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We can feel a little hurt or defensive any time a weakness is highlighted. Many clients have told me that writing was not something they enjoyed in school and memories of a mean English teacher with a red pen poised to slash an essay apart are still vivid. For others, even though they enjoyed writing in school, they realize that business writing is a somewhat different skill than academic writing. Whatever the emotional response, let it go. The truth is everyone needs to write well at work to succeed. If we’re good at it, our careers opportunities improve. Turning your attention to improving your business writing is all good! Let go of any negative emotions and focus on the career benefit and ease of knowing exactly how to tackle the task of better writing at work. 
Part one/ Reading comprehension:
Activity 1: Read the text and say “true”, “false”, or “not mentioned” (3pts)
1- English teachers are kind especially while correcting essays. …………………
2- You should keep in mind all the previous experiences you met in order to improve your writing skills. ……………………….
3- Writing at school is a depressing task. ………………….
Activity 2: Read the text again and answer the following questions (3pts)
1- How can we succeed in writing at work? ……………………………………………
…………………………………………………………………………………………….
2- Is business writing the same as writing at school?(explain)
………………………………………………………………………………………………………………………………………………………………………………………………
3- To which word does the underlined word refer to?
They: ………………………………………………………………………………………
Activity 3: find in the text the synonyms or the antonyms to the following words (2pts)
Synonyms:                                                         Opposites:
     Unkind= …………………..                         strength≠ ……………………….                                                                      
     Fact=…………………..                                positive≠…………………..

Mastery of language:
Activity 1: Put the verbs to the appropriate form. (3pts)
1- Yesterday, she (to be) ………………….. tired. She (not to be) ……………… in her office 
2- A bear (to walk) ………………….into the bar and (to order) …………….. some honey.
3-  (To do) ………………… Frank (to prefer) ………………. tea to coffee?
Activity 2: define the following concepts (3pts)
Business writing: ……………………………………………………………………………...
…………………………………………………………………………………………………
Academic writing: ……………………………………………………………………...…..
………………………………………………………………………………………………….
Part two/ Situation of integration: (6 points)
Everyday, we communicate using the different communication types (speaking, writing, and even body language). As a university student, you use these types of communication in your studies. According to your experience, write a paragraph in which you include all the kinds of communication you may use at university and exemplify them.
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
All the Best 
[bookmark: _GoBack]
