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To the studeiit

About the book

This book is to help you develop your writing ability in English, so that you
feel more confident about the writing you need to do in everyday life. The
exercises give you the opportunity to practise this day-to-day sort of writing
(e.g. job applications, personal letters, notes and messages). They give you help
with the aspects of writing you might find difficult (e.g. the organization of
ideas, choosing the right word, linking ideas, paragraphing, spelling, punctua-
tion). Units 4 and 5 give you special help with spelling and punctuation.

The exercises show you that how you write depends on:

— who you are writing to (your reader)

~ why you are writing (your purpose)

—~ what you are writing about (your content)

— where and when you are writing (the situation).

So you are not always asked to write in a formally correct way.

The exercises emphasize that writing is a process which always requires some
preparation, drafting and revising. You aré not asked to ‘get everything right’
the first time. You get special help with the process of writing in Units 1, 2 and 3.

Units 6—13 help you with writing that you often need or want to do. Units
14-16 give you ideas for personal, creative and fun writing. :

In Units 6-16, the exercises at the beginning of each unit ask you to practise
only one or two aspects of writing at a time (e.g. punctuation, layout). The
exercises towards the end of these units are more open-ended, and ask you to
practise more featuses of writing. In these later exercises there is the opportunity
to choose situations and tasks that are personally relevant to you.

There is a lot of opportunity to develop and practise your reading and speak-
ing skills in this book. You are often asked to look at other people’s writing
and to discuss it. This is a good way of improving your own writing.

Using the book

If you are working alone, it is especially important that you read this part
carefully. It will help you get the mast benefit from the book.

The book is in two parts, with each part divided into two sub-sections. It is
best to hegin with Part 1, The writing process, Units 1, 2 and 3. These are
important to all other units.

You should then begin the Writing sub-skills, Spelling and Punctuat: o=, Units
4 and 5. Do not try to complete either of these units in one session. In Unit 4,



To the stud_gnt

Spellmg, do only one part at a time (e.g. identifying spelling errors, spelling
unfamiliar words). In Unit §, Punctication, do only two or three items of punc-
tuation at a time (e.g. capltal letters, full stops).

While working on these, you should begin on Part 2, Context units. Choose
whichever units you want to-do. It doesn’t matter in which order you do them,
except that; you should do Unit 10, Formal letters, before Units 11-13.

In every uhit, it is essential to work through the Introduction. In each Context
unit, the Introduction gives you a model of writing and a number of important
points to study. If you are working alone, it is very important that you think
about (and perhaps write down the answers to) any questions you are asked to
discuss here.

After this, choose exercises which match your needs and interests. Wherever
an exercise gives you a choice, think about a reader, a purpose, content and a
situation which are personally relevant to you. (Think of a friend you really
want to write a letter to, think of an issue you have a strong opinion on, include
details from your personal life on a postcard.)

Wherever possible, do something with your writing (send your letter, submit
your opinion to the editor of your class or school magazine, send your postcard).
If you do not have a class or school magazine, you could help to organize one!

In most units, there are a few exercises which ask you to discuss or work with
other students. If you are working alone, it is best to write down your thoughts
in these exercises.

It is a good idea to collect examples of writing, and to use these as extra
models for your own writing.

There are answers at the back of the book for exercises where there are only
one or two answers possible, or where a model answer seems necessary.



To the teacher

About the book

The aim of this book is to help students at the low intermediate to intermediate
level to develop their writing ability in English and to give them the confidence
to use this ability in everyday life. Students at this level usually want to and

need to write independently, but often avoid it pr handle it less proficiently t’han °

they do speaking, listening or reading.
The reasons for this are many and varled but in this book we aim to break

b

down four major barriers to student confidence. The first is that because writing -

is a more permanent record of one’s language proficiency than is speaking, the .
demand for unrehearsed writing is more threatening to the learner. The second
is that learners often feel that they do not have the necessary knowledge and
experience of language that writing demands. The third barrier is the view, often’
reinforced in classroom texts, that writing must be correct, in a formal sense,
irrespective of context. The fourth is the related view that such formal correct-
ness must be achieved first time round in a one-off writing attempt. ,

