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             The layout of an email for invitation 

 

 

 

 

 

 

 

 

 

Greeting :   Dear Sir/Madam   or   Dear Mrs................. 

Introduction to the main point :  a brief 

explanation of previous experience. 

Main point : inviting including reason for the invitation 

and deciding  the place , the time and the date   

Request for further information : using 

"please" 

Mention of attachment : documents 

attached.(video-audio- program)   

Signing off :- 

 Yours Sincerely" or "Yours Faithfully"  

followed by your name  

Signature : your job  position  

and contact details 

Ending line : this finishes off your message.  



 

Dear Sir/ Madam 

Last week, I saw a television news show about a project of new 

building. There was an interview with you as a  former employee 

who worked in the old building for fifty years .  

I would like to invite you to make a speech as part of the opening 

ceremony as you have a great experience in that filed. The 

ceremony will be held  in Manama  , on 15 May at 9 am . We will 

be honored if you accept our invitation. 

Please find attached  a  document  giving full details of the 

ceremony.  Make sure the talk would need to last for 60 minutes.  

If you acquire  further information, please do not hesitate to 

contact me . 

I look forward to hearing from you. 

Yours Sincerely, 

………………………..(name) 

…………………………..(job position) 

The question : 

Your workplace is opening a new building. Last week, you saw a 

television news show about  that project. There was an interview 

with a former employee who worked in the old building for fifty 

years. Write an email inviting  him/her to make a speech as part 

of the opening ceremony. 

 

Model of  formal invitation 

 



 

 

 

 

Dear .......................... 

How are you? I hope this email finds you well. As you returned from a study 

trip in UK. I think you have enough experience as an abroad student.  

I would like to invite you  to give a talk to a group of students who will go on 

the same trip this year as part of the graduating ceremony in my school. The 

ceremony will be held  in Manama  , on 15 May at 9 am . We will be honored if 

you accept our invitation. 

Please find attached  a  document  giving full details of the ceremony.  Make 

sure the talk would need to last for 60 minutes . The speech will be about your 

experience and some survival tips. 

If you acquire  further information, please do not hesitate to contact  

me . 

I look forward to hearing from you. 

Yours Sincerely, 

………………………..(name) 

…………………………..(job position) 

The question : 

A friend of you is returning soon from a study trip abroad in 

UK. Write an email inviting her/him to give a talk to a group 

of students who will go on the same trip this year. The talk 

should be about experiences and give some survival  tips. 

 

Model of  semi formal email 

 



  

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Conclusion  

The layout of a discursive essay  

 

Introduction 

Background information 

Arguments against 

Arguments for 

The burger layout 



 
In recent years , people have mixed feelings about .................. . 

Some people are for it while others are against it. In this essay , 

I will discuss the opinions of  two sides and by the end I will give 

my own opinion.  

In fact , it is true that in real life its noticed clearly. For example,  

........................................................... .  

To start with , some people claim it is  a positive idea. For 

examples, it ……………………………………………… . Moreover, it 

……………………………. . In addition , it  …………………........ .  

On the other hand, other people  argue  that  this issue must 

not be given that much of  importance. For instance , they  say 

it  …………................. . Besides , it  ........................ 

To sum up , it is obvious that it is pointless to decide whether it 

is proper or not proper idea . On balance , keep in mind both 

point views are fine .But,  I think ..................... . 

 

. 
 

 

 

of  discursive essay  Template  

 

Keep in mind : 

• Follow the layout of five paragraphs .  

• Use linking words underlined in red above.  

• Avoid spelling mistakes .  



educationUsing technology in  

In recent years , people have mixed feelings about using 

technology in education .Some people are for it while others 

are against it. In this essay , I will discuss the opinions of  two 

sides and by the end I will give my own opinion.  

In fact , it is true that in real school life it’s been noticed clearly. 

For example, teachers have applied different applications , 

games and videos as teaching methods.  

To start with , some people claim it is  a positive idea. For 

examples, it makes the teaching process more effective and 

subjects become easier to be understood . Moreover, it 

improves both teachers and students digital literacy . In 

addition , it accesses students to more resources  .  

On the other hand, other people  argue  that  this issue must 

not be given that much of  importance. For instance ,  it could 

distract and cause lack of attention . Besides , it may lead to 

unreliable resources. Also, it may cause negative effect on 

social and relationship skills. 

To sum up , it is obvious that it is pointless to decide whether it 

is proper or not proper idea . On balance , keep in mind both 

point views are fine .But,  I think teachers should use 

technology properly as long as it achieves a progress of 

students level 

Model of  discursive essay  

 



 

 

 

 

 

 

 

 

 

  

 

 

 

  

 

 

 

Title : .................................. 
 

 :ntroduction I Paragraph 1: 
Write the reason of writing the report, who requested it  and when to submit 
it. 

 

 
 :acts and findings F 2: Part  

List four facts and findings about the issue given as points. 
 
