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UNIT T Describing People

1 Read the following table, then listen to the cassette and tick the information

Height quite tall [\ ] rather short ||

Build well-buitt [ ] thin || muscular [ |
Age early twenties [ | mid thirties [ ] teenaged [ |
Facial Features oval face [~ | high cheekbones [ | blueeyes [ | mole[ |
Hair ‘ \ :’m;qmg [ ] short brown [ . | wavy [ ]

Clothes casval [, | formal [ |

Personality good-humoured [ | imaginative [ ] vain[ | shorttempered [ |
Activities/Hobbies  going to discos D watching old films E| cooking [:l

mentioned. Finally, usethe table and the photograph to describe Paul.

A descriptive composition about a person should consist of:

a) an introduction where you give some brief information about the person (his/
her name, time or place you met/saw him/her, how you heard about him/her);

b) a main body where you describe physical appearance, personality
characteristics and hobbies/interests/everyday activities in separate
paragraphs; and

c) a conclusion which includes your comments and/or feelings about the
person.

Such descriptions can be found in articles, letters, witness statements, novels, etc.

Pointsto consider

Each paragraph starts with a topic sentence which introduces the subject of the
paragraph. A variety of linking words should be used to connect ideas.

To describe physical appearance, details should be given as follows: height/build,
age, facial features, hair, clothes, moving from the most general aspects to the
more specific details. e.g. John is a tall, slim man in his mid forties. He has a thin
face, blue eyes and a large nose. His short hair is greying at the temples. He is
usuallycasuallydressed.

To describe character and behaviour you can support your description with
examples. e.g. Sallyis very sociable. She loves going to parties and dances. Ifyou
want to mention any negative qualities, use mild language (tends to, seems to, is
rather, can occasionally be, etc.). e.g. Instead of saying Sally is arrogant., it is
better to say Sallytends to be ratherarrogant.

Variety in the use of adjectives will make your description more interesting. e.g.
good-natured,well-behaved,gorgeous,etc.

Present tenses can be used to describe someone connected to the present, e.g.
someone you see every day. Past tenses can be used to describe someone
related to the past, e.g. someone whois no longer alive, someone whom you won't
meetagain ... etc.

Paragraph t
name of the person; time
you met/saw himher

Mam Bo

Paragraph 2
physical appearance

Paragraph 3

personality characteristicsand
judtification

Paragraph 4

hobbies, interests or
any activities he/she takes
part in

Final Paragraph

comments & feelings
about the person

l . -— @k =



Unit 1 Describing People

2 Read the mode composition and write down the topic of each paragraph.
Find the topic sentences for each paragraph and try to replace them with
other similar ones. Then underline the adjectives which describe physical
appearance and circle the ones which describe personality.

= "My Next-door Neighbour"
e y 9
nejghbour for six Mavis has been my neighbour for six years. [ first met her when
years she knocked on my door and asked for a spade because she hadn't

- yet unpacked hers. She had only moved in two days before.
Physically, Mavis looks younger than most other women in their
/,,___‘ late sixties. She is of average height, neither fat nor thin. Her plump
‘ / / round face is framed by a mass of wavy white hair and her sparkling
\ blue eyes show her humour and friendliness. She prefers wearing
= casual, comfortable clothes. I don't think / have ever seen her in a
perfectly ironed suit.

A As for her personality, Mavis's most striking characteristic is her
= Al generosity. My house, as well as most ofour neighbours’, nearly always
| has a vase offlowers from her garden in the living room. Mavis is very
J good- natured and always has time for a chat. She is also patient. She
hardly ever gets annoyed about anything, except when children pick
her favourite roses and lilies. However, she tends to be quite stubborn
1 Wy — once she has made a decision, nothing can change her mind.
. /ﬁ_ i\ Mavis always seems to be busy doing something. She spends a lot
' : ) of her time looking after her garden and often participates in local

flower shows. When she is not in her garden she is usually off
somewhere raising money for one charity or another.

/,.,f—'— — All'in all, Mavis is the perfect next-door neighbour. Since the day
) she moved in, we have grown very close and / am very fond of her,
J even if | am woken up by the noise of her lawnmower early in the

- morning!

3 Fill in the table with words from the list below. Using words from the completed
table describe your partner's physical appearance, then write a short paragraph
describing the appearance of a relative of yours.

round, oval, danted, ginger, of medium height, middle-aged, mole, teenaged, curly, blond, tall, wrinkled, thick,
balding, just over sixfoot, tanned, dlim, thin, scar, elderly, muscular, in his teens, well-built, in his mid-forties,
overweight, curved, wavy, pale, crooked, freckled, dimples, straight, skinny, beard, shoulder-length, almond-
shaped, short, moustache, long-legged, round-shouldered, in hislateforties, full

AGE:
COMPLEXION:
FACE:
HAIR:
EYES:
NOSE:
LIPS:
_'_S_I?‘ECI AL FEATURES:




Unit 1 Describing People

4 Match the following adjectives with the nouns beow. Some 2 Willy isin his mid twenties. He has
adjectives can be used more than once. an ovdl feoe and long curly hair. He
ties it back in a pony-tail. He has a
broad,rosy,clear,bushy,thick,fiill,upturned,double,hooked,fair, big kitchen. He likes to cook for his
crooked, thin, hollow, deep-set,curly,puffy,clean-shaven,pale,oval, friends.
spotty,dark 3 Helen is dark-skinned. She has
y RPN 1 eyorows | 6. face beautiful almond-shaped eyes. She
2 sesesseessssss oo €S | T lips dyes her hair. It makes her look
3 ey COMPlEXion | 8 cheeks younger than sheis.
4 .................................‘..,....,...,.I’IO_SG 9 .............................................. hal‘ 4 Marcy's mother |S an attrmtlve
5 ssmmiesiieiirais............chin | 10.......................... shoulders woman. She has long blond hair.
B8 5 Theman inthephotograph iswanted by thepolice. Look at the She wears her hair in abun.
picture and thetext and try to fill in the missing words. Then,
listen to the cassette to find out if your answerswere correct. 7 Use the adjectives listed bdow
Why is there no description of his personality? to complete the char acter
A dangerous prisoner escaped this morning from descriptions.

Spurswall prison. He is believed to be at large in the
Waxerton area and police are warning the public not
to approach him as he is likely to react violently.

Neville Slatter is 6 foot 3 inches tall and quite

honest,reserved,outgoing,frank,
tactless, persuasive, trustworthy;,

Jussy /

|| R Al -t With R 2)h e de il . shoulders. He is
54 years old and unshaven with a 3)................. 1 Tinaisavery. ...
jaw, a large nose and 4)..................] lips. He has person. She is capable of convinding
B) e e ¥ untidy brown hair and is bald on top. .
He also has a 6).................. on his right cheek. you to do dmost anything she wants.
Should you see this man, or if you have knowledge of his whereabouts, please 2 Sadhcanbe......... on
contact your local police station. occasion. She often says things that
offend people.
3 Jimisvery ... ; he
Avoid beginning all sentences in the same way as this will make your dwa/ssa)/se(ailywha heis
composition boring. Use a variety of structures, trying to link the sentences thinking.
together. ok
Instead of writing: She is a pretty girl. She has an oval face., 4 Sephanieisoneof themost......
you can write: She is a pretty girl with an oval face. people | know; she would never
Look at the examples suggested below: consider doing anything illegal.
He has wrinkles. They make him look older. 5 Mylittlesgerisvery ...
He has wrinkles which make him look older. about what she eats; there are vary
She is a beautifulwoman. She wears designer clothes. faw foods she likes.
She is a beautiful woman who wears designer clothes. .
She has long hair. She wears her hairin a pony-tail. ' 6 Annaisavery........... person
She wears her long hair in a pony-tail. who hardly ever lets her fedings
He has a big garden. He grows vegetables in the garden. show.

He has a big garden where he grows vegetables. 7 Mark' is extremely .

when it comes to keeping secrets, he

6 Rewrite the sentences by linking them together asillustrated in will never tdll asoul.

the examples above. 8 Annabd isa(n)...............
1 David Keen was wdl-built. He had fine wrinkles around his eyes. They person who loves meeting people
showed when he laughed. and making new friends.

i)
5o s i, e ——————



Unii 1 Describing People

8 Dedide which adjectives describe postive or negative qualities. B8 10 Youaregoingtoheara

Choose any five of them and write sentencesjustifying each quality,

then writea short paragraph describing the character of one of your
relatives.

patient, boring, pessimistic, mean, ambitious, generous, mature,
interesting, hostile,immature,friendly,impatient,tactful,good-natured,
short-temper ed, thi ck-skinned, easy-going, har d-wor king,deceitful ,fair,
shy, hel pful ,aggressive, reserved,outgoing, polite,cheerful

Positive Qualities Negative Qualities

patient boring

|
|
|

|
|
|

e.g-Mygrandmother i sverypatient; shetakestimeand carewith
everythingshedoes.etc.

Sentences can be linked together in a variety of ways. Read the examples
and say which words are used to link descriptions of similar qualities and
which to join descriptions of opposing qualities.

Similar qualities (both positive or both negative)

e.g. She is kind-hearted. She is cooperative.
She is kind-hearted and also cooperative.
She is kind-hearted and cooperative a$ well.
Sheiskind-hearted,aswellas (being)cooperative.
In addition to being kind-hearted, she is also cooperative.
She s both kind-hearted and cooperative.

Opposing qualities (one positive and one negative)

e.g. He is usually well-behaved. He can be naughty at times.
He Is usually well-behaved but can be naughty at times.
He is usually well-behaved; in spite of this/nevertheless/
however, he can be naughty at times.
Although/In spite of the fact that he is usually
well-behaved, he can be naughty at times.

9 Rewrite the following sentences using linking wor ds/phrases from
the table above.

1 Heishumorous. He has atendency to be immature.

2 Heiskind-hearted. He can, on occason, be aosent-minded.

3 Seisenthusadic. Sheis cooperdtive.

4 She has aplessant persondity. She can be sy and unsocigble.

5 Heiswdl-baanced. He has asengtive nature.

6 He has agenerous dispostion. From time to time he can be aggressve.

conver sationbetweentwo
companyexecutiveswhoare
tryingtodecidewhichofthe
twopeopl ebelow shouldbe
promoted.

Read the information

and try tofill in the
missing adjectives, then
listen to find out if your
answerswerecorrect.

T Sty

N &

i ;
F )

wereveesennnn. .. ..., h€ has doubled
clientele
..................... ; he uses his own
judgement to make decisions
..................... ; he works well

with employees

..................... ; he is never late for work

..................... : she has been with the
company for many years
..................... ; she has difficulty in
facing customers

..................... . if her work is
criticised, she sometimes bursts into
tears




Unit 1 Describing People

11 Read the following extract and underline the correct linking
words/phrases. Then list the positive and negative qualities
mentioned. Where do you think this extract is taken from? Why do
you think there is no description of physical appearance?

i | must
Mark Sjimmonds was an asset to this company and

say | was sorry t

with us for only two years,
ervising manager.

Su?ﬁe was a dedicated (also/as wefl o g

full of creative ideas. (But/In spite ©

by his
i ' he was well respected
e overbearing at tumesl, wa o
m&.}:ﬁm his genuine |eadership abalttt{es.sfl:h;gdgfe ;eatly
r of invaluable SUBEES ion geatl
T)een}?‘gtida t%imﬁmpany. He did not hesitate to use his O
ne . .
A disp‘ayeg exce'-lzr;t i*]suig?\r:recmorking, conscientious
r Simmon : e
e w?‘rﬁﬁml consider responsible anq tr;sr:]wr;r: ya
?rrt?p::z;z | have no hesitation in recomrfnendmg
ca?lcliclatel for any position he might apply for.

he was
: though/However) I
o see him go0. f‘:e’ msg to the position of

as) enthusiastic employee,

Yours sincerely,
Howard Milton

12 You usedtobetheemployer oftheper sonwhosequalitiesarelisted
below. Writea referencefor her. Includeavariety of appropriate
linking words/phrases, using the model in exercise 11 as aguide.
You can start as shown in the example.

reliable, honest, professional, determined, knowledgeable, impatient,
cheerful

e.g. Jennifer Grant worked as a teacher for Brighton Primary School for two and
ahalf years.

13 Pietro'sbrother, Paolo, is
goingtostudyabroad.Hewill
bestayingwithacoupleof
Pietro'sEnglishfriends.His
friendsaregoingtomeet
Paoloattheairportbutthey
haven'tseenhimsincehewas
little,soPietrohasdecided
towritethemaletter with
allthenecessaryinformation.
What information should
Pietro include in his letter?

B2 14 Listen to the letter Pietro
wrote and make notes
under each heading. Then,
using this information,
describe Paolo.

APPEARANCE

CLOTHES

|

CHARACTER

|

HOBBIES/
ACTIVITIES

——d

| first
of my fi
He w
beard r
a rounc
Arch
Archie
was Ve
stubbc
NaW|
Whe



Unit 1 Describing People

e Vanner and Mannerism - ——

Instead of only using adjectives to describe a person's character, you can
also include examples of the way they speak/look/smile, etc. in order to
give a clearer picture and to make the description more lively. e.g. His blue
eyeslightup wheneverhe sees his grandchild. Although the adjectives kind
and affectionate could be used to describe the person, giving examples of
mannerism makes the description more vivid.

15 Read the following descriptions of mannerisms and match them
with the adjectives beow.

shy,loving,vain,inattentive,aggressive

1 Whenever Roger got involved in an argument, he would shout and
become quite violent.

2 Sueisoften seenwith her children, holding them close, stroking their hair
and gpesking softly to them.

3 When evarybody ese is busy sudying, Sheila spends her time staring at
the calling, yawning and playing with her hair.

4 Se blushes when she talks to people she does not know and her pams
Sedt.

5 She dways runs her fingers through her golden hair and admires her 7

reflection in the mirror before she goes on stage.

16 Read the modd compodtion and answer the following questions:
a) Inwhich paragraph doesthewriter describe Archigs per sonality?
b) Which phrases describe manner/ mannerism? ¢) What tenses
areused and why? d) What arethewriter's fedings about Archie?

Destribe a person you will never forget

i i n | was a child. Archie sailo ‘
ki ey Wher'.e would visit us whenever his ship came In.

: x t
r's. As we lived near a major port, he |
Mmy\za:;lea tall. broad man with short brown hair, sparkling blue eyes an

peard made him look older than he was. He always wore a W

around whit it loved it when he told us tall tale

- |
i had  wordefu peSore N uld shake with laughter whenever he found s0

There were times, thoug he coul
ilor and spent his whole working life in the

Archie was always telling jokes and his w'r?o'.e body v;n el il
as Very generous and never forgot to bring US e>§0 cg sl
1|.-;t11t;11(>rr1 and he would frown angrily and stamp his feet. He enjoy

Navy, even though many better opportunities came _up.

When he was not
free time. When he retired, |
Although we never See him any mor

cottage in New Zealand and moved there.

" FS . it
- i treasure those childhood memories of him.

g, | will always

was a sailor and a very good friend

d a wide smile. His neatly timmed
hite sailor's uniform with a dark blue collar and

s of storms and sea monsters.

at at home. He managed to build it all by himse

17 Read thefdlowing dexriptions
and say which quality each one
describes.

When little Tommy wants anew toy,
he screams until his parents buy it
for him.

Jm tends to stand by himsdf at
parties and hardly ever meets
anyone's eye.

When Sarah listens to sad music her
eyesfill with tears.

Whenever he receved bad news,
John would remain quite Hill and
expressionless.

Little Annie makes aface and gticks
out her tongue each time she wants
to show she doesn't approve of
someone.

Whenever someone disagrees with
Louise, she gets red in the face and
shouts until she gets her own way.
Jary is dways ready with a smile
and agood joke. I've never seen him
crossor sad.

mething funny. He
h, when he could be

if and went sailing on it in his

W—




Unit 1 Describing People

Narrative techniques (use of direct speech, weather description, use of 20 write any two of the topics

dramatic language to create mystery/suspense, reference to feelings/ bdow in the appropriate
moods, etc.) can be used when describing people. This will make your gyle using 120-180 words.
composition more interesting to the reader. See how an ordinary

beginning can be made more exciting: 1 Your teacher has asked you
Instead of saying: / first met Steven, the secretary of the manager of to write a description of your

Sunnington Ltd, lastMonday.

You could say:

- A cold wind was blowing down the street last Monday morning as /
pushedopentheheavyglassdoorofSunnington Ltd. Chilledandnervous, teacher.
Iwalked up to Mr Tibbs' secretary. A pair of friendly dark eyes met mine. 2 A popular children's TV
SothiswasSteven!(weatherdescription,yourfeelings,suspense)

- "Mr Tibbs is at a meeting. Would you like to wait? He'll be about ten
minutes." He had a sharp clear voice, and a narrow intelligent face, /

favourite classmate. Write
your description for your

programme has asked its
viewers to send in a

could see why Mr Tibbs, the manager of Sunnington Ltd, spoke so highly description of a rdative of
of Steven. (directspeech, mystery) theirs, commenting on how
this person has influenced
18 Rexd the following sentences and rewrite them using narrative them positively or negetively.
techniques. The best descriptionwill win a
a | wasintroduced to John McKay, the painter, at Suzie's party on Saturday. prize. Write your entry for the
b We first met Mr Smmons on a Tuesday morning when the head teacher competition.
introduced him to us as the sLpply teacher whowastaking Mrs Perkins place. 3 Your teacher has asked you to
c | first heard about Tom Cruise two years ago. write acomposition describing
the person you admire most
19 Read the following models. Which is purdy descriptive? Which from history. Write your '
incdludes narrative techniques? Give the paragraph outline. description for your teacher. I
MODEL A

Describe a famous person

Whitney Houston is a person one cannot fail to
admire. Over the past ten years she has become
both a popular singer and a famous actress,
appearing in successful films such as The
Bodyguard.

Looking at Whitney, it is not difficult to see why
she is so popular. She has gorgeous black hair,
kind brown eyes and a beautiful smile which lights
up her whole face. The elegant clothes she wears
always complement her perfect figure.

Whitney has a reputation for being a very warm
and generous person. At the same time, she is
obviously very determined and can sometimes be \
rather strong-willed, but this comes from her 3
desire to do things well.

In her free time Whitney, a sociable person, can
often be seen at glamorous Hollywood parties. -
However, she is a very family-minded person
who would never let her social life get in the way
of her relationship with her daughter.

All in all, Whitney is an incredible woman. Few
people manage to fit as much into their lives as she
does. It must be exhausting, but she always
manages to look fresh and beautiful for the cameras.

10

—

I was shaking with fear and nervousness as | waited to |
interview the star of The Bodyguard, Whitney Houston. | was a '
rather nervous and inexperienced young journalist back then, p,
and interviewing Whitney in a hotel room in Los Angeles was my /
first big job.

As she opened the door, the first things | noticed about her |
appearance were her kind brawn eyes and her beautiful smile f.
which seemed to light up her whole face. As always, she was [
dressed elegantly in a stunning long dress which really
complemented her perfect figure.

As we chatted, | discovered that Whitney certainly deserves
her reputation for being kind and generous and | soon relaxed in
her presence. At the same time | noticed a determined side to
her, but when | told her that she sometimes comes across as
very strong-willed she smiled and told me that this probably
came from her desire to do things well.
¢ When she is not working, Whitney, a sociable character, can
4 often be found at glamorous Hollywood parties. Her family life,
8 though, seems to be more important to her than her social life.
Her eyes gleamed proudly when | glanced at the photograph of
her daughter. Her reaction revealed another side of her
character, that of a caring mother.

1 felt sad when it was time for me to leave as | had found
Whitney to be an incredible woman. | have never met anybody
else who could lead such an active life, yet still manage to look
fresh and beautiful for the cameras. —




UNIT 2 Describing Places/Buildings
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Read the following table, then listen to the cassette and tick the information
mentioned. Finally, use the table to talk about Saly's trip.

A descriptive composition about a place or building should consist of:

a) an introduction in which you identify it, give its exact location and state the
reason for choosing it;

b) a main body in which you describe the main aspects of the place or building in
detail; and

c) a conclusion in which you mention your feelings and your final thoughts about
the place or give a recommendation.

Such pieces of writing can be found as articles in newspapers, tourist magazines or

brochures, or as part of a story or letter.

Points to consider

A wide variety of adjectives (enormous, delightful, etc.) and adverbs (horribly,
beautifully, etc.) will make your description more interesting.

Use of the senses (hearing, sight, smell, taste, touch) as well as narrative
techniques to start and finish your composition will make your description more
vivid. e.g. On entering the hospital /was struck by the strong smell of antiseptic.
Present tenses should be used when describing a place/building for a tourist
brochure. Past tenses should be used when you describe a visit to a place or
building which took place in the past. First and second conditionals (will/would) can
be used when you describe your ideal house/city, etc.

[R5} :

-y y -
Honlw th htheSei 8- -'-"'
.....,{ pr s n.' —

i Recommendations: ideal for holidaymakers [ | too expensive ] i

Introduction

Paragraph /

st the scene (name &
location of the place/ building,
reason(s) for choosing the
place/ building)

Main Bedy

Paragraphs 2, 3

overall look and particular
details (Place: sights, facilities,
free-time activities Building:
first look and specific details)

Conclusion

LA RS RN R R RN N NEENER)

fedlings & final thoughts about
the place/building andior a
recommendation

11



Unit 2 Describing Places/Buildings

2  Readthemode below and write down the topic of each paragraph. Are there
any sights of specia interest? What can holidaymakers do? Where would you
expect to find a description like this?

’_________4( Setin the heart of southern England, London is one of the biggest and
7 Smm— busiest cities in Europe. A truly international city, London attracts millions
( name, Iocation of visitors every year from all over the world, yet never loses its own

. (London, England) / unique charm.
— London has many impressive sights to see, ranging from the historical
beauty of StPaul's Cathedral and Big Ben to Buckingham Palace and the
/,_,_.——‘__!_ Houses of Parliament. In this city of contrasts, you can be walking along
/ one of the busiest streets, yet still be less than a mile from one of the
\ many huge, peaceful parks. London is a great cultural centre, too; the

!

National Gallery contains one of the finest collections of classical
paintings in the world.

London is also well known for other things apart from its monuments
f:_hh and art galleries. Shoppers will enjoy visiting the department stores on

Oxford Street or they could try Harrods, the most exclusive shop in

_ : London. For evening entertainment, the choice of theatres is enormous.

| From the famous Southbank Theatre complex to the smaller theatres of

Covent Garden, there is no end ofplays to see. Soho and its pavement
| cafés are also worth visiting.

— | London is an exceptional place, a truly modern city that has managed

f:-_ ; \, to keep its traditional style and sense of history. You may get exhausted

* in London, but one thing is certain; you will never get bored because, as

DrJohnson once said, “Whena man is tired of London, he is tired oflife."

3  Readthemode andfill in the missing prepositions. Then, write down the topic
of each paragraph. Where would you expect to find a description like this?

/ﬂf___—'
@
f_\‘________
\_) desk with its luxurious black leather chairs, is situated
S Fme_, | the window so he can look 9)................. over

—- thelcityA o) 5% . Was his chair there is a large wood-panelled
/:#_7 " cupboard where he keeps his files.

/ My father's office is a very pleasant working environment and
S — | am sure that working there helps to make his job a lot easier.

............... a huge skyscraper in the city centre.

His office, which is 2)......................] the seventh floor, is
spacious and bright due to the natural light coming in
3
as a result of its position high 4)................] the traffic-filled city
streets.

/ My father works for a large company which is located
E The interior is very comfortable. Long curtains hang

).
Dl oot RS the large, full-length windows. It is peaceful too,
)

1
) T . £ | the ceiling all the way down 6)................] the
pale pink carpet and there are several potted plants
Vs caarbs Ml one corner of the room. My father's wooden




Unit 2 Describing Places/Buildings

& The following extracts include descriptions of atmosphere. Read
them and underline the phrases which describe use of the senses

(i.e. sight, hearing, etc.) and identify each sense, e.g. rustling
(hearing). Then say which of the extracts could be part of a sory

and which part of a tourist brochure.

Funfair

Even before you enter the
funfair you can hear the
sound of loud music playing
and the shrieks of people on
the rides. As you go in, you
may be tempted by the smell
of fresh popcorn and candy-
floss. Lights are flashing and
people are bustling everywhere.
From the Big Wheel you have
a breathtaking view over the
whole town.

[&] Restaurant

The moment we entered the

the kitchen. Soft music and quiet
relaxing atmosphere. A smiling waiter came over to take our
order, and we sat back on comfortable cushioned chairs.

restaurant we began to feel
hungry, as the delicious smells of fine cooking reached us from

conversation created a

(I EE R R RN NN NN AN R R RN R R E RN R R R R R R NN NN

Mountain Village

As you stand on the balcony of the
mountain chalet, the cold crisp air
makes your skin tingle. All you can
hear is the sighing of the wind in the
pine trees. The snow-covered mountains
in the distance contrast with the thick
green forest surrounding the resort.

] Jungle

As we were walking
through the jungle,
we could hear the
rustling of leaves and
the screeching of
parrots. The scent
of wet earth and
exotic flowers filled
the warm, moist air,
which was delightful
to breathe.

wo sentences can be joined together by using past participles.

Instead of writing: The village is surrounded by mountains. The village has
apeaceful atmosphere.

You can write:  Surrounded by mountains, the village has a peaceful

2 The snvimming pool is located near
the dty centre. The svimming pool
isvery popular with city residents.

3 The hotd is sheltered by trees on

atmosphere. either sde. The hotd is a favourite

with peoplewho want aquiet holiday.

5 Rewrite the sentences beginning each one with past participles. 4 The town is hidden beyond a range
1 Pais is dominated by the Eiffd Tower. Paris is well known for its of mountains. The town is best

architecture.

known for its wine industry.

13



Unit 2 Describing Places/Buildings

6 Look at the following list of phrases and match them with the Look at the following tables,

pictures, then identify each sense used. Finally read the example then listen to this person
and write short descriptions for any two of the pictures. describing what her home
town used to be like and what /

crowded streets, glossy green peppers, burning sand, icy cold air,
colourful shop signs, snow-covered mountains, whistle of cold wind,
crystal-clear water, fall buildings, car horns beeping, fresh scent of
pines, swaying palm trees, acrid smell of old tomatoes, hurrying
passers-by, colourful stalls, exotic plants, towering peaks, shrill cries
of tropical birds, soft snow, cheerfully shouting stallholders, salty sea
smell

it is like now and complete the
missing information. How
does the author fed about the
changes? Looking at the notes,
talk about how the writer's
home town has changed. Then
write a description of what

—— — your town was like forty years
ago and what it is like now.

v : N OW

* huge supermarket

L8117 [0, QSR o Wbt . 7 1 027
e NEW

ey The icy cold air blew around the towering peaks of the snow<overed €.g. A huge supermarket hasbeen builtin

mountains. Thefresh scent of pinesfilledtheair. | heardthewhistleof thecold thefields the author used to play in.
wind as the soft snow fell around us. No view on earth could be more A motorway has been ...
wonderful

4
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Unit 2 Describing Places/Buildings

les, T =T
s0n Descriptions of places can be found in travel brochures, letters,
me magazine articles and stories. They can be written in a formal or informal
hat style depending on whom they are addressed to and how the writer
the wants to present the description. For example, a description of a place
you visited in a letter to a friend would be informal, while a description of |

low a place in a travel brochure could be written in a formal style. It could |
the also be written in a less formal style when the writer wants to sound |
fes, more persuasive. This can be achieved by writing in a more personal |
s style, addressing the reader directly.
1en _'
hat Characteristics of Formal and Informal Style 5
ars Formal Style: impersonal style, frequent use of passive voice, complex |

sentences, use of participles, non-colloquial English, no descriptions of
— feelings/emotions, short forms acceptable only in quotes, advanced |

vocabulary :

Less Formal Style: personal style, use of idioms, address the reader, chatty
descriptions, variety of adjectives, use of short forms, non-colloquial English
Informal Style: personal style, use of colloquial English (idiomatic
expressions), use of idioms, use of short forms, chatty descriptions

l C Take a trip up the Eiffel Tower to
witness the spectacular view, and if

you are an art lover you should
spend at least a day in the famous

8  Read the following extracts and say: a) what style of language has

been used for each one, justifying your answers; b) where each
extract has been taken from; and ¢) what the content of each
extract is.

:*-tm g
@_P"

A A visit to the Scottish Highlands is
recommended to those who are in search of a
peaceful holiday and the opportunity to enjoy
some of the most beautiful scenery in the
world. One place especially worth visiting for
those who are interested in folklore is Loch
Ness, famous for its monster.

(formal: impereonal style, complex
sentences - part of a travel brochure or
magazine article - reasons for vigiting)

i

this time he wasn’t here on
holiday. He knew that sooner
or later they would find him
here. Jim chose a quiet little
hotel. tucked away in a back
alley. In his room he drew the
curtaing and sat back,
planning his next move.

Louvre Art Museum. Evenings can
be spent in one of the great number
of cafés and bistros, where you can
sample delicious French cuisine.

D We both feel 5o relaxed after our

holiday in Switzerland, | don’
know why we have never been
there before. I'd recommend it to
anyone who wants to get away
fr.om the hustle and bustle of the
City and breathe some fresh air.

We'l definitely be going back next
year.



Unit 2 Describing Places/Buildings
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Narrative techniques can be used when you describe a place or
building. You can start or end your description by:

using your senses to describe the weather, surroundings, etc.
asking a rhetorical question (a question which expects no answer)
using direct speech

describing people's feelings or reactions about the place or building
using a quotation (e.g. As DrSamuelJohnson once said, "Whena
man is tired of London, he is tired of life.")

creating mystery, anticipation or suspense

addressing the reader

The following sentences are beginnings or endings for a
description of a cottage. Read them and say which are beginnings
and which are endings, then identify the narrative techniques
which have been used each time.

Have you ever wanted to live in an old cottage by the Atlantic, with granite
walls more than a metre thick, built to withstand the ocean gales? That's
where my grandparents live.

