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Writing areport (Lauout)
Bu Ghada Al-Mawlani

To:
From:
Date:
Subject:

The Introduction:

- Aim (reason) for writing the report [ The aim for this report is to
examin ---- in ----].

- A short description of the place and the location [It is a small
town in UK/ Itis abigshoppingarea...].

The Body:
- Positive Points [ There are several positive thing. a. /
b. / c. J.

- Negative Points [There are many things which could be

improved. a. /'b. / c. J.

The conclusion:

- To sum up [One general positive point and one general negative
point].

- Suggestion.

J Don't miss the linking words [and, in addition, plus. also, as well
as, too, moreover, but, however, although, on the one hand, on the
other hand
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