This book aims to address directly each of these issues. Firstly, it provides
non-threatening guided opportunities to practise (or rehearse) the very sort of
writing tasks that are required in real life. Secondly, it provides guidance and
practice in the aspects of language and form so important to effective writing.
So, you find models of different types of texts with explanations and discussion
points. You find exercises which deal, for example, with organization and
ordering of ideas, paragraphing, linking ideas, appropriate word choice,
economy of phrasing, layout, spelling and punctuation. (Particular focus on
these last two is provided in Units 4 and 5.) Thirdly, the book emphasizes that
the demands of writing vary considerably dependmg on the proposed readet,

the purpose, the content and the writing situation. Students are urged to think

about the relationship between these four determinant factors and the features

of written language above. For example, there are exercises on appropnate
wording to achieve results in letters of protest or complaint, exercises on
economic use of wordp to keep down cost in advettisements, and so on. Lastly,
it reflects throughout that writing is a process which always, but to varying
extents and in varying ways, requires preparation, drafting and tev1smg The -
exercises help students to be more aware of this process and thereby\ to improve
the effectiveness of their writing. (Particular focus on this is provided in Units
2 and 3.)
The book does not aim to teach items of vocabulary or grammar, except
where such items seem to be specific enough to the writing conte~ct and impot-
tant enough to the successful completion of the tasks being se- to warrant



To the teacher

special guidance and practice. There are many textbooks which do teach these
things and students and teachers may want to refer to these as they: use this
book. The exercises in this book will however provide a realistic and relevant
context within which students can practise any newly acquired items of

" grammar and vocabulary. '

Although written primarily for adult students for whom English is a Second
Language, we also see this book as being usefuyl for adult native speakers of
English who wish to improve their everyday wrilfrig, and for secondary school
students.

The writing contexts in Part 2 were chosen on the basis of their appropriate-
ness for adult students at this level in terms of interest and need. Writing extracts
used as models or within exercises were chosen on the same basis and also
because of their appropriateness in terms of language complexity.

Although the emphasis is on functional writing, there is also opportunity
provided for non-functional writing. Units 14, 15 and 16 consist of exercises
directed at more creative and imaginative writing.

The exercises vary somewhat in level of complexity to cater for all students
in the target group. As well, there is flexibility within many exercises to provide
for response at a variety of levels. In the Context units (6~16), there is a prog-
ression from exercises which focus on specific and therefore. more manageable
aspects of writing to those which are more open-ended and uncontrolled. Along
with this progression goes the increased opportunity for individual response.

Opportunity for developing reading skills exists with the provision of writing
models and with exercises where students must respond in writing to something
they have read. In addition, there'is opportunity for discussion. In Units 6-16,
students are asked to talk about their own experiences and needs, and to study
and discuss the writing models presented.

Using the book

The book is arranged in two parts, with each part divided into two sub-sections.
We feel it is best to begin with Part 1, The writing process, Units 1, 2, 3, and
to work through them systematically, as these units are relevant to all
subsequent units. The exercises in them, though unavoidably dealing with some
of the contexts to follow, demand as little as possible in the way of exact
knowledge and experience of those contexts. B .

The Writing sub-skills uiits — Unit 4, Spelling and Uit 3, Pubictilition — are
best worked through next, cohcurrently with a context unit from Part 2. You
are advised not to attempt to cover all of Unit 4 or Unit S in a single lesson. In
Unit 4, Spelling it would be best to take one part per lesson (e.g. identifying
spelling errors, spelling unfamiliar words), so taking at the least four lessons to
complete it. In Unit 5, Punctuation it would be best to do twa or three items |
of punctuation per lesson, so taking twelve or thirteen lessons to finish.

While doing Units 4 and 5, you should begin on Part 2, the Context units.
They are arranged roughly in order of complexity and typical length of texts,
but except for Unit 10, Formal letters, which is best done before Units 11-13,
it does not matter in which order you do them. That will depend more on your

students’ needs and interests and on other language work you are doing.

.4 i. ‘ ‘ A



In each unit there is an Introduction which gives a background and a purpose
to the exercises in the unit. Once a unit is selected it is vital to take students
through this Introduction. After this, your choice of exercises will, again, depend
on student need and interest. In exercises where choice is given it is important
to encourage students to think of readers and purposes, content and situations
personally relevant to them. Wherever possible they should be encouraged to
publish their writing (send a personal letter or postcard to a friend, send off a
job application, submit a letter to the editor of the local paper or to the editor
of the class magazine). The production of a class or school magazine, mentioned
in many parts of the book as a venue for publication, is particularly relevant in
Units 12, 13, 15 and 16 as a means of providing an interested audience and a
real purpose for writing.

In all Context units it would be a good idea to encourage students to bring
in examples of writing and to use these as further models for study and discus-
sion.

