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is a formal letter written to ask for information about something.
We may write this letter to a company, a university, a publishing house, or another organization. The
purpose of the letter is to get details about a product, a service, a course, an event, or other matters.

har hansi bir masale haqqinda
moalumat almaq magsadils yazilan rasmi maktubdur. Biz bu maktubu sirkats, universitets, nasriyyat
evina va ya basqa bir tegkilata yaza bilarik. Maktubun magsadi mahsul, xidmat, kurs, tadbir va ya
digar masalalar hagqinda atrafli malumat alda etmakdir.

It is important to write the parts of a formal letter in the correct order. This helps, in particular, to
meet the and criteria during the exam.

Rasmi maktubun hissalarini diizgiin ardicilligla yazmaq vacibdir. Bu, xlisusila imtahanda
Vo meyarlarina uygun yazmaga
komoak edir.

The salutation is the greeting at the beginning of a letter. In this exam task, you must use the
salutation as given in the question. Do not replace it with another greeting.

Miiraciat maktubun oavvalinds yazilan salamlasma hissasidir. Bu imtahan tapsiriginda sualda
verilmis miiraciat formasindan istifade etmalisiniz. Onu basga miiraciatls avaz etmayin.

In the first paragraph, introduce yourself and explain the purpose of your letter. State your position
and the name of the organization you represent (It should be written as it is given on the exam
paper). Make the reason for writing clear.

Birinci paraqrafda 6ziinlizii taqdim edin ve maktubu yazmaq magqsadinizi izah edin. Vazifonizi va
tomsil etdiyiniz taskilatin adini1 geyd edin (Imtahan veraginda verildiyi kimi yazilmalidir). Maktubu
no ucin yazdiginizi aydin sakilds bildirin.

» lam writing to inquire about... - ..haqqinda malumat almagq tigiin yaziram.
» lam writing to request information regarding... - ...ila bagli malumat istamak ti¢iin yaziram.

» 1 am writing to obtain some information about... - ...barada bazi malumatlar alda etmak
maqsadila yaziram.

» 1 would be grateful if you could provide me with details about... - ..hagqinda malumat
versaniz, minnatdar olaram.

» 1 am interested in finding out information about... - ..haqqinda malumat alda etmakda
maraqliyam.



» ITwould like to obtain information about... - ...barada malumat almaq istardim.

» lam contacting you to ask for information concerning... - ...ila bagh malumat almagq ti¢gtin siza
miiraciat ediram.
» [ would appreciate it if you could send me some information about... - ..haqqinda

malumat géndarsaniz, mamnun olaram.

In the main body, explain your request in detail. Say what you need, and why they are important. You
can also ask about availability, delivery, prices, or other relevant details. Use such as
and to connect your ideas.

Osas hissada istayinizi atrafli izah edin. Nays ehtiyaciniz oldugunu va onlarin na tglin vacib
olduglarini bildirin. Homginin siza lazim olanlarin mévcudlugu, ¢atdirilma, giymatlar va digar uygun
moalumatlar haqqinda sorusa bilarsiniz. Fikirlarinizi alagalandirmak ii¢iin
Vo kimi
istifada edin.

» We would like to know more about... - ... haqqinda daha ¢ox malumat almaq istardik.

» Could you please provide details about...? - Zahmat olmasa, ... haqqinda atrafli malumat vera
bilarsinizmi?

» We are particularly interested in... - Biz xiisusila ... ilo maraqlaniriq.

» Could you provide a list of available...? - Mévcud ... siyahisini taqdim eda bilarsinizmi?

» We would appreciate information about... - hagqinda malumat taqdim etsaniz, minnatdar
olariq.

» It would be helpful to receive details about... - ... hagqinda malumat almaq faydali olardi.

» We would also like to ask about... - Homginin, ... haqqinda sorusmagq istardik.

When requesting materials, clearly state when you need them. A specific time frame helps the
recipient understand your needs and plan accordingly.

Materiallar talab edarkan onlara na vaxt ehtiyaciniz oldugunu aydin sakilda bildirin. Konkret vaxt
gostarmak maktubu alan sexss ehtiyaclarinizi anlamaga ve uygun plan qurmaga komak edir.

