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FOREWORD
To the teacher
  This book has been written to improve your students’ experience in writing.  It provides various types of compositions. There are a lot of tables which give the students the opportunity to imagine each writing task clearly and help make a well organized piece of writing using a wide range of tips. 

   The samples of each type of composition raise your students’ awareness of effective writing.  The activities suggested in this book help your students  develop their communicative experience in writing.

To the student
 The ability to write well in English is very important nowadays. You fill out various forms, exchange ICQ, SMS, chat in Internet chat rooms and on forums, write letters, applications and resumes. Each piece of writing you do is different, but there are a few general pieces of advice you should remember every time you write something. 

   First of all, you have to know who your reader is. This tells you how formal your writing should be. 

 Secondly, you have to know why you are writing. Your purpose affects what you write. Read the question carefully and make sure you understand why you are writing. 

  Thirdly, you have to know what type of text you are writing. Look at the following descriptions of each text type. Follow this guide when you write. Your writing should look like examples here. An article should look like an article, a letter should look like a letter, etc. Make sure you have everything in the right place.

  I hope the examples of different types of composition and writing tips will raise your awareness of well-written letters, articles, etc. The activities in this book are suitable for students of different levels of knowledge.
1. WRITING    STYLE
  As it was mentioned above, you can not use the same sort of writing style for every composition. There is a variety of styles you can use (e.g. formal, semi-formal or informal, personal or impersonal, descriptive or factual), and you must choose the most appropriate style for each writing task.  

  The appropriate style for a composition depends on the type of composition, the situation suggested in the rubric, and who the imaginary reader is. 

   The two main kinds of writing style are formal and informal, which usually include other features such as impersonal, factual, etc. Semi formal lies in between. It is associated with the style that is neither formal nor completely informal. The main characteristics are shown below.

Formal and Informal Language
	Formal language
	Informal language

	A formal way of greeting and ending

Dear Sir/Madam (if we do not know who we are writing to),

Dear Mr Smith/Mrs Jones (if we  know who we are writing to),

Yours faithfully (after Dear Sir/Madam) or
Yours sincerely (after Dear +surname) + your full name
	An informal way of greeting and ending

Dear + first name

Lots of love,

Take care,

Best wishes,

Love,

Yours + your first name



	Formal expressions, advanced vocabulary, longer sentences

Taking everything into consideration, it can be said that the facilities offered are of poor quality
	Every day/colloquial expressions, vocabulary and idioms, shorter sentences

I thought I’d drop a line…

Thanks a lot for the invitation

Got to go

	Formal linking words, phrases (However, Nevertheless, In addition, Consequently)

Mobile phones are extremely useful for people. However, they can be dangerous. 
	Simple linking words/phrases (but, so, because, and)

It rains a lot here, so you’d better take an umbrella with you.

	No use of short forms (i.e. I’m, there’s)

I would be grateful if…
	Frequent use of short forms

I won’t be able to come to your party as I’ll be away…

	Impersonal tone, i.e. use of the passive, no description of feelings

Nowadays visitors are shown how salt was mined long ago. 
	Personal tone, use of the first person (I/we)

We’ve got great news. I’ve found a new job.

	Factual presentation of the information

The Statue of Liberty was designed by Frederic-Auguste Bartholdi. 
	Descriptive tone, use of adjectives/adverbs for vivid description

It was a bitterly cold morning.

	No use of exclamation marks


	Use of exclamation marks

I can’t wait to see you!

	Indirect questions

I would be grateful if you could provide further information about the salary
	Direct questions

Did you pass your Spanish exam?

	Semi-formal language

	Greeting

Dear Mr Harris,

Hi, Julian,



	More respectful tone

I would like to thank you for your help.

It was nice to hear from you.

	Use of less colloquial language

Thank you so much for your letter instead of Thanks a million for your letter.

	Less frequent use of short verb forms, linking words, phrasal verbs

Also, I was wondering if you had a computer I could use when I am staying with you.

	Sign off

Regards,

Kind regards,

+ your full name


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

A  formal/informal

 I saw a great movie last night with Helen. You’d have loved it! It’s called The Score, and it’s about a robbery. De Niro is fab as one of the robbers, and Edward Norton – as usual – is really cool! Great twist at the end too. I reckon it’s gonna win loads of Oscars.

B  formal/informal

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

C formal/informal

Although there may be some kind of connection between violence on TV and violence in society, it’s really not clear what that connection is. It certainly is not the case that the majority of people, after watching a violent film, feel an increased need to commit violent acts. In fact, possibly quite is the opposite.

D formal/informal

As requested, I have visited the three outdoor cinemas currently taking part in the film festival. I have compared them in terms of ticket pricing, facilities, comfort, sound quality and picture quality. My findings are outlined below.

E formal/informal

To conclude, cinema appears to be increasing in popularity amongst younger age groups, despite the availability of high-quality video and DVD. The evidence suggests that this is due partly to the social element involved in going to the cinema, and partly to the benefits of a large screen and state-of-the art sound system.

F Kyle’s language: formal/informal
The writer's language: formal/informal

“Oh, I really don’t fancy going to the cinema tonight. Can’t we just stay in and watch a movie on TV or something?” said Kyle. His tone of voice revealed that he was hiding his real reasons for wanting to remain at home.

G  formal/informal

Furthermore, your advertisement stated that the DVD contains interviews with the stars and the director. The copy which I received unfortunately contains the film and nothing more.

H formal/informal

As you will see from my CV (attached), I have worked as an extra on a number of films. I believe that my references from those films demonstrate that I am professional, reliable and hardworking.

How did you know?
Look again at the extracts A, B, C. Write a word or short phrase from the extracts on the lines provided.
Extract A
1. Find two examples of informal grammar.             _________________________________________________
2. Find an example of informal verb.                        __________________________________________________
3. Find an example of informal punctuation.            __________________________________________________
4. Find a sentence without a verb.                            __________________________________________________
5. Find an example of VERY informal spelling.      __________________________________________________
6. Which word is short for ‘fabulous’?                   __________________________________________________
7. Which phrase means ‘many’?                             __________________________________________________
Extract B
1. Which phrase means ‘Please tell me…’?          __________________________________________________
2. Find one example of the passive.                       __________________________________________________
Extract C
1. Find one example of formal grammar.              __________________________________________________
2. Find one example of informal grammar.          __________________________________________________
3. Find a more formal phrase for ‘It’s not true at all’. __________________________________________________
4. Find a more formal phrase for ‘most’.             __________________________________________________
 2. TYPES OF COMPOSITIONS
When you write a composition or essay, you are often asked to write your answer in the form of an article, a report, a letter, etc. 

  Letters (with an appropriate address) are written to a person (your friend, a newspaper editor etc.) or a group of people (the student’s society, the local football club etc.) They include:

  –  postcards to friends or relatives;
  –  phone messages to friends or relatives
  –  e-mail messages to friends or relatives;

  –  notes to friends or relatives; 

  – informal letters to people you know well written in a personal chatty style, usually about personal matters;
  – formal letters to managers/officials etc written in a polite formal style and semi-formal letters to people you do not know well or people you know but you want to sound polite and respectful (a teacher of yours, your pen friend’s parents, etc) written in a polite and respectful style.
   Articles are found in magazines and newspapers. The following can be found in the form of an article:       
– descriptions of people, places, buildings, objects, festivals, ceremonies etc;

– narratives about real or imaginary events, which happened in the past. They can be written in the first person when the writer is the main character of the story or in the third person when the writer is describing events, which happened to another person or group of people;

– news reports about current/recent events (fires, accidents, etc.) written in a formal style. News reports present facts objectively and unemotionally;
– reviews discussing a film, TV programme, book, restaurant etc and recommending it or not to the reader; 

  Discursive essays about arguments concerning particular subjects. They include:

– «for and against» essays which present the pros and cons on a specific topic;
– opinion essays which present the writer’s personal opinion on a specific topic;

– providing solutions to problems which discuss a problem and its causes, making suggestions and mentioning the expected results and consequences;
    Reports are formal pieces of writing and have a specific format and features:

– assessment reports discussing the suitability of a person, place, plan for a particular purpose, job etc;

– survey reports presenting the results or findings of a study and include assessment and recommendations;
– proposal reports discussing suggestions or decisions about future actions.

    There are several other kinds of informative writing each with its own format and features. (You are not often asked to write compositions in these forms). They include:

      – instructions  giving directions or describing processes with accurate information in the   right chronological order;
 – leaflets giving information, advice, etc.;
 – advertisements persuading an audience (viewers, readers or listeners) to take some action with respect to products, ideas, or services; 

 – announcements as a  type of advertisement featured on television, radio, print or other media. ;
 –  entry forms.
2.1. Letters
 Addressing an Envelope

     Sending personal letters was replaced by e-mails years ago, at least for the most part. Business letters are still being sent and therefore there is still a need to know how to properly address an envelope. Addressing an envelope properly helps get your letter to the correct destination on time.
The address on an envelope gives the recipient his or her first impression of you. It should be well laid out and clearly written ensuring that the wording is correctly spaced out so that the postman can distinguish the house name from the street or town name. The town and country (if writing to outside the UK) should be written in CAPITAL letters.

Make sure you always put the postcode on the envelope to ensure prompt delivery.

                                      Instructions

            Things You Will Need:

           –  envelopes 

           –  postage stamps 

           –  pens 

           –  address books 

1. To address an envelope, print the return address neatly in the upper left-hand corner of the envelope.

2.  Begin by writing the sender's name and/or the company's name on the first line of the address.

3.  Add the sender's street address (include Ave., St. or Blvd., as well as apartment, office or suite number) or post office (P.O.) box number on the second line.

4. Include mail-stop numbers, for mail distribution within a large company, where an apartment or suite number would appear on the second line.
5. Print the city name followed by a space, the two-letter capitalized state abbreviation and the ZIP code (five-digit or ZIP+4) on the third line.
6. Include the country name, if necessary, in capital letters on the fourth line of the address.
7. Print the mailing address (the destination address) in the centre of the envelope or package, putting each element of the address in the same order as outlined in Steps 1 through 6 above.
8. Attach proper postage to the upper right-hand corner of the envelope, on the same side of the envelope as the destination address and return address.
This is what an addressing an envelope should look like.



	Stamp



	Return Address                                                                                                     

Sender’s name

House number, street – 22 High Street

Place (city, town) – London

Country (in capital letters) – GREAT BRITAIN

ZIP code – WIX 3RB

                                       Recipient’s Address

                                       Recipient’s full name-      

                                      Mary Johnson   or   Mr G Burns                                                                                                                                                                                                                                
                                      House number, street

                                      City

                                     Country

                                     Zip code

                                                                                        


          Postcard  
Points to consider
	Language
	Grammar

	Informal                         Contractions 
	Present Simple, Present Continuous, There is a/an…, There are some/a lot of, Infinitive or Gerund, Articles


This is what a postcard should look like.

	Dear Mark,

We’re in Scotland. It’s great here, but the weather isn’t very good. We’re in a youth hostel near Loch Ness. Do you know Loch Ness? It’s famous for the monster! This is a picture of the loch (‘loch’ means ‘lake’). There are lots of lovely mountains all round. We go walking in the mountains every day.

See you next week.

Bye for now

Sally
	(picture)


     ACTIVITY 1
Write a postcard (50-70 words) to a friend. Use the writing guide to help you.

          –      Start with Dear… or Hi…

          –      Say where you are.

          –      Say what the place is like and what the weather is like.

          –      Say what type of accommodation you are staying in.

          –      Say what the picture is of.

          –      Say what you do every day.

          –      Finish with Love or Bye for now and your name. 

     ACTIVITY 2
You are on holiday in a foreign country celebrating Christmas with your host family. Write a postcard to your parents according to the plan below:
Introduction 

Para 1: greeting; a few words about the purpose of your writing.

Main body

Para 2: where you are staying; what you think of the place; what the weather is.

Para 3: how people celebrate the event; what people wear; what they eat.

Conclusion

Para 4: whether you like it or not; closing remarks; your signature.

Write a postcard of at least 100 words.

      Phone Message      
Points to consider 

	Language
	Grammar

	Informal                       Contractions, Abbreviations 
	Present Simple, Present Continuous, Past Simple, Articles


This is what a phone message should look like.
	Sam,

Harry phoned at 10. He was at the park. He waited for you for ages. Haven’t you got a football match this morning? I don’t think he’s very happy. You can phone him on his mobile – 0797 56875.

Dad


ACTIVITY
Write a phone message (30-50 words). Include this information:

          –       Who phoned?
          –       Where is he/she?
         –        What’s the message?
         –         What’s his/her phone number?
        E-Mail Message
Points to consider
	Language
	Grammar

	Informal         Contractions, Abbreviations 
	Present Simple, Present Continuous, Future Simple, Conditionals 1, Articles


This is what an e-mail message should look like.
	From:   Daniel.hughes@mailstar.com        Sent:21/07/11

To:        k_schneider@mayersoft.at
Subject: my visit

	Hi Karin,
Got your message about the weather. I’ll make sure I pack my umbrella!

My flight is arriving in Vienna tomorrow at 15.00, then I’ll take a bus from the airport to the centre. I’ll give you a ring from the hotel when I get there. How about meeting up later for dinner? If Anke arrives from Stuttgart, perhaps she could join us, too. It’ll be great to see you again soon!

Take care,

Daniel


ACTIVITY 
You have called your friend and found out that he/she caught a cold. Write an e-mail to your friend according to the plan below:
Introduction 

Para 1: greeting; a few words about the purpose of your writing.

Main body

Para 2: express your sympathy and ask your friend when he/she caught a cold.

Para 3: whether the doctor has examined him/her; what medicine he/she is taking.

Conclusion

Para 4: give him/her advice what to do until he/she is well; closing remarks; your signature.

Write an e-mail of at least 100 words.

          Notes
Points to consider
	Language
	Grammar

	Informal       Contractions, exclamation marks, abbreviations
	Present Simple, Present Continuous, Infinitive or Gerund, Articles, Modal Verbs


a) Making  an Invitation
	Dear Mike, 

It’s my birthday on Saturday and I’m having a party. It starts at 8 o’clock. Can you come?  It’s at the village hall.

Can you bring some CDs, please?

I hope to see you there.

Love,

Sally

PS RSVP asap! Tel. 643492


ACTIVITY
You are going to have a party next weekend. Write an e-mail (30-50 words) using the plan below:

–    inform about the reason for the party; 
–    people who are going to be present, time and place of the party;

 –   whether your fried has to dress up or wear casual clothes; 
 –    how you are going to entertain your guests (music, dancing, video) ; 
–   express your desire to see your friend at the party and ask him/her to let you know about his/her decision. 

b) Accepting an Invitation
	Hi Tania,

Great to hear from you. And thanks very much for the invitation to your fancy dress party on New Year’s Eve. I’ll definitely be there!

