR
G TR B AT IR FAR & AR SoATeE IR - IHTOR IR G E- (027 774 1)

To : <uno@gov.com>

From : <enamul@yahoo.com>

Date : April 12, 2016, 4:30 pm.

Sub : Request for immediate arrangement for vaccination.

Dear Sir,

With due respect, I would like to draw your kind attention (WeicaM) to the fact that our
village is under the grip of cholera again. Cholera visits our village quite (8%%) often. This
time it has broken (cst®! &) the record of the past. It has already (Ztemty) taken a heavy
toll of lives. Immediate (g ® steps must be taken to eradicate (W71 wwt®) the problem.

Authority (¥$49 should take necessary measures to vaccinate the people of the affected

areas as early as possible.
[ earnestly request you to take effective (FeF) measure to improve (Cgfs =) the present
condition.
Sincerely yours,
Enamul
Mob: 0171

. Suppose, your locality has been seriously damaged by a recent flood. Now, write an
e-mail to the DC of your district for relief for the flood-affected people. (W5 ¥4, (O
P! A=A ST IR NRGPOICT o FRR | ¥, IFT FAfT® NFMR AR &) (S (@@ (@A shmaica itz
4B -2 T 1)
To : deputycommissionerpabna@govt.com
From : sopan@yahoo.com
Date : 20 August 2016; 10.30 a.m.
Subject : Request for granting relief for the flood-affected people.
Dear Sir,
I would like to draw your kind attention (Wtica) to the fact that our locality has been
seriously (WFeFeiR) affected by the recent flood. A number of houses and properties and
domestic (JRATe) animals have been washed away
(@t @ JeA) by the flood. People are suffering from various water-borne (A igre)
diseases. They are greatly in need of some relief (@) materials.
I hope that you would be considerate enough to grant some relief for the affected people
of this locality as soon as possible.
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Sincerely
Sopan Ahmed
Sadar Upazila, Pabna
Mobile Number: 01XXXXXXXXX

10. Suppose, you booked a ticket from a travel agency. But you have to cancel your
fixed journey because of some problems. Now, write an e-mail to the manager of
the travel agency to cancel the ticket booked for you. (W5 ¥4, O\ @b Jiees Qe (S
b Bt o7 I | vy fFg TR o RS o Jifes Tace 2 | 99w, Jites arartr itweiss e B afss
TR G G5! E-(ZA 19 )
To : <haniftravels@yahoo.com>
From : <khanmizan@gmail.com>
Date : Tuesday 5 July, 2016, 11.40 am
Sub : Request for canceling a booked ticket.
Dear Sir,

I booked an air-ticket of United Airways to visit India through your agency two days ago.
My flight is on July 7, 2016. But at this moment I have decided (fwi=s ve3) not to travel
because of some personal @f¢®) problems. Please help me in this regard by canceling

(Afsst ==1) the ticket. The ticket is of the Air United no. 25 and the seat number is G-1.
I hope that your agency would assist (IRR7 ¥4 me by canceling the ticket.

Sincerely yours,
Khan Mizan
Mob : O17 1#######