As | got onto the ferry | repeated to myself, "A mother's love is a blessing no
matter where you roam," thinking of the family | was leaving behind in their
cosy stone cottage by the sea.

I shivered in the chilly drizzle as | turned off the main road past the harbour,
heading for my grandparents' cottage. The house, built of granite, seemed to
suffer nothing from the strong wind.

"Good luck, and may God be with you," said the old man in Gaelic as |
glanced back at my grandparents' stone cottage and then walked towards the
harbour.

I turned off the main road past the harbour and headed for my grandparents'
cottage. There itwas, its granite walls standing proudly. There was something
strange, though. There was no smoke coming from the chimney and it looked
abandoned. | shivered as | approached it.

As | prepared to leave, | realised that something about visiting my
grandparents' cottage always makes me feel safe and secure. Perhaps it's
those solid granite walls, or maybe I never feel quite at home or at peace until

I'm standing by the old house by the harbour. Whatever it is, that house
means more to me than any treasure on earth.

10 Your teacher has asked you to describe @) avistto acastle, b) a

16

famous holiday resort in your country. Write possible
beginnings and endings for each description, using as many
narrative techniques as possible.

)

@ When you describe places,
you may use prepositional
phrases and verbs.
Prepositional phrases such
as all around, to the left of,
at the top of, as far as the
eye can see, etc are used to
describe static features.
Verbs such as flow, run,
stretch,wind, curve,rise,
etc are used to describe
features which suggest
movement.

11

Underline the words or
phrases which describe
moving features and circle
those which describe static
features.

The grand old house is situated at
the end of along country lane which
runs through a small wood. To the
left of the house is the coachman's
lodge, and as far as the eye can see
there is green grass and tall,
spreading trees. Beyond the house
is a grey rocky mountain and on the
other side of it lies a smal village
with old cottages and alittle church
inthe village square.

‘h_



Unit 2 Describing Places/Buildings

12 Read the following description given in ajumbled order and put
the paragraphs in the correct order. Then underline the phrases
which involve the senses. Which tenses have been used and why?

The House of my Dreams

My house would have a large, bright kitchen where | could sit quietly S8

at a wooden table admiring the view of the garden through the window. My living
room would be simple, with basic furniture like a long soft sofa and two large
armehairs. It would also have a fireplace so | could keep warm on cold windy
nights. There would also be several wooden bookcases full of books to keep me
company. My bedroom would have a four-poster bed with a white linen bed cover
and the walls would be painted a soothing pale blue.

It would be a small wooden cottage surrounded by a neat green lawn SR

stretching all the way down to a river. There would be colourful flowers gently
swaying in the cool breeze and an orchard at the back of the house with trees full
of sweet and juicy oranges, apples and pears.

If | could choose, | would live in a house just like this with its beautiful
natural surroundings and peaceful atmosphere.

[D 1] Imagine waking up to the sound of birds singing in the trees outside and

warm sunlight shining through your bedroom window. This is what | dream of when

limagine my ideal houThe House of my Dreams
[A] ] My house would have a large, bright kitchen where I could sit quietly
at a wooden table admiring the view of the garden through the window. My living
room would be simple, with basic furniture like a long soft sofa and two large '
armchairs. It would also have a fireplace so I could keep warm on cold windy
nights. There would also be several wooden bookcases full of books to keep me

. My bedroom would have a four-poster bed with-a white linen bed cover -
and the walls would be painted a soothing pale blue.
| B & "df omittedd be a smalmbigibitoraghl4Geslided by a neat green lawn

stretching All the v down fo a river, There uld be colourful flowers gentl
e RS e, R g o ot s g |

a%ﬂ%gfiéﬁa %&he mﬁgl@stagp@qggnaﬂg |[yelg@pfr@pared for the dignified beauty of the
fan@us buildingold Gieeseounteachidiveshe disiesk jssinkidethimnpatienttoshaulo
usiabliraheusrtafadisgsf and peatitigateiospieregyptian civilizations which we had
stuByig it Jmagigg)wa@qig@ up to the sound of hirds singing in the trees outside and

VYﬁélHeSUth' QEEJ W&%“E PRRESERR “HEOYenl St I | HERTe g

thro Pn oopé earble ro%rs and s %%egﬁ gﬁgrc ses %we Wgefor:

foIIow Ms r n on t| e ftot se tlon Wlt Its di

We in ad |r ed at the eayti pt S Ia he e he d |c
features and graceful bodles of%we %ﬁre%l v%g?e sﬁcﬁh gfe k(e:yt at theyqool?% r?‘TI]Oore
as actual people turned to stone than carvings from thousands of years before.

The Egyptian display was even more breathtaking. Huge statues towered above
us, gleaming with gold, and beautiful jewellry filled the display cases.

It was like waking from a lovely dream when Ms Green whispered that it was time
for us to go. | saw a long, final look, reluctant to live these magical rooms, before |
hed followed my classmates to the bus waiting and the real world outside.

14  Write one of the topics beow
in the appropriate gyle usng
120-180 words

1 Thetown coundil is running a

competition entitled "The
house | like most in my
neighbourhood". Write a
description for the
competition.

A travel magazine is running
a competition and has asked
its readers to submit
descriptions of a place they
think is idedl for holidays.
Write your description for
the competition.

Y our teacher has asked you
to write about avist to the
zoo. Write your description
for your teacher.

1



UNIT3 Describing Objects

B8 1 Read thetable below, then listen to the cassette
and tick the information mentioned. Which of
the two pictures is being described? Finally,
use the notes to describe the object.

]
Weight light m average [ | heavy

Age Georgell [ | Lovisxiv [ | Victorian

Size small I:I tall medium-sized |:|

Shape rectangular [ | square [ | oval
Pattern/Decoration ~  carvings. [ | emeralds [ | paintings
Colour lightbrown [ | dark brown [ | black
Origin German [ ] French [ ] English

Material mahogany [ | granite [ ] stone

OO

Special Characteristics  strap D drawer |:| label

® When you describe objects you should be accurate and give a clear picture of
what you describe. This means you should give information concerning size and
weight (e.g. fall, small, big, heavy, light, etc.), shape (e.g. rectangular, oval, etc.)
pattern and decoration (e.g. striped, floral, etc.), colour (e.g. blue, yellowish,
etc.), origin (e.g. Chinese, Italian, etc.) and material (e.g. cotton, wooden, leather,
plastic, woollen, polyester, silk, etc.) as well as information concerning value, use,
quality and special characteristics (e.g. zip, strap, initials, label, sticker, etc.).

@ Descriptions of objects can be found in leaflets, catalogues, advertisements or as
part of letters, stories, reports or articles.

@ When you need to use a variety of adjectives to describe an object, they are
normally given in the following order: Opinion, Size/Weight, Age, Shape,
Colour, Pattern, Origin, Material. It is advisable not to use all of them one after
the other because your description will not sound natural. Follow this order when
you describe objects but give the information in various sentences. e.g. It's a
beautiful small vase. Itis white with a flowery pattern and itis made of china.

2 Lig thewords under the correct heading as in the example

spherical,Polish,platinum,tiny,remarkabl e, paper,navyblue,enormous,floral,
rectangular,wooden, Finnish, breathtaking, brand-new, Oriental,medieval ,plain, /
compact,stedl, off-white,anti que, heavy, pinkish,woollen,carvings,initials,oval

oy 2 : o : Special
Opinion  Size/Weight Age Shape Colour Pattern  Origin - Material  Noun Cliaracrenis
lovedy large od sguare blue driped English  leather  suitcase  with along strap

18




Unit 3 Describing Objects

3 Read the fdlowing descriptions and underline the adjectives or
phrases used to describe each item or the special characterigtics
they might have. Where could each description have been taken
from?

A My overcoat is dark blue and is made of lambswool. It's farly old but

should be recognised from the initials J.P. sawn on the lining. Should it be
found please contact me on ...

Witnesses reported that the craft appeared to be fifty metres long and
resembled a balloon. 1t was sad to be slver in colour with flashing orange
lights dl around the bottom.

Match the following adjectives
or nouns with the pictures
bdow, then use them to
describe each object.

datedisplay, blue, two straps,
leather, rectangular, stampin
thecentre, lightweight, Swiss,
18-carat goldband,largeblue
sapphire, gold and silver
bracel et,round-faced, platinum
setting,smalldiamonds,gold

C Ashe passed by thewindow, the long stedl blade flashed in the moonlight.
He kept a firm grip on the heavy, cold handle of the wegpon as he domy
made hisway to hisvictim's bedroom.

D Thisbeautiful antique Chinese necklace is guaranteed to enhance even the
mog dassc of outfits. Made of the finest miniature black and white pearls,
this masterpiece of craftsmanship is a mugt for any serious jewdlery
collector.

4 Read the following piece of writing and put the adjectives in the
correct order. Where do you think this is taken from? What is the
topic in each paragraph?

oy / am writing to inquire about an item
tlme/pllace ObJeCt) which was left on one of your buses. On Friday
od 15th March / was on the 408 bus at about 5. 70

S | pm. When | got off, / realised that one of my
shopping bags was missing.
It was a 1) (paper, brown) shopping bag with S

s two black straw handles. There were three

6 Write one of the fallowing in

\ articles of clothing inside the bag. One was a(n) an rooriate svle usin
2) (expensive, silk) blouse with a gold collar. approp Y g
There was also a 3) (French, dark green, long) 120-180words.

e scarf to match. The third item was a pair of
4) (grey, woollen, soft) trousers with thin
pinstripes.
In the event of the bag
o being found, / can be con-
D tacted on 9850032 from 6.00
to 9.00 pm every day.

1 You have recently bought an
item from an antique shop.
Write a letter to a friend
describing it.

2 You were on flight 302 to

R Tokyo when you logt an item

of luggage. Write a letter to
l the airline describing the
istics object and giving information
strap on how you can be reached if

it is found.
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UNIT 4 Describing Festivals/Ceremonies/Celebrations

P \‘\_ - pres [ food [ ]
: e cake [ ] champagne [ |

Reason for celebrating: foncy dress” [ | birthday [ | house warming “[_J =
o 2k e T
/ Time:  ..° i last Saturday [ | yesterday [ | last Sunday D N
£ WL . W S !
Guests .. 20 [] 12 ] - |
?ﬂPQarutlons: > " paper plates and cups [ ] ﬂgwers [ ] plastic Eutl{ery" [ ]

. jamtarts |j

balloons

|:| -

Actualday: - sing Happy Birthday [ |

watch videotapes E]

=

| W
VN play games ] eatand drink || \
Feeﬂhgs: ;.‘;;1{ all enjoyed themselves [ | some were bored [:[ -
A descriptive composition about an event should consist of: {Mﬂﬁfl.ﬁﬂ. - S L

a) an introduction in which you set the scene, mentioning the namel/type, time,
place and reason for celebrating this event;

b) a main body in which you describe the preparations and the actual event; and

c) aconclusion in which you describe people's feelings or comments on the
event.

Such pieces of writing can be found in magazines, newspapers or travel brochures,

or as part of letters, stories, etc.

Points to consider

® When you describe annual events (e.g. a carnival/festival which takes place every
year) you should use present tenses. However, if the event is related to the past
(e.g. the carnival/festival you attended last year), you should use past tenses. The
passive is frequently used to describe the preparations or activities which take
place. e.g. Presents were wrapped in colourful paper and put under the Christmas
tree.

® To make your description more vivid, narrative techniques and a variety of
descriptive adjectives can be used to set the scene and describe the atmosphere.
e.g. During the carnival, onlookers line the crowded streets, clapping and
cheering as they watch the brightly coloured floats and exotically dressed
dancers go by as the sound of traditional Caribbean music fills the air.

Paragrapht

st the scene (name, time,
place of event, reason(s) for
ng)

Main Body

Paragraph 2
preparations (decorations,
renearsals, ec.)
Paragraph3

description of the actual event
(costumes, food, activities, etc.)

Conclusion

(IR RN N NN ENENENENHSEH:.EHSEH}N]

Final Paragraph

fedings, comments, final
thoughts

C




Unit 4 Describing Festivals/Ceremonies/Celebrations

-i_

2 Read themodd bdow and write down the topic of each paragraph.
What kind of event is being described? Why has the writer used
present tenses? Are there smilar eventsin your country?

. : i

- ——— -

Remembrance Day

' Remembrance Day takes place in Britain every year on the
Sunday closest to November 11th. It is held to remember al
those who died while fighting in World Wars | and I1.

Prior to the actua event, many schools and organisations
—=2 rehearse for the paradeswhich will be held on the day. Paper
- sl \ poppies are sold to the public, and they wear them in their
1 lapels for a week or so before the event. The poppy flower,
: due to its bright red colour, is used to symbolise the blood
j shed by the soldiers during the war.

On the actua day, war veteransjoin the parades, proudly
T displaying their medals, and they march or are pushed in

'\ wheelchairs down the streets to the cheers of the crowds. In
the evening there is aways aremembrance service, held at the
: Royal Albert Hall in London, which is televised live. Hymns

r are sung, speeches are made, and at the end of the service,
thousands of poppies are dropped from the ceiling onto the
audience below.

PER T Ny Remembrance Day is avery important event. We should
| respect and feel proud of those people who died fighting in
P the wars as they played a very significant role in securing
B

our country's freedom.

' 3 Form adjettives from the words bdow and ligt them in the correct
| columns Remember that the spdling of some words may change.

ent beauty- joy-glory-colour - nation-marvel - magic-wonder -origin
t.) | -tradition -excite-entertain-stir -luxury-glitter - sparkle-plenty

\ beautiful

4 Fill in the gaps with one of the

words from the list bdow.

medals,commemor ate,
memorial service,parade,
traditional costumes,wreath,
nationalanthem,21-gun salute,
veteran,two-minutesilence

The ... will be held a
the Royd Albert Hall.

Someone who has fought in and
survived awar is caled awar

Theaudiencesangthe.............
at the beginning of the ceremony.
The fedivd washeldto ... .
fifty years of peace.
TheQueenlada............. ..
a the foot of the war memorial.
The crowd lined the streets to
watch the soldiers marching in the

throughout the country as a 9gn of
respect for the people who died in
the war.

In keeping with the theme of the
festival, everyone involved wore

The veterans proudly diplayed their
__________________________ as they marched
down the street.




Unit 4 Describing Festivals/Ceremonies/Celebrations

5 Read the model below and put the paragraphs in the right order, 7  Useof sophisticated adjectives

then write down the topic of each paragraph. when describing events makes
i . your description morevivid.
Prom Night Read theshort textsand fill in the

El:’ | had been preparing for the prom for months, especially because | was a member

of the Prom Committee. We booked an elegant hotel ballroom, had tickets printed, and arranged gapswith theadjectivesgiven.

for a catering cumpapy to su_pply food and refreshments. Four comnjntlee mernbe_rs v?ere in a) Birthday Party

charge of the decorations, which reflected the theme of our prom, “Caribbean Moonlight”. Two

months before the actual night, | found the perfect dress to wear — it made me look like a joyful-sparkling-spacious
princess! )

When | finally returned home, | was tired but The1)....... , brightly decorated room

extremely happy. It had been a wonderful night, one that
would give me pleasant memories for the rest of my life.
My high school prom took place on a warm
evening in May in a hotel ballroom. The event, which celebrates
both the end of high school and the beginning of adulthood, is
something every American teenager looks forward to.

_ [D_T__] My parents took pictures of me before | left for the
i prom. | had a delicate corsage of beautiful orchids on my wrist,
without which, my outfit would have been incomplete. The limousine |
waiting outside took me to the Grand Hotel. All my school friends
were there. Together we danced, ate and laughed until one <]
o'clock. | had never stayed out so late before, or had so

had a fegive amosphere. The light from
the candles on the cake was reflected in
the2).. . .. . eyes of the children. Their
.. faces showed their happiness
as their parents looked on proudly.
b) Music Fegtival
spellbound-magical -blinding

,\ ... lights lit up the dtage as the

much fun. My best friend was crowned Prom Queen. We band waked on. The lead singer sang a
were all very happy for her, if a little jealous, as we .
watched her dance with the Prom King. . IOV(? song and the aud encg =)
) DU until the end, then burgt into
applause,

©  Rewrite the following short paragraphs in the passive. What tenses _
are used? Why? ¢) Beer Fedtival
dazzling senthusiastic-traditional

My DAY -l e aronmtiive it sl

We cut flowers to

make ganands_ ........................................
Oers pUtUP e  .icrsssasciimmisiisssniisionsisisssins
maypole and

tie streamers to
the top. People
decorate floats for
the parade. Local bakeries prepare food for the
gogchtes,  BOSTH SR TWOD e s i

New Year's Eve
........................................ People send out
party invitations
and buy new
outfits. They hang
decorations and
banners and prepare food. As the clock strikes
twelve they open bottles of champagne and
make a toast.

excitement and the ky wes illuminated
with3)... ... fireworks.




Unit 4 Describing Festivals/Ceremonies/Celebrations

8 Read themodd about theRio Carnival and replacetheadjectivesin bold
with othersfram thelist. Can you think of other adjectivestobeusad in
ther plaos? Give the paragraph plan. What tenses have been used?
Why? Now, write a description of thisfegtival asif you had participated
init. How isyour description different from the modd bdow?

brightlycoloured, mostspectacular,thrilling,huge,grand,numerousg -

lively,mostimpressive

Bvay year, for the last few days before the forty-day fadting period of Lent,
which usudly starts at the end of February, vistors from dl over theworld gather
in Rio de Janeiro towitnessthe 1) nicest fedivd intheworld - the Rio Carnival.

Preparations for the 2) big occasion begin months in advance. 3) Nice
ocodumes are designed and sewn, bands practise their 4) nice music and
amhitious dancers spend hours perfecting their samba routines.

The man part of the camniva takes place in the Sambadrome, a 5) big
dadum where the exaticdly dressed dancers of 6) many samba schools
compete for prizes awarded for the 7) best performance and costumes. Outside
the dadium, enthusiagtic revellers dl over the city dance their way through the
warlds noisest street party, which continues until the very end of the carnival.

Evayore has fun a the Rio Carnival. The whole city and its hundreds of
thousands of visitors look forward to this 8) nice event every year.

9 Read themodd and correct the mistakes. Write Sfor spdling, WO for
word order, G for grammar, Pfor punctuation or WW for wrongword.
What isthe topic of each paragraph? What tenses have been used?

A Wedding I'll Never Forget 5 f 0’3"“‘3’ ‘

Sally’s wedding day in the local church last July was one not to be
The last weeks had been a whirl of bookings dress fittings invitations to be |

— the list seemed endless. But somehow had everything been done on time.

Sally, smiling proudly, helped Sally out of the car. She emerged, graceful as a |
swan, in her romantic white dress. The two little bridesmaids in pink grabbed |
at the floating veil as the breeze tried to pull it away from them. John smiled ¢
hiotly as Sally come to stand beside to him. How happy they looked! The service |
when the couple exchanged their vows. |
After the photographs had taken we all drove off to the reception, which it §
was held at a local hotel. a delicious dinner was served, toasts were proposed | "
and we all danced far into the night, even after the newlyweds drove away to |
start their honeymoon. . 4
What an exciting day it had been! ~

I DTy AP P b el T e, T e O —

[

sent, flowers and food to be organised, finding a correct place for the reception {r

All we gasped when the gleaming, flower-decorated cars turnt into the /

square and puled up smooth outside the door of the church. The father of
£

was simple, beautiful and moving. Sallys mother couldn’t keep back her tears |

10 Write one of the topics below in
the appropriate style using 120
- 180 words.

An international teenagers
magazine is asking its readers
to send descriptions of an
important fegtival in their
country. Choose afedivd
and write your description.
Write a description of a
national celebration which
you have attended.

A magazine has asked its
readers to submit
descriptions of atypicd
wedding in their country.
Write your description for
the competition.

Y our teacher has asked you
to describe abirthday party
you recently attended. Write
your description for your
teacher.




UN" 5 Writino Instructions/Giving Directions/Describing Processes

B8 1 Youareafordgn student in England and want to make a long distance
phone call. You don't know how to use the cardphone. Read the ingtructions,
then listen to the cassette and fill in the missng verbs. Finally, cover the
ingructions and explain how to use the phone.

® First, D). the recaiver.

® Then2)... ... your card into the dot.

g 3) A s for the didling tone.

§ A ... ey the number carefully.

® After you have finished your cal, 5)....................... the receiver down.
e Fndly,6).................. your card from the machine.

® Whenwiiting instructions, describing processes or giving directions, you should Instructions
'/ give detailed information in chronological order. Write short, clear sentences using PR P S

the imperative. Such pieces of writing can be found in manuals, leaflets, cookery instructions in chronologica]
books or as part of a letter, according to their purpose. order (sub headings can be
Points to consider uset)

@ Each stage of the instructions or process is normally written on a new line. You may
either number the various stages or use sub headings to separate them. Reci'peﬁ

® Sequence words such as first, then, next, as soon as, after that, until, etc. or *esssssssssnssas
expressions/verbs such as make sure, wait, remember, be careful, do not, etc. - ingredients
can be used to link pieces of information. . preparation in

@ The passive is used when describing processes. e.g. The peas are picked and chronologica] order

taken to the factory. There they are extracted from the pods.

2 Read thisextract from aletter, then look at the diagram and fill in the
missing words. Now mark the route on the diagram. If you wereto travd to
Jennifer's town by bus, which route would Jennifer recommend
that you follow? Write her directions usng words from the
list below.

go/turnleft/right,takethefir st/secondetc.turningonthe
|eft/right,gopast, keepgoing,opposite

Jennifer's
house

Grange Road

... As you don't drive, | presume that you'll come on the train,
so I'll give you directions from the station. 1)...................
as you come out of the station and then take the first

ZAR LIS Lt on your right which will take you into Briar
Road. GO 3)................. the school on your right and keep
going until you get to a roundabout. Take the first turning
onthed)................. at the roundabout and you should find
yourself on Grange Road, where | live. My house is on the
left-hand side, 5)................. the church.

III SHpgrma!ke\

King Street
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Unit 5 Writing Instructions/Giving Directions/Describing Processes

3 Read the following steps and put them in the correct chronological

order. Then underline the examples of the imperative.

How to operate
a pressure cooker

Preparation

i t of
Then, fill the pressuré cooker with the exact amoun

water needed to cook the food. o
First, make sure the rubber sealisi
and the valve on the lid is clean.

e iad
Check cooking time required.
Put the food you want to cook into the pot.

ntact inside the lid

Operating instructions

i ure
When time is up, switch off ring and remove press

cooker from ring.

Z nd close securely.
Place the lid on the pot & S ating that. the

|_'_] 1 lve begins to spi
\::\i)hn?eln:;ea:: underg pressure, lower the heat and
in timing.
gzgn]\r:)ve thg lid and serve the food.
[E[] Put pressure cooker onto
the ring. :
- Wait for a few
Pl minutes until the
pressure valfve
stops spinning,
then carefully
release any
excess steam
by gently lifting
the valve.
[G[ ] Switch the ring on o
desired heat setting.

4  Fill in the gaps with the
verbs from thelists below.

A chop, boil, beat,peel,
sprinkle,simmer, AR
grate

1 Before
you put
the pizza ™=
intheoven, ... some cheese
and. ... it over the top.

2 First you have to.............. the
potatoes, then put them into a
saucepan, cover with water and

twenty minutes.

3 Turn down the heat and gently
_______________ the sauce for 15 minutes
until it thickens.

4 Next, take the carrots and leeks,
_______________ them into small pieces and
add them to the mixture in the pan.

5 Put the egg whites into a bowl and
_______________ them until they become

B blend, fry, melt, sizzle, grill, dice,
bake,stir

1 Pour the cake mixture into around
tnand . in a hot oven for
about one and a haf hours.

2. the sausages in a little oil
until they start to.............. , then
remove from the frying pan.

3 Arrange the lamb chops on a tray,
season with sdt and pepper and
_______________ for 20 minutes, turning
them over once.

4. ... a knob of butter in the
saucepan, then ... . with a
tablespoon of flour to make a paste.

S the auberginesthinly, then
put alayer on top of the meat.

6 ... the sauce occasondly to
prevent it from gicking to the
bottom of the pan.
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5 Read the folowing modd and underline the sequence words. What
tenses have been used? How is each piece of information given?

|26

Spaghetti Bolognese

Ingredients

Y2 kg minced beef

1 large onion, chopped

2 cloves of garlic, crushed

1 tablespoon vegetable oil

1 tin plum tomatoes

1 teaspoonful salt

1 packet spaghetti

200 g Parmesan cheese, grated

Preparation

First, heat the oil in a large pan and

fry the onion and garlic until softand ~ ®
golden.

Add the minced beef and stir. $
Cook until the meat is browned.

Next, mix in the chopped plum ®
tomatoes and salt, then add a glass

of water. o
Cover the pan and simmer on a low

heat for 50 minutes.

Meanwhile, boil the spaghetti in a
Separate saucepan.

Drain the spaghetti and place it in a
serving dish.

After that, pour the hot bolognese
sauce in the centre of the pasta.
Sprinkle with the Parmesan cheese
and serve immediately.

e ¥ RIS S A M""’“’"“MM e A—

6 Fill in the gaps with the appropriate verbs from the list below.
Wheat is described each time?

A collect-insert- remove- enter - press-push

First, ). the cashcard, with the black stripe facing
downwards, into thedot. 2)..................] your PIN number by pressing
the buttons.

Next, sdect the amount of money you would like to take out,
3 ] the button marked "enter" and wait. The machine will
ask you if you wish to undertake any further transactions. If you do not,
4. "no".

Your cashcard will then be returned. 5).................... it from the
machine, then6)................... your money from the cash dispenser.

First, 1)................. the video cassette into the dot.

Next, remove the lens cap by turning it to the left. Make sure the batteries
are charged by checking that the battery light is on.

Then2). ... theviewfinder and3).................... the camera at
the subject you wish to record. 4)...................... the camera steady and
press the "record" button.

When you have finished recording, press the button marked "stop”.

— T

7 Mark the gatements True or
Falsejudtifying your answers.

Examples can be given when D
describing persondlity.
Present tenses are used to
describe someone connected
to the present.

To describe negative qudliies,
use mild expressions.

You should not use the senses ﬂ
when describing aplace. B
Descriptions of buildings do
not include details of the
interior.

A description of aplacein a
travel brochureis dways
written in formd yle.

Past tenses are usd to
describe an event you
persondly attended.
Chronologica order is not
important when giving
ingructions.

8 Write one of the topics bdow
in the appropriate gyle usng
120-180words.

1 A cookery magazineis running a

competition, asking its readersto
submit a recipe for atypicd dish
from their country. Write your
recipe.

2 You areworking for a company

which sIs electrical appliances.
Y ou have been asked to write
smple ingtructions for operating
a) aCD player, and b) acamera,
to beincluded in the manuals.

3 A friend of yoursisvigting your

town and wants to visit you.
Write aletter to hinv her, giving
directions to reach your house.
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-~ UNIT 6 Narrtives - Storis

B 1 The pictures below are from a story entitled "Rescued!" Try to put them in

the correct order, then listen to the cassette and check your answers.
Finally, retell the story in your own words.

@ A narrative can be written in the first or the third person and describes a series of

events, either imaginary or based on your own experience. A good narrative should

consist of:

a) an introduction in which you set the scene (people involved, time, place) in an
interesting way to catch the reader's attention and make him/her want to
continue reading your story;

b) a main body consisting of two or more paragraphs in which you develop your
story; and

¢) aconclusion in which you can refer to people's feelings, comments and
reactions or consequences. The more unpredictable your conclusion is, the
longer-lasting the impression it will make on the reader.

This type of writing can be found in novels, articles, witness statements, etc.

Points to consider

You should never start writing your story before you have decided on a plot.
Sequence of events is very important. Use time words such as: at first, before,
until, while, during, then, after, finally, etc.

Use of various adjectives (disgusted, exhilarating, etc.) and adverbs (fearlessly,
surprisingly, etc.) to describe feelings and actions, as well as use of direct speech
and a variety of verbs, will make your story more exciting to read.

Be careful with the tenses you choose. You can use Past Continuous to set the
scene (e.g. /t was raining hard and the wind was blowing as Jonathan drove
towards the small cottage.), Past Simple to describe the main events of the story.
(e.g. Jonathan opened the garden gate and went through the garden towards the
front door. He knocked on the door but there was no answer.) or Past Perfect to
give the background of the story (e.g. Jonathan had been planning to visit the old
cottage for months before he was able to do so). Present and past participles can
also be used. e.g. Startled, he wentround the house towards the back door.
Descriptions of people, places, objects or events and descriptive techniques can be
used in a narrative when you want to emphasise specific parts of your narration.

Introduction

LR R B R B R R E N ENRENRERHS]

Paragraph f
Set the scene (Wh0 — where
— when — what)

Main Goay

LR B B R BN N R NEERLE RS . ]

Paragraphs 2 « ¢
Development

(describe incidents leading up
to the main event and the
event itself in detail)

Conclusion

L E R AR R R LN RN

final Paragraph

(refer to moods, consequences,
peoples reactions, feelings,
comments)




Unit 6 Narratives - Stories

2  Read the model below, which begins with the words "Seep tight,
Scottie,”... and write down the topic of each paragraph. In which
person is the story written? Underline the parts of the story where
descriptive techniques are employed. Underline the time words,
adjectives, adverbs and direct speech. Has the writer used a variety
of adjectives and adverbs, or are the same words used severa times?

|

st the scent

(Scottie in bed| -
ball of light esrers
his room)

Y

"Sleep tight, Scottie," his mother said as she kissed him goodnight
and turned offthe light. As soon as she had closed the door behind her,
Scott was fast asleep. He was completely exhausted after spending the
whole afternoon assembling his new train set and then watching it go
around the tracks and through the tunnels. Suddenly, a ball of brilliant
yellow light shot past the window. Scott woke with a start when the ball
entered his room. The light was so bright that he had to shut his eyes.

