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● يجب عند كتابه الخطاب مراعاه الآتى:

1- مراعاه الشكل العام للخطاب كما هو فى الشكل التالى.

2- بدايه الخطاب بجمله افتتاحيه مناسبه.
3- عند تناول الموضوع يجب الالتزام بقواعد تكوين الجمله (..... الفعل + الفاعل) مع مراعاه علامات الترقيم.
● الشكل العام للخطاب:





● جمل افتتاحيه للخطاب:



● جمل ختاميه للخطاب:
Example:
Write a letter to your friend Fady who got high marks in the exams.

Your name is Magdy and you live at 50 Ramsis Street, Cairo.

The Answer


1- Write a letter to your friend Ahmed inviting him to your brother wedding.
2- Write a letter to your friend Walaa who was in hospital three days ago. Your name is Wesam and you live at 20, Al Haram St., Giza.

Use the following points:
· Start your letter to Walaa.

· Ask her when she will be back to school.

· End your letter in a friendly way.
3- Write a letter to your cousin Magdy congratulating him on his success. Your name is Mostafa and you live at 5, King Faisal St., Giza.

Use the following points:

· Start your letter to Magdy.
· Ask him how he is.

· Congratulate him on his success.

· End your letter in a friendly way.

· Add your name.
4- Write a letter to your friend Tamer inviting him to spend a week with you in your city. Your name is Amir and you live at 18, Manial St., Cairo.
Use the following points:

· Start your letter to Tamer.

· Ask him how he is.

· Invite him to spend a week in Cairo.

· Tell him what you will do.

· End your letter in a friendly way.


● عند كتابه الفقره يجب مراعاه الاتى:

1- كتابه العنوان فى المنتصف.

2- ترك مسافه صغيره فى باديه الفقره.
3- يتكون من 5 جمل كل جمله تحتوى على فاعل وفعل.
4- يتم مراعاه علامات الترقيم.
5- بعد انتهاء كل جمله يتم وضع نقطه ولا يتم الانتقال الى السطر التالى الا بعد الانتهاء من السطر السابق.
● جمل افتتاحيه للفقره:
● جمله ختاميه للفقره:


Example:

Write a paragraph of five (5) sentences on: "Different language"
Guiding points:

Arabic - international - language - important - businessmen - English - tourists - scientists

The answer

Different language


Arabic is an international language. It is important. Japanese and Chinese people need to learn other languages. English is the most important language. It is used by businessmen, tourists and scientists around the world.


1- Write a paragraph of five sentences on:
"Transport"

Guiding points:

The government - new roads - travel easily - traffic - cars - growing - the metro - two lines.
2- Write a paragraph of five sentences on:
"Going shopping"

Guiding points:

Al Mousky - Al Ataba - food – clothes - shoes - with friend - happy about  pay in pounds.

3- Write a paragraph of five sentences on:
"Life in the country"

Guiding points:

	People
	Fields
	Air
	Roads
	Travelling

	Simple

Kind
	Green

Wide
	Clean

Healthy
	Narrow

Quiet
	Cars

Donkeys


4- Write a paragraph of five sentences on:
"Your grandfather"

Guiding points:

Great - a doctor - hospital - examines - patients - medicine - for free - built - a clinic

5- Write a paragraph of five sentences on:
"A good friend"

Guiding points:

Should be - give - advice - helpful - cooperative - visit - ill - present - joy

● عند كتابه البريد الالكترونى يجب مراعاه الاتى:

1- مراعاه الشكل العام للبريد الالكترونى.

2- مقدمه مناسبه ثم الموضوع وبعدها جمله ختاميه.

3- مراعاه علامات الترقيم وتكوين الجمله ( ...... فعل + فاعل).

4- الامضاء.
● الشكل العام للبريد الالكترونى:


Example:

Write an e-mail to your new pen friend, Tom:

Use the following points:

· Start the e-mail and ask about your friend's health.

· Tell him that you're coming to visit him on December 15th.

· Ask him to meet you at the airport.

· Tell him how long you are going to stay.
· Finish the mail.

(Tom's e-mail address is tom@yahoo.com and your name is Medhat)

The Answer










Writing skills








1- How to write a letter.





























Dear + اسم المرسل اليه ,


جمله افتتاحيه





الموضوع


جمله ختاميه





With my best wishes.


Yours,


اسم الراسل








رقم البيت + اسم الشارع,


اسم الحى ان وجد,


المدينه,


المحافظه,


الدوله. (اذا كان الخطاب للخارج)


التاريخ.





Thanks very much for your letter.     شكراً جزيلاً على خطابك


 How nice it was to hear from you. 


انه من اللطيف ان سمعت منك


I am glad to write to you. How are you?


انا سعيد لانى اكتب لك ، كيف حالك؟


It pleases me so much to write to you.


لقد اسعدنى كثيراً انى اكتب لك.





I am looking forward to hearing from you.


انا اتطلع الى السماع منك.


I am looking forward to seeing you.


انا اتطلع الى رؤيتك.


That's all for now. Please write soon with your news.


هذا ما استطيع اخبارك به الان رجاء اكتب لى اخبارك قريبا.




















Dear Fady,


      I am glad to write to you. How are you? Congratulations on getting high marks in the final exams. I am looking forward to seeing you.


With my best wishes.


Yours,


Magdy.





50 Ramsis Street,


Cairo.


7th October, 2007.





Exercises








2- How to write a paragraph





No one can deny that …………    لا يستطيع احد ان ينكر ان ... There is no doubt  that ………...    لا يوجد شك فى ان ......       





Finally, it is quite clear that …. is useful / harmful. 


                واخيراً ، من الواضح الى حد ما ان .... مفيد / ضار








Exercises








3- How to write an e-mail





To: عنوان بريد المرسل اليه


From: عنوان بريد الراسل


Subject:  عنوان الموضوع


	Dear + .. اسم المرسل اليه, __________ مقدمه_________


__________________الموضوع  _____________________


______________خاتمه _________


الامضاء





To: � HYPERLINK "mailto:tom@yahoo.com" ��tom@yahoo.com�


From: � HYPERLINK "mailto:Medhat@yahoo.com" ��Medhat@yahoo.com�


Subject: I miss you.


	Dear tom, how are you? I'm coming to visit you on December 15th Could you please meet me at the airport? I'm going to stay for a week. With my best wishes.





Medhat
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