I’m already thinking about my costume. ‘Hollywood’ is a great theme. I’m really looking forward to it!

 Love,

Gloria

PS.  Shall I bring some food, eg. crisps?




c) Declining an Invitation
	Hi Janet,

Thanks very much for your note. It’s very kind of you to invite me to your Halloween party, but I’m afraid I won’t be able to make it. My grandparents are coming to visit us that weekend. It’s my grandma’s birthday on Saturday, and we’re going for dinner at Giovanni’s in Church Rd. It’s too bad, because I love Halloween parties!

Anyway, I hope you have a great party!

See you soon,

Louise


ACTIVITY
Imagine you are a friend of Sally and have received her invitation. Plan two different notes:

a) accepting the invitation,

b) declining the invitation.
    Informal Letter Giving News
Points to consider

	Language
	Grammar

	Informal                  Contractions, exclamation marks, simple linking words
	Present Simple, Present/Past  Continuous, Past Simple, Present Perfect, There is a/an…, There are some/a lot of, Infinitive or Gerund, Articles


	Part
	Purpose
	Useful expressions

	
	Put your address in the top right corner. We often leave it out
	6, Esterhazygasse

A-1060 Wien

Austria

	
	Write the date
	30 June 2010

	First line
	Greet your friend
	Dear + the name of the person you are writing to

	First main paragraph
	If you’re writing a reply, thank the person for their letter or anything else they sent you
	Hi! How are you? 

 How’s it going? 

 Thanks a lot for your (last) letter/postcard, etc 

 It was great/ lovely to hear from you.

 I’m glad…

How nice of you… 
Sorry, I haven’t written for so long because… 

I must apologize for not writing…

 I really should have written sooner…

Actually, I feel (a bit) nervous/worried, etc

	Second main paragraph
	Give your main news + how you feel about it
	I’m really busy at the moment because…
I’d like to drop you a line to tell you my news.
           To answer your question about…
           You know we went to….last month.

           I’m spending time…

          I’ve already seen…

	Third main paragraph
	Continue your news
	By the way,…

 Oh, yes, I forgot to tell you…

	Fourth main paragraph
	Give a reason for ending the letter
	(Well) I’d better go now as…

 Got to go as…

	Closing expressions (1)
	Final remarks
	Write soon! 

 Take care, and hope to hear from you soon.

 See you soon

	Closing expressions (2)
	Express love
	Love

 Lots of love

 All the best

Take care

	Final line
	Say who you are (first name only)
	


Sample Letter Giving News 1
Dear Adam,

Hi! How’s it going? Thanks a lot for your postcard. Sounds like you had a great time in Switzerland.

Well, we went back to school today for the first day of the winter term. Boring! I can’t believe how quickly the summer holidays went. Actually, it wasn’t that bad. There are a couple of new guys in my class this year and they both seem really nice. One of them is really good at football. I’m going to try to get him on the team!

Talking of football, we’ve got our first match next week. We’re training hard at the moment, and I think we’ve got a good chance of winning. Wish us luck!

Anyway, I’d better go now. I’ve got loads of homework to do tonight (unfortunately!).

Write soon!

All the best,

Gary

ACTIVITY 1
Today was your first day back at school after the summer holidays. Write a letter to your pen-friend about the day, mentioning any other news you have as well. Write between 120 and 150 words.

ACTIVITY 2 
You and your friends went on a two-day’s walking tour to a beautiful lake not far from your city/village. Write a letter to your English pen-friend about this trip. Don’t forget the things you need to write about in your letter:

      –        who went on a walking tour together with you and why

      –         what equipment you took with and why

      –         how you got to the place of your rest (describe your route)

      –         how you spend the weekend near the lake

Write the letter in an appropriate style. Do not write any dates and addresses.
Sample Letter Giving News 2
Dear Pete,

   I’m happy to write to you again. I’m in a rest camp at the seaside. Our camp is by the sea and we can have much fun swimming in the sea and sunbathing on the beach. I’d like to tell you about a day trip to Botanical Garden and a beautiful castle on the top of the cliff called Lastochkino Hnizdo.
   We got up very early on Saturday, had a quick breakfast and started at 7.30 a.m. it took us an hour and a half to get to the famous Nikitskii Botanical Garden, which is near Yalta, one of the well-known resorts in the Crimea. You can’t imagine how many wonderful plants we saw: colourful pink, yellow, scarlet roses, huge ancient exotic trees.

  We left the Garden about noon and in an hour we were near Lastochkino Hnizdo. It was a trial to climb the cliff. But it was worth doing! The view from the castle was breathtaking and the castle was amazing.
  Though we got tired this day, we were happy. This was one of the most exciting days in the camp.

  Looking forward to hearing from you.

 Yours,

 Ira
ACTIVITY 1
Put the verbs in brackets into the correct tense. 

Dear Agie, 

I 1)___________(write) to you from Madrid. My family and I 2)______________(come) here on holiday ten days ago.

 We 3)___________(stay) in a fabulous hotel in the city centre. So far the weather 4)______________(be) fine.

 We 5)_______________(do) a lot of sightseeing. We 6)___________(already/be) to the Plaza Monumental, a huge stadium where bullfights 7)___________(take place). However, we 8)_________(not/be) to the Prado Museum yet.

 I 9)____________(try) paella yesterday at an open-air restaurant. The food 10)_______(be) delicious and the service 11)_____(be) excellent. The only bad thing was that while we 12)_________(enjoy) our dessert, it started raining. Fortunately it was just a shower!

Well, I must go now – we’re going to Toledo today.

Love,

Vicky
ACTIVITY 2
You are staying with your pen-friend in England. Write a letter to your brother/sister telling him/her all about the family you are staying with. Don’t forget to write:

–    how many people there are in the family and where they  live

–    what the members of the family are like

–    what they do (occupation, job, activities)

–     what you like or dislike about staying with this family

Write a letter of at least 100 words. Do not write any dates and addresses.

Informal Thank-You-Letter
Points to consider
	Language
	Grammar

	Informal    Semi-formal               Contractions, exclamation marks, simple linking words
	Present Simple, Past Simple, Present Perfect, Infinitive or Gerund, Articles

	Part
	Purpose
	Useful expressions

	
	Put your address in the top right corner. We often leave it out
	6, Esterhazygasse

A-1060 Wien

Austria

	
	Write the date
	30 June 2010



	First line


	Greeting

	Dear + the name of the person you are writing to
Dear Mr/Mrs…

	First main paragraph
	Thank the person for their gift/help they sent/gave you and say something about it. Say why you like it and that you have used it
	Thanks a lot for the…you sent me  

 It’s gorgeous/great/coo!

 I’ve worn/used it for…

 I want to…

I like wearing it…
I am writing to thank very much for your help/efforts

	Second main paragraph
	Say what you did on your birthday, what other presents you received
	I really enjoyed my birthday because…

 My Mum and Dad gave me a…
As far as my (knowledge/English is concerned, I think it improved considerably

	Closing expressions (1)
	Say thank you again
	Thanks again for the…
I’d like to thank once again for your help/hospitality

I appreciate your kindness and everything you did for me

	Closing expressions (2)
	Express love
	Love,

 Lots of love,

 All the best,

Take care,
Best regards,

	Final line
	Say who you are (first name only)
	


Sample Informal Thank-you Letter
Dear Aunt Susan,

Thank you so much for the scarf that you sent me for my birthday. It’s gorgeous!

It’s very warm and the colour really goes with my eyes. I’ve worn it every day for the last week. Sophie wanted to borrow it yesterday, but I didn’t lend it to her – she never gives things back!

I really enjoyed my birthday. Mum and Dad gave me some money because I’m saving for a holiday in the States. (I reckon I’ve nearly saved enough for the plane ticket!) Sophie gave me a DVD of The Two Towers, the second film in The Lord of the Rings trilogy. Have you seen it? I haven’t watched it yet, but my mates say it’s brilliant.

I hope you’re well. Thanks again for the lovely scarf!
Lots of love,

Amy
ACTIVITY
Imagine that you have received some holiday presents. Write a thank-you-letter to your aunt according to the plan below:

Introduction 

Para 1: greeting; a few words about the purpose of your writing.

Main body

Para 2: describe what a special day it was; what presents you received.

Para 3: which present you liked most; why you liked it.

Conclusion

Para 4: thank your aunt again; closing remarks; your signature.
Write a letter of at least 100 words. Do not write any dates or addresses.

Sample Semi-formal Thanking Letter 
Dear Mr and Mrs Peterson,

I am writing to let you know that I have arrived home safely and to thank you very much for your hospitality during my stay with you.

It was very kind of you to let me stay in your home. I really appreciate all your efforts that made my stay in your home a happy one. I really felt like part of your family. My room was very comfortable and every meal was delicious.

As far as my English is concerned, I think it improved considerably during my stay with you. What helped me most was the opportunity to practice English with you every day. I shall always remember our great conversations after dinner.
Thank you once again for all your kindness. I hope we will keep in touch and perhaps you could come and visit me one day.

Best regards,

Carla
ACTIVITY

You have just completed an English language course. Write an e-mail to your English teacher, Mr Higgins, thanking him for all his help and explain how the course has helped you. (120-180 words)

Informal Letter Asking for Advice

Points to consider  

	Language
	Grammar

	Informal 

Informal linking words,  use of short forms
	Present Continuous, Past Simple, Present Perfect, Future Simple, Conditionals 1, 2, Infinitive or Gerund

	Part
	Purpose
	Useful expressions

	First line
	Greeting
	Dear…,

	First main paragraph
	Thank your pen-friend for the letter, if you have received it recently and say that you need your friend’s advice 
	Hi! How are you?

 How’s it going?

 Thanks (a lot) for your (last) letter/ 

 Sorry that I haven’t written for ages, but…

 I'm writing because I'd really like your advice about…

I am writing to ask you for advice.

	Second main paragraph
	Mention the problem, say whether you agree or disagree with his/her parents’ view and ask for advice
	Do you think I should ...

 Should I ...

 What do you think I should do?

Do you have any idea about 
 I'd like to know what you think about ...

Can you think of anything that,

 I was wondering if you ...

What would you advise me to do?

Can you give me a piece of advice?

I’ve got a problem and I need your advice

	Closing expressions (1)
	Final remarks
	Write soon!

 Take care and hope to hear from you soon See you soon!

	Closing expressions (2)
	Express love
	Love,

 Lots of love,

 All the best,

	Final line
	Say who you are (first name only)
	


Sample Letter Asking for Advice
Dear Pam,

Sorry that I haven’t written for ages, but I've been very busy studying.

I'm writing because I'd really like your advice about a problem I have.

My friends and I have decided to go away on holiday in the summer, but I don't have enough money.  I was wondering if you had any ideas about earning some extra cash. If I don't save up enough money by August, I'II have to go away with Mum and Dad instead. Can you think of anything that would help me to make some money quickly?

I know that you always have lots of great ideas! What would you advise me to do?
Please write back as soon as you can.

Lots of love,

Mary
ACTIVITY
You want to buy a new MP3 player but your parents think you must study harder instead of listening to music. Write a letter to your friend asking for his/her advice of ways how to persuade your parents to buy an MP3 player.
  Informal Letter Giving Advice  

Points to consider

	Language
	Grammar

	Informal 

Informal linking words,  use of short forms
	Present Continuous, Past Simple, Present Perfect, Future Simple, Conditional 1, 2, Infinitive or Gerund

	Part
	Purpose
	Useful expressions

	First line
	Greeting
	Dear…,

	First main paragraph
	Thank your  pen-friend for the  letter, mention something in his/her letter (but not the problem)
	Hi! How are you?

 How’s it going?

 Thanks (a lot) for your (last) letter

 It was great to hear …

 I’m glad to… 

	Second main paragraph
	Mention the problem, say whether you agree or disagree with his/her parents’ view 
	I was sorry to hear about / that…

 To be honest,…

 If you ask me,…

 I tend to think that…

	Third main paragraph
	Make your suggestions
	If I were you, I’d…

 How about + (-ing form)?

 I’d suggest…(-ing form)
My advice would be to… (infinitive)

 Perhaps you should/could+(bare infinitive)
 Why don’t you+ ( bare infinitive)?

	Fourth main paragraph
	Give a reason for ending the letter
	(Well,)I’d better go now as…

 I have to go now as…

	Closing expressions (1)
	Final remarks
	Write soon/ 
Take care and hope to hear from you soon.

 See you soon!

	Closing expressions (2)
	Express love
	Love,

 Lots of love,

 All the best,

	Final line
	Say who you are (first name only)
	


   Sample Letter of Giving Advice 1

               Dear Linda,

             Thanks for your letter. I‘m glad you passed your history exam test!

          I was sorry to hear about the argument you had with your parents about your pocket money. I know you get less than most of your friends but if your parents can‘t afford to give you any more,I guess there‘s not much you can do about it (unfortunately).

             If I were you, I‘d try not to argue about this. Why don‘t you get a part-time job, maybe on Saturdays or after school and earn a bit of extra money that way? It can be quite fun delivering newspapers. That‘s what I‘ll do! Or perhaps you should tell everyone that you don‘t want presents for Christmas or your birthday, but you‘d rather have money. And if you‘re careful how to spend it, you‘ll have more during the year for CDs and clothes and all the other things you want to buy.
Anyway, keep smiling whatever happens! I‘d better go now as I‘ve got loads of homework to do (as always).

Write back soon!
Love,
Jessica
 Sample Letter of Giving Advice 2

  Dear Fiona, 

  I am so glad to hear that you have decided to move to London. It’ll be great to have a friend from home living here. We’ll be able to do things together like we used to. In your letter you asked me to give you some advice about finding a flat; here are some suggestions. 
  If I were you, I would start by checking the classified advertisements in the London papers. For example, ’The Daily Mail’ and ‘The Evening Standart’ have large sections with houses and flats for rent. That way, you will be able to see what is available for rent at the moment. 
    Another good idea is to contact an estate agent. Goldshmidt and Howland have offices all over London. That way you can get a list of all places in the area you want at a price you can afford. 

  I hope this helps. Please let me know how things turn out. If you need anything else, please call. 

Love, 

Mandy 

ACTIVITY 1
Below is a part of a letter you have received from your penfriend. Write a letter to your penfriend giving your advice.

I really want to go on holiday with my friends this summer but my parents won‘t let me. They say I‘m too young and that I have to stay with them. But I‘m fourteen years old and it‘s so boring at home in the summer! What do you think I should do? Any suggestions???

