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Parts of the Paragraph
Most English writing is organized into paragraphs. A paragraph is a group of related sentences. These sentences should
have something in common. They should all relate to the topic.
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A typical paragraph has three basic parts; a topic sentence,  supporting sentences, and a concluding sentence.
The topic sentence: A good paragraph begins with a sentence that introduces the topic and tells the main idea of .\
the whole paragraph. It tells what the writer will say about the topic.
The sentences that follow in the paragraph further explain and support the main idea or the topic sentence. They .Y
add details and give support. These sentences are called supporting sentences.
Some paragraphs end with a concluding sentence. This sentence repeats the information in the topic sentenceina .Y
different way.
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Topic Sentences
The topic sentence is the most important sentence of a paragraph. It states the main idea and introduces the reader to
the topic. The topic sentence is more general than the other sentences in the paragraph. Remember that a topic sentence,
like all English sentences, must have a subject and a verb.
( See examples on slides # 8 &9 ).
Supporting Sentences
Supporting sentences add information about the topic. They can be examples or explanations. (See examples on slides # 8
& 9).
Concluding Sentences
The concluding or final sentence of a paragraph usually reminds the reader of the main idea of the paragraph. It repeats
the main idea. (See examples on slides # 8 & 9).
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My Class
The students in my class come from many different parts of the world. Some students are from European countries
such as Germany and Italy, and others are from Middle Eastern countries such as Saudi Arabia and Egypt. Most students
are from Asian countries such as Korea, China, and Japan. My classmates are an interesting mix of people from many
different countries, and we all get along very well.
Topic sentence Supporting sentences Concluding sentence
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Red
| love the color red. No other color means so many different emotions and experiences. Life would be very boring
without the color red. Fires would not burn in the same way. The sunset would not be interesting, and blood would not be
so surprisingly beautiful. Red is powerful when it appears in nature, and it is also powerful when it appears in our
emotions. Red is love. Red is anger. Red is beauty. | like to live life in a strong way, so | think | will always like the color red.
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Read the following paragraphs, then answer the questions.

There are many reasons why people move to other places. Some move to find better jobs. Others move to places
with better weather. Still others want to move to a place with less crime. Finally, people often want to move to a place
where prices are cheap. For these reasons, every year millions of people move to new places.

What is the topic sentence? A
How many supporting sentences are there in the paragraph? Y
What is the concluding sentence? ¥
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| am lucky to have my new job. First and most importantly, the work is very interesting. | learn new things
every day and | get to travel a lot. In addition, my boss is very nice. She is always willing to help me when | have a problem.
| have also made many new friends at my job. Last, but not least, the salary is fantastic. For these reasons | love my new

job.

What is the topic sentence? A
How many supporting sentences are there in the paragraph? .Y
What is the concluding sentence? ¥
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Titles
Many paragraphs have a title. A title of a paragraph tells the main idea in a few words. Here are some things to
remember when you write titles :
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Titles are not complete sentences. .\
Always capitalize the first and last words of a title. .Y
Capitalize all other important words. Do not capitalize articles (a, an, the) or prepositions (to, from, at). .Y
Do not use a period at the end of a title. Do not use quotation marks (“”) around the title. But you may .¢
use a question mark (?) or an exclamation point (!) .
Center a title. .°
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Always write a title for your paragraph. .\

Indent ( leave a space before the first word of each paragraph). .Y
Leave margins ( space on both sides of a paragraph). .Y
Begin each sentence with a capital letter. .t
End each sentence with a full stop, question mark, .°
or exclamation mark.
Do not start each new sentence on a new line. .\
Always double-space your paragraph. .Y
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title Red
indent | love the color red. No other color means so many different things. Life would be very boring without the

color red. Fires would not burn in the same way. The sunset would not be interesting, and blood would not be so
surprisingly beautiful. Red is powerful when it appears in nature, and it is also powerful when it appears in our emotions.
Red is love. Red is anger. Red is beauty. | like to live life in a strong way, so | think | will always like the color red.
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Look at the following paragraph. What is wrong with it?
my name is Ellen Lang.
| am twenty — eight years old.
| am from Atlanta, Georgia.
my native language is English.
| am a chef.
| work at a restaurant called Noodles.
of course, | like to cook.
| also like to play the piano and go out with my friends.
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Parts of the paragraph:

a. Topic sentences

b. Supporting sentences

¢. Concluding sentence

8l o) sal

g sas das @
sailuddl S p
daidll Al

California
California is the most wonderful place to visit because of its variety of weather and its beautiful nature. Visitors to
California can find any weather they like. They can find cool temperatures in the summer; also they can find warm
weather in the winter. On the other hand, visitors can find the nature they like. They can find high mountains and low
valleys. Visitors can find a huge forest, a dead desert, and a beautiful coast. So California is the most wonderful place to
visit because of its weather and nature.
Topic sentence Supporting sentences Concluding sentence
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Canada
There are three reasons why Canada is one of the best countries in the world. First, Canada has an excellent health
care system. Second, Canada has a high standard of education. Finally, Canada's cities are clean and efficiently managed.
Canadian cities have many parks and lots of space for people to live. As a result, Canada is a desirable place to live.

Topic sentence Supporting sentences Concluding sentence
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Parts of the sentence
Subject .A
Verb .B
2. Combining sentences
3. Connecting words
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Introducing Sentences
Parts of the Sentence
An English sentence is a group of words that communicates a complete thought. Sentences, start with a capital letter and
end with a period (.), question mark (?) or exclamation point (!). Sentences may be long or short, but all sentences must
have a subject and a verb.
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Every sentence has a subject and a verb. Who or what the sentence speaks about is called the subject; what the
sentence says about the subject is the verb. In the following sentences, the subject is underlined one; the verb is
underlined twice.

The boy cried.

That girl swims fast.
Many people speak English.
The movie is interesting.
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A simple way to find a subject
If you ask who or what the sentence is about, your answer will be the subject.
Who is the first sentence about? The boy
What is the second sentence about? That girl
Who is the third sentence about? Many people
What is the fourth sentence about? The movie
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A simple way to find a verb
If you ask what the sentence says about the subject, your answer
will be the verb.
What does the first sentence say about the boy? He cried.
What does the second sentence say about the girl? She swims.
What does the third sentence say about the people? They speak.
What does the fourth sentence say about the movie? It is interesting.
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A second way to find the verb is to put I, you, we, he, she, it, or they in front of the word you think is a verb. If the result
makes sense , you have a verb. For example you could put he in front of cried in the first sentence, with the result, he
cried, making sense. Then you know that cried is a verb.
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Also remember that most verbs show action. In the sentences above, there are three action verbs: cried, swims, and
speak. Some verbs, like is do not show action; they give information about the subject. These are called linking verbs.
Other linking verbs include am, are, was, were, feel, appear, and become.
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Part of sentence Examples
subject subject
The subject is a person or thing that does the action. It is Adel speaks Arabic.
usually a noun or a pronoun. The subject comes at the subject
beginning of a sentence before the verb. He plays football.
verb verb
The verb usually describes the action. It comes after the Ahmad drives the car.
subject. The verb may be one word or more than one word. verb
She is singing a song.
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Circle the verb in each sentence. Underline the subject.
Abdurrahman is tried.
Nada kicked the ball.
She is shy.
Adel and Maher ride bikes.
He is a teacher.
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Conjunction Use Example
And Joins two similar ideas together. Ahmad has a close family, and he loves
them very much.
But Joins two contrasting ideas. Sarah enjoys spending time with her
family, but she doesn’t get to see them
very often.
Because shows cause and effect | like honey because it is sweet.
Or shows choosing between things. In the mall, you can shop, eat, or watch a
film.
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Combine the pairs of sentences using and, or but :
Sarah goes out with her cousins. She goes out with her friends too. A

Maria likes to spend more time with her sisters. She is usually too busy. .Y
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Give Information about Yourself

(Informational Writing)

Grammar

Statements with be .\

Subject pronouns .Y

Writing sentences .Y

Give Information about Yourself

(Informational Writing)

Grammar: Statements with Be
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Write is or are to complete the paragraph.

Simple present tense with be

Affirmative

| am from china.
You are young.

She is a student.

My mother and | are

Negative

| am not from Japan.
You are not old.
She is not a student.
We are not at school.

at home.
Sami and Rolla are in They are not in Los
New York city. Angles.
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Contractions
G Hbaidl)

You are = you're
They are = they're

Itis =it's
we are = we're

Are not = aren't

lam=I1'm

He is = he's

She is = she's

Is not = isn't

Francisco Garcia ____ astudent. He __fifteen years old. He from Los Angles, California. Mrs.

Moore his English teacher. Mrs. Moore ____a good teacher. she kind and friendly. Francisco

and Mrs. Moore __in the classroom now. They ___in an English class. They ____ busy. Francisco

at a desk. Mrs. Moore not at a desk. She at the board. The classroom not a big

room. It a small room. It clean and colorful. The classroom in a large building
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Give Information about Yourself
(Informational Writing)
Grammar: Subject Pronouns

Pronouns are helpful in writing. They help you connect
sentences without repeating the same nouns.

A pronoun is a word that replaces a noun.
Example: My brother is sick. He has a cold.

Two of the most common kinds of pronouns are subject pronouns

and object pronouns.
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Subject pronouns (such as I, you, we, she, they) can be the subject of

a sentence.

Name/ Noun

Francisco is a student.

Mrs. Moore is a teacher.

Francisco and Mrs. Moore are busy.

Subject Pronoun
He is a student.
She is a teacher.
They are busy.

The building is large. Itis large.
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Singular Subject pronouns
Syl Jelall jilaal)

I

You

He, she, it

Example

| speak Arabic and English.

You are a good student.
Hana is my sister. She is
eighteen year old.
Abdullah is my cousin. He works
at a bank.

| live in a flat. It is large.
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Subject pronouns (such as I, you, we, she, they) can be the subject of

a sentence.
e od (o (o el i Jie) Jeldl el PIuraISupJecft Pronoun Example
OSaxer < P hle o eenll Jeldll jilen
e We We have a new house.
We read the news.
You You are my best friend.
They They need a new car.

They are busy.

The sentences below are incorrect. Write correct negative and affirmative statements. Use a contraction and a subject
pronoun in the second sentence.
Francisco is a teacher. .\
Francisco is not a teacher. He's a student.
Francisco is nineteen yearsold. .\

Mrs. Moore is a bad teacher. .Y

Francisco and Mrs. Moore are in a Spanish class. .¢

Francisco is at the board. .°

Mrs. Moore is at the desk. .1

The classroom is a big room. .V

Francisco and Mrs. Moore are in a small building. .A
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Write 5 sentences giving information about yourself.
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Write 5 sentences giving information about your friend.

Al

Al

¢

Give Information about Yourself
Simple Sentences
A simple sentence, also called an independent clause, contains a subject and a verb, and it expresses a complete
thought. In the following simple sentences, subjects are in red, and verbs are in green.
A. Some students like to study in the mornings.

