"You have a friend who lives in a city abroad. You have decided that you would like to apply to do a course at one of the colleges in this city. 
Write to your friend explaining what you would like to do. Tell him/her what type of work or studies you have been doing for that past few years and ask for assistance in contacting an appropriate institution." 

Answer: 

Dear Margarete 
25/11/04 

It has been ages since our last writings. How are you, and your family? I wish everything is going well with you. 

You must be wondering where I have been hidden for this long duration. Well, I joined an international company in [image: image1.wmf]

Abu Dhabi, as Information Technology manager. The work is so demanding and stressing, specially in this fast-developing field. I have to be up to date with all the arising new technologies, which is not always an easy task. Anyway I felt I need a break, and discussed with the General Manager for an unpaid leave for 3 months, and guess what, he agreed. 

I am thinking to get use of this leave to travel to Germany. It will be a good chance to meet you and your family. 

In the mean time, I am planning to attend a course in the "artificial intelligence progragramming". As Germany pioneered in this field, I would be very grateful if you could assist me in selecting a good institute to attend a course there. It will be more convenient if it is specialised in tutoring this field of programming. I tried to search the internet, but unfortunately in vain. I can not tell if the institutes are of good reputation, have professional teachers, etc... 

I am really looking forward for our previous time here in [image: image2.wmf]

Abu Dhabi. You can show to me your home-country, your school, the church, and all these things you talked about. 

Thank you for your efforts and wishing you all the best, 

Best regards, 

Sherif
Comments: The letter is rich in grammar and friendly terms. There are some points which do not suit a perfect letter. Punctuation is considerable and varying.
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