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InTRODUCTION

Aims of the book
This book has two objectives:

1 to prepare you for the CAE exam Paper 2 (Writing)
and Paper 3 (English in Use).

2 1o develop your practical writing skills to an advanced
level.

There is no conflict between these two objectives,
because CAE writing tasks are as close to real-life
situations as possible, and the examiners use

real-life criteria in assessing candidates’ work. If a piece
of writing would ‘do the job' effectively in real life, it
should also satisfy the examiners.

Why combine Papers 2 and 37?

For those unfamiliar with the CAE exam, it may seemn
surprising that this book combines Paper 3 (the
‘grammar’ paper) as well as Paper 2 (the ‘writing’ paper).
In fact, this combination is inevitable, given the many
areas the two papers have in common. A characteristic
of the CAE exam is that grammar is tested in context,
Paper 3 tests the ability to use grammar in order to
communicate, and focuses on many of the key areas of
written communication — including register, cohesion,
and even punctuation.

The Paper 3 exercises:;

* provide exam practice for Paper 3.

e are integrated with the Paper 2 work, as controlled
practice in writing skills.

* are madels (well written, well organized, and usually
about 250 words long), which may be referred to when
doing the writing tasks that follow them.,

» demonstrate different registers and explore different
aspects of the theme of the Unit.

* are usually based on authentic texts.

How the book is organized

Part 7: the first part of the book contains an introduction
to CAE Papers 2 and 3, followed by preliminary work on
three key areas of writing skills at this level: style and
register, cohesion, and punctuation. It is intended that
this part of the book should be used for preparatory
work, remedial work, and reference.

Part 2: Units 1-5 divide writing into types (descriptions,
instructions, narrative and argument), to develop the
skills specific to each type. At the same time, each Unit
looks at a variety of registers, to focus on the impertance
of the context and the purpose of a piece of writing.

Part 3: Units 6-10 cover all the writing task types in the
CAE Paper 2 syllabus,

Task bank: a further selection of writing tasks, indexed to
the appropriate units,

Key: answers to all exercises and Paper 3 questions.
Model answers to Paper 2 Part 1 tasks.

Working through the book

It is suggested that you work through Units 1-5 before
going on to Units 6-10, as each writing task in Units
6-10 practises skills that have been developed in one or
more of the first five units. Nevertheless, as there is no
progression through the book in terms of difficulty, and
as Units 1-5 also contain writing tasks in the style of the
exam, the Units may be taken in any order,

Classroom work and self study

This bock can be used in class, for self study, or for a
combination of the two.

In class

Each Unit is divided into modules which can be taught in
class in about 90 minutes (plus homework).
Explanations, presentations and activities are followed by
Paper 3 exercises and either mini writing tasks or full-
scale Paper 2 tasks. Suggestions for pairwork are
sometimes included when an exercise would be more
enjoyably done with a partner; many other exercises can
also be done in pairs and groups.

For self-study
Many features of the book make it especially useful for
self study:

¢ the introductory units, with their thorough treatment of
register, style, cohesion and punctuation.

* the use of Paper 3 writing tasks as controlled writing
practice, easily corrected with the key when working
without a teacher.

* the inclusion of model texts in the form of Paper 3
tasks, and the inclusion of model answers in the key.

* the fact that it is self-contained: it is the student’s
book, the teacher’s baok and the key all in one,

Non-exam use

Because of the ‘real-life’ nature of the CAE writing
syllabus and assessment criteria, this book can be used
just as successfully as a general writing course at
advanced level focusing on practical writing tasks.
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Format

The writing paper is a two-hour paper in two parts, Part 1 and Part 2. In each
part, you are given a writing task of about 250 words, which can be of the
following types.

Articles and reviews for a newspaper or magazine Unit 9 (also 1,2, 3, 4, 5)
Leaflets, information sheets, notices, announcements Unit 10 (also 1, 2, 3. 5)
Formal letters Unit 6 (also 2, 3, 4, 5)
Informal letters, personal notes, messages Unit 7 (also 2, 3, 4, B)
Reports Unit 8 (also 1, 2. 5)
Instructions and directions Unit 2 (alsa 6, 7)

Part 1 (e.g. page 64-65)

1 In Part 1, you have no choice of task. There is just one question that all
candidates must answer.

2 In Part 1, you need to read a lot before you can plan your writing. The
instructions for the task include information in the form of a number of texts
from different sources, such as an advertisement or an extract from a letter. In
order to complete the writing task in a satisfactory way, you must ‘process’
this information by selecting from it, summarizing it, or adapting it to suit the
reader(s) you are writing for.

8 In Part 1, you are sometimes asked to produce more than one piece of
writing, for example a report (200 words) which you must send to a friend
accompanied by a note (50 words); the total number of words is still 250
words in all. This kind of guestion enables the examiners to see the difference
between, for example, your formal and your informal writing.

Part 2 (e.g. page 53) offers a choice of four different tasks from which you must
choose one. As in Part 1, the instructions for the task give a clear idea of who
you are writing for, and why.

Timing

Because of the amount of reading in Part 1, and the time needed to process the
information, you will probably need to spend longer on this section than on

Part 2, even though the two tasks are worth an equal number of marks.

Marking criteria — what the examiners are looking for

CAE Paper 2 uses a marking system in which:
every piece of writing is marked by at least two examiners.
a piece of writing does not have to be perfect in order to obtain full marks.

The examiners are not only interested in how many mistakes you make, In fact,
they give credit for successful task achievement and for accuracy and range.
The seven criteria by which writing is assessed in Paper 2, described in the
following exercise, all relate to one or both of these perspectives. A guide to how
the examiners allocate marks is given in the mark scheme after the exercise.




Paper 2

Understanding the criteria
The following criteria are used in the assessment of writing in Paper 2.

range
accuracy
cohesion
target reader

content

register

organization

Which of the criteria match each of the explanations below? Write them in the
spaces provided. (The examiners reduce this list to six by combining 4 and 5.)

Have yOou w ritten in the dppm-pn.ltl: .-.h-rh_ — should
this task be written in a cold, precise 'ih"ll:‘ or should
your wntm;__, be entg,rhunmg.

Does your writing have the right Lle—gruu of lbnl']alit'y

or informality?
Are vou too personal, or not personal enough?

How many things did the task description ask you
to do?

Have you done all of them, and covered all the
points raised?

I5 your writing interesting, informative or
convineing, as appropriate? Have you included
anything else that is appropriate, e.g. a friendly
greeting in a personal letter?

Have you made a lot of mistakes in grammar,
spelling or punetuation? Have you used vocabulary
in a precise way?

Do your mistakes make your writing difficult to
m‘lLler'bt.ulc]"]

You can make a number of mistakes and still pass
the writing paper, provided that your errors do not
interfere with communication.

Have vou clearly indicated the connections
between your ideas?

between your sentences?

between your paragraphs?

Do vou use linking words and phrases as
appropriate?

+ Are the fhll(:-wing all appropriate?

-

the beginning of your piece of writing
the ending

the I&V(Jut (e - letter, note, leaflet)
the order and use of paragraphs

the use of titles, subtitles, headings

Would your writing be successful and effective in a
real-life sitnation?

Would the company receiving this letter of
complaint refund your money?

Would you be forgiven by the person receiving this
letter of apology?

Would the magazine editor publish this article,

and would anyone read it?

Do you have enough mastery of both vocabulary
and grammar to accomplish ‘the task? Or is your
vocabulary too elementary, and your choice of
grammar and sentence structure too simple and
limited?

p } Use this list of questions when checking your writing! q ﬂ
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CAE Paper 2 mark scheme

Totally positive effect on target reader.

Minimal errors: resourceful, controlled and natural use of language, showing good
range of vocabulary and structure.

Completion of task: well organized, good use of cohesive devices, appropriate
register, no relevant omissions.

Sufficiently natural. Errors only when more complex language attempted. Some
evidence of range of vocabulary and structure. Good attempt at task, only minor
omissions. Attention paid to organization and cohesion; register not always natural
but positive effect on target reader achieved.,

Accuracy of language satisfactory; adequate range of vocabulary and structures.
Reasonable task achievement.

Or, an ambitious attempt at task, with good range of vocabulary and structures,
causing a number of non-impeding errors. There may be minar amissions, but
content clearly organized. Would have a positive effect on target reader.

Errors sometimes obscure communication and/or language too elementary. Some
attempt at task but notable omissions and/cr lack of organization and cohesion.
Would have negative effect on target reader.

Serious lack of control and/or frequent basic errors. Narrow range of language.
Totally inadequate attempt at task. Very negative effect on target reader.

Not sufficient comprehensible language for assessment.

Omissions

If the task instructions ask you to produce two different pieces of writing, or
answer two guestions in one piece of writing, you can't get a ‘pass mark’ unless
you do both.

Spelling

1 If you want to use American spelling instead of British spelling, you must spell
averything the American way,

2 You can lose a mark for bad spelling if it makes your writing hard to read and
understand.

Handwriting
You can lose one or even two marks if your writing is difficult to read.
Length

For a 250-word task, nobody is going to count the waords BUT:

- in practice, it is very difficult to write a completely satisfactory answer in fewer
wards

— if you write much too much, your writing is very likely to ‘have a negative effect
on the target reader’ and to include irrelevant material. for both of which you
would be penalized.

Layout

You are expected to lay out your writing (letters, reports, instructions, leaflets,
etc.) in the appropriate way. If in doubt, read the instructions.




The English in Use paper tests your ability ‘to apply knowledge of the language
system, including control of the grammar, register, spelling, punctuation,
cohesion, coherence and formulaic language.’

In other words, it is a practical grammar test: it tests not so much what you
know about grammar as how well you can use it. The paper COMPrises six
questions, and you have one hour and 30 minutes.

Part 1
Vocabulary cloze (e.g. page 98)

Part 1 consists of an authentic text of about 250 words. There are 15 gaps in the
text. For each gap you have a choice of four words. Typically, the four words will

fit the gap grammatically, but one of the words will be much more appropriate in

the context.

Advice on answering Part 1

1 Cover up all the suggested answers,

2 Read through the whole text.

3 Read through the text again, stopping at each gap. Try to think of a suitable word
before looking at the four words suggested. If the word you have thought of is
one of the four you are offered, then choose it. Do not allow vourself to be
distracted by the others,

4 If the word you thought of is not there, it may help if you start by eliminating
those that are definitely wrong,

5 Make sure the word you choose is possible grammatically:

* does it fit with the prepositions in the text?

e if it is a noun, is it singular / plural to match the verb and the article?

If you don’t know the answer, guess! Never leave a blank on your answer sheet,

When you're doing practice exercises, don'’t use the key to correct VOUT answers.

You won't learn much that way. Use a good English-English dictionary and look

at the ways each of the four suggested words are used. The examples given in the

dictionary will explain all the most common collocations. Only when you've
worked out answers should you check in the key. A more enjovable way of
studying collacations is to read a lot of English for pleasure: magazines. fiction, or
whatever interests vou most.

L e ]

Part 2

Grammar cloze (e.g. page 57)

This focuses on grammar (e.g. prepositions) and cohesion (linking words, articles
and pronouns). Like Part 1, it takes the form of an authentic text of about 250
words. Again there are 15 gaps, but this time the choice is open.

Advice on answering Part 2

I Read through the whole text first.

2 Make sure that the word vou choose fits
* grammatically with the words before it.
* grammatically with the words after it.
s the punctuation.
* the meaning of the text.

3 Remember, most of the answers in this question are ‘little’ words — pronouns,
articles, prepositions, conjunctions, ete, Don't imagine that the answer is going to
be difficult: often it's a S‘lllll)lt‘. word such as the or a.
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Part 3

Error correction (e.g. page 42)

This question requires you to correct mistakes in a text. You are given a text in
which there is one mistake in most of the lines. One mark is awarded per line,
whether for successfully correcting a mistake or for recognizing a correct line and
marking it with a tick (v'). The mistakes are all of a similar type: the instructions
tell you what kind of mistakes to be looking out for.

The possible types are
* One unnecessary word.
* punctuation and spelling.

This is one of the questions in Paper 3 that can contribute most towards
developing your writing skills. Apart from the opportunity it affords for work an
grammar, punctuation and spelling, it gives practice which will help you in
carrecting your own writing.

Advice on answering Part 3

I Read the question carefully. Make sure you know what kind of mistake you're

looking for, and how you must write it on your answer sheet.

Read the whole text thl‘Ull"ll first.

Don’t make unnecessary ‘corrections” while ignoring obvious and serious

mistakes: look for the big mistakes first.

4 About 20% of the lines are correct. Don't forget to mark any lines where you
cannot find any mistakes with a tick (v').

[R+]

(]

One unnecessary word

I For a word to be an error in this question it is either grammatically incorrect or it
does not fit in with the meaning of the text.

2 The grammar mistakes can include word order and prepositions or articles where
there shouldn’t be any.

3 The mistakes in meaning can include connecting words or even negatives that
seem to work grammatically, but in fact don’t nmlce sense.

4 In every case, make sure that the sentence as a whole is correct and reads well
once the unnecessary word has been deleted.

Punctuation and spelling
I Do the punctuation work in this book (pages 29-37). Not only will it help you
with this question, bt it will also improve your writing.
2 The punctuation errors in this question are basic mistakes. Look out for:
* missing capital letters,
¢ brackets or speech marks that open but do not close.
* questions that are not marked with a question mark.
3 Ifa comma is ‘optional” (see page 33) you will usually find that there is a real
mistake elsewhere in the line, often a spelling mistake.
If you have serious problems with spelling, read more and study the rules for
Lngll‘.h spelling (see ‘Spelling” in Michael Swan: Practical Eugjnh Usage, OUP).

Part 4
Word formation (e.g. page 50)
Part 4 consists of two different texts, each with sight gaps. For each gap you are

given a 'prompt word’. You fill the gap by changing the prompt word so that it
fits into the text.
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Advice on answering Part 4

1 Read through the whole text first, for meaning.

2 Try marking each gap ‘noun’, ‘adjective’, ‘verb’, ‘adverh’, ete, This will help you
focus on the g grammar of the word vou are IUDI\”'[" for.

3 Make sure your answer fits the meaning of the text, as well as the grammar, For

example, you might need a negative prefix (unbelievable) or suffix (hopeless). 1f

vou write belicvable or fquufm' your answer will fit the grammar, but it will be

co:‘nplctclv wrong in terms of the meaning of the text.

When doing practice exercises, use an Eng_,llsh English dictionary to correct them.

5 For further practice, make an effort to notice word formation when VOu are
reading English, and note down anything interesting you find. You will also find
word fnrln-.ltirm exercises in published vocabulary materials.

[1=9

Part 5
Register transfer (e.g. page 17)

This question tests your command of register — in other words, your ability to
choose the appropriate style and vocabulary for a specific situation. This is a key
area of advanced writing skills and is tested throughout Papers 2 and 3, but it is
relatively unfamiliar and problematic to many candidates. For this reason a unit on
style and register is included in this book (pages 12-18), while every unit explores
a variety of registers through contrasting text types.

In Part 5 there are two texts, containing the same information but written in
different registers (one of them may be an informal letter, the other a formal
notice). The first text appears in full, while the second contains gaps. You have to
fill the gaps in the second text with information borrowed from the first, but
because of the change of register you cannot use the same words. The
instructions tell you how many words you can use for each gap.

Part 6
Phrase gap (e.g. page 46)

This question again consists of a gapped text. This time, the gaps correspond to
phrases or whole sentences which have been removed and which are printed
below the text, together with a few other phrases or sentences which do not fit.
This question focuses particularly on discourse — the way ideas are organized into
phrases, sentences and paragraphs. It is therefore a very useful exercise in the
development of writing skills.

Advice on answering Part 6

1 Read through the whole text to get an idea of the subject matter, the overall
meaning and the register. Where does the text come from? Who wrote it? Why?

2 Read through all the suggested phrases.

3 Don't make your choices too quickly. Even when a phrase looks good for a gap, it
may be wrong,

4 Work through the text slowly, making sure that the phrase you choose for each

gap IllﬂtL‘I]l’.‘S r(']r'.

s meaning — does your choice fit with the phrase before it and the
phrase after it? Does it fit with the meaning of the whole paragraph?

¢ grammar — many of the suggested phrases may not fit grammatically.

Don't get stuck on a difficult gap. Leave it and come back to it later.

