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To the student

This book concentrates on the skills that you need when you write in English.
When you listen, speak, read or write, you need a knowledge of English
vocabulary and grammar; these aspects of language are not specific to writing,
and it is not the main aim of this book to improve them. Our main aim is to help
learners to put sentences together so that the things that they write will be easy
to read and understand.

Here are some of the reasons why a written piece is sometimes difficult to
understand:

I Theideas are not in an order that easily makes sense.
2 The ideas are not grouped together into distinct paragraphs.

3 The writer does not begin his piece — or a paragraph — with an introduction
that starts the reader in the right direction.

4 The writer does not end his piece — or a paragraph — with a conclusion that
sums up the point he wants to make.

5 The relation between the ideas is not clear because the writer has not used
words like although, for example, on the other hand, and so on.

6 The writer’s attitude is not clear; is he, for example, describing, suggesting or
criticising something?

7 The piece contains ideas that are not relevant to what the writer wants to
express.

8 The sentences do not have clear punctuation; there are commas (,) and full
stops (.) without any good reason.

The material in this book practises all these specific aspects of writing,.
Obviously, different learners will vary in their strong and weak points, and they
will therefore need to concentrate on different aspects. With the material in this
book you are free to do this; you can vary the order in which you do the
practices so as to suit your specific needs.

We believe that students learn a lot by working together in groups to solve a
problem or make a decision. We feel that learners should share their knowledge,
compare their opinions, and discuss their ideas in small groups before going on
to classwork or individual work. The instructions for each exercise include
suggestions about ways of working with the material. However, these are only
suggestions, and different teachers and classes will adjust them to their own
ideas and circumstances. ' ’



1 Informal letters

1.1 PUNCTUATION

Notice the use of capital letters in the following expressions:

Mrs Ashley, Mr Brown, Mr and Mrs Thompson, Lady Grey, Sir Geoffrey
Land, Dr James, Professor Ayer. etc.

the Foreign Secretary, the Minister of Finance, the Archbishop of York, etc.
Oxford Street, Hyde Park, Trafalgar Square, Redhill Gardens, etc.

Lake Windermere, the River Thames, Mount Everest, etc.

Monday, Tuesday, etc.; January, February, etc.; Christmas, Easter, etc.;
Christmas Eve, New Year’s Day, etc.

French, English, Spanish, etc.; Frenchman, Englishman, Spaniard, etc.

7 the Tate Gallery, the Museum of Modern Art, the Ritz Hotel, etc.

[ wvid W N

Now, working individually, indicate where you need capital letters in the
following sentences. Then compare your answers with those of others.

8 was professor blunt working for the queen of england?

9 the british prime minister met the german foreign minister for talks.
10 is lake geneva near mont blanc?

11 on thursday we’re going to the museum of natural history.

12 the suggestion was made by captain jones on behalf of general taylor.
13 is dr spock american or canadian?

14 last year good fnday was on april rst.

|
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Informal letters

1.2 SCRAMBLED SENTENCES

The following sentences go together to form a complete letter, but they are in the
wrong order. Working in groups of two or three, put them in the right order,
and decide how the words and phrases underlined help to link the text together.

Then comparé your answers with those of other groups.

a)

b)

<)

d)

g)

h)
i)

i)

)

m)

n)

Dear Dorsthy,

@wmmsww,mmmm.

L T g o Sy

(Yo semanbar ik, den't yow.? Just: besicda the &ld. castla. )
fw.mmbw%duxm;@b See you at

Tmaan, e goes on as alungs, and. ndihing spcial. saums ta hapean.

H:r'buulzg,m:ewsa;b' MOBR, 56 We Wee abla B aake

ltm&bvatmwd%hmmwafﬂuswm#
the ktjw\dawmgkitsowdsaddfbsaﬂsa,mmmw
wmguduﬂm&n.msa we had ban makrg befere.

ALin all, & was an unfrmettable. expenance - ['m swe Reovang's

pucnic Wil be tatkal abot for some tire .

It was really ay tumn o Lstite, as , but | seore 40 hane
so Lithe newas days. E Y2
ng&umnbwadm,ﬂwema, mi:d.mLofm.swg
abot UShen we ﬂxﬂé-pﬂaﬂaszadug' and chaswg eath
Mamlaf:\:s'om. g

last: weokend. Lons fun, thogh.

Well, anyuiay, we all met at the Rd Lion, had a. few dnrks
m,ﬁ%wmmbmm. -{’cw

Inteod. of ta usual party at home she ducided. to hae a
MUANGRE picnic in Glover Woad .

