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Email   Writing  


AvaywbK †hvMv‡hvM gva¨g wn‡m‡e Email Myi“Z¡c–Y© f‚wgKv cvjb Ki‡Q| GwU `ª“Z I Kg Li‡P †hvMv‡hv‡Mi GKgvÎ gva¨g| eZ©gv‡b AwaKvsk e¨w³ Zvi eÜz-evÜe I AvÍxq ¯^R‡bi mv‡_ †hvMv‡hv‡Mi Rb¨ GB gva¨‡gi mnvqZv †bq| GgbwK wewfbœ e¨emvwqK cÖwZôvbI †hvMv‡hv‡Mi gva¨g wn‡m‡e Email †K AMÖvwaKvi †`q| 

A‡bK wk¶v_©x Email †jLvi K_v ïb‡j Nve‡o †h‡Z cv‡i| wKš‘ Nveov‡bvi wKQy †bB| KviY wewfbœ wPwVcÎ †jLvi †¶‡Î c–‡e© †h wbqg AbymiY Kiv nZ, Email Gi †¶‡ÎI wVK GKB wbqg AbymiY Ki‡Z n‡e| ïaygvÎ Subject Gi c–‡e© mvgvb¨ cwieZ©b Av‡Q| g‡b ivL‡Z n‡e, Email nj wewfbœ wPwVcÎ ev document cvVv‡bvi gva¨g gvÎ| A_v©r c–‡e© Avgiv Post Office Gi gva¨‡g wewfbœ wPwVcÎ ev WKz‡g›U cvVvZvg wKš‘ GLb Zv Computer Gi gva¨‡g Compose K‡i Email Gi mnvqZvq GK gyn–‡Z©i g‡a¨ Zv A‡b¨i Kv‡Q cvVv‡Z cvwi| Personal Email mvaviYZ informal letter- Gi †P‡qI †ewk informal| GLv‡b 'Dear X' Gi cwie‡Z© 'X', 'Hi', 'Hi X', 'Hello X' BZ¨vw` †jLv nq| GKwU Informal Email Gi wewfbœ Ask j¶ Ki :

	Sender's Copy
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Subject :  new address  

1 .  

2 .  

3 .  

4 .  

6 .  

5 .  

7 .  

8 .  

9 .  

       Pictures.jpeg (200kb)  

Hi   Jakir  

Milon  

11/4/2017  

sumon @yahoo.com  

7:19 PM   06 / 06 /2017  

20 or 21 July?  

Robin  


Reference : Practical English Usage- Michael Swan 

	Number Abyhvqx e¨vL¨v


1.
GLv‡b hvi Kv‡Q Email Kiv n‡e Zvi Email AvBwW wjL‡Z n‡e| †hgb : islamjakir@yahoo.com

2. 
CC : Carbon copy (Secondary recipient)-GKB Email hw` wewfbœ e¨w³i Kv‡Q cvVv‡Z nq Z‡e Zv‡`i Email AvBwW GK GK K‡i wjL‡Z n‡e| Ab¨_vq wKQy wjL‡Z n‡e bv| 
3.
BCC : Blind carbon copy (Tertiary recipient)-G‡¶‡Î Z…Zxq †Kv‡bv e¨w³i wbKU B‡gBj cvVv‡bv nq| Z…Zxq e¨w³wU †K Zv cÖ_g I wØZxq e¨w³ †`L‡Z cvq bv| mdUIq¨viwfwË‡Z Z…Zxq e¨w³ cÖ_g I wØZxq e¨w³i email address †`L‡Z cv‡i|
4.
GLv‡b †Kvb wel‡q Email Kiv n‡”Q Zv wjL‡Z n‡e| g‡b ivL‡e welq ms‡¶‡c wjL‡Z n‡e|

5.
m¤¢vlY wjL‡Z n‡e|

6.
g–j wPwV

7.
we`vq m¤¢vlY

8.
bvg I ¯^v¶i

9.
†Kv‡bv AwZwi³ File hy³ Ki‡Z n‡j GLv‡b Ki‡Z nq|  

D‡j­L¨ Sender †K From I Date wjL‡Z nq bv| KviY GwU ¯^qswµqfv‡e Receiver Gi wbKU †cuŠ‡Q|

Receiver hw` Email wU print K‡i Z‡e Zv wb‡æi format G print nq| j¶ Ki, sender hw`I From I Date e¨envi K‡iwb ZeyI receiver Gi print copy†Z Zv ¯^qswµqfv‡e hy³ n‡q‡Q|

	Receiver's Printed Copy


Subject : new address

From : Robin Ahmed (robinhood@yahoo.com)

To : islamjakir@yahoo.com;

Date : 06/06/2017 7:20 PM


Hi Jakir

Good to hear from you.


How about 20 or 21 July?


I am working like crazy-still a lot to do around the house. Also signed up for a creative writing course-don't laugh!


Enjoying the village-very interesting world this, but there are times when they talk a language I don't understand.


New address etc. below


Yours 


Robin


24 Tripura lane


Ruma, Thanchi


Bandarban
[image: image3.png]Formal Email Format

Use this format for professional purposes, for writing to professors, and for applications and resumes.

Use Dear not Hi, in formal email. NO
— Punctuation after Dear
Dear Professor Kim o
Or

Colon: No space between the word before and the colon: "Dear

Mr. Turner:"

Dear Mr. Turner —
\ These days punctuation is getting simplified, especially in

Always CAPITALIZE names. the .busmess world. If it is routine emal_l and not a fon.nal
business letter on paper then no colon is also appropriate.

Body of email .......c.ovuiiiiiiii e

Sincerely, and other closings are followed by a comma. The name should be on the next line or
Sincerely skip one line. If it is a business letter on paper then you should skip four lines because your
o handwritten signature should be between the "Sincerely" and your name.
T

Yours truly,
Notice that the second word is not capitalized.
Adam Turner

Director

English Writ.ing qenler ——— | No commas between titles and the end of an
Hanyang University signature line if possible.





[image: image4.png]Personal (informal) Email Format

Adam; _——| Very informal

Dear Adam

Dear Adam, /— The greeting in a personal email is not that important but follow the punctuation here at
Dear Mr. Turner; least. It also depends on the relationship between the people too much to give clear rules.
Dear Mr. Turner There is also a Korean email style that is influenced by the Internet. Overusing !!!! and ~~~
Or is common in emails from Korean students. Do not use Hi!!! or Bye~~ when emailing

foreign Professors. It looks childish.

Hi, Adam. ¥
Period only after beginning with “Hi"
Hellog Mr. Turner.

¥ Comma after Hi or Hello, I

Take care, Bye, See you tomorrow, Love, etc. many closings are possible.
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Use this format for professional purposes, for writing to professors, and for applications and resumes.

Use Dear not Hi, in formal email. NO
— Punctuation after Dear
Dear Professor Kim o
Or

Colon: No space between the word before and the colon: "Dear

Mr. Turner:"

Dear Mr. Turner —
\ These days punctuation is getting simplified, especially in

Always CAPITALIZE names. the .busmess world. If it is routine emal_l and not a fon.nal
business letter on paper then no colon is also appropriate.

Body of email .......c.ovuiiiiiiii e

Sincerely, and other closings are followed by a comma. The name should be on the next line or
Sincerely skip one line. If it is a business letter on paper then you should skip four lines because your
o handwritten signature should be between the "Sincerely" and your name.
T

Yours truly,
Notice that the second word is not capitalized.
Adam Turner

Director

English Writ.ing qenler ——— | No commas between titles and the end of an
Hanyang University signature line if possible.
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Adam; _——| Very informal

Dear Adam

Dear Adam, /— The greeting in a personal email is not that important but follow the punctuation here at
Dear Mr. Turner; least. It also depends on the relationship between the people too much to give clear rules.
Dear Mr. Turner There is also a Korean email style that is influenced by the Internet. Overusing !!!! and ~~~
Or is common in emails from Korean students. Do not use Hi!!! or Bye~~ when emailing

foreign Professors. It looks childish.

Hi, Adam. ¥
Period only after beginning with “Hi"
Hellog Mr. Turner.