6 Start by crossing out the phrase you are given as an example. then gradually cross
out the other phrﬂ.\{“. as soon as you are certain you have found rln ir place. This
process of elimination simplifies the task.

ot
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STYLE AND REGISTER

In matters of arave importance, style, not sincerity, is the vital .".hing_

Oscar Wilde

A Introduction

At the Advanced level, you should of course aim to write
grammatically correct English. But is that enough? For
example, it is grammatically correct to write 'Give me a
job!', but that is not the way to write a successful job
application. In fact, the employer is more likely to forgive
a number of grammar or spelling mistakes than to
employ an applicant whose letter was too rude or too
informal. In the CAE exam, writing is assessed with this
in mind: what effect would the piece of writing have on
the person who is going to read it?

The ability to use the right styfe, whether you are writing
a business letter or a holiday postcard, is one of the skills
assessed in Paper 2; it is also examined throughout
Paper 3.

But perhaps style is not the best word: you do not
necessarily have to write stylishly. We could instead
speak of register: the style appropriate to a particular
kind of writing.

1.0 Story

This murder mystery in ten short texts is an exercise in

recognizing register.

1 First, identify the origin of each text by writing the
letter A-J by the descriptions of the texts. (Some of
the descriptions do not correspond to any texts
given.) What aspects of each text helped you to
decide?

Business letter

Tourist brochure
Newspaper review of restaurant
Spoken: job interview _____
S]"Il'l' Ilt‘“-':ip:.lpi_‘.l‘ n.'l)ﬂrt
Spuken: p(:|itﬂ conversation
Back cover of a novel
Informal telephone conversation
Advertisement

Love letter

Police officer’s report

Recipe

12 » Writing sub-skills

Main courses at Maximilien’s range from duck in raspberry
vinegar sauce to a really excellent hare, still shedding il{:i shot-
oun pellets, and presented as 2 Gaudiaque_lwer: slices of
marvellously tender saddle on top of the braised leg (a little
overdone). itself resting on buttery noodles. Another speciality
of the house is the Andalucian rabbit with wild mushrooms
4 Return the rabbit to the pan. Cover with
the wine. Season. Add the fresh thyme and
simmer for 30-40 minutes with the lid on.
Add the mushrooms and stir well.
&
“Tell me. Miss Lee. do you have any previous experi-
e as a waitress?’
cm:h-'e'll. I did silver service at the Royal Hotel in Bognor
for five years. That was before coming 1o .L.eiccster. But
since I've been here I’ ve been assistant chef in the canteen
at International Defence Systems.” . oh
‘And why have you given in your notice at L.D:SA
‘Well, to tell you the truth, it was some piclures | saw on
the television. And I realized that if it wasn't for the
weapons we were selling theni,

D Dear Mr Ball

We were most impressed by your plans, which we
received last week,

Our representative in Europe, Colonel Lamont,
will be contacting you upon his arrival in London.

How much, did you say? This must be a bad line, |
thought you said 5,000! . . . Sounds like an awful lot of
money for a tummy achel Foreigners, were they?
Wouldn’t trust ‘em if ] were you. Just vou make sure
you get the money up front, in cash . . . Here, you don't
think they're trying to do him in, do you? . . . That'd be
worth 50, not five . . . Tell you what, try some on Henry
Hungerford first and see what happens.

“Wonderful restaurant, Stefan. Do you know, 1 think this
is possibly the best hare I've ever caten. And as for the St
Emilion: I doubt you'd find as good a bottle as this any-
where in Paris. How are you getting on with the rabbit?’'




Introduction

« -
Arms boss poisoned - | been seated at
M Stofan Ball, managing director of the Leicester  Having ascertained that the duccase hac hecti S0 ©
company, International Defence Systems, died in tuble 13, a \wn-:lu_\\-' .Seal? rrqtndtst;u'l;t .h:-t\;(-i-" ': 4 - s
hospital at midday yesterday. He had complained door and the Tadies’ toilets, 1 procees Clt' S) ltl-mi;‘tn;a- II's
of stomach pains after eating in a restaurant on manager about the waiting staff. He replied that Mr Balls

table had been attended by Mr Truckle. and that in the

av evening, and was rushed to hospital after : ; - =
Monday £ normal course of events neither of the two waitresses, Miss

being found unconscious in the morning. Mr Kevin

Truckle, a waiter at the restaurant where Mr Ball [ ee and Miss Fairfax, would have ]mﬂ (':mlsc{{;U-He\rf:irt:‘::le::}i
had eaten, was also admitted to hospital with table. e suggested -H“Il [\,iqlf?hh.t?. W:; .n:rlv»li];ﬂh:
suspected food poisoning, but has now been t!.t-r.nselvcs. hul. r:rgrt-tttj.rll tllal ] tr lril\::(. h;: d;, & .th:. "
discharged. having phoned in to say he had to take his dog ;
B Words cannot describe how [ feel when I think It's a recipe for murder when the sinister Colonel
|3_':1ck L/ Fru;l_a-,r night, And I do think of ir, all the Lamont dines with brilliant young scientist Stefan Ball.
time, -a_ml of the look in your eyes when we said But which of his many enemies puts paid to Stefan's
goodnight. Oh Stefan, say we can meet again soon! career on his own expense account? And who is the
But we must be very careful, darling, My husband mysterious Henry Hungerford? Stefan won't be eating
must never find out. Max has such a fiery temper, at Maximiliens again, but Holmes finds this menu very
and so many sharp knives in his kitchen! much to his taste, and presents the solution on a plate.

2 Identify the murderer by filing in the grid and making your own deductions.

Name and job Motive On the other hand Opportunity
Miss Lee

Job:

Maximilien His wife was having an affair

Job: with Stefan (text H)

Colonel Lamont Could easily have pois{}nt_‘d
Job: Stefan's food while dining

with him (text |)

Kevin Truckle Was himself poisoned (text G)
_Inh:

Henry Hungerford

Job:

1.1 Spot the mistake

Making a mistake with register can have unintentionally comic results. With a

partner, write a dialogue containing register errors. Some suggested situations:

» a palitician speaking to a close personal friend or family as if (s)he was
addressing a political meeting or giving a press conference.

= a TV game show host conducting a job interview.

* a primary school teacher or a football coach advising the President of the USA
on foreign policy.

When you have finished, swap your dialogue with another pair. Underline the

register errars in their dialogue. Can you suggest a more appropriate word or

phrase? Or is the whole phrase so out of place and irrelevant that it should be
deleted?
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Style and register

B Formal and informal

One of the most important areas to master in terms of
register is the difference between formal and informal
English. Of course, there are many degrees of formality,
and most written English (including newspapers,
magazines and novels) is situated somewhere between

the two extremes.

Here is a list of some of the most characteristic features
that differentiate formal and informal English, followed by
some preliminary exercises. Many further exercises to
practise the use of different registers, and particularly to
distinguish between formal and informal usage, occur
throughout the rest of the book.

Formal

Words of Latin / French
origin
Single-word verbs

Formal connecting words

lr'npc"rsmlal] constructions

it is said that

the price has been increased
ane never knows

Abstract nouns

Is happiness possible during
] H‘f’ﬂ‘l]l!‘! ]‘Hl”(’"f .:':I .

After clarification of the
problem areas . . .

Not ending with preposition;
use of whom
To whom were you speaking?

Complex sentences

Use of inversion for
conditionals and l_'.llli]ll:L‘s'i!i

Should you require further
information, please
contact . .

No contractions in writing

[ will, we would

Informal

Words of Anglo-Saxon
origin

Phrasal verbs, idioms with
get

Informal connecting words

Active constructions
they say that

they've put the price up
yjou never know

Modal verbs, adjectives,
clauses, ete,

Can people be happy when
they haven't got a job?
When the bits everyone was
getting wrong had been

explained . . .

Ending with preposition

Wheo were Yot .S'jkfnkiug to?
Simple sentences

Inversion sometimes used
tor emphasis
Only then did I realize . . .

Contractions in writing

Il we'd
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1.0 Vocabulary

A Origin

Why are some English words considered to be more
polite or refined, whereas others which mean the same
thing are thought rude or vulgar?

English vocabulary comprises words taken from many
languages, particularly Anglo-Saxon, French and Latin. In
1066 the Anglo-Saxon inhabitants of Britain were
conquered by the French-speaking Nermans. As French
was the language of the ruling classes (and Latin the
language of education), words derived from French or
Latin have been considered more formal than those
derived from the language of the Anglo-Saxons.

The table below compares relatively formal words of
Latin / French origin with their less formal alternatives,
many of Anglo-Saxon origin. It is an illustration of a
general tendency, not a conversion table: the choice of
vocabulary always depends on the context. Supply the
missing words.

Formal Informal Formal Informal
Verbs Nouns
to depart to go carnivore meat-eater
to retain putrefaction
to cease [Ivﬁciuncy
to function vision
to masticate® sl residence
to demonstrate respiration
to reside somnambulist
to seem comprehension
to shorten perspiration
to end
to help .:ir.fja?c.'ﬁuacs
to begin incorrect wrong
e amiable
o gel vacant ==
to free insane =
to eat Inexpensive
= lively
Adverbials better
subsequently  next / later childish
principally enough
50 whole
at first older

in the end

*Bodily functions are an area where the difference of formality is
particularly marked.

ae4278ad



B Phrasal verbs and single-word verbs

Killing a parrot (a true story)

a Mr Lamprey and Mr Pear are neighbours. Mr Pear
and his wife keep parrots. The noise made by the

parrots has finally made Mr Lamprey so angry that he
has broken down the fence between their two gardens
and strangled one of the parrots. You are the lawyer
defending Mr Lamprey, who is being sued by Mr Pear for
the damage done to his property. The following is how
your client describes the events to you.

This has been going on for three years, ever since the Pears
came along and brought their infernal parrots into the
neighbourhood. The noise of the birds gof on my nerves
from the very start so I did use to complain a bit.
I finally gave up hope of getting used to it when in the
middle of the night, I heard someone calling out my name.
It was a trick he'd put one of his parrots up to, just to wind
me p! In the morning 1 had it out with him. but he had the
check to say that the bird wasn’t saying my name at all,
and it wasn’'t his fault if the bird’s love call sounded a bit
like “Herbert”.

‘I didn’t know what to do. [ ralked it over with
my mates at work, who suggested I get in touch with the
City Council and maybe put in a formal complaint. So |
rang them up and they put me through to the Social
Services. The woman there said she’d come and check out
the parrots the next week, but she never turned up. So we
fixed up another time, and she stood me up again. They
kept on putting it off till one day, out of the blue, a bloke
showed up. He left after five minutes, saying he’d pass the
matter on to the Environmental Health Department.”

Now you are speaking in court, before a judge and jury.
Note that your account appears more concise and less
emotive than your client's. Fill the blanks by replacing the
phrasal verbs and phrases with get in the original (in
italics) with a single-word verb selected from the list
below. Put the verb into the appropriate tense.

lodge irritate despair arrive
contact refer postpone visit
become discuss provoke investigate
connect Arrange come

*Ever since the Pears (1) in the neighbourhood
three years ago my client, Mr Lamprey, has been
(2) by the birds. He finally (3) of
4) accustomed to the noise the night that one of
the birds started to call out his name. Mr Pear would appear to
have taught the bird to say the name “Herbert” with the sole
intention of (5) my client.

‘Having (6) the problem with his colleagues,
my client (7) the City Council with a view to

Formal and infoarmal

(8) a complaint. The  switchboard
(9 him to the Social Services Department,
where a woman promised to (10) the matter the
following week. The woman never (11) . Another
time was (12) . but again the woman failed to
appear, In fact, this initial visit was continually
(13) until six months later, when a council offi-
cer finally (14) . Alter a brief inspection, the offi-
cer said he would (15) the case to the
Environmental Health Department.’

b Now, reverse the process. The rest of the story s in
your words. Read it, then complete Mr Lamprey's more
informal version by filing each gap with a phrasal verb
selected from the list below, ar with the verb get.

‘The prospect of another six months waiting angered my
client. He told the council officer he was no longer
prepared to folerate the situation; moreover, he felt it
was the Council’s job Lo restore peace and quiet to the
neighbourhood. Nevertheless, in the twelve months that
have elapsed since the officer came, the Council has raken
no further action.

‘Matters deteriorated recently when Mr Pear’s wife
Dolores entered the guarrel. My client had previously
enjoyed good relations with Mrs Pear, but all good will
ended when it transpired that Mrs Pear had been phoning
the police, claiming that the Lampreys had threatened to
kill the birds.”

make out turn out fall out
go ]J}“ lJring back join in
get on with put up with get

‘Well I don't mind telling you that I (1)
pretty angry. I told him that if he thought I was going to
(2) another six months of being messed about by
the City Council and taunted by screaming parrots he had
another think coming. I told him it was his job to
(3) peace and quiet to the neighbourhood. Well,
12 months have (4) now and the council hasn't
(5) anything done about it,

‘Recently, things (6) worse when Mrs Pear
(7) . We used to (8) her OK, but then
we (9) when it (10) she was the one
that kept phoning the police about us, (11) we
had threatened to kill the birds . . .’

¢ Look back at the connecting words in bold in the
boxed parts of the story (beginning with 'so | did use to
complain’). What is the difference between the
connecting words in the formal speech and those in the
informal spoken English?

Wiiting sub-skils » 15



Style and register

1.1 Grammar

Impersonal constructions

One of the most common register mistakes made by
inexperienced writers involves using too personal a
manner in a piece of formal writing. A chatty style,
characterized by the use of the words / and you, could
be inappropriate and even offensive in a formal letter or a
magazine article.

1 Me, myself, |

Everybady likes to talk about themselves, but when (for
example) you're reviewing a film, you should be talking
about the film and not about yourself.

Rewrite these three passages so that the writers are no
longer talking about themselves.

E.\':mlpi(-

In my opinion, this is a highly amusing film.

This is a highly amusing film.

a 1 would say that the best place to spend an autumn
afternoon in Paris is pl(ﬂnl)]\ the ]tudms de
Luxembourg,

b The actress plaving his lover is Juliette Binoche, and
although I personally don't like her very much I must
admit that her plarfnrmmm(' is very f_{uud

¢ From my point of view, this glllc]:*hrml\ is very helptul. Tt
tells me about many little-known places and, as I'm not
the kind of person who likes to be part of a crowd of
tourists, I think this is the right guidebook for me.

2 The informal you

The way the word you is used in informal speech (“You
should have seen it!" 'if you know what | mean’) is not
appropriate in formal writing. At best it sounds chatty
and informal; at worst, disrespectful or even offensive.

The word you points a finger at the reader. But the
readers are not friends of yours, and you have no right to
make assumptions about them. Consider the following
sentence from a film review written by a student.

The film is about what happens when you become middle-
aged: you comb your hair over the bald patch; . .

A man reading this will be offended because you accuse
him personally. A woman might say you are talking
nonsense. What the student meant was:

The film is about what happens to a man when he becomes
middle aged: he combs , . .

Who exactly are you referring to?
To yourself?

This book convinces you of the advantages of
vegetarianism, and after reading it you never want to eat a
dead animal again.

This book eonvinced me of the advantages of
vegetarianisn, anel r.lji't‘r r('rfrh'u;{ it I never wanted to eat ¢
dead animal again,
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To a specific person or group of people?
If vour house is burgled, you can feel violated.
Victims of a burglary can often feel violated.

Or to people in general?

This film makes you meditate on the meaning of life and
reconsider your attitude to rr_-ligim!.
This film makes one meditate on the meaning of life and
reconsider one’s attitude to religion.

(Use one only in formal written English, and don't use it
to refer just to yourself.)

Rewrite the following sentences without using the word
you, as if you were writing a fairly formal article or review
in a newspaper or magazine.

a It you marry now; in the “90s, you only stand half a
chance of st: aying married for a lifetime.

b You easily forget how different life was 50 years ago.

¢ It's incredible when you hear about how much they
spend on the army, esper_m"}* when you think of all the
poor and homeless people.

d The Happy Kitten Beginners Picture Dictionary is a
good way of improving your vocabulary,

e As you read this book. you gradually become less
ignorant about what it is like to belong to an ethnie
minority that suffers from racial diserimination and
abuse.

f The open fire and the dogs roaming around the
restaurant will remind vou of home.

g This hook tells you everything you need to know about
h(lllk““_‘

h Focusing on the problems faced by working class people
in the States today, this is a film that really makes you

think.

i In my home town, you're always seeing violence in the
streets, but you soon learn to turn a blind eye.

i In my country there are few jobs for school leavers, but

when you're desperate you'll do anything to get ahead.

