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Email format in english exam

DUJIPUR JUNIOR HIGH SCOOL

3 Summative Evalustion

SUB- ENGLISH, F M-50, TIME-1.30 hrs,

lessons in Benga
remembered for ever.
A. Answer the following question -

a) What languages did Begum Rokeya leam at home?

Jegum Rokeya bom™

) The family in which Rokey was bom was?

REPORT

At 1545 hours on Sunday 06 April, 2011 a Timorese male went to the 'Fumum
police Station and reported that his 20 years old son Paclo had been missing since the
previous night. He informed that, his son Paolo and their neighbor’s daughter Mira had
eft their respective houses at 1900 hours to go to a Thai restaurant near Cristore. At 2150
hours Mira returned but his son did not. He asked her and knows that at 2030 hours the
night before they went to have a dinner and ten minutes later his son left with a group of

five young people.

He also added that, today at 0845 hours he went to the restaurant and asked the
owner whether anyone had seen his son. The owner informed him that one of his
waitresses had seen his son, the previous evening, quarrelling with five young males
outside of the Thai restaurant. The waitresses described the males as being all about 20
years old, one individual had long black hair and another one had a ring in his left ear.
Then they forced his son into a white Mini Microbus, which then sped off in the direction
of hospital. The father gave the police a picture of his son and requested help to find him.
A case was open

On 7 April, UNPOL along with PNTL conducted the primary investigation. They
checked local hospital but nothing found. At the restaurant the police interviewed the
owner and the waiters. Police got information that the suspect were all local Timorese and
that one of the waiters had remembered the registration number of the Microbus as
TLO321. A police patrol located the suspect’s vehicle parked on the Airport road 20km
from Dili Police Station, at GRO15156 and seized the registration book, which identified
thenmlmmdlddm of the vehicle owner and also a wallet, which was identified as
belonging to the missing boy. Enquiries are continuing.

mammmmmmmmmmmmﬁgimﬁm
hu-u:rl-::;nﬂarrmmd the owner of the Microbus, he told that he was involved in the
abduction. He stated that the victim had borrowed money from him for drugs; he also gave
ﬂuaddressufmchmm%mmavi:ﬁmmbeingheld. UNPOL and PNTL conducted a
search of the house and rescued the boy who got a bruise chest and a broken left wrist. He
was taken to the hospital and later return to his parents. Police also seizes a Smith Wesson

revolver and 200 Ecstasy tablets from the house on Fomento Road. The victim was asked
mmmﬂ#?ﬂliﬁsm““mlﬂﬂinfﬁpﬂ_ on victim was

On 10 April, during interrogation officer Simon Matonga asked the victim about the
mmmmmmmlmmmmﬂﬂmmm&wﬂm
W#mmhﬂmm.ﬂfwmmrufmﬁmwﬁuw
Mﬂfﬁmﬁfﬁwnﬂmm e e o
Bors the i - he investigating officer collected Martino's address




Anmr this question.

You are going to spend a weekend with your friend from Scotland called Chris Stewart. Read
the email you have just received from Chris and the notes you've made. Write a reply to Chris
using all the notes (in red). You should write approximately 150 words.

Subject: Coming to Glasgow

Hi,

I'm really happy that we'll see each other next weekend! A friend of
mine plays in a band and they're going to play a small concert on

Friday evening. Would you like to go and see my friend playing

Great - with her group?

ideal— We need to decide what to do on Saturday. We could either take a
trip down the River Clyde in a boat (I'm sure you'd love the
beautiful scenery) or we could go and see a football match. Can
you tell me which activity yvou'd rather do?- L Tl Chiie

| wanted to ask your advice about something. I've just started to

learn Italian but | only have one hour of lessons every week. Can

_ you give me some advice on how to improve my Italian as quickly
Give some _ as possible?

. Just one final thing. You told me in your last message that you have
a new skateboard, Could you bring it with you to Scotland? I'dlove ., o
to have a go onit. : _
... possible,
All the best, T Say why.
Chris
"-___.-"-___"—_-- —— __-_"-.-—_ —"-___'——_—-"1-,_ e — e —
To: Chris Stewart
Subject: Re: Coming to Glasgow
Hi Chris,
Thanks for vour email. [&'s great to hear from wou. | can't wait &0 come and
wisitf

50, about Friday .. I'd love to see your friend's band! [What kind of music do
they play? I'm thinking of starting my own band so it'll be good to meet
your friends and ask them about jt.