¥ Comma after Hi or Hello, I

Take care, Bye, See you tomorrow, Love, etc. many closings are possible.





Example 1: An official email
[image: image7.png][

Subject: Changes to Agenda

imes New Roman ~ 3(1200) ~ §

B I U| AW~ Al ~|— ¢

Dear colleagues,

The following items will be on the agenda for our mecting on Friday:

* Changes to protocol
* New software installation
* Email monitoring policy

Failure to provide additional items by tomorrow will result in delay of the issue until proper,
timely submissions are made.

“Margo




Source: English Grammar & Composition (Textbook) ( NCTB

Note: A‡bK wk¶v_©x cÖkœ K‡i †h Real email G †h box _v‡K  wVK †mfv‡e box K‡i wjL‡Z n‡e wKbv| G‡¶‡Î †Kv‡bv box Ki‡Z n‡e bv| 
Tips for writing Formal Email(
1.
If you know the name of the person you're writing to, use Mr for a man and Ms for a woman.

2.
Start by saying why you are writing or what you are responding to.

3.
Use indirect questions such as I would be grateful if you could ... to task for information politely.

4.
Use words like firstly, secondly and finally to order your points.

5.
Use this standard phrase to finish a formal letter or e-mail.

6.
If you've begun the email with dear and the name of the person, finish with yours sincerely. If you have used dear sir or madam, finish with yours faithfully.

eq \x(Formal Email)
 01 
You are interested in studying English in the UK. Read the advertisement below which you saw in an international magazine. Now, write an email to Jane Black


[image: image8.emf]Central School of English   Come and study English at our school!        Two - week courses for all levels      Highly qualified, ex perienced teachers      Reasonable prices      Accommodation with host families      Extensive social programme     For further informatio n contact Jane Black :   j.black@central - school.co.uk  
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11:15  

New Message  

Cancel  

Send  


	To : j.black@central-school.co.uk

	Subject : English courses


Dear Ms Black
I am writing in response to the advertisement I saw for your English school in 'World Teens Today' magazine. I am interested in doing one of your courses and I would be grateful if you could provide some further information.

Firstly, it says in the advertisement that the courses are two weeks long. Would it be possible to do a three-week course? I would also like to know how much your courses cost exactly.

Secondly, your advert mentions accommodation with host families. Could you tell me if I would be staying on my own with the host family or if there would be other students staying there as well?

Finally, I have a question about the social programme. Would you mind sending me more details about this? I am very keen on sport and I would like to know if there are any sports activities included in the social programme.

I look forward to hearing from you.
Yours sincerely
Lili Song

 02  Suppose, you are the secretary of the internet library club of your college. Now read the following email sent by an internet service providing company and write a reply requesting the company manager to provide you with internet facilities for the upgradation of your library.
[SB'16]

Subject : Internet connection


From : manager.bisp@gmail.com

To : secretaryiclub@gamil.com


Dear Sir/ Madam,


We are glad to inform you that our firm, "Bangladesh Internet Service Provider" is ready to support and help for the upgradation of internet service of the internet library of the educational institutions with a good price. We have imported modern machineries from the foreign countries for providing the best service. We here attach the price list for your further interest. Please mail us if you need any internet related service.


Sincerely yours


P.B. Choudhury


Manager


Bangladesh Internet Service Provider


eq \x(Reply :)

Subject
:
Internet facilities for the upgradation of our library


To
:
manager.bisp@gmail.com


Dear Sir


I want to upgrade my internet connection. I'm not having enough internet speed to download necessary documents. Besides, I'm having other problems. So, I need your help. Please come as soon as possible.


I am looking forward to seeing you soon.


Secretary, Internet Library Club


Chittagong Govt. College, Chittagong

 03  Suppose, you are the secretary of the sports club of your college. Your sports club needs some sports products. Now, compose an email to a Sports Dealer ordering the products.

To: raju.paltan.adidas@gmail.com

Subject : Buying Order

The Sports Dealer


Adidas


Paltan, Dhaka-1000


Dear Sir


I am pleased to notify (Ávcb Kiv) you that I am very satisfied with the sports goods that you sent last time. Now I want to buy some more sports goods for my club. I am sending you the name and quantity of the products.

	Serial
	              Product
	  Quantity

	  01
	Cricket balls
	   2 dozen

	  02
	Badminton rackets
	   1 dozen

	  03
	Shuttle cocks
	   5 boxes

	  04
	Hockey sticks
	   1 dozen

	  05
	Volleyballs
	   1 dozen

	  06
	Footballs
	   1 dozen

	  07
	Badminton nets
	   1 dozen



The goods should be neatly (cwi”Qbœfv‡e) packed and the parcel should be addressed to the Principal of the College. Payment will be made immediately after the parcel is received. 


Yours faithfully


Mohiuddin Mahi

 04  Suppose, the bridge of your locality has been damaged by the recent flood. Now, compose an email to the Chairman of your union to take steps for repairing the bridge.

To: chairman.sultanpur@gmail.com

Subject: For repairing the bridge

The Chairman


Kaligonj, Satkhira


Dear Sir


We are the inhabitants (Awaevmx) of your union. Our locality (Rbc`) has been flooded and the normal order of living has been disturbed (wewNœZ nIqv). The bridge over the river Isamoti has been damaged (¶wZMÖ¯@ nIqv). People of our area are not able to cross the river. The communication between our locality and other localities have been disrupted (wewNœZ nIqv). So, the bridge needs to be repaired (†givgZ Kiv). 


I hope you will take immediate steps to repair the bridge.


Sincerely yours


Jahidul Islam

 05  Suppose, eve-teasing has become a major concern in your locality. Now, compose an email to the DC of your locality.

To: dc.satkhira@yahoo.com

Subject: For taking steps against eve-teasing

The District Commissioner 


Satkhira

Dear Sir


We are the inhabitants (Awaevmx) of Polashpur of Satkhira district. Recently (m¤•ÖwZ) eve-teasing has become a major concern of our area. Some addicted (†bkvMÖ¯@) boys are regularly doing this evil act. The girls can not move freely (gy³fv‡e) due to safety concern (wbivcËvRwbZ D‡ØM).

 
We hope that you will take immediate actions to solve this problem.


Thanking you


Robi Saha 
 06  Suppose, you are Reazul Karim,a student of Satkhira Govt. College. Now, write an email to the Principal of your college for seeking financial help from the poor fund.


To : principal.satkhiragovtcollege@gmail.com

Subject : For financial help from the poor fund


The Principal

Satkhira Govt. College


Satkhira


Dear Sir


I am a student of class XII of your school. I made a good result (djvdj) in the Year Final Examination of class XI. But as my father is a poor farmer, it is very difficult for him to bear (enb Kiv) my educational expenses (LiP). Now I need financial help from the poor fund (`wi`ª Znwej) of the school.


I would be highly benefited if you grant me financial help from the poor fund and enable me to continue (Pvwj‡q hvIqv) my studies.


Obediently yours

Reazul Karim 


Roll No. 1 Class-XI

 07  Suppose, you are a student of City College, Satkhira. Your father is a government employee and he has been transferred from Satkhira to Dhaka. Now, write an email to the Principal of your college for a transfer certificate.


To : principal.citycollegectg@yahoo.com

Subject : Prayer for transfer certificate

The Principal


City College


Chittagong

Dear Sir


It is to inform you that I am a student of class XII of your college. My father is a government employee (Kg©Pvix) and he has recently been transferred from Chittagong to Dhaka. Our family has also shifted (e`wj n‡q‡Q) there. So it is impossible for me to continue my study here. Now I need a transfer certificate (QvocÎ) for admission (fwZ©) in a new college in Dhaka.


I hope you would be kind enough to grant me a transfer certificate and oblige thereby.


Yours obediently


Habibur Rahman


Class : XII  Roll No: 01
 08  Suppose, you have bought a computer and it turns out to be defective. Now, compose an email to the manager of the computer store complaining your problem. 