ACTIVITY 2

1. You’ve got a letter from your British pen-friend. He/she writes that he/she likes to dress well. He/she tries to buy his/her clothes at famous fashion designers’ shops. But it is very expensive and his/her parents don’t want to buy such clothes for him/her. Write a letter to your friend in which you:

         –       express your opinion about present-day fashions;

         –        write what clothes you usually prefer to wear;

         –       say where you usually buy clothes and who helps you do the   shopping;

         –     give advice to your friend what he/she should do in this situation.
Write a letter of at least 100 words. Do not write any dates or addresses.

 ACTIVITY 3
You have received a letter from your pen-friend who has difficulties with his French but is rather good at maths and hіstory. Write a letter and tell about:

          –       importance of knowing foreign languages

          –       your English lessons at school

          –       give some advice about ways to improve his French
Write a letter of at least 100 words. Do not write any dates or addresses.

         Formal Letter Asking for Information
Points to consider
	Language
	Grammar

	Formal 

Formal linking words, no use of short forms
	Present Continuous, Past Simple, Conditional 2, Infinitive or Gerund

	Part
	Purpose
	Useful expressions

	First line
	Greeting
	Dear Sir/Madam,

	First main paragraph
	Reason for writing the letter, where you saw the advertisement
	I am writing with regard to…, which I saw in…

 I am writing to enquire about…

 I am interested in…

 However,…

	Second main paragraph
	First question
	I would be grateful if you could let me know…
 I wonder if you could inform me...
 Could you please send me further information/details about…?

	Third main paragraph
	Second question
	Could you also confirm…?

Secondly, 

	Fourth main paragraph
	Third question
	Regarding,…/let me know,/ send me

	Closing expressions (1)
	Final remarks
	I look forward to hearing from you

	Closing expressions (2)
	Express respect
	Yours faithfully,

	Final line
	Say who you are (first name and surname)
	


Sample Formal Letter Asking for Information
Dear Sir/Madam,

  I am writing with regard to your advertisement for holidays on Mars, which I saw in ’The Daily Gazette’ on 24th July. I am very interested in a weekend break to Mars. However, I would like some more information first.

  I would be grateful if you could let me know the exact cost of a three-day trip during the summer, including transportation and accommodation, for two adults and two children (aged twelve and fourteen).

  Secondly, I wonder if you could send me further information about facilities which are available at the Martian Hotel. My daughter would particularly like to know whether there is a nightclub.

  Could you also confirm that we will not require either injections or passports?

 I look forward to hearing from you.

Yours faithfully,

Steve Knight

ACTIVITY 1
1 Read the letter. Do you think it is well written? Why? Why not?

Dear (1) Whatever-your-name is,

(2) I’m writing about your (3) advert for pieces of land on the Moon, which I saw in ‘Planet Monthly’ last Tuesday. (4) I’m thinking of buying one. (5) But I (6) want some more information first.

(7) Tell me how much they cost.

(8) Also, (9) I want you to send me further information (10) about transportation to the Moon.

(11) Can you also let me know (12) if I’ll be able to build a swimming pool on the land?

(13) Please write back!
(14) Lots of love,

(15) Annabel
ACTIVITY 2
 Match a word or phrase in bold in the letter with a more formal word or phrase below.

a  However,                                                    і  regarding

b  would like                                                 j  Yours faithfully,

c  I am writing with regard to                      k I am interested in                                         d  Secondly,                                                  l  Could you           

e  I look forward to hearing from you.         m  Annabel Davis

f  I would be grateful if you could tell me    n  advertisement

g  whether I will                                            o  I wonder if you could

h  Sir/ Madam,
 Rewrite the letter using formal words and phrases.

ACTIVITY 3
You are going on a hiking tour in the Carpathians. You need to buy some equipment advertised in the Internet shop. Write a letter asking for information (at least 100 words) according to the plan below:

Introduction 

Para 1: greeting; the purpose of your writing (mention where and when you saw the ad).

Main body

Para 2: give information about equipment you need; how many items you would like to buy.

Para 3: ask the most important details you are interested in.

Conclusion

Para 4: ask what kind of payment is available; closing remarks; your signature.
                Semi-formal Letter Asking for Information

Points to consider

	Language
	Grammar

	semi-formal 

 less frequent  use of short forms and linking words
	Present Continuous, Past Simple, Conditional 2, Infinitive or Gerund

	Part
	Purpose
	Useful expressions

	First line
	Greeting
	Dear Mr/Mrs,/ Jack

	First main paragraph
	Reason for writing the letter
	How are you?
I am going to…

My family is planning a holiday…



	Second main paragraph
	First question
	Could you tell me…
I imagine you’ll be able to tell me…

First of all, is there a…

I heard that… Is this true/correct?

I would like you to tell me/give me some information about…

I want to find out…

	Third main paragraph
	Second question
	Could you also tell me if/what there is…?

Secondly, do you know if…?


	Fourth main paragraph
	Third question
	Finally, I was also wondering what’s/where’s the best place to stay/way to travel…

	Closing expressions (1)
	Final remarks
	I’m looking forward to the trip!
I really hope you can help.

Hope to hear from you soon.

	Closing expressions (2)
	Express respect
	Best wishes,

	Final line
	Say who you are (first name and surname)
	


Sample Semi-formal Letter Asking for Information
Hi Julian,
How are you? My family is planning a holiday to Brighton and I want to find out a few details before we get there. I thought you’d be the best person to ask as I know you live quite close.

First of all, do you know a reasonably priced hotel or bed and breakfast to stay in? We’d really like to be near the town centre but also not too far from the beach.

Also, could you tell me what there is to do for tourists? I read on the Internet that the Brighton Music Festival takes place there the week we are coming, too. I’d love to go! I don’t think my parents would be interested in going, so would you like to come with me?
Finally, I need to know what the best way to get from Gatwick airport to Brighton using public transport is. How long does the journey take?

I really hope you can help. I’m looking forward to the trip! Hope to hear from you soon.

Best wishes,

Marc
ACTIVITY

Your English pen friend Steve is coming with you and your family soon and has written you an email to ask you for some information. He would like to know what activities you will be doing during his stay, how much spending money he should bring and what kind of gift he could bring for your parents. Write a reply to his email answering his questions. (120-180 words)

 Formal Letter Giving Information

Points to consider

	Language
	Grammar

	Formal 

Formal linking words, no use of short forms
	Present Simple, Future Simple, Conditional 1, Passive Voice

	Part
	Purpose
	Useful expressions

	First line
	Greeting
	Dear Mr…

	First main paragraph
	Reason for writing the letter
	I am writing in reply to the letter…, which I saw in…

 I am writing to inform you about…

	Second, third, fourth main paragraphs
	Include the information the writer are interested in
	It is a beautiful….

You can see a lot of….

There are plenty of….

You can buy…

You can do a lot of activities such as…

	Closing expressions (1)
	Final remarks
	I hope that I have helped you…

Please do not hesitate to contact me again if you need some more information

	Closing expressions (2)
	Express respect
	Yours sincerely,

	Final line
	Say who you are (first name and surname)
	


Sample Formal Letter Giving Information (reply)
Dear Mr Clark,

  I am writing in reply to your letter asking for information about Prague.

  There are plenty of things to see and do in Prague. It is a beautiful historical city with several museums and galleries. You can also enjoy a walk across Charles Bridge to the Old Town Square and see the fantastic gothic buildings and the spectacular Old Town Hall Clock.

  Prague also has a wide range of shops. You can buy anything from souvenirs to expensive luxury crystal and glass which cannot be found anywhere else. You can also find fashion boutiques selling designer clothing.

  As far as entertainment is concerned, Prague has a lively nightlife. There are plenty of theatres, nightclubs and casinos. You can watch a performance of Mozart’s Don Giovanni at the People’s theatre, or dance the night away at Club X, where you will find live bands and discos.

  I hope that I have been of some assistance to you. Please do not hesitate to contact me again if you require any further information.

 Your sincerely,

Carl Phillips

ACTIVITY
You work for a travel agency. Look at the advertisement below and read the part of the letter that a customer sent asking for some information about Paris. Write your reply.

	 Book a fortnight in Paris in a 4-star hotel for only €450

                       Call Freeman’s Travel Agency on 

                                           01873 474538




I would also like some information on the different places to visit in Paris.

Could you also please send me details about the things we will be able to do there and what kinds of museums we will be able to find?

    Yours sincerely,

   Andrea Hopkins
Use the notes below to write the letter (120-180 words). 

– Paris has 40 museums, the famous Louvre Museum 9see the legendary painting of the Mona Lisa) 

–  Picasso Museum (you can learn about the great painter’s life and work) 

–  fantastic jewellery and accessories
– large department stores such as the Galleries Lafaytte & small boutiques (buy anything from designer clothes to souvenirs)

–  enjoy a walk down the Champs Elysees

– enjoy a walk down the beautiful avenue which leads to the Arc de Triomphe

–  take a trip up the Eiffel Tower

        Formal  Letter  of Complaint

Points to consider
	Language
	Grammar

	Formal 

Formal linking words, no use of short forms
	Present Simple, Present Continuous, Past Simple, Future Simple, Present Perfect, Conditional 2, Infinitive or Gerund

	Part
	Purpose
	Useful expressions

	First line
	Greeting
	Dear Sir/Madam,

	First main paragraph
	Reasons for writing letter 
	I am writing to complain about…, which I visited last…

 I am writing to express my strong dissatisfaction with…

 I would like to draw your attention to…

 I want to express my strong dissatisfaction with…

	Second main paragraph
	First complaint
	Firstly, I had to…

We expected…, but…

 

	Third main paragraph
	Second complaint
	I also found out that…

Furthermore

 To make matters worse…

	Fourth main paragraph
	Third complaint
	Finally,

 On top of everything…

	Fifth main paragraph
	Suggestion(s)
	I am very disappointed, and expect you to take some action immediately. 

 I hope this matter will receive your immediate and close attention.
 I would trust you will give the matter serious consideration. 

 I would strongly suggest that you…

	Closing expressions (1)
	Final remarks
	I look forward to hearing from you soon

	Closing expressions (2)
	Express respect
	Yours faithfully,

	Final line
	Say who you are (first name and surname)
	


                                        Complaints about

	Food
	Things/Goods
	Hotels/Rooms
	Treatment

	overdone/
underdone

salty/unsalted,

cold, sour, bitter, tough, tasteless, uneatable, stale bread, it smells bad, badly cooked, overcooked
	zip broken, button missing, sweater shrunk, lining torn

It did no work/ was out of work/ does not work properly/ The mechanism is stuck/ It was not up to standard
	noisy, dirty, damp, uncomfortable,/ The bed was hard/ The room was not cleaned at all/ The rooms were not up to standard/ There were cracks everywhere
	rude/rudeness, hot-tempered, unfriendly,

irresponsible, irritable, indifferent, impolite, lazy, slow-minded, tactless, sloppy, wicked


Sample Letter of Complaint 1 
   Dear Sir/ Madam,

   I am writing to complain about your restaurant, ‘Ocean Delicacies’ where together with my friends we celebrated my birthday party on March 5th. Unfortunately the holiday was spoilt.

  Firstly, the service was very slow and inefficient. We had to wait for half an hour before the waiter came to our table and we could get the menu. Then we had to wait for another twenty minutes before we could order.

  Furthermore, your staff was impolite and not helpful. I asked the waiter about ingredients in a dish and the way it is cooked, but could get no answer. The waiter told it was none of his business, which was rude of him.

    To make matters worse, the food in your restaurant turned too expensive. We paid $15 each only for green salad with a couple of pieces of tomatoes and some greens. The main course was not good either. The meat was overcooked and dry and didn’t worth the money paid.

  I would strongly suggest that you have a serious conversation with your staff to make sure other visitors do not get similar treatment.

  I look forward to hearing from you soon.

Yours faithfully,

Denis Belov     
             Sample Letter of Complaint 2

     Dear Sir or Madam: 

  I have recently ordered a new pair of soccer cleats (item #6542951) from your website on June 21. I received the order on June 26. Unfortunately, when I opened it I saw that the cleats were used. The cleats had dirt all over them and there was a small tear in front of the part where the left toe would go. My order number is AF26168156. 

  To resolve the problem, I would like you to credit my account for the amount charged for my cleats. I have already gone out and bought a new pair of cleats at my local sporting goods store so sending another would result for  me having two pairs of the same cleats. 

  Thank you for taking the time to read this letter. I have been a satisfied customer of your company for many years and this is the first time I have encountered a problem. If you need to contact me, you can reach me at (555) 555-5555. 
Sincerely, 
Signature 
Ken Thomas

ACTIVITY 1
Together with your parents you spent a week holiday at a hotel in Turkey whose advertisement you had found in a travel brochure. Some of the services listed in the advertisement were not available. Write a letter of complaint to the manager. You complain about following:

         –         Jacuzzi and sauna under reconstruction

         –         the beach very far from the hotel

         –         no hair dryer

        –           towels changed only three times

          –       no choice of juices

Write a letter of at least 100 words. Do not write any dates and addresses.

ACTIVITY 2
You recently bought a network online which does not recognise your modem. Write a letter to the company according to the plan below:

Introduction 

Para 1: greeting; a few words about the purpose of your writing.

Main body

Para 2: state where/when/how you bought it.

Para 3: explain what the problem is; tell the company you are returning the gadget.

Conclusion

Para 4: ask them to repair it or send you a new one; closing remarks; your signature.

Write a letter of at least 100 words. Do not write any dates and addresses.

   ACTIVITY 3
You’ve bought a DVD with your favourite film recently. On opening it, you found that the disk was damaged. When you complaint, the shop assistant was rude to you and refused to change the wrong DVD. Write a letter to the company’s Complaints Department. In your letter you:
         –        write about the reason of your writing

         –        explain what is wrong with your purchase

         –        explain the reason of your dissatisfaction

         –      ask for help and say what action you expect the company to take

Write a letter of at least 100 words. Do not write any dates and addresses.

          Formal Letter to a Lost Property Office

Points to consider

	Language
	Grammar

	Formal 

Formal linking words, no use of short forms, order of adjectives
	Past Simple, Present Perfect, Conditional 1, There is a/an/ There are.., Passive Voice

	Part
	Purpose
	Useful expressions

	First line
	Greeting
	Dear Sir/Madam,

	First main paragraph
	Reason for writing letter (say what, where and when you lost)
	I lost my… on flight… from…to… on…

	Second main paragraph
	Write how your object is like
	It is a…It is made of… and it has…

	Third main paragraph
	Write what there is inside 
	Inside, there are some… It has also…in it.

	Fourth main paragraph
	Write how to contact you
	If by any chance someone has handed it in to the lost property office, please contact me on…

	Closing expressions (2)
	Express respect
	Yours faithfully,

	Final line
	Say who you are (first name and surname)
	


Sample Letter to a Lost Property Office
Dear Sir/Madam,

   I lost my suitcase on flight DLT456 from New York to Heathrow on 5th August.