B. Ahmad and Ali play football every afternoon.
C. Ali goes to the library and studies every day.
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Give Information about Yourself
Simple Sentences
These are all simple sentences. Note that sentence B contains a compound subject, and sentence C contains a
compound verb. Simple sentences, therefore, contain a subject and verb and express a complete thought, but they can
also contain a compound subjects or verbs.
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A simple sentence has the most basic elements that make it a sentence: a subject, a verb, and a completed thought.
Examples of simple sentences include the following:
Yusuf waited for the train. 1
“Yusuf" = subject, "waited" = verb
The train was late. U
"The train" = subject, "was" = verb
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A compound sentence contains two independent clauses joined by a coordinator. The coordinators are as follows: for,
and, nor, but, or, yet, so. Coordinators are always preceded by a comma.
| tried to speak Spanish, and my friend tried to speak English.
She lives in New York, but her family lives in London.
You can take the train, or you can take a taxi.
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Examples:

. I work in a post office.

. Sami works in a bank.

. They live in Khobar.

. | eat breakfast at 8:00 a.m.

. She goes to work at 9:00 a.m.

. Ahmad plays basketball every Friday.
. Basmabh starts class at 10:00.

. I don't drink coffee.
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Subjects followed by verb in base form:
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| like rice.

You look nice.

They think twice.

We play football.

Chefs use spice.

The boys ring the doorbell.
Children sing on special occasions.
Some people bring gifts to parties.
Bees make honey.
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Subjects with verb in - s form:
She cooks well.

He goes to school on time.

It takes time.

Mom bakes pies.

Water slakes thirst.

Asma’a loves dates.

Hassan drives tractors.
Grandpa waters the plants.
The cat eats fish.

Give Information about Yourself
(Informational Writing)

1. Reading: Studying model paragraphs
2. Vocabulary:

a. Classroom words

b. Articles

c. Adjectives

d. Numbers from 1 to 20

1S S - b dedl) e Jeldl
S gl gl
Sl gl A el ) cady
) any by Y
b sl
ikl slaall 55 5
Gl sl sty o lad
) el 36k Cpea
Ll g slaall 2l
el g8t Ladl)
Sl e Olaslra clac)
(Aaadle Y1 4L)
<l ysal) Ay C.U".‘ RIABIA
cala il Y
HaulHall J sadll LS
Yl @
Olaall .z
Y QPN \ (’GJ\ A
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Give Information about Yourself
(Informational Writing)
Reading
Francisco's School
Francisco Garcia is a student. He is fifteen years old. He is from Los Angeles, California. Mrs. Moore is his English
teacher. She is kind and friendly. Francisco and Mrs. Moore are in the classroom now. They are in the English class. They
are busy. Francisco is at a desk. Mrs. Moore is not at a desk. She is at the board. The classroom is not a big room. It is a
small room. It is clean and colorful. The classroom is in a large building.
gy e Gla glaa glac)
(Axdle Y ALl
3e) 8
S8 Ay
Ll T salady) o3l 58 ) s Bl Ly 5llS cpuslai) (o) e st s ale e Hesed gay s g8 L jle sSnnil 58
sadl ii€a B b gl By sk pedl A SalaiY) i d aa L pal) Jgeadll (B OY) (& ) se Baaaall 5 Sl 4 A5 g 5
i o8 dansd al)  puaill 43 5L 5 il Ll 5 ke A 08 (g 5 S A6 Canad Ll 5l J gl Aa gl 8 g i€ 8 a5

My name is Abdurrahman Al-Hani. | am from Jeddah, Saudi Arabia. | am twenty-one years old. | speak Arabic and
English. | am an engineering student at King Abdul Aziz University. | love all kinds of sports. My favorite sports are
basketball and swimming. | also like to travel, play guitar and goto parties with my friends.

L) Gaala g3 Auonigh ol Ul 4 Sl g A pall WIS Uls Aie ¥ U1 A0 smaad) Ay jal) AS0Lad) caa (e Wl gD (an 0 die e
Gl s ¢l e gl il o il 251 Al 5 ALl 5 S (o Aladal Bualy ) Al )5 gasn nl Ul 5y a)) e
‘é.gl.s.ba\ c‘\ u)\sal\

Give Information about Yourself
(Informational Writing)
Vocabulary: Articles
Vocabulary: (A) Articles
We use a or an before singular count nouns. Use a with singular count nouns that begin with a consonant sound. Use
an with singular count nouns that begin with a vowel sound.

cludi e Cila slaa glac) article Rule example
(Aaadle ) 4LS) Cay yaill ) gl sacal) Jla
) M‘L\JG‘ :%"Uf‘d‘ a, an use a or an before general, Francisco is
i . YLl (A) -f‘“’bf"‘h singular count nouns. a student.
d_\a = JJ“”.‘\"J\ 3l slasl Ch"“". . use a before consonants. There is a book.
Gy lagh (Al 2 jiall aal) e slawd) aladi use an before vowels (a, e, i, |eat an apple every
\A.u ‘;J\ J)s.d\ A=l & c«LA.uY\ f"m‘ uSLu o, U). ; day.
de (o n Gigay slaud J8 an ) @alaain il Sl
03 aall UK ellia
)l ca ol J8 gnidexiv)
(a,e, i 0,u)
the before specific .) | saw a movie.
nouns The movie was good.
when thereisonly .Y | went to the Ka’aba
one T G
48 yadl el Jd ) s el oIS
L as)  ellia ) <) Laie Y Al ) cand
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Give Information about Yourself

(Informational Writing)

Vocabulary: Articles

Circle the articles in the sentences. Then complete
the sentences with words from the box.

desk  teacher building  classroom

student  board English class

Francisco is a o)

Mrs. Moore is a A

Francisco and Mrs. Moore are in an N
Francisco and Mrs. Moore are in the now. .¢
Mrs. Moore is at the . .0

Francisco is at a -

The classroom is in a large A ¢

e 0 SlalSy Jaadl JaST 5 GSAY1 6 caladl 3 il
Fansd 5l J gl oy — aledll - 5K

3y ) e - 0 -l

A Sl )

: A e bl

St ospbumdly Sl 8
SO A sesnlly Sl
s senandl
L Rk Sl
& s A Al J gl

0O ™~ -1

< A

EPTES

Give Information about Yourself

(Informational Writing)

Vocabulary: Adjectives

Vocabulary: (B) Adjectives

Adjectives describe or give information about people, places,
or things.

Mrs. Moore is a good teacher.

The classroom is not a big room.

Adjectives go after the verb be or before a noun.

Add a comma(,) or the word (and) between adjectives.

Gt e Gla slaa gldac)

(Axedle Y1 4

Glaall rcla Hyiall

Slaall (B) hla il

(SLY 5 aladY) e il glas glac) o Caim g cilacall
RN

A alre ) ge Bl

BouS A8 je Gl Auul Hal) J sesdll

Lead 0sS of Jd gl Jadll d8ad claall

Al s (and) AlS () Alals dalaa)

Give Information about Yourself
(Informational Writing)
Vocabulary: Adjectives

(Aeedle ) A1)

Glaal) scnla Haall
park.

There is a huge, beautiful .Y

The air is fresh and clean. .\ | am smart.
Laliiy a5l ) LSl
The tall woman runs every .Y Mrs. Moore is a good
day. teacher.
oo U8 (=S ALy ohall 31 ey Y A alxa ) ge B

The classroom is big.
oS Gl AelB 1)
rf;ma - (L\AA“ 2 b)'.'ﬁAaL-ﬂL'\A_T

Complete the sentences with the correct adjectives.
good busy large friendly

kind colorful small clean

Mrs. Moore is a teacher. )

Mrs. Moore is and A

Francisco and Mrs. Moore are .Y

The classroom is a room. .¢

The classroom is and . .0

The classroom isin a building. .1

) laall ae dogdl JaSl
@ -buS —dsrda -2
ki -5 jpaa sk — g il

: plrall 9 ) 5e 3amall )

s A e bl Y

o se Bl s Saail B Y

R e e Aud il J peaill
5 9 Al yall J puadl) 0
e (o Al Al J padll 1
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Give Information about Yourself
(Informational Writing)

Vocabulary: Numbers/ Classroom words Survey words

i e il glaa plac) one Two Three Four ‘ Six
(Raedle Y Al) 1 2 3 4 Sfive 6
Jaadll / ?GJi =l i) Seven Eight Nine Ten Eleven twelve 12
GLlS LS asa sl yall - (7 8 9 10 11
Thirteen fourteen Fifteen Sixteen Seventeen eighteen
13 14 15 16 17 18
Nineteen Twenty Desk Teacher Building classroom
19 20 iiSa alza oLy 3 Jaad
English class Student Board Good Busy large
s oaladl Juad clla A LN Jsadia oS
Friendly Kind Colorful Small Clean Address
Y g il ol ua Caylas Ol saadl
Information Survey first last name Nickname  description
e sladll o name anY) Al all) Caall
¥ J)
Give Information about Yourself administrative assistant  Florist Photographer
(Informational Writing) @Y el By BT Jpan
Vocabulary: Jobs Word Bank
@l J ga Gla slae Jac Artist Hairstylist plumber
aila PRI
e ) Baker Homemaker police officer
il ) S s il sl SPEEY sEbas
G yas Gl bank teller journalist/reporter Professor
Gl el Jud ya [ inaall i
bus/taxi driver Judge Receptionist
5 yal 3l (il / Aldls (=) Jldin) Cals sa
Businessperson Lawyer Salesperson
deet da A= Cilaa 52
cook/chef mail carrier Student
Opalh S/ #Lk 2 sl Gl
Dentist Mechanic Teacher
Gy Gl Sl alxa
Doctor Nurse Veterinarian
aphal) 4 jae S ks b
Electrician Painter Waiter
éh)gﬂ\ el_u) Jaull
Firefighter Pharmacist Photographer

Via




i@iﬁ
Writing Conventions
Capitalization

Writing

Filling out an Informational Survey

Al clslas)

gﬁ\ejla.d\ C.wd\} cgle

s

Give Information about Yourself
(Informational Writing)

Writing Conventions:
Capitalization

(Rsadle Y1 LS
Bl Ca g s (AU cnlalas)

Rules : Always capitalize...

Examples

S ol Ll () oS5 e sae gl

the fist word in a sentence A
leall 3 A Ay

the pronoun / Y
anall
the names and titles of people Al
o) el g Lo

What is his name ?

His name is Jamal Ali.

He is fifteen years old.

Fahd and | like to play tennis
together.

He has a meeting with Dr. Ali
Yusuf.

Let’s call Sana’a Nadir.

4. the names of streets, cities, states,
countries and continents
N 5 Glaldl 5 Jsall 5 gaall 5 & ) il o land

days of the week and months &
of the year

the names of languages and =

nationalities
Sliall g cilalll ¢ laud

important words in titles 1
Cnsbiad) (3 dagal) S]]

The library is on Talia Street.
Lllg s 8 Asa
She is from Cairo, Egypt.
e 8 plEl e (o
They live in Lima, Peru.
o el (s | 58
Peru is in South America.
L) 1Sy el & g

His birthday is next Thursday.
el Guseddl a5y o8 033e 20
We're going on vacation in June.

Ol Aokl sluadl Wy )l 8 (i
He speaks Chinese.
My grandparepts are Mexican.
LO5SSa (g312a)
They are in English class.
EERUER | IS IV
The title of this book is Step-by-Step
Writing.

