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Films
wnnM-u"@
Look at the pictures. In pairs, ask and answer the fol lowing questions.
r Have you seen any of these films? Did you enjoy them?
r What do you think the ones you haven't seen are about?
' Whati your favourite film? Why?

DeveuoP YouR wRrrrNG sKTLLS /'

Forrnal  or  informa[?
Read these extracts from different pieces of writing about films, and decide
whether the language is generally formal or informal. Circle the appropriate word
above each extract.

A formal,/ informal
I saw a great movie last night with Helen.
You'd have loved it! lt's called The Score, and
itt about a robbery. De Niro is fab as one of
the robbers, and Edward Norton - as usual *

is really cooll Great twist at the end, too. I
reckon it's gonna win loads of Oscars.

B formal,/ informal
I would be extremely grateful if you could
let me know how long I will have to wait
from the date of my order until the satellite
dish and programme decoder are installed.

C formal./ informal
Although there may we[[ be some kind of
connection between violence on TV and
violence in society, it's really not clear what
that connection is. l t  certainly is not the
case that the majority of people, after
watching a violent f i lm, feel an increased
need to commit violent acts. In fact, possibly
quite the opposite.

D &r¡qqllrfoq¡q!
As requested, I have visited the three
outdoor cinemas currently taking part in the
fi lm festival. I  have compared them in terms
of t icket pricing, faci l i t ies, comfort, sound
quality and picture quali ty. My f indings are
outl ined below.



r fornev l¡fqlnq!
To conclude, cinema aPPears to be
increasing in popularity amongst younger
age groups, despite the availabi l i ty of
high-quali ty video and DVD. The evidence
suggests that this is due partly to the
social element involved in going to the
cinema, and partly to the benefits of a
large screen and state-of-the-art sound
system.

F Kytei language: fproal4 ¡¡fqlmal
The writer'ly'anguage: for¡nql l¡fqqlql
'Oh, I really don't fancy going to the
cinema tonight. Can't we just stay in and
watch a movie on TV or something?' said
Kyle. His tone of voice revealed that he
was hiding his real reasons for wanting to
remain at home.

How did you know?
Look again at extracts A, B and C.
Write a word or short phrase from the extracts on the lines provided.

extract A
1 Find two examples of informal Srammar.
2 Find an example of an informal verb.

3 Find an example of informal punctuation.

4 Find a sentence without a verb.

5 Find an example of VERY informal spell ing.

6 Which word is short for ' fabulous'?
7 Which phrase means'many'?

extract B
I Which phrase means'Please te[[ me .. '

2 Find one example of the Passive.

extract C
I Find one example of formal grammar.

2 Find one example of informal grammar.

3 Find a more formal phrase for'lt's not true at a[[ ...'.

4 Find a more formal phrase for 'most' .

c foryEvj¡for¡qal
Furthermore, your advertisement stated that the

DVD contains interviews with the stars and the

director. The copy which I received unfortunately
contains the f i lm and nothint more.

H for¡oql4¡for¡qql
As you will see from my CV. (attached), I have
worked as an extra on a number of f i lms. I bel ieve

that my references from those films demonstrate
that I am professional, reliable and hardworking.

W r i t i n s ,  S k i l l s U n i t
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Match the text  types
Now look at all the extracts again. Match each extract with a text type
below, by writing A-H on the lines provided.

I letter of application
2 letter of complaint
3 letter requesting information
4 letter to a penfriend
5 composition for your teacher
6 article for a young people's magazine
7 report
8 short story

?

éil,
Discuss Wr'
Discuss your answers. Do you agree on the text types?

What da you thínk?
Write T for True and F for False next to these statements about writing.

I ln an articte for a young people! magazine, you shouldnt use
contractions (dont, cant, itt, etc) at a[[.

In a composition for your teacher, you should avoid using contractions.

Only grammar is formal or informa[; vocabulary isn't.

Phrasalverbs are usually (but not always) informa[.

When you write a piece of writing, the level of formality depends on who
your reader is.

You only need to have paragraphs in a formal piece of writing.

You can be quite chatty and conversational in a letter of application.

A composition for your teacher is more formal than an article for a
young person's magazine.

9 An article for a young person's magazine is the same level of formality
as a letter to a penfriend.

Study the model
Quickty read model composition I on page 100 and find informal words and
phrases that mean the same as these more formal words and phrases.

2

3

4

t

6

7

I

I Thank you very much

2 | am very pleased

3 Yes

4 difficult

5 bought

6 much

7 however

I I have to
Now find three examples of informalgrammar and two examples of
informal punctuation and circle them in the model. I

I
{.



ConnPosrrroN DEVELoPMENT

Read this composition question and do the exercises that follow.

You saw an interesting film at the cinema last night. Write a letter to your penfriend
explaining why you enjoyed the film so much and recommending that they see it.

Write your letter.

Brainstorming
Answer the following questions using your imagination. Discuss your answers with the class.

What's the name of your penfriend?
What willyou refer to from their last letter, or what will you ask them, BEFORE
you mention th&f¡tm?
Who did you go to the cinema with?
What was the name of the film you saw?
What kind of film is it?
Who is in i t? Who directed it?
What is it about?
Why did you particularly enjoy it?
Why do you think your friend will enjoy it?
What reason will you give for ending your letter?

Think about formal i ty
Circle the sentences which would be appropriate for this kind of letter.
There might be more than one sentence in each group which is appropriate.

Paragraph I
a I am writing to thank you for your letter.
b Thanks a lot for your last letter.
c I'm writing to thank you for your last letter.

Paragraph 2
a Anyway, a bunch of us went to the cinema

last night.
b My news - | went to the movies last night

with Darren and Angie.
c I would like to describe an interesting fitm

I saw at the cinema last night.

Paragraph I
a Bruce Willis was great as the baddie!
b Furthermore, we were a[ extremely

impressed by both the quality of the acting
and the direction.

c lU therefore recommend that you see it as
soon as you get the chance.

d Go and see it if you get the chance -
I think you'll love it!

e I would strongly suggest that you go and
see this movie.

Paragraph 4
a To conclude, the film was marvellous.
b Wel[, I'd better go now as I've got to do

some homework.
c Thati allfrom me for now. l'11 be in touch

again soon.

€losing expressions
a Yours,
b Yours faithfully,
c Yours sincerely,
d Take care,
e Lots of love,
f Bye for now!

s  /  U n i t
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t ¡ f  Homework -
Y Now write your letter. V

Read this checklist. When you have
written your letter, tick the boxes.

. I have used informalgrammar
(including contractions).

Plan your püragraphs
Complete the followint paratraph plan,
making notes on what you are going to
include in each paragraph.

I have used informal vocabulary.
I have used some informal
letter expressions.

. I have mentioned my penfriend's
letter in paragraph'1.

r I have recommended that my
penfriend sees the film.

r I have used at least one informal
ctosing expression.

r I have written my first name at the
bottom of the letter.

Read these sentences and then use the words in
bold to complete the sentences betow.

You can get your tickets at the box office at the
cinema.
We don't watch many videos these days; we
tend to watch DVDs - the quality is better.
The fitm is about a guy who travels back in time
to save the planet.
The Score stars Robert De Niro, Marlon Brando
and Edward Norton.
In the film, De Niro plays a jazz ctub owner who
is also a master thief.
Gone with the Wind is set in the American
Civi tWar.
Sha[[ we go to the video store,/club and get a
video out for tonight?
Most foreign-language films have subtitles at
the bottom for you to read.
Some foreign-language films are dubbed, which
means that they put a[[ the voices into your
language.
A twist in the plot is when something very
unexpected happens.

I hate it when foreign films are
; I  l ike to l isten to them in

their  or iginaI language.
The f i lm is on another
planet, but it's really about modern-day issues
on Earth.
Let's get our tickets from the

first and then get some

Popcorn,
Therei a
it doesn't have many recent films.
Leonardo Di Caprio - a
struggting artist who fatls in love with a rich girl.

6 lt's a comedy a group of
people who work in a TV studio.

7 l'm going to try not to read the
; it '[ l help me practise my

Engl ish.
8 Therei a Sreat

it turns out that hei actually a ghost!
9 As the price of the players comes down,

are going to become more
and more popular.

l0 The f i lm

very near here but

at the end -

I

I

T
T

T

T

T

T

T

lh*oruaal leLFe* plo,rt

De^,

Patnargnrrph I

Parnagnarph 2
-)

ParotgnaVh j

Parraigvaph 4

Closirrg - , ,eFPYessré\i5,]

Your *irsf
h4i4e

directed by Robert Redford.
Brad Pitt, and was
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XAM PRACTICE lruronvtel LETTER
I

r ñxsnry ,knc w-how
i

i ' When you are writing an informal letter (to
, a fr iend, penfriend or cousin, for example)
; remember to use a chatty, conversational
l  style with informal grammar and vocabulary.

r Remember, however, that paragraphs are still
important in an informal letter.

Each of these informal letters should be written in 120-180 words in an appropriate style.

1 You and your friends recently made a short film with a video camera.
Write a letter to a fr iend in an English-speaking country saying what the f i lm was about
and describin! tfre experience.

Write your letter.

2 Your oenfriend is interested in f i lm and has asked
Write a letter to your fr iend describing one or two
you l ike their f i lms.

Write vour letter.

you about your favourite f i lm stars.
of your favourite stars, explaining why

3

4

6

7

'Do I have to do the scene again?' asked the actor impatiently.

Does she have to do the scene again?

Therei no need for you to pick me up. l '[[ meet you at the box office.

Dont you have to be a professional actor to be an extra in a movie?

It isn't necessary for film actors to learn the whole script

8 The dubbing must be realty accurate.

Grammar focus
You've got to see this film! (informal)
= You have to/must see this film. (more formol)

Rer,vn*te these sentences using the 'have got to'form. l,fse contractions wherever you can.

I I must get a DVD player.

2 He has to understand that he can't go to the cinema until hei done his

homework.

W r i t i n g S k t l l s
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\AlenM-uP
Look at the pictures. In pairs, ask and answer the
r What do people consider when they choose a
. Whati the best age to decide on your career?
. How important is it to earn a lot of money?

a local newspaper art icle on training
opportunities

a national newspaper article on job losses

a composition written as a class project
on careers

a story about office workers written for a
competition

@
Occupations

fol lowing questions.
job?

Who reads what?
Match the fol lowing kinds of writ ing to the people you think might read them.

DeveloP YouR wRrrrNG sKtLLs

1 a letter describing your summer job

2 a job application

3 an international student magazine article
on young people and work

5

6

I
a a teacher

b a student in another country

c somebody interested in national opinion

d somebody interested in local news

e a manager in a company

f a member of your family

g a f ict ion magazine editor

t0



Choose the reader
Read these extracts from composition questions. For each one, decide who
the reader is going to be.

1 Your colleague has made the following notes.
Write your letter asking the Principal for permission to ...
a your col league b the Pr inc ipa l

2 The competition rules say that the story must begin with the following words ...
a a competit ion judge b your teacher

3 Your school magazine has invited you to write an article about ...
a students at your school b members of the public

4 You have just received this letter from the organisers of the competition.
Write your reply, using the notes ...
a  an examrner b the organisers of the competit ion

I Your teacher has asked you to write o story for your school's English languoge mogazine.
a your teacher b students at your school

6 You have been doing a class project on work in the media.
Your teacher has asked you to write a composition giving your opinions ...
a your teacher b the editor of a [oca[ paper

Choose the best styIe
For each reader below, decide which style would be more appropriate
when writ ing for them. Circ[e the correct answer.

an art icle for students at your school
a a formal style using academic English
b an informal style using everyday

English

a discursive composit ion for your
teacher
a an informal, conversational style
b a formal style presenting a clear

artument

a letter to an employer who is offering
a job
a an informative style presenting

personal information clear[y
b an informal style showing your

fr iendly personali ty

a letter to a member of your family
a a discursive style presenting a clear

argument
b a conversationaI style using informal

language

an art icle for young people around the
world
a a formal, business style
b a neutral, interesting style

a story for the judges of a competition
a an interesting, descriptive style
b a simple, informative style

\A/ r i I i  n o < L i I | < l l  ñ  i  1 ' 1 1
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Match the sentences to the readers
Match the fotlowing sentences to the readers they are intended for.

Sorry you were sacked. Listen, why don't
you ca[[ Bitt and see if they need anybody
at the hotel?

This means that something like twenty
per cent of young people are looking for
weekend jobs - and thati a lot of waiters
and waitresses!

In conclusion, i t  seems clear that the
advantages of working during the
holidays orJtweigh the disadvantages.

The experience I gained working
part-time in my uncle's hotel means that I
am used to deating with the public.

I wouldn't have much chance of getting
into trouble working at this isolated
hotel. At least, thatt what I told myself.

a teacher

a student

a manaSer

a member of your family

a fiction magazine editor

a

b

c

d

e

Study the model
Read mode[ composit ion 2 on page'100

I Who is the article aimed at?

and answer the fol lowing questions.

2 What kind of style has the writer used?

3 Why does the writer use question marks within the text?

E 3i.::iil W- th your partner. Do you both asree?

1 )



covrPosrrroN DEVELoPMENT @
Read this composition question and do the exercises that follow.

A national student magazine has asked you to write an article on how young people might
choose a career. Write a short article for the magazine.

Brainstorming
Answer the fol lowing questions.
Discuss your answers with the class.

1 Which of thee people might read your
article?
a adults who want to change their job
b young people in other parts of your

country
c students around the world

2 What would they expect from your article?
a advice about their future that interests

them
b detai led descript ions of certain jobs
c an explanation of why a good job is

important

Are your readers ...
a much younger than you?
b the same age as you?
c much older than you?

Are these statements True or False?
a You should use a formal style to show

how much you know.
You could start with a question to
interest your readers.
It would be appropriate to use
contractions (isn't, dont, etc).
Your style should be conversational
and friendly.
You have to tel[ them to be good
students and work hard.

Which of these might be a good t i t le for this
article?
a Becomint a successfuI professional
b Combining a career with a busy home l i fe
c What do you want to be when you trow

uP?
d The dangers of being too ambitious

Match
Match the paragraph contents on the right
with each paragraph 1-4.

1 a Suggest some other things you
might think about.

2 b Conclude and wish your
readers good luck.

3 c Ask an interesting question
and introduce the subject.

4 d Suggest first steps you might
take in choosing a career.

Start ing your art ic le
Circle two sentences you might use to
begin your article.

1 I have been requested to write an article
by this magazine and here i t  is.

2 Are you still wondering exactly what
you're going to do with your [ife?

3 | am writing to inform you about the
career options open to you.

4 lt can be pretty scary taking decisions
that affect the rest of your [ife.

Ending your art ic le
Circle two sentences you might use to
end your art icle.

In conclusion, these are the things I had
to say on the subject.

I am looking forward to hearing from you
as soon as possible.

I hope these suggestions have given you
something to think about.

So, good luck in your future career,
whatever you decide.

W r i t i n s  S k i l l s U n í t t 3
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I Now write yJrr'.rti.t" V

Read this checklist. When you have
written your artic[e, tick the boxes.

Plan your poragraphs
Complete the followint paragraph plan,
making notes on what you are going to
include in each paragraph.

I have written an article.
I know who my reader is.
I have used an appropriate style.
I have tried to make ít interesting.

I have checked for spelling
mistakes.

I have checked for grammar
mistakes.

I

I

I

t

I

l
T
T
l

T

¡

Wordperfect
Read these sentences and then use the words in
bold to complete the sentences below.

I think job satisfaction is far more important
than earning a lot of money.
Davet dad has been unemployed for over a year
and can't find a job.
Sa[[y was fired,/sacked for surfing the internet
too much at work.
ld [ike to have my own business and be my
own boss.
I get on very welI with my colleagues in
the office.
Some workers are oaid more because of
dangerous working conditions.
The Minister was forced to resign when the
truth came out.
It can be very difficult not having a job and
trying to live on unemployment benefit,/the
dole.
The company is looking for trainees to start
immediately.
My contract says that I should get four weeks
paid holiday a year.

I When sales went down dramatically, the
manater decided to

2 The new are learning al l
about the factory.

3  l g e t a l o t o f from my work
as a nurse.

4 Tom was constantly late and in the end he was

5 lU be careful if I were you because the
is in a bad mood.

ó |  don' t  think is enough to
live on when you have children.

7 lt can be hard to fi[[ your time when you are

8 Make sure you read the
before you sign it.

9 The for a miner can be very
dir ty and unpleasant.

10 Some of my

flvficle platr'r
Ífle

Pavargvar¡h I

n

PavagraTV,T

PavagvaT\ j

Pavagvap\ 4

14

present when I left the office.
bought me a
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Exam know-how
' Dont waste time counting the number of words you have written. Look at one of your

composítions to see how many words you write on a line. For most people, it is about
seven or eight. This means your compositions should be about twenty to twenty-five
lines long, or just less than one pate of an exercise book.

Each of these articles should be written in 120-180 words in an appropriate styre.

Your school magazine is running a series of art icles under the t i i le ,My dream job,.
write an art i¡ i le to appear in the series describing your idealjob.

A local newspaper has invited readers to write short articles about how they
imagine the world of work wil l  change over the next decade. The best arl icles wil l
be published in the newspaper.

Write your article.

t
!
I

Grammor focus
some verbs are followea by thl gerund ¡in¡), some_ by the full infinitive, and some by both, sometimeswith a change of meaning. lt is important tñit you know which form to ,t". n""Jinár" 

"r"rpt";. 

--

. This iob rneons getting up early every morning.
t Police work involves writing reports.
t You need to be careful in this line of work.
t Frank threotened to resign if the plan wosn't changed.
¡ Did you remember to post my letter of application for the job?

In the following sentences, put the verb in brackets into the coruect form.

I To be a pilot, you have to enjoy (live)dangerously.
2 An office job in England usually means (work) from nine to five.
3 The workers all stopped (have)a ten minute break.
4 Taxi drivers find themselves -- (wait) around a lot.
5 My brother works as a baker, but he trained (be) a mechanic.
ó working as a vet involves (answer) calls in the middle of the night.
7 l'[ always remember (be) late for my first job interview.
8 lt was a waste of time trying - (get) a job at that new company.
9 | couldn't afford (pay)a[ my bitts when r was fired.

l0 One day, I hope (be) offered a job as a manater.

W r i t ¡ n g S k i l l s U n i t 15
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Look at the pictures. In pairs, ask and answer the fol lowing questions.
r What are the advantages of each way of studying shown in the photographs?
r Do you personally learn better alone or in a group?
: Do you like studying languages? Why/Wh_y not?

DrveloP YouR wRtrtNG sKtLLs

i,Y* :: i *i¡-¡ ¡ i; * :' ;: ;'* ¡ ;; :;. i r.; :l :: 
',

Read this question.

You saw this advertisement for a course and contacted the college for more details,
making the notes below. Read the advertisement and the notes carefully.
Write a letter to your penfriend, who you know is interested in languages, telling
them about the course.

Saluton. Kiel vi fartas?
confused? Don't be. That's Esperanto for'Hello. How are you?'Esperanto is an
artif icial language spoken by many people around the world. How would you like
to learn Esperanto from home? With our new home study course
you could be communicating in Esperanto with people from many countries

coul¿ ¿o i* i

oVer ffre
51.\v$1|,i'1€1.

i
16 

rl

:::

#

@bso|utebeginnersarewe|come.Lowfee 'Ca| |o1276333451
ofor furlher detail{ourse director: Mr Hope, Eurolingua College ,

lwe\ feá:  l8 f7
Spe¿rkeys: ? lulilliorr

Fee, 66 €uroos *on

Z-r,rohfh cóL\vse
*lextbooks 

exfrq

.,.".,,ri.1,i,i¡iii;f+f¿ir



It is very important to include all the right information from your notes.
Tick which of the fol lowing pieces of information you have to include.

I Esperanto isn't a confusing language.
2 lt was invented in 1887.
3 You have to pay extra for the textbooks.
4 The fee is 60 euros.
5 Your friend could do the course over the summer.
6 'Saluton' means'Hel[o' in Esperanto.
7 There are 2 million speakers of Esperanto around the world.

H*w drd rf tey #*3
Read these*two paraSraphs from letters written by different students

¡r
in answer to the composit ion question above. Underl ine where they mention
the points from the notes above.

1

I  ca l l ed  t hem fo r  you  yes re rday .  The  sec re ta r y  t o l d  me
abou t  t he  guy  who  i nven ted  i t  i n  1887 ,  bu t  I  can ' t
remember hís  name.  I  do remember that  there are
someth ing  l i ke  r \ . do  m i l l i on  speake rs  a round  the  wor ld ,
t hough .  She  sa id  i t  was  s i x t y  eu ros  f o r  a  two -mon th
. r l r ' r r q o -  r ^ r h i r - h  \ / ó r -  r - o ' r ' l  d  n ^ s q i h r r ¡  d o  r ¡ \ / o r  t h e  S u m m e r .

: 1  v v

Y o u  c a n  g e t  m o r e  i n f o r m a t i o n  f r o m  t h e  c o u r s e  d r r e c t o r ,
Mr  Hope.  Do you want  the  number?

2

fhere awe two r^rilliot sgerrkers ,iyóh\a fhe worlá. Esgeratnto w¿ts iwe\teá
i\ 188?. The lee is sixty ¿tavóS Nor ¿t fwo-prohfh cóuvse/ ovev the shu4r¡tev
iQ you like. Texfbooks exfr¿r. The cóhyse áiveclor is l.{v Hope. C¿tll hiwr o\

01216' | j j+s l .

Write the correct number, 1 or 2, to answer the following questions.

Which writer has ...
a wrítten natural sentences using the prompts?
b copied one of the prompts without understanding it?
c forgotten to mention one of the prompts?
d used an appropriate style?
e not thought about the grammar of the prompts?

17U n i t
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Wns *e # psrcgrcp&
Here is an incomptete answer to the question above.
Tick which of the following points the writer has mentioned.

a Esperanto was invented in 1887
b You have to pay extra for the textbooks.
c The fee is 60 euros for the 2-month course.
d Your friend could do the course over the summer.
e There are 2 million speakers of Esperanto around the world.

Now write the missing paragraph in your notebook, including the remaining
points from above.

Deav Jeuy

Hi! How are yot'J fh¿rqLs Qor yoh' l¿rsl lelfe'. Gveql \ews 4teoqf
yotar carf. SeVe\ ki{-fe\S! )orar horase rrqsf lre ch¿roS ¿rf fhe wroqe\f!

Atrywrty, lisle\. I k¡ow yota sariá yór^ w€ve fhirrkir,,g o{ leatvnirrg ar
urew latrrgraarge bqf yora coralátr'l Aec\Ae which oure. Harve yoq
fhoughf ¿tlpoqf Espe"atnrfo, fhe ¿rvfiQici arl lotngua,ge? I saw ar\ a,A Pov
d¡.hoqe sfra/y cohyse fhe ofhe' Aay auA il sor¡\áel pe'Pecf Po'
yora. I carlle ), lÁe college anA lhey lolá wre ¿r bif ¿tbor¡f Es¡erarnfo.
ll w¿rs ihve\feá ih 1887 a\A lheve qve abot¡l fwo u.rillioh speake"s
avoh\á lhe wovlá.

u.Jh¿rf ).o yor,t fhiqk? l'll ser/ yora lhe qhvurber o* fhe college iQ yora'"e
ihfe"esfeá.

fllr,,rosf QovgoL Pelev sary5 hello. I have fo go \ór^¡ - Gevwa\
horrewo"k. Yoh'"e \of fhe otrly orre /.oirg larnguarges, you krrow!

Lols oP love,

Tirr¿t

&*sd "y*¿rr  p*nfnar 's wr i f rng
Swap paragraphs and read what your partner has written.
Using your partnert paragraph, answer the following questions.