   It is a large rectangular blue suitcase. It is made of plastic and it has four wheels and a blue plastic handle. It also has one side pocket.

  Inside, there are some clothes, shoes and a camera. It has also got some documents in it.

  If by any chance someone has handed it in to the lost property office, please contact me on (0717)6274731 after 6 pm any day.

Yours faithfully,

Anne Brown

ACTIVITY
Write a letter to the lost property office using this information:
Name:          Martha Wilson

Telephone:   555-3671

                    (9am – 5pm, Monday-Friday)

Item lost:      handbag

Place/Date:   flight TWA106

                      Madrid – Los Angeles (26th August)

Description:   small, rectangular, black, leather, gold clasp  

Contents:       brown purse, credit cards, keys, driving license, small amount of cash   

          Apology Letters  

Writing an Apology Letter

An apology letter shows that you are sorry and says that you value your relationship with other people. The sooner an apology letter is written and sent out the better it is for the relationship. Depending on the nature of the letter, it can either be written in the business or friendly letter format. 
          Business Apology Letter
Points to consider

	Language
	Grammar

	Formal 

Formal linking words, no use of short forms, phrasal verbs
	Present Continuous, Past Simple, Present Perfect, Infinitive or Gerund, Passive Voice, Conditional 1

	Part
	Purpose
	Useful expressions

	First line
	Greeting
	Dear Mr Williams,

	First main paragraph
	Offer your apology. Clearly state the problem
	I am writing to offer sincere apologies for…

Please accept my apology for being unable to give you a definitive answer at this time...  We apologize for whatever inconvenience this may cause you, but... 

We are very sorry that…

	Second main paragraph
	Give some explanation for what happened
	Our committee has not yet completed its investigation into... 

 In order to err on the side of caution, this toy has been recalled by the manufacturer...

 We understand your disappointment and appreciate the inconvenience…

	Third main paragraph
	Focus on what actions you are taking to rectify the problem
	We have already taken measures to ensure this regrettable situation does not happen again.
 We are happy to offer you a full refund…

 We will be happy to notify you as soon as we receive the information you requested... 

In our effort to improve the…
 I can promise you that…

	Fourth main paragraph
	Offer your apology again
	Once again, would you please accept our sincerest apologies regarding… 

Again, I apologize for our mistake and regret…

 If there is anything else that we can do to minimize your inconvenience in regard to this matter, please do not hesitate to contact us.

	Closing expressions (1)
	Final remarks
	I look forward to seeing you…

	Closing expressions (2)
	Express respect
	Yours sincerely,

	Final line
	Say who you are (first name and surname)
	


Sample Apology Letter (business)
5868 Maple Wood Street 

Fairfield, PA 37626 

November 29, 2004 

Mr. Joseph Bicman 

358 Noncook Road

John's Town, PA 57323 

Dear Mr. Bicman: 

   I apologize for the mix-up of order #: 26429782. 
   We have just implemented a new packaging system that still has a few bugs to be worked out, but we did fix your order and sent it out this morning. For your trouble, we have enclosed a $25 gift certificate which can be used at any of our stores.
   Once again I would like to apologize for the mix-up in your order and any inconveniences this may have caused you. 

Sincerely, 
Signature 
Scott Mahoney

Customer Service Manager

    Personal Apology Letter

Points to consider

	Language
	Grammar

	Semi-formal 

Contractions, phrasal verbs
	Present Simple (emphatic present simple), Present Continuous, Future Simple,  Past Simple, Present Perfect, Infinitive or Gerund, Passive Voice, Conditional 1, Modal Perfect

	Part
	Purpose
	Useful expressions

	First line
	greeting
	Dear …,

	First main paragraph
	Express your apology 
	I am so sorry... 

 I want to apologize...

 Please accept my most sincere apology for my behaviour last week/yesterday. I have thought long and hard about what happened and I realise how very upset/angry you must have been.

What can I say, except I’m sorry for…

I’m writing just to say how sorry I am about…

	Second main paragraph
	State exactly what you did wrong early
	I shouldn't have lost my temper when... 

 I have looked all over, but I'm afraid I have lost your book...

	Third main paragraph
	Accept responsibility for what you did and don't blame the other person
	I accept full responsibility for what happened...

     I know this was completely my fault...

  I am really sorry for creating the situation which I know I should have handled better. 

I admit that I was in the wrong and can only say how sorry I am.

	Fourth main paragraph
	Promise in your apology letter not to repeat your offensive action
	I can promise you that this will never happen again and hope that you will give me the opportunity to prove this to you.

	Closing expressions (1)
	Final remarks
	I understand that it might be difficult for you to accept my apology but hope that this letter will help.

 I will call you later this week to apologise in person and hope that you will be able to give me another chance.

I beg you to forgive me…

	Closing expressions (2)
	Express respect
	Love from, 
or
Kind regards,

	Final line
	Say who you are (first name and surname)
	


Handwrite this apology letter carefully; don't type it on a computer. 
Sample Apology Letter (personal) 
Dear Jolene, 

 I am sorry about forgetting about our lunch date. 

 It was completely my fault; I was so busy at work that it must have slipped my mind.

 How about I treat you to lunch next Wednesday, at the new Italian restaurant Julie's at 12:30PM? I have marked this date in my planner so I will not forget about it. I'd just like to apologize again for missing the lunch date. 

Your Friend, 

Signature
Sample Apology Letter (semi-formal)
To: Bina Singh
459, Pali Hill
Mumbai
15th February, 2007.
Dear Bina,
 I would like to sincerely apologize for not making it to your birthday party on 12th February. I had to rush out of town to attend an important meeting.     Had it not been so important, I would never have missed your party.
 I hope you understand my predicament and forgive me. I do look forward to other occasions for us to celebrate together.


With best wishes,
          Raj
ACTIVITY 1
While visiting a friend at his/her house, you accidentally broke an expensive vase. Write a letter to him/her apologizing for the damage and saying what you intend to do in order to make up for it.
ACTIVITY 2
You were going to visit your friend in London at the beginning of June. But unfortunately the schedule of the independent testing has been changed. Write a letter to your friend and:
 –     apologize for breaking your plans 

 –     state the reason of your not coming

 –     express your regret about postponing your meeting

 –     ask if it is possible to come later in the summer

Write a letter of at least 100 words. 

Invitation Letters
An invitation letter serves the purpose of inviting a guest to a party, an event or a celebration while conveying more information than a traditional invitations card. It serves two purposes; one, to invite the individual to the event or place and two, to ensure that the person receiving the letter is going to attend/visit.
Business Invitation Letter
Points to consider

	Language
	Grammar

	Semi-formal 

 No use of short forms
	Present Simple (emphatic present simple), Present Continuous, Present Perfect Continuous, Future Simple,  Past Simple, Present Perfect, phrasal verbs, Infinitive or Gerund, Passive Voice, Conditional 2

	Part
	Purpose
	Useful expressions

	First line
	Greeting
	Dear Mr/Mrs…,

	First main paragraph
	 Introduce yourselves, as well as the organization in which you have chosen to represent and invite peers and clients to events which are being hosted by the company
	We would like to invite you to attend a special event being held at…
 The purpose of this letter is to formally invite you, on behalf of the…

 As one of our longtime valued customers we would like to invite you to our showing…

	Second main paragraph
	Outline all of the information about the event. The date and time should be included as well as the theme and purpose for the event
	The theme of this conference is…

It will be held at the Mountain- view Conference Facility, in Montpelier, Vermont from December 3 to 5, 2011.

The showing will take place at…

	Third main paragraph
	State that you look forward to seeing the individual at the event
	In closing, we would be pleased and honored if you would consent to be our closing speaker at the…

 We would be honored by your attendance… We look forward to seeing you at…

I do very much hope that you will be able to accept this invitation.

	Closing expressions (1)
	Ensure that the person receiving the letter is going to attend.
	I will call you in a week or so to follow up on this.

Please reply by Monday the 26th of February to confirm your attendance to the function. 

	Closing expressions (2)
	
	Yours sincerely,

	Final line
	Say who you are (first name and surname)
	


Sample Invitation Letter (Business)

                                                                             Lockwood Middle School

                                                                                            307 Main Street

                                                                                   Lockwood, NJ 51686 

                                                                                       December 17, 2008 

Mrs. Jody Coling

President

Lockwood Health Association

23 Main Street

Lockwood, NJ 

Dear Mrs. Coling: 
  My name is Susan Harris and I am writing on behalf of the students at Lockwood Middle School. We would like to invite you to attend a special event being held at our school in a week's time. 
  A significant number of the students at the school have been working on a project which relates to the unemployment problem within the youth demographic of Lockwood. You are invited to attend a presentation that will be held within the media room of the school where a variety of proposals will demonstrate the ability of the community to develop employment opportunities for the youth within the community. 
  At the presentation, there will be several students receiving awards which will recognize them within the community from the Mayor. Refreshments will also be available at the presentation. 
  As one of the prominent figures in the community, we would be honored by your attendance. Please reply by Monday the 26th of February to confirm your attendance to the function. 

We look forward to seeing you there. 

Sincerely, 
Signature 
Ms. Susan Harris
   Personal Invitation Letter

  A friendly invitation letter is similar to a business letter but contains less formal speech and can make nuances with memories that may be shared with the guests who are being invited to the occasion. 

  Friendly invitation letters are used for a variety of reasons from engagement parties and showers to wedding invitations. They can also be used for personal parties and shows as well as housewarming get together. 
Points to consider
	Language
	Grammar

	Semi-formal 

Abbreviations
	Present Simple, Present Continuous, Present Perfect Continuous, Future Simple,  Past Simple, Infinitive or Gerund, Imperative 

	Part
	Purpose
	Useful expressions

	First line
	Greeting
	Dear  (Recipient's Name),

	First main paragraph
	Invite them to events which are being hosted by you, to the place where you are staying 
	I’d like to invite you to…

Next Monday we will celebrate… 

Please come with your family members.

I’d love it if you could come to…

I’m writing to invite you to join me in…

	Second main paragraph
	Outline all of the information about the event/the place The date and time should be included as well as the theme and purpose for the event; the description of the place, the directions
	This event will take place at…     on…

I’ve been staying here for a week now and it is …
I am staying at…The beach is..
You shouldn’t have much trouble finding the…but there are a few directions. 

	Third main paragraph
	State that you look forward to seeing your friend 
	We hope to see you at…

I think you can find the time to attain the birthday celebration. 

It is the greatest gift that you can give us. Your presence is very important to us.

I hope you’ll be able to join me.

Hope you can come.

	Closing expressions (1)
	Ensure that the person receiving the letter is going to attend.
	See you soon at the party.

Please RSVP by the fifteenth of June to ensure attendance. 


	Closing expressions (2)
	
	Truly Yours,

Yours sincerely,

Best,
Sincerely,

	Final line
	Say who you are (first name)
	


Sample Invitation Letter (Personal) 1                    

                                                                    97 Fir Crescent

                                                                    Denver, CO 80409

                                                                   December 17, 2008 

Dear Mr. and Mrs. Johnson, 

  As the parents of the bride, I would like to take this opportunity to invite you to the wedding of our daughter, Sandra Green to her fiancй, Adam Locke. On this joyous occasion, we wish to share the day with our closest friends and family members. 
  Children grow faster than any of us can imagine, the time is upon us to watch our child grow and flourish into a new stage of her life. He proposed while the two of them were on vacation, she happily accepted and now they are to be married. 
  The formal event will be located at the Fire Lake Golf and Country Club on the fifteenth of August at three o'clock, two thousand and nine. 
  Please RSVP by the fifteenth of June to ensure attendance. 
 We hope to see you there, to enjoy this special day with friends and family. 

Yours sincerely, 

Signatures
Sample Invitation Letter (Personal) 2       
  Dear Michael,

   I’m writing to invite you to join me in Sandbanks next weekend.

  I’ve been staying here for a week now, and it really is a wonderful resort. I am staying at the Royal Hotel. It is on the seafront and the rooms have a spectacular view of the English Channel. The beach is clean. There is a funfair and a mini-golf course which everyone seems to enjoy. The hotel has a restaurant where they serve delicious food.

   You shouldn’t have much finding the hotel, but here are a few directions so you don’t get lost. Take the train to Poole, then take the Number 152 bus to Sandbanks pier. You will see the Royal Hotel on your left. I am staying in room 23. If you want me to book a room for you, call me on my mobile. My number is 0944 372 649.

  Hope you can come. I look forward to seeing you at the weekend.

Love,

Katie

ACTIVITY
 Last month you took an active part in the TV quiz show "Around the world". And you’ve won a prize – two tickets for a tour of Ukraine. Write a letter to your friend in which you:
         –       invite him/her to join you

         –       describe the means of travel and accommodation

         –       describe two special places you are going to visit

         –       give suggestions what he/she will need to take with him/her

Write a letter of at least 100 words. Do not write your own name, any dates, addresses or other personal information. Start your letter in an appropriate way.

 Formal  Letter to the Editor

Points to consider

	Language
	Grammar

	Formal 

 No use of short forms, linking words 
	Present Simple (emphatic present simple), Present Continuous, Future Simple,  Conditional 2

	Part
	Purpose
	Useful expressions

	First line
	Greeting
	Dear  (Recipient's Name),

( If you don’t know the name of the person , you can write: Dear Sir/Madam,)

	Introductory

paragraph
	Say why you are writing
	I am writing to express my agreement/disapproval of (the district authorities’ /Town Council’s) decision to build a...

	Body paragraphs
	Express your agreement/disagreement concerning a certain issue in question, state your opinion
	Firstly,…As a result, the town will lose…
Secondly,…Consequently, there will be…
 Furthermore,…
In addition,

 Finally,...

	Closing expressions (1)
	Give strong disagreement again
	To sum up,

I strongly disagree…

 I think it is a good idea to…

	Closing expressions (2)
	
	Yours sincerely (if you addressed the person by name) or Yours faithfully (if you don’t)

	Final line
	Sign and print your full name
	Claire Harris

Claire Harris


Sample Letter to the Editor 

Dear Sir/Madam,

   I am writing to express my disapproval of the district authorities’ decision to build a large shopping arcade so near the town’s day-care centre. I am totally opposed to this absurd idea. I am convinced that the district authorities have no right to make such a decision before consulting the local residents.

   Firstly, the construction of the shopping arcade would destroy the beautiful park surrounding the day-care centre. Most parents have decided to send their children to this particular centre because of this magnificent park.

   Secondly, these days the majority of people do their shopping using cars. This would clearly mean a significant rise in the number of cars in our town. Little children and heavy traffic do not go well together. Consequently, teachers would rather keep them inside the centre premises than risk children being hurt in accidents.

  Furthermore, shopping arcades usually include fast food restaurants, bars and cafes where people can relax while doing the shopping. Unfortunately, this usually means piles and piles of litter disfiguring Sunderland’s beautiful surroundings we are all proud of.