Assaal) Gl 3ol il dlaall 2US 30le ] Rewrite the information. Capitalize the correct words.

francisco's school

francisco gracia is a student. he is fifteen years old. he is from los angeles, california. mrs. moore is his english
teacher. she is kind and friendly. francisco and mrs. moore are in the classroom now. they are in the english class. they
are busy. francisco is at a desk. mrs. moore is not at a desk. she is at the board. the classroom is not a big room. it is a
small room. it is clean and colorful. the classroom is in a large building.

(ex i Gv)
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Give Information about Yourself
(Informational Writing)
Writing: Filling out an Informational Survey
NAME: ettt e s e
Last First Middle
AdAIESS: .ttt s et
PhONE NUMDBET: ..ottt sttt s s e
E-Mail & oo e e e
Gender: M ... F ..
Birthdate : ...coceee [vevennen. YA

Month Day Year
Marital Status: Single ...... Married ...... Divorced...... Widowed......
Nationality: .oeoeeeeeeee e e
First language: ..ottt
Other 1anguages: .......cccceceeevecierineereeeee e e
How long have you studied English ?

Do you work ? Yes ...... No ......
If yes, where ? ... What hours ? ...
SIBNATUIE & oo e

Give Information about Yourself
(Informational Writing)
Vocabulary
Adjectives

smart: intelligent; able to learn and think quickly.

She's smarter than her brother.

He's not smart enough to be a doctor.

well-dressed: wearing fashionable or expensive clothes.

She was well-dressed in her birthday party.

trustworthy: that you can rely on to be good, honest, sincere, etc.
cheerful: happy, and showing it by the way that you behave.
You're cheerful today.

open-minded X narrow-minded : willing to listen to, think about,
or accept different ideas

cruel X kind-hearted : cause pain and suffering to other people.
stingy X generous: not generous, especially with money.

s e la slaa glac)

(Al YY) 4,LS))

(te slaall mrusall g Aad ;ALK

:(uNY\

1 s Y1 AS L

10 il

.Zd‘-si\ 55)

(s ST 3 )

cn F oo Mzl

.......... oo e, :JE\:\?J\ C"JL'
A glas

...... el Bl .. s e el delaiay) Al
RECEWSEN

oY) Al

:Lg)';i Calal

€4 bty Aalll (a5 il g e dia

[T

L) e i
Gl Y-V L

Slgpa ¥ e S L
...... Yo e Sdaad Ja

(Aaedle ) 2)
Azl Gl Hea

ilacall

Aoy pSall 5 alail) e 3 )l ¢ S5 A4S
Lelias e o183 ST L) 98

Landa () 9Kl A 4 Loy 483 a3l J 4 9€

Ol el of A gl de udla ol ) taalaia s

M e Jin b Aalaia Gues ulS 5 96
Gan Sl e aldie V) eliay Al (A8l s

A dali diila

ARkl I8 e Gl jekay s Bapma dagl

v o
ool Aagd) cu g€

oSl 5 o) o Latdl anins 138Y) Bum X ibie
Aalise af J o8

oalaiY slileall 5 AV s il Caula dal) X
O A

Al ae Lo Wy celandl Y : Al iy X
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Appearance (hair)
wavy: having curves; not straight
Bald: having little or no hair on the head.
He started going bald in his twenties.
straight: not having curves.

Jobs
housewife: a woman who stays at home to cook, clean,
take care of the children, etc. while her husband goes out to work.
accountant : a person whose job is to keep or check money.
technician : a person who is very skilled at an art, a sport, etc.
lawyer : a person who is trained to advise people about the
law and to represent them in court
hairdresser: a person whose job is to cut, wash, and shape hair.

Give Information about Yourself

Simple Present

Use the simple present tense to indicate:
1. Routine actions

(M\) yedaall

dafiine Gy ¢Cliate 35 g Imila
e agana 5 ALBE j2dll 35a 5 alial
REnB

e Sl il 8 abial ladll Ty §€
NP

liate dga g ale ;g\jﬂ\ s
caitha

caladal) ghal J3aall A& A3l el 1 e 4y
L@A})Lﬁ.\.\.ﬂ@\ ‘JIAL‘Y\ Ule ck_e.d::.uj
Sl 7 A

Il 8ias f Jalaiay)

(B BB jale ga (M) paddl)

cj\ ‘li_.zl_u

Aaal) (b el (58l J a5 5 5l

P peiage JiaE (il (add ;) Candial
_d&ﬁd\ J&ﬁ:} sd.-.nf:j tLé

o) 53 gl el aladid

2. Facts A5l Jlee 1Y
(alaa Y

Give Information about Yourself  Routine Actions Facts

Simple Present Jaisi gl JlaeY) Gilaa

O Glaslas elhac) Ali brushes his teeth every morning.
EINE e S8 aslaud e Lalay
Lol & bl Salem usually drives to work.

aale 5l Jeall ) Al Laay
The teacher corrects homework

every day.
i ealy aleall maa)
s K

Hawaii is in the Pacific Ocean.
sl Ll gl

Some birds fly south for the winter.

LSl Joad 8 Gigia Tplad ) plall ()
Water consists of hydrogen and

oxygen.
S Y 5 Gan gyl (e el

Note how the present tense is used in the following paragraph.

Mr. Lee is a bus driver. Every day he gets up at 7:00 a.m. and prepares for his day. He showers, eats his breakfast,
and puts on his uniform. His son drives him to the bus station. Then, he gets on Bus #405 and starts the engine. He pulls

out of the parking lot and begins his route.

Adull 3 88l 8 e jlaal) aladiul o caS JaaY
dana N abiah i) ol 43) o ol g coly sk USU cJiag A sd Satigy Talaa Viv e (3 (gt o U8 Al (3l 1 Al
ARk 0y i) Sy Comaty Bl Ty €+ o Alila 355 (25 ALLA))
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Give Information about Yourself
Simple Present
At his first stop, he picks up Mrs. Miller, who lives in a red house on the corner of Main Street. She works at the post
office. At the next stop, the Bartlett twins get on the bus. They go to the elementary school. More children get on at the
next three stops, and they ride until the bus reaches their school. Mr. Lee enjoys seeing the kids every day and is happy
to see them again in the afternoon when he drives them safely back home.
i e i
Aol Anaall 3 2 5l (0€a A S iyl g JLal Ay gl o seal can g A Giaed U ¢l Bal) Jaiilh ¢ 1Y) aihaas b
Alila Josd i 0 5iS03 p s RSN el i 51 o 1T DUl 25 Y Al ) (i Al il 20l 55 LS

(gt ¥) G sall (b Aady pelin ) Losie yglall day 2l oy ) Aman g o5 08 JUaY) 35750 I S0 Wy pgias e

To practice the present tense, reread the paragraph, then try to repeat the main ideas in your own words. Be sure to use
the -s form of the verb when the subject of a sentence is singular.

Jadll JISil (e (S5 S-plasind (e 2SE el Lalall LS 6 Gy 1 ISEYT ) K31 A slaa & 63 3l 3] 8 aad o jldael) s jladl
o8 oa Alaall e g g gall () SH Ladie

Give Information about Yourself St e e shaa sllac

Simple Present Tl g _jladl

Examples: . e

1. I work in a post office. el ‘;‘-’g‘d::‘m

2. Sami works in a bank. Al S (8 el L)Y

3. They live in Khobar. RO PSP [ W PPN IV

4. | eat breakfast at 8:00 a.m. Al ‘53 uywu ?&j ¥

5. She goes to work at 9:00 a.m. . VA s skl Ay Jol

6. Ahmad plays basketball every Friday. q. i Jeall Ll o

7. Basmah starts class at 10:00. Tt um )

8.1don't drink coffee. Anax pg JS AL 5 S Caly 2ea) 1
Ao delill ol 8 ddkal) lag day Y

Bsedl) o3l YUl A

Give Information about Yourself —

Simple Present et g i gl s

The Negative Form of the Simple Present Tense Ll g Ll

In the simple present tense, negative forms and question Ll ¢ Jlaall e (b 73 gai

forms are made using the auxiliary verb “do”. alasiuly Jl gl JIST 5 4plod) QAT 23 cdagndll & jladll b

Forming a negative el e lisall Jadl

Negatives in the simple present are formed by adding Aol LS

don't or doesn't before the simple form of the verb: N ) ) T C

| don’t play tennis. Y Adla) Gaob ge Ahu pualall Cigl G cbalal) Jois

We don’t speak French. radl) (e Jassy Z3 50 JE Y

She doesn’t eat a lot of rice. Lol candl YU

It doesn’t rain in summer in Saudi Arabia. A il ) galS Y g

DOV oa LSU JSB Y gl calla
A el Ay ) ASLedl) 8 Cinall Juad 3 jUaeY) Lads o
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Give Information about Yourself Subject Auxiliary Example
Simple Present Jeldl) sac Lol PR
The Negative Form of the

Simple Present Tense I gt et el
You don't You don't sing.
5188 o QL\LA)LLA ng-CS‘ .
bl & I He doesn't He doesn’t sing.
g obaall (e (b 23 g She doesn't  She doesn't sing.
— It doesn't It doesn't sing .
We don't We don't sing.
They don't They don't sing
Give Information about Yourself Ao g Gla glae e
Simple Present- Exercises ’
She _ fourlanguages. .\ 9L & P oy
a. speak : T
b. speaks el o )
.8 1) ® .
Jane is a teacher. She ___ French. .Y & i
a. teach ASEEY
b. teaches
When the kettle ___, will you make some tea? A5 b
a. boil
Give Information about Yourself A a
Simple Present - Exercises
4. lalways ___ the window at night because it is cold. d= b
a. close
Sy e Gl Uac )
b. closes fpu )L“u. :
5. Those shoes ___ too much. ; Gl - L) &JL‘““‘M
a. cost J‘)l_j 4y d:\ﬂ\ (ﬁ 3384l Laila L) . ¢
b. costs alel i
6. The food in Japan is expensive. It ___ a lot to live there. el o
oo PSSP I R R
' ks
callsdl) o
o 5 L)) s Cala jal LUl 8 alakall
Give Information about Yourself @l | aall
(Informational Writing) il
1. What is informational writing? e
2. Writing Steps: S g
a. Pre-write i e Cila slaa elac]
b. Write (Auadle Y1) V)
C. Revise ) R
3. Writing: fadle Yl sl o L )
Reading a model informational paragraph about oneself 1) ghad AU Y
Writing a model informational paragraph about oneself A Js L
EEN |y
ez
A Y

ol e g3 5ai padle) 838 6l
ol e g3 5mi padle) 5 A




Give Information about Yourself
(Informational Writing)
What is informational writing?
Learning to write in a new language is not always easy, but it can be fun.
In informational writing you give detailed information about yourself
or about someone else. The details include talking about the name,
age, hobbies and interests, family ..... etc.
i J g Bla sbes Jac
(A shae )
e slaal) ALK 13l
Do e 080 O S 4380 (aily A Lasad 3a00a A g 836 8 olaS
i Jga ALal Blashea Jaxd dila slaal) 1LY o
can¥l e S aaldll Haad | Al Gadd Jss
Al Alile (allany il g5 el

The Writing Process:
Most people cannot write a perfect paragraph on the first try. Writing a good paragraph is a process that includes several
steps. The three main steps are prewriting, writing, and revising.
Al dlee
U8 0 gl 5 shadl) ()l s 53 (Al dulee g B 68 g S 11 A laal) e § 5 (0 g S () praliag ¥ ulil) K]
Laal yhy Sl A

. N Give Information about Yourself i J ga Gla slae Jac ]
(Informational Writing)

Pre-writing ° (Atile slas 24LK)
Writing '
Revising Al Jd o

Give Information about Yourself
(Informational Writing)
The Writing Process: Auii e e glas slac)

Step 1 : Prewriting A 5 1
Prewriting is anything you do before you write your paragraph. (=) Mhﬁ\)

It includes thinking , taking notes, AUl dlee
talking to other people, and gathering information. AU J8 Lo Glady 1) 3 ghadl)
Writing a paragraph about yourself S f J aladi o 8 gl ga AN J La Gl
Step 1: Pre-write: eUaa Sl (5 ¢ Sl Jadiy s sl Aalal) 5 jaal)
Answer these questions about . i .