Leve,

Tauy.
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Informal letters

1.3 LINKING WORDS AND PHRASES

In the following letter the linking words and phrases are missing. Working in
groups of two or three, choose the most appropriate phrase from the ones given
below. Then compare your answers with those of other groups.

Dear Harry,

Remember that I told you I was trying to get a job at ICTL? ]

(1) veeevenseeeey, I finally managed to get one! Of course, I haven't
been working there long, (2) siieeeecesss I can already tell that it's

a wonderful place to work, All the staff, (3) vevsessesese the directors,
are very friendly with everybody, and (4) seseseveeses, they have
marvellous facilities for the employees. (5) ecesssssssnsy there's a

bar and gym, and lots of other things.

I'm called the Safety Equipment Officer. It (6) .eceeeeevss. sound like
an impressive title, but it's not a very accurate description of what

I do, My main job is to provide protective clothing, (7) eeecerceess
overalls, helmets, and so on, I estimate what the different depariments
will need, and (85 sscsssesnses I order it from the suppliers.

(9) sessecsesess I make sure that the various departments have ‘everything
they want, (10) sessessssaesy stationery is also my responsibility.

(11) vuvveecnseesy I have to supply all the offices with paper, envelopes,
and =0 on, I find the job very interesting (12) .iveeveosacs I get the
chance to go all over the factory and to meet everybody. (13) v.oeeeecseess
the pay is & lot better than in my old job.

(14) ceevevereos, that's my news, What about yours? Drop me a line
when you have time. Regards to your femily, and best wishes to you.

Terry (m

a) Then b) Well ¢) And

a) but b) because ) so

a)untii  b)and c) even

a) so b) what’s more <) on the other hand
a) For instance b) However ¢) Even

a) can b) could ¢) may

a) such as b) namely ) as

a) then b) after cjso

9 a) By the way b) Anyway ¢ In this way
10 a) However b) Although ¢) But

11 a) Secondly b) In other words c) Also

12 a) why b) because c) then

13 a) Besides b) Beside ¢) On the other hand
14 a) Atthe end b) Anyway  c) After all

R AWrdh W N~



Informal letters

Each of the foIIowing sentences has a blank where there showld be a linking
word or phrase. Put in one of the above words and phrases so that the relatton
between the two statements is made clggr.

15 The pay and conditions are very good. ; oy IS ORIy
five minutes’ walk from where 1 live. ,

16. 1didn’t apply for the job _ I didn’t think I had
much chance of getting it. |

17 A lot of professional groups, .. doctors and

lawyers, have strong associations that protect their members’ rights.
18 The hours are short, the pay’s excellent, and the people I work with are very

nice, ,it’sa great job.

19 You ‘ thmk it’s boring, but in fact it’s very
interesting. )

20 All my relatives were at the wedding, : my cousins

from Australia.
21 At first I didn’t feel happy with so much responsibility.
, now [ feel quite confident that I can manage.
22 There are several things that make it a nice place to live.
: , there’s a park right across the road.

1.4 ATTITUDE WORDS AND PHRASES

The blanks in the followmg letter must be ftlled with words and phrases that
bring out the writer’s attitude to what he is saying. Working in  groups of two or
three, choose the most appropriate expression from the ones given below. Then
compare your answers wu‘h those of other groups.

. Mj ‘Auw hrancesca,,

Mgmmjmw\{" ow e, () | i makCes am
dd uncle WWNWMWSmmumM&uLhM
he haks anct har dess and F‘”"'@‘)——lﬂu“‘f"“‘“‘;‘j
g lamghomt (D, | muast Say fhad | ek wondd be

mv&yw“*‘uvnhb
Fram , | Kmow Mwmavﬁmmw,u i also Kuow
B, ) Yowr parentS hawe g o p b TRk v

UM“‘% lnnmopu\rtw Swmuwwdﬂumﬂu—

yow umtbcwlaatd n WMW Mr%au,f,mu
Nowerthe liss . N-AUUMS “ﬁtmﬂ\u:j Mdmwﬂw\kvnﬁ
doing oouu rake you (amd Sutijont dse) very Unhappy. v

Yows BNJM fwd&d«aﬂ M%,MMWﬁm@m 1
is terelevent, (‘)— | agqree vath Yo, @ g




yow W to de wﬂ*_\_&'avﬁmm n&koawu‘fo,nnwaﬁ
o Keep Sn;\ﬂjust.um'bi@ lovaer ~ ak -leasr wﬁtb,..',gﬁﬂm
Py Wjicmms WithouX dhem Y vt be alls to do onyting -

ak oL, () qon will havt frauger abod fhuse fhings, ur
Tham @), Yo 54y That ym'c goiey fo live With yows -

b’ﬂwm bovdon ! &s*lou | remendec, he hasa't M\dt'r“jﬁ'.