I Has my partner used a[[the remaining prompts?
2 Has my partner put them into natural sentences?
3 Has my partner used an appropriate informal style?

5fe;dy f f*e rnsdef
Read question 3 on page 101. Circle which of the following the writer has to mention.
a They do vegetarian meals.
b A meal costs about 25 euros per person.

d There are no tables on the 7th, but there
are on the 8th.

c Large SrouPs get a discount of l0%. e They have live music at the weekend.
f The restaurant is in the countryside.

Now read modelcomposit ion 3 on page 101.
Underline the phrases where the writer mentions the necessary information above.
What style has the writer used?

18



You saw this advertisement for a course and contacted them for more details, making the
notes below. Read the advertisement and the notes carefully. Write a letter to your
penfriend, who you know is interested in improving their memory, tel l ing them about the
course.

serrá yota wo"ksheets

1^,l¡[4 ¿¡¿vciSeS

cosk 55 gotarrás

cevfilic¿rfe al e¡/

i

:
j

l
I¡
i
I
i¡
;
:

- - 
ü";i"io iiptove your memory

Our new distance lear

Remember names and telephone numbers.

Easily learn words in a foreign language.

You'll be arnazed at the results in just 10 days!

CovrPosrrroN DEVELoPMENT @
Read this composition question and do the exercises that follow.

Srs,nsformíng
Answer the fol lowing questions. Discuss your answers with the class.

What's your penfriend's name?
What news might you tell them before you mention the course?
Where do you do the course?
How long does the course last?
How much does the course cost?
What does 'certificate at end' mean?
What reason will you give for ending your letter?
How might you close your letter?
What would be an appropriate style?
How many points do you need to include?

From prsmpfs fo s€nf€Rcss
For each prompt, write a sentence that you might use to tell your penfriend that information.

I complete course: 2 months 3 cost:70 euros

2 send you worksheets with exercises 4 certificate at end

lv4ske i  f  ¡n {armal
For each of these sentences, write a second sentence that gives the same information in an informal,
friendly style.

I RegardinS your enquiry, I am pleased to be able to report that my mothert health is much improved.

2 | received the news of your recent success in your examinations with satisfaction.

3 | would like to inform you that the total cost will be approximately seventy euros.

W r i t i n g 5 k l 1 l s U n i t 19
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;* i*-¡: - l* ¡-; ." * * r. t :$i ' i : ; .* ; :  :
Complete the following paratraph plan,
making notes on what you are going to
include in each paragraph.

i* ¡: ¡¡: * vr * I .ji:
Now write your letter.
Read this checklist. When you have
written your letter, tick the boxes.

I have used the information in all
the prompts.

I have turned the prompts into
natural sentences.

I have used an appropriate
informal style.

I have checked for spelling
mistakes.

I have checked for grammar
mistakes.

Read these sentences and then use the words in
bold to comolete the sentences below

Students at school are sometimes ca[led pupils.
Pupils in Britain go to primary school up to the
age of eleven.
From eleven to sixteen, pupils in Britain have to

to to secondary school; in America, they go to
junior and senior high school,
Some pupils decide to stay on at school until
they are eighteen to do exams.
The fee{s} for the course is/are 2OO euros but
the books are free.
Turn to paSe seven in your textbook and study
the mode[.
I did the course by distance learning, so I
studied at home and sent exercises back
through the post.
I passed the exam and I should get the
certificate in the post in a few weeks.
I understand English, but I have problems
learning definitions by heart.
lf you leave college or school before the end of
your course, you drop out.

l f  there aren' t  any col teges in your area, you
could consider studying by

2 I ' l t  be so proud when I  pass that I 'm going to
hang my on the wal l .

3 My mum's worried that my brother's going to
of college and not get any

qual i f icat ions.
4 Atl students arerequired to pay the course

before taking the
examinat ion.

5 Many yount people

a

I

o t

I

l

school because iti difficutt to find a iob without
oual i f icat ions.

ó We moved house when I was nine so I had to
start at a new

7 lt took me ages to learn the English alphabet

I  I  think the we use tn our
History lesson is really boring.
Our new Engl ish teacher gets on wel l  with al l
the  - .
It can be a bit frightening when you leave
primary school and have to move up to

[q$ovw,on] ne*&ev p]e;x

Fean

Pat"c'r9"atp',^ j

Parargvrr¡h ? r

Paoagvaph 3

Parargvotpk 4

{losiv,g " , ,
€Xpv¿55¡6t113;

Yc¡.rv *ivs!
\r{w1e

20
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l ruponnnRL TRANSAcTToNAL LETTER i

Write an answer to the following question in 120-180 words in an appropriate style.

You saw this advertisement for a summer course abroad and contacted the college for further details,
making the notes below. You have decided to attend the course and would like to invite a friend of yours
who l ives in another town to join you.

Read the adver*sement and the notes carefully. Then write a letter to your friend, giving the necessary
information and trying to persuade your friend to join you,

S.gs*? *,,:,:',¿.'*i: * *

.  Make sure you include in your composit ion
information from all the prompts in an
appropriate style.

. lf you are not sure of the meaning of a
prompt, make an educated guess and put it in
your own words. Never just copy the prompt,
and never leave it out.

Htill¡::ir,u,:*:i :..-",..,'i-, ,1 r Summer Coursgs in English

.  Experienced tutors for al l  levels.

o Reasonable fees.

. Accommodation avai lable.

Beautiful college in countryside setting.
Morning lessons, with afternoon outings arranged.

CalI01223 37565 for further details.

fl ccowru,roáatfio\ - con*orf^ble

roowrs ¿rbove college

Ftqsf \rook rrow i€ w¿tqt voot4sl

¡-weeV cót¡vset ourlY 250 eutos

Dafes:

lofh - ?SvA f,ugusl

frigs fo r^useur / libe¿tv7 sPÓvts

ceulve

#rmrery$??#n furrus
l.$h*n w* v.'rits ¡:*ts*, w* *ft*s ffi*ss *¡;t *h* x:*ti*i*s.

Principal said we must pay fee. = The Principal said we must pay the fee.

!&he* Sdscl etr* 6lvem nm**s as pr*Rnp*su y*lc *av* ?* ¡eaks s*r'* t*ri ti$*
g&* e*rr**t ar€*cé*s {x, ar:, t*:e} ln y**r writi*9. &.*wsit* el* 6*!1*l'vi*S pr*ry*p*s
in e*rxp{*t* se;'l**nc*s, a*sing xrti*€** wh*rc appr*prlat*,

I  Col lege has swimming poolat back.

2 College may offer discount on fee for group.

3 Exams take place in local school.

4 Library is open for few hours each morning.

5 College charges extra thirty euros for Welcome Party.

W r i t i n s S k i l l s U n i t 21
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@ Sport
wanM-u" @ 

'

Look at the pictures. ln pairs, ask and answer the following questions.
r What facilities for sports does your town have?
r Are you a member of a gym? Would you like to be?
r What facilities do you think a sports centre should have?

Deveuop YouR wRrr¡NG sKrLLs

***J*rr :g * f  {*y**f
Even though you cant read the words, you can still say what kinds of composition these are.
Match the diagrams to the composition type and write why.

I - -
I

I ---
I ---
I --
I

A letter
Diagram number: -

-
T---

I ---- ---
-
-
I

------
n--- ------ ---

A report
Diagram number: -

whv?

why?

A discursive composition
Diagram number: -

22
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Compfete f&€'  fs&fe
For each type of composition, tick the correct boxes.

fhe Q¿rcililies af fhe spovfs cehlre iqclqáe atr.r olyr^,rgic'liteA pool, which is

fhe onrly ohe oQ fh¿tf si¿e irr ot¡r ¿tve¿.,. Nof ouly will if lce qseá tov fe¿rwr

fvarirrirrg o*rA votces, buf iF will arlso be open fo lhe prablic dlr sot"re áarys o0 fhe

5f*r fx/Fg # rspsrf
Read this question and complete the start of the report.

You work for a local tourist information office. Your manager has asked you
to write a report on the new sports centre which opened recently in your
town. Describe the faci l i t ies offered by the sports centre and explain how
interested you think tourists would be in visit ing i t .

To:
From:
Subject:

Which of these can also be used at the start of a report? Choose two.
Date:
Mark:

Conclusion:
Re:

He:v' i r  ddd t&ey do?
Read these two paragraphs from two different answers to the question above
and answer the questions that follow.

Swimming  Poo l

week. r"Je shoqlá expecf if lo ¿tffv¿tcf r,'tarrry lot^visfs fo fhe cehf"<,

s and baeketballl', T|pre ig a gwimmi¡a pool, a gnaok bar, indoor tennis aurt,
' :  Q t  l :

avr te . l th í r rk7eo7 lewi | |7 robab|1 l i kz thosofaü | i t iee 'TT.v reareb i6
',ohanfn6rooilc end friend\ eeeighn+s. I evryet wo ask the manay, for l
, Ioaflete we c-en ,ive to tovricte. J

often has a title has paragraphs uses headings your name appears in it

art icle

report

letter

story

discursive
composit ion

lo /-¡,vriete.

W r i t i n g  S k i l l s U n i t  4 23
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d makes a good suggestion?
e is clearly laid out with a heading?
f would get better marks in the exam?

ffimqsmu#p Y##ffi vwffifiY*F*ffi sKñLrffi

Which paragraph...
a tries to mention too many things?
b has a more formal style?
c clearty focuses on one main point?

W{rf f*  # f f#r#$rspfu
Complete this answer to the question above by writing a paragraph
of about 30 words. Read your paragraph to the class and listen to other
students' paragraphs.

To: Mr Johnson
From: t Debb¡e Lambert
Subject: The new sports centre

f ; r r t rod uct io¡ ' l
As requested, I have visited the new sports centre in King Street.The
centre has now been open for two months.The main facilities are
the basketball courts, the gymnasium and the ice-sl<ating rinl<.

Bas l<e tba l l  eou r t s
The centre has three courts, which are generally modern and well-
maintained.They are often booked days ahead and we should tell tourists
this when they contact us for information.

Cyrnr-rasiurm

l ee -s l<a t i ng  n in : l<
The rink is in excellent condition and has already attracted people from
other towns.The centre organises classes in skating on Saturday mornings,
which are popular with young people.

e  enc lus i on
To sum up, the sports centre is very positive for our area.We can expect
it to attract a number of visitors. I suggest asking the manager to provide us
with leaflets to hand out to tourists.

Sfrudy f&s sm*d*d
Read model composition 4 on page 10'l and do the fotlowing task.

Underline in the model...
a where the writer mentions the subject of the report.
b a good phrase for introducing a report.
c two ptaces where the writer gives a summary of the report.
d the writert suggestion.
e the reader of the report.



cov¡PosrrroN DEVELoeMENT @
Read this composition question and do the exercises that follow.

You have a part-time job in a sports shop. The manager wants to make the shop more
popular with young people and has asked you to write a report making some
recommendations.

Write your report for your manager.

Brainsformrng
Answer the following questions, using your imagination where necessary.
Discuss your answers with the class.

What is your manager's name?
What is the subjedf of your report?

Write three reasons why young people might prefer other shops.
t
2
3

What three solutions could you suggest?
I
2
3

What style would be appropriate for your report?

Chaoss fh e best headinss
Read these headings and circle the oneíyou think might be good to use in this report.
Choose three.

f The people to blame Windcv¡ ciisplay

Advert ising

Facil i t ies

Prices

Football
,;L:::

Make i t  forma{
These sentences are too informal for a report. Express the same idea in a more formal way.

1 You should make things cheaper, shouldn't you?

2 You know, it must be ages since you changed the window disptay.

Your advert is really boring and old-fashioned.

Get some new trainers.

3

4

g  S k i l l s /  U n i t  4 25
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Pf sn .y#¿rr  psrexgrmp&s
Complete the following paraSraph plan,
making notes on what you are going to
include in each paragraph and what
heading you are going to give
each paragraph.

H*me'\rnürk ft
Now write your report
Read this checklist. When you have
written your report, tick the boxes.

¡ | have used the correct format for
a rePort.

: I have clear headings for each
paragraph.

I have used an appropriately
formal style.

I have checked for spelling
mistakes.

I have checked for grammar
mistakes.

Read these sentences and then use the words in
bold to complete the sentences below.

The new sports centre/leisure centre has great
tennis courts.
A gym/gymnasium is a place where people go
to get some exercise and try to get fit.
I try to work out at the gym at least once a
week.
A rink is a place where people go to skate on
the ice.
Mum, I need a new pair of trainers, and they
have to be the right brand.
I don't care which side wins as long as it's a good
match.
A commentator describes the action for people
watching or I istening at home.
Hang on! | think I've left my racket in the
changing róom.
Our team trains at least three times a week ano
sometimes more.
Whenever we play football, John picks all his
friends to be on the same side.

And i t 's a goal! ' the
excitedly.
lf you want to set in shape, why don't you join a

)

3 I just hope the other don't
score before the final whistle.

4 What this town needs is a new
with modern facilities.

5 Greg deserves to get into the team because he
harder than anybody else.

6 Don't leave any valuables behind in the

7 | can't run as fast as the other runners in these
old

I I hope the coach doesn't forget me when he

I

T

L

t0 | used to

the team for this Saturday.
9 They're putting on a professional ice show at the

this weekend.
but now I've let

een#ñsrfur$

shouted

l

ReporF plavt
fo:

Fr.owr:

Sr,r\aject-:

lulvo/t^cfioh

Pa,vagvat7V,7 Hea.A\ug:

?e¡va"qvap\j Hearlirrg:

?avagvagV,4 Heatlirr9:

Co¡{clr¡sicr"r

26
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Exavl PRACTICE Reponr

ffxwpt x funmw¡-fo*w¡
. Make sure you use the correct format for your writing. You should always write

in paragraphs and you should give the paragraphs headings when you are writ ing
a rePort.

Each of these reports should be written in 120-180 words in an appropriate style.

1 You have a part-time job in a gym. The manager wants to attract more customers and has asked
you to write a report making some recommendations.

Write your report for your manager.'& '

2 You work for a local football  club. The club is considering making changes to i ts stadium.
The manager has asked you to write a repofi on the current stadium, suggesting improvements.

Write your report.

ffirmsmffisr fucexs
The sports centre offers a great opportunity to local people.

Wh*n ;* $*mtemc* has a dineet *hleet (a great opportunity)a*&
ar* is*direa* *lxiect (local people), !t is *Sten hettey *o rewrite tk¡e semte¡nee as $o{{ows:

The sports centre offers local people o great opportunity.

Rewn*t'e the $*&iow¡in$ se¡ntene€s ixx tk* $eryr€ K¡&X.

I I am writing this letter to you to request information about membership of the gym.

2 The coach ordered some new equipment for the team.

3 My mum bought some new trainers for my sister.

4 | asked the company to make a special tennis racket for me.

Simon asked me to lend my new footballto him.

6 The player passed the ball to the captain.

7 Give the microphone to the commentator.

W r i t i n g S k i l l s U n i t 27
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m People
wanM-u"@
Look at the pictures. ln pairs, ask and answer the following questions.

. what do you think the peopte in the photographs are [ike?
r How important are first impressions?
. Do we judge people too much on their appearance?

DeveloP YouR wRlrlNG sKlLLs

use rnor€ ad¡ecf¡Yes
Adjectives make youi writing more descriptive. Choose which two

adjectives from t'he box you-might use to describe each of the following people'

/

i*¿r¡rr'fuve'

¡ 1
lÓYA{

{-ker¿Sh.l-}ess

I

: irapcli.t_e

*rr'qbifie¡¡s ,

sel$ish

1:aA-fexpeveá

, \ ! . ¡

t  ó c l 1 s h

hoqesl

Cd&1.t\S

I Janet always telts the truth. sometimes, though, she forgets how it can

hurt other peoP[e's feelings.

2 Gregory never betrays his friends and he atways tries to help them with

their problems.

3 Nadine wants to be famous, and she thinks that the whole world should

be interested in her and her problems!

Robert needs to grow up and stop behaving in such a stupid way.4

5

28

lan is always antry about something. He never says 'please' or'thank you''



Use more adverbs
Adverbs often describe how something is done.
Complete the sentences using adverbs from the box.
Which sentences might have more than one answer?

t----- '- '

c

deve'ly .

' a,trgvilY

qe'r''oraSly

:
r genfly

pnotrály 
,

' excifeálY

bvavely

t
2
3
4
5
6

showed her parents the prize she had won.
Alice l i f ted the baby up and held him in her arms.
George shouted at his brother and ran out of the house.

Emma opened the letter and began to read.
Rita waited outside the headmastert office.
Paul fixed the problem with my computer and we surfed
the internet.

7 Mr Simpson decided to go back into the burning house.

Study the model
Quickly read model composit ion 5 on page 102.
Underl ine a[[ the adjectives and circle al l  the adverbs you can f ind.
Compare what you have found with your partner.

Be descr ipt ive
Choosing interesting vocabulary helps to make your writ ing more descript ive.
For each word below, write as many other words as you can that mean almost
the same but that are more descriptive. Compare your answers with your partner.

€¿rhf4sfic, jreql,

,rw*ql, ho"rible,

expl¿rih, whisper,

jlattce, slqre,

J ill t .

good

bad

say

look

beautiful

big

walk

cIever

happy



LJm¡t

5

Write a paragroph
These two paragraphs come from a story. The middle paragraph is missing.
Write a paragraph of about 40 words describing Karen to complete the story.
Try to use adjectives, adverbs and interesting words.

Everybody knew that a new girl was starting at oLlr school.
-We 

had heard that her name was Karen. The desk next to nre
was empty and I knew she would probably sit there.When I
got to school on Monday morning,I quickly hung my coat
up and went to my desk. There was the ner,v girl.
She r,vas ...

ffimqdmu*p v*um wffixx$e$ffi sK*LLffi

Lessons started and I found out that she was excellent at maths.
She even helped me with one or tr,vo of the problems. I kner,v
we were going to be great fi'iends from that day on.

I r k.

,.,.t1'

l l  Read your partner's writ íng@
]| Swap paragraphs and read what your partner has written.

Using your partnert paragraph, answer the fo[lowing questions.

1 What adjectives has my partner used?

2 What adverbs has my partner used?

3 What interesting vocabulary has my partner used?

ñI Discuss@
El Read your paragraph to the class, or listen to paragraphs other

people have written.
How could you make your writint even more descriptive?

wp
'l:w'4

30



CoMPosrrroN DEVELoPMENT

Read this composition question and do the exercises that follow.

Your teacher has asked you to write a story for the school's English language magazine.
It must begin with the fol lowing words:

When I first saw Louise, I got completely the wrong impression of her.

Write your story.

Brainstorming
Answer the fol lowing questions using your imagination.
Discuss your ansfteri with the class.

Who is Louise?

What is her character llke?
What does she look like?

Where did you meet her?
What day was it?
What was the weather [ike?
What was your first impression of her?
Why was it wrong?
Do you sti l l  see hernow?
Where?
Are you good friends?
How do you feel about her?

summorise your prot @
Write one or two sentences to summarise what happens in your story. Discuss your
plot with your partner and ask them questions about what happens in their story.

Example: Louise was my new neighbour ond tthought she looked friendly but
in the end she refused to help me when t needed it.

Choose the best t i t le
Decide which of these titles would be good for your story.
Discuss your choices. What other t i t les can you think of?

FIow wrong I was Le¡u!se's surpnise
f&¡s s$va**f**** sf bsisaü hi*ee*$?
New girl at school

I ktew I wae riglt

You neuel lnow

W r i l i n o < L ¡ I I < l l  ñ  ;  +
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P/mn yaur psragraphs
Complete the following paragraph plan,
making notes on what you are
going to include in each paragraph.

Horn€wark
Now write your story.

I have used at least three
descriptive adverbs.
I have used interesting vocabulary.

I have checked for spelling
mistakes.

I have checked for grammar
mistakes.

Read this checklist. When you have
written your story, tick the boxes.

. I have used at [east five descriptive
adjectives.

Read these sentences and then use the words in
bold to comolete the sentences below.

They interviewed members of the general
public in the streets on the TV news last night.
Your first impression{s} of somebody is/are
what you think when you meet them for the
f i rst  t ime.
The characters in the story were interesting, but
the plot was boring.
Sandy isn't really unkind. She's just thoughtless
and forgets about other peopte sometimes.
Every applicant for the job has to write a letter
to the company.
Your telephone manner is how wellyou
communicate with people on the phone.
Adam has a really friendty personality, if you
give him a chance.
It's not easy to get on with somebody who is so
bad-tempered.
Dave found it difficult to make friends when he
first came to this school.
Vicky seems unfriendty, untiI you get to know
her better.

! Try not to be so and
remember that other people have feelings too.

2 I'm going to try to with the
boy who has just movedin next door.

of Denise was that she3My
is a reatly funny girt.

4 A good is very important if
you work as a receptionist.

5 I'm sure l've read another story with the same

I find it really difficutt to
my younter sisters.
In some jobs, you meet
every day.

8 lf you have a strong
have to be careful to give other peopte a chance
to speak.

9 Once you Wit l iam, you' I
see that he's not such a bad guy.

10 The successful

Wordperfect

' y o u

I

I

T
I

T

Slory plarh
rifle

P¿,na,*rrrrf i^ 
,

f

P¿ly'aaova,gt,7

Pav;agr,aph 3

F*rv*rgvnph 4

32

three foreign languages.
could speak
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" 
, When you are writing a story, make sure you

: know whether the sentence they have given

i you has to go at the beginning or the end of

i your story.

Remember that you are not allowed to
change the sentence you are given in any way.

Each of these stories should be written in 120-180 words in an appropriate style.

1 You have decided to enter a short story competition. The competition rules say that the story
must begin with the fol lowing words:

As the door Siowty opened, I was surprised fo see Tom standing there.

Write your story for the competition.

2 Your school magazine has asked students to write a series of stories. Each story must begin with
the last sentence of the previous story. You have been asked to write the next story, which must
begin with the fol lowing words:

Martina knew she would never be the same after everything that had happened.

Write your story.

Grammar focus
Decide whether the adjectives and adverbs are used correctly in the following sentences.
Tick the correct sentences and rewrite the incorrect ones.

I Pete opened suddenly the door and ran inside.

2 My uncle George is a typically Englishman.

3 We were playing when my cousin hit me hardly in the face.

4 When lfirst metJane, she behaved very unfriendly towards me.

5 | wrongly believed that Simon was my friend.

6 Tina looked absolutely beautifully in her new outfit.

7 | realised I hardly knew him.
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Look at the pictures. In pairs, ask and answer the following questions.
r What different kinds of journey do people make with the means of transport

shown in the pictures?
. Do you enjoy [ong car, train, bus and plane journeys?

" How do you pass the time when you are travelling a long way?

DEvEr-oP YOUR wRtrtNG sKtLLs

Summarise the plot  I
Look at model composition 5 on page 102. lt's the same story you looked
at in the last unit. In one or two sentences, write a very brief summary of the p[ot.

/

Now think of the story as having three parts - a beginning, a middle and an end.
In note form, write what happens in the following parts.

nt the beginning:

In the middle:

34

At the end:



Find the words and phrases
Find words and phrases in model composit ion 5 to answer these questions.

Which word or phrase ...
1 te[[s us that two things happen at the same time?
2 introduces a contrast?
3 tells us that a situation hasn't changed over time?
4 tells us that one event happens after another event?

5 means 'despite the bad things that had happened'?

Summorise the plot  2
Now look at model composit ion 6 on page 102.
Write a briefuummary of the plot in one or two sentences.

Now divide the story into three parts. Write what happens in note form.

At the beginning:
In the middle:
At the end:

Look of  the order of  events
Look at the first TWO paragraphs of 'Saved by a Star' again.
There are five main events (things that happen).
In note form, write them in chronological order (the order in which they actualty happened).

