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Unit 7: Comparing Products: 

1- Introduction 

     At the request of the head of the company, this report compares two of the-top-of-the-range 

headphones and recommends one of the two models to be used in company. 

(2) Price 

     Sonar 3001 is more expensive than the KristalClear. Sonar costs 265 US $, but Kristalclear 

costs 180 US S. 

(3)Weight 

      KristalClear is a little bit lighter than Sonar Headphone 3001. KristalClear weighs 170 g 

whereas Sonar 3001 weighs 185 8. 

(4) Design 

     Both are attractive and stylish, but they have different ratings from Sound and Vision 

Magazine; Kristal has a 5-Star outstanding rating whereas Sonar3001 has a 3-star rating.  

(5) Colour 

The first model is available in different colours such as black and while the other model is 

available in blue. 

(6) Sound 

     Sonar3001 has more powerful and deeper sound bass than Kristal Clear. Also, Sonar3001 has 

good high-end sounds, lots of energy and power. 

(7) Durability 

     KristalClear is well made, but the cable is a bit weak whereas Sonar 3001 is well built, with 

strong construction and is made to last. 

(8) Other features 

     KristalClear is provided with a unique sound system that reduces outside noise greatly. In 

addition, its headband is flexible and easily adjustable. As for Sonar 3001, it has a control 

system on the cable so that users can turn sound up and down. Furthermore, Sonar 3001 has 

sponge pads on the headphones covered in soft leather and this makes it so comfortable. 

(9) Overall impression 

     The two products are well constructed with excellent bass and high-end sounds. Though 

they are not cheap, they have good sound quality and excellent durability. 

(10) size:  

The first model is much larger than the second model. The first one measures 7 inches whereas 

the second model measures 4 inches. 

11- Performance and other features  

Both models are performing well. However,……… has more features such as …….. and …….  



11- Conclusion and recommendation 

Though both …………………………….are attractive and suitable for usage, the company is 

strongly recommended to purchase ……. as it is more practical and more affordable. In 
addition, it is a highly successful model with a lot of features. 

Signed: Mr. Alaa Hassan, Purchasing Office 

Date: 10 April, 2019 

 

Practice: 

 

Formal correspondence (emails) Layout 

1- Introduction: Dear Mr.  Mrs.   Ms     sir/madam 

I am writing to enquire about …..  
I am writing to inform you about ….. 

2- Content 

I am writing this email with reference to your previous contact concerning … 

- Giving good news: I am delighted to inform …………… 

- Giving bad news:  I regret to inform you ………………… 

- Making an offer: if you wish, I would be happy to ………. 
- Making a request: I would be grateful if you could…. 
- Refusing an invitation: I am unable to attend due to …… 

- Apologizing: I would like to apologize for …… please accept my apology. 

3- Conclusion: 

-Should you have any further questions, please do not hesitate to contact me. Please 

find a attached a copy of …… 

I look forward to hearing from you in the near future. 

Yours Faithfully/ sincerely,……………………….. 



Unit 8: Formal correspondence 
 

Refusing Invitation 

Dear sir/madam, 

I am writing this email to apologize for not being able to come to the 

conference. This email is written with reference to your previous contact 

inviting me to attend a conference about using technology in education.  

 

Thank you very much for your kind invitation. I am really grateful to you. 

Unfortunately, I regret to tell you that I will be unable to come to the 

conference. I will be travelling to the KSA on the same day to attend a 

conference about the same topic. Then, I will travel to The UAE on a business 

trip.   
 

I would like to apologize again for not coming. Please, accept my apology. 

Should you have any further questions, please do not hesitate to contact 

me. Please find attached a copy of …… 

I look forward to hearing from you in the near future. 

Yours Faithfully/ sincerely, 

……………………….. 

Informal correspondence 

Dear Sarah, 

How’re you? How’s life with you? I hope you’re fine and everything is going well. 
It’s great to hear from you. Sorry I haven’t been in touch with you for such a long 

time. I’m writing this email in response to your invitation. Got your message on the 

14th of May asking me to go for a drink after work tonight. 

 

Thanks a lot for your kind invitation. I’m very grateful to you. Unfortunately,  I’m 
sorry for being unable to accept your invitation of going for a drink tonight. I can’t 
make it as I’m going to the cinema at the same time. I’d like to let you know that 
we could go on Friday if you have a chance. I’d be happy if you accept. 

Please feel free to call or mail me if you need any help. Speak to you soon. 

Best wishes 

Yours sincerely, 

Ali. 



Unit 9: Describing a process: 

 

The pictures show the process of milk production from the stage of cows 

grazing to the stage of delivering the packed milk to customers. 

 

The First step of the process involves cows which are sent to grass fields. After 

the stage of grazing, cows will produce milk twice a day thanks to the use of a 

special milking machine. Raw milk from cows is then stored in refrigeration 

facilities to ensure that its best quality is maintained. A milk tanker is then used to 

deliver stored milk to Dairy on a daily basis.  

 

The Dairy is where industrial and manufacturing techniques are required to 

create finished milk. After this step, finished milk will be delivered in two ways. It 

can be processed one more time to produce cheese, cream and butter 

 

Finally, processed milk from the dairy will be automatically pasteurized and 

packed in an assembly line. This stage is followed by the delivery of packed milk 

to supermarkets and shops where customers normally purchase their milk. 

 

 

 



Making a motorbike 

Making a motorbike is a long and difficult process. There is a total of 10 stages in 

the process of making motorbikes beginning with designing the product and 

ending with producing it in large numbers in factories. 
  