To: dell.bashundhara@gmail.com

Subject: For repairing the system


The Manager


Easy Computer


Bashundhara, Dhaka


Dear Sir


I am Omar Faruque Bhuiyan. Last month, I bought a P.C. from your shop with one year warranty (†givgZ ev e`‡j †`qvi M¨vivw›U). It was running well in the first few days. But suddenly, the DVD writer stopped working. I am attaching the receipt of the purchase (µq). Please, inform me what I should do to get rid (wb¯‹…wZ cvIqv) of this problem.   


I will be highly pleased (gy») if you solve (mgvavb Kiv) my problem.


Thanking you


Omar Faruque Bhuiyan
 09  Suppose, you have offered to make a tour to Cox's Bazar and you want to know more about the tour. Now, write an email to the Director of Bangladesh Parjatan Corporation asking details of a tour.

To : parjatancorporation@gmail.com

Subject : Details of a tour


The Director


Bangladesh Parjatan Corporation


Dhaka

Dear Sir


You have offered a tour (ågY) to the Cox's Bazar sea beach (mgy`ª ˆmKZ) in the Daily Star on 27.6.2017. I need to know details of the schedule and essential formalities (AvbyôvwbKZv) of the tour.  


You are therefore requested to inform those details.


Yours sincerely


Amit Rahman

 10  Suppose, you are a foreign student and you want to get information regarding admission in a university in Bangladesh. Now, compose an email to the Admission Section of a university asking them about admission procedure for the foreign students. 


To : jnu.admission@gmail.com

Subject : For information regarding admission procedure for the foreign students

The Admission Officer


Jagannath University


Dhaka


Dear Sir


My name is Raihanul Islam. I am from Afghanistan. I have come to Bangladesh for getting admission in a university in order to study English. For this purpose (D‡Ïk¨), I need to know some information (Z_¨) about admission procedure (Kvh©cÖYvwj) in your institution for the foreign students. 


If you help me, I would be highly grateful (K…ZÁ). I am looking forward to hearing from you.


Sincerely yours


Raihanul Islam
 11  Suppose, you want to buy a DVD player. Now, compose an email to the Samsung Electronics Bangladesh asking the sales officer to send you a DVD player that you have chosen on their website.

To : samsung.idb@gmail.com

Subject : An order for DVD player (Model no. DCT589)


The Sales Officer


Samsung Electronics Bangladesh


IDB Bhavan, Agargaon


Dhaka

Dear Sir


I want to buy a DVD player and for this purpose I have gone through your website today. I am amazed (we¯§qvwff‚Z) to see so many model of high quality DVD player in your website. From the available model I want to buy DCT589. Please, send me the product along with the money receipt (iwm`) and other necessary document (`wjj) to the following address.

I hope Samsung Electronics Bangladesh will always support me and send (†cÖiY Kiv) me the best product on due time.


Thanking you


Rajib Roy


15/c, Rankin Street, Wari, Dhaka-1203


Contact: 01714((((((

Email: rajibroy@gmail.com
 12  Suppose, you are Jakirul Islam. You study in a local college. You want to get admission at Old-Trafford Catholic College, Manchester. Now, compose an email to the concerned authority asking for the admission information to the College.
[JB'16]

To : info.oldtca@gmail.com

Subject: For Admission Information


The Admission Officer


Old-Trafford Catholic College


Old-Trafford, Manchester, England


Dear Sir


I want to get admission in your college. Would you please inform (AewnZ Kiv) me how I could apply for the admission to your college? Please send me detailed (we¯@vwiZ) information regarding (m¤•‡K©) the procedure (Kvh©cÖYvwj), tuition fees, college rules etc. 

I am looking forward to hearing from you.


Thanking you


Jakirul Islam


13, Rampura, Dhaka-1000


Bangladesh

 13  Suppose, you are Mohiuddin Jilani. You have seen a job opportunity in Kazal Brothers Limited. The company has asked to submit a detailed CV along with a cover letter to the Managing Director for the post of Senior Executive (English) to job_kbl@gmail.com. Now, apply for the post with a CV through the mentioned email address.  


To : job.kbl@gmail.com

Subject : Application for the post of Senior Executive (English)


Attachment : CV- Mohiuddin Jilani 

The Managing Director


Kazal Brothers Limited


24, Purana Paltan


Dhaka-1000


Dear Sir


I have come to know that your company has asked for applicants (Av‡e`bKvix) for the post of Senior Executive  of English. In response, I am applying for the post. I am attaching (mshy³ Kiv) my CV for your convenience (myweav).

I am looking forward to hearing from you.


Sincerely yours


Mohiuddin Jilani
 14  Suppose, you are a student of the Department of English, Dhaka University. You want to attend a seminar on language study organised by Bangla Academy on 07 to 11 August 2017. Compose, an email to the Director requesting him to give you an opportunity.
[CtgB '16]

To : belta14@gmail.com

Subject: For permission (AbygwZ) to attend a seminar on language study

The Director

Bangla Academy

Dhaka

Dear Sir

I have come to know that Bangla Academy is going to organise (Av‡qvRb Kiv) a seminar on language study from 07 to 11 August 2017. I like to attend the programme to enrich (mg„× Kiv) my knowledge and skill (`¶Zv) in English language.

I will be highly pleased if you give me the opportunity to attend (†hvM`vb Kiv) the seminar.


Thanking you


Robi Saha
 15 
 Suppose, you are the student of Rajuk Uttara Model College. Now, write an email to the Principal for seeking permission to arrange a cricket match.


To : principal.rumc@gmail.com

Subject : For permission to arrange (Av‡qvRb Kiv) a cricket match


The Principal


Rajuk Uttara Model College


Dhaka


Sir


We, the students of class XI of your college, would like to inform you that we want to play a friendly (eÜzZ¡c–Y©) cricket match with the students of class-XII. We have already (B‡Zvg‡a¨) taken all the necessary (cÖ‡qvRbxq) initiatives (c`‡¶cmg–n) to arrange it. We have formed a committee guided by our sport teacher. Now, we need your kind permission and allowance (fvZv) of some money from the college fund (Znwej).


We, therefore, request you to take steps in this regard and oblige thereby.


Obediently yours


Anayet Karim

 16  Suppose, you want to participate in The Inter Debate Competition by a National Daily. Compose an email to the editor requesting him/her for sending you the guidelines and other detail regarding the competition.

To : ittefaq.bd@gmail.com

Subject : For detailed information about the Inter Debate (weZK©) Competition

The Editor


The Daily Ittefaq


Kazla, Jatrabari


Dhaka


Dear Sir


I have come to know from the advertisement (weÁvcb) of your daily that an Inter Debate Competition is going to be held very soon. But I think that the advertisement is not provided with all the information (Z_¨). So, I am requesting you to send me detailed information. 

I am looking forward to hearing from you.


Thanking you


Anayet Karim


Block-E, Mohammadpur


Dhaka
 17  Suppose, you are the inhabitant (Awaevmx) of the village Sultanpur, Satkhira. The recent flood has caused serious (gvivÍK) damage all around your locality (Rbc`). Now, send an email to the principal of your local college to open a relief camp in your college.

To : jakirulislam@gmail.com

Subject: To open a relief (ÎvY) camp on the college premises (cÖv½Y)

The Principal


Day-Night College


Sultanpur, Satkhira


Dear Sir


You have already been informed that a devastating (aŸsmvÍK) flood has caused a great havoc (aŸsm) in our village. It has crossed all the previous (c–e©eZ©x) records (`wjj). Almost all the villagers of our locality have lost all their belongings (m¤•`). Their sufferings know no bound. They are living under the open sky. They are also suffering (`y`©kv) from want of food and medicine.

Considering the situation, I am requesting you to open a relief camp on the college premises (cÖv½Y) so that we can send relief goods to the flood affected (cxwoZ) people.


Thanking you


Omar Faruque Bhuiyan

 18  Suppose, you are the manager of High-tech Electronic Shop. You need some mobile phones for your shop. Now, compose an email to the sales officer of Samsung Cellular Company.

