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" Netiquette"
" A qlalt

1 Focus on the Topic g guda gal al
IMPREDICTING B [ s

L ook at the picture, and dlscussth&se ques swith the class.
3 Uiy 5 ) seall ) b
e . Tl adedy (53l L
2 Canyou tell hOW R euadd U8 sudy JLAY) dilal Ja
3. When these syrihot |
communicate? %

4. Read thettitle GE#he unit. What do you think it means?
¢ iy e e 8 3aa gl o)) sie ) kil

(78) A, 2adall
ENSHARING INFORMATION e glaall AS lia
agroup of four students. Write the names of each
ent f the group at the top of the chart. Discuss the questions
the chart, and write each student's answers.
del 8 de geadl) A s JS and ST OO Aa )l (e Ao gana (B e
EE s IS clla) ST o saalls Aanl) (386, J saal

Now each group reportsto theclass.  .—aallde gana ISy )& Y
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Example: In our group, tow people have an e-mail address, and
two do not.
YUL“‘J‘L;’J)-‘SMJ-’)-’?&-’JSUL“‘ cl_u:;}quc_g d\.\d\d.uuulﬁ

C Bl Al lxi

BACKGROUND dail) il glaa

Look at the graph. Then answer the questionsbelow.
ool Ay e caal & bl )l

1. When did e-mail start? .

2. When were there only 1 million e-mail addressg

3. How many e-mail addresses were
£2000 ?Lc Lr°‘ s
4. How many e-mail addresses WI|| there

M\,a..m Gl ydall S —iua ¢!
tention to the underlined words.
T kA PR L;ﬂ\ R AN ol_.ﬁ.'a:)!\ & JaveN| ¢l a8
alm in the morning. She usuadly sitsin the
for an hour, quietly reading the newspaper.
Jl G pudad e dale Flaall b 4ol o6 o caad
_;.}..‘.\@_.1 h_i;.\a.“ c\)ﬁﬁj

ﬁhe heard about her mother'sillness, Andy got very
T.J; 4\_11_\.\»40 &_1;.1.\4\ Lg.h\ 41.@_1.3.“5 UAJAJ Cle Ladie

C%Julla never says please or thank you. Sheisrude.
Axdg gl T8 o ellimd e Tl J& Al Wl sa

d. Diego always says please and thank you. Heis palite.
adgaad) 1585 o elliad e Jgiy Ly gaua
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e. Yesterday | got aletter from an old school friend. | wrote a
letter back to him right away. | alwaysreply quickly to my
friends.

Sle Al e Ta)y 4l i€ el G il s (e Al Cadli &

L.T‘GM‘L.;‘; Ac JJ‘ Caala u\

f. | can never find the CD I'm looking for. | have too many CDs
to look through. Someday I'm going to organize my CDs
Gl il (e 0K Lﬁl‘ Ade daal Ul Lﬁjgﬁd\és Jgiad) T

family. | wanted to change the subj ’
about her jOb

Ay ST ) Sl g 138 (ala 4] 38 e sl 8o o) Y @lliad (e

Now use the words to complete the definitions.
il JLaSY el aasiin) (Y
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1. Tocommunicate isto talk, write, or otherwise contact
another person. . Al paddy daal) Glld je ol 4S5 coaaill 5 Jai™d
2. Something is private when it is not shared with anyone efsg,
A Gadld ae Al o5 Y ladie (ald La g L0
3. To be calm isto be peaceful, not angry or upset.
e sl e e e dli K gald S
4. The subject of astory isthe main idea or topic.
& semsall S Ao 15 KA ga
5. Toreceveisto get something that someone has sent
Aabi ) e adile g b e Jgeanll |
6. To or ganize isto plan or arrange somethl ng

7. Toberudeisto say or do thmgS
LRI R ERA N AN

8. To be politeisto say or do things that

.dhj‘mﬁuﬁu‘ﬁﬁwuﬁ

(81) ab, daniiall
24Focus on Reading 85 Al o 3slial

INIREADING ONE: " Netiquette" Do's and Don'ts
Y Lag Jrdy La " i i) il : J oY) 3l i) dadad

pwing article is taken from an online newsl etter for
ployees. Read the title and the introduction. Then
swer these questions. ;

) i aal) il gl Y e 4 jla) Al e sl A s
) ALY o e ol 5 dasiall 5 ) giall
' 1. What is "netiquette”? e my) it el
2. Why do people need to know about "netiquette”?

" i) ol Jsa 48 jral il 2 ling 13
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Now read the article. Were your ideas correct?