» We would appreciate receiving the information by the end of the month. - Malumati ayin
sonunadak almaqdan mamnun olardiq.

» We would be grateful if you could reply before 10t December. - Dekabrin 10-dak cavab
versaniz, minnatdar olarigq.

» We need the information by the end of this month. - Malumatlar biza bu ayin sonunadak
lazimdir.



» We hope to receive the information within two weeks. - Malumati iki hafta arzinda almaga
timid edirik.

» We would like to receive the information before the new month begins. - Malumatlari yeni ay
baslamazdan avval almagq istardik.

» As we need your help, providing information till tomorrow would be appreciated. -
Komayiniza ehtiyacimiz oldugu li¢iin, sabahadak malumat taqdim etsaniz, minnatdar olariq.

» Please let us know if the information can be provided before the weekend. - Zahmat olmasa,
malumatin haftasonundan avval taqdim olunub-olunmayacagi barada biza malumat verin.

» We would appreciate a response before a new week starts. - Yeni hafta baslamazdan avval
cavab versaniz, mamnun olariq.

Closing Paragraph

In the final paragraph, thank the recipient for their time and support. Offer to provide more
information or discuss the request if necessary. End the letter politely.

Yekun paraqraf

Son paraqrafda maktubu alan saxse vaxtina va dastayina gora tasokkiir edin. Lazim galarsa, alava
malumat vermays va ya miiraciati miizakira etmays hazir oldugunuzu bildirin. Maktubu nazakatli
sokilde tamamlayn.

Useful expressions - Faydali ifadaloar:

» Thank you for considering our request. - Miiraciatimizi nazardon kegirdiyiniz ligtin tasakkiir
edirik.

» We would be happy to discuss this matter further. - Bu masalani alavae miizakira etmakdan
mamnun olarigq.

» Please contact us if you need any additional information. - dlava malumata ehtiyaciniz olarsa,
bizimla alaqa saxlayin.

» lam available on Wednesday. I would appreciate the opportunity to meet with youn in person
to discuss this matter. Carsanba giinii bosam. Bu masaloni miizakira etmak ligtin sizinla saxsan
gortismak imkanim olsa, mamnun olardim.

» We look forward to hearing from you. - Sizdan cavab almagi sabirsizlikla gézlayirik.

Qeyd: You may add the email address and phone number specified in the exam task in the space
indicated by the dots below. You must not use any other email address or phone number.

Note: Imtahan tapsirniginda geyd olunan e-mail va telefon nomrasini asagida néqtalarin yerina alava
edas bilarsiniz. Basqa bir email va ya telefon nomrasindan istifads etmak olmaz.

» Ifyou need any further information, please contact me by email at .................... or by phone at
.................... . I look forward to hearing from you. - dlava malumata ehtiyaciniz olarsa,
cereernersennenenns €@=POCE UNVANL VO YA oo telefon némrasi vasitasilo manimla alaga saxlayin.
Cavabinizi sabirsizlikla gézlayirom.



» Should you require any further information, please do not hesitate to contact me at
.................... . Thank you for your assistance. - dlava malumata ehtiyaciniz olarsa, ....................
vasitasilo manimls alaqa saxlamaqdan ¢akinmayin. KOmayiniz ligiin tasakkiir ediram.

» If you have any further questions, you can reach me by email at ................... or by phone at
.................... . - dlava suallariniz olarsa, ................... e-pog¢t tinvani va ya ................... telefon
nomrasi vasitasilo manimla alaqa saxlaya bilarsiniz.

Closing and Signature

The closing is the polite expression used before the writer's name. When writing the letter, you must
use only the specific names provided on the exam paper. The greeting must be written as required
on the exam paper, and the closing must correspond to the greeting. If you are required to begin the
letter with "Dear Sir/Madam" or "Dear Manager/Editor" (i.e., using a job title), you should end the
letter with "Yours faithfully." If you are required to begin the letter with a form such as "Dear
Mr./Mrs. Brown," you should end the letter with "Yours sincerely."

