
درخواست اطالعاتنوشتن نامه هاي 
GENERAL MODULE – LETTER FOR ASKING INFORMATION



LETTERS FOR ASKING INFORMATION

:  زمان هاي استفاده شده 	
. مقدمه استفاده مي شوددر آينده از زمان درخواست اطالعات معموالً براي نوشتن نامه هاي 

.يد كه قرار است در آينده دريافت كنيد. نياز به اطالعاتي دارچون در 

ت زيرا ابتدا الزم اس. مي شوداستفاده آينده و حال در پاراگراف هاي بدنه معموالً از فعل هاي 
ي قرار است اطالعات پس زمينه را به صورت حال بيان كنيد و سپس درخواست كنيد كه چه اتفاقت

.در آينده بيافتد

ستي در چون شما از خواننده درخوا. استفاده ميشود آيندهدر پاراگراف نتيجه گيري نيز از زمان 
.  آينده داريد



LETTERS FOR ASKING INFORMATION

:  عبارات مفيد در نامه هاي شكايت 	I am writing for information about…

I’d like to receive….

I would like to receive information regarding….

If you could send me information regarding…, I’d be most grateful.

I should be very grateful if you could let me have information about….

I should be most grateful to you if you would kindly send me the details of ….

I shall appreciate the information about…



You are planning a holiday in Scotland. You have been given the name and 
address of a hotel near the sea and would like some further information. 

Write a letter to the hotel. 
• Ask for information about the hotel's exact location and facilities. 
• Explain any special requirements you have and
• ask whether the hotel can accommodate them.

LETTERS FOR ASKING INFORMATION



Dear Sir/Madam,

My family and I are planning a holiday to Scotland in August and I am writing for more information 
about your hotel.
I know the hotel is close to the sea, but I would be grateful if you could give me details of its exact 
location. Can you tell me how close it is to the nearest beach? Also, how far is it from the town 
centre? Would we need to hire a car during our stay?
I would also like to know what facilities the hotel has. Is there an indoor swimming pool, for example, 
and do you provide a babysitting service? Could you also tell me whether the rooms have an Internet 
connection?
Lastly, my elderly mother will be coming with us and she has problems wailing up stairs. I was 
wondering if the hotel has a lift. If not, please let me know whether it would be possible to book a 
single room on a ground floor for her. Also, will we have to pay a supplement for the single room?
I look forward to hearing from you.

Yours faithfully,
Jenny Walsh



There is a conference going to be held at your local university that you would like to 
attend. 

Write a letter to the organizer of the conference.
• Explain the reasons for wanting to attend.
• Give some information about yourself 
• And ask for any relevant information. 

LETTERS FOR ASKING INFORMATION - EXERCISE

You are interested in buying a new computer system for your company. 

Write a letter to the sales manager of the computer company. 
• Explain your reasons for wanting. 
• Ask for any relevant information such as delivery costs, after sales service and 

discounts. 


