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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:

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.

s 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 ad)ust 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 Geoffrcy
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.

“vi AW op

=)}

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 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.

But when we storted eating, the noisa dud down .
As youw mw,wmﬁmamg:sb(mmﬂ' last Saturday, ard.
shnywﬂbdosamb\ifg_difﬁm.t. )
(Yo remanthar i, denit yow? Just besida the Sld. castla )
Welk, néthing More 4o oLl yow Juot navs; hopa €0 seo you at

4, (thing youd Yo

I maan, Ufe goes on as alugys, and. nflhing spacial. sems & happen.

W%mma,b@twm,so we. were able t make
owr Ly Wuhout mMuck. trsubla .

It was than that we suddonly bacame ause of tha siliness of
e mmmwmmawmmmﬂmm

TRARK gom. very much for yows (oHer, Likich. aueived This MOMUG.

me.'ﬁmmmﬁgdnmmnm—l’mmﬁmcyk
PInic Wil be ttked abowt for some tira .

It was really tun o wstite, as yow say, but | searnd to hane
so Litle netds daygs.

As yow can imagine, there s a great deal of mussvng
a.bagi-u!‘hn m‘gﬁa‘m—pwpte s%mfgmoﬁaasc/g eacth
&twer amund , and. so on.

last weakend. Ls fun, thangh .

Ww,anﬂ%mmm at the Red Lion, had. a. few drinks
yand went en dovn o tha wtod. .

Ingtend. of the usual party at home sha ducided to have a
rudnight punic in Glover Woed. .

Love,

Temy.




Informal letters.

1.3 LINKING WORDS AND PHRASES

In the following letter the linking words and pbrases 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) eeeeecoonsesy I finally mznaged to get one! Of course, I haven't
been working there long, (2) cceceeseesss I can already tell that it's

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

bar and gym, and lots of other things.

I'm called the Safety Equipment Officer. It (6) veseeeesces. 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) eeeeeseses
overalls, helmets, and so on. I estimate what the different depariments
will need, and (85 sesssssssses L Order it from the suppliers.

(9) scssscsecssss 1 Make sure that the various departments have ‘everything
they want. (10) cevevescecess, stationery is also my responsibility.

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

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

Terry ﬁw/

a) Then b) Well ¢) And
a) but b) because c) so
a) until b) and c) even
a) so b) what’s more ¢) on the other hand
a) For instance b) However ¢) Even
a) can b) could . c¢)may
a) such as b) namely c) as
a) then b) after c) so
9 a) By the way b) Anyway ¢) In this way
10 a) However b) Although ¢) But
a) Secondly b) In other words ¢) Also
a) why b) because c) then
13 a) Besides b) Beside ¢) On the other hand
a) At the end b) Anyway c) After all
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Informal letters

Ea

ch 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 clegr. :

15

16

17

18

19

20

21

22

The pay and conditions are very good. , it’s only
five minutes’ walk from where I live.

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

A lot of professional groups, : doctors and
lawyers, have strong associations that protect their members’ rights.

The hours are short, the pay’s excellent, and the people I work with are very
nice. ,it’s a great job.

You . think it’s boring, but in fact it’s very
interesting. ' ‘

All my relatives were at the wedding, ' my cousins
from Australia.

At first | didn’t feel happy with so much responsibility.

., now I feel quite confident that I can manage.
There are several things that make it a nice place to live.

, there’s a park right across the road.

4 ATTIT'UDE WORDS AND PHRASES

1.

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,,

odd uncle vy bappy (o Kinow fhar Iis nicce is imberesicd im What
he Yhoks oot her ideas and l’“‘““(‘)——' You e M"“"‘j
¢ g home . (), | must Say b | inie # wondd be

a\,\mywﬁu*‘_\fw\ohdm

Bk, @), Yowr parents huwe baught o wp b Thia Sy

Yowrself. In Yowr dytnrtv.wly You will have heard all {he angu-
] menks for ond agoansy

yow mtbcw\k.rutc). N WMW lu«.sr%au,f.mu
NV evertine less | ‘IN—AU:‘ raansr 5«3 u.w,m..j: Mnuumﬂm\kvnﬁ
doing couumuanw (Mwu:jw uu)mnu.\w.