Are they presented in the same order in the story? Yes / No
What tense does the writer use to show the concert happened BEFORE he
was alone on the road? Simple past ./ Present perfect / Past perfect / Past continuous

Find the words and phroses
Find words and phrases in 'Saved by a Star'to answer these questions.

Which word or phrase...
t tells us that an event was unexpected?
2 introduces a contrast?
3 at the beginning of a sentence introduces an

unpleasant fact?
4 te[[s us that one event happens after another event?
5 introduces the t ime something happens?

I
2
3

4
5
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Order the events
Herei a brief summary of another short story. Read the summary and number
the events (A-G)from l-7, in the order in which they happened.

Pip has an accident while riding his bike, and makes o new friend in hospital.

A Pip waking up in his hospital bed
B Pip meeting his new fr iend

C Pip being taken to hospital

D whathappened after Pip left hospital

E what Pip was doing before the bike
accident

F the bikegccident
G Pip havint' an operation

Now separate the story into three parts.
Then write the numbers l-7 next to the
three parts.

Beginning:
Middle:
End:

Think about tenses
Write a letter of a tense next to each description.
You wil[ use some tenses more than once.

A Simple past B Past continuous C Past perfect (simple or continuous)

1 This is used for events happening in the 'background' while the main

story is happening.
2 This is used for the main events and the feelings of the characters.

3 This is used to show that an event happens BEFORE another event.

4 This is used to show that a longer event is in progress when another

event happens. It  is often used with As', 'While'or 'When'.

5 This is used to show that a longer event is stopped or interrupted by

another event. l t  is often used with As', 'While' or 'When'.

Match the examples
Here are five examples. Write a number from l-5 above next to
each example to show what the tense is being used for.

A - Finally, the plane touched down on the runway. We were safe.

B - As she was f lying to London, she suddenly realised that
she had left her notes on the kitchen table.

C - He stood on the platform. lt was raining, and the sky was darkening rapidly.

D - We were putted over by the police while we were driving through Paris.

E - lt was a fantastic ride. I had never been in a helicopter before.
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Read this composition question and do the exercises that follow.

A travel company is organising a short story competition. To enter the competition,
you have to write a story about an exciting journey. The story must begin like this:

Rebecca knew from the beginning that this would be a iourney to remember

Write your story for the competition.

Brainstorming
Answer the following questions using your imagination.
Discuss your arl9wers with the class.

How old is Rebecca?
ls she travelling alone? lf not, who is she with?

Where does her journey start?
Where is she going to?
Why is she making this journey?

Which means of transport does she use?
Why does she think it will be a journey to remember?

What events happen on the journey to make it exciting?

I
2
3
4
5
6
7
8

9 How does she feel at the end ofthe journey?

Write your summary
In one or two sentences, write a summary of what your story is about.

Divíde your
Now put the events

sto ry
into three parts. Write notes on the lines provided.

Beginning:
Middle:
End:

Think of  a t i t le
Can you think of an interesting and appropriate title for your story?
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Plan your paragraphs
Complete the following paragraph plan,
making notes on what you are going to
include in each paragraph.

Homework
Now write your story
Read this checklist. When you have
written your story, tick the boxes.

. The story has a beginning, middle
and end.

The story has at least four
paragraphs.

The story begins with the correct
words.

' I have checked the verb tenses very
carefully.

r I  have included some descript ive
adjectives and adverbs.

Wordperfect
Read these sentences and then use the words in
bold to complete the sentences below.

You usually need a passport when you travelto
another country.
lf you need anything during the flight, just ask
the air hostess/stewardess.
I usual[y trave[ first class. lt 's more expensive,
but it 's much more comfortabte.
Can I just get a ticket at the station, or do I have
to book a seat in advance?
A package holiday is a holiday where your
flights and accommodation are booked for you
by a travel company.
A motel is a fairty cheap hotet. Most guests are
people travelIing by car.
Have a look in the guide book and see if there
are any good beaches near here.
I didn't take much luggage with me -

just a small suitcase and a handbag.
lf you are suffering from jet lag/ietlag, you feel
tired after a long flight (particularly if you have
entered a different time zone).
We went on a fantastic cruise around the Greek
islands last summer.

I  I  didn' t  want to do anything during my f i rst  day
in the States - | had terribte

2 She doesn't want to go on a
She prefers to arrive in a place and then find
accommodation. She says it's more exciting!

3 ld been dr iv ing at l  day so I  decided to spend the
night in a by the road.

4 That castle looks interesting. What does the
say about it?

5 Shatt  we to on a this year? lt
would be wonderful  sai l ing through the
Mediterranean for a couole of weeks.

6 | would hate to be a(n)

T

T

L]

T

T

I t  must be so boring pouring so many cups of
coffee!

7 ld  [ ike to a room for
tomorrow night, please.

8 I've got my tickets, some dollars and my
. Right! l 'm ready.

9 What's the point of travelling
? The journey stil l takes the

same amount of t ime!
t0 lf you'd like to leave your

€&owy plavr
Ti{-le

Pa.vergr*¡h I

)¡

Pave"tgvarph ?

Parvorgva.Bh 3

?aa,3*aqÁ 4
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Exam know-how
.  When you are writ ing a story, try to include u Remember that direct speech should be

some direct speech and some indirect speech. informal. The rest of your story should be
It makes the story more interesting to read. more formal.
Look at model composit ions 5 and 6 on page
102 to see how direct speech has been used.

Each of these stories should be written in 120-180 words in an appropriate style.

1 You nave Oáó¡óed to enter a short story competition.
The rules of the competit ion state that the story must begin with the fol lowing words:

'How are we going to get home?' asked Tim with a worried expression.

Write your story for the competit ion.

2 Your teacher has asked you to write a short story for the school 's English language magazine.
Your story must begin with the fol lowing words:

As the plane took off, I wondered who would be waiting for me when I landed.

Write your story.

Grammor focus
indirect speech:
Mrs Peters odvised her doughter not to pack her blue sweater as she would not need it on her holiday.

direct speech:
"Don't pock your blue sweater, Suson. You won't need it on holiday," said Mrs Peters.

Rewrite these sentences in direct speech, beginning with the words given. Try to make the direct speech
sound as natural as possible. Remember that direct speech is often (but not always) informal.

t Adam asked Dave whether he thought they should book the train tickets in advance.
"Dave,

2 Rachet
"Dont

told Sa[[y not to buy first class tickets because of the expense

3 Darren told us that he believed the coach would leave at half oast three.
" l  think

4 The stewardess politely asked the businessman if he wanted another cup of coffee.
"Would

5 Nigel asked Julie to hold his suitcase for him while he bought a newspaper.
. , f ^ ^
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Look at the pictures. In pairs, ask and answer the following questions.
. lf you were going out for a meat with your friends, what kind of place would

you like to go to? Why?
. Which do you prefer - home-cooked food, takeaways, or eating out? Why?
. Would you [ike to be a waiter/waitress? Why,zWhy not?

DeveuoP YouR wRrrrNG sKtLLs

: ; t1 . ' ' ;  : . : ,  : : '  : , ¡  I  ¡ l  : . :  : i , i i : , : : i , i

Here are five extracts from different texts about food and drink.
First, decide what kind of texts they are.
Write the letter of the text type A-E on the line above each text.
Leave the 'purpose' line empty for now.

A short story
B article for a young people's magazine
C letter of application
D report
E composition for your teacher

I text type: - purpose:
Mmogphore
Both cjf the restaurants which I visited create a lively, relaxed and fun
atmosphere for young people. I suspect, however, that many older couples
may feel uncomfortab[e in such surroundings.

2 text type: - purpose:
Are you having a party soon, and you're not sure what to do about food? Here's
some helpful advice on what to offer - and what not to offer - your guests.
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3 text type: - purpose:
Moreover, a diet of hamburgers, chips and fizzy drinks does not provide the
nutrients and balance that young people require if they are to Srow uP physically
fit and mentally alert.

4 text type: - purpose:
The candle on the table flickered gently. Grant gazed lovingly into Maureen's
sea-blue eyes and reached for her soft hand. 'Will you marry me?' he whispered.

5 text type: - purpose:
For the past two summers, I have worked as a waiter in a beach bar at Bondi Beach in Australia.
I have spent the last six months working part-time in a café in Sydney, while studying for the
HSP Caterintrfe¡tificate.

VYfusf ís sf  fnyf  ng tc dsP
Now think about the purpose of each text type.
What is it for? What is it trying to achieve?
Above each extract, write the letter of a purpose, F-J.

F to interest and entertain the reader
G to present information clearty, so that it is easy to read and find
H to present an argument or opinion in a clear, logical and formal way
I to explain why you are a suitable candidate
I to interest the reader in your ideas or opinion

How dses i t  do f t?
How do the extracts achieve that purpose? Look again at the list of purposes F-J.
Write a letter from the list next to each of these writing techniques. Then find
examples from each of the extracts. Write the examples on the lines provided.

I use headings: -
one examp[e:

2 use descriptive language: -

three examples:

3 create a conversationa[, chatty style: -

two examples:

clearly present relevant information about yourself: -

one examp[e:

5 use connecting expressions and formal grammar and vocabu[ary: -

three examoles:

m trl:::ii"W.nswers
Do you agree on how they achieve that purpose?

I I; + ; ^ ^ C l ' l t  6  i  +
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e# Here are some more éxtracts. They are not very successfut.

On the line below each one, make notes about why they are not very successful.
Now discuss your ideas as a class.

I from a letter of application:
I would l ike this posit ion because I need the money when I go out on
Saturday night with my friends.

2 from a short story:
They arrived at the restaurant. They sat down. The
They ordtred. They had a nice mea[. They paid the

waiter came over.
bit l .  They teft.

3 from an article for a young people's magazine:
Fast food is not unhealthy because I like fast food. My friends and I eat
hamburgers often. I ate two hamburgers last Saturday. In my opinion, your
readers wi[tagree with me.

5*; ;* ; r  i **  r ; ** : ¡ : :
Look at the letter of application, model 7 on page 103, and do the tasks that follow.

I The advertisement asked for someone
who . . .

speaks English
l ikes being with chi ldren
wants a job for the summer
has previous experience
can organise sports and games

Underline the parts of the letter where
Helen responds to these points.
Write the letters a-e next to them.

Helen also gives three other pieces of
relevant information about herself.
What are they? Find and underl ine them.

Helen gives two pieces of information
about the advertisement.
What are they? Find and underl ine them.

She asks Mrs Green two questions.
Can you f ind them?

Do her questions have question marks?
Yes./ No

Does Helen make any other points in her
letter?
lf she does, write them on the I ines below.

Does Helen say WHY she wants a job for
the summer? Yes / No

a

b
€
d
e

Does Helen give any
about herself? Yes /

i rrelevant information
No
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Read this composition question and do the exercises that follow.

You have just seen the following advertisement in your local newspaper:

j!

Tart-time waiterSf waitreggei reqvired
v-We 

are looking for several waiters and waitresses tó work i
part-time (evenings and weekends) in our busy high-street ca{é. 1,

&yylicantc, nvet'
D be over the age of 16 fl be ,16 tr be willing to work under pressurepressure

i

nl i te to . r rcf^mcr(  r t  f l  hrve some nrev 
' - : i

i q be polite to customers at E have some previous experience :,,.
i all times r!

: "" 
t Please apply in writing to'il'r'' ii::i'ri" llr'r''i'¡-ic {-:;iri'

Write your letter of application to The Blue Bottle Café. Do not wrlte any addresses.

&rsinsforming
Answer the fol lowing questions. For questions 7-12, use your imagination.
Discuss your answers with the ctass.

I Do you know the name of the person you are 7 Where did you see the advertisement?

going to write to?
2 Do you know if they are a man or a woman? When?

How old are you?

3 So your letter wil l  begin: Why are you a suitable candidate?

4 Have they advertised one job, or severaljobs?
lI What questions wi[[you need to ask?

5 Which job are you interested in?

12 What other points wil l  you make in your

8

9

t0

6 Which phrase would be correct for your letter?

a I would be very interested in applying for the

position of ...
b I would be very interested in applying for

one of the positions of ...

letter?

13 Wil tyou wri te
a Yours sincerely, or b Yours faithfully,
before your name?

l l l ín& s&0¿rr psrdsr#pfu *r*g
Look again at the letter of application to Mrs Green on paSe 103. lt has six paragraphs.

Match a purpose on the right with each paragraph number on the left.

1 a giving general information about yourself

2 b saying why you are writing the letter

3 c presenting the first reasons why you are suitable

4 d telling them to contact you if they need anything

5 e asking relevant questions

6 f presenting further reasons why you are suitable

. L ; I I 4\
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Read these sentences and then use the words in

botd to comptete the sentences below'

r That waiter was very rude' I don't think we

should leave him a tiP, do You?
r I don't fancy cooking. Shatt we get a Chinese

takeawaY instead?
Georgina loves fizzy drinks like lemonade and

soda water.
We coutdn't believe it when we got the bill ' l 'd

never been to such an expensive restaurant

before.
I don't reatly want a starter' l '[[ just have a main

dish, I think. l 'm not verY hungrY

ls the waiter going to bring us any cuttery' or

wi[[ we have to eat with our fingers?

What would you Iike for dessert'/pudding?

They do a delicious chocotate gateau here!

A snack is something like a sandwich or

chocolate bar that you eat between meals'

Coutd I have a packet of salt and vinegar crisps'

please?
Coutd I have a cheeseburger and chips'/french

fries, please?

I Mum asked me to PUt the

on the tabte, but I can't find any ctean spoons'

2 We won't be having dinner until late tonight'

Would you like a
you going?

to keep

As the bi[[ was thirtYpounds, we should leave a

three-pound for the waiter.

4 Karen! just gone to the newsagent to tet a

packet of
for ton¡Bht.5 I've ordered a

Could you pick it up from the Indian restaurant

on your way home?

6 'l don't think I'l[ have anY

I I 'm on a diet. Wet[, maybe.iust a piece of appte

j{ ¡: ¡:; {i '!v i} ¡'*

Now write Your letter'

Read this checktist. When You have

written your letter' tick the boxes'

. I have written a letter.

. I have used formal grammar and

vocabularY.
I have included al l the information
I need to.

I haven't inctuded anY irrelevant
information.
I have asked some relevant
questions.

I have used ParagraPhs.
I have used some useful
expressions from the modet'

l

Compteie the following ParagraPh, plan

for your letter, making notes on what

you are going to inctude in each

paragraph.

p ie . . . '
7 | hate I much prefer things

.]

al
l ike orange juice or mi[k.

l '[[ get the this t ime. You

paid tast time we went out to dinner'
SheMy mum never cooks

says they're bad for you. We often have baked

potatoes, though.
10 The first course of a meal is usua[[y ca[led a

' in Britain; in the USA it's

ú

l
f r

l

f l
l

I

I

[eb&e,r o* g,PP]ieg,btovt P]enw

ilrrraS*nph I

?ova'1vaYV.j

ya.va,a,vaVn t

Fenrer.graPh 6

usual[y cal ted an'aPPetizer"
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. When you are writing a letter of application,
don't say why you need a job.
They are only interested in whether you wil l
be able to do the job well.

Each of these letters of application should be written in

1 You have just read the following 2
advertisement in a local newspaper:

) ú  t  .  :

T t

J..ome's Ptzzas '
r Home-De very Staff reqr red. ."r Evenings a¡d/or weeke¡ds .'
- Over the age of '1 8? r., Know the area wel ?

,rr Got a val d drv ng cence? ii.. Look ¡g icr part t me work?

If the answer is yes, we would like to hear
from you.

* Good rates of pay offerecl to successfu cand clatcs

;i; De very bkes/cars provded

To apply, write us a letter telling us why
we should give you a jobl

Write your letter of application to Jerome's
Pizzas. Do not write anv addresses.

Be imaginative! For example, i f  the question
says'You saw this advert isement in a
local newspaper... ' ,  give the newspaper a" '  t  b ' r r

name. Do not write: 'l saw your advertisement ;

I r I"-'1T[:P-:P:Í - -.* --*]
120-180 words in an appropriate style.

You have just seen the following
advertisement:

Fruit pickers required.

Like working outdoors?

Physically fit?

Want to earn some extra cash

over the summer?

Come and pick fruit  for us!

Flexible working hours and

good rates of pay. No experience necessary.

Please write to

Write your letter of application to Mrs
Danton. Do not write any addresses.

#r**ryrffi#f, f*s- ¿-;s
I don't only serve customers; I also do the washing-up. {ixf*r*r*!.}
Not onfy da I serve customers, but I also do the washing-up. i:;r*vc {e:rm;ij

,l:¡:rl r¡r* pxt **rtxi:,::*g*ii;* g:i:r*;*:; *t !:** *i:1:**i:; ¡i .: :a:r'i ' i:;:i i i.
:'.::: irr'*t c,*rb !:,ce*x:*¿ iiL* * qx**:i*n:

I don't only serve i;:*:r:xa! **geti'**!
Not only do I serve i:l!.:* qx*rti** l'*r¡:; - *x* it'; **1 .:: q**:::ii:ri

,.:i* t*c** :*****¡c: rv:*r* {*ri:tet *y lt:eiei*g t**r* i*;*l-ir*¡:.
ii'i1*$!**:. t* xl*k-* !h* r*sl *f *3i* s*::**::i* it*rr'::*i t¡.*-

I I don't just have experience; I've got qualifications too.
Not only

2  ld  on ly
Hardty

just started working in the restaurant when I was made redundant.

3 I've rarely worked with a more capable chef.
Rarely

4 | didn't just arrange parties; I also organised wedding receptions.
Not only

5 Members of staff mustnt be rude to customers under any circumstances.
Under no circumstances
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The Media

Look at the pictures. In pairs, ask and answer the following questions.
r How can we find out whatt going on in the world?
r What are your favourite kinds of TV programme? Why?
r How often do you use the internet? What do you use it for?

DrveuoP YouR wRtrtNG SKILLS

W&sf sfyf  *  ¡s i f  f
Different types of writing have different types of style.
Look at these extracts from different pieces of writing and write T for True
or F for False next to the statements below each extract.

A Don'f khow wh4f fo áo wifh yoqvsel* ¿qvihg fhe holiáarys? Why hol fhi\k ¿tt¡oqf

uaarking ¿t shorf Pilr,,r? ll's atcftaatlly hof fh¿rl /.i€Picrall, if's ve"y creal¡tve qt\A

if's g"earl {qh! All yora 'earlly neeá is a v\Aeo c^t'v\eva,.

1 The style is conversational and chatty.
2 The writer wants the reader to reply to the questions.
3 The writer uses contractions.
4 This is probably an extract from a letter.

B  M a n y  p e o p  e  a r g * e  t h a t  - e a d - n g  l s  a n  a c L - v e  o a s t i n e ,
w h e r e a s  w a t c h ' ^ g  t e l e v - s i o n  i  s  e s s e n t t a  y  p a s s  i  v e .  f n i s ,
i n  m y  o o i n i o n ,  r s  a  r a r h e r  s r m p l r s r i c  p o  n l  o f  v ' e w .

I The styte is conversational and chatty.
2 The writer uses formal grammar and vocabulary.
3 The writer uses discursive words and phrases.
4 This is probably an extract from a composition for a teacher.

,8
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Oh, \ the rvat1, have lov got the lateet
It\ geat! Í-l'pre\ a réall4-cnol intewiew
Jooi looke ag oryte ae ovui.!

ieeve of 'Teen7o7' 
1ot!

with l-l'p 6ac*roád 6ory

D

c

I The style is very conversational and chatty.
2 The writer uses formalgrammar and vocabulary.
3 The writer uses some informaI punctuation.
4 This is probably an extract from a letter.

She casually opened the newspaper.
There, on page two, was a large photograph of Colin.'Oh nol' she thought
to herself.-Whatt he done this time?'She siehed as she read the report
below tbpicture.

I The writer uses descriptive language.
2 Most of the verbs are in the simple past.
3 The direct speech is as formal as the rest of the extract.
4 This is probably an extract from a short story.

KITV currently has no game shows or quiz shows which are aimed
specifically at teenagers. The research which has been carried out
indicates that there may be a market for such programmes.

I The style is conversational and chatty.
2 The writer uses informal grammar and vocabulary.
3 The writer uses the passive.
4 This is probably an extract from an article for a magazine

for teenagers.

I would be very grateful if you could let me know what time we should arive at
the studio, and how long the recording is expected to take.

I The style is conversational and chatty.
2 The writer wants the reader to answer the questions.
3 The writer uses formal grammar and vocabulary.
4 This is probably an extract from a report.

W&e;f  f*xf  fyñ# *s t f  r
Now match each of the extracts A'F above with one of the text
types below.
I a report
2 a formal letter
3 a letter to your cousin
4 a short story
5 an article for a magazine for teenagers
6 a composit ion for your teacher
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Sfudy rhe r r lcd* ls
Look at modelcomposit ions l-8 on Pates 

,|00-103.

Find examples from the composit ions and write them in the chart below.

find an example of a chatty, conversational:
style i

model I

l

model Z j f ind an example of a rhetorical question i

model 3 f ind an example of a phrase where part or
'  alI  of the verb is missing

modelcif ind an example of formal vocabutary

model s i f ind an example of direct speech
i

model 6Lfind an example of indirect speech
¡

model 7if¡nd an example of an indirect question

model Alf ind an example of a sentence beginning
i iwith 

'But'  and a sentence beginning with
i  iAnd ' .

t fu*s$# f . fu* sr3r{*
Here are some more extracts from different pieces of writing. Unfortunately, the

writers haven't been very successful with their style. Rewrite the extracts in your
notebook in a more appropriate style.

1 from a letter to a friend
I wohlá like lo ih*oru^ you lharl y4y P4ve\fs h¿tVe Piq¿rllY givetl uae pevu,rission fo

4ffehá lhe vecovAing o* yoqv 4PP€¿\v4hce oh lho t^J¿rhls lo be afeenage

l.,tillioq¿iive'. I look Qo"w¿rvá fo if vevy unruch. I woqlá be vevy g"arfe*ral iQ your coulá

lel u.re krrow wh¿rl fiuae I shoqla ¿rvvive ¿tf fhe slqáio.

2 from a report
So, I did what you told me and iooked at lots of different mags for teenagers -

most of them are rubbish.They're nainly about pop and looking cool. I guess they

think teenagers aren't into anything nrole serious. Idiots! Anyway, here's r.vhat I

found out.

3 from an article for a young peoplel magazine
The majority of young people today use the internet on a regular basis. However,
few of  them conslder  creat ing the i r  own websr te.  This  is  unfor tunate.  In  my
opinion, they need to realise that website creation is relatively strarghtforward.
Moreover, i t  is both enjoyable and constructive.

ffi--
f f i  f r * r+ , : j  ycJ r '1 ¡ r l i ' j r ¡ r ' r ¡  g  ! / v i t i , 116Wr l
nffi Look at how your partner has rewritten the extracts above.

Do you think they have a more apPropriate style now?
Can you make any suggestions to improve them further?

-_-_*,.-.1
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Gov¡PosrrroN DEVELoPMENT @
Read this composition question and do the exercises that follow.

You have seen this announcement in an international student magazine:

Does TV just entertain us, or is it informative too?

We are looking for articles on this subject. Write and tell us what you think.

Write your article.

5
6
7
8
9

2
2
3

4
5
6

W&sf *rx I  w¡"¡ f rngl
Write T for TruE áñd ¡ for False next to these
statements.

t I  should start by writ ing'Dear Sir lMadam,'.
2 My article should be very formal.
3 My art icle should sound academic.
4 Most of the readers will be professors and

editors.
I should try to interest the readers.
I can write in a conversational style.
I can ask the readers rhetorical questions.
I can use contractions if  I  wish.
I should use very simple and informal
vocabulary.