To : outlet.samsung.bd@gmail.com

Subject : An order for mobile phones


The Sales Officer


Samsung, Bashundhara


Dhaka


Dear Sir


I am the manager of High-tech Electronic Shop and I would like to contact (†hvMv‡hvM Kiv) you to say that the samples (bgybv) you sent yesterday were received by our official in time. There is no doubt that the mobile phones prepared by Samsung are high in quality. So, I would like to buy some more mobile phones of the same model. So, please send us some more mobile phones to meet the demand (Pvwn`v) of the customer.

I am looking forward to hearing from you.


Thanking you


Runa Akhter


The Manager of High-tech Electronic Shop


Purana Paltan, Dhaka

 19  Suppose, you want to buy a computer. Now, compose an email to the manager of a computer outlet in response to an advertisement in the newspaper asking more information. 

To : office.computeroutlet@gmail.com

Subject: For detailed information about computer.


The Manager


Asha Computer


IDB Bhaban


Agargaon, Dhaka


Dear Sir 


I have come to know from the advertisement (weÁvcb) published (cÖKvwkZ) in "The Daily Star" that your outlet sells computers of various brands. I am interested (AvMÖnx) to buy a computer of a good brand from your outlet. But the advertisement lacks information about some crucial (AZ¨š@ Myi“Z¡c–Y©) things such as price, processor, warranty etc. I want to know about these sorts of information.

So, I would be grateful (K…ZÁ) if you could send me an email informing all kinds of information in details.


I am looking forward to hearing from you.


Thanking you


Raihanul Islam


Boalia, Rajshahi

 20  Suppose, you are an inhabitant of the village of Kulia in Parulia Union in the district of Satkhira. The roads of your village have been damaged during the recent (m¤•ÖwZ) flood. Now, write an email to the Chairman of your Union Parishad for repairing the damaged roads.

To : chairman.kuliaunion@gmail.com

Subject : For repairing the damaged (¶wZMÖ¯@) roads


The Chairman


Parulia Union Parishad

Debhata, Satkhira

Dear Sir

I am an inhabitant of the village of Kulia in the Parulia Union of Satkhira district. I would like to inform you that the main road of our village has been badly (gvivÍKfv‡e) damaged by the recent flood. As a result, water remains standing here and there.  It is very difficult for us to go along the damaged roads. Students as well as the people of our area are the worst sufferers. People often fell down and get hurt.

So, I hope that you would take immediate actions to repair the damaged (¶wZMÖ¯@) roads especially the main (cÖavb) road. 


Thanking you


Rajib Roy


Parulia, Satkhira 

 21 
 Suppose, you are an inhabitant of Sultanpur, a village under Satkhira Sadar Upazila, Satkhira. The villagers suffer a lot for want of proper medical care. Now, write an email to the UNO to set up a charitable dispensary for the villagers as soon as possible. 

To : uno.sat@gmail.com

Subject : To set up a charitable (`vZe¨) dispensary

The UNO


Satkhira Sadar Upazila


Satkhira


Dear Sir


I am an inhabitant of Sultanpur under Satkhira Sadar Upazila and I would like to draw (AvKl©Y Kiv) your kind attention (g‡bv‡hvM) to the following fact. You know Sultanpur is a big village. About seven thousands people live in this village. Every year the village goes under water and people suffer from various diseases. Due to lack of qualified (†hvM¨Zvm¤•bœ) doctor, every year a lot of people die for want of proper (h_vh_) treatment (wPwKrmv †mev). Besides, most of the villagers are poor and landless (f‚wgnxb). So, they cannot go to the private doctors. In these circumstances, I would be grateful (K…ZÁ) if you could take all out steps to set up (¯’vcb Kiv) at least a charitable dispensary for the villagers.


Thanking you

Robi Saha


Sultanpur, Satkhira Sadar Upazila  

Satkhira 

 22 
 Suppose, you want to open a savings account in the Sonali Bank but you don't know the procedure. Now, write an email to the manager of the Sonali Bank for instructions to open a bank account.

To : managersonalibank@gmail.com

Subject: For instructions to open a bank account

The Manager


Sonali Bank Ltd


Wari, Dhaka -1203


Dear Sir


I would like to draw your kind attention to the fact that I want to open a savings account in your branch (kvLv) of Sonali Bank Ltd but I don't know the procedure (Kvh©cÖYvwj) to open a bank account. So, I would be highly benefited (DcK…Z nIqv) if you instruct (Dc‡`k †`Iqv) me how to open a savings account.

I am looking forward to hearing from you.


Thanking you


Md. Jahidul Islam

 23 
 Suppose, your elder sister's marriage ceremony is going to be held on 15th June 2017. So, you need 4 days' leave of absence. Now, write an email to the principal of your college for a 4 days' leave of absence.

To : principal.citycollege@gmail.com

Subject : For 4 days leave of absence


The Principal


City College


Dhanmondi, Dhaka


Dar Sir


I would like to inform you that my elder sister's marriage ceremony (Drme) is going to be held on 15th June 2017. So, I will be very busy (e¨¯@) in various activities.

So, I therefore, request you to grant me 4 days leave of absence which will be effective from 13th June 2017.


Faithfully yours


Mohiuddin Jilani


Class: XI, Roll no: 101025
 24  Suppose, you are an inhabitant of Satkhira Sadar Thana of Satkhira district. Recently kidnapping has become a major concern for the people of your area. Now, write an email to the officer in charge of your police station to take actions. 

To : oc.satkhirasadar@gmail.com

Subject : For taking actions to stop (eÜ Kiv) kidnapping


The Officer in Charge


Satkhira Sadar Thana 

Satkhira


Dear Sir


I would like to draw your kind attention to the fact that recently kidnapping has become a major concern for the people of our area. The people of our area always remain anxious (DwØMœ) of kidnapping.


So, I would be grateful if you could take all out actions to stop kidnapping so that we can be able to pass our days without panic (AvZ¼) and anxiety (D‡ØM).


Thanking you.


Rajib Roy
 25  Suppose, you are the inhabitant of Narsingdi Municipality, Narsingdi. Recently dengue fever has broken out in your area. Now, write an email to the chairman of your municipality to take actions.

To : chairman.narsingdi@gmail.com

Subject : For taking steps against dengue fever

The Chairman


Narsingdi Municipality


Narsingdi


Dear Sir


I am the inhabitant of Narsingdi municipality (†cŠimfv). I would like to inform you that dengue fever has broken out in the municipality area. Many people have already been attacked (Avµvš@) with dengue fever. Three children, two old men and two women have already died. And now it has taken an epidemic form.

In these circumstances, I would be grateful if you could take immediate steps to eradicate Aedes mosquitoes and ensure the good health of the people of our area.


Thanking you 


Faruque Bhuiyan


4/2, Narsingdi Municipality, Narsingdi


Mobile no: 0171(((((((
 26  Suppose, you want to buy an e-book. Now, write an email to the sales officer of City Electronics, Dhaka asking him to send you the e-book you have chosen on their website.

To : salesofficer.cityelectronic@gmail.com

Subject: An order for an e-book


The Sales Officer


City Electronics

Elephant Road, Dhaka


Dear Sir


It would be a great pleasure (Avb›`) to be an online customer of your renowned outlet. Today while browsing your website, I have found some models of e-book. Among these models, wc-86 has attracted me much. Now, I would like to have this e-book. I am paying the bill through my Master card. Please, send me the product (cY¨) along with the receipt and other necessary documents. 

I hope your renowned (mycwiwPZ) company will support me sending the best product on due time.

Thanking yours


Md Reazul Karim


15/C, Rankin Street, Wari, Dhaka-1203

 27  Suppose, you are an account holder of DBBL, Motijheel. Now send an email to the manager of the bank for cancelling a cheque.


To : monirulislam@yahoo.com

Subject : For cancelling a cheque


The Manager


Dutch Bangla Bank Limited


Motijheel, Dhaka -1000


Dear Sir


I am to inform you that I posted a cheque for Tk. 25,000/= bearing cheque SB. No. 123456 in favour of Bangladesh Apparels Limited on 5th instant (PjwZ gv‡mi). The cheque seems to have been lost in the post. Please cancel (evwZj Kiv) the cheque as early as possible (m¤¢e). I am sending another cheque in its place.