When he opened them, he saw a strange, little man, about a foot
tall, with orange skin and huge blue eyes. Scott, not the least bit
frightened, said in a friendly voice, "Hello, I'm Scott. Who are you?”
The miniature man said nothing, but picked up a battery from the
untidy heap of toys on the floor. He started running around the room,
pointing urgently at the rest of Scott's toys. "What do you want?" asked
Scott, who was puzzled.

The man began shaking the battery frantically, and Scott realised
that that was what he wanted. Scott opened all his toys, took out the
batteries and piled them on the floor. Immediately gathering up all the
batteries, the little man leapt onto the window sill, smiled warmly at
Scott and disappeared.

When Scott woke up the next morning, he thought about his
unusual dream. He stared at his train set before jumping out of bed
and trying to switch it on. Nothing happened. Then Scott realised that
it had no batteries ... and there were no batteries in any of his other
toys, either.

3 Which of the following

You can start your story by:

Techniques to begin or end a story

A good beginning is as important as a good ending. A good beginning
should make your reader want to go on with your story. A good ending wiill
make your reader feel satisfied.

beginnings and endings are
more interesting? Why?

B BEGINNINGS...

- A lwoke up and got out of bed. | tjaq a shower
ate breakfast and left.

a. describing weather, surroundings, people, etc. using the senses

-0 20T

You can end your story by:

using direct speech

referring to your feelings or moods

describing people's reactions to the events developed in the main body
creating mystery or suspense

asking a rhetorical question

® 20 0P

asking a rhetorical question (a question which expects no answer) |
creating mystery or suspense :
referring to your feelings or moods |
addressing the reader directly t

using direct speech | B Bright morning sunlight shone through my

bedroom window when | woke. | lay there lazily
for a few minutes, then jumped out of bed and
stepped under the hot water of the shower. The
smell of coffee drifted through from the kitchen.

A Exhausted and soaked to the skin, | slammed
the front door behind me. | threw myself onto
my bed, stared into the darkness and thought
bitterly, "Why me?"

Note that more than one technique can be used in the beginning or ending i

of your story.

28
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B At last| was home again, and soon went to
bed. It had been atiring day.

bl



Unit 6 Narratives - Stories

4 Read the main body of the story below, as wdl as the different
beginnings and endings. Refer back to the theory box on page 28
and decide which techniques have been used in each of the
beginnings and endings.

BEGINNINGS...

“Oh gosh, look at the time!” i
: gasped my flatmate Caroline as sh
nudged me awake. We gathered y i il
; p our books an
way to the library car park. RSO
en Caroline and | eventually left the

illy night wh i
t was a damp, chilly nig ‘4o | shivered, feeling that something

library. As soon as | stepped outs
strange was about to happen.

e At

You know those spring nights that are still really cold and damp? Well,
I'll tell you what happened to my friend Caroline and me, on a night
just like that.

We had been studying in the library for hours and we just wanted to get home and go
to degp. Normally, | would take the long way home, to avoid driving past the old
Braoford estate. However, that night | was so exhausted that | forgot al abouit it. Before
| knew it, we found ourselves driving down the long, winding road which goes past the
edate. Since it was pitch dark and my headlights could barely cut through the thick fog,
[ wes driving fairly dowly. The silence was broken aswe heard atapping sound coming
fram the darkness ahead.

Suddenly, an elderly man dressed in a black suit appeared at the side of the road,
limping aong with awooden cane. He turned and faced us, and began to approach the
ca. His wrinkled face, piercing dark eyes and toothless grin gave him a horrifying
gopearance. We quickly locked al the doors and kept driving. The old man tried to
block our path by stepping out in front of the car, but | swerved and sped off.

iy .ENDINGS
n my
Hazily Safe at home, we decided we had probably imagined the wholefmir&ge.
d and The next morning, however, as we opened the front door to leave for 5
5. The college, we both froze with shock. There, propped up against the wall, |
kehen. was a long wooden cane.

2 The next day in class, our professor showed us some slides of the town’s

early founders. He clicked his slide machine to the next picture — and

— guess whose face flashed onto the screen?

3 The next day | told my professor what had happened, and to my surprise
his eyes filled with tears. “The man you've described was my father,” he
mumbled. “He died at that place twenty years ago.”

5 Match the beginnings with the
endings. Which techniques
have been applied? Which pair
is not very successful? Rewrite
this pair, applying the
techniques mentioned before.

BEGINNINGS...

1 Itwas very late. John couldn't see because it

was dark. He was afraid.

2 The snow lay like frosty icing on a

Christmas cake, its crisp, new whiteness
covering the garden like a soft fluffy
blanket. It was still snowing, frozen crystals
falling gently from the heavy grey sky.

Why IS it that the most important changes in
our lives happen when we least expect them
to? My life had settled into a comfortable
satisfying routine when suddenly everythin&
changed. F

«oENDING

A

c

Looking back at what happened | always feel
a sense of wonder and awe. But then again_,
life's like that, isn't it?

John ran out of the house. There was a
policeman outside. John felt safe.

We all felt a deep sense of loss when the last
traces of the snow had melted away, realis-
ing what a special gift we'd been given and
how much fun and laughter it had brought
us_ It had been such a fleeting visit, but one
we weren't likely to forget for a very long

time.

29




Unit 6 Narratives - Stories

8 Read the beginning and ending
Before you start writing your story it is absolutely necessary to plan it. , of the following story, then

' This means that you should decide on a plot line and then start . .

|

. / developing it. You can link the events with time words such as: first, look & the pICtureS.and da'?lde
|' until, when, before, after, eventually, at once, finally, etc. on the eventsyou will describe

el L - — —— in the main body, ligting them

| 6 Read the following short texts and fill the gapswith linking words In chronologicallonderallien:

or phrases from the lists below. Hsing LS “.St’ Wiighe
_I missing main body.

A assoonas,atlast,immediately, meanwhile, then,when,while
The aeroplane had only been in the ar for about twenty minutes

the passengers began to panic. 3).................... the flight attendants realised
what was happening, they did their best to cam everyone down,
4) the plane continued to lose atitude.

5). , in the cockpit, the pilot was struggling to control the plane.
} 6) .. it righted itsedf and he sighed with rdief. The flight
} 4 continued without any further problems.

B after, before, finally, since, then, when

There had never been a storm like it 1).............. .. - a least not
2] the greset flood in 1962. Kevin was trying to steer his car through
the pouring rain 3)............... al of a sudden his car stopped. The engine
continued to run for afew seconds, 4)................. coughed twice and fdl silent.

Reuctantly, Kevin got out of his car and watched it snk dowly into the mud
atthesdeoftheroad. 5).............. staring at his useless car for afev minutes,
he6)....... . stuck his hands into his pockets, bent his head and began the
long walk home.

Emano znoron

Now number the events bdow in the order in which they happened. James couldn't believe his eyes He

checked the figures again, hoping he hed

i Pla lineA Plat line B } .
'| made a mistake. £20,000 in debt! \Whet
I | The passengers panicked. D The car stopped. couldhedo?..............oo
The pilot managed to control the 1l
» plane. + Keévin walked away.
[ ] The aeroplane started falling. [ ] The car sank in the mud.
N | __.‘_,"_'_1:.“.-"%«! = : . | ."rl“._;_'-:'.-"l" o
|:| The flight %%n'cll?ue i v‘ [ ] Kevin got o%.of_th%\,{
The flight attendants calmed the . . ! i
: possféggers.. * Kevin wes driving in the rain, Ealy one morning, three months las;,

out of work and bankrupt, Joe et his flat
7 Decide on various plot lines for the following sentenceswhich end  caryingablack case. Hemadehiswey to

gories. the locel underground stetion, foud a
a. It wasthewors flight | had ever experienced. sheltered spot and laid a hat on te
b. 1 would never go back there again. ground. Hethen took his shiny ssxqdoe

c. "You'refired" he shouted. out of its case and began to play.




Unit 6 Narratives - Stories
i
g = 10 The adverbs below describe
void using simplistic adjectives or adverbs (e.g. good, bad, nice, well, etc.) as HEjvicya pergon might speek
g A these will make your composition sound uninteresting. Try to use more or act. Explain what each
4 * | sophisticated adjectives or adverbs (e.g. luxurious, extravagant, threateningly, adverb means, then choose
| . etc.) which will make your composition more exciting to read. A variety of verbs suitable words from the list to
E (e.g. murmur, whisper, mutter instead of "say") will make your story more lively. ' complete the sentences.
| e.g. ‘Hide it,” he murmured and put a small box into my hand(instead of ‘said’)
1 She was wandering the streets aimlessly, trying to make a decision. sarcastically,angrily,
] (asieateiRralNag) threateningly,frantically,
[ ——— — . hurriedly,miserably,
confidently,suddenly,urgently,
9 The following adjectives or adverbs can be used instead of other nervously, patiently,calmly
sampligtic ones. Put them into the correct box. Can you think of :
any more words? 1 The woman on the third-floor
' balcony of the burning building
absolutely,delightful ,enormous,entirely,horrible, massive,miniature, waved her ams. to attract
microscopic,superb,terrific,thoroughly,horrifying,extremely,gigantic, the fireman's attention.
tiny,nasty,disgusting,huge,terrible,wonderful ,unpleasant,fabulous 2 "Get out of here!" Bill shouted
; I T e o o b e , his face turning red.
A I 3 "My dog hasrun away!” thelittle girl
: sobbed ...
VERY 4 v . o , Without any warning, her
BAD guide spun round and held a knife to
her throat.
SRCPICE 5 The detective looked a him in
: . . . disoelief. "Oh, yes, of course a
Now replace the words in bold in the following paragraphs with . . ,
i able(fwor d5 e the boxes ahove g paragrap crimina like you wouldn't want £5
' million," hesad................
6 She gathered her papers together
. in in the middle and rushed off to the
He A f a(n) 2) big mountain I : o I _
1ad The 1) big old castle stood at the tfr‘:;'ﬁoe d gs)l approached and jumped with meeting, which had already begun.
hat of a(n) 3) big forest: il 7 am from the direction of the castle. My & 7 ¢ you tell anyone, you'll be sorry,"
fright when 1 heard a(n) 5) bad i:rz on the 6) big front door, and the sound sad the kidnapper.................
heart was in my mouth as : knf)c dihe door made me imagine 8) big, 9) bad | g "Don't worry, I'l kill the dragon,’
of 7) small scurrying feet belhm ‘ed to run away, too, but 1 was 10) very the knight said.._.......... to the king.
...... rats running away to hide. Wanhere o sleep for the night. '
exhausted, and had to find somew
ca
B : 2) nice sunset the stars Wet
ter, : fter a(n
fat joves ) 1 e g 206 ST e o) ) e
ko miion3)small PO . hg‘ﬂ' rrllself' and after the 7) pad week which had just
da nice day,” Brian thought t0 1 b;eathe a(n) 9) big sigh of relief and put the ¢
the passed, he was 8) very ?1335?‘1 to f
one 10) bad memories behind him. /
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11 Put thefollowing verbs into the correct boxes. Try to think of

further words to add to each box. Now use suitable words from the
boxes to complete the following sentences.

gaze- dash - gigglee hisse murmur - peer - stroll - wander - yell - sigh

-chucklesmutter - peep-moan-shriek-grin-whisper -exclaim-rush '

Walk/Run ............................ Sy
Sl | e s
Look Smile/Laugh ... el
WALK/RUN
1 We ... . lezily aong the waterfront, enjoying the warm sunshine

as we watched the fishermen mending their nets.
2 At the sound of the doorbell she................... eagerly to the front door,
excited to be meeting him again after so many years.

SAY
3 "Supidodfool!” he............... angrily to himsdlf, pushing rudely past
the elderly man limping down the steps.
4 "Oh,wdl," Jll...................... "perhaps it doesn't redly matter - but |

wish you'd asked me firg before telling everyone about it."
5 "Don't look round now, but I'm sure that man sStting behind us is the
escgped prisoner | was reading about in the paper,” 1.

nervoudy to John.
6 "Help!"Kaen. ... hystericaly. "Somebody help me!”
LOOK
7 The couple.................... lovingly into esch other's eyes, completey
unaware of the people hurrying past.
8 Kevin............. through the windscreen, hardly able to see where he

was going in the pouring rain.

SMILE/LAUGH
9 David..... ... ... chearfully as he waved to the crowd, accepting their
applause for the magnificent race he had run.
10 SAly and Lynne................. with embarrassment when the two boys

crossed the room and asked them to dance.

31

12 Renrite the short paragraphs
replacing thewords in bold
usngwordsfrom Ex. 11 as
in the example.

| 1

"Here he comes!" said Carla,
looking anxioudy through the
sunlit blinds. "And he's got a
parcel!" The postman was smiling
as hewalked up the path.
e.g."Herehecomes! " shrieked
Carla, peeringanxiouslythroug
thesunlitblinds.
"The plane is going to crash,” said
Steve. Everyone in the air traffic
control room looked a him. Steve
ran back to his monitor and put on
his headset. "Why on earth don't
they answer?' he said. "I'm afraid
there's nothing we can do to help
them now," he said.

)
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Unit 6 Narratives - Stories

-

Use of the senses (sight, smell, touch, hearing, taste) to set the scene or

describe people, places, events or objects involved in your story helps to
increase the reader's interest.

13 Underline thewords or phrases which are used to describe senses.
What sense does each refer t0?

1 Matland staggered acrossthe road, hardly aware of the hooting cars and
foul-amdling exhaust fumes The cut on
his am was burning, his head was
throbbing with pain, and the sdty taste of
blood filled his mouth. A police car
screeched around the corner, sSiren
| wailing and lights flashing, and Maitland
dashed into a dark doorway.

2 It was a hot, lazy afternoon and, from where | sat on the shady
verandah, | could see the purple mountains in the distance. The
fragrant flowers around me blazed
with colour as, sipping my sharply
swveet lemonade, | listened to the g
gentle hum of crickets and twittering |
of birds. A soft, cool breeze brushed 5 &
my skin while | enjoyed the smell of |
the rich earth. Suddenly, a familiar,
annoying buzz sounded in my ear.

14 Look at the following list of verbs, all of which refer to sounds and
light, and fill in the correct verbs in the gaps bdow. Some verbs
may be used more than once. Which of these could beused in a
goryentitled “4 HauntedHouse’”?

bang,crackle,creak,flash,flicker,hoot,howl,pound,rattle,rumble,

roar,rustletwinkle,wail

1 leaveslpaper ... ... 8 drendcats.........................
2 windwolves................ 9 daircaseffloorboards. ...
3chans.. ... 10 flames.....................
4 gars. 11 doorsgungexploson...............
5 liondcrowdffire.......................... 12 owldears..............
6 thunder/lorries............................ 13 candles..................
7 wavesrock musicsheart ... 14 lightning........................

15 Lok at the pictures, and

decide on the plot line of the
gory. Then, usngwords from
Ex. 9- 14writea gory
entitled" TheHauntedHouse."

el

3
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16 Rexd the gory bedow. The paragraphs are in the wrong order, and
the gory has no punctuation. Number the paragraphsin ther
correct order, and punctuate them, then underline the phrases
which are used to describe the senses aswdl as the timewords.

The most
exCIting
experlence
of my life

- as soon as we had started

the long walk back we heard a low
growling sound coming from the trees
in front of us we stood frozen with fear meanwhile the growls grew . : .

louder and then the leaves parted to reveal two very hungry looking Crime doesn't pay

] lions the lions prepared to spring the moment they leapt into the air | Al l They got out of the car and

’ we threw ourselves to the ground the lions sailed over our heads and —— | alked towands the.cabin.
plunged into the narrow valley

! have you ever wished that your holidays were more exciting ! B : | Serah heard someone open

i certainly had until my experience on the first day of a photo safari * the front door of her house.

holiday i took with my.frlend howard last june —T—1 The man carried Sarah into
| C | | as we shakily made our way back to the camp we couldn’t Cc

bl the empty cabin.
believe what a lucky escape we had had howard wiped the sweat from oy
his forehead and said maybe its time to go back to good old fashioned ' p| | Saahtriedto escape
beach holidays " through the window.
ED we had been walking through the undergrowth for some ]
time when our guide suddenly stopped in his tracks directly in front of ; E ; The men wes calight.
us was a narrow valley almost hidden by creepers and leaves phew that =T The man drove Sarah to a
was close said howard i suppose we'll have to turn back now L™ | |\wooded mountainside.
the morning sun was blazing as we set out on our first trip -
into the jungle a guide led howard and me into what we hoped would ' g | | Saehstolethe money and
e gea e
be a day of successful photography " hiditin her wardrobe.
Hl Sarah collapsed onto the icy
B8 17 Read the sentences, then listen to the story on the cassette and [ | A man entered Sarah's room
put the eventsinto the correct order. Finally, retel the gory in L4 and forced her out of the

your onvn words. house into his car.




Unit 6 Norrotives - Stories

A | | The plane landed.
When writing a narrative you can use flashback narration. This means you e
can start your story at a certain point in time (often a very exciting moment), | B | | woke up.
then go back in time and describe events which happened before this time ) T

(usually in Past Perfect), lead the reader up to the specified time, then go |" C [ _-1| A fd'PW ge=sale st said we
on with your story and bring it to a conclusion. L1 ___lwereinRio.
i G e D | | arrived at the airport.

18 Read the sory and put the verbs into the correct tenses.

A flight
to remember

E| ]Icheckedin.

"E | |1 rushed to Gate 12.

__1
| | took my seat on the plane.

"H |1 fdl asleep.
The wheels of the jet | | || ! read my boarding pass
screeched briefly as they L | caefully.
i e R e (hit) the
n]w@/' qung me fra'n a |r J | | eXpIained my SituaIiOI’l to
long pless-ant sleep. L1 Ithe airport officials.

"Wdl, werehere," amiled B — .
1 | was put on aflight to
the women sitting next to me, | K1 | Rrome
"Isthisyour firg visit to Rio de

Jneiro?' 1 2)..........
(dtare) at her in dishdlief. “Rio?” 13)................ (gasp). "Were supposed to
beinRome!" ButwhenI4) ... . . (look) out of the window and saw the
unmistakeable view of Sugar Logf Mountain and the huge statue of Christ inthe
digance I8)............. (redise) that | 6)...................... (make) a terrible
misteke

Ealierthat day, 1 7). (arrive) late a Heathrow Airport in
London after being delayed in heavy traffic. As soon as | had checked in and
grabbed my boarding pass | 8)................ (rush) fraticdly to Gate 12
where the flight attendant wasjust about to close the door to the narrow tunnel.
Fortunately she 9).................... (see) me coming and waved me through
quickly astherewas no timeto check my ticket. Completely exhausted from all
the rushing, | fell asleep within seconds of stting down, relieved that | hadn't
missed my flight to Rome.

"How on earth have | ended up in Rio?' 110).................| (wonde). |

again, thistime carefully. "Hegthrow to Rome, Gate 21," it said - 21 not 12!

Eventudly, after T13) ... (explain) my embarrassing situation to
the airport officids | was findly put on aflight to my origind destination -
Rome Needlesstosay, [14) ... (not/deep) awink during that flight!

Now look at the list of events as they appeared in the story above
and put them into the correct chronological order. Retell the
story without using flashback narration.




Unit 6 Narratives - Stories

19 Read the falowing story which beginswith thewords “Someone
from the hospital called; it sounded urgent.” and correct the
mistakes. Write S for spelling, WO for word order, WW for
wrongword, G for grammar or P for punctuation.

Gwait

"Someone from the hospital calley; it sounded urgent. It's your wife.
Maybe you should ...” Paul didn’té@for the secretary to finish.

He turned pae and broke into a cold swest, then did his way
hurriedly back to the car park, jumped into his car and drived crazily
through the dow traffic. He hard noticed the honking of horns, the
screeching of breeks or the other drivers ydling furioudy a him.
"Please, please let her be dl right," he kept saying to himsdif.

Minutes later, the doors of the emergency department opened and
he found him in the cold reception lounge. He pushed to the front of
the queue and asked for his wife. the receptionist patiently scanned the
computer screen and then directed him to Room 12. Without to
thanking her, he dashed for the lift. Heart pounding, Paul his eyes
dosed for a moment, praying. He dreaded what he was about to find.

The door opened onto a dimly lighted corridor. Paul walked towards
Room 12 and nervous pushed the door open. She was laying in bed,
exhaugting. She deepily opened her eyes and murmured, "hello,
darling. Sory | couldn't wait. Its aboy.”

20 Read the notesbedow for a gory entitled " The Visitors', put them
into the correct chronological order, then tell the story. Now,
change the order of the notes to make use of flashback narration.
Which notewill you start your sory with? Writeyour sory using
flashback narration.

'—_ATL] Doorbell rang — Ruth ... with 3 children and adog!
| B | Finally, 2 weeks|ater, Ruth said they were going.
| C| | Firstnight, I Sept on sofa; children played loud music on radio all night

ET ] Will never invite old friends to stay again - and don't want to see
=1 | Ruth again for another fifteen years.

"E | | Camehomefromwork next day — garden destroyed, window
———— broken, furniture covered in marmaade.

I H [ ~ | Last time | saw Ruth was fifteen years ago; thought how nice it

" would be to spend afew days together.

30
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' D[ | Pronecal from friend, Ruth — wanted to stay with me "for afew days'.

r__(_‘ilj Waved goodbye, closed door behind me — relievedtobeaoneagain.

21 Mark the gatements True or
Falsejugifying your answers.

1 A sory cannot begin with
direct speech.

2 Time words should be used
in stories.

3 Stories should not combine
description and narration.

4 Use of the sensss to st the —
scene should be avoided.

5 Punctuation and paragraph
planning are essentid in
dories.

6 Sequence of events is not —
important in stories. l

7 You can narrate a gory by
moving back in time.

8 When writing a story, past —
tenses should be used.

D)

L]
L]
[

L]

O

22 Read the following topics,

1

2

decide on the plot ling, then
write any of them in 120 - 180
words.

You have decided to enter a
short story competition. Yau
should write a sory ending
with the words: "It was only
then that | realised they had
mi stakenmefor someoneelse.”
A magazine is running a
competition for the best short
dory starting with the words
"Whocanthismanbe?" Sheik
wonder edasshel ookedatthe
stranger standingatthefront
door."

A magazine is running a
competition for the best hart
story entitled “4 Disastrous
Evening". Writeyour gory.
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UNIT ] Witness Statements

-

B 1 Read the following questions, then listen to the cassette and answer them.
r What event is described? Looking at the notes, retell the incident.
8.

i,

S

o L e

¥ a
You

1 What time did the event happen?

2 Where was the witness going?

3 What did the witness see?

4 \What was the burglar wearing?

5 Where did the burglar go?

6 Woasthere anyone in the house?

7 How did the burglar manage to get into the house?

8 What did the witness do then?

[ 9 What happened in the end?

A witness statement describes an incident as it was experienced by someone who

was there, whether involved or not, at the time the event happened. It is always in

the first person and is normally rather formal in style.

A good witness statement should consist of:

a) an introduction in which you mention the time and place the incident
happened as well as the people involved.

b) a main body in which the incident is described clearly in detail. Accurate
descriptions of people or objects involved in the incident should be
included.

¢) a conclusion which includes the final result of the incident.

Such pieces of writing are addressed to the police, insurance companies, courts, etc.

Points to consider

« Information should be given in chronological order. Events should be linked
together with appropriate time words.

« Evidence can be supported by hypothesis (your own ideas about what must have
happened). To join hypothesis and evidence you can use words such as: because,
so, therefore, etc. e.g. We found no fingerprints; therefore, the burglars must have
beenwearinggloves.

Introduction

setevsesBlRERREROTRS

Paragrapht

Set the scene (time. place,
peopl einvol vedintheincident)

Main Body

Paragraphs2 3
description of the main events
and people iwvolved, hypotheses
and evidence

Conclusion

Final Paragraph

final results of the incident

31



Unit 7 Witness Statements

2 Read the falowing witness statement and write doan the topic of
each paragraph. What is the withess satement about? In which
person is it written? What examples of hypothes's have been used?

[ As | was making my nightly rounds on Monday evening, /
noticed a faint light coming from a third floor window of
Scope Ltd. /t must have been about 77.75 pm because [ had

checked my watch just minutes earlier. As I was proceeding to

the main entrance to check for signs ofa break-in I witnessed
two men running out of the door towards the gate.

Both men appeared to be in their mid thirties and were
rather tall with short brown hair. They were wearing dirty
ripped jeans and black leather jackets. They must have been
professionals because they managed to get in and out of the
building without setting off the sophisticated alarm system. /
tried to pursue them but was unable to catch them because
they got into a black Ford Cortina and drove off in the
direction of Tackinton.

About two minutes later / heard a bomb explode and saw
flames coming out of the third floor windows. The fire soon
spread to other floors, and the whole building was in flames
within minutes.

| immediately called the police and the fire brigade who
arrived at 77.30.

2

A \//

T

|

)

3 Decide which sentence is a hypothesis and which is evidence, then
join the sentences.

1 The burglars managed to de-activate the burglar darm. The darm didn't
go off.
...The burglars must have de-activated the burglar alarm (hypothesis)
becausetheal armdidn'tgooff(evidence)...

2 Therewere no signs of a break-in. The back door was left unlocked.

3 Thekidnappers got scared. They let the victim go before the ransom was
paid.

4 The security guard didn't try to stop the robbery and disappeared
afterwards. He was a member of the gang.

5 The burglars had been wetching the house for days. They knew that the
OWNers were avay.

6 The thief was a store employee. Money was stolen from the hidden safe.

4 Link the sentences using appropriate words/phrases from the list
bdow, asin the example.

atthe sametime, meanwhile, later, all of asudden, then, while, as,
when,atonce,immediately,finally,eventually,assoonas

38

e —————

| was waiting in the bank. Two men
carying guns came in. Another man
waswaiting outside in acar.

...As| waswaitinginthe bank, two
men carrying guns came in.
Meanwhile,another manwaswaiting
outsideinacar....

| turned the corner. | noticed a
woman running down the street. A
policeman came out of a building
and ran after her.

The car skidded. It crashed into the
one in front. | heard the sound of
glass breaking. Both driversjumped
out.

| andt something burning. | wes
watching TV. | decidedtoinvedigate
| discovered that my ovenwas on fire
| saw aman with agun. | panicked.
| started screaming for help. The
man ran avay down the street.



Unit 7 Witness Statements

5 Read the following notes then try to expand them into a proper
withess satement. Sart the gatement as shown in the example.

Tuesday evening about 7.00 pm

B27 road

flashing lights

car engine stopped

got out of car

huge, grey metal object 100 metres away
thought it must be a UFO

looked at watch, but it had stopped
car started again, drove back home

it spun around quickly and then disappeared

5Ll CEEYTITYEVTS

Tuesday evening ...

«I was driving along the B27 road on

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

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

Read the following witness statement and fill in the missng words

from the list bdow. Then look at the diagram bdow and using
words from thelist, describe the incident as if you had been a

witnesstoit.

injured,crashed,speeding, colliding, swerved, passer-by, direction,

skidded,damaged

[1T10;) Pm——

ambulance. When we man
smett of alcohol, S0 he mus

| was waiting for the 7 o'clock bus tog
saw 2 black Siema come 1) ...
Just as it approached the roundabout, the d
The car spun round and 2) ......coeee

was coming in the opposite K J— _
TC R | [— in order 0 aV0id 5) ....ccccerneer W2
N Hees on the oily surface and crashed into a sign. | ran fo help

i it cars While @ T) wovuveemusmsessse |
B the“aged to get the driver out of the black Sierra he

t have been driving while drunk.
The ambulance arrived and took the three 8) ..
hospital. All three cars Were badly 9) ..oecenuesineens ’

= SsgRr
3 \ -
‘\._‘“\h- - .

0 to work on Tuesday moming when |
down the road.

river seemed to lose control.
into a red Ford Fiesta which
_The car behind the
with the two cars

called for an

drivers to

T—
N

-

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

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

7 Choose one of the topics bdow

and writeit in the appropriate
gyleusing 120 - 180 words.

While shopping in a supermarket,
you notice sSomeone stedling goods.
Y ou have been asked to report the
event asawitness.

You were in a bank when you
witnessed a robbery. Write your
description of the event.

While coming home from work
late last night you saw someone
trying to set your neighbours
house on fire. Write your descrip-
tion of the event.




UNIT 8 Formal and Informal Letters

N

Dear Sir/Madam,
Yours faithfully,
Simon Rogers

Dear Carol,

Love, |
Jessy

o T

Dear Mum,

Love,
Alison

There are various types of letters such as: letters of complaint, letters asking
for/giving information, letters of request, letters asking for/giving advice,
letters of invitation, letters accepting/refusing an invitation, letters expressing
| congratulations/thanks/regret/sympathy, letters giving news, letters of
apology, letters of application for a job and letters to the editor providing
solutions/suggestions.

A good letter should consist of:
a) an appropriate greeting (Dear Peter, Dear Mr Ford, Dear Sir/ Madam,);
b) an introduction clearly stating the reason you are writing;
¢) a main body in which the subject is developed. Begin a new paragraph for each
main point;
d) afinal paragraph in which you sum up the topic or express your wish for
something to be done ; and
e) an appropriate ending (Yours/Bestwishes, + firstname, Yours sincerely,/Yours
faithfully, + full name).

Style in Letters

The characteristics of formal style in letters are:
¢ the greeting (Dear Mrs Lee, Dear Sir,)
« frequent use of the passive
« formal language (complex sentences, non-colloquial English)
e no abbreviated forms
« the ending (Yours sincerely,/Yours faithfully, Jason McNeil)

The characteristics of informal style in letters are:
e the greeting (Dear Alex, Dear Dad,)
¢ informal language and style (idioms, colloquial English)
e abbreviated forms, pronouns omitted
« the ending (Yours/Love/Best wishes/Regards, Anthony)

40
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1 Look a the different layouts.
Which are used to write a
formd letter and which an
informd letter? Which layout
wouldyou usetowritealetter
to a teacher? / afriend?/ a
company manager whose
name you don't know?/a
company manager whose
nameyou know?

Ligten to four letters. Which
letters are formd and which
are informd? What is the
reason forwriting each letter?
How does each letter begin
and end?

