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UNIT 1 Part A Guidelines for Writing

TYPES OF COMPOSITION

When you write a compasition you need to understand the type of writing required.
Your piece of wriling can be in the form of a letter, an article for a magazine/
newspaper or a report.

LETTERS are written to a person (e.g. your pen friend, a newspaper editor, etc) or a
group of people (e.q. the students’ society, the local football club, elc) for a specific
reason (e.g. lo give advics, to make a complaint etc). They includs:

¢ Informal letters o people you know well, written in a personal chatly style.

* Formal letters to managers/officials etc, wntten in a polite formal style.

¢ Semi-formal letters to people you do not know well or people you know but you
want 1o sound polite and respectful e.g. a teacher of yours, your pan friend's parenis,
etc, written in a polite and respectful style.
ARTICLES are found In magazines and newspapers. The following can be found in
the form of an article:

¢ Descriptions of people, places, buildings, objecls, festivals, ceremonies lc.

¢ Marratives about real or imaginary evenis which happened in the past. They can be A
written in the first person (firsl-persan narratives) when the wriler is the main o lhzir"}:.::arlaﬁsi:unzan? rj:aﬁ
characler of the story or in the third person (third-person narratives) when the writer that the fastival Iwas ba
is describing events which happened to another person or group of people. 10 6nd. Al the fun about

* Mews reports about current/recant events (e.g. fires, accidents, etc) written in oithe wiak mgmm;rnents
impersonal style. Mews reports present facts objectively and unemotionally. P EIiAd b e rough

¢ Reviews discussing a film, TV programme, book, restaurant, etc and recommending Dancing to Ih:ﬁ:ﬂf"‘:ﬂ":

g

it or nmjﬁ the reader. . _ _ . . music, | looked at my fr
¢ Discursive essays aboul argumenis conceming particular subjecls, They include: Ahd agid ¥ y friend
o can't wait uniil

¢ “For and Against” essays which present the pros and cons on a specific topic i ;

« Opinion Essays which present the writer's personal opinion on a specific topic next year's Jazz Festivall®

¢ Providing Solutions to Problems which discuss a problem and its causes, making
suggestions and mentioning the expecled resulls and consequences

o Letters to the Editor which present the writer's personal opinion on a specific lopic

or the writer's suggestions on a specific problem. C DPear Aurt Carol,
REPORTS are formal pieces of writing and have a specific format and features, They fm sorry sbout not
inchude: replylng to your letter
* Assessment reports discussing the suitability of a person, place, plan, etc for a S00NSr _h'--l- Ive baar
particular purpose, job, etc. extremely busy.
* Proposals reports discussing suggestions or decisions about fulure actions. Guess whatl | finally

found a position a8 i
mursery  achool Teacher

1 Rend the extracts (A-G) and decide which type of writing they are from (1-7). in ﬁ'-!EI“I“"r lon't  that
woriagriuly

(1] | third person narrative 5] | informal letter

"2] ] formal letter 16| description of a person

3] | first person narrative [71 ] description of a festival

_|_' description of a place P Dabbie is tall, slim and

attractive, with long brown
" ) g hair and beautiful Dlue eyes.
&> Dzar Sir/Madam. She likes wearing smart

i i T | Ak & pem ¥ alt. to wour
cwr aeiting tn comolan dhout the service | recened during a visic to Y
2 - SR clothes and always looks

staraT on Sth Novamber, i
-  pable for eldt o'clock, but when we aived, our Lable was good.
hour before we were asated | was very amoyed.

.,

= hzd boned
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& When | opened my eyes, bright sunlight was streaming through my
nedroom window. As 1 was about to get out of bed, I heard a noise

coming from the kitchen downstairs.

& B — e,
— —_—

Aruba Is a tiny island in the
Caribbean Sea. It is only 29
kilometres off the north coast of
Venezuela. With its white sandy
beaches and clear blue waters,
Aruba is the perect place for a
relaxing holiday.

It was a bright, sunny morning when Jill Wilson waved goodbye to her mother.
“Have a nice day at school — and be careful!” called Mrs Wilson, The birds were
singing as Jill stopped on the old wooden bridge to look down at the ducks on
the water hﬁlﬂnw..l

— — - e —

2 Read the extracts (A-G) and decide which tvpe of writing (1-7) they
| are from.

5] | assessment report
[6] | news report
| 1_! _| OpINION essay

1 | proposal report

' for and against ¢ssay

| review

r—

< essay providing solutions to

problems

Four people were killed and eleven were seriously Mjuredlvman two |
planes collided on the runway at Leland Airport early this momning.

s

PR SR——_ S R B SR S

© All in all, | believe that newspopers play an important role in
our lives. They keep us informed oboul world news as well os
providing inferesting reading material,

O R T S eSS, Ll N T - SUCE | S . -

———

To begin with, one of
the main sdvartages of
studying abroad |6 that
you have the chance Lo
leam another language.
Moreover, you Experience
a different culture and
way of life.

P s

ﬂTn: Ms M Timms, Personnel Manager

From: Mr T Brown, Senior Assistant
Subject: Assessment of Robert Dunkan
Date:  15th February, 20...

Introduction

The purpose of this report is to assess the
suitability of Robert Dunkan for the position
of Sales Manager for our shop in Brumwick,

A PSS e e, >

@ Furstly, all blocks of flats should be
provided with large yubbish bins. Iy
addition ta this, residents should be
aflowed to throw out their rubbish
only al night. This would result in
reducing the amount of rubbish in
the streets during the day,

e R -l
— -

The cast is excellant and Michae! J. Fox
is perfect as the voice of Stuar Litde.
With the use of computer animation,
Stuart looks more like & real mouse than
a cartoon mouse, canvinging

viewers that he isa —._ == _
miniature actor. ‘F,'*.ﬁ
The combination of -
computer animation and

live action is superb.

R — iy q

© Recommendation

| kelieve that the course of action
proposed above will attract more
customers to the White Dove
Restaurant, Not only will the Italian
seafood and vegetarian dishes draw
more people to the restaurant, but
the live music will also greatly
improve the restaurant’s atmesghere.

A

N

-

J
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UNDERSTANDING RUBRICS

To plan your composition you need to understand the rubric i.e, the
compaosition instructions, Read the rubric carefully and underline the key
wards/phrases which will help you decide what you will write about. Key
waords/phrases indicate:

the imaginary situation you will write about (e.q. You are a reporter .. fo
write aboldt a fire which broke out fast night ...) This can also suggest who
you are (e.g. a reporter), what has happened (e.q. fire broke out), ate.
the imaginary reader who is going to read your piece of writing (e.g.
the manager of the company you wark for has asked you to write ...).
This will help you decide on the writing style |.&. the appropriate style of
language - formalfinformal, etc you should use.

the type of writing (e.0. a letter, an article describing an event you
affended, etc)

the specific topics you should include in your answer (e.q. describe
the place and comment on its good and bad points)

Study the example below.

1 2
You work for a travel magazine. Your editor has asked you lo

4
write an article discussing the pros and cons of air travel,

including factors such as cost and convenience.

1 situation

2 reader

3 type ol writing
4 specific topics

Read the rubric below and maich the numbers to the following
headings:

® reader ...
& sifuaiion ......

® specific fopics .........
& pype of whting .........

1 2
Your best friend is spending the summer in your country and needs

3 4
advice. Write a letter adwsing him where to go and what to do and

telling him approximately how much money he should bring.

Read the rubric and circle the correct answers to the questions that
follow.

You work in a local tourist office. The manager has asked you to write
a report on a new restaurant which has just opened in your town.
Wirite your report describing the restaurant, the food and the service
there and commenting on its good and bad points.

Who is going to read your piece of
wriling?

What is the situation?
What type of composition should
you write?

What specific topics should you
include?

5 &) Read the rubric and
underline the key words,
then answer the questions.

- You are a writer for an
international English-language
magazing. Your editor has

| asked you for a short article

. about a famous person from
the twentieth century that you
admire. Write your article
about the person, describing
his/her persanality as well as
the reasons you admire him/
hier,

What type of composition is this?
A athird person narrative

B a formal letter

C a descriptive article

D areview

Who is going 1o read your
composition?

A your best friend

B your editor
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3 Which of the following statements
are true? Circle,

A You should write about a
famous person you have met.

B You must describe his/her
personality.

C Youshould give reasons why you
admire this person,

D Your article should be about a
famous artist or scientist of the
cighteenth century.

E You may include your own
feelings about the person.

4 Which of the following topics must

you include? Circle.

A The advantages and disadvantages
of bemng famous.

B Personal qualities and
characteristics.

C Information about the person’s
family background.

D Reasons why you admire him/her.

b) Which of the two people
below would ned be suitable
for your article? Why?

- ———

Johann Sirauss

BRAINSTORMING FOR IDEAS

* Write down any ideas, words and phrases that you can think of which relate

1o the specific topics of your compasition.

& Group your ideas, crossing out any irrelevant ones, and put them into a

logical order.

® (Check that your ideas are relevant to the topic(s) in the rubric,

6 a) Read the rubric in Ex. 5a) again and tick the topics that you
should include in your article.

why you admire the person ... ® persomality ...
looks and appearance ... ¢ hobbies and interests sl

h) Look at the words/phrases below and say which topic from above
they are linked to.

helped those in need * entire life was devoted to others
selfless * donated money to charity
compassionate ¢ patient

courageous

PLANNING THE LAYOUT OF YOUR COMPOSITION

Your ideas should be organised into paragraphs. The layout of most types
of writing consists of three parts: an Introduction, 2 maln body and a
conclusion.

1 Introduction

The introducton, e, the first paragraph, s a short paragraph whose purpose
is to give the reader a general idea of the subject of the composition, It
should attract the reader's attention so that he/she wants fo continue reading

I Main Body

The main body usually consists of two or more paragraphs and its purpose
is to develop points related to the subject of the composition. The number
of paragraphs and the way you divide them depends on the specific topics
of the compasition. Each paragraph should deal with points related to the
same fopic. Whenever you discuss a new lopic, you should begin a new
paragraph. For exampile, in a for and against essay the main body should
have two paragraphs: one discussing the points for, and anofther discussing
the points against.

Il Concluslon

The conclusion 5 a short final paragraph in which you can summarise the
main idea of the subject, restate your opinion in different words, make
general comments, express your feelings, etc.

T a) Which of these topics should vou include in the introductory
paragraph of an arficle describing a person you admire? Circle.

A final comments about the person
B who the person is and why you admire them
C what the person looks like and what type of clothes they like wearing
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b) Which of these topics should vou include in the conclusion of your 3 Which of Mother Teresa’s achieve-
article? ments are mentioned? What examples

. are given’?
A general comments and feelings about the person

B personal qualities of the person
C background information and achievements of the person

8 Read the article and label the paragraphs with the headings below,
Then answer questions 1-3.

TOPIC SENTENCES &
SUPFPORTING SENTENCES

& Main body paragraphs should

* final comments feelings begin with topic sentences. A
* personal qualities topic sentence introduces or
& reasons you admire her summarises the main topie of the
® person’s name and reason you chose her paragraph and gives the reader an
idea of what the paragraph will be
: : ‘ about.

I'he person | admire most from the twentieth Para 1 _
% century is Mother Teresa. [ regard her as one e * The topic sentence should be
E of the kindest and most caring people the m?;:agrgt:j?s‘:aﬂﬁ:nﬂ;:

world has ever known. 1 reasons, justifications and/or
Mother Teresa was a selfless PETSON. She evidence to support the 'mp[g

devoted all of her time to others and never put Para 2 sentence.
her own needs first. She was also very ...
courageous and never thought about the nsks
she was taking when looking after people who

topic |, There are many dis-
Sanience advantages to air travel,

were sick or dying. [ Firstly, plane fares are
What I admire most about Mother Teresa exramaly high. For example,
= are her achievements. Her entire lile was if you choose to travel from
R i ; ; 5 London to Manchester by
= devoted to charity work. For example, in 1952 Para 3 susporing],_| train, you will definitsly pey
%= she opened a centre in Calcutta for the . sentences [ | jocs than you would if you
terminally ill, where patients could be cared e travelled by plane. Moreover,
for and die with dignity. She also won many e being on a plane for hours
awards, including the Nobel Peace Prize in _can be liring.

1979, She donated the money from her awards
to fund other centres. Even though Mother
Teresa is no longer with us, these centres still
operate, offering help to those in need.
I admire Mother Teresa not only because
she was u generous and kind-hearted person, Para 4
but also because her accomplishments have
influenced people all over the world. Tt is
hardly surprising that since her death in 1997 i .
she has been regarded as a true saint.

9 Read the article in Ex. 8 again,
underline the topic sentences in
the main body paragraphs and
then replace them with the ones
below,

Conclusion

1 There arc good rcasons why 1

= Y 5, A
1 'Whis ihé drtiels sbiout? admire Mother Teresa so much,

2 What justifications are given to support the statement that “Mother 2 Mother Teresa was a truly self-
Teresa was a selfless person™ sacrificing person.
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10 a1 Match the topic sentences to the paragraphs. There is one extra
topic sentence that you do not need to use.

For one thing, there are far too many cars on the roads.
There are many arguments in favour of banming cars from city centres.
3 However, a city centre without traffic does have its disadvantages.

- ll!l.h-: first place, it would help to reduce po“utiuln.
This means that the city centre would be a healthier
place to live and work in. Furthermore, it would be
casier for pedestrians to walk around the centre

without having to cross busy roads.

LR TP LTTTH CELH
i as

For one thing, shop owners would Jose business as
customers might find it inconvenient 1o travel to the
city centre by public transport, Moreover, for those
who live in the city centre, life would become quite
difficult as they would not be

able to park their cars
near their homes,

b) * Which part of the composition do these paragraphs belong to —
the introduction, the main body or the conclusion?
® What do you think the topic of this composition is?
* What type of composition are the extracts from?

11 Read the topic sentence in bold, then choose the most suitable
supporting sentences (A - D) to complete the paragraph.

On the other hand, there are arguments in favour of tourism. ...........

......... Brae e At . FhERE e AEEERR

v\ Firstly, tourism can help reduce unemployment in an area because of the
jobs it provides for local people.

B Furthermore, tourism can spoil the natural beauty of an area.

C What is more, the profits from tourism can be used to improve roads,
hospitals and schools,

D In addition, restaurants and souvenir shops overcharge customers.

12 Read the topic sentences below
and think of appropriate
supporting sentences (o
complete each paragraph, as
in the example.

e.g. Catherine is a very pretty teenager.

2 Nicole is a very sociable person.

A —

She is rall and slim with dark skin
and long curly hair. She usually wears
Jeans and T-shirts.

I My father is a handsome man.

........... R

T (ERTTr

13 Read the paragraphs below and
think of appropriate topic
seniences to complete them.

First of all, it is cheaper than
buying designer clothes which can
be very expensive. What is more,
if you make your own clothes, you
can design them exactly the way

you want them.
- e _.-r-—-—r-"'-‘-_‘

.................
---------------

can be very expensive, Morcover,
such research can take vears o

show successful results, Last but
not least, lots of time is often

wasted on experiments which do
not work.

- P
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15 Read the extract and fill in the
LINKING WORDS AND PHRASES correct linking words from the
* Linking words/phrases make your writing more interesting to the reader, list below,
and easier to understand. .
* Some linking words (e.g. and, because, but, 50, since, etc) can join two for example, what is more, as a
short sentences inlo one longer sentence. result, on the other hand
e.0. He is clever. Ha is hard-working. =
He's clever and hard-working. Walching films at the cinema has

Ann i= happy. She passed her exams. =

ey I e her : many advantages. To begin with,

* Some linking words/phrases (e.g. In addition, What Is more, However, On modern cinemas are usually equipped
the other hand, etc) show how ideas are related sither between two with the latest technology, 1) ...,
sentences o two paragraphs. g ., films have better
e.g./ have written fo you three fimes already. = pjuurr., and 1ﬂmnn;j qu:nl]!}' 2)

1 ot  picture and sound quality. 2) ...
!?uvemme:eumm However, | still have pot =~ e » you can see all the
received a reply from you. latest films as soon as they are released,
first Firstly the employees who delivered the cooker were extremely rude I s , going lo
complaint  and .':E"B;f“' Wh1ilﬂ Thﬁta[lg?g'ttnhg !.i_%p_l'rar:;: ;.: ?13' made 2 the cinema has certain drawbacks, 4)
adding \lm'ﬁm il b L AR R .y the price of a
more paints - PR
sacond Furthermore, after they had gone, | noticed that the cooker was ticket '_m“ Oc cxpensive and cnemas are
complaint | badly scratched and the operating instructions were missing. ... often crowded,
especially
Linking werds/phrases can be used tu_: at weekends.

* show time: when, whenaver, before, while, as soon as, elc

® |ist points or show sequence: first(ly), lo start with, next, finally, ete

* add more points: furthermone, moreover, in addition, and, aso, what is moe, elc

* show cause or effect: because, since, as a result, so, consequantly, eic

» give examples: for instance, for exampla, such as, especially, etc

» show confrast: howsver, on the other hand, despite, though, etc

# ntroduce a conclusion: all in all, to conclude, to sum up, finally, aic

16 Choose the correct
linking word/ phrase to join
the sentences,

(for more examples see Appendix ()

14 Circle th t linki rds/phrases, as in the example.
LIIE El ¢ COrrect imn ngwn SE'F' FiSEs, 45 1IN 1ne exa P I Siml!!‘l Eﬂiludt!]ﬂ :::ﬂ,iim.”{: J‘!Hdm}[

1 Mobile phones are mpenﬁiue@.l'&n they are very convenient. Sl ey (OIS, WLJE) o

2 She is very generous and shares everything, Since/On the
other hand, she can be moody at times.

Ordering take-away food s very

Growing your own vegetables is cheaper than 3 :

buying them, Even though/What is more, home- s It can be rather

grown vegetables are usually tasticr. expensive. (although, such as) ......
Many young people are taught computer skills SRR e

at school. Despite/As a result, they have abetter s
chance of finding a job. 3 Aaron wanted to go to the football
I admire Jackic because/therefore she has found match. His mother wouldn't let
happiness in both her professional and private life. him. (but, therefore) ...
Air travel is the most expensive form of

transport. All in all/However, it is the fastest.
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4 Adventure holidays can be very tiring. They can be quite dangerous. (but,
E1 11 | — T~
3 ltstarted getting cold. | put on a jumper, (50, a8) ...

17 Replace the linking words/phrases in bold with synonymous ones
from the list below,

despite, as, even though, such as, therefore

While 1 was walking home 1 saw an acciden.

He was born in Poland so he can't be Spanish.

Your mechanic took three days to fix my car, in spite of the fact that it
required only minor repairs,

4 There are many places to visit in Rome like the Colosseum, the Trevi
Fountain, and the Pantheon.

Although Rachel is allergic to dogs, she loves them,

Nod b

[

WRITING TECHNIQUES

There are a variety of writing techniques you can use to make your
composition more interesting 1o the reader,

To begin or end your essay you can:

— address the reader directly |.e. write as if you were speaking to him/her.
e.q. You can imagine what life would be fike without water.

- use direct speech 1o give somebody’s exact words, a quotation from a
famous person or someone who has influenced your life, a proverb or a
saying (i.e. a well-known phrase). In all cases il is necessary lo use
quotation marks.

e.q. After all, “An apple a day keeps the docior away.”

- use & rhetorical question i.e. a guestion that does not expect a reply.
e.g. What would modem socilely be like without computers?

# You can start a narrative by setting the scene i.e. by using the
senses to describe the weather, aimoesphere, surroundings and also to
creale mystery and suspense.

e.0. I was a cold winter's night. The wind was blowing hard as Jack was
walking down the dark empty street.

®  You can also use a variety of adjectives, adverbs and verbs to make
your composilion mone attractive to the reader.

8.g. "Hold on!" Helan screamed {o Bob as she desperately tried io
help him get out of the freezing water.

18 Read the following beginnings
and endings and identify which
writing technique(s) the writer

has used in each.

I Why are people so obsessed with

the weather? In my opinion, the
climate plays a major role in the
way we behave,

ERETaT! B

[ am sure that most of you, at
some point in your lives, have
considered  starting your own
business. However, 1 doubt that
many of you have actually done so.

ana Iy TRETEE

3 Itwasadark, stormy night. Frank

was alone in the wooden cabin at
the top of the snow-covered
mountain, The wind was howling
and Frank was afraid. Suddenly,
there was a strange scratching at
the door.

Mason woke up to the sound of
rain drumming on the rooftop.
Exhausted from the previous day,
he slowly got out of bed and
made himself a cup of coffee and
some breakfast. He decided to
call in sick as he felt too weak to
go to work.

All 1n all, adolescence can be a
difficult time. But as George
Bernard Shaw once said, “Life is
not meant o be easy; but take

courage, it ean be delightful
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12

['B]_| I am sure most of you have been influenced b

19 a) Match the beginnings to the endings. What types of writing are
the extracts from?

BEGINNINGS=2

[ A It was an autumn moming. Marianne, still in her pyiamas, turmed on her

Laptﬂil and sat at the kitchen table Thinking of the amount of work she
ad to do, she sighed, “How am | evar going to get this done?”

y an advertisement at some

paint in the past. In my opinion, advertising simply persuades people to

buy things they don't need.

[C]_] Mr Norton i5 our Ghemistry teachr. I'l never forget the first time we met
Il'rlm, _HE was in the schoo! lab wearing a long, white coat, and he was about
10 mix two very strange-lpoking fiquids. “Keep back, lads,” he said. “This
15 @ very dangerous experiment,

=*ENDINGS

1 Allin all, even though Mr Norton looks like: a mad scient I
. : nist, he is one of the
kindest and mast understanding teachers I've ever had. | am sure that if you had
met him, you would agree with me.

” hal they
2 Itwas 4 pm and she was exhausted but happy. 'WEII. | suppose W
say is true — The early hird catches the worm,” she thought to hersalt as

she tumed off her laplop.

3 In conclusion, | think that advertisin
0N, 0 should be controlled so that consumers
are nol misled and persuaded to purchase goods they don't need. After all,

a5 Alan H. Meyer, an American advertising executive. said =
good product.” g , 5aid, “The best ad is 2

b Inwhich extract(s) has each
of these writing techniques
been used?

*  guotation

& proverb/saying

® addressing the reader
directly

¢ direct speech

............

20 Read the extracts and replace
the words in bold with
synonymous ones from the lists,

VT
ETEL LR =4 1"!.1.1‘. oy

]
= - Mo T m s

TR %i‘ii"i- 5 5

L8
ORI

CE L
- EEE
M

S Chenin e
e s TR T

L T L VL L]
flr.:.'ii:‘_r.-:ll':rl 'rl B4 3 |i‘-"-ﬁ

mast extraordinary, impressive, huge,
comforable

L

[A The interior of the hotel is very

' 1) mice_ It has a 2) big reception |
area with 3) nice leather chairs
and sofas for the guests. The 4)
nicest feature, however, is the
marble fountain  which was
constructed at the beginning of
the century.

——

paused, crept, whispering, peered

]JH- Suddenly Jack heard someone J

1) saying, “At last I've found
vou,” He 2) stopped at the top of
the stairs and 3) looked down into |
the dark hallway. Just then, & young
boy 4) came out of the shadows. .|

i —
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The writing style you should use depends on the type of composition you are
writing, the situation and the intended reader. Therefore, you should not use
ihe same slyle of writing for every composition. The fwo main types of writing
style are formal and informal. However, not all styles of writing fall under
thase categories, For exampie, in a letter to somebody you do not know very
well or in an article for a student's magazine, the style used is neither formal
ror informal, but a blend of the two, known as semi-formal.

FORMAL STYLE is characterised Dy.

formal expressions, advanced vocabulary, longer senlences

e.g. Taking everything into consideration, it can be said that the
facilities offared ara of poor quality.

farmal linking words/phrases (l.e. However, Nevertheless, In addition,

Consequently, efc.)

2.0 Mobile phones are extremely useful for people who iravel frequantly.
However, they can be dangerous.

no wse of short forms (Le. I'm, there's ...

e.0./ would be grateful if ... (instead of: I'd be grateful if ...)

impersonal lone, i.e. use of the passive, no description of feelings

2.0, Late this evening, 20-year-old Tim McCormack was pulled to safety
after being trapped under debiis for more than ten hours.

factual presentation of the information

e.0. The Town Hall, constructed in the late 1800s, was seriously
damaged by fire in 1509.

INFORMAL STYLE is characterised by:

everyday/colloguial expressions, vocabulary and idioms,

e.0.[ thought I'd drop you a line ..., Thanks a million ..., etc

frequent use of short forms

&.0./ won't be able to come to your party as I'll be away on a business
trip.

intarmal phrasal veros

e.0. Lucy lakes after her father. She's ...

simple linking words/phrases (i.e. bul, 50, hecause, and, eic)

e.0. It raing a lot here, so you'd better take an umbrella with you.

shorter sentences

e.0. Thanks a lot for the invitation. I'd love fo come.

personal fone i.e. use of first person (I/We)

e.g.I've got great news. I've found a new job.

descriptive tone 1., use of adjectives/adverbs etc for vivid description

&.0. it was a bittery cold winter moming.

SEMI-FORMAL STYLE

SEMI-FORMAL STYLE is
characterised by:
*  |ess formal language

# |ess frequent use of shorl forms,
formal linking words/phrases or

fhe passive
¢ respectiul, polite tone
Compare:

Formal: | would be grateful if you
could reply at your earliest
conveniance.

Seml-formal: | fook forward fo
recelving your reply as soon as

possible,
Informal: | can't wait fo hear from
you.

21 Use phrases from the list to fill
in the blanks in the sentences,
as in the example. Then, say
which are written in formal and
which in informal style.
assess the suitahility, porcelain-
witite skin, were seripusly injured,
drap by, am entitled to, point in
favour of, with [lving colours,
won't be able to mmake it, to my
mind, don’r miss it

I The purpose of this repori is (o

we assess the suitability ... of Robert
Hulson for the position of Assistant
Manager.

= formal :i];k'

2 - Theliave L. .. comiicvciiiiinn

.. a full refund.

3 Wcll I ve gnt ln gn now,

... when you arrive in town.

T

of working from home is that one
can plan one’s own working
schedule.

5 Two drivers ...

aﬂcr thmr cars
cul]tdcd on thc M-1 late last night.
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10 ['m really sorry, but I .......

6 Guess what! [ passed all my exams ..o

With its long, black hair, beautiful blue eyes and ;

.........

. it was the most exquisite doll Mary had ever seen.
enmssnnensss 1VING abroad

is something everyone should experience at least once in their lives,

to be a box-office hit!

cveeenneeeee | 1 DEL LS gOING

...............

22 Read the extracts below and answer the questions that follow.

—— -
A Which is better, classical or pop music? Some people
believe that classical music is superior. However, I
believe that both types of music offer something e
different to the world of entertainment.

B | would be groteful if you
could attend fo this matter
as soon as possible. | hope
to heor from you soon
regarding the oulcome of
the situation.

Yours sincerely,
Matthew Drake

D The purpose of this report
is to assess the suitability of
Fairfax Eateries as caterers
for the firm's annual spring

party.

C Anyway, that's my news
for now. | hope you're
enjoying the holidays as
much as | am Write back
s00n and let me know how
you're getting on.

Love,
Harry

E The rescus team began their
search for the lost skiers at
dawn. The missing family was
located a few hours later by a
search helicopter, and they
were lited to safety. Mo one was
injured, but they were taken 1o
hospital sufiering from the cold.

. 10 your graduation party.

F Suddenly, the door opened.

Tracey stared n homror as the
dork figwe i the doorway
raised its arms over its heod

G Dear Mr and M rs Smith,

Fm u.-n't:'ng to thank you for

the .I'L'!'J‘Hfh‘i‘.\i.\ Yo 'i;i'-"h'!'t“d me

.u"m."ng my stay with you and
vour family in March.

a) What type of writing is each
extract from?

by Which extracis use:

short forms?

factual presentation
of the information?
everyday expressions,
idioms and mnformal
phrasal verbs?
formal expressions,
advanced vocabulary
and longer sentences?
formal linking words/
phrases?

-----------

-----------

rrrrrrrrrrr

23 What style of writing should you

use in the following situations:
Write F (for formal), § (for
semi-formal) or I (for informal).
Why?

a letter of complaint to the manager
of a department store

an article for a teen magazine on the
latest trends in clothes

a letter to your friend asking him for
advice on which university to attend
a news report about an accident that
happened in your town

a letter to a former teacher of yours,
thanking him for his advice
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24

25

The extracts below are written in the wrong style. Replace the
words/phrases in bold with more suitable ones lrom each lisi.

the shightest, reached, collapsed, firstly, what & more, was not

4 1) For starters, the ironing board 2) wasn't high enough. For example,
when | unfolded it, it only 3) came up to my waist. 4) And then, whenever
[ put 5) a litile bit of pressure on the board, it &) fell down.

I've mes, also, really love, dull moment, in common

B 1 1) am enjoying mysell immensely at university. 2) 1 have had the
opportunity to meet many interesting people and there is never a
3) shortage of activities on campus. 4) In addition to this, my roommate,
Becky, is a wonderful person. We have so much 5) to share that 1 feel as
if I've known her all my life.

what is more, however, full of comical scenes, extremely realistic, computer-
generated images

C The script is simple and straightforward 1) but it is 2) really funny. 3)
Another thing is, all the 4) things made by the computer are 5) lifelike
and the characters are truly convineing.

EDITING YOUR ESSAY

You should always edil your piece of writing before handing it in.
In order to do this, you should make sure;

you have used complete sentences and thal the words are in the comrect
order (i.e. subject, verb, chject, elc).

you have used the comect grammar (e.g. past tenses for narratives),

you do not repeat the same words, phrases, expressions, efc.

there are no spelling ermors.

you have used the comect punciuation. {e.g. commas, full stops, question
marks, etc) [See also Appendix Ill]

you have indented the paragraphs (i.e. have begun the firsi line of each
paragraph further in from the margin).

Read the extract and label the underlined mistakes using the
following key: S (for spelling), P (for punctuation), WW (for wrong
word) or G (for grammar). Then correct the mistakes, as in the
example.

1 “lts —"lt's N o
7 T B icmiimnini e

B T ———
B T B i

P

1) “Its a party invitation,” said Sue as
she tore open the envelope. Paula, her
sister, came 2) runing into the living room
and squealed with excitement when she
saw the white card. “It’s from Danny,”
she cried. Both girls knew that Danny
3) made the 4) better birthday parties in
the neighbourhood. He and his family
had moved there from 5) america two
years before, His father was a 6) successiull
lawyer, so they lived in the nicest part of
town. Danny had invited the girls to his
party the previous year, but they hadn't
gone. They both had had the flu and they
were 7) such ill that they had had to stay
in bed. They were very disappointed that
they 8) hadn't been able go to the party.
This time, though, would be different.

26 Put the following steps into the
correct order.

[A] ] Brainstorm for ideas and group

then into main topies.

B[ | Read the rubric carefully and
underline the key words.
Identify the type of writing, the
situation, the intended reader
and the style of writing.

Edit your essay correcting any
spelling, punctuation, grammar,
elc errors.

Write your essay in the correct
style, using appropriate linking
words/phrases to join your ideas
and various writing techniques
to make your piece of writing
nteresting.

Plan the layout of your essay.
Make sure you have a separate
paragraph for each main topic.
Write o topic sentence for each

main body paragraph.

19
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TYPES OF LETTERS

/ There are various types of letters, such as;
* letters of application  » letters of complaint  » letters to the editor elc.

The type of [etter you should write depends an the reason for writing (i.e. to give
your news, 1o invite somebody 10 a party, etc to make a complaint. to apply for a job,
etc), Depending on the rubric, you may be asked to write a letter for mare than one
reason (i.e. to give your news and ask for advice.) The most common reasans for
writing a letter are:

» giving/asking about news

* giving/asking for advice

= pgiving/asking lor information

L]

L

congratulating someone
inviting scmeons
acceptingrefusing an invitation
making suggeslions elc

- 8 & @

apologlsing for something
thanking someone

1 Read the extracts (A-F) and decide what type of letter each is from (1-6).
Which key words helped you decide? Underline them,

(A] 1 really hope vou can come LD I received your leaflet in the post. T am very
to my party. I'm sure we'll mterested in the course and would be grateful if
| have a wonderful time., vou could give me some more information.

[B] I'm writing to ask you what you il Janseqapsed Ay L. 1 WUk

think T should do about Robert. I'd | e gratelful _Ef you could consider
really like your advice as he's been ... | oayapphcation Liook farward 1o
e w~— e~ | hearing from you.

e —

I'm having a fantastic time on holiday. 1 went ‘El I am writing to complain
sailing yesterday and I'm going to take part ina about the dishwasher which

diving competition this afternoon. | can’t wait! I purchased from your
e — e _—— ' company last Monday.
(1] Jletter of application [4] Jletter asking for information

[2] Jletter giving news [ 5] lletter of complaint
3 | |letter of invitation E:Ietter asking for advice

LAYOUT OF LETTERS

All letters should include the fellewing:

a) an appropriate greeting (e.g. Dear SifMadam, Dear Aunt Claire, Dear Mrs Baker, elc),

b) an introduction, in which you write your opening remarks (e.g. Hi! How are you?) and
reason(s) for writing (e.g. I'm just writing to congratulate you on passing your exams,
I'm writing to apologise for ... , We were thrilled to hear thal ... , | was somy fo hear ... elc);

c) amain body, in which you write about the specific topics of the letter in detail;

d) a conclusion, in which you write your closing remarks (e.g. Please forgive me — It
won't happen agaln, | promize; Looking forward to seeing you ..., Please writs soon,
Take carel, Can't wait fo hear from you, I'd better sign off now, That's all for now); and

e) an appropriate ending (e.g. Yours faithfully + your full name, Lotz of love + your first
name).

16

e

2 The paragraphs in
the letter below are in
jumbled order. Put
them into the correct
order, then identify
the type of letter.

'Al | Unfortunately, T won't
be able to come as I'll be at

| a seminar in Berlin that
week. It's a pity I'll muss
your big day, but I promise
to make it up to you.

T e S —

LE'J___L Anyway, thanks again

for the invitation. 1
wish you both all the
best for the future.
Love,

Margaret

[C] ] Dear Rachel,

I'm writing to thank you
very much for the invitation
to vour wedding. I'm really
happy the two of you are
finally tying the knot.

f’_""w—-'-’__.-_-_—"‘-r--.-._
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WRITING STYLE IN LETTERS

The writing style you should use (i.e. Informal, formal or semi-formal),
depends on who you are writing to. More spacifically.

when you are wriling to someone you know well (i.e. a close relative,
your best friend, ele.) you should use informal style.

when you are writing to somaone you do not know, or to someaone who
is in authority (1.e. the manager of a hotel, a doctor, etc) you should use
formal slyle.

when you are writing to someone you do not know very well, or

spmeone you want to be polite and respectful to (i.e. a friend'’s parents,
wour teacher, etc) you should use semi-formal style.

(See Appendix Il for examples of each style.)

CHARACTERISTICS OF:

INFORMAL LETTERS

address & date

.2, your address in the top, right-hand comer, followsd by the date.
greeting

(e.q. Dear John, Dear Mum, etc.)

infermal language

ie.g. I've been meaning fo wnite to you for ages; Don't worry; By the way;
It was a plece of cake; I'l pick you up; Wa can give it a fry, etc)

ending

(e.g. Yours/Love/Best wishes/Regardsfeic + your first name)

FORMAL LETTERS

address & date

i.e. your address as well as the recipient’s address. Your address in the
top, right-hand corner, followed by the date. The recipient’s posilion,
lhe name and address of the company, arganisation, etc on the lelt-
hand side,

greeting (e.g. Dear Mrs Davis — when you know the person’s name —
Dear SifMadam — when you do not know the person's name)

formal language (e.g. | am writing with regard to your advertisament; /
would appreciate a reply at your earliast convenfance; The product
which was delivered, proved io be faully; etc)

ending (e.g. Yours sincerely/ falthfully + your full name)

Note: when you begin with Dear MriMrs/Ms Marcus, you should end
with Yours sincerely + your full name. When you begin with
Dear Sir/Madam, you should end with Yours faithfully + your full
nama.

12

13
14

15

c) SEMI-FORMAL LETTERS

¢ address & date
i.&. your address in the top right-
hand comer, followed by the date

¢ greeting
i.g. Dear Mr/Mrs/Ms +person's

surname (e.g. Dear Mrs Marcus)
* semi-formal language

¢ ending
{e.g. Regards/Best wishes/etc +
your first name or full name)

3 Mark the phrases as F (for
Formal) or 1 (for Informal).

I would also appreciate
some information about ...
Well, I must go now ...
Please accept my sincere
apologies

You are cordially invited
to attend ...

rrrrrrrrrrr

I am writing in response

to your advertisement ...

Thanks for the invitation

to your dinner party ...

I am writing to express my

strong dissatisfaction with ... .........
I look forward to mecting
yOu in person

Just a quick note to tell
VOU ...

[ am writing to bring to
your altention the ...
Please do not hesitate to
contact me ...

I'm 50 sorry to hear you're
having problems with ...
Write back soon ...

We regret to inform you
that ...

I'won’t take no for an
answer ...

|||||||||||
...........

;;;;;;;;;;;

Bl
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4 Read the situation below and answer the questions that follow.

This is your last year at school and you are unsure of what course (o take at
university. You have decided to write a letter to ......... , asking for advice.

18

a) What style should you use if you are writing to: A a friend”? B your
former teacher? C a careers advisor?

b) First match the beginnings and endings and then say which of
the people in part a) each letter is addressed to.

BEGINNINGS=%

1 Dear Karen,

Hit Hmy are you? I'm writing because I've no idea which course to take at
university next year. | really nead your advice!

2 Dear Mrs Amold, -
| nope this letter finds you wel. | am writing to ask
which course to take at university next year.

3 Dear Sir/Madam,

| am writing to enquire whether you can advise me on which course to apply
for next year at university.

you for some advice about

:ENDINGS,

A Thank you for taking the time to read this letter. 1 look foward ta hearing from you.
Best wishes,
Ay Mitton

B | would be extremely grateful i you could advise me on what to do. Thank you

in advance tor your kind cooperation.
Yours faithfully,

Aavey Mitfom

Amy Miftan

C LWI:IEI do you think | should do? Please write back soon and tell me.
DUEI

Amy

5 a) Read the pairs of expressions (1-10) and the letters which follow,
then choose the most suitable expression to complete each gap.

1) Hi — just a quick note / | am writing
2) thank you very much / say thanks a lot
3) all your help / your kind assistance

4) getting ready / preparations

5) Your contribution [ What vou did

6) played a big part /
was very important
7) making sure / ensuring
8) occasion / whole thing
9) went so well / was such a success
10) tell you how much I appreciate /
thank you enough for

Dear Gavin (A]
1j.. . o
D for
) e with
o for
the end-of-term party,
that the 8) .................

I can't 1) e N,
wea LTI T T —— HH !F'“Hl' hard wiork.

Love,

Becky

2) for

3 v LR

the end-of-term party.

) i sy
11 5 ) — "

that the 8) ...

| T

1 can’t 10)
all your hard work.

Dear Mr Conway,

............................

Best wishes,
Becky Jones

b) Which letter is informal, and
which letter is semi-formal?
What type of letter are they?
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6 Match the beginnings to the endings, then identify what type of letter
cach pair is from. Finally, say whether each pair has been written in
formal or informal style.

1 I'm writing to tell you my wonderful REWS ...

2 | would greatly appreciate it if you could provi ;
information regarding .. y provide me with some

3 Thanks a lot for your invitation. We'd love 1o COME ...
4 lcan't tell you how sorry | am that | ruineq ..,

§ | am writing to draw your attention o the temible treatment | received

from ...

B | am writing to apply for the post of music teacher as advertised in ...

ENDINGS

A Once again, I'd like to say how Very somy | am about ...

.E | enclose my CV and would be glad to attend an interview at your
garliest convenience.

| C Well, that's all for now. Write back and tell me what you've been up to.

D Let me know if you want us to bring anything to the party. See you on

the big day!

i :n'“arummﬂﬂiﬂlllg the ifl!{]l’r IEHUI‘I db g
and Wou 2
I::Uuld FE‘ﬂb" 4% 500n d3 puss"hlel l gl’ﬂlﬁl‘u[ If ]ﬂ:l[]

E | insist on a writtlen apology. | trust this matter will receive your

immediate attention,

7 Read the rubrics below and
answer the questions.

-

You have seen an
advertisement in the local
newspaper for a teaching job.
Write a letter to the
headmaster of the school,
applying for the job.

A friend you haven't seen for
months is getting married in
the summer and has invited
you to the wedding. Write a
letter accepting the invitation,

You have just returned from a
trip to South America. Write a
letter to a friend telling himfher
all about it.

You are the secretary of a
language school and have
received a letter from somecne
interested in learning French.
Write a letter in reply, informing
the person about the courses
offered at your school.

=T =rEaae—— [ OES— (e — |

E ﬁ You recently bought a box of

1)

2)
3)

4)

5)

r your favourite breakfast cereal.

On opening it, you found that
the box was hall emply and the
remaining contents were no
longer fresh. Write a letter to the
. manager of the cereal company
. complaining about .

Your cousin has recently won
. first prize in a short story

. competition. Write a letter
congratulating them on their
sUCCess.

What type of letter should vou write
for each rubric?

Whao is going to read your letter?
What style should you use in each
letter?

How would you begin and end each
letter?

Can you suggest appropriate opening
and closing remarks for each letter? ]g
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22 1 Read questions 1 to 3, then listen to the cassette and choose the correct

/

20

U ok e B =

=

answers. Finally, use your answers to talk about Monigue’s letter.

Whao is Monique writing to?
A acomplete stranger
B someone she knows well

2 What is her main reason for writing?
A 1o tell Jackie some good news
B 1o apologise for not writing sooner

Which of these statements are true? Tick (v).

In her letter to Jackie, Monigue ...

A mentions her future plans  [_] D complains about Jackie's last letter [ ]
[] E asks Jackie to reply soon ]
[ ] F sendsher regards to Jackie's parents ]

B invites Jackie to visit her
C promises to write spon

Informal letters are sent to people you know well (e.g. friends, relatives, etc) about

your recent news, personal problems, information you need, etc. They are written In

an Informal style wilh a chatty, personal long,

# An informal letter should consist of:

a) an informal greeting (Dear Ken/Aunt Joan/stc);

b) an intreduction in which you wrile your opening remarks (i.e. asking about your
friend’s health, etc) and mention your reasan for writing
e.q. Hil How are you? | thought I'd write and et you know that ... |

¢) a main body in which you write the main subject(s) of the letter in detall, starting
a new paragraph for each topic;

d) a eonclusion in which you write your closing remarks
e.g. That's all my news for now. Write back soon ... ;

@) an informal ending (e.g. Lois of lova/Bast wishesfefc + your first name;).

2 Read the rubric and underline the key words, then answer the questions.

You recently moved to a big city and have decided to write to a friend from
your old neighbourhood. Write a letter describing life in your new city and your
feelings about the change.

heavy traffic (neguinve)
constant noise from cars
ugly grey buildings

plenty of sports facilities
wide choice of things to do
huge crowds

good public transport system
large modern shops

Who is going 1o read your letter?
Where is this person now?

Where are you now?

Why are you writing the letter?

What topics should your letier include?