I0 | should write about four paragraphs.

Ersrnsformíng
Make notes to answer these questions.
Then discuss your answers with the ctass.

I What kind of TV programmes entertain?

How do they entertain people?
Give an example:
What kind of TV programmes are informative?

What do they inform us about?
Give an example:
Can you think of any programmes that are
informative and entertaining at the same time?

What's your opinion? ls most TV entertaining?
ls most TV informative?
Can it be both at the same time?

f&in& sfuñ{rtr  sfyfe
Which of these might be a good beginning
for your article? Circle the letters of the
beginnings you think are appropriate.

a TVi really coo[, right? Yeah, course it is.
b Have you ever wondered why

television is so popular?
c I strongly believe that students should

not have time to watch television.
d Television has both advantages and

disadvantages.
e What I like most about television is the

choice of programmes available.

l i l ¡n& s&s{r f
psrssropñrng
Your article will probably have four
paragraphs. Match a paragraph purpose on
the right with each paragraph l-4.
1 a explore the issue of TV as

entertainment
introduce the topic, get the reader
interested
bring your ideas together, express
your general opinion
explore the issue of TV as
informative

4
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ffi
t1

c  t r . - . . , - -  ,  G
l f  HAf f ieWork  , t tT1  } ,a

lf, Ño* *rn" your article YV

Ff exn ys{J¡ '  psrssrd¡p$?s
Comptete the followint paragraph plan
for your letter, making notes on what
you are going to include in each
paragraph.

Read this checklist. When you have
written your articte, tick the boxes.

. I have written an article, not a
letter.

' I have tried to interest the reader.
¡ I have used a conversational style.
. I have used at least one rhetorical

question.
. I have written at least four

paragraphs.
' I have checked my article carefu[[y

for mistakes.

Read these sentences and then use the words in
bold to complete the sentences below.

I don't Iike tabloid newspapers because they're
futl of gossip and scandat. I prefer more serious

PaPers.
I've taken out a monthly subscription to
Teenpop magazine. They send it to me every
month through the post.
There was a very interesting documentary on
last night about the South American rainforests.
I love Friends. lt's so funnyl lt's the best
sitcom./situation comedy on TV.
And you can watch the next episode of Friends
at the same time tomorrow night.
I've seen this episode before. lt must be a
repeat.
What's the address of your website? lU love to
check it out.
She writes a weekty column for the local
newspaper. She! always giving her opinion about
something or other.
There are two main kinds of book: hardbacks
and paperbacks.
I don't have very good reception where | [ive, so
I can't pick up all the TV channels very clearly.

I Have you seen that new
with Tony Parker? lti set in a shoe shop and it!
hi tar ious!
The rs www.my-autotraphs.tr.
I don't know why you get that

every day. There's never any
news in it.
I mustn't forget to set the video to record the
next of Melrose Place.

2
3

eed#rdñsrfurf

to read

is terrible. Are you sure
properly?

7 Therei a about soace traveI
on BBCI, and a black and white movie on BBC2.

8 | think l'[[ cancel my
Forthlink; other companies are offering much
cheaper internet connection packages these days.

9 So what if iti a
want to see it again?

I0 | always read Martin Ftannigan!
in The Post. Hei very clever.

l ' [ [ take a couple of
by the pool.

6 The
you've tuned in the TVI

l .--
T

T

Avficle plarn
.tille

Pat"atg"atph I

, -t

Paa .gvagb ,2

Pava,gragÁ,j

Pava,g"atg[ 4
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Exau PRAcrlcE - Anrrcre

Sxmm
'  When you are writ ing an art icle, don't start writ ing immediately. Think about the

question first and note down some ideas. Then make a paragraph plan. Only write the

article when you know exactly what you want to say, in which paragraph you want to

say it and how you want to express it.

Each of these articles should be written in 120-180 words in an appropriate style.

1 Your favourrle{nagazine is running a writing competition this month. The prize is a
tour round a television studio. To enter the competition, you have to write an article
describing your favourite television programme and explaining why you would
recommend it to others.

Write vour article.

2 Your school magazine is running a series of art icles under the t i t le 'Radio and Young
People.' You have been asked to write an article to appear in the series giving your

views on how popular radio is with young people today.

Write vour article.

furu*w-fu*w

ffirmm$msr fueus
KiTV currently hos no game shows or quiz shows which are aimed specifically ot teenagers.

A¡*sther way of writixlg t*¡e sarnc tking is:

K|TV currently has no game shows or quiz shows aimed specifically ot teenagers.

The person marking y&&¡r €sr?lp{ssiticns :ryll{ be ümnpn*ss*d if yc*a use this
piee* o€ gra!ñmar üm yealr wrütirlg!

Rewrite thcse semte¡eses x¡ltF¡c¡xt the nelativ€ pr*nsü$ an$ the auxiiiary verb.

I lt 's a problem page which has been specifically designed for teenagers and young adults.

2 The internet doesn't have many websites which have been created by young people.

3 | was interviewed by a reporter who was catled lvor Penn!

4 Books which are printed with soft covers are called paperbacks.

5 She's a journalist who is wel[ known for her rudeness to politicians.

5tW r i t i n g S k i l l s U n i t
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The Weather
wanM-u" @
Look at the pictures. ln pairs, ask and answer the following questions.
r What's the weather like where you live in each of the four seasons?
. Which is your favourite season? Why?
r What is the best time for visitors to come to your country?

DeveloP YouR wRtrtNG sKtLLs

Where is í t  f rom?
Read the fotlowing sentences making suggestions and choose the type of
composition each one probably came from.

1 lf  I  were you, lU ask them to turn the heating up at school.
a art icle b informal letter

Make sure you've made alternative arrantements, just in case it rains!
a report b article

One thing we might consider is booking an indoor venue in case of rain.
a report b discursive composit ion

I would like to suggest that in future your company offer a refund in the
event of bad weather.
a report b formal letter

Have you thought about getting flood insurance for the house?
a informal letter b formal letter

^/

EI

52



Match to make sentences
Look at these different ways of making suggestions and match the first
half of each sentence with the second half.

I I would like to suggest
2 Why don't you
3 What about./How about
4 Have you thought
5 lf I were you,
6 Don't bother

a put your jacket in the car, just in case?
b about becoming a meteorologist?
c that our shop starts to sell sunhats.
d bringing a coat because you won't wear it.
e I wouldn't rely on having good weather this weekend.
f visit ing in the spring, when it 's not so hot?

Moke a sut test íon
Write sentences making the following suggestions in an appropriate style.

1 Suggei tt a friend that they visit you next summer.

2 Suggest to your managerthat he starts selling umbrellas.

3 Suggest to fellow students that they take up a hobby for rainy days.

4 Suggest to your cousin that she starts a course in meteorology.

Make i t  informal
Read this writing question. The sentences below come from an answer that is
too formal. Rewrite the suggestions in a more informal style.

Your penfriend is planning to visit  you in the summer and has asked you for some
suggestions about what clothes or other things they wil l  need to bring with them.

Write them a letter, giving your suggestions.

1 One factor you might l ike to consider is the heat, which wil l  require clothing
made of tight material.

2 | would like to suggest that you ensure that you have with you a pair of
sunglasses.

3 A swimsuit would certainly be advantageous, given the opportunities for
swimming in this area.
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ffimvmr#$* Y{p#ffi wffi$Y$ruffi #KXLLS

WrítE a psra&raph
Read this incomplete answer to the question in D.
write a paragraph of about 30 words to fillthe gap, giving suggestions in

an appropriate style.

Deatn Jnne,

Grea"f fo gel youv le{-ferl So*"y fs l,reav ¿rbot¡f your áo9. f4y

v,lhra,\ says Fha! {tulelve is qqi'l-e et gooÁ ,'tge Qon a }'og" Frarybe youv

r",ur-¿ will lef you gef aHofhey phppy só6h.

€o, orrly fhvee t^tollfhs r,rrt|i'l yotl'"e here. I cart\'f \rlaikl Yct¡

askeá r¡e abourf r*h¿r! cXo{:h€s yór.l shoun}á bnirtg. Dou'f }¡ofhen

bviugir.,g a,ny Lrerrvy cleffres. lf's Np'.n foo l¡ol in flte shv"lr^rev *er swealevs é\f cóá.fs'

l{ lwere yoi¡, l ' l  ,aaVe sqve lhatá lcfs ci-Í-shi"ts arr,rá ¡ariv5 o{ shovfs. Av\¿' Aou'l
, i

€o'3ef Touy s'r;ir*rsr'rifl r""le'11 be geing "l-o lfre beach ¿rli"'rosf ¿ysvy áñy'

Yer.r srlso arsk-ed i{ fheve wars atyfhiqg else I lhoughf you shor'tlá ¡vivr$'

Tl¿af's qll *o* qc¡.r. l'á be*fer 3o arHA hetrp r¡4y r,,rr¿m wifh fhe wcrshirg t*p.

Tarke cane, otrrá Aotr'f *orgef fo sa,y heltro !o yó{,\\f r&1i.{r{4 ,nq.á áá{á {or r'¿e"

Lofs o{ love,

¡qieky i

ffi;
Fl Read yo.ur =#--
Ut p6rtnbr 's wri t ing

Swap paragraphs and read what your
partner has written.
Using your partner's paratraph, answer
the following questions.

I What things has my Partner
suggested?

Has my partner used an approPriate
style?

DiscY55 W=., '
Read your paragraph to the class,
or listen to paragraphs other people
have written. What language have you
used to make your suggestions?

Sfudy the rwodef
Read modelcomposit ion 9 on
page 104.
Underl ine any suggestions that the
writer makes.

What language does the writer use
to make suggestions?
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covrposrrroN DEVELoeMENT @
Read this composit ion question and do the exercises that fol low.

Your penfriend is planning to visit  you in February and has written to you asking what
weather to expect and what clothes or other things they should bring.

Write a letter to your penfriend, describing typical weather condit ions where you l ive and
suggesting what i tems they should bring with them.

Broinstorming
Answer the fol lowing questions, using your imagination where necessary.
Discuss your answers with the class.

What style is appqopriate?
How will you start your letter? Dear
What piece of news could you mention in your f irst paragraph?

What three things are you going to say about the weather in February?
I

What clothes are you going to suggest your friend brings?

What other items are you going to suggest your friend brings?

Why do you have to stop writing?
How are you going to close your letter?

Write your suggest ions
Write two sentences in an appropriate style suggesting c[othes for your
friend to bring and two suggesting other items. Compare your sentences with
your Partner's.

t

Match the poragraphs to the content
Decide what you might include in each paragraph by matching the paragraph contents
on the right with each paragraph 1-4.

I a thank my penfriend for their last letter and refer to something they said in it
2 b say why I have to stop and close the letter
3 c suggest other i tems I think my penfriend might need
4 d suggest clothes I think my penfriend might need

2
3
4
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Pían your parotraphs
Complete the fo[lowint paragraph plan,
making notes on what you are going to
include in each paragraph.

Homework th
Now write your letter 

'V

Read this checklist. When you have
written your letter, tick the boxes.

' I have started and ended the letter
in an appropriate way.

I have written in an appropriate
style.

I have made good suggestions.

I have checked for spelling
mistakes.

I have checked for grammar
mistakes.

T

I

tr
TI

I

T

T

Wordperfect
Read these sentences and then use the words in
bold to comolete the sentences below.

In Greece, the winters are quite mild and not
too cold.
The poltut ion in this ci ty is terr ible when we
have a heatwave.
I think l'[[ wear a scarf because it's a littte chilly.
When the weather is wet and hot, it feels
very humid.
Don't forget your raincoat/mac if you're going
out in this rain.
I prefer wearing a bikini to an all-in-one
swimsuit .
Wellingtons./Wellies are boots made of rubber
which are worn outdoors, often by farmers.
I know it's raining, but it! only a shower; it ' l l
stop in a minute.
The forecast said that the rain should clear up
by this afternoon.
We'l[ be going to the beach, so don't forget your
suncream, or you'lI get sunburnt.

I The path will be quite muddy, so put your

2 They've forecast a , so now
would be a good time to get air-conditioning.

3 | dont think we should cancel the match when
the rain might just be a passing

4 Do you think you could put some
on my back?

5 lt's usually here in January,
so don't worry too much about being cold.

6 | can't go swimming because I've [eft my
back at the hotel.

7 lf I were you, I would take a
with me. I don't like the look of those clouds.

8 Do you think the weather wi[ [
in time for us to have our

picnic?
9 I can't stand it when the weather is so

. lt 's like being in the jungle!
I  th ink  l '11

hr&ov&,x&} leb*ev plar,r

Dea

Frrvagx*"pk i

Pervargoa¡h 2

,

Fainng"aph 3

?atvaava?l¡ 4

Clcsirrg
€xPf€5SlóqtS'

Fiv5f E¿q¡1¿
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Exavl PRAcrlcE truronvrel LETTER

Exam know-how

Each of these informal letters should be written in 120-180 words in an appropriate style.

1 Your America¡ penfriend is thinking of travell ing around Europe and has asked you for
any advicdand suggestions you might have, particularly about what weather to expect.

Wri ie your letter, giving suitable advice and suggestions.

2 Your area has been having some very strange weather in recent weeks. Write a letter
to your penfriend describing the strange weather and the effect i t  has had on your l i fe.

Write your letter.

Grammar focus
The verb'suggest'can be used in the following ways:

I suggest (the townk) building a flood barrier. (-ing form)
I suggest (that)the town builds a flood borrier. (that clause)
I suggest (that)the town should build a flood barrier. (that clause with should)
I suggest o flood borrier. (noun)

I suggest that the town build a flood barrier. (is also possible, but very formal and not used very often)

Tick any sentences that are correct. Rewrite any that are incorrect.

I I would like to sutgest that we warning tourists about the dangers of sunbathing.

2 The pilot suggested we should wait until the clouds cleared.

3 | suggest that an examination of weather records for evidence of climate chan6e.

4 Many locaI people suggested the council! bui]d an indoor shopping centre.

5 The weatherman suggested that people planning a trip checking the forecast before they leave
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10 The Environment
wanM-u"@
Look at the pictures. In pairs, ask and answer the following questions.
r What different forms of pollution are there?
r What is the biggest threat to the environment where you live?
r How would you improve your [oca[ environment?

DeveroP YouR wnrrrNc sKrLLs ,#'

IEI Make the prompts formoI
Iit Read the following prompts from different exam questions and write sentences

asking for or giving the information in a more formal way. Start with the words given.

1 Any plans for cleaning beach?

I wonder

Time of next environmentaltroup meeting?

Would you mind

Local residents not asked for opinion.

Dos and Don' ts
Decide whether you should or shouldn't do the fol lowing when you are
writing a transactiona[ letter.

1 choose the two most important prompts to write about

2 often imagine that the notes were written by you

3 mention extra retevant points in your letter

4 mention al l the prompts together in a l ist in one paragraph

5 introduce extra information that is interesting, even if irrelevant

Do./ Don't

Do ilpon't
Do / Don't

Do,/ Don't

Do / Don't

58

Another concern is



4 Doctors say health probtems in town increasing'

According to

5 Noise from localfactories - big problem'

A major

Think about the PromPts
Read this writ ing question and do the task which fol lows.

You live close to a large factory and are concerned about the environmental

problems it causes. Yóu have seen this advertisement in a local newspaper

and decided to write a letter to the managing director of the factory'

Read the advertisement and the notes you have made carefully. Then write

a letter to the managing director, complaining about the problems caused by

the factory.

vvhat abovt
tho rivor?

<1,ll emollc, bad
on gorvo dalc'

woronT

at laet loc.al
no<,fln5

Tick which of the following points you HAVE to mention in your letter'

a the fact that recycting shoutd have started sooner

b your concerns about r iver pollut ion

. ih" fact that they missed the last [oca[ meetint on the environment

d the fact that the factory produces a bad smell

e the noise potlution caused by the factory

Think beyond the PromPts
Tick which of íhe foltowing exira pointi you COULD mention in your letter.

a the factory makes a lot of noise
b the workers are underpaid for the work they do

c recycling should have started sooner

d your cousin works at the factory as a manager

e traffic to the factory is increasing

1 0

i,,!ehsi:ct BliitiiÜietrue lndustrial Gentte
we atwebster Brothers take the environment seriously.

That's why this year we have:

o ÉZuced air  pol lut ion 6Y l0%.

o started to recycle materials'

o l istened to local oPinion.

You can trust us to care for your environment'

ilCbSrlGf Bi'r-¡üi!gl'S:Working for a better future for all'

W r i t ¡ n P S k i l t s  / U n i t 59



&r3ti

ffimvgg-*p y*a*r€ *e&rre*€$ru* sgsts_s

Yr.i l ,  o parotroph
Read this incompleteánswer to the question above.
Wríte a paragraph of about 30 words to complete the letter, mentioning
the one remaining prompt and adding .ny ,."i"u.nt ideas oiuou,. o*n.

Deat* F1r Tr^Yqey,

I ai*t wri{-ing fo yor,r "l-o conpla.in abouf yor,rv erávev.l_iser^leq{_
wl¡ich app€aveá irr f4orráa,y's D.aily News. lr, ̂ y oplrlior,, yor,,,o
cótÁ{Pét\y ha"S ho righf !c cl¿¿iq fa be ca.virrg *ov fhe ehüroqr*le\!
irr *act yar.r" *arcfouy is ohe s{ i-l¡e biggesf pollq.l-¿,¿5 ir.r .l-he avea.

h^, l-he erávevfiseqer.,.F you, wreq{-io!",eá .l-he {acf lfr¿a{_ qir
pol'lulion *roq fhe {atc{:o,y fr¿rs {aller by \Al" Flowever, you *qileá
fo vqeqfi¿h l-hs"l ob, sou.le áays locql r.esiáe\{-s rrye *evceá fo sfa,ry

lla-oe'¡bec¿rr¡se 
o* l-he rrnplea,rsarhi- sNolell cor.",rirg lror, l_he *aclovy. Theye

10

\

w¿rt qlso rn¿ r'rehfich e* .l-he *¿rcf flaat pollurliorr o+ fnu Biive" Lee has
alcl-rr,arlly i!^,creaged oVer¡ ffre lasf ye¿rr.

\lebsfev Bvofhers is serierasly áaprarging .l-fre local etrviroq!,eeql_ á,\d ytusl_
"l-ake ac{-ioy, be*o*e il- is .l-¿o l¿r{-.e.

i look {erwa.vá l-o re¿nái\S yór^r }.espór¡.s€ l-o ff¡c abeve poir,,fs.
Yours siqceyetry

Janes Fypthcis

R"9.4 your partner 's
wrt t tng
Swap paragraphs and read what your partner
has written.-U¡ing your partnert'parairaph,
answer the following questions.

1 Has my partner mentioned the remaining
prompt?

2 What extra relevant points has my partner
made?

tr 3"::;íi;,W,",he crass,
or l isten to paragraphs other people
have written. What extra relevant
points have you come up with?

Study the model
Read model composit ion l0 on
page 104.
Tick the sentences where the writer
mentions the points from the
prompts.
Underl ine any extra information that
is from the writer's imagination.

60
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CovrPosrrroN DEVELorMENT @
Read this composition question and do the exercises that follow.

Brainstormíng
Answer the fol lowing questions. Discuss your
answers with the class.

1 Do you know the name of the person you are
writing to? _

Relevant or i r re levont?
Decide whether the fol lowing addit ional points
would be relevant (R) or irrelevant (t) in this
letter.

2 How are you going to start your letter?
Dear

3 What style is appropriate?

Fastsail ferries are more expensive
than other ferry companies.
Fastsail ferries usually leave late.
The Mediterranean monk seal is an
endangered species.
Passengers complain about the staff
being rude.
Fastsail ferries are very noisy,
especially late at night.
The ferries dump rubbish at sea.

4 What complaints do you have to
mention?

5 What action would you l ike the
managing director to take?
a join more local environmentalgroups
b cance[ plans for trips to Alonisios
c improve the behaviour of his staff

Make i t  formol
These sentences are too informal for this
kind of letter. Rewrite them in a more
formaI style.

I The thing about your ferries is that
some of them are ancient and dirty.

You say pollution ísiO% less, but that's
rubbish because therei still a lot of
smoke.

b
c

T O

noT fvtto -

'oilto aro

You live in a coastal town and are concerned about pollution caused by local ferries. you
have seen this advertisement in a local newspaper and you decide to write a letter to the
managing director of the ferry company.

Read the advertisement and the notes you have made carefully. Then write a letter to
the managing director, complaining about the environmental problems caused bv ferries.

our fast, efficient ferry service runs art year round. you,ll be amazed at
the fuxury of a Fastsailferry. And wete gone green, too! we care
about our environment and that,s why we:

etrll produc-o
a lot of
gwtoke

we are also planning this summer to provide a regular service to the r
island of Alonissos, where passengers can see the Mediterr"n"; L

r.. monk seal in its natural habitat.
.,f' i t r : " . ¡ +  

. " . , _ " , , " _ . "

throatong
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PIan your poragraphs
Complete the followinS paragraPh ptan,
making notes on what you are going to
include in each paragraph.

T

a

Homework i lh.
Now write your letter 

'V

Read this checklist. When you have
written your letter, tick the boxes.

. I have written in an appropriate
style. L-l

r I have included points from alI the
prompts.

. I have added relevant information from

¡

I

my imagination.

I have written in paragraphs.

I have checked for spelling
mistakes.

I have checked for grammar
mistakes.

-

T

Wordperfect
Read these sentences and then use the words in

botd to comptete the sentences below.

People who live near airports often suffer from
noise pollution.
An animal's natural habitat is the place where it

usua[[y l ives.
Some animals are endangered and need
orotection.
The blue whale faces extinction unless we

act quickly.
When an animal is in capt iv i ty,  i t  I ives in a place
like a zoo and isn't free.
This species of tiger is very rare.
The Mediterranean monk seaI is protected,
which means you can' t  hunt them.
In the West, we rely on fossil fuels such as oiI

and coa[.
You can help the environment by using more
solar energy, especial[y in countries that have a
lot of  sunshine.
Many conservationists are working hard to save
animals which are under threat.

I  Eventual ly,  the world wi l [  run out of
and we wi[[ have to find

other enerty sources.
2 The in the town centre is

terrible and you have to shout to have a
conversation.
It was exciting to go to Africa and see elephants
in their
Many people in Spain heat their  water using

in the summer.
5 Unless we do something to help those animals

which are we could lose
many animats forever.

ó Expert say that pollution
serious[y threatens this area.

7 The zoo announced that it was the first time a
panda had had a baby

8 The Indian elephant is a different
from the African.

9 Because there are so few in the wild, the golden
eagle is by [aw.

I0 The Siberian t iger

Fo*mptl bvatnsacf tonal
lefkev platn

Dea*

Pa,.nagroo.ph I

Farargratph ?

Pavarg*aph 3

Pavolgva.ph &

Ltosihq
exPv€SStéh(S/

Yonrs

Fivsf n¿trre {*
St,{v\¿1!^xe
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Exavl PRAcrlcE FonvrRr- TRANSAcTToNAL LETTER

Exam know-how
When you write a transactional
from the prompts. You wi[[ also
that you have thought of yourself.

Write an answer to the following question in 120-180 words in an appropriate style.

You live near an airport. You and other residents in the area have received the following letter
from the airport director regarding proposed development of the airport.

Read the letter and the notes you have made carefully. Write a letter to the airport director,
complaining about the problems caused by the airpoft and expressing your opposit ion to the
proposed development. bq{- \of

arf rrighf

t\cYerise th

lv¿rlQic

letter, you must include all relevant information
be given credit if you include extra relevant points

h o -

)\ól qoóA

e\óqgh -

r\eeá {ewet
llighfs

\¡ec¿tqse
peo7le l.,ave
woveA awayt

Heathwick airport is now entering its tenth year. During that time, we have seen noise
levels fall to record low levels. This is in spite of the fact that the number of flights has
increased. We have also seen a decrease in the number of complaints from local residents.