Yekun hisso vo imza

Yekun ifads, miiallifin adindan avval isladilan nazakatli ifadadir. Maktubu yazarken yalniz imtahan
varaqinda verilan xiisusi adlardan istifads etmalisiniz. Salamlama imtahan varaqindas talab olundugu
yazilmali vo yekun hissa da salamlamaya uygun olmalidir. Yoni, Dear Sir/Madam vo ya Dear
Manager/Editor (yeni, vazifa kimi s6zlarla) maktubu baslamaq talab olunarsa, maktubun sonunda
Yours faithfully yazilir. 9ger Dear Mr./Mrs. Browns formasinda maktubu baslamaq talab olunarsa,
maktubun sonunda Yours sincerely yazilr.

Important Rules for Formal Letters
Rasmi maktub ii¢iin vacib qaydalar

Rule 1: Use formal language. Avoid informal expressions, slang, and contractions such as I'm, don't,
and can't. Prefer | am, do not, and cannot.

Qayda 1: Rasmi dildan istifads edin. Qeyri-rosmi ifadslardan, jarqondan va I'm, don't, can't kimi
qisaldilmis formalardan ¢akinin. Onlarin avazina [ am, do not, cannot yazin.

Rule 2: Follow the task instructions carefully. Use the exact recipient name, salutation, closing,
email address, and contact number provided in the question. Do not write personal details.

Qayda 2: Tapsirigin gostarislorina diqqatlo amal edin. Sualda verilan miiraciat formasindan,
adlardan, yekun ifadadan, e-po¢t iinvanindan vo telefon ndmrasinden istifade edin. Saxsi
malumatlarinizi yazmayin.

Rule 3: Write at least 150 words. For this particular exam task, write at least 150 words.

Qayda 3: 9n az1 150 soz yazin. Bu imtahan tapsiriginda an az1 150 s6z yazin.



Rule 4: Organize your ideas into paragraphs. The letter should consist of an introduction, a main
body, and a concluding paragraph. Each paragraph should have a clear purpose.

Qayda 4: Fikirlorinizi abzaslara bolun. Maktub giris, asas hisse ve yekun abzasdan ibarat
olmalidir. Har bir paraqrafin aydin maqsadi olmalidir.

Rule 5: Use linking words. Words such as Firstly, Moreover, Furthermore, In addition, Therefore,
and Finally make your writing more coherent.

Qayda 5: Baglayici sozlardan istifads edin. Firstly, Moreover, Furthermore, In addition, Therefore
va Finally kimi baglayici s6zlar matnin daha ardicil va alagali olmasina kémak edir.

Rule 6: Check grammar, spelling, and punctuation. Pay attention to sentence structure, verb
tenses, articles, singular and plural nouns, prepositions, and capital letters.

Qayda 6: Qrammatika, orfoqrafiya vo durgu isaralarini yoxlayin. Ciimla qurulusuna, fel
zamanlarina, artikllars, isimlarin tak va com formalarina, s6zonilara ve boytlik harflarin diizgiin
islonmasina diqqgat yetirin.

Rule 7: Avoid unnecessary repetition. Use synonyms and paraphrasing to express your ideas in
different ways. Do not repeat the same word too often when a suitable alternative is available.

Qayda 7: Lazimsiz takrarlardan cakinin. Fikirlorinizi miixtalif yollarla ifade etmak {gilin
sinonimlarden va parafrazdan istifade edin. Uygun alternativ olduqda eyni so0zii tez-tez
tokrarlamayin.

Request for information letter iiciin B1 saviyyads liigat niitmunalari
Collocations - S0z birlosmalari
Asking for information — Malumat istamak

request information - malumat talab etmak

provide information - malumat vermak

ask for details - tafarriiatlart sorusmaq

obtain information - malumat alda etmak

give further details - alava tafarriiatlar vermak

answer a question - suala cavab vermak

make an enquiry - sorgu etmak

request further information - alava malumat talab etmak
clarify a point - bir masalani aydinlasdirmaq

confirm the details - tafarriiatlar tasdiqglamak

AN NI Y N U N N NN

Requests and support — Miiraciat va dastak

v' make a request - miiraciat etmak
v’ offer support - dastak taklif etmak
v’ provide assistance - kimak gistarmak