"Netiquette" Do'sand Don'ts
Jads ¥ Lag Jady La " el 53y el
By Sarah Byrne Qb B Adaal gy
For many people all over the world, e-mail is the best way of
communicating quickly, cheaply, and easily. Becauseit is so
fast and easy, it is also very easy to miscommunicate. Tc
clear, easy-to-understand e-mails, follow these basic rul
mail use-called network etiquette, or "netiquette.”
& Y Ayl Juadl 3 SV Ll gw\;uicm ;
g.:lal;.:ﬂ T..\; d@.u }QJ 4d€_uj T..\; c.u.m ‘;'iiis:;-::. ¢

Netiquette Do's | Jai e ) ol
1. J: Keep your your ideas into different

short, easy-to-re
el uaz_a daliag o . : ™
: a5y s AN a ) Bl (e clial o paling
g5 B ypal Bl 2Dis) (553 30 8 ALy shal) il )

punctuatlon marks, like:) . The colon Is the two eyes and
e parenthesis is the mouth.
tud g oSS iy SN ald 5L s Ll U Lella ) i Al )l andl
Gkl (san) $7 o bl LLSIL el of iy S (JUdl Jun e LS5
Lea cliladill | (0 Jie ol il Cledlay A8 je jseall o ) ge )l aadid
A s G gl 5 Gl
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3. J: Check your spelling. Thereis no reason for poor spelling,
even in e-mail.
L;U).\Sl\j\m).d\ Ls.;;mgd)ch‘)!&.ﬁmh}ay LJJ).A\UAM\

% :5555::::_::

4. J: Fill inthe subject for each e-mail. This helps people
organize e-mails and find old ones. Also, if someone has
hundreds of e-mails to read, he or she might not read one
without a subject, just to save time.

d.\l.u)e.:la.ué:; u.ul_ﬂ\ ..k;L.u\.JA GJ}).ISS\ m}dujdﬁ&}m
U“—’M‘eﬁh\d'ﬂu& \.J\ ct.a.a\ Lg_mu.zs.“ucg_t;ﬂ\jc_;\j A

Every message should include your si gnat
always clear who sent an e-mail, A
your full name, e—mall address, an your "snail mail" or

A 2 Ja sl e Ll Gl
5 45 AV 2 Ol sie 5 cJalsSl) o)
el a8 )

Jadi ¥ LA
' I capital letters. Thisisthe same as
SHOUTIN a1t isrude.
Ll . SHOUTING J 4 (il 5 3 &l Cagyall JS padins ¥

Defft send everyone a copy when you only want to send a
ssage to one person. Often we are sent messages asa "cc"
arbon copy-the old word for a copy of aletter). When we
reply to these messages, we have to be very careful to reply only
- | to the person we want to read our message.
) Juy e We aal g (el Al ) Jla) 25 Ledie el 43 Ju 3 Y
20 Ladie (Al )l (e dad Je J geaad 4o 4alS 43 g )< 43 ) " S
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u\om”}éﬂ\uaxﬁ\ésJﬂfbwﬁu}&u\u&c@u)l\oﬁés
Ll &) iy

8. L: Don't send e-mails when you are angry or upset. Th@%%
messages are called "flames." Wait until you are cam to reply. .
Also, don't send e-mails that will get you flamed. Be polite and
try not to make anyone angry or upset.
=8 Jile )l oda sl cuale 0)5S5 Ladie g iU 5 Jily a5 )
o (S 20 Jlay e 5 Y Lad ol (odla (585 s iy

sl o) oy padd gl Jaad Y o Jslas 5 Gase (S

9. L: Don't think e-mail is private. E—mail IS writt

to communicate clearly.

DA die Lgy Sl ) gaY) e SH llia
e I Jaal 5l e @laels Cagas ae ! il

(82) %J dadiall
5EOR MAIN IDEAS Al J\siY) 3518
phrase that best completes the main idea of

L;ﬂ\ 8l Aadad] A 511 3 ySall JLeSY Juzad 3 jlall (V) Lidl
owi fig e-mail etiquette rules will helpyou
ot ool Cagn U g I 3 ) )
.a. communicate clearly and correctlygussa S s gl 5 Jual 55
b. express your emotions Glibl so e il
____c. make sure theright person or people read your message
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READING FOR DETAILS Jumaldil) 3¢ 8
The statements below are false. Correct them to make true
statements that summarize each of the nine rulesgiven in
Reading One. %%
PP | (e LS UAL‘:\ L;ﬂ\ :\A§M C'_I\JL.K; w}ﬂ asia Akl L) SCLIE N
) VY el il Aakd L8 5ol 5l ac) g8
1. Keep your e-mailsteng. Short s nei dligh 55 yiSIY1 2l Jila ) Gl
2. Ber't read your message before you send it.

3.-Ben't check your English.
4. Pent write the subject of each e-mail. )
s Sl Al o

6. Don't use all capital letters. )
7. Don't send anyene a copy of eve

THE READING Bel Al A Jeldl)
g statements. Check (V) those statements
supported by information in Reading One.
atad Al bl (V) sl Al e el 6l j8)
V) Be) S dald

e-mails are easier to read than long e-mails.
sl dily e sl Jeud 5l 5 SKIYY 2yl Jias
Al shall
2. Sending messages in writing is clearer than in speaking.
O 8 e lS Laa apun s SIS ALE 8 Jilesy Jls )
.\ 3. People make more spelling mistakes in e-mail than in
ordinary letters.
Alall Jilas 0 (g 5 SISV 3 pal) Jilas ) 63ha) (3 ST siady (il
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4. What you write in the subject line must be the main idea of
the email.