| s he? Wk‘xmwu\mawadgbﬁwm?w‘tmmm
Mgah'kh. Wss&wu@a_m,WImmame
wen't Last fov muche vt . o) ) s K aber ir- yad'ee
o wsu,wmugg.&u.\)m how wa%{w« Yo Coutd bie
bty veatraring will an Mmr‘oad MEBY  mechamic ?,\/m amd |

LA o Rl & fermous ik hjmw '

i gSo‘.F'“M. pleass MMWMWSNI.%MQ '
M%WHMW% o, 1'd aver .

" Fondest love u? wir, m“ et

Unete fotiack.

a) Naturally b) Perhaps c) Surely
a) Inmy opinion  b) To my surprise  ¢) Actually
a) Fortunately ~ b)Frankly  ¢) Undoubtedly
a) honestly b) presumably c) quite properly
a)of course  b)perhaps ) seriously
a) Quite likely  b) Unfortunately <) Broadly speaking
a) to my surprise  b) obviously c) eventually
a) Undoubtedly b) To be frank ¢) Unfortunately
a)generally  b)actually  c) to my surprise '
o a)Seriously  b) Ofcourse  c) Naturally

N0 0O AW b W N~

Informal letters

1.5 REPORTING WORDS

There are two reported speech vetsions of the following direct speech. Working
in groups of two or three, decide which you prefer and why. In particular
consider the role of the reporting word blame. Then discuss your conclusion
with other groups. '

‘Don’t talk to me about the kitchen,” said Tom. ‘It was Eve who got everything
out, and then spilt things all over the place.’ ' L

a) Tom,blamed Eve for the mess in the kitchen.
b) Tom told me not to talk to him about the kitchen. He said that it had been
Eve who had got everything out, and had then spilt things all over the place.



Informal letters

Now report the following items of direct speech, choosing in each case one of
the reporting words given. Then compare your answers with those of others.

praise; state; suggest; ask; think; explain; call; insist; order; advise.

1 ‘You walk straight down this road until you get to a big church on the left,’
said Angela. ‘Then you turn right, walk along for about a hundred yards, and
you’ll see the post office on the left.”

2 ‘Listen, Dick. You really ought to write and explain what’s happened,’ said
Mrs Jones. ‘In fact, if I were you, Id write the letter straightaway.’

3 ‘You're a fool, Brian,’ said Sara.

4 ‘You realise, of course, Bill,” Penny said, ‘that in this weather it would
probably make more sense for us to go by train. What do you think?’

5 ‘If 've told you once, I've told you a dozen times: somebody must pay for the
broken window,’ said the young lady.

Now choose two or three of the reporting words that you bave not so far used;
write examples of direct speech and reported speech to illustrate the use of these
words,

1.6 PARAGRAPHCOMPLETION

In the following letter the first two paragraphs are complete, but the next three
are progressively less complete. Working in groups of two or three, complete the
third and fourth paragraphs with sufficient information to explain the sentence
that introduces them, as in paragraph two. You must invent the whole of the
fifth paragraph, starting with the phrase given.

Dear/%by, ]
Mbuu-ﬁrwb&nltmwynmbwau.yaww,mw
was #Wbmwmbmmﬁrmmw:
{ dont Guak we'lt be able {0 fake Yo upon k- and for so many
reasons .
For a star, | just don't think that | coutd get aray e HFia .
lhwlmi@MmJﬁMabmk,bw&Bngzﬂnatfgxmmﬁ.
We'te haung a T of boubla with that row rlliag rill |84 you abad,
mmwg,m%ﬁ'mwazs%m.ﬁsymw,
r aren't Ana,w‘ﬂah Salassida,soﬁ\anquha.bm" will no
dowbt toke time .

Andrar thing is that Chaflia wants s go ard stay with Trasa {rands
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Informal letters

Rtso, Sally's ﬂwocg about o to London, ard yow can cmag.
what Bt Dowtd witve. D 2 Y

Last but nSt laaks, -

So really, what with all of Ga fasidy (ikely to bo away for Soua
w‘Fa\eﬂhﬂ.,ldm‘ea‘;fcm%W'd a.ung.ﬁ,,m“

1.7 TEXT COMPARISON

- Working in groups of two or three, decide which of the following letters you
prefer and why. Then discuss your decision with other groups. Finally, rewrite
the letter you did not like.