How will you begin and end the

letter?

Which of the following are positive
aspects of life in a big city? Whichare  §
negalive?

* |ots of cafés, cinemas, ete (positive)

Make sentences using the prompts
above and the phrases in the boxes on
the right, as in the example.

Paragraph 1

opening remarks/reasonis)
for wrifing

Paoragraphs 2 -3 - 4 °
developmeni of the
subject(s)

Conclusion

Final Paragraph

tlosing remorks

* The number of main hody

paragraphs may vary.
depanding an the rubiric

..

N | like living here

L

Likes

because ...
What I like most iz
that there is/are ...

The best thing is that
there 1s/are ...

Dislikes

[ hate/can’t stand ...
I can't get used to ...
Unfortunately, there

isfare ...

¢.g. What [ like most is that
there are lots of cafés and
CUNCITALY,
I can'’t stand the constant
noise from the cars.



languagedownload.ir

Unif 2 Informel Letiers

% What can you do in a big city? What can’t you do? Use the prompts to
make sentences, as in the examples. You can use your own ideas.

— go for awalk in the fields ~ make lots of new friends
— 2o shopping in huge — do lots of different things
shopping centres — walk home safely at night

— get around casily

cx You can't go for a walk in the fields.

i can go shopping in huge shopping cenires.

10 Maich the feelings to the reasons, then make sentences, as in the example.

1 homesick a the city never sleeps
> pleased b there's more crime in the city
= because , . T
3 unsafe ¢ there are always new things to do
= as : . i
4 disgusted d I miss my friends and my old neighbourhood
5 exgiled e there's rubbish everywhere

Id I feel homesick because I miss my friends and my old neighbourhood,

3 a) Read the letter and underline the correct tenses in bold. Then,
label the paragraphs with the headings below.

& opening remarks/reason(s) for writing
® wiiter’s feelings about the change
® closing remarks — ® life in the new city

Dhear Sharon, Para 1

How are you? Sorry 1) I'm taking/1've faken so long to - opening remarks/
write, but I've been busy settling in. Anyway, | thought reason(y) for
2) I'd drop/I've dropped vou a line to let you know how writing
I'm getting on here.

Birmingham is a really exciting city with millions of
things to do. There's so much to choose from, | sometimes
find it hard to make up my mind where to go! Although | oo
still 3) didn't get/ haven't got uscd to the traffic, the noise v
and the huge crowds, | think it's a greal city.

| like living here now, but | sometimes feel homesick as
I miss lots of things about Gowrie. 4) Il never/l don't
forget the beautiful countryside and the old stone cottages. Para 3
Living in the city means L can't go for long walks by the sea, i
either. Most of all, | miss my friends — espedially you, of
course! We always 5) had/were having such a great time
together, 6) haven't/ didn't we?

Well, thats all my news for now. Please write back and
let me know what 7) you were/you've been up to since | Para 4
8) heard/have heard from you last. Say “hi* to Tom and
loanna, too. | promise I'll come back and visit all of you as
soon as | can.

Lots of love,

Angela

|ibrond e [soa

Main Body

Canclusion

b} Underline the topic sentences

in the main body paragraphs,
then suggest other appro-

priate ones,

4 Use the prompis to make
sentences, as in the example.

& sireets are crowded — 1 soon got
used to it (even though)

e lots of things o do — heavy traffic
makes it difficult to get around
{however)

¢ plenty of sports centres —
expensive 10 join (although)

e.g. Even though the streets are crowded, |
soon gof used fo if.

* not many shops - you can find
almost everything you need (but)

® few buses and trains — always

arrive on time (nevertheless)

no restaurants — a few inns that

serve delicious homemade food
(although)

— .

e.g. There aren't many shops, but you can
findd alinost evervthing you need
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# Opening remarks in informal letters may include;
a) questions/wishes about recent events, the person’s health, etc
b) a thank you to the person for their last letter, comments about their news
¢) an apology for a delay in writing/replying
d) the reason why you are writing
# Closing remarks in informal letters may includa:
e) the reason why you must end the letter
f) greetings to the person's family/friends
g) wishes, a promise (e.g. to write again soon), an invitation, efc
h} a request to the person to reply soon

/' OPENING/CLOSING REMARKS

5 Match sentences 1-8 to points a-h in the box above.

1 [a] Hello — how are you? | hope you're feeling better,

2 [B] 1was sorry to hear that you aren’t going 1o ...

3 [ ] I'iwrite as soon as [ can and let you know about ...
4 [ ] Please write soon and tell me all your news,

5 |:| Well, that's all my news. I'd better end now, because ..
[ The reason I'm writing is to ask you if ...

7 Give my best wishes to your parents.

8 Sorry I've taken so long to put pen to paper, but ...

INFORMAL STYLE
When writing friendly letters, you normally use informal style. Informal wiiling
is characlerised by the use of:
everyday vocabulary (e.g. | had & greaf time)
colloquial expressions/idioms {e.g. drop me a fing)
phrasal verbs (e.g. get on, settle in)
short forms (e.g. can't, don't, I'm, 'l

6 Which of the following sentences are written in informal style?

I'm writing to se¢ how you're getting on in your new flat, Informal

[ look forward to receiving a prompt reply.

Give your sister a big hug from me.

What are you up to this summer?

We're having a fantastic time here at the camp.

Would it be possible for you to attend the club’s annual meeting next month?
You'd never believe how well I've been getting on at school.

=1 = o de W b =

7 Some phrases in the following extracts are written in the wrong style.
Read them and correct the mistakes using the words/phrases in the
lists.

1

ages, drop you a ling, let you know, really,
SOy

Dear Bob,
How are you? 1) | apologise for the
fact that | haven't written for 2)@
considerable time, but I've been
3) extremely busy. Anyway, I thuug:mt
Id 4) communicate with you briefly
to 5)inform you that Pve just passed
my driving test!

hen """‘-——l“"

A i

can't wail to hear, lots of love, that's all
for now, write soon, you ve been up 1o

i i ! f ;
Well, 6)1 have no further news

present. Plcase 7) reply promptly — |
8)am anxious to learn what 9) your
recent activities have been. Take care.

10) Yours sincerely,
Karen

8 Suggest opening and closing
remarks for the letters below, as
in the example.

1 congratulate a friend on passing
histher exams

2 invite a friend to your birthday
party

3 apologise to your friend because
you couldn’t go to his'her birthday
party

4 ask your friend for advice on how to
lose weight

eg 1 Opening remarks:
Hi, how's evenything going? I've
Just heard that you passed all your
exams. Congratulations!
Closing remarks:
Well, I'd better go and do some
work! Once again, well done!
Write soon.
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L]

i

9 Correct the mistakes, as in the
example.

Congratulations Beg passing your
driving test! ...on...
Write and tell me how it's like in

[ still can’t get used to wake up so
carly in the moming. ..........ceunnee.

I thought I'd write and ask you to
give me an advice. ...

| hope that everything will turn up
all right ovveiessasnans

Sorry 1 haven't written from ages,
but I've been BUsy. e
Write me a line and tell me all your
JLE T ——

I'm writing to apologise about not
coming to your wedding. ...
I look forward to hear from you
114 | I—

Don't you think my news are
exciting? ....ocsicinnnss

MAIN BODY PARAGRAPHS

In informal letters you usually talk
about more than one topic.

The rubric gives you information
about the subject of the letter and
often tells you specific topics which
you must write about. — e.g. You

have just passed an important test or

These topics will be discussed in the
main body of your letter. You should
beqin a new paragraph for each topic.

Para 1: Opening remarks

Para 2: Tell fiend about success
Para 3: Describe plans for future
Para 4: Closing remarks

10 Read the rubrics below. How many main body paragraphs would
each letter have? What would each paragraph be about?

A You are about to visit a friend in another country and you are not sure
what clothes to take with you or how to get to their house,

¢.g. two main body paragraphs
Para 2 — ask about clothes to take with you
Para 3 — ask how to get to friend’s house

B You have recently moved into a new house. Wrile a letter to your friend
describing your new house and inviting him/her to spend a weekend with
oL,

[r—

| C Your uncle has invited you to attend his wedding in a month’s time,
Write a letter thanking him for the invitation and asking him what you
‘ should buy as a wedding present.

e —

D You've got two tickets for a week's cruise in the Mediterranean. Writ-; a
| letter to your friend, inviting him/her to join you, giving d&llﬂllﬁ njf which
| places you are going to visit and suggestions as to what he/she will need
to take with him/her.

- S e —

B [

E Your cousin is moving to your city, He/She wants to attend the same
school as you. Write a letter to him/her, describing vour school, teachers
and timetable, and mentioning extra activities the sehool offers,

i i [e— -

Useful expressions for making suggestions

o [ think Iivoufwe should ...
s Perhaps [yvouwe could ...
o«  What do you think about +

we B1G w07
+ What about + ... ing ...?

How do you feel about + ... ing ...?
How about 4 .. ing .7

Why don't Ivouiwe ...?

Wonld you like melus o .7
Would you like to .7

11 Use the prompts below and expressions from the table above to make
suggestions.

come / dinner / my house / next Monday
spend / weekend / in / mountains

go shopping / in [ city centre

visit / art gallery / while / be [ in London

P

k]
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12 Look at the town map and, with a partner, suggest where and when 3 How many paragraphs should you
include in the main body?

you could meet and what you could do there,
e.g.A: Whar abour meeting at the Fairview Musewm at noon? 4 2?:;&??5“ Ty e 0
B: That's a good tdea. We could admire the local art. '
. h) Read the letter and under-
line the phrases that Mary
uses to ask for advice.

Dear Pam,

Sorry that | haven't written for
ages, but I've been very busy studying.
I'm writing because I'd really like your
advice about a problem | have,

My friends and | have decided to
go away on holiday in the summer,
but | don’t have enough money. | was
13 a) Read the following rubric and answer the questions. wondering {f you had any ideas
A friend of yours, who has been living in another country for some : :;,g:::t f:.::;mfpm:;:uﬂf t:.n?:h‘ { I
time, is going to visit you for a week. Write a letter suggesting what August, "l ha : el
you might do together and what sights you might visit. M o st s Bl

um and Dad instead. Can you think
of anything that would help me to
make some money quickly?

| know that you always have lots
of great ideas! What would you

worth visiting? :
4 What kind of traditional dishes would you suggest your friend should try? advise me ta do? Please write back as
500N 45 You can. _/_,_-)

FAIRVIEW

1 Where would you take your friend?
2 What is the most popular attraction in your city/town?
3 Are there any bazaars, outdoor markets, fairs, restaurants, etc which are

b) Use vour answers from questions 1 to 4 and appropriate ;
expressions to write the main body paragraphs of this letter. H‘::g”-f love,
I
= |
ASKING FOR ADVICE

To ask for advice, you can use phrases such as:
Do you think | should ...?, Should | ...7, What do you think | should do?
Do you have any idea about ...7, I'd like to know what you think about ... GIVING ADVICE
Can you think of anything that ...7, | was wondering if you ... An informal letter giving advice
What would you advise me 1o ...? alc should offer sympathy and

encouragement, as well as specific
advice with reasons. Each piece of

14 a) Read the rubric and underline the key words, then answer the b i i e s kdbaias
questions. Edparmagraph.
You want to go on holiday in the summer but don't have enough » Opening remarks —
money. Write a letter to a friend asking for his/her advice about I was sorry fo hear that ..
ways to earn exira money. Cheer tpiDon't wory 100
1 Why are you writing the letier? F:iﬂ:nr gﬂ gmmd::;

2 Who is going to read your letter?

L
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+ Giving advice —
It | ware youfin your position, I'd/
I wouldn't ...
You should/shouldn'? ...
It would(nt)/might be a good idea
(for you) fo ...
(1 think) the best thing would be
(for you) to ...
Why don't you ... 7
(4 -ing)?
Another good idea s to ...
* Result -
Then(That way ...
If you do this, you would ... so that
* Closing remarks —
| hope that thisimy advice helps.
liLet's hope that things gel beler/
that everything tums out all right.
Lel me know whal happens.

15 Match the problems to the
advice, then make sentences.

E I can’t stop eating junk food
every day. I'm overweight.

21 1 haven't got any friends. I'm
lonely.

37 ] T'm very bad at Maths. I'm going
to fail my exam.

4[] 1 haven’t pot much money, | can't
2o out with my friends.

_5[ 1 argued with my friend. He/ She
won't talk to me now.

a Talk to vour teacher. You will get
extra help.

b Join a gym. You will lose weight.

¢ Apologise to him/her. You'll be
friends again.

d Join a club. You will meet new
people.

e (Get a part-time job. You will carn
some money.

e.g. Why don't you join a gym? If you do
this, you Il lase weight.

16 a) Read Pam’s reply and replace phrases 1-6 with phrases A-F.

Write and let me know 6) what happens. —

LLTA] I'd be happy [T D] how things go

[ TB] Don'tlet it get you down ~ [_TE] if T were you, I'd

[ 1] How about F | Perhaps you could also
Dear Mary,

Thanks very much for your letter, and of course 1) I'm only too glad to

help. Here are a few things you can try to earn all the money you need.

First of all, 2) | think you should get a Saturday job. 3) Have you thought

of trying to get one in a local shop so that you can be close to home? This
will mean that you won't have to travel so far on Saturdays.

4) Another good idea is to get a job babysitting. Why don’t you ask your

neighbours? My only advice is not to get very young children, because they
need all your attention.

 hope my advice helps. 5) Don't give up if you can't find a job ETM

o
Yours,

Pam

b} What advice does Pam give to Mary? What other advice could
vou give to Mary? How else could you start and end the letter?

17 Read the rubric, underline the key words, and answer the questions.

Your pen friend has written you a letter asking for advice on how to
improve his/her eating habits and get fit. Write a letter offering advice.

1 What is the reason for writing? Who is going to read your letter?
2 How many paragraphs should you include in the main body?
3 What opening and closing remarks should you write in your letter?
4 Match the advice in column A to the results in column B. Then, use
appropriate expressions to make sentences, as in the example.
A B
1 joinagym — exercise regularly  a follow balanced diet, won't put
2 try not to eat so much junk food, on weight
sweels, ele b body won't become lazy
3 eat plenty of fish, fruit and ¢ body won't store so much sugar
vegetables and fat
4 don’t go everywhere by carbus  d  soon get in shape and feel fitter

eg

Id If 1 were you, | would join a gym and exercise regularly. This will mean
that you'fl soon get in shape and feef fitter.

18 Read the rubric in Ex. 17 again, then write your letter (120-180 words).

Use the letter in Ex. 16 as a model, as well as your answers from Ex. 17.

2
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B2 1 a) Read the questions below, then listen to the beginnings and endings of
three letters and tick the correct box for each letter,

1 Why has the letter been written? Letter 1 Letter2 Letter 3
A toapplyforajob: .. ioiiiiiiiie IR = ol
B to ask for information ............. - MmNy .
C to makeacomplaint .....covovuivinn. RN

b) Listen again and tick the correct boxes for each letter,

2 How does the letier begin? Letter I Letier 2 Letter 3
A Dear Adverfiser ................coin. =i []
B Dear SirMadam .................... B =

010
O

C Dear Mr Williams ................... [
3 Which of the following expressions have been used
in the opening/closing remarks?

A With reference to your advertisement ... [ T B
B 1 am writing to apply for the position ... il 11 Wil
C 1 am writing to express my dissatisfaction ... Mg 2 JE]
D [look forward to hearing from you ... ) A
E I must insist ona full refund .., == []
F Thank you in advance ... | |
4 How does the letter end?
A Yoursfaithfully ........ccooiiiiiinn Ela =l $E]
B LoEOLIOVE . .vovrnimrrrmne s s [l P [] = -
G Youmssineemly ooy Giadisia s [ S Introduction
Paragraph 1
Formal letters are normally sent to people in an official position or people you don't opening remarks/
know well (e.g. Director of Studies, Personnel Manager, etc). They are written in a reasonis) for writing
formal style with a polite, impersonal tone.
® You can wri?e a fcrrmall letter to apply for a job/course, make a complaint, give/ M‘!'“. Bud'f. S
request official Infunnaimn._em. Paragraphs 2 - 3 - 4 -
® A formal letter should consist of:
a) aformal greeting (e.g. Dear SirfMadam - when you do not know the person’s development of subjectls)
name; Dear Ms Green - when you know the person’s name);
b) an introduction in which you write your opening remarks and mention your Conclusion
reason(s) for writing e.g. | am writing to apply for the position of ...): S e PO
¢) amain body in which you write about the main subject(s) of the letter in detail Final Paragraph
starting a newlpamlgraph for ela::h lopic; : closing remarks
d) a conclusion in which you write your closing remarks
e.g. | look forward to hearing from you as soon as possible ... | * The number of main body
e) a formal ending (Yours faithfully - when you do not know the person’s name; F’“"ﬂl‘?“’-’Phs may:- vory.
Yours sincerely - when you know the person’s name; + your full name). deperiding on: the. rubrk.

26
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LETTERS OF APPLICATION

When you write a letter applying for & job or a course, you should include
the following infermation:

A} in the opening remarks/reason(s) for writing
« the name of the job/course, where and when you saw it advertised.
2.0. ... the position of manager advertised in yesterday’s Herald.
B) in the main body paragraphs (paras 2-3-4)
& age, present job and/or studies (e.g. | am a ninefeen-year-old university
student.)
& qualfications (e.g. | have & BA in French.)
¢ experience (e.g. | have been working as a waiter for the fast two years.)
» skills and personal qualities that are suitable for the jobjcourse
e.9. | am & good and careful driver. | consider myself to be mature and

C) Inthe closing remarks
& any other important information (i.e. when you are available for interview,
where and when you can be contacted, references you can send, a
remark that you hope your application will be considered, etc)
&.0. | will be available for interview in September.
| enclose references from my lasl two employers.
| look forward to hearing from you.
You usually use:
the present simple to describe skills/personal qualities
e.q. | am a patient and refiable person.
the past simple to talk about past experiences
e.0. | left school in 1994. | worked for General Motors for four years.
the present perfect to talk about recent work/studies
e.q. | have been working for LTYU for two years.
I have recently finished secondary school.

2 Read the rubric and underline the key words, then answer the
questions.

[ You saw this advertisement in a local newspaper and have decided
lo apply for the job. . ;

: : i king for a
+ George's Primary School 1S loo

:;unu. energetic and experienced schmllea::_ha'
- ioin us in September. Must be 2 qood organiser

3 keen on sports.

<aying why you
Tigsing date 12th May.

* Write your letter of application. Do not write any addresses.

I Whao is going to read vour letter?
2 Do you know this person at all?
3 What style should you use?

4 Why arc you writing this letter?
5 How should you begin and end
the letter? Choose A to C.

A 'l Dear Madam,

Ry ———

Yours faithfully,

steven Davies

B L Dear Headteacher,

™

Kind regards,
Steve

C j Dear Mrs Hunter, .
s

—

Yours sincerely,
steven Davies

6 Which of the following points should

vou include in your letter? Tick (V)

A your favounite subjects at [
school

B your qualifications ]

C your present and previous [
jobs

D a description of your 1
appearance

E your personal qualities O

F your plans for the summer [

What do you think the successful
candidate should be?

A patient Iy artistic

B enthusiastic E hard-working
C athletic F fair

What cxperience would somcone
need for this kind of job?

A experience with children

B cxperience in public relations

What qualifications would someone
need to apply for this job?

a driving licence

a BA in Education

a degree in Media Studies

a certificate In gymnastics

a diploma in interior design

mooamEe

1
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5 Fill in the correct form of the
verbs in the list,

3 Read the letter and label the paragraphs with the headings below.
Say what qualifications, experience and personal qualities Steven

has, Do you think he will get the job?

study, be a member, praduate,
® closing remarks ® personal qualiies ® agejpresent joblqualifications Join, attend, award

® gpening remarks/reason(s) for writing ® experience | Tgraduated from Lancers University

in 1993 wi_th a first class degree in
Dear Mrs Hunter, Physical Education.
With reference to your advertisement in ']*I'Lursdafs 2 Atthe moment, T .o
edition of the Daily Star,  am interested in applying courses at Southfield College,
for s paation ol p ) K ) 3 After leaving high school, 1 ............

Para 1

Infraduction

- Para 2
I'am 28 years old and currently teaching in Margate. I srsssssmmsssssnssnss ATE 2t the School of
have a BS¢ degree awarded b].r Glns?uw levm.mw in Fine Art in Paris.
1997. 1 completed my cenificate in Education at oo
Preston Teacher Training College in 1998, 4 lamkeenonsports. I ...
E 1 have: bosn:weirking: for - Mrgals Beluoatin Para 3 f&:un [oothball club three months
S Department since 1999, During this time, I have o 8o
= enjoyed teaching a variety of subjects, including oo 8 Lidsaiiciisissiof the Jocal
English, General Science and Games. orchestra, where I play the violin.
I consider myself to be punctual, hard-working and Para 4 6 TWas .reeemcsinecisiioneens @ grade A
fair. I enjoy working with children and have good in Maths,
organisational skills.
5 I enclose a reference from my presemt employer. 1
% would be grateful if you would consider my Para 5 FORMAL STYLE
E application. [ am available for interview any weekday i Formal style is characterised by the use
morming. I look forward to hearing from you. ol
Yours sincerely, o advanced vocabulary
Steven Pab’;ﬂ{ ag | ﬂ?rmwdﬂng to enquire whether
Steven Davies # formal linking words/phrases
(consequently, however, therefors,
for this reason)
4 Read the letter again and find formal expressions to match the eg. [ have W’g I;-":m"}'
informal ones in the table, as in the example. anl hirdes have m“
working with children.

Informal Style Formal Style

o passive voice

i

About your advert ...
I want to apply for ...

I got my teaching certificate ...

I've had a job in ...

With reference to your advertisement ...

e.g. | can be confacted ...
(not: Yoercamcontactme-...)

» polite forms without contractions
e.g. | would be grateful if ...,

I think I'm always on time ... f:.'mﬂd fXou
I like working with kids ... | would fike to apply ...
There’s a note from my boss .., {not-+d-Hie—)

I'd like it if you hired me ...
I'm free to talk to you ...
Drop me a line sometime ...

Colloguial expressions, phrasal verbs,
idioms and sher forms are not used in
formal siyle.
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Inbroduction

Maln Body

Conel s on

A

6 a) Read the letters below and label the paragraphs with the headings.

* opening remarks/reason(s) for writing » experience, personal qualities
* closing remarks ® agelqualifications » other information

®

Dear SirMadam, Para 1

I am writing to apply for the position of part-time :’:T:::Ef
shop assistant which was advertised in this weelk’s reason(s} for
edition of the Frankfurt Engtish News. iy
I am a 16-year-old student. In December [ passed the

examination for the First Centificate in English with Para 2
grade A It is my ambition to become a teacher of
English. Therefore, employment in an English-
language bookshop paricularly appeals to me.
Despite my lack of lormal work experience, I{eel that
I would be well-suited for the positicn. For the past
twio years [ have been a volunteer helper in our school
library. In my school report I was described by the
librarian as enthusiastic, dedicated and reliable.
Since the school holidays include the months of July Para 4
and August, I will have no other commitments and
would be available to work at any time, excluding ..o
Saturdays, for as many howrsasneeded. ™ = o
I may be contacted at the above address, or by
telephone on 435 1708. I look forward to receiving a

reply in due course.
Yours faithfully,
Steffi Bravm

Steffi Braun

Para 3

b) Compare the two letters, Which one has an appropriate greeting
and ending? Then, underline the phrases in Letier A which mean
the same as the phrases in bold in Letter B. Which stvle is more
suitable in a formal letter applying for a job? Why?

¢) Read the advertisements below. Which job did Steffi apply for?
e e e Pl g ——

Hard-working young assistant wanted for part-time work in a bookshop
during July/August. No sales experience needed, bul a good

understanding of English is essential.

Apply in writing to Bookworms. |

—~

F

Large department store secking ambitious and experienced floor
manager to work on a full time basis. Computer skills an asset,

For more information call J.T. Reeves at 217-3233,

Dear Manager, ®

Hi! I've decided to drop you a line
about the job you advertised in the
Frankdurt English News,

I'm a 16-year-old student, and my
English isn't bad. I got an A in the
First Certificate exam! I want to be
an English teacher, so it would be lots
of fun 1o sell English boolks.

I haven't worked before, but I'm sure
I'd be good at the job. I've helped out
in our school library for ages, and the
librarian says you can count on me
to work hard.

Iwon't be doing anything in July and
August. We've got our school holidays
then, so [ can work any hours you like
(but not Saturdays).

You can get in touch with me at the
above address, or give me a ring on
435 1708, Let me know soon!

All the best,

Steffi

Steffi Braun

T Inwhich letter in Ex. 6 can you
find each of these feaiures?
Label each point as 4 or B.

1 shortforms L.
2 passive voice
3 afnendly, personal tone ...
4 everyday vocabulary
5 [ormal linking words/phrases  ........
6 phrasal verbs or idioms
7 longer, more complex

sentences
8 advanced vocabulary “
9 colloquial expressions ...
10 a polite, impersonal tone ...
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8 Read the rubric, underline the 9 Write your letter of application (120-180 words). Do not write any
key words, and answer the addresses. Use your answers from Ex. § to help you. You can use the
questions, letter in Ex. 3 as a model.

You saw this advertisement in
a local newspaper, and have
| decided to apply for the job. LETTERS OF COMPLAINT

- In a formal letter making a complaint, you may use a mild tone, for complaints
’ ’ about minor problems, or a s tone, for complaints about more serlous

Young helpers (18 - 2%“1:"’!:: matters, especially when you ;gmeﬂremly upsel or annoyed. However, the
our summer ﬂlﬂ"“lP 4 ':"h l ;n ilth language you use should never be rude or insulting.

olds. Duties include helping # In the opening remarks, you should state your complaint, including

games and other aﬂm:“: T details of what has happened and where/when the incident took place.

rs must speak Engiis eqg (Midy » lam in connection with ...fto complaln about ... the

Frgil:-eanﬂ be able to work at any ’ MMIM of ...
time. including some evenings, & | am writing to draw your aifention to ... which ...
from 5th - 25th July. Apply in (Strong) ® | wish to bring to your attention a problem which arose due
writing to Ben Carroll. to your stafilinefficiency ...,

® | am writing to express my strong dissatisfaction at ..

* | wish lo express my dissatisfaction/unhappiness with the

product/treatment | received from ... on ..

# In the main body paragraphs, you present each of the specific points you
are complaining aboul. You start a new paragraph for each point and justify
these poinls by giving examples/reasons.

a.g. * Although you adveriise “fop qualily”, I feit that the product | purchased
was wall balow the siandard | expected.

# In the closing remarks, you should explain what you expect to happan
{e_g. to be given a refund/replacement/apology/etc).
eq. (Mid) | hope you will replace ...

1 What skills/qualifications and :wmmﬁﬁm 4 W?mm
PERIOGE) GUAL0IEH 0D 99 Uhite (Strong) [ insist on/l demand a full refund/an immediate replacementietc

or | shall be forced to take legal action|the matter further.

would belp vou gel the job? Circle.

A energetic and sociable

B Haix Arive s i | hope that | will not be forced lo take further action.

C worked in a summer camp last year

D have worked as a waitress

E - like working with "‘th_'ifjr =i 10 Read the rubric and underline the key words, lhen answer the

Fgeod at outdoor activities and sport questions.

G good cook

H good organiser I You recently bought a calculator, but you were given the wrong

I speak English and French model by mistake. When you complained, the shop assistant was
2 Which of the points above refer to . rude to you. Write a letter to the company’s complaints department,

skills, gualifications, experience or | Explulaining the reasons for your dissalisfaction and saying what

personal qualities? & action you expect the company 1o take.

3 Do you know the person you are

i Who is going to read your letter?
writing to?

Do you know the person you are writing to?

Why are you writing this letter?

Would you use a mild tone or a strong tone? Why?
What opening and closing remarks would you write?

What is your reason [or writing?

oy e

How should you begin and end the
letter?

L T S
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Unit 3 Formal Letlers

11 a) Read the letter opposite, and

Ead Vel =

LFTY

fill in the gaps with words/
phrases from the list.

but also, furthermore, not
only, however, in addition 1o,
firstly, to make matters worse

h) Read the letter again and
label the paragraphs with
these headings.

- closing remarks

- opening remarks/reason(s)
for writing

- Ist complaing & examples|
FEasons

- 2nd complaint & examples/
Fedscns

- 3rd complaint & examples/
Yoy

¢) Now answer the questions,

Why is Mrs Adams complaining?
What are her specific complaints?
Does she justify her complaints? Tf
50, how does she justify them?
What is Mrs Adams expecting?
Tick ()

- A replacement OJ
- A full refund ]
- The caleulator to be repaired [
- An apology []

What will Mrs Adams do if she is
not satisfied?

Has Mrs Adams used a mild or a
strong tone? Underline the words/
phrases that jusiily your answer.

Dear Sir/Madam,

1 am writing to express my strong dissatisfaction at the
disgraceful treatment 1 received at the Walford oo
branch of Stimpson’s Electronics yesterday afternoon.

(1) o the product 1 was given was not

the model I had asked for. The new X-401 calculator Para 2
was demonstrated to me by the sales assistant, and |
agreed o boy i {2) i, DN
unpacking my purchase, 1 saw that 1 had been given
the smaller X-201 model instead.

i — reeremenreneenees » 1118 clCulator was
much {hm;wr Ill:I]I the llmdf,'l I requested and paid
for, It didn't have many of the features I needed
and was much more basic than the one | was shown
to begin with.

(€ ) I— I— , 1 was deeply offended by
the behaviour of the sales assistant when 1 went back
to the shop to complain. He was (8) ...
11 o 10— unlulpful Hc rch.hr:cl
to contact the manager when 1 asked to speak 1o him
about the incident.

As you can imagine, I am extremely upset, 1 must
insist om a full refund, (7) ... ——— o
a written apology from the |m.|l WLANEZEr, Or Llw
shall be forced to take further action. 1 expect to
hear from you as soom as possible.

Introduction

Para 3

Main Body

Para 4

Paras

Conclusion

Yours Faithlully,

Crreline Adims

Caroline Adams

12 Read the following extracts and say which of them are beginnings (B)
and which are endings (E). What tone has the writer used in each?

1] B] 1 am writing to complain about the quality of an appliance I recently
purchased from your company. mild tone

E_] [ demand an immediate replacement or a full refund, or 1 shall be
imn:cd to take the matier further. e W

| 3| | 1would appreciate it if the faulty appliance could either be replaced or |
repaired assoon as possible,. 0

ED I am writing to inform you that 1 was absolutely horrified by the
rudeness of your shop assistants,

———
S S -

3l
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Unit 3 Formal Letters

3

13 Read the situations, and answer

L

the questions that follow, as in
the examples,

A month ago you ordered some
skiing equipment from a sports shop
and paid by credit card. Although
vou asked for it to be sent by courier,
you have received nothing. You
urgently need this equipment.

You recently bought an air
conditioner which had been
advertised on television. On
receiving it, you discovered that it
was nothing like the product shown
in the advertisement.

You have just come back from a
package holiday where you were very
disappointed by the lack of facilities
and poor services.

Which of the following complaints

would vou include in each letter?

Write full sentences.

A have already paid — equipment
still not delivered — urgently
need it Letier |

B contrary to advertisement — no
swimming pool - rooms

extremely small — no maid
service

EET R R FAEE RS R B ERRREEREES

PR EREEN EETERT

C model not one ad\r-:mstd - hugr:
— ugly — old-fashioned model

.............................

Match the opening and closing
remarks, then say which letier of
complaint you would use them for.

Opening remarks ...

A Twish to express my

dissatisfaction with your mail-
order service.

B 1 am writing to express my

disgust at the facilities and
service offered by your travel
agency.

C [feel I must complain about the

misleading advertisement on
TV promoting vour product.

Closing remarks ...
1 1 feel completely cheated and

therefore demand a full refond
of the money paid to you.

2 | insist that the product be

replaced or else 1 will be forced
to take further action.

3 Unless [ receive the equipment

by the end of this week, T will
have no choice but to cancel my
order,

14 Read the situation below and say:
a) who you would address the letter of complaint to;
b} what complaints you would include in the letter; and
¢} what opening and closing remarks you would write.

— il

S — S—

You live near a satundd:ry school. Lately you have been disturbed by
noisy children who gather outside vour house, playing loud music
and throwing litter into your garden.

15 Join the following complaints (o their examples/reasons, using
linking words/phrases from the list below, as in the example.

even though, however, in spite of the fact, nevertheless, although, but

I The new game took fifteen minutes to load onto my computer.
The salesman said it would load instantly.
The new game fook fifteen minutes to load onto my computer, even though
the salesman said it would load instantly.

2 | paid for a set of five compact discs. There were only three compact discs

in the box.

3 The advertisement '\dld the tent was waterprool. Rain ::nnlmuall;,f dripped

into the tent.

rode 1[

rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr

The lzuttcry went flat after only two hours, The instructions said it lasted

i

for sixteen hours.

.......................................................................
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Unit 3 Formal Lefters

16 Read the rubric and underline the key words, then answer the
questions.

You recently went for a meal at Benny's fast food restaurant, which
is part of an international chain. Unfortunately, the service was very
slow and the food was badly cooked, so you complained to the
supervisor. However, he was very rude to you and insisted on your
paying for the meal. You have decided to write a letter of complaint

1o the company’s head office. Write your letter, explaining the
reasons for your complaint and saying what you expect the company
to do.

I What is your reason for should you write? What should
writing? the topic of each one be?
2 Doyouknow the personyouare 6 Read the advertisement and the

writing to? complaints in the speech bubbles.
3 Would you use mild or strong Tl!ﬂl]. use !]m complaints and
language? Why? suitable linking words/phrases to
4 How would vou begin and end ﬂplamm reasons why you are
the letter? complaining.

How many main body paragraphs

" | had to wait ™.

. 15 minutes to give my

%= order. It took a further

| S 20 minutes for the

food to be
served.

./ The chips were ™,

" raw, the meat was
4 frozen in the middte
% and the tomatoes

| complained to the >
supervisor, who insisted on my
paying for the meal. When | refused,
“__he rudely told me to leave.

e.g. | Despite the restawrant’s claim of fast service, I had to wait ...
7 What would you expect the company to do? (e.g. refund, dismiss the

supervisor, improve service, check on quality of food, etc) In which
paragraph would you wrile your demands?

17 These paragraphs are written in
the wrong style. Correct them by
using the words in the list. Then,
say which is an opening remark
and which is a closing remark.

A -asyou can imagine - a full refund

- @ wiitten apology - | am extremely
upset - I feel [ am entitled to -1

look forward 1o receiving your

prompt reply

v TR i . i . ]

1) 'm sure you can guess 2)I'm
really cross. 3) | think | should get
4) all my maoney back, in addition to
5) a great big “sorry” jrom the local
manager. 6) Write soon.

_._...-.._._--"'-"—"""‘""'""'"'-F

B - complained - I am wnting to

express - I was served - my anger
- my complete dissatisfaction - the
behaviour of the supervisor

1 i 1 | i i

1) Hi — | want to tell you 2) how
shocked and disqusted | was with
the meal 3) | had last night at the
local branch of Benny's, and 4) how
really furious | was at 5) what the
supervisor did when | 6) said the
food was horrible.

e

18 Read the rubric in Ex. 16 again.
Write your letter (120-180
words), using your answers
from Exs. 16 and 17 to help you.
You can nse the letter in Ex, 11
as a model.
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UN" 4 semi-formal Letters

ES 1 Read the questions, then listen to the cassette and choose the correct answers,

3 Which of the following does Jackie's
mother say she should include? Tick (v').
Thanks a lot for []

" . B [am extremely grateful []

2 Wi}&:;t}.lic n|f1 wr:mg: :]:IMH.fﬂckm 5 C Thank you very much |:|
mother say she should use? - . X

A [riendly and informal D Yours faithfully, J M Ebdon I;I

B formal and official E Best wishes, Jackie Ebdon ]

C polite and respectful F Lots of love, Jackie []

1 Who is Jackie writing to?
A acouple of complete strangers
B people she doesn't know very well A
C close friends of hers

;- H-l : y
r

Introduction

daddadAnadEREEE S

Paragraph 1

Semi-formal letters are semt to people you do not know very well or when you want 13
be more polite and respectiul (e.g. 2 pen friend's parents, a person you do not know
very well, a schoolteacher, etc). For this reason, they are writlen in a more polite tone

opening remarks/reasan|s}
for writing

H

than informal letters. Some formal language can be used, Compare the lollowing:

INFORMAL
FORMAL

Thanks a lot for the invitation. I'd love to come 1o your party.
| would be delighted to attend your birthday celebration,

SEMI-FORMAL Thank you for your kind invitation. | would love to join you on your

hirthday.
® A semiformal letter should consist of:

a) aformal greeting .g. Dear Mr and Mrs Baker:

b) an introduction in which you write your opening remarks and clearly state the
reason(s) for writing, e.q. Thank you very much indead for your kind offer ...

c) a main body in which you write the main subject(s) of the letter in detail, starting
a new paragraph for each topic;

d) aconclusion in which you write your closing remarks, e.q. [ am looking forward
to seeing you next month ...

@) a semi-formal ending (Regards/Best wishes, eic & your full name).

2 Read the rubric and underline the key words, then answer questions 1 to 7.

You are going to attend lessons at a language school in Britain. The school has
arranged for you to stay with a local couple called Mr and Mrs Jackson. The
Jacksons have writlen a letter Lo ask for some information. Read the extracts
from their [etter, then wrile a letter in reply, giving them the information they
have asked for and including any gquestions or requests of your own.

... If you could send us details of your travel plans, we would be happy to meet

you on arrival. We could easily come up to London ..
e e e,

Do you have any special requirements or requests regarding food? For instance,
perhaps there are certain things you are not allowed to eat, or something which ...
wm

—

If there is any information you need or anything you would [ike us to do for
you, please don't hesitate to ask. Naturally, we want ...

e

o

Main Body

Paragraphs 2 - 3 - 4 °*

development of subjeclls)

Conclusion

.................

Final Paragraph
closing remark(s)
* The number of moin body

paragraphs may vary,
depending an the rubric.

1 Whois going to read your

letter?

Why are you writing the

letter?

3 How many main body
paragraphs should you
inclucle in your letter?

4 Which of the following
should you mention about
vour travel plans? Tick (¢).
a) date and time of

arrival ]
b) flight number [ ]
¢) number of suitcases ||
d) how you will travel

from the airport ||
e} cost of Might ]

Bl
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Unit 4 Semi-lormal Lefters

T

LI

Ganakisien

What could you tell them about food? Complete the following sentences:
a) As far as food is concerned, - ’
h) The only thing(s) I don’t cat is/are ....... T
¢} My favourite food is . P N R RO
d) I am looking forward to trying
What questions could you ask? Think about clothes, the weather, the
townfroom where vou will be staying. Then, complete the following:

B TS WORMICTIIUE IE civioiiiiisvnsviomantssssaiasonmsssisasassonoosianssinissniirsn

b) Perhaps you could tell me ......... TP e e T oo
e} [would like 10 know .....iiumssinsiimmssiminmiismn
d) WhHaL i8 c.oeoreereessnsnsssceseesssmssssssssssees HKET I8 T cvvsvnessreressssssssmsssmsssssssss 1
¢) Do you think I need to bring ...... e A 7
What opening and closing remarks could you write?

3 Read the letter and underline the words/phrases in bold which are
more polite and respeciful. Then, label the paragraphs with the
headings below.

® closing remarks ® travel plans ® opening remarksireason(s) for writing
* food requirements @ further questions

Dear Mr and Mrs Jackson,

(1) Thanks a million/Thank you very much for
your letter, (2) 1 am writing/l thought I'd drop you a
line to give you the information you asked for,

Firstly, (3) I'd better/l need to tell you about my
travel arrangements. | am arriving at Gatwick Airport on
14th July, My flight number is BA 451 and it lands at
four thirty in the afterncon. (4) It is very kind/It's really
great of you to offer to pick me up from London, but |
have already arranged to take the train to Cardiff.
Perhaps you could meel me at the station. | could
phone you when | arrive,

(5) As far as food is concerned/Now, about food,
please don’t go to any trouble. The only thing [ don’t
eal is mushrooms. (6) Anyway/Besides, | am looking
forward to trying British food.

Finally, there are one or two things | would like to
ask you, What is the weather like in Wales in August?
How cold is it? Do you think | need to bring warm
clothes? Also, (7) | was wondering if you had/do you
have a computer that | could use while | am staying
with you, or should | bring my laptop?

Thank you once again for your letter. | am looking
forward to meeting you in July.

(8) Best wishes / Love and kisses,
Nlia Buitoni
Julia Buitoni

Para 5

SEMI-FORMAL STYLE

Semi-formal style is characterised by:

s the use of less colloguial language
&.9. Thank you very much for your
letter. (instead of: Thanks a
million for your latter.)

» lass frequent use of short forms,

phrasal verbs or idioms

I thought I'd drop you & fine to
ask about ...)
* a polite, respectful tone
€.9. | was wondering if you had _..
(instead of: Do you have ...)

4 The beginning and ending below
are written in the wrong style,
Read the extracis and replace
the informal words/phrases in
bold with more suitable semi-

formal ones from each list.

1 apologise for, received,
Thank you for the invitation,
I will be unable to visit,

Mrs Ames, reply

Dear (1) Alison,

(2) Thanks for asking me to
yvour school's annual festival. |
(3) got your letter a few weeks ago
and (4) I'm really sorry about
taking so long to (5) write back
to you. Unfortunately, (6) I can‘t
come to Hallsford an that date.

MM“_

Best wishes, telephone me, any help,
a greal success, the preparations,

don't hesitate

Please (7) feel free to (8) give
me a ring if you need (9) a hand
with (10) getting things ready
for the special day. I'm sure that
the festival will be (11) brilliant.

(12) All my love,

Karen Smith

30



languagedownload.ir

Unit 4 Semi-ormal Leflers

5 Read the semi-formal sentences below and mateh them to the b} Read the beginnings and
informal ones in the box that follows, as in the example. endings of the three letters
(A-C) below and match them
A Ttwas very good of you to Jet me stay at your house, to the people (1-3) in part a).
B Could you tell me where 1 can get my watch repaired?
C Tlook forward to seeing vou at the barbecue. ]E__-] Dear Mr Crowley,
Il! I hope you find this information about bird-watching useful. I.am writing 1o inform vou of the
E Please accept my apology. Arrangements concerning ..
F 1am sorry that I will be unable to attend, S—— e
: : - I look fg
INFORMAL SEMI-FORMAL tward to m
— Person during my visi seting you in
- 1% Mﬂphng an  See you at the 53 | J'I.l.l'-l'k Jorward to Yours sincerely, |
- invitation barbecue! seeing you ai the
I | barbecue. Powe Legey
= Suzanne Leger
[53 Refusingan  1t's a pity that I can't = T —
mvitation come. pear Bill,

Wil Just a quick note ko let you

o know what T've planned about My
Ir.—l.- TR | [ t,ri'p van e
3 Thanking Thanks again for letting | ... R .
L me stay at your house. | ... *:
: (SRR wma SEE Yau in a mn[h ar Eﬂ‘
SN Untl) then, take CATE \
li; Apologising Please say you'll forgive Al the best. .
| e S e T
- i '
I;';Ef. ing for Do vou know where I can !WI ¢hovld write and fell
Yo Hov
- mformation  get my watch repaired? - dbovt mu trave] plans ..,
[.'G‘ Giving Hope this Was Whal YOU | ccciimssmmsmerrimsmmssimsisssen Tﬁi L‘ riﬂgwlfmv:rﬂ to meeting
© information  wanted 10 Know about | e g 3 a in L-ondlon, J
bird-watching. Mm |
|
................................ _miﬁs_w o
6 a) You are going to London next month and must write a letter d \
explaining your plans, so the people you are writing to can 4 LN |
arrange to meet you, What sort of letter (informal, semi-formal ﬂ

or formal) would you write to each of these people?

