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CHAPTER 1

Letter Writing in Arabic An introduction
A commercial Letter
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CHAPTER 2
Commercial letters
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Application for the post of a driver
From
(name & address)
To

The manager

Al —Y ami trading establishment
P.O Box 447

Kuwait
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Sir,

With reference to your advertisement in the “Al-Sharq al-awsath” newspaper dated
15/4/1996 inviting application for the post of adriver who knows the regions of Kuwait , |
wish submit myself to that job.

| am 35 year old, Indian national, staying in Kuwait for ten years and have perfect
knowledge about all regions of Kuwait.

Should your choice fall upon me, | assure that | would do my best to make you

satisfied.
With esteemed regards...........
Place
yours faithfully
Date
(name)
(Gl 5 ol
Ssall aladl ol
cggd:u.u
S Al o) ) Vg il o ol fea s " Gl ™ 5y yall 83l ) Sl ) e L g
SOFAY A asbasled 5 eVl b piiealesaled Lo Pla g ocel 5 Al g Ul
) i e B e, \ saludl gl |y S clee i€ a8y 4SS AV e o )
i€ 5 A Guadd) i) 85 ARl 5 Al el Ll 0 58 5 Cilaiie A3f oS3 2080 () Sl
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e Y1 (e sy Lo oSie ks Qg o Ll
ualdlll
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Application for the post of a secretary

From
(name & address)
To

The general manager

Sir,
In response to your advertisement appeared in the “ Al- Qabas” newspaper dated .......

| wish to submit this application for the post of secretary>

| am an Indian national , Bachelor have passed M.A degree and diplomain short hand
typewriting. | had worked as a secretary with M/s....................... for five years. I can
produce whatever reference you want with regard to my previous experience. During the
last I used to get a salary of K.D............... per month. If I get more from your
establishment, | shall be prepared to work for you.

Hoping that you will consider my application favorably,
Yours faithfully
Place
Date

(name)
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Full name

Name of father
Date of Birth

Place of Birth
Permanent Address

Faodl
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Nationality

Marital status : Married / unmarried
Religion

Educational qualifications

Working experience

Passport No

Place & date of issuing passport

Signature
Sl o3 ) Balgd
Joall (B adall 5, 2l R e, \ ) 5l 2gdl
& gliall 93yl Cpn 3] 5 i (uad Ao Luadd J o 2a .
&5
........... s
.......... Faoull
CONDUCT CERTIFICATE
Thisiscertifythat Mr. ...l sonof Mr............ooooiiinin.
residingat ..........coeiiiiiiiiii.. is personally known to me for five years and that his

conduct is good.

Signature
Place
Date
daaall 3ol
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SERVICE CERTIFICATE

Thisisto certify that Mr. Basheer ahmed had worked with Al — Hamadani trading and
contracting establishment in Jeddah for five years from............ To vl And that
his conduct was good during the period of his service.

(place & date)
General Manager

MARRIAGE CERTIFICATE
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BIRTH CERTIFICATE

Name

Date of birth

Place of birth

Name of father
Name of mother
Religion

Nationality

Reg. No

Date of registration :

I o Declare that above mentioned details are taken from the
original record of birth from the preventive health directorate Doha — Qatar

Name
Signature

Director of preventive health

4 JulSTY) y ggd)

(Arabic Names) 4 2l slonY! (arabicized names) % sl slosy!
Sl g sils ol
Ll Ll
BN ke
gt Janl
Ul sila
Ol s¥is
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Jshd

BENIISEES

abbreviation
academic
academic year
account
accountancy
address
addressee
advertisement
application
appointment
approval
arrival
attestation
authorization

bank

Glossary

banker/ exchange
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bio data

blood group

boarding pass

branch
budget
calculator
cancellation
candidate
carpenter
cashier
certificate
chief

chief editor
citizen
claim
clearance
clinic
college

commerce

correspondence

communication

company

computer

computer application

conduct
consul

contract

2\_\.1:\3 [ PEre
Sl Al

SPENS T
AL 55

&Y sl
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controller

Copy

creditor

Cheque

crossed

crown prince
currency
current

current account
customer
customs duty
data

date

death certificate
departure
developing countries
development
director / manager
discount
directorate
dusk

document

draft

driver
electrician
employment

employment contract

Janl) 25
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enclosures
engineer
enquiry
expenditure
expiry
expiry date
factory
fees
foreign
full address
goods
greeting
guarantee
gulf

gulf air
hotel
emigration
impact
insurance
policy
invoice
join
interest
journalism
labourer
letter

library

s
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license
maximum
merchant
minister
ministry
national
nationality
no parking
number
office
officer
operator
overseas
planning
police man
post office
power of attorney
prepaid
previous
price
passport
passport holder
pension
percent
pharmacist
pilot

planning
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private
profession
publication
public security
public transport
qualifications
quantity
registrar
receipt
religion
renewal

(for) rent
restaurant
sale

seaport
sender
service
signature
smoking
software
specialist
stamp
sponsor
stenographer
taxi
telephone

traffic

alall (Y

DD
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transport
travels
university
unemployed
vacancy
validity

visa

wanted
washing machine
watchman
wholesale

Z00

) geall Ajaa
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Asian

(9]
c
=

b, wWwNPE |

Non

Kingdom of Saudi Arabia
Qatar

United Arab Emirates
Bahrain

Kuwait

Oman

Gulf Asian

O 00

10
11
12

Yeman
Iraq
Jordan
Syria
Palestine
Lebanon

African

13
14
15
16
17
18
19
20
21

Egypt
Somalia
Sudan
South Sudan
Comoros
Libiya
Algeria
Tunisia
Morocco

Arab Countries

Capital

400 gl Ay yal) ASLaA)
yha
Baniall Ay yall &l HlaY)
o™

s

Olas

e o
O g
sl Ol s
BROSTRtS
L

BBtel

SRR

Gl

Riyadh
Doha
Abudhabi
Manama
Kuwait
Muscat

san-a
Bagdad
Amman
Damascus
Ramallah
Beirut

Cairo
Mogadishu
Khartoum
Jooba
Moroni
Tripoly
Algeria
Tunisia
Rabath
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22 Mauritania Lol ) sa Naukchaut
23 Sahrawi Sl maa Al Ajlun

Model Question Paper
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Postscripts A g il
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Letterhead Syl
Enclosures 450l Byl
Documents
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Dla sl
S ol ca Slhae 351 gall
2010\03\12 : Bhaall )8
da g0 Adiaa Al Jaa
NP P UWEEN ploe 1 ALl ¢ anal ) G QY
gl duiall aluer Al Lokl A il
2010\03\20 : il )5 ¢ 11\231: Jiawtl) o8
23656713 : il
b8 A5 da gl Ali gl 5 daall 51wl se o (e rama J5 58 oDlel 35 Lail 2
(&85) Al asall pae (&850)  Jelll Js5mnae

A Qe 24

Government of Kerala, Department of Panchayath
Certificate of Birth
This is to certify that the following information has been taken from the original
record of birth which is the register of Edavanakkad Panchayath of tehsil Kochi of District
Eranakulam of state of Kerala.

Name : shihabudheen Sex: Male
Date of Birth  :13/05/2010 place of birth : lakshmi Hospital,
Eranakulam

Name of Father : Ibraheem Name of Mother : Maryam

Permanent address of parents : valiyakath (H) Edavanakkad, Eranakulam
Register No : 85/2010 Date of Registration : 03/06/2010
Date of Issue : 10/07/2010
Signature of Issuing Authority
Registrar of Birth & Deaths
Edavanakkad Panchayath
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