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How to write a good report?
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In conclusion In summary
For these reasons.




How to write an e-mail
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The formal letter or-enai and the informal ones.
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Formal

| nformal

The reason
Obtained

Arrived at

Was obliged to
Departed

Thank you....
Apologetic
Received

The previous evening
Arrived at

The following day

Yours sincerely.

Got...
got to....
Had to...
Left...
Thanks...
Sorry....
Got....
The evening before..
Got to....

The next day...
See you "bye".




An Outline
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THIRD PERIOD

Energy Power
A

Energy is very important. Cars, ships, plamekteains need energy to move. Without
energy we can't imagine the world. We get energmfdifferent resources. We have natujal
resources of energy. Moreover, we have finite recsgsiof energy such as; oil, gas and cdal.
We have another source of energy that we call éweable " source. The renewable sourgps
of energy are; solar power, wind power and wavesgn

There many disadvantages of the finite soun€esiergy such as; they cause pollution
cost too much and they are finite.

On the other hand, the renewable sources ofgm@ave many advantages that they ar
infinite. They are clean power.

Now, the question is how we could save enéhgy.should not let all the lights at home
on. We should not let the A/C on. We should turiitioé gas taps after use. We should tu
off water taps as well. Because to save energyssave life.

Science and Technology
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Technology and science is progressing hapidwadays. First, they made our life eapy
and comfortable today. We have all the new techgyto communicate with any one in th
world instantly. We have our means of communicasioch as our mobile phones and th
internet. We have faxes, e-mails, and we haveltiityao make wireless calls at any time
we want.

In just afew years, these latest inventamd scientific aspects that we can see toda
will seem very old- fashioned compared to things gtientists are currently inventing.
may have flying cars. We will have some kinds ofirame that cure- all. We will have
smart fridges that will automatically inform thepgumarket when it runs out of food. We
will have smart roads that will diminish the acciteeon the roads in the future. Moreove
we have smart clothes and smart and complicatedgshd he smart clothes will keep is
cool in summer and warm in winter.

But we have some disadvantages of scientschbhology as they make us unhealthy
and lazy. So we can say that technology is a deellged weapon.



Money Mixed Blessing
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In the modern world, money is very importemtnost people. Everyone needs mone
and everyone would like to be more wealthy or tldn he is. Most people need to work
because they need to pay for food, clothes andree oy place to live in.

In the past people didn't have money to pay fertliings they bought. They used tc
barter things. Today we have , not only money Isd ather forms of paying for the things
we need . We can pay either by cash or by cretitsca

Some people believe that money is not always gbldy say that money may
sometimes be corrupting and leads to greed. Soo@Eeeay commit crimes to get monej.
But good people work hard to get money .They atsmoney in good things. They also
help other people who need. It's truly said thaheyomakes the world go round

Bank manager
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It's my dream to become a bank manager. But witenk of it, | find out that it is
not as easy as some people may think. A good ivemiager needs certain qualities to be
successful. A bank manager needs more than a sitivdegree to be successful.
When we talk about him we should mention manyed#ht things. To be successfu
he needs to have good communication skills. He ineigiompletely honest and trustwortkjy.
A bank manager should also be able to show leaigelsimean to lead and direct his staff
He should also be able to motivate them when neeHedshould have the ability to deal
with urgent situations. He should be able to ta&easions.

| think | will enjoy working as a bank managerlasg as | love my work.

Story telling and mor al lessons
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Our parents are our first teachers. They us@ive us care, love,
help and advice. They used to make us modest, ydes, friendly
and helpful. They used to tell us moral storiebeanefit from them,
especially before going to bed. Each story teaakes moral lesson arjo
values directly or indirectly. As we are Muslimsirddoly Quran is full
of moral lessons and the stories of our prophe¢ssengers and the
previous nations. These stories improve our imdamgnaHence, we

should follow the pieces of advice that are inrti@ral stories in the
Holy Quran and those of prophets, wise men andhpare



Car accidents

Car accidents are so dangerous and manyepainvolved in
road accidents, A lot of them are killed or injusstiously. Many cars
are lost. So, it is very important for us to lehow to use the roads
properly and safely.

As roads are very busy nowadays, we shoeiidery careful whe
crossing one of them.There are many causes oftcatemts such as;
over speed,bad roads, careless drivers, bad cathain mechanical
problems. We can't forget bad weather also as secafucar
accidents.Another cause of car accidents is noirigauitabnle space
between the cars while driving on the roads. Alsing the mobile
phones is an essential reason for car accideny .tddying to exceed
or trespass cars quickly from the right and suiipggs the roundabou
from the right are essential causes of cat accdent

Then the question is, how could we avoidazaidents today? The
answer is by building good roads at first. Moreowez should examing
our cars before starting off. We should drive aalhef We shouldn't usg
the mobile phones while driving. We should folldve ttraffic rules.
Careless drivers should be punished. We shouldrfasir seat belts.
Finally,remember that over speed is the fastesttowvaleath. Use your
car wiselyand be back home safely.




M essages and communication
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Exchanging messages is very important. ltdphople to keep

closer and communicate. It helps people to knowenadnout each
other. It helps people to exchange news and infoomaln the past
people used to send messages using fire, flagdrangs especially in
the time of wars. Then, the matter developed aey $tarted to use
horses and birds. They used pigeons in sendingagessn the past,
even in the first world war they used homing pigetmmsend messageg.
People used bottle messages in the past to sersgessin the middle
of the sea when they were feeling danger. In tis¢, p&ople used horge
riders and town callers in sending and deliveriregsages.

Nowadays, there are many and different kindeending messageg.
We have mobile phones with their different ways aadial media suc
as; face book, tango, viber and SMS. Also, we ltheenternet, e-
mails, fax mails, and the traditional letters.

As man can't live a solitary life and he shoedghmunicate , so he
tried all the time to find a way to do so. Becauggnk communication
IS very important for people as it is socially aliey habit.




Flying and travelling by plane
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Flying is a real fun. It keeps you above alll dlying in the sky. It
lets you enjoy the view of the sky and the eaitthelps people to kno
more about the space and other destinations askighg today is
easier and faster. It is also more comfortablerdlaee many services
on board of the plane. They provide foods, drinkd aany other
services. There are many people working on boatleoplane to
provide services for the passengers. They areilibte fhe co- pilot and
the attendants. The pilot should have a pilot keeand good English.
He also should study flight physics. There are ndarygers in flying. |
IS dangerous because of some problems the pilofacaysuch as; bad
weather, mechanical problems ...etc. There are mesaygldantages of
working as a pilot one of them that he is away flusfamily and
friends.