2ol Al At N 58 05 ) ey pasall Dhe 4 4l

___ 5. Most people don't include their signatures. "oy,
Leilad ¢ Cpanzai Y il elam
6. Sending e-mails when you are angry could get you
"flamed.” "z sie" dllaad uale G585 Lerie (55 yiSIY1 2y 5l Bl Jla
___7.Most people use e-mail to communicate with frien
s8] e Jual sill 5 STV 2 5l () sendinn

P Discuss the following qu&etlonsm asmall groy Give your
opinions. : e
1. Which netiquette rules do you
are new to you?
fell Lonilly s 2o 53l o3 (6l 5 €
2. Do you think it's a good ided'f
these rules? Some of shgge rul :
?.lc\}d\ o&uau?.x;\ .C..}A;ﬂa:u; o)SﬁL@.\Li dA
3. Have you everyna fuette "mistake"? If yes, describe

113 S ¥ alaly "Uaay” ALal el G Ja
( 83) ad) dniall

o 5 e 1Al Bp) Al dad
excerpt from a newspaper advice column called "Dear
-%ﬁt _"@J ggﬁ)'c" e :\_‘I..}M dgal (e Cilalataall sda ¢\J§j
Dear Debbie
mail. Everyone's doing it. It's so fast. It's made
communicating with each other so easy. But there's adark side
.| to e-mail. Recently, I've received alot of letters from peoplein
big trouble caused by the e-mail "blooper” (mistake). Read on to
see what kinds of trouble the e-mail blooper can make.
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Liany ae ol il danay ) o g ) (3 0 gl maaad) | 55 ASIYT 0 0
_AY) Y B s iKY a ol allae s lllia o815 Alall Jews (anl)
ot 35 IV 3 al) sy 5 508 A )5 (8 Ol e il )l (g S Caali)
2ol @yl UadY JSLae (e plsil dpmal sel @) i (Lad) s
L Sy (A

Dear Debbie,

Help! Last week, | received an e-mail message from my best
friend at work. It was a general message about the holida
sent to the whole company. | wrote back to my friend sa

to hit the REPLY button to send my friend
hit the REPLY ALL button which sent the

the e-mall istrue. Bug

or other co-workegs. rassed, | took afew days off
from work pretehdit 71 just couldn't face all these
people. But | ha o work soon. What do | say to

Embarrassed in Emeryville

O )l len Ul A Dilalaa 5 Gl (05 ol Ly ol siie S

U5 o celld (g0 Yy s 81 25 sl du )Y a0 )
15y 50l D OS5 cdlimial el Al Ju i 3l
mtis] SLE) 23 U ) Sl e s ST ) Al b 4GS
cal) (o e 3] ol oy AT Slab ) AWl Cassaal 0 AV D)
e a8l ol eV e IS gl se AN Lad |y e Sl Tl
Caed Ul 13le Ty 58 Jaxll 53 5211
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Dear Debbie,

What can | do? Recently, a longtime friend made me very upset.
We live far apart, so | wanted to write a very organized,
thoughtful e-mail explaining how I felt. | planned to drafts ot
e-mail. In my first draft, | just wrote everything | was feeling. | ™
was very angry, and at that moment, | felt that everything about
her and our friendship was wrong. | wrote al thisin the
message. | then saved the e-mail and went on to other things,
planning to rewrite it later, when | was less upset.

4u.1..k;1_1.m u,wu u;.: T..‘A Ul L;LAAA LS"S"M ‘TJA)A ?dxﬁ\ u\ P
JM\&JJSCJMJM}JJALSJJJJSS‘JJJJ‘\.‘L»J‘).LIS@.\L.LLI&_LIS‘U\

Y ou can see whats€
another e-mail, | glickg accidentally sent this first
draft of the e-mail t6 N . Of course, sheis now so angry.
ShethinksI'm a to send such a messageto her.
What can | say to

Sorry in Cincinnati

Jan ale V) (Jall daphy | daal g piSTY)
fled Uil o slue T3le Ll Jila b o3 Jia Y dae 3

W|feand | are having an argument. We share a computer
d the other day she was looking in the "trash” for an old file
he had thrown out. While she was looking around for her lost
flle she found all these e-mails of mine sent to an old friend.
| You see, my wife is not happy about me keeping in touch with
this woman. S0, I've been secretly e-mailing her for years. It's
nothing really. But because | know it would make my wife mad,

cligsg ligy oo o Lalgas . ag 2 ogle ot sl @yl
hylls gy clppna § 33 gay . @olng sala ggm a lan gy




|'ve been careful to delete the messages. Well, | thought | was
deleting the messages. | guess they were just sent to the "trash."

| didn't know | had to "empty the trash" to really get rid of them.
Anyway, my wife read them and is now really mad at me.
says | should apologize for writing to this woman. | say |
done anything wrong. In fact, | think she should apologize for
reading e-mails not sent to her. Who's right?