1 A businessman you have never met: ... M & J Eichards

d
2 Alriend you have known for Several YEars: ... 41 Tanza Rod

3 A famuly friend who your father wants you 1o VISIE s J,.angﬂ N T i

% ———
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Unit 4 Semi-formal Lellers

7 a) Read the rubric and underline the key words, then answer the
questions.

You have just returned from Britain, where you attended lessons at

a language school. The school had arranged for you to stay with a

local couple you had not met before your visit, Write a letter o this
couple, thanking them for their kindness to you during your stay.

Who is going to read your letter? How well do you know these people?
What style should you use? Give examples.

Why are you writing the letter?

How would you begin and end the letter? Choose.

s Lpd Dl

A Jnem' Sir/Madanm, Dear Mr and Mrs Jackson,

e — - —

Yours faithfully, '| Best wishes,

Jﬂ”” Wl name) (full name)

1 Dear Ben and Andred, — | pear friends Ben Ef_ﬁ‘f_ﬁ”ﬂ@_ﬂr
Lots of love, Yours,
(first name) | (full name)

b) Read the prompts and expand them into full sentences. Then,
match them to the topic sentences of the main body paragraphs
that Tollow.

! arg Et A my room [ be / very comfortable, / every meal / be / delicious

....................

Topic Sentences

FPara 2 — | really appreciate all your efforts that made
my stay in your home a happy one.

Para 3 — My trip to Britain has certainly improved my
English, too.

¥

¢} Choose the most suitable phrase to complete the paragraph
below. Which paragraph of the letter is this?

I am writing to tell you that T have arrived home sifely, and to
(1).4.for(2) ... during my stay with you. (3) ........ I (4) .....

— )

e —

1 (A) thank you both very much

.
e -

/] A

B
LIcC

(1D
[JE

[1F ..

[]6G

R

say thanks a lot

express my gratitude to you

all the stuff you did

being so kind io me

the kindness you displayed

My visit was enjoyable at times,
but

It was a wonderful expenience
which

[ really had a great time, so

am sure | will always remember.
won't forget in a hurry!

shall always have unpleasant
memories of the experience.

d) Which of the phrases/
sentences below would be
suitable as closing remarks?
Tick (v ).

Thank you again for all vour
kindness.

Well, that’s all my news.

My parents send their regards
and ask me to tell you that ...
Mum and Dad say “Hi".

By the way, why don’t you come
and stay with us here?

you will always be welcome
guests if you would like to visit my
country.

I'would love to hear from you
whenever you have time to
write.

Drop me a line sometime, won'l
you?!

Read the rubric in Ex. 7 again,
Write vour letter (120-180
words), using vour answers
from Ex. 7 to help you. You can
wse the letter in Ex. 3 as a

model.
3
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15 Transactional Letters

38

letter.

E:l aelvert in Wessex Times, April

not much information in advert
ACTIVITIES

(€] | bikes - hire, or bring my own?

@j canoeing - gualified instructor?

ED hiking - where? - with a puide?

LFL_| any other activities offered?

Look ai the advertisement on the rizht, and the notes below. Listen 1o the
cassetie and tick the poinis in the notes (A-K) which have been included in the

, g
Oﬁdoﬁr
Centre

CHARGES, BOOKINGS, etc
|G| |rotal cost - how much?
|E:| charge per day, or per activity?
|I[:| accommodation available?
[J] | necessary to book?

[KT I write, or phone me - 0181-313-9480

F* Transactional letters are letters which respond to written information. This information

may be in the form of adverisements, letters, invitations, notes, ele, as well as visual
prompts such as maps, drawings, etc.
® Transactional letters can be of any type e.g. letters of complaint, letters of apalogy,
letters applying for a job, lefters giving/asking for information, etc.
® The style of writing can be farmal, semi-formal or infarmal, depending on who you
are writing to.

® |tis important to include all the factual information given in the rubric. You must give
this information in full sentences, using your own words as much as possible.

g.g. edarly registration needad?
8) [s sarly registration necessan? ¢) Do | nead to register early?
d) Is it necessary to register early?

b) Would you recommend that
 register early?

* You may need to summarise some information, or explain the resultsimporiance

of some facts, but you should not change the facls you are given.

2 Read the rubric and underline the key words, then answer questions 1-7.

canoeing

mountain hiking
hiking

For more Information contact:
Lynwood Outdoor Centre,
Lynwood House, Applegate

e M ——

1 Who are you writing to?

2 Are you going to use
colloguial language?
idioms? short forms? If

You and two of your friends have decided 1o rent the cottage in the fallowing yes, why?
advertisement. Read the advertisement and the notes you made after speaking 3 Why are you writing the
to the owner. Then write a letter to a third friend, asking him/her to join you and letter?
giving him/her the information about the cottage and what you can do there. 4 Howwould you begin and
AAAAaanaan I.\.LL[ end your letter? Choose.
DOrSet ny . pos mena
=& Things - sports centre 3 km i A
In beautiful country-  todo away, horse-riding nearby A |_Ut'_ i ﬁiﬂ@i“ﬂ;
side. Two double bed- — Places to - market, locgl museum .. Yours faithfully,
rooms, large parden.  visit park | our full
Plenty of actvtes & wildlife + your full name
places of interest in = £200 per wesk (i.e. £50 each) Dear + your friend’s first
area. Some dates still  Transport- use of 4 bikes B 1_2“_111': filin i
u'.'allahh:.. Dates . {5th.- 215t August :
Tel, 03622114047 |  available Love, s
for information __'*_Y_“‘Ei'isﬂa___._-—




LF Y

Which of the points below must you
include in your letter? Tick (v) .

A information about sleeping
space
B cooking facilities

_ € activitics/sports in the arca

D description of the town

" E details of the sights/tourist

attractions in the area
F the best way to get there

Unit 5 Transaclional Letters

3 a) Read the letter and complete the paragraph plan using the

Introduction

headings below. Has Sue’s letter covered all the points in the
rubric, advertisementi and notes? Underline the words/phrases
which refer to these points.

® persuade friend to join you ® information about cottage

® whal the area offers

Dear Helen,

Hil How are you? 'm sorry | haven't written for ages, but I've
been really busy. Anyway, 'm writing now to let you know that
Claire, Jan and | have decided to rent a cottage in Dorset from
15th to 21st August and we'd love it if you could join us.

| asked the owner all about the cottage and it sounds areat.
The cottage has only got two bedrooms, so we'll have to share,
but the rooms are big with two beds in each. There's also a
large garden. It's only £200 a week — that's £50 each, if you

join us. In other words, it's a real bargain!

; »much the holiday will cost : .
I:- ks hﬂ“f TW_ L, ke “,' e =| There are lots of things to do in the area, We can go horse-
_H f“"f1"‘-’““’-“—"“’“’1"““”"“-‘"‘1 10 2| riding, and there's a sports centre not far away. There is also
{ Jonyou = a market, a local museum ond a wildlife park. The owner says
L I the telephone number of the = | there are four bikes at the cottage which we can use, too, which
owner means we can get around easily.
' - go on holiday together, and the weather will probably be good
& Complete the sentences, as in the _at that time of the year, so 'm sure we'll all have a great time.
example. TE;, — Well, that's all for now. Please write and let me know as soon as
ke 1 There are only two bedrooms so = | you've decided what you're going to do. Take care.
well..... . < Lot of love,
A put two beds in each Sue
@ have to share
3 Ifyou join us, it’s £50 each, which
sa...
A bargain Para 1: Opening remarks/reason(s) for writing
Hoaang PREDE i s
3 There are four bikes at the cottage =
which means that we can ... . = Parad:
A visii the sports cenire BB | st e s s e e e
= Para 4:

B get around casily

4 We can rent the cortage from 135th
tor 25t August. So there'’s no need
fo warry about .. .
A the weather
B the tourists

.............................................................................

Final Para: Closing remarks

b} Replace the topic sentences in the main body paragraphs with

7 What opening and closing remarks
other appropriate ones.

would you write?
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Unit 5 Transoclional Letters

Ta request information you can use direct or indirect questions.

Direct questions are guite common in informal letters and often bagin
wilh a question word such as whal, who, when, how, elc.

&.g. What time will the party finish? How far Is the hotel from the beach?

* Most indirect questions are formed with modals such as could, would, etc
and are normally used in semi-formal or formal letters.

- e.0. | would ba grateful If you could lell me whal time the party will finish.

Could you please let me know how far the holel is from the beach?

® You usa iwhether in an indirect question when there is no question word
in the direct queslion.
2.0. Direct question: Do we need to bring our own food?
Indirect question: | would ke fo know Hfwhether we need to bring our
own food.

/ REQUESTING INFORMATION

4 Read the questions below and say whether
they are direct (D) or indirect (I). Then
rewrite them, as in the examples,

1 1am interested in finding out if there
will be a ski instructor = [
Will there be a ski instructor?

2 Dol need to pay a deposit? = D

I would like to know if I need to pay a

.....................................

.........................

5 What time does the play finish?

.....

6 Do you cater for vegetarians?

..................................

..................

10 Is the cost of equipment included in the price?

5 Look ai the extracts and the
notes (1-10) made aboul them,
Then, match the notes to the
sentences (a-j) opposite, as in
the example,

Broaie Came -

fun for all ages! /1} EXAcT Coaty
» competitive prices
* English lessons daily.~ > " T
Pras————a™ hours?

3] when exactly?

ATNEX COLLEGE
Reserve a place on one of our

summer courses in photography

L]
= == = =5 _—— —

4) what do | bring?
5) marine biology books?

No matter what you want to read,
FULLSTOP BOOKSHOP
will find it for youl
* ALL SCHOOL BOOES IN STOCK

s HUGE SELECTION OF
FOREIGN LANGUAGE BOOKS

= g
e

lessons every day?

MooLETON LANGUAGE CENTRE
¢ Intensive courses;

Leam Italian in three months
& 20 hours per week
& Small groups or private lessons

— L an
R —

% Shudoree?

Gymuastics CoMPETITION
* Joolie Sports Centre

& 20th iy
[ Dicketsstill available
_.___-_"::-:‘_. -

aftemoont
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Unit 5 Transactional Letters

E | would appreciate it if you could let me know exactly how much the
camp Costs.

‘b | Is there anything I need to bring with me?

¢ ] Could you let me know the exact dates of your courses?

Ij Could you please tell me how many hours per day we will have lessons?

" | I'dlike to know if there are classcs cvery day.

1| Do you have marine biology books?

2 | I'would like to know if the competition takes place in the morning or
afternoon.

B | Twould be grateful if you could tell me how much the tickets cost.
_i__| Tam interested in finding out whether you have any Portuguese books,

J_ I would appreciate it if vou could let me know exactly how many

students there are in each group.

6 a) Look at the following advertisement and write short questions
about the underlined words/phrases, as in the example,

NANNIES WANTEL

= Do you ...
=+ enjoy working with children? .. 1 i
= want to work abroad? — £ contntries?

/ Hannies Around the World
s an Intemational agency Eslahlﬁﬁy

{3~ ]

in 1980, We are
looking for young people
who enjoy working with children. 3
Regutar working hours. /
T a week frea.
Successful candidates will be .
~provided with sultable accommodation. =
== Generous salary and benefits. —— |
==

- Mrs Maddox at 144, Tissier Rd, Toronto, Ontario, Canada or

b} Use your short questions to write suitable sentences requesting
information.

e 1 Iwould like to know which couniries | might be expecied to work in.
or  Could you please tell me which countries you operate in?

T a) Read the rubric below, then
answer the questions,

You are organising an end-of-
term party at your school and
have already made some
arrangements. Read the notes
you have made for a letter to
your head teacher, Mrs White.
Then write your letter, using all
the information given.

Lettar to Mrs White

end-of-term party —

achool hall, Sat. 1et July, B-1lpm,

fell her apout:

place, date, time (ses above)

- who's coming (4th & 5th forms)

- music (John Smith's Disco)

= food & drink
(Mary & Eva resoonsible)

ask har about:

- goat of tickets

- posters — whers?

1 Should your letter:
a give information?
b ask for information?
e give and ask for information?
2 Who is going to read your letter?
3 How well do you know the person?
4 How should you begin and end the
letter”
5 What opening and closing remarks
should you write?

b) Write sentences using the
notes given,

¢.g. place/daie/time: The party will be held
in the school hall on Saturday st July
from 8pm to 11pm.

8 Read the rubric in Ex. 7 again.
Write your letter (120-180
words), using your answers from
Ex. 7 to help you. You can use
the letter in Ex. 3 as a model.

41
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1

12

@) Look at the photo, then listen to the casseite and label the children with
their names — Martin, Ravi and Alex,

by Listen to the cassette again and match the personal qualities to the
children’s names. Write M (for Martin), R (for Ravi) and A (for Alex).
Finally, use your answers and the photograph to describe each person.

[]
L]

5 well-behaved D
6 sporty ]

1 naughty D

2 clever |:|

3 funny
4 quiet

* A descriptive essay about a person should consist of:

a) an introduction in which you give general information about the person, saying
when, where and how you first met them;

b) amain body in which you describe their physical appearance, personal qualities
and hobbies/interests. You start a new paragraph for each topic;

¢) aceonclusion in which you write your comments and/or feelings about the person,

& When describing someone you know well or see often (i.e. a friend, a neighbour,
etc), you should use presenl tenses. When describing someone who is no longer
alive, or someone you knew a long time age and you do not see any more, you
should use past tenses.

® Descriptions of people can be found in articles, letlers, narratives, ele. The writing
style you use depends on the situalion and the intended reader. For example, if you
are writing an article lor a magazine, you should use semi-formal style and a polite,
respectiul tone.

2 Read the rubric and underline the key words, then answer the questions.

The editor of your school magazine has requested articles for a special issue
about friendship. You have been invited to write a short article about a close
friend of yours. Write your article describing the person’s appearance,
personality and hobbies/interasts.

I Which of the following would you use? Tick () or cross (X)
passive voice __, colloquial language _, abbreviations _, linking words __,
complex sentences
2 What tenses should you mainly use?
A past tlenses B present lenses
3 Which of the following people should you nor describe and why?
A ahistorical figure € your best fnend
B afilm star D your nursery school teacher
4 Inwhich paragraph should you say when, where and how you first met your friend?
5 In which paragraph should you include your comments and/or feelings about your
friend?
6 Which of the following main topics must you include? Tick (v).

D qualifications | |
E hobbies/interests | |

[ ]

A details about his/her school timetable | |

L]
=

B physical appearance & clothes

C details about your friend’s house F personality

ntroducti

FEFESABAAEFASAEEE

Paragrapgh 1

nome of the person
when, where and how
you first met him/her

Paragraph 2

physical appearance
(tacial features & clothes

Paragraph 3

personal qualities and
justificationls)/examples

Paragraph 4
hobbies/interesis

Conclusion

Paragraph 5

commenfts & feelings
oboul the person
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Unit 6 Describing People

3 1) Use the points below to complete the table, then make sentences

MAIN BODY

FARA Y PARAY PARAZ

Introduciion

Maln Body

Coglashon

about your family members.

fantastc sense of lnamour, sailing, pamting, good-looking, immature,
great sense of style, scuba diving, owtgoing, olive skin, curly dark hair,
casual clothes, friendly, wavy hair, pale complexion, mude, lazy,
pointed nose, shoulder-length hair, tall, slim, of medium height,

generous, popular, skiing, bossy, attractive, plump, rafting

Topic Main Points

appearance

personal qualities

hobbies/interests

e.g. My mother has a fantastic sense of humour.
My brother likes sailing a lot.

b) Read the article and label the paragraphs with the headings below,

then replace the topic sentences with other appropriate ones.

hobbies/interests, name & whenjwherefhow mei, commenis/feelings,

physical appearance & clothes, personal qualities

A Close Friend by Jim White

Jacques has been my close friend for two years. |
first met him on a school exchange trip to Calais,
France. T asked him the way to the library and we
started talking. We've been friends ever since.

Jacques is quite good-looking. He's tall and slim,
with olive skin and curly dark hair. Like many French
people, he has a great sense of style, so he always
looks well-dressed even in casual clothes.

Tacques is very outgoing. He is always friendly and
loves to have fun. He's got a fantastic sense of
humour and he always makes me laugh. However, he
can be a bit immature at times. For example, when he
docsn't get what he wants, he acts childishly and
stamps his feet.

Jacques 1s very keen on water sports. He likes sailing
and he spends a lot of time on his boat, He enjoys scuba
diving, too, and loves exploring life under the sea,

All in all, 'm glad to have Jacques as my friend.
It's a pleasure to be with him and 1 really enjoy his
company. I'm sure we'll always be close friends,

Para 1
e & when/
Wherehow et

Para 2

Fara 5

®* When you describe someonea's

physical appearance you siart
with the general features {i.e.
height. build, age) and move on
to the more specilic ones, such
as hair, eyes, nose, elc. You can
also add a description of the
clothes the person likes to wear.
8.9, Laura iz & tall, sliim woman [n
her early twenties. She has
got red hair, green eyes and
freckles. She usually wears
smart suils.
When you describe someone's
personal qualities you should
supporl your description with
examples and)or justifications.
e.g. Wayne is very shy. For
example, he finds it difficuit
to make new friends.

You can also describe someone's

personality through thesr

mannerisms by:

a) referring to the way they
speak

6.g. He speaks in & soft volce as
if he were whispering.

b) describing the gestures they
use

e.g.5he constantly uses her
hands when she speaks.

€) mentioning a particular habit
they have,

8.g Jason always bites his nalls
when he Is nervous.

Note: When you mention someone's

negative qualities you should
use mild language (seems fo,
can be rather, eic). For
example, instead of saying
Paul (s fazy, it is better lo say
Paul can be rather lazy at times.

4 Read the article in 3b) again

and circle the adjectives/
phrases used to describe
Jacques’ physical appearance
and personality. Does Jacques
have any negative qualities?

Does the writer describe any of

Jacques' mannerisms?

b
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and, with, whao

LINKING WORDS AND PHRASES 2 Jenny is a pretty child ..., Will s00n be eight years old, She is
Tn make your piece of writing more quite tall for her age, .vcvrnecces long curly hair, big almond-shaped
interesting, you can use a variety of EYER oot a wide smile.
linking words and phrases to join 3 . ' ’ R —
sentences or ideas together, as well as, also, both
&4 ﬂmﬂ . 3 Helen is ..  cheerful and friendly. She IS i polite

Joyce has got red hair and frecdes. o ind-hearted. She never says a bad word about anyone.

David is a tall man, He is in his . ; : ’

late forties, however, and, also

David is a tall man wha is in his

late forties. 4 Carl is very intelligent .....neee..eee. always gets fantastic marks in all his

Bridget is an attractive woman. tests, He i5 .. Creative and likes to write short stories.

She's got shoulder-length far. , Carl is rather shy and feels uncomfortable speaking in front

Bridget Is an arrracn'l.re woman

with shoulder .rE'f'.'Q'!.l'l hal of a lot ﬁf i}EUpI:E-

She is tall. Sha is thin .
She is both 2l and thin,
Yiou can join descriptions of similar
personal gualities by using in
addition, also, and, moreover, &c
e.g. She is cheerful. She is always
smiling. She always behaves
politely.
She is cheerful and is always
smiling. Moreover, she always
behaves politely.
* You can join descriptions of
contrasting qualities by using but,

6 a) Look at the pictures and circle the correct item, as in the example.

1 Susie

Mr Roberts l -

slim / medium /[ heavy b

a red/ blonde /atDhair

on the other hand, however, 2 ;
nevertheless, eic b blue /Growny green eyes b young/ middle-aged / ¢lé
6.g. Heis clever and always does well ¢ pointed /Gmally big nose ¢ scar / beard / moustache

at school. He can be bossy at
times. He is clever and always
does wall af school, However, he

a early teens [ early
thirties |/ late

can bebosay at times. forties
b wavy /curly /
o i straight hair
S Fill in the gaps with the ¢ fair/ pale / dark

correct linking word/phrase
from the list below,

and, but, with

complexion

1 Bobis a tall man in his late
twenties .................. dark hair and
brown eyes. He has a beard ..........
........... he hasn't got a moustache.
He likes wearing jeans, T-shirts

tramr:rs

P k

a short / average height / tall
b dimples / glasses / beard

¢ sportswear [ business clothes /
casually dressed

a q&mﬂ / Inng,.' :hnul:;b:r-lcnqlh fair
b tanned [ pale | olive skin
¢ frendly [ aggressive | rude express
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b} Describe the people in the
pictures using a variely of
structures and linking words,

1 Susie has dark hair, brown eyes and a
st nose.

T Match the adjectives to their
Jjustifications. Then, use vour
answers to talk about your
friends and/or relatives, as in
the example.

Adjectives

- e

= = --\._.-l—'-'—'-._'-\_' —
Zenerous 7

talkative 8
energetic 9
intelligent 10
bossy 11
rude 12

impatient
popular
cheerful
lazy
well-dressed
selfish

e S TEE Yaw T W

Justifications 1
B il bl -—_..-r-"'-_-‘_d- 5

;_I] always buys family presents
D doesn't like working

-El always tells people what to do
.i-i._] wears smart clothes

u isn’t polite to other people
Lj does well at school

E 5 very active

D carcs only about him/herself
:] never stops chatting

j | hates waiting for anything
E alwiys smiles

1] is liked by evervone

My sister is a generons person who
always buys her family presents,

8 Complete these descriptions using the adjectives in the list.

moady, energetic, generous, cheerful, lazy, impatient, aggressive, selfish

LGOI 15 i csnisssismssminkinsssnasiies . Whenever he visits us he brings
flowers and gifts for the children.

SUSAN I8 suuinsssssssssisrssssmmsssmsmssmmnssssnsnsnensss « WHER She gets angry she starts
shouting and bangs her fist on the table,

PRI cocissirissinnmeriissiianisssaigs . When he has to wait for anything he
constantly looks at his watch.

IO B s i .. 5he hardly ever gets tired and is

enthusiastic about everything.
AT - | S ——————
and smiles a lot.

Rick is . . . He doesn’t like working or doing
sports. He would rather sit around and watch TV all day.

ADEEIA 15 covvurrrmssssmmsmmmssssssmmssssssseeenees - ONE d0Es0't like sharing her toys
with other children.

Wanda is eessereneenenes « O MINULE $he i happy and the
next she is sad and won't talk to anyone.

erssens « SN€ 15 Alwitys in a good mood

9 Read the paragraphs below and cross out the unnecessary words, as
in the example, What is each paragraph about? How does the writer
justify Megan's description? What
examples of her mannerisms
does the writer give?

Megan is a very cheerful dnd little girl 1 and
who is always happy and smiling.
However, she can to be a bit shy e et
at times. Whenever she will meets new 3
people she blushes then looks down at
the floor.
Megan loves doing the puzzles. e
Nothing makes her the happier than e i et
spending much hours putting the pieces 6 ..

of a jigsaw puzzle together.
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10 Read the topic sentences, then

&g

[ ]

R |

write appropriate supporting
sentences, as in the example.

My grandmother is a very kind-
hearted person.

She cares abowt everyone she meets,
and she is always ready to help some-
one in troubfe,

Qur teacher is quite handsome.

[ like my five-year-old cousin, but
he can be very naughty.

My sister’s friend, Simon, loves
adventure and dangerous sports.

11 a) Read the rubric and underline the key words. Then, read the
composition and put the paragraphs into the correct order.

Your teacher has asked you lo wrile a composition describing a
person who once helped you. Write your composition, describing
the person’'s appearance, personal qualities, mannerisms and
hobbies/interests.

-

[AT ] In her spare time, Ruth liked to read. She loved detective stories and
crime novels, and she used to bring me many of her favourite books to read.
| remember she also spoke about the karate lessons she went to twice a
week.

| first met Ruth when | was in hospital in Melbourne about three years
ago. | was there on holiday, but had become seriously ill. Ruth was the patient
in the next bed. She not only kept me company the whole time | was in
hospital, but also visited me for many weeks after she recovered from her
own lliness,

C [ ] When I retumed to England, we kept in touch by letter. Then, about a
year ago, Ruth got a new job and moved to another part of Australia. Sadly,
we have lost touch with each other, but | will never forget her kindness and

help.

(D] | Ruth had a quiet but very friendly nature. She was generous as well as
kind-hearted. Whenever she visited me she always brought flowers and
chocolates. She talked in a low voice because she was rather shy. She also
blushed very easily, although she had a great sense of humour.

|E_r| Ruth was pretty. She was tall, fairly slim and in her mid-teens then.
She had a small pretty face, with smiling eyes and long straight brown hair.
she liked to dress casually in bright, colourful clothes which matched her
sunny personality.
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|

Fad

b)

¢)

d)

Rut

Have all the points in the
rubric been included in the
composition?

Which tenses have been
used? Why?

Underline the linking words/
phrases used in the main
body paragraphs.

What mannerisms does the
writer describe in the
composition?

Underline the topic sentences
and replace them with the
unes below,

h's favourite pastime was reading.

Ruth was a gentle and affectionate
person.
Ruth was quite attractive.

12

Read the rubric and underline
the key words, then answer the
yuestions.

You have seen the following

advertisement in your local
newspaper:

! -I--I . » : " f’ - - i -
oo I e B

iy -

S h

Competition!

Just send us a deseription of a
colleague or fellow student you
admire, and you could win

[ 2S00L
— O

o m—

Enter our
Writing

!

e —

Write your article describing his/
her appearance, personal
qualities andfor mannerisms
and hobbies/interests, (120 -
180 words)

a) Which of the following people would nef be a suitable subject for
this article?
i) a school friend ii) a relative iii) someone you work with

b} What style should you use?

¢) Which tenses should you use? Why?

d) Read the following topics and decide which ones vou would
include in vour article, Then use them to complete the plan
below, as in the example.

the person’s address & your comments/feelings

his/her hobbics/interests ® description of the person’s house
description of his’er appearance  ®  description of his/her personality/
description of his/her job MANNETisms

name, when/'where/how met

Main topics/points

= mame: Julia Stevens
E = when met: 2 vears ago

=
g m where met: al work
=

how met: while having a lunch break in the canteen

L |

B 0

=]

BRE | G0t o0 0 0 i A bl B 8 0 b o 8 o o ki B i

Main Body
Para }

Para 4

....................

Conclusion
Para 5

13  Read the rubric in Ex. 12 again and write vour article (120-180
words). Use the plan and your answers from Ex. 12 to help vou.



1 Look at the table below, then listen to the cassette and tick the
information mentioned. Finally, use the table to describe the city.

HName:

Location:

Things to see

and do:

Shopping:

Mightlife:

Commeants:

A descriptive composition about & place or building should consist of.
a} an introduction in which you give the name and locafion of the place or building

Brussels u
Argenting ]_]

centre of the l_]

country

Plaza de Hayo G

cathedral [ |

antigues fair L[

dancehals ||

better in August D

Buenos Alres

Africa

RE
L]

south-eost coost | |

Hational Gallery D

Spanish Tower | |

big market

cinemas

recommend it

- L E

[]
[

(]

i
History Museum :' |

Coso Rosada | |

superstore ] _I .
:gé{f-.ﬂ;fts Ly

too nolsy [: \

andjer the reason for choosing it;
b) a main body in which you describe the main aspects of the place or bullding in Introduction
deftail — for example, when you describe a place you should describe what you e =
can see and do there; when you describe a building you should describe its Paragraph 1
exterior and interior, a5 well as give historical facts about it;
c¢) aconclusion which includes your comments/feslings and/or a recommendation. name, location and/or

Descriptions of places or buildings can be found in tounst magazines, fravel brochures,

reason for choosing it

stories, letters, ete. The style you use depends on the situation and the intended Main B ody

reader. For example, in an article for a magazine you should use semi-formal style and

a polite, respectiul tone. You normally use present tenses to describe a place/ Paragraphs 2 - 4°

building. You use past tenses to write about the historical facts.

2 Read the rubric and underline the key words, then answer the questions,

main aspecls in detail

[Flace: things fo seefdo,

shopping. nightlife,
restouranis, elc

You have seen an advertisement in an international travel magazine inviting | Bullding: historical facts,
readers to send in articles about a town they have visited. Write your article exterior, interiorl

describing a town, including things to see and do as well as information about
the town's shops and nightlife.

Conclusion

[(EE XY EER RN RN

I What type of writing is this? Wh is going to read this? Are you going to use chatty | Final Paragraph

language/abbreviations/colloquial phrases? Why (not)?
Which of the following points must you include? Tiek (V). recommendation
D cntertainment [
E train schedules [ ]

el

A main sights
B population and climate [ |

L]

C shops

L]

F restaurants

comments/feelings and/or

* The number of main
body porographs may
vary depending on the

|_! _ ruloric.

- ————a




Unit 7 Describing Places/Buildings

b} Use the voeabulary from part a) and the phrases below o talk
about your town, as in the example.

¢ The most fascinating/lively/ ® The town centre has ...
interesting/ete part of thecityis.. ~ ® The nightlife in ... is exciting,

® The most famous attraction 1s ... with ...

® There is plenty of ... ® The town is well-known for ils ...

e.g. The most inferesiing pait of the cily 15 the open-atr market,

=)
The most famous attraction is the botanical gardens.

5 a) Read the article and label the paragraphs with the correct
headings, then talk about Brighton.

* commentsirecommendation % nightlife  ® things 1o see and do

PHRASES OF LOCATION ® name, location, reason for choosing it ® shopping
To describe the location of a place/building,
you can use the following phrases. An Ideal Seaside Resort by Saty Fulion
— |58 fis | = : .
= 9 SN RS : Brighton Is alarge town on the soutf-east coast of England, 21 1
In (the) south/east/west/south-sast/ .
north-west/etc (of) .. Located only an hour from Londan, it is 2 charming seaside
~ on the south/east/west/north/etc £ resort and the perfect destination for a peaceful weekend
coastof ... Brighton has several fourist atfractions which are worth Para 2
in the centre/heart/middie of ... visifing. Amaong these is the Royal Pavilion, a beautiful

Indian-style palace which was built in the early ningtegnth s
century. Brighton's most famous altraction is the fively -
Palace Pier, with its fantastic funfair and amusement
arcades. Both young and old can have fun have while

3 Look at the map, then use phrases
from the table above to talk about
the location of each town/city.

= admiring the spectacular view of Brighton's seafront.
e.g. Brighton is situated on the south- ™ There are plenty of places to go shopping in Brighton, The Para 3
east coast of England. = town centre has a large modern shopping centre. There are
also narraw lanes Tull of lovely antique shops thal are always
4 a) Match the words/phrases in bustiing with tourists.
the list to the headings that The nightiife: in Brighton is exciting, There are a lot of music Para 4
follow. Can vou add anv and dance clubs which are extremely popular with younger
ideas of m“”;“? 0 people. The area is also well-known for it fashionable
— . restaurants, which offer a variely of international cuksines.
musei, boutique, :_Hgfm:.ru!.a Brighton s a fown that has something to offer everyone.
ancient theatre, open-air markel, & \hether you want to spend your time shopping and seeing Para 5
200, café, bazaar, temple, art g ihe sights, or simply relaxing and enjoying the fresh sea air,
gallery, restaurant, music hall, = Brighton is the ideal choice for a few days away from the city.
palace, botanical pardens, fuoir,
theaire, .mmwurs.fmp. NTHImER],
statue, antigue shop, shopping b) Underline the topic sentences in the main body paragraphs.
ceftire, amusement arcade, - Suggest other appropriate topic sentences.

screen cinema, funfair
¢! Read the article in 5a) again and match the adjectives in bold with

Things to see and do: their opposites in the list below, Then, make sentences using them.

Shopping: unknown, local, wide, old-fashioned, ugly, boring. unarraciive.
Nightlife: unpapular, hectic

o 4
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To give the reader 2 more vivid piclure of the place/building you are describing,

y A

you can refer to the senses (i.e. sight, hearing, smell, taste and touch). 1
# \isitors can dine watching the moon rise over the mountains. (sight)
& You can hear the sound of church bells ringing.(hearing)
® | remember the Far East with its aromas of exotic herbs and splces. (smell) 2
& Enjoy a cup of freshly-ground Italian coffee. (laste)
# Relax in the soothing warm waters of the Roman Baths. {touch)
3
€ a) Match the pictures (A-C) to the sentences (1-3). One of the pictures
is not deseribed. Which sense does each description refer to? 4

e el S

g2 . the path and hear
(1] ]Stroll down HIER [ the

the relaxing sound O
leaves Tustling.
2] | it outside one of the many
charming cafés in the port
and smell the fresh sca air
“njoy k through
[3] | Enjoy a peaceful walk t
L the forest and admire the
unigue colours of autumn.

b) Now make sentences about the picture which has not been described.

LINKING STRUCTURES .

To join short sentences you can use various linking structures. Study the i
examples below:

= You should visit the old part of the city. I ks full of ancient temples. -

You should visit the ofd part of the cily, which is full of anclent lemples.
* Young children will enjoy the local funfalr. They can go on exciting rides
and eat tasty toffee-apples there. =
Young children will enjoy the local funfair, where they can go on exciting
rides and eat tasty toffee-apples.
* Charlie's Lobster House is one of the most popular restaurants in the
arga. It has delicious lobster dishes.
With Its dellclous lobster dishes, Charlle's Lobster House Is one of the
most popular restaurants in the area. s
* Ranega Airport is on the east coast of the island. It is one of the most :
modem alrports in the country.
Situated on the east coast of the island, Ranega Airport is one of the .
most modem airports in the country.

T Use the words in brackets to join
the sentences below.

Sydney 1s a large and interesting city.
It offcrs visitors a wide varety of
sights to sec and things to do. (which)

It is full of exotic restaurants. You
can enjoy a meal there, (where)
Sydney is on the south-cast coast of
Australia. It has one of the busiest
harbours in the country, (lecated)
Sydney is an ideal place for a holiday.
It has a wonderful blend of cultures
and [riendly people. (with)

8 a) Fill in the blanks with the
correct adjectives,

delicious, friendly, south, live,
tropical, famous

JOTUS IR T) i
—east Brazil.

No visit to Rio Is complete without a
cable car ride up Sugar Loaf Mountain!
Why not take the train up the
Corvocadotosee the ) ...
statue “Cristo Redentor™?

Don't miss the Botanical Gardens, with
almost 5,000 species of 3)
plants and trees.

Have dinner al a traditional reslaurant
and try "feijoada” — it's 4)
Goloamusicaloraf) ................ show,
Leam fo dance the Brazlian way at
one of Rio's samba halls,

Rio has something to offer evenyone,
and the people are really 6) ...............!
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Tad Nl ===

arti

b) Read the rubric and underline the key words, then answer the
fuestions.

An international travel magazine is running a competition and has
asked its readers to submit descriptions of places worth visiting.
Write your article for the competition, describing a place and
including things to see and do as well as information about nightlife
there.

Should you use a very formal, impersonal siyle? Why (not)?
What tenses should vou use?
Which of the points in part a) would you include in the main body of your

cle?

4 Read the phrases below. Which sense does each refer to? Which of these
could you use in your description?

the scent of fresh flowers ® the aroma of fresh coffec
the blazing heat of the sun ® clear blue sky

people talking ¢ cold stone floors

spicy food ® spow-covered mountains

¢) Use the information in Ex. 8a) and your answers in Ex. 8b) to
help you write your article about Rio de Janeiro (120-180 words).
Use the article in Ex. 5a) as a model.

a) Look at the table below, then listen to the cassette and tick (v') the
correct information.

wame: | Buckingham Polace [ | Windsor Costle ] '
Location: | oulside London [ ] in central London [] l
Historical | builtin the 18th century | | bulltin the Bth century Il 1
Foets 1| official home since 1850 [ official home since 1520 18
e | made of marble [ ] made of iron [] I:,
| small windows [:] large windows L] 8
huge balcony D namow baloony D )
| garden with pool |:| garden with loke |_____|
Interior; 100 rooms |:| 600 rooms |:|
red carpets |:| red cellings |:| :
pricaless photographs | | priceless paintings ]
Comment | notto be missed || not worth tang queves ] |

b) Read the topic sentences,

then use the information in

the table to write appropriate

supporting sentences,

1 In fact, the palace does not have a
very long history as the home of the

Royal Family.
2 From the outside, the palace is
certainly impressive.

3 The interior. which can now be seen

by the public, is luxuriously decorated

DESCRIBING BUILDINGS

When you write about a building, the
main body of the essay should include:
® @ paragraph on historical facts
aboul the building (when/why it
was built, elc) using past tenses;
®* 2 separale paragraph on the
exterior (what it is made of,
appearancs, grnunds#gardaﬂs.
etc) using present tenses; and
* 3 paragraph on the Interlor
{rooms, furniturs, pictures, alc)
using present lenses,
To give factual and/or historical
information about the exterior and
interior of a building you can also use
the passive or prepositional phrases
(e.g. all around, 1o the lefl, etc).
8.9. The palace Is surrounded by high
walis.
To the left of the entrance there is
& marble stafue,
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10 4 Read the rubric and underline the kev words, then answer the 11 a) Fillin the boxes with words/

questions. phrases from below.

You are a reporter for an international fravel magazine. The magazine
is publishing a series of articles about castles. Write an article  red brick walls, tiled floor, colowrfud rug,
describing a famous castle, including its history and a description of  well-kepr garden, tall chimneys, staircase,

both the exterior and interior. bookshelves, wooden coffee table, lintle

I Who will read your article? pond, large windows, Imﬂwrm}fm‘rmmﬂmf
2 Look at the picture in part b). Which of the following would you use to lamps, flower beds full of beautiful flowers,
: g gy . modern paintings
describe the interiorfexterior of a castle’
® swimming pool e stone floors thick carpets
Bl P EXTERIOR

wooden furniture
neon lights
huge balconies

tall towers * modern paintings
thick stone walls ¢ small attic
small windows ® plass elevator

b} Read the article and put the verbs in brackets into the correct

tense, then say which verbs are active and which are passive. @

Bran Castle is one of the most legendary medisval INTERIOR
casties in Europe, 1) ..o cevercserneee. (SHLLE)Y Righ
abave the forest in the Carpathian mountains in Romania.

Bran Caslle 2) ... (OUI) In
1212, and it was where the famous Prince Viad Tepes
ONCE B oovrrvnmsnsrsrsnrsvenrences (IWE). Thig primce: and his
majestic home were the inspiration for Bram Sltoker's
Dracula.

The castle i3 certainly an amazing sight with its
& breathiaking view over the countryside below. It has :

tall towers and thick stone walls with small windows, b) Describe each of the
i In medieval times, SUCh WINAOWS 4) ....ovvvecervvsrens pictures using phrases from
(make) the castle easier to defend. the table above, as in the

: The interior is dark and gloomy. Each room has a example.
huge fireplace and §) ... o] ... (lurnish) with simple wooden items.
Thers are na pamtings -:;n the walls and nc- mrp-eu-'. on the cold stone floors. 1t looks grand,
115 el Sl A i Eadguins (not/design) for comfort!

Although it may not IJEI the typical tourist attraction, Bran Castle is certainly worth 2
visit. It Is & truly unique experience.

¢) Read the text again and complete the table below with information
about the castle, then talk aboul Bran casile.

Historical

Facts: sa L e

Muim Dodly

----- s o There iy a comfortable living room
with a filed floor.




languagedownload.ir

Unit 1 Deseribing Ploces/Buildings

b} Maich the extracts to the

pictures, One of the extracts
and one of the pictures do not 2 _
maich. i

e From the outside, the EHH'J'Jl'rrg is
impressive with its red brick walls.

12 a) Read the extracts. Which one
is from:

an article in a travel magazine?
a story?
an cstate agent's advertisement?

[

¢} Use the notes below to write part of a letter to a friend
ahout the extra picture not described in a).

A You will never be short of things
to do in the Algarve, If you are
looking for a relaxing holiday, 1 guess where/go/last day/our holiday 4 ivmake/coloured marble

th
h:zhia tﬂh;igemam 2 visit/Leaning Tower of Pisa 5§ be/amazing sight

thass who prefer 1o be on the 3 itbe/tall/eight-storey/tower
move. there are also many
pretty mountain villages where 13 a) Read the rubric and underline the key words, then answer the

¥ou can buy traditional Portu- questions.
uese craftwork, or i
Em scenary /B8 Iist-admire - ]. Your teacher has asked you to write a description of the most famous
/ building in your town for the school magazine. Write your article
! ©  including historical facts as well as describing its exderior and interior.
> 1
pedrooms, two bathrooms. a | 1 Whois going to read your article? Are you going to use abbreviations/
5 family room with fireplace, a | chatty descriptions? Why/Why not?

dining room and a fully- % 2 How many paragraphs should you write? What should you wrile in each?
s ipped Kitchen. There isasmdll ¢ 3 Which is the most famous building in your town/city? When was it built?
::;ﬂ lawn, and the back garden 18 4 What kind of building is it? A church? A museum? A castle? etc
fenced on three sides. 5 What is it famous for? Is it the oldest building in vour town/city? Did
! 1*‘___'__,_.._ somebody famous/important build it or live in it? etc

What is it used for today? A school? A library? etc

What does it look like from the outside? What is its inside like?

Is it worth visiting?

What topic sentences would you write for the main body paragraphs?

| "C As Donald entered the castle
\ through a stone archway he felt as
if he was in another age. A pentle
wind was blowing around the old

o OC =]

\ ruins. Slowly, he began to explore What supporting scntences would vou write for cach paragraph’

the area, trying to imagine how the
} castle had once looked. b) Use your answers from part a) to write your description (120 . 180
B o words). You can use the article in Ex. 10b as a model.

B 83



UNIT B Describing Objests

& 1 Look at the table below, then listen to the cassette and tick the correct box. 2 a) Read the extracts and

Which of the ohjects in the pictures (A-C) is being described? Use the match them to the
information from the table to describe the lost object. types of writing in the
Fa | Tyow = --D-H-I list.
1 Place lost: | at the alrport on the underground at the bus stop
] | £ (1] a story
2 Time: it30am|[ | {1:30 pm[ | 130pm[ | (2] | an advertisement
a letter
3 Date: 5th December| | 5th November| | tth September| | = —
. The last ti [
& lem suitcase | | briefcase| | rucksack| | %ﬂ fefm?gsl:lt I'::]EI'EH }ﬁ
j about the lovely new
§ 5 Siee smati[_| meaium[_| lorge_| 5 mountain bike that my
) = \ dad got me for m
& Colour: light brown [ | dark brown|[ | grey[ | f! br‘rthdgy_ I wish y‘rﬂu Emjf.;
g  see itl IEs qguite big, but
T M | nglon || plastic | leather | s really light It's got
special handlebars and 18

8 Special shoulder strop [ | whesis| | stickers| | gears, [ve been going

everywhere on it!
e

=ih

® With winter on the way,
readers will want to take
advantage of our spacial offer
this month. Its an elegant
pink and white striped quilt.
] | Made of cotton and priced al
) £75, it's great value for
money. To order, simply fil in

the form below and send it off.