Answers are provided at the back of the book where there are a limited
number of answers possible or where the provision of a model answer seems
necessary. ’

\

\
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Part 1: Core units

THE WRITING PROCESS -

Introduction

The next three units are very important. They describe the three main stages of
the writing process. For ease of discussion, we present these three stages like this:

Preparing to write > Drgfting ;-—‘ Revising

but in practice the process is often more like this: g

/ - Preparing
Revising / \ -
Drafting - \ / Revising
' Preparing /

The writing process depends on:
— who you are writing to or for (reader)
— why you are writing (purpose)
—~ what you are writing about (content)
— where you are, how much time you have, how you feel, etc. (situation).
There is no one way to write. The ideas in the next three units are only
suggestions. Try them all. Some you may find useful in one type of writing.
Some you may find useful every time you write.
Whatever you do, you will benefit from lots of practice. So write often — even
if it’s only for a short time and even if it’s only for yourself.

Drafting

Many of the exercises which follow continue through the three units, so keep
all your writing until the end of Unit 3, Revising.

6



1 Preparing to write

Introduction

Most writing requires some preparation. How long you spend on this prepara-

tion, and what you do, largely depends on your reader, your purpose, the

content and the writing situation. For example, a quick message to a friend

requires different preparation from a letter to a ¢company applying for a job.
The ideas below will be useful to you in preparing to write.

Remember: Keep all the writing you do in these exercises for use in the next
two units. , i

Ideas

BRAINSTORMING

This means you ‘storm’ or search your brain for ideas.

— Write them down very quickly. They don’t have to be in English.
~ Don’t worry about how useful they will be.

~ Don’t worry about neatness and correctness.

e.g. Brainstorming in preparation for a job application letter:

Assistant C\\ee ~ Adveriser gp} \\“‘&\b
Asian coo\c'\rxs ‘\s‘ Mn B?ee\a\‘b
A years experience. -~ America
Preler por\-\‘~;-u o bot B s ok
Cl\cse = hora
Do~ “ Neana %@\:\‘ 8\'\"&"3
- Year ce X Ricole course

/
//
/
/




Part 1: Core units

Exercise 1

Choose an item that interests you from those below. You are going to write
something about it for a student magazine (a letter to the editor, an article, a
story). Prepare by brainstorming.

(Keep the notes you make for use in exercise 1, Unit 2, Drafting.)

“IN BRIEF &
Are women t‘l,je Murrigge less
stronger sex” popular |

DON LANE, talking about his one-year-old son,
PJ: “I worry that I'll be 72 when he’s 20. It's a big
gap. Butif | feel as young then as | do now there
won’t be any probloems.”

ANG THEM

SOME say hangmg criminals
makes us as bad as they are. This
is not so.

It is done with the minimum of

pain and the viclims know why they
are being hanged.




1 Preparing to write

SPEED WRITING

This is a warm-up activity to get you writing freely.

— Give yourself a time limit (say two minutes).

— Werite as much as you possibly can on a topic.

— Write whatever comes into yo.ur head: 1t doesn’t matter if it doesn’t all make

sense.

— Keep writing until the nme is up.

~ Don’t worry about ncatness and correctness.

e.g. Speed writing in preparation for a letter to a teacher about a child’s prob-
> lems at school: -

\A paw[’ob&ww-kmr s yesr- dend

‘ Mu;'l_t* kaovw Vhal o an.uf-‘d—bulj § hova o
frusl oul - maghe othse slidals in bhe cluss — parhaps
e ﬁm%—&%s/ob&%rowra’OKMMum*
—buﬁvx}%l@s hwo&k howa el oloesnl g o &

| 1]@, — SN -A.'. " ~«&Mr*—-_—/\u‘_w}

Exercise 2

~hoase frem one of the fellowing topics and write a letter to the editor of your
lass magazine.

sork children television
repare by doing two minutes speed writing.
(Keep your writing for exercise 4, Unit 2, Drafting.)

ASKING YOURSELF ‘WH’ QUESTIONS

This idea is useful for longer pieces of writing,
— Write down some questions about the topic.
who ... ? what...? where...? when...? why...? how...?
— Think of as many questions as you can.
e.g. "Wh’ questions in preparation for a letter to the Council about the bad
condition of the roads:

What is the problom?

Who is [’cmg aﬁ(ected bu it?
Where is the problem worst?
Why is it so bad here ?

When is the Counci/going to do sometlu'ng?

—————"/—-\—\\M




Part 1: Core units

Exercise 3 : W

.
Imagine you are planning to move to another city. You need to have accommo-
dation arranged before you move. Prepare a letter to send to some real estate
agents in your new city, telling them what you are looking for. Make up a list
of ‘wh’ questions to remind yourself of what you need to mention in your letter.
e.g. ‘When do I need the accommodation?’ )

(Keep your questions for exercise 3, Unit 2, Drafting.)

v

'

GETTING YOUR IDEAS INTO ORDER

This is something you could do after brainstorming, speed writing, or ‘wh’

questions. )

~ Look through your notes.