G Eai il Al By el Jlean o Hlas s Jlas Lyl
ledlall e aadi S Lain g Lgidda 28 il Al cilale e S
Aapd Aaa ) Ll aed ) 5 I a5l il JS s
2o e Ll N 1 al s3gy Juatl e 35S Bamas s
Jrasw adly dlel Y (< Ga o8 aag ¥ i &

il cadda il cils (Ga Jila 1) Ca3a %

e g1 e oS adly ded Al Medlegd) A

ucé” A L@—\U 290 ‘J‘A LSi éﬁ AVAS

\uu)dsﬂiwc)ux\duj\M‘L;;xjmu)ngs
aiiSa & Ladd

the REPLY key It wasan acci dent

LJ\AQ\S .A)CL}SAQA(YJJ

In the second letter, who was Sorry in Cincinnati trying to

end e-mails to?

DA iy Jla) Jslad Al (e Adulial) il e ) Al Al
PR N

She was working on an e-mail to someone when she clicked
SEND and accidentally sent the first draft of avery angry e-mail
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to afriend.
Jwe by Ju ) Gibaia Ladie Lo ot Sy 4 0 Al e Jead cailS
o Al g <Y o ) Al ) oYl B3 guall iy Wadll gyl e

3. Inthethird letter, why is Mad in Miami's wife angry?
Phale alie (g A ginall da g 3l 13 AN ADLu ) 8

Sheis angry because her husband has been secretly writing to
his old friend. Al A3ual Ty S S Lga g ) Y dnale A

(85) 2
ol | NK | NG READI NGSONE AND TWO)

each e-mail blooper break? Write your
discuss your answers with a partner.
L@AJ;.\ e\ﬁ 3@ Lﬁ\ L.AJY\ 3:«\)&3‘ 23%3
Sl ae clibla) (3806 25 bl ST ey e g Yy S

E-mail blooper L=3ul
E-mail blooper 2

e bacla o dlie cadhd | ooy aelie ol jalks
Jila )l

of the three e-mail bloopers, and fill in the following
outifne with the appropriate information. Use what you
ow of netiquette rules from Reading One to help you.
Ll ALl Dl 5 s I a ol Al eladl EOEN (e i)
dalad (e iy LEA 2ol e 4d gt Lo addie) Asulial e glaally
Slaclual Y sl all
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Dear Mad in Miami,

As| seeit, there are two problems. Oneis the e-mail
problem. How can you prevent this mistake from happening
again? Remember, when using e-mail; always don't think e-rsgi
IS private. E-mail is written communication. Never write
something in an e-mail that you wouldn't say in public.

Sigan pie (K By IV 2l A V) il elllia (g )] LS
u\_aqs.w_uy Laala ‘L,,.U).:SN\ JJ)JﬂdA\M‘.LQ cJSJJ?LgJ;\ oJAUa;“ (AT
o) e pd Y JuaiBl iy (s SN 3l ald S

Lle adg@ oy 5y

The second problem is more difficult. How do you f|
problem your e-mail mistake caused? In your casg
should be ashamed of yourself. And ygu should &
writing to this woman.
mﬂ‘tyumgﬂ‘d&d\c)aa\dﬁmuﬁ
).J.uuu\ d.ﬂr_} Id.ws_awd;;.iu\ﬁ

| think you should dg

than any other p
: FS) a5 (Y @l Jad e iy adly S|
0 be more careful with your e-

M1 a0 ge Toda ST (585 b S famas Uas

(86) ad Aniiall
Gl Al e 3pla)

s a prefix? Read the following presentation.
(A el o) A SRR ala

A% prefix isagroup of letters that can be added at the beginning
. | of aword to change the meaning of the word. Sometimes
knowing a prefix can help you guess the meaning of unfamiliar
words.
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el AWK Alay ) Gl o S (Al Capal) e e sene 4 Adal)
o ALl el pedd e el o) oS 2ol 48 jma Glal 4
PERIA|

Now read this excerpt from Reading One. Notice the underlined”

words. Answer the questions below.

b lad Al Kl Jaay | 3 sl 8l Radad (e coladatidl) oda o) 3 Y
) SLal Ay e Gaal

For many people all over the world, e-mail is the best wa
communicating quickly, cheaply, and easily. Because it |

LIS

)

1. What isthe dif

The second word asthe first except that it starts with
the prefix mis-. - AL il Ll W) Y L o 300 A
2. Th > prefix mi '

mis- 4Ll
Iscussion.) Mis- means "incorrect."
SManmaa pe" S Mise (d8lall aa)

orl?with apartner. Read each group of sentences. Notice
e underlined words. All have the same prefix. Guess the
jeaning of the prefix and writeit on theline.
LS bad lgiad Al Ll Laa  Jaall (10 de gane JS ¢ 8]l 1 e Jae)
Dbl e 4i€l5 Aol sded Jaall e Dbl i Ll
1. un- means not
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a. Most doctors agree that potato chips are unhealthy for you.

