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Topic 1

1.A definition ~important as it provides a concise 
explanation of the thing or person concerned.

It helps us categorise and classlfy the object of. We will then be able to comprehend its meaning and role appropriately in the larger context of any discussion involving this object or person.
a. 
a statement identifying of object or person 

(memperkenalkan sesuatu)
b.
 a description (gambaran umum) of the 
common or general
c. 
a description of the function ( gambaran 

fungsi )
d.
a need to be precise ( mesti tepat )

e.
a systematic approach (pendekatan 

sistematik )

2.Language Pattern ( susunan bahasa )

a)
Term + General class word + specific 

features ( a nurse is medical worker who 

assists doctors )

b)
Term + + specific features + General class 

word ( A crocodile is an amphibious reptile)

3.Description Of Mechanism

-explain in greater detail how something really works.
a)
state precisely the name of mechanism 
b)
where possible provide a general statement

c)
 Not to remove a conceptual link between 

stages.

d)
provide concluding statements ( membuat 

kesimpulan )

4.To describe (m’gambar) – colour, shapes, cost, barand etc.


To define –process a stages ( How to make coffee)


To Intruct (mengarahkan ) – how to carry out the process . Use connector eg. firstly, secondly finally

5.Stating procedures

a)
Precisely What the procedure is for

b)
using time marker to show the order ( firstly, then, finally )

c)
Using the imperative (arahan) direct and precise

d)
being clear and concise (ringkas dan tepat)

e)
knowing the audience

Topic 2

1. Definitions – Analysis involves the ability to examine, study, structinise and evaluate details contained in text, speech and graphics~ draw conclusion of them
2. Classification ~ means a group of thing that have at least one thing in common eg. group or species

When making classification we usually include :

a)
a general class eg. planets , cars, worlds

b)
a specific item eg. names of planet

c)
a basic for classification

Two ways to make classification

a)
From general to specific eg – world – asia – Malaysia

b)
From specific to general eg. Malaysia- asia – world.

3.Language patterns for classification

a)
The passive voice- the action takes priority over the person performing action ( benda mendahului pereka )
b)
Structure for the passive sentence 

- in present – use present tense eg. is, are

- in past – use past tense – was, were

-  if modals (kata hubung) can – can be , must – must be

4. Cause and effect works

a)
Causes explain why something happens
( Penyebab menjelaskan sesuatu berlaku )

b)
Something the effect may be stated before the cause . ( sesuatu kesan adalah disebabkan sesuatu)
c)
One cause may be many effects or one effect may many causes

d)
Something an effect become a cause ( cycle)

5. How comparison and contrast work ( Perbandingan )
a)
Two or more items to discover the similarities and differences between them ( dua atau lebih benda yang mempunyai perbezaan dan persamaan )

b)
To looking for similarities between things

c)
to looking for differences

6. Examining the proof (bukti) – analysis evidence (fakta)

a)
evidence must be based on fact ( fakta)

b)
Evidence using clue word (kata kunci) eg . demonstrate (dipertontonkan) , confirm (ditegaskan)
c)
evidence may be identified by the context (keadaan atau suasana )

Topic 3

1. A summary is a brief statement of the important information in a text.
2. Effective summary writing

a)
Read the whole text – at least twice
b)
Ask the following question ( who, why , when)

c)
Look up for the main idea

d)
take notes or prepare a mind map

e)
keep the original text aside (selain) –using own word and sentence structure
3. Guideline to write summary

a)
Write into topic sentences

b)
Find 2 or 3 main ideas

c)
Combine main ideas to single sentence

d)
Substitute a general term for list of items

e)
Do not include unimportant details

f)
Do not repeat information

4. Topic Sentence – a sentence the reflects the meaning of the entire paragraph.

5. Main idea – important idea information that tells more section of text.

6. General term ( istilah umum )- for a list of object or events eg. milk,bread,rice – groceries.
7. Trivial information  ( perkara tak penting )

8. Three types of summary

a)
To summarize a text in one or two sentences

b)
Global summarizing – to write detailed summary of the entire content

c)
To prepared an executive summary for detailed report.

9. Characteristics of an effective summary

a)
The same order of fact and ideas as the original

b)
Maintain the original version

c)
Simpler vocabulary than the original

d)
Identification of key points in the original.
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Topic 4 – Techinal Genre

1. Simple memos

a)
Definition Memos – typically used for communication between persons in the same company.

b)
Used to – make requests (permintan) , give announcements ( hebahan) , communicate reports (menyampaikan laporan).

2.Parts of a simple report

a)
Heading ( letterhead ) , Date , to , from , subject.

b)
body ( message ) – signature at the end .

c)
Attachment -  such reports are lengthy

3. Memo Report – Heading same with memos

Parts of body is more structured

a)
Opening Segment -  Context and problem , Specific assignment or task , the purpose of statement
b)
Summary segment – provide a brief statement of the key recommendations.

c)
Close segment – ending the state what action what you want your reader to take.