The first stage of making a motorbike is designing the new product. After that, a 

prototype is built. Then, this prototype is tested to discover any problems with it. 

Following this, we solve all the problems with the model. Next, a small number of 

motorbikes is produced. These motorbikes are also put under experiment to 

discover and problems. When they are carefully checked, a governmental 

agency checks the new product. Finally, a certificate of production is issued. 

Therefore, factories start producing this motorbike in large numbers. 
 

In the end, the final product is transported and delivered to the shops to be 

purchased by customers all over the world. Overall, the process of making 

motorbikes is so difficult, but it is profitable. 
 

Unit 10: Bar charts: 

1-This bar chart gives information about ………………….. The vertical axis 

represents ……………. While the horizontal axis represents …….. The comparison is 

between ……. and ……… during the years from …….. to ……., a period of 5 years. 
 

2-It can be clearly seen that the number/ percentage of ………was ……. in 2010.  

In 2020, the number/ percentage of ………….. increased/ decreased 

significantly/ slightly/ relatively recording/ reaching  nearly/ about/ 

approximately ………………….. . There was a sharp rise/ drop in the number/ 

percentage of ………….. .  The numbers of ………, …… and …recorded ……, …… 
and ……. In the years ……, …… and ……….. respectively. 
 

3-We can notice that the percentage of …… was higher than the percentage of 

……… .  In contrast, the percentage of … was lower than the percentage of … . 
 

4-Overall, we can notice that there are changeable trends in this chart. There is 

an upward/ downward/ stable trend in the number of …… The highest /lowest 

percentage of …… was recorded in …… 

Linkers/ connectors: (in contrast – on the contrary – However – whereas – While - 

similarly) 



 

Unit 11: Formal report 

A report on Children’s Festival 

Introduction: 

Overall, the Children's festival was highly successful, attracting many people. The 

weather was fantastic, although it rained heavily for some time. Most of the performers 

were excellent and well received by the public. 

b. Audiences: 

People attending were mainly families and friends. However, there were people of all 

ages, and a large number from the various ethnic groups in our community. The shows 

were all exciting and interesting. 

c. Performers 

The majority were comedians and children's entertainers, but there was a wide 

variety of acts from over 20 countries. Almost all of the performers started and finished 

their acts on time.  

d. Refreshments: 

There were many outlets offering hot and cold food. On the whole, people were 

satisfied with the quality of the food and service. However, some people complained 

that the queues were too long. 

e. Conclusion: 



The festival gave greater pleasure to a large number of people and it brought 

together the different cultural communities within our city. In general, the sponsors were 

very pleased with the organization of the festival. Most of them wanted to participate in 

the next year's festival. 

1. Recommendation 

- Ways of reducing crowds at the most popular events should be considered. 

- More signs need to be provided.        

- A wider variety of food should be offered. 

- Special access for mothers with young children could be arranged. 

- lt is vital to hire more security staff. 

- We must start to advertise the event much earlier. 

Unit 12: cause and effect essay 

Introduction: 

              There have been many studies of... (The issue)... and how to deal with it. 

However, writers often have different definitions of the term. In general, --------------- 

can be defined as a state where/ when _____________________. This essay aims to 

highlight the main causes of … (The issue)..... and their effects. If these can be 

identified, efforts to treat it will be more effective. 
 

      Firstly, it can be argued that the most important reason for (the topic) is _____. 

We can never ignore that.  As a result, _______. Also, _______. However, _________. 

If there is/ are _____, the result is _____. It is a turning cycle that ends in (The issue) 
 

A second significant reason for ...(the issue)....is ______ No one can deny this fact. 

So, ______. Without ______, it would be impossible for........ to __________,therefore 

they fall into the trap 
 

Finally, the third main cause of ... (The issue) is ____. This is a very clear negative 

point. Because of this,______  consequently, ______. Studies have shown that ____ . 
 

     Overall, I think it is necessary to do more research to be aware of all factors 

related to -------------. Moreover, if we need to treat that issue, we have to 

consider it well with all its sides. We should concentrate on ___________ and _____ 

as those are the main steps to --------------.  Since........(The issue).... is human 

touching, it is therefore essential to focus on the human causes. 



 

Cause and effect Academic Essay about Divorce 

         There have been many studies recently about divorce and how to reduce it. 

However, writers have different definitions of the term. This essay focuses on 

divorce which can be defined as any formal separation of husband and wife. This 

essay outlines three main causes of divorce and their effects.  
 

        It can be argued that the most important reason for divorce is early marriage. 

Now let’s see what bad effects this has. As a result, people who get married at an 

early age aren’t mature enough to run that marriage. We can never ignore; 

young couples are sometime irresponsible. So, they may think only about their 

personal needs and not their family.  
 

A second reason for divorce is family problems. This is a very clear negative point 

because parents fighting can make kids fight. This has many effects. First, it leads 

kids to misbehave and shout all the time. We can never ignore that, problems 

have bad effects on all the family members because they can cause depression.  
 

The third main cause for divorce is financial problems. No one can deny this fact. 

Because of this, a lot of marriages collapse as many people think that money 

brings happiness. However, greedy or mean husbands or wives will do anything 

for money like stealing or even killing.  
 

     Overall, I think it is necessary to do more research to be aware of all factors 

related to divorce.  Moreover, if we need to treat that issue, we have to consider 

it well with all its sides. We should concentrate on spending salaries wisely and 

finding other resources to support their family as those are the main steps to solve 

this problem.  Since divorce is human touching, it is therefore essential to focus on 

the human causes. 

 