3 The aggressive you

When the word you would sound unnecessarily direct
and even aggressive, it can often be avoided by use of
the passive.

You didn't send us the cassettes we ordered, and we've paid
you for them.
We have not yet received the cassettes, which were ordered
anc paid for.

Rewrite the following sentences, replacing the personal
construction with a passive.

a What I don't like about your club is that you don’t offer
enough activities for young people.

b You must do something about these problems.

¢ If you want to keep your customers happy, you shouldn’t
break the promises you make in your brochure,




1.2 Register transfer

Formal and informal

Read the following piece of informal, spoken English in which someone describes
a job advertiserment to a friend, then use the information in it to complete the
numbered gaps in the job advertisement itself. Use not more than two words
for each gap. The exercise begins with an example (0). The words you need do
not occur in the informal, spoken English. See page 11 for information and

advice about this exam task type.

Informal spoken English

“There's an advert here in the paper for a job that might
interest you, Maria, A young airline executive wants a
Personal Assistant. The money's not bad — £1.300 a
month — but the job’s only temporary. The person who
normally does the job is off for six months, having a
baby.

*Actually, the job sounds right up your street. You’ve
only got to know how to use a word processor and be a
bit of a linguist: they’re asking for good English and at
least one other European language. And you mustn’t
mind working overtime.

The other thing they say is that they want to give the job
to somebody who's got “good interpersonal skills™. I'm
afraid that means being charming, sociable and
articulate. (Never mind, I'm sure they'll accept a rude.
sulky delinquent if she’s good enough at bluffing her
way through interviews!) Oh yes, and you've got to be
good on the telephone.

If you're interested in the job, you've got to phone to
get an application form. The woman you speak to will
also be able to tell you more about it. Then you've got
to fill out the form and send it off by the end of
February, otherwise you'll be too late. Doesn't give us

much time to work on your “interpersonal skills”, does
it?’

Job advertisement in a newspaper

RICHTHOFEN AIR

Personal assistant  (hased (n Manchester)
Fixed term contract
Salary £1,300 per month plus peaid overtime.
A young airline executive () requires
i Personal Assistant for six months while the
present postholder is on (1)

The suceessful (2) . should
have word processing (3) SR |
good (4) of the English

language and a keen interest in air travel,
Fluency in one or more European languages is
highly (5} , a5 is a willingness to
work overtime.

The person (0) would also
beexpectedto (7)) good
interpersonal skills and an excellent telephone
(03 0

Application forms and (9)
information concerning the post are

(10) from Sue Murphy (phone
0171 606 9999),
(11) application forms must

be returned by February 26th. No applications
will be (12)_ after that date.

Writing sub-skills
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Style and register

1.3 Writing practice

Nicole Benault works in Public Relations in Lille, where
she shares a flat with Jane, an English secretary.
Unfortunately, Nicole doesn't seem to understand the
difference between a formal letter and a personal note:
the result of her confusion may amuse her flatmate, but
is likely to offend the important Japanese client.

Rewrite the letter as a note and the note as a letter.

When rewriting each, borrow useful phrases from the
other.

37 Rue du Vieux Faubourg
59002

Lille

April 4th

Dear Jane,
[ write with reference to your phone call of April Ist.

I sincerely regret that [ shall be unable to be present at
our shared residence at the moment of your return fn_':-m
your vacation: unfortunately, [ have previous cnmmu-
ments. namely a luncheon engagement and a dental
appointment.

Nevertheless, please allow me to assure you that not
only myself but also a number o_f my collc?ﬂgues are very
much looking forward to obtaining more information con-
cerning your recent travels and, 1 par%ncular.
concerning Adonis. In view of this, might [ suggest a |

meeting at your earliest mnvcnience:’:’: We c:.ml::l perhaps
meet at 6pm for an apéritif in the Café _des .Spur!&
followed by dinner at one of the more inexpensive
restaurants in town? 1 should be very orateful if you
would phone to confirm.

I look forward to hearing from you.
Yours sincerely,

Nicole

Mon. [0am

Miss Akiko Kurosawa —

) Thanks for the letter, Actuall
ll‘ung on for Thursday — there’s a business lunch, and then
I've got to go (o the dentist’s —so T won’t be able to meet
Yyou at the airport. But me and the others are dying to gel
o knluw You. so perhaps we could Zeltogether as soon as
possible after you get here? Why don’t we come n.ver ml

your !mtcl at eight, and take you out for a bite to eat? Give
us arning and say if that’s OK,

Nicole Renault

¥, I've already got some-

p.p. Jean Emar, Export Manager.
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COI—IESION

A Introduction

What is the difference
between a pile of stones and a stone wall?
between lines of words and a good piece of written
English?

The answer to both these guestions is organization and
cohesion: the way things are ordered and joined
together. Like a stone wall, a good piece of writing is
carefully constructed and all the parts are properly linked,
not just put next to each ather. Phrases are connected
to form sentences; sentences are jpined to make
paragraphs; paragraphs are linked together to build a
text.

A Here are two versions of a fable from Aesop, one well
written and the other badly written. In terms of
organization and cohesion, what four things does the
good writer do that the other doesn’t?

A vixen* who had four young cubs was walking down
a road one day when she mel a lioness with her cub.

The vixen started to boast about her family, saying
that she had four cubs, whereas the poor lioness only
had one.

‘Only one,’ replied the lioness, ‘bul he’s a lion?

*vixen — female fox

A vixen was walking down a road one day and had
four young cubs and a vixen mel a lioness with a cub
and a vixen started lo boast aboul a vixen's family and
said a vixen had four cubs and a lioness only had one
cub and a lioness said a lioness only had one cub but
one cub was a lion.

Mastery of cohesion is extensively tested in the CAE so
this module, as well as developing writing skills, could
also be the key to a greatly improved exam performance.

B A bed with a view

This is the first part of a story — but the narrative lacks
cohesion. Each idea is written in a short, isolated
sentence which does not connect to the sentence before
or after it. Rewrite each one as a single sentence;
sometimes it will be necessary to add a connecting
word. Divide those six sentences into four paragraphs.

*  Mick and Keith were two bed-ridden old
men. Mick and Keith were sharing a room
in an old people’s home.

* Mick had the bed next to the window.
Mick used to describe in loving detail to
his friend the children playing in the
sunshine. the dogs running in the park and
any really nasty street fights.

* Keith loved the descriptions. Keith soon
became sick with jealousy.

* This went on for years. One night Mick
was very ill. Mick called out, ‘Please,
Keith, ring for the nurse. I don’t think I'll
last the night.”

= His friend reached for the alarm. His
friend thought, “If he dies, I'll get the bed
next to the window.,’

* Heignored the calls, He pretended to be
asleep.

Your narrative will start like this:

Mick and Keith were two bed-ridden old men sharing a
room in an old people’s home,
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Cohesion

C Here is the final paragraph of the story. Some of the
words that contribute to the cohesion have been left
blank. What are they? Write one word in each blank.

Sadly. (1) the morning, the nurse found
Mick dead, (2) she reassured Keith
that he would soon have some more company.
(3) hearing this, Keith was quick to
insist that it was his turn to have the bed by the win-
dow. (4) first, the nurses tried to tell
him why it would be easier if he stayed where he
was, but he became (5) angry that they
finally carried him across to the other bed. He lay
still for a while, waiting to be alone. Then, as
(6)___ as the nurses had gone, he lifted
himself up expectantly (7) peered
through the window — to see a solid brick wall.

B Linking words

1.0 Conjunctions and sentence
adverbials

A conjunction connects two clauses in the same
sentence. (A clause is a phrase with a verb in it.)

I have been watching television since I got home at six
o'clock,

A sentence adverb (or adverbial phrase)

* can connect a sentence with another sentence.,
I got home at six o'clock. Since then, I have been
watching television.

can connect a sentence with the whole text,

.- - and then I went to bed. All in all, I had a very
boring evening,

can signal the writer's attitucle to what they are
saying.

Frankly, I wish I didn't have a television.

The lists on pages 21 and 23 group these words
according to their function (for example, to indicate a
relationship of time). Note that a few conjunctions can
also be used as sentence adverbials. But note also that
the practice of beginning a sentence with and, but or or,
though common today — even among good writers — is
often thought incorrect.

20 » Witing sub-skills

A These sentences focus on the distinction between
conjunctions, in the a sentences, and sentence
adverbials. Using the lists on page 23, fill the gaps in the
b sentences with a sentence adverbial, so that the two
sentences have the same meaning. The first has been
done as an example.

Time

la (conj) Silvia went for a swim affer she had done her
homework

1h (adv) Silvia did her homework. Afterntwards, she went for
a swin.

2a She was dying for a swim by the time she had finished
studving,

2b She studied tll midday.
a swir,

. she was dying for

3a While she was swimming, I continued to study.
3b I continued to study. , she was swimming.,

Reason and result

4a The Addams live in a strange house, so they don’t get
many visitors.

4b The Addams live in a strange house,
don’t get many visitors,

5a Since she had pr(;misczd to visit him, she went there the
next day.

5b She had promised to visit him.
there the next day.

: tlu.-]_.r

. she went

Contrast and concession

Ga A lot of men are uncomfortable with Morticia, even
though she has a sweet nature.

6b Morticia has a sweet nature.
are uncomfortable with her.

_a lot of men

7a The English eat potatoes, whereas the Chinese eat rice.
7h The English eat potatoes. The Chinese,
eat rice,

Addition
Sa Not only does Marcel play the trumpet, but he can also
juggle,

8b Marcel plays the trumpet, . he can juggle.




B Conjunctions (and prepositions)
Most of the words in this table are conjunctions and join two clauses. The words
marked (P), however, are prepositions, and are followed by either a noun or a

gerund (-ing form).

Linking words

Time Contrast, Just in case if much as
after? Concession, on account of (P) on condition that the way
after which Alternatives seeing as /[ that provided (that) Addit
2 . e 1bion
and rrfﬂruutji since jn'ut:l'(hn,_t{ (that) Tt
: rt from (P) o long as e
(TR H-‘Ut'f f i { Purpose S0 U“é‘ (TR a5 H__‘{'h' i {lJ}
as long as but ; unless S eyt
; in case besides (P)
ds SO0 as ff(f.'i';_nfc (P) ;i whether . . . or 1 h
el | ; in order that besides which
at which (point) even {f : T : i 2
beforet even thouah in order to Manner in addition to (P)
it ol & 50 as not rmfr_{*
by the time except that » !
: : i j ot $0 as to as if . .
hardly* in spite of (P) Giving examples
so that as though S
no sooner™® or o ) 2 for instance (P)
i th ol L .
note (that) much as i tha u-_':_ o Jor example (P)
onee nor Conditional i it in particular (P)
since not that as long as 'L. L: ‘
the moment though even if
then whereas
¥ + 2 a i
“”: i+ u:;;{i: # Tnversion — note the word order atter these words when fl‘:{’:\' h(-gin
s il the sentence.
when yet
iwhenever We had r'muﬂy left the :‘rululd when the storm broke,
whereupon Reason Hardly had we lett the g ;.,rmmd when the storm broke.
while oy It of (P) The plane had no sooner taken off than 1 regretted not taking the
5 : ] - &
Result o o
!“ a'{“ i (D) No sooner had the plane taken off than 1 regretted not taking the
TOAESE () g
ﬂ“fl, plE C{f{l;( I' traiiy.
§ considering : e gy
"":," g r; ”g:{ A * These words can act as either prepositions or conjunetions.
R e o
s jt Is & "f E He went to bed after midnight. (preposition)
“:',L g -’fm He went to bed after he hur." finished his book. (conjunction)
otherwise in case
s0 in view of the fact
so that that
in the table. Note that many conjunctions can be used a unpleas.ml{ ‘Ju:-ns.‘r.’-:’: in:-' thu terrible reputation of my
either in the middle of a sentence \
I wouldn't have told the police even if I had known. b unpleasant once I got used to :
sentences 1-9) ¢ unpleasant, even if the was terrible,
) I .
or at the beginning. 3 The tigers ran away from the
Even if | had known, I wouldn't have told the police. ! Englfsh\\'mnem as if she _
ertenees 0=10) b Englishwoman the way run away from a
Complete the sentences by adding any appropriate word ¢ Englishwoman the moment they saw
or phrase: note which conjunctions are used with 4 Her Olympic gold medal was

commas in the examples.

I We are advised to do this exercise very

a carefully, otherwise we will make a lot of

b carefully(.) while our teacher
¢ carefully, even though it looks

a remarkable, though many people
b remarkable, not that she didn’t deserve
¢ remarkable in view of the fact that she had just
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5 His clothes smelled of
a Chanel Number 5, just as had expected.
b Chanel Number 5, besides which he had lipstick on
his ;
¢ Chanel Number 5 notw that he was going out with

6 Tl look after yvour erocodiles while you're on
a holiday provided that you look after

b holiday as though they were my

¢ holiday(.) as well as watering the

I told him T had decided to break off our

a engagement, much as 1 regretted losing

b engagement, whereupon he started to

¢ engagement, so he made me

5 The FBI took the
a photographs so that they conld put pressure on

b photographs in case evidence against wils
needed.
¢ photographs in spite of asking them not

to.

9 I've decided to do two hours of aerobies every
a day in order to lose weight and
b day as soon as T can afford

¢ day as long as comes with me.

10 3

£

By the time we arrived in Barbados, T was
sorry I had =y

e e > E.]} 111
No sooner had we got to Barbados than 1 discoverec

=y

¢ Whenever 1 return to Barbados, T am filled with

11 3

fa

Hardly had Ana entered the room when
everyone started to

As a result of Ana's recent
wanted to meet her,

¢ Despite her reputation, Ana didn't seem to

i

5 E'\"l’?l‘}"(}ﬂ e

12 a Nof only was their relationship happy. but
! 23
it also pre wueed z
b Since she has been with Bruno., she has forgotten

¢ So as to celebrate their anniversary, they returned to
C Choose nine of the linking words that you want to

leamn. Use a dictionary to find another example of how
each is used, then write a new sentence of your own.
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1.1 Sentence adverbials

Sentence adverbials frequently appear at the beginning
of a sentence, and are followed by a comma. Many of
them can, however, be used in other positions.

The numbers (2, 3, 4) in the table opposite indicate some
of the other positions where the adverbial frequently
appears. If no number is written, the adverbial normally
appears in position (1). These are suggestions for
guidance only and by no means a set of rules,

The following sentence will illustrate the 4 positions.

(1)Tlie snake (2)(3) ate the mouse(4).

1 Capital letter followed by a comma.
In the meantime. the snake was eating the mouse.

2 Mid position (before the verb), no comma.
The snake eventually ate the mouse.

3 Mid position, in parenthesis (between two commas).
The snake, in the meantime, was eating the mouse,

4 End position.
The snake has eaten 12 mice so far.

Other notes:
F = formal

INF = informal

= when these adverbials are used in position 1,
they are not followed by a comma.

e




Linking words

Sentence adverbials

Time

After a while

After that

A:ﬁ'm"wnrfis (1,2 4)
As et (1, 4)

At first (1, 2, 4)

At last (1. 2_4)

At ance

At present (1, 3, 4) (F)
Af the moment

At the same time
Before that / then, ete.
Beforehand

By then / that time (1, 3, 4)

Earlier (1, 4)
Eventually* (1, 2, 4)
Ever since (then) (1, 3, 4)
Finally* (1, 2)

First™®

From then on (1, 4)
Hitherto (1, 4) (FF)
Immediately (1, 2, 4)
Initially (1, 2, 4)

In no time

Instantly (1, 2, 4)

In the end (1, 3, 4)

In the meantime (1, 3, 4)
Lastly

Later on (1, 4)
Meanwhile

Next®

Now*

Previously (1, 2, 4)
Simultancously

Since then (1, 3, 4)

So far (1,2, 4)

Soem (1, 2. 4)
Subsequently (1, 2, 4)
Suddenly (1, 2)
Then*

Until then (1, 3, 4)
Within minutes / days

Comparing &
contrasting;
alternatives;
concessions
Admittedly

All the same (1, 3)
.“!.:'fcmm‘ir.-c:‘_r’f

And yet*®

At the same time

Be that as it may
Better still

But#

By comparison (1, 3)
By contrast (1, 3) (F)
By the same token
Conversely (F)
Despite this

Equally (1, 2)

Even so

However (1, 3)

In comparison (1, 3)
In spite of this

In the same way
Instead (1, 4)
Likewise (1, 2)
Mind you (INF)
Nevertheless (F)
Nonetheless (F)

Of course (1, 3)

On the contrary

On the one hand
On the other hand (1, 3)
(7

Similarly (1, 2)

Still

Then again

Though (3, 4)

True

Yel*

Ordering points;
adding information
Above all
A(frfi'fl'unuﬂg

Again

Also

And* (INF)

And then™ (INF)
.’."h'-' et 5-’”-'” seg I&”-{”'
As well (4)

As well as that
Besides

First(ly) / Second(ly) etc.