. @ As she walked into the

grand dining room, the first

Descriptions of objects can be found in leaflets, catalogues, advertisements or thing she noticed was the

/ p-a.ﬂs- ﬂ’ |E“EF5. 5-1.9“35 rﬂpﬂﬂ:ﬁ ar aﬂiﬂl% hugﬂ P[]I[ﬁh;[l wul“ln"
* When you describe an object, you should give an accurate picture of it. Your iable. It streiched from one

descriplion should include information about size, weight (e.g. tiny, big, heavy,
long, eic), shape (e.g. circular, oval, efc), pattern or decoration (e.g. plain, 0 !
checked, efc), colour (e.g. brown, multi-coloured, eic), origin (e.g. African, "jt]_mr and it was black and
Japaness, etc) and material (e.g. leather, plastic, nylon, etc), as well as any shiny. Iis feet were shaped
infarmation conceming special features (e.g. fock, stickers, efc). like claws.

* To describe objects you should use a variety of adjectives. Always list opinion
adjectives (e.g. beautiful, inexpensive, unusual, ete) first, followed by fact

end of the room to the

adjectives. These are normally listed in the following order: sizefweight, age, b) Underline the
shape, pattern, colour, origin or material (e.g. large, rectangular, silver, elc). adjectives used to
Avoid using all of them one afier the other, as this will make your description sound describe each object.

Jnnatural - 8.g. Instead of writing: It's a fovely, heavy, old, oval mirmor with a carved Which are oninion

wooden frame ... you could write: It's a lovely, heavy, old mirror. It's oval, with a AR

carved frame made of wood. adjectives? Which
are fact adjectives?

(S b ]
|
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3 Fill in the table below with words from the list, as in the example.

fabulous, plastic, long, elegani, straps, round, green, Chinese, siriped,
heavy, 20th century, crystal, light, paper, extraordinary, rectangular,
ancient, purple, [rish, square, carved, stickers, modern, red, Indian,
polka-dot, handmade

Opinion

Size Weight

W ey

Shape SRRAL T e BT e AR

Pattern/Decoration

Colour

Origin

Material

Special features

4 a) Put the adjectives in brackets into the correct order.

1 One of the most precious gifts T have ever received is a . Gadaiatay

... mask my ht.-'al len.nd gave me.

(Venetian, beautiful, ceramic)

As Mary was going through the trunks in the attic, she came across her

great-grandfather’s ... roneee TR,

(old-fashioned, wooden, carved)

3 Peter and 1 went to the local bazaar yesterday and we bought a ...,

............ HE s S
i,hand-wmﬂl ranlash-: mu]timluun:d late 19th century)

4 TWO coirisnnens — ... deckchairs
for MI]L‘ at an excellent pr'u.:ll'. Call John on 8553212 fnr more iﬂfnn'nzilinn.
(oak, brand-new, long)

[ ]

b) Match the pictures {A-D)) to the descriptions (1-3) above.

5 a) Read the rubric and
underline the key words,

I You lost a sports bag while
you were staying at a hotel.
l You think you may have left it at
| the gym. Write a letter to the
manager, describing the bag.

b} Tick the words/phrases thal
match the special features of
the hag in the picture below,

zips [ shoulder strap [
wheels [ handles O
locks [ sidepockets [

¢) Read the letter, then write the
missing paragraph
describing the bag in detail.
Use words/phrases from

above, as well as appropriate
adjectives (30-40 words).

Dear SirfMadam,
I am writing to inquire about a bag

that I think I left at your hotel on the

evening of Saturday, 10th November.

The bag contained a pair of ;:.ru
trousers and a blue tracksuit,

I would be grateful if you could
inform me at your carliest convenience
whether the bag has been found. [ can
be contacted in the momnings only on

(632 686592,

Yours faithfully,
AT Day

]



ﬂNanMnesmihinu Festivals/Events/Celebrations

ab

B9 1 Read the table below, then listen to the cassette and tick (V') the informatiog

5
o]
b

menlioned. Finally, use yvour answers to describe the event.

. -y

Mame of festival: Lo Mercé festival |:| Sardana festival
Time: ‘ atthe endof the year | | at the end of September | |
Regson; to celebrate the patron [~ ] to celebrate the end of

salnt of Barcelona e summer
Preparations: | costumes made _ 1 sponish food prepared

| musicians practised | | streets decorated

Actual event; sports events u people dress up

people dancing ___l acrobats perform tricks

lots of parades ] frework display
Comments: very disoppointing ||  spectacular

8)

B)

)

A descriptive composition about a festival, an event or a celebration should consist of;

an introduction in which you give the name, time, place and reason(s) for
calabrating;

a main body in which you describa the preparations and the actual avent in
separate paragraphs, using present tenses to describe annual festivals, or past
tenses 10 describe a festival you attended at some time in the past,

& conclusion which includes people’s feelings, comments or final thoughts about
the event.

You can use a variety of adjectives and adverbs to make your description more
vivid. 8.g. Cheerful fans shouted enthusiastically as the rock star amved.

You can use the passive to describe events when the aclivity is more important
than the agent (i.e. the person who did it) e.g. After the parade, spesches are

made and hymns are sung.

Descriplions of festivals, events or celebrations can be found in magazines, news-
papers or travel brochures, or as parls of letters, stories, ele. The slyle you use
depends on the situation and the intended reader.

2

a) Read the rubric and underline the key words, then answer the questions.

A travel magazine has asked s readers 1o send in descriptions of annual
evenls in their country. Write an article describing an annual event you have

attended, including preparations and events on the actual day.

Which of the following should you not write about? Give reasons.

A
B
C

an event held once a week in your local arca
a festival held every year in your country
a ceremony that takes place every year in another country

Which of the following must you include in your description? Tick ().

A
B

Wi

C description of the actual event
D important monuments in the area

detailed description of the town
preparations before the event
vich tenses should vou mainly use? Why?

|

- i ——

Introduction

----- e

Paragraph 1

name, lime/place of
event, reason(s) for
celebrating

Body

FEEEEEE RN R

Main

Paragraph 2

preparations
leq — food decordions, efd

Paragraph 3

description of the oclual
event le.g — costumes,
music, dancing, other
activities, etcl

Conclusion

FEEEBEEEEE RS

Paragraph 4

feelings, comments, final
thoughts
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b) Look at the picture in the article below and answer the questions. d} Read the article again and fill in
1 What kind of event is it? C rows of deckchairs fhe: fabte withy your riodes, Then
A aboatrace B acarnival D colourful tents talk about the Royal Regatta.
2 Where do you think it takes place? E clegantly dressed spectators ;
A inEngland B in Africa F boats rushing towards the foEY s
3 What time of year is it? finishing line
A winter B summer G best costume competition
4 Which of the following maich H vintage cars Para 2 L
the picture? 5 Haveyoueverattended anevent
A huge grandstands alongside similar to this? How did vou
the water feel? Would vou like to attend Para 3:
B exotically dressed dancers such an event? Why?
¢/ Read the article below and put the verbs into the correct tense -

in the active or passive, as in the example, then match the
headings below to the paragraphs.

............................

-

description of aciwal eveni .......... & Dreparaions ...
feclings, comments, final thoughts .......... & e, placeltime, reason ..........

The Royal Regatta by Thomas Brown

" 1 The Royal Regatta is one of the most famous events in the world of rowing, The Regatta 1) .. takes place... (take place)

every year in Henley, a small picturesque town in the south of England. The svent 2) ..o ,
iusually/hold) at the end of June and 3) .....ccucccscnmiisssmmmmmissmmsssasmme: (continue) for five days. Teams of rowers

irom all over the globe compete for prizes, especially for the prestigious Grand Challenge Cup. Last year, | went to see whal

- the excitement was all about.

[Z1Whenl4d) ... - (arrive), | was amazed at the preparations involved. Huge grandstands
5 putup} ahngs:de the water and rows of colourful deckchairs. B) wemummreemsisssssemrsssssees
................ {place) along the edge of H‘lemfer s0 that spectators could watch the boat race in comfort. In addition to this, tents
7). . (set up), in which caterers 8) {serve) delicious food
and refreshmg drinks. Ftuwa's from many countries 9) . {practm} with their team-mates for
days before the races began. —
"Y' During the five days of the Regatta, many of the

- spectators 10) (dress) elegantly to

watch the races, Others, like myself, 11) .......cvsmminsnmniins
(decide) to have a picnic on the river bank. The final, which
is the most important race of the Regatta, was the highlight
of the event. As the finalists sped towards us, everyone
P (stand up) and started shouting
for their team. We cheered and 13) ..o [wave)
enthusiastically as the boats 14) {rush)
past in their race to the finishing line, Soon afterwards, it

- was time for the firework drspla'!.r

© [ As the last rocket 15) .
(explode) in the evening summer sky, | felt sad that the
event was over. | couldn’t help thinking how much fun it
would be to leam to row like the people in the race and be

_ mare than just a spectator!
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3 a) Fill in the gaps in the extracts with adjectives from each list.
Which extract describes an annual event? Which one describes a
past event?

well-known, fancy-dress, hand-carved, scary, colourful, creative

Days before the 31st October, children go 10 1) o
shops and decide which 2) ........................ costumes to buy. Others
who are more 3) ..o prefer to make their own
costumes. These can be anything from d) ...
MONSIETS 10 5) wvivrrinmmsmrmsssnsssnsnnnss Characters from
fairy tales. Children also go trick-or-treating and
MAKE 6) ...ooorrvrrrrsscnmasrrosnen lANLEENS from pumpkins.

e — -

dim, disappoinied, poor

At the end of the concert, | felt very 1) weeisisimes -
Mot only was the sound FUTTE 1 ) but
also the lighting Was S0 3) seewesrussssmmmmamrassissses that we
could hardly see the stage. 1 don’t think I'll be attending ‘
next vear's Rock Festival.
PRSPy T

glamorows, glinering. lucky

The Academy Awards, also known as the Oscars, take A
place once a year at the end of March in Los Angeles, This .
. event is eagerly awaited by millions of fans
all over the world. 2) ...........coscnsiinsnen.. film stars, musicians

and directors gather under one roof to see who will be the
A s ONES 10 lake home an Oscar. _
—— — J—

b} Which paragraph is an introduction, a conclusion or a main body
paragraph?

4 Rewrite the following short paragraphs, putting the verbs in bold
into the passive, as in the example,

A People celebrate Guy Fawkes' Day everv 5th November. Children make
an effigy of Guy and buy fireworks with their pocket money. People build
big bonfires in gardens or at organised sites. In the evening, they let off
spectacular fireworks. Everyone cats baked potatoes. At the end of the
evening, they burn the effigy of Guy,

c.g. Guy Fawkes’ Day is celebrated every 5th November ...

B They display the latest computers in a large hall and companies give away
a lot of free software. They show full-length feature films in the auditorium.
Everyone usually enjoys the event immensely.

a8

5 Match the beginnings and

endings below, Then, say which
refer to annual events, and
which refer to past events. How
does/did each writer feel?

BEGINNINGS=2

1 ... About three years ago, my parents

organised a party in honour of my
grandfather, who was retiing from
work al the age of sixty-five ...

. Every year, on 14th February,
thousands of people in my couniry
send each other flowers and cards to
celebrate St Valentine's Day ...

Last October, for my fifteenth
birthday, | invited a few of my friends to
Come over 10 my house for a party ...

... After | had cleared up the mess, |
went to bed, exhausted but delighted

that it had been such a success. I'm

sure everyone will remember it for a
long time,

. Inthe end, it was a great success,
Al the effort was worth if just to see
the broad smile on his face when he
Was surrounded by all his family. '
never forget it!

C . Itis usually a day full of SUrprises

and, unavoidably, there aré often
disappointments. Most ofal,
however, it is a day for romantic

people of all ages.
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6 a) The prompts below are about activities that take place before and
during the Dominica Carnival. Label them B (for before) or D

(for during).
T mouth-watering Caribbean food/sell at street stalls
T s brightly-decorated floats/build
3 local musicians/practise hard/big cvent

4 e streets/fill with/people/dance and sing/ 1o live musicis=

A i everybody/work enthusiastically/get ready/carniva
B e designers/make/colourful/masks/costumes

T e tourists/line/streets/ watch/parade

- night before/carnival/people goflively street party
. carnival queen/choose/award a prize

b) Use the prompts above to write the main body paragraphs for a

composition describing the Dominica Carnival.

BT Listen to the cassette and tick (/) the correct boxes, then use the

tahle to describe the celebration. 1s it an annnoal event or not?

Fseason for celebration: | 50th wedding

[_| 25th wedding

anniversary anniversary
Slace held: hotel reception room [ ' j large house
Sreporations: | sentinvitations m hired caterers

Actual day:  Guests; || 50

booked notel roams D went ta nairdressars
cleaned the house |:| ordered flowers

|:| 500

Food: three-course maal D hot Buffet

Music: | Sixties

Other: | party games

Fealings: || parents hed a
wonderful time

|:| Seventies
|:| speech

D disoppointed -
some family
members didn't come

[ ]
[ ]
[]
[ ]

L Qoo O

8 Read the rubric below and underline the key words, then answer

the questions.

Your teacher has asked you to describe a wedding anniversary
celebration you have recently attended. Write your composition,
including descriplions of the preparations and the activities on the

actual day.

1 Which of the following are not suitable for this essay? Circle.

A 25th wedding anniversary

B wedding reception

2 Look at the activities for an
anniversary celebration and label
them B (for before) and D (for
during).

A make guest list
B decide on menu
C take photographs
D dance to music

miminin

3 Have vou ever been to a similar
celebration? What was it? Who else
was there? Did you have a good
time? Did anything special happen?

4 Which of the [ollowing would be
suitable as an introduction to your
essay? Why is the other extract not
suitable? Give reasons for your
ANSWETE,

@D Every anniversary is special to a
married couple, but the twenty-fifth,
or siver wedding anniversary is a
particularly important cccasion. Last
Salurddy was my parents’ silver |
wedding anniversary. My brathar 1
and | organised a huge party 50 that
Mum and Dad could celebrate the
big day in style.

n The party had a raall v leely
Aosphare. There were more
Lhan fifty guests, and later
in the evenina, VERYone got
ue and dancad The B played
My dads favourite tusic
from the Sixties — ['ve never
sEan MM dance so mucll

S —
T g L

9 Read the rubric in Ex. 8 again,
then use your answers from Exs.
7 and 8 to write your compaosition
(120-180 words). You can use the
text in Ex. 2 as a model. 59



S5 1 a) Listen to the story and put the pictures into the correct order, then answer
the guestions,
1 Who are the characters in the story?
2 Which of them is telling the story?

3 What title would you give this story?

b) Listen again, then look at the pictures and tell the story.

First-person narratives are written in the first-person (I/we) about a series of events,

real or imaginary, which happenad 1o us. A first-person narrative should consist of:

a) an infroduction in which you sel the scene [who was involved, time, place, elc) in
an interesting way to make the reader want to continue reading;

k) a main body, consisting of twe or more paragraphs, where you develop your
story, presenting the events in the order they happened; and

¢) aconclusion which includes what happened at the end of the story, as well as
people's feelings, final comments or reactions. A surprising ending makes a long-
lasting impression on the reader,

* You should normally use past tenses in such pieces of writing, as well as a variety
of adjectives or adverbs to make your story more aftractive to the reader.
Narratives can be found in articles, letlers, novels, etc. To attract the reader’s
attention, give interesling and catchy titles to your stories, especially if they are for a
magazing, newspaper, elc.

2 Read the rubric and underline the key words, then answer the questions.

[ A local newspaper is holding a story competition and you have decided to
enter. Your story should start with: */ stood on the deck staring at the huge
waves. " Write your story for the competition.

3 What should your story be about?
A a boat trip
B a train accident

1 Who is going 1o read your story?

2 Who should your story be about?
A vour brother B vourself

C awarm summer’s day in the mountains __.

iddsdFFaFRREEEEEE

Paragraph 1

Set the scene

lwho - where - when -
whatl

Main Body

([ Z AT RS A RS AR RERE NI

Paragraphs 2 - 4

Develop the story

detoiled description of
events In the order they
happened

Conclusion

Final Paragraph

end of story, feelings,
comments or reactions
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3 @) Look at the picture in the story below and answer the questions, ¢) Read the story again and
I Where did the story take place: on a ship? on a train? number the events in the order
2 What was the weather like: cold and windy? warm and sunny? in which [J‘“F happened. Then,
3 What do you think the problem was: a hijacking?  fire in the engine room? use the list to retell the story
4 What happened in the end: the ship reached the port? the ship sank? as if it had happened to you.

Which of the following can you find on a ship? Tick (v'):
deck (V). bedroom _, loudspeakers . engine room __, platform _, [A] ] We were asked to go to the
lifeboat station __, cabin __, sitting room _, lifejackets _, bus station __ nearest lifeboat station.

We put on lifejackets.
b) Read the story and underline the correct tenses, Then, label the A fire started in the engine

paragraphs with the following headings. -

& development aof story ® setting the scene ® end of story, feelings IED The ship slowed.

ED We reached port.

ED We went to the lifeboats,

J The engines stopped.
-, o ' [H]1 | The ferry left port,

e l]:l The engines started again.

d) Read the story again and fill
in the correct adjectives,
then make sentences using

’H_;E’b' = = the completed collocations,

An Unforgettable Journey S _—
by Jane”Feldon T clouds

| stood on the deck, staring at the huge waves, From the moment We  pgrg 4 3 s A

1) had left/were leaving port and sailed ino the English Channel, the ... 4 et
weather had got warse and worse. Now, lighining flashed across the sky, : JT—
which was covered in dark clouds, AP ground

Suddenly, the noise of the engines 2) had stopped/ siuppqd, The ship Para 2
1) slowed/ was slowing, rolling heavily in the rough sea. A voice aver the
inudspeakers 4) told/ were telling us to remain caim — then added that
2 fire had started in the engine room, and said that all passengers must 4o
immediately to the nearest lifeboat station.

; Para 3 Before you start wriling your story
the deck, following the signs to the i :
| I :::t: H1:; ;:iu?g’rﬁ';:‘mﬂ;mmm made sure waﬂrmd lifejackets and you should decide on the plot line.
- ﬁjgshw'udm::rt :th us how to put them on. I.. the main events which make up
| 7) looked/was looking again in horror at the wild, stommy sea. The oad the stary. |

thought of being out there in a tiny boat was temilying. Minutes 8) had e You should make sure that you write

passed/ passed like hours, untl at fast a voice 9) was announcing/ T these events in the order they

announced that everything was under control and the danger was over. We ™" happened. To show the sequencs of

l 10) cheered/had cheered as the engines started again and the ship évents you can use linking worgs

'+ 11) moved,/was moving forward info the waves. Para 5 such as: as soon as, while. before.

E |} st couldn't believe it was over, though — not undl we had reaehed ... first, next, then, etc.

’! port and | 12) was standing/ad stood on soid ground againl e

' i)
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4 a) Read the rubrics below and match them to the plot lines. Can you

ar first, soon, suddenly, finally,

suggest alternative plot lines? then, as
1 A magazine is holding a competition for the best short story ending with | o e we were driving
"We wouldn'! lose our house,” hame down the winding rountain mad,

2 Your teacher has asked you to write a short story ending with “The boy
looked at me and smiled. | had saved his [ife.”

A ¢ lwalked down the railway tracks. B *® My brother and | were looking
¢ | saw a young boy listening to a at some bills.
walkman playing on the tracks. * The phone rang.

® The train came. ® A lawyer invited us to his office.
® Iran towards the boy. ® He told us a distant relative of
¢ | pushed him off the tracks. ours had died.

® The train went by. ¢ She left us £100,000.

b) Read the rubric and the plot line, then put the events in the order
they happened. Finally, use the plot line to tell the story as if it
had happened to you,

4 magazine has asked its readers to submit short stories starting
with these words. "As soon as | got off the train | knew this would be
a special day in my life.”

"gave him the wallet,
| i|  [Flwent to the owner's house,
[ opened it and looked inside.

5 Read the extracts below and fill in the gaps with the linking words
and phrases from each list.

befare, eveniually, meanwhile, as soon as, suddenly, after a while

wa:ted fur my 1urr| 2} I ., two men burst thmugh the door
and ran to the cashier, 5hnunng Iaudlz,r :!]

the men had forced the cashier to open the secunl;r ﬂuﬁ 4}
the bank manager called the police. 5) ... . We hua;d tne-

police car siren blaring, but by the time lhe_s,r armrad. Ihe rnbh-::rs had left the
building. The police chased them and 6) ..

s
1

* . I arrived at the bank | joined the queue and
' . We knew it,
|

|

1

... caught them.
i W e —

i S

it started to snow, Soft white snowflakes
were falling lightly ento the road and it
B became very siippery.
| L B o e . adeershot outin
front of the van and | had 1o swerve
violently to avoid ii. | heard a loud thump
and managed o stop. | quickly jumped
out of the van and ran back to sae if the
desr was hurt.

I found it lying in the road. 4) ............
.............. , | thought it was dead. Then,
the deer opened its eyes and | realised
that it was alive. | jumped back, relieved
as the deer struggled to its feet. For a
maoment it stood looking at me with its
large soft brown eyes, 5) ..

____________________ it ran off inlr}thefﬂreﬂt Bﬂd

S— "'-_-""-—..._,,_..

BB 6 a) Match the phrases below to

piciures (A-I}) on page 3.
There is one extra picture
which you do not need to use.
Finally, listen to the cassette
and check your answers,

[:I waves thundering and crashing
D shiny green leaves

u calm waler

| ] salty sea spray

| ] smell of damp ferns

[ | white foamy water

D sparkling lights

| | loud car horns

b} Which of the senses (ie.
sight, hearing, smell, taste
and touch) have been used
to describe each picture?
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PAST TENSES

u can use various past tensas in your story:

past simple, 1o describe actions which started and ended in the past, or
actions which happened one after the other in the past
e.g. | want io Pariz last month.

I walked past the bank and stopped at the post office to buy some stamps.
past continuous, Io sal the scene or to describe eventsiactions in progress at
a certain time in the past.
e.q. itwas pouring with rain that evening. We were alf sitling in the ving room.
past perfect, for actions which happened before other past actions, or to
give the background ol the story. e.g. | dacided to call Mr Jonas and tell him

the truth about what had happened.

7 Read the extract below and underline the correct past tense,

e il
Ll

Lm_nm. [1) wasn't/hadn’t been frightencd by the noise as I 2) was
thinking/thought it 3) had been/was just the wind which 4) was rattling/
rattled the windows. Then I 5) was freczing/froze when 1 6) heard/had
hcarc! the wooden stairs creaking outside my bedroom door, | T) was
Flmdlng.fdecidm to be brave and 8) went/was going downstairs to see if
it 9) had been/was really a burglar. A few minutes later, T 10) had
stood/was standing terrified at the bottom of the stairs, looking round for
a burglar. It was then that 1 11) was seeing/saw that the ‘h*um!a.r‘ 12)
was/had been my little brother, who 13) was getting/had got u phm m—_l
glass of water. . =

— . ————_

TECHNIQUES TO BEGIN YOUR STORY

An interesting beginning is as important as an inferesting ending. An interesting
beginning will catch the reader’s attention and make him/her want to confinue
reading. A good ending will make him/her feel satisfied.
You can START your story by:
a) wusing your senses (o set fhe scene and describe the weather, afmosphere,
surroundings or people’s actions to create mystery or suspense.
e.g. | could hear the wind howiing around me. It was quite dark that night
and it feft strange fo be out in the wildemess all alone.
b} using direct speech. e.g. "Always look on the bright side of life, kids”", Mr
Frishain used to fefl us.
c) asking a rhelorical question. i.e. a question that does not reguire an
answer. 8.g. Have you ever travelled by irain on a warm summer night?
d) addressing the reader directly. e.g. / am sure you all know what a barpain =
) referring to your feelings or moods. e.g. | was exhausted becauss | hac
been painting walls all day.

4
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TECHNIQUES TO END YOUR STORY

You can END your story by:
a) using direct speech. a.g. “Thank you, sir," the boy sald to me.
b) referring to your feelings or moods. .. We were shivering but we were
happy to have made .
c) asking a rhetorical question. a.g. “Why did | have to suffer 8o much?”
d) deseribing people’s reactions to/feelings about the events developed
in the main body. e.g. My brother had become the hero of the day and |
was extramaly proud.

8 a) Match the beginnings to their endings.

BEGINNINGS??

1 It was a cool August night. All wa i
| . 5 quiet and peaceful in my hou
pafenls ani two sisters were sleeping in their rooms rvg 15.|In$ﬁ:iﬁ:u“;n::;]If
trying to fall asleep, ' ’ '

re packing for our tp o

ing. Joanne and | we :
2 It was a freezing cold maming. Joa | can't wait to enjoy the

Bermuda. Our flight was leaving later that afternoan.
hot and sunny weather,” said Joanne.

3 Aggie and | had been bored al day at school, As we wandered home, we decided
to sneak into the old abandoned house &t the edge of the forest #I!.rmﬂugrr our
parents ad lold us never o go in there, we couldn't resist memm Iam
sure that you would have dane the same if you had seen this house '

S ENDINGS

agree?

under the pile of bricks, we both knew how lcky

of ourselves as we glanced at th::
nts were there. [sn’l

g After being pulled out from
we had been. We were truly as.hameld _
crowd waiting behind the fence, especially since our pare
it true that curiosity killed the cat?

C Back in my room, | felt confused and exhausted. | wasn't sura if it was a

moment ago or hours ago when | had been trying to fal 3
been dreaming,” | thought to myself. iy R m v

64

b) Which techniques have been
used in each beginning and
ending?

¢) Write a suitable beginning
and ending for a story with
the title “My Worst Day™,

9 a) Read the beginnings. Which
one do you think is the least
interesting? Why?

1 As1 sat down at my desk and stared
at the pile of revision notes, all |
could think was, “Why me?"

2 Tt was a warm, sunny morning and |
woke up to the sound of the phone
ringing. The voice on the other end
of the line simply said, “Juan, it's
me. Meet me on the corner in half
an hour.”

T

I'm sure you all know what it’s like
when you have to sit an exam that
you haven't studied for, Well, last
May I was getting ready to ...

4 One day | went to school. On the
way, | crashed my bike into a tree.
The bike was badly damaged ..,

5 1 was really tired and was looking
forward to a good night's sleep.
Suddenly, 1 heard a strange sound
coming from the garden.

h) Which of the above
beginnings:

use(s) the senses L L]
uses(s) direct speech | I
address(es) the reader directly [ [
refer(s) to feelings ormoods [ [

¢) Rewrite the least interesting
introduction using any of
the techniques mentioned.



languagedownload.ir

Unit 10 Firsi-person Narralives

10 a) Read the rubric and underline the key words, then answer the

questions.
A popular magazine is holding a short story competition and you
have decided to enter. Your story must end with the words “if was ihe
. best day of my fife.” Write your story.
Who is going to read your story?
Who is the story going to be about?
What should your story be about?
A adisastrous incident you'll never forget
B your weekly routine at work
C a day with an unexpectedly good ending

LR

b) Look at the pictures, then read the plot line and put the
senlences inlo the correct order.

- A woman stopped me. — | helped her change the tyre.

— |'waved goodbye and lefi. — She got me a front-row seat.

[ was driving o a concert.

Aiftter the concert | met the band.
She was the band’s manager.

— 1 arrived too late for the concert.

— Isaw the woman I had helped at
the entrance of the concert hall.

¢) Look at the pictures and use
the plot line to complete the
sentences below, Then, retell
the story in your own words.

*  One night last vear, [ was on my way
to see my favourite rock band.
B DDBIRIIN, focsiicsariibincnsrotrasvodsoinmpmaios

....................................

® When [ arrived at the concert hall,
the doors were closed.

* | was about to leave when I saw ...

& When it finished, the woman took
me backstage 10 meet ...

11 Read the rubric in Ex. 10 again
then write your story in 120-180
words. Use vour answers from
Ex. 10 to help you. You can use
the story in Ex. 3b as a model.

63




“UNIT11 Third-person Narratives

E9 1 The pictures below are from a story about an embarrassing incident. Try to
put them in the correct order, then listen to the cassette and check your
answers, Finally, look at the pictures and retell the story using the words/
phrases in the list.

late, nished, in a hurry, relieved, slight defay, embarrassed

l { "':E [ -
: = By

Third-person narratives are written in the third person (he/she/they/etc) and are real or
imaginary stories about another person or other people. Like a first-person narrative, a
third-person narrative should consist of:
a) an introduction in which you set the scene (who was involved, time, place, &tc) in an
interesting way to help the reader imaging the scene and want to continug reading;

b) amain body consisting of two or more paragraphs in which you develop your
story presenting the events in the order that they happened; and

e} aconclusion in which you say what happened al the end and refer lo people’s
feelings, final comments or reactions.

2 Read the rubric and underline the key words, then answer the questions.

A popular magazine has announced a short story competition. The story must
begin with the words: “Are you sure it’s safe?" Josh asked his friend. Write your
story for the competition,

1 Who is going to read your story?
2 Which of the following character(s) should your story be about?
A you and your friend, Josh B a man/boy called Josh and his friend

3 What should your story be about?
A Josh's parents
C Josh's autobiography

4 What should the first sentence of your story be?

B an accident that happened to Josh and his friend

Paragraph 1

Set the scene
[who - where - when -
whit]

Main Body

Paragraphs 2 - 4

Develop the story
detalled description of the
events In the order they
happenad

Conclusion

LA R RS R LR RN

Final Paragraph

end of story,
feelings, comments and
reactions
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3 a) Look at the picture and answer the questions.
I Where were Josh and his friend Marty?

A Bya lake. B Ona mountain.
2 What did they want to get across?
A Ariver, B A mountain,
3 How did they reach the other side?
A By climbing a fence. B By walking across a rope bridge.

4+ What happened when Josh began to walk on the bridge?

A One of the ropes snapped. B The wind started blowing strongly.
How do vou think he felt?

A Scared. B Relieved.
6 What do you think happened to him in the end?
A Marty helped him get across. B He fell in the river.

L L]

b} Read the story and find out what happened to Josh in the end.

Then, label the paragraphs with the headings below. Finally,
number the events in the plot line in the order they happened.

o end of story, feelings and comments o setiing the scene
® development of story

“Are you sure it's safe?” Josh asked his friend Marty, Para 1
who was just about to step onto the little rope bridge.
2= josh looked down at the river far beneath them and
E swallowed hard, Unfortunately, it was the only way 1o
= reach the other side, so he knew ihey had to get across
it began to get dark. -
m?liu:t, lt?s as sg{e as houses,” said Marty confidently  parq 2.3 5 A
as he put his foot onto the bridge. Once Marty was se!fahr i | - R
on the other side, Josh began to cross. The little bridge .. ~ ,. ~
creaked under his weight, making him even more NEVOUS ... O T TA——
_.than he already was. He was almost half way across the SMarty gsaibed Joih
2 bridge when suddenly one of the ropes snapped. s i s T
= Josh screamed as the bridge fell to ong side, leaving BiM oo B0 M. Lo
2 ing over the fast-flowing river far below his fEBL arty crossed the bridge safely.
!rinrr?ﬁed, he clung to the other rope. “Keep calm! HE:id ) [E[_] Josh clung to the other rope.
Marty called to him, Josh looked across to where his Ll R ¥ Marty and Josh walked away from
stnod. Slowly, hand over hand, Josh moved carefully along e . the bridge.
the rope until he was close enough for Marty to grab him. Josh moved carefully along the
Safely on the other side, Josh lay panting on the  parad rope.
ground. He fell exhausted, but he was glad 10 be alive. ...
£ \larty asked him if he felt he could go on. “Yes. I'm . P D
g okay," he replied bravely. “We'd better go. !lwﬂl bedark .. story.
soon”. They both set off, leaving the bridge and the IR
terifying incident behind them. & aniicren o
S Y ¢ A Nasty Experience

il
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WRITING TECHNIQUES
To make your narrative more interesting to the reader, you should:
¢ use a vanety of adjectives or adverbs, such as imaginative, wonderful,
cautiously, efc instead of simplistic ones such as nice, good, well, efc.
e.g. Instead of: John iz a good boy with nice idaas,
you can write:  John i & great boy with wonderful ideas.
® Use a variety of verbs such as wondered, screamed, whispered, efc to
avoid using “said” all the time.
e.g. Instead of: “Help!" he safd.
you can write: “Helpl” he screamed.
® |lse similes i.e. expressions which describe people or things by comparing
them to someone or something else.
g.9. She ran llke the wind. He was as quief as a mouse.
& |Jze present or past participles Lo join two simple sentences inlo one longer,
more sophisicated sentence.
&.0. Instead of: He turned on the light. He saw someane In the room.
you can write:  Turning on the light, he saw someone in the room.
Instead of: She was relleved. She left the polica station.

you can write: Relleved, she leff the police station.

4 2a) The following adjectives or adverbs can be used instead of other
simplistic ones. Put them in the correct box, as in the example.

slight, great, evil, highly, happily, massive, delightful, extremely, successfully,
horrible, miniawre, tiny, remarkably, gigantc, satisfactonly, absolutely,
fabulous, pleasant, huge, remific, temible, wicked, enormous, attractive

-
L2

BIG
SMALL

BAD
GOODNICE
VERY

WELL

gt

b} Replace the words in the extract below with suitable ones from the
boxes above.

Melissa stepped out into the fresh and 1) nice April morning. Her 2) good
mowd brightened her 3) mice face as she walked 4) well to her new workplace.
Upon reaching the 5) big skyscraper, she looked up and feli 6) small. As she
entered the building, she was nervous but T) very excited. This job was a dream
come true for her.

D camesae 8 ssceeeess: B

SR =1 S W e T b =

[
=

[1]
s

5 Complete the sentences with
verbs from the list, as in the
example.

wondered, threatened, promised,
admitted, sereamed, reminded

“Who sent me these beautiful
flowers?" Anne wondered, as she
opened the small card attached to
the bouguet,

“Of course I'll help you paint the
Cabin,™ CBEl vsiviisssssisnisssssenss: DS
sister when she called.

“Now, don’t forget to pick up the
tickets from the travel agents,”

1T P Bob.
“Run, Terry! Run faster!” Tom

as the lion leapt
over the rock.

“If you tell anybody what happened.

I'll come after you,” the man ...........
...................... Dave and Ben before

he drove away.

“¥es, | took the dise but | had no
choice!” Mr Perry ..
to Rachel when -:.]1:: Saw at Iymg on
his desk.

6 a) Match Column A to Column
B to complete the similes, as

in the examples.
Column A Column B
as white as A aleaf
to swim like B ababy
to cry JI'I':: C asheet
o run like
al
as black as E m:
to shake like nigh
as fresh as F anox
as strong as G afish
to have & I asieve
memory like J the wind
g I1=C
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b) Use similes to complete the sentences, as in the example, I don’t know I'm really

if everything is looking forward 1o
okay. ~ my holiday!

1 Grace dived in the sea and started swimming. She was a very good
swimmer. She swam like a fish.

B WS ettt night inside the cave. Jeff looked for
his torch.

3 Shecried HKe ... meeemn s
bad news.

4 The children Were ....ommssssnssisssses wenneereenes DCES helping their

parcnts prepare the garden for the party.

Sally was so scarcd that she was shaking LK ... «

..... when she heard the

o

I'm glad
T a) Fill the correct synonym or antonym from the list. Can you think it’s all over!

of any others to add to the table?

bored, excited, worried, scared, sure, angry, depressed

:";‘\ IIIII'I_\ m "‘qllEI'll'l-_\ m
thrilled e disappointed
ANXIOUS D) sl relaxed
e ) | —— glad eg 1 She was relieved because it was
unsure uncertain R N T all over
entertained | amused 5) —
frightened | 6) emmssmmssmsmmassanasssns unafraid 8 a) Fill in the gaps with the
annoved .” R R P T RS . calm correct deEE!.i'o’l! or adverb

from the lists.

oy, beautiful, colourful
b) Match the adjectives (1-6) to the feelings of the speakers (A-F). eagerly, bemudiful, colourfi

Then, make sentences in the past simple, as in the example. B
Ll [F] 3 worried ] § confused Bl A S T i
1 amazed [ ] 4 amused D 6 excited sunlight streaming through the
a B siisssisspasnsoss, DEATOOM
curtains and | knew it was going
I'm not sure Wow! - that's a That's a really e

| what to do. summer’s dm 1 1,11, Ihu.‘l. fEEliTll-l

slegpy for a moment until 1
suddenly remembered what day
it was. 4) ... i
I Jumpn:d out D-t hed and got
dressed, 1 was ready for my
adventure to begin,

P R il

i

very tall building. funny joke!
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wonderful, warm, unbelievable, extremely

oo tired as I stepped into the

i lllra“ e L comfortable house that 1 fmver
l!'l{;]:;i'll.t"ll'tl sec again, Filled with relief that it was finally over, 1 tried to
PUE the daY'S 3} cecersummesonessssssmssnsee events out of my mind, Who

S

1
2

would have guessed that a day with suchad).
beginning could have turned into such a nightmare?

- -

- — s
- s

S o _

b} Answer the questions.

Which part of a story is each paragraph from?
How does the writer feel in each paragraph?

9 Underline the correct adverh.

Ellen screamed angrily/politely at the bus driver to move out of her way.
Billy spoke rudely/casually to the headmaster, so he was suspended from
school for a week.

The thief crept noisily/silently through the house, hoping that no one
would hear him,

The young man's hands shook nervously/confidently as the policeman
asked to see his driving licence.

Before the plane took off, the passengers chatted excitedly/miserably
about their holidays,

James calmly/hurriedly grabbed his sandwich box, kissed his mum
goodbye and ran to the school bus which was already waiting outside.

10 Join the sentences using present or past participles.

1

2

He closed the door. He heard someone screaming.
Closing the door, he heard someone screaming,

She was worried. She decided to call the local hospital.
Worried, she decided to call the local hospital.

He fell to his knees. He started crying.

11 a) The following paragraphs

are from a story about a
journey, Put them in the
correct order, then answer
the questions,

A helpful air steward helped |

. Sharon into the icy water. Sharon was |

frightened because she knew the |
nightmare was not over yet. She |
started swimming towards the lights

on the shore with all her strength. {
Horrified, Sharon realised that |
the plane was going to crash, |
Passengers were screaming and

shouting. Sharon put her head »
between her knees to protect herself. f

. There was a deafening noise as the !

plane crash-landed in the sea.

" [C] ] She grabbed her life jacket |

from under her seat and pulled it over {
her head. The inside of the plane was

. dark but she managed to follow the

floor lights to the exit.

Tt

Who is the main character of the
story? Where is he/she?

What is happening?

How is he/she feeling?

Which part of the story are the
paragraphs from?

b} Choose appropriate phrases
from below Lo write the
conclusion of the story.

shivering with cold

relaxed and calm

dance the night away

crawl onto the beach

reach the end of the tunnel
exhausted but relieved

one of the happiest days in his’her
life

terrifying experience
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12 a) Read the beginnings (1 - 3) and match them with the correct
endings (a - ¢}, Which pair do yvou consider to be the worst? Why?

1 Tina and her brother watched in horror as the water rose higher and
higher around them. “Don’t worry! I'll think of something.” said Tina’s
brother nervousty,

2| I'msure you all know what it feels like to finally reach the end of a
journcy, hungry and tired. only to find that nobody is waiting for you.

3| | Joe suggested that he and his friends go camping for the weekend.
It secemed like a good idea.

a  AsTwaited for the taxi driver, 1 looked around me one last time, hoping
to see u familiar face, “Where is everyone?” | wondered.

b As the rescue worker helped them off the roof and into the boat, he
sdid, “That was smart thinking on your part, son.”

¢ The next morning. they took down their tents and went back home.

b) Which writing techniques (if any) have been used in each one?
Rewrite the worst pair using suitable writing techniques.

Daddy! This is a great
:~,pnl to spend the day.

1 What time of year was it? 3 What were the people doing?
2 Who do you think the people in - 4 Do you think they were having a
the picture were? gﬂo-r.l nmc" e
“ You're Eui.,ky

l was passing by &lld

-'rI“ '] r ~ m
gmn]nr:n:i' The tide X = :

~_Is coming lni_m . —
§ What time do you think it was? 9 Who found them?
6 What happened?
7 Do you think they were in danger?
8 How do you think they felt?

10 How do vou think they felt?
11 What do you think they said to the
captain?

b) Read the notes below and
put the events in the order
they happened, Look at the
piciures, then use the noles
and your answers from Ex.
13a to retell the story.

\

[A[_] late afternoon — decide leave —
start crossing rocks — realise —

_ sea too Far in — trapped

[B] | Mother: “It's like paradisel” —
parents sunbathe — children
play and swim

IED boat arives harbour — incredibly
relieved — thank captain

m hot sunny day — Hardy Family —
trip to seaside — Find deserted
beach

[E[ | see small tourist boat passing
by — wave arms — boat pick
them up

14 Read the rubric and underline
the key words. Then, write your
essay, Use your answers to Ex.
13 to help vou. You can use the
story in Ex. 3b as a model.

Your teacher has asked you to
write a story which must end
with the words: “They decided to
be more caraful next time. " Write
your story (120 -180 words),

1l



“URIT120 News Repors

B8 1 Look at the table below, then listen to the cassette and tick () the

information mentioned, Finally, use the table to report the event described.

T N TER T 5

Date: . Twesday night |:| last night D
Place: island of 5t Finn || Istand of Pepco ]
Main Events: | oll tanker hit rocks D oll tanker exploded [:] !
chemicals lecked Into sea I:] oll lecked Into sea |_] J
! seabirds, wildlife harmed I:] seabirds, wildlife unharmed D I
Comments and ' beach now closed |_'[ beach being cleanad [:I J
| actiontobe | =
: token: | residents angry D residents calm D -
i | first time faced such o one of worst situations

1

situation L 1 everfoced [;LI

L T T T T O T T e

News reports are short pieces of writing about current events which are of interest to the

public (e.q. natural disasters, accidents, political or sports events, social events etc). They

are formal and impersonal in style and they present facls accurately, objectively and

unemationally. Therefore, they do not include feelings or chatly descriptions unless these

are part of someone's comments quoted in direct speech.

A news repor shoubd cansist of;

a) ashort, aye-catching headling:

b} an Introduction which summarisas the event, giving information about the time,
place and people involved;

¢) amain body consisting of two or more paragraphs in which fhe event is described in
detail, including information about incidents and the peopla involved; and

d) aconclusion which includes people’s comments on the event, action(s) to be taken
andfor future developments.

News reports are found in newspapers, magazines, ele, You normally use past
tenses, the passive and appropriate reporting verbs in this type of writing.

2 Read the rubric and underline the key words, then answer the questions.

You work for The Bridgeton Herald and have been asked to write a news report
about a young child who received an award for bravery. Include details about the
reason the award was given and information about the prize-giving ceremany.