They suggest you eat healthy snacks like fruits and vegetables.

u\.ﬂu};)m} JMLJAMJ.K; u.nJaUa.L“ d.!\ﬁ)ul_i \JMA\ cl_xla\).”elam
u\})m;‘\j 4\5\}\3\ Jia 49104 A\M Gl AN

b. Why are these hills still unpaid? Don't we have enough
money in our checking account? _
Sl Lilua 8 Jlall (e (4S5 Lo L] (ud $00se ye ) 8

c. sheis so unhappy. She just found out that she didn't dé
on the last exam. ;’

)-\'AS“ Q\AEA;\J\ PLIRTEN I s Al
2. tri- meansthree

a. | was so excited when | could finally r|d picycle instead of
rlcycl _
P il C'_I).M.“

b. Inmy classro geles, 15 of the children are
bilingual they

|nam&se, and English.
Ol Bl ol Jika 15 ¢ lail (gl ha
Aty 5 Apeliill 5 Agipeal) Lalll D6 (U

Sl 5 il g A0 Led ) L) g day )l g il g Any )yl Led lay jall
0- means together
| work with alot of different people. My co-workers come
‘om ten different countries.
ol e e o5l daadl 4 S Adial Qi) e ES) ae Jael U
s
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b. In most big airplanes there are two people who fly the plane:
the pilot and the co-pilot.
ela J\,}Ja.“ :BJSUJ\_.\ u\.s.‘;.:“ u;g.m;.&gﬂ.‘m B)ﬁ.}ﬁ\ C'_i\).aUa.“ elam gﬁ

4. re- means again
a. You have atest tomorrow. So let's review all the new

vocabulary words we learned this week.
138 laliadad il syoal) lajiall JS e Ues A fae liid) ol

b. The library is closed for repairs. It will re-open next w
the regularly scheduled time.

c. My teacher says my essay ISk She ksif | rewriteit, it'll

much better.

RS-SRS PWRPLALQUTY (X Lo Ao Jaa b alee 8
A Qo

€ Completethe th the correct prefix for each
) Iss  re-  tri- un-
PPU repeat that? | think | misunderstood you.
Slagh caid u.ut_, g ] el sale) Sli€ay Ja ol

OV
ve read the directions once, but | still don't understand what
supposed to do. | guess I'll have to reread the directions.

_‘u\@ua).m \J&A&\Y&JJY@.&S} cohboyu&\x‘)!\ &_I\Jﬁ.ls.‘

_u\AL;J:)!\ B3¢ E L) \ g_q}.u: g.ul_a ..\s.x;\
4. They want to buy a house together. That way they will be co-
owners of the house.
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J el ASlay 1S )5 ()53 oS A8y shall 53g g e J e 6] 92 0 aed)
5.1 seealot of mistakesin your essay. There are several
grammar mistakes and you misspelled several important words.
Apdle) eladl 5 ac)gall L8 sac olaal cllln @llie 8 oladll (e il )l
Aaga g.aLdS LAY
6. To get anice photograph, | rest my camera on atripod. Its
three feet make it strong and stable.
alaB) A3 Al 200 gal) O e e S jeS mwy,&d}aﬂ
dml.a.znj 4
7. She was the nicest woman, but her husband was not.
unfriendly. A3y e OIS A S ol e 5 ST bl ) §
8. Our house burned down in the 1991 Oakland fi took five
years for usto rebuild it.
Sl i (uad Uia je¥) (3 aku) S .-\-’JSJ‘ - e A U jie (3 i)
' ) A saley

( 88) Al ) dadall
B Read the following
mail. L Af Al e Ul il glagll ¢ ,3)

In 1968 a corr Bolt Beranek and Newman (BBN)
was hired by the states Defense Department to build
&came what we now call the Internet. In
i3y for BBN, an engineer named Ray
ed the first system for sending e-mail
ers. In arecent email interview, Ray

pwrote about his own experience with e-mail.
alisl (BBN) (less 5 @bl ym Cl gy o5 4S54 1968 ale (A
: ) gl A0S 5 3808) by ) oLl Baaial) Y Sl lan sl )
IS Badie (1971 ale (8 Sy OV Apans Loy ey Lagh il o il
DAl JloY Al Jsl s o seilest gl oo edige 25 <BBN
A 5e dxe Syl s K g AllEe B 5 el B e G (s ASTY)
(9 ST 3l e Aualadl 4y a3 e S (G guaiila g 51

Now read the interview and fill in the blanks with words from
the box. 2ol (e Sy e all 63 5 ALl ¢l ) oY)
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embarrassed z s~ - polite g - reply 2 - subject ¢ sase
received alis - rude i - upset ¢liws - boring Jas
communicate J=3) - organize ph

Q: Ray, could you tell us about the very first e-mail?

Y P ASIY) a ce Uaas o el da el
A: Wéll, thefirst email was sent by myself to myself. | wrote it
on one computer and sent it to my other computer which: i
about 15 feet away. At the time, | had no idea that e-mai
turn into such a big thing. Looking back on if, feel like |

Ay i Lk 15 sy S ) I al ,sﬁms

R el S Joaty o @JJ&Q%M Sl

MMSUMLS‘J"U}SJU\Q—IML;.U‘ a
uu,dj\“

0 be honest, no one thought it was very mter&etmg at
ning. | knew that | and my fellow computer
ramitners found e-mail very useful. The rest of the world
ed to think it was quite boring, or at least not very
ifteresting. But, around 1994 | got alot of phone calls for
. interviews about e-mail. Then, | realized what a big thing it was.
Ul el alel Aol 8 alaia DU T e oS adly aal S8 &) (ialia ) S Gues
hy allal) 48 adlall ade 35 1Y) 2l ol Gang 5 snaSl) e joe e s
e (Msa (oSl alaiadl Thfie gud Y o o dlall Jaa K 4l Taina
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ol e OF agxa Olee ;:\JAY Lallell GldCall e SH sl 19094
u\S ):3-15 cgm Lﬁ\ &_15))\ IR Az g.aj).:ﬁy‘