ﬂﬂ EEEHFJEH, _ - _-.-_-..:-.-. .-_.:.:: .._ .-_ -:. o 1 ; :.:. - . _”-I er, ; m lﬁ'lﬂ't Pﬂﬂh'y a
football fan to be honest. The boat trrp .mr.-rnd.f mu.:k more chilled out!

S0, you're learning ltalian? I'm impressed! Why don'€ youl try and find an

Italian to practise speaking with? If you find someone who's learning English,
you could do a language exchange. ft's the best way to learn. &

to read seme books in ftalian as well

You asked about my skateboard. |I'm sorry but | can't bring it with me to
Seotland. I've got loads of stuff and it's too big te Fit in my suitcase.

Best wishes,

Sira

Tap Tlps fnr wr-mng

3. US:: lnfnrmdmrdsﬂﬁwiw -

4. Respond to your friend's email in a friendly, chatty style.
&_
6. Don't forget to respond to all the points in your friend’s email.
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(b labradar Relevant sentence for each wall be given one nsark.
(e) as weloome as flower in May 14. Pic - chart i5x1=5}
d. Choase the correct answer  ((531=5) LI} EE) engInecTing
(i fa) Tammy Ruggles L1} True
() (b7 @n Boan (i fad 30
(12l } { B} Stormas (ivh 1= 2 (All the given optuons ane wrong) *
(1) (b amforce (v} amy answer®
(¥} {c) the =ame man 1%, YW rile & wmm;p‘h |,|.¢'||I'q:|
& Apswier the Questioms: (Sxl=5) a) Poveriyv® b} Jokb*
{a) Sinee the Eacly wias Bl b mecds whane case The Tnle = | el Consent - 3 marks
laddy was blind, White cane helped ber 1o go o, ® Muoral - | ik

'h':'h"_,-:;.f[,,'.:':,? e 16. Match the follawing: (Sxl=%)
- LS
(ch Cioddy ran mla her arms, whanod with ke and Au} |.|.|:'| smacking offer 1o h".:“l .
licking il over Ber Face {h) World class destgn and construction
id} Ye ) () wrap M roand your wresi
2 {d) Thnlling visaal display

() Because he 15 poang 1o mass the dog. :
{2 Exetlent ofvipcal pertormanse

fr. Mind Map: (3 ]=5) ) )
(1) b yoang 17. Road Mapd Any five commect instnactions )5
i WO T 1. (3o Seranght nlong 1he Main road
{11) 0 the kilchen 2. Turm Left
fivh ihe loam 5. Go Strasghi nbong ibe Main road
P | O L Y s 4. Walk few nwore steps

; %, Mear dhe temmle. Yioa will find GH om0 vour nighi
7. Paragraph {135=5] o X R
a) Descuss - Shelly's decasson - ) Trace- 18, Facm — Faraphrase (Sxl=5)
Irae Fosmatson in madel’s lale )k Mamale - Ueline (o) hus teacher

(el m has work®

(enp his knowlodge wisdom / ingelhgenoe / e Know' much®
(¥v] arges

i) skall

SECTION — Il {Langusge Funethons)
K. Node making: Homg (5+5= 10)
Waords with sab titles (or) hyphen.
Summary: Nitle - 1 mark
H:uu;h dradt- 2 marksFair deafl - 2 marks 1%, Tramslatian 3
a) For advance bookmg of now o wheelers, brmg
vour ration cand Xerox with Tour passpodt siz¢ phodos.
Fay Bs. | (K} n asdvanoe
{ar)
b} Any five relevant sengences about the pacture.
Picwtre af Indian Navy sobiliers rescuing ood victims.
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Email format in english example.