  Finally, let me make one thing quite clear. Financial benefits to the community should not be the only criterion. The destruction of a relatively quiet and safe area and its transformation into a colourless place suffering from noise and air pollution would be irreparable in the long term.

  To sum up, I strongly disagree with the district authorities’ decision. I hope something will be done urgently.

Yours faithfully,

  Cathy Gibson

ACTIVITY

You have found out that the local council is planning to build a new supermarket not far from your school instead of a sports centre. You have decided with your friends to write a letter about this plan to the major newspapers published in your city/region. Write a letter to the editor of an English language newspaper in which you:

          –        say why you are writing

          –        explain why the sports centre is necessary near the school

          –        agree that a supermarket is a need in the area too

         –         give your suggestion on this issue

Write a letter of at least 100 words.
        Cover Letter (Letter of Application)
What is a cover letter?

A cover letter is a brief one page letter sent along with the resume to potential employers. The purpose of the cover letter is to present yourself to potential employers and to let them know what position you are interested in and why you would be a good fit for their company. 

The cover letter format should be almost identical to the regular business letter format. 

Cover Letter Writing

Each cover letter that you send out should be unique and tailored to the specific company and position you are applying to. Using one cookie cutter cover letter will lessen your chances for landing an interview. Also be sure to check for grammar and spelling and keep the letter to one page in length.

Points to consider

	Language
	Grammar

	Formal 

 No use of short forms
	Present Simple (emphatic present simple), Present Continuous, Future Simple,  Past Simple, Present Perfect, Phrasal verbs, Infinitive or Gerund, Passive Voice, Conditional 2

	Part
	Purpose
	Useful expressions

	First line
	Greeting
	Dear  (Recipient's Name),

 If you don’t know the name of the person , you can write: Dear Sir/Madam,

	First main 

paragraph
	Refer to the advertisement and say why you are writing. Include information on the position you are looking for and how you heard about and why you are interested in the position and/or company.
	I am writing to apply for the position of a…which I saw advertised in…

 I am 20 years old and I saw your offer for… I like…/ and I would be glad to…
That is why I am writing this letter to you. I have always been interested in…

 I have seen your advertisement in the… and I would like to apply for the full/part-time position of…

 I am writing in connection with…

	Second main paragraph
	Give information about your interest and availability
	I am 23 years old and I have recently completed/taken/passed… and I am currently looking for job/working as… 
I hold a certificate in…

I am really reliable/hardworking/careful

I am considered to be…

I enjoy working with…

I am extremely patient with…

	Third main paragraph
	Say what experience and skills you’ve got. You have to persuade the reader that you’re the best person for the job! 
	I have a diploma in…

I graduated from … University last year with a degree in…

Although I have no experience I feel I would be suited for the post
 For the last/past years I have been working as…

My qualifications include…

 Since the completion of my studies at… 
I have been working as a…at… 

I have enjoyed my job enormously. However, I feel I need to continue my professional development and expand my knowledge of…

I am enclosing my CV with details of my previous education/qualifications and work experience.

At the moment I am employed by…

 I am currently working as…

	Fourth main paragraph
	Ask questions
	I wonder if you could let me know
I would also be grateful if you could send some information 

	Closing expressions (1)
	
	I would be more than happy to attend the interview.
Please do not hesitate…to contact me if you require further information.

I believe I would be a useful member of your…, and I hope you will consider my application for the position.

 I hope you will consider me for this position because this is a perfect opportunity for my further professional development.

 I hope to hear from you soon.

 I look forward to hearing from you soon, and I hope you will find me suitable for the job you offer. 

I really want this job.

I have enclosed a copy of my CV.

I am available for interview any day apart from…

	Closing expressions (2)
	
	Yours sincerely (if you addressed the person by name) or Yours faithfully (if you don’t)

	Final line
	Sign and print your full name
	Claire Harris

Claire Harris


Sample Cover Letter 1
Dear Mrs Singh, 

 I am writing to apply for the position of part-time kitchen assistant, as advertised in “The Evening Gazette” last Tuesday.

  I am an eighteen-year-old student at Bradford College. I have experience in food preparation, as I worked in a restaurant last summer.

  I wonder if you could let me know how many hours a week I would be expected to work. I would also be grateful if you could tell me what the pay per hour is.

  Please do not hesitate to contact me if you require any information. I would be more than happy to attend an interview.

  I look forward to hearing from you soon.

Yours sincerely,

Harvey Goldman
Sample Cover Letter 2
 Dear Sir/Madam,
  I am writing to apply for the position of a secretary in your company which I saw advertised in a local magazine. 

   Last month I finished the secondary school. It was a specialized language school, so I have a good command of the English language:

I can speak English fluently and have good writing skills. I know the basics of German too. Since we learned computer science and word processing, I am good at both of them.

  My father works for a foreign company and I helped him translating some letters and documents. I also interpreted for the company from time to time as a secretary in this company. I can operate all the machines in the office (fax. xerox). I have some experience in speaking German as the company has German partners.
 I have just entered a university (correspondence department), so I can start my work whenever you want me to start. I am available for the interview any time between 11a.m. and 4 p.m. You are welcome to contact me any time.

   Yours faithfully,

    Anna Kostenko
ACTIVITY
You saw an ad asking for a babysitter. You need some extra money so you decided to apply for the job. Write a letter of application according to the plan below:

Introduction 

Para 1: greeting; the purpose of your writing.

Main body

Para 2: mention where and when you saw the ad and the job you are applying for.

Para 3: give information about your age, qualifications, previous experience (if any) and personal qualities.

Conclusion

Para 4: ask when you can come for an interview; when you could start working; closing remarks; your signature.

Write a letter of at least 100 words.

Reference Letter/Letter of Recommendation
Letters of recommendation can help you get a job or get admitted to college. Whether you are writing a recommendation letter or requesting a recommendation letter, you should know what to include.
Points to consider

	Language
	Grammar

	Formal 

 No use of short forms
	Present Simple, Present Continuous, Future Simple,  Past Simple, Present Perfect, Phrasal verbs, Infinitive or Gerund, Passive Voice

	Part
	Purpose
	Useful expressions

	First line
	Greeting
	

	First main 

paragraph
	Say why you are writing 
	I have received your letter dated… which requests a reference for …
I would like to recommend…

I am pleased to provide the following information.
I am writing to recommend…for the position of Sales Manager at … Company
I had the pleasure of working directly with … during his time as a salesperson at …., and his tremendous abilities never ceased to amaze me. I was …’s direct supervisor at …, and during that time, we worked together closely, so I fully understand his capabilities

	Second, third main paragraphs
	Give information about the qualities with examples/

justifications of the person you are asked to recommend for a post
	… has been employed at the company for … years, where he/she has held the position of…

... is a creative person. He/she has a lot of imagination and new ideas.
… is bright, energetic, compassionate and genuinely well rounded.
…is highly charismatic and has a terrific on air presence.

…is well organised. He/she makes a schedule of his/her work and activities and carries them out efficiently.

	Closing expressions (1)
	
	In conclusion, …is a creative, reliable and well-liked member of…
With his abilities, adaptability, and dedication, Tom will be a great…
I have no doubts you will be exceptionally pleased if you hire him. If you have any questions, please feel free to contact me at the above address.

I have no hesitation in recommending…for any position which requires his many admirable qualities.

 It is clear to me as I hope it is to you that this young woman, Martha Holden, is an exceptional candidate 

	Closing expressions (2)
	
	Best regards,
Yours sincerely,

	Final line
	Sign and print your full name
	


Sample Letter of Recommendation (Reference Letter)
Dear Mr. Smith,

 

   I am writing to recommend Tom Thompson for the position of Sales Manager at ABC Company. I had the pleasure of working directly with Tom during his time as a salesperson at XYZ, Inc., and his tremendous abilities never ceased to amaze me. I was Tom’s direct supervisor at XYZ, and during that time, we worked together closely, so I fully understand his capabilities.

    Tom’s incredible adaptability with potential clients has let him excel in sales. His uncanny ability to know what the client wants before they tell him makes customers feel comfortable with him. His flexibility also allows him to quickly switch tactics if the customer changes their mind about something at the last minute. 

   Tom is also able to work effectively with other co-workers, making him a great addition to the team. After taking the initiative to sign up for classes on leadership and interpersonal skills, he even presented the information he learned to the rest of the company, which dramatically improved the way we communicate. I have enjoyed watching the way he has grown and excelled at XYZ, Inc.

   With his abilities, adaptability, and dedication, Tom will make a great Sales Manager for ABC Company. I have no doubts you will be exceptionally pleased if you hire him. If you have any questions, please feel free to contact me at the above address.  

 

Sincerely,

John Johnson

ACTIVITY
Todd Green has received a letter from Mr Fleming, asking for a reference for Miss Collins who worked for Mr Green’s company for two years. She left when she moved house, and she has now applied for a job in Mr Fleming’s company. Look at the notes Todd Green has made, then write his letter to Mr Fleming, using the plan below (at least 100 words).
          Full name: Patricia Collins

          Age: 27

                  Work experience: worked as an office manager – two years – rose to position of   a department manager    

         Qualities: hardworking – often worked overtime

                          responsible – always worked well

                          fast learner – quick to learn

                          polite and helpful

                          however, stubborn at times

        Plan

 Introduction
Para 1: salutation and reasons for writing, the person’s name, age, position in company, reasons for leaving

Main body

Para 2: Character, qualities

Para 3: General comments about the person

Conclusion

Para 4: Closing remarks, polite ending, your signature

 Resume  (Curriculum Vitae)
   A resume is a summary of your qualifications. The term comes from the French language, in which it means "to summarize". Your resume should describe you and show what you can do. It should include your professional and volunteer experience, special skills, education and accomplishments.

   A curriculum vitae (CV) includes a summary of your educational and academic backgrounds as well as teaching and research experience, publications, presentations, awards, honours, affiliations and other details. In Europe, the Middle East, Africa, or Asia, employers may expect to receive a curriculum vitae.
As stated, three major differences between CVs and resumes are the length, the purpose and the layout. 

In the United Kingdom, a CV is short (usually a maximum of 2 sides of A4 paper), and therefore contains only a summary of the job seeker's employment history, qualifications and some personal information.

In the United States and Canada, a CV is used in academic circles and medical careers as a "replacement" for a résumé and is far more comprehensive; the term résumé is used for most recruitment campaigns.
Curriculum Vitae

First Name Last Name 
Objective
Use a specific job title here, or write a brief, simple phrase describing the type of work you are seeking. 
Summary 

Summarize your background and most valuable attributes. 
Using concrete examples, explain to potential employers precisely what you will be able to do for them. 
Describe your unique gifts and strengths. Write this section last, as it is often the most difficult to write. 
Personal Data

Name: Brenda Scott

Date of birth: 30 August 1980
Marital status: single
Address: 44 London Road, Winchester SO16 7HJ
Phone:
Home phone: 0962 8890
Work phone:  0703 77877
Education: Churchill Comprehensive School Basingstoke 1991-1996
Additional Education: Winchester Technical College 1996- 1998
Work Experience:
Office assistant Totton Engineering, Totton 1997-1999

Personal assistant Millbank Foods, Southampton 1999 to date

Languages Knowledge:
English Excellent Good Fair

Spanish Excellent Good Fair

Computer & Technical Skills: Operating systems 
Licences & Certificates: driving licence
Interests & Activities: I play club basketball regularly and I sing and play the guitar with a local country and western band. 

References: Mr John Robinson, Sales Director, Totton Engineering, Cadnam Street, Totton S023 4GT
ACTIVITY 
Write your own CV. Use Brenda’s CV as a model.
2.2. Articles
 Describing People
Points to consider

	Language
	Grammar

	Complex sentences joined with connectors, a wide range of adjectives
	Present Simple, Past Simple, Present Perfect, Gerund 


When describing people your composition needs to be well organized.

	Introduction

	Paragraph 1
Set the scene :
· name of the person

time/place you met/saw him/her
	 I first met…
I’ve made friends with…

…has been my friend for/since…

	Main body

	Paragraph 2
Physical appearance: height, build, age, facial features, hair, clothes
	…is quite good-looking/attractive
…is tall and slim with (brown eyes) and…

… is in her early teenage

… dresses casually, he/she usually wears….
… looks quite conservative/trendy/fashionable and sporty

	Paragraph 3
Personality characteristics (positive and negative)
	…is very optimistic and always sees the positive side of things.
…is a caring person and always helps others.
…is a very polite person and behaves towards people in a pleasant way.

But he/she can be arrogant at times  and thinks he/she is better than others

	Paragraph 4
Activities he/she takes part in/likes doing: hobbies, interests
	… is interested in/keen on/fond of 

…likes/enjoys/ loves …(ing form)
…can’t stand…

	Conclusion

	Paragraph 5
Comments/feelings about the person
	It’s great fun to be with…
I’m glad to have… as my friend

I’m really happy I’ve met…

He/she’s really made all the difference to being at a new school/a camp.


To describe people’s physical appearance you can use the following words:

	height
	(quite) short/ tall, of medium height

	built
	well-built, plump, slim, slender, skinny, thin, muscular, overweight

	age
	young, old, middle-aged, teenage, early twenties, late sixties

	complexion
	pale, tanned, fair, ruddy, black

	face
	round, freckled, cheekbones, wrinkled, oval, long, square

	hair
	straight, wavy, curly, blond, permed, shoulder-length, long, short, black, grey

	eyes
	almond/heart-shaped, slanting, (dark) brown, green, blue, large, sparkling

	nose
	hooked, curved, crooked, small, quite large, rather big, upturned

	lips
	full, thin, large, round

	special features
	dimples, scar, mole, spots, tattoo


The following adjectives describe people’s personality:

	Positive
	Negative (can be/tends to be at times)

	Hardworking
	lazy

	Generous                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
	Mean

	Polite  
	rude

	Reliable  
	bossy

	Determined   
	spoilt

	Intelligent                                                            
	careless

	Imaginative   
	arrogant

	Outgoing  
	forgetful

	Active  
	selfish

	Helpful  
	stubborn

	Loyal  
	disorganized

	Ambitious
	nervous


Sample Description of a Person
   I’ve known Julie since my first day at school, when we were only five. I can remember her smiling face as the teacher, Mrs Snow, asked me to share the same desk with her.

   Julie is quite short and slim. She’s got a round face with beautiful almond-shaped eyes and a slightly upturned nose. She often wears her shoulder-length fair hair in a pony-tail. Julie prefers comfortable clothes and can often be seen wearing a blue jumper, a pair of denim jeans and trainers.

   Although Julie is quite reserved, she is a kind person who will listen to your problems and try to help you. She is also quite active and enjoys outdoor activities.