Introduction

LA N R NN RN EREENERENHNE;

Paragraph t
reason(s) for writing

M'ajanOQw..l.l...l
Paragraph(s)2 « 3
development of the subject

Conclusion

Final Paragraph
closing remarks
(MOname

Notes

¢ Informal (friendly) letters have
only one address (yours) whereas
formal letters have two (yours and
the recipient's). Friendly letters
begin with Dear + first name and
end with Love / Yours / Best
wishes + first name. Formal letters
begin with a) Dear Sir/Madam and
end with Yours faithfully + full
name or b) Dear Mr/Mrs +
surname and end with Yours
sincerely + full name.

e Semi-formal letters can begin
with Dear Mr/Mrs + surname and
end Best wishes/ Yours + first
name/full name.

R




Unit 8 Formal and Informal Letters

3 Match the beginnings with the endings, then identify the type
and gtyle of each pair.

BEGINNINGS...

. We regret fo
writing with regard to your recent correspondence.
: :nfﬂ:nn )«:»rlll‘B that there are no places left on the accountancy course ...

2 Thanks so much for your thoughtful gift. The jumper fits perfectly. It will
really come in handy this winter when | go skiing ...

3 | just received your letter and I'm sorry to hear that you're having trouble ...

4 Sorry | can't make it to your parents’ 25th anniversary party, but I'll be
away on the day of the celebration.

5 | am writing to inquire about the special weekend trips ...

6 | am writing with regard to your advertisement in the Daily News of May 2nd. |
would like to apply for the teaching position at Beacon Street School ...

7 IjustwamedtoI_etyouhowmatl'dlwetocsmetnyourpanyonma 24th.

8 Itis with great pleasure that | am writing to congratulate you on your promotion.

e ENDINGS

A Anyway, wish them a happy anniversary from me. I'm looking forward to hearing
about how it went.

B Let me know if my advice was of any help. | hope everything turns out fine.

- € Should you need any information about
courses which will be held next
term, | would be happy to assist you.

D Ilook forward to meeting you to discuss the possibility of employmam‘. B
Please contact me regarding any queries you may have.

E Ilook forward to receiving the information and would appreciate it if
'~ you could send it as soon as possible.

—

F  Thanks again for the gift and please give my regards to your family.

| Anyway, thanks again for the invitation. I'll see you then,

H |am confident that you will carry out your new duties with your usual
conscientiousness and dedication.

10

11

12

4 Read the faollowing sentences.
Which are formal and which
areinformal? Which sentences
are beginnings and which are
endings of a letter? What kind
of letter does each sentence
bdongto?

We would be honoured if you could
attend a reception for Ambassador
Sarah Jacobs.

| can't wait to see you again, and
don't forget to let me know if there's
anything | should bring to the
barbecue.

| am writing to inform you about
some changes in the schedule for
next term's courses.

We're organising a party and would
be redly glad if you could come.
Once again, | can't tel you how
avful | fed about missing your
birthday party.

| am writing to complain about the
products | received from your com-
pany.

| look forward to receiving your
advice on this matter.

Looking forward to seeing you and
catching up on dl your news.

Your thoughtful gift wes greetly
appreciated. Once again, thank you
for your generosity.

| am very sorry but unfortunately
youwon't be able to use my summer
house during the first week of
August.

I'm so happy for you! Write back
soon and tell me dl about your new
job.

Hope this advice helps.

41



Informat:(Frienly) Letters - Giving News

Read the following questions then listen to the dialogue -and-m them.
a) Why hasn’t Steve written earlier?
b) What dees he think of Hong Kong?

“Jc) What is the weather like?

N\ _ .d)'What happened to him recently?

e) _.Wh_at"-doias hesay about his new colleagues?
f) Is his new job easier than the one he had in London?
g) How does the writer feel about his new situation?

Informal (friendly) letters are normally written to relatives, friends or other people
we know very well. A good informal letter should be divided into paragraphs. Each
paragraph should deal with one aspect of the subject and start with a topic
sentence which gives the main idea of the paragraph.

Tenses

Present Perfect and Past Simple are often used in letters giving news.
The Present Perfect is used to refer to recent activities and the Past Simple to
refer to activities which happened at a stated time in the past.

2 Read the following letter and correct the mistakes. Write S for spelling, P for

\

punctuation, WO for word order, G for grammar or WW for wrong word.

G much

11, 've got so ell you that =
ell. I've 5

2, 44 : |
pe you'ré very W 5 was fantastic 50 far! “

Introduction

A A R R E R BN ERNNRNEHR.;

Paragraph i
reason(s) for writing

Main Body

seEReBOR BRI 2R EFBORN

Paragraphs 2 - 3
development

_conclwlon

EERE R R RN RN NN N LI

Final Paragraph
clos ng remarks
lirst name




Unit 8 Letters Giving News

3 Puttheverbsin bracketsintothe Past Smpleor the Present Perfect.

We . ... (arrive) two daysago butwe................. (not/see) any of
the Sghtsyet; sofarwe.................... (spend) our timejust relaxing.
Lo R (be) so busy laely that I................... (not/have) time to do

goatsncewe.............. (get) married.

4 We........... (sdl) the house last month butwe.................. (not/move)
into our new house yet. The builders ill................... (not/finish) the
bathroom, eventhoughthey................ (start) work on it three months ago.

4 Read theletter bdow and put the verbs in brackets into the correct
tense. What isbeing described in this letter?

Bear Gemma,

Rememb
ngome - ‘:: ; grm?Weu ..i.zgtefl) You that as part of m
me I ; . P svnvesnnanssanes I
S €aming lots of ney things. farhe) e o i

kel i G g gy 250014
imae 12w (Kick) the bucket gyer 1ies ) 1t Wi

0f times to the Students he 10;'?.’.(?.?”‘ “()tee;?rs lf o

~ I just ke el == (84M) 10 G0 i drve & ragtor v

(ed) al the animajs | Zlggr' This moming | 13) e

taying on the farmis 2 on g

though being a f i
b amer
Fancy Joining me next tffnze

o (CONlECH) fregh
nderful experience F

rtainly a much harde il
| come?

d 14)

5 Read thefollowing letter and replace the underlined formal
phraseswith more appropriate informal ones.

Dear Mum,

| felt obliged to write to inform you how everything is going here in Spain

since | started university. Please_accept mv sincere apologies for not writing

sooner but I've been so busy I really haven't had a suitable opportunity.
I managed to find a nice place to live. It's a small flat just around the

corner from the university. 'm sharing the flat with a girl called Anita
. who seems really nice and has been here for a year.

| have become_familiar with my surroundings and have been practising
my Spanish, which is_improving considerably every day.

| hope to return home for Christmas once the examinations are over. it
will be wonderful to see everyone again. | do get homesick, you know.

fi hearing_from on.

Yours_sincerely,
Julie

--------- (@ ) at 6,60 3, gy €25Y

€4gs from the hen-house,
Br job than | 17) " oy ey mints o &

................ (think) it wasl

6 Write these letters in the
appropriate style usng 120 -
180words.

1 Last week your colleagues a
the office threw a surprise
party to celebrate your
promotion. Write aletter to a
friend telling him/her about
the party.

2 You have been on holiday
abroad for a week. Write a

letter to your parents
describing your holiday so
far.




Asking for/Giving Advice

B8 1 A Read the following questions, then listen to the dialogue and

answer them. You may fake notes while listening.
a) Who did Pat send a letter to?
b) Is the letter formal or infermal?
¢) What is the reason for writing?
d)What problems does she describe in the letter?
¢) How does Pat start and finish the letter?
B. Read the following questions, then listen to the second letter and
answer them.
a) What is the reason for writing?
b) What advice is given?
¢) How does the letter start and end?
d) Is it an informal, formal or semi-formal letter?

Look at the two plans in the right-hand column of this page. Which plan was

followed in each letter?

“

Letters asking for or giving advice can be formal, informal or semi-formal
depending on the situation. A letter asking for advice can be sentto a friend, a
consultant or an advice column in a magazine. Details of the problem should be
mentioned. A letter giving advice should contain suggestions introduced with
appropriate language.

Useful Language for Letters Asking for Advice

Opening Remarks: (Formal) | am writing to ask if you could help me with / | would
appreciate it if you could give me some advice about /| am writing to ask for your
advice / | would be grateful if you could offer your advice / Could you possibly
offer your advice / | wonder if you could help me with a problem, etc. (Informal)
I’m writing to ask for your advice / Can you give me your advice / I've got a
problem and | need your advice, etc.

Closing Remarks: (Formal) | would appreciate it if you could give me your advice
as soon as possible / | look forward to receiving your advice / It would be of great
help if you could advise me, etc. (Informal) What do you think | should do? / Please
let me know what you think | should do. / Please tell me what to do, etc.

Useful Language for Letters Giving Advice

Opening Remarks: (Formal) Thank you for your letter requesting / | am writing in
reply to your letter asking for advice about /| hope the following advice will be of
some help to you, etc. (Informal) | just got your letter and | think | can help you / |
was sorry to hear about your problem. Here's what | think you should do, etc.
Suggestions can be introduced with expressions such as: (Formal) | strongly
recommend that/ | would suggestthat/ | believe the best course of action is /| would
advise you to / You should / You ought to / If | were you | would (informal) Why don't
you / You should / You ought to / It would be a good idea to / What you should do is
.../ How about ... / | think you should ... / The best advice | can give you is..., etc.
Closing Remarks: (Formal) | trust you will accept this advice / | hope this will be
of help /| would very much like to know if this was helpful (Informal) Hope this has
helped / Let me know what happens, etc.

Asking for advice

Introduction

assassssdtensetenase

Paragraph /
reason(s) for writing

Main Bedy

(R RN RN NN R N R R NN

Paragraphs 2 * 3
descriptionofproblem(s)

Conclusion

Filial Paragraph
closingremarks
(full) name

Giving advice

Introduction

Paragraph t
thanksfor |etter/express
understanding of problem
Main Body

SecesBORRRRBOERRES

Paragraphs 2 « 3
suggestion(s) + reason(s)

Conclusion

( E AR AN E R EE R R R R}

final Paragraph
closingremarks
(full) name




Unit 8 Letters Asking for/Giving Advice

3 Read thefollowing letters and answer these questions. What kind
of letters are they? Which letter isformal and which isinformal?
What is the topic of each paragraph in each letter? Now replace
theunderlined phraseswith other smilar expressons, kegping the

appropriate style.

Dear Miss Pierson, MODEL A

Thank you for your letter asking for my advice about what 1
you should do now thatyou have finished school. | realise how
difficult this stage must be for you, but there are a range of ¢
options for you to choose from.

if ) were you, | would make a list of all the careers which
may interest you and then decide which one you feel you are
best suited to in terms of exam grades or subject interest. |
would also suggest that you see a careers officer who would be
able to give you professional advice. Furthermore, it would be
a good idea to write to some universities and ask them to send
you a prospectus; you may find a course which really appeals
to you.

I hope these suggestions will be of help to you. I wish you well ‘
in whatever course of action you decide upon. Do let me know |
what you decide to do; it is always good to hear from former

pupils.

Yours sincerely,
Linda Steel ‘

Dear Stephanie,

you follow my advico »
10 time.” Aryw etoze, Im su

re yvou' ; ]
ay, et me know how i{ ;0’; s.be back in shape in

Lots of love,
Kate

o

4  Sudy the following Stuations
and, usng appropriate
expressions, offer advice to
each person.

Your friend wants some advice on
what she should take with her on
her fird trip abroad.

Y our boyfriend/girlfriend has asked
you for advice on how to impress
your parents the fird time he/she
meets them.

A colleague at work has asked you
to advise him how to gan a
promotion.

Y ou are adoctor and apatient needs
advice on how he can successfully
lower his high cholesterol leve.
Your brother would like some
advice about what to look out for
when buying a second-hand car.

5 Write the folowing letters in
the appraopriate styleusing 120
- 180 words

1 Your parents will not let you
go on holiday asthey want you
to study for your exams. Write
a letter to a friend asking for
his’her advice on this matter.

2 Theextract below ispart of a
letter you received recently
from a friend. Write a reply
giving her some advice about
what she should do.

“I failed all my A-level examsso
nowl can’t getintouniversity.|
feellikesuchafailure; I'll never
getadegreenow.”

3 You fed that you and your
mother cannot agree  on
anything. Write a letter to a
problem page asking for advice
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(77 Letters of-Complaint

B2 1 Read the table below, then listen to the

cassette andfill'in the missing information.
What eomplaints did the client make?
Why? What action did she ask to be
taken?

a)
b)
)

Complaint
I stayed in a huge multi-storey .
THE TCS00E TR sl irnssipunsstbevrebosns with tourists.
The beach was a bus ride away.

bought at your shop.

I'hope you will deal with this matter/resolve this matter quickly. Main ,‘d’
Strong Complaint: / am writing to express my disgust at the appalling

treatment / received while staying atyour hotel.

linsist upon full compensation or/ will be forced to take this matter further.

Letters of complaint are normally written in a formal style.

Mild or strong language can be used depending on the feelings of the writer or the
seriousness of the complaint, but abusive language must never be used. Paragraph 1
e.g. Mild Complaint: /am writing to complain about a damaged videotape /

I would be staying in a family-run ........coonecesneas house.

The resort was and unspoilt.

The beach was a walk away.
[ntroduction

Start a new paragraph for each different aspect of the topic.

You should state the reason for the complaint in the first paragraph.
Any complaints you make should be supported with a justification. Conclusion

Complaints and justification can be linked together as follows:

/ still haven't received the goods / ordered in spite of/despitethe fact that / sent

you a cheque three weeks ago.

Although/Even though | have only used the automatic tin-opener once, it no
longer works. / have written to you twice but you have not taken any action.
I have already written to you twice. Nevertheless,/However, you have not taken

anyaction.

(A R E N R NN E R ENENENHN;

reason for writing
Paragraphs 2 + 3
complaini(s) and justification
Final Paragraph

suggested action to be taken,
dosingremarks

M| name

46

N

~N O U1

2 Match the complaints with thejustification using appropriate linking words.

Complaint

My 2-year-old daughter cut herself on the toy.

When we received the hill we redlised we had been
charged the full price.

The top rack of the dishwasher has broken.

You ill keep delivering equipment to the wrong
address.

| received aletter saying my licence has expired.

The shirt's bright red collar has turned pink.

| had to share abathroom with other guests.

e ROREREIREIN: )

Justification

| sent you a cheque to renew it a month ago.

| informed you of my change of business address.

| booked a room with a private bathroom.

| have only used it three times.

You clam it is safe for children over 18 months.

The label states that it can be washed a high
temperatures without the colours fading.

We were told there would be a 20% discount if we
ordered before June.
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Unit 8 Letters of Complaint

Useful Language for Letters of Complaint

Opening Remarks: (Mild) | am writing to complain about/
regarding/on account of/because of/on the subject of .../l am writing
to draw your attention to .../l am writing to you in connection with ...
etc. (Strong) | was appalled at/l want to express my strong
dissatisfaction with/I feel | must protest/complain about, etc.

Closing Remarks: (Mild) | hope/assume you will replace/l trust the
situation will improve/l hope the matter will be resolved/1 hope we can
sort this matter out amicably, etc.

(Strong) | insist you replace the item at once/l demand a full

refund/l hope that | will not be forced to take further action, etc.

4 Read the following letter and
correct the mistakes. Write S
for gpeling, G for grammar,
P for punctuation, WO for
word order or WW for wrong
word.

3 Reed the letter and state the topic of each paragraph. Isit a mild
or grong letter of complaint? Then fill in the table bdow with the

complaints and thejustification.

|

pear Sir/Madam, | ‘ ot
t to express my strong dissatisfaction ;\222 rrfi?:r 5$2th.
| m during a visit to your restaurant or; Decel et for o
rEcFeiirstly | had booked a table for ;n);e\:]vtq;g md mySel
it W ’ ore we wer !
put it was 9 o'clock bef

i - rder to
to me NeXCUSAPIE the fact that | had repeated OF G 1o
Thin"fh“t the waiter had heard me COCECH, o dpould not be
chec the wrong starters. Such careless sﬁrhi S
tt);;:?atf;i in a restaurant wh:lch Eﬁ‘éﬁ?j@e s;gteaugwe  vere. served
rs worse, the C v h, that all

frTOd:s'?:ft Tv%t:equite stale. The menu claimed, thoug

0

freshly prepared that .4 ur restaurant again;

ere N e
deﬁirt;fi‘;: and 1 will not beui?jmg::gv\:igeyl?o guard against such
wo
however, as manager, you customers in future.

appalling treatment of your

yours faithfully,
Larry Dunman

Complaints Justification

Dear Sir/Madam, G am writing

l(@t'o/;;mplain for a

washing machine who | recently
took from your company.

When | used the machine for
the first time properly it worked
and the clothes come out clean
and fresh Also, when | used the
machine the second time, it
seemed to have been a
malfunction whiie the rinse cycle.
The clothes still had quite a lot
of soap in them when | have
taken them out.

Furthermore, when | tryed
washing another load of laundry
the same thing happened. In
addition to this, the machine did
not hit the water to the right
temperature. Even though | had
turned the dial to 50°C, the
water in the machine remained
cold throughout the entire cycle.

I assume you will replace the
washing machine as it is obvious-
ly wrong. I'hope the matter will
resolve promptly.

Yours faithfuly,
nancy Gillis




Unit 8 Letters of Comploint

When you want to introduce another complaint in a letter, you can
begin the sentence with one of the following linking words or phrases:
what is more, in addition, furthermore, moreover, etc.

5 Punctuate the following letter of complaint and divide it into
paragraphs. Then comment on the tone of thisletter.

Dear Mr Haynes

i am writing to compl e
repeatedly asked you to preve e dogs :
d(f S0 a: a result my front lawn has been dug up twice over the past three days

furthermore their continual barking is extremely disruptive both to local res.ldetnf]:.I azﬂ
myself finally | feel that these dogs have a tendency to be aggressivg as | h?r\:e o: ¥ :I o
in the past nevertheless they are allowed to roam the streets_ of our neighbou ; e
| consider unacceptable i hope that having made my feelings clear to you this

can be resolved

ain about the two alsatian dogs that you own although 1 have
m leaving your garden you have failed to

Yours sincerely,
William Penton /.

B

__,,..__‘r-—-—-——“"—— i T — e
_‘_‘.__,,—.-._‘-‘"A =

6 Read the letter and underline the
correct linking words in brackets.
Is the language mild or strong?

7 Write the falowing lettersin
the appropriate syle usng
120- 180 words
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1 Youdayed at aholiday resort
recommended by your travd
agent. However, you did not
enjoy your stay due to a

Dear Mrs Brosnan,

| am writing to complain about a
waterproof jacket | purchased from
your shop last week.

1) (However/[Although) the jacket numberofdi.ffi.culties Writea
was supposed to be completely letter describing them ad
waterproof, | got soaked the first asking for action to be taken.

time | wore it in wet weather. 2)
(Furthermore[But), when | tried to

take the jacket off, the zip wouldn’'t open and when | tried 2 You have recently boughtig

to get it unstuck, the jacket tore. cassette player but it does
| sent the jacket back to your shop after having been work properly. Write a letter

assured by one of the assistants that |would be sent a refund. of complaint to the meneger

3) (However [In addition), | still have not received one. of the shop where you baught
As a regular customer of yours, | feel disappointed with the it

way | have been treated and hope that steps will be taken to
rectify the situation.
I trust this matter will receive your immediate attention.

Yours sincerely,
John wells




|/ [] Letters of Apology
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B 1 Read the following questions, then listen to the cassette
¥ and answer them. You may take notes while listening.
a) Why has Dave written a letter?

b) What reasons does he give?

¢) How does Dave's letter end?

d) Is Dave's letter forma or informal?

A letter of apology can be either formal or informal. It can be written when
someone has made a mistake, has failed to perform a duty or is not able to fulfil
a promise. The main body contains reasons for the inconvenience caused. In the
final paragraph you can express your hope to improve the situation or promise to
make up for any problems that have oeen caused.

2 Read the letter bdow and divide it into paragraphs. Then read it again and
answer the following questions. @) Why was the letter written? b) What reason
isgiven for the inconvenience? c) What action will be taken to make up for the

inconvenience caused? d) What gyle of language has been used? €) What is
the topic of each paragraph?

# k} v e .|l ) \ g vy

a a5 Fo 4 AT
Boker Shee Londan Tel + APZ2345 Fax 7 4 G
25 1 1 Long

.‘ ,
Dunrise

pear Mrs Brown, .
¢ accept My sincere apologga‘; 0
, ipbean holiday in February:
cales ion with your Caribbea modation at
your dlssanSifag:Owe were forced to change S’Ou:. aC: ?:;5 a hotel of
a GUmDUteF et o what We had been led ":0 be IB:\ tWe dlSCD\JBTed
o mmuf ndard. Sadly, it was not until later ¢ ats demanded of
equally high s fion did not meet the ki blished travel
the hotel In G855 l(:(:ommfacla’t‘loﬁ- As a long esta bls caused by
v ‘ar: wel aware of the upset tha:agz‘;n e would ke
oo o xperienced while on ho'uidaS‘-quth top-class hotel as
problems & weekend for two in Paris at @ logies for the
to offer Yot‘_] : Once again, our sincerest -ap?ro?n o
comg\?;\;;ge .caused. \We look forward 10 hearing
inco

on behalf of sunrise Travel, pleas

Yours sincerely,
John Greenway

Introduction

TR R ER RN .

Paragraph t
reason for writing

Main Body

Paragraphs 2 * 3

reasonstoexplainthe
inconveniencecaused

Conclusion

Soso0asBRERERODES

Final Paragraph

expressunder standing/regr et
or promise to make up for
thesituation

closing remarks
full name

49



Unit 8 Letters of Apology

4 Write the following letters in
/ Useful Language for Letters of Apology the appropriate style using
120 - 180 words. [t,
Opening Remarks: (Forma!) | am writing to apologise for/l must apologise s

1 You have promised your boss
that you will work some extra

for/Please accept my sincerest apologies for/How can | apologise enough
for/l must apologise profusely for, etc. (Informal) | hope you will understand
when | say that/What can | say, except I'm sorry that/I'm sorry for/ | owe you hours next weekend. Dueto a

an apology/I'm so sorry if | upset you in any way/ | can't describe how sorry . "

| am and how guilty | feel, etc. g family problem, you will be :'
Closing Remarks: (Formal) Once again, sincerest apologies for/l hope you unable to fulfil your promise.
will accept my apologies/1 hope my apologies will be/are accepted, etc. Write a letter of gpology to
(Informal) | hope you believe me when | say how sorry | am/I can't tell you your boss explaining your |
how sorry | am/ | beg you to forgive me for/There is no excuse for ... and | ressons and promisng to

hope you'll forgive me, etc. makeit up to him/her.
2 Your friend let you spend the |

weekend a his seaside cottage.
3 Read thetwo letters bdow and fill in the gaps with expressons from While saying there you
the lig. Then answver the fdlowing questions @) Which leiter is accidentdly  stained  an

expensve Persan rug. Writea H
letter apologisng for the
damage and offering to get it

forma and which informal? b) What is the reason for writing each
letter ? ©) What isthetopic of the final paragraph in thesetwo |etter s?
d)What complaint had been made in each Stuation? Finally,

underline the opening and closng remarks then replace them with cleaned. J
othersfrom the table above '1
1 togpologise/tossy howsorrylam | 5 Due to my absence/Because | 8 be surerest assured g
2 bad behaviour/disgraceful conduct wasn't there 9 wha happened/this incident 1
3 | know/l redise 6 but/However 10 put you off/deter you
4 sort out the problem/resolve the 7 severdy reprimanded/properly
matter told off

| | | R
| Dear Mr johnson, Déar Sal s s e———
| | am writing to you 1)............. fQRENENS2) FEm 'm E‘ﬂ;gi“ y .
| of a member of our staff towards you on Saturday last week ?? e for my son's Bl
| April 23rd. 3)............... how much this must have upset thought r-d b{{ t how upset you were Cde.
| you, and | hope that_we can 4).............. agreeably.. Py f:y;'e;o )(;Eu t? try and 4) ... J
| ) emadant e at the time, | was unable to apologise what had happened }s’trafcf;:e{j round, | didn't reglise
| to you in person. 6)...... s , | always tqke such | got your letter | gnt away, 6) ... when
. incidents extremely seriously and, following your | v /| promise you thgt he got 7)
. letter of complaint, the member of staff has been yo;-;.‘-f‘f-f‘(;.t.f'f tou CON8) s BN mever speak to
EonE N You can 8)....... that he will be |° " 0 9“) again. t
| treating our customers quite differently in future. round R R O e Ot

| hope that 9).... ... will not 10). ... from to our house again. rd fike to ke o f:f

ol

using our store in future. In an attempt to make up
for the inconvenience caused, we are sending you a
complimentary gift.
Yours sincerely,
Peter Brown (Manager)

 Thursday so that he ca
sorry he is himself,

|
i

= . : 4
Yy son's behaviour by Inviting you to dinner on
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fl. _Letters-of Invitotion

- -

B 1 Read the following questions, then listen to the cassette and
answerthem. You may take notes while listening.
a) What is the purpose of the letter?
b) ~How does the letter begin and end?
c) Isit forma or informal?

Letters of invitation can be formal or informal depending on the situation and
who we are writing to. They usually contain some additional information, for
example: latest news, description of the event (party, wedding, etc.) place (hotel,
house, etc.) and/or directions to the place.

Useful Language for Letters of Invitation

Opening Remarks: (Formal) We would be honoured if you / | cordially invite
you to / Your presence would be appreciated at/ You are invited to attend, etc.
(Informal) I'm writing to invite you to .../ I'd love it if you could come to / We're
organising a ... and would love it if you could come, etc.

Closing Remarks: (Formal) We would be grateful if you could / Please indicate
whether you will be able to attend, etc. (informal) | hope you'll be able to make it /
Hope you can come / Looking forward to seeing you then / Please let me know as
soon as possible, etc.

@ Directions can be introduced by using some of the following expressions: In
case you don't know the way, I'll give you some directions / | have included
some directions / Here are a few directions so you don't get lost / In case you do
not know the exact location of the ..., etc.

2 Read the letter below and answer the following questions. Who is going to read
this letter? Is it forma or informa? What is the topic of each paragraph?
Read the letter again and underline the opening and closing remarks, then
replace them with other appropriate expressions.

Introduction

(AR RN .o

Paragraph 7

reason(s) for writing
(to invite)

Main Body

([ EE R R R NN

Paragraphs 2 - 3
details / directions

Conclusion

eReNBBROIREBADERD

Final Paragraph

closing remarks
(full) name

Dear Ann and David,

We're writing to invite you to our house-warming party on May 26th.

Our new house is wonderful; it's a semi-detached fown house with threg bedrooms and a
small back garden. The kitchen is huge, and is fitted with wooden cupboards that make you
feel as if you are in a country kitchen, All three bedrooms are rather small but very cosy. The

fiving room is quite big and has lovely French windows which open onto a terrace.

You shouldn't have too much trouble finding the house, but here are a few directions so you

don't get lost. Take the A27 road for Lewes and turn right at the roundabout where there is a
‘signpost for Hawkstead. Drive through the fown unil you get to the post office, then turn lef

into Potter's Lane. Qur house is number 23, on the right-hand side.

~ We hope you'll be able to make it to our party. Looking forward to seeing you then.
ST ety P I S T o T S F SR and L aiird
-.:.'_:_;__ TR A’-q}‘.«*‘v Ry _.\:.'_.C'_j:-‘:-.-'_- s Ay LR -




Unit 8 Letters of Invilation

Accepting on Invitation

Letters accepting/refusing an invitation can be formal or informal. In I ntroduction

letters accepting an invitation, we begin by expressing thanks for the Ry e Uy e g i i
invitation. Further comments can be included such as asking the person Paragraph t
whether there is anything we can do, or asking for more information thanks for invitation
concerning the invitation.

In letters refusing an invitation, we begin by expressing thanks for the Main Iody
invitation, and we go on to give reasons why we are unable to accept it. seses ssesrnscsnes

Paragraphs 2 - 3

Useful Language for Letters Accepting an Invitation acceptanceof invitation. farther comments

Opening Remarks: (Formal) | am writing to thank you for the kind invitation/

Thank you for the kind invitation which | would be honoured to accept, etc. .(‘:O.”Pl.”.s'.o.”. sessesee
(Informal) Thanks for the invitation to. . ... .. sounds lovely ..., etc. final Paragraph
Closing Remarks: (Formal) | look forward to seeing you / We await the event clos ngremarks
with great anticipation, etc. (Informal) See you then/ We're really looking (fuII) name
forward to it, etc.