 

 
onclusionC  :2Paragraph  

which is presented by scientists or expert. 
 
 

 

 :RecommendationsPart 4 : 

list 4  suggestions  should be given to end the issue.. 
 

 Keep in mind : 

• Follow the layout.  

• There are 2 paragraphs and 2 parts as points 

listed.  

• Keep headings. 

• Avoid spelling mistakes .  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

  

 

 

 

 

 

  

 

Introduction  

This report was requested  by. …………… . It  investigates and 

considers whether ............................is safe and effective .The 

 report was to be submitted by ......................... .  

Facts and findings:  

1.   

2.   

3.   

4.  

A template of report based on facts and findings. 

 



 

 

 

 

 

information sources  

World Health Organization 

Conclusion  

-A serious problem, death rate 

increase.  

-Fighting obesity is everyone’s 

responsibility 

facts  and findings  

- 2016: more than 1.9 billion adults aged 

18 years and older were overweight.  

- About 41 million children under the 

age of 5 years were overweight.  

-main cause: energy imbalance between 

calories consumed and calories 

expended. (Foods high in fats), physical 

inactivity, food culture change etc. 

 -consequences : heart diseases and 

stroke ( leading cause of death in 2012) , 

some cancers (breast and liver cancer) 

Recommendations 

-Raising social awareness 

(importance of healthy diet and 

physical activity ) 

-food industry : must produce 

healthy diets ( less sugar , fat, salt 

etc.) 

-banning marketing unhealthy 

foods (especially those aimed at 

children and teenagers.) 

The question : 

Many scientists argue that there is a direct link between fast food and 

obesity. Write a report to your school magazine about this topic using the 

notes below. (Write between 150 - 200 words)  



 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

Model of report based on facts and findings  

 

Introduction  

It  investigates and . school magazine This report was requested  by 

link between fast food and  directthere is a  considers whether

  of December. th10 The  report was to be submitted by obesity. 

Facts and findings:  

- In 2016: more than 1.9 billion adults aged 18 years and older were overweight.  

- About 41 million children under the age of 5 years were overweight.  

- Its main cause is the energy imbalance between calories consumed and 

calories expended. 

- Some consequences results like  heart diseases and stroke ( leading cause of 

death in 2012) , and some cancers ( like breast and liver cancer). 

 

This issue 

Recommendations: 

- We should raise social awareness (importance of healthy diet and physical 

activity ) 

- We must produce healthy diets ( less sugar , fat, salt etc.) 

- We should ban marketing unhealthy foods (especially those aimed at 

children and teenagers.) 



 

  

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

Report based on a chart 

The layout 

Introduction      

( what – where – when )  

This ( graph /bar or pie chart/ table ) shows the  ( title ) of the 

chart   in …………………………(City/location etc.) .Over or between  

…………………………… (The period of time ). It includes elements like 

.................... , ...................... and ....................... . 

 

2-Body 

*Describe the  changes in the  graph or chart  in details giving the 

dates/numbers/ percentages .  

*Use vocabulary such as verbs of changes .For example:  

go up, fall, decrease dramatically , increase slightly , drop,...... 

 

3-Conclusion 

Overall, what are the things most noticeable about the graphs? 

And mention the highest and the lowest rates.  

 



  

 

 

 

 

 

 

  

 

 

THE  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The question 

 

The given table above illustrates the information about consumers spending 

on different items in five different countries in 2002. It includes items such as 

food , clothing and leisure.  

In terms of food , drinks and tobacco, Turkey spent the most at 32.14%. the 

consuming in Ireland was high also at 28.91% compared with  Spain at 

18.80%. while Italy spent 16.36% and Sweden 15.77% respectively. On the 

other hand, the lowest percentage was on leisure and education which 

accounted under 5% only in all countries. Turkey spent 4.35% on these items 

which is the double of Spain consuming as 1.98%. clothing and footwear was 

the third category of consumers goods as Italy rated 9% while the rest of 

other countries averaged around 6.5%.  

Overall, the percentages of consuming  that all countries spent most was 

food and tobacco as three times higher than other items. The lowest 

noticeable percentage was spent on leisure and education in all five 

countries. 



 

 

 

 

 

 

 

 

 

The ........ chart ................. the .......................................................... . 

It includes activities like  ....................., ....................., 

........................, ........................., ................ and .................... . 

Thirty years ago, teenagers spent ......... of their time chatting 

with friends. This has.................... to percentage of almost 40% 

lately. Teenagers also spent ............... of their time on going out, 

but this percentage has only .................... to 20% recently. In 

contrast, the time spent on studying has significantly .................. 

from 35% to 15%. Similarly, there was a significant ..................... in 

time spent on social activities from 25% to 5%. Watching TV and 

playing ........................... before and now. 

Overall, The  chart demonstrates that the time spent on two 

activities has ................. , while the time spent on two others has 

................... . However, the time spent watching TV and playing 

has ..................... unchanged. 

Complete the  report with the information given in the chart below. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Write a report about the information in the chart. 

