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LESSON 01 :
TRANSLATION OF SURAH AL MUTAFFIFIN (AYAH 1-6)
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LESSON 02 :

How to write an email

At a minimum, a formal email should contain all of the following elements:

Subject line. Be specific, but concise. ...

Salutation. Address the recipient by name, if possible. ...

Body text. This section explains the main message of the email. ...
Signature. Your email closing should be formal, not informal.

Professional Email Message Guidelines

Subject Line: Subject Thank You—Assistant Account Executive Interview

Length
- Dear Ms. Doe:
Concisely convey your
urpose for writin | enjoyed speaking with you today about the assistant Keep it as concise
(> P 9 account executive position at the Smith Agency. The P .
job seems to be an excellent match for my skills and as possible
interests.
. The creative approach to account management that
Greetl N g you described confirmed my desire to work with you.

Emoticons
In addition to my enthusiasm. | will bring to the position
strongwriting skills, assertiveness, and the ability to

encourage others to work cooperatively with the Avoid in
e S professional

Always include
a greeting

| appreciate the time you took to interview me. | am emails
very interested in working f and look forward to
hearing from you regardin@iosition.

Font Style

26 D& Aa

Avoid ornate, playful
or colored fonts

Sincerely, Spelling & Grammar
John Smith

Edit carefully
before sending

@_) the balance




LESSON 03:
1 WELCOME EMAIL

A welcome email is the first impression a company makes with a new
customer, blog subscriber, or newsletter subscriber via email. Welcome
emails can deliver videos, special offers, a sign-up form, or just a friendly
hello to establish a relationship with a new contact.

WELCOME ABOARID

wWe’'ll be in touch.

r signing up to keep in touch with Virgin America. From now on. you'll
r updates on fare sales and special offers from the airline making
flying good again. And since you'll be the first to know. you can always fly with
the best fares we've got (in addition to the usual moodlighting, WIiFi*, food on
aaaaa d. TV. movies. and more).

In the meantime. check out our Fares to Fly By and get a jJump on your next
getaway. Here's to the start of a v digital P

Cheers,
Virgin America

By : Chattah Nourel Houda