receive support - dastak almaq

express gratitude - minnatdarliq bildirmak

appreciate your help - kémayinizi yiiksak qiymatlandirmak
consider a request - miiraciati nazardan kegcirmak

discuss a matter - masaloni miizakira etmak

arrange a meeting - gortis taskil etmak

give a response - cavab vermak

meet a deadline - son tarixa riayat etmak

further discussion - alava miizakira

D N N NI N N N N N

Time and delivery — Vaxt va ¢atdirilma

delivery date - catdirilma tarixi

delivery arrangements - ¢catdirilma sartlari

within two weeks - iki hafta arzinda

by the end of the month - ayin sonunadak

at your earliest convenience - sizin ticiin miimkiin olan an yaxin vaxtda
meet a deadline - son tarixa ¢catmaq

available dates - mévcud tarixlar

opening hours - is saatlari

expected date - gozlonilan tarix

AN NN U Y N N NN

make arrangements - hazirliq gérmak, taskil etmak

Phrasal verbs - Frazeoloji feillor

<

follow up on - masala ila bagli yenidan alaqa saxlamaq
refer to - istinad etmak, geyd etmak

set out - atrafli izah etmak, tagdim etmak

put forward - taklif irali siirmak

carry out - hayata kegcirmak, icra etmak
enquire about - haqqinda malumat almagq
apply for - miiraciat etmak, ariza vermak
look forward to - sabirsizlikla g6zloamak

deal with - masala ilo masgul olmaq

provide with - tamin etmak

Word formation sKills - S6zdiizaltma bacariqlari

AN NN NN

<\

information - malumat
informative - malumatlandirici
inform - malumat vermak
informed - malumatlandiriimis
education - tahsil

educational - tahsilla bagh
educate - tohsil vermak
educatee - tahsil alan
application - miiraciat

apply - miiraciat etmoak

AN Y N U N N NN
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applicant - miiraciat edan saxs
available - movcud, algatan
availability - mévcudlugq, alcatanlq
necessary - zaruri

necessity - zarurat

interested - maraqlanan
interesting - maraqli

interest - maraq

interestedly - maraqla
helpful - faydali

help - kémak

helpless - komaksiz

helpfully - faydali sakilda
successful - ugurlu
successfully - ugurla

success - ugur

succeed - ugur qazanmagq
different - farqgli

difference - forq

differently - farqli sakilda
agree - razilasmaq
agreement - raziliq, razilasma
agreeable - maqgbul, xos
disagree - razilasmamaq
convenient - alverisli
convenience - rahatliq, alverislilik
inconvenient - alverissiz
possible - miimkiin
possibility - imkan, ehtimal
impossible - miimkiinsiiz
impossiblely - geyri-mitimkiin sakilda
suitable - uygun

suitability - uygunluq
suitably - uygun sakilda
careful - digqatli

carefully - digqatla

careless - digqatsiz

carelessly - diqqatsiz sakilda
clear - aydin

clearly - aydin sakilda

clarity - aydinliq

unclear - aydin olmayan
polite - nazakatli

politely - nazakatla

politeness - nazakat

impolite - nazakatsiz
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prompt - cald, operativ
promptly - darhal, gecikdirmadan
response - cavab

respond - cavab vermak
responsible - masuliyyatli
responsibility - masuliyyat
irresponsible - masuliyyatsiz
decide - goarar vermak
decision - garar

decisive - qatiyyatli

explain - izah etmak
explanation - izah
explanatory - izahli

describe - tasvir etmak
description - tasvir
descriptive - tasviri

require - talab etmak
requirement - talab, talab olunan sart
request - xahis, miiraciat etmak
requested - talab edilmis
additional - alava

addition - alava etma
additionally - alava olaraq
attend - istirak etmoak
attendance - istirak
attendee - istirakg¢i
participate - istirak etmak
participation - istirak
participant - istirakgi
organise - tagkil etmak
organisation - tagkilat
organised - tagkil edilmis
organiser - tagkilatci
improve - yaxsilasdirmaq
improvement - yaxsilasma, inkisaf
improved - yaxsilasdiriimis
develop - inkisaf etdirmak
development - inkisaf
developed - inkisaf etmis
provide - tamin etmak
provider - tamin edan
provision - tamin etma
assist - komak etmak
assistance - kémak, yardim
assistant - kémakgi

appreciate - qgiymatlandirmak, minnatdar olmaq



appreciation - giymatlandirma, minnatdarlq
appreciative - minnatdar

thank - tasakkiir etmak

thankful - minnatdar

AN N N N

thankfulness - minnatdarliq

Adjectives and adverbs (ed/ing forms) - Sifatlar vo zarflar (ed/ing formali)