Useful Language for Letters Refusing an Invitation Refusing on Invitation
Opening Remarks: (Formal) We thank you for your recent invitation to ... but
etc. (Informal) Thanks for the invitation, but/ Thanks for inviting me to ..., but Introduction
I'm afraid | can't come, etc. i WL i seeccee
Closing Remarks: (Formal) | am sorry to miss the opportunity of/ Thank you Paragraph t
again for the invitation / | hope we will have the opportunity to meet, etc. thanks for invitation
(Informal) | hope we can get together some other time / I'm really sorry we'll
havetomissit, atc. Main Body

Paragraphs 2 « 3
refusal ofinvitation, giving reasons
3 Read the letters below and answer the following questions. a) What

kind of letters arethey? b) What styleisused in each? c) Whatis ~ Comclusion

bBeOOeSOO iR RARDN

the topic of each paragraph in these letters? Read the letters again Find7 2 2graph
and underline the opening and closing remarks, then replace them  closing remarks

with other appropriate expressions. (full) name
Dear Richard and Judy, [ MODEL A | L | » e ——
MODEL A I €ar Richard and Judly, MODE !
Thanks for the invitation to your Christmas party The Chyi
onDecember 18th. ristmas  par,

December 18th sounds ;o?é, You invited ys to on

.. Unfortunately, y,
It s John's mﬂﬂ?ﬁfs g’ggdf be able to make it as

John and / were really pleased to receive it and
we'd love to come. Its lucky for us that you chose

s

:Egt ﬁg"lrea:‘(r;éuea”y’ as its the only day of that week :;;‘ mf;ﬂ;fﬂg a small famij g—énéhat ;a;@ and_she
: 1y CE,

/£ sbeen such a long time since we've seen each — its af;g;?/ }f’f‘af‘s old" and stiy gs m%;;mtg e
other so it will be great to get together and catch | IEs SUChn% ity g as ever
up on all the news. Please let me know if there's other ecaluse we hay,
anything / can bring or anything / can do to help. ””ang,,;orgggﬂ You must give y¢ a e Seen each

s cal
Oh, one other thing. Will it be all right to bring Perhaps we')l %‘? together  another I s0 we can
Samantha? / 'm not sure if we can get a babysitter we can see ¢ row g party on -

New Year's f
on that day. Veryone. Well” let yoy ve so
Thanks again, and see you on the 8th. goes L{g,?ks for the hvitation, g;nd hggg the party
[ ¢
i’low"’ d Joh Love, !
nn and jonn AN
M_M

e i

)]




Unit 8 Letters of Invitation

4 Complete the sentences by replacing the symbols with an appropriate word or phrase.

0 B the road until you come to a @ ..................... then Q

into Mason Street. Go down the road and @ g#................. When you gev to

s+ NEEP 40ING

the <'.> ..................... turn into Em Avenue, which is a

until you reach the A ................. Cross the road and continue walking. About 100

metres after the @ ................. you will find Gordon Lanre. l'lve at number 10.

5 Match the beginningswith the endings, then identify the syle and type of Ietters they bdong to.

BEGINNINGS.. ...ENDINGS

a .. Let me know if you need any more information about other

- it kind invitation to the charity ball ...
| @m writing to accept your |nd_ . i =l on (Farig)

o ————— g

2 Can you send me some information about the adventure: holiday ... | hope that this advice will prove useful. Please let me know what
you went on last year? I'd like to go on one this SUMMEe ... ou decide to do.
I'm writing with the information you asked me for on the .. Once again, thank you for the invitation.
photography course.

Please accept my apologies for not attending the board ... Your advice would help me a lot. | know you've had similar
meeting on Tuesday. problems and I'd like to know how you solved them.

Can you give me your advice about a problem I'm having with I?Iease, send t?e de_talls Seangeecalise TG o, plan Ty
my room-mates .. holiday and | can't decide where to go.

e

| am writing to congratulate you on your promotion. voy
certainly deserve it as you have been working very hard ...

- ‘l hope you will accept my apologies. Perhaps we can meet on

With regard to your letter asking for advice g ... | am confident that you will be successful in your new position.
| wish you even i

6 Write these lettersin the appropriate style using 120 - 180 words.

1 You have receved an invitation to abirthday party. Write a letter
accepting the invitation and suggesting that you organise the musc.

2 The head of your firm and hiswife are celebrating their 25th wedding
anniversary and have invited you to the event. Write aletter thanking
them for the invitation and saying why you will be unable to attend.

53
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| Letters of Applicotion

B9 1 Read the following table, then listen to the cassette and tick the correct

information. Using the notes, say what details the person applying for the Introduction
job included in her letter of application. Isthe letter formal or informal? SeRRRORI ISR OSSN
Paragraph t
reason for writing
Job advertised full-time sales assistant -
part-time sales assistant ] Main Body
Applicant's qualifications two A levels in art and maths 1 Paragraphs 2-3-¢
and trainin two A levels in maths and geograph
g gecoraply 3 ] qualifications/training —
Applicant's experience six months/local corner shop ] previous _ experiencefqualities
: and skills
six months/central coffee shop ]
Applicant's qualities responsible and trustworthy 1 C.:O.nf:l,u?,or], e e ae
and skills decisive and energetic ] Final Paragraph
Applicant's additional enclosed CV/available for interview 1 closing remarks
information and reference | enclosed a photo/available for interview [~ ] full aame

job or educational course. It is usually formal; therefore, the appropriate language

/ A letter of application may be written when we apply for a permanent/temporary
and expressions should be used.

2 Read the fallowing letter and correct the mistakes. Write S for spelling, G
for grammar, P for punctuation, WO for word order or WW for wrong
word. Read the letter again and write down the topic of each paragraph.

Saints’ Girls school in Liverpool as advertising in The Herald of 24th May.

o Dear Sr/Madam, S writing
/ ) [ amply for the place of Physical Education teacher at the Al
g I am twenty-six year old and obtained a degree in Sports Science at liverpool

|\ University at 191 | am presently worked as a teaching assistant in the PE
./ department at highfidld Grammar School in Manchester where | was for the last
. | a the Regent Leisure Centre.
i I am interested extremely in the post available as | am eager to upgrade my
/ present status from teaching assistant to fuly appointed P.E. teacher. | am patient
) = If you wish me to atend an interview, | shdl be glad to do SO. s
/ /l am looking forward to hear from you. /
N "] Yours faithfully, //

four years. Prior to this, | wasted two years as a swimming coach in Middlesex
— and believe in encouraging the. all pupils to reach their full potential.
Barbara Winters y

il




Unit 8 Letters of Application

4  Match the qualities with the
seful Language for Letters of Application (for a Job) professions. Some qualities can

Opening Remarks: | am writing with regard to your advertisement/ | am be used more than once.

writing to apply for the post/job / position of/which | saw advertised in ..., etc. Then make sentences as in the
Reference to experience:... for the last/past year | have been working as ... example.

since / for ... / | have had experience of ... / Two years ago | was employed

as .../ | worked as ... before ..., etc. patient, alert, skilful, open-minded,
Closing Remarks: | would appreciate a reply at your earliest convenience / dedicated, organised, approachable,

Please contact me regarding any guerigs you may.have /1 en_close my CV understanding, calm, imaginative,

and | would be glad to attend an interview at any time convenient to you / | ) ; .

look forward to hearing from you in due course, etc. Ioglc_al, creative, knovvlgdgeablle,_ kind,
confident, able to cope in a crisis, good

communication skills, able to work under
pressure, sense of humour, polite,
conscientious, tolerant

o5

3 Read the CV and the letter. Then, say which information given in
the CV has not been included in the letter. Finaly, suggest
aternative beginnings and endings to this letter.

S —e _———

Name: Miranda Beeton (single)
Address: 15 Oak Tree Drive, Southampton
D Date of Birth: 28 October 1974

Education: 1985 - 1992: Tolworth Secondary School
GCSE’s: Maths, Geography, English, Computing, History, French, Spanish
A levels: French, Spanish, History !
1992 - 1995: B.A., Tourism Studies - University of East London

JWork Experience:  June - September 1995 - Travel Agent, Sky High Tourist Agency
October 1995 - Present - European Tour Guide, Sunshine Tours

Other Information:  Computer skills: Certificate of Proficiency in word-processing and graphics
Languages spoken: French, Spanish, some German
Interests: tennis, travelling , reading

) Referees: J. G. Malcom (President) B. Needham ( Vanager)
Sky High Tourist Agency Sunshi ne Tours - e
25, Midtown Street, Southampton 1,Hortanza Calle,Madrid, Spain

it Agent 101 2 tes in
e since 19 as a Travel rtificates
Tour Guid this, | worléeuﬁn mer season. | ho':]dk Cﬁuell;t French
Tourist Agency d!L"rm;;agnd % ord-processing. | SP€

der
n. : d work well und

d and pc;mVE begﬂ very popular with
e

pe their

eg. Ateacher has to bepatient because
children need time to learn certain
things.




Unit 8 Letters of Application

/ Useful Language for Letters of Application (for a Course)

Opening Remarks: | would like to apply for admission to the ... beginning/I
would like to be considered for, etc.

Reference to experience: | hold a certificate/ degree in/ | am due to take
examinations in/ | have taken/passed the ... examination/ | hold the following

qualification / | have completed the following courses/degree course/My
degree is in English, etc.

Closing Remarks: | would appreciate a reply at your earliest convenience / |
look forward to meeting / hearing from you/Please contact me regarding any
gueries you may have / | enclose further details of my education and
qualifications to date / | hope that you will consider me for entry / | look forward
to receiving your response in the near future, etc.

5 Read the letter bdow and underline the formal expressons. Then
replace them with amilar expressons from the table above. Finally,
give the topic of each
paragraph and say
what kind of letter
itis.

pear Sir/Madam,

| am writing to appi
which commences this

for a place on the Archaeology MA course
geptember at Macbriney Unmr%errs‘l’gy.cl A
| am 25 years old and | have completed a Bachelo

ic | was 0 pupll at BETX o
hon&%:{egréozégghgﬂd three A levels In History, Geography 4
10 .

. orking as
o the completion of my BA | have spen}inmih%fsecgsp::miongl
asssils':;it archaeologist on @ sétefmsei%);git ir[%)tléres%ing o i Tlhis b |

‘ | o VL ious to specialise DY
have assisted in the dis Ve ik

L i chosen career

ggfr:ngt}suriﬁrf rguglificéutions before embarking on my
[ i i ]d. . . .
z rhé;cfl:ﬁse a detailed curriculum Vlltallg{)ll(n ftohrwar
consider my application for entry.

response in the near future.

hope that you will
= ; to receiving your

yours faithfully,
Jill Holland

a6

T R e e ————————— e e

Applying for a Course

) (a_tquacflaa

Paragraph t

reason for writing
Main Body. . .......

Paragraphs 2 - 3

qualifications / reasons for wanting to
take the course

Final Paragraph

closingremarks
full name

6 Write the fdlowing lettersin the
appropriate gyle usng 120 - 180
words

1 You wantt to go to Windon
Universty to do a degree in
History. Write aletter gpplying
for aplace on the course.

2 You have decided to spend
some time working this
summer. You have seen an
advertisement in the paper for
lifeguards to work for a month
on one of the most popular
beaches in Sussex. Write a
letter asking to be considered
for one of the positions.

D¢
iss

th
po
tri
wi
co

Th

lin

or
let

to
be¢
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UNIT 9 Transactional Letters

Transactional letters are letters which respond to writing input (advertisements,

other letters, notes, invitations, etc) and/or visual prompts (maps, drawings, etc).

They can either be formal or informal, depending on who you are writing to.

@ Transactional letters can be of any type (complaint, application, invitation, asking
for/giving advice/information, etc).

® When you write a transactional letter you should include all the relevant factual
information given in the rubric, using your own words.

® You should also make sure that each paragraph deals with only one topic.

1 Read the advertisement and the two letters, then decide which mode is good
and which is bad, giving reasons for your answer.

Dear Sir/Madam, l
]

| am writing to inquire about your advertisement in the September

issue of Favourite Pets magazine. | am interested in dog obedience classes
but | would be grateful if you could send me further details. J
Firstly, | would like to know what breeds of dogs are accepted for ?

ne the classes and whether the dog must be a certain age in order to take
80 | part. | have a six-month-old male cocker spaniel which | am anxious to J

train. He is very excitable and especially needs to learn how to walk
without pulling on his lead.
I also require information on the cost of the course, when it will

ton commence and how long it is likely to last.
in I look forward to receiving details about the dog obedience classes.
ing Thank you in advance for your help.
Yours faithfully,
Kristen Miller
nd W o
his Smart Dogs

Dear s;j
- r Sir/Madam, ' 3, Longhill Green
for I was readi h : MODEL B Wolfhill
- it ng the September issye of Favourite pets i
ith n ad for your dog-trainin magazine when

; : g school, so i
e hn;.yl ;:‘eed Some information, you see, ! decided to drop you g particular
a or is fieptrg; I)joﬂ:g? f;z(-sm"”t,:"s old. will you accept him at this age ! i?ador?breed

reaity s : (o]
ed ;e? me know about this, L e T A K et I you coue 4 / o i
m sure that after taking do classes
4 g your course my doa wi ;

1th control, so I can't wait for it to start.ywhg s ek sy i bl i

egm and end? h exactly do classes |

I'm looking forward to your reply. Thanks a lot.

Notes. - breed/age of dog

_ - gpecific aspects it
Behst wishes, needstraining in
John Riley - cos of the course
__E"M e
- _

5/
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Unit 9 Transactional Letters

Useful Language for Letters Requesting Information

Opening Remarks: (Formal) | am writing to inquire about/in connection
with, etc.; (Informal) | want you to tell me; Can you let me know, etc. To
introduce first request: (Formal} Could you possibly send; | would be
grateful if you could; Would it be possible for you to tell/'send me; | would
appreciate some information about, etc. (informal) Can you send/tell me, |
want to know, etc.

To introduce further requests: (Formal) Could you also please send me;
Another matter | need information on is; | would also like some information
on, etc. (Informal) Can you also find out; | also want to know, etc.

Closing Remarks: (Forma!) | look forward to receiving; | would appreciate
it if you could inform me as soon as possible, etc. (Informal) Please, let me
know; Send me the details; Tell me soon, etc.

2 Read theinstructions and the model letter. Have all the points been
covered in theletter? What kind of letter isit? Replace the underlined
examples of useful language with similar ones from the table above.

You belong to an activity club at school. At the last meeting, it was decided
that the group would arrange a river-rafting trip. Your friends, Danny and
Kim, went river-rafting last term with aschool group, and you want to ask them
about it.

Read the notes and then write aletter to Danny and Kim, telling them about
your plans and asking for information.

Dear Danny and Kim,

How are you both? Our school activity cltufl;J tiesll p}(l:;nclin?eg
[ t you
‘ver-rafting trip next month apd |_want y i
r;:: ersr asﬁﬂ'?f youpwent on a similar trip a little while c:gio.? b
i |rlgCcm ou tell me how many students went on your thri ﬁk i
Can you T€l T ' :
are about thirty planning !ﬂ:: go ggbcln;rjugsrto;% f[:)?r );Ob{lj K gy
Like you, we will pro e
Eggn;?:tz]gz whag the price was per person for a whole day f

rafting?l know what it costs to hire d coach f0; c?\?:l
day. This would be helpful as that is how We ieend, 10,3
there. ave to take any special safety precautions

i id you h
to ggmr?clrlf)?in;; o{Jgioust we will want to be properly prepared

i e we start. _
ar fﬁugglpf eydgub?;?ﬂr help me with these details. Please let me know

@s soon as you can.

Lovel
Sue

s
'
G
G

-
s

Notes:

- about 30 people
- one-day trip
- travel by coach

Questions to ask:

- How many were in

your group?

- How much was
coach hire?

- Price of full day of
river-rafting per
person?

- Any safety
precautions taken?




Unit 9 Transactional Letters

Useful Expressions for Letters Giving Information

Opening Remarks: (Formal) | am writing in reply to your letter asking for o
information about/l am writing to inform you about; In reply to your query,
etc. (Informal) This is what | found out ...; Remember the information you
wanted?; You wanted me to tell you a few things about..., etc.

Closing Remarks: (Formal) | hope that | have been of some assistance
to you; Please inform me if | can be of any further assistance/ | hope | have
answered some of your questions; Please do not hesitate to contact me
if you require any further information, etc. (informal) | hope this will help
you; Let me know if you need any more help..., etc.

3 First read the advertisement (a) and the extract from Megan Jones
letter (b). Circle the key words in the extract which ask for
information. Now, read Mr Williams' letter (c) and check if al the
information is given. Finally, write down the topic of each
paragraph.

Haf Hapus Summer Camp
o Is looking for enthusiastic and

ReRirDages: energetic young people to pe

I am writing in reply to your letter asking for Camp Leaders at our North Wales
information about our summer camp. camp this summer

The camp Iast.s from July 22nq| to August 30th. l.{ you m}.{)y Belng oatdacee &
Our staffare required to work during the whole of ANg outdoors and have
this period. Regarding payment, we are offering a the qualities we are !nr_)kmq for
weekly wage of £70 plus free accommodation and ‘
food.

Accommodation includes a shared room with Gareth th‘iams

@

ﬁ

J please contact

— bathroom. There is a large on-site dining hall 22, Singleton park
where campers and staff are provided with Pfa’ﬂ—y-ﬁr‘aiq
breakfast, lunch and dinner. NORTH WALES
As far as the working day is concerned, we ask ;

@

@

our leaders to be available for duty ten hours a _
day, including supervision time. Leaders are 1‘0“

allowed one day offper week, but this is not to be 1
: -
n taken at weekends. | would also like to know dho\rhat 9
I hope that / have been of some assistance to the summer camp lasts an e
you. Please do not hesitate to contact me again if wages will be paid to theh t kind of
you require any further information. Could you also tell me_lwblg s Tl i
tion is availd
r accommoda e are |
Yourssincerely, many hours per day your lead i'
Gareth Williams reguired to work? [i
? yours sincerely, i
w Megan Jones |

2




Unit 9 Transactional Letters

Sunnysands Hotel

4 Read the advertisement and the letter of complaint. Then
circle in the advertisement the points covered in the letter
and make your own notes. The first one has been done for you
as an example. How many complaints are stated and what
reasons are given? Is it a mild or strong letter of complaint?
Justify your answer.

5 You attended an intensive Spanish course but you were dissatisfied
with it. Using the advertisement and the notes you made, write a
letter to complain about the course.

Castile Spanish School Intensive Courses

Learn Spanish fast! Our system guarantees huge improvements in
just two weeks.

® Accommodation with a

Gpanish famiiy
® |Intensive grammar course

® Debating to improve pronunciatio
* Eighly experiencegtutors
gnly exp 8

and conversation skills

very unfriendly :

mine wasn'tl

cancelled & money not
refunded

Come and stay at our glorious
hotel, situated right on the sea
front!

e tennis courtsCswimming pooD

and gym facilities
e Dbeautiful rooms with gorgeous
sea views
e wonderful cuisine
e downstairs bar openjuntil 2 am
friendly staff

closed for "cleaning"
throughout our stay

il

1




Unit 9 Transactional Letters

Style in Letters of Application

A letter of application should be similar in style to the advertisement; that is,

if the job advertisement is written in a less formal style, the letter could also

be written in a less formal style. On the other hand, if the job advertisement

is written in a formal style, the letter must be formal too.

Note: Advertisements for temporary jobs (holiday or summer jobs) may be
written in a less formal style. A letter of application for such a job may
not include extensive reference to experience, qualifications or skills.

6 Read the advertissment and the two letters which respond to it.
Then answer the following questions: a) Is the advertisement formal
or less forma? b) Which of the two letters uses the wrong style?
Givereasons. ¢) What is the topic of each paragraph in MODEL B?
Finaly, underline expressons in both the advertisement and
MODEL B which show the style of language that has been used.

Dear Sir/Madam,

In response to your advertisement in this morning's Brighton
Advertiser | would like to indicate my interest in the post of waiter.
I am twenty-two years old and have completed my B.A. in Oriental

Literature in the next academic year, and am therefore seeking to
improve my economic situation over the summer months.

I am highly qualified for a position of this kind. | am used to
dealing with people as | am on the Executive Committee of the
Student Union at City University. | would also like to ask about the
following: the free days and the pay you offer. | trust meals are
provided.

| look forward to hearing from you at your earliest convenience.

Yours faithfully,
James White

W

L - .

£ Need A SUMMER job?

Do you enjoy
meeting new
people?

We're looking for lively

young waiters and waitresses

to work at our sea-front café.

Drop in or drop us a line if

you'd like to earn some extra cash
this summer.

o

»

Contact:
BarryMurphy
Bright 'n' Bubbly
Bistro

3, Apple Street

Studies. 1 plan to do a Master's degree in Medieval Chinese §

Dear mr Murphy,

Ve got a few guesti d 1 learn quickly.
offering and how m(gmy lons, though, such y

Coun'c_t you also tell me
Provide any meals for
Im looking forward

days off and whether you

to hearing from you soon,

| Yours sincerely,
Celia Dobbs

Brighton

Tel:8432712

Questions to ask:

pay? days off?
hours? meal s?

7 You have seen thejob
advertisement beow. What
notes would you make about
the underlined words? Write a
letter of application for the
post, including al the relevant
information. Use an
appropriate style for your
letter.

Busy high street music store requires
part-time assistant to work Saturdays and
one evening per week. Pay negotiable
depending on experience. N
Ided job for someone '

interested in music. @

Applyinwritingto: MrC. Jeffreys(Manager)
RGM MusicStore
2,HighStreet
Perth




Unit 9 Transactional Letters

8 You are a fome high school student trying to organise a ' RGVlSlOﬂ BOX

reunion with classmates of tenyears ago. Writea letter inviting
them to the event. Using the notes and map bdow, include
auitable information and directions from your old school to the

10 Mark the statements True or
Falsejustifying your answers.

{ i —
Sl Gl Call ok 1 Letters are dwaysformal iz \l_r{ i
style. Y
5 //' \'| NOTES 2 A letter beginning "Dear Sir" I_l
[ < // - n
i ‘ /“g/ {— \ Venue: Queen's m_ust be signed "Y ours
. £ T, Hotel faithfully".
Date: Saturday o
12th September 3 !_etlte;s (_)ff:ippl ;t:f'mor;b sho:JId D
Time: 800 pm include information abou

Dress formal qualifications and experience.

4 The first paragraph of a D
letter usually states the
reason for writing.

5 Letters of complaint are D

9 Read the following topics. Then, say: a) what type and style of aways strong.
letter each one requires and b) which plan each letter should 6 A letter of apology should D
follow. How would you start and end each letter? not include explanations and
reasons.
1 You had an unpleasant experience while travelling abroad. Write a letter
to a friend describing your experience and explaining why you will think | 7 A letter beginning "Dear D
twice before going abroad alone again. Mrs Perkins” is normally
2 Write a letter to a friend telling him/her about a party you have recently signed "Y ours sincerely”.

been to, describing an interesting person that you met there.

3 You arein Paris and want to hire a car when you realise you have left your
driving licence at home. Write a letter to your brother or sister asking for
it to be sent to you by post. You should explain in your letter where it can

8 Letters asking for advice I:]
should include reference to
problems faced by the

sender.
be found and why you need it.
4 You have to leave your present job due to family problems. Write a letter 9 Letters refusing an invitation D
to your boss explaining why you have to leave the job, expressing regret need no reference to reasons
and asking for a reference. why the sender cannot
5 While your next-door neighbour is avay on holiday, burglars broke into attend the event.

—

10 Transactiona letters respond [_l
to advertisements only.

his’/her house. Write a letter to him/her saying what happened and giving
advice on what he/she should do.

6 You and your friends have recently had a meal in an expensive restaurant.
Write aletter to the manager of the restaurant expressing your satisfaction 11 Transactional letters are D
with the food but complaining about the service. dways formal.

7T Write a letter to a member of your family inviting him/her to a family e
celebration, giving details of the event. 12 The style of an application |—,

8 You have logt an important certificate which you need in order to apply letter should correspond to
for a job. Write a letter to the organisation from which the origina the sty_le of thejob
certificate was issued, giving enough information about it so that you can aglvertisement.
be sent a copy.

62
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A Describe a festival you attended while on
holiday in another country.

What kind of compostion is this?

Which paragraph plan would you follow?

How would you begin your composition?
Which tenses would you use?

Which techniques would you use to make your
description more vivid?

6 How would you end your description?

a b~ WN -

B Wiite a compostion describing two people
whom you often see.

What kind of composition is this?

Which paragraph plan would you follow?
Which tenses would you use?

Would you include narrative techniques in this
composition?

5 How would you make your description more
interesting?

A WN P

C You have been asked to write a short story
entitled "An Unforgettable Experience."

1 What should you decide on before gtarting to
write your story?

2 Which tenses would you use throughout your
story?

3 Which technique(s) would you choose to begin
and end your gtory?

4 Which particular features would you include in
order to make your sory more interesting?

D You bought a portable CD player but after using
it a couple of times it broke. Write a letter to the
shop where you bought it asking to be given a
replacement.

1 What kind of letter is this?

2 Which paragraph plan would you use?

3 Which opening and dosng remarks would you
use?

4 How would you support your complaints?
5 Which linking words could you use tojoin
complaintswith reasons?

E Write a letter to a new pen-friend who lives in
another country. Describe yourself and give
information about your hobbies, interests
and ambitions.

1 What kind of letter isthis?

2 Which paragraph plan would you use?

3 Which opening and closing remarks would you
use?

F You have seen an advert for a holiday villa. Looking
at the brochure and the notes you have made,
write to the company asking for more information.

Countryside Paradise discourt for
g monthly
Available to ren rert?

Beautiful, cosy cottage set in the heart
of the Pyrenees mountains. how far
This en offers a real escape from nearest

from the hustle and bustle town? what if
of city life. something goes
wrong?

® Two bedrooms —

m 1ow: basic?
° rura.ning water?
® Surrounded by beautiful forest heating?

For mor ei nfor mationcontact:
JamesEllis
2,BrandfordStreet

Plymouth

1 What kind of letter isthis?

2 Which paragraph plan should you follow?

3 What should you be careful to include when writ-
ing this type of letter?

4 Which opening and dosng remarks would you
use?




UNIT 10 “For and Against” Essays

1 Look at the pictures and think of as many advantages and disadvantages of
living in the country as possible.

B8 2 Firg read the table below, then listen to the cassette and tick the points
mentioned. Which of these points are the advantages and which arethe =
disadvantages of living in the country?

A no shops nearby L] E «fe place to bring up children []
B no hospitals nearby ) F far avay from friends =
C no noise from traffic (1 G long car journeys to school G
D lower house prices 5 H hedthy environment g

One type of argumentative essay is that which gives advantages and disadvantages

(For and Against). It is a formal piece of writing in which a topic is considered from

opposing points of view.

A good essay of this type should consist of:

a) an introductory paragraph in which you state the topic. This means that you
talk generally about the topic without giving your opinion;

b) a main body in which the points for and the points against, along with your
justification, appear in two separate paragraphs; and

c) aclosing paragraph in which you give either your opinion or a balanced
consideration of the topic.

Note: In this type of essay writing, you must not include opinion words (I believe, |
think, etc.) in the introduction or the main body. Opinion words can only be used
in the final paragraph, where you may state your opinion on the topic.

Points to consider

@ Make a list of the points for and against a topic before you start writing.

® Write well-developed paragraphs in which the points you present are supported with
justification, (i.e. reasons or examples). Make sure each paragraph has more than
one sentence. e.g. One advantage of using a word processor is thatitsaves time. Itis |
much quicker to make corrections on one than itis to do them by hand. |

@ Do not use informal style (e.g. short forms, colloquial language, etc.) or strong
language (e.g. / firmly believe, etc.)

@ Tryto include a quotation relevant to the topic you are writing about. For example, if
you are writing an essay on space exploration, a quotation you may include is: "One
small step fora man, one giant leap for mankind." (Neil Armstrong)

@ Begin each paragraph with a topic sentence which summarises what the paragraph
is about.

Introduction

 EEE RN R E R RN EEREENRN] l
Paragrapht
state topic (summary of the 2
topic without giving your
opinion) 3
Main Body 4
(L E RN N ENEENEHEHNRSEHSEH:RHERJ-EH;.; 5
Paragraph 2 6
arguments for * 7
8
Paragraph 3 9
arguments againgt * 10
Conclusion .

EEFER AR RN RN RN

Final Paragraph

balanced consideration/opinion
* If you feel that there are
more arguments for than ——
against a topic, give them
before the final paragraph
to lead the reader to this
conclusion.

——————————— —topic-sentence
e —————— -
mre disadvantages to owning a house.

point & justification

= backyard or garden.
. "—\\____“-_--____ 7

Firstly, it can be rather expensive and
tiring to maintain. For example, repairs to theloutside of the house can be
costly, not to mention the time-consuming task of caring for a

64




Uit 10 "For and Against" Essays

Linking Words/Phrases

To introduce points: one major advantage/disadvantage of, a further
advantage, one point of view in favour of/against
To list points: in the first place, first of all, to start with, secondly, thirdly,

To conclude, by looking after
animals and helping them to breed,
zoos play an important part in
protecting many species from
becoming extinct. Therefore, the

finally, last but not least negative aspects of keeping animals
To add more points to the same topic: what is more, furthermore, also, in in captivity are balanced out by the
addition to this/that, besides, apart from this/that, not to mention the fact that positive ones.

To make contrasting points: on the other hand, however, in spite of, while,
nevertheless, despite, even though, although, it can be argued that

To introduce examples: for example, for instance, like, especially, such as,
in particular

To conclude: to sum up, all in all, all things considered, in conclusion, on
the whole, taking everything into account, as was previously stated

All in al, computers have both
advantages and disadvantages.
They may have replaced humans in
many jobs, but they have aso made
our lives considerably easier, and it

is now difficult to imagine life
without them.

On the whole, while most people go
on holiday to regt, this is one thing
you are unlikely to do on an
adventure holiday. In my opinion,

(6]

3 Complete the following sentences, then replace the words in bold
with other similar ones.

1 Public transport is often more convenient than taking one's car, and is

S i o e N N, this disadvantage outweighs al the
2 Being able to speak aforeign language is very useful when abroad. advantages associated with thiskind
TR 1= 01110 - of holiday.

6 Taking everything into account,
there are both advantages and
disadvantages in keeping pets. In
the end it is up to the individua to
decide whether the pleasure
associated with owning a pet is
worth the work that goes with it.

Although living abroad can be an interesting experience, ...
Being self-employed means that you are your own boss. However, .........
Exercise can help you to lose weight. What iS MOre,.........ccveereereererneneenee
Experimenting on animals is cruel, not to mention the fact that.............
Package holidays are cheap. On the other hand,.......ccocoeeveerereerrenceneenee
While living alone can be lonely, it ...
Keeping up with fashion takes alot of effort. In addition,.........ccce.eeee....
10 Watching television can be educational. Nevertheless, ...........ocvvveeerenne.

O© oo N o 0oL bW

5 Give a one-minute talk on the
topic of living in the country.
Include linking words from the
table above in your talk.

You can end a "for and against" essay by a) giving a balanced
consideration of the points on the topic or b) by giving your opinion, that
is, for example, by expressing whether the advantages outweigh the . AU M
e e T You can begin like this: Living in the

country has aways appealed to a

lot of people. One advantage of ...