2ila slaall 1Al aladl | ) Ehaadll
yourself in complete sentences : - il u: N ‘;u o
What is your complete name ? .\ e Bk A4S
Where are you from? .Y AU e o) s gladl)
Where do you live now ? .Y ALIS Joa b cluds g ABuY) o e 4
What language(s) do you speak ? .¢ 0l alal) JASH a5 L
What do you do ? (for example, are you a student ? .° Syl o o Y

Are you a businessperson? Are you a teacher? Lawyer? .1
Bus driver ? .V
What do you like to do in your free time ? .A

oY) s ol LY
CaDS Ja (lalll) 42l Lo ¢

(for example, do you like to go to the movies ? .4 il Ja da da odball Jaws o) 80 13l 0
Do you like to read magazines ? Do you like to listen to music ? .V gl ¢ alaal) € jae il $dleed Ja )y el filla
Do you like to go shopping ?). .\ ) Cililall

o o) Sele) 8 iy 3 Jadi ol 3y 5513 1
e i da el ) a0 5 Y cJUd)
A S sall ) o Laiul) caad Ja SDlall 36

(Ssmall X O caas




The Writing Process

Step 2 : Writing

Writing is putting your ideas into sentences and paragraph:s.
Writing a paragraph about yourself

Step 2: Write:

My name is Salaam Ali. | am from Jeddah, Saudi Arabia. | live in Riyadh. | am twenty — one years old. | speak English
and a Arabic and a little French. | am an engineering student at King Saud University. | love all kinds of sports. My favorite
sports are basketball and skiing. | also like to travel, play guitar, and go to parties with my friends.

LS 1Y 3 ghadld)
g Jaall ) &S aa o8 4K
(i) 1Y 3 gladll
(L S 5 5 Ayl By Sl QS Uy A 21l i) (8 e U A sl gy pel) ASLed) G335 (G Ul 3l e a
Ol o Laagd o1 5l 5 AL 35S o Aladall Al ol cilialy 5l o) 5 asen conl Ul o grs clld) daals 8 dgp allda U

The Writing Process:

Step 3 : Revising

Revising is looking for ways to improve your paragraph. When you are revising you can make corrections and changes to
your work.

Writing a paragraph about yourself

Step 3: Revise:

Use the Revising Checklist to help you improve your paragraph

Revising Checklist

ALK dlee Gl A8 daal yh
dxa) 1o 'Y B 9L;j |
el Is the first word of the A Yes No

Laldl) c‘)ssj\ g Al O‘)'L e ‘9 Cdsu
o) a) Aiay iy € Levie &l
lee S @l il § Dlagsaail)

paragraph indented ?
Cal iy Aoy a5 A ke g1

. Does each sentence begin Y
Gluds e 5 i A , ) .
a5 hall with a capital letter ?
Al e 1T B kAl o iy Alaa S Ias Y ¥
&, Galall 5 il oes each sentence en .

with the correct
punctuation ?

e dlaall Al S s Y

Srnsall 2 il e
Does each new sentence L&
begin next to the one
before it ?

Guilag 3aas Ales S T2 Y
08 e asl g

Does the paragraph have a .©
good title?

oo Ol sie Jasi s yadll Ja |
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Give Information about Yourself
(Informational Writing)
Model Paragraph 1
Who am I?

My name is Salaam Ali. | am from Jeddah, Saudi Arabia. | live in Riyadh. | am twenty — one years old. | speak English
and a Arabic and a little French. | am an engineering student at King Saud University. | love all kinds of sports. My favorite
sports are basketball and skiing. | also like to travel, play guitar, and go to parties with my friends
(A 5)

Model Paragraph 2
A Lucky and Happy Man
My name is Adam Brown. | am ninety years old. | am from Italy but | live in San Diego, California,
with my family. | speak Italian and English. | work hard and | have my own business. The business is successful and | am
satisfied with it. | like to travel and play golf. | have seen and done a lot in my long life. | am lucky and happy man
Y bJAAM CJ_,A.\
g B shhas da )
Jacl Ul 4 ulasy) 5 dlad) IS5 Ul | ilile pa ol sl ¢ grnn ol 8 Qe | U ST Wiy (ye U A anasi Ul 5l 30 2] )
da Ul ALkl e b AU Cilad g ol 5 281 Cal gl Caad g i) ol U lld e (al 5 Ul mals pa Janll (alal) Jlee (a5 2a
Lxs g o shane

Now, follow the three writing steps we have discussed
in this lecture and write an informational paragraph about yourself similar to the ones that we have discussed in the
lecture.

B paladll 3 Wil 3 ol Aliles cludi (e dadle) 5 588 LS 5 5 jualaall oda 8 LBl 2330 LK) <l shadll al o))

Writing a model informational paragraph about oneself
Give Information about Yourself
(Informational Writing)
When you go for a job, the employer will ask lots of questions about you. He or she wants to know if you will be a good
person to employ. He or she wants to know about your education, your experience doing other jobs, about your hobbies
and interests, and about what sports you are good at.
ell e 3 gai Apadle) 5 i ALK
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TASK e ‘. e e
Write a paragraph about yourself. Make sure you talk about these things: 3 0o anill e 6 i e 8 58 4_"\:5
Your education ST
Your work experience  * ualdll e:d"—m °
Your hobbies and interests ¢ El palall Jaall 83 A o
Say what your hobbies are. ¢ lalaial g by sl clibus o
Say what sports or activities you are good at. . ) a s L JB e

Say which languages you can speak. * JERTIGER it ) el i L Ji o

aanll iy Ll sl J6 o
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Helpful Words To Use
Education

| have a degree in ..........
I am good at ....

My major is ......

For example:

English Maths
Art Humanities

Drama
Science

Work Experience

| have never worked.

| worked for ..... months at.......
My job was to ......

| liked working because....

| didn't like working because.....

Hobbies and Interests

| like .... very much because.......
lam good at ........

Every week | .....

| do my hobby .... hours every week.
For example:

fixing cars listening to music
meeting friends cooking

collecting ....

PE
French

dac 4 03 —
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riding bike
helping others
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Sports
My favorite sport is...... because.....
| play in ateam .....

| support ..... football club.

For example:
football
rugby

basketball
swimming

running
netball

athletics
hockey
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Languages
| can speak .... languages.

| think it is good to speak several languages because ....
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Give Information about Yourself
(Informational Writing)
Writing a paragraph about yourself

Now, using what you have learned, write a paragraph about yourself.

Writing about a friend

Writing about a relative

Give Information about Others
(Informational Writing)
Writing about a Friend

Step 1: Pre-writing :
Write down the qualities of a good friend. Put a check ( V) next to
the qualities that you think are important.

...... responsible ...... good listener ...... loyal

...... fun to be with «.... hOnest ... friendly
...... kind ...... good looking ...... helpful
...... intelligent ...... Wealthy ...... gENEIoOUs

Step 1: Pre-writing :

Answer the questions about your friend .

How old is your friend ?.......cccecvvieiiniiiee e,
Is your friend married or single ? .........coenen.e.
Where does he /shelive ?....coovevvveveeeeeeeeiriinnnnn.
What does your friend do ? .......cccccceeveveierennnnen.
What does he / she like to dO ? ....coveevvveveieenne
What qualities does your friend have ? .............

Step 2: writing:
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Gpual (e A0S
Al e A4S
AT U sa Ula glaa Jac|
(Ale slee 4S)
Gaual e Al
ASl) Ja8 a0 3 gladld)
Gilas (V) Adle a2 G (g liall i
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Use some of your sentences to write a paragraph about your friend. Remember to follow the rules of paragraph
writing .Use at least three pronouns and three conjunctions in your paragraph. Give your paragraph a title .
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Step 3: Revise:
Use the Revising Checklist to help you improve your paragraph.

Revising Checklist Yes No
aal ya 1V 5 shakll 1. Is the first word of the paragraph
Lan) yo il alasinl indented ?
Ot e elise Ll 2. Does each sentence begin with a
Sl dalall 5yl capital letter ?

3. Does each sentence end with the
correct punctuation ?

4. Does each new sentence begin next to
the one before it ?

Are there at least three 1
pronouns?5

¢ ylawall 536 J8Y) e cllia o
Are there at least three Y

conjunctions?
Calae A0 J8Y1 e dllia
7. Does the paragraph have a good title?

Model paragraph 1:
My Best Friend
My best friend’s name is Yusuf. He is very responsible and he is also fun to be with. We have a great time
whenever we get together. He is smart, and he reads a lot. That’s why he always has interesting things to say. He is quite
a talkative guy, but he is a very good listener, too. | can talk about my problems with him and he always gives me good
advice. | am really glad to have a friend like Yusuf.
) CJ}AJ c)ssx\
& s Caadl
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Model paragraph 2:
My Cousin
My cousin’s name is Alia Ahmad. She is thirty seven years old. She was born in Cairo, Egypt, but now she lives in
Dubai, UAE. She is married and has two children. Alia and | enjoy spending time together. We love to go horse-riding. Alia
is an excellent horse-rider. She competed in horse races when she was young. Now Alia teaches horse-riding to young
children and she enjoys training them.
Al CJ}A.\ a).u“
« ; e o
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Now, write an informational paragraph about a friend or a relative. Follow the rules that you have learned in this lecture
in every step of the writing process. Go back to the Revising Checklist to see if your paragraph is well-written or needs
to be improved.
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Give Information about Others
(Informational Writing)
Weriting about a Friend

Writing about a friend

Write down the qualities of a good friend. You can use words like....

...... responsible ...... good listener ...... loyal

...... fun to be with ...... honest w.... friendly
...... kind ...... good looking ...... helpful
...... intelligent ...... Wealthy ...... gENErous

AY ce il glas glac)

(Ao ) ALSY)

Gpdaa e A

Gpdaa e A

Jie GLlS alasiin) @li€ay i (Bada (e Cliiall CaiS

Answer the questions about your friend .