Thank Yow vy mudh for Yo letter. (1) i wakCes am

Fram , | Kmow that yow aec awﬁmmaac,u I also Waow

sok G thing mamy Hewts aed ().

Yow Saﬂwwmﬁd Sthabl hmnﬂ,MM Mgmdpm
is wrelevant . O) | agree ot yow, br () g




3mwwt'9d»%'3mh\-h~t Mr%w%,ﬂmwa‘r
%mga@\jy;mumwz lmaa—ak-lms\' Mtbul'eﬂ“m
WW&(,«J’\MS Without dhem S‘M wmt be alde to do Msfkvﬁ
MQM.(Q)—__,SMMMWNW abo-t fise fiinas | put
|M%5wwWwwm%wmnﬁm. .

Thew (@), Yo 5“3W3m'«c 9u~i~3+~o lLive with yowe -
b%{-ﬁcwl W hendon ! ﬁS;fattU | remenbec, he hasa't mdnqja'
has ke’ WMWanwﬁdgfouwm?ukan
Mgt be Wssj—wo.d'wm»\nu,wlcmwﬂmwu'
ot Wit fo i bt (o) juox Pk ot - e
o NSM'Www_ﬁd'J“r how  long do yow fhink you 5‘».“ be
k‘"ﬂ vequraring will. om mmrtoad MEBY  mechamic ? \/m and |
really need v e & semons touk foqetiac.

So , Fram, plast ome and 22 me bﬂ»cvm - decide |
om:jM«Q omfnl  aver hw to 50«4,"4 nerer (f{’;“?“‘d“‘ﬁ d

Fondest lbove | as ewer,

Uncle Fatanck .
1 a) Naturally b) Perhaps ¢) Surely
2 a) In my opinion b) To my surprise ¢) Actually
3 a) Fortunately b) Frankly ¢) Undoubtedly
4 a) honestly b) presumably c) quite properly
5 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 c) Unfortunately
9 a) generally b) actually c) to my surprise
10 a) Seriously b) Of course c) Naturally

Informal letters

1.5 REPORTING WORDS

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

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, I'd write the letter straightaway.’

3 ‘You're a fool, Brian,’ said Sara.

- 4 ‘Yourealise, 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 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 Rotty, :

Thaak lotter. It was nice & read all your nawss, and. L&
[veally domt think we'll bo able tp take Yow upon 't -and for so many
reasons .

for a start, | just don't tuak that | cowld aray e FHa -
[ know | 'eaigjskp:(jjdtakc a—bmk,bl.cttlt'.sl)u.p?:;t’cbla a.tfg:mmﬁit
w&’fe}mwing a 8T of trubla m-@\atmwmwgmulﬁld_yauam,
and, what's m,ﬂee:\gu;:umm want a. 25% rse. As you kow,
Hmos aren't Ao on Sales sido , so Tha ati wll no

AnStar thing is that Chaslia mbﬁommywimmﬁw

I0




Informal letters

Atso, Sally's talking about mowyg to London, ard ow. can omague

Last but nst (cas,

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,
IWJwWMI'MJAgSaM
limm‘bwﬂMMoff;u,&MA«W |
) . . bqssi/acab.u-i

II



Informal letters

Jear Aunt Dorothy,

Well, here | amt ab Univensity (or the (st Hue , ancd | mwt say
i 1sn what | expecked, but | HinK Vi beginning fo settic down
ond make friends.. -