4 Read the closing paragraphs below and say whether they express a
balanced consideration or the writer's opinion.

You can end like this: All things
considered, ...
(Decide whether you want to give a
balanced consideration or your
opinion)

1 In conclusion, getting married has, to my mind, more advantages than
disadvantages. After al, what can be more fulfilling than a steady
relationship with the person you love that lasts for the rest of your life?

2 Tosum up, camping holidays do have advantages, the main one being that
they are far cheaper than other holidays. In my opinion, however, there is
too much hard work involved for them to ever fed like areal holiday.

65
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Unit 10 "for and Against" Essays

Techniques for beginnings and endings

The first paragraph may:

® make reference to a strange scene or situation, e.g. Some scientists
believe thatin the future everyone will be genetically perfect.

@® address the reader directly, e.g. Are you aware of any characteristics
which you may have inherited from your parents? or ask a rhetorical
question (question to which no answer is expected), e.g. Isn'titamazing
how some children look so much like their parents?

@ start with a quotation, e.g. "Genetics holds the key to the future"

The last paragraph may:

® state a personal opinion, e.g. In my opinion, / believe, In my view, It

seems to me, The way / see it, / think, etc.

® give the reader something to consider, e.g. Perhaps the world would be pe
a safer and more efficient place if everyone was genetically perfect. thi

® end with a quotation, e.g. "Genetics holds the key to the future", or a 1
1 rhetorical question, e.g. What will they think of next? co
- gr

int

. . . 0

6 Read the main body of the argumentative essay below on the topic za‘
"Discuss the advantages and disadvantages ofliving in aforeign country”. sh
Then read the beginnings and endings and say which technique has |
been used in each one. Findly, replace the highlighted words or ﬁ'
phrases in the main body with other synonymous words or phrases. e

_ 8o

em

BEGINNINGS:.." a
gre

a Every morning some people strap on their skis, climb into their canoes or ride a horse to get to their jobs. They are not eccentrics, though; acl

they have simply chosen to live in a place where ways of getting to work differ from those in their own country.

b As foreign travel becomes increasingly cheap and convenient, more and more people are discovering new places. Many prefer them to
their own countries and decide to move there. But is living abroad as easy as it seems?

L

) ¢ Have you ever thought of settling down in your dream country? It is undoubtedly a big decision to make, but it can often change your life

for the better. j s _ =™

e ENDINGS

To conclude, although living in a strange place can be stressful at first, it is something that almost everybody is capable of adjusting to.
As Lydia Heam once said, "A foreigner is only a foreigner until you've been introduced."

In conclusion, living abroad is a good way to leam to co-exist with others. Perhaps if everyone experienced life in a foreign country
relations between countries might improve and the world would become a more peaceful place. .

However, in my view, living successfully in a foreign country depends on the individual. The more effort that is made to participate and
become part of one s new surroundings, the more welcome and comfortable one will feel.




Unit 10 "For and Against" Essays

7 Readthe compositions and the table of "Do's" and "Don'ts". Find
an example of each point in the models and write "Model A" or
"Model B” next to it as well as the phrase/word itsdlf, as in the
example. Finally, decide which of the two compositions is a good
model, give the paragraph plan and say what a successful
argumentative essay (for and against) should or should not contain.

MODEL A

“Discuss the advantages and disadvantages of being your own boss."

Have you ever considered becoming your own boss? In recent years the number of
people choosing to start their own business has risen significantly. Many claim that
this is because more and more people are no longer content to work for someone else.

One of the main advantages of being self-employed is the fact that you are
completely self-reliant and can make decisions on your own. This can give you a
great sense of freedom and allows you to do exactly what you want without
interference from anyone else. What is more, your working day can be planned for
your convenience, allowing you to work when you want rather than when you
have to. Finally, if your business is successful, people will know that you alone
should be given the credit.

However, there are disadvantages to being your own boss. Many self-employed
people have said that to build a successful business, you have to be prepared to
work long hours and sacrifice your personal life. As B. C. Forbes once said, “If you
don't drive your business, you will be driven out of business." Moreover, a 1996
government study found that over a quarter of the businesses run by newly self-

employed people failed within the first two years.

All things considered, it seems to me that self-employment can be a very
gratifying experience, although not one without difficulties. But when success is
achieved, the greatest reward of all is the knowledge that you have done it on your

DO’s

formal style - Model A, e.g. the ..

numberof...hasrisensignificantly

opinion only in the last

paragraph - ..............ccco

DON'Ts
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Unit 10 "For and Against" Essays

8 Read through the arguments and match each argument with its
corresponding justification. Then say which are in favour of and
which are against using mobile phones.

10 Match the quotations with the
compostion topics.

ATELIE
®TIAZE

o L |

e s o
i i i

L0

Quotations

1 "It is only when they go wrong that

dangerous.
Mobile phones are very

often on the move.

Some people claim that
owning a mobile phone is a
waste of money.

Having a mobile phone

increases your personal
security.

useful for people who are |

If you find yourself in a
dangerous situation, you can
call for help no matter where
you are.

Talking on a mobile phone
while  driving  reduces
concentration by up to 30%
and so greatly increases the
chances of causing an
accident.
They can easily be contacted
no matter where they are.

The basic charge for the |

Space provided.

i ive in prison.”
teach him to live in prison..
d “The scientists split the atom; N

A. Shoaff said,

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

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

to discourage young people

Quotations

misinforms the public about the

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

de, it is clear that a lon
4 To conclu .

Read the quotations and the paragraphs below, then decide which
quotation should be included in each paragraph and write it to the

2 Wit he it PSS MLl vt

i ising is the art of maki s W
: ”ﬁﬁ:i:lss:;gtLey are do not teach a person 10 live in society —they
c

ow the atom is splitting us.”

ising | it plays a
1 One thing that counts against advertising 15 the fact that it play

‘ I
: ety today and often deliberately
fr larger ole than t shoulC S%“}?E%c? being promoted. As Edga

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

--------------

.........

i jer i ays, it has
made our lives easier in many W .
i technoloagﬁesms for mankind. As Quentin Reyr;)cilds sa\ﬂ;
A _But while it has created p?:t) ems,
should think carefully before dismissing its many benefits.

' ist, that
3 It has been said by Loren Eiseley, an American anthropologis

and in today’s world this is truer thanu?;(;:é
All too often, history seems to repeat itsel, something that co

i t.
ided i re attention to the pas :
svolded e uere R e g-term solution 10 the problem 1s

becoming criminals rather than to
¥, TR
unish them afterwards. As Alan Bartholemew once said,
p

machines remind you how powerful
they are." (Clive James)

2 "A man travels the world in search
of what he needs and returns home
to find it." (George Moore)

3 "All men are cresative, but few are
artists." (Paul Goodman)

4 "The car has become an article of
dress without which we fed
uncertain, unclad and incomplete.”
(Marshall McLuhan)

Topics

a What are the advantages and
disadvantages of owning a car?

b "Travdling has both advantages and
disadvantages." Discuss.

¢ Wha are the advantages ad
disadvantages of the increasing use
of technology?

d Discuss the advantages ad

disadvantages of being a

professona artist.

11 Write these essays in the
appropriate syle usng 120 «
180words

1 Your teacher has asked yau

to write a composition gving
arguments for and agang
owning a mobile phone.
You have been asked to write
a composition on the
advantages and disadvantages
of living in the country.




Unit 10 "For and Against" Essays

12 Rexd the essay below and state the topic of each paragraph. How
does it begin and end? Fill in the correct linking word or phrase.
Findly, list the advantages and disadvantages mentioned.

"Theadvantagesanddi sadvantagesofowningapet.”

Many types of animals have gradually
become domesticated and have been
taken into our homes as pets. Pets are
enjoyed by young and old alike, but are
they really worth having or are there
too many drawbacks?

T I oo Ay R W ) , pets can be
great companions for those who live
alone, such as the elderly. What is
more, having a dog around the house
can give you a greater sense of
SEGUNITYRMZ). 1.5 52 5 e young
children usually love animals and giving
them the opportunity to look after a
pet teaches them to care for living
things and to be responsible.

B oo e T e M , bringing a pet into your home is not a
decision to be taken lightly. There are some expenses involved as
animals need food, special cages, equipment and occasional
veterinary treatment which can be costly. They 4)
need care and attention on a daily basis, which can be time-
CONSUMING. 5)......ooovoehiiibhiein, , a pet ties you down to a certain
extent. You cannot just get up and go away for the weekend or for
a holiday without first taking your pet's needs into consideration.
This is not always easy and can be expensive if you have to pay
for professional care.

Bl oo i N ST ., buying a pet should be a carefully planned
decision. If you are fully aware of your pet's needs and all the
responsibilities involved in owning one, then having a pet can be a
very rewarding experience.

I‘ 13 Read wha the people in the pictures say about living in a block of
' flats. Who speaks in favour of it and who is against? Can you think
of any other advantages and disadvantages? Finaly, write a
w composition of 120 - 180 words on this topic. Use linking
words/phrases.

Living in a flat
makes me feel
eecure. That is,
there is always

garden and

to spend

There is no

children have

The block of flats
where | live is close to
the city centre. It's
very convenient
for me.

It's s0 noisy.
You can hear
everything your
neighbours are
doing.

Maintenance
costs are very low

because you share
' them with the
others in your
block.

14 "Theadvantagesand
disadvantagesofwatchingTV."

Think of as many points for
and against watching TV as
possible. Then, write an essay
on thistopic using 120 - 180
words. Remember to use
appropriate linking words or
phrases.

the

all




Unit 10 "For and Against" Essays

15 Put thesejumbled sentences in the correct order. Then write them
out in two separate paragraphs, one incuding all the advantages,
the other all the disadvantages. Finally, write a suitable beginning
and ending for this topic.

Package holidays: Good or Bad?
A However, there are disadvantages to going on a package holiday.
To start with, package holidays are cheaper than travelling on your
own, as the price includes the air fare and hotel accommodation.
C Another negative aspect is that as you have paid for your
accommodation in advance, you often feel obliged to stay in that
place rather than move around and explore.
Furthermore, the brochures from which most people select a
package holiday usually give you a good idea of what the resort
offers, therefore reducing the chances of disappointment.
E Package holidays have several advantages.
F In the first place, as package holidays are less expensive, the
hotel is unlikely to be top-class.
G Last but not least, when visiting a new place it is often much easier
to have all the details arranged in advance as it can be rather
confusing to plan everything by yourself.
Also package holiday destinations are usually popular tourist
resorts, thus there is little opportunity to experience the true
culture of the country you are visiting.

i1 1 111

]

16 Rewrite the following text by linking the sentences in each
paragraph. Use appropriate linking words or phrases.

" Theadvantagesanddi sadvantagesof beingfamous.”

People who are famous are usudly financidly secure. They are often given
free designer clothes, cars and jewdlery by manufacturers who receive free
advertisng when these items are worn or used. They receive firg-class sarvice
wherever they go. They have the power to influence other people and are even
role modes to many. They have domestic help and employ 9t to take care of
their business. They are confident and secure as they are successful
professonds.

They sddom have privacy and often have to go out in public wearing a
disguise S0 that they will not be recognised. Many people take advantage of
them and they often lead londly lives as they never know who their real friends
are. Many end up having nervous breskdowns because of stress. Some live in
fear of being or having members of their family kidnapped. People expect them
to look glamorous and happy a dl times, which is hard for celebrities to do.

10

B8 17" Theadvantagesanddisadvan-

tagesof goingtoworkbycar."

Fird, think of as many points
for and againg going to wark
by car aspossble. Then, ligen
to the cassette to find out
whether you have thought of
the same points. You may take
notes while listening. Finally,
write an essay on this topic
using 120 180 words
Remember to use appropriate
linkingwords or phrases.

e —————




UNIT 17 opinion Essays

1 Discuss the good and bad points of using the Internet.

B 2 Listen to the cassette and match the viewpoints with the reasons.
Who speaks in favour of using the Internet and who speaks
against it?

T e P e S - -

Viewpoints

F
E.

Paul A great way of comn-wuni‘cating with pebple

@ Opinion essays are formal in style. They require your opinion on a topic which
must be clearly stated and supported by reasons. It is necessary to include the
opposing viewpoint in another paragraph.

A successful opinion essay should have:

ivan- a) an introductory paragraph in which you state the topic and your opinion;
ir.” b) amain body which consists of two or more paragraphs. Each paragraph should
present a separate viewpoint supported by your reasons. Another paragraph
oints giving the opposing viewpoint and reasons may be included; and
ik ¢) a conclusion in which you restate your opinion using different words.
listen Points to consider
t-out « First decide whether you agree or disagree with the subject of the topic and make
ht of a list of your points and reasons.
' take ® Write well-developed paragraphs consisting of more than one sentence.
nally, e Begin each paragraph with a topic sentence which summarises what the
? paragraph is about.
topic ¢ Linking words should be used throughout your composition.
¢ Use the techniques shown on p. 66 to begin and end your essay.
riate

Useful Language

To express opinion: | believe, In my opinion, | think, In my view, | strongly believe, The
way | see it, It seems to me (that)

To list points: In the first place, first of all, to start with, Firstly, to begin with

To add more points: what is more, another major reason, also, furthermore, moreover, in
addition to this/that, besides, apart from this, not to mention the fact that

To introduce contrasting viewpoints: It is argued that, People argue that, Opponents
of this view say, There are people who oppose, Contrary to what most people believe,
As opposed to the above ideas

To introduce examples: for example, for instance, such as, in particular, especially
To conclude: To sum up, Allin all, All things considered, Taking everything into account

'Reasons

saves time going to libraries; is fast and

E from dl over the world cheap to send messages

f Julle - B people should be more careful about how 2 have conversations with people from
they use it : different places

Joe C great way of getting information quickly 3 some of the information you can access is

not suitable, especialy for children

Introduction

I EE R R RN NN S RN N

Paragraph /

date the topic and your
opinionclearly

Main Body

Paragraph 2
viewpoint 1 and reason

Paragraph 3 *
viewpoint 2 and reason

Paragraph ¢

give the opposing viewpoint
andreasons

Conclusion

Final Paragraph

restate your opinion, using
differentwords

* you may include more
viewpoints,andtherefore
more paragraphsin the
main body

/1

e ———————————————————————————————————



Unit 1L Opinion Essays

3 Read the modd composition and write down the topic of each
paragraph. Underline any linking words or phrases and replace them
with other similar ones. How else could you start this essay?

"Are you in favour of or against exams being abolished?"
> . I
state topic . ke’
(mma,t{:: the . Is too much emphasis placed on examination results today? In my
. and your W view, their role needs to be re-examined if they are to continue to play
a part in the educational system.

In the first place, exams do not actually test a person's knowledge
ofa subject but rather how much they can remember on the day of the

== =
K‘v exam. In addition, facts such as students feeling unwell or suffering
from a case of nerves on the day of the exams are not taken into
F consideration.
f

Furthermore, the exam system is unfair to people who have studied
_hard but have a poor memory for facts and figures. Also, it is often the
case that people who have not studied can copy from someone else
who has.
It is argued that exams are the most efficient way of comparing the
abilities of a group of people and that an exam will often encourage

,——-;——ﬂ- people to compete to get better grades. Making grades and exam
results the main point of learning though, gives students the wrong

idea of what education is all about
In conclusion, it seems to me unfair to give a person only one

e chance to show what they are capable of. / think that the whole
educational system needs to be changed so that exams are not the only
way of assessing a student's knowledge.

' ) [ S
4  “Cars are the greatest danger to human life today.” Give your opinion
with reasons. Then read what these people think about cars and
match their viewpoints with their reasons. Suggest various ways to

begin and end this opinion essay as shown on p. 66. Finally, write a
composition on this topic.

In my opinion, cars
are responsible for
thousands of deaths
every year.

In my view,
cars are by no mean
as life-threatening as
wars or violent acts
of crime.

As | see it, cities
(would be less polluted if
M, cars were banned,

I think that cars
give us more
personal freedom

It is people themselves
who cause the greatest harm
to society, not technology or
machines as such. Cars are
not at all dangerous if they're
driven with care and attention.

We can decide for
ourselves where and
when we want to travel
without having to rely
on anyone else.

Exhaust fumes are
one of the major causes
of air pollution and as a
result, our health is at
risk as well as the
environment.

Every day we hear
about fatal car accidents.
Increasingly often people
are killed or seriously
injured on the roads.

1




5 First give your opinions and reasons concerning the topic below,
then read the modd and give the topic of each paragraph. Next,
replace the highlighted linking words with similar ones. Finaly,
underline the reason given for each viewpoint. Which quotation is
included in this essay? Which techniques have been used to begin
and end the essay?

People spend too much time and money on fashion.
Do you agree or disagree?

Every season, the great fashion houses of Europe and America present
their new collections in the hope of persuading people to renew their
wardrobes by purchasing the latest designs. In my opinion, one does not
have to be a slave to fashion in order to look smart.

To start with, following the latest trends in fashion can be extremely
expensive. This is especially true for those who buy costly designer
clothing. There is also the risk of getting into debt in order to keep up with
the latestfashions.

In addition to this, followers of fashion often give up their individuality for the
sake of fashion. They choose clothes which suit neither their figures nor their
personalities. This is unfortunate, as the way we dress should reflect who we really
are.

On the other hand, some people argue thatitis necessary to dress fashionably in
order to create the correctimage for their careers. This is particularly true of those who
work with the public, as they reflect the image of their company. This does not mean that
the latest fashions are the mostappropriate, however. Simple but well-made clothes are
almost always the best choice forbusiness wear.

To conclude, /strongly believe thatitis advisable to dress with style by choosing good
quality clothes which Suityou as an individual and have lasting elegance. As the famous
designer Coco Chanelputit, "Fashion is made to become unfashionable." So instead of
changing your wardrobe constantly, isn 1 it better to build up a collection of clothes which
you can always wear?

6 Read the essay on the topic: Will life be better in thefuture? and
answer these questions: Which paragraph(s) a) state the writer's
opinion? b) give the other side of the argument? What tenses are
used and why? Which are the topic sentences?

Can you imagine doing your shopping without having to leave the house, or working
at home rather than going to the office? In my opinion, life in the future will be much
more pleasant than it is today.

In the first place, there will be many improvements in the field of medicine. Scientists
are confident that cures for diseases such as cancer and AIDS will have been found.
Therefore, the lives of thousands of people will be saved.

Also, new technological breakthroughs will make our lives easier. Computers will be
able to perform more time-saving functions, transport will be faster and more efficient
and new inventions will continue to help us carry out daily tasks with ease and comfort.

On the other hand, there are those who believe that life in the the future will not
be so trouble-free. We will have used up the world's natural resources, therefore our
planet will be on the verge of destruction. What is more, some fear that pollution will
have increased due to problems such as deforestation, and that acid rain will only have
| been made worse. They do not consider, however, that modern technology can solve
environmental problems as well as less pressing ones.

All in all, | feel that life in the future will definitely be better. We are all searching
for ways to improve our lives and we can only look ahead in order to do this.

BT ot . S s, RS T D S S — S —




Unit 11 Opinion Essays

7 Read the following models and answer these questions. a) Which is a "for
and against” argumentative essay? b) Which are the "for and against”
points mentioned? ¢) Which is an opinion essay? d) How is each viewpoint
supported? Finally, write down the topic of each paragraph. In what ways do
these models differ?

"The aeroplane is the most convenient means of travel." Giveyour opinion on this

Statement.

—_—— Over the past few years, people have begun to travel to places they would
/ y only have dreamt of visiting thirty years ago, thanks to the possibilities offered
- / by air travel. In my opinion, travelling by aeroplane cannot be compared with

e any other means of transport.
— To start with, there really is no faster way to travel. You can go from one
/ ) country to another in a matter of hours which gives you more time to enjoy the
actual purpose of your trip, rather than waste time travelling and dragging your
— luggage around.
ff—— g Furthermore, you always feel well looked after on an aeroplane. You are

8 Thetechniquesused to

begin and end a " for
and againgt"
argumentative essay can
also be used to begin
and end an opinion
essay. Remember that
ina"for and againgt"
essay your opinion is
mentioned in the last
paragraph only,
whereasin an opinion
€essay your opinion
should be mentioned in
both the firgt and last
paragraphs. Refer tothe

) served drinks and meals and offered newspapers and blankets which all help to
/ make the journey more comfortable and enjoyable. theory box on page 66,
e Of course, there are people who argue that travelling by plane can be a then write different
//:"‘_"" _ nightmare, with airport delays, cramped seats and turbulence to put up with. beginnings and endings
/ What is more, aeropla_mes and a|rports are ofte_n targeted by terrorists, which for ModelsA and B
makes some people think that travelling by plane is unsafe. They forget, however,

e — that the number of deaths caused by cars is larger than that caused by planes. practising the

— In my opinion, air travel will always remain popular. Its speed, comfort and techniques mentioned.

/ convenience are hard to beat.

"Discuss the advantages and
disadvantages of travelling by plane.’

A5

/ The-aeroplane is one of the most popular and widely used forms of transport today. However, it does have

both its advantages and disadvantages, as outlined below.
P=—=7"% To begin with, you always feel that you are well looked after when travelling by plane. Once you have checked
A T your luggage in, you need not worry about it until you reach your destination. What is more, once you are on
board the plane, you are made to feel comfortable and are served refreshments and meals by friendly, helpful
cabin crew. Finally, the speed of an aircraft ensures that you will reach your destination in a matter of hours.
L However, air travel can be expensive and there are often long delays in airports which can be irritating.
T Also, many people are afraid of flying, and the cramped seats and claustrophobic atmosphere of a plane can
be frightening, especially if there is turbulence. What is more, travelling from one time zone to another within
a few hours means that you are likely to suffer from jet lag. This can take up to a week to recover from, which |
is not a good way to start a holiday.
/f——’—ﬁ— All things considered, it seems that although air travel does have its bad points, it has one overwhelming '
positive aspect - the fact that it is far quicker than any other means of transport. This means that most \
/ travellers are willing to ignore its drawbacks if it means that they are able to make their journeys shorter.




Unit 11 Opinion Essoys

JT

ed to 9 Match the viewpoints with the reasons in the boxes. Then writean BB 10 Give your viewpoints with
or essay of 120- 180wor dsonthetopic: Hasgeneticsciencegonetoo far? reasonson thetopic: Waslife

Viewpoints

In my opinion. there are many good
medical redsons for experimenting with

genetic engineering.

Mewy!seeri‘,gmfkmemis
moving forward far too fast.

[ believe that genefic science is frightening,
especially when it concerns human life.

Lenetic engineering Is the
key to solving the world's

Reasons

Once scientists have perfected the technique of cloning prime sheep
and cows for food, there will be plenty to eat for everyone.

We are working against nature, which is dangerous, and we have no
ideawhat effect it will have on the natural order of things.

Scientists should stop and consider whether their experiments will
benefit mankind or not before it istoo late.
Imagine if scientists find a way to create human beings in a

) completely artificid way.

ED It can help to trace diseases and may help to save the lives of millions
of people around the world. Eventually, we may be able to eiminate
dl terminal illnesses.

better in thepast? Now listen
to the cassette and check
which of your viewpoints
have been mentioned. Are
there any viewpointsyou had
not thought of ?

11 Read the following topics and
say a) which is a "for and
againg" essay and which is
an opinion essay, b) what
plan should be fdlowed for
each topic? Then suggest
possble beginnings and
endings for each topic.

Y our teacher has asked you to write
acomposition on the topic: Cinema
will soonbeathingofthepast. Write
a composition for your teacher.

Your school newspaper needs an
article about the advantages and
disadvantagesofbeingaprofessional
sportsman. Write an article for the

Newspaper.

Your locd  newspaper is
investigating the question: Are
newspaper s necessary nowadays?
Write an essay on the topic.

Y our teacher has asked you to write
a composition discussng the
advantages and disadvantages of
keeping animals in zoos. Write a
composition for your teacher.

75
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UNIT 17 providing Solutions fo Problems Essays

B2 1 Look at the table below, then listen to the cassette and match the
suggestions with the results. What is the subject of the mesting?

1 SJggestiohs Results
| | 1 dally rubbish collection a reduce amount of rubbish to be Introduction
II 3 wlwajaﬂﬂlenaturd I AR A NN EE RN EE L NN N R
14 2 better;renydling/system Paragraph /
3 fine people who drop litter P _
| 4 tyrefactory to shut down b livein heathier surroundings state the problem
] C prevent the spread of diseases
d lesslitter onthe streets
S eE————— — s — e — Main Body
Paragraph 2

n essay in which we suggest solutions to a problem is a formal piece of writing.

For each suggestion made, we should mention any expected results or

consequences.

A good essay providing solutions to problems should consist of:

a) an introductory paragraph which states the problem (reasons why it has arisen
can also be included);

b) a main body in which we present our suggestions and results/consequences
(remember to begin a new paragraph for each suggestion made); and 3 ¢

c¢) aclosing paragraph in which we summarise our opinion. Conclusion

suggestion 1 & result
Paragraph 3 *

suggestion 2 & result

Useful Language Final Paragraph

To introduce suggestions: To begin/start with, One way to, Another solution would be ..., j summarise opinion

Another way to ... would be ...

To express cause: because of/owing to/due to the fact that, for this reason * The main bOdy can
To express effect: thus, therefore, as a result, consequently, so, as a consequence | consist of more than two

paragraphs depending on
the number of suggestions
you want to make.

To express reality: in fact, as a matter of fact, actually, in practice
To emphasise what you say: obviously, clearly, needless to say, in particular
To conclude: All in all, To sum up, All things considered

2 Read the fdlowing essay and give the topic of each paragraph. Then replace
the underlined words/phrases with other similar ones.

"What can we do to reduce global litter?"

Global litter is an ongoing concern which many nations have to deal with. Fortunately, there are a
number of possible solutions which could lead to a permanent reduction in the waste that has mounted
up in countries around the world.

One way would be to encourage companies to use bio-degradable packaging for their products.
Bio-degradable items decompose naturally and therefore they do not add to the problem of litter.

Another solution would be to save scrap metal in order to put it to further use. As a result, all
discarded metal products such as vehicles, water tanks and machine parts could be melted down and
used to make other products.

The most effective method of reducing litter, however, is to educate people to recycle their
household waste products. In fact, schemes such as paper saving, bottle banks and aluminium can
collections have all been successful in reducing litter in many countries.

All things considered, there are many solutions to the problem of global litter. The sooner these
solutions are put into action, the more significant the reduction in global litter will be.

16
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Unit 12 Providing Solutions to Problems Essays

3 Match each suggegtion with the corregponding result and link

them with an appropriate word/phrase from the list below. More trees

should be planted so
that there is more
oxygen.

thus,therefore,so,asaresult,consequently

L

1 Oneway to solve famine disasters in third-world countries is for the
rest of the world to provide them with the financid aid they need in
order to build extensive irrigation systems.

2 One way to hep reduce pollution in large cities would be to
encourage people to only drive vehicles which run on lead-free fud.

¥ 3 It has been suggested that one way of helping homeless people is for
authorities to accommodate them in low-cogt hostels.

4 Another solution would be for the socid services to pay
unemployment benefit for a limited time only.

5 Oneway for people to use up excess energy is to take up a sport of

Recycling should
be encouraged so that
natural resources, such
as trees, are not

ST More people should
use public transport or
bicycles: then the air in cities)
would be a lot cleaner and
A a They would have a secure base from which to rebuild their lives and less fuel would be
perhaps find jobs. wasted.

b They would be more relaxed and suffer less stress.
¢ They would be able to grow their own crops successfully and increase

can their food supplies.

two d There would be less air pollution due to the reduction in harmful Stricter laws

fon exhaust fumes should be put into

- iad e More people would be encouraged to enter the workforce as soon as | / effect to prevent factories
ible. from polluting the

environment; then both the
air and water would be
cleaner.

4 You beong to an environmental group. Read the fallowing
suggestions, then write an artide in 120-180 words to be used in
the magazine your group is planning to publish. Your article will
beentitled:" Howwecansavetheenvironment.”

Using environmentally
friendly products should be"
encouraged so that we don't
pollute the water or damage
the ozone layer simply by
cleaning the house

Jungles and forests
should be protected or else"
wild animals' natural habitats
will be destroyed and as a
result, some animals may
become extinct.

1




Unit 12 Providing Solutions to Problems Essays

| 5 A weskly nenspaper has asked its readers to suggest ways to

‘ improve the kind of help we give to famine victims. Read the
following letter and fill in the appraopriate linking words, then say
which suggestions have been put forward and what the

‘ results/conseguences of each suggestion would be.

‘ another solutionwouldbe,allinall,duetothe factthat,another way,
furthermore,tobeginwith,thus,inthisway,asaresult

Dear Sir,
: ) s is simply not
t the aid we give to famine victims at the moment Is siMp

surrfiEiE:r:tthTahis is partly 1}9...due to the fact that.. there is notd_epougr:'emg)erggy
available for famine relief, and current supplies of food and medicine {?iate heig
wasted or stolen. Famine victims need permanent solutions as wgll as imme ncerfé
2 " much more money could be raised by holding charity co ¥

l and ‘t')"t.ﬁc.’.‘;mr;éne}-raising events. 3) mtematmnql organisations wou
| receive the money they need to provide emergency famine relief and 4)

sands of lives. _
B tasaveth%? heipingf victims would be for we?fthg cou;)trles to send fogg
""""" dical supplies directly to areas affected by famine. 6).
?n:‘gmmvfng adminr:ilgtmtion and transport, supplies would be certain to reach those
them. _
| Pespe w1 ntif der;iucate farmers in famine areas so that t_hey'could improve
making sure that famine is less likely to

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

their farming techniques, 8)

i uture. _
oc;urmthef ................ it is extremely difficult to solve the problem of

however, the matter is taken seriously and world leaders join together
solutions, the situation can be improved. Yours faithfuly,

Thomas Wilson

famine. If,
to find

6 Read the following essay and fill in the gaps with the appropriate
topic sentences.

A Anadditional techniqueisto usethemovement oftheoceantides
togeneratepower.