Adjectives - Sifatlor

interested - maraqlanan
pleased - mamnun

satisfied - razi qalmis

excited - hayacanlanan
surprised - taacciiblanmis
confused - ¢asqin

concerned - narahat olan
disappointed - mayus olmus
encouraged - ruhlanmig
informed - malumatlandiriimis
impressed - tasirlonmis
motivated - motivasiyali
challenged - ¢atinlikla iizlasmis
worried - narahat olan
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Adverbs

carefully - diqqatla

clearly - aydin sakilda
quickly - tez

recently - bu yaxinlarda
usually - adatan

especially - xtisusila
currently - hazirda

directly - birbasa

officially - rasmi sakilda
successfully - ugurla
politely - nazakatla
generally - timumiyyatla
probably - yaqin ki
approximately - taxminan
preferably - istiinliik olaraq
promptly - darhal, gecikdirmadan
regularly - miintazam olaraq
fully - tam sakilda
particularly - xtisusila
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sincerely - samimi-qalbdan



Synonyms - Sinonimlar
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ask - enquire - sorusmaq, malumat almaq

request - appeal - xahis etmak, miiraciat etmak
obtain - get - receive - alda etmak, almaq

provide - supply - tamin etmak

give - offer - taklif etmak, vermak

explain - clarify - izah etmak, aydinlasdirmaq
inform - notify - malumat vermak, xabardar etmak
advise - recommend - maslahat gérmak, tovsiya etmak
suggest - propose - taklif etmak

answer - reply - respond - cavab vermak

ask for - request - istamak, xahis etmak

confirm - verify - tasdiqglamak, dogrulugunu yoxlamagq
check - examine - yoxlamagq, nazardan kegirmak
include - contain - daxil etmak, dztinda ehtiva etmak
attach - enclose - alava etmak, maktuba qosmaq
arrange - organise - tagkil etmak

book - reserve - sifaris etmak, bron etmak

attend - participate in - istirak etmak

join - take part in - qosulmagq, istirak etmak
require - need - talob etmak, ehtiyac duymaq
hope - expect - iimid etmak, gézlamak

appreciate - value - giymatlondirmak

thank - express gratitude - tasakktir etmak, minnatdarliq bildirmak
contact - get in touch with - alaga saxlamagq
available - accessible - alcatan, movcud

suitable - appropriate - uygun, mtinasib
necessary - essential - zaruri, vacib

important - significant - vacib, ahamiyyatli

useful - helpful - faydali

detailed - comprehensive - atrafli, hartarafli
specific - particular - konkret, miiayyan

additional - extra - alava

clear - understandable - aydin, basa diistilon
accurate - correct - daqiq, diizgiin

current - present - hazirki, cari

latest - newest - an son, an yeni

possible - available - miimkiin, mévcud
convenient - suitable - alverisli, uygun

affordable - reasonably priced - miinasib qiymatli
cost - price - giymat, xarc

fee - charge - ddanis, xidmat haqqi

information - details - malumat, tafarrtiatlar
enquiry - inquiry - sorgu

response - reply - answer - cavab
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brochure - leaflet - brostir, malumat varaqasi
booklet - small book - ki¢ik kitabgca

application - request - miiraciat, sorgu

course - programme - kurs, proqgram

training - instruction - talim

service - assistance - xidmoat, yardim

event - occasion - tadbir, hadisa

seminar - workshop - seminar, praktiki masgala
schedule - timetable - cadval

deadline - closing date - son tarix

duration - length - miiddat

requirement - condition - talab, sart
procedure - process - prosedur, proses
opportunity - chance - imkan, fiirsat

option - choice - secim

assistance - help - support - kémak, yardim, dastak
regarding - concerning - ... haqqinda, ... ila bagl
about - on the subject of - haqqinda

promptly - quickly - tez, gecikdirmadan

clearly - understandably - aydin sakilda
carefully - attentively - digqatla

currently - at present - hazirda

approximately - about - taxminan

sincerely - genuinely - somimi-qalbdan

grateful - thankful - minnatdar

pleased - satisfied - mamnun, razi qalmis
interested - keen - maraqli, maraqlanan
concerned - worried - narahat olan

