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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:

it

1 The ideas 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 ot 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:

1 Mrs Ashley, Mr Brown, Mr and Mrs Thompson, Lady Grey, Sir Geoftrey
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.

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

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

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

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

W AN

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 1s dr spock american or canadian?

14 last year good friday was on april 1st.
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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 compare your answers with those of other groups.

a) But when we started eatlng, the nsisa duad. down .

b) As youw M rermantloas, 1t was Resemary ’.sbua\daﬂ' last Saturday, ard.
shaywlﬁmdosamaﬂwg different . )

c) | (Yo remanbar i, don't yow? Just besida the dld castla .)

d) %;%mb@ymdhﬂtw;ivm&bmwu

€) | Imaan, Uife goes on as aluays, and. ndtluing spacial. smms B hapaen

f) Wwﬁ,&mwab MOTN, 56 We. were abla t make

g) It was than Bt we suddenly bacame avmse of the stllness of
m%mmmwMMﬁsagso,mm&m

h)' ﬂwwvag Mﬁvwca&zr,wwmwmm'g

1) Al in all, tE s an un la. expononce - I'M swe fesemany's
pcnic Wikl be tatked WM#SMW

i) it was really tumn 1o write, as yow say, but | seord to hane
soUiﬁanwsN%wLadags.

k). ﬂsgmcanwaﬁm,&m wasa,areazdzaLowabg
about Shen we got thare - people shouding and. chasuy eash
sthar armund , and so on. '

1) last weakend. s fun, thawgh.

m) Ne&,wxﬁ%w&aumatatﬂ«e_&dum,had,a.@d:m
Drene. , and. went en donan ¢p tha oaod. .

n) Ingtead. of the usual porty at home she dicided. t have a
midMght punic in Glover Woed. .

Love,
Temy.




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

a wonderful place to work, All the staff, (3) ceeeeeceseess the directors,
are very friendly with everybody, and (4) ceeeecesesees, they have
marvellous facilities for the employeesS. (5) eeesessecsees, there's a

bar and gym, and lots of other things.,

I'm called the Safety Equipment Officer. It (6) seececssceses 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) seeeescese
overalls, helmets, and so on, I estimate what the different depariments
will need, and (83 veessssssssse 1 Order it from the suppliers.

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

(11) veeeesesseansy I have to supply all the offices with paper, envelopes,
and so on. I find the job very interesting (12) .veeeeceeee.. I get the
chance to go all over the factory and to meet everybodye (13) eecesccocsecs
the pay is a lot better than in my old job,

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

Terry ﬁy

1 a) Then b) Well c) And

2 a)but b) because c) so

3 a)until b) and c) even

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

6 a)can b) could c) may

= a) such as b) namely c) as

8 a)then b) after c) so

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

11 a)Secondly  b)Inotherwords  ¢) Also

12 a) why b) because ¢) then

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



Informal letters

Each of the following sentences has a blank where there should be a linking
- word or phrase. Put in one of the above words and phrases so that the relation
between the two statements is made clear. |

15 The pay and conditions are very good. ...y 1U°S 0NNy
five minutes’ walk from where I live.

16 Ididn’tapply forthejob ... 1 didn’t think I had
much chance of getting it. |

17 A lot of professional Eroups, .......eseseeesesesesin 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

3} (ol Y | 3 U -4 ¢ 1= 148 (o1 o

T YOU eosrseseserseseeenee. tHINK 18 boring, but in fact it’s very
Interesting.

20 All my relatives were at the wedding, ..., MY COUSINS

from Australia.
21 At first [ didn’t teel happy with so much responsibility.

........................................................................ , now I 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 following letter must be filled with words and phrases that
- bring out the writer’s attitude to what be is saying. Working in groups of two or
‘Three, choose the most appropriate expression from the ones given below. Then
compare your answers with those of other groups.

Mj dear Pramcesca,,

Thamk Umv&nmd«—fwaww&(.(l) y W makKes am
A wncle vy bappy to Kinow thah s mitwe is omberesicd im what
| he Dok akoat her 1deaS and plans. (2) ) You e m:nx&j
¢ Leanng howme . (3) y | must sam fak | ke % wpdd be

fram , | kmow Hhar yow asc aw\«jms{bl.eaﬂ,m | alse Know

ok @) ;E\WPW*‘WWS“‘*“M&"
Yowrscf. In yowr *open’ family ow wilh bave heasd ol fhe acgu-
| monks for ok againsy Hlis sof ) thing mamy Hinats andd () ,