We hope that you will agree that now is the time for Heathwick to expand. We have
decided to add a fourth runway to the airpod, which will attract around 100,000 more
travellers every year. At the same time, we are planning to plant trees to help decrease the
noise oroblem for local residents.

I would be interested to hear any views you may have regarding these proposals.
Yours sincerely,
Tatrick (zordon

Airport Director

Grommar focus
You can make some sentences more formal by moving a preposition
from the end of the sentence as in this example:

Pollution threatens the jungle which the tiger lives in.

Pollutíon threatens the jungle in which the tiger /ives. {more formal}

Rewrite the followint sentences in a similar way.

I People can write letters to the factories which the pollution comes from.

2 Greenpeace is an environmental group which many people belong to.

3 Extinction is a problem which we should allworry about.

4 Hunting is a threat which some animals need to be protected from.

5 Noise is another problem which people complain about
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xrc Technology

,/

w.anM-uP @
Look at the pictures. In pairs, ask and answer the fol lowing questions.
r How much electronic technology do you use each day?
. Would robots be useful in the home?
¡ Do you think we wil l  ever have domestic robots?

Devslop YouR wFnrrNG sKrLLs

'_ t 
-. 

',:'

a :" i.j a' r.,j, i' i ¡li¡ !l: ,

Decide whether the fol lowing statements about writ ing are True or False.

t lt is better to have lots of short sentences together.

2 You shouldn't write longer sentences because it's too easy to
make more mistakes.

3 ltt better to try to write difficult sentences, even if you make
minor mistakes.

4 Two sentences are better than one because they use more
words.

A long sentence followed by a short sentence can create a
strong dramatic effect.

Longel more complicated sentences tend to be more formal.

True / False

True / False

True / False

True / False

True ./ False

True / False
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¡Vlsfef¡  fs m ake senfencss
Match the two halves of the sentences to each other.

I lf robots become common in the home,
2 Those people who are afraid of technology
3 Our grandparents would have faced the same problems
4 Feeling that they are too old to learn,
5 Many teenagers would never become interested in computers
6 Video and computer games, which some say encourage violence,

a some people avoid contact with new technology.
b if they did not play video games.
c people wi[[ have more free t ime.
d if they had had the same technology as us.
e can actually teach young people skills, such as map reading.
f should be encouraged to learn.

Whaf do fhe senfer?css do?
Look again at the sentences above. For each sentence, write its numbe1 l-6,
next to what i t  is doing.

This sentence...

a gives a reason.
b contains an example.
c presents a possible future situation.
d contains a suggestion.
e presents a hypothetical situation about the past.
f presents a hypothetical situation about today's world.

Con nse t  f 'he s €nt€nc€s
Join each pair of sentences to make one more complex sentence starting
with the words given.

I Some people know little about comPuters. They will have problems

finding a job.

People

2 The Ancient Egyptians did not have television. As a result, they did not

have advertisements.

3 We rely on technology more and more. lt is changing the way we work.

Technoloev

4 People witt be forced to use comPuters. They know they have no choice.

Knowing

5 The race to the Moon took place in1969.lt produced new technology

that we use today.
The race to the Moon,
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*: xvn L{}i"} r"{3{J iq ts,iffi }'ri i-ki; :s¡!{$ Lts

il * t i, ¡'¡ i;,. 1 i'; * ;.: * .'i:g r..: ¡; .r;
The paragraph below comes from a discursive composition about technology.
The writer could have connected the sentences together to make a better
paragraph. Rewrite the paragraph, connecting the sentences together.

In couclusion,technologv is cleveloping all the tinre. It atTects all of us. Sorrie people are
not afiaid to take rrsks.These people:rle plep:rrcd to le¿rn horv to Llse new tcchnologr,.
'We 

knorv horv important it is. We shoulcl all try to beconre farniliar rvith conrpr.rters, rhc
internet and e-mail.

lv\ cohclusiotr, fechnology,

Sorre geopl¿, t^l[a¿

ffi :@
ffi* Read your paragraph to the class, or listen to paragraphs other people have

written. Have you atl joined the sentences in the same way?

knowirrg

5'i ';-;*v i '* * ., '¡t,:t:rj* ¡
Read model composit ion ] l  on page'105. Find the fol lowing and underl ine.

Find sentences that connect ideas together using:
I an -ing form
2 a condit ional
3 a retative pronoun (who, which)
4 an inversion
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ConnPosrrroN DEVELoPMENT @
Read this composition question and do the exercises that follow.

You have been doing a class project on domestic technology. Your teacher has asked you
to write a composit ion giving your opinions on the fol lowing subject:

The future role of technology in the home.

Write your composit ion.

& rs s ns te rr : t  jng
Answer the fol lowing questions. Discuss your answers with the class.

I Who is going to read your composition?
2 What style is appropriate for this composition?
3 Decide whether the following statements about this composition are True or False.

a Your aim is to use interesting descriptions to entertain your
reader.

b A clear argument with a few points is better than a complicated
argument with many points.

c You should start a new paragraph every six lines.
d You shouldn't try to use conditional sentences because you

make a mistake.

True / False

True./ False
True / False

might
True./ False

4 Circle which of the fol lowing you might talk about in this composit ion:

i domestic robots

e-mai l

space travel

computer games

teIevision

cars

cookers

washing machines

weaPons

&.4 sdae y# ¿,{r p $"€di ctJ *r?s
For each of the fo[lowing forms of domestic technology, predict two ways in
which you think each of them are going to change in the future.

television
cooker
telephone
radio

f f fse ¿ds$ @
Discuss your predict ions with your partner or as a class.
Did you make the same predict ions?
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$¡ *¡: :1.: ;  i  . i , i  $ i*g i*;¡: : : : : :
Complete the following ParagraPh plan,
making notes on what you are going to
include in each paragraph.

I have written in an appropriate
style.

I have tried to use more
compIicated sentences.

I have used at least one conditional
sentence.

I have checked for spelling
mistakes.

I have checked for grammar
mistakes.

#*¡x#'v*r* th|
Now write your composition. 

'V

Read this checktist. When you have
written your composition, tick the boxes.

Read these sentences and then use the words in

bold to complete the sentences below.

r There are many domestic uses of technology,
such as entertainment and cooking.
lndustrial robots are used in car factories to do

routine jobs.
A word processor is a computer programme
that we use for writing.
One of the ways we put information into a

computer is by typing on a keyboard.
My mum got a microwave (oven| because
they're so fast, but she never uses it.
Computer hardware is the machine and al l the
parts inside.
Computer software is the programmes and

tames that run on computers.
Double-click the left button on your mouse to
select the icon.
ld love cable TV so that I could see a[[ the
latest fi[ms, but it 's really expensive.
Some people suffer from technophobia and
feel very threatened by new technology.

I My dad just got put in so
that he can get the sports channel.

2 You'lt think I've got but I
rea[y have no idea about computers.

3 The chicken shoutd take around half  an hour in
the --

4 You've got a probtem on
your computer - | think it 's the keyboard.

5 lt '[ be a while before we see robots in

6 I've just bought a new piece of
for my computer so that I

can play Sames on-[ine.
7 These machines are designed for

use in factories.
8 The on my laptop is so smallT

T

.

that I keep hitting the wrong keys
9 Move your

moves on the screen.
l0 The great thing about using a

and the cursor
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P*v*,gvetph I

Paruargraph 3

Pavagratph 3

pqv6avaT'* 4

l

is that you can just delete your mistakes.



Exavl PRAcrlcE DrscunsrvE coMposrr¡oN
:

: l

l

When you write discursive composit ions, try to f ind
sentences. Even if you make small mistakes, you will
trying to use difficutt Srammar.

ways to use more complex
sti[ [  be given more marks for

i

Each of these composit ions should be written in 120-180 words in an appropriate style.

1 The following comment was printed recently in a local newspaper:

Computer games teach us nothing and young people should avoid them.

Now your teacher has asked you to write a composition on this subject, wtth reference
to your own experience.

Write your composition.

2 You have been studying technology in class and your teacher has asked you to write a
composition agreeing or drsagreeing with the following statement:

Rich countries should share their technology with poor countries.

Write your composition.

{Sr*ru-tffi#r f{:{#
!V* e*n,.*{1** i*?r**i:{* ii {*r¡:*:.::.ilt i i:!:r:::':i i;r'r-r:"',r1,,'':l¡ ':i:i':' ,;'.¡':¡ :-..'¡¡lr;¡'¡'1f"¡':'¡ r:;:'

**rei*r*t* ;¡9 ?** b*gi**i*; ¡:{-;: :rer,ir**;¡:t

Scored of change, some people see computers os o threat.
= Some people see computers os a threat becouse they ore scored of change.

Having more choice, people think more about home entertainment.
= People think more about home entertainment becouse they have more choice.

'Y*x 
*;sv* i* b* r*r***l tkxg *h* tx* par** *f t&* $****ne€ ref*¡ ic ?h* sa*te t*!ng:

Hdving more free time, computer gomes will become more populor.
!s wr*xg be*e{,r** p**pi* }:av* *t*r* 9r** ti*:*. *** {*eesii**r *an:*s.
!e s*tcasl* b*r

Having more free time, people willplay more computer games.

&*qsri?* th* S*li*rryi;tg s*****c*s, *tartl*g wrth 1k* {&*s€ a$ in **:* cx*rxp{e* ab*:v*.

I Many people want to study computers because they are afraid of losing their jobs.

2 Some young people decide to work with computers because they are introduced to them by games.

3 Some people try to ignore technology because they hope it wi[[ not affect them.

4 Many of us would not welcome domestic robots because we are worried about the danger.

5 We cant be certain because we do not know the future.
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re ffi ffi Health and Fitness
wanM-uP @;
Look at the pictures. In pairs, ask and answer the following questions'

¡ Would you like to work in the heatth industry in any of these jobs?

r What qualities do you need to do these jobs?
¡ How important is it for ordinary people to know first aid?

DevrloP YouR wRlrlNG sKlLLs

&,4*fr& ** m*,ks s*nfc¡ ] r*s
These sentences all use set phrases that you can use in your writing.

Match the two halves to make complete sentences.

while working in my uncle's gYm.

seem to always have a cold?

schools have a duty to Provide
basic medicaI care.

the post of assistant trainer.

we train al l  our employees in f irst aid.

you know you're going to be il[.

you missing the tr ip because of the f lu.

hospitals and health centres in the area.

@

I I am writing to aPPIY for

! Sorry to hear about

3 As requested, I have visited

4 lt was one of those daYs when

5 On the one hand,

ó | gained some exPerience

7 Are you one of those PeoPle who

I I would like to recommend that

a

b

c

d

e

Í

t
h

7A



c

Wher€ are they used?
Decide which of the sentences in A you could use in the following compositions.
Write the numbers of the sentences.
You may use the same number more than once.

a report
a story
a letter of application
an article
a discursive composition
an informal letter

Correct  th€ set phrss€s
Rewrite the following sentences correctly.

I | look forward to hear from you.

2 | am writing with reference your ad, which I saw in a local newspaper.

3 As you requested me, I have spoken to local doctors.

4 As far that I'm concerned, medicaltreatment should be free.

5 Please do not hesitate contacting me if you need more informations.

Compf efe fhe so mposíf ion
Read this question and the answer that follows.
Use the set phrases below to complete the composition.

You have just read the following advertisement:

Write your letter of application to Dr Brown.

T 2

Wanted:
Roc.eTttonigt a" vvork in doctor's surgery at r¡veekends.

Would suit  teenager vr¡ho wishes to

learn about medicine as a possible career.

Tleaeo a¿¡11 in writing-to

Dr Brovr¿n, Harley Road.
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xffi
ffimwmx**p Y*wffi bruffixxxruffi sm*ilts

Dear Dr $vótuh,
, which I s¿rw i\ loAatY's

'larily News'.
vecegfiotisf.

I ¿ru.r sixleer yeavs ola ^lA a*eqA fhe Fi€fh High School in E/itbtavgh'

lhe C¿rwrbvi/qe Fivst

Cevfi*icale in Errglish 4\/ fhe DELFZ in Fvench'

I like lo r^reef new 7eo7le au\A V\ave a. SooA felephone u ah\ev'

l f i suay in len f i on fogoo r r l os f ra / y l obeaAoc lovwheur l l e¿ rveschoo l '
- lea"tr whaf is irrvolve/.

wo"kitrg Po" uay raurcle,

s a Aevsalologisl, l¿tsf sur,'rwrev, a+tA woql/ liLe to Pirrá oql i^^ore'

which gives r^,rote

áef¿rilS ¿r\á fhe a\AAYeSSeS oQ lwo ,eHevees. l€ yora veqraive r"rove irr+ovyaarfiorr,

. I av,r ¿tvail¿rble Qov

S¿tvarh poraglats

a This post would be a very useful opPortunity to

b I betieve I have the personal qualities necessary for the Position because

c I took forward to hearing from you.

d My qualifications include

e ptease do not hesitate to contact me

f Yours sincerely,

t at your convenience
h I am writing in response to your advertisement

| | would like to appty for the post of

j  I  gained some exPerience while

k Please find attached mY CV.

Sruedy rne rnodel
Read model composition 12 on page 105.

Undertine any set phrases that yoJ think you coutd use when writing a letter of application.

Discuss your answers with the class.
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You have seen the following advertisement:

i -  , ' l t .

, iWantei l :2 young people to work as assistants in local  gym. Dut ies involve. i

.dea l inq  w i i r '  te lephone enqu i r ies  and members  o f  the  pub l ic  and be ing" '

i " rooñr iot"  for  basrc f i rst  a id.  No exper ience necessary as al l  t ra in ing wi l l  be

provided. Some interest  in f  i tness t ra in ing and/or f i rst  a id would be an advantage.

"',,Apply in writing to S¿tv¿th Datvies,$xxw&m$wS$xxx*'

Write a letter of aPPlication'

corvrPostrtoN DEVELoPMENT @
Read this composition question and do the exercises that follow.

I ls this letter formal or informat?

2 Who are you writing to? Dear

3 What job are you aPPlYing for?

4 Where did you see the advert isement, and when?

5 What relevant experience have you got, if any?

6 What do you know about first aid?

7 What first aid qualification do you have?

ln what way are you interested in fitness training?

What personal qualities do you have that are relevant

How are you going to close your letter?

& rs ír-¡s f o rnt ímg
Answer the fo[lowing!uestions, using your imagination where necessary.

Discuss your answers with the class.

8
9

IO

f ¡ 'ue *n fs{se?
Decide whether the following statements about this letter are True or False'

I You should suggest another Person to work with you because there

are two positions.

2 The fact that you have worked in a gym before is irrelevant.

3 They might give you the job if you tell them your cousin works there.

4 They don't want to know about your interest in jogging'

5 You should make clear how much money you want for doing the job.

True / False
True / False
True / False
True / False
True / False

quali t ies because ...

f I would be grateful if the salary could be more

than ...

f f :o0s€ f&€ sef Pf*rsses
Circle which of the fotlowing set phrases you might use in this letter'

a I am writing in response to your letter of the ... d I have some experience of "'

b I am writing to apply for one of the positions e I believe I have the necessary personal

advertised ...
c My quali f ications include ...

t 2W r i t i n g  S k i l l s U n í t TI
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#d*n ysf f r  psr*gr*Pfus .
Compleie the foltowing Paragraph plan,

making notes on what you are going to

include in each ParagraPh.

who gave me the medicine l  needed.

5 I felt helpless when I found the otd man on the

f loor and wished I  had known some

t l

L - l

7 You've got ..--------.--------------. I suggest You
stay in bed and keep warm and phone me if it

gets any worse.

8 Why have You got a
your head?

9 My sister has been quite it[, but she's starting to
it now.

My - didn't know what the

problem was and referred me to a specialist.
10

L-l

f ]

Wdmr#prrfuril
Read these sentences and then use the words in

botd to comptete the sentences be[ow'

I

I

:

When you have a cold, your nose runs and

you sneeze a lot.
When you have (the)flu, you feel weak and

have a fever.
Knowing first aid can be realty useful if you

are ever involved in an accident.

My dad is desperate for a cure for baldness'

I hope you get over Your cold soon'

My mum put a bandage round mY broken

arm until we got to the hosPital.
You have to study medicine at university if

you want to become a doctor.

I went to my G.P./general practitioner to

ask her for something for my stomach-ache'

We're going to visit my sick aunt in hospitat so

lU like to get some flowers.
The doctor gave me a prescription for

painki l lers.

1 ld l ike to when | leave

school and work in a hosPital .

The doctor asked the

to remove his shir t .
Come on, go to school - you've only got

4 | took the to the chemist,

6 Maybe one daY theY wit t f ind a
for cancer.

rouno

Le&fev o*
applncnbiobt fXq\

Po,vragnaph I

Pcrua,gt;lPh j

Potr.agvarph 4

FrvSf rr¿alre
It\v\{,114't€

w ffsT,.nsffi'1,,".
of application. Read this checklist.
When you have written Your lette¡
tick the boxes.

r I have written in an appropriate
style.

r I have used appropriate set
phrases.

I haven't mentioned anY
irrelevant points.

I have checked for sPelling
mistakes.

I have checked for grammar
mistakes.
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Exnv PRAcrlcE LErreR oF AppLrcArroN I

1
j

_."_.._i-

Sxmm furu*r*¡-fu*vr¡
Do not learn whole composit ions.
This wil l  not get you a good mark.

As you prepare for the exam, learn set
phrases for each kind of composit ion

and try to use them in your writ íng.
You'l l  f ind a l ist at the back of this book.
Remember, though, that you have to use
them appropriately, so think about what
they mean.

Each of these letters of application should be written in 120-180 words in an appropriate style.

I You have seen the following advertisement:

Healflr Fooá Shop Requires Assisf¿tr.rf
Saturday assistant required for local health food shop. Job involves serving customers,
as well as providing information on our products. No experience or knowledge is necessary
as full training is provided. Some interest in health food and diet would be an advantage.

Please apply in writing to 1.r;r¡r"rl ' 1.,' i-<'', 17 High Street.

Write your letter of application.

2 You have seen the followinq advertisement:

Local chemist seel<s Saft¡váaty atssisfatnf.The successful applicant wil l be bright and quick to learn,
possibly with an interest in worl<ing full-t ime in a chemist's.An abil ity to deal with the public is more
important than l<nowledge. No experience necessary. GooA vqles oQ gaty.

Apply in writ ing to Pafvici¿t Coll iev, Medichem, 2 | London Road.

Write your letter of application.

lS ws kav* a s*c*me* e*¡:di*l**¡*á s,€$*€aee *¡xeh as:

lf I got a job in o health food shop, I would learn a lot about diet.

We *xr¡ mxk* i* m'¡*re S*r¡¡rx{ i*x t[rc S*{t*wi*:g way:

Were I to get a job in a health food shop, I would learn a lot about diet.

Rswrite th* S*{!s*v}rxg sex,*t*ns€s }*x a sirmi&ar way.

I lf we advertised our health products more, we would attract more customers.

I People would have fewer heatth problems if they ate more vegetables.

1 lf students knew more about diet, they would eat less junk food,

4 We could offer vegetarian meals for lunch if the school agreed.

ffirwmryp#r fues*'s
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Look at the pictures. In pairs, ask and answer the following questions.

r what .r" th" different means of transport in the pictures used for?

r How often do you travel by public transport?
r How good is the pubtic transport system in your area/country?

DeveloP YouR wRlrlNG sKlLLs

Whaf kf  nd of  graPhíe ¡s t f  ?
In question 1 of the exañr, you will often be given graphics .
(maps, diagrams, etc) to look at. lt is very important to understand the

information in them correctlY.

Look at these graphics, and write a letter of a graphic next to each

question on the next Page.

A

c

Train

Bristol dep. PlYmouth arr

09.36 11.45

1 0 . 1 5  1 2 . 2 4

12 .56  15 .18

Ar¡stcrclanr - Athens 3007

Berlin London Ill4

l{onre - Paris 1449

| ¿";.; --[ti.tó '"+n"n 
-

|  ^ .  ¡
i theafve l icVet - LL* |
i l
rhofel - t3s tsirrqle voonr I

1"ot^l' trr.to i
I (rl,^s looa, ávirrks, etc) )\  _._.- ._._.- .- . - .

D 
buses 8%

r r r i t t : : : l

tu"'" 
"*,,'"1,,'

krn

krn

km

lorrles and
vans 25%

motorbikes 3%

SCOTLAND Cottage with LARGE garden.

Use of THREE BICYCLES. Some dates still

available. Tel. 0874 476302 for further details
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Which graphic...
1 is a map?
2 is a classified advertisement?

3 is a timetable?
4 is a pie chart?
5 shows us the distance between places?

6 shows us the cost of various things?

Whot do they tel l  us?
Now look at the graphics again. Write

Graphic A
I What does'depJ mean?

2 What does'arrl  mean?

3 Which train should you

catch if you want to be in

Plymouth before midday?

Graphic B
I Which town,/city is

furthest south?
2 Which is furthest north?

Graphic C
I What does'km' mean?
2 Which is the longest

journey (in terms of

distance)?
3 Which is the shortest?

Graphic D
What might this chart be showing us?
Tick (/) or cross (X)the possibit i t ies.

I Different types of transport on

our roads.
2 Sales of different means of

transport in one year.

notes on the lines below to answer the questions.

3 The cost of buying each of the means

of transport.
How much pollut ion each means of

transport causes.
Who purchases the different means of

transport.

Graphic E
1 Wiltthe person be travell ing by road

or rai[?
2 Are they travelting by pubtic or private

transport?
3 What kind of coach ticket is it?

4 What does that mean?

5 Which best describes the information
(t ick one):
a budget for a trip to London

b budget for a journey to London

Graphic F
t ls this cottage for sale or rent?

2 Can you stay there PermanentlY,
or only for a short t ime?

3 How would you contact the Person
who placed the advert to find out

more?

ffi;
;=  Dtscuss €-
Ef In pairs, discuss your answers. Do you atree what kind of graphics they are?

Do you agree about the information they give us?
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Formal ar ínformal?
Here are some sentences presenting information from the graphics.
Decide if they are formal or informal. Write F for formal or I for informal.
1 The train you want leaves at quarter past ten, and gets in at12.24.
2 The train departs from Bristol at 

.|0.'15, 
arriving in Plymouth at12.24.

3 And it says there are three bikes, so we'[ be able to cycle into town
whenever we like. Sounds good, eh?

4 The distance from Berlin to London is only severa[ hundred kilometres
shorter than the distance from Rome to Paris.

5 These come to about 80 euros, but of course you'll also have to take some
spending money for food, drinks, shopping, etc.

Study the model
Look at model composit ion ]3 on page 106. Underl ine al l  the sentences in
the letter which refer to information in the graphics.

Write a paratraph
Look at this advertisement and write a few sentences on the lines provided
to complete this letter to an English friend who is coming to stay with you
on the United States Virgin lslands.

Regular 1-day sailing trips to 5t John Natíonal Tarkon
beautiful sailing boat. Depart American Yacht harbour 09.30.
Stop for fishing and swimming on way.
Barbecue lunch on beaoh (food and drinks provided).
Relaxing afternoon. Return 19.30 (approx). 35 euros per person.

Call 6eoff on 5979694 for more info.

Deav Cqvl,

Hil How's if going? \ol lorrg now fill youv holiáary orr lhe US Vivgirr lsl¿rrrásl I c¿rrr'l wail
- catrr yora? We've goirrg lo h¿rve a, gveal fiuael frnywaty, I satw au a,A Pov a. oue-Aay

sarilirrg lvi¡ lhaf soh\/s "e¿rlly 
irfeveslirtg. Matybe we cohlá áo if while yor.t're. l',¿r¿.

vJharf /o you fhirrk? Sh¿rll I lpook hs at cora¡le oP plarces? oh, by lhe wary, fheve is ¿rn
itlfevhef caQé Ae"e on lhe Vivqih lslatl/s, so yora'll be able lo ch¿ck yourv e-u,raril
while you're here.