Dear Aunt Nellie,
Imwwml'maa&saw
3«\.«.“&%:\4‘3“%. ,
I:MMMMo’ﬁQuJQQMW
o : detters ‘ oss w called
W?ﬂm M’s%m%! o
: . Dt
boe b o S kind. 1o e fypect £, 1 g

Sie's A'bd Yoo Sha decon't wn hmMcmaﬂ,‘
‘ AS | have been tvained

a0 nace
]

% bype, so enping 1 wgﬁgfﬁ-moﬁa%u

M.lt@%a%ma e abmos phete .
ltAAwwp(L,Co’b/wV&wam / -{»{M&Mo,fﬁpe

mjawmﬁww .H\tue

II



Informal letters

him vy Week, M‘SduwmwwamM
o ik abowt worskc
'mmmum&quw i e on , from

1€ W's rawing. '
i’Ndl, | reall mwbl'qo now because Jally and | are off to
tunch. | prowaise LU write again as soom as | have a
Love 40 ol the f:w\'ds, B
Rachel

1.8 TEXT BASED, ON A CONVERSATION

Read the following letter. Then, working in groups of two or three, write a
similar letter based on the conversation below.

Do Mobhar and bt

weawammhuyme&mM\mm
v, ol e bt o, o, 1 Ive et soma odher bk woes
hve had o b\wok' aceadowk oM e watorbibe . M‘smmﬂ*ﬂwmj"
M\IM no\MM:j b vm«’ abrwt ok oM. LS.\,M\’ was et aned b sy
Ovem ’ \
my ok
A“"‘l"“"h hress Wiw & h.ﬂwA,wg wore om owl H vt Jo¢ and
Booie ok N sapde. twis Cundlass Mh“:lt w,agyw\m‘*’.
S vea ouethd, et suddewly & aar pled ok fom o gude-mod
withek \vﬂ\u'ib,a/u\ fo ble cidded o Pumola baked. The toad
was o bt M‘ywm.wcmmwilﬁ w.\Ahv(‘H\LW,
ol we were both Hewn of.

12




Informal letters

Lucidy |, we wenwlrmlk‘] hutt o all. T drier of the car
AR, bk we were ol fanows, and we grarked yelvig ot hint.
m\jmu bucked dowm owd  adwitked Tk 1 had beow Wiy ot
: weve vl wemeses , 5 W owida hawe

oy g0y redkp

Ao i o B wre disounsion, and Mk, Yo tua indervenkiin of o

of the witwessen e Mantagd h WMM +7> yz'y« 2 Stodewant
ao\m'd\’tka M r%(ns'\\;'\\&y. \ dond know VJ‘MI ke dd ‘& U leww | wnald
’ e 4ot withad aslomy o lawyw, but |

NNV Can *’\*:p 3
‘,"‘ M O“‘“‘l’ he realised e wos very \Mc\dy ‘& hadn'4 heon wore

Mwywony, a5 \ o, thore's to abouk, because we are bt
p‘ufu“t' fit and welk We'll {)n\sabl«;m and e you twads e
od of the nonth. We'll have fo me hun because e bikes
Ghny P it garme frosme fme !
lve to fe o of e fawly,
g he fly, )

A OTARTR T ORTRT

R ORT R

Look out!!

: Oh, hell! What a mess!

But didn’t you see the kerb, you bloody idiot?

: No, of course, I didn’t see the kerb. If I’d seen it,  wouldn’t have run into it,

would I? ,
All right, don’t start shouting at se. You're the one who’s just smashed my
car up. ‘

: Look, let’s take it easy for a moment, shall we? Have you got a fag?

Here.

: Thanks. { suppose we’d better go and see what the damage is.

Ijust can’t understand why you had to drive up onto the kerb at fifty miles an
hour on a perfectly straight road.

: Look. I'm very sorry about it, and I'll pay for all the damage and aH that,- but

it won’t help if you’re going to start nagging at me. Itisn’t a perfectly straight
road, for a start. It’s a winding country lane, and you may have noticed that
it’s almost midnight, and there’s practically no lighting. So visibility isn’t
what you’d call optimum. .

All right. Calm down. 'm just upset about my car. That’s all. -

: Well, you’re not the only one that’s upset, if that’s any consolation, Anyway,

let’s go and have a look, ¢h?
Can we move it?

: I think so. The wheels are all right. We’ve just got to try and pull this front

wing away from the wheel. Can you give me a hand? . ,
Well, I don’t think I should. Remember my back’s a bt funny these days.