— Use numbers or arrows to put them in the order you want to mention them
in writing. ‘

e.g. Ordering notes in preparation for a job application letter:

Assistant C\'\e? ~ Adver\ise Cl “\L‘&“j
@ AS?C\V\ coo\nna is N\d ”?‘3‘.‘“\\’3

QA years experience. v~ America

@ 'Prgeer ?qh\»\’\'\ux. worde bot EH‘ is Ok
@ Q\cse te homa

® Dot cind sl shifrs

®© 3 Deo.r‘ cer “-)-ijte Couwrze

Exercise 4

Below are some notes a writer made in preparing to write a letter of complaint
to the Council about the lack of playgrounds in the area. Rewrite the notes in
the order you would mention them.

newhana 'f'n-v' ehddrn b Fl“‘:i

lxn.n-v:l l'*‘a:ﬁ-v::. - o.cedanld

IMS" Pl“‘i o~ 9"1‘!.;}5
raad qroaay eresy - co«cn.hwrfam rsan. brokes bane
10



1 Preparing to write

Exercise 5

Use some of the notes you made in one of the previous exercises (brainstorming,
speed writing, ‘wh’ questions). Use numbers or arrows to put the notes in the
order you want to mentinn them.

USING MODELS

Models or examples can help you with what to write and how to write it.

— Look for models of the kind of writing you want to do.

— Keep a file of these so you will have them when you need them.

— Think about the content (the information included, the questions asked, the
ideas mentioned).

— Look closely at the language used. Undetline or make notes of any useful
expressions. ‘

— Look closely at the organization of ideas.

The model on the left was useful in writing the advertisement on the right.

/

BABYSITTER required to Tulor requred 1

 mind 8-year-old boy 4 . w Mh

" before and after . w n !
school, 3 days/wk. ter spm, 2 /lﬁ/
Preferably with other wk. Beferab n
school-aged children. .
Lewisham area. /W . Sunvmtr/-/;ﬂ
Phone Jim after 6pm. arte.. Phone Mg after
71 3023, +30pm. 798 20/4

Exercise 6

Imagine you want to sell a refrigerator. Look carefully at the advertisements below.
— Take note of any useful words or abbreviations.

— Discuss with other students the kind of information included, and the order

in which it is mentioned.

(CFORSALE ) | gopiiet 50" Shuenien

: i et Attt R,
CANE CHAIRS (2) one large SEWING MACHINE Brother in-
$35.,1 small $10. 70 32171, "“""':"'m?'-'ﬂ Sy Sxoelient

PHILIP TV 83cm color in good g
condition $350. Lounge 8 ssater

as new $550. 708 1217. SKI BOOTS, ladies’ 672, white &

biack, mor::nglzo 12 in navy,
PHILIPS refrigerator, good work- weinmann upe, $80 each or
i . $100. . best offer. Ladies’ stocks in-
ng condttion, $100. 74 2091 cluded. 71 6801,

11
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Part 1: Core units

Exercise 7
Read the following letter to

— Write down the three phrases that are used to introduce and to link the

the editor carefully.

writer’s three arguments against the death penalty.
— Write down any other useful words or expressions.

SIR, Ms M. Squires of
Coogee (24/6/88) writes that
hanging criminals is the
only way we can stop others
from committing serious
crimes. I strongly di 2
In the first place, is
absolutely no evidence to
support her claim. What's
more, if we as a society
murder those who commit
murder, we are no better
than murderers ourselves.

Violence is no answer to
violence. And then there is
the question of whether we
can ever be 100% sure of a
gerson’s guilt. What should
appen if an innocent
were han&led? No, Ms

uires, the dea nalty is
not the answer. t we

MARKING POINTS TO MéNTION IN REPLY

If you are replying to a letter or advertisement:
— Reread that letter or advertisement. .
— Underline parts that you want to mention in reply.

— Keep the letter or advertisement handy when you are writing as a reminder

of things to mention.
€.8. =«

Salesperson

We are seeking a mature person with

experience in sales. Some experience
with selling power tools would be an

advantage, and applicants should hold a
«current driver’s licence and be available
for somé weekend work.

Salary is negotiable. A company
vehicle will be provided. Applications
should be directed in writing to:

Mr Alf Singer

Personnel Manager

ANDERSON and LEECH POWER
TOOLSPTYLTD

P.O. Box 635

Port Adelaide 5015

12

e

Try