Q: Everyone a different e-mail writing style. What can you tell

me about your e-mail style? yy

‘—’}L“U‘;u-’)‘x u\u&u\.ﬁu GJ}‘).:SSY\ ..h).ﬂ\ Culs g_thnLag_qL;.\ axtf

TP EN
A: | write very short e-mails. Sometimes people think I'm angry
or upset because | write such short e-mails. For example, when

but | also need to answer alot of e—malls So Iw i

slicea o cuzle ul ulil) Siey Glal fas 3 juad

anaal i Lavie QB Qo e o

O el Al e i STV 5 s S e 2)) Cag

MT@QJ‘EUJSTUMUTBMU@}T 2 of Aty (Wl oany
b e SN e caal o Zlal

. How much? How do

you deal with it?

Tlgre Jalai (o 4.8 bl e SN e Juant ol 5oy

A: | get quiteal or example, yesterday, | sent 14

sdl the whole: message, | just read the
ain idea of the message. Right now, I'm

ng old messages. | need to organize my old
can go back and find old ones when | need

\@u)x\w)g\g;dm\ uL_U 15()@“\}41% 14
d@:)ﬂw‘)ﬂo)ﬁ\h\ﬁf )Jauc\)ﬁ\ksﬁc&tsu\ﬁj\

B Jiley il dalay W deal) Jile)ll Lo el 3 dgea sl
e lgie el e Candly Bagall o (Sl in Jomdl Lol i g Y
L) gliad
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(90) &) Antal
B A friend who is doing aresearch project on e-mail use has
sent you the following e-mail survey. Read it carefully before
you reply (see page 91). m
Al 53 &l Jupl (g Syl ot e s g5 pdes gy 2) (Baaalfy,
(91 Aniall plail) oLl 0 ey Ld ) A g ST oy pally

Research Project
Gy & 5 e

Dear Friends,
I'm hoping you can help me with aresearch prOj . doing on
e-mail use by ESL/EFL students. %,
2 i e 4 agll Gy g g ple (S
Al 2214, Sl iYYAGE 20 4 3l S U8 (e g 2SIY)

Please respond to each of the qﬁ& elow about your e-mail
and Internet use. | wi
you very much. . *

e s 8 sal IS Lle Juanti g iKY oy Al oS
e do you use most in your e-mai Is’>
s AT 2l Jil ) plana A Lgaading Al 421l ale
e the most important things to remember when
= alls'f'u-u)-ﬁm‘ ..*u).ﬂ\ d.\b.n) db..n)\ ;:Lu\ )S..*u ;:L:.m‘)_” ?M L;M.A
hat to you do when someone "flames" you, or sends you an
gry email?  Scaasd Al @l Jus sl ¢ aaoal @l yiie Laxie Jadi 13k
. Has anything interesting happened to you as a result of e-

\ail ? € s Sl ol A alaia D i o o (gl el s Ja

Thanks for your help with my project. .o s clise Lual T 85
Margaret Ewing

cligsg ligy oo o Lalgas . ag 2 ogle ot sl @yl
hylls gy clppna § 33 gay . @olng sala ggm a lan gy




mewing@bullseye.com

43 Atwick Road

Baltimore, MD 21210

(410) 555-4515

Now respond to each of Margaret's survey questionsin an e-

mail reply. Use at least one word from the box in each answer.

s SN ) Al el ) 8y pae e Al 3 ALl S e a0
Ada] O b gl e Y1 e a5 A pasd

organized ok - private =l - reply 2 - subject ¢
rude L8 - upset ¢l - boring das - communi géte
calm ¢ s - embarrassed ¢~ - pe Pga -

Dear Margaret,

questions.

Good luck your project. | look forward to learning the

Al 38 il A pra ) allal e 5 e G ga Ui
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mailto:mewing@bullseye.com

(92) ab, daduall
aqusty S5 dslal
A SIS R.mctuatlon

Al A0S - Jd
il Read this excerpt from Reading One. Circle all of the
punctuation (periods, commas, etc.). Then answer the questions
that follow.
) e Adle JS Lo s a5V el jill dadd (e Caluiall la
Aul A e el & (elly ) ey Jual i

talking. For example, how can you sh

joking? One way isto use "emoticons.” Thg

with punctuation marks, like :) . The colopgs the two eyes and

the parenthesisis the mouth )

o g o€ @lily SN aled v i e J s ut@uj\dﬁuu)x\u&\
s QU Jun e LS5

muulas.ﬂ\( 4\_15)4)}‘43\0.& J}A)j\ ?M

A s G gl g Gl

1. How many di ds of punctuation did you find?
faa 5 ol il Gldle (1o AL (e g3 oS
28 Gldle (e g sl A
ind of punctuation used for?
fad il Sladle (e g 53 JS axiing 13l
ol Juadidn )

ai il il

Check your message before you send
it.