Emails are among the most used means of communication in the world. They are fast, immediate and allow you to interact with all types of companies inside and outside national borders. At work, above all, writing formal emails in English in the right way requires certain skills, and since it is a professional situation, it is essential not to make mistakes
to give a good impression of yourself and your company.In this article you will find:The rules for writing formal emails in EnglishThe correct format to useExamples of formal emails in EnglishThe rules for writing formal emails in English To write an email in English the right way, don’t improvise! Read the following tip to avoid making serious
mistakes that could compromise the success of the email from the time it is received.SubjectThe subject matter is the first piece of information that the recipients of an email see, and if it is written incorrectly or unclearly, it could push the reader to delete it without even opening it. Therefore, it is important to give a clear and precise message, from
the beginning, indicating the content or the reason for writing in two or three words that catch the attention of the recipient.StyleUnlike many other languages that require long and complex sentences in a formal written context, English is very concise and favors short sentences and a simple structure. Be sure to divide the text into two or three
paragraphs, so that the reader can quickly see the key points.Courtesy phrasesWhen you write an email in English, you are not only using another language, but you are also entering a different culture with h Different habits. Anglo-Saxons generally pay a lot of attention to forms of courtesy and gratitude, so never forget to add them.Check the
emailNever send an email in English without having read it again You wrote. Grammatical or typographical errors are very common even in your own language, so in English you can make mistakes much easier. easily. What you've written is a simple step that can keep you from looking unprofessional and above all sloppy.SignatureMake sure you
have configured your emails to finish with all the important information about you, including:Name and Surname Titlerdetails relating to your company (name, address...) link to the company websiteThe format of a formal email in EnglishIntroductionBody of the textConclusionIntroduction Depending on the type of relationship you have with the
person you’'re writing to, there are different ways to start an email, but any email should always start with a greeting. In our specific case, being formal, the most appropriate options are: Dear Mr/Mrs. (surname of the recipient, e.g. Mr. Black) Dear Sir/Mrs. (if you don’t know the name of the recipient) or more generally “Who it may affect” After the
initial greeting you need an introductory phrase that clearly indicates the reason for the writing. and is consistent with the subject of the email. Introduce yourself briefly (long texts often discourage people from reading them), then continue with:I am writing with respect to A! (email subject) I am writing in relation to A! (email subject) I am writing
with reference to A!If you are writing an email To send information, you can start with one of the following phrases:I am writing to let you know I regret informing you that (if you are communicating good news) If instead you are replying to an email you have received, you can say:I am writing in reply to “I am writing to thank you” (if you need to
thank you) ) Body of the textThere are no conventional formulas for writing the body of the text, as it varies according to the function of what needs to be communicated. It is useful to prepare a first draft and then proceed to the corrections.The general rule is that the text should be divided short paragraphsAvoid abbreviations and acronyms, both
that you can use, on the contrary, when you write an informal email to family and friends. Based on the type of message you are sending, there are several ways to write a final invitation before finishing email, such as: I look forward to listening to you soon thank you in advance for more information, please do not HE HEEN TO CONTACT ME Please
let me know if you have any questions Thank you for your attention Conclusion The most common way of finishing an email are: greetings greetings yours faithfully (if you started email with a € ~ allowed signs or / madama € ™ because you do not know the recipient's name) yours sincerely (if you started email with 4 € ~Querido SR/ MRS / MS +
Surname) Regards Examples of formal emails in English See how everything works This in practice. Example 1: Delay with the delivery of a requestsU]Jeto: Delayed delay Dear Mr. Pascal, we regret inform you that we can not respect the previously agreed time for the delivery of your order. Our provider has warned us today that they are experiencing
supply problems, which will lead to a delay in our production chain. We have your understanding and thanks for your patience. Please accept our apologies. Greetings, ... Example 2: Response to a job announcement Subject: Position of the WEB content editor Dear Lord / Madam, with reference to your work ad in XXX, I would like to submit my
request for the Position of Editor Web content in your company. I graduated in communication science at the University of XXX and worked for several years in a digital agency as a specialist in content. I think my skills and experience are in line with the requirements for the work position. I will be happy to introduce myself in an interview, which will
allow you to better evaluate my possible recruitment. Please, Attached a copy of my curriculum vitae. I hope I can listen to you. Yours faithfully, ... Example 3: Send of a product catalogEwater: New product Product Ms. Chapman, Following your request, we have recently sent you our new catalogue. We are convinced that it will allow you to see the

quality of our products. Our local agent will contact you soon to arrange a meeting on a day and time that suits you to discuss in detail how our products can be of benefit to your company’s needs. For more information, do not hesitate to contact us. Yours sincerely, ...If you want to improve your English and improve your writing emails, find an
English course that suits your needs. This post has been adapted from the blog of WSE Italia: Ven Scrivere Email Esempi Esempi
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