How old is your friend ?.......ccceevvveiiiiiiee e,
Is your friend married or single ? .........coenen.e.
Where does he /shelive ?....ooovveveveevieeeeiriinnnn.
What does your friend do ? .......cccceceeveveiereenee.
What does he / she like to dO ? ....ocvvevvcercevrenee.
What qualities does your friend have ? .............

ina Jpa ALY Ll
fan s ol 275 Cina A, | feliaa jee S
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Use some of your sentences to write a paragraph about your friend. Remember to follow the rules of paragraph writing
.Use at least three pronouns and three conjunctions in your paragraph. Give your paragraph a title
5l 3 Calaal) 525 ilanall JBY) o A6 aladind AU 5 3 e ae ) sl i of HSX Glipa e 58 LS Jaall (g aladiul

u\ﬂ&&au\oﬁ‘&ﬂﬁug\

Give Information about Others

(Informational Writing)

Writing about a Friend

Step 3: Revise:

Use the Revising Checklist to help you improve your paragraph

Revising Checklist Yes No
e cila shaa slac) .
arAY) 1. Is the first word of the paragraph indented ?
(Azedley) ALS) 2. Does each sentence begin with a capital letter ?
Baa o A : :
daal e o¥ 3 glasll 3. Does each sentence end with the correct punctuation ?
Azl e Al aladiul 4. Does each new sentence begin next to the one before it ?

Cpend e eline Ll

ol dalal) 5 jall 5. Are there at least three pronouns?

6. Are there at least three conjunctions?

7. Does the paragraph have a good title?

Now, write an informational paragraph about a friend or a relative. Follow the rules that you have learned in this lecture
in every step of the writing process. Go back to the Revising Checklist to see if your paragraph is well-written or needs

to be improved.
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My best friend is Sara. She is 19 years old and she has been my friend for 5 years. I've known her from grade 9 until
now. She lives in Dammam and she goes to the University of Dammam like me. She helps me a lot when | need her help,
such as when | have problems, and she gives me a lot of advice . Sarah likes travelling and meeting new people. She is
honest, kind and intelligent and she always makes me happy. In conclusion, Sara is my best friend until now, and | really
miss her.
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Technical Writing

Introduction .} i)
Reading .Y Bel A Y
Vocabulary: .Y il dal) ¥
Foods .A el A
Action verbs .B Jeadl JedY) B

Technical writing
Introduction
What is technical writing?
Technical writing often gives instructions. It sometimes explains how to do a procedure. It is actually a step by step guide
explaining how to make or do something.
Recipes and directions are examples of technical writing. Directions are found in computer games, safety rules, guides,
science experiments, ...etc.
aal) 4L
PRYIN
el Y o L
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Technical writing
Introduction
How to Boil an Egg
You can make perfect hard — boiled eggs if you follow these steps. First, get the eggs out of the refrigerator before
cooking and let them come to room temperature. Then, put the eggs in a pan with enough water to cover them by at
least in inch. Bring the water to a boil. Turn off the heat as soon as the water boils and cover the eggs for about 15
minutes. Next, put the eggs in a bowl with a cold water and a few ice cubes. Let the eggs cool for 10 minutes. Now you
are ready to peel the eggs and enjoy eating them.
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Technical writing
Reading
Grocery Shopping
The Garcia family goes grocery shopping every Saturday. They go to Al's supermarket. It is near their
apartment. It is very convenient. Francisco and Maria go grocery shopping with their parents. First, the family
walks into the supermarket. Then, Francisco gets a shopping cart. Next, Mrs. Garcia reads the shopping list. She
tells Maria, "Buy two tomatoes". She tells Mr. Garcia, "Get six onions. Don't forget the bread." After that, Mr.
Garcia and Maria get the groceries.
The shopping list is very long! The Garcia family needs a lot of things. They buy vegetables, fruit, meat, eggs, and cheese.
They don't buy junk food. The Garcia family likes healthy food. Mrs. Garcia is a great cook. Next, Mrs. Garcia pays for the
groceries and the Garcia family goes home. Then, Maria and Francisco carry the groceries into the apartment. There are
many bags. Mr. and Mrs. Garcia put away the groceries. Finally, the Garcia family relaxes and eats lunch!
aal) 4L
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Technical writing ) Al
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Vocabulary ; :
Azl <o yaa
lelazll
Technical writing ) ALl
Vocabulary :Foods L
onions grapes cheese Sl 3
apples oranges lentils Ol il daad)
tomatoes oanll 5 alalaall o JUE Hall 5 ~Lasl)
bananas e
Ir::et:tce beans ) Ll gealdl
eggs strawberries L o
chickpeas A Al Gl
fish noodles carrots uassl)
chicken Dol s ellanl) 4y yadll
milk bread zlaa
culal) 5l
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Technical Writing  Food Bread, butter, cheese, chicken, fish,

Giving Ir?struf:tions platal) flour, pepper, rice, salt, sugar
2l .4"’ ‘ Liquid Coffee, juice, milk, soda, soup, tea,
Glaalet glac) y
- < Jila water

Technical writing
Vocabulary: Action Verbs
Action Verbs
Action verbs are something that a person or thing can do. They can be used alone as the main verb of a sentence e.g.
run, jump, reach, swim, walked, fell etc.
Action verbs can also be actions you can't see such as 'thought' or 'wanted'.
aal) 4L
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Complete the sentences with action verbs from the box. Use P aué M Jasl dACJ s
the correct form of the simple present tense. Absd) el el masaall
Like, buy, pay, go, get, relax, walk, tell, carry, put eat e i B sd s o s e
The Garcia family grocery shopping every Saturday. .) (R (e (TR (T “-‘x“"/‘@i‘ﬂsf"" -
First, the family into the supermarket. .Y Jst &= «Jany
Francisco ashopping cart. .Y e L
Mrs. Garcia Maria, "Buy two tomatoes". .t s oy S Al (g bl aile )
They vegetables, fruit and cheese. .1 ) I AL )
The Garcia family healthy food. .V 5 S palll Bomdh (M cesl.
Mrs. Garcia for the groceries. .A
. — L 3 gt 4 Saand) 48 |
Maria and Francisco the groceries into the apartment. .4 Cla ol SIS
. . \.
M.r. and Mrs. Gar.C|a : away the groceries. . ) i L oL e L e 3ol ¢
Finally, the Garcia family oW : " ;
Then, the lunch. .Y . o ers .
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Technical Writing
Giving Instructions

o 4y alall elle ¢ 5 AT

4 Ll e ¢ s

Sequencing Starting out Continuing Finishing

il sl Ol el 3 AV Gludll

The last step is . The last step is . After that, The last step is . ..

. . ool oy s 3 Y) 5 kil

Lo 5l 5 5hall . 3aY) 5 shadll

The last thing The last thing The next step is to. . The last thing you do is
youdois. you dois . . e Al 5 hadl)

ol e o3 AT

oo alad clle Lo Jull ¢ 3l

s;“_:\_}k';“ “_\\_5L;M “"_ﬂ}bﬂ\
In the end, In the end, The next thing you do is In the end,
el b el b el b

When you've

When you've

Once you've done that,

The last step is . ..

finished, finished, then .. .o 5l 5 shaall

‘;Lg_'ij}” die c;L@.ﬁ‘}(\ Qe ) ?3 Sl Culed 28 S 5
When you've After that, The last thing you do is
completed all L oeclly ey a4l elle ¢ 5 AT
the steps, ) phadll
Gl a8 i Lanie
PELS

Technical Writing
Giving Instructions
Exercises
Technical Writing
Giving Instructions

to the next.

When you want to explain how to do something, the first thing you need to do is make a list of the steps in the process.

Time Order Signal Words
Many paragraphs include signal words to connect ideas in a paragraph. Signal words help guide the reader form one idea

Then you should arrange the steps according to time order. When you write your paragraph, use time — order signal
words to make the order of the steps clear to the reader.

Aadl) A

) AUl
Gilalat glac)

5 LY clalS ¢ g AUl
AT G Banl 53 S8 JSG (5 )l A 55 8 Baclie B LE) il 3588 8 HISEY) Ty 515 5La) colalSl) col a8 e el Jad
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Technical Writing

Aal) A0y Giving Instructions
Cilaaled glac Time Order Signal Words
B LaY) lalS i g o)
First, First of all, Next,
Second, Then, Finally,
Third, After that,

How to stop a Nosebleed
Following are the steps to stop a nosebleed , but they are not in the right order. See the pictures on the following slide
and put the directions in the same order as the slides.
Next, put a cotton pad in the bleeding nostril.
Finally, squeeze your nose until it stops bleeding.
If your nose continues to bleed, call a doctor.
Then, sit down with your head leaning forward.
First, loosen the clothing around your neck.
(Y Gy i)cile ) i g 4
LS oo ) (s 8 la LY g g A Ay ) e gl lai) ol B (8 Cannd LSl ccile Sl i ol ol L Lod
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it Jea udlall e Caddld g Yl 99

Complete the paragraphs using time — order signal words :

It’s not hard to get a good picture of your cat if you allow these steps. ............ , give your cat something to eat. When
she is full, move your cat to a sunny window. .................. , rub your cat’s back for few minutes until she falls asleep. Do
not make any loud noises. As soon as she wakes up, get in position and have your camera ready. ......cccce........ , take the
picture as she yawns and stretches.

In order to get a driver’s license you need to follow these steps. ......ccccocuvveeeennnen. , g0 to the Department of Motor
Vehicles in the city where you live and fill out an application. .............., study for and take a written test on the traffic
signs and driving laws. You also have to take and pass a vision test. ........cccccevunee , you need to take a road test. The

person who gives you the test will make sure that you can drive safely. Once you pass the road test, you will get your
driver’s license.
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Technical Writing

Writi Technical P h sl .l
riting a Technical Paragrap e
Giving Instructions AL By A
Cilarled clac
Sequencing Starting out Continuing Finishing
Jdel) sl D)y Lyl
First,. . Before you begin, (you After that, The last step is . . .
Y should . ..) clly 2y LYkl o)
(... of ) ddag i U8
Then,. . The first thing youdois... The next step is to. . . The last thing you do is . .
R s el dlle ¢ 5 Jol L. Al 3 gladll 1) ol Al Y e il
Next,. . . | would start by . . . The next thing you do is .... In the end,
L edadl 8 e g ol ol ol s o gl
Lastly,. . The best place to beginis.  Once you've done that, then = When you've finished,
L) Al st el K il e edlld Cilee Levie (gl Ladic
To begin with,.... When you finish that, then.. When you've completed
gy o el e Ladie all the steps,
il ghadll K s Laaie
A 5
Technical Writing
Grammar

Imperative Sentences
Count Nouns & Noncount Nouns
Technical Writing
Imperative Sentences
An imperative sentence expresses a command or a request. When we give someone instructions, we often use U
imperative sentences.
You have learned that a sentence must have a subject and a verb. In an imperative sentence the subjectis O
always you, but it is not stated.
Imperative sentences begin from the base form of the verb and end with a period or an exclamation point. Look O
at the examples. Notice that each one begins with a verb.
For negative imperative forms, we use: do + not (or don’t) + base form of the verb
Use the imperative form to give instructions, directions, or orders. O
The imperative is like the simple present tense for you without the subject. O
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Technical Writing Simple Present Imperative Sentences

Imperative Sentences b ¢ jlas Aaatia dlas
— Affirmative Negative
aal) ateetl) ad e
Aais Jaall . . .
B i You write a story. Write a story. Do not write a story.
daal iSS Al A4S Al Sl Y
You get six onions. Get six onions Do not get six onions.
el Al Jeans diadl &0 e J puaall el &l Jiaas Y
You go to the market Go to the market. Do not go to the market.
Bl ) a s, sl () cladl Bl ) sy
T(::c.hnlcal ertl-ng Imperative Statements
Giving Instructions fndia iy
dal) A0l Statements  Press the start button.
Clalas ¢Uac | (Affirmative) Close the door.