4. Email – Electronic mail

a)
cheaper and faster than a letter

b)
less intrusive (gangguan) then a phone
c)
less hassle then a fax

Structure of an e-mail

a) header – cc,date,from and subject

b) Subject line – clue of the message eg. Subject : Re: Evaluation of learning objects in e-learning

c) Body Message – the  culture and customs of all parties into consideration. ( salam or good morning )

d) Greeting – Probably safer to use Ms or Mr.

e) Signatures ( Iklan ) – artwork, jokes or quotations
f) Other features – Emoticons ( symbol perasaan) eg :-) 

5. The causality structures ( Kecacatan bahasa  )

a) structure 1 – use cause word when a verb follow ( since , as )

b) structure 2 – cause word are used when a noun follows ( because of , due to (seharusnya)  , owing to
Topic 5 – Seeing is believing

1. Visual aids (alat Bantu paparan )

a) Describing ( gambaran) – visual can be helpful in understanding the procedure , making exact ( tepat ) amounts of information easy to see

b) Incorporate visuals into the text – (gabungan visual dgn teks) – 

i)
Placement  - word and statement is very easy for the reader to use.
ii)
Labeling – Clearly Stated Title , Number , Correctly placed Title , Parts Identified

2. Talking about  visuals

a)
The introduction – a general statement explaining what the visual aid shows.

b)
The discussion – after visual aid introduced

c)
Language – lihat visual into text
d)
purpose of description – must be clear

e)
order of description 

3. Result pattern – (therefore , hence , so that , result in , leads to )

4. Contrast pattern – between two fact – (while , whilst, whereas)

Topic 6- Writing for whom

1. Highly Technical Vocabulary – using a specialised dictionary – highly specialised meaning

- semi-scientific vocabulary  eg. critical , resistance, isolate , adopt , value etc. 

2. Formation of technical word –use before the root word(affixes)–hyper-,neo-,mono-, use after root word (suffixes) –logy,-ate,-it is,-scope
3. Numeral Prefixes – helps in deciphering (memahami) the meaning of technical word example : mega – 1000000, kilo – 1000 , centi-100, tri-3,duo-2 uni,mono-1

4. Specialist reader – do not explain over ( exemplify, define,illustrate,paraphrase 

5. Non-specialist readers – to clarify and explain the important technical concept using example,analogies , definitions and visual aid.

a) Exemplification ( beri contoh ) – for example, another example of ….

b) Analogy –(persamaan)-unfamiliar concept to familiar concept (you can’t see it / feel it / taste it )-to make understanding.
c) Paraphrasing using substitute words.(menggantikan perkataan teknikal kepada perkataan biasa ) example : ambulate – walk , bacteria – germs, demonstrate – show, incision – cut.

d) definitions –explaining to a reader how are using the word and what we want them to make of it. ( IT – information technology)

Topic 7 – Mathematical Concepts 

1. Numerical concepts-  Real number concepts
a) Rational Number ( no.  wajar ) ½,1/4,0.4


i) integer (bil bulat )   



- -ve integer 



- whole number ( no bulat)



     - zero

                                      - +ve integer

ii) Fraction ( pecahan )

b) Irrational ( no tak wajar )√2, √3

2. The concept of fraction – 

a) proper fraction (pecahan wajar)

b) Improper fraction ( pecahan tak wajar)

c) mixed number ( no bercampur )

3. Geometrical concepts – 

a) The concepts of angle – straight angle 180, right angle 90 , acute angle ( sudut )less than 90, obtuse angle between 90-180 , reflect angle 180-360 , complementary angle add up to 90 ( dua sudut a+b = 90) , supplementary angle add up to 180 ( sudut lurus a+b= 180 ) vertically opposite angle ( sudut bertentangan a=b

b) The concepts of triangle 

 i) all sides of a scale triangle are of different lengths ( semua sisi segitiga tak sama )
 ii) An isosceles triangle has two side of equal length (segitiga sama kaki )

 iii) Equilateral triangle – (segitiga sama) length ,angles are equal.

  iv) An obtuse-angled triangle (sudut tumpul) angle greater than 90.

   v) Acute-angled triangle –all angles less than 90

   vi) right angled has one angle 90 ( s/tiga sudut tepat)

   vii) sum of angles in a triangle is 180

4) The quadrilateral concept

a) Opposites of a parallelogram – the opposite angle are equal.



b) Opposite sides of a rectangle – all angles are 90

c) Opposite sides of a rhombus – the opposite sides are equal.
d) Opposite of a square – all angles and sides are equal

e) Angle of a kite two pairs of adjacent equal sides. Opposite angles are equal
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f) Opposite sides of a trapezium has one pair of opposite side parallel ( garis lurus)



    parallelogram  
 rectangle       rhombus


    square 

kite

5) Statistical concepts

a) The central tendency concept


i) Mode – commonly occurring value

ii)Median – average of two middle values


iii)Mean – the sum (tambah) of the value divided by the number of the cases ( tambah dan bahagi dengan bilangan no )

6) Algebraic concepts

a) Expressions – represent unknown numbers

b) A term – the product of numbers and unknown eg.2a is a term

c) Constant term (nilai tetap) – a term which has no unknown.

d) an equation contains an equal sign

2a + 3 = 46

“2” is a coefficient , “a” is a unknown , “3” is a contant term

Topic 8 Mathematical Skills

1. Approximation (taksir) – operation of rounding off a certain number up to a value nearest. (membundarkan)

2. Estimation – total expenditure (pengiraan secara kasar) contoh harga buku 5.80 kita bundarkan menjadi 6.00 darab dgn jumlah buku yg hendak dibeli 5 jadi 6X5 = 30.

3. Whole number and their signs

a) Multiplying (darab) - +X+=+,-X-=+ ,-X+=-

b) dividing (bahagi) sama diatas
c) adding (tambah) (+a) +( -b)=a-b , (-a)+(-b)= -a + -b

d) subtracting (tolak) (+a) –( -b) = a+b , (-a) –( -b) = 

-a+b
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