Obediently yours


Hasib Reza 


Account Holder


A/C - 8105000024874
 28  Suppose, you are Rasel, an inhabitant of Sutrapur Police Station. At present anti-social activities are rampant in your locality. Now, write an email to the Officer in Charge of the Police Station to take action against them.


To : ps.sutrapur@gmail.com

Subject : Steps against anti-social (AmvgvwRK) activities in our locality.


The Officer in Charge


Sutrapur, Dhaka  


Dear Sir


I am an inhabitant of Dholaikhal under Sutrapur police station. I would like to inform you that several groups of miscreants (`ye„©Ëiv) of this area are engaged (wb‡qvwRZ) in anti-social activities like hijacking, gambling, drinking and drug addiction. 


You are earnestly (AvMÖn mnKv‡i) requested to take steps against (wei“‡×) these anti-socials.


Sincerely yours


Rasel

 29  Suppose, you are an inhabitant of Doyagonj, Dhaka. The lights of the street of your area have been damaged. Now, write an email to the Mayor of Dhaka City Corporation (south) for setting light in the street lamp posts of your area.


To : mayor.dhakacitycorporation@yahoo.com

Subject: Setting lights in the street lamp post


The Mayor 


Dhaka City Corporation (South)


Doyagonj, Dhaka


Dear Sir


I am a fortunate (†mŠfvM¨evb) resident (emevmKvix) of Doyagonj under Sutrapur police station. It is one of the densely populated (Rbeûj) areas of Dhaka South City Corporation. More than 10 lacs people live here. The roads of this area are very narrow (msKxY©) and a lot of vehicles (hvbevnb) run in these roads. But sorry to say that there is hardly (K`vwPr) any active light in the lamp posts. That's why, most often road accidents (moK `yN©Ubv) occur causing injury or even death to the people. Moreover, hijacking and robbery are on the increase these days. In these circumstances everyone concerned (mswkÐó) are urged upon to take immediate (Zvr¶wYK) and necessary (cÖ‡qvRbxq)  measures (c`‡¶c) in this respect.


Sincerely yours


Touhidul Islam


Doyagonj, Dhaka

 30  Suppose, you are a student of Kachua Model College. The students of your college want to start/launch a tree plantation campaign within the college campus. Now, write an email to the Principal of your college for allowing you to organize and start the campaign.


To : principal.kachuamodelcollege@gmail.com

Subject : Starting a tree plantation (e„¶‡ivcY) campaign (cÖPviYv).


The Principal


Kachua Model College


Kachua, Chandpur


Dear Sir


Most respectfully, I, on behalf of the students of your college, would like to draw your kind attention to the fact that we are eager (AvMÖnx) and enthusiastic (AZz¨rmvnx) to organise a campaign on tree plantation in our college campus. The government, non-government and private organisations have come forward to make the programme a success. Please allow us to organise and start/launch a tree plantation campaign in the campus and oblige thereby.


Sincerely yours


Raihan


Class: XI, Roll No: 01

 31 
 Suppose, you are Sumon of Kadamtala Union Council, Barisal. The people of your locality have been suffering from scarcity (`y®•Övc¨Zv) of pure drinking water for want of tube well.  Now write an email to the chairman of your union council praying for sinking a tube well.


To : ckuc@yahoo.com

Subject : For sinking (¯’vcb Kiv) a tube well


The Chairman


Kadamtala Union Council, Barisal


Dear Sir


Most respectfully, I, on behalf of the people of Kadamtala Union Council, beg to state that we have been suffering much for a long time for want of (Afve) water. Ours is a big village but we have only two tube wells at two ends of our village. As such they fail (e¨_© nIqv) to meet the need for drinking water for the villagers. So, the people are compelled (eva¨ nIqv) to drink impure (`–wlZ) water from ponds and river.


Would you be kind enough to take necessary steps to sink another tube well in the middle of the village? 


Yours faithfully


Sumon


On behalf of the people of Kadamtala Union Council

 32  Suppose, you are the librarian of Rajdhani Ideal College, Rampura, Dhaka. You need some new books for your library. Now write an email to the sales dealer of Anupam Library ordering some books. 


To : popilibrary.rampura@yahoo.com

Subject: Ordering some books for college library

The Sales Dealer


Anupam Library


Rampura, Dhaka


Dear Sir


I want to buy the following books for our college library. I would be thankful to you if you kindly (AbyMÖn K‡i) send me the following books per VPP as early as possible.


(i)   HSC English Model First Paper - 05 copies

(ii)  HSC English Model Second Paper - 05 copies

(iii) HSC Note on English For Today - 05 copies

Thanking you


Librarian


Rajdhani Ideal College


Rampura Dhaka

 33  Suppose, you are Mizanur Rahman. Write an email to the postmaster of Pirojpur Sadar complaining about non-receipt of a money order.


To : postmaster.pirojpur@gmail.com

Subject : Complain (Awf‡hvM Kiv) about non-receipt of money order


The Postmaster


Pirojpur Sadar, Barisal


Dear Sir


This is for your kind attention that I sent a money order for BDT 10,000 (Ten thousand only) from Rampura Post Office to Runa Akter, C/O Shahidul Islam, P.O. Pirojpur Sadar on 30 March 2017. Its receipt no MR 1822. But it is a matter of sorrow that the money order has not yet reached the payee even after five weeks.


Therefore, I hope that you will be kind enough to take steps in this regard.


Thanking you


Mizanur Rahman

 34  Suppose, you are Enayet Karim of Demra, Dhaka. You along with 7 of your friends want to visit Rangamati for sight-seeing. Now, write an email to the manager of Hotel Tajmahal for booking 33 double seated rooms for 4 days.


To : manager.hoteltajmahal@yahoo.com

Subject: Booking rooms


The Manager


Hotel Tajmahal


Rangamati


Dear Sir


I have the pleasure (Avb›`) to inform you that I want to go to Rangamati with seven of my friends on the 13th August and stay upto 16th August.


Would you please let me know the type of rooms, the charges for 4 days and the sight-seeing facilities (myweavmg–n) and expenses (LiP) thereof in detail? Moreover, let me know if there is 24 hour water supply (mieivn), electricity and generator service available.


Awaiting your early reply.


Yours faithfully


Enayet Karim
 35  Suppose, you are Nazmul Haque of 1st year science group, class- XI of Rajshahi College. You want to change one of your elective subjects. Now, write an email to the Principal of your College praying for change of an elective subject.


To : principal.rajshahicollege@yahoo.com

Subject: For changing elective subject


The Principal


Rajshahi College


Rajshahi


Dear Sir


I would like to inform you that I am a student of class XI in your college. I belong to science group. At the time of my admission, I took Computer Science as an elective (Hw”QK) subject. But now I want to take Mathematics instead of (cwie‡Z©) Computer Science.


I hope that you would be kind enough to allow me to change (cwieZ©b Kiv) the elective subject and take Mathematics in lieu of (cwie‡Z©) Computer Science and oblige thereby.


Obediently yours


Nazmul Haque

 36  Suppose, you are the Branch Manager of Janata Bank. Read the following letter sent by one of your clients (LwiÏvi) and write a reply to the email.

Subject: Issuing (mB Kiv) a Bank Draft


From : jakirul.islam@gmail.com


To : Selim Khan<s.khan@gmail.com


The Manager


Janata Bank Limited


Rampura Branch


Dear Sir


I shall be highly obliged if you would supply (mieivn Kiv) me with a Bank draft of tk 5000 (Five thousands only) in favour of (AbyK‚j) “Rajuk College” Uttara. 


Please debit the amount to my current (PjwZ) account (wnmve). Thanking you in anticipation
(c–e©vfvm).


Yours faithfully


Jakirul Islam


A/C No: 215.912.000592


eq \x(Reply :)

To : jakirul.islam@gmail.com

Subject: Granting a bank draft

Mr. Jakirul Islam

A/C No: 215.912.000592


Dear Sir


In reference (m¤^‡Ü) to your letter dated August 10, 2017, we enclose (PZzw`©‡K †eov) a Bank Draft of tk 5000 (Five thousand only) herewith (GZrm‡½) as required by you. We have debited your account for the same. 