Thire owe about oo hwnmded other people in my class,and {
Hink | mmsk be about the youngest, but | don't feal out of place.
I've made good gFands with wy kuror already; | wite essays for
&k:v\ Wy Nuk,uw‘lkhﬂsolwm’anuw\dlomwkasmm

worl.
Kimels of i ¢ n the und j
the veny ¢riendl tomof whomgwep‘u}vuma r muedm
Sally wwo's wondcrad._a\w isn't mw(no%:\e,fmk
she's doing cine, but we meet cveny day for v
we Falliing about life for houwss.
My flat 19 veny small, but iH's wann and comfortable. t's
also veny close to the oniersihy, 0 i takes wae a few
;ww‘;w\'u to walk Hum,cmdlccmo’da us righd to the cloor

W's rawming. \
gmu, I real msfgomw beconse Jaly and | ave off to
nch. | prowise Il wiile again as soom as | have o

Love 40 all M‘hmilﬂ,

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.

I2

Do Mathr and ufhor

s & qwh o dutt whe b\ yow baro Hok Bamske and | ore bt very
vl omd We ke yow e top, : l‘vca&\'smmdw\m\ AN .
bve had 4 s\\o\\i" acidenk o0 My watorhile . ﬂ\m‘smmﬂbwmj’
sy no\*w-j h wvm] aorwt o oM. M,w(\’ was hurt and & arst
Araquang, huress W % Wagponad . We were o oud way fy iiat Joe and
Rovle of Ho capde. W s fundla's duon b deve and, as you knaw
Shes vons atful, bt suddenly & aac pled ok fom o gude-rod
witkawk \vO\u'As,w the ble tdded a5 Pimata baked. The road

was o Bt owek you s We Wb M @r i e widdhe of He @ad,
wd e wore both Humwm of.




Informal letters

L wtwem#wk«] st o all. Ta dewes of dhe car wos
m\\m&mmmm m&aw.&mwmw
weve  sodena| wemeses » W owida 4 hawe
O it ey
qu’uab'& mave dasonsian , and Manks, 12 Yua wdervenhov of one
of He uit\wm we. Mmau\ ’m*y&m&nmmbﬁan a Stakemont
ao\m'r\\'\ f%fms\h\\\ \M*W\JWMM& l\aww\wm\o(
nner San any lile tak withawk oy a luwyer, but |
\\..@,uow.\k]m
A’WUM' a5 \ o, hores ’ hm%mwwzmu{bm
pu—ﬁew,fwmm We'll pobubly come anmh 22 you towatls e
month . We'\U hawe  fo s by taun becamse ta bile's
3Mj +n be W Ywr garge oo sme hme |
e 1o te mf of Mo family, Ted

ke realised he was very \M.cldy Wt hodn't beom wirse

AR

z T RTA T

TORT RT ORT

Look out!!

: Oh, hell! What a mess!

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

: No, of course, [ 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 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.d suppose we’d better go and see what the damage is.

I 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 it?

: 1think 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 bit 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 I can’t do it by myself.

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

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 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, 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.

Deax Tm,,

' vty Peaged to heax thak wan haxe fimally decided. o comg kare fov
Omirtmas, | imie 1 betlBh exptain the mwte T yme in somet derail beeanse
WM'thww‘mmwm.lmmwﬂum 5 4imd,
owr way o e Bivkowntad e of The Uumel; Thak bits straigivtfrvwmd..

Now, Wi ow come gut df T tummel, e voud, dinides imto two. The
lefe fvie goes dmmtommstsquWMnWMuMmiq
amm-f:wm to lane n LTl 0k i stuips! Kok o uaniaed

Yord funthsr on ymso.?wmmq,m Mamuwmmue
xmmmmm Wrning o The Vgt v diwine vl
umwwbmww WWWWAW‘LML

guadusally bowdi to e .

At te eund of e woodk yow'll see a stiglt ool W fumt
%Ww's,fmwmmmu:? - FUaw T viad up 10
o T- jumction ok ey, amd T it Mount Road.. T ia
e Wain ool that Wil take yon all e Wiy to Clabiovevidge
T tio road part e beacm o e righto amd

14