Ll ) 8 il ) asnd)
).:.uu.“ LEQJ dAL“ ch_N adaal) ?M\

When you use aperiod as part of a 5.5 (five point five) million messages
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number, call it point.
(A ‘?gJ e s S ddagil) PR N Ladic
alald

are sent every hour.
e e Ogla (Aed A_LAA Asad) 55

2. : comma

Commeas are used for many different

reasons, usually to separate parts of a

sentence.

sale s Taa 30K LY ALl aladid o
Alaall e o) 3al Juadl

One of the most common usesisto

separate short itemsin alist.

palinll Jiad ga AL cilaladin) €T aald
B yual 4408 L59

We also use commas to help us read
numbers that are larger than 999.
Commas go in front of every

digit from the right.

ES ,2005 aLc d}h-‘

seddiig i el e 1,200,00,000
pliie J0 (g SIY) & )

How can you show in writing that
you are joking?
0z o il AUl 8 o o (S S

esintroduces alist,
Jist haslong items.
Bl i Glal 3 cpala)
ALy sk A3l

Most e-mail programs offer lots of
tools, which include: reply buttons,
gpell check, attachment capability,
address books, and cc buttons.

o A a0y I 350l el e
L'é;;s.ﬁ.“ ’J)S\ J\JJ'\ s Jads L;mj ’C'_I\}.J\J\
D0l osbiadl ilda (38 5e GLL5 DY)

_éu.ﬂ\

5. : semicolon
A semicolon can be used instead of a

In 1971, Ray Tomlinson wrote the
first email message; by 2001, 9.8
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period if two statements are very

closely related.

Adaiil) (pe Yy axdied f Ky Al giiall Alalal)
Alall i g cpilaal) culS 1)

billion e-mail messages were being
sent day.

2 A Jl S G geala 5 61 5,1971 Qe
oo 0sb 9.8 ,2001 pe U

6. " " quotation marks

Quotation marks are used to report

exactly what someone said.

L e sl HLadl aadiud (anaill da3le
aaaal Ji

Quotation marks are also used that the
reader might not understand.

Joe said,
that."
Ml S Yy p Ay J ey,

7. ' apostrophe
Apostrophes are used to show

pOSSESSI on.
ASL) Jtew Ll

o ool e (WY (b 2 Ol s
o S

you will = you'll
do not =don't
iIsnot =isn't

information that h
somethi ng |n a
and the sentence.
rentheses can go
itins, background
Ion, and examples.

Al Lol sy o (Say G sl
O sl Gl o o Aleall agdl

Claglaall s Coylailly sy
PUAYP

PO

Often we are sent messages as acc

(carbon copy-the old word for a copy

of aletter).

daw ) dpg S S Jila ) Ule i 8 Qe
(Al e Al A A i g0 S
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9. ! exclamation point Here's to happy e-mailing for all!
Exclamation points are used at the |apaall s 5 SH) g 50 AL e Ui
end of show alot of feeling.
DESH ey Al L ekt casad) dadle

 Put the correct punctuation in the blanks.

1.4+25=6_5
2.300+700=1_ 000
3. What is your e-mail address ?

4.1 don't have an e-mail address . %,

5. Let me give you my phone number _, &
number. oSUll a8 )5 o) sinll 5 A5
6. A "flame" isan angry e—mall

unwanted advertising e-mail Mes

postal system ma|I

: "ol 2 sl s g IV sl Sl
7. She couldnt address. So she looked up his " _
snail mail

him aI etter

Al 4l i€ 5 (Aaall g L3l Gy glic ) 4 sbie " galal
oss doesn't like to use e-mail.
(s s IV ) alasid and W lad g e
ipment in our office includes _:_ faxes, computers,
gopiers, video monitors, CD players, cassette players,
r&%ing machines.
1l YTy laadall 5 | 5 gaeSll @ el sl ;L S LS Cilanll
i VT e g, al JBY) e g gaadll CHLELE
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B A student wrote the following paper and got it back from his

teacher with comments. Rewrite the paper. Correct the

punctuation. There are 15 mistakes. _
as 15 cllin a8 51l ciladle zaua 43 ) ff

When | was achildin Thailand, | didn't writeto my sisters,
brothers, friends, and parents. | just talked to them face to face
After | moved to the city, | called my friends and family o
telephone when | was lonely. Sometimes I'd call just to
| missyou.” I never wrote letters, Then, in 1987, | mov
Angeles to study English. What could | do? | had,f
writing. | wrote long letters to my farkil
to write such long letters very often.
time. Now, | write my family and friends u e-mail. | loveit!
and it sfast, and much cheaper than a phggie call, and | can do it
every day!