First of all

Finally

For one [ another thing
Furthermore (F)

In addition

In the first place (F)

Last(ly)

More / most importantly
Moreover (F)

Next

On top of that

What is more

Concluding,
summarizing;
generalizing

All in all

Altogether

As a rule

Basically (1, 2)
Broadly speaking (1, 3)
By and large
Essentially (1, 2)
Generally (1, 2)

In brief (1, 3)

In conclusion (1, 3)
In general (1, 3)

In other words (1, 3)
In short (1, 3)
Mostly (1, 2)

On average (1, 3)
On balance (1, 3)
On the whole (1, 3)
Ouverall

So* (INF)

Then (3)

To some extent (1, 3)
To sum up
Ultimately (1, 2)

Giving examples;
focusing

Among others (1, 3)
For e.w:(.unp!e (1,3, 4)
For instance (1, 5. 4)
In particular (1, 2, 3)
Mainly (1, 2)
Farticularly (1, 2)
Primarily (1, 2)
Principally (1, 2)
Specifically (1, 2)

Reformulating;
clarifying
Actually (1, 4)
At least

I mean (INF)

Indeed

In fact (1, 2, 3)

In other words (1, 4)
Rather / Ov rather
That is (to say)

To put it another way

Changing subject;

referring to subject

Anghow (INF)

Anyeay (INF)

As faras . . . is concerned

Asfor.../Asto. .

As regards . . .

At any rate (1, 3) (INF)

By the way (1, 3) (INF)

hrr:.‘irf:rmrfﬂy (1-3)

Now for . ..

Regarding . . .

Speaking of . . .

Talking about . . . (INF)

That brings me on
to...(F)

That reminds me (INF)

To turn to . . .

With reference to . . . (F)

Cause & effect:
reason & result;
inference
;'iL‘L'f.:i‘r."'iuglfy (F)
As a result
Because of this
Cunquuen!.{y (F)
For this / that reason
Hence® (F)

If not

If so

In that case
Othenwvise

So* (INF)

That's why*
Then* (1, 3)
Thus* (F)
Therefore® (F)
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The exercises below will help you to explore the meaning
and usage of sentence adverbials.

For each of the eight lists there is an exercise A which
focuses on the meaning of the items. (With linking words,
a good monolingual dictionary can be very useful; on no
account, however, should you use a small bilingual
dictionary.)
Exercise B then puts the words into context. It consists
of pairs of sentences: in each case the second sentence
requires a sentence adverbial in order to show how it is
connected to the first. Think carefully about

the meaning,

the word order,

the degree of formality,

the punctuation,
then choose an appropriate word from the list indicated
(e.g. Time) to fit the gap.

1 Time

A Under the heading Time, find
three items similar in meaning to immediately.
three items similar in meaning to at the same time.
three items similar in meaning to finally. Which of
these implies a feeling of relief?

B 1 I've been waiting an eternity for this moment.
I can hold you in my arms,
Clementine.

2 A friend of mine got a job on a ranch near Buenos
Aires, he found the life very hard, but
it didn’t take him long to find his feet.

3 The food’s in the oven and dinner will be ready in an
hour. let’s go and do some gardening.

4 We are always looking for bright young men to join
our staff. However. there are no vacancies

5 The police received the bomb threat at 6.15 p.m. and
arrived at the scene six minutes later. ,
the cinema had il]t‘(:ild}-‘ been evacnated and the
adjoining streets cordoned off.

6 On my twelfth birthday, I was finally told where

babies come from. , I had imagined

they came from the supermarket like everything else.

2 Ordering points, adding information

A When giving a number of reasons for something,
adverbials can be used to mark each reason, and
sometimes to indicate which is most important:

There are three reasons why I crossed the Atlantic in a
pedal boat. First, it had never been done before. Second, 1
was generously sponsored by a soft drinks company. And
frr-‘s'i'-fy, I wanted to promote ‘green’ !f:f_.-."um.:'ug 1.

Find three items that could be used in the place of First
in this text.

Find three items that could be used in the place of
Second in this text.

Find three items that could be used in the place of /astly
in this text.

B There are ten adverbials in the list similar in meaning
to also. Two are rather informal, and another two are
particularly formal. Concentrating on the formality of the
context, choose appropriate words for the gaps in each
of these three sentences.

1 It's luxurious. it’s not too expensive, and the food’s out
of this world. there’s the Italian barman:
my friends think he’s the real reason I always go there.

2 Idon’t want to have a drink with you, because it’s too
early in the day and also T don't like you very much.

, I'm not thirsty,

3 We are not wholly satisfied with vour work to date,
particularly in terms of productivity. , 01
more than one occasion your poor timekeeping record
has been brought to our attention.

Reformulating, clarifying
Find three items similar in meaning to in other words.

> w

B I Itcameasa surprise to hear that Clea was married.
L it came as a shock.

]

The only thing Chantal wants for her birthday is a
new English grammar book. I think
that's all she wants.

3 Our hotel was what the travel agents describe as

lively and colourful’. , it was in the red
light district.

4 T don’t know how you can listen to that music,
, it sounds like Rambo's foreign policy:
no harmony but lots of explosions.
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A

B

Comparing and contrasting

1 Find four items similar in meaning to similarly.

2 Find five items similar in meaning to by
conirast,

3 Find 12 items similar in meaning to but. (Note
the degrees of formality.)

I All three films give an estremely fine grained result.
Delta, . cannot quite match T-Max 100
for the fineness of its grain structure.

2 The Delco freezer is cheap and efficient. Sometimes,

. it can be difficult to open.

3 Batman Returns is surely Hollywood at its most
original, . the film has its faults.
4 He's not much to look at, and he’s certainly no hero.
I love him.

5 Managers are advised to avoid confrontation.
they should encourage staff to discuss
their problems,
6 Professional cyelists do not get stomach pains, even
though they eat and drink while competing.
—4 . swimmers rarely suffer,
7 You say I was driving fast and dangerously.
, [ was uIJ-z-.Lr\'m;.r the spz*vd limit
and «:Imm,c_rr with great care.

Concluding, summarizing, generalizing
Find three items similar in meaning to in brief.
Find four items similar in meaning to in general.

I The earnings gap between men and women in
Europe is at its highest in Britain.
women in British |11{111"trv receive 69 per cent nf
Men's L‘dlllIll‘l‘_'H

(5]

The Personnel Manager interviews all job applicants
here, , she looks for potential rather
than experience or qualifications.

Lo

And what was worse, it was raining all the time.
L it was a disastrous weekend,

4 (430 students voted in favour of the motion to ban
smoking on the college premises, while 462 voted
against.) . students at the college are
against a smoking ban.

5 At the back of the bookshelf, T found the cassettes of

the telephone calls. It was Barbara,

wha had been tapping the Palace phone lines.

Giving examples, focusing
Find two items that can mean for example.
Find two more iterns that can mean mainly.

I My cat seems to think she’s a dog. Yesterday,
. she bit the postman, and this morning
she jumped up up and started licking my face,

Linking words

2 Yes, I am studying English at the moment. It's
__for my job, but it also means that Il
find it a lot easier to travel,

]

His parents said 1 was a bad influence on him.

they accused me of taking him
drinking 1 last § ‘:umlm morning: they didn’t mention
any other ways in which T was supposed to have
corrupted him,

Changing subject, referring to subject
Find two items similar in meaning to anyway.
Find the item closest in meaning to by the way.

I' I spent the rest of the day watching the eveling on
television, bikes, have you got vours
mended yet?

2 Darlene is as miserable as ever, and Jackie never
comes to visit us. . I'm sure you don't
want to hear about my problems. so let's get back to
those holiday plans,

3 1 had a letter from Patrick Eggli the other day.

, I don’t suppose you remember Carine
Imhof?

4 Education is still way behind the rest of Europe, and
the Health Service isinerisis.  the
economy, there’s no immediate sign of an end to the
IeCession.

Cause and effect, reason and result, inference
Find one informal and four formal items that can mean
as a result.

Find two words that can mean in that case.

I Itis not advisable to drink beer after vigorous
exercise because aleohol is a diuretic — it makes you
urinate. rather than replacing what

you have lost in sweat, it promotes dehvdration.

[

Finally, I found the pricing to be as attractive as the
other features detailed above. __ i
recommend purchase of the A/EUMW4CAE Mark 1.
3 With The Last of the Mohicans, Day-Lewis has found
that vital element — star quality.  heis
a strong candidate {or an Osear.

4 Sorry I didn’t come out last night, but I was feeling a
bit under the weather. I stayed at
home and watched telly,

5 Don't forget to pack insect repellent.
you may find yourself eaten alive by the local
mosiuitoes.

6 ‘ah(- s anly inviting you Iwc ;ause you've got a car.”

[ won't go.’
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1.2 Attitude

A Some sentence adverbials describe your attitude to
what you are saying. For example, in Luckily, it was
raining, the word luckily describes not the rain but the
way the writer feels about it. If you are expressing your
own opinion, you could say frankly or personally. If you
are expressing an idea that goes against your argument,
you can signal this by saying Admittedly it’s raining, but
[ do think we ought to go to the beach.

Use the following attitude words to complete the table
below: for each word in the first column there are two
words that can mean almost exactly the same.

predictably happily to my mind
granted of course ineredibly
curiously frankly surprisingly
funnily true it seems
Inekily supposedly

A adn Iiﬂ(,‘.{,"“t'

B ustunishiu:_r‘]\'

C fortunately

D ,‘itl'tl.'llgi;‘]_\-‘ L | I{)Ilg]l t'IIUlI:I__"]'I l‘!ll]llg]l

E naturally

apparently

G

in my opinion

Note that it is very common to say strangely enough
rather than just strangely.
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The use of words to refer back to things already
mentioned or to refer forwards is a key area of cohesion.
Mastery of reference is essential as a writing skill for
Paper 2; it is also tested in Paper 3.

1.0 Various devices

Here are some of the devices that contribute towards
reference.

Determiners

a, an, the  (articles)

* iy, your, his, her, their, one’s. its, our
(possessive :t(!jecri\-'es)

this, that, these, those  (demonstrative eld_ii,ﬂ,'li\'us)

Pronouns

* 1, you, one, ete.me, her, it, ete. (personal)
mine, yours, his, hers, its, theirs, ours (possessive)
# this, thet, these, those  (demonstrative)

* woho, which. where when. that  (relabive)

This and that

Both this and that can be used to refer to something that has
been mentioned before. This is preferred when talking
about something you are close to (in time as well as space),
while that refers to something more distant.

Helen says she's fed up with her job. This doesn’t surprise
me.

Helen said she wﬂ.'.'ﬁ?d' up with .’ii.’r‘jnb. That was the lust
time I saw her.

This but not that can be used to refer to sulrlelllillg that has
not yet been mentioned.

You're never going to believe this — Helen's got a new job!

Words that can be used as pronouns
.-'h'y brothers are verty .wu:r:t'.':.gﬁ;f, but both have a ,f_;ir{fre’fmr.'
problem. Kev hasn't got one, and Julian has teo many,

Words that can replace adverbs

1 thought the atlas was on the bookshelf, but I can’t find it
there,

I used it on Saturday, but I haven't seen it since then.

“So

' not very tidy: Ull have to be more so in future.
II’F{JH‘(‘ h{fﬁ{‘-’rrf' Ty hﬂfltn}lﬂ‘i" is 'E-'SFJ{'E'IIHHU (_’h,'{;g'j'_ h”t hf'
certainly thinks so.

Ellipsis

They want me to join the army, but I'm not going to. (i.e. to
join the army:.)

*I don’t think I'll be sent to prison, but I might. (i.e. be
sent to prison)




Repetition
*Use Halo washing powder. Halo washes whitest.

Synonyms and near-synonyms
I started reading a novel last night; at dawn, the book was
still in my hands.

*General words

I first visited San Sebastian in "89, and 've loved the city
ever since,

The boys were being unnaturally helpful and polite. 1
wondered whether they were planning to trick me, but 1
kept my suspicions to myself.

A man bumped into me in the market this moring, 1
thought nothing of the incident till lunchtime, when 1
found that my wallet had been stolen.

The former and the latter

The former refers to the first of two things or people
mentioned while the latter refers to the second.

Neither Reagan nor Bush conld deny knowing about this
plan: the former had thought it up, while the latter had
rn.'m'.c.'t'y ,w;.-np.-u'{e?rf if.

He / she / they

Compare the following sentences:

a Ifyou find a good teacher, could you give me his address?

b If you find a good teacher, could you give me histher
address?

¢ Ifyou find a good teacher, could you give me their
address?

a“l” l]ll' ilhl:l\'l:' sentences are p"nulll]]ﬂli(}il"}'f.'{)l'rf‘(!'. I}llt:

sentence a assumes that the teacher will be a man. As the

systematic use of male pronouns to refer to either a man or a

WOTTLE I.IL'L‘E l]('g}lt]‘.'\'f‘ Cﬂnst‘.!_lll{_‘lll.'('_'.'i fUI' WOIMen, l']"l]ﬂ p'l'il(‘[ii_!l_"

is now widely avoided.

Sentence b is a non-sexist alternative, but this style — and the

usage s/he or (s)he — can be rather clumsy.

Sentence ¢ is another non-sexist alternative, less clumsy than

b, and now in common usage.

They can be used to refer to one person.

Someone knocked at the door, but when I opened it they

had gone.

The next time I see a doctor, I'll ask them about your

problem.

J'f i student wishes not to have their exam results sent to

their home, could they please have a word with the school

seeretary?

Alternatively, the problem can be avoided by using a

plural noun.

Ifany students wish not to have their exam results sent to

their homes, could they please have a word with the school

secretary?

Reference

11 (57

These sentences, written by CAE candidates, all include
reference mistakes: they all use the word it
inappropriately. In each sentence, replace it with an
appropriate word or words. They may not be pronouns:
it might be appropriate to use repetition, a synonym or a
general word,
a Male employees in Japanese companies are nsually
willing to be sent to another branch, but Japanese
wamen often refuse if.

» When democracy fails, the people’s last weapon is civil

disobedience. It means actions that disobey the

authority of the state, for instance illegal demonstrations

and refusing to pay taxes.

There are one or two details I'm not entirely happy

about. It concerns the office furniture and the heating,

d She spent years researching the causes of cancer. 1 think
it is very necessary,

e I'm very satisfied with the atmosphere in the office, my

workload and the salary, but T feel, however, that there

—

are some ways in which it conld be improved.

Every beach in my country has lifeguards in case you

need it

¢ Increasingly, a university degree is essential, For those
who have it, there is plenty of work.

‘Please send me information about Family Income
Supplement. I have a six-month-old baby and I didn't
know about it until yesterday.”
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1.2 Practice

A This text illustrates many features of reference. It is
also one that would be very suitable for the Paper 3
‘grammar cloze' question (see page 9). Read through
the text and find at least cne example of each of the
devices marked with an asterisk (*) in ‘Various devices’
on pages 2627,

PRINCE PETER
KROPOTKIN

ome years ago | came across a copy of the
1906 edition of Prince Peter Kropotkin’s
Memoirs of a Revolutionist in a second-
hand bookshop. I bought it for £3. As soon as [
5 started to read it | recognized a hero.

Being myself a coward and a pessimist, and
having been so as long as | can remember (and 1
can remember falling out of my pram, which
confirmed me in my views), the people I most

10 admire are the bold and the optimistic — unless,
of course, they are very stupid as well.
Kropotkin, however, was as clever as he was
kind, and he had a sincere faith in the absolute
importance of reading books. In this he was

15 encouraged by his beloved elder brother, who
wrote to him when they were separated by the
exigencies of their harsh educarion, ‘Read
poetry; poetry makes men better.’