B Onealter nativewnhichisal readywidelyusedisnuclear power.

C Allthingsconsider ed, theneedtodevel opalter nativeener gy
sour cesisofvitalimportance.

D Another alter nativesour ceof ener gyissol ar power.

Coal will not lastforever. What alternative sources of energy can we use?

Coal is a "non-renewable" resource. This means that once it has been used up, it is gone
forever. The use of coal is also environmentally harmful. Consequently, the development
of alternative sources of energy is very important.

single power station of this type can satisfy the energy needs of a whole city
and does not pollute the air. Therefore, air quality is improved in countries which use this
technology. However, it does produce radioactive waste which is difficult to dispose of.
2 It is a very low-cost source of energy, therefore more and more countries have
started using the sun's energy to produce electricity.

Incoming and outgoing tides can turn huge pieces of machinery to create electricity.

As a result, the forces of nature are used to provide a clean, renewable source of energy.

ere are some promising techniques already in use, but more research needs
to be done before we can stop being dependent on fossil fuels.

18

A

Your teacher has asked you to
write a composgtion entitled:
Discuss ways to improve the
learning of foreign languages.
Read the suggestions made by
ome students. What results
do you think these would
have? Now writea
composition of 120-180 words
on thetopic.

We could watch more films in the
language we are trying to learn.

We should listen to and Sing songs in the
language.

It would be a good idea to participate in
student exchange programmes or to
organise trips abroad.

We should make more use of
newspapers, magazines and other
authentic reading material such as
brochures and |eeflets.
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UNIT 13 Discursive Essays

cw—

Discussion Clock

Psychological

Personal

Geographical . Scientific

Discursive

Historical essays Artistic
Moral Economic
, . . Educational
B 1 Look at the discussion clock, then listen to two people Political Social
talking about sport and whether it is valuable to our society.
Say which aspects from the discussion clock are discussed.
Discursive essays are formal in style. In this type of essay, the writer focuses on Introduction
various aspects of the topic in turn. Some possible aspects to be considered are *evscesesnsssscnns

set out in the "discussion clock" on this page (moral, political, social, etc.). Each

viewpoint is supported by examples. Opposing viewpoints should be mentioned as

well. These essays do not aim to persuade the reader that the writer's opinion is Main M

the only valid one, but to make him/her consider a current issue from various

angles, allowing him/her to form his/her own opinion or expand on the viewpoints

already mentioned. A good discursive essay should consist of:

a) an introduction in which you state the topic, explaining the current or past
situation;

b) a main body consisting of two or more paragraphs, in each of which a viewpoint
is discussed along with the opposing viewpoint; and n

¢) a conclusion in which you summarise the topic by making a general comment Paragraph 3
about it. Your opinion can also be included.

state the topic
Paragraph 2

first viewpoint & opposing
argument

: . second viewpoint & opposing
Points to consider argument

® When considering a topic, bear in mind the "discussion clock". This will help you
decide on what viewpoints to mention in the essay. Each topic can be seen from
various viewpoints.

® Before writing your discursive essay, decide on the viewpoints you will mention. Keep
in mind that you cannot approach a topic through all the aspects presented in the
discussion clock. The various aspects illustrated are there to help you plan your essay.

® Remember that for each viewpoint you have thought of, there is an opposing
argument. Think of the opposing arguments while planning your essay.

® Join the opposing viewpoints with appropriate linking words such as however, on
the other hand, on the contrary, and contrary to.

@ Avoid using simplistic words. Instead, use more sophisticated vocabulary.

Conclusion

summarise  topic,  making
general  comments,  and/or
giving your opinion

* The main body can consist
of more than two
paragraphs depending on
the number of viewpoints
you want to talk about

Useful Language for Discursive Essays

To bring up other points or aspects: as far as, regarding, as for, with regard to
To make contrasting points: yet, however, nevertheless, although, in spite of,
despite, while, on the other hand, it is argued that, opponents of this view say, there
are people who oppose, contrary to what people believe

To conclude: all in all, to sum up, in my opinion, in my view, to my mind

To express reality: in fact, as a matter of fact, in practice, the fact is

Religious

i




Unit 13 Discursive Essays

2 R i
ead the following essay, divide it into paragraphs and give the
zraragraph plan. Then, underline the words used to introduce opposing
guments and replace them with other synonymous ones. Finally

read it again, and sa i
. y which aspect i i
e aspects of the discusson clock have been

The Role of Marriage in Today’s Society

If there is one thing tha ous cultures have in
common, it is marriage. Beliefs, diet and languages vary greatly, but the desire
people have to share their lives with another seems universal. Why then, is
marriage so popular? Psychologists have said that people have a deep need for
the emotional security which marriage provides. Knowing that one has a partner
in life makes it easier to cope with the problems of daily life. On the other hand,
the fact that many single people are content to live alone suggests that the
semotional need” theory is incomplete. British novelist Fay Weldon once stated,
“Marriage has nothing to do with emotion and everything to do with property.”
According to the supporters of this view, people marry in order to increase their
wealth, either by marrying rich partner or because, as the saying goes, “two can
live as cheaply as one.” It is true that financial considerations are often the
primary reason that pe

ople marry. Yet there are countless examples of people
“marrying for love”, regardless of their mate’s lack of money. All in all, marriage
continues to be extremely popular in many societies.

Most of us have a need for
Jove and support and want to have children at some point in our lives. Fully
understanding the reasons W

hy people marry, though, may be as difficult as

t virtually all the world's vari

understanding the human mind itself.

3 s :
Match each viewpoint with its opposing argument. Can you
i : .
ggest other opposing arguments? Replace the underlined words

with other synonymous ones.

Viewpoints | l

; Opposing Arguments |

From an educational standpoi it is vi

i point, it is vita that b
historical sites be preserved SR theles, Te b ANl
) A ! at

children about their cultural Sr:)etr?titgvt\elecan e different:ices ghghIS rgoral and :ICire):)(:ZSI:a:n:

& ::n:(:)m ta SOC‘T' viewpoint, voluntary services play an anfolfeﬂﬁt' Cer:]ai fysWwhet Gifent=log SR oIA e
ortant role. They help people in rem el
: oteareasor b O
overty-st . X n the other
ngtazceg;ﬂ;e; enreglopj. by offering medical o Y ?;”dr;rz:;“e. educators argue that the
providing food in some cases. : Sl oL B

3 From E 3 improvin Y g (0]

Peopleafrr(;]rzratl,eipo'nt of S\;GN, censorship protects chiFI)drerI1 VQ\]/iIIthb(ien((Zfo!EcmatIOnal DT L ARG

ng exposed to material that It more.

disturb o - may ¢ Opponent

4 From aFOTfer]q _them, S“Ch_ asviolent scenesin films. pr23uced (Sjea?jr A B
scientific standpoint, the development of live ly bombs and has forced people to
nuclear technology has led to significant advances. d YRR

For .e>.<ample, nuclear energy is a clean way of
providing power to our cities.

However, orlle problem with these groups is that in
order t9 exist, they depend entirely on donations
from private individuals.
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R

4 Replace thewords in bald with synonymous words or phrases.

1 Asfar as education is concerned, computers may now have as much to
offer as books.

2 However, children brought up by parents of different nationalities tend to
be bilingud from avery early age.

3 | personally believe that if everyone made a little more effort, we could
successfully save our environment from further destruction.

4 It isoften argued that prison sentences discourage crime, but in practice
imprisonment seems to have little effect on the crime rate.

5 With regard to the health benefits of vegetarianism, there are strong
arguments for both sdes of the subject.

6 Neverthdess, it cannot be denied that there are far more smilarities than
differences between the abilities of boys and girls.

7 Inmy view, children who live in cities should dl be given the opportunity
to experience the pleasures of the countryside.

8 Infact, declining educational standards suggest that television is harmful
to learning, rather than a ussful learning toal.

5 Look at the falowing diagram. What aspects of the discussion
dock have been covered? Now, read the opposing arguments and
match them with the viewpoints mentioned in the diagram. Then,
writeyour essay onthetopic: Theusefulnessof computers.

e-mail and the Internet — enable
Personal — people to keep in touch, make
new acquaintances

Religious Geographical

much of today’s
research in
medicine, physics
etc. impossible

computer -
generated music
and graphics open —— Artistic

Scientific —

”i‘” ?”‘I‘:’:" without
ik computers
Psychological Historical

] l
provide can do the
gasy access work of many
to a wealth Educational Economic — people;

of useful saving time

information and money
i Moral Political
Social

1

2

6 Mark the satements True or
Falsejudifying your answers

Each paragraph should
begin with a topic sentence.

Statistics can be referred to
even if you are not certain of
the source.

When providing solutions to
problems you should not
mention the results of the
solutions suggested.

A discursive essay should be
formd.

Linking words should be used
in dl kinds of argumentative
compositions.

In the concluson of a "for
and agand" essy you
should give either abaanced
consderation of the topic or
your own opinion.

[]
[]

L] []

An informd yle is dways D

used when writing
argumentative compositions.
In a discursve essay you
may discuss one viewpoint
and its opposing argument
in the same paragraph.

Opposng arguments:

keep young people from read-

ing/studying

unemployment increases when

workers are replaced

impersonal contact, confine-

ment to computer screens
computerised art becomes
mechanica and impersond -
thisisn't artigtic

too much money/time spent on

developing computers




Study Che

Describe a visit to a street market where you bought an
unusual object.

What kind of composition is this?

Which techniques are required for this topic?
Which paragraph plan should you follow?

How would you make your composition more
interesting to the reader?

Is there a specific order of adjectives that you
should fdllow in order to describe the object? If
90, lig the order.

| hope Il never see him again." Write a story which begins
or ends with these words.

In order to go back in time, which technique
would you use in your story?

How can events be linked together in a story?
What gyle of language should you use?

Would you include descriptive techniques in
your gory? Why/Why not?

Which paragraph plan would you use in your
story?

On your way home after a football match you witnessed
some hooligans smashing cars which were parked outside

M~ W

What would the topic of each paragraph be?
How can you support the advantages?

Which opening and dosng remarks can you
include in your letter?

"What is the correct way to bring up children?" Write a
composition giving your opinion on this topic.

What kind of composition isthis?

Which techniques can be used to begin and end
your composition?

Which paragraph plan would you use?

Which linking words can be used in this type of
composition?

Isit wrong to include a quotation?

Should you stateyour opinion in theintroduction?

Write a composition outlining the advantages and
disadvantages of buying items from mail order catalogues.

the stadium. Describe what happened.

Does this compostion require narrative and
descriptive techniques?

Which paragraph plan should you follow?

How can the events described be linked together?
Could you include hypotheses and evidence?

Some friends of yours are thinking of moving to your area
but they need some information first. Write a letter describ-
ing your area and pointing out the advantages of living there,

What kind of letter isthis?
What aspects must be included in this letter?

82

What kind of compodtion is this?

What gyle of language should you use?

Isit necessary to make alig of the points for and
agang before writing your composition?

How can each point for or againgt be supported?
Suggest points for or againgt.

Can you end this compodtion by giving a
balanced consderation of the points?

What can be done to reduce the amount of crime in our
society?

B e b e

What kind of compostion is this?

What gyle of language should you use?

What is the paragraph plan that you will follow?
Which linking words will you use to connect
suggestions and results?
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“WN" ]4 News Reporls

B8 1  Read thefollowing table, then listen to the cassette and fill in the missing
information. Listen again, then retell the event in your own words.

1\
|

Time: AtV 1) i
Place: East Bristol

People involved: (6} 114 P
Events: e fire started on the 3) ............ floor of an abandoned 4) ...........
Y T s £ S — spotted flames and
8 i the fire services
¢ firemen foughtthe 1) .....cocovvrveirens
® firemen found a 8) ......ccoueirerens unconscious
®  hig was taKeN 10 9) .....musrmsmssusmsissssssmsssssssssiasss Hospital
Cause(s): 1) S
Consequence(s): T G T the house
Comments: “I've never seen a fire like this. The man’s just
12) ooereereirnnans to be alive.”
Action taken: the house Will be 13) ..cvcceenvsrsisssssressssreesnns next month

Introduction

R R R N N N R RN RN

Paragraph t

® A news report describes a particular event or topic which is of interest to the
public. It is always written in a formal impersonal style and gives accurate facts
only, not chatty descriptions. A good news report should consist of:

a) ashort eye-catching headline which introduces the subject of the report;

b) an introduction which summarises the event giving information about the
time, place and the people involved;

c) amain body consisting of two or more paragraphs in which the event is Main 504’
developed in detail. Information about the cause(s) and result(s) of the
incident should also be included; and

d) a conclusion in which action to be taken or people's comments on the event

summary of the event — time,
place, people involved

(IR R R N R RN NN R NN

Paragraphs 2, 3, ¢

are given. description Of the main events
. o ] . and people involved — give
Such pieces of writing can be found in newspapers, magazines and newsletters. '
i 4 e detailed facts
Points to consider !
Conclusion
@ Give all necessary information accurately and in detail. TEY e bt UL 2l 5
* Do not write about your feelings or your point of view concerning the incidents. = Final Par agraph
® Use passive voice and direct/reported speech to include people's comments and .
make the news report more interesting. . comments; reference to future

. developments




Unit 14 News Reports

2 Read the news report beow and write down the topic of each
paragraph, then underline all the words related to a car crash.

| — - — i L —

~ Two seriously injured in car crash gk
== . o : = 34 /
/ Two people were seriously injured in a collision at the junction of ~RECSESEE.
JMHI Road and Wrights Lane, Westbridge, early yesterday moming. gy esfg=-

Jackie Hill, 22, was driving a yellow Nissan Cherry when she

—— approached the junction and crashed into a delivery van coming out of
@ Wrights Lane. A local resident who witnessed the accident said that it

was obvious that Mrs Hill had not seen the stop sign at the junction as
e she had not even slowed down.

A Mrs Hill was on her way home from her job as a night nurse
~—_ whenthe accident happened. She is said to be in a serious but stable
condition at St Michael's Hospital. The driver of the van, William

Stephens, 27, is being treated for head and back injuries.
A neighbourhood association spokesman commented later: @
b "This is the fourth accident to happen at the crossroads in the past =
e TR month. We have been lobbying for a set of traffic lights there for months,
| butso far nothing has happened." According to city councillor David
‘Wilkins, plans are being made to put up traffic lights at the junction in
the near future. Lo 7 -

Il Tl ol st A, (e

Headlines are an important feature of news reports. They should

both catch the reader's attention and inform the reader about the subject
of the report. Since headlines must be short, words such as articles, parts
of tenses, etc. are omitted. For example, instead of writing SOME
ILLEGAL WEAPONS WERE FOUND IN AN ABANDONED FACTORY, the
headline would read: ILLEGAL WEAPONS FOUND IN ABANDONED
FACTORY.

3 Write headlines for the following opening sentences of news
reports. What do you think the reports go on to say?

1 A bridge collapsed last Monday as a result of an earthquake which hit
Southern Cdifornia

2 Last night's blackout has been traced to a mistake made by an employee
a Peterville's central power plant. Engineer Harold Petty, 27, admitted
having pushed the wrong button on a control panel.

3 Medicd researchers in Britain say they may have found a cure for the
common cold. In aseries of controlled tests a combingtion of certain vitamins
has been found to reduce symptoms dramatically.

4 1t was announced yesterday that the planned motorway extension outside
Peterfield will go ahead despite protests from environmental groups.

5 Two brothers who had gone missing three days before were found last
night by a farmer, David Jones. They had been hiding in an abandoned
barn on his property.

84




Unit 14 News Reports

The style in which news reports are written differs in a number of |
ways from the style used in narratives (stories). A narrative is
normally written in an informal, chatty style and calls for detailed |
descriptions, including the characters' feelings and sensations.
Descriptive techniques can be employed to make the story more
vivid. You can begin or end a narrative: I
a) by describing weather, surroundings, people, etc. using the
senses; )
b) by using direct speech; }
¢) by addressing the reader (usually asking a question);

d) with a dramatic sentence creating mystery or suspense; or )
e) by referring to your feelings or moods. T
A news report is normally written in a formal style and deals only f
with detailed accurate facts. The writer's feelings are not mentioned. l
A news report starts with a summary of the event which is then
developed in detail. To end a news report, we can mention people's
comments using direct speech.

4 Match the beginnings with the endings, then decide which belong
to news reports and which to stories, justifying your answers.

|BEGINNINGS...

1

A hurricane hit northern Scotland yesterday morning, causing thousands of pounds
worth of damage to buildings and littering the area with debris.

Underground workers remained on strike yesterday as negotiations with transport
bosses broke down for the third time in two months.

2

3 ‘I don't know what we're going to do!" Cathy cried as she watched their boat drift
further and further away. “Do you think anyone will find us?"

e ENDINGS

i i they suddenly heard the distant sound
i e e fire and ran towards the

As they sat by the fire, _
! ofa mztor. ng jumped up, took a lighted branch from th

beach. Help had come at last!

B “This is one of the worst natural disasters to hit the area for a long time,” said the
mayor of Thurso, one of the worst hit towns. Clean-up operations are already under
way in an attempt to reduce the disruption caused by the damage.

C Transport authorities announced

that they wo i I
transport for commuters, but lon Y Would be providing alternative means of

g delays are expected at peak hours today.

5 Rewrite the fdlowing
sentences in the passive.

1 Police finally caught convicted arsonist
Thomas Wells early last Sunday
morning. Prison guards found that
Wells had escaped ten days earlier.
Investigators believe that he has set
two warehouses on fire since his
escape.

«« providing temporary
is pr : E}ewton diter
amaged hundreds Ol{
of the shelters is
of Holbrook, and
the residents to
Council rebuilds

9 The Couni
housing for cilizens ©
Tuesday's flood d
homes. The location
the nearby fown
authorities will allow

stay in them until the
their homes.

3 late Monday morning the police
arrested two men who were selling
stolen car stereo systems to
unsuspecting customers. They seized
all the stolen goods and are holding
the men in custody.

T B R
3 i T
A y i
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Unit 14 News Reports

| heard the roar of the
ter dripping down my DaCH, <
:;11 pudinfrz. On this slow motion journey, | began
i is was.
same time strange, all this w:

This time the faces weren't my manage
nurses; the flashing wasn
the swimming pool but b
towards the waiting ambulance.

Strangely enough,
when the doctor told .
do you mean? \What are you rying 10 tell
exactly what he meant. My
courage to tell me C
determined to prove him wmng. Andsols

i n
odds, learning how 10 swim again Wi ;
and with myself when my body said | couldn't.

When | received the medal, | heard a Vi
suppose you don't remem

6 Read the following models, then decide which is a narrative and

which is a news report, justifying your answers. Who was each
model written by? Which person is each model written in? Give

the paragraph plan, and suggest a headline/title for each model.

licking of cameras, felt
crowd, saw the constant flashing and clicking it

in turned around and push
pack, and then | was be“:t?tnldng about how familiar, and at the

¢'s of trainer's - they were ambulancemen and

i m
't cameras but police car lights; the liquid dripping was not fro

1ood from my own 1egs, and | was being carried on @ stretcher

the worst moment wasn't the car accident litsa!f. :‘:;r 1t1hrt?1 rzm‘?\’h‘?ll;
p ing very much swimming in ;
e ?ne?{'yl yelled, knowing from his gxpression

: the
resentment against that doctor — aman who didn't have

h that | was
im or walk again — was Suc
prdesh g mmrp::t the next five years struggling against the

with just my arms, fighting with those who said | couldn’t

'd broken my own record.
¥ d Championship, and I'd ;
e = oice from behind saying, Congratulations! |

ber me. | was your doctor about five years ago.

And now |'d done

7 Put the words listed below under

the appropriate headline. Can

you think of other related words?

Now write a short news report

about each one of the events.
gun, security guard, flashing lights,
country lane, silver spacecraft, hover
above, cashier, staff, threaten to shoot,

activate the alarm, strange whirring
sound

BANK ROBBED
_OF MILLIONS

nwii
UFO SIGHTED

N —

8 Choose any two of the topics
below and write in the
appropriate style using
120 - 180 words.

1 You work for a newspaper as
a reporter. Write a news
report about a missing child
who was safely returned
home. Now write the same
topic as a narrative.

2 You work for a shipping
newspaper. Write a news
report about a ship that sank
recently.

3 You have been asked to write
a report on a car crash which
cost the driver his life.

/{/’,
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UNIT 15 Assessing Good and Bad Points

B3 1 A young couple hasjust returned from a package holiday and their travel
agent has asked them to complete a questionnaire about the hotel they sayed

at. Read the following questionnaire, then listen to the cassette and tick the
appropriate boxes. Listen again and fill in the comments the couple made.

Assessment of Ceatiew Hotel Guest(s) M Me Dunmmond
Please tick (¢)the appropriate box.

Excellent Good Average Poor

X 8% 9% g% ¢ X g% g% ¢ % g% ¢ b+ ¢
Location - - - -
71017728 7 J—— shops on main road, a bit ...
Facllities s [] ] ]
WO osssvsissn. SWINIHING POO, 1O BArS OF imssssirins
PR [ ] [] ] []
comfortable beds, big sitting area, big wmmmmmmn
Service s (] - -
POOM SEIVICE: wwmmmmmmsessmmsmssmanns + TECEPEION ANA  FEGLAUPANE: oo
Food [] L] ] (]
boring menu, food often ... and badly cooked
General Comments: riot class, for holiday-makers, good ... for money

should consist of:

a) an introduction in which you state the purpose and content of your report;

b) a main body in which all information concerning the topic is presented in detail
under sub-headings; and

c) afinal paragraph which summarises the information mentioned in the main body,

and states your opinion/recommendation.

Points to consider

Before starting to write your report, think of who you are supposed to be according to the topic
and who the report is addressed to. This will help you decide on the style ofthe report.

Decide on the heading of the report, then carefully plan the information you will
include. Decide on what you will write about, giving sub-headings, and think of what
specific information you will include in each section.

Use linking words to join your ideas. If you feel there are negative aspects to be
mentioned, present them under the relevant sub-headings, as well as the positive
aspects. Join the positive and negative comments using appropriate words (however,
nevertheless, on the other hand, in contrast, etc).

Present tenses are normally used in this kind of report. However, past tenses are used for
reports related to past events, e.g. areportaboutarestaurant.

Useful language

To introduce: As requested, The purpose/aim of this report is to ..., etc.

To make contrasting points: However, Although, Despite, But, While, Even though, etc.
To express the difference between appearance and reality: It may seem, On the
surface, Apparently, etc.

To conclude/summarise: On the whole, In conclusion, To conclude, To sum up, etc.

introduction

date the purpose and content
of your report

Main  Body
summarise each point

under suitable sub-headings,
giving both postive

and negative points (if any)

I E R RN N RN RN

Conclusion
general assessment and/or
recommendation

il



Unit 15 Assessing Good and Bad Points

2

You have been asked to visit a place with a view to using it for

rec;ptlons, and to wri!:e a report about it. Read the model report
and answer the following questions: a) What information is gi
about the location, services and security? b) Is Oakles gg::
:'Fcommended or not? ¢) What tenses have been used? F inyall

ist the good and bad points in the table below, §

To: Mrs Rollins, Foreign Affairs Officer
From: David Stern, Administrative Assistant
Subject;  Oakley Hall

Introduction
The purpose of this report is 0 assess the suitability of Oakley Hall for hosting
formal receptions in honour of visiting foreign officials.

Location and Features

Oakley Hall is located on King Street, only three kilometres from the Embassy.
The two-acre grounds are well-kept and attractive. The three-storey building
consists of a large reception hall on the second floor and a smaller function room
on the first floor. The larger hall can accommodate 300 people, while the smaller
hall on the first floor can accommodate 150. Although there is a garden behind
the building, outdoor receptions are not available.

services
Oakley Hall has a staff of 100 and offers a wide range of services. The kitchen serves international cuisine and the bar includes a
wide variety of wines. Waiting staff, bartenders and parking attendants are also available for receptions; please note that an extra

fee will be charged for these services.

Security

Oakley Hall is surrounded by a high wrought-iron fence and all
positioned at the main and rear gates. The car park, located outside the gates, is also guarded. Althoug
the area along the fence must also be patrolled to prevent trespassers from entering the grounds.

entrances are observed by security cameras. There are guards
h this may seem adequate,

Recommendations
In conclusion, it is recommended that Oakley Hall be used for our receptions. It satisfies all our requirements and as far as security

measures are concerned, they can easily be improved to suit our needs.

3  Join the sentences with

appropriate linking words.

| | Bad Points l 1 The amusement park has several
exciting rides which are included in
the entrance fee. Some are not
suitable for young children or the
elderly.

2 There is a wide variety of shops in
the airport terminal. They tend to
charge extremely high prices.

3 The food served at the restaurant is
healthy and reasonably priced. It
can taste rather bland at times.

4 Classes at the language school are
small and well taught. Many students
feel that they are not given enough

individual attention.



Unit 15 Assessing Good and Bad points

- w3 XV

4 As head of a department you have been asked by the company
manager to comment on an employee' sperformanceasheisbeing
consideredfor promotion. Look at your draft notes and fill in the
appropriate linking words from the lists. Then, usng your notes,
writeyour report.

To: Michael Adams, Manager
From: John McDonald, Department Head
Subject:  Work performance of Peter Thompson

Introduction

The purpose of this report is to assess the
work performance of Peter Thompson, who is
currently being considered for promotion.

a) also - although - however Customer Relations

> usudly polite and cheerful; has rarely
b%,] the ajb]&t 0/ CUStomer COmplaIntS .......................................................

0o , helpful and sociable; has a good
approach when dealing with customers
> tha-e have’ ..................... , b%,] tl m% .......................................................

when he has been rather aggressive,
................... this is not his usual manner e

b) in addition to - on the other hand - as well Staff Relations

¢ he has recently been assisting with the

training O/ new personnel; has been the

staff represq]tative ____________ , 0 he KNOWS oo

how to deal with difficulties
g being highly Motivated, e oot

aso motivates other employees .......................................................
e , he can be stubborn and will stop

at nothi ng to persuade others he is right .......................................................
» he is respected and popular with the

staff; works well with other people

¢) but also - not only - to sum up Condusion

agement team; he ... ... | KNOWS s snmiai i
dl leves Of DUSINESS, ... e e
rdates wdl to other staff members
O , he is an excdlent .
candidate for promotion

5 Read the following report and
divideit into suitable paragraphs.
What sub-headings could you use
for each paragraph? How does
this report finisn?

To Jane Hickson, Editor,

New Gour met magazine
From:  James Ritchie, Stf Reporter
Subject: Balley's Restaurant,

18 Spring Street

As requested, this is my assessment
report on Balley's Restaurant, where a
friend and | had dinner on Saturday
night. The restaurant occupies the
ground floor of a beautiful Regency
terraced house. With a seeting capacity
of 70 people, it has deep carpets, oft
lighting from wall-mounted lamps, and
rich oak panelling on the wdls. The
effect is both luxurious and welcoming.
The menu offers traditional British
cooking, as wdl as a few French and
Italian dishes. | chose roast beef as a
man course, and my companion hed
lamb. Although the food was wdll
cooked and attractively presented, | felt
the choice of starters and desserts was
vey limited. Despite the fect that the
restaurant was completely full on
Saturday, the service was reasonably
quick. The waiters and waitresses were
dl polite and efficient. The hill, for a
three-course med for two people, with
a bottle of wine, was £85. There are
severd dishes on the menu which are
far more expensve than the ones we
chose, and these prices are rather high
for the qudity of food served. To sum
up, Bailey's Restaurant has an attractive
decor and a pleasant atmosphere, as
well as good food and service. However,
the menu is limited and on the whole
our dinner was certainly overpriced.
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g The v.ay
r, makes it easy to fmd what you want.

,: ~"a mea couter, a W a E‘ Thhey have thousands ar;a; T
counter and thigs like that — -'.j._ ousands of different products

VEd

0 you_can get everyhing you need

6 Asawriter for a consumer advice magazine, you have been asked to
write an assessment report on a local supermarket which is part of
alarge national chain.

i) Read the following comments which customers have made
about the supermarket and use them to complete the table below.

-~ 1-'_'- »
T <N < &

3 3 chaa 9?
ey @iiu

rhey ve armnged rhe shelves

m(m!, buying #: quite @ long way
W town centre, and it's har

%0

i) Choose three of the following headings to include in your report.

+ Décor, atmosphere ¢ Prices
* Variety of products + Comfort
* Facilities for children ¢ Conveniene

iii) Now write your report in a
forma style. Remember to
include an introduction,
conclusion, and linking
words.

Gothrough the following topics
and decide on appropriate
headings and subheadings,
then give the paragraph plan
for each. Finally, write any two
of them using 120-180 words.

1 You areworking for atrave
agency and have been asked
to vigt the Hotel Beluncia
to decide if it is appropriate
for family holidays. Write a
report for the company.

2 Thekindergarten school you

work for has asked you to
vist a local leisure centre
with a view to taking the
children there for the day.
Write areport for the school.

3 You are a teacher and you
spent three weeks lagt
summer accompanying
students from your school on
a language course at a
British college. The Dean of
the college has asked you to
write a report assessing the
course and the facilities on
campus. Write a report for
the college.

-
.f
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UNIT 16 Suvey Reports

[+« |

Listen to these two people talking about a survey and fill in the
missing percentages. What are they talking about?

..... T

----------

------------

Magazines  Novels Newspapers Non-Fiction Comics

A survey report is normally a formal piece of writing based on research. It may be less

formal depending who it is addressed to, e.g. a friend. A good survey report should

consist of:

a) an introduction in which you state the purpose and content of your report;

b) a main body in which all information collected on the topic is presented in detail.
You can use sub-headings, numbers or letters to separate each piece of information; and

c) aconclusion in which you summarise all points mentioned before. Your

recommendation or suggestion(s) can be included as well.