1 Who is going to read your report?
A your school friends
B readers of the newspaper you work for

2 Which of the following should your article not be about? Give reasons.
A aman who saved a child from drowning
B a boy who risked his own life to save his father
C awoman who stopped a bank robbery from taking place

description and detailed

Introduction

Paragraph 1

summary of the event —
what/who/when/where

Main

FER SN E R E RS

Paragraphs 2, 3, 4 *

information aboul event,
people involved, etc

Conclusion

SEF R SRR ARERITEN

Final Paragraph

commenis and/or aclions
fo be taken andfor future

developmenis

*The rumber of main body
paragraphs may vary
depending on the rubric.
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Makn Bady

3 Which of the following must you include in your article? Tick (v').
A when and where the award ceremony took place ]:]
B a description of the young child’s appearance i:|
€ why the award was presented []
D the weather on the day of the ceremony L]

4 Inwhich paragraph of your report should you give a brief summary of the

event?

In which paragraph should you include people’s comments on the event?
Should you use short forms? colloquial language? chatty descriptions? If
s0, where in your repori should you use them?

3 a) Read the news report below and label the paragraphs with the

correct headings.
® people’s comments ® deseription of ceremony
* summary of event * reason for award

-Vear-Old Awarded
ﬁ :diefnr @ ra‘i ry by Sarah White

. 4 Para 1

A ten-year-old boy was presc nted with an uwan.’; Sl

L o ; ; wn Hal L] ;
for bravery in a ceremony at Bridgeton T¢ avent

vesterday, The award was presented to Thomas
Dakin by Bridgeton Mayor, John Archer. )
The decision came after Thnm!as saved his —
father's life on a hiking trip in Yerksmlre last mnmh_.!
Thomas risked his own life t0 free his father, TI
Dakin, 33, who was trapped under a heavy boul har
during a rock fall. Thomas called t'ﬂ:.r hlep nnr is
father's mobile phone and stayrll:d :}' his side for five
il the rescue team armved.
hﬂu’?‘n:':m:twurd ceremony began at 11:00 vesterday
morning with a speech from the rfmy‘m_, wl;::r
congratulated Thomas and presented him mtrn the
medal. This was followed by an informal lunch in the
town hall's Kilburn Suite. The event was_uttcndu:d by
members of the council and Thomas" family.

Neil Dakin, now fully recovered, commented that o
he was delighted his sons ifrra_vﬁry k}ad ‘n_ce,n
recognised, saying that he owed his hFu.: o him. Magoe | o=
John Archer pointed out, “Thomas is an mum?lc .I.'u
us all. Everyone in Bridgeton is very proud of him.

Para 3

b) Underline the verbs in the
passive. Which reporting
verbs have been vsed in the
repori? In which para-
graph(s) are they? Justify

YOUr answer.

¢/ Read the repori again and
use words from the list to
complete the phrases below.
Then, talk about what
happened to Thomas Dakin,
as in the example.

presented, risked, came,
rescue, owed, trapped,
bravery, informal, saved,
attended, stayed

1 was presented with an award

17T 11 [T
3 the ACCISION ooviimsessssessosssissmmssiinsssonss
B e 18 father's life
. P his own life
[ ceeeriin. Nder @ boulder
T spesspiesiirsiinmiseinsmsinirsent DU U SO
9 S | 1117
10 (he event Wis v
N cosammamasisimsse TS HIE

e.g. Thomas was presented with an award by
the mayor.

13
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Unit 120 News Reports

A headline is a short summary of what the report is about. To write a headline:

* use the present simple for recent events:
FACTORY EXPLOSION DAMAGES TOWN (=has damaged/damaged)

¢ use to-infinitive to describe a future event: LOCAL FOOTBALL TEAM TO
FLY TO ITALY FOR CHAMPIONS' LEAGUE (= is going to fly)

= use to be + past participle when using the passive voice to describe a
future event: TEACHERS' ANNUAL MEETING TO BE HELD IN AUGUST
(= is going to be held)

» use abbreviations like UK, USA, UNESCO
UN RESCUES HOSTAGES IN SIERRA LEONE

= gmit full steps or commas, articles, pronouns, auxiliary verbs and words
easily understood frem context; SEVEN INJURED IN TRAIN CRASH
(= Seven people were injured in a train crash.)

= omit the verb “lo be” when using the passive to describe a past evenl:
YOUNG GIRL SAVED BY RESCUE WORKERS (= was saved)

4 Change the sentences into headlines, as in the example.

1 A bomb was found on a train which was heading for London vesterday
morning. Bomb found on train heading for London
2 Many fans were injured at the football match,

4 A team uf local climbers reached the top of Mount Fuerm at 1hrc-:
o'clock vesterday afternoon.

5 a) Match the headlines to the paragraphs, There is one extra headline.

al “MISSING” Twms b FANS INJURED AT MATCH

T voloocausgs | 4 FARMER WINS
WAVES £2iw
AN | ON NATIONAL LOTTERY

| 1] | Long-lost twin sisters Lucy Wells and Lily Summers met yesterday
for the first time, thirty years after having been separated at birth.

| 2| | Ron Dudd, a 45-year-old farmer from Brumsville, has won two

~ million pounds on the National Lottery.

" 3] | Scientists on a research ship in the Pacific Ocean had a surprise
yesterday when an underwater crater suddenly erupted, causing
20-metre waves.

® New space station, Hermes :

b} Write a suitable introduction
for the headline which has
not been used.

6 Use the notes to write beginnings
for the following news reports,
Then, give a headline for each.

valuable Renoir painting
steal late last night
Terrence Wagner Museum
worth over 2 million pounds
in museum since 1953

® successfully launched from Cape

et

Kennedy vesterday
remain in orbit around earth
next eight months

7 Join the sentences below using
the words in brackets.

Mrs Gingell gave birth to seven baby
boys. They are all said to be doing
well. (who)

An elephant was caught yesterday.
It had escaped from Janneto's
Circus. (which)

Doctor Tina White was awarded a
prize. Her discovery will help save
many lives. (whose)

The police have closed the road. The
accident happened there. (where)
Ten people were injured vesterday.
A bus overturned over in Westville.
{when)
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Unil 120 News Reporls

8 a) Usewords from the lists to fill in the blanks in the extracts below.

damage, strick, homeless, casualties

1 An earthquake measuring 5.8 on the Richter ml,l& | E———
the seaside town of Rexford early yesterday moming. NO 2) v
were reported but there was Serious 3} s 10 the arca and
hundreds of people were left d) o s -

alarm, broken into, witness, armed

2 The Westside Jewellery Shop on Main Sireet was 5) .oooooeoreeerscsiceeens late
Sunday night. The burglars managed to get into the building without
setting off the 6} i + ONE T) wnisisinssisrissismnia said she saw two
8) s MeN running away from the shop carrying large bags.

K " —— L] e o
survivars, cause, rescue workers, debris, trapped

i R at: ; i

..................... }'Lblﬂ]’dﬂ:q rl'ﬂ-Ed I_!“: Wi n:mmmng
1) P it Who were 11) ..vvovvosereerne 11773 7 ) [
from a collapsed warchouse on Friday. The 13) u................. of the

accident s still unknown,

| e v )

poals, celebrating, residents, championship, victory

4 14) of Brockton ran through the streets late last night
15) s Sussex United's 160) .o
over Leeds. Although Sussex were losing 2 - 0, they managed to score 3
| NS e in injury time to win the 18) ...

— ey w

———

b) Which of the extracts above is about

— an accident?
= anatural disaster? -

— asports event?
a crime?

¢} Match the exiracts to the following headlines.

Al | SURVIVORS SAFE AND SOUND

M
[B]_| FANS CELEBRATE SUSSEX'S TRIUMPH

-‘"\‘_.___.-\...__.__Lﬁ-.___ o — e e

LC[ 1 JEWELLERY SHOP BURGLED
M

e

AWAKE

i

N
] | RESIDENTS SHAKE

—"'H_._,..i""‘-—"-._,'r"-—.--__.d-’h‘-

MNews reports, like narratives, gescrins
events that happened in the past
However, the style is different. When
writing a report you should:

begin with a summary of the event
include accurate facts

use formal and impersonal styls
use the passive

use direct speech to quote what
people have said and reported
speech {o rephrase people’s
comments

When writing a story you should:
* begin by setting the scene

» use chatty siyle
« use short forms, colloguial

expressions, variety of adjectives/
adverbs

* refer to the writer's/characters”
feelings

- s 8 & =

9 Match the beginnings to
the endings, then answer the
questions,

BEGINNINGS?:

ﬁ]j Eycl‘is'tll"iair Simms, aged 12, is
;:znvmng l|]n hospital after being hit

terday by a lomy belon
awitty Delivery, 2R

| z"_'l i was a sunny aftgrmoon and Nell

simms was cycling home from
school. He was thinking about hl:.a
plans for the weekend and he didn't
<es the delivery lormy which pulid
out from a side road.

a Hﬁll‘s dad smiled. “Thank goodness
you're going to be alright.” he said.

b Police announced that the driver '.'_-'l:'.u’:
be charged with dangerous driving
Neil's father said that his son Was jucky
to be alive.
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Uait 120 News Reporls

a Which beginning and ending i 41 Rewrite the following sentences in the passive.

10

from a news report? Which is from
a narrative?

b Do they describe the same event?

¢ Which extracts contain formal
language?

d Which extracts contain colloguial
language, adjectives and short forms?

10 Read the sentences below and
replace the words or phrases in
bold with those given in the list.

praised, furious,

take action, comment on,
presented with, denied all
knowledge of,

serausty infured,

suffering from evhaustion,
adrmitted responsibility for,
refused to cooperate with

The Mayor of London was badly

hurt in an accident on the motorway

yesterday.

2 The young boy was told he was
good for what he had done.

3 The factory owner refused to say
anything about the story.

4 Local workers are angry about the

plan.

He was eventually rescued from the

cave when he was feeling very tired.

They arc putting pressure on the

government to do something.

Neither Suggs nor Dimkins said

they had caused the accident.

Farnwell was given an award for his

contribution.

Mrs Gaston said she knew nothing

about the stolen painting.

The man who was arrested said he

would not help the police.

I A fire destroyed one of the museum’s most valuable paintings.

2 We will give a prize to the writer of the best story.

3 Arescue team found the lost childin the mountains.

4 Heavy storms hit the east coast of the island late last night.

12 Read the introduction and conclusion of the news report below and put
the verbs in brackets into the correct active or passive tense. Then, use
the pictures and prompts to write the main body of the report,

——————— BrunTOoN BoMB MADE SAFE

A bomb left at Brunton train station 1) ...

.. (make) safe by explosives exparts Earh.r thls marning. The
.- {elose) for two hours.

sialann Ej

Flatron II'I L

# bomb/lude/large
shopping bag/left under
bench/
platform 2

B ® it/report/by passenger

Iy at 7:00 am

Platform 2 __ 4

(]
S

® palice immediately/
evacuated/station while/
explosives experts/ call

® nobody/hurt/in incident

(leave) the bomb at the

Mo one knows Whio 3) ... i
station and police do not know why Brunton 4) ...
(choose). Detective George Browning said, “We 5}
(want) to speak to people who were in the area beh-vean E {H} and ? EID
this moming. TyouB) .........coooceeeeoee...... (notice) anything unusual,
or if you saw anyone with a brown paper shopping bag, please call
Brunton police station on 895 4117.°
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Unit 120 News Reparis

13 Rewrite the following sentences
in reported speech, using verbs
from the list.

promised, denied, informed,
refused, announced, commented

—_—

“I give you my word that T will do
cverything in my power to help the
victims of the earthquake,” said the
Mayor at the press conference,

2 The manager of the factory, Mr G
Graham, said, “1 will not say
anything until I have all the facts.”

3 When he was arrested, Mr Smith
said, “I didn't take the money or the

4 Doctor Godirey told us, “The
situation is serious but we are doing
all we can.”

L

Headmaster Mr P Brown said,
“This is a great achievement for our
students. [ am proud of them all.”

6 “The price of petrol will increase by
2p per litre from midnight on
Tuesday,” the Prime Minister said.

|||||||||||||||||||

14 Last week a new music club opened in London. Read the
advertisement and fill in the plan below. Then, use the completed
plan to talk about the event.

" SHAKE]

The BEST Musie Club in the Warld!

{

. ¥ MNo.1 pop singer ANY WONDER will open
the club and perform live! |

non't Miss it

5 Brunel Slreet, East London

SUMMARY OF EVE
8 WHO! corrmmemsmmmecmsssssssssssss
s Where:
R 1T+ P—
o What: Shake! music club opened
_— DETAILS

. fpm:  fans started queuing outside club
® 5.15pm: Any Wonder arrived — black limousine — signed autographs
¢ Ypm:  Club opened doors
e [0pm: Any Wonder on stage

———

- COMMENTS '
%t ub owner M‘Tm Lowe — “1 hope the club will be greal success.”
S e Pt

15 a) Read the rubric, underline the key words and answer the questions.

You are a reporter for Music Echo magazine and have been asked
to write a news report about the opening of Shake! club. Write your
report, giving a detailed description of the event and adding a
suitable headline. (120-180 words)

What type of composition should you write?

Who is going to read it?

Should you include factual information?

Which of the following should you use? Tick (v).

everyday language _ ; passive voice _ : formal linking words __ ¢
variety of adjectives/adverbs __ ; variety of reporting verbs
colloquial expressions .

i b B

b) Use the notes in Ex. 14 to write your report about the opening of
Shake! club. You can vse the report in Ex. 3a) as a model.
11



U120 Reviews

1 Look at the pictures and answer the questions:

a} Would you rather read the book, or watch the film? Why?
b} What kind of book is it? What kind of film is it? Tick ()

Book Film
1 romance
2 science fiction

¢) Can you think of any other types of books and films?
d) What's your favourite book/film?
¢}  What would you say to a [riend 1o recommend a book or a film?

Reviews are short descriptions of books, films, plays, TV programmes, efc
They are written to inform readers and viewers, and to give them your
opinion/recommendation about whether (or not) they should read a book or
see a film/playletc.

A review should consist of

2) an intreduction in which you summanse all the background information
of the book/film/etc. (i.e. title, name of author/director, type, setting, etc).

b) =2 main body consisting of two paragraphs: cne about the main points of
the plod, presenied in chronofogical order, and another including general
comments on the plot, the main characters, the acting, the directing, etc.

* Note: You should not reveal the end of the stery lo the reader.

¢} a conclusion in which you recommend or do not recommend the

book/film/play/etc, giving reasans 1o support your recommendation.

* Reviews are normally found in newspapers, magazines or as parts of a = = ————————
letter. The style you use depends on the publication and the intended
reader and can be formal or semi-formal, .I?."?fl!’.c .t In.“- I

s You normally use present tenses and a variety of adjectives to describe
the phot and make your comments mare clear and to the paint.

Paragraph 1

background information
(titke, name of author/

2 Read the rubric and underline the key words, then answer the questions. director, type, sefting, elcl
The editor of the magazine you work for has asked you to write a review Main Body
about a book you have recently read. Write your review, giving a brief fnsssssssmananaas
summary of the plot and saying why you think other readers might Paragraph 2
enjoy it.
Who is going to read the review? G who the main characters main points of the plof
i . o 1
2 Which of the following must you RS . ot Paragraph 3
include? Tick (v) H how many of your friends
A what type of book itis [ ] have read it so far ] general comments
B the author’s biography [_] [ ?if]t;:f: dn::l o — Conclusion
C the title of the book L] | _ = L el o e Rk Lol
D how the story ends ] d- EFIA O L] Paragraph 4
E the name of the author [ ] 3 Which tenses would you use? T
F main points of the plot ] ===

18
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Unit 12b Reviews

3 a) Read the book review

“Inftioduction

Ml Bady

Conclusion

The Hound of the
Baskervilles

and label each

paragraph with
the headings below,

recommendation
.H'{"HL"J"HI’ CORReEnts
main poinis of plot
background information

The Hound of Baskervilles, by Sir Arthur Gonan Dayle, is an
excellent story that takes place in London and Dartmoor. This
fascinating book is about the famous detective, Sherlock

Holmes, who with his trusted assistant, Watson, tries to solve =~

the mysterious death of Sir Charles Baskerville.

The mystery begins when Or. Mortimer, Sir Charles’
persondl doctor, relates the circumsiances surmounding his
patient's death to Holmes and Watson. The doctor befieves
that his death has something to do with the legend of the

Para 2

hound, which is an enormous, evil, hunting dog that terronises s,
the people of Baskerville. Soon, it becomes clear that Sir o

Henry, who is Sir Charles' nephew, and the only Surviving heir
to the Baskerville fortune, is also In danger. Holmes and
Watson have to move quickly in order to protecl Sir Henry's
life and to solve the mystery.

The book is tull of thrilling moments as the author creates
tension with unexpected twists and vivid descriptions. What
gives the book its dark atmosphere, however, is the silent, evil

presence of the legendary hound which dominates the story =~

throughout.
| thoroughly recommend The Hound of the Baskervilles,

Para 4

Readers will have a difficult ime putting this masterpiece down

as they are kept in suspense until the very end of the book,

L

b) Answer the questions.

Which paragraph ncludes the writer’s recommendation? What phrases

does she use to recommend the book?

Which paragraph includes a short description of the main points of the plot?

Does the writer reveal the end of the story?

In which paragraph does the writer include information about where the

story takes place and what it is about?

Which paragraph includes general comments on the book? What are they?

Which of the following has the writer used? Tick (V).

passive voice __ : varicty of adjectives __; colloquial expressions __;

abbreviations ___; complex sentences .

LS

4 a) Read the useful vocabulary box

below, Which phrases refer (o
books? Which refer to films?
Which refer to hoth?

USEFUL VOCABULARY

Background:

The film/bock tells the story of ...

The film/story is sel in ...

The book/novel was writien by ...

The film is directed by ...

It s a comedy/horrar flmiove story.,
Main peints of the plot:

The story concemnsis aboul/begins ...
The plot is (rather) boring/thrilling.
The plot has an unexpected twist,
General Comments:

It is rather long/boring/confusing/skow.
The cast is excellent/awlul/unconvincing.
The script is dull’exciting.

It is beautifully/poorly/badly written,

It has a fragic/dramatic end.
Recommendations:

Don't miss il. It is well worth seeing.

| wouldn't recommend it becausa ...

| highly/thoroughly recommend it.

It's bound to be a box-office hit.

Wait until it comes out on video.

It is & highly entertaining read.

It's a bore to read.

b} Read the review in Ex. 3a again
and replace the underlined
sentences in the review with
other appropriate ones.

Underline the corvect word/phrase.

The starring role/character is played
by Jack Nicholson.

The reader/audience screamed when
the murderer appeared.

Angela’s Ashes s a well-written/ acted
book that tells the struggle of a poor
[rish family. ','g
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4 The plot has an unexpected twist/cast when little John finds out the truth. 7 Look at the chart and use
5 The story has a dullitragic end when the helicopter crashes on a mountain, words/phrases from the vseful
6 The seript/east of the film includes some of the hottest names in Hollywood. vocabulary box on p. 79 to write
7 The book is based on/set in the incredible life story of Charlie Chaplin. your m'ﬂm"‘f“ﬂ“ﬁ““ for each
§ The Matrix has the most spectacular special effects/premieres in film history. hookfilm, as in the example.
9 Mad Park is a box office hit/dull read. You'll fall asleep after the sccond page.
10 Capuain Correlli's Mandolin plays the part/tells the story of a young Italian BOOKS Readers’ Poll
soldier who falls in love with a Greek girl. 1 The English Patient, by
Michael Ondaatje @
6 a) Match the types of books/films to their definitions. Romance s
| 2 20,000 Leagues Under the
Column A Column B Sea, by Jules Verne (:\4 }-
1 comedy A afilm in which cartoons are brought to life | Adventure
2 romance B an exciting film full of adventure and danger | FILMS Viewers' Fﬂ'
3 animated film C abook or a film about a frightening story ' 3 Sleep Well!
4 mystery D afilm that makes people laugh , directed by Jack Miller Q
5 action film E abook or a film about life in space/ihe future | Drama
6 science fiction F the story of a person’s life written by sb else :
ittle, directed
7 horror G abook or a film about a love story | 4 ';m;”é'u hﬁf{:;: (,_ 3
8 biography H a book or a film about strange events that are | by Ro “:ﬂ")
not solved until the very end of the story ' Comedy =
e.g. | highly recommend The English
b) Fill in the table below with adjectives from the list, T
;{JH{'I’HHE;: FENTIERCE.
dull, excellent, terrible, moving, superb, awful, fantastic, fascinating,
touching, dreadful, thrilling, hilarious, enfertaining, amusing
RELATIVE CLAUSES
= <% good/ e s :
\__) T i R E e e THA To make your review more interesting to
the reader you can add details about
\v) exciting i b R : the plot using refative clauses.
— I/_\ S s R P R e R T PP E_g_ mmm
& R R R e e Sear is a diamond smuggler.
&) oy W ———— -+ Detective Larch wants to catch Scar
' who Is a dlamond
4 'f{r{';.-' sad T g - L William discovers a secret parh It
................. laads fo the castle.
!,-"\\2'- L, -+ Willlam discovers a secret path
5 \._Tj poanis DR s e S e which leads o the castle.
- o ~ Claire is a teacher. Her son wins &
X s N scholarship to study biology.
6 @ bad + Claire s a teacher whose son wins
ERRES T L T T T PP PPN RN ] . E F ! ID I r. mm
They travel to York. In York they meet
¢) Use adjectives from the table to talk about films/plays you have seen & very unusual b driver.
and books you have read, as in the example. ~+ They travel to York where they meet
& very unusual taxl driver.

e.g. Dr Doolittle is one of the most amusing comedies [ have ever seen.



languagedownload.ir

Unit 12D Reviews

8 Rewrite the extract using relative
pronouns/adverbs, The words in
bold show where you should add

the relative clauses.

The story |s about a young woman |f
named Emily. She is hired Dy 2 |
mysterious lady. Emily's gssignment |
sakes her to Rio de Janeiro, The man
takes her on a dangerous journey.

—

I
2
3

4

She is a private detective.

The lady’s uncle disappeared mn
Brazl.

In Rio de Janeiro, she meets a
strange man called David Travis.
The dangerous journey eventually
leads them into the heart of the
Amazon Rainforest.

9 a) Read the rubric and
underline the key words,
then answer the gquestions.

A magazine has asked its readers
to submit reviews of films that they
have recently seen and think would
be of interest to other people.

Who is going to read your review?
Which of the following must you

include? Tick (v").

A ... main points of the plot

B ... numberof seafs in the cinema

C ... type of film, name of director

) | recommendation

E: i main characters and names
of actors who portray them

F ... general comments about

acting, soundirack, etc

b} Read the film review. What
is each paragraph about?
How does the wriler
recommend the film?

If you were to recommend
this film, how would you
recommend it?

Main Bnﬂr
1

~ Conclusion

ARMAGEDDON

[1] Armageddon is an action packed
adventure about an enormous
asteroid and the desperate efforts
of mankind to stop it from
destroying the world, Directed by
< Jerry  Bruckheimer, the cast
includes Bruce Wilis as Harry
Stamper, an oil rig owner, Liv Tyler ’
as his daughter, Grace, and Ben S MACED YRS
Affleck as Stamper's employes,
AJ, who is in love with Grace.
[2]The story begins when NASA discovers that the gigantic asteroid
is only eighteen days away from destroying the Earth. NASA asks
Harry to prevent the deadly astercid from reaching our planet. Harry
and his oil g crew are given intensive training by NASA astronauts
before they travel to space.

[3]The film is filled with suspense as the men race against time to
save the planet. The special effects and computer graphics are so
spectacular that the audience will be amazed. The actors give a
briliant performance and the directing is superb. What 15 more, the
soundtrack, mostly by Aerosmith, is fantastic.

[4]) thoroughly recommend this film. If you lke excitement, it wil
definitely keep you on the edge of your seat. Don't miss if!

Irtradaction

10 a) Read the rubric, underline the key words, then answer the questions.

Your teacher has asked you to write a film review for the school magazine.
Write your review for the magazine, mentioning the main points of the
plot, general comments about the acting, the directing, the plot, etc, as
well as your recommendation({120-180 words).

1 Who is going to read your review? What tenses should you use?

2 Which of the following should you use? Tick (v).
passive voice _ ; variety of adjectives _ ; colloquial language
complex seniences  ; abbreviations  :

3 a) What type of film is t? b) Who directed it? ¢) Who stars in it?
d) What characters do they play? e) What is the film about?

4 What arc the main points of the plot? What general comments would vou
make? How would vou recommend the film?

b} Use your answers in Ex. 10a to write your film review, You can use
the review in Ex. % as a model, E]



TINIT T3 “For and Against” Essays

1 a) Look at the pictures and talk about the pros and cons of eating out at
restaurants. Think about the service, the menu, the prices, and the
atmosphere,

= b} Read the poinis below, then listen (o the casseile and tick those mentioned.
Which of these points are advantages and which are disadvantages?

A fun to eat out [] D expensive ]
B not as tiring as cooking [ ] E unhealthy |_]
C have to book in advance F not hygienic [ |

Ll

“For and against” essays ara one type of discursive writing in which you discuss the
advantages and disadvaniages of a specific topic. A “For and against” essay should
consist of:

a) an introduction in which you present the lopic, making a general remark about
it without giving your opinion;

b) a main bady in which you present the points for and the points against, in
separale paragraphs, supparting your arguments with justiications/examples;

¢) a conclusion which includes your opinion (e.q. In my opinionjview, | believef
think, elc) or a balanced summary of the topic.

# You must not include opinion words (| balieve, | think, etc) in the introduction or the
main body. Opinion words can only be used in the final paragraph, where you may

state your opinion on the lopic. R
* “For and against™ essays are normally written in a formal style; therefore you
should avoid using strong language (I know, | am sure, elc), short senfences, Introduction
colloquial expressions or idioms.
You can find this type of writing in articles in newspapers, magazines, etc. Paragraph 1
present topic (without
stating your opinioni
2 Read the rubric and underline the key words, then answer the questions. Main M'f

¥ou have had a class discussion about different forms of fravel. Your teacher Pl:lrl:lgrn‘ph 2 |
has now asked you to write an essay presenting the arguments for and

against travelling by boat. arguments for, with

. [usfifications/exomples
What type of essay should vou write?

Should you use short sentences, colloguial expressions and idioms? If not, why? Paragraph 3
Which of the following points could be included in vour essay? Tick (v'). Which
points are pros and which are cons? Can you add any other ideas?

L

arguments agains!, with
justifications/examples

1 cheaper than other forms D 4 journeys can take a long time D

of travel 5 more comfortable and l-:?mz-lu_tic.m - ow
2 can be unpleasant in bad EI enjoyable than other D Final Paragraph
weather forms of transport
3 Jots of people go on sailing D fr famous explorers travelled D your opinion/balanced
holidays the seven seas P

82
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3 a) Read the article and label the paragraphs with the correct headings. What is the writer's opinion on the

topic? Finally, replace the topic sentences in the main body paragraphs with alternative ones,

® grewments agoinsi
® qreumenis for

® opinion
& present lopic

Introduction

Main Body

Conclushon

Did you know the boat was one of the first forms of transport?
A hundred years ago, the only way fo make a joumey across the
sea was Dy boat. Nowadays, however, when i is possible to fly
from one continent to another in the space of a few hours, is there
any reason to ravel by boal?

Although the boat is a rather old-fashioned way of travelling, i
has cerain advantages. To begin with, boats are usually more
comfortable than planes or cars. Instead of staying in your seat for
the whale joumey, you can go for 2 walk on the deck, eat in a
testaurant, or even go shopping. Having mare Space to move
around makes 2 long journey much maore pleasant. Furthermore,
boats are often cheaper than other iorms of iravel, For example,
a boat ticket usually costs kess than a plang ticket. Finally, boats
are a safe altemative to cars and planes. There are fewer
accidenls at sea than in the air or on the roads.

However, Iravelling by boat does have its disadvantages. It
usually takes much longer than other forms of travel. As a result,
it can be more tiring, In addition, boat trips can be very unpleasant
when the weather is bad or the sea is rough, making joumays
uncomfartable or even frightening.

All things considered. although there are some disadvantages
to travalling by boat, | believe it is a very enjoyable experience.
Joumeys may take langer, but if you have time 10 spare, you can
take advantage of the many facilities which boats have to offer and
enjoy a pleasant voyage.

Para 1

Para 3

Para 4

Useful expressions and
linking words/phrases

b) Read the article again and Gll in the blanks below, Then, using
expressions from the box on the right, talk about the pros and cons

ain Body

of travelling by boat,

FOR

Arguments

1) more comfortable than other
forms of travel

Para 2
Jra
i

-
g

...............................

Justifications/Examples
oo for 2 walk, eat in a restaurant, go

shopping, have more space to move around

to list und add points: In the first place,
To start/begin with, Secondly, Thirdly,
Finally, In addition (to this), Furthermore,
Moreover, Besides, ete.

to introduce or list advantages; The
main/first/most imporiant advaniage
of.... OnefAnother/An additional
advantage of..., One point of view in
favour of..., It is often suggested/
believed/argued that..., Some/Many
people suggest/feel argue that..., Some/
Many people are in [avour of fare
convinced that... etc.

to introduce or list disadvantages: The
main/most important disadvantage/
drawback of..., OnefAnother/An
additional disadvantage of..., Onec
point/argument against..., Some/Many
people are aganst... , elc.

o introduce examples/reasons/resulis:
[or examplefinstance, such as, like, in
particular, thercfore, for this reason,
because, as, since, as A result, etc.

to show contrast: On the other hand,
However, still, bul, Nonetheless,
Nevertheless, Although, Even though,
Despite/In spite of (the fact that), etc.

to introduce a conclusion: In conclusion,
To conclude/sum up, All in all, Finally,
Lastly, All things considered, Taking
everything into account/consideralion, elc.
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84

4  Read the article again and replace the linking words/phrases in bold
with synonymous ones from the table on p. 83. Then, say which of the
linking words/phrases in the article are used to:

a) list/add points ¢) show contrast
b introduce reasons/results d) introduce a conclusion

5  Underline the correct linking word/phrase.

1 Besides/Despite, television affects the way we think.

2 Many people are against/argue that we need advertisements in order 1o
keep up to date with the latest products on the market,

3 One point of view against/in favour of travelling is that it allows you to
meel people from different cultures.

4 Even though/Nevertheless most people nowadays use a computer at work,
it will be a while before we stop putting our ideas down on paper.

5 For instance/Still, pcople who know how to play a musical instrument are
usually popular and make friends more easily than others.

6 Read the paragraph below and underline the correct linking word/
phrase.

There are many advantages to having children at an early age. 1) To begin
with/In addition to this, when you are voung, you have a lot of energy.
This means you can eope quite easily with children's demands for constant care
and attention. 2) To conclude/Secondly, young parents can relate to their
children and 3) therefore/nevertheless understand them better. 4) Yet/Finally,
when you become a parent al an early age, you are still young enough to enjoy
life when vour child becomes independent.

MAIN BODY PARAGRAPHS

You should start each main body paragraph with a topic sentence which
introduces or summarises the main topic of the paragraph. The topic
sentence should be followed by supporting sentences which justify the
argument presented in the topic sentence, by giving examples or reasons.
You should use linking words/phrases to present your justifications, such as:
first of all, what Is more, for exampla, bacause, since, In panticular, ate.

e.q. Trawvelling by traln has a fot of advaniages. } topic sentence
First of all, it is comforiable as trains ame spacious 50
there Is plenty of room to walk about. What Is more, ralns
are convenient. For example, you do nof have o lake any supporting
food or beverages with you, because most frains have & [ sentences
restaurant. Finally, when you travel by train you reach

your destination fairly quickdy.

B

7 ) Read the extract below and

choose the correct fopic
sentence to fill in the blank.

1 There are many advantages (o using

the Internet.

2 However, there are many arguments

against using the Iniernet.

3 Computers have become the most

important means of communication,

[
First of all, you spend hours and hours
sitting in front of a computer screen:
This can lead to severe backache and
problems with your eyesight. Mﬂi’ﬂ-é
over, using the Intemnet can be very
expensive, because the membership
fees and phone bills are often high
Finally, using the Internet requires
lot of patience. Getting onto (he
Internet is not always easy and this
means vou sometimes have to wail 8
long time to get access.

h) What is the topic of the
paragraph? List the
arguments mentioned.
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8 a) Match each argument about
TECHMIQUES TO BEGIN OR END YOUR ESSAY

modelling to its correspond-
ing justification. Which To attract the reader's interest and make the beginning or ending of your
points are “for” and which essay more effective, you can use some of the following writing techniques:
are “against™! a) address the reader directly e.q. If you take the time fo frain your dog, it
will lean to obey you.
A nts b) include a quotation (i.e. a sentence or phrase taken from a book, play, etc.)
B ) I oevten When we use a quotation, it is necessary to mention the name of the
— = 0s person who said/wrote it. e.q. As George Orwell wrole, "All animals are
1 | | be an exciting career equal, but some are more equal than others.*
2] |oppertunity to carn a lot of ¢) include a rhetorical question e.g. /s if true that a dog is man's best friend?
maoncy
3| | models must constantly watch
what they eat 9 Read the extracts below and say which are beginnings and which are
4] |no privacy endings. Then identify which writing technique(s) has/have been
used in each.
Justifications

e
e e

a expected to stay thin so that they
look good all the time

b designers and fashion magazines are
willing to pay high fees for popular
models

¢ reporters are always chasing them

d models usually travel to interesting
places and often meet famous people

b} Use linking words/phrases T Y. 4
to complete the main body A L R

paragraphs below. b A Do you fancy yourself as a handyman or handywoman? For people who are

S — good with their hands, home decorating is certainly an option. With the wide

gl mgﬁc"m range of materials available in the shops, and the increasingly high cost of

' ‘ ¢ professional decorating, the trend is tawards DIY. So what are the advantages
""""" | and disadvantages of 'do it yourself'? —

............ B To sum up, although there are many points against being a reporter, | believe
there are certainly aspects in favour of it. Besides, as John Hersey once said,
“Journalism allows its readers fo witness history.”

On the other hand, many people
believe that a career in modelling

also has drawbacks,

[—

¢ More and more couples today choose to have only one chid. Most of us
imagine that being an only child must be teribly lonely, but is that really the
case? Having no brothers or sisters has both advantages and disadvantages.

e ——

"D Al things considered, | believe that there are more dilsadvaqtag&s than
advantages to dieting. Perhaps that was why writer andl journalist Eeu[lr&n,r
Cannon belived that “Dieting makes you fal.” After all if you gat senﬁﬂ;-le.
well-balanced meals and keep fit and active, you are more likely to stay slim.

......................................

8
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10 a) Read the topic sentences and think of appropriate supporting 11 Read the topic sentences, then

ones, The prompts below will help vou, write appropriate supporting
. . r . ones. Join the sentences with
1 There are certain drawbacks to being a [ appropriate linking words
: hrases in order to write a
o have to study all their ives in order Eﬂmplm ik
to keep up with the latest medical i
developmenis .
.
e ol . .r'-
...................................................... e ————

. =
2 Watching television has cerainly got its I There is no doubt that going on
advantages. holiday during the winter is an
| » keep up to date with current news attractive option.
I ‘ ..........................................................
L ]

3 There are many arguments against being
a famous rock star.
» never home because they fravel all
over the world giving concerts

2 On the other hand, there arc
drawbacks to being a firefighter.

b) Match the quotations to the topics above. Use the quotations to
write appropriate endings for each topic,

] | “Everybody wants to be
- famous until they are.”
Keith Richards

{musician, songwriler) e o Pt o
¢

our profession. We do our best.”

——c

“Television! "\_ A Dickson Wright / 3 There are certain disadvantages to
[¢] | Theentertainment ., (British surgeon) owning a dog.
which flows like tap water.” | =" e
\ Dennis Poiter / i

(British playwright) //
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12 a) Discuss the following ques-

L]

ap

tions in pairs.

Do many people in your country
use bicveles instead of cars?

What arc the advantages and
disadvantages of using a bicycle?
What are the differences between
cvcling in the city and in the country?
Do you think more people should
evele to work instead of using other
forms of transport? Why?

b Read the rubric and under-
line the key words, then
answer the questions.

A health and fitness magazine
has asked its readers to writa an
arlicle discussing the advantages
and disadvantages of cycling
as a form of transport. Write
your article for the magazine.

What type of essay is this?

Which of the following should not
be included in your introduction?

Tick () .
A vour opinion D

C statement about the topic D

[

In which part of the essay should
you write about the advantages and
the disadvantages of cycling?

B general remarks

D a quotation

In which paragraph can you include
your opinion about cycling?

1
2
3
4
2
b
7
8

¢ Look at the Yist of poidis below and tick 1h|::,5i-.\' points that

.shonld be incladed . jnyour article, Mark fhese:as A
fadvaniagesor D (disadvamtages), asin the exitmple.

cycling 15 an inexpensive form of transport
fumes from cars and lorries are bad for your health
there are lots of different bicveles in the shops

cycling helps you o stay fit

cycling on busy roads is not very safe

my cousins go cveling at weekends

cvcling is an environmentally-friendly way to travel
bicycles are unsuitable for long journeys

L RL LS L [B]

d) Match the relevant points from above to the justifications below.
Then, make seniences using appropriate linking words/phrases.

A itis a good form of exercise, particularly for the legs, heart and lungs

mmOone

it does not create air pollution

you do not have 1o spend money on things such as petrol or costly repairs
drivers do not always give way to cyclists

there is a limit to the distance a cyclist can reasonably travel in one day
in some cities the fumes are so bad that cyclists have to wear masks to

protect them from pollution

13 Use your answers from Ex. 12 to write your article on the advantages
and disadvaniages of cycling as a means of transport (120= %0
words). You can use the text in Ex. 3a as a model.

8]



lmT &[] Opinion Essays

-

Listen to a discussion about free healthcare and match the viewpoints with the
reasons. Then, say which points you agree with and which ones you disagree with.

A free healthcare is a basic human [ ]
right |

B people who can afford it should [ ]
pay for their treatment

1 people would learn (o have healthier
lifestyles, so fewer people would be ll

2 everyone deserves free medical
treatment when they are ill

C  more time and money should be
spent on health education

3 more money could be spent on
treating those who really need it

Oipinion essays are discursive essays in which you present your personal opinion on a

particular topic. Your opinion must be stated clearly and supported by justifications. You

should also present the opposing viewpaint(s) in a separate paragraph.

An opinion essay should consist of:

a) an introduction, in which you introduce the subject and state your opinion clearly,

b) amaln body, consisting of two or more paragraphs (each presenting a separate
viewpoint supported by reasons/examples), including a paragraph giving the opposing
viewpoint supported by reasons/examples; and

¢} aconclusion, in which you restate your opinion using different words.

®  You normally use present tenses in this type of writing, and phrases such as | believe,
In my apinion, | think, It seems fo me thal, | strongly disagree with, ele 1o express your
opinion. You should list your viewpoinis with Firstly, Furthermore, Moreover, Also, elc,
and infroduce the opposing viewpoint using Howevar, Cin the other hand, efc.

® Opinion essays are normally written in a formal style, therefore you should avoid
using colloguial expressions, short forms or personal examples. You can find this type
of writing in the form of an aricke in newspapers, magazines, elc.

2 Read the rubric and underline the key words, then answer the questions.

You have had a class discussion about the fellowing statement.
English and Maths ara mare imporiani subjects than Arf and Music.
Mow your teacher has asked you to write an essay giving your opinion and reasons to
support your view{s).
1 Who is going to read your essay?
2 Should you use colloguial expressions and short forms? Why (not)?
3 What does the statement in the rubric mean? Tick (#)
A Ar and Music are easier than English and Maths.
B Art and Music are not as important as English and Maths,
4 Which of the following should vou include in your essay? Tick (/).
A reasons why Art and Music can be boring
B your views about whether English and Maths are important
C reasons or examples (o support your views
D opposing views and supporting arguments

00

(101000

Paragraph 1

introduce the subject ond
state your opinion clearly

Main Body

FErEEEERERESRRRRER

Paragraph 2

first viewpoint
and reasons/exaomples

Paragraph 3*

second viewpoin!
ond regsons/examples

Paragraph 4*

opposing viewpoint
and reasons/exomples

Conclusion

SEaESaeSE agESaeE®

Final Paragraph

restale your opinion, Using
different words

* The number of parographs
in the main body depends
on the number of view-
ppaints inciuged
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fow

Which of the four subjects mentioned in the rubric do/did you study at
school? Which is/was your favourite, and why?

6 What are the benefits of studying these subjects? Use the notes to
complete the table. You can add further ideas of your own,

tools to deal with everyday matters  provide well-rounded education

help you communicate clearly necessary in order to find a job
7 L
- = . -
=English/ /-, AR -
Maths Fusic

Do you agree or disagree with the statement in the rubric? Give reasons,

3 a) Read the essay and label the paragraphs with the headings below.

o second viewpoint & examples * subject & opinion
® restale opinion * appasing viewpoint(s)
& first viewpaoint & examples

English and Maths are more important subjects than Art and Music

Isn't it unfortunate that in today's society there are so
many people who cannot read, write or even do
arithmetic? | strongly believe that, although subjects such s
as Art and Music are important, English and Maths are the
mast fundamental part of our education.

In the first place, when you know how to read, write
and do simple calculations, you have the tools required in
order to deal with everyday matters. For example, being
able to read and write can help you communicate and
express yourself clearly. Moreover, you need basic maths
for such daily chores as doing your shopping, paying your
bills and managing your money.

Para1

Irnhrent! i o

Para 2

Furthermore, it is essential to have a good knowledge of Para 3
English and Maths in order to find even the simplest job.
Reading, writing and mathematical skills are the minimum
requirements that most employers demand.

On the other hand, it can be argued that Art and Music
are just as significant as English and Maths. For instance, Para 4
learning how to draw or play an instrument can introduce
a child to a whole new world. In addition to this, subjects
such as Art and Music can provide children with a well-
rounded education rather than just basic skills.,

All things considered, though, it seems to me that Para 5
English and Maths are vital subjects. Without learning to
read, write or do arithmetic, people may have difficulties
coping with even the simplest tasks in daily life.

Main Bady

Gone lklon

b} Read the essay again and underline
the viewpoints the writer mentions.
What reasons/examples are given
to support each viewpoint? What
linking words/ phrases are used (o
introduce the writer's viewpoints and
the opposing viewpoint? What is the
writer's opinion? Do you agree or
disagree with this opinion?

89
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4 Use the linking words/phrases from the list below to fill in the table

that follows, as in the example.

in the first place, also, for example, to sum up, moreover, firstly, although,
i begin with, all things considered, such as, therefore, on the other hared,
however, apart from this, in other words, in pariicular, for instance, in
addition, because, taking everything into account, furthenmore, for one

thing, since, lastly, secondly, nonetheless, while

1 To list points:

2 To add more points:

T

viewpoints:

4 Tointroduce

examples/reasons:

5 To conclude:

5 Read the extracts and replace the linking words/phrases with suitable

in the first place, ...

To mtroduce opposing

B 1) All in all, | don't believe that
theatre is an outdated form of
entertainmant, 2) since new ideas
are often presented on the stage.
3) While television may be more
convenient, it is theatre that offers
quality entertainment.

{ | e - -
..... —< }v&

6 Underline the correct word
phrase, as in the example.

SRR EEE R A A R FE BN ERRRR A

1 Itis argued/One reason that testins
new drugs on animals is necessan

before giving them to humans,
2 In my view, we can all do something

to protect the environment. For

example/In addition, we can recycls

ones from Ex. 4. Which paragraph is each extract lrom?

