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ة جدحفص الثانوية للبناتقسم اللغة الانجليزية بمدرس ب  202انج  اعداد معلمات   

Writing 7 : A product report 
 

 

 

 

Unit 9 : Writing formal and informal email 

Report on: HP and Apple 

Introduction:  
This report is about HP’s laptops and Apple’s laptops. It will recommend one of the designs to use it 
for university. 
 
Price:    نحدد اي سعر أغلى / ارخص ونذكر السعر  
The HP’s laptops are reasonable and affordable. On the other hand, Apple’s laptops are more 
expensive and they cost about BD 1000. 
 
Size:    اصغر ونذكر القياسات  / نحدد اي منتج اكبر  
HP’s size is bigger than the Apple’s with a larger screen. Both laptops have the same length but 
different width. 
 
Colour: ن     نذكر عدد الألوان و نعددها بالمنتجي   
Apple’s laptops have a wide range of colours like black, gold, pink and silver. While HP’s laptops 
have black and grey only. 
 
Weight: ن أثقل وزنا أو اخف  حن  دد اي المنتجي   
Apple’s laptops are lighter than HP’s laptops, which are heavier. 
 
Durability:    نحدد اي منتج أطول صلاحية  
HP’s laptops are supposed to last for a long time but it depends as well on the usage. In contrast, 
Apple’s laptops are easy to be broken due their light weight. 
 
Practicality:   نحدد اي منتج عملىي اكبر 
HP’s laptops are more practical because of their easy operating system. On contrary, Apple’s system 
is uncommon so that it is a little bit complicated to be used. 
 
Performance: ن      ي اداء المنتجي 

ن
التحدث ف  

Apple’s laptops are modern and innovative. Their design is so unique and they come with touchy 
screens. Moreover, Apple uses iOS operating system while HP uses Window. 
 
Conclusion: خاتمة ثابته يتم تغيب  اسماء المنتجات فقط     
Although both Apple’s and HP’s laptops are practical and functional, the laptops of Apple are more 
stylish and they have more attractive features that serve you in so many ways.         

ن ي عند كتابة تقرير عن - ي السؤال معاستخدام الجدول المعطى جب منتجي 
 لي : مراعاة التا  فن

ن ج تحديد المنتيتم   : قدمة الم .1  . وموضوع التقرير  ي 

   .   عنواين الفقرات تأخذ من الجدول المرفق بالسؤالإذ إن  تلف مكون من مجموعة فقرات كل فقرة تحمل عنوان مخ : العرض  .2

 . لاسبابحدد فيها المنتج الأفضل للاستخدام مع ذكر ان   :  الخاتمة .3
 

   قبل كتابتها  كل فقرة   عنوانلابد من كتابة   ملاحظة مهمة : **
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Unit 9 : Writing formal and informal 
 

  

 

 

  ل الغير رسم  نموذج للايمي
Informal Email 

1. Opening remarks: (Greetings + Hi/ how are 
you / miss you) 

2. Reason for writing 
3. Details  
4. Future contact  
5. Closing remarks + signing off  

  

للايميل الرسم   نموذج   
 Formal email  

1. Opening remarks: (Dear Sir/madam,)  
2. Reason for writing  
3. Details  

 
4. Future contact: I look forward to hearing 

from you. 
5. Closing remarks + signing off  

Hi Emma,  

          How are you?. I really miss you. It’s 

been a long time since our last gathering. I’m 

glad to hear from you 
 

       Thank you so much for inviting me to go 

out with you. I really look forward to meeting 

you but unfortunately. I can't do that 

because my sister is sick and I have to take 

care of her. In addition, I am very busy 

submitting my draft in English because you 

know Miss Sarah does not accept to miss 

deadlines. Not only that but guess what? My 

older sister is getting married and everyone 

is engaged in preparing for her part. 
 

      Well, I will make it up for you soon can 

we go to the cinema to watch the latest 

movie of Tom holland please let me know if 

you are free next week. 
    

With love, 

Lucy                                                                                                                                                               

 
Dear Sir/Madam, 
 

        I am writing to ask you about your offer. 
I read on your website that you offer Music 
CD copying for large quantities of CDs.  
 
        I would like to inquire about the 
procedures involved in these services. Are 
the files transferred online, or are the titles 
sent by CD to your standard mail? How long 
does it usually take to produce 
approximately 500 copies? Are there any 
discounts on such a large quantity?  

 
    I look forward to hearing from you soon. 
Best regards, 
Noor Ali 

                                                       
 
 
 
 

                                                                              

ن على عناصر الايميل عليك - كت 
الغت  رسمي   التر

ن     من التضليل اعلاه كما هو مبي 

 رسمية  استخدام اللغة ال عليك  -

 ملاحظة مهمة: 

  يرجى الانتباه للسؤال جيدا حيث ان وفقا للموقف سيتم تحديد نوع الرسالة رسمية او غت  رسمية -
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Unit 9: Writing a process essay.  
 