Please acknowledge.


Yours faithfully


Selim Khan


The Branch Manager


Janata Bank Ltd

 37  Suppose, you are Mainul Haque. You want to know about a computer. Now, write an email to the computer shop manager asking for information of a computer.


To : floralimited@gmail.com

Subject: For information of a computer


The Manager


ABC Computers


IDB Bhaban


Agargaon, Dhaka


Dear Sir


I have learnt from an advertisement (weÁvcb) published in the Prothom Alo on the 18th February 2017 that you are launching a new computer in the market. But you have not given sufficient (h‡_ó) information. I need detail (we¯@vwiZ) information about the uses, functions (KvR) and the price of the computer.


Waiting for your reply (DËi) at the earliest. 


Yours sincerely


Mainul Haque

 38  Suppose, small pox has broken out in your locality, Bagmamudali at Munshigonj town in an epidemic form. Now, write an email to the Chairman of your Municipality for immediate vaccination in your locality.


To : chairman.munshigonj@gmail.com

Subject: For launching vaccination (wUKv`vb) programme


The Chairman


Bagmamudali, Munshigonj 


Dear Sir


On behalf of the inhabitants of Bagmamudali of Munshigonj town, I would like to inform you that small pox has broken out in our locality at an epidemic form and has already taken away several lives. Most of the people have not been vaccinated as yet and the local Health Department is callous (D`vmxb) about this matter.


I would, therefore, request you to consider the matter seriously (gvivÍKfv‡e) and take immediate (Zvr¶wYK) and necessary (cÖ‡qvRbxq) measures (c`‡¶cmg–n) for vaccinating the people of the locality (AÂj).


Yours faithfully


Rupom


On behalf of the people of Bagmamudali 

 39  Suppose, you are Rajib Roy. You have seen a job opportunity at Mahanagar Ideal College, Mugdapara, Dhaka. The college has asked to submit a detailed CV along with a cover letter to the Principal of the college for the post of lecturer in English. Now write an email to the Principal with a CV.

To : principal.mic@yahoo.com

Subject : Application for the post of Lecturer in English.


Attachment : CV - Rajib Roy


The Principal


Mohanagar Ideal College


Mugdapara, Dhaka


Dear Sir


I have come to know that you have asked for applicants (`iLv¯@Kvix) for the post in lecturer of English. In response, I am applying for the post. I will be very happy to see myself in the post. I am attaching my CV for your convenience (myweav).


I am looking forward to hearing from you.


Sincerely yours


Rajib Roy

 40  Suppose, you are a student of Notre Dame College, Motijheel, Dhaka. Now, write an email to the Principal of your college for a seat in the college hostel.


To : principal.notredamecollege@gmail.com

Subject :  Prayer for a seat in the college hostel


The Principal


Notre Dame College 


Motijheel, Dhaka


Dear Sir


I am a student of class XI in your college. Recently (m¤•ÖwZ) my father has been transferred (¯’vbvš@wiZ n‡q‡Q) to Chittagong. Our family will also shift there next month. Then I will have no residence in Dhaka. But I am determined (msKíe×) to continue my studies at your college. So, I am in great need of a seat in your college hostel.


So, I hope your kindness will be enough to grant me a seat in your college hostel and oblige thereby.


Sincerely yours


Monzur Morshed


Class: XI, Roll No: 01

 41  Suppose, you are a student of Ananda Mohan College, Mymensingh. Now, write an email to the Principal of your college for a full free studentship.


To : principal.anandamohancollege@yahoo.com

Subject : For the full free studentship


The Principal


Ananda Mohan College


Mymensingh


Dear Sir


I am a student of class XII in your college. I made a good result in the year final examination. My father is a poor farmer. He is the only earning (DcvR©bKvix) member of my family. With his little income (Avq) he has to maintain (fiY‡cvlY Kiv) a large family consisting of seven members. My other two brothers and two sisters are also students. So, it is not possible for my father to bear (enb Kiv) the educational expenses for all of us. So, I shall be compelled (eva¨ nIqv) to discontinue (Pvwj‡q bv hvIqv) my studies if I am not allowed a free studentship.


So, I hope that you would be kind enough to grant me a full free studentship and oblige thereby.


Faithfully yours


Sadek Hossain


Class : XII, Roll No : 01
 42 
 Suppose, you bought a Sony tape-recorder from the Bashundhara outlet a few days ago. Unfortunately it turns out to be defective. Now, compose an email to the outlet Manager to replace the product.

To: sony.bashundhara@gmail.com

Subject: Complain about tape-recorder


Attachments: Receipt of purchase -187kp


The Sales Officer


Sony


Bashundhara City, Dhaka


Dear Sir


I am writing to complain (Awf‡hvM Kiv) about a new tape-recorder. I bought it from your outlet on 16 May 2017. It is not working properly. The sound system seems defective (Î“wUc–Y©). Since I bought it only a few days ago, I hope there will be no problem to replace (cwieZ©b Kiv) it. I am attaching a scanned copy of the receipt (iwm`) of purchase (µq).


I hope you will take immediate (Zvr¶wYK) action in this regard and send me a new tape-recorder to the following address.


Thanking you


Rajib Roy 


15/C, Rankin Street, Wari, Dhaka-1203


Contact: 01714((((((
 Informal Email with example( 
Example 1: A personal mail


[image: image10.emf] 

Dear Ms Smith,     It was very enjoyable to speak with you today about the assistant account executive  position at the Smith Agency.     The job seems to be an excellent match for my skills and interests. The creative approach  to account manageme nt that you desc ribed   confirmed my desire to work with you.     In addition to my enthusiasm, I will b ri ng to the position strong writing skills,  assertiveness and the ability to encourage others to work cooperatively with the  department.     I appreciate the ti me you took to interview me .   I am very interested in working for you  and look forward to hearing from you regarding this position.       Sincerely,     Jane Jones   __________     Jane Jones   janejones@gmail.com   (555)   555 - 5555    

joan.smitth@company.com  

Thank you  -   Ass istant Account Executive Interview  

Subject :  

To ...  

Cc ...  

Bcc ...  

Send  

Account  


 Source: English Grammar & Composition (Textbook) ( NCTB(
Example 2 : An informal/ personal mail
[image: image11.emf]
Source: British Council
Personal Email mvaviYZ informal letter- Gi †P‡qI †ewk informal| GLv‡b 'Dear X' Gi cwie‡Z© 'X', 'Hi', 'Hi X', 'Hello X' BZ¨vw` †jLv nq|
A‡bK wk¶v_©x cÖkœ K‡i †h Real email G †h box _v‡K  wVK †mfv‡e box K‡i wjL‡Z n‡e wKbv| G‡¶‡Î †Kv‡bv box Ki‡Z n‡e bv|

 01  
Suppose, your younger brother is going to participate in a debate competition. Read the following email sent by him and write a reply to it.
[RB'16]

Subject 
: 
Information about creative questions

From 
: 
<zakir@gmail.com>


To 
: 
<sagor@yahoo.com>


Cc 
:


Dear brother


You'll be glad to know that I'm going to participate in a debate competition that will be held at our college auditorium next week. The topic of the debate is "Creative question pattern makes students dependent more on guides than textbooks." I will debate against this statement. But I'm really worried about this, as I can't collect any information. Please, help me. I want to be the winner in the competition. Please send me necessary information in opposition of the mentioned topic. 


Thanking you


Zakir    


eq \x(Reply :)

To 
: 
<zakir@gmail.com>

Subject 
: 
Information about creative questions

Dear brother


I'm very happy that you're participating in the debating competition in your college. You've asked me for necessary information. Your debate topic is "Creative question pattern makes students dependent more on guides than textbooks." You need information against this statement. Now, I'm providing you the main information. First of all, creative question pattern guides the students to read and understand their textbook well because without reading it they will not be able to answer the questions. Secondly, it stops the tendency of memorizing the answer from the guide books. So they've to read and understand their text first. Thirdly, in creative question pattern there is no scope of copying. Beside the above information, you can take help from newspaper, magazine, internet etc. 