 

............................................................................................................................... 

............................................................................................................................... 

...............................................................................................................................

...............................................................................................................................

...............................................................................................................................

...............................................................................................................................

...............................................................................................................................

...............................................................................................................................

...............................................................................................................................

...............................................................................................................................

...............................................................................................................................

............................................................................................................................... 

...............................................................................................................................

...............................................................................................................................

...............................................................................................................................

...............................................................................................................................

...............................................................................................................................

.............................. 



 

 

 

 

 

  

 

 

  

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

  

Film review  

The layout 

Title of the film  

Introduction  :   

-The title and type of the book or film (horror – romantic –comedy –action) 

-The setting (when it was published – where was it published ) and  the  theme. 

- The Main character . 

- The director. 

 

The body  

-The plot: ( what happen first , then  where it reach  after that ) 

 

The conclusion  

-Summarize your thoughts on the good and bad elements of 

the movie. 

-Things you like more  about it . ( rates) 

-Recommendations ( you should see it / don’t miss it / I highly 

recommend you watch it .  

 

 



 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

film review  Model of 

  

 

in  Releasedfilms in recent years.  actionis one of the best  Sky fall

Daniel Craig as a secret  it starsSam Mendes,  2012 and directed by

agent James Bond and Spanish actor Javier  Bardem in the role of 

in many  ook placeThe film tRaul Silva, the villain of the film. 

locations like Istanbul ,Shanghai, Scotland and London which gives 

it a very international atmosphere. 

spy, wants to -a genius hacker who is an ex The plot begins when

take revenge on the organization he used to work for and James 

Bond has to prevent that and stop him. There are a lot of exciting 

action scenes as Bond track him around the world. 

about the film is the set of various locations around  The best thing

the world. The  soundtrack is really impressive as it includes the 

song of a famous English singer Adele. Also, the acting of the main 

characters is on high standards as they bring it to life with dazzling 

I would highly recommend you to and memorable performance. 

I am sure you will especially if you keen on action movies.  watch it

never give up  The message from the film is. not regret watching it

and stay cool under pressure. 

 

The sky fall 



 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Tips for avoiding common spelling mistakes  in discursive essay  
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Causes and effects essay 

The layout : 
 

1. The introduction   

……………… is one of the most common ………. issues 

nowadays. It starts as  …………………. but leads to …………... 

Today, we often hear about ………………. Especially, among 

…………. This essay aims to highlight the main causes and 

effects  of ……………………….  

2. the body which includes a paragraph with 3 causes, start with the most 
important one, and describe  their effects.  

There are many causes and effects behind the problem 

of ………………. on the  people, society, and 

environment. To start with, ………………… affects 

………………… as it may cause ………………. or asthma 

which may lead to ………………... Another  important 

effect of …………….. is that it causes 

…………………………………. This problem is one of the 

main reasons for …………… and ………………….. In 

addition, its  effect on ……………… health may lead to 

………………... Moreover, ………………. And  ……………. 

are the most common reasons for ……………………..  

2. Validate the information about the effects of a study or report from an 
authorized  organization.  

A report by the “………. Organization” concludes that ………………. and  

…………………… are likely consequences of ………………… issue.  

3. the conclusion and give recommendations for the 
future.  :   To Sum up, I think this environmental issue is 

increasing and affects  negatively on people. society, 

environment, and economy. It seems that  schools, 

families, and the community should work together to 

decrease and control these environmental issue. 



Writing question: 

Write an essay about the causes & effects of ………… you must 

suggest a  solution to help improve this issue. Follow the layout 

we discussed before.  (Write 180-200 words) 

Air Pollution  
 

Air pollution is one of the most common 

environmental issues nowadays. It started as 

an industrial revolution but  leads to air 

pollution Today, we often hear about air 

 pollution bad effects especially, among 

people who live in  industrial countries like 

Japan, Germany, and China. This  essay 

aims to highlight the main causes and 

effects of this  environmental issue.  

There are many causes and effects behind 

the problem of  air pollution on the people, 

society, and environment. To  start with, air 

pollution affects the lungs badly as it may  

cause lungs cancer or asthma which may 

leads to death.  Another important effect of 

air pollution is that it causes a  lack of green 

areas in the whole world. This problem is one  

of the main reasons for deforestation and 

desertification. In  addition, its effect on 

animals’ health may lead to animals’ 

extinction. Moreover, desertification and 

animals’ extinction are the most common 

reasons for famine. Also it is a main  cause for 

global warming as it thinner the layers of the 



Ozon which leads to the Ozon hole and 

increasing the global  temperature and 

draught. 

A report by the “Save Our World 

Organization” concludes  that famine and 

lungs cancer are likely consequences of air 

 pollution issues.  

To Sum up, I think this environmental issue is 

increasing and  affects negatively on 

people. society, environment, and  

economy. It seems that schools, families, 

and the  community should work together to 

decrease and control  these environmental 

issues. 
 