A 1) On the other hand, computers
save us time and energy and make
our daily lives easier. 2) For one
thing, most of s are grateful to be
able to withdraw maney from cash
machines rather than wait in long
Queues inside the bank. 3) What is
more, computers have made many

newspapers and magazines.

3 Taking holidays abroad is usually no
more expensive than taking them i
vour own country, What is more
However, it gives you the opportu-
nity to experience other cultures.

4 Secondly/Especially, regular exercie
helps you to stay in good health.

5 On the other hand, it can be argued
that what individuals do to protec
the environment makes very littk
difference, in particular/since i1 -
faciorics and power stations which
create the most pollution.

e

[
,F:E!::: ;‘; S{{Tﬁqaf?s':: by doing | Each main body paragraph should
tiring and tim © past were r start with a topic sentence which clearly
E-consuming. f states the main idea of the paragraph.
i This should be followed by appropriate
— supporting sentences which justify

thi main idea and/or give examples.
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7 Read the extract below and
answer the following questions.

On the other hand, there are certain
disadvantages to having your own car,
Firstly, cars have to be maintained and
repaired on a regular basis. Therefore,
vou need to spend a considerable
amount of money to keep the car in
good condition. Moreover, driving can
sometimes be extremely stressful. For
example, being caught in a traffic jam
i= mot only umilating but also time-
consuming.

a) What is the main idea of the para-
graph? Which sentence is it in?

b) What supporting sentences docs
the writer give?

¢) Which linking words/phrases has
the writer used? Suggest other
suitable words/phrases  which
could replace these.

8 Read the topic sentences and
suggest suitable supporting
Ones.

1 Television may have a harmful
effect on young people.

ERETT] (EEEEReNT PEEEE

2 Looking after a pet from an carly
age develops a person’s character,

Life in a large city is very interesting.

fa

|||||||||||||||||||||||

..........

Useful expressions for giving opinions

e | believe/think/feel (that) ...
I strongly believe ...
& In my opinion/view, ...
e The way I seeit, ...
» 1t scems/appears to me {that) ...
¢ To my mind, ...
¢ [ (do not) agree that/with ...

& My opinion is that ...
o As faras | am concerned, ...
o | (completely) agree thatwith ..
I (strongly) disagree thatiwith ...
# | am totally against ..
e [ couldn't agree more thavwith ...
I couldn’t disagree more that/with ...

9 Use the prompts below to write sentences, as in the example.

1 we (help/elderly their lives be easier
e.g I strongly believe that we should help the elderly. If we were to do
this, then their lives would be easier.
2 all students / learn / foreign language =53 have better carcer
opportunities

saeREEERE Bives Phieaee

10 Use appropriate expressions to expand the prompts below to make
sentences expressing an opinion, as in the example.

1 inorder 1o/ protect [ environment [ people [ stop use [ plastic bags
It seems to me thai, in arder to protect the environment, people should stop
using plastic bags.

2 spending money [ set up [ space stations [ be [ completely / unjustified

chemical fertilizers

9]
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11 a) Read the sentences below. 12 a) Imagine vou have had a class discussion about the following

Then, use appropriate words/ question: “Should more people give up meat and become
expressions fo give your vegetarians?” Read the viewpoints (1-5) and match them to the
opinion, as in the example. reasons (A-E), as in the example.

1 A part-time job is the best option for
someone who 15 a working parent.
1 completely agree that a part-time job

1 Eating meat is bad foryou [B] 4 Meat is an essential part of our
diet; we cannot do without it [_]

is the best option for someone who is 2 There arc many healthy and 5 Vegetarian food is often

a working parent. tasty alternatives available [ boring and tasteless ]
2 Package holidays are ideal for people 3 Eating meat is cruel to

who do not like to travel alone. animals

~
— D" Animals are
i Soya beans kept in terrible
and lentils are 7 conditions just so
delicious and are good | ¥ & & they can be killed
: ' and eaten.

3 Becoming more aware of
cnvironmental concerns is the only
way 1o help save our planel.

It has
been linked to heart
disease and even
.. cancer. ‘B

There aren’t g
many vegelarian
dishes that actually ,
taste nice.

4 Educational standards in private ' “Im
schools are usually higher than -
those in state schools. ML‘W"
us with the protein
and vitamins that we

...... C need.
5 Boxing is an extremely violent sport b) Read the viewpoints again and say which you agree with and
and should be banned. which vou disagree with. Make sentences using appropriate
......... " linking words/phrases.

¢} Complete the paris of the essay below, using vour answers from
paris a) and b) as well as vour own ideas.

Nowadays, we are ofien told what we should or should not eat. However, |
personally believe ....... e TR SN

To begin with, .........

In AdAIHON, oiiiimscinmsmssniinns

On the other hand, ..o i R
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13 Read the extracts below and say which are beginnings and which are
endings, Which writing techniques have been vsed in cach?

A addressing the reader directly
B asking a rhetorical question
C using direct speech/a quotation

of more and more violence at sports events because
¢s. Don't you think that the

ould be to teach people

" 1 Every day we hear ]

1 fans become enraged when their team los

" most effective way to control such incidents w
how to handle defeat?

e I put

e e e i

2 To sum up, competition has a negative effect on children, as the only |
_| thing that really matters is winning. Imagine how you would feel if you

were always expected to be the best. [
"\—__.—.—Hﬂ——_—_—l-_-\—l-—-—-l‘-._
In conclusion, 1 strongly believe that

1 . .
31 taking part in sports is more '
'] " - a Fi ! g : I
—| Important I1h?n victory itself. After all, as our coach always says, winnin
15 Just “the icing on the cake,” - *

J

recent years! For

i laced on winning increased n _
=il However, | believe

| many people, this scems 10 be the main aim of sport. He
. aki i i than winning.
that simply taking part I.‘L‘_fﬂ_l‘ more |mpnrtanfﬁ an winning o

14 Read the rubric and underline the key words, then answer
the questions.
You have had a class discussion about the following statement:
Fast food is a good altemative to cooking for yourseif,

Mow your teacher has asked you to write an essay expressing your opinion
and giving reasons for your point of view.

1 What does the statement in the rubric mean?
A Fast food is cheap, delicious and good for you.
B Fast food is a good solution for those who have no time to cook.
C  Cooking is easier than ordering takeaway.
2 Which points must you include in the essay?
A your opinion B your friend’s opinion
C reasons to justify your points of view

3 Which style is nor suitable for this cssay — formal or informal?

15 a) Read the rubric in Ex, 14 again and match the viewpoints (A - C)
to their reasons/examples (1 - 6). There are two justifications for
each viewpoini.

| Viewpoints

A fast food easy solution

for people with busy

livies M
B fast food unhealthy 1]
C  fast food expensive

for consumer and

environment I N

: | Reasons [ Examples i

I| 1 high in fat and salt; not fresh
| 2 packaging non-biodegradable,
- damages environment
3 many ingredients are genetically
modified
4 ordering fast food saves time and
energy
5 people who work long hours can
pick up phone and order takeaway
6 money spent on fast food for a
week is enough to buy groceries for
two weeks

b} Which of the viewpoints
agree with the statement in
the rubric? Which disagrec?

¢} Use the notes in part a) to
talk about fast food, as in
the example.
eg. In the first place, fasi food s ven
unhealihy. .

16 Read the rubric in Ex. 14 again,
then write your essay (120 - 180
words). Use your answers from
Ex. 14 and your notes from Ex.
15 to help you. You can use the
essay in Ex. 1 as a model.
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ﬂ"”h Providing So_luliuns {0 Problems

1 Look at the pictures and answer the questions.
a) Which of the following is shown in each picture?
1} air pollution ...
2) heavytraffic = .. A
3) rubbish
b} Do any of these problems exist in your town/city?
¢} Can you think of any solutions to these problems?

E=says providing solulions to problems are pieces of writing in which you discuss
a problem and its causes as well as the expected results o consequances of your
suggestions. An essay providing solutions to problems should consist of:
a) an introduction in which you sfate Ihe problem and/or what has caused it;
b} a maln body which consists of two or more paragraphs presenting
suggestions and their resulis/consequences. You should start a new
paragraph for each suggestion and its resulls/consequences; and
¢) a conclusion in which you summarise your opinion.
*  Essays providing solutions 1o problems are normally written in a formal or
semi-formal style, depending on who is going to read them and where
they are published. They are usually found in newspapers and magazines.

2 Read the rubric and underline the key words, then answer the questions.

A local newspaper has asked s readers to wrte articles entitled
"How can we make our cify a beiter place fo live?" Write your article
suggesting ways to improve your city,

I Who is going to read your article?

2 Look at the problems (1-3) and match them to the solutions (a-¢), Which
of these problems do vou think is the most/least serious? Can you think of
any more problems and solutions?

PROBLEMS SOLUTIONS
(11 ] air pollution a provide more litter bins
[21 ] heavy traffic b move factories out of the city
(3T nowhere for people to walk ¢ encourage people to use public
[4 T | nowhere for children to play transport
(51 1 litter d build more parks and playgrounds

e build wider pavements

3 Match the solutions above 1o cach of the resulis below. Then talk about
the solutions and their results, as in the examples.

RESULTS

there would be fewer cars on the roads

the streets would be cleaner

the air would no longer be dangerous to breathe
children would have somewhere safe to play
people would be able to move around more easily

ZEEEE

Introduction

FEaFESESEESEEEEEEEEE

Paragraph 1

state the problemis) and/
or the causels)

Main Body

Paragraphs 2-4*

suggestions and
results/consequences

Conclusion

LR R RN RN L RN NN NN

Final Paragraph

summarise your opinion

* The number of main
body paragraphs depends
on the number of
suggestions you wand o
micke. |

e.g. If people were encouraged to tise
public transport, there would be
fewer cars on the roads.

We should provide more litter
bins. If we did this, the streers
wertdled be cleaner.
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Unit 14b Providing Solutions o Problems

How can we make

Imbroduction

Main Body

Conchuslen

Tk Bk =

3 ) Read the article and Iabel each paragraph with the headings below.

® second suggestion & resulisiconsequences #®  siate the problem

& SITINANSE VOur opinion

our city
a better place

to live?

by JenniFer Miller

& ihird suggestion &
® first suggestion & results/consequences restilts/consequences

Heavy traffic, air pollution and litter are among the
most serious problems modern cities face nowadays,
Ours is no exception. What can we do, then, to help
make our city more pleasing 10 ils residenis?

First of all, it would be a good idea to encourage
people to use public transport instead of their cars,
especially when commuting to work. The result would be
fewer cars on the roads, and therefore fewer traffic jams.

Secondly, sieps should be taken in order to solve the
problem of air pollution. The situation could be
improved if factories were moved out of the city. If this
happened, the air would not be so polluted.

Finally, efforts should be made to make our city a
cleaner and healthier place to live. A useful suggestion
would be to put more litter bins in the streets. 1 this was
done, people would stop dropping their rubbish on the
ground, and our city would be cleaner.

There are many ways to make our city a better place
o live, Adopting some of these measures would
defimtely resuli in better conditions lor everyone.

b) Read the article again and answer the questions.

Para 1

Para 3

Para &4

What style has the writer used? Why? Give some examples.

What are the writer's suggestions and their results?

Which words/phrases has the writer used to introduce each of her

suggestions?

Which writing technique has the writer used in her introduction? What

other technigue(s) could be used?

E & 8 @

/ﬁ;NL VOCABULARY

To make suggestions:

A useful suggestion would be to ..
Another solution ...

o COU e solved by ...
Steps/Measures should be taken
in order to solve/deal with ...
Another way fo ... isfwould be fo ...
The situation could be improved if
It would e a good idea o ...

It would help if you/we/etc ...

To present results and
consequences:

This would ...

Then ...

By doing this, you/wefete would
Iif... .., the result would be

The effecticonsequancs result of
. Would be ..,

In this way, ..
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—

4 Read the sentences and use the words/phrases in brackets to fill in 6 Use topic sentences (A-D) o
the blanks, as in the example, complete the paragraphs(1-4).

1 More people should recycle paper. ...
........... . would be that fewer trees '-lmultl
have to be cut duwn {As a result. The result of this)
2 According to many people, burglaries have increased recently ...
.. that more and more

pmple cannot I'nd a Job. ulue to tln: Fact, h-emusn:]l
3 If we used cars which run on lead-free petrol L R
.. there would be less pollution. (so thai, it is certain that)
4 "I"v’ programmes with violent scenes should be shown late at night ...

----------------------- L»hi[dfﬂ'n i]ﬂ not wﬂlch |h'.‘-'|'|'l EI Tu b.e_-gin withh mti_r,ed mﬁp}f
(so that, in order to) * could join a social club.
5 Nuclear power plants should be closed down oo . The problem of noise pollution
........ ... prevent the risk of an accident. could be solved by having cars and
(so that, in order to) motorbikes checked on a regular
basis.

It would be a good idea for
students to scck the advice of

5 a) Read the title below and
career counsellors,

then match the suggestions

to their corresponding resulis. D] A useful suggestion would be to
s¢t up more national parks for
endangered species.
"How to
avoid stress L —
Far e ST T —— .
before exams : In this way, they would get
professional advice and be less
g likely to make a wrong career
Suggestions Results decision. Also, students would
1 Take regular breaks. A be healthy and able to concentrate become fully aware of Al
: opportunitics available in the
2 Etlld}' With d rn'ﬂm:l. B Wﬂfk bﬁ-‘ mare ﬂrgﬂ“lﬁ-ﬂd labour market.
3 Eat properly and get C mind be clear and study time be
enough sleep. more productive 2
4 Make a study plan. D can discuss any difficulties that come up T
It would also be a good tdea En
2 PO : . them to take up a hobby. By doing
b) Using appropriate linking words/phrases write sentences, as in this, they would have the opportunity
the example. : -
to meet people and also de
I=C A useful suggestion would be 1o take regular breaks. As a result, your something productive with their
mind would be clear and your study time would be more productive. time,



languagedownload.ir

Unit 14b Providing Solutions to Problems

Another solution would be to introduce high fines for motorists whose
vehicles cause excessive noise. As a result, the number of cars and
motorbikes which disturb the peace would decrease.

Animals living in a protected
environment have a much better
., ¢chance of survival. Moreover, national
_~ parks could provide programmes to
help the animals breed.

T Use the prompts below and appropriate linking words/phrases to write
supporting sentences for the paragraphs that follow, as in the example.

A * keep/ outside of / house | well-lit / at night |
| o install / alarm system
o avoid / making / house / look | glamorous I
To begin with we should make sure that our houses are not burglar friendly.
For example a useful suggestion would be to keep the outside of the house well-lit
at night. o o s R

B e working out / three times / week / definitely
I'help [lose / weight / keep fit
® follow / healthy diet / stop / eat / junk food

C o use/environmentally-friendly products / help reduce / water pollution
o plant more trees / so that / there / be / more oxygen / fewer floods
A e Tk
Finally, steps should be taken to help save our planet. ...............

R LT PP PR R PP PR

| D * putup/signs/inform / public /if / they /
litter | they / be fined
® organise / clean-up days / once a week

A uselul suggestion to keep our beaches
= clean would be to provide plenty of rubbish bins
W% along them. ...

8 Read the rubric and underline
the key words, then answer the
questions,

An educational magazine has
asked its readers to submit
articles discussing violence on
TV and ways to stop this
having negative effects on
young people.

1 How many hours of TV do you watch

every day? Do vou watch violent
programmes on TV? In what ways
do you think they are harmful?
Which of the following suggestions
would you make? Tick (V).
A throw out your TV set B
B complain to your local TV station
about unacceptable programmes
and the hours they are shown| |
C rent action-packed videos for
your children to watch. ]
D look at the TV guide and choose
programmes which are suitable
for children
E puta TV set in their
bedroom ]

3 Now match the suggestions (A-E)

to their results below.
i1 your children would watch
only educational and non-
violent programmes
(21 ] TV stations could be
convinced to air certain
programmes late at night.

4 In which paragraph should you

state what the problem is? What
useful vocabulary could you use to
introduce suggestions? In which
paragraph should you summarise
your opinion?

9 Read the rubric in Ex. 8 again
and write your article (120-180
words). Use your answers from
Ex. 8 to help vou. Use the
article in Ex. 3a as a model, g]



“mr 40 Lefters fo the Editor

I Look at the pictures and answer the questions.

a)  What's the oldest/most beautiful building in your town/city?

b) How would you feel if it was torn down to have a modern block
of offices built in its place?

¢) I you wanted other residents to know what your views are,
would you write: a narrative? a news report? a letter to the editor

of a local newspaper?

Letters 1o the editor of a newspaper or magazine are written whan you want to
eXpress your opinion about a topic that is of interest to the general public, to show
your agreement or disagreamant or 1o discuss a problem and suggest solutions,

Letters to the editor should consist of:

a) an introduction in which you clearly give the reason for writing and your opinion
about the topic;
Note: If your letter is written in reply to another letter or aricle you should also
mention where and when you read it, as well as the name of the person who wrote
it.

b) a main body in which you present the problems and their consequences or
suggestions and resulls in separate paragraphs ;

¢) aconclusion in which you summarise your opinion or restate it using different

words.
» Letters to the editor are sually written in a formal or semi-formal style, Introduction
Paragraph 1
regson for wrifing and
2 Read the rubric and underline the key words, then answer the questions. your opinion

The local council of the town you live in has decided to build a large shopping | Main
centre. Write a letter to the editor of the local newspaper expressing your P e R

views on this matter. Paragraphs 2-3*
I Who is going to read vour letter? problems and
o 3 ol : cOnsequences or
2 What is the reason for writing the letier’ suggestions and results
3 How would you begin and end your letter? Why? Cinckists
4 a) Is there a shopping centre in your town? What can you buy there? Is it popular "ﬂi’l.t_l:lf. _l'! Saaaant
with shoppers? Final Paragraph

b) Which of the following problems can a shopping centre cause? Tick (v).
summarise/restate your

noise pollution [ | heavy traffic | | litter in the streets | | sea pollution| | el

¢) Would you like a new shopping centre near your house? What would be the
advantages or disadvantages? Think about: crowded streets; convenience: * The number of main

noise/air pollution; variety of shops: traffic: smaller shops closing down: how the body paragraphs
arca will change; etc m h:ﬂ:rjbﬁpendlng
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Introduction

Main Body

Conclusion

Main Body

3 a) Read the letter below and label the
paragaphs with these headings:

® secand problem and
COMSEGUENCES

® reason for writing and -.':;:" »
apinion T

® swmmary of opinion

® first problen and
CONSCQUENCEs

Dear SirMadam,

I am writing about Trent Council’s decision to build a large ~ Para 1
shopping centre in our town. I strongly disagree with this oo
decision and | believe it will have negative effects on the town. -
Firstly, a shopping centre will turn Trent from a quiet.

peaceful neighbourhood into a busy shopping area. Obviously, Paa2
there will be an increase in the amount of traffic and the oo
number of people coming into town, As a result, we will suffer
from both air and noise pollution.

Secondly, the appearance of our town will change a3

completely. In order for the shopping centre to be built,
some of our oldest and most beautiful buildings will have to
be torn down. Therefore, Trent's surroundings as well as its
character will be destroyed.

To sum up, 1 am totally opposed to the Council's decision as Para 4

I believe it will be disastrous for Trent. Consequently, | hope  ovvevvernnnnns
that the council will reconsider its decision. e

Yours faithfully,
Mary Swanson

b) Does the writer agree or disagree with the local council’s decision?

4 Read the letter again and complete the table that follows. Then make
sentences, as in the example.

Problems Consequences
; ® jncrease inamount of traffic =3 .
< and number of people
- ]
E -

2.8, The amount of raffic and number of people will increase. As a result, we

will ...

c.g

USEFUL EXPRESSIONS AND
LINKING WORDS/PHRASES

To begin your letter: | am wrifing to
express my approval/disapproval
offsupport for _..; | am writing with
regard to ..., | am writing about ..., |
have just read a ... in your ... about
iy BIC

To state your opinion; In my opinion
«.; | {do not) feelfbelieve/ think ...; |
am (totally) opposed to/in favour of
... | strongly agree/disagree with ...,
gle

To express consequences/resulls:
This will/would mean ...; Then ...;
Theretore .... Consequently ... As a
result ...; Il we do/did this ...;
Obviously ...; Clearly ...; etc

To list your points: Firstly ...; First of
all ...; Secondly ...; Furthermore ...;
What is more ..., Lastly ...; Finally ...
efc

To end your letter: | hope my
comments/suggestions/etc will be
taksn into consideration ... | hops
the government/local council/we
will ...; | hope something will be
done about this urgently, ete

5 Read the letter in Ex. 3a again
and underline the words/
phrases the writer has used
which also appear in the table
above, Then, replace those
words/phrases with suitable
alternatives, as in the example.

with regard to
I strongly disagree with = | am

opposed 10
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6 Use the prompts below Lo write full sentences, as in the examples.

1 opmion, / need [ build / more schools.

I my opinion, we need to build more schools.
2 1/ strongly believe / driving test / make / more difficult.

I strongly believe that the driving test should be made more difficid.
3 1/ opposed / construction [ new motorway

4 furthermore, / council / provide / more sports centres

................

....................

8 1/believe /new library [ be | excellent idea

9 1/hope [ comments / take / consideration

...... 4N AR B T e

7 First match the beginnings with their endings and then answer the
questions that follow.

BEGINNINGS:

1 am writing in reply fn a letter | read in your magagine, | strangly disagree with the views of
the writer about cyclists. Being a cyclist miyself, | know how thoughtiess car drivers can be

2 | am wiiting about the recycling plant to be bullt in our town. To miy mind, it's high time we

did something o help cur environment.

e ENDINGS

A Tosumup, | have to stale that | am in 12l i
afreement with the council's decisia
pa N fo buikd

B In conclusion, it fs my opifion that motorsts should be more considerats. After 1, they (&
nol the only ones on the roads.

100

a What is the reason for writing cach
letter?

b What is the writer's opinion in each
case?

8 Read the suggestions below and
match them to their results.
Then, make sentences using
appropriate linking words/
phrases and expressions, as in
the example.

SUGGESTIONS

companies have flexible
working schedules

[27 ] all shops open from 10 am to
9 pm during the week
pedestrians always use zebra
CTOSSINgS

4| | all blocks of flats have security
ouards

[5] ] airport built 20 km away from
city centre

[61 | the newspaper have weekly
supplement on cultural
happenings in fown

RESULTS
avoid the risk of being hit by

motorisis

[B] tenants protected on a 24-hour basis

[C] employees be able to choose the
hours that suit them

[D] residents will not be affected by air
traflic

'E/ people be better informed and
have the opportunity to book
tickets in advance

[F] working people will not be restricted
as to when to do their shopping

eg I=C
In my opinion all companies should
have flexible working schedwles. This
would mean that employees would be
able to choose the hors that suit them.
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s

9 a) Read the rubric and
underline the key words,
then answer the questions.

You saw the news report
below in Monday's edition of
the Rosemary Telegraph and
have decided to wrile a letter
to the editor making
suggestions on how to make
the park more appealing.

Late last night the
local council finally
decided in favour of
making Rosemary Park
more appealing to the
city's residents. After a
month of discussions, the
council agreed to spend
more than £30,000 on
improving it. The council
plans to complete work
on the park by next

I Who is going to read your Jetter? 3 How would you begin and end
2 What is vour reason for writing your letter?
the letter?

by Match the facilities in column A to their functions in column B,
Then, ask and answer questions, as in the example,

Column A Column B

I asnack bar A bring vour own food and have a picnic
2 drinking fountains B wash your hands, change babies’ nappies, etc
3 swings, sandboxes, etc C haf.re a drink wi_:enwcr vou are lhirﬁ.l}'

s D enjoy a cool drink and have something
4 p:cnt_c tables _ light to eat
5 public lavatories E not drop rubbish on ground
6 litter bins F children can play safely and have fun

1=D A: Doyou think the park should have a snack bar?

B: Yes, I do. Then we would be able to enjoy a cool drink and have
something light to eat.

¢) What else do you think a park should have?

10 Read the rubric in Ex. 9 and the news report again and write vour

letter (120-180 words), Use vour answers from Ex. 9 to help vou. Use
the letter in Ex. 3 as a model.



Wlﬁﬁ Assessment and Proposal Reporis

B2 1 You will hear a discussion about a health farm. Read the questionnaire below,
then listen to the cassette and tick (v') the correct boxes, Listen again to fill in
the missing information. Finally, use the table to talk about the health farm.

TR S TR T O

Excellent Good Average Poor
4 i g4 % g = g ¥ b i 4 o

Location L] [] [] []
conly an hour flom .........cocoerermrmmme e o (8 RRQrest station twenty minutes away |
|

Facilities [] ] ] ] F

wnsssrmnesssinee GOURS, Deautiful large bedrooms, @ SWIMMING ..o i
| Treatments J ] ] ] 1§
8 MANY ON OFEL. o.vovrussissimmssasmmsssismssssssmassssssssssnssnsasssssssssssasensmssenisnsees GHOICER, Gl wonderful §

Food L] ] ] L] §

ThET ... ereerereenes OTH BOStEless, but low in fotandveny ...

General Comments

Oaklands’ facilities very .. . an excellent .. R STy

treatments available; fnnd rnlher wiviieiirinene. = the menu could be improved b

Reports are normally written for someona in authority (e.g. your employer, the local
council, the head of a commitlee, eic) and contain factual informalion.

FEEFIO TR AW

Assessment reports present and evaluate the positive and negalive qualities of a parson Paragraph 1: '
fi.e. an employee) or a building/place (i.e. a hotel, a restaurant, a shop, a cinema complex, state the purpose and
elc) in order to make a judgement or recommendation about them. content of your report
Propasal reporis present suggesfions, plans or decisions about future aclions. ]
Reports should consist of: H‘! _3_0_‘_"!_ Lo W i
a) an introduction in which you state the purpose and content of the report;
b) a main body in which you present each topic in detail under suitable subheadings. Paragraphs 2-5*: _
(these headings introduce the topic of the paragraphs, 50 you do not need lo starl summarise each point undes
each paragraph wilh a topic sentence); suitoble SmemrQS
c¢) aconclusion which summarises the information from the main body and states |Assessment: posifive ond
your general assessment and/or recommendation. negative points
* Reporis are written in a lormal, impersonal style. You should use faclual language, Proposal: ]
passive voice and full verb forms. You should also write fairly short sentences to suggestions/ |
help your reader pick out the information easily. Present tenses are normally used recommendations]
for assessment reports. Past tenses can be used for reports related to past events.
Modals, conditionals or would are normally used for proposal reports. Conclusion :
* You should always begin your report by stating who the report is addressed to and B, sl '
what their position is, the writer's name and position, what the report is about and Final Paragraph:
the date. general assessment and/or
recommendation
e.g. To: Thomas Prescot, Chairman of Council
From:  Mary Scofl, Senior Manager * The number of main body |
Subject: Big Screen Cinema Complex parographs may vary
Date:  3rd Juns, 20... depending on the rubric

102
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Read the rubric and underline
the key words, then answer the
questions,

You are an assistant manager
for an international publishing
company which is producing a
tourist guide to restaurants in
your country. The manager of
your company has asked you
to assess a restaurant in your
area to see if it is suitable for
tourists on a tight budget. Write
your report, describing the
restaurant’s food, service, prices
and atmosphere.

What is the aim of this report? What

type of report should you write?

L S ]

Who is going to rcad your report?
What is your position, according to

the rubric?

A
B
C

manager of the company
assistant manager
reporier

4 What does “tourisis on a tight
budget”™ mean?

5 Which of the following must be
included in the report? Tick ().

A

EEE S

=Eo

size of restaurant |
location of your town ]
quality of food ]
what the atmosphere is like [
what the service is like L]
good and bad points of the
restaurant

location of restaurant
high/low prices

opening hours

Hininpn

6 What style should you use? What
are the main characteristics of this
style?

7 Answer the following questions.

How often do you eat out? What
is your favourite restaurant?
How much do you usually spend
when you eat out?

Intreduction

Main Body

Conclusion

b Use the adjectives below to describe the food, the service, the prices
and the atmosphere in a restaurant, as in the example.
delicious, expensive, relaxing, disgusting, noisy, slow, reasonable, efficient
e.g The food in ... is delicious.

3 a) Read the report below and underline the correct word(s) in bold.
Then, use the subheadings from the list to Gl in the blanks.

* Food * Atmosphere *  Recommendation
® Service ® Prices o Introduction

To: Mr A J Williams,
Manager,
Burton Pullishing
From:  Milten Briggs,
Assistant Manager
Subject: Gaslights Restaurant

Date: 218t July, 20....

1
The aim of this report is to assess
the suitability of Gaslights
Restaurant for tourists on a tight
budget.

R P s e S
Gaslights serves good quality meals,

It has a wide varisty of delicious local and intemational dishes 1) as well
as/but an excellent choice of starters and desserts. The menu 2) and/also
includes a number of French specialities.

3) Nevertheless/Despite the fact that the staff at Gaslights Restaurant are
well-lrained and polite, the service can sometimes be slow. This can be a
problem when the restaurant is full,

v i i T Tl

The prices are quite reasonable. 4) Although/However, some dishes, such
as the French specialities, are rather expensive.

Gaslights has a charming and relaxing atmosphers. The background music
is pleasant 5) and/too the soft lighting creales a cosy almosphera. These
elements, combined with the modern decor, appeal to customers of all
ages.

6) All in all/Even though the service can sometimes be slow, Gaslights
offers first-class food at reasonable prices. 7) Therefore/ However, | highly
recommend this centrally-located restaurant for tourists on a tight budgst.
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—

b) Read the report again and fill in the table with the positive and negative points of Gaslights Restaurant.
Then, use the information to talk about the restaurant.
Subheadings

Positive Points Negative Points

BESEARHAEEEEE B

Service e el ettt O et 1t AT e o ot B e

Atmosphere USSR

¢ Would you recommend Gaslights Restaurant? Why(not)? b} Choose five of the following
subheadings below to maich
the extracts in part a).
4 a) Join the sentences below using appropriate linking words/
phrases, as in the example.
hewever, in addition, therefore, as, on the other hand, and, although,
altematively

[A]2] Recommendation

| B] | Decor and Atmosphere
[ €] | Location and Access
[D] ] Fees

[E[ | Facilities
Availability and Booking

G| | Food

1 Annual membership fees at the Little Dale Sports Centre are quite
reasonable. However, there are no special prices offered for students and
voung people.

2 To sum up, the local museum has interesting exhibits that will attract
schoolchildren. It i ........ccococnnisiininnes, the most suitable choice for the

school's day trip. USEFUL EXPRESSIONS

You can start a report with the

104

FRERERRRRAGAI I P ERRRRRERARS - EEERE In m qn m"-. i'lre a\ru[l- hlu
3 : the function rooms of Hotel Royale i following phrases:
for bookings throughout the year, they are often fully booked from :
: E = : The purpose/aim of this report is to
November 10 January ..o they cater for Christmas and Po

New Year parties during this peniod.

4 The restaurant offers a wide choice of dishes at a range of prices.
wessssssnnes 3 DUAFELS are available at very reasonable rates.

..... .. . there are lew vegetanan dishes.

5 The lalian Restaurant is located on the south bank of the river .veeeee

...................... is casily accessible by underground. ...+
for those who would rather use the bus, the number 397 from Central

Square passes directly in front of the restaurant.

This report was carried out to assess...
As requested, this report is to assess ...
To end your report you can use the
following phrases:

On the whole, .../To sum up, .../All in
all, .../in conclusion, ...

In spite of the (dis)acvantages, ../l would
(not) recommend ..J... i (not)
recommendad /. 5 (not) suitable for ...
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5 Read the rubric and underfine the key words, then answer the questions,

You wark for a company which is planning to hold its annual winter
excursion, The manager has asked you 1o write a report about the
suitability of the Mountain High Holel for the excursion. Write your
report, including information about rooms, faciliies, food and cost,
as well as commenting on the hotel’s good and bad points.

1 What is the aim of this report? What tvpe of report should you write?
2 Who is going to read your report?

6 a) Read the prompts below and match them to the correct subheadings.

private bathroom in each room L
cosy lounge with fireplace

no special rates for groups
with fewer than thirty people

breakfast not included in price & free sking lessons
£60 double room, £45 single ® three-star restaurant
roon * no telephones in rooms
* [imited choice of dishes for * 0 room service
vegetarians ® delicious home-made meals
* comlortable rooms with ® guesis can rent skiing
colour TV equipment

®  live music every weekend varied menu

b) Which points are positive and which are negative?
¢} Can you think of a suitable introduction?

d) Whai recommendation would you give?

7 Read the rubric in Ex. 5 again and write your report (120-180
words). Use your answers from Ex. 6 to help vou, You can use the
report in Ex. 3a) as a model.

8 Mark the statements below as T (for true) or F (for false).

In formal style we use:

1 long. sophisticated sentences | | 6 advanced vocabulary []
2 factual language [ 1 7 formal idioms and phrasal verbs ||
3 colloguial expressions ] 8 everyday vocabulary

4 formal linking words/phrases [
5 short forms

]
9 passive voice =
]

[ ] 10 impersonal language

9 The extracts below are written
in a wrong style. Read them
and replace the words/phrases
in bold with more suitable ones
from the lists.

[finally, excellent, what is more, for
example, fashionable, therefore

A Riverside Mall 15 on¢ of the mfxu
convenient centres in our city.
1) What 1 mean is, it is located near
the main bus terminal and 2) so it
is easily accessible 10 shoppers.
3) Also, there are many 4) trendy
restaurants where shoppers can
eat lunch or dinner. 5) Thu_ jlgst
thing is. there arc 6) gnnd facilities
for people with special needs.

increase the number of, the aim of
this report is

B 1) I've written this report to
recommend ways to 2) get more
foreign students at Silversmythe's
College

e

to sum up, offered, special, atiract

C 1) To cut a long story short
Photorama would 2) bring in more
customers if 3) lower prices were
4) given o those studving pl‘l_migdﬁl
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10 Read the rubric and underline
the key words, then answer the
questions,

You have a part-time job in a
bookshop that specialises in
educational publications. The
manager wants to attract young
customers to the bookshop and
has asked you to write a report
making your suggestions.

I What is the aim of this report?

2 What type of report should yOU write:
4N assessment report or a proposal
report?

3 Who is going to read vour report?

4 What would make a bookshop

popular with young people?

Choose from the list below,

A offer magazines and books of
interest to young people — e, 2.
about fashion, computers, etc

B notmore than five people allowed
i the shop at the same time

C fun items on sale, such as posters
and stickers

D brighter decor

E discounts for students

F leaflets distributed to schools

S What style should you use in your
report? What are the characteristics
of this style?

11 a) Read the report and
choose appropriate
subheadings from below
to fill in the blanks.

® Location ® Shop Interior I
* Purpose * Other Items on Sale

* Service * Types of Books 2
® Conclusion ® Discounts 3

! prices were offered to students. |

To: Elizabeth Jones, Owner, Bookworms Bookshop
From: Sarah Thompson, Shop assistant
Subject:  Aftracting young customers
Date: 4th May, 20...
A) .

The purwse cd ihls repﬂrt 15 to suggest ways to atiract more young
customers to the bookshop.

B) .

Most ul Ihe hmﬁs r:urremhr a\ravlahle are quite academic and {herefore appeal
to older customers. In order to encourage more young people to buy books,
the shop should offer magazines and books on fopics such as music, fashion
and computers.

c) .

Al umsenl lhe shun :i»ehs trar!ruunal stationery and calendars. it would be a r
good |dea to stock items designed for young people, such as school
equipment, posters, stickers, school bags and games, ‘

D) .

I}ascnunts wmuﬂ encuurage iocal sludents 0 buy their textbooks at the |
bookshop. In addition, leaflets should be given to schools and colleges 1o
make students aware of these discounts.

E) . |
The msnde nf me shup us 'n.rer:qr praln and rather old-fashioned. Young people
would be more likely to come in if the decor was modernised and the inferior |
was painted in bright colours. J

r). -

In cnn::lusmn me nmmnp wnuld attract younger customers if a wider range
of goods were stocked, the interior was made more attractive and special !

|_'_ s — e _ﬂ-

b} Answer these questions.
In which paragraph(s) does the writer mention her suggestions? Wha
arc these suggestions? o
Underline the modals used in the report.
Can you think of another way to state the purpose of the report?
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12 a) Read the rubric and
underline the key words,
then answer the questions.

You have recently started
working at a youth club. The
manager wants to make the
club more popular with 10- to
14-year-olds and has asked
you to write a report making
your suggestions. Write your
report (120-180 words).

Who is going to read your report?
What 15 the purpose of the report”
What type of report should you
wrile?

4 Should you use subheadings? What
could they be?

In which paragraph(s) should you
make vour suggestions?

Tad Nk

LT

b) Match the main points to
the suggestions. Then, make
senlences using appropriaie
linking words/phrases,

1 A | interior of Thorntree Youth
Club — not decorated in a
way that appeals to younger
children

2 youth club’s current facilities
more suitable for older
leenagers

3 | current publicity not aimed at
vounger children

: youth club not open until 7 pm
— rather late for 10- to 14-
year-olds

Sugegestions

B club open earlier
| — younger

children could go
A colourful posters there straight

put up — modern '
furnitire Bought - t fram school
would brighten up =
the club premises | =

D) organise activities
—e.qg. table tennis
mare informatian i tournaments or

Tel: 0931-829913 for

computer games —
r more fun for 10- to
[ C glve out leaflets at schools — _| 14-year-olds
- 10- to 14-year-olds would find L
| out about the club

¢) Choose suitable subheadings for the main body paragraphs of
the report. Then, match them to the main points (1-4) in part a),
as in the example.

A Facilities ¥ ] [2] D Decor

[]
B Membership 11 E Publicity [
C Opening Hours 1] F Location and Access [

LI

13 Read the rubric in Ex. 12 again and write your report (120-180
words). Use your answers from Ex. 12 to help you. You can use the
report in Ex. 11 as a model.
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INTERPRETING RUBRICS

Some rubrics do not fall neatly into a single writing type such as a description, a
report, an opinion essay, efc. Instead they require a mixture of writing types.

g.0. "... 8 letter describing a bithday party you affended ..." - this is both a letterand a
description of a celebration.

When you answer questions you should always remember to pay careful attention to
key words, which show:

» Type of writing - words/phrases such as “describe”, “give points for and against”,
“assess”, “"recommend”, etc indicate the type of writing and layout expected.

« Situation and intended reader - key words/phrases such as “you work for”, “your
feacher has asked you" et indicate who you are writing to.

» Subject - key words/phrases indicate the main subject(s) of your piece of writing —
e.g. the environment, education, a festival, a famous person, efc.

» Topics to include - most rubrics give you a lisl of the main topics lo be included —
e.q. ... Include a description of physical appearance, personal characteristics and
fifestyle ...~ this list provides you with the paragraph plan for the main body of your
piece of writing (e.g. paragraph 2 - physical appearance; paragraph 3 - personal
characteristics; paragraph 4 - ifestyle).

s Other points to include - phrases such as “and explain why", “then make suggest-
fons about”™ | “say which you prefer”, etc indicate important additional aspects that
must be included in your plece of writing.

1 Read the rubric and underline the key words, then answer the questions.

A close relative of yours got married last weekend. Your cousin, who lives in
anather city, was not able to come to the wedding., Write a letter to your
cousin, describing the wedding. Describe the whaole day, including
preparations, the ceremony ilsell and some of the people who attended.

1 What type of composition is this?
1 a) Which of the following are you asked to describe? Tick (/)

A preparations in the weeks before the celebration

4 Which of the following
should your conclusion
contain? Tick (#/):

B preparations on the morning of the celebration

C some of the people who came
A details about the

people who came D

OO 0O d

D some of the people who were unable to attend

. . B closing remarks D
E the wedding ceremony

U

C description of the
b} Inwhich part of the letter would you describe cach topic? How many paragraphs activities in the  —
would you need? evening -

3 In which paragraph should vou state your reason for writing?

1}
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2 Read the letter and label the paragraphs, then answer the

questions.
® people who attended ® actual ceremony  *  closing remarks
® preparations * opening remarks & reason for writing
Dear fris
T i ; : Para 1
| hope youre well it's a pity you couldnt
make it to Kim's wedding. We had a really
wonderful time and | thought d write to tell you
all about it. A
| went over to Kim's house at about 9am to A ey
Para 2 how/things with you¢/sorry

help her get ready and do her moke-up. When
her bouguet arrived at the house, Kim cried
because it looked so beautiful The hairdresser T
did a lovely job with Kim's hair and we managed
to get her ready in time.

Kim looked stunning as she walked down the Para 3
aisle. Jim looked great in his dark blue suit, too.
They were just the perfect match! The hymns
were lovely and a soloist sang Ave Marig It was
very touching. After they had said their vows,
they exchanged rings. Kim's mum didn't stop

you/ not. make it/Kim's
weddinal let me tell/ all about
1"

Main Body

crying throughout the whole ceremony. Parad Paragraph 1
Do you remember Mrs Peacock, Kim's red- ...
haired piano teacher? Well, she was there, ... reasonis! for wriling
wearing a funny hat — and you should have Seen ... opening remarks
Uncle Bob! rve never seen him dressed so Main Body
smartly. It certainly was a wedding to remember. PEAE || | SAtetssenlAsEese =
£ Anyway, Iris, | must go now. Take care, and | ... Paragraph 2
g hope to see you soon. )
Love, preparalions
Jess

Paragroph 3

- H 1 i L1 ” -]
1 s this formal, semi-formal or informal letter? description of fhe
2 What are the characteristics of this type of writing? Find examples in the ceremany

letter of each characteristic, Paragroph 4

3 What has been included in the introduction?
2 . G brief description of
4 Which paragraph includes a description of the people who attended? some of the people ol

5 Underline the descriptive adjectives used in the letter, then replace them the celebration

with suitable synonyms. Conclusion

FEaRaEEREREREEE L

3 Read the introduction and conclusion again, then use the prompts Final Paragraph

given to write an alternative beginning and ending to the letter. closing remarks
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* When you give your views on a 1opic, you can use linking words/phrases
to list points — e.g. To bagin with, What is more, In addition, elc
# The following linking words/phrases are useful to infroduce reasons or
justifications for your viewpoints — This means that, As a result, so,
because, Needless to say, thersfore, etc
* When you give examples (o support your viewpoints, you can introduce
these with the following linking words/phrases — for example, for
instance, such as, etc
* You can use Type 0 and Type 1 conditionals to provide examples —
e.g. Forinstance, if you are womied or upset about something, spending
time with your pef helps/can help you to forget your problems.
* You can use Type 2 conditionals {0 introduce suggestions —
e.g. If/were a faclory owner, | wouldn't poliufe the environment.
If everyone took their rubbish home with them, our baaches woulkdnt
be 50 polluted.

4 Read the rubric, underline the key words and answer the questions.

Your favourite magazine is holding a competition to find the best
article with the title “The Perfect Pet”. You should say what pet you
would like to have, giving reasons. You should also mention how you
would take care of your pet. The winning article will appear in the
magazine. Write your article for the competition (120-180 words).

Who are vou writing for?

A the editor of a newspaper
B the readers of a magazine
C pet owners

Which topics must be included in vour article? Tick (v):
reasons why your article should be chosen

your ideal pet

suggestions about how to take care of the pet
[D] ] reasons for vour choice of pet

[E] | points for and against having a pet

In which order will you present the correet topics?