B Write your own test
1 Imagine that you are a CAE examiner, looking for
words to leave as gaps to test the CAE candidates. In
the first two paragraphs of the Kropotkin passage,
underline all the words that you feel you could
reasonably expect a CAE candidate ta be able to
supply.
Look especially at:
the prepositions (across, in, for, out of, etc.).
the conjunctions (including and, especially in lines
6, 13 and 30).
the sentence adverbials.
the determiners and pronouns.
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Kropotkin was an explorer who mapped some
of the wildest and most majestic rivers in the
world. He was an anarchist who, when he was
imprisoned in the dreaded fortress of St Peter
and St Paul in Moscow, escaped by dashing out
of the gate into a waiting carriage and galloping
through the streets waving to his friends who
were waiting at every corner to see that the way
was clear; then he shaved off his beard and spent
the evening at a smart restaurant, where no one
thought of looking for him. He was a pioneer of
the ecological movement, and in his book
Mutual Aid he uses his own observations of
nature to support his view that altruism has an
important role in evolution; he was also fond of
quoting Darwin’s description of the blind
pelican which was fed by its fellows.

Memoirs of a Revolutionist is a wonderful
adventure story, redolent of the generous spirit
and vigorous mind of its author; if it has not
already been reprinted, it should be.

2 Choose six of your gaps — a good gap is one where
only one or two answers are possible — and test a
partner,

3 Now find another English text of between 100 and
200 woerds. Study the way reference is used in your
text, and look closely at the prepositions and linking
words, Then turn the text into a CAE grammar cloze
for your friends (and enemies), by copying it out with
15 one-word gaps.



Puncruarion

What is this thing called love?
What is this thing called, love?
What? Is this lhlng called love?
What is this thing called? ‘Love'?
‘What is this thing called?” ‘Love.

]

A Full stops, sentences, paragraphs

A sentence begins with a capital letter and ends with a
full stop (US ‘period’), guestion mark or exclamation
mark. Sentences are joined together to form paragraphs.
The sentences in a paragraph are related to each other
and have the same theme or subject. When the theme
changes, a new paragraph is used.

Sentences can be as short as two words, but one or two
lines is an average length. If you frequently write more
than three or four lines without a full stop, ask yourself:
could anyone find my sentences difficult to read?
have | joined together two sentences that should be
separate? (1.0 below)
did | write and when | should have used a full stop?

If your sentences are very short (one line or less on
average), ask yourself;
could | combine two sentences to make a complex,
but equally clear, sentence? (1.1 opposite)

1.0 Practice

A It is possible to combine two sentences in many

ways, but a comma alone cannot join two sentences.

Which of these sentences are correct? Which of them

need full stops to divide them into two or more

sentences? Insert full stops in the place of commas

where necessary.

Example

I watched the soldiers march past, when they had gone 1

went back to my writing.

Incorrect. The correct punctuation is:

Iwatched the soldiers march past. When they had gone . . .

1 One day he married a cabaret dancer, this woman
already had two daughters.

2 She was Sllqm_tivd to see her father, who had come
home earlier than usual.

3 1 think that a teacher’s method is very important, would
I have learned as much with another teacher?

4 [ seem to have lost Naomi's address. T wonder if vou
could have a look to see if vou've got it.

Cinderella was in her room, she couldn’t he Ip thinking
about the boy who had bought her the Coke, her [.1ﬂ1( T
came in and asked her how the disco had been. she told
him about the boy, and how she didn’t even know his
Nane, |'1'11‘||]'.' she told her father the worst of it, that she
had Inry_pttf-n her bicycle when she left the disco some
time around midnight. suddenly there was a ring at the
doorbell, it was the boy who W ]1;:!_1:._}1’{ her the Coke,
and he had her hlt\([f' with him, ‘this bike's much too
small for you', he said, ‘shall I adjust the saddle? O
hetter still, if you'll be my girlfriend, I'll buy you a new
mountain hike.’

B In the following text, some commas are used
carrectly, while other commas are used incorrectly in the
place of full stops. Use full stops and capital letters, then
divide the text into three paragraphs. The first paragraph
is an introduction to the theme, the second tells the
story, and the third is the writer's (rather curious)
concluding comment.

The Fakirs of India are distinguished by their attempts
to demonstrate their resistance to pain and privation,
some have been frauds, and some have shown
remarkable powers of mind over matter, demonstrating
that all pleasure and pain is Maya, or illusion, at the
end of the 19th century Fakir Agastiya of Bengal
proved the mental control he possessed over his body
by raising his left arm above his head and leaving it in
that position until he died in 1912, gradually, the blood
circulation diminished to almost nothing and rendered
the arm completely numb and rigid, even the joint
locked, and Agastiya was laid to rest with his arm in
the same position, the only poetic touch to an
otherwisc pointless exercise was the decision by a
bird to nest in the palm of his hand, whether the
accumulating bird-lime set solid over the years and
helped to support his arm is unknown and open to
after-dinner speculation,
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1.1 Joining sentences

Writing very short sentences — like writing very long
sentences — can give a bad impression. Long sentences
are difficult to read, and only the best writers can
structure them well. Short sentences can look like a
child's writing, or can suggest that the writer is not
capable of using more complex grammatical structures.

A Rewrite the following pairs of sentences as single
sentences in three different ways:

a using a present participle (-ing)

b using a conjunction

¢ using a relative clause

I Luey saw an advertisement in Time Out. She was

immediately interested.

a Seeing an advertisement in Time Out, Lucy was
immediately interested.

b As soon as Lucy saw the advertisement in Time Out,
she was interested.

e Lucy was Enmur{iiﬂt‘{:!’y interested in the advertisement
that she saw in Time Out.

Luey was looking for an adventure. She answered the

advertisement.

a Looking . ..

b Since. . .

¢ Lucy, who . . .

3 She approached the desert island. She was impressed by
its beauty.

4 They found a good place to camp. They pitched the tent
there.

5 Luey needed to find food in order to survive. She
learned to fish.

{ 4]

B Another way of linking two short sentences is with a
past participle, Rewrite the following pairs of sentences
as single sentences using a past participle.

1 1 was excited about the job interview. I woke up many

times in the night.

Excited about r‘frr:_;'u!'_: interview, I woke up many times

in the night.

He was lnfrhtc'm d by the anonymous phone calls. He

went to l!w police.

3 The stamps were collected |J_\-‘ my tather. Th:.‘_\' are worth
a fortune.

4 Children must be accompanied by an adult, If they are
not, l]u_\ will be refused dlillll'\hl(]ﬂ

L]

In order to link two sentences in this way, the past
participle must have a passive meaning. In the sentences
below, it might be necessary to transform a clause into
the passive in order to achieve the link.

Greece fascinates me. I go there every summer.

I am fascinated by Greece. I go there every summer.
Fascinated by Greece, I go there every summer.

5 I tound the film boring, T left the cinema and went to a
café.

6 A dog attacked a woman. She received no compensation
for her injuries,

7 Diana is wearing an expensive coat. Lauren Bacall ware
the same coat in The Big Sleep.

§ 1 won the game of (119“ by using a clever gambit. 1 had
learnt the gambit from Nigel Short.

1.0 Parenthesis and relative clauses

A Parenthesis in the middle of a sentence

When part of a sentence appears in brackets, you can
read the sentence without the words in brackets and it
will still make sense.

Senna (more than any other sportsman) was loved by the
Brazilian pcnpft.'.

The main idea of this sentence is:

Senna was loved by the Brazilian people.

Commas can be used for parenthesis in the same way
as brackets.

Senna, more than any other sportsman, was loved by the
Brazilian people.

In the following sentences, the material between the
commas is not the main idea of the sentence. Although
the words in parenthesis give extra information, the
sentence would still make sense without it.

Catherine, having set out before dawn, was the first to
reach the peak.

Main idea -

Catherine was the first to reach the peak.

More than one parenthesis can occur in a sentence.,
Fabiana decided, on hearing about the deer, that she
wonld, after all, climb the mountain.
Main iclea —
Fabiana decided that she wonld elimb the mountain,
1 Write the main idea in these sentences.
a We all agrl:('d that. in view of the condition of our
feet, we would spend the next day touring the villages.
b The deer, which stood, silently gazing at us, about 30
metres away, were not disturbed by our presence,
¢ After many years of study, years which I believe I
have the alght to describe as both long and painful,
my brother Matthew. about whom you will hear more
later, finally became a good (*nmu:h trumpet player to
join the army,
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2 Remember to use a pair of commas for parenthesis, If

you forget one of the two commas, the sentence can

become difficult to read. In each of the following pairs of

sentences, one is badly punctuated. Supply the missing

commas.

la She was, however tired after her expedition,

1b She was, however tired after her expedition, still
smiling,

2a Politicians have to be fair, lied the Prime Minister,

2 Politicians have to be fair, lied less this year.

3a He told me when his company was going to be taken
over by a multinational, so I quickly hought shares.

He told me when his company was going to be taken
aver h}* a multinational, that he was drinking too much,

3l

-

4a Jenny told the story of her husband’s accident, was
angry with him.

4b Jenny told the story of her hushand’s accident, langhing
till the tears ran down her face.

B Parenthesis at the beginning or end of a sentence
You only need one comma if the parenthesis comes at
the beginning or end of a sentence:; the full stop, colon,
semicolon, guestion mark or exclamation mark takes the
place of the other comma.

Catherine was the first to reach the peak, having set out
before dawn.

The concept of parenthesis and the punctuation
appropriate to it can be applied to many different
grammatical structures.

participle phrase

My brothers being very jealous, I never invite boys home.
sentence adverb

Nevertheless, he was a pleasure to live with.
prepositional phrase beginning a sentence

In the Middle Ages, Amanda would have been bumnt as a
witch.

Supply the necessary commas in each of the following
sentences.

1 However I decided to spend the day in the mountain
refuge.

2 We found deer near the top of the mountain the highest
in Catalonia.

3 On hearing about the deer Fabiana decided that she
would climb the mountain.

4 High in the sky an eagle soared effortlessly enjoying the
sunshine.

Commas

C Defining and non-defining relative clauses

Bearing in mind that a phrase in parenthesis can be

omitted without changing the main idea of a sentence,

note the difference in meaning between the following

sentences.

1 The girls, who went to aerobics classes. found the climh
t?‘.l:\‘}-‘.

2 The girls who went to aerobics classes found the climhb
EQIS}’.

The main icea of 1 is The girls found the climb easy.

The main idea of 2 is The girls who went to aerobics

classes found the climb easy.

In other words, in 1 all the girls found the climb easy,
whereas in 2 it is only the girls who went to aerobics
classes who found it easy and the other girls didn'’t.

In sentence 1, the phrase 'who went to aerobics classes'’
is written between commas because it is a non-defining
relative clause: like any phrase in parenthesis, it adds
information but it can be taken away without changing
the main idea of the sentence.

In sentence 2, the phrase ‘who went to aerobics classes’
Is written without commas because it is a defining
relative clause, It tells us which of the girls found the
climb easy.

D Summary

This exercise revises the use of commas for parenthesis.
Insert any necessary commas in the following sentences.
Al least one of the sentences does not need a comma.

1 My birthday which had begun with sunshine ended with
rain,

2 Cleopatra Henry's dog or rather bitch was a nuisance
the whole day.

3 Norway being a bit cold in January I've decided to go to
Moroceo.

4 Marion who was frightened of spiders begged us erying
to turn back.

5 What's ]l:l[]pt'llf_'tl to the car you used to drive when yon
were in California?

6 Henry's brother the doctor was unable to ACCOMPpAny us
but his brother the guitarist did come.

7 However old as she is she has entered the London
Marathon again.

8 He told me and I know you're not going to like this after
all the drinks you've huus_.ht him and all the energy
you've put into your attempt to sell him a Jaguar that
he's s bought a Fiat,
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1.1 Commas: verb and object

Don't put a comma between the verb and its
object, even when the object is a noun clause.
Verb + object

Verb + noun clause

I have forgotten my childhood.

[ have forgotten what . . .
Lwonderif . ..

I cannot accept that . . .

[ wish someone would . . .

['told the captain what T thought.
Itold the captain that . . .

Verb + two objects

A Taking care not to separate the verb from its object, add
any commas that may be necessary in the following
sentences.

1 T asked her what time her mother expected her home.

2 I couldn’t persuade him to tell me when he had started
to indulge in this habit,

3 Itold her to simplif}-’ matters that T was the boss.
There was no way we could have gnessed who was going
to be at the party.

B The role of punctuation is to make written English
gasy to read, and to make the meaning absolutely clear.
In the following exercise we see how poor punctuation
can lead to ambiguity and misunderstandings.

In each of the following pairs of sentences, one of the
sentences is well punctuated, while the other needs one
or two commas: add those commas,

la She promised to leave the ball before midnight.

1k She pl't)mi:-:ed lo k:*li'p her mother }lupll_\-' to leave the
ball before midnight.

S |'nn|\ \ult'tl told Helen she would be welcome!

2b 1If uuh. vou'd told Helen she wouldn't have been
shocked when she saw it.

3a She asked me to cut a 1unp; stnr}' short to mend her car.

8b She asked me to devote my whole weekend to working
on the engine of her Seat 127.

4a T ean’t remember whether we drank five bottles or six.

4b I can remember whether you can or not.

S5a It was she who chose which was unusual for her.
5b 1t was she who chose which film we went to see.
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1.2 Commas: verb and subject

Don’t put a comma between the subject and the
verb, whether the subject is a single ward or a long
noun phrase. In the following examples, the subject is
in bold.

Dancing excites me.

The only thing I have forgotten is low it ends.

The way some of her best students spoiled their
writing and cunfus&d their readers byfaﬂiug fo
punctuate properly was a tervible worry to Miss Brodie.

A In each of the following pairs of sentences, one of the
sentences is correctly punctuated, for the reason given
above, The other sentence is incorrectly punctuated, and
requires one comma. Decide which sentence is incorrectly
punctuated, and add the missing comma.

la When he started to play polo was when Kate stopped
loving him.

1b When he started to play polo Kate stopped loving him.

2a Whether or not you're going doesn’t interest me at all.

2h Whether or not you're going I certainly am,

3a Where there used to be a factory now there were fields
of wild Howers.

3b Where large sums of money change hands is where
lawyers are to be found.

B Revision
Add any commas that may be necessary.

I Wasn't it Churchill who said that power corrupts and
absolute power corrupts dl}\uhlteh

2 Many of the students and their friends and supporters
were shot at by the police who later elaimed that they
were unl}-‘ uht‘}*ing orders.

3 My youngest sister who was a baby during the time [
spent in the *House of the Rising Sun” was strongly
advised not to do what I had done.

4 A large number of fairly successful trials had already
been completed with ]ahc:-mtm'\ animals before any
change in the behaviour of the professor who was

responsible for the project was noted.



1.3 Optional commas

As a rule, you should use a comma only if it will make
the sentence easier to read, ar make the meaning more
clear by preventing an ambiguity. For example, why is
the comma useful in the following sentence?

Here's a box to carry the eat, and the dog can sit on my lap.

A With conjunctions

Commas are often unnecessary with co-ordinating
conjunctions, As a general rule, when sentences are
joined together with and, or or but, commas are not
needed provided that both verbs have the same subject.

She saw the bank robbery and phoned for the police.
The mother of the bride loses a daughter but gains a son.

When the verbs have a different subject, a comma is
more usual.

She saw the bank robbery, but the robbers did not see her.

In the following sentences, add any commas that may be
useful.

1 Australian foothallers can kick the ball or throw it.

2 The burglars ate all our food and the baby never woke
up.

3 She thought Miss Verner was going to be furious and
she waited all morning to be summoned to the 5th floor
but the call never came.

4 She squashed a grapefruit in Cagney’s face and walked
out of his life.

B Subordinate clauses

Commas are generally used when a subordinate clause
begins the sentence. For example, Although [ had never
seen one befare is a subordinate clause. The sentence is
not finished, but must continue with a main clause.

Although I had never seen one before, I knew he was a
zombie,

When the subordinate clause follows the main clause,
commas are optional. As a rule, only use a comma when
you need one to make the meaning of the sentence
clear.

I knew he was a zombie(,) although I had never seen one
before.
1 get a headache whenever I think of you.

Commas

Insert commas as appropriate in the following sentences.

I Before he took off Lindberg made himself some
sandwiches.

()

Much as I admire his paintings I wounldn't trust him with

my dalughtvrs.