   One of Julie’s favourite hobbies is cycling. She also enjoys reading people’s horoscopes and trying to predict what will happen in the future. Julie likes going to the cinema and is especially fond of adventure films.

   Over the years, I have shared many good times with Julie. She has been one of my best and most trusted friends. I feel fortunate to have met her.

ACTIVITY
Write a descriptive composition about a person you admire.

In your composition include the following information:
          –       who the person is; what he/she does; when and where he/she was born
          –        what his/her appearance is
          –        what his/her character, hobbies and interests are
          –        comment on your feelings about the person.

Write a composition of at least 100 words
  Describing Places/Buildings

Points to consider
	Language
	Grammar

	A wide variety of factual and opinion adjectives
	Present Tenses to describe a place for a tourist brochure, Conditionals to describe your dream house, ideal city, etc. , Comparatives and Superlatives


When describing places your composition needs to be well organized.

	Interesting Introduction

	Paragraph 1
Set the scene :
· name and location of the place/building

reason(s) for choosing the place/building
	…is a large town/city/a small seaside/village on the north/south(coast) of…
…is located in the heart/middle of…

… 

	Main body

	Paragraph 2
Overall look and particular details:

- Place: sights, facilities, free-time activities

- Building: first look, historical facts and specific details
	……a perfect holiday destination

… has amazing /lots of tourist attractions

There is a lot of…/are lots of sights to see

	Paragraph 3
	

	Conclusion

	Paragraph 4
Feelings and final thoughts about the place/building plus recommendation
	... is a lively and exciting city to visit with something for everyone, and is recommended to anyone seeking fun, variety and adventure.
… has something to offer everyone.

… is a fascinating place to visit.


Sample Description of a Place
New York City

  New York City isn’t a city that can easily be ignored even by the most demanding visitor. Located on the east coast of the United States of America with a population of over ten million people, it is the destination of thousands of visitors who come every year to experience the excitement of one of the busiest cities in the world.

  The streets of New York are incredibly noisy, with the sounds of car horns beeping, people shouting and police car sirens wailing. Amazingly tall skyscrapers rise up everywhere.

  The most exciting thing about New York is how much there is to see and do there. For sightseers there is the Statue of Liberty, the Brooklyn Bridge and Central Park, while lovers of culture can visit the theatres of Broadway or some of the city’s hundreds of art galleries. Alternatively, if you are a sports fan you can even catch a game of baseball at Yankee Stadium. The night life in New York is equally brilliant, with a wide variety of restaurants, bars and nightclubs to choose from.

  New York is a lively and exciting city to visit with something for everyone, and is recommended to anyone seeking fun, variety and adventure. 

Sample Description of a Landmark
St Sofia's Cathedral
"No city in the world is more beautiful than Kyiv," said Mykhail Bulgakov, one of the most mysterious writers and the author of "The Master and Margarita." 
  The city has a unique landscape and is widely known for its architectural ensembles.
     Kyiv churches make you think that you are not in XXI century, but hundreds years ago, you want to come closer to walls, to touch them and to feel the ancient times when our ancestors hadn’t known what computers, cars and different modern things are.
St Sofia's Cathedral is one of the most beautiful buildings in Kyiv in all its austerity. The white facade contrasts very well to the dark green roof at the same time as they complete each other. The church is well known for its outstanding frescoes. It’s hardly anywhere else in Europe to find a church with so many frescoes of XI century.
It was built to celebrate prince Yaroslav the Wise's victory over the Perchenegs, a tribe attacking Kiev. The entrance tower we pass through to get into the grounds were built in the 18th century, though. St Sofia was named after Hagia Sofia in Istanbul, the name of which means Holy Wisdom. And wisdom was gathered at St Sofia in Kiev as well since here was the first library and school in Kyiv State. Furthermore this place was for coronations and other royal ceremonies due to its position adjacent to the Royal Palace. And inside the church we find the sarcophagus to prince Yaroslav the Wise.
Today the St. Sofia Cathedral is a museum where you can see the unique ancient Rus mosaics, frescoes, unique graffiti made more than 1000 years ago. When you enter into the Cathedral you will be amazed by its grandeur and splendour.


   It's definitely "a must" for every visitor and I also recommend it!
ACTIVITY 
Write about the place in your area that is very popular because of its natural scenery (at least 100 words) using the following:

          –        mention its location
          –        say what attracts visitors to that place
          –        describe how you feel about it.
 Write an article of at least 100 words.

 Description of a visit to a place
Points to consider

	Language
	Grammar

	A wide variety of factual and opinion adjectives
	Present Tenses to describe a place for a tourist brochure, Past Tenses to describe a visit to a place which happened some time ago, Conditionals to describe your dream house, ideal city, etc. , Comparatives and Superlatives


When describing places your composition needs to be well organized.

	Interesting Introduction

	Paragraph 1
Give the name and location of the place you visited, the reason for writing the description, where you stayed and what the weather was like
	Last… I/my family went (on holiday) to…

…is a large town/city/a small seaside/village on the north/south(coast) of…
…is located in the heart/middle of…

… I/we stayed in a five-star/nice hotel/small guesthouse/bed and breakfast etc. in the centre of/on the outskirts of town.
The weather was marvelous/fantastic/appalling(bad)/dreadful etc (the whole time/at first)

	Main body

	Paragraphs 2, 3

Describe what you saw, visited, where you ate and what was the nightlife there in separate paragraphs. Start a paragraph with a topic sentence which is the summary of the paragraph and includes the main idea of the paragraph

	……a perfect holiday destination

… has amazing /lots of tourist attractions

There is a lot of…/are lots of sights to see
I/we visited local museums/beautiful parks…and admired the stunning collection of… /magnificent palaces/churches/castles there.

… saw a lot of…/the whole city

Then we  strolled aimlessly around…

…got lost in the quiet back streets/lively central shopping area.

… had dinner at traditional/Chinese/Japanese restaurant.

…enjoyed delicious dishes such as…

…couldn’t find a place to have a snack.

…shopped for souvenirs at street markets/shops.

The nightlife was exciting/dull/boring
There were a lot of clubs which were popular with young people.

The streets were crowded/empty/quiet.



	Conclusion

	Paragraph 4
Feelings and final thoughts about the place/building plus recommendation
	... is a lively and exciting city to visit with something for everyone, and is recommended to anyone seeking fun, variety and adventure.
… has something to offer everyone.

… is a fascinating place to visit.

I had the time of my life.

We couldn’t wait to leave.

It’s really(not) worth visiting.


Sample Description of a Visit to a Place

Last July, it was my 18th birthday. To celebrate, my parents and I visited England’s capital, London, for a week. We stayed in a comfortable family-run hotel in the city centre. The weather was marvelous the whole time.

  London has amazing tourist attractions. Up in the London Eye, we saw the whole city spread out clearly beneath us. Then we strolled aimlessly around the beautifully-kept gardens of Buckingham Palace. We also visited the National Gallery and admired the stunning collection of world-famous paintings there.

On my birthday itself, we had a special day out.my parents took me to Oxford Street to buy some trendy clothes, followed by lunch at a traditional restaurant by the riverside. In the evening we watched one of the West End’s most amazing musicals, The Phantom of the Opera. It was superb.

London has something to offer everyone. We all had the time of our lives and were really sorry to leave!
ACTIVITY

You have recently visited a place of interest in your country. Write an article for a school paper describing:
          –        the place you have been to

          –        the tourist attractions that are in the place

          –        the sights and the places you have visited and are going to see

         –       whether the place is worth visiting and why.

  Describing Events (Carnivals/Festivals/Ceremonies)

Points to consider

	Language
	Grammar

	A wide variety of descriptive adjectives
	Present Tenses to describe annual events (festivals, carnivals), Past Tenses to describe an event which happened some time ago, Passive to describe the preparations or activities which take place


When describing events you should give accurate information in well-structured paragraphs.
	Interesting Introduction

	Paragraph 1
Set the scene :
· name, place, time and the reason it takes place


	It is held in… every…
This (three-day)festival takes place every… 
It is a brilliant festival.

	Main body

	Paragraph 2
Detailed information concerning the preparations (food, decorations)
	Preparations start weeks/ months before the festival.
People 
clean their houses
put up decorations

 make floats/puppets
practice their dance steps

prepare their costumes

carve pumpkins

buy presents etc.

	Para Description of the actual event/activities (costumes, music, dancing, other activities)graph 3

	People 

line the streets to watch parades/floats

wear fancy-dress costumes

light candles

play games

watch marching bands

set off fireworks

make speeches

have barbecues/parties

visit friends/relatives

sing and dance in the streets

take part in contests

eat a traditional meal

give each other presents

send cards/flowers etc.

	Conclusion

	Paragraph 4
Feelings and final thoughts about the event plus recommendation
	Everyone feels happy/excited/thrilled/joyful
It’s fun for everyone.

Everyone has/had a great/wonderful time.

I’m sure everyone will remember it for a long time. I’ll never forget it.

It was a day full of surprises.

I felt sad it was over but now I’m looking forward to next year’s festival.


Sample Description of an Event 
Valentine’s Day

   Many countries celebrate Valentine’s Day on February 14th. This modern-day holiday is a celebration of love which gets its name from a Roman priest, Valentine, who secretly performed wedding ceremonies for Christian couples in the 3rd century.
  Weeks before the fourteenth of February, shop windows are decorated with red paper hearts, red streamers and boxes of chocolates. Heart-shaped cakes and sweets are baked and gifts such as perfume and jewellery are promoted by department stores. Red roses are ordered from florists, dinner reservations are made and presents are bought in preparation for Valentine’s Day. Even cards and small gifts are made by young children at schools.

  On Valentine’s Day, many people wear something red, since it is considered to be the colour of love. Gifts, wrapped in shiny paper and red ribbons, are exchanged, women receive bouquets of flowers and people express their feelings to their loved ones. In the evening, many couples choose to dine at romantic restaurants while others enjoy spending time together at home.

  Valentine’s Day is a time to let people know how much you love and appreciate them. It is a day that makes everyone feel romantic and happy.

ACTIVITY 1
 A travel magazine is running a competition for the best description of a festival in your country. Write a description using the following:

          –       mention its name, place, time and reason

          –       give more detailed information about  preparations

          –     describe the scene, the atmosphere and the activities which take place

          –      describe how you feel about it.

     Write an article using 120-180 words.
ACTIVITY 2
   Your pen-friend would like to know how the Ukrainians celebrate New Year. Write a letter in which:

      –       write where you are planning to celebrate this holiday;
     –        which dishes are associated with holiday in your family

     –         how you’ll be dressed this year

     –         what presents you are preparing for your family/friends.

Write a letter of at least 100 words. Do not write your own name, any dates, addresses or other personal information. Start your letter in an appropriate way.

 Narratives  
Points to consider

	Language
	Grammar

	A wide variety of factual and opinion adjectives, time words (before, until, then, next, finally), verbs
	Past Simple to describe the main events, Past Continuous to set the scene, Past Perfect to talk about the events which happened before the main events, Direct and Reported Speech to make the story lively, Comparatives and Superlatives, Adverbs


	Short and attractive headline/title

 announcing the topic

	Introduction

	Paragraph 1
Set the scene:

· Who –

· Where –

· When –

· What –


	…felt tired as she had been working (on her computer) all morning.
It was (snowing heavily) when…(woke up).

	Main body

	Paragraphs 2, 3, 4
Development(describe incidents leading up to the main event and the event itself in detail)


	At first, we didn’t notice…

The (party) had only just started when…

The next thing…knew, …was…

Just at that moment… 


	Conclusion

	Paragraph 5

End the story (refer to moods, consequences, people’s reactions, feelings, comments)
	The young man near the door…
We walked down…

To our/their/my surprise/horror …

Imagine our/my disappointment/surprise when...

I’ve never felt so relieved/scared/embarrassed in my whole life.

It was the most embarrassing/exciting/amazing moment I’ve ever experienced.


To make the story more interesting you can use a variety of verbs and adjectives:
	say

	state
	to formally say or write a piece of information or your opinion

	answer/ reply
	to say something to someone as a reply when they have asked you

	ask
	to speak or write to someone in order to get an answer, information or a solution

	whisper
	to speak or say something very quietly

	explain
	to tell someone about something in a way that is clear and easy to understand

	scream
	to make a loud high noise because you are hurt, frightened, excited etc

	shout
	to say something very loudly 

	promise


	to tell someone that you will definitely do or provide something

	claim
	to state that something is true

	wonder
	to think about something that you are not sure about

	suggest
	to tell someone your ideas about what they should do, where they should go etc

	look, see

	glimpse
	to see someone or something for a moment/ catch sight of

	stare/gaze at
	to look at someone or something for a long time without moving your eyes, for example because you are surprised, angry

	notice
	see, hear, feel someone/something

	watch
	to look at someone or something for a period of time, paying attention to what is happening

	glance
	to quickly look at someone/something

	very good

	wonderful/great
	making you feel very happy

	great
	very large in amount or degree,
sound, smell, taste, feel etc

	fantastic
	attractive, enjoyable, extremely large(huge), imaginary,  strange, magical

	terrific
	making you feel excited and very happy

	excellent
	of very high quality (great is less formal than excellent)

	brilliant
	very bright or strong light/colour, extremely clever or skillful, very successful, excellent

	amazing
	very good, especially in an unexpected way, so surprising you can hardly believe it

	marvellous
	extremely good, enjoyable, impressive(wonderful)

	very bad

	terrible
	extremely severe in a way that causes harm or damage

	awful
	very bad

	disastrous
	ending in failure

	dreadful
	extremely unpleasant

	horrible
	used, for example, about things you see, taste or smell, or about the weather

	rubbish
	not skillful at a particular activity

	very big

	huge
	extremely large in size, amount or degree

	enormous
	

	very small

	tiny
	used about objects, numbers or amounts

	minute
	extremely difficult to see or notice


Sample Story
The Dream
   One night, thirteen-year-old Lisa Levington had a strange dream. In the dream, her brother Rob, who was travelling round the world at the time, came to see her. ‘Hi Lisa,’ he said. ’I’ve got a message for you to give to Mum and Dad.’

  Rob explained that he had been in a serious accident in Brazil and was unconscious in hospital. He asked Lisa to tell their parents not to worry. ’I’ll be all right,’ he promised.

   The next morning, while Lisa was telling her parents about the dream, the phone rang. It was Rob’s best friend, Colin. ‘I’m afraid I’ve got some terrible news,’ said Colin. ‘Rob’s been in an accident.’

   For six days they waited for news. Mr and Mrs Levington were so upset, but Lisa kept reminding them about her dream. That evening Colin called. ’Great news!’ he said. ’Rob’s awake. The doctor says he’s going to be fine.’