Gl pai - Add the sugar.

(w=2¥L) Go to the Department of Motor
vehicles in the state where you
live and fill out an application.
Slow down !

Al ) Sle vl
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lelay)

Negative Do not make any loud noises.
statements Do not let the water boil.
4l @lllll Don’t add too much salt.
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Write the words in the correct order to make imperative sentences. . .
to / the / go / supermarket .\ P Jaadl dead gasall st A1 (8 Qm{‘u'lfs
a/ cart / shopping / get .Y A
and / buy / eggs / fruit .Y Sl s/ [/ /A )
home /go .t Se Jpanll [ Gouilll [ [ 4 ye Y
the / groceries / carry .° 1SN / Loandl [ el i /4 Y
groceries / the /away/put .1 Qa3 / Al Aniil
Jea /A /5 0
g [ e [AGN T

Technical Writing
Imperative Sentences
Change the sentences in the previous exercise to the negative imperative form.
doaia Jeall dvall U<
Al Gy 3 gl ) o) (i) g Janll
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Technical Writing
Grammar: Count and Noncount Nouns
There are two kinds of nouns in English. Count nouns and noncount nouns.
Count Nouns :
Count nouns are nouns that you can count : one cup, two pencils, five chairs, twenty seven students. O
Count nouns have a singular form and a plural form. O
Use a or an before singular count nouns. Use a with singular count nouns that begin with a consonant sound. Use O
an with singular count nouns that begin with a vowel sound.
Al )
DJ}..\MI\ By oJ}A:uJ\ sla¥ oac 8
5 gdra uE g0 gdma eland Ao byl A2l G cland) (e ole 53 @lla
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Technical Writing
Grammar: Count and Noncount Nouns
Noncount Nouns :
Noncount nouns are things that we can’t or don’t usually count. O
Noncount Nouns do not have singular or plural forms. They always take the verb form used with singular nouns. O
Examples: QO
| put some sugar in my coffee.
He likes a little milk in his tea.
We have a lot of homework.
aal) 4L
eagarall ye clan¥lisacly
sale a3 Yl akaiad W e ) SLEY 0 sma e el
33 yiall elan¥l Uantind Ll Jadll 0S5 3 2a k) Suman JISET o 3 jia 28 La 02 g2y eland”
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Technical Writing Categories Examples
Grammar: Count and Noncount Nouns Caluay!
e Food Bread, butter, cheese, chicken, fish , flour, pepper, rice,
. Adl) 4‘-‘&1 ¢1aal) salt, sugar
03 gAza ic 0J gAza slaulioac\d J)\J\ ¢Jalal) cé:ﬁﬂ\ céladl ‘C\Aﬂ\ &Qg.aj\} c'éd,\‘}l\} ).\;J\
DSl g lall
Liquid Coffee, juice, milk, soda, soup, tea, water
Jadl sbaall g (gLl g coliaall ¢l puall cculs ¢ juac <5 g8
Subjects Chemistry, English, History, Math, Music
Jeldll Gs;‘..‘.u}d\ el ) c@)\_ﬂ\ AU..LJ\J\ Aall) LSl
Abstract ideas Anger, beauty, humor, justice, knowledge, love, luck
Edj);:d‘ JIS;Y\ LAJ\J ‘&T\Aj\j ‘M}AS‘J ‘M‘J’J\j ‘M\} ‘d\.&;}\} “_h.aaj
Others Furniture, homework, information, money, software
RESS Cilina pull g cJlall g el slaall 5 il yiall cilaal ) 5 (EBY)
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Technical Writing

Grammar

Count Nouns & Noncount Nouns

Exercises

Writing

Writing a technical paragraph

Technical writing

Count and Non-Count Nouns

Complete this paragraph with count nouns and non- count nouns. Make the nouns plural where necessary.

Hammed went to the store. He bought (egg) , (rice) , (spaghetti) , (milk) , and (bread) .The
store didn’t have any organic (produce) . So, he went to the health food store and bought (lettuce)
(tomato) , (banana) , and (grape) . But he forgot to buy a (watermelon)

’
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Technical Writing
How To Make Milkshake
Look at the pictures. They show the steps to make milkshake. Read
the steps and order them according to the pictures.
Then, cut up some fresh fruit such as bananas, peaches, or mangoes. 1
First, get out two cups of milk, and two tablespoons of honey. O
Put the fruit pieces in the blender. O
Pour the milk and honey into the blender. O
Finally, pour the milkshake into glasses and enjoy your delicious drink. O
Put the top of the blender and blend on medium for two minutes. O
B | PN
agsatl) 4y
Milkshake Jaxs s
18 .milkshake Jaal & shadll () sy | seall ) i)
o peall lishs a3l il sl
sadbe sl a5 sall Jia da jUal) 4S) gl (i adad (5
Sual) o plada Vel 5 ccnlal) (538 Be QU 7 535 Y 51"
DAY A A Sl adad A"
L3 Y Gaall 5 Cudal) Lo
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Technical Writing
A Delicious Drink
Turkish coffee is not easy to make, but it is delicious. There are several way to make Turkish coffee, but this is the way
may friend taught me. First, you will need a special pot. Pour 3 cups of cold waters into the pot. Then, add 3 teaspoons
of coffee and 3 teaspoons of sugars to the water. Next, heat the water on low flame until you can see foam forming on
top. Don’t let it boil. Then take the pot off the heat. Gently stir the mixture and return it to the heat. Repeat this two
more time. Finally, pour the coffee into three cups. Make sure each people gets some foams and enjoy your coffee
aal) 4L
<l ydll Al
g Yl (oale Gua gle A4 Hhall 4 sda (Kl A Sl 5 gedll aiial A4 Hla (e 2dal) lia 30 AT Jaad Ag Canal 4K 1) 3 g48l)
el ) Sl (a8 psa 33l ¥ 55 gl (e 3edle ¥ lal o ele g 8 5Ll sbl) (e ) ST Y Caa ali sle g ) i
Mﬂ‘éﬂ{)\)ﬂ\“ﬁﬁgb}hﬁﬁé&!@mys&s\é:d&ﬁﬂﬁb}c‘)h))w@@;&m& JUQJQ elall opdd ¢ Jusall
pany Jeany Gl JS G e 2SB Ll 5STAENE L) 8 58l) o ol a5l (e e (g Gl 03 S 351 all ) Ledale) 5 calaly
Sl (alad) 3 ggdll aiaill g 55l )

Technical Writing
Writing Conventions: End Punctuation .}
Organization: Sequential Order with Sequence Words .Y
End Punctuation
Punctuation marks are signals to your readers. In speaking, we can pause, stop or change our tone of voice. In writing,
we use marks of punctuations to explain and clarify what we mean.
Al <)
oyl ciledle dlgs renldla) LS )
Juds SlalS ae Ll i i rAadaial) Y
ad Al Gladle aglgs
Ciladle aadid s ALE B Cga (e Lal Aagd juad ol G gl g o gl WiSay g eCaall 3 el 1)l LS o o ) ciledle
e Lo i 2 3 ol 5 cldle (0

Sentences always finish with an end punctuation mark.
Use a period ( . ) for most statements. It is very convenient. U
Use a question mark (? ) for questions. Is it convenient? U
Use an exclamation point (! ) Finally, they relax! O
3\.\\.@.\ ?"EJJ‘ idle & Laila ¢L@:\5\>{\ dA;j\
Jaas dag je Ll i) alaead () Adals alasiul g
faulio 5o Ja ALY & Hhl (9) alefinl] dadle aladinl g
Tela iVl Leild o) il 5 (1) caa Aadle andinl @

Technical Writing

) Al <))
End Punctuation T
1. Period (.) - P A “_’Ld:' e
Use a period to end a sentence that is a statement. ¢ (:)aka ).

Check your message before you send it.  *
When you use a period as part of a number, call it point.
5.5 (five point five) million messages are sent every hour.

Ol o G Alaall elgdY 6 i padiul

Lol ) J il ) daal ja o

Adagil) agle gllay (A codall (1o ¢ 3283 38 aladinl die e
S AL Oale (Bl el (0 dusad) 0.0 0 Jlu ) oy

2. Question Mark (?) -
Use a question mark to end a question.
How can you show in writing that you are joking? ¢

(%) oledind Ladle Y
Alleall oY algind Aadle axiinl o

3. Exclamation Point (!)

Exclamation points are used at the end of
sentences to show a lot of feeling.
I can’t believe it!

(1) cand Adle ¥
sl (e SN sl Jaall e 8 conatl Ciledle a2iiud

lelly Gacal i aadaind Y
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Technical Writing
End Punctuation
Write the sentences. Add the correct end punctuation mark.
( statement) The Garcia family goes grocery shopping every Saturday  *
(question) Do they go to Al's Supermarket
(question) Is it near the apartment
(strong statement) The shopping list is very long ¢
(statement) Mrs. Garcia is a great cook
(strong statement) Finally, the family relaxes and eats lunch ~ *
Al )
adh il ciledle Al
i) Adle Aleh anall Ala) | Jeal) 440
G o5y IS ANE (3 pul) o L e Alle (0l
2 S Jle s (M G2 Y (JIsm) o
A E e da (D) @
Gpmill an A o AN (05 6 () o
5 S S L e sl (o)
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Technical Writing
Sequence Words
Organization
Time - order signal words :
You have already learned several important things about paragraphs. You know that a paragraph has a special form. You
also know that a paragraph has three parts : a topic, sentence, supporting sentences, and a concluding sentence. It is
also important to learn how to organize the supporting sentences. There are several common ways to do this. One way is
to use time order. That means organizing your ideas in the order in which they happen.
Sequence (Signal) Words
Many paragraphs include sequence words to connect ideas in a paragraph.
Signal words help guide the reader form one idea to the next.
agal) )
Julad el
25 L) ColalS sy -l )
o) yad A 4 58l o Layl el eS| ala (S8 L 5 a8 of o yed el ol jadll Jsa daledl ) ga¥1 (e dadadl Jrdlly Cualass )
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S8 8 KaY) Loy ) Jeds LIl il e el (e
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Technical Writing
Sequence Words
When you want to explain how to do something, the first thing you need to do is make a list of the steps in the process.
Then you should arrange the steps according to time order. When you write your paragraph, use time — order signal
words to make the order of the steps clear to the reader.
Sequential order tells the order of events. Use sequence words to show sequential order. Put them at the beginning of a
sentence. Add a comma after the word.
aal) L)
Jadest clalS
i e o o5 Aleall 3 b il gl (po Alh o2 4y oLl e gy oo sl 8 Lo ooty L RAS 58 x5 Letie
Lol daal g ) ghad (e aUadl) Jaad 3 LE) LS (a3 - 8 6l) aadiin) 68 adl) UK die | 8 ) i yill a8 g ) pladll)
AalS 2ry Aliald Ala) Aleal) ey 3 Lgan s Aulas (i 5 Jualast ledaY Ll aladin) Culaa¥) (a5 Say s (s 53
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Technical Writing
Sequence Words

Review the example of time order signal words.