3 1 bought this bicycle so I could go to the beach every
MOrning.

4 Footballers dream of scoring goals and philosophy

students dream of finding the meaning of life.

1.4 Lists and sequences

Commas are used to separate items in a list.

At the school there are facilities for football, tennis,
volleyball and croquet.

Charles never drinks beer: he prefers gin and tonic, whisky
and soda, brandy and ginger, and wine.

The usual practice Is not to put a comma between the
last two items of a list: they are joined instead by and.
But sometimes, when each item on the list is more than
one or two words long, a comma can make the
sentence easier to read and avoid ambiguity.

In the first sentence above, there is no need for a
comma after volleyball; in the second sentence the
comma after ginger is strongly recommended, in order ta
avoid an unpleasant cocktail.

Commas are used to separate a list of nouns (as above)
but also adjectives, adverbs, etc.

The month of March was cold. wet, windy and thoroughly
English.

She got to her feet slowly, reluctantly and painfully.

I've looked here, there and everywhere.

They are also used to separate items in a sequence or
‘list' of clauses (but note the conjunction between the
final two items in the following examples).

Frank packed his hags, put them in his car, closed his front
door, threw a petrol bomb through the window then drove
to the airport.

They come home late, they never clean the stairs, I'm often
woken up in the night by their noisy parties, and worst of
all they don’t go to church.

See also page 34 for the use of semicolons in lists.
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1.5 Revision of commas

The commas have been removed from the following text,
a true story told and illustrated by Ralph Steadman. Put
the commas back in the text.

Charles Charlesworth Who Died of Old Age
at the Age of Seven.

The ageing process affects us all at different rates. Some
people of 53 like the esteemed author look a mere 35 with
sparkling brown eyes and a handsome gait. Others like the
author’s friend Colin look like little middle-aged men at 21
with middle-aged outlooks set ways and planned futures.
In women the former condition is common but women
rarely suffer from the latter being fired with the insatiable
drive of ambition for either an independent and distin-
guished career in a still male-dominated world or a home
and seven children by the time they are 30,

No such luck for Charles Charlesworth who was born
on the 14th of March 1829 in Stafford, At the age of four
Charles had a beard and was sexually mature.

In the final three years of his life his skin wrinkled and
he developed varicose veins shortness of breath grey hair
senile dementia and incontinence. Some time in his
seventh year he fainted and never regained consciousness.

The coroner returned a verdict of natural causes due Lo
old age.

LH&F;LE; L{‘JM}@F{%

it diak ”lft/ 3y /}#/ "Y/’ﬁr—x

To lose one parent, Mr Worthing, may be regarded as a
misfortune; to lose both looks like carelessness.

Oscar Wilde

Do not be afraid qfl.’e(* semicolon; it can be most usefud.
Sir Emest Gowers

1.0 Joining sentences

When two sentences are very closely connected in
meaning, a semicolon can be used in the place of a full
stop.

In which three of the examples below might a semicolon
be preferred to the full stop?

1 Neurotic men, from Lord Byron to Cary Grant, have
been admired for dominating their condition. Neurotic
women, notably Marilyn Monroe, have been admired for
surrendering to it.

Sir John was found guilty of driving with double the

legal limit of alcohol in his bloodstream. “You are a very

[oalish man’, said t]u:jlulgl:., ‘bt on this occasion 1 shall

turn a blind eye to your folly.’

3 At about two in the morning, the last customers left the
bar. The next day, I was awakened early by the sound of
langhter outside my window.

4 In winter, | bring the geraniums into the house, All the
other plants I leave outside.

5 The strong kept on walking until they reached the safety
of the woods. The weak stopped to rest by the side of
the road.

6 It was good to be in Italy at last. My grandmother had
travelled a lot in Europe, but the rest of the family had
litthe or no curiosity about the Old World.

5]

1.1 Lists

Semicolons are also used to separate items in a list on
occasions where commas would make the list
ambiguous or difficult to read.

The Christine Nielsen is the most successful boat fishing
fn’mi North Shields. The wheethouse is like a video arcade:
there is sereen riﬂr:.‘i‘ Sereen -t{,f coloured :‘:’gh!s; SONAr
equipment bleeps and pings; racdar fingers circle endlessly;
the print-out information machine chatters away to itself.
Peter Mortimer, The Last of the Hunters

Could you get me a kilo of potatoes, two salmonsteaks, 500
of pasta (spaghetti or farfalle) and something fresh to make
a big salad?

MNote the use of the colon in the first example to
introduce a list, also used in 1 and 3 below.
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The following sentences all contain lists. Supply the
commas or semicolons, as appropriate, Make sure that
the meaning is absolutely clear and unambiguous.

I Almost half the club will be playing in the doubles
tournament: six women including myself Peter Bates
and John Wade the twins and of course the team captain
with his partner,

While working at the hospital she was overworked

-‘*x[ﬂnil'(*ll and i_'mlstemt[}' criticized at the same time as

being underpaid undervalued and taken for granted.

3 When vou come to one of our theatre workshops you
can expect a whole rainbow of activities: music and
singing circus skills including juggling vegetarian cooking
mime and acrobaties improvisation and above all a warm
group experience,

1.0 Joining sentences

()

A colon can be used between two ideas that are very
closely connected. It does not separate two sentences
like a semicolon does; in fact, it acts like a linking word in
the way it connects them, so is not followed by a capital
letter. A colon can have the same meaning as a number
of linking words, as ilustrated in the following exercise.

Write a phrase after the colon to complete the unfinished
sentences (numbered 1-8). In your finished sentence,
the colon should have the meaning of the linking word
given 5o you do not need to use the linking ward.

Because

The river is polluted: there is a paper factory upstream.
He muest have been very angrif: he didn’t even saiy
goodnight.

I I think Mary is in love:

2 T'm sure I will pass my exams:

Indeed / in fact

He comes from an athletic family: both his parents are
Olympic gymnasts.

The river is more than polluted: it is an open sewer.

3 Silvia is interested in animals:

4 The dress was elegant, sensual and provocative:

So / as a result

But I was in disguise when I met them: of course they didn’t
!'E-’-E'Ugi”::[-' (FITES

The river is polluted: why are they swimming in it?

The river is polluted.: there are no fish, and the ducks no
longer swim there.

5 He was bitten by a cobra:

6 1had a terrible hangover this morning:

Colons

Namely / and that is [ in other words /

Jor example

Empress Wu's eldest son came to a fast Wu-type end: she
had him murdered.

The river is polluted: don't drink the water.

7 Suddenly I remembered my grandmother’s advice:

§ She thinks she’s a model:

1.1 Proverbs

Write your own proverbs,

Punctuation is like a referee’s whistle: too much and it
interrupts the flow; too little and the result is chaos.

Full stops are like release from prison: they come at the end
of a sentence.

Studying English is like
Life is like

Truth is like

Fashion is like

Money is like
Food is like

o S W | NS ) S

o

1.2 Other uses

A |t is possible to follow a colon with something less
than a sentence; in this case, the colon means and that
fs ... or namely.

There’s one thing that nobody understands: death.

Often, the colon Is used in this way to intraduce a list,

Some astronomers are particularly interested in the bodies
that make up our solar system: the Sun, Moon, planets,
comets and other smaller objects.

Sebastian contributes three things to the class: energy, hard
work and a sense of humour.

What goes before the colon should be able to stand
glone, like a complete sentence. A colon must not
separate a verb or a preposition from its object.

X Unfortunately, Sebastian understands nothing about:
granvmar, punctuation or pronunciation. X

v [,’:Lﬂf)rFrJllrtftffg;, Sebastian understands nothing about
grammar, punctuation or pronunciation. «

B A colon can also introduce direct speech (1) or a
guotation (2). In both cases, a comma is normally used
rather than a colon when the speach or quotation is only
one line long, or shorter (3, 4).

I The painter who re-did the sign outside the Dog
and Duck pub was berated by the landlord wheo
told him: “There should be equal spaces between

B

“Dog™ and “aned” and “and”™ and “Duck”,
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5]

Another good point made by John McDermott is

the following: “American wsage requires a colon in

the salutation of a letter (Dear John:) where British

English prefers a comma or nothing.’

3 Greta Garbo was famous for the line, "I want to be
alone,”

4 When asked why she was wearing grass seeds in

her hair, Garbo replied, °I want to be a lawn.”

1.3 Practice

Add colens and commas where appropriate to these
sentences. (Look back at 1.7 Lists on page 34 first.)

I Rosewall no longer had the strength and energy of his
youth and so his game became more economical nothing
was wasted.

The string quartet I play with comprises two violins a

viola and a cello but my jazz quartet has rather an

unusual line-up double bass violin piano and tenor

.‘iEL\[JPII{HIl'.

3 But now after a hath a change of clothes and a drink the
thought returned to me how was Foxton going to react
when he found that T had escaped?

4 I've just decided to emigrate to Canada it sounds like
the perfect solution.

o T!lL‘-IL' are [Ull]" illlllgh wie “'UIIIT.* II(!(.‘-I’I to k"[)\v more
about before we could offer you a job we would need to
question you further about your edueation your family
hat('!igruund your t-.‘x[}t.‘ri{‘.lu:t' H.lll'.l your l'JIEl'IlS for tl'l(?
future.

Dashes may be used in three different ways, all of them
characteristic of informal writing. They should be

avoided in formal writing.
1 A single dash can be used in the place of a colon.

£

The river is polluted — there’s a paper factory upstream.
2 A single dash can also be used to add an afterthought

(something you had forgotten to say).

He used to be very good at tennis — and golf too, of

COourse,

It can also mark a deliberate pause in order to

emphasize a final phrase which is very important to
the meaning of what went before.

He used to be vertf gmd af tennis — or so he selips.
3 A pair of dashes — like this — can be used in informal
writing to do the same job as a pair of brackets.

When I'm ready my driver — usually a member of the
b(”l“‘ = Fiﬂ-'j\:-'; e .

Practice

Punctuate the following sentences, using dashes
wherever appropriate and any other punctuation mark
necessary.

I Now at last here in my hands was a book whose entire
subject was railway trains in India in the 1940s

2 The people here are always happy and smiling which is
more than ean be said for Edward

3 Binoeulars must be held steadily which means resting
them or your elbows on a solid support

4 The writer of this novel is trying to tell us how important
it is for us to keep in touch with our own violence and
aggression at least I think that’s what she’s trving to say

5 Om the brink of a total breakdown he met Laurie his
fourth and greatest love who was to inspire some of his
most moving compositions

1 Hyphens can join two or more words together.
green-etyed
big-headed
half-caten
broad-shouldered

twenty-one

nineteen eighty-four
three-quarters
seven-cighths

a Rolls-Royee

the Mason-Dixon line
the north-south divide

out-of-date information
state-of-the-art technology

Hyphens can also be used to add a prefix to a word,
especially

when the word starts with a capital letter
un-American.

when the word begins with the letter the prefix ends
with

re-edit,

with the prefixes ex-, anti-, and pro-

ex-hushand.

2 When an adjective is made up of two or more words
(as in the examples above) a hyphen is used, but not
when the same combination of words is not an
adjective.

She is a three-year-old girl.
but
My daughter is three years old.

He's got a part-time job.

but

He's working part time.

A twentieth-century problem,

but
I live in the twentieth century.
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3 Some words often written with a hyphen can also be
written as two words: dining-room or dining room.
Others can be written either with a hyphen or as one
word: hard-heartfed or hardhearted.

4 Hyphens become impoartant when they make your
meaning clear: perhaps a violent butterfly collector
collects violent butterflies, whereas when viofent
butterfly-collector is written we know it is the collector

who is viclent.”
‘Look, £1 to see the man-eating tiger!’
‘Give me 50p, Dad, and I'll show you a boy eating ice
credm.”

5 In handwritten English, don't use a hyphen at the end
of a line to split a word that is too long to fit onto that
line: write it on the next.

Practice
Add hyphens where appropriate in this newspaper
report.,

Hyphens

Porsche_ driving army chief in
anti nuclear protest

LOCAL ANGER was revealed

yesterday when a cross section of the

population was questioned about

plans {'-::n_r a new gas cooled nuclear
reactor just twenty three miles north
west of the city centre. The opinion

poll_ revealed strong anti nuclear
feelings among three fifths of the

population. Indeed, the coexistence
of two pressure groups in the valley
came to light: one a small time affair
led by a dog loving cat food factory
owner cohabiting with a used car
s_aleawoman in a twenty storey high
rise block, the other a more
threatening operation with left wing
Marxist Leninist sympathies. This
latter group, coordinated by
Lieutenant Colonel James Fox
Talbot, the red haired Porsche
driving managing director of an
ultra modern high explosive factory,

15 already suspected of having
committed a number of acts of low
Ie_vel sabotage. Lady Fox Talbot, the
Lieutenant Colonel’s university
educated wife and cocoordinator of
the group, has described these
accusations as far fetched.

‘We are simply reminding the
Flemucratically elected government of
its democratic respongibilities. the
?Fux Talbots said in a joint statement
issued yesterday. ‘As parents with a
three year old son, we are deeply
worried about the government’s
happy go lucky attitude to radiation.
We urge all our fellow valley
dwellers to join us and take
advantage of this once in a lifetime
opportunity to prevent the mistakes
of twentieth century technology
being carried over into the twenty
first century’
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Warm up: register exercise

The way you describe and write about an object d B
for and why. ] epends on who you are writing

1 Where were these descriptions taken from ;
, and why were the ?
2 What helped you to decide? s Y written’

[ all three having a capacity of over T8 synthetic shoulder straps), the other

A litres and describing themselves as two using proprietary nylon fabrics,
Rucksack: a bag in which you carry ‘ergonomic’. Both the Tramonte and Alt}?nugh possibly more agreeable
things on your back, for example when the Cougar have adjustable back against the back on a hot day, the
you are walking or climbing. It has straps systems, whereas the Rockman cotton adds to the weight of the bag;
that go over your shoulders. Also knap- comes in a choice of three back our tests also found this fabric to
sack, haversack, backpack. lengths. The Rockman is also the have 30% less resistance to abrasion
only one to be made of cotton (with than the nylon fabries
I'm hawvi . The Sisyphus Rockman is the classic hardwearing
rugk::g:-_;? Erzgizﬂ::r:ﬂiﬁié}ze T GEOL}:O}L:E ergonomic rucksack._Crafted‘out of 100%. colour-fast
the Wild Rover camping shop, Bra 1% . iat : waterproof cotton in a choice of attractive colours
March 2000. T am writing t il St fj.m[ A g around a superlightweight aluminium frame, it is as
confident that : PUESRI I PE LTS, tly, ideal for walking and climbing as it s practical for
at you will be able to repair tourism. With its capacity of 80 litres, the Rockman will
E'h[:: asmage under FERelEemsiol yohy always be able to cope, whether you're in Harrods or
Lifetime Guarantee’. There are two the Himalayas. And among the many original design
problems: firstly, one of the aluminium features, the locking lid pocket and the adjustable,
tubes has broken through the fabric at detachable waist belt are unigue to the Rockman.
the base of the bag, and the other is The Sisyphus Rockman: a head and shoulders

threatening to de the same. Secondly, the

above the rest.

stitching of the zip of the 1id pocket
has failed, rendering the pocket useless An experienced travelling companion fo
r

E] Itis a 12-year-old faded-blue 80-litre 'Sisyphus' rucksack

01:['3’ £15. Sisyphus Rockman rucksack,
!ncd, tested and well-travelled. Good work-
ing order. Blue cotton, lightweight, huge

macde of thick cotton. The enly external pocket, on top of . (
the bag, is ripped, and one of the two aluminium tubes capacity. Phone Eric, 773524.

that make up the internal frame has broken through the
canvas at the bottom. The arm straps and the two small
straps with buckles on either side are gold-coloured; there
is no waist strap. There is an embroidered badge on the

The walker's rgcksack, a bold, angular mass of vivid reds
and greens painted in short, fine strokes, dominates the
lower left-hand quarter of the canvas, while the walker's

top pocket, a souvenir of the Lake District. pale, naked right arm, a strikingly human element
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stretches diagonally upwards to the right.



Making descriptions interesting ¢ Module 1A

=
-
-k

1A Making descriptions interesting

Descriptive detail

If you're describing a piece of lost property, you don't need to worry about
whether the reader will find your writing interesting. But if you're describing

something when writing a magazine article or a story, the most important thing is

to catch and hold the reader’s interest. Here is a checklist of ways to do this.