  ‘I knew it!’ shouted Lisa with joy, and she always believed in her dreams from that day on.
ACTIVITY
Think about a time when something unexpected happened. Write a narrative in which you tell about an unexpected event that happened to you or someone you know. Be sure to include specific details so that a reader can follow your story.

          News Report
Points to consider
	Language
	Grammar

	Impersonal formal style

 Accurate facts only
	Passive Voice, Direct / Reported Speech and appropriate reporting verbs, Past Simple, Past Continuous, Present/Past Perfect Continuous, Past Perfect


	Short and attractive headline/title

announcing the topic

	Part
	Purpose
	Useful expressions

	Introduction
	Summarizing the described events:

· Who –

· What –

· Where –

-          When -
	A hurricane hit… yesterday morning, causing thousands of pounds worth of damage to buildings…

 Two people were seriously injured in…

 Two people were killed and one person was seriously injured in a car crash…

 There was a large house fire early this morning…

	Paragraphs 1,2,3,4,5
	Developing  the topic and including the information answering the questions WHY and HOW the event took place
	Description of Events

The accident happened when…

…started/began/approached/reached…

Points of View and Aspects of the Problem

Firstly,…

Secondly,…

Thirdly,…

Finally,…

Addition to the Problem

Furthermore,…

Moreover,…

What is more,…

In addition to this…

Not only… but… as well

Apart from this/that…

Reasons and Details

… because…/owing to the fact that…

The reason why… is that…

What I like/dislike about… is…

As a result of this…

Emphasizing Connecting Different Ideas

However, …

…but…/at the same time…

On the other hand,…

In spite of the fact that…/Despite the fact that,…

Result

As a result of this, …

What this means is people now expect…

	Conclusion


	Reactions or comments of ordinary people, officials, etc., and possible future actions concerning the event.
	This is one of the worst natural disasters to hit the area…

Transport authorities announced that…

To sum up, the situation is…


Sample News Report
Gas Leak Results in Tragedy

   In the early hours of Saturday morning the West Cross Shopping Centre, Wolverhampton, was devastated by a gas explosion. Fortunately, nobody was killed in the blast, but fourteen people were injured, two of them seriously.

   Eight hours before the blast occurred, shop assistant, Heather Fowles had called the Gas Board, as she had noticed the smell of gas, but the Gas Board workers did not detect any leak.

  “The explosion was like a flash of lightning,” said cleaner, Iris Adams, one of the less seriously injured victims. She states that she saw her boss, John Wilson, being lifted into the air and thrown against a wall by the blast. Mrs Asams and Mr Wilson were trapped under the rubble for more than one hour before fire-fighters managed to rescue them.

   Police inspector, David Chamberlan revealed that several other complaints had been made about the smell of gas. The inquiry continues today.

ACTIVITY
You work as a journalist. Write a news report about the earthquake in Japan.
Book Review
Points to consider
	Language
	Grammar

	A wide variety of factual and opinion adjectives
	Present Tenses, Passive Voice, Comparatives and Superlatives

	Part
	Purpose
	Useful expressions

	Introduction 
	State briefly all the background information concerning a book. (the title, the type, the author, the theme, main characters, etc.)
	This fascinating/well-written /original book is…
It is a spy/adventure/fantasy/sci-fi story.
The book/novel was written by…
The main characters in this story are…

	First/second/third main paragraphs
	Give main points of the plot, presented in chronological order, general comments on the plot
	The story begins/is about…

The book reaches a tragic/dramatic culmination when…

The book tells the story of… /is based on…

The book is set in/takes place in…during…
The plot is…/ has an unexpected twist

It has a tragic/surprising end.



	Conclusion 
	Give a general assessment and/or a recommendation supported by relevant reasons
	I find the story great/interesting/exciting/terrific/sad/awful/funny…

My first impression was… but later…

I would highly/strongly/definitely/ wouldn’t recommend it because…

It is (not) worth seeing…

You should definitely read/see…

Don’t miss it, it will change the way you see…


Sample Book Review
Ender’s Game

    One of my favourite books of all time is Ender’s Game by the American author Orson Scott Card.

   It is the first novel in a series of books which all take place in the same imaginary universe.

    Ender’s Game is science fiction story about a talented boy, Ender, who is taken to a military training school at a very early age. Ender spends his days training and practicing, but is never told about the purpose of his preparation. After a difficult start, he begins enjoying his training, and soon becomes the best among his fellow trainees. What he does not realize is that he is being prepared for war against an alien race.

   The story is written from the boy’s perspective, who cannot quite understand what is happening around him. The reader identifies with the protagonist, and when the final twist comes (which I do not want to give away), we live through the shock of it together with Ender. 

  The book raises important questions of innocence, adults’ responsibilities towards children and about the nature of special talent.

  Card’s powerful story-telling makes Ender’s Game a real page-turner, and I personally found it very difficult to put down.

  It is an all-time science fiction classic, which I would definitely recommend to fans of the genre.

ACTIVITY
Write a short description of the book you have just read.

Write a review of a book you enjoyed using at least 100 words.
Give information about:
          –        the title, the author and the type of the book
          –        when and where the story takes place
          –        who the main characters of the story are
         –        explain why you find the book interesting.
          Film Review

Points to consider

	Language
	Grammar

	Formal/semi-formal

A wide variety of factual and opinion adjectives
	Present /Past Tenses (you can write a review either in the past tense or in the present tense. The important thing is to use the same tense throughout your review), Passive Voice, Comparatives and Superlatives

	Part
	Purpose
	Useful expressions

	Introduction 
	State briefly all the background information concerning a film, (the title, the type, the author or director, the theme, main characters, etc.)
	This realistic/spectacular/

magnificent film is…

The film stars…

It is a comedy/action/historical/
science fiction/war/western/
romantic/disaster/horror
 film starring …/
with … as the most important actor/actress in it.

	First/second/

third main

paragraphs
	Give an outline of the plot (you should not under any circumstances reveal the end).

 Include an evaluation of comments of various features such as the direction, acting, cast, main characters, plot, sound effects, screen play, special effects, music, etc, or to put it briefly, all the good and bad points of the film, book, etc.
	The story begins/is about…

The film reaches a tragic/dramatic culmination when…

The /film tells the story of… /is based on…

The film is set in/takes place in…

The film was directed by…

The plot is original, interesting and 

frightening / has an unexpected twist

The script is dull/clever/exciting/fast moving
It has a tragic/surprising end.

The film shows…
- struggle of…against…

- love among…

- complex relations between…

- the fate of…

The plot focuses on the problem…/the nature of…relationship

It is rather long/boring/confusing

The cast is excellent/weak/
The film has a… cast

(The actor)… has starred in many fine films, but in this film he…
The way he/she acts shows that…
In my opinion he/she should/shouldn’t have…

The acting is real/true to life/excellent/first class.
The special effects are also amazing, especially the ship itself, which seems so real. 

The wonderful music is very romantic.  However, because of the unrealistic, silly love story, the dialogue is rather poor.

	Conclusion 
	Give a general assessment and/or a recommendation supported by relevant reasons
	I would highly/strongly/definitely/ wouldn’t recommend it because…

It is (not) worth seeing…

You should definitely see…

Don’t miss it, it will change the way you see…


Useful adjectives and adverbs

wonderful              fantastic             great             slow             terrible                       
interesting             original              unusual         strange          boring

exciting                 romantic            beautiful      predictable      violent    
unbelievable         imaginative        moving       unrealistic     (too)  dull
Sample Film Review

Free Willy
 ‘Free Willy’, directed by Simon Wincer, is a fascinating and moving adventure film.
   It is set on the west coast of North America. The film is about the relationship between a boy and a whale, called Willy. Jason James Richter plays Jesse, a young street child who finds out the meaning of love and friendship.

   Jesse first meets Willy in the sea park where the whale is kept. They become good friends as they have both been separated from their families. As the story develops Jesse becomes so fond of Willy that he decides to try and free him.

    All the actors, especially Lori Petty and Michael Madsen are excellent. The film is filled with suspense and emotion. The scenes involving Jesse and Willy , teach us how close animals and human beings can be to each other.

   This is a wonderful film for the whole family. Don’t miss it as it will change the way you see life and relationships forever.

ACTIVITY
Write a letter to your pen-friend describing a film you enjoyed. Write at least 100 words and follow the plan:
Introduction 

Para 1: greeting; a few words about the purpose of your writing.

Main body

Para 2: title, type and actors of the film.

Para 3: summary of the plot; acting; special effects.

Conclusion

Para 4: your overall opinion; closing remarks; your signature.

2.3 Discursive Essays

          «For and Against» Essay
Points to consider

	Language
	Grammar

	Formal impersonal style, no short forms or strong personal expressions, addressing the reader directly, linking words
	Present Tenses, Passive Voice

	Part
	Purpose
	Useful expressions

	Introduction 
	Introduce the subject
	It has often been suggested that…

There is no doubt that

However,…

Have you ever thought/seen/read about…/wondered whether…?

	First/second  

main paragraphs
	Present arguments in favour of …, give reasons
	On the one hand,…

 Firstly,… 

To begin with,… 

Secondly,…

For example,…

Because of this,…

In addition (to this),…

 Moreover,…

	Second/third main paragraphs
	Present arguments against …, give reasons 
	On the other hand,…

However,… 

In contrast,…

 In addition,…

 As a result,…

Because of this,…

For this reason…

	Conclusion
	Come to a conclusion
	In conclusion,…

I believe that…

To sum up,…

To summarise,…

In summary…


 Sample «For and Against» Essay
Shopping centres have improved the way we shop

  Shopping centres have changed the way we shop – but is this really an improvement?

  One positive aspect of shopping centres is convenience: we can find everything from groceries to electronics, from cosmetics to clothes, under the same roof.

  Furthermore, shopping centres offer entertainment facilities, like cinemas or bowling alleys, with an enormous range of things to buy or to do.

  In addition to this, they are places where you can meet people and socialise in cafes and restaurants. They have become the focus of social life for many teenagers.

  However, smaller local shops which used to offer a friendlier, more personal service are closing down because they cannot keep up with the competition.

  Another disadvantage of shopping centres is that they offer bland, uniform products all over the world – local character is disappearing. In order to supply a large number of customers efficiently, mass-produced goods replace custom-made products.

  To summarise, on the one hand, they offer a more comfortable shopping experience, but on the other hand, they make us all the same: customers in a commercialised world where the most important things are things you can buy.

  In my view, shopping centres are useful, but we should not allow them to change the world we live in.

 ACTIVITY 1
Your teacher has asked you to write an essay discussing the advantages and disadvantages of living in cities.
Write an essay of between 120 and 180 words in an appropriate style.
ACTIVITY 2
Your physical education teacher asked you to write an essay discussing pros and cons of team sports.

Write:
         –        whether you and your friends play sports; what sports you play
         –        whether you like playing in a team or you prefer exercising on your own
         –       what the advantages and disadvantages of playing sports in a team are
        –       give advice on how to develop skills working in a team.

Write an essay of at least 100 words.
         Opinion Essay
Points to consider

	Language
	Grammar

	Clear expressing of opinion, linking words
	Present Tenses, Passive Voice

	Part
	Purpose
	Useful expressions

	Introduction 
	State the topic and your opinion clearly 
	It has often been suggested that…

There is no doubt that…

However,…

I believe…
In my opinion…

I think..

In my view…

I strongly believe…

I feel that…

	First main paragraph
	Present the first viewpoint, give reasons
	On the one hand,… 

In the first place,…
Firstly,…

 To begin with,…

 Secondly, …

Finally,…

For example,…

Because of this,…

	Second main paragraph
	Present the second viewpoint, give reasons
	In addition (to this),…

Furthermore,

 As a result,…

Because of this,…

For this reason…

What is more…

…not only…but also…

Moreover,…

Therefore,

	Fourth main paragraph
	Give the opposing viewpoint and reasons
	Contrary to what most people believe…

As opposed to the above ideas…

 Some people argue that…

On the other hand ,…

Nevertheless,…

	Conclusion
	Restate your opinion and come to a conclusion
	In conclusion,…

All in all, I strongly believe that…

I believe that…
To sum up,…

To summarize,…

In summary…


Sample Opinion Essay
Are computers a necessity?

  Computers play an important role in the lives of most of us today, whether we realize it or not. Some people, however, are beginning to ask if we really need them. In my opinion, computers have become a necessary part of modern life.

  In the first place, computers can save a lot of storage space. Storing information on computer disks is one of the most efficient ways of keeping data. One computer disk can hold the same amount of information as several books.

  Furthermore, computers save everyone a lot of valuable time. Stored information can be found at the touch of a button, whereas searching for it manually takes much longer. Therefore, our everyday lives are made easier – from going to the bank to doing the shopping.

  Nevertheless, there are those who claim that computers are unnecessary and make our lives more complicated. They argue that in the past we managed very well using other methods and that we have become too dependent on computers. However, they fail to consider that the time saved by using computers for repetitive tasks enables us to use our own time more creatively and productively.

  All in all, I strongly believe that computers are a useful tool. They have changed our lives for the better and there is no reason why we should not make them work to our advantage.

ACTIVITY 1
Your teacher has asked you to write an essay on the topic:

Is school the best preparation for your working life?
ACTIVITY 2
Your class has been studying the history of transport. Your teacher has asked you to write an essay explaining whether you agree or disagree with the following statement:

The invention of the car changed the world.

Write an essay of between 120 and 180 words in an appropriate style.

          Essay Providing Solutions to Problems
Points to consider

	Language
	Grammar

	Formal style
	Present Tenses, Passive Voice

	Part
	Purpose
	Useful expressions

	Introduction 
	Introduce the subject
	It has often been suggested that…

There is no doubt that…

However,…

	First main paragraph
	Present arguments in favour of permanent exclusion, give reasons
	On the one hand,…

Firstly, …

In the first place,…
To begin with,…

Secondly,…

For example,…

Because of this,…

In addition (to this),…

 Moreover,…

	Second/third main paragraphs
	Explain the results/effects of the points you made in the previous paragraph(s)
	In addition,…

What is more,…

 As a result,…

Because of this,…

For this reason…

	Conclusion
	Come to a conclusion
	In conclusion,…

I believe that…

To sum up,…

To summarise,…


 Sample   Essay Providing Solutions 
People should be encouraged to use public transport more
   There is no doubt that traffic adds to pollution. Public transport offers a possible solution to the problem, since many people can be transported in one vehicle. The government has a responsibility to encourage the public to use buses and the underground more. However, there are a number of changes which need to be considered.

  In the first place, public transport should be made free. The government should raise taxes to pay for the service. If it was free, most people would decide to leave their cars at home and travel by bus or train.

   What is more, the service must be clean and reliable. People need to know that they can get to work on time. They also need to know that their journey will be comfortable.

  To sum up, I would argue that a clean, reliable service which was free would encourage many people to use public transport. The government should take action on this to prevent environmental damage.