Yow woint be mbercskcd Mlumvj{‘km agprn | Least Q A from me .
| NWL&SS, | Mally musr Sy 5mmfj: ij art twinking @
Wﬂ cowld nake yow (o wtinfont else) very Wﬂ'
\/m Sﬂtﬂwgmf&o\ Sl borinj,MM wWhax !jm do Beent
is treelevany . (6} , | ogree it you, lnur (7) T

8



you Wik (0 do amufhing witih the 1S G upwe Life yow hawt
to Kep Gowng just a Lille Ik lorger ~ ot Leasr MLgm-mjﬂm
P&.YM W‘f\cahms Withoul 4hem bou wmt be ale to do Mﬁhmrﬁ

o ol . () ) o will e ot abot fhuse diings | puk
| wonder You hawe Conéddercd w-uﬂgsmwhﬁm.
Thew , (9) ) Yo 543%55\4'@ gaiv:tjh Lee with Yowr

boyfriend W hovdon | As foac a3 |remambec, he hasa't W gor o b,
has he’ What on eavtt. are uow aovi muu'm?wkmmm
, _ g 9oins
MA-SMbL bhss,j—wa.c[wwm,wlmwﬁmww
wew't wr;.v_m mave . (o) — Jiust AWK abour ik - you're
o WSM,%MWSAJMI' how Lo':j do ﬂm-ﬂMhK Yo Could be
M‘nj veﬁvfahnj WA o Mmrb-dd MmETSY mechamic ? ‘fm amd |
really nied to RAC & Sevious Halk togethe.
So , Fram, puast come and 2o we b(dwc m(fl% deccde |
MSM"Q M.f-L wex lwfpuul to 3m,l’al Y2 m;n MU‘“J {
Fondest love | as ever,
Uncle falanck.

1 a)Naturally b) Perhaps c) Surely

2 a)In my opinion b) To my surprise ¢) Actually

3 a)Fortunately  b) Frankly c) Undoubtedly

4 a) honestly b) presumably ¢) quite properly

s a) of course b) perhaps c) seriously

6 a) Quite likely b) Unfortunately ¢) Broadly speaking
7 a) to my surprise b) obviously ¢) eventually

8 a) Undoubtedly b) To be frank ¢) Unfortunately

9 a) generally b) actually C) to my surprise

10 a) Seriously b) Of course c¢) Naturally

1.5 REPORTING WORDS

Informal letters

There are two reported speech versions 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.’

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

ey

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.

I ‘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, I'd write the letter straightaway.’

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

P

Now choose two or three of the reporting words that you have 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 Patgy,

Thaak Yo for your lotter. It was very nice & read all your naws, and. it

lrmﬂgdm&m we'll be able tp fake Yow upon 't -and for so mary
rNeasons .

for a start, | just don't think Mlcauid.ge:tau-uyfrmm&m

[ know | teally showld toke a- break, but it's impassible at Ca momant .
We'te hawing a ST of toubla wath that raw rluag nall |84 gou abad,
and. what's mowe, the engaaars’ umon Lant a 25% rse . As youw krow,

mas aren't -@onaw‘ﬂmmsmsw,samwhnm@um

dowbl takKe tmae .

L

Andsther ﬂ\uglsﬂ\atChaﬂ.m maistbjow\d_stnﬂmﬂ«ﬂxm

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

IO




Informal letters

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

........

-------
...............................................................................................

al 6 ha me, | don't Gu:fc we 'd- be very good Conpary fof yow . L do

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 Nelire,
Iwwww.l’mja&ﬂﬁm
3mwwmw. |
‘ l'mkalmjiwmo 'CL-I(TM%W |
mkgp«;sthm.l%&m .%mm
Mr Mestiam . He's m.ma_abrojﬁ ms De,f)c:.)-bm.ewt
Hejiummlv;jmﬂe.wwlm»e&amw,famw
back £o hum . e-’sueﬁkmd.,hm.

QW%.IMWLM Sctu.me’ o
m -fve—m , to ks abouwl 207 na . | hore
luneir anr oo b Sundan . b cosks abeul o pond.
!t'sqm ailice . o
Love to Unele Ernie (and the budgic ')

Tonnider

II



Informal letters

Jear Avnt Docotiay,

WM, here | amt ok University (or the (st Hame , amd | mamdt say
ik 13n what | oxpecked, but | thinKk V'm beginning o settie down
omd make riands.