   

 Process Writingقالب 

         This essay is about ……………… ( الموضوع) . There are ………steps  )عدد الخطوات( 
……… in the process. Beginning with preparing the tools and materials.  
  
 
 

            First of all, ------------------------------------------- Second,  -----------------------------
Third,  --  --------. Fourth, ---------------------. ----------------------. Then, --------------------
Next,-----------------------------. After that,-------------------------------------------------. In 
the final step, ---------------------------------.  
 
 
 

            To sum up , being organized is a good tip to do anything . You should follow 
all the steps carefully to do the process perfectly.  
 

 يتكون المقال من 3 فقرات :  

وسس + عدد الخطوات   .1 د فيها عنوان لتى
َ
 مقدمة : يُحد

تيب مع استخدام .2  كلمات الربط   العر ض: ذكر جميع الخطوات بالتر

(First , ……. / Then, ………….………/ After that,……..………../ Next,…………………….. / 

Finally, …………………………….  ( 

 الخاتمة.   .3

 . حظة : بامكانك استخدام ذات  المقدمة و الخاتمة مع تغيب  الموضوع فقطملا 
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Unit 10 : Describing a trend ( graph / chart writing )  

 

 

 

 

 

 

 

 

 

 Chart Writingقالب  

         The chart gives information about ……………….…. ( Title )…………  in 
………………………)number of legends)  different  areas: …………………………….., 
………………………….., …………………………… and ……………………………………………………. 
 
          It is clear from the chart that …………………………………………………..  

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………… 

 
         Overall, …………………………………………………………………………………..………………… 
………………………………………………………………………………………………………………………  

 

 يتكون الجارت  من 3 فقرات :  

 مع ذكرهم  Legends+ عدد عنوان المخطط مقدمة : يحُدَد فيها  .1

على الاقل باستخدام  خمس جمل مقارنةمقارنة للبيانات المعطاة في الرسم البياني و كتابة  العر ض:  .2

 المصطلحات التالية :

Higher than- lower than  

The highest – the lowest  

Goes up / increase – 

goes down/ decrease. 

equal /same 

 

 ) majority – minority.الخاتمة : ملخص عام : يمكن استخدام مفردتي )3
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Unit 11: Writing a Festival report 

 

 

 

 

 

 

 
 
 

 reportestival Fنموذج 

Report on Food festival 
7th / March / 2023 
 
-Introduction:     تحديد اسم الاحتفال، ونوعه، وتاري    خ اقامته، ومدته، وعدد الحضور ، و حالة الطقس 

Food festival is a fun event. It is held every year and it was on the 7th of March this 
year. It lasted for one week. There were over 5000 people. The weather was sunny 
and cold. The festival was great. 
 
 

-Audiences:  تحديد نوعية الجمهور و فئتهم العمرية 
The visitors were families. They were from all ages. 
 

-Activities: تحديد نوعية الانشطة والفعاليات بالاحتفال 
There were many activities like singing and dancing shows. Also, there were photo 
booths. Moreover, there were shops selling clothes. 
 

-Refreshments:  تحديد نوعية الاطعمه مع ذكر الايجابيات والسلبيات 
There were many food tracks to eat from like fast food, ice-cream, coffee and sweet. 
People liked the food, but they didn’t like the prices.  
 

-Conclusion:   ن ه  تعليق عام عن الا حتفال وعما إذا كان ناجحا أم لا مع ذكر أبرز الأمور أو ما يمت 
The festival was very good. People were happy and the organizers were glad, and they 
want to organize the festival next year.  
 
-Recommendations: 

- They should change the location. 
- They should change the timing of the festival. 
- They should make more parks. 
- They should change the food menu. 

 

  التوصيات لابد أن تكتب على شكل نقاط -

 

   ملاحظة مهمة : **

   قبل كتابتها  ل فقرة ك  عنوانلابد من كتابة  -

ي لأ -
 أو تغطيته ر عن احتفال سبق حضوره التقري  ناستخدام الفعل الماضن
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Unit 12 : Writing a cause and effect essay 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 
 

 

 يتكون المقال من 3 فقرات :  

   موضوع المقال مقدمة : يحُدَد فيها عنوان  .1

 العر ض:   .2

 تأثيرين لكل سبب   2السبب الأول +   -

 تأثيرين لكل سبب   2السبب الثاني +  -

 كل سبب  تأثيرين ل 2السبب الثالث +  -

 الخاتمة : ذكر حلول المشكلة . .3

 ملاحظة : بامكانك استخدام ذات  المقدمة و الخاتمة مع تغيب  الموضوع فقط

 

 Cause and effect essayقالب 