Well, l'a beflev gó \óLv - gof fo help r^,ry wrt¡wr irr fhe hofel.
faVe care, auA see yora soon!

All lhe best,

nike
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CovlPosrrtoN DEVELopMENT

Read this composition question and do the exercises that follow.

Broinstorming
Make notes to answer these questions. use your imagination where necessary.
Then discuss your answers with the class.

I Do you know the name of the person you are writing to?
2
3
4
5
6

So how will your letter start? Dear
Wil lyour letter be formal or informal?
Which information in the table is relevant?
Will you mention the rest of the information in the table?
You will have to ask three questions? What are they?
a

You work part-time in a car rental agency. This is part of a letter you have received from
an English-speaking tourist:

l..

I wovld be very gratefvl if yu c.ovld scnd mc fvrther infornation
rgrdtng- tho hio-door oerg 1ov have available (wíih air-anditionin1
i.f 

.poeeiblo) 
and how mvoh the ren#,l fees per da1 are. hvld y, alío

\, laf mo ktow whethor I havo to book in advan*?

Read carefully the extract from the letter above, the car rental table and the notes you
have made. Then write a letter to the tourist responding to the points made in the letter.

Pains Car Rental 1 day 2 days 1 week

""'2:¡'¿ió¡"""""' """"€35' ".€60 g'S?s)
2-door (with a/c) €45 €89 €280
4-door (with a/c) € 60 € 1 19 €390
a/c = air-conditioning

o wherT?

: ;;;* fo book i* July ov fiu.gt'rst

o how Y'r¿r'\Y A'tYs?

- ¿xelai\: clteaqet 9e" AaY il
- 

i"tting Qov a weer

. ;;; l':l Ís-':Í L??:";;
Lo hotel? (aeliveyY t'

write a letter in 120-180 words in an appropriate style. Do not write anv addresses.

b
c

What other information wil lyou need to give?

Which of these would be a good ending for your letter?
a I hope this info helps. Hope to hear from you soon.
b lf you require any further information, please do not hesitate to let me know.
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PIan your ParagraPh,s,
Complete the following paragraPh. ptan

for ybur tetter, making notes on what

you are going to inctude in each

paragraph. ¡
I

¡

I

I

they onty have two for

traffic in each direction.

4 Shatt we wait on the platform, or 8o to the
I

5 I've got to take the car in for its
next week.

Homewark
Now write Your [etter.
Read this checktist. When You have

written your letter, tick the boxes'

I have written a formal letter.

I have inctuded a[[the information
I need to.

I have asked all the questions I

need to.

The questions are all indirect
questions.

I have divided mY letter into
paragraphs.

I have checked mY tetter carefullY

for mistakes.

the Empire State Building?

I must remember to fil l uP with
before I set off tomorrow.

10 | don't think I need a

I've bought a car. I won't use pubtic transport

much.

What's the closest
the Eiffel Tower?
What's the closest
Big Ben?
What's the closest

station to

station to

station to

I

I

l

r , l

r -
L ]

f r
!

I

al

Wordperfect
Read these sentences and then use the words in

botd to complete the sentences below'

The underground railway system in London is

often calted the tube or the underground'

In Paris, it 's catled the metro'

ln New York, it 's called the subwaY'

ln Britain, motorways have three lanes for traffic

in each direct ion.
I've got a monthty bus pass, so I don't need to

buy a ticket.
A úedroom on a ship is catled a cabin'

The train was [ate, so we sat in the waiting room

untiI it arrived.
In Britain, a car needs to pass an M'O'T' every

year to show that it 's in good condition'

We stopped at a service station at the side of

the motárway to have a coffee and fi[[ up with

petro[.
. in the UK, the fue[ we put in most cars is called

petrol. In the US, it 's calted gas'

I Can we Pu[[ in at the next

I need to go to the toitet!

2 Our
spent most of the time sunbathing on deck' so it

didn't matter.
3 Dual carriageways are similar to motorways' but

Fo*vqatl fvat.satcfionatl
leffev plavr

Pava'.grarph I

Parvargvatph 2

Pa'atgrargh i

PatvargvatPh 4

\
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Exavl PRAcrlcE FoRvrRr- TRANSA.TT.NAL LETTER

F lExam know how
r Sometimes you will have to write a formal

letter for question 1, and sometimes an
informal letter. Read allthe information very

informal when you understand exactly who
you are writ ing to, and what their relationship
with you is.

r Make sure you have included al l  the points.
: careful ly. You wil l  only be able to decide

; whether your letter should be formal or

Write a letter in 120-180 words in an appropriate style.

You and your classmates are planning a one-day excursion to celebrate the end of your course,
and you have offered to arrange it. You have seen the advertisement below, but you need to
know more. Using the notes you have made, write to Tailored Trips Ltd giving relevant details
and asking for further information.

Do not write any addresses.

: -: ̂  ( iaiió¡éd il¡ps Ltd LJ t*Á )
" ' . , ! : " :n i  Tai lored Tr ips Ltd special ise in organising out ings '  \  io's(:hre I and trips to'suit youi needs and yóur poc-ket. 

- 
\ \ I

|  ó  S t a l f n r . l

¡ o 1 -day outings to local places of interest :Lp'n a'on

n n q c i h l a  n r ^ ñ 1 2 m m a

.  date:  22nd July

. dep. Coventry l0.00am
¡ Oxford - shopping and lunch

. Stratford - sightseeing, then
Shakespeare play, if poss

. return - time?

|  - _ /  - -  -  - -  r ' - -t(  : l  .  bó.\ '  / theatfe/COnCeftS
- 1 -

r '  l r ' t S  t J (  |i c coaches/minibuses of various sizes available| .,/
-. p.,.rre i Let us know where you want to go and
.¡¡  r  4¡-r .  ¡  what you want to do, and we' l l  arrange i t .

i Tailored Trips - serving the Midlands

2 | had rather take a taxi than walk.

3 Simon prefers driving on the motorway than driving along country lanes.

4 Rachel prefers flying to Paris to take the train.

5 Andrew prefers train stations than bus stations.

generally / on this occasion

generally / on this occasion

generally / on this occasion

generaffy / onthis occasion

generally / on this occasion

Grsrn rnür focus
I prefer trains to coaches. {generally}
I prefer going by troin to going by coach. {generally}
I would prefer to go by train rather than (go) by coach. {on this occasion}
I would rather go by train thon (go) by coach. {generally or on t}ris occasien}

Rewrite these sentences so that they are correct, and circle whether your new sent€nc€
is 'generally'or'on this occasion'. "fisr¡ may wish to circle both.

I lU prefer to book the tickets in advance to get them at the station.

1 3, V r i t i n p S k i l l s U n i t 8t
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14- Fashion
WnnM-U".,,ff i i

Look at the pictures.ln pairs, ask and answer the following questions.
. Describe how the people in the photos [ook.
r What can you tell about a person by how they dress?
r How often do you buy new clothes?

DeveloP YouR wRlrlNG SKILLS

Think about paratraPhs
Write T for True or F ior FalsJ nexi to these statements about paragraphs.

I Each paragraph in a piece of writing has a different purpose'

2 We usually start a new paratraph to introduce a new point.

3 Paragraphs should never be [ess than twenty words.
4 Paragraphs in reports should usually have headings'
5 You dont need to have paragraphs in an informal letter.

ó We use paratraphs to make a piece of writing easier to read'

Study the model
Look afmodeI composition 14 on page 107. Then answer these questions.

1 Does Emma mention the computer in paragraph 1?

2 Does she put a[[ the reasons for buying the Compar in one

paragraph?
3 Does she refer to all the notes?
4 Does she say some things in the letter that are not in the

notes or the advert?

ff

Yes ¿1N9

Yl1{ Ne
Yes ¿' \gr

Yes / No
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What's the point?
Look at model composition 14 again. Each paragraph serves a different PurPose.
What! the point of each paragraph? Make notes on the lines provided.

Paragraph I
Paragraph 2
Paragraph 3
Paragraph 4
Paragraph 5

refer to Peters' letter / Sive news

@
tr fl i:fr:ii..lr, ,ou,. answers. Do you asree on the purpose or each paragraph?

Divide into paragraphs
Look at this composition question, and a student's answer below.
lgnoring the grammaticaI and spell ing mistakes that the student has made,
put a line (,2) where you think each paragraph should end. You should end up

with four paragraphs.

You have been doing a class project on fashion. Your teacher has asked you to write a

composition about the following statement:

Appearance is important.

You should state whether you agree or disagree with this statement, explaining your

reasons clearly.

T\'to lnyorhn* of hyTearanoo
Sociery places great value on appearance and most people care about how they look.

Indeed, we oflen judge others by their appearance. However, there is danger of

placing too much importance on how someone looks, as it does not always indicate

the kind of character they have, or what skills they may posess. There is no doubt

that appearance is important. For example, if you go to a job interview without

having made effort to look smart, then you will probably not be offered the job.

Moreover, someone's appearance can give us useful information about that person.

When we see a person wearing a suit, we suspect they are professional. This can

inspire conftdance. Nevertheless, fhere is a danger of falsely judging someone by

their appearance. For instance, not all punks are hooligans and untrustwerthy. People

which judge solely by appearance may suspect that they are.In conclusion, althought

appearance is important, we must also consider other factors, such as personaliry

when forming opinions about people. There is some truth in the saying: 'Never

judge a book by it's cover.'



&i

14
il;i*vL, _¡:3tr y{-}LJ ft :,J*i# ¡ ?'* g..ai{3 :si'i i i,-L*;

Whích paragraph?
Write the number of a ParagraPh t-+
from the comPosition in E to
answer these questions.
Which paragraph(s)...

I present examples?
2 introduces the toPic?

3 summarises the argument?

4 explains the danger of judging

someone by their aPPearance?

5 explains the imPortance of

appearance?

I presentinS your exPerlence

2 presenting your findings

3 presenting disadvantages
4 requesting action

5 describing a fictional event

6 describing how to do something

7 giving your news

Which phrases?
Look at the comPosit ion again.
Write the words or Phrases used to
introduce these ideas.

I an example

2 another reason

3 a contrasting idea

4 a summary of the
arSument

Can you f ind the místakes?
The wriier of the composition above made one spelling mistake and one

grammatical mistake in each paragraph. Find them and underl ine them.

Match the paratraphs to the text types
Match each paragáph con-tentbn the teft w¡th its appropriate text type on the right.

a short story
b magazine art icle
c discursive comPosit ion
d report
e informal letter
f letter of application
g letter of comPlaint

Wríte an introduct ion
Read this question and write an introductory paragraph of about 40 words in

your notebook. Try to start with a rhetorical question to interest the reader.

A teenage fashion magazine has asked you to write an article on the subject

of the importance of fashion to young people today, entitled
'We are what wc weatr'

Wríte a repart paragraPh
Read this question and wi¡te a paiagraph of about 30 words in your notebook. The

heading of the paragraph is 'sportswear'. Remember that a report should be formal.

you have a parl-time job in a clothes shop. The manager wants to make the shop

more popular with young people and has asked you to write a report making Some

recommendations.
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A friend of yours has written to you asking for advice on what to wear to a pafty.
Carefully read the extract from your friend's letter, the list of possible costumes and the
notes you have made. Then write a letter to your friend making your recommendation.

l'r^,r goirrg lo at €artcy ávess p4lr/ itvr cor,rgie o* weeks'fiu,re, a\A |tw\

tof st¡ve whart fo 9o ars! H¿tVe you got orrry \Aea{.1 wahf fo wratke u,ry

ow\ costqu^e¡ buf il's gof fo be qhile eo\ry ^s l'v,r nof very gooA otl

lhirgs like fhafl l've witfeh 4lisl oQ gossibilifies. Coql¿ yora lef vnte

knrow whatf yora fhink ¿tbohf eacltohe? Thorhks!

gooA - but h¿rf's /iPlict\lf!

easy:\a,ge white sheet curl
holes €ov eyes - bif bovitrg cooll: r^.r¿tke fogar oraf oQ

lar'ge whife sheef bell,
browrr sa¡,á¿rls? - hol/
'pq¡ch ol graqes\ -

BEsr CHotCEl
v qooá bL\f rrore |ricky:
bl¿rck she¿f lov cage,

¡atir,f {ace whife, ^atke
leeth oqf oP carA,
li¡sfick

n ¡ q q i  h i  I  i  f  i a e

1  n i  r ¡ f a

?  a h n c l _

3 Ancíen t  Greek /Roman

4 Dracu la

GovrPosrrroN DEVELoPMENT @
Read this composition question and do the exercises that follow.

Write a letter in 120-180 words in an appropriate style. Do not write any addresses.

Brainstorming
Answer the fotlowint questions usint your imagination where necessary.

Do you know the name of the person you are writing to? Yes / No
How are you going to begin your letter? Dear
Are you going to mention the party in paragraph l? Yes / No
Should you mention al l the possible costumes? Yes./ No
Which costume are you going to recommend?

Match the parographs to the content
Match the paragraph contents on the right with each paragraph l-5.

a say you hope they enjoy the party / let you know what they decide
b the three possibi l i t ies you don't recommend
c say goodbye / why you have to stop writing
d your recommendation
e thank them for their letter / give your news

I
2
3
4
5

1
2
3
4
5

1 4W r i t i n q  S k i  / l s  /  U n i t' " ó 85
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Plan your poragraphs
Complete the following paratraph plan
for your letter, making notes on what
you are going to include in each
paragraph.

Homewark 1{h
Now write your letter. 

'V

Read this checklist. When you have
written your letter, tick the boxes.
r I have written an informal letter.
r I have thanked them for their letter

in paragraph 1.
I have included all the information
I need to.

I have divided my letter into
paragraphs.

I have checked my letter carefully
for mistakes.

Wordperfect

near here?
I've got loads of dirty laundry.

7 Tonya and Jake went to a
shop yesterday to look at wedding rings.

T

l l

T

8 lh never get a

other

. They're
almost impossib[e to remove.

9 We've got a 20% discount on hats, shoes and
this week.

10 I 'm going to these white
l - r

Read these sentences and then use the words in
bold to complete the sentences below.

Angus was dressed as a ghost at the fancy dress
party and I didn't recognise him!
Those shoes don't rea[ty go with,/match your
skirt. Have you got another pair?
Model l ing is easy! Al lyou have to do is walk up
and down a catwalk!
Lipstick and eye shadow are examples of
make-up/makeup.
l'm thinking of having my ears pierced.
Does it hurt?
Sarah's got a small tattoo on her shoulder in the
shape of a butterfly.
I'm going to dye my hair green for the party
tomorrow!
I don't have a washing machine at home, so I
have to go to a launderette to wash my clothes.
Necklaces, bracelets and earrings are examples
of jewellery.
Belts and handbags are sometimes ca[led
accessories.

Please don't get your nose
- | know you'lI regret it!
l 'm looking for a top to
these trousers. Have you got anything suitable?
Iti Halloween soon. We'll have to start thinking
about =-=-.- costumes.
And Jane, whoi just coming onto the

now, is model l ing our new
Summer-Fun beachwear.

5 Actors often wear on srage
brightso that they dont look pale under the

lights.
6 ls there a

I h*orb"la!,I t'vr{hsarclloh¿tl
leFFev platur

Derw

Pararg"arph 1

PavegvaghZ

Parratgr¿1p¡ i

Parvargraph 4

Closirg
ser{-erce(s)

Firratl clcsitrg
exPY€SSló\

Fivsf tlair¡le *
Sl^r\4i^ e

86
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l F:  EXAM PRACTICE
i

F T I' Exam Know-now
¡ When you do question 1, be very careful with

names. lf you are responding to a letter you
have received then you definitely know the

Iruronvrnl TRANSAGTToNAL LETTER

.  Remember that you shouldn't put their
surname at the beginning or your surname at
the end if it's an informa[ letter.

i name of the person you are writing to (even if
i  their name isn't given to you). Use your
i imagination to come up with a good name.

Write an answer to the fol lowing question in 120-180 words in an appropriate style.

Do not write any addresses.
You are organising a fashion show to raise money for charity. You have invited a friend of yours
who lives in another town to come along and support the event. Look at the extract from their
reply, the map and the notes you have made and write a letter to your friend responding to the
points they have raised.

O giVe Ai"ecfiou,S Q"or^", S{-afiou!

o sfavts - 830pva

o r^^¿el al &.A)pw a,*
N"o\l ehl-na¡ce?

o slr{y ¿rl r"ri\e / (oq sol,a)

O brirrg a sleepirg betgl

Thanks for inviting me - I'd love to comel l ' l l probably
come by train. Could you let me know how to get to the
venue, and what time I should get there? Also, any
chance I can stay at your place for the night? | don't
think there' l l  be a train back that late, wi l l  there?

,  Ra i lway
|  +  /  s ia l ron
|  4 /  /
h H  / /

t //
/

osprral

ñ

lÉ h:-:f;3ri""
| t l
l ) -  Fl  , 'o,u'
" /  t l
a t l

Grqmmar focus
The jeweller pierced my ears.
€ausative fe¡rm: / had my ears pierced (by the jeweller).
Causative form: / gat my ears pierced (by the jewel/erl. {more informa[]

Who is actually going to do the piercing? \bu / Somge¡e elsq

Rewrite these sentences in the ca*sative form. Use either'have'or'get'.
Dont write who actuatly did it {so don't mention the hairdresser in the first sentence}.

1 The hairdresser dyed Susani hair purple for the play.

2 Our costumes are being made at the moment.

3 My trousers are too long so I'm going to pay someone to take them up.

4 They're delivering her wedding dress tomorrow.

5 | want someone to remove my tattoo.

t 4W r i t i n g S k i l l s U n i t 87
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reffi Crime
wanM-uP @
Look at the pictures. ln pairs, ask and answer the foltowing questions'

' What is the connection between the pictures?

. Would you like to be a judge? Why'zWhy not?

' Wn"t ao you know about t-he prison system in your country?

DeveloP YouR wRlrlNG sKlLLs ,/

?Yi :* i  -q  f **  PxiP*s* l
Here are some senten."r'fro* a discursive composition about capital punishment'

ilrH,fri;ñ;; of each sentence? Write a ietter from the box next to each sentence'

A introducing the topic E presenting a disadvantage

B giving opinion 
vtl ' !  

F presenting t*o opposing points of view

¿ ; i" i ; ; .1"*.tpt" 
G presenting a conclusion

D presenting an advantage

I For instance, the majority of people executed for murder in the

United States are btack.
2 To sum up, there is tittte evidence that capital punishment acts as a

deterrent.
i*out¿ artue that there is no place for capital punishment in a

humane, civilized societY.
-apitat punishment is an extremety controversia[ issue.

Secondty, when a murderer is executed, the family of the

victim often feel that justice has been done'

6 Finatly, there have beén many occasions throughout history

when innocent people have been executed'

7 Firstty, it is said thai capitat punishment sends a message to
' 

;iái that murde, *iit noi be tolerated, but it also ctearly sends

the mássage that kitting is acceptable in certain circumstances'

4
5
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YVhít fu p*rcgrcpf i  ?
Your discursive compositions wit[ usually have four paragraphs'

Which paragraphs would the sentences in A probabty go in?

Write the number of each sentence next to its appropriate paragraph.

Paragraph I introduction
Paragraph 2 advantages of capital punishment

Paragraph 3 disadvantages of capital punishment

Paragraph 4 conctusion

reX fiíiHj""W the sentences are doing?
Do you agree which paragraph they woutd probably be found in?

Puf ín f&e ea {{e€t orde¡ '
Here's the third paragraph from the composition about capital punishment.

The sentences are ¡n the wront order. Rewrite the paragraph in your notebook,

putting the sentences into the correct order'

This is a dangerous message. Finally, there have been many occasions throughout history

when innocent people have been executed. However, there are many arguments against

capital punishment. Secondly, the evidence suggests that most people punished by death

are the weakest members of society. Firstly, it is said that capital punishment sends a

message to society that murder will not be tolerated, but it also clearly sends the message

that killing is acceptable in certain circumstances. For instance, the majority of people

executed for murder in the United States are black.

fempfefe fhs fsbfe
You are expected to use some discursive words and phrases when you write a

discursive composition. These make your argument clearer.

Look at the words and phrases in the table over the page, and write a letter from

the tist of purposes below in each purpose box.

A expressing contrast
B introducing a further point in a list of points
C expressing results
D presenting two opposing points of view
E introducing a f inal point in a l ist of points
F expressing someone else's opinion
G introducing the first point in a list of points
H introducing a conclusion
I expressing your opinion

J giving examples
K presenting two (dis)advantages together

I 5W r i t i n S S k i l l s U n í t 89
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reffi
ffim"uurL#p y*tiffi wffiery-&ru# smñ*uffi

For this reason, Because of this, As a result,

l ike
In  my oprnron
I believe (that)

It is said (that)'-io 
con¿lüdé;--

In summary,
To sum up,

$fudy f&# r f f i *def
Look at model composition 15 on page 108.
Underl ine al l the discursive words and phrases.

f f i  * ' -vr ¡ f *  * fu*  s t rñf#* f*s
These sentences have all been taken from discursive compositions. They are too informal.
Rewrite them in a more appropriate style. Use some of the discursive words and phrases
from the table above.

I To end, then, I think that f ining criminals is often better than sending

them to prison.

2 And another thing - being a cop is really tough these days.

3 People like rapists and murderers should be locked up for ever.

4 No one's proved, though, that ki l t ing murderers does any good.

as

90

5 And we've got to ask why some PeoPle pinch things from shops.



CovrPosrrtoN DEVELoPMENT

Read this composition question and do the exercises that follow.

You have been doing a class project on crime. Your teacher has asked you to write a
composition about the following statement:

Anyone found guilty of corntnitting a crime should be sent to prison.

You should state whether you agree or disagree with this statement, explaining your
reasons clearly.

Write your composition.

Brsinsformfng
Answer the fol lowing questions giving your own opinions.

1 Which of these compositions will be easiest to argue and write?
a a composit ion arguing that a[[ crimes should be punished by imprisonment
b a composit ion arguing that onty certain crir ires should be punished by imprisonment
c a composit ion arguing that no crimes should be punished by imprisonment

2 What do you think would happen if  al l
cr iminals were sent to prison?

What do you think would happen if  no
criminals were sent to prison?

6 Why is imprisonment an effective punishment
for these crimes? Give two reasons.

Can you think
alternatives to

of three punishments which are
imprisonment?

Are some crimes more serious than others?
Give examples. Which crimes, i f  any, could these punishments

be effective for? Why?very senous cflme:
less serious crime:

I Give three examples of crimes which should
be punished by imprisonment. 9 Can you sum up your opinion in one sentence?

f f t ¡n k sbout y0ur f  i , "sf  s ent€ncs
Which of these sentences might be a good first sentence for your introductory paragraph?
Tick (/)the appropriate ones and cross (x) the inappropriate ones.

t We would alt tike to live in a crime-free and safe society.
2 | have never committed a crime.
3 Last week, our class visited a prison.
4 lf people commit crimes then they have to be punished in some way.
5 Society cannot al low criminals to get away with their crimes
6 Too many criminals get away with their crimes these days.
T Every civilized society needs a legal system.
I We have just done a project on crime at our school.

Now write your own introductory sentence, based on the appropriate sentences above.

T 5 91W r i t i n g  S k i / / s U n i t
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Comptete the fotlowing paragraph plan
for your composition, making notes on
what you are going to include in each
paragraph.