BORING

INTERESTING

Generalizing

a large vegetable
an old ship
opinions

Being specific

a lhrt'th|1urter—pu|m{| sweet potato
the Marie Celeste / the Titanic
facts, observations, quotations

No ‘picture’
a glass of wine

Descriptive details
a long-stemmed glass of aromatic,
golden Muscatel

Dull, unobservant vocabulary

look

Precise words
gaze, glance, stare, glare, peep

aswell . . aswell . .. aswell . ..

ask beg, implore, request, demand, invite
Repetition Variation
CAT et CAT o AT e AT s car ... Ford . .. vehicle . . . car. ..

as well . . . also . .. What is more; . . .

Being predictable
“There are five reasons wll}-' Ilike. .

“The fifth reason I like it is ..’

stating the obvious; ‘received’ opinions

Surprising the reader

starting with something striking”
original thinking and observation
saving something for the end”

Always talking about yourself

Always thinking about your
readers, and how to interest them

* the openings and closings of magazine articles are practised on pages 124137,

The five senses

In order to include specific, concrete details in your description, you must first
observe in detail. Don't forget there are five senses; you don't have to limit
yourself to visual description. If, for example, you wanted to describe sculptures
in an African village, would you have thought of observing them in the dark, by
touch and smell?

Slul](ling in the darkness, brt'.al'lling in the smell of woodsmoke and mealie pnrri[]gv
and earth and unfamiliar vegetation, my hands roved over hulges and incized cuts,
jutting-out shapes like trunks or horns or beaks and rounded ones that might be
eyes; smooth, pt)il‘sle{] heads and bulbous ]ips and noses, fat ﬁng{frs and pmnh'uding
belly-buttons and other shapes I couldn’t interpret. Some were sticky with oil which
impeded the flow of my fingers; the polished ones were sensuous and let me feel
them freely.

Write just four or five lines describing one of your favourite possessions using at
least three of the senses.
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Adjectives and adverbs: too much of a good thing?

As in the example of the glass of wine in 1.0, you can ‘paint a picture’ by adding
one or more adjectives to a noun. Similarly, you can describe a verb by adding
an adverb or adverbial phrase.

He drank the wine delicately [ greedily / with abandon / in a careless manner.

However, writing becomes tiresome and predictable unless there is a variety of
structures, and often a more concrete image can be achieved with a precise
noun or verb,

la a tallish man of powerful, athletic build, with short dark hair and green
L’Hf:'-\'

1b a Mel Gibson look-alike

2a She entered my room intrusively and aggressively.

2b She invaded my room.

Both of the examples are comparisons. In 1b, the man is compared to Mel

Gibson; in 2b, her entry is compared to a military operation. Comparisons are

frequently introduced by the word fike or as.

He sipped the wine like a debutante.

She gulped the wine as if she was trying to drown herself

He drinks as studiously as a camel.

Writing practice

This short description was written for a magazine series in which readers
recommmend a local café or restaurant. It was not published, because it is not at
all interesting. Nor is it informative: it raises a lot of questions (what colour are the
uniforms? what night does the pianist play?) but doesn't answer any. Rewrite it,
keeping the same structure, but informing the reader and making the restaurant,
and your deseription, sound interesting.

The Bazaar Restanra here one of the
When you go in, you are taken to the bar area, W m?ce o
wailers or wailresses will look after you, They arer Eewor:r order from
interesting uniforms of an unusual colour. T?EY md't:"f::;:rent G
E ! iting dishes from dificren

ne menu which has exct : : at are

E?:e[lng if also a blackboard on the wall with some olh‘frgl;?cg: Ithwuuld
5 al sh.

not on the menu. They

recommend, and some of the salads are excelle_nl. o e
Before long, you are taken 10 your table in the
c 2

. oo room. This room is quite big: the tab]es_ are xinun.d,dan:{l} Lll;r:
dLmii:E are méde of wood. You can hear soft music, whl_ch ac} sn
: 110-3 here. and once a week they have sc‘nm:one Piaymgﬁpmne t.c .
almm l:hc 'E'.l:ld of the meal, many people 11'!<e to drink (::0 :::r ex.;ﬁc
the lounge bar, where there are lots of plants and ot

dec{:}‘ﬁ;’? n[i.e bill comes you'll find it isn’t very expensive for such
good food, and I’m sure you'll want 1o g0 again.

do a very good dish with fi
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1B Describing pictures and objects

The order of adjectives
When a number of adjectives (and other qualifiers) go before a noun, they are
generally written in the following order.
1 Number/ a/one/a dozen/ 365/ her/ my teacher’s / too many /
determiner  Cleopatra’s / Genghis Khan's / innumerable

2 Opinion favourite [ adorable [ stylish / priceless / charming / romantic /
useful / comfortable / sophisticated
decadent / scandalous / dangerous / old-fashioned /
cheap / nasty / ugly / useless / disgusting / boring

3 Size short /little / microscopic { gigantic / dwarf
4 Age antique / brand-new [ ten-year-old { second-hand
5 Shape oval / square / round / spiral / streamlined / baggy /
pointed / tapered / heart-shaped / pear-shaped
6 Colour Jet black / tartan / canary yellow / shocking pink
7 Origin Cherokee / Chinese / Alpine / Renaissance / Roman / Aboriginal
8 Material zold / leather / copper / diamond / wooden / marble / glass

9 Compound  ear/key /wedding / electric / summer / dinner / disco
smoking / dining / religious  motor { toy / bird / tree / jazz
10 Noun ring / trumpet / jacket / shoes / shirt / skirt [ table | painting / car /
boat ! bath / house / teddy bear / record / hat / room

A The ‘compound’ describes the noun’s use, type or purpose. This word is
often itself a noun; it joins with the noun to form a compound noun (earring, key-
ring, wedding ring). The compound noun may be hyphenated or written as one
or two words: check in a dictionary.

How many other compound nouns can you make from the compound and noun
lists (9 and 10) above?

B It is possible to use mare than three or four adjectives to describe something,
but it sounds a bit unnatural if you have as many as nine adjectives in front of a
noun.

f"-’.fy teacher’s Ghamlfng little rtri.'éqm: i'fzpr::rcu' black Chinese wooden car triumpet.

Choose five of the nouns above, and describe them using five adjectives (or
other gualifiers) for each. You may use the adjectives in the lists, or any others.
Examples

a stylish short Halian leather skirt

a cheap second-hand shocking pink disco shirt

some ugly antique diamond wedding rings

C The three strange items illustrated to the left were invented from words in the
table. Describe them. Be creativel

D Writing practice

You have just arrived by plane in an English-speaking country and the airline
seems to have lost your luggage. Write a brief but detailed description of the
luggage (either one or two items). Do not mention or describe the contents. Write
about 100 words.

Task bank: Task 1
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Au Bon Coin

In most lines of this description of a famous French photograph, there is one
unnecessary word — it is either grammatically incarrect or does not fit in with the
sense of the text. Write the unnecessary word in the margin. Some lines are
correct. Indicate these lines with a tick (). The exercise begins with two
examples (0). See page 10 for information and advice about this examn task type.
0 One of Doisneau’s street scenes is taken after the War shows a is
0 thin house at the angle of an intersection like the point of a v
1 \\ft-ngu or the prow ol a shii), The house is been surrounded by
2 the pavé, which is glinting in the rain, there is a canal to the
3 one side, and a man in a beret he is walking on the
4 narrow pavement carrying slowly a small hucket. Itis a
5 |}1(.‘:l|\', grimy, misshalpt'n scene bul, o anyone whao can it
6 remember, it says immediately ‘France — after the War', The
7 street is poor and foreign and pungent and too full of
8 adventurous possibilities. There is one also cheerful point in
9 the picture. In the front room of the narrow house at the
10 corner of the two streets has a faded sign. "Au Bon Coin',
11 and the both net half-curtains of the café are gleaming
12 white. You know that such as you open those ricket_\,r doors
13 vou will after be assailed by the noise of laughter, and by
14 blue cigarette smoke and the smell of fresh coffee and
15 ll'['l.‘."i]'l 'd[]ll I]]'E.‘EI.[{ 'r.tlld L'IIL‘.L'.‘iL‘ EII1LI wine i}ll(] I.ll{f‘ '“h"‘ (-“”j{)”r.
paveé — road made of cobble stones
plat du jour — the cooked meal on the menu that day
How many of the five senses does the writer refer to in his description of
Doisneau's photo?

Describing a photograph
Work with a partner and choose one of these photos each. Don't describe what

you can see, but tell your partner something about what the photo shows, or
how it makes you feel,

— L R N .
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Now read these two descriptions of the photos. The first is someone talking
about the family photo, and is written in an informal style. The photograph is
being exhibited in an art gallery, and the description is taken from the exhibition
catalogue. The phrases printed in italics are some that you might find useful in
Your own writing.
Note also the tenses of the verbs.
* The present continuous is used to describe what is |u1ppvning in a picture
(I'm having a donkey ride; she's wearing).
* The present perfect can be used to describe what has just happened
(the coat she has just been given).
Fill the gaps in the two descriptions. All the missing words are adjectives. Use

your imagination! This is a ‘creative writing' exercise, not a grammar test. Take
risks with vocabulary!

Skegness Donkey Ride

My favourite family photo is this one, taken when I
was a little girl back in the *30s. I'm having a
donkey ride on the beach at Skegness. That's my
cousin Sylvia on the left of the photo, holding the
reins. We have always got on very well together,
even though she is five years older than me. And she
has never lost that (1) gap-toothed grin.

In the photo, she’s wearing a (2) woollen
coat she has just been given. I remember how proud
she was of it, with its (3) collar and cuffs.
Here, the coat is almost brand new; two years later
she was stll wearing it, though the sleeves stopped
Just below her elbows and the black had faded to
something like the colour of that donkey. She was
very fond of the hat, too, a dark (4) red with
a broad satin ribbon. It was meant to be a summer
hat, but she seemed to wear it almost all year round —
she said it was good at keeping the rain off.

Sao Paolo, 1960

At first we are struck by an atmosphere of
stress and oppression. The photographer
gives us a glimpse of the tension. between
the individual and the faceless city,
represented as much by the uniform business
suits as by the impersonal buildings. For a
moment we believe that these four men are
the only people to be seen. But (9)
figures can be discerned in the street 'beiow.
And we know that every car has a driver,
and that behind every window in those

Over my right shoulder, also on a donkey, you
can see my cousin David, just one year older than
me, and Auntie Jessie, Sylvia’s mother. Auntie Jessie
seems to be pulling at a donkey's ears, in the same
(5) way she would always be pulling at my
clothes or straightening my hair. And if you look
very closely, you can just make out the edge of a hat
directly behind my head. That’s Uncle Harry. I don’t
know what he’s doing there — probably just waiting
for the pubs to open!

It you asked me why I like this photo so much, I
couldn’t really say. More than anything else, I think
the picture sums up what a (6) . adventurous
and (7) summer I had that year. That week
with Auntie Jessie was the first I had spent away
from my parents, but I was never (8) , and
never homesick. Look at my style and cowboy
confidence on that donkey! John Wayne, eat your
heart out!

(10) buildings someone is sitting. The

camera itself must have been placed high in

one of the very buildings that appear to be
so empty of life and humanity.

The contrast between the (11)
sunshine and the surrounding greyness
makes the picture work. The four
businessmen, perhaps taking a short break
from their work, are walking out of the
picture with the afternoon sun on their
backs, and we ourselves are led into the _
(12) distance along a line of dazzling
light.
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Description

Writing practice

Whichever of these tasks you choose to do, share your writing with other
students. Perhaps you could put your writing, with the picture, on the classroom
wall or in a class magazine.

A Find, in a magazine, on a posicard or in a bock, a photograph you like very
much. Describe it, and say why you like it (100-200 words).

B Describe your favourite family photo, and say why you like it (100-200 words).

C A Game

Everyone brings a family photo to class; you swap photographs with a partner
and write about the photograph as if it was your own. Invent names for the
people in the photo, pretend you know them well, and tell stories about them. (In
fact, the author of 'Skegness Daonkey Ride’ was playing this game!)

If your partner writes about the same photograph, the rest of the class can try
to guess who is telling the truth, you or your partner,

Task bank; Task 2

1C Describing products

1.0

a‘ with more freedom of spint?

With the new Toyota 4Runner, you can now have
the civilisation of the former with the liberation of the lat-
Ler.

Are you tom between another
executive saloon and something

When you slip inside, you'll see that the cabin’s as
slick as anything in the city. A button’s press opens the
sunroof, adjusts the mirrors and operates the windows.
Including the window on the tailgate.

The sound system is something you've got to hear
with your own ears, With six speakers surrounding you,
be prepared to be transported even before you fire the
engine,

The 4Runner’s three-litre wrbo-diesel delivers more
power and torque than anything else in its class. (Talking
power there's also the option of a 3-litre, petrol V6.)

For life in the fast lane, you've gor a 5-speed gear-
box. Yet, with the flick of a lever, you can be over the
hills and far away. Even on the move, that's all it takes to
switch from two-wheel drive to four, with both high and
low ratios.

= [ypes of writing

10

11

12

14

The language of advertising

Steal a day’s sailboarding and the 4Runner will go
like the wind to the surf. And if the quick way means
scaling the rocks, it will relish the climb.

On the road, the tilt-adjustable power steering gains
firmness as the car gathers speed.

Better still, it grows lighter as those alloy wheels con-
front the furrows in the landscape. (That should keep the
furrows off your brow.)

In the city or in the wild, the 4Runner is a very tough
act to follow, And it's no different when you're towing.

You c¢an hitch up over one and a half tons and this
car will never make heavy weather of it,

Otherwise, it's as free of hirches as every car we
build. Which is why it comes with our comprehensive
3-year / 60,000 mile manufacturer’s warranty.

Dial A Trial: to arrange a test drive or for further
information on the 4Runner, call 0800 777555,

It's the car in front for getting away to the back of
beyond.

The new 4Runner

The car in front is a Toyota
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The Toyota advert illustrates many of the stylistic devices used when something
is described in an advertisement. The advanced student needs to be familiar with
these devices in arder ta be able to use them when appropriate, (e.g. when
trying to sell, persuade, convince or impress) and to be able to avoid them when
they are inappropriate.

A Organization around a theme, an image or a key idea

This advertisement is typical in that it has a central theme, suggested in the title,
which is used to structure the writing. What is that theme, and what words in
paragraphs 1, 2, 6, 10 and 14 contribute to it?

B Playing with words: alliteration and rhyme

As in a poem, every word is carefully chosen, often for its sound as well as its
meaning.

Dial A Trial (paragraph 13) — rhyme

as slick as anything in the city (paragraph 3) — alliteration. Slick and city sound good
together as both begin with an s sound and have the same vowel.

Find the other instance in the text where a word is chosen solely because of the
letter it begins with (this time also, the letter s).

C Playing with words: words with double meanings
Just as words can be chosen for their sound, they can also be used because of
their second meanings or their associations.

4Runner (paragraph 2) The word forerunner suggests that the car is innovative and
ahead of its time, and perhaps likely to be imitated and followed: this meaning also
corresponds to the slogan The car mfmm is a Toyota.

1 Why is the word spelled differently here, and what is the second meaning?
2 What are the double meanings for the following words?

getaway car (title) life in the fast lane (paragraph 6)
transported (paragraph 4) hitches (paragraph 12)

D Interesting or poetic vocabulary

Words that paint pictures and bring the deseription to life are used instead of
dull, everyday wards. Supply the everyday wards for these:

slip inside (paragraph 3)

Sfire (paragraph 4)

sealing (paragraph 7)

E Idioms, quotations, references to songs, proverbs, etc.

Qver the hills and far away (paragraph 8) is an idiom that originated in a
traditional song. Here it is chosen because It fits well with the ‘getaway’ theme at
the same time as describing the advantages of four-wheel drive.

go like the wind (paragraph 7), a tough act to follow (paragraph 10), make heavy
weather of it (paragraph 11), and the back of beyond (paragraph 14) are also

iiomatic phrases, chosen to give the writing a friendly, informal tone and to snggest
images which fit the theme.

F Comparatives, superlatives and ‘limit’ adjectives (unique, incredible)
Find the one sentence where the car is described as better than other cars.

G Appealing to the emotions

Many advertisernents use children, animals or sexuality to appeal to the reader's
emotions. Ancther common device is to write about the thing you are selling as if
it were a person, attributing to it feelings, emaotions, intentions and character.