Points to consider

Before starting your report, consider who you are supposed to be, according to the topic,
and who the report is addressed to. This will help you decide on the style of the report. e.qg.
Youworkforatravelagency.Yourbosshasaskedyoutowrite areport... Thismeansyouare
an employee in atravel agency and that your report will be addressed to your boss;
therefore it should be formal in style.

Decide on the main heading of the report, then carefully plan the information you will
include in your report and divide it into sub-headings.

Present tenses should be used in survey reports to introduce generalisations. Use a
variety of reporting verbs such as: state, report, agree, claim, complain, etc., to
introduce reported speech.

Use expressions such as: one in five, seven out of ten, thirty per cent of the people
questioned, the majority of those questioned, a large proportion of, a minority of, etc.
to report the results of the survey.

Facts may be supported by generalisations. e.g. Fifty-five per cent ofyoung people go
to the cinema at least twice a month. (fact) This indicates that the cinema is still quite a
popular form of entertainmentamong young people. (generalisation)

Useful Language for Survey Reports

To introduce: The purpose/aim of this report, As requested, This survey was carried out
To generalise: In general, Generally, On the whole

To introduce other people's opinions: Many people consider, Some people
argue/believe/ claim

To conclude/summarise: In conclusion, All things considered, To sum up, All in all

Introduction

state purpose and content of
your report

Development

(F R RN N R R RN NN NN

summarise your information
under suitable sub-headings

Conclusion

L B AN BN E AN ENRENSENSE]

end with a general conclusion
and, if necessary, make
recommendationsorsuggestions
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Unit 16 Survey Reports

2 Read the folowing report and write doan the topic of each para
graph. Is the style formal or less formal? What questions do you
think were asked in the survey?

To:  JamesLawton, Council Representative
From: JaneSgmund
Subject: Publicsatisfactionwithlocal underground
railwaysystem
Purpose
The am of this report isto andyse the results of a survey
in which 500 residents were questioned about the loca
underground raillway sysem and whether or not they
were sdtidfied with it.
Convenience .
s ~ Many people do not find the system convenient. This is 3 I|_ocia3<e Zick Ua;eﬂ':ﬁedg(%oﬁg
) illustrated by the fact that more than fifty per cent helow to S e e
complained that stations are too far from their homes about the results of the survey
[ S— and that there are not enough trains. There were dso regarding young  people's
complaints that the sysem can only be used to reach a reading preferences
few areas of the city, forcing many customers to use other
means of public transport to complete their journeys. minority, a small number, a
reasonablenumber, majority, per
i _ [ cent, byfar thelargest, twoin
f [~ Seventy per cent of those questioned hed no complaints four
) about the cost of the service. This shows that the maority
) of passengers consider the cost reasonable, and that a 1 Sightly morethan. ...
Ly dlight increase would be considered acceptable. of those surveyed prefer reading
magazines.
Comfort 2 A of young people
. A large number of peopleyvho partwmgtgd inthe vy surveyed read comics in their free
. Stated that they fdt the trains are insufficiently heated in time.
cold westher. Therewere also comments on the hardness 3 of young people
\, of the sests and that trains are not aways as clean asthey choose to read non-fiction.
T—— might be. This indicates that passengers are not entirely ) e of those
sdidfied as far as comfort is concerned. surveyed read fiction.
Recommendation 5 Only eight..................... of the
T Al points considered, some improvements evidently people surveyed prefer 1o reed
| need to be made if passengers are to be stisfied with the norfiction.
service. Perhaps adight increase in the fare would make 6 The. ... of the yarg
R it possible for the service to be improved in the areas people surveyed read magazines
mentioned in this report. A number of
those surveyed read magazines.

92 -~



Unit 16 Survey Reports

Survey reports include facts and generalisations.

Facts can be presented in the form of percentages (ten per cent, two
in ten, three out of ten, etc) or proportions (the majority/minority, a
significant number, a large/the largest proportion, by far, a small
number,etc.)

Generalisations are statements which help clarify the facts. They can
either precede or come after facts. Depending on this position, facts
and generalisations can be linked by using verbs either in their active
or passive form, as shown in the examples:e.g. Only twenty per cent
of students take post-graduate courses. This Indicates/illustrates/
implies/shows that most students prefer to pursue a career rather
than to continue their studies. or Most students prefer to pursue a
careerratherthan continue theirstudies. Thisis indicated/illustrated/
implied/shown by the fact that only twenty per cent take postgraduate
courses.

4 Read the extracts and decide which sentences present facts and
which present generalisations. Then link them using one of the ways
mentioned above.

P

1 Fifty-eight per cent of those who go on tropical
holidays are high-earning professionals. They
are able to spend more on their holidays than
the average person.

LA R A R E AN AR AN AR E R RN R NN NN

2 Young people enjoy holidays which involve "
outdoor activities. A significant number of & vy
students spend their money on adventure
holidays.

(AR R R R N R R N R A R R R RN N R N R N N R R R R NN

3 Two in three families with young children
take package holidays. Parents like to take
advantage of the fact that they do not have
to organise their holidays themselves.

LA A R RN NN R ERBEE AN RN ERSEEENENRENNERNHNHN]

Read the following sentences

which talk about eating out.
Which bdongtoaformal report?

Fifteen per cent of those
urveyed stated that they did
not mind how much they
spent on agood medl out.
Lots of young people go to
fast food places because the
atmosphere's livdy and they
can meet their friends there.
Nearly hdf of those
questioned sad they ate a
Indian restaurants because it
is a convenient aternative to
cooking at home,

It's great to be waited on hand
and foot — the waiters treat
you like aking.

The mgority of those surveyed
chose to eat fagt food because
of the wide variety of food to
choose from.

The curries are excdlent —
the whole family enjoys
having amed there.

Fill in the diagram with

information from Ex. 5, then,
using your notes write a report
in a formal gyle Use your oan
ideasaswdll.

\

- S e 1 AETCNT ey

le / Indian \‘\ / classy restaurants \\
4 Older people like to go on holidays By = \ restaurants J )
that are quiet and relaxing. Sixty-three - === N\ / /
e ) \ =
per cent of holiday-makers who go on - \HE___ ~ o E__J#/-/
cruises are over the age of fifty.
1e (AE R R RN E RN RN ENERNNENNENNENEENNERNERNEN]
id
5 A small proportion of people prefer
ag . camping holidays. Few people wish i ~
to spend their holidays without basic
’ e / fast food restaurants
Of (A A RN RN EENERE RS RS RN RN NN NN NN ] :I
F /ll
- . ""'-’-‘_J’M- \". //
i - S
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7 Reed the falowing report and fill in suitable headings. What style
isit written in?

From: Carol Sullivan
To: Paul Barnes
Subject: Children’s Toys

The aim of this report is to outline the results of a survey which was carried
out to assess the popularity of the various types of toys sold at Toy City. Five
hundred children aged between five and fourteen were questioned.

Currently only twenty per cent of stock consists of computer and electronic
games; however, the survey indicated that these were by far the most

popular purchases. This is shown by the fact that over forty per cent of those ' |F ¢

questioned were buying such items. “‘{W r_‘r\m s 7
-...,u-...uu...“.‘--“u‘.,.u.-......-......-............. Al \ | b
Traditional toys aimed specifically at boys or girls make up fity per cent of _ N '- "‘ _ N '
stock at the moment, but our survey suggests a fairly significant decrease in

the popularity of such toys. This is demonstrated by the fact that only thirty

per cent of those surveyed were buying these kinds of toys.

A further thirty per cent of those surveyed we

re purchasing miscellaneous items
m board games to rubber snakes. The fact that such toys constitute

ranging fro
approximately thirty per cent of stock suggests that there has been little change
in their popularity. 9 Write one of the topics bdow in
............................................................... the ro I’I 9
To sum up, it seems that the most popular items in Toy City are computer 120 162())}0 priateSstylesusng
and electronic games. For this reason, it is suggested that we increase our words.
stock of these games while reducing the percentage of traditional toys 1 Your teacher h
aimed specifically at boys or girls. eacher has asked you
| to conduct a survey into the
- . reasonswiy people decideto r

learn a foreign language. /

8 Your pen-friendhasaskedyoutowriteareportabout howyoungpeople Write a report andysing the

inyour country entertainthemselves. Read thereport and punctuate results of the survey. ‘
it. Isit formal or less formal? Intowhich sections can it be divided? 2 You work for a fitness
in my country.young people have various options for entertaining themsaves (r:noig(;jazgleedwhm % .reoently
dgrlng the holidays and at weekends many young people relax with friends or l|J ' ;SJN?] oS
might even go window-shopping on cold days they usualy go to the cinemaor Efo x an'Fy vgnous i
day a home watching tv sports are popular footbal and swimming for m@(grase. e 2 e
example are widdy enjoyed as most districts have excdlent facilities with yang e Ty o
reduced rqt&s for students evenings out are often spent at a bar most young 3 ?(Jrvey. :
peopl_e enjoy playing a game of darts and chatting with their friends . pe-wmend hes e
oocasgnally they vist anight club or disco attending arock concert is another e tovyrlteash.ort repon I
favourite outing some young people are dso keen on the arts and take N ealrlg e o Yo
fgrvszgf;e :11; ;:ﬁr; and dance performmc&s sincethereis a great variety of :O:g Eldee :: r)]/ic;urr corl:n;[ry t.o
_ ent to choose from it seems that everyone decides to A epo g
enjoy themselves the way they find suits them the most muergee:tf Wr:;earqoort
94 riend.

N ™
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UNIJ 17 Reporting Experiences

—

B8 1 Youare going to hear a student giving a talk to his language school class
about atrip he recently took. First read the table bdlow, then listen to the
cassette and tick the appropriate boxes.

1 The trip took place at:

the end of summer [ ] thebeginningofautumn [ | Christmas [ |
2 The reason for the trip was:

to have an unusualholiday [ | toattend aconference [ | tostudy [ |
3 The student went to:

Brazl [ ] india ] Egypt [ ]
4 What did the student do each day?

Day One: boat trip - desert trip (1 visitto museum

DoyTwo: tourofcty | | visttoGreatPyramid [ | busride

Day Three: sightseeing || relaxation at lake L] taintip

DayFour shopping | visitto traditional market ||  visit to museum

Day Five: visit to museuml__| visit to palace ] day trip to Luxor ]
5 The student feels that the trip was:

a great experience [ | only worthwhile for someone with a special interest [ |
too boring b

When you are asked to report experiences, you normally write in an informal style.

Such reports should consist of:

a) an introduction in which you state the topic of your report, giving information
about the event, date and people involved;

b) a main body in which all information (events) is presented in chronological
order in various sections (these sections can be indicated by using
subheadings); and

¢) aconclusion in which you summarise your points and refer to your feelings,
moods or consequences.

This kind of writing can be found in newspapers or magazines in article form, or

as part of a letter to a friend.

Points to consider

® Before starting your report, think of who you are supposed to be and who the
report is addressed to. This will help you decide on the style of the report.

® Decide on the events you will include in your report and divide them into
paragraphs under suitable sub-headings. Alternatively, you can use numbers or
letters.

® Join your sentences using appropriate linking words or time expressions.

® Pasttenses are used in reports of this kind.

I ntroduction

state topic and set the scene
(what-when-where-who-why)

Main Body

(A AN RN AN ERNENNENRNN]

information in chronological
order under suitable
subheadings

Conclusion

summarise points, refer to
feelings/moods/consequences

%



Unit 17 Reporting Experiences

2  Themodel below isbased on the topic " You went to England during
thesummer for a short language cour se. Whenyou returned toyour

local
exper
down

language school, you were asked to write a report on your
iencesfor the school newdletter." Read the modd and write
the topic of each paragraph. Is it forma or informal?

Underline the time words used. What tenses have been used? Why?

f |

\.______//
— s
________._/-'/

)

_In July, | went to England for a three-week language course at

Wellington College, Crowthorne. There were fifty students on the
2 course, from more than a dozen different countries.

Arrival

Two teachers met me when | arrived at Heathrow, and they introduced
. me to some of the other students. Then we went to the school by
) coach, and unpacked in our dormitories — big raoms with beds for six
students. After that we went to the dining hall for our first English meal,
which was fish and chips.
The School Days
The next day we had three hours of English lessons, and after lunch we
went riding. | had never been on a horse before, but it was great! That
) evening | watched TV while some of the other students played table

tennis or listened to music. Most days followed this pattern, although |
also tried canoeing as well as playing tennis and football,
Excursions
At the end of the first week, we went to Howlett’s Zoo. The zoo-keeper
let us feed the gorillas, but some of the students were too scared to go
) near them! We went on excursions to Daver and Margate, too, and on
the last weekend we went up to London where we went sightseeing and

bought presents for our friends and family.
Farewell
On the last evening of the course, we had a disca, One of the teachers
was the DJ, so he played all the songs we liked. The next morning | said
goodbye to all my new friends, and went home. | had a wonderful time,
and | want to go back next year. | think my English has improved, too!

et
i

(3, T .
!-K-ll d

2
WELLIMATON COLLEGE

WELLINGTON COLLEGE
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WELLINGTON COLLEGE

WELLINGTON COLLEGE

when we had our first committee meeting for last years concert shortly after easter we decided
to stage our performance on june 9th the last friday before the end of term each committee
member was assigned a particular vask for example | was in charge of the singers

first of all we put up posters inviting anyone who could sing dance or play an instrument to come
to auditions each person gave a short performance and then we chose the best students from

al of those we saw

most of the soloiste wanted to practise at home so they didn't come to rehearsals until the

last week we had a choir though and | met them for rehearsals two evenings a week the dancers \

and the orchestra needed rehearsals too which made it difficult to arrange times when the school
hall wasn't being used

a week before the show we started testing the microphones lights and so on there were a lot
of technical problems with these and we couldn't practise while they were being repaired we also
had problems with costumes for the show because they weren't ready in time and some were the

wrong size

finally june 9th arrived and everyone was very nervous the performance went very well however and
the audience enjoyed it enormously

fine and a lot of fun for everybody good luck to you for this years show
s — W gy

looking back it's obvious we should have started sooner but on the whole the performance was‘j

\

f
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4 You went to Toronto for five days to attend your sister’s
wedding. Look at the extracts from the diary you kept during
your trip there and match them with the headings. Then write

your report on the trip. LSl o Sightseeing
' i & " (38 o Time to leave

Headings

e Shopping
Downtown

Monday ]o June | Tyesday 11 Juns m
Arrived at Toronto's Went shoppin at the Eﬂiﬂ. v
Fearson Airport, Terminal 3 Centre (huge o9 m@u;:afi; S Write either of the following
- very modern building; ’ found 2 nlcle §eddmg. Feiborts fi (i uppiogking
parents met me there t Bronads X style using 120-180 words.

; took me to hotel (by taxi)
Thursday 13 Juze 1 You recently took part in

— une Sighteeeing In Toronto: bought your cc.)untry’s Naticmali

] some fresh fruit at the old &t. Athletics Championship and

M Lawrence Market; went up the have been asked to write a

W’Wg incredbly bigh CN Tower for lunch; short report about the

ﬁwof% saw an old fary-tale castle experience for your sports

w called Casa Loma; danced at 2 club’s newsletter.

‘; club called REM at night. Fun day!
| P 2 You spent three weeks at
2 Friday 14 Disneyland Paris
[une representing your country at
Time to pack ang fly home: an international students’
% meeting on peace. Write a
e T report to your teacher
y =y T describing your stay there.
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UNIT 18 Aticles

ACTORY SHUT-DOWN

B 1 Ligentothe beginning of these articles and match them with the
headlines. Which articles are formal and which are informa? What

techniques would you use to write them?

Articles are written to give information (e.g. news reports) or express

opinions (e.g. argumentative articles). They can be either formal or

informal depending on the audience they are addressed to and the

topic they deal with. A good article consists of:

a) an eye-catching headline which suggests the topic of the article
that follows;

b) an interesting introduction;

c) amain body consisting of two or more paragraphs in which the
topic is presented in detail; and -

d) aconclusion which gives an appropriate ending to the article.

Such pieces of writing can be found in newspapers, magazines or

newsletters.

Points to consider

Decide on the style of the article before you start writing.

Always think of a short, clear, appropriate headline which attracts
the reader's interest.

Each paragraph should deal with one aspect of the topic. You can
use linking ideas or time expressions to join your ideas or introduce
paragraphs.

Avoid using simplistic adjectives (good, nice, bad, etc). Always try to
use more sophisticated vocabulary instead. (splendid, gorgeous,
awful, etc)

Address the reader in the second person (you) if the topic of the
article and the style you have adopted permits this.

Descriptive, narrative and argumentative techniques - as presented
in previous units (units 1, 2, 4, 6, 10, 11, 12, 13) - can be applied
when writing articles.

2 Match these headlines with the
topics bdow. There are two
headlinesfor each topic. Which
arethe mog successful? Why?

Exams not necessary
Tahiti: Holidaymaker's paradise
The ferry ran onto FackS

Exams to be banned?
Go to Tahiti for your holidays

Storm forces ferry onto rocks

You are areporter for anewspaper.
Write an article about a ferry boat
which ran aground in rough sess.

Y our school magazine has asked its
readers to give their opinions on
whether exams are ussful asameans
of testing students knowledge.
Writeyour article.

You are a reporter for a weskly
magazine. Write an article
describing apopular holiday resort.

%



Unit 18 Articles

4 Look at the following
headlines and expand them
into proper sentences.

How to Write Headlines for News Articles

A headline is a short, clear summary of the information presented in a
newspaper article. To write headlines correctly, certain rules must be
followed.
a) use the present simple tense to describe events which have occurred |
very recently. Earthquake hits L.A., for example, means the earthquake i 1 Queen’s lost lewels found
has just happened, probably in the last twenty-four hours;
b) omit the verb "be" when using the passive voice to describe a past
event. Write: President defeated or Lost boy found not: President was S
defeated or Lost boy was found; 2 Collision kills five
c) write "to be + past participle” when using the passive voice to describe
a future event, as in: Hospital to be opened by Queen (= A hospital is
oing to be opened by the Queen.) When using the active voice to
?jescgribe afutu?e event,),write the full )infinitive (to t?e) only, as in Queen 3 Manchester wins cup
to open hospital (= The Queen is going to open a hospital);
d) omit articles (a, an, the) as in Child trapped in rubble (= A child was
trapped in rubble); . 4 Explosion destroys factory

€) put nouns one after the other as in London factory explosion injures 27
(which means that an explosion in a factory located in London resulted
in twenty-seven people being injured,;

f) avoid using prepositions (words like under, over, across, through). 5 Pr'nce to wed
Write: Unidentified virus spreads rather than An unidentified virus has
spread across the country); and

g) use abbreviations like US, UN, NATO. Write: UFO sighted not: An 6 Dustmen’s strike over
unidentified flying object was seen.

3 Try to rewrite the following sentences into headlines, applying the 7 Election called by PM
theory above.

1 The prisoners protest at the Tryal jail has ended. g 7.5 quake kills 5000

2 Banks are planning to introduce security cameras at cashpoint machines.

3 A tanker overturned, spilling its cargo of heating oil on the M11 motorway.

4 Nutritionists have condemned new simming drugs as very harmful. 10 Hospital to be closed

5 The London School of Economics has won an award for being the best
business school. 11 War declared

6 The Organisation of Petroleum Exporting Countries has made a deal to 12 Storm destroys corn crop
fix oil prices.

7 The Zoloss factory was blamed for failing to protect workers against 13 Terrorist drama ends peacefully
unsafe chemical levels.

8 golgt:jn;: Egted baby food of various brands has caused a scare in the city 14 Clinton, Pope to meet

9 Thedirector of the car company will be charged with fraud. 15 UN Warning: starvation in Africi




Unit 18 Articles

5 Read the fallowing sentences, underline the key words, then write
possible headlines.

1 Breston is becoming a busy holiday resort due to the Mayor's successful
promotional campaign.

2 A mother of four won £1 million in the national lottery last week.

3 A massve earthquake has destroyed most of Clifford Bay. Forty people
were killed and fifty are gtill missing.

4 An attempt was made on the French Ambassador's life while he was
vigting Austria. The assassin, who faled in his mission, was arrested.

5 Singisgoing to give aconcert in London. All proceeds from the concert
will go to Amnesty International.

6 Medicd researchers have discovered a new treatment which will help
people suffering from asthma.

7 Many teachers object to the introduction of computers in school
education, as they fear that computers will eventualy replace them.

8 Police saized drugs worth £1,000,000 at London's Heathrow airport last
Monday.

6 Read thefodlowing article and give the paragraph outline. Isit for-
mal or informal? Wherewould you be likdly to find this article?

Massive earthquake hits Georgia

A devastating earthquake measuring
8.2 on the Richter scale struck the
provincial town of Brozhomi in
Georgia, Southern Russia, last night.

Residents were awakened shortly
after 2.00 am by violent tremors lasting
more than a minute. Eighty people
were killed in the earthquake, which
destroyed hundreds of homes and
caused severe damage to those left
standing.

Authorities fear that dozens of people may still be trapped under the debris
of ruined buildings. Rescue efforts have been hampered by a lack of
equipment, and rescue workers are battling under appalling weather
conditions in subzero temperatures.

Speaking over the wail of sirens, Vasya Puchka described her personal
tragedy. “There is nothing left for me. I have lost my home, my husband and
three young children. / saw them die."

Unable to cope with the widespread devastation, Georgia has appealed to
the international community for medical supplies and help with temporary
housing. The rest of the world has been quick to respond. Fleets of trucks
carrying food, medical supplies and tents are already on their way in an

attempt to relieve the horrific situation.

BEGINNINGS...

1

2

C

7 Match the beginnings and
endings below, then decide on
an appropriate headline for
each pair. Which of the setsare
informal and which are formal?
What does each set talk about?
Where could each article be
found?

If you're looking for an exciti i

ing holiday, let
me recommend the Florida Keys, It'syr the
ideal place for both fun and relaxation,

In the recent past, Olympic medai winners
have been accused of taking drugs to
enhance their performance. They have even
been stripped of their titles after drug tests
have come out positive. Why areé athletes

taking drugs?

A whale was safely retumed to the Sea
yesterday after spending two days stranded in
shallow waters on the coast of Brenton, North
Devon. Dozens of villagers joined in the ;rescue
effort and, with the use of special equipment
moved the whale into deeper waters, ;

--.ENDINGS

A At a press conference tbday, fleﬁurah
Adamg, Chief Marine Biologist at Millford
Aql{anum, thanked all those who had helped
saying it “couldn't have been done wﬂhou{
them.” The whale is being monitored ang
appears to be in good conditign,

s is a place 'l always

ida Ke
The Florida Key ves

remember. Why don't you Iry it for yourse
this year?

All'in all, it appears to be a combination of
Pressure to be the best, the will to win and
fear of failure, which can become a deadly
cocktail. Some athletes €annot cope and find
themselves pushed to their limits. It is then
that they turn to the easy, illegal option.

L —
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Unit 18 Articles

8 Read the following article and replace the words in bold with
adjectives from the list below. What headline would you suggest
for the article? What techniques have been used?
confident - depressing - dramatic - enormous - enthusiastic - gleaming ¢
inadequate - inspiring - magnificent - wonderful

om
The Queen Mother officially opengd ?he 1) nice tr;::iva %c?the
Children’s Wing of St Bernadette’s Hospital In Londqn 3.'950f they;: e
2) happy cheers of medical staff and representatives
i ised the money for the project.. L Wt
w%c:n;a::emde 3) sad old Children's Wlng. puilt in 1820, wrg'n wltsst :Igc::;c:
facilities and ugly brick walls; in its place is a(n) 5) cle::ren b
with 500 beds, 4 operating theatres and slate—of—the-al ! q e
This 6) big change is thanks to the efforts of the Chil r:;ed e
Fund, a charity organisation which raised the £200m ne arisee
the n’ew wing when spending cuts made it necessary toc g:; i
block. A hospital spokesman thanked 'Ege chf;ngactmstbg5 ko
idr here and said he was 7) sur nad
f;gt?t;e:oav grfg:rf medical treatment “to rival that of any hospital in the
wcl‘:dr'\er speech, the Queen Mother said, “The 8) great eﬁ;:ltsa :(: t\:\?l
Children’s Hospital Fund are a (n) 9) good example tofush o
make a(n) 10) big difference to the lives of thousands of C '
and for generations to come.”

Read the article bdow. Then read the topic sentences and put

them in the right box. Where do you think this article is taken
from?

)
JOIN IN RECYCLING SCHEMES
Have you ever really stopped to think about how much rubbish you and
your family throw away? Every day we produce incredible amounts of waste.

If we don't do something about it, we are in danger of turning this whole

planet into a gigantic rubbish dump. Throwing away rubbish also means we
are throwing away our planet's precious resources.

['1_[__—_|Aluminium cans are the perfect example. It costs less to recycle an

aluminium can than to make a new one, and one person recycling one can a
day would save 50 litres of petrol every year.

2 | ]Take advantage of recycling facilities in your city. You can divide your

rubbish into different bags for glass, metal, plastics and paper, so these can be
handled separately.

a Recycling is easy, but we all
have to play a part instead of
leaving it to someone else.

b So what can be done?
Recycling is the answer.

¢ There's no excuse for

just throwing away your
rubbish.

|3 | ]After all, it's true what they say: "If you're not part of the solution,
you're part of the problem."

|
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Unit 18 Articles

10 Read the fallowing opening paragraphs and decide which are formal
and which areinformal, then write an appropriate headline.
Finally, give the paragraph plan and completethearticles.

1 Want to escape from the monotony
of daily life? Go to Monaco, with its
luxurious hotels, 16th century
palace and magnificent cathedral,
Have cash to spare? Go to one of
the famous casinos and try your
luck. But don’t overdo it.

2 At a time when pollution is at its
worst, governments are working on
plans to find ways to reduce the
problem. One suggestion being
considered is to introduce free
public transport in major European
cities. This would certainly be one
way of tackling the pollution which
is slowly choking city dwellers.

3 Twenty-three football supporters
were seriously injured at yesterday’s
Cup Final as a security fence
collapsed on spectators in the west
stand. Overcrowding and lack of
police control were blamed for the
tragedy.

4 Colourful floats, spectacular costumes,
streets brightly decorated with
balloons and streamers — here you
are in Rio, enjoying the famous
carnival. This is the most amazing
carnival in the world and surely one of
the most unforgettable experiences
you'll ever have.

B e JN.A—-J‘_.
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11 Mark the statements True or
False justifying your answers.

1 Articles should always be

[]

written in formal style.

2 Articles should not include D
narrative techniques.

3 Addressing the reader is a way I:]
of keeping his/her interest.

4 Articles should always have a D
headline.

5 More sophisticated adjectives D
should be avoided.
12 Read the following topics,

identify the syle they require
and suggest an appropriate
headline and a paragraph
plan. Then write any two of
them using 120-180 words.

1 Your sthool magazine has
aked dudents to gve ther

opinion on whether computers
should be used in the
classroom.

2 A young people's magazine
has asked its readers to write
an article promoting the most
famous holiday resort in their
country.

3 The newspaper you are
working for has asked you to
write an article on a recent
disaster which hit the capital
of your country.

4 A hedth and diet magazine
has asked its readers to write
an article giving their opinion
onjunk food.

103

|

"~



UNIT 19 Reviews

B8 1 Look at the table below, then listen to the cassette and tick the appropriate
boxes.

Name of film to be seen:  Robin Hood [ ] RobRoy [ |

Type of film: thriter [ | comedy [ | adventure [ |
Star(s): Liam Neeson |:| Kevin Costner D Morgan Freeman [j
Story theme: someone’s efforts to help the poor l:] a Scottish hero and his wife |:|
Acting: '- Y - powe ";1 [ ] poor [ | excellent [ |

Aol ARG
Plot: dramatic D gripping |:’ confusing [:I
Characters: well-developed | | predictable || weak [ |
Recommendation: waste of time and money D not to be missed |:|

A review is a short description of a film, play, book, etc. It is either formal or {”ff’.{'{cf’,’i e ls i
informal in style, depending on the readers it is addressed to. Present tenses are Paragraph f
normally used in a review. A good review should consist of:
a) an introduction in which you give all the background information of the story background (setting, type of

(setting, type, characters, etc); story, main char acters)
b) a main body consisting of two paragraphs in which all the main points of the

plot are presented in time sequence as well as comments on acting, plot, Main Body

character development, directing, etc.; sssssssssassnsnss
¢) aconclusion in which the writer recommends or does not recommend the paragraph 2

film/book/performance etc, giving reasons.
Useful Language for Reviews | menipansicHnEts

I
Background: This well-written/informative/ fascinating book ..., The film/story is set in Par agraph 3
..., The film/book tells the story of ..., This work is based on ..., etc.
Main points of plot: The plot focuses on ..., The story begins ..., The plot has an general comments
unexpected twist ..., The film reaches a dramatic climax ..., etc.
General comments: It is rather long/confusing/slow etc, The cast is Conclusion
excellent/weak ..., The script is dull/clever ..., It has a tragic/surprising end ..., etc. Sababaofado don s
Recommendations: Don't miss it, it will change the way you see ..., It is well Paragraph ¢
worth seeing ..., | wouldn't recommend it because ..., etc.
recommendation
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3  The fdlowing lists of adjectives are used to describe plot, script

and characters. Lig them in the appropriate boxes.

Amoving,confusing,original,well-written,thrilling,tragic,highly
entertaining,gripping,excellent,shocking,poorly-written,involving,

unimaginative

PLOT/STORY

SCRIPT

Bwell-devel oped, boring,strong,humorous,realistic,weak,dull,

convincing,predictable,unbelievable,frightening

POSITIVE

CHARACTERS

NEGATIVE

4 with words from

Ex. 3, then match the sentences
with the types of goriesfilms
mentioned in thelist.

lovestory,detective
story/mystery,action/adventure,

sciencefiction

The chase sceneswere o
that | was on the edge of my seat.
ltwessuch an)................... gory,
and the ending, when the lovers part
forever, isvery tragic.

Therewere someredly ...
mongters, and there was so much
blood that | found it quite ...
Thedienswereso................ that
| dmog bdieved they were real.
The plot was quite...................
because the policemen had so many
clues to follow up.