Transition signals/Linking words - Kecid ifadalari/Baglayic1 sozlar

NN N N N N N N N N N

Firstly - ilk névbada

First of all - har seydan avval
Secondly - ikinci olaraq
Finally - nahayat, son olaraq
In addition - alava olaraq
Additionally - bundan alava
Furthermore - bundan basqa
Moreover - tistalik

Also - hamginin

Besides - bundan alava

For example - masalan

For instance - masalon

Such as - kimi

In particular - xtisusila
Specifically - konkret olaraq
Regarding - ... ilo bagh
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Concerning - ... haqqinda

With regard to - ... ila alaqadar

In terms of - ... haximindan

As for - ... galinca

Therefore - buna goéra

Thus - belalikla

As aresult - natica etibarila
Consequently - naticada

However - lakin

Nevertheless - buna baxmayaraq
Although - baxmayaraq ki

On the other hand - digar tarafdan
Instead - avazinda

In contrast - aksina

For this reason - bu sababdan
Since - ... olduguna gora

Because of - ... sababindan

If possible - miimkiindtirsa

If necessary - zaruri olarsa

In this case - bu halda

Meanwhile - bu miiddatda
Beforehand - avvalcadan
Afterwards - bundan sonra

At the same time - eyni zamanda
Currently - hazirda

At present - hal-hazirda

In the future - galacakda

As soon as possible - miimkiin qadar tez
In advance - avvalcadan

To clarify - aydinlasdirmagq lictin
To be more specific - daha konkret desak
In other words - basqa sézla

In short - gisaca

To summarise - yekunlasdirmaq tigtin
In conclusion - natica olaraq

Conjunctions - Baglayicilar

<\
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And - va

But - amma, lakin

Or - va ya, yaxud

So - buna gora, ona gora do
Because - ¢linki

Although - baxmayaraq ki
Though - baxmayaragq ki
While - ikan, halbuki
Whereas - halbuki
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If - agor

Unless - agar ... olmasa

Since - ... olduguna gora

As - ... kimi, ... olduguna gora

When - na zaman ki

Whenever - hor dafa ki

Before - avval

After - sonra

Until - ... gadar

Once - ... kimi, ... sonra

As soon as - ... edan kimi

Even though - hatta ... baxmayaraq
In case - ehtimalina qarsi, ... olarsa
Provided that - bir sartla ki

In order that - ... magsadila

So that - ... deys, ... ligiin

Not only ... but also - takca ... deyil, hom da
Either .. or - ya... ya da

Neither ... nor - na ... na da

Both ... and - ham ... ham da

Prepositions - S6zoniilor

<
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About - haqqinda

Regarding - ... ila bagl
Concerning - ... barada

For - ligctin

To - -a, -9; ... ligclin

From - -dan, -dan

Of - -1n, -in; ...-1n

With - ila

Without - olmadan

By - tarafindan; vasitasila

In - -da, -do; igcinda

On - iizarinda; -da, -da

At - -da, -da; miiayyan néqtada
During - arzinda

Before - avval

After - sonra

Until - ... gadar

Since - ...-dan bari

Within - arzinda, daxilinda
Throughout - boyunca
Between - arasinda (iki sey arasinda)
Among - arasinda (bir qrup daxilinda)
Through - vasitasils, icindon
Across - o biri tarafa, boyunca



Against - aleyhina

Despite - ... baxmayaraq

In spite of - ... baxmayaraq

Because of - ... sababindan

Due to - ... sababindan

Instead of - ... avazina

In addition to - ... alava olaraq

Apart from - ... basqa, ...-dan alava
According to - ...-a asasan

In accordance with - ...-a uygun olaraq
In relation to - ... ilo alagadar

In response to - ... cavab olaraq

On behalf of - ... adindan

In advance - avvalcadan

At present - hazirda

In the future - galacakda

By the end of - ...-in sonuna qadar
Prior to - ...-dan avval

Following - ...-dan sonra

In terms of - ... baximindan

With regard to - ... ilo alagadar

For further information - alava malumat ligtin
At your convenience - sizin ti¢iin alverigsli vaxtda
In connection with - ... ilo alagadar
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Additional notes

A student's response that uses different names will be awarded 0 points, while a response that is off-
topic will be awarded 1 point.