No more today, wish you all the best in the debate competition of your college.


Sagor
 02  Suppose, you are Sumon. Your email ID is sumon_2001@yahoo.com. You have a friend Rahat. His email ID is rahat_2001@gmail.com. Now email him inviting to attend your birthday party.


To: rahat_2001@gmail.com


Subject: invitation


Hi Rahat


How are you? I'm passing my days quite well. You'll be very glad to hear that I'm going to celebrate my birthday on 15 March. I'll be very happy if you arrive in Comilla by 14 March. I know you are busy with your studies but my birthday party will remain incomplete (Am¤•–Y©) if you don't participate.


No more today. Please convey my best regards to your parents and affection to your younger sister. May Allah bless you.


Yours 


Sumon
 03 
 Write an email to your friend about your aim in life.

To: momin_2009@yahoo.com


Subject : aim in life


Hi Momin


I've just received your email. You have asked me about my aim in life. Of course, I have my own aim in life.


My aim in life is to be a doctor. I have decided to serve the people of my country through this profession. After obtaining the MBBS degree I shall go back to my village to serve the villagers. Even I have a plan to set up a charitable (`vZe¨) dispensary.


No more today. Pray for me so that I may achieve my goal. My best regards to your parents.


Your loving friend


Sonia
 04  Write an email to your father requesting him to send you some money to buy books.


To: nazrulislam@gmail.com


Subject: money for buying books


My dear father


Please accept my salam first. I hope that you are well by the grace of Almighty Allah. You know that I have been promoted to the next higher class. Our new class has already been started. That's why I have to buy some new books for the new class. I need some 1500/= taka to buy the books. Please send the money by post as early as possible. 


With best regards to mother and love to younger brother and sister.


Yours affectionately


Sayeed

 05  
Write an email to your friend describing the prize giving ceremony of your college.



To: jahidul_01714@gmail.com

       Subject: prize giving ceremony


Hello Jahidul


I'm very glad to know that you are keenly interested to know about the prize giving ceremony of our college. I'm giving a short description of it. Last week, it was held in our college auditorium. The chief guest took his chair at the right time. At 4 p.m. the ceremony was begun. Our Principal read out the final report. The winners received prizes from the chief guest by turns. I personally got two prizes for good result and modesty. The ceremony was finished with a cultural function. Really it was a cheerful ceremony.


Love to you and all of your family.


Yours ever


Rasel

 06 
 Write an email to your friend congratulating him/ her on his/ her brilliant success.


To: nasir25@yahoo.com

       Subject: congrats


Hi Nasir


I am very much glad at your excellent result in the half yearly examination. I offer my heartiest congratulation on your brilliant success. I knew that you would cut an excellent figure in the examination. But I was really in some doubt whether you could do such outstanding result. However, the result will inspire you to make further brilliant success.


With best wishes to you and parents.


Your loving friend


Anis

 07 
 Write an email to your friend thanking him whose home you have visited recently.


To: adil90@yahoo.com

       Subject: thanks


Adil



Love to you. I hope you are fine. However, just a note to tell you about the fine time at your home. Rafi and I were so pleased to meet your family and they made us really welcome.


I'll never forget climbing the mountain and bathing in the fountain. My legs ached for days, but it was worth remembering those fantastic views!


We're both at work now and very busy. However this weekend we're going to decorate the spare room. So I hope you'll come and visit us soon.


Your friend


Adib
 08 
 Suppose, you are Munira and your friend is Labonnya. Your friend borrowed a book from you.  But your examination is near. Now write an email to your friend to return the book.


To: labonnoya_2010@gmail.com


Subject: returning the book


Hi Labonnya


How are you? Hope that you are fine by the grace of the Almighty Allah. I'm also fine. I think you have already finished reading the book what you borrowed from me last month. My examination is knocking at the door. That is why I'm badly in need of the book. Please send the book as quick as possible.


No more today. Pray for me. Best wishes to you.


Yours ever


Munira
 09  Suppose, you are Rina and your friend is Tony. Now, email your friend thanking him for his sending you a birthday gift.

To : tony_bashabd@yahoo.com


Subject : thanks for birthday gift.


Hello Tony


Hope you are fine. Yesterday you did not attend my birthday party but sent a valuable gift. It would add to my pleasure if you came. 


However, your gift has given me immense joy. As you are my best friend I shall always keep the gift with care. 


Thanks a lot. Take care.


Yours ever


Rina
 10  Write an email to your pen friend asking him/her to visit Bangladesh.


To : edward12@yahoo.com 


Subject : invitation to visit our country


Hi Edward,


I hope you are well. It is late autumn in Bangladesh. Gently breeze is blowing from the north. The fields are covered by paddy and mustard plants of yellow colour. And I, a boy amazed by her natural landscape, am inviting you to come to my beautiful country. Not only by natural beauty, but also Bangladesh is endowed by many historically important places. The Lalbagh Fort of Dhaka is a reminiscent of Mogul architecture, The National Museum at Shahbagh will tell you many things of our glorious days. The liberation war museum will let you know about people's sacrifice and our glorious victory in the war of 1971. 


No more today. You are cordially invited to Bangladesh once again. And wherever you are, live happily and peacefully. 


Your friend 


Robi

 11 
 Write an email to your friend inviting him to attend the wedding ceremony of your elder brother/ sister.



To: ahmedsharif@yahoo.com


Subject: request for attending a wedding ceremony

Hello Sharif


How are you? Hope that you are fine. I am passing my days in business. Because the wedding ceremony of my elder sister will be held on February 17 this year. You are heartily requested to attend the ceremony. Converse you on meeting. Till then bye. 


Yours ever


Ashik
 12 
 Write an email to your father about your progress in studies and preparation for the exam.

To : monirahmed@gmail.com


Subject: about studies


My dear father


I've seen your email just now. You have mentioned that you are anxious to know about my progress in studies and preparation for the coming examination. I request you not to be anxious. I am going on well with my studies. I have learnt the answers to all important and probable questions. Now my revision is going on. You will be glad to know that this is my second time revision. There are still seven days ahead for the examination to begin. I want to revise the course again for the third time. I hope I shall do very well. Now I need blessings of you and mother. Convey my regards to mother. I am fine.


With best regards to you. 


Yours affectionately


Nayeem

 13  Write an email to your friend inviting him to join a picnic. 


To: keya_1996@gmail.com


Subject: invitation


Hi Keya


How are you? I am passing my days quiet well. Our school will be closed for winter vacation on Thursday next. You will be glad to know that we are going to have a picnic on the 15th instant. We have decided to go to Patenga Sea Beach, Chittagong. I hope we will have a nice time if you join us.


No more today. Convey my best regards to your parents and love to the youngers.


Yours ever


Mahi
 14 
 Suppose your friend has become seriously ill. He has been hospitalized. Your examination is very near. So it is not possible for you to visit him in the hospital. Now send an email of sympathy to your sick friend in hospital.

To : nazrul_haq97@yahoo.com


Subject : your illness saddens me


Hello Nazrul 


The news of your illness has made me sad. I could have come to visit you but unfortunately my annual examination is very near. Due to this unavoidable circumstance, I am unable to come. 


Therefore I apologise. But don't worry. As you have been hospitalized in time, you will soon come round. I pray for your recovery.


Come round and relieve us all from anxiety. With best wishes.


Your friend forever


Fahim

 15 
 Write an email to your friend telling him/her about the benefits of reading newspaper.


To : aminislam@yahoo.com


Subject : benefits of reading newspaper


Hi Amin/Amina 


I am very glad to receive your email. You have expressed your interest to know about the benefits and importance of reading newspaper. Many thanks for such an email.


Reading newspaper has a lot of benefits. If you read newspaper regularly, you can know what happens around the world. It will increase your general knowledge and will develop your vocabulary. Newspaper tells you about market price, job opportunities, lost and found things and advertisements. It contains the news of things for sale and purchase. You can know weather report and views of important people as well as policy of the Government. Remember one thing, never read newspaper leaving your lessons.


I am fine. With love to you.