TWire owe about o wwncird oter people in my class, and |
Hink | musk be about the youngest, but | don't feel out of place.
I've made qood griends with way hutor already; | wite essays for
hm oy Weeld, and he's olways veny Kind 0 wie when we meek
to ol albowt »m worlc. " o

There are Kimds of different ¢ s the vniversity, fom
the veny ¢riendly to mo\f/a\j hoﬂ-dcm wh tve wmet a gl called
dally who's ru:{h, wonderful . She 1sn't i my fa ,mk.
L's doing wedicine, bul we meelt eveny day (or lunda,
we st Falkiing abowt life for hours.

My flat 15 veny small, but iH's wann and comfortable. tt's
also veny close £O the vniersihy, 30 & ouly tukes wie a few
M‘Mumd' to walkk there, amd L can get a bus right to the door
it 's rawming.

S'l»\mil., I reallty wanst go now because dally and | are off to
lunch. | promise 'l wike again as soon as | have a moment.

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.

Desw Motk and Eullusr

Tos & W o durt wde bk yon bnino Yk Bimaks and \oore bike very
W/u, g W?-M?L fo4 oxe oD, UM&VWW, lve adt stwae mdleer baol nows
he had o 5“0“_' suidenk  on " matorhile . M‘?mmﬂbwm-—-

Ampua, haress Wi % happoned . Wo wene on owl woug ty vt Joe amd
Roolt ok fo gapde. ® s Bamtlo's dum b doe aud, as you e
Sha's N guefud, bt suddenly & car puled owt fom o sde-road
withawX \nﬂ\u'ns,mn\ e bhe gdded  a Pamata baked. The road

was a bt wej‘*\/wm.wtmmmxinh MA)&D{%LRJM,
oMmd W were both  Human o .

L2



Informal letters

Lm,\a‘«\i);ewerew# el et ok all. T drier of fhe aur uos vety
g, D we ver shofitly funaws, ol we gturtid yellig st b
NM?HM e bocked down owd  admibed that b had beow Wi ot
0 Thore weve soiom| wdneses . ,aa\«-.MM%mMWﬁ
dowed K. "1

of Hw ui'!.’fw)seb, we manased o mmmwu t SLah a_ Stokemont
sdwicting ol mstbxw?. \dont bnow Wiy ke did ) | e | windd
ey st?jn awul ' e Mok withonk oA e a \awybf, pud lﬁuﬁmﬁ’-

| P{\w‘uaw,l a5\ Sow, fore s ot o abouk because we are betha
| MQL“A] ﬁ\' and well. We'mwm AR yon towards fue

end ot e mondth. We'll hawe b s by taun becawse o bilee's
Sfmj H obe wm e da/ra.gﬂ'_ ffw gme hme !

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, I wouldn’t have run into it,

would I?

All right, don’t start shouting at me. 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. I suppose we’d better go and see what the damage is. \

[ just 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 all that, but
it won’t help if you’re going to start nagging at me. It isn’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. I’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, eh?

Can we move 1t?

: 1 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?

J: Well, I don’t think I should. Remember my back’s a bit funny these days.

K: 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 I can’t do it by myself.

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

= TARTR T OARTRT

Ty

A

Al qm a bt mwve dusownsion , and Menmle, 2 e idervenhiov o ons

I he fd\' @“;"\h]! he realised e ‘b\hé duwl WCU, Wt hadp'd beow winse

I3



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 no 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, I 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. I'm afraid it fell off while I was trying to straighten it.
J:  Oh, hell! 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.

Owwintwas. | tissle, 14 bolG exptavin, The s To Y i Sewet detaid beeause
ik it eamy Wl yon've dawe b eetne. | suppse yowll be abte B4md,
oy Wy o e Bivkownead L of e el That buts shalgitfrrwmn.

Now, WO W COME gt of e el e Vil dinides imto two. The
Mewwmumms.vmmmwmnwmmm,o}
Cawrie, Yyow el Uik gamgy T e b UTe ak e siuips” Kyt a aniied
meww o Metwrtique oW vk tower qu W .
Immediattly ot mmwmmw,wm gl
umwwbmmw.w WAk pasrses it a Witk ank

of hou . Thab's Whirt yow tare T Ty, viyu‘. FUow e vrwdmf’m‘
MT'WWW ok e tmp, amd T W%Wuwm%w
fe mam wads that wWilk take yon all wwtvCLerviagL.
FWw thio rrad part the beacm o e right and

14



Informal letters

Universift
.y

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.)

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

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

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

f) A letter explaining an unexpected absence, or something else unexpected.

g) A letter about an accident, but not necessarily a tratfic accident. (Compare
1.8.)

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

L)



2 Formallettersli

2.1 PUNCTUATION

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

It’s mine. You’re wrong. He can’t come. 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.

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

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.
1o 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?

_Land povd
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