Do not begin your sentences with "Because” or "But.”
9lava geydlar

Basqga adlardan istifada edan talabanin cavab1 “0” balla, mévzudan kanar yazan talebanin cavabi isa
“1” balla giymatlandirilacak.

Cimlalarinizi Because/But ile baslamayin.



Request for Information Letter sample - Moktuba niimuna
Task:

You are a member of a university English Club. You are interested in taking part in an international
English language training programme organised by an educational organisation. Write a formal
letter to the manager of the organisation to request information about programme’s content,
duration, the participation fee and whether any discounts are available (at least 150 words). In your
letter, introduce yourself and your club, give details about the request and indicate the time frame
when you need the information, and offer availability for further discussion.

You should write atleast 150 words.
In your letter, you MUST use the name provided.

Salutation:

Dear Manager,

Closing:

Mr. Browns

If needed, use only this email address and contact number: student@unec.edu.az,
(+994)503000000

ATTENTION!

Dear student, Do NOT use any other name, email address or contact number in your letter.
USE ONLY THE INFORMATION PROVIDED HERE, OTHERWISE YOU WILL GET “0” point!

Dear Manager,

[ am writing to request information about the international English language training programme
organised by your educational organisation. [ am a member of the University English Club, which
aims to improve students’ English language skills and provide opportunities for international
communication.

Firstly,  would be grateful if you could provide details about the programme’s content. In particular,
[ would like to know whether it focuses on speaking, writing, listening or all four language skills.
Furthermore, could you inform me about the duration of the programme and its starting date? I
would also appreciate it if you could provide information about the participation fee and whether
any discounts are available for university students or groups of participants from the same club.

As several members of our club are interested in joining this programme, [ would be grateful if you
could send me the requested information by the end of this week. This would help us discuss the
opportunity and make a final decision.

If you have any question, please do not hesitate to contact me by email at student@unec.edu.az or by
phone on (+994)503000000. I am also available to meet you in person if you would prefer to discuss
the details.

Thank you for your time and assistance. I look forward to hearing from you soon.
Yours faithfully,

Mr. Browns


mailto:student@unec.edu.az
mailto:student@unec.edu.az
tel:+994%2050%20300%2000%2000

asaslandirihib.

4. Maktubun 3-cii asas
hissasi lazimi saviyyada
ahata olunub, fikirlor
genislandirilib va
asaslandirilib.

5. Har ti¢ hissaya rasmi

iislubda toxunulub.
Moktubun tonu rasmidir.

(Firstly, moreover, furthermore,
however, although, therefore,
then, thus)

4. Baglayicilar (and, but, also, as,
100, or, because, since)

5. Tokrardan gagmagq tigiin sozlarin
avazliklor va digar alagalondirici
vasitalarla avaz edilmasi

qayidis, geyri-miiayyan, nisbi),
migdar bildiron sozlor
(many/much/few/a few/little/a
little), s6z6nlar;