§ What would your pet need? Choose
from the list below and add ideas of

Look at the pictures and say which pet vou would like to have, then give
reasons for your choice. Use the prompts below and add your own ideas.

YOUTF OWn.
- — the correct food
— make good companions — obedient ~ loys to play with
- make you feel happy — affectionate = regular exercise
— loyal - — obedience training
— easy o look afier - : — regular check-ups at the vet

= love and affection
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5 Read the article and put the verbs into the correct conditional form.
Then, answer the questions.

Y s 0

The- FerFer:t Pet F 4 =

> We often hear people say that a dol 1 is 'i;hé‘stzﬂend' which in my
opinion is true. Many animals make gond’ pets, hnt my ideal pet is a dog.

b— Ta start with, dogs make perfect pets because they are good companions.
{ A dog keeps you company and understands your moods. For example, if you
1 1) ............. [be) sad, a dog comforts you and 2) .........ccommmiimsmmsmnesins
'{nheeri you up. If you are happy, then @ dog 3) ........coveniciveriscmsmmsnrinmneens
| (respond) with playfulness.

B' In addition, dogs make the most loyal pets because they feel great

affection for their owners and like to please them. If you train your dug, it
B s bRt s (become) very obedient because it 5) ...
... (learn) to behave in the way you want it to.

B‘ What is more, dugs can be very useful. For instance, they are often used
to guard property, or to guide blind people. Even dogs who are |ust pets have
been known to alert people fo danger or fetch help in an emergency. For this

reason, a dog is a valuable addition to the family.

B 11 16) ... (have) @ dog, |7} o
(look after) it by feeding it the right food at the right time and making sure it
8) .oooooeo....... (have) plenty of eXEIEISE. 1 8) oo,
{train) it to be obedient and take it to the vet for regular check-ups. Perhaps
one of the most important things dogs need is atfection, because, like humans,
they need to feel loved,

[ Al in all, the effort needed to take good care of a dog is repaid with
companionship, loyalty and love, It is easy to see why so many people agree
that a dog really is the perfect pet.

1 What type of article is this (description, opinion, or making suggestions/

recommendations)?
2 ls it written in formal or informal style? Why has this style been used?
3 What information has been included in the introduction?

114
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1

What technique has been used to
make the introduction more
interesting?
In the writer’s opinion, what is the
perfect pet?
What reasons does the writer give
in support of this opinion?
In which paragraphs does the writer
give these reasons?
What does the writer say about
looking after the pet?
Are the main points included in
clear topic sentences? Underline
the topic sentences.
Find and underline all the linking
words/phrases in paragraphs 2-3.
Then, say which ones are used to:
A list points
B explain reasons/results
C introduce examples
Read the article again and suggest
alternative linking words.

Introduction
Paragraph 1

mention the perfect pet
and state your opinion

Paragraphs 2- 4
reasons for choice of pet
Paragraph 5

how to toke care of pet
Conclu:iun

Final Pumyruph

restate your opinion/
summarise poins




6 Look at the notes below,
Match the viewpaoints to the
reasons/examples, then use
your notes to write a main
body paragraph explaining
why goldfish wonld make ideal

1 easy to
look alter

2 don't make |:]

the hopse
unticdy

S

dre nl

look after

4 can help
you relax

[]

expensive (o

L

A research has
shown that
watching fish
can reduce stress

B their food costs
very little, and
they don’t have
to be taken to
the vet

C you only need
to feed them a
pinch of food
once a day

D unlike :.[ug;i
and cals, they
don't make a

Hevision & Exiension Seciion

CHOOSING THE CORRECT WRITING STYLE

When you answer an exam guestion, remember to sludy the key words
carefully to interpret the writing style required — e.g. a fetter lo a friend
would reguire an Informal style, whereas an anticle for @ magazine would
narmally require a semi-formal style.

¢ Informal style — chally, very personal, colloguial language (i.e.
everyday expressions, idioms, phrasal verbs and short forms)

¢« Semi-formal style — polite, respectiul but friendly lone (L.e. less col-
loguial than infermal siyle, short forms used less frequently, linking
words/phrases used to connect ideas)

» Formal style — official, business-like, polite but impersonal tone (l.e.
advanced vocabulary, frequent use of the passive, formal linking words/
phrases, no shorl forms or colloguial language, complex sentences)

7 2) Read the endings and match them (o styles A - C.
[T ] informal semi-formal ~ [€]_] formal

1 ‘To sum up. the Westfield Centre is a mn-dn:l_'n um_i weI[-l.:qmplpa::u;I

building in which a range of small and n?-:dmm-slz_ed cunfgn,_m.u
facilities arc available at competitive prices. Despite the limited
parking space, the centre is highly recommended as a venue for

company training courses. e

2 All in all, a good pen
fricnd should always
welcome your letters and
Write interesting replies.
What is more, even if you
have never met your pen
friend, they should he
someone you can always
turn to as a true friend.

——

all my news for the moment. I hope youTe

ay, that's 5
i coon and tell me all about your new p]:i.‘l:._ﬂ.“

okay — write back

b} Read the extracts again and match them to the types of writing,
letter toa friend [B] ] assessment report [C] | magazine article
¢} Use the prompts below to wrile the introduction to extract 2:

What makes a good pen friend?

*  what make/good pen friend?
s gveryone/have/different answer/this question
* some qualities/we all ook for in/pen friend

]
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8 Read the rubric, underline the key words, then answer the questions.

You recently read the following statement in a local newspaper:
"Everybody can do something to help reduce crime in
their neighbourhood.”

Write a composition, saying whether or not you agree with the

statement and making suggestions aboul how crime can be

prevented,

1 Do you agree or disagree with the statement?
2 What expressions/linking words could you use to make suggestions?

9 Read the article and replace the words in bold with formal ones
from the list below, Then answer the questions,

mare difficult, Parents, serious problem, reduce, children,
Needless to say, members of the local community

How many of us can honestly say that we live in a neighbourhood that is
not affected by erime? Crime is certainly a 1) bad thing and | agrea that
everyone can play a part in helping to reduce it. .

One way 10 prevent crime would be for people o pay more attention o
whal is going on argund them. For example, it 2) neighbours took more
natice of their surroundings and reported anything suspicious 10 the police,
fawer crimes would be committed.

Another solution would be to make it 3) a bit harder for criminals to commi
a crime. For example, we could all make sure that we locked our cars and
houses securely. Il people were more careful, it wouldn't be so easy far
criminals to braak in and sleal things.

It would also be a good idea to educate children about the dangers of
getting involved in crime. 4) Mum and dads and teachers could help, and tha
police could give talks in schools so that 5) little kids would leam about the
dangers. 6) | don't need to tell you that this would 7) cut down on the
number of crimes commitied by childran.

In my view, we all have a duty to make our neighbourhood a gafe place to

iive in, and the sooner we @o It the batler

e i — = _— = e

1 Daes the introduction clearly state the topic?

2 Does the writer agree or disagree with the statement? Underline the
sentence i the introduction which states ths.

3 What technique has the wniter used in the miroduciion?

4

What other techniques can be used in introductions to this sort of writing?
Suggest a suitable alternative introduction to this composition.

L]

Underline the expressions the writer has used to make suggestions.
What would result from each suggestion, according Lo the writer?

b I

Suggest a suitable alternative final paragraph.

Iintroduction

isBEsEARESREEE R EE

Paragraph 1

stale the fopic, agree or
disogree

Main Body

EEEEEE RS

Paragraphs 2- 4
suggestions and results
Conclusion

Final Paragraph

summarise your opinion
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10 a) Read the rubric, underline the key words and answer the  ReasonsExamples

fuestions. [_TA] heavy fines would make people

You have been doing a class project on road safety. Your teacher think twice before speeding
has asked you to write a composition about the following statement: fewer accidents would be caused:
“Everyone can help to make our roads safer.” drivers able to see stop signs and

You should state whether you agree or disagree with this statement speed lmts better

and make suggestions about how road safety can be improved, E@ fewer cars on the road would
explaining your reasons clearly, Write your compaosition (120-180 mean lewer accidents

words), I:El people would learn that
dangerous driving can kill
I:[E people should take more care
when crossing roads and cyclists
A reasons/examples 10 support vour suggestions |:| should be more alen

1 What style would be the most appropriate for this composition?
2 Which of the following must be included in this composition? Tick ()

B descriptions of serious accidents D e To begin with, the povernment should
introduce stricter penalties for drivers
who break the law. Hemy fines, for
D agreement/disagreement with statement D instance, would make _,,,_lu][.,;i. think

twice before speeding.

C suggestions about how 1o reduce road acaidents I:l

b) Read the rubric again. Do you agree or disagree with the statement?
Match the suggestions (1-5) with the reasons/examples (A-E), then

select the ones that support your views, Finally, make sentences Introduction
using suitable linking words/phrases, and making any other Paragraph 1

necessary changes, as in the example. _ h
sigte fopic, ogrea/aisograe

3 p?np!r: could use their cars less or share Main Body
.‘i'-'_ll_h mh_ar.t: going in the same direction

I stricter penaltics for drivers

Paragraph 2

who break the low

4 .I.!'l.:_'_'llh|;'|_g' CHMnEaons

first suggestion and

2 pedestrians and ORI :
drivers that gerous driving reasons/examples

cyclists can help

Paragraph 3*

second suggestion and
reasons/examples

i u-_u'r'llr-_u-i‘:‘ 1 ] s i ; u iy - - T -c-“-'ﬁt-u-‘-h:!l- EEEE =D
- Sl — - -

Final Paragraph
resigle your opinion

* The number of main body
paragraphs gepends on ihe
number of suggestions you
wond fo include

11 Read the rubric in Ex. 10 again.
Then, write your composition
using the plan above, as well as
vour answers from Ex. 10 (126-]150
words|,

1
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12 Read the rubric, underline the key words and answer the questions,

[_ You have seen the following announcement in your local newspaper.

TELL US WHAT YOU THINK
The local council will soon decide whether the town of Blakely wall have a
new Sports centre or  new entertainment centre.
We want yowr opinion. Write an article telling us which one should be built.
Give reasons for vour choice and say what vou would like the centre to offer.
£25 prize for the best article received.

! Write your article for the competition.

1 What type of writing is this?
2 Imagine you have chosen the entertainment centre. What reasons could
vyou give to support vour choice? What facilities should be provided?

13 Read the article and answer the questions.

|
As we are all aware, Blakely has been given a sum of money to be spent on either |

ammmaammm,lmmmmm |

be spent on a néw entertainment centre.

The main reason is that Eﬂakat:.ralmdyhasawidemnganfspumm:iiﬁﬁ.h
addition 1o the football stadium and athietics track, the fown has & modern public
swimming pool, an ice rink, tenmis Couns, several gyms and 50 on. Do we really need
a spons centre as weil? ]

On the other hand, there are very few entertainment facilities in the town. There is
only one small cinema, the only existing disco is on the outskirts of town, and the
nearest theatre is more than 30 miles away. |

mertainment centre should therefore include a theatre, cinema
HMTTECdea:n;TM axhibition hall should be provided so that lectures and
axhibitions could be held. Facilities such as a colfee shop of restaurant would give
people the chance to meet and relax before of after a show.

In conclusion, | strongly befieve that a new enterainment centre -fmuld increase
the choice of entertainment in Blakely, and improve the quality of il in our town.

1 What would be a suitable title for this article?
2 Is it written in formal or informal style? Why has this style been used?

3 Which centre does the writer think should be built? What reasons are
presented in support of this choice?

4 What facilities does the writer suggest should be provided?
5 Which tenses are used in the model?

6 Underline the linking words/phrases used in the article, and suggest
suitable aliernatives which could be used to replace them.

7 Suggest an alternative introduction and conclusion for this article.

!wﬁ!ﬁqiiili

Paragraph 1

state the lopic and your
opinion clearly

Main Body

Paragraph 2

first regson for choice
ond |ustification

Paragraph 3

second reason for choice
ond |ustificotion

Paragraph 4

suggestions for facilities

Final Paragraph

resigte your opinion




14 Read the rubric, underline the key words and answer the questions.

An international magazine is publishing articles for a series called

'\ Influential People of the Twentieth Century. You have been invited to
write a short article about a person who was an influential figure in
your country during the twentieth century. Write your article for the
magazine (120-180 words].

1 What type of writing 15 this?

Could you write about someone from long ago (e.g. ancient times,

medieval limes, the 1800s)? Why (not)?

Who would you write about? Why?

4 When writing about an influential person, what details could you include
in your article (e.g. physical appearance, character, interests, historical
importance, in what way influential, etc)?

[ B

Fad

15 Read the article and answer the questions.

Of all the important people in the twentieth century, without doubt the one who
had the most positive influence was Diana Princess of Wales, . -

Diana was an extraordinary woman. Her beauty and elegance attracted attention
wherever she wen! and she was often harassed by the press. Nevertheless, she
was nel discouraged by them. On the contrary, she led a very active rm:.l S-helal';n
made a point of spending a lot of time with her two sons and was clearly & I:al'l"l.'ig
and loving mother, In addition, much of her life was devoted to organising charity
events which not only raised money to help the poor, but also madﬂl the public
more aware of the problems the less fortunate face every day. Her down-lo-earth

na1u_re and her compassion set an example for others to 1ollow,
Diana was a great influence on the counlry for many reasons. First, she helped
many people through her work, such as AIDS sufferers. she also helped change

the: pegalwﬁ altitudes many people had towards such ilinesses, Furthermore, by
cnmln_g Inte direct contact with those she helped, such as children in orpha n.;;grz-;
or patlents in hospitals, she showed thal no matier who or what a person is Iha;r
shuqld be kind, considerate and helpful lowards everyone they meet. I
Diana’s influence was so great that, even after her death, the good work she
started has been continued by others. She is definitely a parson not to be forgotten.

1 Is the article written in formal or informal style? Give examples to justify

YOUT ANSWer.
2 What is included in the introduction of the article”? Suggest an alternative
introduction.

What is the main point of paragraph 3? Underline the topic sentence.
In what ways was Diana influential, according to the article?

n ks e

What explanations/examples has the writer given to show how Diana was
influential?

6 What linking words have been used

— 10 list points/give examples?

— to show contrast?

L

Revision & Extension Section

Introduction

Paragraph 1

nome of person; comment
about his/her influence

Main Body

A RaRERENEEENEEE

Paragraph 2

brief description of his/her
appearance, lifestyle and
character, with justification

Paragraph 3
influence & reasons

Conclusion

IEessEBRERERREREA SR

Final Paragraph

comments and feelings
igeneral, not personall
about the person

I

el
e

i



Revision & Exlension Section

16 Read the rubric, underline the key words and answer the questions.

for a special edition about friends and friendship. You have decided
| to write an article about what makes an ideal friendship. Write your
{ article for the magazine (120-180 words).

| An international magazine has asked its readers to send in articles
|

I What type of writing is this?

2 In your opinion, what are the most important qualities a friend should
have?

17 Read the article and answer the questions below.

For some peaple, friends are
just paople you go out and
have fun with, For me, |
however, the ideal friendship
is much more than tnat.
Firstly, & true friend
should be honest and
trustworthy. Without these
characteristics, you cannot
have a good refationship
with anyone. What is more,
both pariners in & friendship
should have these qualities.
A proper friendship is one
based on equality.
Secondly, | believe that it
i iImportant to share similar
B interests with your friend. It
the two people had nathing in

JE—, R

p—

wuldbemr:.r difficult to keep a friendship going i
Thirﬂdni';r an dealfiend Is one who you can turn toin imes of wouble. Friendstip
1 not only about heving & good time, but being ab to give o ask for Suppor
whmwuismedad.smnenfmmsasimaﬁﬂmamwdwehpadun ar very
dﬂ;::tmmmwm ,th:: are many people whowcanmna.fnm.mma qualruzs
friendship is built on — trust, shared interests and supporting one another - ar
harder to find than you might imagine! e —

-

-

e
= -

1 Suggest a suitable title for this article.
1 Has it been written in formal, semi-formal or informal style?

3 What are the characteristics of this kind of writing? Give four examples
from the text.

4 Does the introduction clearly state the topic?

120

Which techniques has the writer
used to start the article? Suggest an
alternative introduction for this
model.

In the writer’s opinion, what makes
an ideal friendship? Has cach point
been presented in a separate
paragraph with a clear topic
sentence? Underline the topic
SCOMCNCCs.

Underline the words/phrases the
writer has used to list points,
Suggest alternative words/phrases
which could replace these.

What reasons has the writer given
in each paragraph to support the
points presented?

How does the writer end the
article?

infroduce the topic
Main Body

GEEEFSFASATEERERRD

Paragraphs 2-4
viewpoints and reasons

Conclusion

RS

Final Paragraph

summarise poinis




Revision & Extension Section

18 Read the rubric, underline the key words and answer the questions.

You have had a class discussion about the following statement:
COnly people who know how (o make music can really enjoy
listening fo it

MWow your teacher has asked you to write a composition giving your

views on the stalement. Write your compaosition (120-180 words).

What type of writing is this?

ot

Do you play a musical instrument”
Do you enjoy listeming to music?

L

19 Read the article and answer the questions.

Dr Is it impossible to appreciale music, as some people argus, if you don't play
a musical instrument yourself? | strongly believe that the ability to enjoy music
does nolt depend on the ability to make music.

¥ To begin with, people with no musical talent can nonetheless get pleasure out
of listening to talented musicians play. My main reason for saying this is based on
parsonal expenience. Although | do nol play any musical instrument, | enjoy a great
variety of music, from classical lo rock, and millons of music fans around the world
feel the same way.

E’- Furthermore, liking music is not something that depends on education, know-
ledge or ability. Instead, music ‘speaks’ directly 1o the emotions. This is clear from
the way babies and animals respond when they listen to music, which shows that
anyone is capable of enjoying music.

On the other hand, knowing how to play a musical instrument can help you
undersiand music more clearly and appreciate it in a different way. If you write
music yourself, for example, you understand more about the music you listen (o
than someane who does not.

Eh To sum up, | feel that anyone can enjoy listening to music, whether or nol they
know how to make music themsealves. |t s true thal musicians probably get greater
pleasure out of listening to music than the rest of us do, but this does not mean
that our own enjoyment of music is not ‘real’.

— ———— —_— —_—

1 Does the writer agree or disagree with the topic? Underline the sentence
in the mtroduction which states the writer's opinion.

i

What technique has been used in the introduction? Suggest an alternative

introduction using a different technique.

3 Has the writer presented arguments both for and against the statement?
What are these arguments, and in which paragraph is each presented?

4 Which sentences state the writer's main arguments? What justification
has been given to support cach argument?

5 Underline the linking words/expressions used in the composition, then
suggest suitable altematives which could replace them.

6 Suggest an alternative conclusion.

Introduction

I r i

Paragraph 1

stgle the topic and your
opinion clearly

Mok ady
Paragraph 2

viewpaint 1 and reasan
Paragraph 3

viewpoint 2 and reason

Paragraph 4

opposing viewpoint and
reasonis)

Conclusion

T T IR R AR -

Final Paragraph

restale your apinion wusing
different words




Revision & Exlension Seclion

20 Read the rubric, underline the key words and answer the questions.

A friend has written to ask how 1o improve his/her English. Write a
letter in reply, giving your advice. You should also mention the main
difficulties which you think your friend might face. Write your letter
to your friend (120-180 words).

1 What kind of letter is this (an invitation, a letter of complaint, an
application for a job, etc)?

2 What advice would you give to a friend who wants to improve hisher
English?

21 Read the letter and answer the questions.

Dear juan,

Thanks for your last letter. | think it's great that you want [0
improve your English, and of course rd be happy to give you any
advice | can. Dot worry — Im sure youll find it a lot easier than
you expect.

The best thing you can do is to start a course in Engiish. There
are lots of schools which offer lessons, and fm sure they have qualified
teachers who will be able to teach you properly.

Eblrlwereym, rd also try to make friends with someone who is @
native English speaker. If you do this, you'll be able to practise what
you learn in class — and as they say, ‘practice makes perfect’.

B> it would also be a good Idea to read English magazines or books,
and watch films and TV programmes in English. This gives you a ot of
useful practice, and it's fun at the same timel If you like, | could send
you books and videos from here,

B of course you will have a few problems, especially at the beginning,
The main difficulty Is with phrasal verbs, because there are so many
of them, and they have so many different meanings! Don't give up —
after all, English st a difficult language to learn, and you already
know the basics.

B*md!y. from now on | expect you to write to me in English as
much as you can. If you follow my advice, rm sure your English will
improve In no time. Good luck!

Regards,
Maya

12

Is this letter written in formal or
informal style? Why has this style
been used?

What are the characteristics of this
type of writing? Find examples of
each characteristic in the letter.
What is the reason for writing this
letter?

What advice has the writer given in
the letter? In which paragraph(s)?
What words/expressions has the
writer used to give advice? Suggest
alternative words/expressions which
could replace them.

When giving advice, the writer gives
reasons 1o explain in what way this
will help. Underline each of the
reasons given in the letter.
Underline the topic sentence in
paragraph 5. What is the main point
of the paragraph?

Suggest a suitable alternative fina!
paragraph for this letter.

Introduction

Paragraph 1
reason(s| for writing
Main Body

Paragraphs 2-4

advice and reasons

Paragraph 5
problems
Conclusion

Final Paragraph
closing remarks




Revision & Extension Section

22 Read the rubric, underline the key words and answer the questions. you will be able to practise
answering exam questions

Your cousin is worried that he/she won't pass all his/her exams this there is a limit to how much
year and has written to you asking for advice. Write a letter in reply, information you can learn

giving your cousin advice about how to prepare for exams and ; y
explaining the main difficulties students face. (120-180 words) you'll know how much time
you've got in order to prepare

1 What kind of letter is this? for cmh subject ‘
2 What advice would you give someone who wants to prepare well for their o[ ] Y‘-‘“r":“':_" l;a.m properly if
you're tire

exams? What are the main difficulties they might face?

[E] ] itwill be easy to find the key
points in your notes, and you'll

23 a) Read the notes (1-5) below and match them to the reasons (A-E). remember these more casily

Then, use suitable expressions and linking words/phrases to

write sentences offering advice, together with reasons, asinthe  ¢p Jf [ were you, I'd make a study time-

example. table. If you do this, you'll know how
much time you've got in onder to
prepare for each subject.

b) Use the prompts below, as
well as ideas of your own, to
talk about the difficulties
someone may face when
preparing for exams,

® you start to panic as the date of the
CXEM gets nearer

® it's hard to get started — vou keep
telling yourself you'll start tomorrow

3 revise questions in past
tests/exams

* you get discouraged because you
keep forgetting certain information
8 s 0 AR

4 use coloured pens to
highlight important points

eg. Many people start to panic as the date
of the exam gets nearer. Tiy fo stay
calm, though, becawse you won't do
your best if you're very nenouis.

24 Read the rubric in Ex. 22
again, then write your letier
(120-180 words). Use vour

- answers from Ex. 23 to help

5 don't try to study every you. You can use the letter in

book in the library Ex. 21 as a model.

2 get plenty of sleep

123
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25 Read the rubric, underline the key words and answer the questions, 3 Which is the most commonly used
verb tense in the story? Why? What

A travel magazine is organising a short story competition for the other tenses are used, and why?
best slory about an excursion to remember. The story must begin _ .
with the words: As soon as Bob arrived in the city, he knew that this 4 Which word is used:

would be a wonderiul day. Write your story for the competition. - in Para. 2 instead of e
{120-180 words) - in Para. 3 instead of Tooking'?

Should your story relate to a tripjourney? Why (not)? - in Para. 4 insiead of ‘said"?

L}

Underline the words/expressions
used to show time and/or sequence
of events. Suggest suitable alter-
native words/phrases.
6 Which words/expressions have beer
used to express feclings/reactions?
7 Which descriptive adjectives are
used 1o describe:
* the limousine?  # the buildings’
* the restaurant”?  # the decor?
» the performance?
8 Which technique has been used 1o
end the story? What other tech-
niques can be used? Suggest an
alternative ending.

1
2 What kind of day would be ‘wonderful"?
3 Should you write your story in the first or third person? Why?

26 Read the story and answer the questions.

lhummasammmmm.mmmmmgumﬁ Infroduction
He had won a day out in London and tickets 1o the theatre lo see Dn&uadmmm Lm

| moming sun was bright and Bob and his brother were excited as meym re 2 Paragraph 1

| and saw a shiny black limousine waiting to pick them up. As the chaufieur open

' the door for them, Bob smiled to himself and fait very important, o Set the scene

| & The first thing they did was 10 go sightseeing. They visited anelr Bridge, h:d i s ks ¢
their driver took them to see Buckingham Palace. Neither Bob nor msbmzler _ whall
mwmwmﬂmmmﬂmaﬂﬂmhm.MIm is. |

E’ Wﬂﬂﬂﬂﬁﬂﬂmﬂmﬂwmmmun a famous, deeéuﬂxﬁ: | Main 'ﬂd’f

| While they were being Iedmmﬁwbﬁa.ﬂohmmraimmﬂmuxu:msm ; i st hi i 4 .

| walked past one table Bob couldn’t help s.mnng_alwme aclors w :ﬂm D;m;@w Paragrap ~

| from television, This was something to tell his friends about when g-u'lh h. md ' .

Soon it was time to go to fhe theatre. When the lights wef"ﬂ down, Bob w lspﬂm | Di'll'_i op .- ‘T‘n"'f

to his brother, “This is lantastic! | can't believe we're harg!™ The peﬁunnsgw . detail ed_ description of
Memhh.ﬂnbmmlmhmanmwmmmw r. : evenis in the order they
B3> By the time they got home, they were both exhausted. “What a fabulaus day!” | febaned

; asleep. “How lucky | was to win the prze!’
mwﬂdmmﬂymwmi@_ § s Conclusion

=3 EnABERAR R
-

! _ s g : : : Final Paragraph
I Underline any mformation in the introduction which makes reference to; e

® the people involved e time e place  wweather  » feelings end the story: final
2 How many paragraphs does the main body consist of? What is the main feelings, comments, efc
event in each one? 4 SE—

14



2T Read the rubric, underline the key words and answer the questions.

You have been invited to write an article for Screen magazine, saying
whather you prefer going to the cinema or watching videos at home.
Write your article, saying which you prefer and giving reasons.

1 What type of writing is this?
2 Which do you prefer — cinema or video? Why?

28 Read the article and answer the questions.

CINEMA
o7 VIDEO? by uarty sievens

Revision & Exlension Seclion

mmmam&mmmﬁmmmmmwmmﬂm -

death of cinema. Despite the fact thal yideos certainly have advantages, | much pretfier
ing 1o the cinema, for a number of reasons.

ﬁm.mmdmmmamﬁmmm.¥wmmmm ]

friends there and you can ga for a meal before -:rrahlmuua film. It's a more entertaining
way of spending your time than just sitling in your living room.
secondly, modem cinemas have excellent projectors and sound equlpme_m. 50
the fiim is r:unll more gripping as a result. When walching ad'-'emer: ‘ar_ .f,t:;r_nrl:&r-E
1;:1'011 films. for example, you really feel as fl you are part of the action. This is drficU
- X T .5
chigve at home, however good your television i
> Furthermeore, | prefer the cinema because | want to se8 lhaﬁiam ;;Ie:s;au s‘:-::.;
Sl & out on video. By that time,
metimes have to wait a year for a film to com |
frzur friends have seen it and you have heard so much about the film that it has no

LIpASEes.
; mHuwew videos also have certain advantages. They are cheap and convenient,

and you can watch them in the comfort of your own home whenever you are in the .

flen as you want.
mood. You can also watch the video as o
In conclusion, | beligve that, although videos have some advantages, people will

always be drawn fo the attractions of the big screen.

Which does the writer prefer — cinema or video?

Write a suitable alternative introduction.

3 In which paragraphs does the wniter give hisher viewpoints? How does
hefshe introduce each one?

What are the main viewpoints? What reason(s) does the writer give to
support each viewpoint?

In which paragraph docs the writer present the opposing view? What
reasons are given to support this?

What tenscs have been used in this article?

Underline the descriptive adjectives, then suggest suitable alternatives
which could be used 1o replace them.

Write a suitable alternative conclusion.

Paragraph 1

stole the topic and your
opinion clearly

Main Body

SiSiEsERERAEEFEEN

Paragraphs 2 - 4
viewpoinis and reosons
Paragraph 5

opposing viewpoini and
reasonis|

Conclusion

RS

Final Paragraph

restale opinion uwsing
different words

I

z

o
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29 Read the rubric, underline the key words and answer the questions.

You have just seen the following advertisement in an international
| magazine:

WANTED — CHILD-MINDER

We need someone to help during the school holidays. The job involves
looking after two energetic children, aged 8 and 9.

The ideal candidate will be:
* astudent aged 16-22

¢ free for the whole summer
* able to organise children's activities

Please write to Mrs G Miles at the address below.

W'WW
Write your letter of application to Mrs Miles. (120-180 words)

1 What style should this letter be written in? Why?!
2 Can you suggest any phrases suitable for such a letter?
3 What kind of person might respond to this advertisement?

30 Read the letter and answer the questions.

< d to advertisement for an English-

| @m writing with regar your ad . i
speaking (hil'd-mginder which appeared in Sunday's edition of The
World Today. |

| Gm @ twenty-one-year-old student from Hungary. 1 hwel J:::
completed my second year at Loughborough University, lﬂ:;i Tl
studying child psychology. | speak _Enghsh f_hmﬂtly,d _n; et (
living in England for three years. Prior to this | stu_ e rtif?c‘ute
in Hungary for seven years and obtained my Proficiency ce :

| enjoy working with children of u_II ages, and | regord myself as
friendly, patient and very rrespmmble. | have
experience in looking after children, as | have had
child-minding jobs during the holidays, s well as
a holiday job at the Sunshine Summer Camp in
america last summer. My duties there included
organising various sports and Gctivities, which
the children enjoyed very much. | enclose
references from two of my previous enmhy::rs,

| would like to spend the summer working
in England and | feel that | would be suited
to the position. If you would like me to attend
an interview, | would be glad to do so at any
time.
Yours sincerely,
Loy Rozta
Zoya ROZ3G

s able to speak English 3

What is the reason for writing?
Suggest a suitable alternative intro-
duction.

What personal details (e.g. age) are
included in paragraph 27
Underline the personal qualities
the writer mentions. What other
personal qualitics might help to
make someone suitable for this job?
Why does the writer mention her
summer job last year?

Suggest a suitable alternative final
paragraph for this letter.

Introduction

Paragraph 1

reason for writing

Paragraph 2
personal details
Paragroph 3

relevan! qualities/
experience

EAOIEEII““’II?E EEEwEw

Final Paragraph

closing remarks




Hevision & Exiension Seclion

31 Read the rubric, underline the key words and answer the questions. : —t

You have decided to have private lessons to improve your English Introduction
and you have just seen the following advertisement in your
school/college magazine. Read the advertisement and the notes Paragraph 1
you have made. Now, write a letter to Mrs Daniels, giving her the ; g
information she needs and requesting the information in your notes. reasonis for writing
|=='__'—="="'=', Main Body
@ PRIVATE ENGLISH LESSONS '!l o T 5 R ) et S
| An experienced and qualified teacheris | Questions for Mrs b b
Il offering private lessons in English. ! Daniels give information
Please write and tell me: How much?
* your age | Where and when? Paragraph 4
| * reasons for learning English Many students or
) - your level of English s e request information
* areas you need to concentrate on -
grammar, conversation, etc Dolm:::blﬂ Conclusion -
j Mrs M. Daniels d [ " e—— Final Paragraph

1 What is the purpose of the letter? closing remarks
2 What style should it be written in? Why?

3 What information from the advertisement and the notes should be
included in the letter?

1 In which paragraph is the purpose
32 Read the model and answer the questions, of the letter mentioned

[ ]

What details does the advertisement

Dear Mrs Danigls, ) . ask for? In which paragraphs have
- : h &
A our advertisement offering private Englis ST oA )
E- I ;:mh-;IF h-.;;:tl:g n;r:gspuinnset tgm:i'cge maaazine. | am very interested in the they been provided in the letter’

course and would like some additional information. . 3 The advertisement asks about “areas
| neteervyear-old student at Aston College. |have recently taken the | you need to concentrate on —
&‘lqm o mr'catemm \have @ reasonable command of the Engish A SR, " and
| cambridge First [EE:!E] coouancs and feelthat 1have a partiulr taent in English. | grammar, conversation, ¢te” an
' languadge. | enjoy learning ﬂm‘@” e and conversation “reasons for learning _E]‘Ig?iEh 4
- B> vowever, 1feel that | = :: nd fluency. Furthermare, |am hoping to start | What answers have been given in the
" mde:eti;z“:: ?;mfm:?n University in England next year, 50 the lﬂﬂrlt: letter? What linking words/phrases

gwdgir Ineed at least Proficiency level English is to enable me 10 Sy 2 have been used to express reasons?
i sociali . ircle them and suggest alternatives.
| sociglise there PR L formation about the Circle them and suggest alternatives
b" H;ffr :“h as where and when they would be held, how much they 4 What information should vou ask
| l:nm what the price includes. Could you also tell me if ﬁ:;: IEIi:;IITFJ ?muﬂ: for, according 1o the notes? How
 materis, such & bonie v;:;: I:uwdcﬂtsb:;;p;ﬁd;: ;ru;:l‘ irvdivicruull basis. does the writer introduce each

iukewkmwwhtmﬂrm

SRR s information you might need. | look request? Underline these parts.
| | i g supply urther

! forward to hearing from you soon. 5 What closing remarks does the
Yours sincerely, letter include? Suggest suitable
Evik Sorenien alternative closing remarks.

3 Erik Sorensen

7]
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33 Read the rubric, underline the key words and answer the questions.

You have decided to enter a shor story competition. The competition
rules say that the story must begin with the lollowing words:

I will always remember my first day at ...
Write yvour story. (120-180 words)

Where could you have a “first day™
Should this story be written in the first or third person? Why?
In which part of the story (introduction, main body or conclusion) would
vou write about: - the evenis of the storv, in the order they happened?
- how the story ended and how you felt?
- the place/time, etc in which the story is set?

fad Wl

34 Read the story and answer the questions which follow,

| will always remember my first day at summer school. Mmm Il :ﬁ:&a::pagf E:
i - ing like the awiul English wea _

gl e oy the Smiths, the family | was
| was thrilled to be studying in London and ;

glfta?rng with. were very kind and friendly to me. | quickly got ready, had breakfast,
then rushed out, feeling very excited. .

When | arived, the college building was huge and | wasnt sure uﬂ}ere :w

classroom was. There was a sea of sirange faces and | falt as it | it was my irst day

at primary school.

Suddenly, | saw someone | thought looked fike a girl from my home fown. | was

| mazed when | heard her call out to me.

' i 7" she said.
« Juaniia! What are you doing here! S "
ia, | i = laining that | was a student at the
“Wow, Maria, it really is you!” | replied, exp |
summer school. Imagine our surprise when we realised we were both doing the

| =zame coursa!

128

y improved enormousty. Needless to say, Mariaand | had a

1o be as as | had hoped, and my English
The summer school turned out 10 good b

new friends from all gver the world. She was !ha last person
de the first day one that | will never forget.

i

there, and made lots of . :
| had expected to see, but i cartainly ma

Underline the information in the

first paragraph which tells the

reader:

a) when/where the story takes
place

b} what the weather was like

¢} what the story is about

Suggest a suitable alternative intro-
duction for this story.

Which words/phrases show the
writer's feelings'reactions? Underline
them.

Which verb tenses have mainly
been used in the story? Why?

In what way is the conclusion
relevant to the first sentence (ic.
the sentence given in the rubric)

Introduction

Paragraph 1

Set the scene

Iwho - where - when -
what)

Main Body

 TEREEEEERR RN R NN NN

Paragraphs 2 - 4

Develop the story

delailed description of
events in the order they
happened

Conclusion

dgaasdedaibddasiad

Final Paragraph

end the story; feelings,
comments. elc




Revision & Exlension Section

| 35 Read the rubric, underline the key words and answer the questions, b) Put the events in the order
You have been invited to write a short story for an English-language they happened, then tell the
magazine for young people. The editor’s instructions say that the story.
story must begin with the words:
“Don't do that!” | shouted. He ignored me ... [AT] A young boy pushed me from
Write your story for the magazine. {120-180 words) hehind.
[B]1] I took the students to the
1 What type of writing is this? museum.
2 Should it be written in the first or third person? Give reasons. I bumped into John.
3 What might the other person be doing to make you shout, “Don’t do D] The curator asked us to leave
that!™? the building.

[ET ] John took a vase in his hands,

The curator caught the vase.
36 a) Read the beginnings (A and B) below and say which one you | asked John to puf the vase

prefer for the first paragraph of the story in Ex. 35, Give reasons. back in its place.

37 Read the rubric in Ex. 35 again
and write your story (120-180
words), Use your answers from
Exs. 35 and 36 to help vou.

A “Don’t do that!” I shouted.
He ignored me and began o
drink what he obviously
thought was a cup of tea.
Suddenly he started to
grow hair and his face
began twisting into a
vicious expression. “It isn’t
tea!” I explained, but it was
too late. He was already
changing into a monster.

B “Don’t do that!” I shouted. He
ignored me, walking towards me
with the valuable vase in one
hand. John, who was in my class
at school, was always Joking. That
Spring morning we had gone to
an archaeological museum on a
school trip and, as usual, John
had got bored. “But it's only a
silly old pot,” John laughed. 1|
began to feel extremely nervous.



Revision & Exlension Seclion

38 Read the rubric, underline the key words and answer the questions, 1 What is the purpose of the letter?

) _ . ) Has this been stated in the first
You are working abroad as a tour guide. Write a letter to a friend at paragraph?
home, describing the job and saying what you like and what you ; e
don't like about it. Write your letter, Do not write any addresses. 2 Suggestasuitable alternative intro-
(120-180 words) duction for this letter.

3 In which paragraph is therc &

I What is the reason for writing the letter? (e.g. giving advice/apologising/etc) (g £
2 What style should it be written in? Why? d"""'“:”]:“.m“ of her job? What does
3 What are the characteristics of this style? the job involve?
4 Describe the typical duties of a tour guide. 4 What advantages and disadvantages
of the job does Mary mention? In
39 Read the letter and answer the questions below, which paragraphs does she mention
these?

5 What rcasons/explanations does
she give concerning the advantages
and disadvantages?

6 What closing remarks does Man
make? Suggest a suitable alter-
native final paragraph.

I =
duLlL Introduction
Paragraph 1
reasonis] for writing
Main Body
b How are you? Sorry | haven't written sooner, but 've been really busy e
with my summer job here in London, Anyway, | thought I'd drop you a line Paragraph 2
and tell you all ahout It
B’ As you kmow, I'm working as @ tour guide for o company called “Star description of the job
Travel'. My job is to look after the people who come on the tour bus and
tell them about the history of the places we visit. The company gave me all Paragraph 3
the information | needed, but | had to study very hard to learn it. Now I'm
an expert on all the main London sights, like St Paul's, the Houses of good Ihingls| about job, wilh
Parliament gnd the Tower of London. So if you want to know anything, fm reasonls)
the person to ask!
E} What | fike most about the job is meeting people from all over the world, Paragraph 4
5o far Tve met people from America, Africa and New Zealand. I've even been
out in the evenings with some of the new friends 've made. bad thingls) about job, with
ﬁ" The only thing | don't really like sbout the job is having to get up at six reasonis
o'clock every morning, in time lo greet people as they arrive. You know how
| hate getting up early! Conclusion
Amyway, | must close now. | hope your family are well. Write back spon M i
and tell me all your news. Final Paragraph
Lowve,
Mary closing remarks
. —H‘,ﬁu‘._*_,‘-w -“‘ﬁ-m =
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Revision & Exiension Section

40 Read the rubric, underline the key words and answer the guestions,

You work for a tourist organisation in a university town with a large
number of foreign students. You have been asked to wrile a report
about eating out in your town. Describe the best places for students
to eat and drink in the area, and say why you think these places are
suitable for foreign students. Write your report. (120-180 words)

1 What style should the report be written in?
2 What kind of places would you write about?

41 Read the report and answer the questions,

To: Sandra Walters, Direcior, Stonebridge Toursl Organisation
From: Enc Johnson, Deputy Director

Subject: Places for students to eat and drink in the Stonebridge area
Date: 6 May, 20....

PURPOSE .
The aim of this report is to provide details of places to eat in the Stonebridge
area that are suitable for students visiting from other countries.

FAST FOOD RESTAURANTS

There are a number of fast food restaurants in Stonebridge. The two most
popular are O'Donnel’s in Mill Street and The Burger Palace in Comwall Road
Al either of these places students can enjoy cheap food in clean surroundings
Another advantage is that they have the opportunity to meet local people of
their own age.

RESTAURANTS

Many of the town's restaurants can be found in Kingsbury Square. The most
popular of these are Tucker's and The Lobster Pot, which have vaned menus.
Prices are reasonable — about £5 for a main course. Booking is recommended
al weekends. Students will enjoy dining in these restaurants, as they offer
authentic local dishes in a cosy, fraditional atmosphare.

| CAFES AND BARS
Most of these are located in the old part of town. Davies” Colfee Shop serves
sandwiches and pies at reasonable prices. Another favourite is The King's
Arms, which has a friendly almosphere and serves a limited range of home-
| cooked meals. Both places are recommended for foreign students who want
| an enjoyable evening out Iistening to music or dancing.

| CONCLUSION
On the whole, the eating places in Stonebridge offer good value and there is
enough variety to sult students’ individual needs. A visit to any of the above
| would be an excellent way to meet local people and experience local
| enlertainment.

— e ————

— —

1 What is the purpose of the report? Is this purpose clearly stated in the
introduction”?
2 Suggest a suitable alternative first paragraph for this report.

Which of the following points are
not mentioned in each of the main
body paragraphs (paras. 2, 3 and 4)?
» most popular places

» location

* size

» type of food

* prices

» decor

 atmosphere surroundings

o why suitable for students

Suggest a suitable alternative final
paragraph for this report.

Introduction

Paragraph 1

slale the purpose and
content of the report

Main Body

FEFESSSEESESEEEEEES

Paragraph 2 - 4

summaorise each point under
suitable sub-headings

Conclusion

I E AR R R RN R LR EEE

Final Paragraph

general assessment and/or
recommendation

13
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Revision & Extension Section

42 Read the rubric, underline the key words and answer the questions.

A lot of what is taugiit in school nowadays is nol worth fearming.
Mow your teacher has asked you to write a compasilion on this

[ The following statement was printed in an international magazine:

I subject, with reference to your own leaming experiences. Write your
compaosition. (120-180 words)

1 What type of writing is this?

2 [nwhat style are opinion cssays usually written?

3 What does “with reference to your own learning experiences” mean?

4 Do vou agree or disagree with the statement? Why?

43 Read the essay and answer the questions.

Althaugh schoolchildren often complain that school is boring and a waste of
lime, | think this is an exaggeration. In my view, the majority of the things we are

laught in school are useful 1o us in many ways.

In'the first place, school gives you general knowledge which helps you in your
sveryday life. My own experience has shown me that a knowledge of subjects
sudmasﬁeographrandH:stnry for instance, heips to undersland what i

happening in the world around
us. Without thés ‘background
knowledge, the information in
newspaper repors, TV
documentaries and S0 on
would mean very little to me.