ACTIVITY
   Your teacher wants your class to write about a problem that affects your local community. You have chosen the topic of litter on the streets. Write an essay (120-180 words) suggesting ways that individuals can help to fight this problem and mentioning the possible results.
2.4  Repotrs

         Assessment Report
Points to consider

	Language
	Grammar

	Formal style
	Present /Past Tenses, Passive Voice

	Part
	Purpose
	Useful expressions

	First line
	Say who the report is for (first name or Mr/Mrs/Ms + surname)
	To:

	Second line
	Say who wrote the report
	From :

	Third line
	Say what the report is about
	Subject :

	First main paragraph
	Introduction (heading)
	The aim/purpose of this report is to…

As requested, I have researched/interviewed/ visited/examined/ looked at…

 This report was written…

 The results/findings are presented below

	Second/third main paragraphs
	Summarise each point under suitable headings, giving both positive and negative points
	In fact…

 Actually…

As a matter of fact…

 On the whole…

Although…Yet…

However,… Nevertheless,…

In spite of the fact that…

	Conclusion
	Give a general assessment and recommendation
	In conclusion,…

 To sum up,…

To summarize,…

In summary…

 Taking everything into account…

I would recommend/suggest that…

We should/could also consider…


Sample Assessment Report
To: Mrs Peters

From: Amy Baxter

Subject: New Location for ‘Cards and Gifts’

 Introduction

 As requested, I have visited several possible new locations for ‘Cards and Gifts’. My findings are outlined below.

  24 High Street

  Although this shop is in the town centre, it may not be an ideal new location for ‘Cards and Gifts’ as there is another gift shop next door. However, the shop is very large, and I discovered that the rent is only $ 500 per month. This is very reasonable for the centre.

  18 Cartwright Avenue

  This shop is not as large as 24 High Street, but it is larger than our current location. The building is in very good condition and is only five minutes’ walk from the centre. The rent is $450 per month.

  67 Fisher Lane

 The shop is extremely small and in very poor condition.

Recommendation

  Of the three shops I visited, I would recommend 18 Cartwright Avenue. It is large enough and near the centre. The rent is not expensive and there are no other gift shops nearby.

ACTIVITY
Your company has asked you to visit a hotel where they are considering holding a conference. Write your report for the company.
          Survey Report
Points to consider
	Language
	Grammar

	Impersonal style, facts and generalizations
	Present Tenses, Reported Speech

	Part
	Purpose
	Useful expressions

	First line
	Say who the report is for (first name or Mr/Mrs/Ms + surname)
	To:

	Second line
	Say who wrote the report
	From :

	Third line
	Say what the report is about
	Subject :

	First 

main paragraph
	Introduction (heading)
	The aim/purpose of this report is to…

As requested, I have researched /interviewed/ visited/examined/ looked at… 
This report was written…

 The results/findings are presented below

	Second/third main paragraphs
	Summarise each point under suitable headings, giving both positive and negative points
	In fact…

 Actually…

As a matter of fact…

 On the whole…

Although…

Yet…

However,…

 Nevertheless,…

In spite of the fact that…

	Conclusion
	Give a general assessment and recommendation
	In conclusion,…

 To sum up,…

To summarise,…
In summary…

 Taking everything into account…

I would recommend/suggest that…

We should/could also consider…


Sample Survey Report
To: Jane Peters

From: Alison Webster

Subject: Merdington Youth Club

   Introduction

   As requested, I have interviewed members of   Merdington Youth Club to discover whether they are satisfied with the facilities. My findings are presented below.

  The building

  All twenty-eight members of the club felt that the building should be redecorated. Several of the older members said that they would be willing to help with the redecoration if the local council provided paint and brushes.

  Club activities

  On the whole, members were pleased with the range of club activities. However, many of the older teenagers would prefer the club to stay open later on Friday evenings. It currently closes at 9 pm. They suggest that there is a disco from 9 pm to 11 pm for club members aged 16-18.

  Conclusion

  Merdington Youth Club is a popular and well-run club. I would recommend, however, that the building is redecorated. This could be done by the members of the club to reduce the cost. We should also consider providing a Friday evening disco for older teenagers.

ACTIVITY
You work for Tapperton Council. Your manager has asked you to interview members of the Tapperton Sports Club to find out what they think about the facilities the club offers. Write your report for your manager. 
          Proposal  Report

Points to consider
	Language
	Grammar

	Impersonal style, facts and generalizations
	Modals, Conditional 2


	Part
	Purpose
	Useful expressions

	First line
	Say who the report is for (first name or Mr/Mrs/Ms + surname)
	To:

	Second line
	Say who wrote the report
	From :

	Third line
	Say what the report is about
	Subject :

	First main paragraph
	Introduction (heading)
	The aim/purpose of this report is to…

 This report was written… 

	Second/third main paragraphs
	Summarise each point under suitable headings, giving both positive and negative points
	In fact…

 Actually…

As a matter of fact…

 On the whole…

Although…

Yet…

However,…

 Nevertheless,…

In spite of the fact that…

	Conclusion
	Give a general assessment and recommendation
	In conclusion,…

 To sum up,…

To summarise,…

In summary…

 Taking everything into account…

I would recommend/suggest that…

We should/could also consider…


 Sample Proposal Report
To:        Elizabeth Jones, Owner, Bookworms Bookshop

From:    Sarah Thompson, Shop assistant

Subject: Attracting young customers

Date:      4th May, 20…
A Purpose

  The purpose of this report is to suggest ways to attract more young customers to the bookshop.

B Types of Books

 Most of the books currently available are quite academic and therefore appeal to older customers. In order to encourage more young people to buy books, the shop should offer magazines and books on topics such as music, fashion and computers.

C Other Items on Sale

 At present the shop sells traditional stationery and calendars. It would be a good idea to stock items designed for young people, such as school equipment, posters, stickers, school bags and games.

D Discounts

  Discounts would encourage local students to buy their textbooks at the bookshop. In addition, leaflets should be given to schools and colleges to make students aware of these discounts.

E Shop Interior

  The inside of the shop is very plain and rather old-fashioned. Young people would be more likely to come in if the decor was modernised and the interior was painted in bright colours. 

F Conclusion

  In conclusion, the bookshop would attract younger customers if a wider range of goods were stocked, the interior was made more attractive and special prices were offered to students. ~
ACTIVITY

You have recently started working at a youth club. The manager wants to make the club more popular with 10- to14-year-olds and has asked you to write a report making your suggestions. 

Write your report (120-180 words).

2.5 Other Kinds of Informative Writing

          Instruction

Points to consider
	Language
	Grammar

	Formal 

Short, simple and clear sentences, sequence words such as: first, next, then, after that, as soon as, until, etc.


	Imperative 


Sample Instruction
How to Operate a Camera

                                       Preparation

  1 First, open the back of the camera.

  2 Then, load the film.

  3 Make sure the film is in the correct position.

  4 Finally, close the back firmly.

ACTIVITY

1.  Read the operating instructions and put them in the right order

___   Next, press the shutter button.

___   Finally, unload the film and store it for developing.

___   First, remove the lens cap.

___   Do not move the camera when pressing the button.

___ When all frames are used up, rewind the film by pressing the appropriate button.

___    Then, put the camera viewfinder up to your eye.

___    After each picture, wind the film on to the next frame.

___  Line up the picture to be taken by using the lines visible in the viewfinder. 

2.  Read the recipe and fill in the gaps with the words from the list:
Pour, fill, cover, add, take, place, sprinkle, cook, cut, put

Stuffed Tomatoes

Ingredients

4 large tomatoes

4 tablespoons of rice

1 large onion

2 cloves of garlic

2 cups of olive oil

1 cup of water

 Some parsley

A pinch of salt and pepper

2 tablespoons of finely grated breadcrumbs

Preparation

     First wash the tomatoes and, 1)_____ off the tops.

    Then 2)_____ out the flesh with a spoon and 3)_____ it in a bowl.

   4_____ the empty tomatoes on a baking tray.

   Finally chop the onion, garlic and parsley.

   Add them to the tomato flesh.

   5)____the rice and one cup of olive oil to the mixture.

  6)_____the mixture with salt and pepper.

             Mix the ingredients thoroughly with a wooden spoon.

  7) ____ the tomatoes with the mixture and 8)____ them with their tops.

  9)_____ the rest of the  olive oil and the water over the tomatoes.

  Sprinkle them with the breadcrumbs.

            Put the tomatoes in the pre-heated oven.

            10)____ for about 50 minutes.

  Serve with fresh baked, home-made bread.

                                                         Oven 200 0C/gas mark.   
                                                                               Serves 4
           Leaflet

Points to consider
	Language
	Grammar

	Formal 

Short, effective sentences 
	Imperative


       Sample Leaflet 1
	Visit the historic city of York

        Wander through the winding streets and walk along the ancient city halls, which are over 700 years old.

       Don’t miss the famous cathedral – York Minster – which took over 300 years to build. 

      Climb to the top of the tower and enjoy the wonderful views of the city.

      Visit the fascinating York Museum and learn about the history of York.

       Take a trip to the Yorkshire Dales and marvel at the stunning scenery.




ACTIVITY
Write a tourist leaflet (70-80 words) about some beautiful or interesting places in your country. Include:

          –       a title to attract the reader’s attention

          –       information about interesting things to see and places to visit

         –        information about what people can do there

Sample Leaflet 2 
	Share your car and save the planet!

· Millions commute to work each day by car.

· Most people travel alone in their cars.

· Cars on the road cause traffic jams and pollute the air.

Reduce the number of cars on the road by setting up car-sharing schemes at work.

When four of you share a car, that makes three cars stay in the garage!

If you take turns driving, you can even reduce your level of stress!

TAKE ACTION NOW!

Contact Claire Harris for an information pack:

54 Charlotte Street

Bristol BS2 6 ZX

phone: 07986 135246


ACTIVITY
You are a member of a local environmental group. Write a leaflet  (at least 100 words) entitled “Keep Your City Clean!” using the following points:
          –      draw readers’ attention to the problems your neighborhood is facing
          –      tell about the existence of some possibilities to solve the problems
          –       invite people to take part in a “clean-up day”
          –       write the date, the time and the place of the gardening.

         Announcement

Points to consider

	Language
	Grammar

	Semi -formal 

Short, effective sentences, exclamation marks 
	Imperative, direct questions

	Part
	Purpose
	Useful expressions

	First line
	Choose a title to give information about the event, use a picture
	Film Club/ Halloween Party!

	First main paragraph
	Use direct questions to attract the reader’s attention, include all the key information:

date, time and place
	Are you interested in…?

 Are you a football player/fan?

Please come to…at… on…

	Second main paragraph
	Also say:

· if there is a dress code (do people have to wear certain clothes?)

· if they need to bring anything
· if there is a charge (do people have to pay to enter?)
	Fancy dress optional, but recommended.

 Admission free, but bring some… We usually bring…

	Third main paragraph
	Ask people to reply if it’s necessary. You can use RSVP
	Call…


 Sample Announcement
	Halloween Party!

Please come to a Fantastic Fancy-dress party 
and celebrate Halloween with us

on Saturday 28  October

From 7.30 pm

At the Student Club (44 St Michael’s Hill, Bristol).

Fancy dress optional, but recommended.

Admission free, but bring some food and drink.

Hope to see you there:

Daniel and Claire

RSVP

(Claire Harris, 45 Charlotte Street, Bristol BS2 6ZX,

phone:07986 135246)




ACTIVITY
Make notes about your art//book/dance/gymnastics/music/photography/ running etc. club. Use the table to help you.

	
	Notes

	Name of club
	

	When you meet
	

	Where you meet
	

	What you do
	

	Who to phone
	

	Phone number
	

	website
	


Write an announcement (50-70 words) for your club. Use your notes above.
         Advertisement

Points to consider

	Language
	Grammar

	Formal 


	Present Simple, Imperative 

	Part
	Purpose
	Useful expressions

	First line
	Choose a title to give information about the trip, tour to attract the reader’s attention, include all the key information:

date, place
	4-day Whitewater Rafting Trip on…

Discover…

	Main body
	 Say what the price includes
	Price includes:

	Final part
	Ask people to reply
	For further information contact:


Sample Advertisement
	Discover Nottingham

A two-day weekend tour of the famous city of Robin Hood

Dates: 20th -30th July

Price includes:
· return train ticket from Victoria Station

· one night accommodation in 4-star hotel
· English breakfast, lunch and dinner
· Sightseeing tours
For further information contact:

Burton Street, Nottingham, NG1 4BT

tel:0115 915 5555


ACTIVITY
Write an advertisement about two-day weekend tour of Kyiv.
You work for an estate agency. Your boss wants you to write an advertisement to the magazine “My House” describing the cottage for sale.

In your description write:
         –        what kind of house it is
         –        where it is located
         –        what is inside and outside the cottage
        –         why the cottage is worth buying.

          Entry  Form

Points to consider

	Meaning
	Word 
	Example 
	About you

	Single or married man

Married woman

Single woman

Single or married woman
	Mr

Mrs

Miss

Ms 
	Miss 
	

	Family name
	Surname 
	Rodriguez
	

	First name(s)
	Forename(s)
	Maria Helena
	

	Day, month and year you were born
	Date of birth
	12 June 1990
	

	
	Nationality 
	Argentine
	

	First language
	Mother tongue
	Spanish
	

	
	Home address
	California 2000, 
Piso 12

Buenos Aires

C1289AAN
	

	Phone number during the day
	Daytime tel.
	(54) 11 4302 8000
	

	no means number
	Mobile no
	0341 241 248
	

	NOT email number
	Email address
	malena@latinoa. com.ar
	

	Married or single?
	Marital status
	Single 
	

	Job 
	Occupation 
	English teacher
	

	Elementary?

Intermediate? etc.

Tick=√
	Level of English

(please tick)
	Elementary √

Intermediate 

Advanced
	

	Your written name
	Signature 
	Maria Rodriguez
	


ACTIVITY

True or false? Write T or F.

1  occupation = married or single ___  
2  Mrs = married woman ___                                                                                    

 3  Mr = single or married man ____                                                                                  
4  surname = first name ____                     

5  tick = √ ____                                           

6  forename = family name ____                 
7  level = write your name ___
8   marital status = married or single

9  mother tongue = mother’s name____

10  email address = where you live ___

11  date of birth = today’s date ___

12  daytime tel. = phone number during the day ____                   
3. CONCLUSION

  It's not really something you can achieve in immediately, but with hard, efficient work and gradual improvement you should definitely get there.
     You can improve your writing by not only doing, but also   seeing how others do it.

 Improving your performance in written English will help you to a better future in a competitive world.

And remember the saying ‘Knowing is not enough; we must apply. Willing is not enough; we must do’ by Johann Wolfgang von Goethe.                                       
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