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Writing an informal letter of introduction

UNIT ONE
Who am 1?7

Text ‘

1. Ms Yuan wrote two letters to you. Student A reads letter ‘A and stu-
dent B reads letter B. Find as much information about her as you
can.




Letter A

BSSELTTC
Building 13 Block 1
Anzhenxili Wuluju

Chaoyang District
Beijing 100101
18th September, 1991
Dear trainee, :

Welcome back to BSSELTTC. I hope youlll enjoy this second course
you’re doing here. I'll be your writing teacher. As you'll be seeing quite a bit
of me, perhaps you’d like to know something about me. l.et me introduce
myself then.

My name i1s Yuan Changhuan. I've been teaching here at BSSELTTC
since July 1987. 1 live in the Navy Staff Quarters and it’s a long way from
the Centre. Everyday I come here to work in our school bus. The driver
comes each morning to collect us at different stops. Being driven to work in
a school bus makes travelling to work much easier.

Living m the Navy Staff Quarters is very convenient. T have a very
comfortable two-room flat and the grounds of the Navy Staff Quarters are
very pleasant to go for a stroll in. There is an indoor swimming pool for use
in the winter and an outdoor one for use in the summer. That’s great as I
like to swim in my spare time. [ also like reading and cycling. *

When I was in Australia I often went to the beach and went swim-
ming, [ couldn’t do any cycling at all as it’s quite dangerous with all the fast
cars in Australia. Also the roads are hilly in Sydney where I was living,

Well, that’s all from me for now. 1 look forward to being your teacher
this term and [ hope you'll write me some interesting compositions. First of
all I hope youll write me a letter today telling me something about yourself
and about what you hope to learn this time.

Yours sincerely,

Yuan Changhuan




Letter B
BSSELTTC
Building 13 Block 1
Anzhenxili Wuluju
Chaoyang District
Beijing 100101
18th September,1991

Dear traiﬁeé,

Welcome back to BSSELTTC. 1 hope you'll enjoy this second course you’re doing
here. Il be your writing teacher. As youll be seeing quite a bit of me, perhaps you’d like
to know something about me. Let me introduce myself then.

My name is Yuan Changhuan. I've been teaching here at BSSELTTC since July
1987. T've taught many different classes. Perhaps I’ve already taught you! I’ve taught
listening and speaking, reading and writing, language laboratory , video, methodology,
testing as well as writing. We've had a lot of feedback from trainees indicating that writ-
ing is very important so we hope we could give you some help in writing this term.

Before [ came to work at BSSELTTC, I studied for an MA in TESOL for two years
in Australia, We studied Contemporary English Grammar, Language Teaching Method-

ology, Linguistics, Psycholinguistics, Socioling uistics, etc. Before that I was teaching
English at Beijing Institute of Education, Those students were middle school Englist,
teachers. They had to come to receive in-service training twice a week for three vears.
After three years my students usually knew enough English to do a better job in their re-
spective schools.

I haven’t always been a teacher traineer. In fact I started to work as a primary
school teacher when 1 came back to Beijing from Shaan Xi provience in 1972, | was a
primary school teacher for seven years. I enjoyed teaching English. Tn 1978, I took the
College Entrance Examination and became a university student in order to be a qualified
English teacher.

[ look forward to being your teacher this term and I hope youll write me some in-
teresting compositions. First of all T hope you’ll write me a letter today telling me some-
thing about yourself and about what you hope to learn this time.

Yours sincerely,

Yuan Changhuan

2. Student A and student B exchange the information they get from the
letter they read.




3. Student A reads letter B and student B reads letter A and see whether

they have got all the information from their partner.

Language practice

1. The expressions you use when writing letters vary depending on how
well you know the person you are writing to. You must decide which
expressions are appropriate and then be consistent. Match the four
greetings and seven complimentary closes below. There are various
possibil ities.
Greetings Compli.mentary closes

IDear Mr Machin, |

Dear Anne,

Dear Anne,|

2. Sign your first name or full name (as appropriate) after each com-
plimentary close.
3. Put the following addresses into English.
DAFHFERE R TRERESIE 355 100034
DAFAEITINE SRR AR 185
DATAMK Z KA 6 S 2 (7 305 5
DEFITHEBEREE 12 8 1] 306 5
Writing 1
1. Write a short five-sentence letter to another student in the class you don’t
— 4 —
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know well. The letter should have the following format:
Dear---,
My name is-:-and I'm --:. I have been :-:. Before that I was+:-. Dur-
I ing the next four months:--. I---,
Yours sincerely,
- 2. Give the letter to the student you've written to and read the letter you
have got. )

. Writing 2
1. Work in groups of four and tell each other about your recent and more
. distant work experience, your living situation and hobbies,’ things you
hope to get out of this course.
2. Use letter A and Ietter B as examples to write a letter to your
teacher.




Describing people’s appearance

UNIT TWO
What does he look like?

Text
1. Work in pairs and describe the appearance of the people in the follow-

ing pictures.

[3 MissWisan

1 PaterLee 2 Mg Shaw

i
|

2. Use the letter to write separate letters about the people in the pictures

on this page. Write one letter about Peter Iee, one letter about Mrs
Shaw and one letter about Miss Wilson. Choose the best words in the
brackets.



94 Orchard Road:

Colchester

9th October *
Dear Charles, :

I am very sorry 1 cannot come to meet you at the railway station since I
have to take my mother home from hospital at that time. Our neighbour
(Peter Lee/Mrs Shaw/Miss Wilson) has kindly offered to meet you and
bring you home. As you have never met (him/her) before, 1 shall
describe ‘Chim /her) to you.

(Peter Lee/Mrs Shaw/Miss Wilson) is (tall/short/of average height)
and (slim/stocky/of medium build). (He/She) is (a young/an old/a
middle-aged) (man/woman) in Chis/ler) (early twenties/late twenties/
mid-sixties) with (curly/wavy/long) hair and (a round /a long/an attrac-
tive) face. It is easy to recognise (him/her) because (he/she) is usually
(casually/well ) dressed in (a matching blouse and skirt/a jumper and
slacks/old jeans and a T-shirt) and wears C(high-heeled shoes/flat shoes/
boots). '-‘

I do hope you manage to recognise my neighbour without any difficulty
" land T look forward to seeing you when (he/she) brings you to my flat.
Yours sincerely,

John

Language practice
1. Read the notes about Robert, Mary, John and Jane and get some informa-
tion about them.

Name Robert Mary John Jane
Age 60 17 25 45
Height | 1. 80m 1. 60m 1. 69m 1. 48m
Buiid thin slim average build stocky
Hair |black/curly| blond/straight | brown/wavy | dark/straight
Clothes suit dress T-shirt jeans blouse skirt
Shoes | flat shoes sandals boots sports shoes

—_— —
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2. Use the following sentence as an example to describe these people.
1)Example: He is a young man in his late twenties.
A. Robert is
B. Mary 1s
C. John is
D. jane is
2)Example: She is talt and of medium build.
A. Robert is
B. Mary is
C. John is

D. Jane is

3)Example: I have brown curly hair.
A. Robert has
B. Mary has
C. John has
D. Jane has .
4)Example: He is usually casually dressed in a T-shirt and shorts and

wears flat shoes.
A. Robert is
B. Mary is
C. John is
D. Jane is