Dise wvslve
có&&\rósi*loq p'!nx

Fat"rnguaPh I

Paoargvaph ?

Para,gvaplt 3

Par*a.g'aph 4

composition.

I have written four paragraphs.

My argument is clear.

I have given some examples.

I have expressed my opinion.

I have used some discursive words
and phrases.

I have checked my composition
carefully for mistakes.

--

!
T
T
I

T

T

*?*¡

Read these sentences and then use the words in
bold to complete the sentences below.

r Capital punishment is punishment by death.
Techniques include the electric chair, the gas
chamber, hanging and lethaI injection.

r  Some people bel ieve that capita[  punishment
acts as a deterrent. This means they think it
stops peopte committing murder.

r The serial kitler was sentenced to life
imprisonment.

r The police think I committed the burglary! I'm
going to have to get a lawyer./solicitor.

r She was arrested on suspicion of fraud, and later
was officially charged with the crime.

r The court case lasted for three months before
the jury found him guilty.

r Judge: How do you plead?
The accused: Guilty, your Honour.

. The jury found him not guilty, but nobody
really thinks he's innocent.

¡ There! lots of evidence that he did it - his
fingerprints were all over the gun, for example.

r Havint served fifteen years in prison, Mason is
to be released next week.

1 My lawyer's advised me to
guilty, but I'm not going to. I'm innocent!

2 People imprisoned for [ife are usually
after about twenty years.

3Mv has instructed me not
to discuss this case with reporters.

4 The suspect was released without being charged
due to lack of

5 No European country supports
. Most Europeans think that

it's barbaric.
6 Losing your driving licence would be a good

against dr inking and dr iv ing.
7 I 'm buying a new suit .  My at

the County Court starts on Monday.
8 | can't believe the police have

Jane with embezzlement.
They must have made a mistake.

9 Can you imagine bein6 sentenced to
and knowing you have to

spend the rest of your life behind bars?
10 The foreman of the jury read out the verdict.

ffi ffñTñí:;;1o,po,,o"
Read this checklist. When you have
written your composition, tick the boxes.

r I have written a formal

T

I

I

T

t
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I Exnvl PRAcrlcE DrscunsrvE coMposrrroN

i i: ':r:;¡: ¡': ir..; ¡1..¡'t;1," -,¡']¡- 1,':"'

: . You are expected to use discursive words and
l

phrases in a composit ion.

:
j

.  Remember that a composit ion is usually more
formalthan an art icle. The emphasis is more
on presenting an argument, giving opinions
and support ing them clearly, than on
interesting the reader.

!

Each of these composit ions should be written in 120-180 words in an appropriate style.

1 The following comment was printed recently in a local newspaper:

The crime rate in our area is far too high and extreme measures need to be taken to

reduce it.

Now your teacher has asked you to write a composition on this subject, stating
whether you agree or disagree with the comment and expressing your own opinions.

Write your composition.

2 Your class has been doing a project on crime.
composit ion giving your opinions in answer to

Why do some people break the law?

Write your composition.

Your teacher has asked you to write a
the fol lowing question:

*s*r*f,ffi#fl *:r*s
The burglar ran fast but he was caught by the police.

Atthough / Eyen though,/ Though the burglar ran fast, he was caught by the police.

ln spite of the fact that / Despite the pct that the burglar ran fast, he wos caught by the police.

In spite af / Despite running fast, the burglor was caught by the police.

The burglor ran fast. However, he was caught by the police.

!iq:.¡,,:;¡* ¡i*:;t l*r':¡'i:ta: ..'.::,

I She had a very good lawyer but she was stitl found guilty' DESPITE

2 There isn't any evidence. However, there is a strong motive. ALTHOUGH

3 ln spite of his having a criminal record, he was only given a warning. BUT

4 Atthough people feel less safe, the crime rate is actually dropping. FACT

5 Despite being a suspect, Mason was never arrested. HOWEVER

1 5W r i t i n g 5 k í l l s U n i t 93
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Shopping

Look at the pictures. In pairs, ask and answer the fol lowing questions.
r Would you like to be a shop assistant? Why/Why not?
r What have you bought in the past month?
r Have you ever bought anything second-hand?

13

ry
ffi

RM

|.

f i * r rn*f  *r  ¡ ruf*¡ ' r** f I
Are the abbreviations usually formal
or informa[? Write the abbreviations
l-5 on the appropriate l ines.

a Which abbreviation is usually used
in formal writ ing?

b Which two abbreviations are
usually used in informal writ ing?

c Which two abbreviations can be
used in formal and informal

w
writ ing?

Match the punctuation symbols in the box with their names below.
A .  B ,  C ;  D : . .  E?  -  F !  .G "  H -  l -  ) '

6
7
I
9

10

dash
full stop
inverted commas
hyphen
colon

DeveloP YouR wRrrrNG sKTLLS /(///
W&*f * rs  fÁ¡*3r  f * r f
Match the abbreviations I-5 with their uses
a-e.

I e.8.
2 i .e.
3 a.m.
4 P.m.
5 etc.

a the time is before 12 noon
b a Iist is not complete
c the time is after 12 noon
d to introduce an example
e to introduce more detail

W&mf *rs f&*y rsf  fsdf

I  semi-colon
2 question mark
3 apostrophe
4 comma
5 exclamation mark
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Look at model composit ion 16 on

1 a colon
2 an apostrophe
3 a semi-colon

page 108. Circle one example of:

4 a dash
5 a hyphen
6 inverted commas

fnue sr f ,ofse?
Are these statements about punctuation true or false? Write T for True and F for False.

I Exclamation marks should only be used in informal writing.
2 You can connect two sentences about the same subject using a comma.
3 Indirect questions need question marks at the end.
4 We never put <'> around direct speech in English.
5 Colons and semi-colons are unusuaI in informal writ ing.
6 You should always put a comma before relative clauses with 'who','which'and

'where'.

7 You cannot put a comma before relative clauses with 'that'.

I  You can choose whether to use'.. . '  or ".. ." for direct speech, but you should be
consistent within a piece of writing.

Carrecf  fh e puncfu at íon
Each of these sentences has at least one punctuation mistake.
Circle the mistakes and rewrite the sentences correctly.

1 <Where did you get that hat?" asked Linda.

2 Simon said hed meet us outside the supermarket at three o clock.

3 | bought a nice top last week, it was really cheap.

4 'l think iti price tag has come off. How much is it?'

5 We went to that new shopping centre - - it was huge!

6 Subject; Gift and Souvenir Shops in Bournemouth

Corner shops which sadly are disappearing quickly offer convenience
and a sense of community, which is irreplaceable!

8 The shop assistant asked if he could help me?

9 'lts actually half price at the moment Madam]' said the salesperson.

10 The record store. that I went to. had a sale on.

1 6/  U n i t 95
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&ewrf*s f&s rcP*r f "
Read the report question and a student's answer below'

Rewrite the'report in your notebook. capitalize appropriate letters,

punctuate the sentences and correct the 10 spelling mistakes.

You have a parl-time job in a toyshop. The manager wants to make the shop more

popular with teenagers and has asked you to write a report making Some

recommendations.

Write a report for your manager.

to  mr  w i l l i ams
from sasha spencer
subiect  a t ract ing teenagers to  teddington toys

date 25th januarY

introduction
as reqested i  have looked at  ways to  increse the popular i ty  o f

teddington toys wi th  teenagers my recomendat ions are out l ined

below

range of Products
the vast  major i ty  o f  toys and games curent ly  so ld are for  ch i ldren

under  the age of  ten teenagers would be much more l ik ley to  v is i t

the shop i f  i t  so ld computer  games some spor ts  equiptment  and

bored  games  such  as  m i l l enn ium qu iz

advert ising
as teddington toys is  not  in  the h igh s t reet  you may want  to  consider

adver l is ing any new products you in t roduse for  teenagers one
possib i l i ty  is  to  p lace shor t  advef t isments on local  te lev is ion or  rad io

you may a lso wish to  consider  put t ing up posters around local

schools

conclusion
in conclus ion teddington toys could become much more popular

wi th  teenagers i f  i t  o f fered a range of  products  for  them however

this range also needs to be advert ised to inform teenagers in the ... ; . , '
local area about i t  

, . .d=
* '

...;,*

ff i\
FHf ;  Read you{  Pü: r i ie r  5  \^ , ' r t t - r t tg  W) '
Sfi,$ Swap repbrts with your partner. Have they punctuated the report correctly?

Oid ihey do it differently to you? Have they corrected all the spelling mistakes?
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Read this composition question and do the exercises that fotlow.

You are working in a local tourist office. You have to write a report for your manager

comparing two very different shopping centres in your area. Say what each centre is like,

compare their facilities and comment on their particular good or bad points as tourist

attractions.

Write your report.

Braínstarming
Answer the fol lowing questions using your imagination.

1 What's the name of your manager?
2 What's the name of the first shopping centre?

3 What is it like? (modern, old-fashioned, large, etc)

4 What kind of facilities does it provide? (chain stores, gift shops, cafés, etc)

5 How popular is it with tourists? Why?

6
7

What's the name of the second shopping centre?

What is it like? Remember it must be very different from the first one.

8 What kind of facitities does it provide?

9 How popular is it with tourists? Why?

l0 ls one of the shopping centres better for tourists, or do they both attract different

kinds of tourists?

fl Do you need to make any recommendations? Yes / No

Thínk about punctust ion
Here is an introduction to a similar report. Punctuate it correctly.

as requested i have compared the daverton centre and lakeside mill both within 10 km of

sharpville in terms of their popularity as tourist attractions my findings are presented below

Think about spel l íng
Here are some words and phrases you may wish to use in your report.
They each contain a spelling mistake. Rewrite them correctly.

I faci l l i t ies
2 souveneers
3 resterants
4 coach partys

W r i t ¡ n g  S k i l l s  /

5 rage of products
6 hand-maid
7 arts and craphts
I bitding
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Now write your rePort.
Read this checklist. When You have
written your report, tick the boxes.

r I have written a report and not a
letter.

I have used formal language.

My paragraphs have headings.

I have checked mY Punctuation
carefulty.

I have checked my sPelling
carefully.

I have checked my trammar
carefulty.

F/c¡n  .y#u r  pür#gruPi ls
Comptete the fo[lowing Paragraph plan

for your composition, making notes on

what you are going to inctude in each
paragraph.

I

:

t

Wd*r#psrfsrf
Read these sentences and then use the words in

bold to complete the sentences betow.

I'm afraid we don't have any jeans your size

in stock at the moment. We should have some

by next Friday, though.
I see Ed's house is for sa[e. How much is he

seIting it for?
ln Bri t ish Engt ish, 'on sale'  means avaitable in the

shops where as in American Engl ish i t  means

avaitable at a reduced Price.
Dawsoni are having a sale at the moment.

Everything's ha[f price.
They didn't have the laptop I wanted in the

shop, so I had to order it. They said I coutd pick

it up in a couple of weeks.
You get free delivery for a[[ goods purchased

over 
,|00.

The shop assistant asked me if I wanted to try

the top on in the changing room.
A department store is a large shop with lots of

different departments setling things such as

clothes, electr ical  appt iances, etc.

A chain store is a shop which has branches in

lots of towns and cities.
I bought this jumper here last week but it 's too

smalt. Could | (ex]change it for a bigger one?

The assistant said I coutdn't
the tracksuit without a receiPt.
'New World of Knowtedge'wi[ [  be

in newsagent's todaY.

3 lt cost forty-five quid, but I had to pay another

tenner for
4 Harrods is a famous

London. They sell everything there!

5 Thousands of bargain-hunters queue up

overnight waiting for the opening of the

Harrods January
L ]

l

L_l

F

9 Dixon's is a we[l-resPected

the CD rom I6  l h a d t o
wanted as they didn't have it

. lt '[ come next week.

7 | couldn't believe it when I went into the
. There were no mirrors!

8 - .  3-Piece suite.  5 Yrs old.

Beige. V. G. condition. Can detiver.

YepóYt platn
t!1ttla.l

iil$orr"{¿1fioq

{o:
Fvopr:

Su\ojecf:
D¿tfe:

Fairargvarph I Heatáing:

?avagvotphZ Hearáitrg:

Parratgvatph 3 Fleaáiug:

Parva,g'ra,Ph 4 Heaáing:

l n

98

with over seventy-five branches



Exnu PRAcrlcE - R'ponr

ffxsm kn*r,v-fo*tv
. lt's very easy to make Srammar, punctuation and spelling mistakes when you are

writ ing quickly in the exam. When you have f inished writ ing, check your w.ork very

carefu'ily. The fewer silly mistakes you make, the better impression you will make -

and the more marks you wil lget!

Each of these reports should be written in 120-180 words in an appropriate style.

1 This is part of a letter you received from an English penfriend:

We're doing a project at school on how young peopte in different countries spend their

money. Please could you write me a short report on your country to include in the
project? Could you write about how much money young people have, where they get

it from, and what they generally spend it on?

Write a report which your penfriend can include in the project.

2 you work part-time for a consumer organisation. Your manager has asked you to write

a report on two very different internet websites which sell books, videos and CDs. Say

what each website is l ike, compare their products and prices, and comment on their
particular good or bad points for internet shoppers.

Write your report for your manager.

Grsmrym?ffr foc¿;s

a Small shops have a friendlier atmosphere than large shops.
b tf you wait a long time, electrical goods usually become cheaper.

We ean rewrite tt'lese:

a The smaller the shop, the friendlier the otmosphere.
b The longer you wait, the cheaper electrical goods become.

This gnamnnatiea{ e,*nstr¡.¡ction wil[ lrnpress the people marking your eompasltlEns,

It ean be used in both formal and informal writir*g.

Write one word ir¡ eaeh gap ts eomp{ete tl"¡e foliowir*g seRt*nces using the sarne Sram¡ff¡aticatr construetion.

lf you pay more, you get better quality.
The - you Pay, the - quatitY You get.

or: The you Pay, the - qualitY.

Customers are happier when they're served quickty.

The - customers are served, the - they are.

or, more formally: The more customers are served, the - they are.

3 When prices are cheap, sales are higher,
The - Prices, the sates.

it becomes.
4 Products become well-known through advertising.

The more a product is, the ---
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i  Mopel coMpostrtoN 1: lNronvlAL LETTER

This is part of a letter you received from an English friend:

tsy fhe wary,irr you" larslleffev yora sariá you \xeve going lobuy eifhev a,viAeo c^w\ev*

oy d, g^w\es r^.r¿rchi\e. r"lhich A\A youbuy, artA why? l'l love fo heav ¿rll aboul if.

Write your letter, answering your friend! questions and giving relevant details. Do not write any addresses.

Dear lsabeIte,

Thanks a lot for your last letter. l 'm realty gtad you've made friends again with Debbie.

It 's awfuI when you have a fight with your best friend, isn't it?

Yeah, deciding whether to tet a video camera or a tames machine was a very tricky

decision. lf onty I had enough money to get both! Anyway, I f inatty decided that a video

camera was more fun. (Wett, my dad decided, but I think he was rightl)

The camera I got is really coot, and it was actually quite a bit cheaper than the others

I looked at (so I 've stit l  got some money for when you come over in the summer!). lt 's not a

digital one, but it 's got this great l i tt le screen where you can see what you've just f itmed.

The problem is, though, that my dad loves it too, so I don't get much of a chance to use it!

Anyway, I 'd better go now as I 've got to study for a history test tomorrow (unfortunately!).

Write back soonl

LOVe,

AnáY

Mooel coMPostrtoN 2: Anrlcle

Your college magazine has invited you to suggest ways in which television for young people

coutd be improved in your country. Write an article for the magazine, giving your suggestions.

ls there anyth¡ng on the other side?

Are you tired of seeing the same old rubbish on your TV screens? lf so, you're not alone. Many

young people think that the programmes aimed at them in this country are old-fashioned and

boring. So what should be done about it?

First of a[[, young people love music, so why not give us more music programmes? Interviews

with today's stars (not yesterday's!) and reviews of concerts woutd both go down wetI with

teenaters. The programmes coutd even be presented by young people who know something

about  music.

News is another area where programme-makers forget about us teenaSers. Young people care

about the world they are growing up in. They want to know more about what's happening but

find most news programmes uninteresting or confusing. Woutdn't it be better if there was a

show that explained the news in ways that we coutd understand?

Television producers need to think about teenagers in new ways. We don't just want more soap

operas and American dramas. Let's have shows made by young people talking about the things

we care about.

tnn



Mooel coMpostrtoN 3: lruronMAl TRANsAcTtoNAL LETTER

A friend of yours is planning to visit you with their family. They witt be cetebrating their birthday
while they are with you. You think a special meal might be a good way to celebrate. You have
seen the following advertisement for a restaurant and contacted the manager for more details,
making the notes below.

Read the advertisement and the notes carefulty. Then write a letter to your friend giving the necessary
information about the restaurant and asking them if they want to book a table.

¿rv¿li\¿rb\¿ 
o'n'Jth'

li"J"' * '*
.l-;" n"""^'j.".
,':;.;"-'-"^t,l 

"9"t -"' _ ̂ v v¡ ¿ ¿Y¿*ls

\.v¿ ÉoSt" -- oe\Ved
Dear Caroline,

Hi! How are things? Have you got your tickets yet? | can't wait to see
you next Wednesday. Have you packed everything?

I was thinking about your birthday on Friday the 7th. (No, I haven't forgotten!)
What do you think about going to the Rose Gardens? lt 's ages since we went out togethe¡
and I think your mum and dad would probabty tike it.

I called the restaurant and the manateress told me they're fu[[ on the 7th, but they've got
tables free on Saturday. That might be better because they have live music at the weekends.
Shame it 's not the summer or we could sit outside in the garden.

They said it would be about twenty-five euros per person, but we'd get a10%
discount because there are six of us. I 'm sure your dad'lI t ike thatl Your sister wilt be okay, too,
because they do vegetarian meals.

Let me know if I shoutd book it. Got to to now Mum is ca[[ing me for dinner. Only
ten days untiI you come!

Love,

Jqrre

Moont- coMposlr¡oN 4: RepoRr

r,ut *Yl*0, ru* ht^^
¿\??Yor' 

e-

Rose Gardens Restaurant
. Luxury meals at affordable prices. rnóVo Outdoor seat ing in  garden dur ing summer months.

.  Specia l  d iscounts for  fami ly  groups.  \ t

Gontact us on O671 33453 for further details. \01

You work for the [oca[ tourist office. Your manater has asked you to write a report on the
facil i t ies in your town for f i lm-goers. Describe the current facil i t ies and suggest ways in which
they might be improved to attract more visitors to the area.

Write your report.

To: Ms Davies
From: Vince Porter
Re: Facilities for film-eoers
Date: l8th March
Introduction

As requested, I  have prepared a report on cinemas in the area.
General ly, the facit i t ies are good, although there are ways in
which they could be improved.
Megaplex Cinema
With ten screens, the Megaplex is a modern cinema on the
outskirts of town. They have all the major fitms first ano use
the latest equipment. The only cri t ic ism I have is that the bus
service to the area is unrel iable.

Lido Cinema
The Lido is a small  outdoor cinema. Instead of showing rne
tatest releases, they concentrate on classic films. lt is very
popular with students. Local people occasiona{[y complain
about the noise.
Rialto Cinema
Bigger than the Lido, the Rialto is currently facing probtems.
Most people visi t  the Megaplex and the Rialto cannot afford to
replace i ts equipment. l t  wi l l  probably close in the near future.
Conclusion
Our town has some excel lent faci l i t ies for f i lm lovers, although
one cinema is about to disappear. A better bus service to the
Megaplex Cinema would be an ¡mprovement.

W r i t i n s s k i l l < A A n ¡ l o l ; + ; ^ ^ -



Moorl coMPosrrroN 5: SHonr sronY

You have decided to enter a short story competit ion. The competit ion rules say that the story must
begin with the fo[lowing words:

As John got off the troin, he couldn't believe how cold it wos

Write your story for the competit ion.

John's trip

AsJohn got off the train, he couldn't believe how cold it was. He quickly put on his
warm hat and gloves and walked carefully in the snow He looked around excitedty and saw his
Uncle Bi[[ at the end of the platform. With him were Johni cousins, Alex and Tony.

The train left the station and John came up to his relatives. He hadn't seen his uncle
for a long time, but he hadn't changed. He was sti[[ short and fat, with a round, bald head. They
a[[ said hello nervously and then they laughed and kissed each other. The boys started tatking
loudly and began to watk towards the car.

'Where are your bags, John?' asked Uncle Bi[[, suddenly. John stopped.
'Oh no,' he cried, sadly. 'They're 

on the train!'They alt looked. In the distance, the train was
slowly disappearing. John felt so foolish.

Uncte Bit[ quickly found a guard and spoke to him. He came back a second later. ' l t 's

okayi he exptained. 'They are toint to send them back from the next station.'They a[[ smited
and John knew it was going to be a great holiday, after a[[.

Mooel coMPosrrroN 6: Snonr sroRY

You have decided to enter a short story competit ion. The competit ion rules say that the story
must begin with the foItowing words:

I was alone on o dark road. Suddenly, I saw bright lights in the distance.

Write your story.

Saved by a Star

I was atone on a dark road. Suddenly, I saw bright l ights in the distance. lt was a car.'Thank
goodness,' I thouSht. 'Maybe they'l l  give me a [ift. '

I 'd been walking for hours. That evening, ld been to a concert. My favourite singe¡ Angus McDuffy,
had sung a[[ his hits to a crowd of over 2,000 people. lt was fantastic, but on the way home my
motorbike had broken down. I teft it by the side of the road and decided to walk home.
Unfortunately, it was over thirty kilometres, and not one car passed me on the road. UntiI this
one.

It sped past me. I waved and shouted. lt slowed down, and then reversed, back to where I was
standing.  l t  was a b lack l imousine.

A black electric window slowly came down. 'Can I hetp?' said a voice from inside. I explained
the situation. 'Get in. We'l l give you a Iift. '

I couldn't believe it when I got in the car. lt was Angus McDuffy! | told him how much l 'd
enjoyed the concert, and his chauffeur dropped me right outside my front door. I had been saved
by a star.

i"._."-._--".""
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Mooel coMpostrtoN 7: Lerren oF APPL¡cATloN

You have just seen the following advertisement in your local newspaper:

Write your letter of application to Mrs Green. Do not write any addresses.

Dear Mrs Green,
I am writ ing in response to your advertisement, which I saw in the'Daily News'

yesterday. I would be very interested in applying for this position.
I am a nineteen year-old student, currently studying Maths at Warwick University.
I love being with children. I have three younger brothers and sisters, who I regularly

look after when my parents are at work. They also love sports and games - basketball, swimming,

tennis, hide-and-seek - and I would be very happy to organise similar activit ies for your children.
I speak English very well. I was awarded an A grade in the Cambridge First Certif icate in

English examination last year.
I would be very gratefuI if you could let me know what the rate of pay per hour

would be, and which hours during the summer I would be expected to work. I could be free

every day if necessary, from the beginning ofJune untiI the end of September.
lf you require any further information, or wish me to attend an interview, please do

not hesitate to let me know.

Yours sincerely,
Helen Taylor

Mooel coMPostrtoN 8: l\Rrlcle

You have just seen the following announcement in an international magazine for young people:

Have you ever been caught in extreme or unusual weather conditions?

lf you have, we'd love Lo ̂ ear abour your expe'ience,Wral haPpenedi -low Cid you feel?

A seection of the best articles on this sublect wil l be pubished in ne*t month's issue.

Write your article.

Caught in a Snowstorm
Have you ever been caught in a snowstorm? | have,

and it was the most frightening experience of my [ife.
I was with a group of classmates on an adventure

hotiday in Wales. The plan was to climb Snowdon, the

tal[est mountain in Wales, and be back at the camp in time

for tea. Unfortunatety, things didnt 5o according to plan.