4. Sifatlor va zarflor ("-ed"/"-ing"
sokiili formalar, miigayisa va
ustiinliik daracalari):

5. Orfografiya va durgu isaralori;

Levil ASSESSMENT CRITERIA
l'ask response (TR) Cohesion and coherence (CC) Grammatigal l‘ifllﬁt‘ s Lexical resources (LR)
accuracy (GRA)
1. It must have at least 7 words at B level.
X 2. Replacement of words with synonyms. Here are a
1. Word count (150) 1. Word order and sentence few examples of synonyms at Bl level:
) Structure;
2-;}13 1% bIOdy Of:::j IC‘:" is|]. The structure of the letter 2. Tenses (For example, The v/ Happy - Content, Joyful
uately covered an i S g 4
idcc:s are thcnded and {salutation; bodyy claseee) present simple, the present v/ Big - Large, Spacious
- & 4 continuous, the past simple, the
supported. _)Nmb. . mu.ﬁl s ol future simple, the present /' Sad - Unhappy, Depressed
3. The 2% body of the letter [2- The letter is casy to follow perfect, the past continuous)  Good - Excellent, Fine
is adequately covered and |3 1 inkin SR ;
: . g words/Transition words [3_ Article, Nouns, ot gl
lficas ::::xlended and (Firstly, moreover, funhcl:morc. (shnigulasiplrall W/ Bad - Terrible, Awful
il supported. h}:)wev:r, although, therefore, countable/uncountable), W/ Start - Begin, Commence
o 3 then, thus) S
4. The 3 body of the letter Pronouns, (personalipossessive,] s £y Finish, Gonclude
is adequately covered and |4 Conjunctions (and, but, also, as, | reflexive. indefinite, relative),
ideas are extended and 100, or, because, since) Quantifiers (many/much/few/a | +/ Talk - Speak, Chat
s rted. few/little/a little), Prepositions; ;
by = 5. Replacement of words with 0= i V/ Help - Assist, Support
5. All three points have been | o ouns and other cohesive 4. Adjectives and Adverbs v/ Understand - Comprehend, Grasp
addressed in a formal way. | govices to avoid repetition (ed/ing forms, comparative and
The tone of the letter is superlative forms); 3. Phrasal verbs/Collocations (B1) (For example, to
formal. 5. Spelling and Punctuation; meet a dcadlmf:.‘ to keep in touch with somebody, to
reach a conclusion)
4. The use of vocabulary related to the topic
5. Paraphrasing and word formation skills
Foviypo QIYMOTLONDIRMO MEYARLARI
Qra atik "UK Flar
Tapsiriga cavab Uygunlugq va ardiailhq ‘)I um:n |.“.k i l?.“",.l : ‘.I,”?. Liigat ehtiyati
- miixtalifliyi va diizgiinliiyii
1. Tarkibinda B1 saviyyasinda an az1 7 s6z olmahidir.
2. Sozlarin sinonimlarla avaz edilmasi. Budur, Bl
1. Sz say1 (150) saviyyasinds sinonimlara dair bir ne¢a niimuna:
1. So6z sirasi va ciimls qurulusu;
2. Maktubun 1-ci asas hissasi|!- Maktubun strukturu (salamlama, b 7 - ! & i W/ Happy - Content, Joyful
s asas hissa, yek 2. Zamanlar (masalon: sado indiki J !
|é:7-!mlbb~""vl?')l'9d0 = X o zaman, davam edan indiki v/ Big - Large, Spacious
olunub, fikirlor Qeyd: Maktub rosmi gokilda
: R yd: Maktub rosmi goki zaman, sado kegmis zaman, . i
genllslnzdxrllltl,b va famanlanmalidic Sadgalocok raman, it V/ Sad - Unhappy, Depressed
b o 6. Moktubun izlonillmasi indiki zaman, davam edon W/ Good - Excellent, Fine
2-ci asas hissasi| ¥ kegmis 2 3
3. IMaklubun.- ild :\sar hissasi (oxunmasi va anlagilmast) CC"T“? éafflifn) \/ Bad - Terrible, Awful
azimi saviyyada shato asandir 3. Artikilar, isimlor (tak/com, :
olur?ub. h!q‘rl.ar s fial —_— sayila bilon/sayila bilmayan), W/ Start - Begin, Commence
B1| genislandirilib vo - Baglayic: sézlar/kegid ifadalori | oo (saxs/iiyalik,

+/ End - Finish, Conclude

V/ Talk - Speak, Chat

/' Help - Assist, Support

v/ Understand - Comprehend, Grasp

3. Frazeoloji feillor/Soz birlosmoalori (B1) (For example, to
meet a deadline, to keep in touch with somebody, to
reach a conclusion)

4. Movzu ilo olagali leksikamn istifadosi

5. Yenidan ifado etma (parafraz) vo sozdiizoltma
bacariqlan