Yours ever


Sumon/Sumona

 16  Write an email to your younger brother about the importance of learning English.

To : sujankhan@yahoo.com


Subject : importance of learning English


Hi Sujan


My love to you. I hope you are keeping well by the grace of Allah. I came to know that you have got very poor marks in English in your examination. I have observed that you are not keen to learn English. The importance of learning English is immense.


English is an international language. It is the official and state language of many countries of the world. At present it has become the main media of communication. Getting a good job now totally depends on the knowledge of English. Books on advanced learning, science and technology and literature are also published in English. So if you want to keep pace with the modern world, put more emphasis on it.


No more today. More when we will meet.


Your loving sister


Amita

 17  
Write an email to your friend about your experience of a train journey.


To : shafiqahmed@gmail.com


Subject : experience of a train journey


Hi Shafiq


I hope, you are hale and hearty by the grace of Almighty. Yesterday I had a train journey from Mymensingh to Dhaka. I am giving you a short description of my experience.


The train was the Padma Express. It reached Mymensingh in time. My uncle and I got on the train and within a few minutes it left the station. I had a very comfortable seat beside a window. So I could enjoy the sights outside. The sun was setting then. I was charmed to see its beauty at dusk. The train was moving very fast. The houses and trees at a distance appeared to be running forward with the train. But the things near the train seemed to be running fast backward.


I enjoyed the beauty very deeply. After two hours' journey we arrived at Kamlapur.


That's all for today. With best wishes.


Yours sincerely


Jahangir Alam Siddique

 18 
 Imagine you have a chance to fly either a wide bodied passenger plane or a helicopter. It is a half-an-hour's free ride. Write an email to your pen-friend telling him/her about your experience of flying. 


To : mukulsikder@gmail.com


Subject : experience of flying


Hi Mukul


How are you? Hope you are safe and sound.


Today I'll tell you about an exciting event which came in my life last week. I had a chance to travel by air for thirty minutes from Dhaka to Jessore. It was the first time I travelled on a plane. It was on the occasion of my elder sister's marriage ceremony. At the time of take off I became a bit nervous but soon after  it continued to fly above clouds, I got out of my nervousness. The thirty minutes passed very quickly at the announcement that we were at Jessore Airport. The incident of my maiden journey by air is now a memory to recollect. I will not forget it in my life.


No more today. I look forward to hearing from you about your first air journey.


With love.


Rekha

 19 
 Write an email to your friend describing the co-curricular activities of your college.

To : nazimhossain@gmail.com


Subject : co-curricular activities


Hi, Nazim/ Najma


Thanks for your email. In your email you wanted to know about the co-curricular activities of our college and the benefits of such activities. Here is a brief description about it.


As a part of co-curricular activities our college includes debate, publication of magazine, cultural activities such as singing, dancing. Co-curricular activities help us to bring out the best and the latent talents of us. Again games and sports are also very much related with the study because without a sound health a student cannot concentrate on his study. They teach students to be polite, modest, gentle, loyal, diligent and perseverant. They also tighten the bondage of friendship and brotherhood among the students. This is why our college authority gives so much emphasis on co-curricular activities as our routine work in the college.


No more today.


Your loving friend

 
Monir/Monira 
 20 
 Write an email advising your brother to avoid evil company.


To : masudrana@yahoo.com


Subject : evil company may lead you to the dog


My dear brother

I am glad to know that you have got many new friends. I think all your friends may not be good friends. So I advise you to choose good friends and not to keep company with bad boys.


You should know the consequence of an evil company. Evil company is like a rotten fruit that affects other fruits with it. Similarly, bad boys will make you bad. They will demoralize you and spoil your career. Bad boys do not obey their parents. Before you become intimate with new friends, you should identify whether they are good or bad. Never make friendship with bad boys. Remember that a man is known by the company he keeps. I want you to follow my advice.


I wish you a happy and prosperous life. May Allah bless you.


Your elder brother


Morshed

 21  Compose an email to your friend greeting him/her happy new year.


To : shayon_wari@gmail.com

Subject : happy new year

Hi! Shayon

"Happy New Year". I wish you a happy and joyous new year. I hope the new year will bring good luck to your life. 


Lovingly yours


Sakib

 22 
 Write an email to your mother describing your experience of hostel life/ telling her how you feel for her in her absence.

To : fatema@gmail.com

Subject : experience of hostel life

My dear Mother


Take my salam. Hope you are well. Today I shall tell you something about my hostel life. Our hostel is attached to the college compound. The northern side of the hostel building is open. Since my arrival I have been accustomed (Af¨¯@) to a new disciplined life. The hostel is so different from one's home. Despite that it is interesting. There is a good academic atmosphere here. I have to get up early in the morning. We take our breakfast together at 7:30 am. Our classes start at 8 o'clock. We generally take our lunch at 1 pm.


Everyday I meet new students. Most of them are friendly. So I do not feel homesick. 1 am quite happy.


However, I miss your company. I am devoid of your affection. Convey my regards to father and affection to my younger sisters.


Your loving son


Ahmed

 23 
 Write an email to your friend about a road accident.


To : simon007@gmail.com

Subject : road accident

Dear Simon

I have reached home safe and sound. But I saw a tragic road accident. Now I am writing a few words about it.


It was about evening. A Dhaka bound luxury bus was going to over-take a local bus at Joydevpur Chourasta. As the bus suddenly came from the back, a boy aged about 10, fell under the wheels of the vehicle. It ran over the boy killing him on the spot. Many people came running. The boy was lying in a pool of blood. The driver tried to escape. But the people caught him. He was handed over to the police. But a tender life was nipped in the bud.


It was my first experience of witnessing an accident. I will never forget this tragic scene.


With best wishes.


Yours ever


Nadim

 24 
 Write an email to your friend showing sympathy for his father's death.

To : amiya_rahman@gmail.com


Subject : 'do not break down, my friend'


Hi, friend


I am sorry to hear that your father has passed away. He was a noble and benevolent person indeed. I respect and honour such a good man.


Yet what can we do? As a law of nature, man must die. We all have the same fate in this world. So do not grieve too much. It will tell upon your health and you will not be able to do your duties properly. 


No more today. Keep patience. Take care.


Your bosom friend


Amin
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20 or 21 July?







Robin
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To |[islamjakir@yahoo.com x

Cc [ milonganga@yahoo.com

Bec [ sagord787@yahoo.com

new address

Hi Jim
Good to hear from you
How about 29 or 30 Sept?

1am working like crazy - still a lot to do around the house. Also signed up for a
creative writing course - don't laugh!

Enjoying the village - very interesting world this, but there are times when they talk a
language | don't understand.

New address etc. below

Yours
Robin

24 Tripura lane
Ruma. Thanchi
Bandarhan

Complain Receive FROM.rtf (62K) x












_1554476600.doc
[image: image1.jpg]Subject: | Thank You - Assistant Account Executive Interview

It was very enjoyable to speak with you today about the assistant account executive position
at the Smith Agency.

The job seems to be an excellent match for my skills and interests. The creative approach
to account management that you described confirmed my desire to work with you.

In addition to my enthusiasm, | will bring to the position strong writing skills, assertiveness,
and the ability to encourage others to work cooperatively with the department.

| appreciate the time you took to interview me. | am very interested in working for you
|nd look forward to hearing from you regarding this position.

Sincerely,







Dear Ms Smith,







It was very enjoyable to speak with you today about the assistant account executive position at the Smith Agency.







The job seems to be an excellent match for my skills and interests. The creative approach to account management that you described confirmed my desire to work with you.







In addition to my enthusiasm, I will bring to the position strong writing skills, assertiveness and the ability to encourage others to work cooperatively with the department.







I appreciate the time you took to interview me. I am very interested in working for you and look forward to hearing from you regarding this position.











Sincerely,







Jane Jones



__________







Jane Jones



janejones@gmail.com



(555) 555-5555











joan.smitth@company.com
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Central School of English

Come and study English at our school!

(
Two-week courses for all levels


(
Highly qualified, experienced teachers

(
Reasonable prices


(
Accommodation with host families


(
Extensive social programme


For further information contact Jane Black :


j.black@central-school.co.uk
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