The sun was shining as we set out. But as we got

higher, it started to snow. Our guides - professional

climbers - told us not to worry. Up and up we went, and

the snow got heavier. Before [ong, we were in the middle of

a btizzard! The snow was so strong that I couldnt even see

the person in front of me. We were terrif ied. And beginning

to freeze!
Our guides told us to jump up and down to keep

warm. We had to wait unti l the snowstorm passed. lt was

the longest and coldest four hours of my [ife. Fina[[y, we

were able to make our way down the mountain - t ired,

scared, but very glad to be alive.
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Mooel coMpostr¡oN 9: lruronMAL LETTER

you and your family are planning to visit your penfriend in England. Your penfriend would l ike to cook

a special meal to wetcome you and has asked you for any advice and suggestions you have.

Write a letter to your penfriend, giving suitable advice and making useful suggestions.

Dearv Will,
.¡ha¡ks Qo' yora" l¿rsf lefler. lf wats wariling lor r^re whet I gof hor.re *'o¡'r school o¡

(v\)'ay' Gve^f hews albotaf yotar ex¿rrrs! LePs ho¡e ¡^y vesqlts ¿\Ye ̂s gooA ats y ouvs'

ohe ¡^ óye r^,rorlh anl we'll be fhe"e wifh youl I carr'l believe if's 
"eally 

haggetirg. We'"e

arl l  lookirgQorw¿rr/fofhisfvi¡,  ov),wryQarv.,r i lycartr ' f  w¿rif  for 'reef yota.fheyfhitki f  woql/\ee

grearf i* yor,,cooVeA a'^/.eal *o' (^5 6,1 fhe Qivsf nighl. ny a,Av\ce woqlá be fo Lee¡ if sirr¡le. Yora

áon'l w¿rqt lo sgená a,ll ),ary cookirrg ¿rt^/ fhetl rrof be ¿rble fo tel¿rx.

My sistev's ar vegefarviaur, br^f she sai/ she'll be har¡¡y w-rfh sal¿r/s. fi G"eeV s¿rl¿tá wifh

fowrarloes, orrio¡s ¿rn/ Qef¿r cheese woulá be greart )ora coqlá 4lso áo sonething frarlifiolarlly

Etrgl ish.Whaf ¿rboqf shepher/ 's g\e7|V,eavAa\eoqf i f  i raurEtrgl-tshlessour¿r¡áif  soq\ásqt^ife

tice. l'll fry arrryfhirrg otrce - ,tlfhohgh l'r'r rrof ar \rig €atr oQ live¿ Yukl

Gol lo go - v'ty )'a,A's carlling ne. Dour'f wotk loo V,avA.

fll r^ry love,

St,re

Mooel coMpos¡TtoN 1O: FonvlAL TRANSAcTIoNAL LETTER

you recently visited your local sports centre and were dissatisfied with the service provided. You have decided to write to

the manater.

Carefully read this advertisement for the sports centre and the notes you have made. Write a letter to the manager'

comp[aining about the service you received and suggesting improvements.

áiAq'f k¡ow arrylhitg
alpout sqqash

rof winásrar*ing
exgeursive - shoql/ be

Dear Si r lMadam,
I am writ ing following a recent visit to the Otdbury

disappointment with the service I received.
Sports Centre. I would l ike to express my

Atthough they were general[y polite and hetpfut, the members of staff seemed to

knowledge. None of them could offer any advice to me on choosing a squash racket. I

your employees on suitable training courses.
Another cause for complaint was that the swimming pool was closed. I understand that repairs need

to be carried out. However, when I catted for information the day before my visit, the recePtionist did not

mention that the Doo[ was closed. lf I had known, I would have visited the sports centre at another time.

Finatty, offering lessons in different sports is a good idea, but I found them to be very expensive. The
prices should be lower, and more sports should be offered. I was disappointed that windsurfing was not

availabte.
I hope you wi[[ take these points into consideration.
| look forward to hearing from you.
Yours faithfully,
l 'htltP ¡Y¿145

lack basic sports
suSSest you send

Oldbury Sports Gentre
Now in its third year. your sports centre offers

r a fully-equiPPed gYm
r professional staff
¡  a swimming pool
r full-size tennis courts
r lessons in many spods

So, get your trainers on and come on down.
Whether you want to practise your backstroke or lose a
few pounds, Oldbury Sports Centre is the place to be!
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Mooe¡- coMposrrroN 1 1 :  DrscuRsrvE coMpostr toN

You have been doing a class project on changing education. Your teacher has asked you to write
a composition giving your opinions on the fo[lowing statement:

Standards of education today are lower than in the past.

Write your composition.

A great deal has changed since our grandparents were at school. Firstly, teachers, who
have a 6reat effect on standards, are better trained than in the past. Secondly, schools
have more money and better equipment. There is no doubt that standards of education
have risen.

Being more understanding, teachers are able to help students more today.
They are less strict, which means that students enjoy their education more and so learn
more. In add¡tion, teachers have more qualif ications and are better educated than in the past.

Not only are teachers better educated, but they also work in better schoots. Schools,
generally, are managed better and have more money to spend on things such as books and
computers. Some are able to provide music lessons or drama lessons. lf schools offer
students more opportunities to learn, it raises standards.

In summary, there is no truth in the claim that standards of education are lower than in the
past. Teachers and schools have both improved, which means that students today receive a
better education than their grandparents did.

Moorl coMposrrroN 12: Letr.ER oF AppLrcATloN

You have just read the fo[lowing advertisement:

Write your letter of application.

Dear Ms Turner.

I am writ ing in response to your advertisement for tour guides, which I read in the
'Reporter 'on l l th . , lune.  lwould I ike to appLy for  one of  the adver t ised posi t ions.

I am very interested in modern art and would welcome the opportunity to inform
visitors to the galtery. I have previously worked in a [oca[ museum, as you can see from my
attached C.V. The Museum Director, MrJones, has kindly agreed to provide me with a
reference. which I have enclosed with this letter.

I also believe I have the personal qualit ies and qualif ications necessary for this position
lenjoy meeting the pubtic and understand how important it is to be welI dressed. I speak
French as my first language and recently passed the Cambridge First Certif¡cate in Engt¡sh

examination with an A grade.
Should you require any further information, ptease do not hesitate to contact me. I am

available for interview at your convenience.
| look forward to hearing from you.

Yours sincerely,

Pathl Bishop
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MOpeu COMpOSITION 13: FOnVIAL TRANSACTIONAL LETTER

you have just read a column in a [oca[ newspaper about crime in your area. You are interested

in this subject as you have recently done a project on crime as part of your studies. You disagree

wi th the opin ions of  the columnist .

Read the column below, together with the notes you have made and the information

from your project. Then write to the editor of the newspaper presenting the facts and giving

your opin ion.

the
Fear

MvnSo Nowcnrvbo

voíce of reason -

et's face t We ust do¡'t ve ¡¡ a
safe area any lfore Our ccmmun tY
s cri¡re rdde¡ a¡d out oi cc¡tro,
wth rhe crme rate njgne[ i¡af ts
ever bee¡, A¡d ¡rost cf the crme

the :e da¡: s r oi ' ¡ t
Whe¡ w I ihe counc do sol¡el¡ ng aDout
It? Whe¡ r,vll they admi tnat scrapping tl're
cl-¡.re oreve¡to¡ prog[a¡rtfe ast year w
¡ot a se¡sibe idea?
It's t me to te tl'em what we th ¡K ol t¡en.l
t's t me to te them thal \¡ie wo¡'t lve in iear
anyrfore

l.lol

a
6

E. I

E

20 years ago

non-violent crime
ht tralnrv ?o/^

J¿13-'/L

fraud 2%
shoplifting 4%
car theft 65%

other 26%

viclent crime 980/o

1 0 years ago

crime prevention programme
- OUOOEI

last vear: t3,000
this year: t4,500

i  Writ" a letter of between 120 and 
.l80 

words in an appropriate style. Do not write any addresses.

Dear Editor,

I am writ ing in response to Mungo Newcombe! column ('Feai, 24th June). Mr Newcombe

describes our area as 'crime-ridden' and 'out of control '. Having recentty carried out a project

on crime, I disagree strongly with Mr Newcombei opinions.

Firstly, he states that the crime rate is higher than ever before. This is simply not true. ln

fact, it has been fa[[ing steadily for the past ten years. Secondty, he describes the crimes that are

committed as 'violent'. The truth is that viotent crime makes up only two percent of a[[ crimes

committed. The majority of crimes invotve car theft. However unpleasant this is, it rarely involves

violence to other people.

Mr Newcombe also mentions crime prevention. He accuses the locaI counciI of scrapping

the crime prevention programme. This is untrue. Indeed, the counciI budget for crime prevention this

year was fifty percent more than last year.

I would strongly suggest that Mr Newcombe checks his facts carefu[[y before he writes again

on this subject. Making people feel afraid for no reason does not benefit our [oca[ community at a[[.

Yours,

vJer/y tsishop
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Moprl coMposrrroN 14: luroRMAL TRANSAcTIoNAL LETTER

A friend of yours who is currently studying in Britain has written to you asking advice on
which computer to buy. Carefu[[y read the extract from your friend's letter, the advertisement
and the notes you have made. Then write a letter to your friend making your recommendation.

As your ktrow, l've gol fo wrile lots o{ essarys while l'r^r Áere, so l'r^'r th-rrrkirrg atboraf geffirrg ar
cor.r¡trfer. )ora Lurow a lol r^rore arbor,rt corr¡qfe"s fha¡ rae, so I fhoqghf l'A gel yorar ogirriorr

livsf. l 've hayyórNe¿ lhe choice Aowt fo the fwo i\ fhe 4áverf. Which one Ao yora fhink I

shoul/ bury?

includes 10 free games | -|  ^ - r " ,  ^ ^ r ^ ^  t o  b e  r n
6 months internetconnection <------- ----l ""'"uX-i'JY 3 monrhst " " '

i ,_ " ,  - " , " , . . , . - ._ - . , . . . . , . , . - . . , . . " . . ,  - , . .  . ,

\ A / r i r i n o '  , ,  Ó i l l s5 k M o d e l  c o m p o s i t i o n s

includes word processing software ¡'
canying-case \ |
+ free pr¡nter

Special offers this month:
. Compar 3500 - laptop

. HSD-X2000
' l4" 

monitor
mouse
free scanner

Write a letter of between 
.|20 

and 180 words in an appropriate style.
Do not write anv addresses.

Dea, ?eler,

fh¿t\ks Por yora" leller. Cawrbv\Age soq\/s gealt. l'u,r 
"eatlly gled' yott've harvirrg a, gooA

firre. We ¿rll ¡,,iss you, he"e - kelly ¿r\á D4hiel sary hi, by fhe waryl

Yearh, brayirrg ar cotnrgrafev sot^\ás ¿r V€ry gooA \Aea,. Bofh oQ fhe cor'rgrafers in fhe

aAvevl looV gooA, bhf l'¿ sary yor^ shoql/ gel lhe Cowtpet jS00. ll's ¿r u,rqch be*ev \Aeat

geffirg atlaTlog, ¿ts if's so easy lo cayry alrohhA - you wo¡'f h¿rve arrry grobleuns bvingirrg
if b¿rck lo Gveece wher yora covqeba.cV.

frlso, i€ you're goirrg fo be rasirrg il €ov essarys, yora'll áeQirrifely \\eeA o\ wor/. gvocessov

arrá gvirtev - fhe HSD-X2000 Aoesr\'l have eifher o€ fher^.r. )orr'l harve lo gay exlv¿r {o*

lher^.r. flrr/, atlfhourgh fhe irrfer\ef cohqecfioq looVs goo),, áorr'f Porgef yorr,'re ohly goi\g fo be
irr fhe Uk Qor fhvee ¡,ronlhs/ so yot^ /our'f rearlly neeA\1, ),o you?.

Arrywaty, fhaf's whaf I fhihk. Lel uure kurow which o¡e you AeciAe lo gel. Hargpy shoggirrgl
So, farLe crr"e, work h¿rvl (bqf qof foo haAl) ^\A see yóq sóó\.

Byel
Er^rwr¿r

m o r e  u s e f u l
v .  p o r t a b l e

n e e d  t h e s e  f o r

n n  r ^ r n r r l  ñ f ^ a é q q ñ r
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15:  DtscuRSlvE coMPosl r loNMooeu coMPoslr loN

You have been doing a ctass project on the environment. Your teacher has asked you to write

a composition about the following statement:

Everybody can help to Protect the environment'

you should state whether you agree or disagree with this statement, explaining your reasons clearly'

Write your comPosition.

There is no doubt that the environment is in danger. Mankind has caused the world's

environmental problems' and only man can solve them' But can we' as individuals' do

anything to helP?

There are many environmental probtems that only Sovernments and businesses can solve'

For exampte, one of the causes of gtobat warming is pollution from factories and cars'

Governments must persuade factories to take responsibil i ty for reducing their po[[ution'

and car manufacturers to produce cars which do not give out damaging exhaust fumes'

Nevertheless, there are things that individuals can do. Firstly, we can recycte our used

plastic, glass and paper. lf we do this, factories wi[[ not have to produce so much' As a resutt '

there wil l be less potlution. secondly, we can use our cars as l ittte as possibte' This witt

also reduce poltution. Finat[y, we can raise awareness about environmentaI issues, and put

pressure on tovernments and businesses to act responsibly'

ln conclusion, one individual has Iitt le effect on Protect¡ng the environment' However'

if we work together, we can a[[ make the world a cleaner place'

MooEt- coMPoslr¡oN 16: RePonr

you are working in a [oca[ tourist office. You have to write a report for your manaSer comParlnt

two different heatth and fitness centres in your area. Say what each centre is [ ike, compare their

facit it ies and comment on their particular good or bad points for visitors to your area'

To: Denise Walker

From: Heather Futterton
Re: Daverton SPa and Rourke's GYm

Date: l9th November

lntroduction
As requested, I have compared Daverton Spa and Rourke's Gym

- both in the town centre - in terms of their suitabi l i ty for

visi tors to the area. My f indings are presented below'

Daverton SPa

Atthough Daverton Spa provides a wide range of health and

fi tness facit i t ies, the major drawback is the membership fee'

Visitors are not permitted to join for short periods; membership

is only on an annual basis.

Rourke's Gym

Buil t  in the 1950s, Rourke! Gym is rather old-fashioned, and

does not feel part icularly welcoming. However, the tym does

offer facit i t ies for a ful l  workout, plus twice-weekly aerobics

classes. The gym offers a 'Daily Rate Scheme' as well as an

annual membershiP fee.

Conclusion

Daverton Spa is not part icularly suitable for visi tors because of

i ts annual membership fee. We may wish to suS8est to them

that they change their poticy and also offer a daily rate Rourkel

Gym is not very modern, but it does have a daity rate for

visi tors.
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Userul Pnnasr Rereneruce

Formal letter

SreetrnS name unknown: Dear Sir /  Madam,

name known: Dear Mr ... / Dear Mrs.,. / Dear Ms .,. + surname,

reason for writ ing I am writing to ... I am writing with regard to ... I am writing on behalf of ...

asking questions I would be grateful if ... I wonder if you could ... Could you .'.?

referring to their letter,/points As you stated in your letter,... Regarding... / Concerning... With regard to...

closing expressions lf you require any further information, please do not hesitate to contact me.

I look forward to hearing from you.

signing off if Dear + name: Yours sincerely, if Dear Sir ,/ Madam: Yours faithfully'

Dear + name or Dear Sir . /  Madam: Yours,

name

lnformal letter

your f irst name + surname

prtrét np

askinB about them

referr ing to their news

Hi! How are things? How are you? How's it going?

Dear + f irst name,

Great news about... Glad to hear that -. Sorry to hear about...

grvrng news Listen, did I tell you about... You'll never believe what ... Oh, and another thing.

making suggestions Why don't you ..,? Maybe you could ... How about...?

ctosing expressions Well, got to go now. Give my love to ... Say hello to ,.. See you soon!

siSning off

name

Letter of application

Love, Lots of love, Yours,

your f irst name

Sreetrns name unknown: Dear Sir. /  Madam,

name known: Dear Mr ,.. / Dear Mrs... / Dear Ms ... + surname,

reason for writ ing I am writing to apply for the post/position of ... ... as advertised in ...

I am writing with reference to your advertisement, which I saw ...

your experence I gained some experience while . . .  My quali f icat ions include...  I  am currently . . .

C.V Please find attached my C.V. As you can see from the attached C.V., ...

ctosing expressions Please do not hesitate to contact me iflshould you require further information.

I am available for interview at your convenience. I look forward to hearing from you.

signing off if Dear + name: Yours sincerely, if Dear Sir ./ Madam: Yours faithfully,

Dear + name or Dear Sir . /  Madam: Yours.

name

Report

your f irst name + surname

init ial  information To: From: Subiect: or Re: Date:

headings lntroduction Conclusion Recommendation

introduction As requested, ... This involved visiting / speaking to ... Having visited / spoken to

My findints are outlined/presented below.

lsee drscursrve composit ion phrases below)presentjng findings / opinion

recommending Having considered the options, ... I would like to suggest / recommend ...

I therefore sugSest / recommend ... You may wish to consider ...
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t ime phrases It all began ... lt was one of those days when "' At first, "'

. . .  In the end,.. .

All of a sudden, ..' Just at that moment, ...
dramatic devices
¡ i r ó . f  < ñ a é a h
u "  ! ! !  J v ! ! ! ¡ ,

verbs with direct /  indirect speech

concluding It had all been ... After everything that had happened, "'

First, ... Firstly, ... First of all, ... To start with, "' To begin with""

Third(ly),... Moreover, ... Furthermore' ." In addit ion, . . .

from that. ... Also... Another to be made is that ...

For this reason, ... Because of this, - lf¡fgg!!r-,'. Therefore... .  Thus,.. .

however but although though even though in spite of despite

introducing the f irst Point in a List of

polnts

introducing a further point in a I ist

of points

inLroduc inq  a  f ina l  po in t  in  a  i s t  o f  po in ts

presenting two (dis)advantages roSether

Dresent ing  two oppos ing  po i r fs  o f  v tew

exoressinR results

expressing contrast
nevertheless In contrast to this,...

Discursive

...  not onlv.. .  but . . .  also...

On the one hand, -. On the other hand, ...

e iv ine  examptes

expressing your oPinion

exoress¡nR someone etses oPlnlon

introducing a concIusion

conc tus ion

for instance such as likefor e

In my opinion ... As I see it, ... To my mind, "' I believe (that) "'

As far as I'm concerned, ... In my vieq ...

Some believe It is said

i

Article

engaRing the reader

making suggestions

e iv ing  examples

expressing opinion

Have ever.. .? Do find that...? Are one of those

... Let's not...? Have

/¡nstance...

As I see it,... To mY mind, ...

In my vieq...

I believe (that) ... As far as I'm concerned, ...

of ...?
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Fonvrl l -  AND INFoRMAL LANGUAGE

A more formal style is appropriate for:

. a discursive composition for your teacher

o a report for your manaSer or emptoyer

. a letter to somebody you do not know personally

. a story, apart from direct sPeech

Formal writing examples

A more informal style is appropriate for:

. an articte for your schooI magazine

. a letter to a friend

. direct speech in a story

lnformal writ¡ng examPles

no contractions

I do not think there is any excuse for the treatment I

received.

formal set phrases

t look forward to hearing from you.

formal greetings in letters

Dear Sir/Madam, Dear Mr/Mrs...

inversions

Seldom have I had a worse meal.

complete sentences

ln my view, we should constder redoing the shop

window disptay.

formal vocabulary, usually not using phrasal verbs
'tolerate' instead of 'Put uP with'

indirect questions

I wonder if you could inform me about the cost of the

courSe.

more use of the passive voice

The majority of local sports centres were opened in the

last ten years.

formal connecting words and phrases

tn addition to this, many people feel that the police are

underfunded.

more complex sentence structure

Knowing what a good reputation the restaurant has, I was

disappointed with the service.

punctuation using semi'colons

The library offers no facilities for borrowing videos: this is

because of the high cost involved.

contractions

There's something else I've got to tell you.

informal set phrases

Thanks for your letter.

informal greetings in letters

Dear Sam,

incomplete senten€es

Great news about your brother.

informal vocabulary, including phrasal verbs
'go on' instead of 

'continue'

direct questions

How was your holiday last month?

more use of the active voice

They've built a new cinema near our house.

informal connecting words and phrases

Well, I think that's about all I wanted to say.

simpler sentence structure

I'tt be late for the party. tt's because of my French exam'

punctuation using exclamation marks

tf you'd been at the wedding, you'd have loved the food!

W r i t ¡ n g  S k i l l s R e f e r e n c e nl



Exam know-how

How To Do ... Wnlrlruc p¡'nr 2 ouesrloru 5

General information

r In Writing Part 2, question 5 is always about the set

books.

¡ Do NOT attemPt this question if you have not read and

studied one of the set books'

¡ You wi[[ usually be given a choice of two questions' (a)

and (b). You should only answer one of them'

¡ On the answer sheet where you write your composition'

you have to write (a) or (b) next to the question number'

together with the titte of the book' This is so the

examiners know which question you are answering' and

which book You are wr i t ing about '

r lf you answer one of these questions, you must atways

assume that the person reading your comPosition has not

read the book. This means, for exampte, that if you

mention a character, you have to explain in detaiI who they

are.

How to write about a set book

¡ Read the question extremety carefutly' Sometimes they

ask you to write a composition, an article or a letter' In

the oast, candidates have even been asked to write a story'

e The language you use (forma[, conversationat' etc) witt

depend on the text type you are writ ing' Read the question

carefu[[y to decide what style would be appropriate'

¡ Do not just write a summary of the novel' What you

write must answer the question you are asked'

o Make a ptan before you start writ ing' Whatever the text

type and question, you wil[ probabty need to write at least

4 paragraPns.

o Remember to mention the name of the book and the

author  ear ly  on in  your  composi t ion '

o Always write the tit le of the book in inverted commas'

Exampte: 
'Rebecca', by Daphne du Mourier' would make a

wonderful film.

¡ You witl probably need to use key words when writ ing

I about a set book. Use the words and phrases from the'key

'  words 'sect ion.

Key words

o author: the writer of a novel or short story

Examote: The outhor manates to bring the past ond the

present together by setting half the novel in the eighteenth

century. and half in the twentieth century'

¡ be set in: Most stories are set in a certain time and place'

Example: The novel is set in eighteenth century London'

o chapter: Most novets are divided into chapters' These are

usually numbered and sometimes have a titte'

Example: When we are introduced to Rose in the first

chapter, she is lonelY and Poor'

o ending: the end of the storY

Example: This novel does not offer a traditional happy

ending.

. main/central character: a very important character In

the storY

Exampte: Eliza Doolittle, one of the two main characters' Is

a working-class flower-seller who does not speak English in

an educated waY.

.m ino rcha rac te r :acha rac te rwhodoesno tp tayacen t ra t

role in the storY

Example: Atthough Tom is only a minor choracter' ne

greatly affects how Angela views relationships'

. narrator: the person tetting the story

Exampte: The narrator of the story is lshmael' so we see

everything thot happens through his eyes'

. novel: a book which te[[s one long story

Examole: Later in the novel, AIan realises that Patricio is in

love with someone else.

r plot the series of events in the story

Example: The plot revolves around five members of o family

soiling across the Pacific Ocean'

o short story: Sometimes, the set book wil[ be a collection

of short stories. These stories are much shorter than

novets.

Example: ln the short story 
'The Devil', we see that humans

do not always have control over their actions'

¡ twist: a sudden plot development which the reader was

not exPectins

Example: The twist in the final chapter, where we discover

that Mr Davenport is in fact Helen's long-lost father' is

totally unexPected.
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