: Honestly, you are the limit. Fine help you are in a crisis! Well, in that case
you’d better try and stop another car because.l can’t do it by myself.

Another car at this time of night? You’ll be lucky!

13
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Informal letters

K: Well, you’d better go and try to find a phone, then. That is, if you think your
back will stand lifting the receiver. ‘

J: O.K,, there’s r need to be sarcastic. I'm off. _

K: And while you’re there, you’d better ring Carol and say that we might be a
bit late. Be as quick as you can. Now, [ wonder if I can pull this away on my
own. Oh, hell. Well, that’s that. At least it’s not touching the wheel now.

(Ten minutes later)

K: Ah, you're back. Well, off we go!

J: Wait a minute! Where’s the wing?

K: On the back seat. ’m afraid it fell off while I was trying to straighten it.
J: Oh, hellt Well, I suppose we can at least get on our way.

K: That’s the spirit! You’ll see, Tomorrow you’ll have forgotten all about it,

1.9 TEXT BASED ON VISUAL INFORMATION

Look at the letter and the map that goes with it. Together they explain how to
get to Joe’s house. The end of the letter is missing. Working in groups of two or
three, complete the letter, giving Tim as many helpful details as possible. Then
write a letter explaining how to get from Raby Village to Chacklow Hall.

Deaxr Tom,,

I' Vo) Peaged. to Wear Waas yaw, hant fimally dbeided o coma hore fov
Omintnas, | trinle 10 betls exprain the MWD To Y in St detail beeauust
i ian't Mwww'mmww.lwWwﬂ,,‘um 5 fmd,
owr woyf th e Bivkownead emd f W el That bits shaigisfrwmd.

Naw, W ow, COME b o] T Sunmed, e voad dinides imto two. The
left fMic gees downe t e Acks. Y stowlh take T right fvk: wnltd), of
cowrie, yon fal, ke Gavg th e h Tl 0k The shuips’ Kot o niaed
yorde futiesr o o'l P8 0 Metureague o0 chavkce thier g Tt .
Immediatily oftu mmwmmw,wmwu
umwwbmww.w Wad parses gl & work amd
fuadially bendi to We )

At the eud of e Wi ow' L See 0 Uy stinighs ool m fuwt
of Yow . Tadls whiat yow Mant T Turw vight. Fohow e vimd wp 0
MT—WWM:MW, o i wm%mw%m
e Wi ol at Wil take yon all wwtoamm)%.
Fwow thio 1Tad, pant the bedcn o The righc amd

14




Informal letters

1.10 IDEAS FOR LETTERS

Choose one of the following topics, or any other topic that interests you, and
write a letter to a friend or close relative. Begin and end the letter in a way
suitable to the person you are writing to,

a) An English friend wants to learn your language (or another foreign language).
Write a letter detailing your experience in language learning, and explain
what you think is the best way to go about it.

b) A letter about an unusual party, visit or trip. (Compare 1.2.)

c) A letter about a new job or a new course of studies. (Compare 1.3 and 1.7.)

. d) A lettef to someone who wants to do something unusual or socially
unacceptable. (Compare 1.4.)

€) A letter explaining why you and your family or friend(s) cannot accept an
invitation. (Compare 1.6.)

f) Aletter explaining an unexpected absence, or something else unexpected.

8) A letter about an accident, but not necessarily a traffic accident. (Compare
1.8.) :

h) A letter about an argument that you have had.

IS



2 Formal lettersl|

2.1 _PUNCTUATION

Notice the use of the apostrophe‘ (’) in the following expressions:

It’s mine. You'rewrong.  Hecan’tcome.  We’d better wait.
Mary’s sister. The children’s toys. All the students’ names.

Now working in groups of two or three, put in an apostrophe where one is
- necessary in the following sentences:

1 I think its an elephant, but its so far away I cant see its trunk.
2 Johns brothers wife went to the grocers for us.
3 The womens changing room is opposite the mens.
4

The Smiths provided the food, and the Jacksons organised the
transport. '

Two wrongs dont make a right. X
6 This car cant be my parents because theirs is quite old.

w

Now, working individually, put in an apostrophe where one is necessary in the

following sentences:

7 Peter asked Jennys father for all the customers addresses.

8 The girls entrance used to be separate from the boys; now theres only
one entrance for everybody.

9 She wont go to the dentists because its too. late.
10 Whats the sense in saying its Jacks?

11 My skis are new; hers are my mothers old ones.
12 Its exact translation is somewhat difficult, isnt it?

16
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