Time Order Signal Words
Aal) AUl
Jualist Al
g ol e JUial) Jases ial paiia
k) s
3 LAY ClllS i g LUl

Sequencing

First,. . .
Then,. .
Next,. . .

Lastly,. .

First,
Second,

Third,

First of all, Next,

Then, Finally,

After that,

Starting out

Before you begin,
(you should . ..)

The first thing you do
is. ..

| would start by . . .

The best place to
begin is. ..
To begin with,....

The next step is to. .
The next thing you do is
Once you've done that,

When you finish that,

Technical Writing
Writing a Technical Paragraph
Sequence Signals

Continuing Finishing

After that, The last step is . . .

The last thing you do
is..

In the end,

When you've finished,
then ..

When you've
completed all the
steps,

then...

Technical writing
Introduction

How to Boil an Egg

You can make perfect hard — boiled eggs if you follow these steps. First, get the eggs out of the refrigerator before
cooking and let them come to room temperature. Then, put the eggs in a pan with enough water to cover them by at
least in inch. Bring the water to a boil. Turn off the heat as soon as the water boils and cover the eggs for about 15
minutes. Next, put the eggs in a bowl with a cold water and a few ice cubes. Let the eggs cool for 10 minutes. Now you
are ready to peel the eggs and enjoy eating them.

(p>)
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Technical Writing

Sequence Words

Number the sentences in sequential order. Then, write the sentences in the correct order.
Group 1:

___Next, Mrs. Garcia reads the shopping list.

___First, The Gracias go to the supermarket.

___After that, Maria and Mr. Garcia go get the groceries.

___Then, Francisco gets a shopping cart

Aal) 3y
Jedst il
gemall il 8 Jaall AU e Lok i i 3 Jeall 2xe

. smdl) Al 1 i Lo jle saul) ¢ )
S ke sl Y s G n NS
A e e Jpanll G L jle adly Ujle celld 3y
Gl Lo o Joany ol i

Technical Writing

Sequence Words

Number the sentences in sequential order. Then, write the sentences in the correct order.
Group 2:

___Finally, the family relaxes and has lunch.

___Next, Mr. and Mrs. Garcia put away the groceries in the kitchen.

___Mrs. Garcia pays for the groceries and the Garcia family goes home.

___Then, Maria and Francisco carry the groceries into the apartment.

Al LY

AL il

Zonall cllall 8 el &G S Juliad) allall 4 Tl e
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s ladie 5 U 5 Allall o yal
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Introducing Sentences Jiaa) dasll
Parts of the Sentence Ll o el 3l
Connecting words .\ il Ly )

L Y
Combining sentences . P e

Introducing Sentences
Connecting words : and, or
Often you need to connect words or groups of words in a sentence .
One way to do this is to use a connecting word. Connecting words are conjunctions.
There are many types of conjunctions in English. Two of the most common ones are and, and or. They have different
meanings.
Jay) Jaall
sl e by s
Alead) 4 Gl e ile sane ) clalSl) oy ) ) 2 lias L Wle
calaall day 55 N o QLS Jia gall ZalS aladin) sa ellhy GLall 48 jla aal
Adline lae agadl sls e s A Lo gulila ST e i) A ulad) Gl 8 Calaall £ il (e aall i
Jaall
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Introducing Sentences
Connecting words : and, or
And joins two or more similar things in positive sentences.
| like Chinese and Italian food.
Swimming and reading are my favourite hobbies.
We have class on Mondays, Wednesdays, and Fridays
Jaal Jeal
sl ey Gl
PR PO 1 DU SV B QRO
(Sl il dladall Caal Ul 08
Alatall U ga s sel all g Al €8
draall 5 csla ) Y1 a g 40 Liga)

Or connects two or more similar things in a negative sentence.
| don’t like British or American food.
We don’t have class on Tuesdays or Thursdays.
| can’t play tennis, ride a horse, or swim very well
Or also connects two or more choices or alternatives.
| would like to go to Hawaii, Tahiti, or Fiji on my next vacation.(l cannot go to all three places. | will choose one.)
My father or my mother will meet me at the airport.
(This means that only one person will come to the airport.)
Compare:
My father and my mother will meet me at the airport.
This sentence means that two people will come to the airport.)
My father or my mother will meet me at the airport.
(This means that only one person will come to the airport.)
Aplal) Aaall 8 Alilaa 5 5a¥) o SIS ol G0 day 0
A0Sy 591 gl Ay yall aladall Caal Y U SE
cosedll o (U a5y JS A0 Ll aa g3 Y 68
Al s O Aalandl ol (iRl (oS g el el 380 Y
Sl s LAl e ST gl o) G das g WS
(35 HUaS Cagus Ul g AN SLY1 028 ) caadl () aokaiad V) Allae Jall ol Ao o Sl ali ool sl ) canls of ol 5 8¢
el b illae Sl ol sall 8¢
(oMad) Al o) Jad las g Ladid o ey 128 5)
Bl
ol Y asing Casun ially sl o
(ol A 0k g D) e 0l O Aland) 038 ey
el 8 illae Sl g sl gl e
(adl Il o Jadd haa) 5 Lads o ey 13a )

Conjunc Use Example Introducing Sentences
tion Combining Sentences
And Joins two similar ideas | can speak and understand English.

together. Blue and yellow are my favorite colors. Jaall S0
Lae dgliall ISEY) (G day
Jeall G geal)
But | Joinstwo contrasting ideas. Sarah enjoys spending time with her
Auziliia) S8V oy day family, but she doesn’t see them very
often.
Or Shows choosing between In the mall, you can shop, eat, or watch a
things film.

LAY L) el
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Introducing Sentences
Combining Sentences
Combine the two sentences to make one sentence. Use (and) or (or) according to the meaning.
Example:
| like chocolate ice cream. | like coffee ice cream.
| like chocolate and coffee ice cream.
| can speak English . | can understand English.
dadl Ji
Jeall (g geal)
sinall g (6f) sl (5) plasin) Bas) g dlea Jaad Giileall G aanll
:JGa s e
S ¥ B sl anl Ul s 58 ) 43V oS gl Caalf Ul S€
S ) el 5 S sl Jia U
Ao aladY) agdl O ankaiad A salasy) Guasil ol audaid $€

Introducing Sentences
Combining Sentences
| can’t speak French. | can’t speak Italian.

Would you like soup? Would you like salad? ( you can have only one)
Jaadl Jlaal
Jeall G aeall
R BN [ IR S Y SR I I PN S VR o4

Ao ) agdl Of aadaind 4 ulady) Al Caanil) (S (dah aa) 5 05 O oSay o) Sl e i b Selas e i Ja 99

Sentence Combining
Sentence combining is an exercise to improve your sentence writing.
When you do that, you combine two short sentences into one longer sentence. All the long sentences together make a
paragraph.
Jeall o gaall
el Aalal) dlaal) AU ruadl A jles ga aaad) dlaal)
B Jea loa Al sh Jeall JS Ikl 5 5 saa) 5 dlea 83 j0ad Giilan (g pand) S (@l Jadi Lodic
A laiy) agdl o alaind 4 alasy)

Sentence Combining

Summary

The simplest way to combine two simple sentences together is to link them with a conjunction. Common conjunctions
are "and," "but," and “or”.

Examples :

"I like to swim, but | enjoy running.

Adults and children like me.

You can swim , or play football.

Jeall (el

f oL

M ORI T o Lo gl calaall calaall g pan Led ) s bue Adass (iles O @enll A8l o
relld e ALY
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Sentence Combining . .
| A A ! o) -
got an Ain my exam. | didn’t study oo AU atl L3 A K \

| have a cat. | have a bird. .Y skl gl Ll gl X
........................................................................................... $omac e i da feulall e 5 da Y
Would you like milk? Would you like juice? .Y Lotz | gl ?@_ﬁ Ae ealaadl €

Technical Writing FRAPRES|
Writing Conventions: End Punctuation .\ 8l clae G e usu;\ . LS !
Organization: Sequential Order with Sequence Words .Y Al cledle At nbalanl A

Julass LAl e ot i Aaliiall Y

Technical Writing
End Punctuation
There are three basic ending punctuations in writing: periods, exclamation marks and question marks. Periods are used
to end a completed statement, while exclamation and question marks
help define a sentence’s purpose. Let’s consider the following three sentences that demonstrate how these ending
punctuations are used.
aal) 4L
ad il ciledle g
b eslgiV) (e el il i aadi s aledinl) Cladle 5 maill Ciladle ol i AN dgiiall bl 0 i clladle G @llia
I DlaBle 5 o G
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Technical Writing

; el A<
End Punctuation . T -

Sentences always finish with an end punctuation mark. U s ST
The Period (.) A o il Adle e Lalls olgiW) Jaal
| have homework. (.) Adatal)
Using a period indicates you are making a statement or giving A i) cilal ) sl

a command.

ae) of ol VoY) i€l s i aladindy
The Question Mark (?) slac] o) Jln & 23 BIVIR VI :

Do | have homework? .
Using a question mark indicates you are asking a question. (%) pledin¥) Ao
The Exclamation Mark (!) A Hiall bl gl 0 A2 Y
| have homework! sl 138 5 s i algdinl adle alasinuly
Using an exclamation mark indicates the expression of particular (,) Conaill Ladle

emotions. Exclamation marks can represent excitement, shock, fear,

14 yial) cliad o) (gl
warning, or other strong emotions. il sl ol @

ada ¢ EY) Jid caadll Gldle (Ko dald
GAY Gl jeladl o Iy g A
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Read the following sentences and insert the proper end punctuation.
. What are you doing

. That’s so great

. That boy is tall

. Please don’t litter

. Why are you staring at me

. What kind of dog do you have
. Can | have a biscuit

. Wilbur is a little, cute cat

. Wow, I'm so surprised

10. Shut up

11. I need a new job

12. What is the meaning of life
13. | like to eat ice cream

15. That’s fantastic

O 0O NOUL S WN

Technical Writing

Sequence (Signal) Words

In a sequencing paragraph, you are writing to

describe a series of events or a process in some sort of order. Usually,
this order is based on time.

The following words can help you to write a good sequence paragraph.
Helper Words:

Technical Writing

Sequence Words

dagl) 4

GHPALS (S‘)L&\) Jualis
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Eu) )
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&S\J &ﬂlﬁ . \o
Al Order
&l AE Jg¥ First, second, third, .....