Lﬂ_dﬁ\ﬁ\}céﬁmij4 ¢ \?34.3.1);4\3‘59)\3190_145\.‘\;\9
Glile 5 Jliaaly ¢l : 3 Aasls Gea s agre Cliand
% gl s Lu;\ Jaa g € Laie calgl e

01987 ale 8 ol any Lo Jilus ) i€ o

O o ey Sdadl ) (S 13l A salasy)

E) gl o LS () () o) (S5 ol

o SBaaly Alilal ciS) Y Dk B85 4l 3y )

Ale)l LS (g S5 s e s 43 el

lass JS

(95) ob, dninal
GRAMMAR: Verbs Plus Gerunds and Infinitives
raall Baa s jaadll sl sail 1) Jlady!
il Read this excerpt from Reading One. Notice the underlined
;| words. Then answer the questions that follow.
Gal 2 i gias ) Sl a6 3e) il daddd (e Calaitall 128 ¢ )
Aol Ay e
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1. J: Keep your e-mails short. Separate your ideas into different
paragraphs. Some people receive hundreds of e-mails aday.
They hate reading through long messages. They want to recelyg
short, easy-to-read messages.
u.ul_ﬂ\ua:uMﬁucbﬁé\éj&\wﬁwcf})ﬂy‘ég}@u)&;\
MS 1518 ) o S ped Gas (S SIY 2 il (e el () salinns
Be ) Al g 58 yaal il ) a20) G5 0 ALkl il )

1. What are the verbs? Circle them.
Hate, reading, want, receive

2. What word follows hate?

reading

3. What words follow want?

to receive

4. \What is different between the verb tha
verb that follows want?

| enjoy sear ching the Internet
for cheap airplane tickets. ‘
3l SIS (e iYL Ganlly adadal
A )
4z | She doesn't enjoy writing
papers. .Gy LS aiaid Y L)
My father keeps refusing to buy
5 g g JG Jue e | @ computer. )
isnaS Jlea o) ph Ladl ) jaiey
.‘'Some verbs can be followed | Wewant to buy a computer.
by’an infinitive (to + base form sneS len £l 4
of the verb). | don't want to see her. I'll just
dcpiia 008 Ol Sar JudY) mes | send an emall.
(M\Bx&dﬂd+t0) Jhaal) druay | Al duu\ 8 gan Jadd LMJ‘ 0‘ J;!J‘ Y
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For example, went and need.
sl 52l Jhal Ja e

(oS y

People need to be careful when
they make jokes in their e-mails.
Leie (i ) 598 O () Aala ool
Ais IV el (b IS 05l

3. Some verbs can be followed

by a gerund or an infinitive.

legfia 0S8 o) (S JdYl an
suaal) dipay g Jadll dapay

For example, like, love, hate,

prefer.

oS ey ety (B dee e

| like talking on the phone.
ol Je &aadl)

| liketo talk on the phone.
gl e

| love sending e-mails *

sometimes, too.

s ANyl

b il Jlay) qal
L sl

(96) aé, daiall

2 t form of each verb.
LIS ?..\i'j.m\

tense, using the following

, & Jbaal) dasay Joal) i

J2é S il

send / e-mail / to / her / sister.
0 send e-mail to her sister.
APEEU | PSP JRVEYE L Wy I IV AL D
y / not / like/ write/ letters/ the / old-fashioned / way.
Qo&snt like writing letters the old-fashioned way.
)\)H\masmﬁhdqu)l\mhsg_:my‘fw
mothy doesn't like to write letters to old-fashioned way.
)\)H\masmﬁhdqu)l\mhsg_:my‘fw
3 Samantha/ and / Pete / hate / use/ computers/ for / anything.
Samantha and Pete hate using computers for anything.
s S (A el & jeal aladind Gl <o g Bilals
Samantha and Pete hate to use computers for anything.

cligsg ligy oo o Lalgas . ag 2 ogle ot sl @yl
hylls gy clppna § 33 gay . @olng sala ggm a lan gy




et JS (8 i seSll @ gl alasiind ol Sy 5 llalas
4. Betsy / love/ a/ computer / to / help / her / with / drawing.
Betsy loves a having a computer to help her with drawing.
el Lo lal 5 gaS e Lol 060 o st g
Betsy loves to have a computer to help her with drawing.
PO RSV TWON B YTV PN P S SR .
5. Amanda/ and/ Wess/ not / enjoy / receive/ jokes/ in/ e-
mails.
Amanda and Wess don't enjoy receiving jokesin e-mai
(s S 2 all s (& KAl Lty Glatiatoy Y
6.1/ need/get/a/computer /so/|/can/email / my kg
and / parents.
| need to get acomputer so | can e-mall
SV sals AT AL e e (Sl i iy
7.You/ prefer /[ use/ the/ telephone/ in
Y ou prefer using the tel ephone mstead 0

Id, but they love using a computer.

I writers need to do in order to write good emails

mdsmu_wﬁyr J.U.\S‘ dmjuusg;\wueuﬂ@}ﬂm

ample
" Writers need to make sure they send their messages to the

correct people.

1.
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2.
3.
4

h
B Work in asmall group. Discuss what you like and dislike
about e-mail. Together at the board, write your ideas. Compare
your ideas with other groupsin the class.
e oty ASIYT 25l Jsm 40n Y Lo s 4t Lo B8 5 pshc e pama b oo

1 asal o iSS is aleall JaST 0
GARTRESRERY :

e Lila 9 29 O 95.1. kj.“.:\g
Y QS (e
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