Furthermore, some school
subjects help you develop an
inlerest in hobbies. In my case,
llike to spend my free lime
surfing the Internet. | would find
this much harder to do if | had
not taken Computer Studies at
school.

On the other hand, there are
some subjects taught in school
which seem {o me to be a waste
of fime. | particularly dislike
Algebra, for example, and |
cannot see how memonsing
fommudas and equations will éver
be useful to me.

To sum up, | believe that, with one or two exceplions, it is wrong to say that what
is taught in schools is not worth leaming. On the contrary, & gives us a very good

basis for our understanding of the worid.

I Inwhat style is this model written? What are the main characteristics of

e

this stvle? Find examples of each charactenstic in the composition.

—m

¥ ]

Does the writer agree or disagree
with the statement in the rubric?
Which sentence states this clearly?
Underline the topic sentence in
cach of the main body paragraphs.

4 Inwhich paragraphs does the writer

express viewpoints disagreeing with

the statement in the rubric? In

which paragraph does she express

the opposing viewpoint?

What personal examples are given

as reasons (o support (thes

viewpoints?

Underline the linking words/phrases

which have been used to:

a) list ponts,

b) show contrast,

¢) introduce personal opinion or
experience?

Suggest a suitable alternative fina

paragraph for this composition.

Introduction

LR R R RN R RN N

Paragraph 1

siate the topic and your
opinion clearly

Main Body

Paragraphs 2 - 3
viewpoints and reasons
Paragraph 4

opposing viewpoint and
reqason

Conclusion

Final Paragraph

restate your opinion wusing
different words




44 Read the rubric, underline the key words and answer the questions.

fad

You are the secretary of the students’ social events committee at
your college. Read the note from Jeff, the committee chairman.
Then write to the principal, Mrs Roberts, asking for permission to
have a party and telling her about the plans that have been made so
far, Write your letter. Do nol write any addresses. (120-180 words)

Please write fo Mrs Roberis and ask her if we can have a parly in the
college canteen. There were some problems last year, so reassure her that
there won't be any complaints!

* 8-11:30 pm, Sat 26th July

¢ fickel holders only (400 maxmum)

* Sonic Sounds will do the disco (special price!)

& Sarah Shaw’s doing food & drink, Ali Lee’s doing the decorations
Thanks,

Jeff

What is the main reason for writing the letter? What are the two other
reasons for writing?

What style should the letter be written in — formal or informal? Why?
What sort of “problems™ might there have been at last vear’s party? What
could be done to make surc thesc problems did not occur again”

45 Read the letter and answer the questions.

Dear Mrs Roberts,

[br am writing on behalf of the Students' Social Events Committee to
request the use of the college canteen for the summer disco, which we are
hoping to hold at the end of the college year,

Br We would like to hold the disco on 28th july, from 8:00 pm to 11:30 pm,
Entrance would be to ticket holders only and we plan to sell no more than
200 _ti:l:m The music will be provided by Sonic Sounds, who have agreed to
provide their services for the evening at a discount price. sarah shaw will
be organising the food and drink and Ali Lee is in charge of the decorations.

realise that you may be concerned about our making too much noise or
leaving the canteen in @ mess, as was the case with the last party held there.
Let me assure you that we will take precautions to ensure that no complgints
are made this time. The disco will finish at 1130 pm precisely, and members
of the committee will make sure that people leave the building quietly, so
that there will be no disturbances after midnight. Six members of the
committee have also offered to tidy and clean alf the rooms after the party,

tam sure that you understand how much the summer disco will mean to

the students after their hard work throughout the long year. I hope, therefore,
that you will give us your kind permission to use the canteen.

Yours sincerely,
M:A} (9% /7
Philip Graham

Ny

W

—
e o _-l.ﬂ'-l._F_,n#pF-.__-lf

Revision & Extension Seclion

Is the main purpose of the leter
clearly stated in the introduction?
In which paragraph does the writer
tell the principal about plans for the
organisation of the party? Have all
the details from Jeff's nole been
included? Underline this inform-
ation in the letter.

In which paragraph does the writer
try to reassure the principal that
there won't be any problems? What
information does he give to support
his assurance that precautions will
be taken?

Suggest a suitable alternative final
paragraph for this letter.

Introduction

Paragraph 1
reasonisl for writing

Main Body

FEEFEFAAEFA R RN R

Paragraph 2

information about the
organisation of the party

Paragraph 3

reassurance that there
will be no complaints

Conclusion

FEAFRENFASEN RN RSN

Final Paragraph

closing remarks

_“I=_—

18
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Revision & Extension Seclion

46 Read the rubric, underline the key words and answer the questions,

You work for a large company and you organise staff social events.
Read the note from your colleague, Martin. Then, write lo the
director of the company asking for permission to have a party at the
office and giving Information about the organisation of the party.
Write your letter in an appropriate style. {120-180 words)

Could you write to Mr Franklin and ask permission for us to have an office party
for Sarah's retirement? Remember there were some complaints from local
tenants afler the last party, $o you will have o persuade him there won't be any
problems this timel These are the decisions we have made so far:

Date — 10th May Food & drink — Peter

Place - office Music — tapes/CDs

Time — 6:00 pm-11:00 pm Decorations — Julie
Thanks,

Martin

1 What is the main reason for writing the letter?
2 What information from the note should be included?

47 Read the rubric in Ex. 46 again and write your letter. You can use
the letter in Ex. 45 as a model.

48 Read the rubric, underline the kev words and answer the questions,

You have bean asked to write an article for your school magazine,
suggesting helpful ways of remembering new vocabulary in English.
Write your article for the magazine. (120-180 words)

1 What type of writing is this?
2 What helps vou to remember new vocabulary?

49 Read the article and answer the questions.

e

nd hours naw words in English.unlytnﬁndﬂwiaﬁeralaff
dnffﬂ"hﬂ !mwmﬂgguany students have this problem, but you mustn
give up hope. Here are a few ways to help you remember new vocabulary.

One useful method is to write down each new word or phrase on a separate
pdamdpapet.manymmnsﬁﬁcm&mulpapﬁmunﬂmmp;n -;:
your walls, on a mirror or anywhers wumﬁm.mmmwamnum S0
new wards every day and you'll soon leam ;

'rt‘saisuagmdidealumaamnwmhaweekmbeam.masham;;dm
tmlwummmnmings.ﬂymngtanw&sam.yrmmﬂsnmm up

Underline the sentence in the intro-
duction which clearly states the
topic of the article.

What techmique(s) has the wniter
used to make the introduction
interesting? Suggest a  suitable
alternative introduction.

What suggestions does the writer
miake? What resulis does the writer
expect if the reader follows these
suggestions?

Which expressions have been used 1o
make suggestions? Underline the
words/phrases, then suggest suitable
alternative expressions.

What language has been used U
introduce results? Circle the words
phrases, then suggest suitable alter-
natives,

Suggest a suitable alternative finu!
paragraph.

ur vocabutary.
wmmmmmMam,m.hmmﬁm.Mymﬁnda$
wdﬂr&:pnmimmnmin mdmmwmmnmm .
myminﬂkdeninyourmdmnpmﬁmmnatenertuapmm.mwm
mmwum“,hnuymhammdﬂahwm.wumﬂmm:mm

| hope you find these tips uselul. HmnberlaamngEnglishmcaMarymn
s88m mﬁmtmﬂmwmﬂm@.ummmtmmﬁm&
S

W

introduction

Paragraph 1

state the fopic
Paragrophs 2 - 4
suggestions and resulis
Conclusion
SEaapEsEseEnEEeEE@

Final Paragraph

general comment




50 Read the rubric, underline the key words and answer the questions.

You recently went to a jazz festival which you thought was fantastic.
You have just seen a local newspaper report about the event, which
i5 incorrect. Read the newspaper report, together with your own
comments. Then write to the editor of the newspaper, correcting the
emors and explaining why you think the festival should be held
again. Write your letter to the editor. (120-180 words)

WAid! S ' The Farley Jazz Festival, heid last weskend, was very badly
Cyber wereN_ goanised. According to the programme, the event was scheduled
first (asin 5 begin at midday on Sunday, but a saries of delays meant that

Programme) —ihe first group, Magic, did not get on stage until 2:30.

Not true! « With the single exception of Linda Lacely, who was brilliant, all of
\mmmmWMW5mﬂam.

ﬂmrﬂww,mmmhﬂmw.mmwmm

wmwmmammm pecple.
5ﬂmﬁ* we really want this festival held again next summer?!

I What type of writing is this?
2 What is the main reason for writing the lerter? What is the second reason
for writing?

51 Read the letter and answer the questions.

Dear Sir,
b]a‘.mwnm'tginmmucﬁmwimwumﬁwuhheraﬂwijwﬁm,aﬂ
wish to point out a number of errors which were included in the article.

[ First of all, your article stated that the first band, Magic, wese unable to
appeualn\iddaﬂsphmad.Huwwar,thaﬁmhandmnchmllrcﬂ:er
(as announced in the programme), and this group did appear at midday,

£)>Secondly, the article described the performers as “second-rate”. This is
not at all fair, since all the musicians were talented and dedicated
professionals.

pmmmmmmmwﬂﬂmﬂmmmmMm.
mhmmmphmmmlmmm.mmmmmm
with the performance.

£ Finally, your article claimed that “fewer than 2,000 people attended the
festival. In reality there were at least 5,000 people there, and none of them |

&mmd'diuppﬁmu&'wﬁdmm
Iﬁeﬂ&mhﬁmahmdddeﬁrwyhahadm:mm.asnm
MMhmnlhrmmnlpwpluuﬂhﬂiped&mMﬂhﬂdm

Eblhnpomwm;njnummmmnfﬂnmmmmmﬂwd
Eﬂf&meaudwmmpmmwﬂmmw‘mfnm:,

Yours faithfully, |
AL Miler '
AL Miller

e R, T Al | e

""'""l--l-______

—

=

Revision & Exlension Seclion

What style is the letter written in —
formal or informal? Why has this
style been used?

Suggest a suitable alternative first
paragraph for this letter.

Underline the information from the
newspaper report which has been
included in the letter.

What uvseful language has been
used to list points? Circle these
words/phrases, then suggest suil-
able alternative expressions.

What is the main topic of paragraph
67 What reasons does the writer
give to support his’her opinion?
Suggest a suitable alternative final
paragraph for the letter.

Introduction
Paragraph 1
reason for writing

ol Rody. eeess
Paragraphs 2 - 5
errors and explanations
Paragraph 6

explanation why festival
should be held next year

Final Paragraph

suggested action fo be
taken/closing remarks

13%
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Revision & Exlension Section

52 Read the rubric, underline the key words and answer the questions.

i A magazine for teenagers is organising a story-writing competition
and you have decided to enter. The competition rules state that your
short story must begin with the following words:

I had dreamed of this moment for years, and now |
wanted o show that | desarved the chance,

Write your story for the magazine (120-180 words).

1 Is this a first-person narrative or a third-person narrative? Why?
2 How should the story begin”? Why?
3 What kind of ‘moment” might you dream about for years?

53 Read the model and answer the questions which follow.

O el . At for years, and now | wanted 10
i d ot 8 0 S0 1
Mmmﬁuﬁﬂﬁmimﬂmﬂylmﬂqﬂuﬁ&ﬂmm
'm}nﬂwdﬁiﬁmﬂhﬁy'ﬂﬂm.MWmdmmgm ly. v

mmmmmwmmmmﬂ%mm
1 s00n began to relax,and  knew | was playing el 150 T

et teiped me o e pich, 1l ke cryng Now ! ook
L ook me a fow days o see the unny s of 1 S0 Fg,

LB

Introduction

nnnnnnnnnnnnnnnnn

Paragraph 1

Set the scene

iwho - where - when -
wha]

Paragraphs 2 - 3

Develop the story

detailed description of
events in the order they
haoppened

Conclusion

Final Paragraph

end the story: final

feelings, comments, efc

Underline the information in the
first paragraph which tells the

reader:

a) where the story takes place
b) what the weather was like
¢) what the story is about

Underline the time words/exp-

ressions the writer has used.

Circle the phrases which describe

feelings/reactions.
List the main events in the story.

What writing technique has bee:
used in the final paragraph?

If the writer hadn't hurt his ankle.
what might have happened in the
second half of the match? Imagine
different plot line, then write
suitable alternative paragraphs for
paragraph 3 and the final paragraph



Revision & Exiension Seclion

54 Read the rubric, underline the key words and answer the questions.

You have had a class discussion about inventions. Now your
teacher has asked you to write a composition about what you think
was the best invention in the last 200 years, and what you think was
the worst invention during the same time. Write your composition,
glving reasons for each choice (120-180 words).

1 What type of writing is this?
2 What do vou think were the best and worst things invented in the last 200
years?

55 Now read the composition and answer the questions below.

Lmkmbammmgliﬂawasﬁkuhmhmwmdremagﬂ.ﬂtsmy
mmmmammﬂmmdedumu this time have resulted in
incredible progress. In my opinion, the best of these inventions was the
computer, while | befieve that the worst was the motor car.

Thamair!reasm for choosing the computer is that it allows us to do
ﬁ many things that we could not do before. In offices, schools and
( mesmarmn_t! the world, the computer has become 5Uch an important
m #quipment that most of us could not imagine life without it
fmaore, it seems to me thal computers will continue to bring us

new benefits for hundreds of years to come.

In contrast, the invention of the motor car has brought us more
problems than benefits, It is certainly true that the moter car has made
tmvel'_rnuch easlar. However, this same invention also causes terrible ajr
pairll.rfmn which may put the future of our planel in danger, With the
additional problems of traffic jams and road accidents, the motor car
has actually made our lives worse, not better, ‘ B

To sum up, there have been many | j
¥ inventions over the |
E::Eg E&aﬁe Snl;na iLt:ram. like the computer, have brought uig LE:
- VN e olher hand, however, inventions such
have caused a lot of problems which did not exist D-Efnf:. st

L35

L

Suggest a suitable title for this
composition.

What style is the composition
written in — formal or informal’
Why has this style been used?

What does the writer choose as the
best ivention? What reasons are
presented to support this choice?

What does the writer choose as the
worst invention? What reasons are
presented to support this choice?
Underline the linking words/
phrases used in this composition.

Suggest a suitable alternative intro-
duction for this composition.

introduction

ERAREREE SRR

Paragraph 1

clearly state the topic and
your oplnion

Main Body

L L E RS R RS R R RN

Paragraph

reasons for best invention
and |ustifications/
explanations

Paragraph 3

reasons for worst
Invention and
justifications/explanations
Conclusion
PEFEFFAAERRERRERS

Final Paragraph
restole your opinion

—_—————————
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Revision & Extension Section

56 Read the rubric, underline the key words and answer the questions.

You saw this announcement in an intermational magazine for teen-
agers, and you have decided to write an article.

“My most treasured possession ..."

Write an articla with this title, about something of yours that you particularly value,
It could be any object, big or small!

You should briefly describe the object, and explain why it is so imporiant to you.

Write your article for the magazine (120-180 words).

1 What is meant by the phrase “treasured possession’? Does the item have
to be valuable?

2 What is your most treasured possession, and why do you value it?

857 Read the article and answer the questions.

My Most Treasured Possession ...

by Rebacca Black

Everyone has a certain possession that they would not part with for anything. It
may be an object that Is worlh a lot of money, of it may have sentimental value only.
My own most treasured possession is my personal slereo.

This wanderiul piece of technology is made of shiny black plastic and is small
enough o fit in my coat pocket. It comes equipped with little headphones which are
light and comforiable to wear.

One reason | like my personal stereo so mueh is because it enables me to sit in
my room and listen to music while | am doing my homework for college, or when
I'm simply relaxing. The sound doesn't disturb my family — in fact, they don't even
know when I've got it onl

Ancther advaniage that my personal stereo has is that | can lake it everywhere »

with me. It is my constant companion: on the bus, when out for walks or shopping,

and even on the way to and from college. As lang as | have music fo listen to, | never =/

feel bored or lonely.

My personal stereo is the perfect possession, It provides entertainment,
relaxation and companionship, and | would certainly feel lost without it

1 What style is this article written in — formal or semi-formal? Why has this
style been used?

2 Suggest a suitable alternative introduction.

3 Which paragraph includes a description of the object?

4 What reasons and explanations does the writer give for her choice of
object? Write an alternative reason and explanation.

L 1

Suggest a suitable alternative final paragraph.

Introduction

FASENSEANEEEEEEE S

Paragraph 1

clearly siofe the fopic
and your choice

Main Body

Paragraph 2

brief description of object

Paragraph 3

first reason for choice
and explanation

Paragraph 4

second reason for choice
and explanation

Conclusion

Final Paragraph

resiate your choice and
reasons




Revision & Extension Section

58 Read the rubric, underline the key words and answer the questions, ~ A ® useful for both computer music
.\'_lr.\Ir.ﬁl'I'Ih — Can store mfnrm;:tmn

The editor of an international magazine for young pecple has invited casily
you to write a short arficle in answer to the following question: ;
If you were asked o choose an everyday object that has
changed our lives, which object would you choose, and why?
Write your article for the magazine (120-180 words)

® long-lasting, high qualty -
production improving all the
time
B * make calls from anywhere —
vital to busy people
* especially useful in emergency
— ¢.g in car, travelling alone

1 What type of writing 1s this?
2 What evervday objects can you think of that have changed our lives?

3 What object would you choose, and why?
C » gssential tool for business — yvou

59 Look at the pictures (1-4), name the items, then match them to the can access data quickly
notes (A-D). Finally, make sentences wsing appropriate linking * contact with World-Wide Web
words/phrases. — find out about almost
amything

D # learn about the world around
you — gel latest news, see places
you can't visit

[T ]

® great entertamment — watch
whatever/whenever vou like, in
the comfort of vour own home

F e PREHEEE FECLRERE § MWLM GO £V

[l
rie

CD s that since you can store
infarmarion so easifly on a CD, it is
useful for both comprerer and music
systems. In addition, ...

60 Read the rubric in Ex. 58 again
and write vour article (120-180
words). You may choose one of
your answers from Ex. 59 to
help you. You can use the
article from Ex. 57 as a model.
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Revision & Exlension Section

61 Rcad the rubric, underline the key words and answer the questions,

The editor of your college magazine has invited you to write an article
suggesting simple ways for students to keep fit and stay healthy.
Write your article for the magazine (120-180 words).

I What type of composition is this?
2 What helps you to keep fit and healthy?

62 Read the article and answer the questions.

Common-Sense FitNess by Susn Murphy
i i lih and fitness suggest
find that most magazine articles aboul hea :
'suuﬁum'u:mat are much too expensive or difficult for you? Well, don’t worry there
are a number of easy ways 1o keep fit and stay healthy. P
is obvious: if you are a smoker, You STou i ¥
E‘wgﬁﬂ:fpénw haa:’ld{;asﬂ and a lot of uihﬂf?:aﬂ]lh piﬂa.r:r:; 'r::j?f
: 's smoke.
rmmn-smmammWMWmu@ﬂmmmﬂpmaas Gty
:?u?ng up smoking would be a healthier lifestyle, for you and everyoné around -,rm;
It is also a good idea to gel some exercise. You don't need to join mm;nntrciw::
this. Instead, walk quickly around your nelghbourhood for thirty minutes,
times a week. If you do this, you will find you have much n:ma_annrgz.r. "
9 Finally, you should make sure you eat healthily, especially if you :HT mﬂﬂ
llynumndmnmfa!ﬁmdaalmmaﬂunapdmgpmﬂm,wu
naturally, As a result, you will be fitter, feel better and live longer. Al
S0, what can we do to lead a longer and healthier life? The answer 8 simple.
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Stop smaking, get some exercise and improve your diel. In my view, thesa three easy
ﬂapsa:&mabayatuguodhaam ¥ = | |
I Underline the phrase/sentence in the introduction which states the topic of Introduction

the article.
2 What stylc is the article written in — formal or semi-formal? Why has this
style been used? state the lopic
3 What sugeestions does the writer make? In which paragraphs?
e PRI Main Body

Paragraph 1

4 Underline the phrases used to make suggestions, then suggest suitable Gassssshanssnnnns
alternative phrases. Paragraphs 2 - 4
5§ What result does the writer expect il the reader follows each of her _
suggestions? suggestions and results
6 Circle the phrases used to introduce these results, then suggest suitable Conclusion
alternative phrases. kil Lt dednbe ol il
7 What writing technique has been used in the conclusion? What other Final Paragraph

b * l?
techniques can be used? general comment/state

8 Suggest a suitable alternative final paragraph. your opinion




63 Read the rubric, underline the key words and answer the questions.

I You have just seen this advertisernent in a local paper.

Film Extras Wanted
We require peopie of all ages to appear as extras in our next film.
Filming will take place in July. You must understand English and be
available for at least a week.
To apply, give a full description of yourself, tefl us exactly when you would
be available, and explain why you would like the job

Write your letter of application (120-180 words).

1 What style should this letter be written in? Why?
2 What is a ‘film extra™?

3 How would vou describe yourself?

4 Would vou like to be in a film? Why/Why not?

64 Read the letter and answer the guestions.

Dear SirfMadam,

I am writing to apply for the position of film extra which was advertised
in the Sunday edition of the Tribune.

| am @ 24-year-old student living in Paris, where | am in my second year
of drama school. Before this, | attended a community college in New York,
where | studied English and Drama for one year. Although | have not yet
had any paid acting experience, | have starred in two college productions.

As regards my appearance, | have long, wavy red hair, a fair complexion
and green eyes. | am 165 m tall and of average build,

| am particularly interested in this position because | believe the experience
would be extremely useful for my studies and my future ambitions,

Since the drama school is closed for the whole of July, | will be available
to work at any time.

I may be contacted at the above address, or by telephone on 473-06258. |
look forward to hearing [rom you

Yours faithfully,
Val Fibres
Val Fimbres

L)

L

L

Revision & Extension Seclion

What are the characteristics of this
style of writing? Find examples in
the letter of each charactensbic.

What is the reason for writing the
letter? Has the writer stated this
clearly in the first paragraph?

Suggest a suitable alternative first
paragraph.

Why does the writer want this job?
In which paragraph does she state
this?

Suggest a suitable alternative final
paragraph.

Introduction
Paragraph 1
reason for writing

Main Body

Paragraph 2

age, current situation/
relevant studies
Paragraph 3

description of appearance
Paragraph 4

reasonis! for applying/
wiy you would like job

Paragraph 5
availability
Conclusion

Final Paragraph

closing remarks
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Revision & Exlension Section

65 Read the rubric, underline the key words and answer the questions.

‘ You saw this announcement in an international music magazine,
and have decided to enler the competition.

Do you prefer live music or recorded music?

Write and tell us — and win fabulous prizes in our competition!

Simply write an article giving your opinion.

The best article will be published in the magazine and the winmer will receive
£1000 worth of CDs and concert tickets.
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| Wirite your article for the magazine (120-180 words).

1 What type of writing is this?
2 Do vou enjoy listening to recorded music? Have you ever been fo a live
concert? Which do you prefer and why?

66 Read the article and answer the guestions.

e -

Do you prefer live music or recorded music?

e oo . O 7 B by Tim Jones

- , Many people say that golng
’ - - g - {0 a concert and seeing
your favourite group play is
a thrilling experience, and
one which cannot be
compared to listening to
recorded music. | disagree
with this point of view, for
several reasons.

To begin with, there is no doubt that recorded
music is more convenient. What could be better than buying a compact disc or
cassette and listening to it whenever you want, In the peace and comtort of your
own home? Porfable players also mean that you can carry the music around
with you.

Furthermare, in my opinion the introduction of the compact disc has meant that
ihe quality of recorded music has improved a great deal. When you listen to a
CD, you can hear the words and music more clearly than you could at a concert.
What is more, you can adjust the valume and so on 1o suit yoursel,

On the other hand, many people argue that the special atmosphere at a live
concert makes it more enjoyable. The excitement of the crowd adds to your own
exciternent, they say, while recorded music can never give you such a fegling.

To sum up, | firmly believe that, although live concerts are often spectacular, you
¢an appreciate a group's music better when it is recorded,

—

Tk

What does the writer prefer — live
music or recorded music?
Underline the main points which
the writer gives in support of his
opinion. What reason(s) does he
present to justify each point?

Underline the opposing viewpoint
which the writer gives. What
reason(s) does he present to justify
this point?

Circle the linking words/phrases
which the writer has used to
introduce viewpoints, then suggest
suitable alternatives.

Suggest a suitable alternative [inal
paragraph.

introduction

 FAR TR R NS R EENNREE N

Paragraph 1

siate topic ond your
opinion clearly

Main Body

Paragraphs 2 - 3
viewpoinis and reasons

Paragraph 4

opposing viewpoint and
redison

Conclusion

FEEFEEAATEERE S

Final Paragraph

restale your opinion using
different words.

i




Revision & Extension Section

67 Read the rubric, underline the key words and answer the questions,

You are on the committee of a film club, and have been asked to
write a repart for the club chairman, suggesting two films to be
shown as part of the club’s programme. You should briefly describe
each film and explain why you think the club members would enjoy
these films. Write your report (120-180 words).

1 Whal type of wniting 1s this?
2 What style should it be written in?
3 Which wo films would you recommend, and why?

68 Read the model and answer the questions.

To: David Wilson, Chairman, Silver Screens Film Club
From: Jennifer Carlisle, Committee member

| Subject: Film recommendations
Date: 4th February, 20....

AlM

The purpose of this report 1s to recommend two films to be ncluded in the film
club’s programme lor the summer season,

FIRST RECOMMENDATION

The English film Stewth would be a good choice for the June scréening, Michael
| Caine and Sir Laurence Olivier star in this mystery classic. The exceptional
| thing about this film is thal, using make-up, costumes and different accents,
these two actors play all the roles in the film.

SECOND RECOMMENDATION

Little Big Man is the second recommendation. This is a black comady dealing
with some serious themes in American history. Dustin Holfman heads an
excellent cast of veteran performers in this epic.

REASONS FOR RECOMMENDATIONS

Bath films would offer club members a lot to think about, as well as being
amusing and enfertaining. This would be a nice conirast lo last year's films,
which were rather serious. Furthermore, the guality of acting and direction in
both films is excellent, which is sure to please our members.

CONCLUSION

For the reasons above, | recommend Slewth and Little Big Man as choices for
the surmmer programme. | believe these films would entertain our members
and increase altendance ai the screenings.

e ——— p— e ———

1 Is the purpose of the report clearly stated in the introduction? Suggest a
suitable alternative first paragraph for this report.

2 What reasons does the writer give to explain why club members would
enjoy the films recommended?

3 Write suitable main body paragraphs about two films of your own choice.

Introduction

Paragraph 1
purpose and content of report

Main Body

Paragraphs 2 - 3
recommendations
Paragraph 4

reasonis| for choices and
explanaiions!s|

Conclusion

Final Paragraph

general comment and final
recommendation(s]

69 Read the rubric, underline the
key words and answer the
questions.

You belong to a book club and

have been asked to write a
.~ report for the club magazine,
recommending two books to
| club members. Describe each
book briefly and explain why
members would enjoy reading
them. Write your report. (120-
180 words)
1 What sivle should your report be
written in?
2 Which books will you recommend,
and why?
3 In which paragraph(s) will you:
- slate the purpose of the report?
- describe cach book?
- suggest reasons why club members
would enjoy reading the books?

70 Read the rubric in Ex. 69 again
and write your article (120-180
words). Use your answers from
Ex. 69 and the plan and model
from Ex. 68 to help you. 43
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Appendix I: Linking Words / Phrases -

To state personil

In my opinian, | In my view, | To my mind, | {Personally) I believe that | I feel {very) strongly that |
It seems to me ihat | 1 think that people should be encouraged fo use public iransport in the ity

opinion:
Ta list One advantage of [ Anather advantage af | One other advantage af | The main advantage af |
advantages The greatest advantage of | The firss advantage of having your own business is that you do not
and have to take orders,
disadvamages:
One disadvaniage of | Another disadvantage of | One other disadvantage of | The main
disadvantage of | The greatest disadvantage of | The first disadvantage of having vour own business
i that you have to work fong hows,
To list points; Firstily), | First of all, | In the first place, | To start with, | To begin with, | Secondly, /
Thirdly, | Finally, evervone knows that smoking is extremely bad for one's health,
To show sequence: BEGINNING: First, [ To start with, [ To begin with, [ First of all, get evervone out of the building.
CONTINUING: Secondly, | After this{that, | Then, [ Next, call the fire brigade.
CONCLUDING: Finally, | Lastly, | Last but not least keep a safe distance from the fire.
To add more points What is mare, | Furthermore, | Moreover, | Apart from this\that, [ In additen (to this), | Besides {this),
o topic: dogs are very usefud in police wark.
Do are also very usefiel in police work,
Dogs are very useful in police work too.
Not only do dogs help the blind, but they are very useful in police work as well
To show cause: The BBC decided not to show the programme becanse | due to the foct that | since [ as
it would upset too many people.
The programme would upset too many people; for this reason | therefore the BRC
elecided net to show it
To show effect | Ste won a scholarship therefore, [ 50 [ consequenily, | as @ consequence, [ as a result, |
resull [ consequences: | for this reason, she was albe to continue her sidies,
Ty shiw He dectded to learm Russian so that he could read Tolsoy,
purpose: He decided to leam Russian so as to | in order to read Tolstoy,
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To give For instance, | For example, by running, swinuming or fogging three times a week vou feel

examples: yourger and live longer,
By taking regular exercize such as [ like rinning. swimming or jogging you feel younger and live longer.
I vou wani ta feel younger and live longer, you should take repular exercise, particularly, |
i particular, [ especially, mnning, swimming or jogging.

= Seatbelrs are known ta save lives, yer | however, | mevertheless, | bur [ nonetheless, many people

o show

refuse to wear them,

CONIrast:
Although | Even theugh | In spite of the fact that | Despite the fact that seatbelts are known (o save
lives, many people refuse to wear them,

- Turn the dial when | whenever [ before | as soon as | the buzzer sounds.

o show
, f haven's been back home sinee 1952,

fime,
We met as I was crossing ihe streef,
I saw hint while | was erossing the streer.
We mever see each ovher saw that they've moved 1o another neighborirhood,

That'’s the woman whe {ives next door 1o me.
Relatives:

He's the man whase car was stolen vesterday.
That's the cat which scratched me.
London ix the city where | was bomn,
Finally, | Lastly, | A in wll, | Taking evervihing infe account, | On the whole, |

To introduce

: Al things considered, [ In conclusion, | Te suwm up, no one is likely to find a cure for
u coneclusion:

the copon cold in the near futiire,
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1@%@ [1a: Opening and Closing Remarks for Letters

LETTERN:

FORMAL

Giving news
Opening Remarks; (You'll never) guess whal ... I'm wriling b0 Lell you aboul ., I am wriling o miorm you of .,
Closing Remarks: That's all my news for now . Write and tell me your news, | would appreciate vour thoughts
on this matter.,
Making an invitation
Opening Remarks: I'm writing to invite you to ... We would be very pleased if you | We would be honoured i you
could come ... could altend ...
Closing Remarks: Hope you can make it = it be | Please let us know if you can come. | We would be grateful if you could
great fun! nolify us regarding whether ...
Accepling an invitation
ﬂpeni.ng- Remarks: Thanks a lot for the invitation. I'd | Thank you for your kind invitation; | Thank you [or your kind invitation,
love 1o come ... we would fove 1o join you .., Wi would be delighted o attend ...
Closing Remarks: See you then! We look forward to seeing you, Thank you once more for your
kind invitation.
Refusing an invitation
Opening Remarks: Thianks a ket for the invitation but [ | Thank you for your Kind invitation. | Thank you for your kind mvitation.
won'l be able to make it ... However, we will not be able to ] Unfortunately, we will be unable
come ... to ateznd ..,
Closing Remarks: Sorry again, Maybe next time! Ferhaps we cam get together soon. | 1 hope that in (he futare we might
have the opportunity to meet,
Asking for advice.
Opening Remarks: I've got & problent, and | think you | I'd really like your advice about/ |1 am writing to request some
can help. on ... athvice conceming ...
Closing Remarks: Write back soon and tell me what | 1 really hope you can help me, I would greatly appreciate your
you think. assistance in this matter,
Opening Remarks: I'm sorry to hear .. and 1 think [ | I'm very sorry to hear that you're | | am writing with regard to your
can help. having problems with ... letter requesting advice concerning
Closing Remarks: Let me know what happens, I hope everything tuens out well. | 1 hope 1o have been of assistance
b you.
Asking for information
Opening Remarks: I'm thinking of .. and | wondered | I'm considesing ... and I'd like Uil | 1 would greatly appreciate it if
if you could help me out. o could give me some you eould provide me with some
information. information on ..
Closing Remarks; Hope you can help! I would appreciate any help you | Thank you in advance for your
CAN Ve M ... kind ¢ooperation ..,

14]
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Appendix IIa: Opening and Closing Remarks for Letters

LETTERS:

Opening Remarks:

Closing Remarks:

Thanking sh
Opening Remarks;

Closing Remarks:

Apologising
Opening Remarks:

Closing Remarks:
Congratulating sh
Opening Remarks:
Closing Remarks;
of Application
Opening Remarks:
Closing Remarks:
of Complaint
Opening Remarks:
Closing Remarks:
Making Requests

Opening Remarks:

Closing Remarks:

INFORMAL

I've looked inti ...

Hope this was what you wanted .,

SEMI-FORMAL

I'm writing in reply 1o your ketter
asking for information on ...

I hope you find this useful ..

I am writing in response to your |
letter requesting information on ..,

Da not hesitate (o contact me

should you require further
assislance.

Thanks a lot for .. Thank you very much fior ... | am wriling 1o express my
gratitude for ...

Thanks again! It was very good of you to | [ am extremely grateful for .,

I'm really sorry about ...

Please say vou'll forgive me .

[ am writing to apologise for ..,

Please pecept my apology ...

I am writing to offer my sincere
apologies regarding ...

Omee again, please acoept our
sincerest apologies ...

I'm just writing to say well done ...

Well done!

I was really happy/pleased to hear
That ...

You really deserve (vour) sucoess,

May | congratulate you on ..,

Omnce again, congratulations,

1 am writing to apply for the
pasition ..

I look forward (o hearing from
WO ..,

1 am writing to draw your
atlention o ...

I hope that this matter can be
resolved ...

Could you do something for me?

I hope you can help me out.

I wondered il you could possibly do
mé a favour.

T hope it isn't too much trouble.

I would be most grateful if you
eould ...

Thank you in advance for your
assistance in this matler.
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I; ~ Appendix IIb: Useful Vocabulary for Letters

Refusing an invitation

Asking for information

Giving advice

Let me tell you when & where .,

By the way, it's a fancy dress
party/Tormal ceremony ...
You can stay over if you like ...

There'll be plenty of food/drink ...

These are the details of ...
Tt will be a faney dress party/
formal occassion ...

If you need somewhere to stay ..

Refreshments will be provided ...

_

The panty/weddingieeremony will
be held on ... at ...

Be ndvised that the party/
DECASSION B .

Accommusdation can be provided
by arrangement ...

The catering arrangements have
been made ...

You won't need to bring anything ... | It won't be necessary to ... Yo will not be required 1o ...
What a great way to celebrate .. | 1% a wonderful way to celebrate ... | I'm sure it will be o wonderful
occasion,
By the way, if vou need help with .| 1f you would like any help ... Shoulbd vou requine asasinnce ...
Can 1 bring my friend, Brian? Could I imwite a friend to come too? | Would it be possible for .. to
accompany me?
| can't make it because ... I wan't be able to come because ... | I am unable to attend due Lo ..
I'vie got plans for that weekend . | 1 have already arranged 10 ... | T-am otherwise engaged ..
1
Dho yiou know anything about ... Do you have information about .. | What imformation do vou hold on .
I akso need 1o know about ... 1 wiould also like 10 know ... Could you also provide details of ..
[ want to find out about ... aswell. | In addition, could you tell me .. | Furthermore, it would be useful w
Can you alse et me know if ... Please could you also ... have information concerning ...
[ would be glad to .., [ would be grateful for ... Please would vou include ..,
- would be appreciated ...
[ have sent you a ... This letter includes a ... Please find enclosed a ..,
To answer your question about ... | In response to your enguiry about ... | Regarding your request for ..

D wou know that .7

Were you aware of .7

May 1 bring to your attention ..,

This information should help vou ... | This information should be wseful | The following information may be
to Yo ... of use to you ...

1'm really sorry for/about ., | apologise for ... Please accept my apologics for ..

It wouldn™t have happened if .. It happened because of ... The situation arose due to ..,

I admit that it was my falt .., I am o Mame for ... The Fault is entirely mine ...

[ didn't mean to . It was not intentional ... It was not my intention ta ..,

[ really need ... I'd like ... I wish to request ...

Can | ask you to ... Could | ask you o ... Would it be possible for you io ..

Why don't vou .., IF 1 were you, 1'd ... I would suggest thal ...
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A capital letter is used:

* t{obegin a sentence.

e.9. There’s a great film playing at the cinema.

= for days of the week, months and public holidays.

2.0. This year, Chrisimas Day falls on the last Sunday of
December.

+ for names of people and places.

e.a. My best friend’s name is Claire and she’s from
Cardiff, Wales.

* for people’s tilles.

.9. Mr and Mrs Graham; Dr Stevens; Professor Brown;
elc.

¢ for nalionalities and languages.
€.g. They are French.

We love Italian cuising.
He's fluent in Portuguese and Genman.

& for the first word and/or the most important words (e.q.
nouns, verbs, adjectives, adverbs) of titles of books,
films, plays, TV programmes, eic.

e.]. The Sixth Sense
Indiana Jones and the Lost Temple
Alice in Wonderland
Note: The personal pronoun | is always a capital letter.
e.q. George and | are gaoing fo the funiair.

Afull stop Is used:
= toend a sentence that is not a question or an
exclamation,
e.g. I'm having a wonderful time. There's so much to do
here,

Italics are used:
* to show the titles of books, plays, newspapers, films,
etc,
e.9. The Hunchback of Nolre Dame
Romen and Jufiet
Tha Daily Mail
Bravehgart
= o show names of holels, restaurants, elc.
e.g. The Majestic Holel
Cleo’s Grll House

130

Appendix ITI: Rules for Punctuation

A comma is used:

to separate words in a list.

e.g. We need eggs, milk, cheese and butfer.

lo separale phrases o clauses.

e.0. He stopped walking, looked down, and realised tha!
he was still wearing his slippers.

to separate long sentences linked by and, but, as, or, et

e.g. Susan had a very bad cold, but she still went to the
party.
Ann brought some delicious egyg sandwiches, and
Tim brought his famous chocolate brownies.

to separate a non-identifying relative clause (i.e. a

clause giving extra information which Is not essential to

the meaning of the main clause) from the main clause.

8.9. Maria, who is a ballerina, lives in Paris.
The focal market, where you can buy exolic spices.
is located on the High Street.

alter certain linking words/phrases (e.9. in addilion 1z

this, for example, however, in conclusion, etc).

e.g. In addition to this, Fred is a collector of antiqus
walches.,

when H-clauses begin sentences.

&.9. If we had taken her advice, we wouldn't have got fost

Note: Nocomma is used, however, when the if-clause

follows the main clause.

belore and/or afler expressions such as: he/she said, sals

Tom/Mary, etc. when reporting someone's exact words.

&.0. Opening the door, he said, "Wake up children, it =
time to get ready for your trip.”

but: * am exhausted, " said the firefighter.

to separate question tags from the rest of the sentence

e.g. Ms Jones is your history teacher, isn't she?

* QUESTION MARK (1)

A question mark is used:

L

lo end a direct question.

e.g. How old are you?

Mote: A guestion mark is not used to end an indirect
guestion.
e.g. He asked me how old | was.

0N MARK (')

An exclamation mark is used:

1o end an exclamatory sentence, i.e. a sentence showing
admiration, surprise, joy, anger, etc.
e.9. That's great news!

What a beautiful baby!
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Appendix I1I: Rules for Punctuation

~ QUOTATION MARK (* ™)

A quctation mark |5 used.
¢  n direct speech to report the exact words semeone said.
e.g. ‘My flight is leaving at Sam, " said Pamefa.
‘Where are you from?' he asked us.
= for quotations (i.e. phrases taken from books, plays,
efc), sayings and proverbs.

e.g. All in all, | believe that life would be boring without
music. As Robert Fripp once said, “music i3 just a
means of creating a magical stale,”

My grandfather used to say that ‘an apple a day,
keeps the doctor away.”

A colon s used:
* fpintroduce a list.

8.0. There were four of us on the boat : my
mother, my father, my cousin Jane and me.

 SEMICOLON ()

A semicolon is used:

* [nslead of a {ull slop, sometimes to separate main
sentences when their meaning is connected.
Semicolons are not used as frequently as full stops or
Commas.

e.0. Some leenagers find it extremely hard lo choose &
career; others consider if a fairly easy choice.

- DOrs(.)

® Three dots are used 1o show that words have been left
out from & quotation, proverb, sentence, eic.
e.g. As Edward Guthman once said, Thirty seconds on
the evening news is worth a front page headiine ..."

* BRACKETS ()
Brackels are used:
* o separate extra information fram the rest of the
gentence,
e.q. These days, you can buy popular newspapers (l.e.

The New York Times, Le Monde, etc) almost
anywhere in the world,

~ APOSTROPHE (')

An apostrophe is used:
* in shor forms to show that one or more letters or
numbers have been left oul.
e.g.!'m (= | am) writimg because I've (= | have) goi
greal news.
| left for Canada in the summer of '95, {= 1825)
*  before or after the possessive -5 to show ownership or
the relationship between people.
8.9, Tom's bicycle, my sister's son (singular noun + 's)
my parents” car (plural noun + ')
women's shoes (Iregular plural + 's)
Study the examples:
e.g. Look at that peacock! Aren't iis feathers beautiful?
(its = possessive adjective)
but: It’s (= it is) a beautiful day, isn't it?
Our school is very big. It's got (= i has got) three floors
and a huge gymnasium,
* o form the plurals of letters, numbers or abbreviations.
£.0. She often writes |'s instead of g's.
Package holidays became extremely popular in the
1980s
UNICEF's efforts to raise money for children fiving in
developing countries have been extremely successiul.

-~ HYPHEN (-)

A hyphen s used:
* o form a compound word,

8.9 kind-hearted; ten-year-old boy; seventy-nine;
tape-recording; wel-dressed; water-ski; efc.

S .:MF{_'},:
A dash is used:
* in informal English, the same way as a colon or
semicolon.
&.0. There are three things | couldn'f imagine living
without — my best friend, a good book and my dog.
¢ o intreduce something that you thought of or added
later, or something surprising, unexpected, ete,
e.g. They're closing down the old library — af least that's
what ['ve heard.
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Successful Writing Intermediate provides a

thorough preparation for the different types of writing
necessary for students at intermediate level. The book
prepares students lo write all types of composition, including
transactional letters and reviews.

Each unit starts with a listening activity to stimulate the
students' interest. The lead-in is followed by theory, plans
and full-length model compositions which help students
produce successful pieces of writing. The Revision and
Extension section includes a full range of composition types
for students to analyse.

Successful Writing Intermediate is accompanied by a
separate Teacher's book and a cassette or audio CD.

Components
Successful Writing Intermediate
Successful Writing Intermediate Teacher's Book

Class Audio Cassette

Class Audio CD
Express Publishing
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