40 A In the beginning
J# Before

A then

2 After

|23 Finally

Al at last

Via




Technical Writing Agne 3 yad) Ayl AU
Sample Paragraph

| had a wonderful time when | visited my grandparents’ farm last Topic sentence
weekend. & s gal) dlea
ealall £ ) Algd b (gax de ) ha 8k el Ladie Ladl U5 oS

First, Grandma let me milk one of the cows. After that, Grandpa took me  Supporting sentences
out to plow a field on his tractor. He even let me sit in the driver’s seat

when the engine was off. Then, we went fishing after doing all the farm

chores. Finally, we had dinner in farm with some friends. Baile dles
Al 8 dia Gl Jdaad) A celld aay Y] e saad 5 cada Baadl ) s N

ey dpall Laad ¢ AL & jaall (S Levie il deda 3 Geslall o ) saand 431

SBALY) (any aede ) Jall 8 oLl Wyl (IS o il s Aol 50 Jlae Y gaany oLl

| hated to leave the farm when the weekend was over. Concluding Sentence
S g gl Al dllae 8 OIS Ladie de ) el ke oo S ) Lalial) dleal)

Technical Writing
Sample Paragraph
How to Bake a Cake
First, bring a mixing bowl and pour the cake mix in the bowl. Second, crack three eggs and then put them in the
bowl. Next, put some oil in the mixing bowl. After that, mix the ingredients using a mixer . Then, pour the mix in a pan
after greasing. Next, place the pan in the oven on the heat of 350 degrees and after it is ready, let it cool down. Finally,
you may decorate your cake using any cake decorations.
dal) )
duc 3yl
A S 4k
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Technical Writing
Sample Instructions to Write a Paragraph
How to Make Porridge
Porridge is made of oats and is usually eaten with sugar, honey or syrup. Traditionally it is eaten for breakfast, especially
in Scotland. Also, it is nutritious, quick and easy to make.
Ingredients:
Cup oats
4 cups water or milk
Salt (to taste)
Sugar, honey or syrup (to taste)
aal) L)
5 Sl cllales Aie
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Technical Writing
Sample Instructions to Write a Paragraph
Instructions
First, put oats in saucepan, then add salt to taste. U
Next, add milk or water and stir well so there are no lumps. O
Then, heat for 10 or 15 minutes, stirring continuously, so that the porridge does not stick to saucepan and burn. O
Finally, when the porridge has thickened, pour into bowl and serve immediately with sugar, honey or syrupto Q1
taste.
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Technical Writing
Sample Instructions to Write a Paragraph
Read the steps of “How to Make Porridge” and then write a paragraph.
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Technical Writing
Step by Step Writing: Pre-write, Organize, Draft & Revise .)
Writing a Model Paragraph Y

Technical Writing
What is technical writing?
Technical writing often gives instructions. It sometimes explains how to do a procedure. It is actually a step by step guide
explaining how to make or do something.
Recipes and directions are examples of technical writing. Directions are found in computer games, safety rules, guides,
science experiments, ...etc.
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Technical Writing
Sequence Signals

Aal) 4,0y
Sl

Sequencing

Starting out Phrases

Before you begin, (you
should . ..)

The first thing you do is
| would start by . . .

The best place to begin
is. .

To begin with,....

Continuing
Phrases

After that,

The next step is to. .

The next thing you do is

Once you've done that,
then ..

When you finish that,
then...

Finishing
Phrases

The last step is . . .

The last thing you do is

In the end,

When you've finished,

When you've
completed all the steps,

Technical writing
Tips
Create a title that explains what the instructions are " How to ....." O
Use action verbs in the beginning ; "Pick up, Hold, Take, ....etc. 4
Use short clear sentences with words that are common. O
Avoid words with more than one meaning. U
Be specific
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Technical writing
Writing Prompt
Make a recipe poster. List your ingredients. Divide your recipe into steps. Give instructions for each step. Use sequence
words.
Writing your paragraph step by step will make writing easier for you in the future, and you will feel more :Remember
confident about the good quality of your work!
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Techr.ucal wr|t|r.|g Al <)
Revision checklist L o
| listed my ingredients. QO 4‘“ > 4‘“
| divided my recipe into steps. QO gl b Sl ds jadl Ul g
| gave clear instructions for each step. U b dda g Gl gha ) Aada U 0
| used the imperative. O 5ha J<) danal g Cilladad shel g
| used action verbs. O T
| used sequence words correctly. O (i Geadiu) al g
Jeadl JadY) cuxic) g
s JSG el LS caandiin Ul

| wrote a topic sentence? O
Sentences are in correct time order.
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Technical writing

Editing checklist

| used imperatives correctly. U

| used count and noncount nouns correctly. O

| used correct spelling, punctuation, and capitalization. U
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Technical writing
Chicken Salad

Ingredients:
cooked chicken 1 tomato mayonnaise
1 onion lettuce salt and pepper
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Technical writing
How to Prepare Chicken Salad

Write your instructions in the form o imperative sentences.

Buy the ingredients.

Cut the chicken into small pieces.

Put the chicken in a bowl.

Add the mayonnaise.

Cut the tomato and the onion into small pieces.

Technical writing

Put the tomato and onion in the bowl.
Add some salt and pepper.

Put the lettuce on a plate.

Put the chicken salad on the lettuce.
Eat and enjoy

Now, put your sentences together in the form of a paragraph.
Use sequence words to connect your sentences according to

time-order .
Make sure to follow the correct paragraph form.
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How to Prepare Chicken Salad
In order to prepare chicken salad do the following. First, buy the ingredients. Next, cut the chicken into
small pieces and put in a bowl. Then, add the mayonnaise. After that, cut the tomato and the onion into small pieces and
put them in the bowl. Next, add some salt and pepper. Finally, put the lettuce on a plate. Put the chicken salad on the
lettuce. Then eat and enjoy!
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Technical Writing
Step by Step Writing: Pre-write, Organize, Draft & Revise .\
Writing a Model Paragraph Y
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Technical Writing
This lecture will take you through the steps of the ‘writing process’. The skills you learn in this Lecture can be used again
and again to write paragraphs about other topics as well.
The writing process will show you that good writing comes from working on your paragraph step by step. Sometimes
students are surprised that the first step is not to begin writing! Before writing your paragraph, you will use prewriting
strategies such as brainstorming and outlining. You may also be surprised that much of the work takes place after you
write your paragraph.
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Technical Writing
In this lecture you will learn to plan, write, revise and edit your paragraph before giving a copy to your instructor.

Brainstorm A ol
Outline aal) 4,0y
First Draft 58l Jaamt g el g A4S g Japlad] ala (o gus 3 jaialaall 038 B
Revise lalas ) 4ie A3 glae ) Ji ol Lalil)
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Cooking up a paragraph: S dad w5V 83 gl

The FNTF formula:
A formula is like a recipe. It tells how to put something together in the same way every time.
A recipe is useful for cooking or baking. A formula is useful when you are writing a paragraph. How?
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When you can’t think of anything to say, the words of the formula help you get started.
You don’t have to worry about organizing your paragraph. The words of the formula do it for you.
A ‘How to Paragraph’ is a paragraph that gives instructions. It tells how to do something.
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Technical Writing
Here is the formula for writing a ‘Technical paragraph’ or a ‘How - to Paragraph’. This formula is called the FNTF

formula. dal) 4]
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ext, ...... . . e e
Then, ...... 4.«7.\..41\ 4.:.:1.‘..4]\ 02 awnng a)ssj\ (5”
Finally, ..... FNTF
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Technical Writing

Here is an example of a How —To Paragraph. Read the paragraph and look closely at how it is put together.
How to Open a Jar of Pickles

First, place the jar of pickles on a counter. Next, hold the jar with one hand and grasp the lid with the other
hand. Then, turn the lid until it is loose. Finally, lift the lid off the jar.
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What is the title of the paragraph? .\

Why is this paragraph called a ‘How-to Paragraph’? .Y

The purpose of this paragraph is to give instructions on how to open a jar of pickles. Can you tell the paragraph’s .Y
purpose just by reading the title?

How many sentences does this paragraph have? .£

Does this paragraph use the FNTF formula? .°©
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The writer of this paragraph was given the title * How to Open a Jar of Pickles’. He made a list of words that came to mind
before he started writing the paragraph. He ended up using all the words except put and cover. He organized his
information in a flow chart using the FNTF formula.

Word list:
put  hold grasp turn lift  place
with one hand cover until  off counter

the other hand lid  loose
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Technical Writing

Title : How to Open a Jar of Pickles 4] 2,
First: Place jar on counter. SO (e By 8 S 1) sl
Next: Grasp lid. Alaall e 3 oa e syl
Then: Turn lid until loose. ellae olual s Jaaall

Finally: Lift lid off. paliad s olhe Caliy)

The complete paragraph olaall ad ;o) sl
How to Open a Jar of Pickles
First, place the jar of pickles on a counter. Next, hold the jar with one hand and grasp the lid with the other hand.
Then, turn the lid until it is loose. Finally, lift the lid off the jar
In just four sentences, the writer produced a complete and
well-written paragraph.
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Now, let’s go back to a group of directions we have read and rearranged earlier, and try to write a ‘How-to Paragraph’
based on them using the previous flow chart.
The directions have the title ‘How to Stop a Nosebleed’.
Word list
Loosen, nosebleed, neck, cotton pad, nostril, lean forward, squeeze, sit, doctor, call.
alainly L bl e %l of Ca AU 8 slaa g eBilas il 5 Lt i Bale) 5 U8 CUlALaiY) (e de gena I 3520 Lsed (oY)
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The directions have the title ‘How to Stop a Nosebleed'.

First, loosen the clothing around your neck. .) oy ) (i ol CasS' ) gie el Cilea gl
Next, put a cotton pad in the bleeding nostril. .Y Y
Then, sit down with your head leaning forward. .Y it Ja Sl (e il Yl )
Finally, squeeze your nose until it stops bleeding. .¢ a1 b haill (e 33l ass il Y

If your nose continues to bleed, call a doctor. .°
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Technical Writing
FNTF Flow Chart
Title : How to Stop a Nosebleed dal) A1)
First: Loosen clothes ar?und the net:'k. . Sl sl FNTF
Next: Put a cotton pad in the bleeding nostril. . ) G 3 i 4] S ) il
Then: Sit down with head forward. . “;L \ - Sl Lﬂs_, u i
Finally: Squeeze your nose. ) A8 dsa o o8 Yl
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Now let’s write the paragraph together.
a3yl ALK Ligen oY)

Writing Prompt

Write a paragraph giving directions on how to stop a nosebleed. Divide your directions into steps. Give instructions for
each step. Use sequence words.

Remember: Writing your paragraph step by step will make writing easier for you in the future, and you will feel more
confident about the good quality of your work!
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Revision checklist dxal ye 448
| listed my words. O A
| divided my directions into steps. U o . . ) )M 0
| used the imperative and action verbs. O (2 sha ) e i pudii Ul
| gave clear instructions for each step. O Jandl g Jdy) s Caeadinl adl g
| used seque|.1ce words corrgctly. a Boha JS! daal y cilagd sln“—i 0
| wrote a topic sentence. - s Judoss il Caariiud U g
Editing checklist Aald 5 pan
| used imperatives correctly. O eiaaa (< @l el i€ g

| used count and noncount nouns correctly. el o sl et )
| used correct spelling, punctuation, and capitalization. O & e 3 e 2 = 0
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