Find the two examples of this device.
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H Freedom with layout
The text is arranged in a visual layout; titles, subtitles and slogans may be printed
extra large and in typefaces that will catch the reader’s eye; paragraphs may be
very short.

Why are long sentences and long paragraphs unusual in advertisements?

| Freedom with grammar
Sentences are usually short, and may not contain a main verb.
Find the two examples here of a sentence with no main verb.
Note also the number of sentences beginning with And or But, a practice that is
sometimes considered incorrect in formal writing.

Other common features of the language of advertising, not illustrated in this
advert, are:
J Use of statistics, scientific words or foreign languages

K References to how ‘natural’ or ‘pure’ the product is
References to traditions and the past, or to progress and the future, are also very
frequent,

L Repetition (either of key words or of the name of the product)

Practice

Read through the following advertisernent and then choose from the list A-K the
best sentence to fill each of the blanks. Some of the suggested answers do not
fit at all. The exercise begins with an example (0). See page 11 for information
and advice about this exercise type.

Like them sporty? (3) And stops when you want it

'T L 0 V ES T H E c | Ty to. (Thanks to servo-assisted brakes.)

No wonder the Cinquecento gets on so well with the

city. (0)_F

It's attractive. Who could resist its good looks?
Reliable, too. (1)_____ (Or into one, come to think of it.) (5)

(2)

own body looking good for years.
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Side impact beams protect your body, whilst
100% galvanization of all external steel panels keeps its

(4) At 42.8 mpg in the urban cycle, you won't
have to spend a fortune every time you take it into
town.

A non-smoker. Fiat fit a catalytic converter as standard.

It won't even embarrass you in company. Despite being
S0 compact, it seats four adults comfortably.

Now.

To make a date with the new Fiat Cinguecento call
0800 717000 or visit your local Fiat dealer.

6)__

You never know, it could be love at first sight.

Ta sum up, you should buy one.

You can always rely on a ( Ainquecento to get you out of a tight spot.
It's good with money.,

The car in front is a Toyota.

It has everything anyone could wish for in a partner.

[t will get you where you want to go.

And, best of all, it’s available.

The Cinquecento may be small, but it performs brilliantly.
Like any good mate, it’s protective.

It is a small Ttalian car.

- e ol e s oo o I bt =<
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1.2 Summarizing

This exercise practises two skills:

* recognizing the language of advertising and avoiding it when inappropriate.
= summarizing a text (also known as précis).

A Here is a summary of the Toyota advertisement. It expresses, in a third of the
length, all the factual information given there. Compare the summary with the

advertisement, and find the one place where the summary has omitted important
factual information.

The Toyota 4Runner has the a[]wullugcs of an executive saloon car, but it is also
aood off the road. Like an executive car, its sunroof, mirrors and windows (including
the back window) are electronically operated. The sound system has six speakers.
The three-litre engine (a choice of either turbo-diesel or petrol V6) is very powerful.
There's a ﬁ\:t'rspeed E;'E-Eu'h{)x, and you ean change easily to four-wheel drive even
when moving. Off the road, it's good for going uphill. It has power steering and alloy
wheels. It's fully guaranteed for three years or 60,000 miles. For a test drive or more
information, eall 0800 777555.

B In a simple, factual manner, summarize the following advertisement in about
75 words.

i |
Britain does make Europe’s

finest ovens. _
The proof is in the pudding.

Merseyside. Once it gave rise to the best music and football. Now it's
giving rise to the best lemon soufflé.
How come? Because it's the home of Stoves, who have been
—— producing ovens there since the 1920s. .
And at Stoves we invest millions to make sure they are always the right ones. You see, we
believe in delving deeply to find out precisely what people want from a cooker. _
We then combine this research with the latest technology cooked up by our h!,_\fimft. A.(Id the
process of continuous improvement which is a way of life at S:ID\*e.‘i —and quality is bm.h in. ‘
In the Stoves range, you'll find single and double cavity ovens, gas aln_d electric ovens,
fanned and non-fanned ovens. All have Powercool, which keeps doors safe to touch, even
during roasting. ' ;
While gas models have the unique
Maxigrill. which gives a totally even heat.
And naturally, we've taken care of the
worst part of cooking any meal: the cleaning-
up. All our ovens are stay-clean. In addition,
they're designed so that there are no nooks
and crannies where grime can gather.
But, of course, all of this really adds up
to one thing. While France may be able to
claim they have Europe's finest cooks,

e 403 slaim to have Europe’s :
Britain can definitely cla P= FINE OVENS

finest cookers,
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accelerates rapidly until g

ACTION

A Instructions and directions page 49
B Advice page 51
C Processes and systems page 54

Warm up: register exercise

What is the origin of each text? Who is it addressed to and what is it trying to
achieve?

it is travelling as fast as . gugﬁ ;j;éerét. Americans, Germans

the wave. The surfer  Mix one teaspoon ©0 vagie i peocandinavians think we're

then pushes himself up, cocoa with one teaspo Id to straight u.sikn-ess because they're used

first kneeling and then  of sugar, add a little f::)t 5 Be fpec[i?i “g

standing on his board. milk and mix to a sm want Spe{_.if-c_' cormans are likely to
aste. Pour on boiling IC Tigures, wheregs the

D] milk, stirrin

« Help young children
with language by
spending time talking to
them, reading to them
and encouraging them to
use language. And

g all the time. British think i

AppProximarions
the hard ftires PP mations. Fax

ahead and use the

Coffee is delivered to the manufacturer ready p )
roasted, blended and ground. It is then BHFE_IChute Jumping for
percolated in batches of up to 900 kilos at a eginners

cerits time, Some of the water is evaporated from 1 Put a book on the floor,
remﬁ‘{gb‘:_rﬁ 1;(; parents the coffee to leave 2 Climb on a chair and raise your
should sti : N
and not behave like - 3 Aiming at the target, jump

teachers.
s Expect children to do

their best, offer rewa
extra attention such as

dsof Put the cooked chick peas, oil, lemon
juice, garlic and tahini (sesame paste) [l
into the blender with enough water to

shouting ‘Banzai!” Your friends
will be impressed.

allow the mixture to purée ‘Sit down, shut up and get
G satisfactorily. Add salt to taste and more on with your work. And do
lemon juice or tahini as necessary. try to act your age: this
8. Finally, the muscles will rej SR
: ax,
although the casua!ty will Ny r-ghthand.
g = = g ith y¥o
mfnam unconscious for a few Rirst make aﬁt‘:‘ﬁ your left hqnd. K|
minutes or more, Steady 2t s St IEC N Remmmmn
h. After the fit is over the casual and Wi o the sole. %\‘-'-0" eus et the hair and apply a sma
will regain conscic;usn b i handkles in small €Ircies: amount of the shampoo. Gently
ess knud r
may feel dazed ang confus l:jt hard. Be sure to work to a lather. Rinse. Repeat as
ed.

This feeling can
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1.0

Instructions and directions * Module 2A

2A Instructions and directions

Neither too many words nor too few

A These two sets of instructions refer to the same keep-fit exercise. Neither is
perfect, but which features make the first set better?

1 You start this exercise by standing upright. Now ’f
malke sure that your bottom is tucked in and that 1 Stand up straight.

your knees are slightly bent. Also, your hips

should be slightly forward.

9 Bend sideways at the waist, to your left. Let your
left arm slide slowly down your leg. At the same
time, bring your right arm up above your head.
All this time, you should be breathing out. _

3 Hold that position for a moment, then start going
upright again as you breathe in. i

4 Repeat this process a total of five times on the
left. Afterwards, do the same exercise another five

times on the other side.

2 Bend left five times,
breathing out, with one
arm going down your leg
and the other in the air.

3 Bend right five times, etc.

B A goad set of instructions avoids any misunderstanding, without being too
long. The first set could have been written using fewer words without losing any
of the details. Rewrite each step in a single sentence, using fewer words.

Writing practice

When giving instructions, you should explain anything that the other person
might not understand, and adapt your instructions to suit your reader. It is better
to give too much information than not enough.

Write a set of instructions, numbering them step by step (four or five steps), for
one of these activities. Imagine you are talking to a friend from a country (or
planet) where they don't do these things.

Buying bread  Turning on a television  Shaking hands

Imperatives

Instructions on shampoo bottles, in recipes and so on, are often given like
commands, in the imperative: Rinse and repeat; Add 200g of chocolate.

Useful language

+
Do it

Remember to ...

Don't forget to ...

Do remember to ... (for emphasis)
Be sure to ... / Be sure you ...

Make sure that ... / Make sure you ...

See that ... /[ See that you ...
Triy to ...

Don't do it. Examples

Take care not to ... Punctuate your writing,

Be sure not to ... Da punetuate your writing.

Be careful not to ... Remember to use paragraphs.

Never, ever doit. Never, ever use obseene language in an exam paper.
Try not to ... Make sure your writing is legible.

Avold doing it.

Related structures used for giving advice can be found on page 51.
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Unit2 s Action

153 Word formation

Use the words in the box to the right of the text to form one word that fits in the
same numbered space in the text. Write the new word in the correct box below

the text. The exercise begins with an example (0).

OPERATING INSTRUCTIONS

Warning

To reduce the risk of fire or (0) ... shack, do not expose this (1) ... to rain or (2) ... .

To maintain good (3) ...

— Do not }it‘-t‘-ll the unit in p|u(:e5 which are (4) ... hot. cold, dn:st'\_' or humid. In particular, do
not keep the unit in an area of high (5) ... such as a bathroom.,

Note on listening with the headphones

— Listen at a (6) ... volume to avoid damage to (7) ... .

~ To ensure (8) ..., do not wear the headphones while (9) ... .

U.‘i&lbll_" pPower sources

This unit can be (10) ... by two R6 (size AA) batteries or AC house current using an [ H B
AC (12) ... .

Maintenance

Use a cotton swab (14) ... moisturized with (15)' vew Huid.

Clean the playback/recording head (13) ... (every 10 hours of use) for optimum sound quality.

o

0~ @ &~ M =

14
15

ELECTRICITY

APPLY
MOIST
PERFORM
EXTREME
HUMID
MODERATION
HEAR
SAFE
DRIVE
POWER
OFTION
ADAPT
REGULAR
LIGHT
CLEAN

(0] electric 3

10

11

12

13

14

~N || | B W

15

1.4 Writing practice

A For a magazine, write your favourite recipe (about 100 words).

B A Scottish friend is staying with you. She promised to phone her family in
Scotland tonight, but your phone's not working. You won't see her until very late,

SO = Types of writing

50 you leave a note teling her where to find the nearest public call-box and how to
use it to phone Scotland. Write the note (about 100 words).

C Translate the fire notice on the wall of your classroom into Endglish. If you are in
an English-speaking country, translate it into your first language.

Task bank: Tasks 5, 29 and 47




Advice = Module 2B

2B Advice

Advice for travellers

In most lines of the following text, there is one unnecessary word. It is either
grammatically incorrect or does not fit in with the sense of the text. Find the
unnecessary words and write them in the margin. Some lines are correct.
Indicate these with a tick (v). The exercise begins with three examples (0).

What to do if you get a stomach upset

0 It's possible that at some stage in your holidays you will have be struck have

0 down with diarrhoea, maybe just as a result of a change of food or water, v
but more often also because of a bug of some sort. also

1 Don’t go and pumping yourself full of antibiotics at the first sign of trouble.

2 This is not a good way to treat your stomach and you can often do more of

3 harm than good by destroying all the useful intestinal flora in vour gut as

4 well as the nasties that are giving all vou the problems. _

5 The best course of action is to try starve the little devils out. Rest, eat

6  nothing and drink only unsweetened tea, citrus juice and clean water. Make

7 sure you drink plenty of fluids, as though diarrhoea can dehydrate you very

§  quickly. It is also important to take after salt to help your body retain water.

9 If vou must eat, stick to simple foods such as boiled vegetables, plain bread

10 or toast, and yoghurt. Keep them away from dairy products (other than
11 yoghurt), anything to sweet and non—citrus fruits.

12 If it's not practical to stick to this diet, you may have to take something or

I3 to block you up for a while yourself. Lomotil is effective; codeine phosphate
14 tablets are another alternative. 1f at the end of all this ll'cll}l}t’.li.‘i you

15  are still suffering, you may have dysentery and should see a doctor,

Avoiding the imperative

Imperatives may be used when giving advice, but in many circumstances they
can be impolite. Often it is more appropriate to use one of these 'softer’
structures. Try to find examples of them in the 'stomach upset’ text.

You put you in front of the verb.

An impersonal construction can be used.

You go to the end :{f”ur street aned tuimn f{:ﬁ‘_ The best [ worst thing to do is to . . .

You could use a modal verb.
You must try to write legibly.
You don't have to write perfectly.

You may want to work on your handwriting.

You could try changing pens.

Yone nif;_{flf like to look again at the unit on punctuation.

It would be easier / advisable / preferable / useful / a good
idea to . . .

It helps to . .. /It pays to . .,

It’s worth buying a good . .

It’s no good / no use using a rhr>r1p substitute.

(Doing) this will be appreciated / useful / a good start.

Ciood lu‘rfmg is / showld be / must be Jrne tuated with care.

Working with a partner, write seven sentences using these structures to give
advice on one of the following subjects,

How to avoid uatehiug a cold. How to overcome sh}'lwss.

How to learn to swim, How to succeed in class without doing any work,

Types of writing = 51




Unit2 = Action

1.2 If, to, by

A Punctuate the following text and divide it into two or three paragraphs.

HOW TO pick up a BABY RABBIT

There are somewhat different methods of picking up a baby or half
grown rabbit as opposed to an adult a young rabbit can be easily
picked up by sliding a hand under the belly and lifting bodily
before it has a chance of jumping away the trick is to have the
animals body nicely balanced in the palm of the hand a very young
rabbit being picked up for the first time may struggle a little so
transfer it to your chest and soothe it by gentle stroking
alternatively bring up the other hand and cuddle it gently hold the
animal firmly but not tightly otherwise it may struggle all the more
vigorously most young rabbits quickly adapt to being picked up in
this manner and correctly held rarely struggle however they must
have the opportunity to become accustomed to the human
hand and it is advisable to handle youngsters of about five to six
weeks onwards on a regular basis spare a few moments at feeding
time to fondle the youngsters while they are eager for food.

52 « Types of writing

B This exercise practises three structures that are comman in giving instructions.
If If you want to pick up a rabbit,  If  If the rabbit struggles, hold it

slide a hand under its belly. against your chest. This will soothe it
To  To pick up a rabbit, slide a To To soothe a rabbit that struggles,
hand under its belly. hold it against your chest.
By You can pick up a rabbit by By Soothe a rabbit that struggles by
sliding & hand under its belly. holding it against your chest.

Rewrite these sentences using structures with fo and by,

If you want to turn right, move the steering wheel clockwise.

If you want it to work, kick it.

If this is a problem, use cold milk. (use avoid)

If you want to interrupt the speaker, raise your hand.

If vou blow harder, you will get a higher note.

6 If you let go as soon as it gets hot, you won't be bumt. (use avoid)

7 Yon may find that your handwriting improves if you write more slowly.

(o B SR

C Practice
Write six sentences giving instructions on how to behave with a new employer or
teacher using if, to and by (two sentences using each structure).

An ‘advice’ article

The text below is a model answer to this CAE writing task:

Write, for publication in an English-language magazine, a set of tips (pieces
of advice) for students who are preparing to lake the CAE exam. Your article
should be about 250 words.

1 Write subtitles (A-E) for those paragraphs that don't have them.

2 Wite a suitable introduction (between 20 and 40 words recommended).

3 The article is a bit too long. Cut anything that you feel is irrelevant or
unimportant,



Advice = Module 2B

HOW TO PREPARE FOR THE CAE

{Introduction missing)

Know the exam

As soon as you start working for the exam, make sure
you have a clear idea what is tested in each of the five
papers. When you know what you are aiming for, you
can plan your preparation more effectively and work
on your weaknesses.

Take responsibility for your work

You're probably not in a class full of highly-motivated
students whose English is exactly the same level as
yours, with a teacher you like and whose methods suit
you perfectly. But three-guarters of the work you need
to do can be done outside the classroom, so the
progress you make is your responsibility (and lack of it
is not the fault of others). If you have time for more
homework than you are given, your teacher will
probably be delighted to recommend hooks for self
study and to correct any extra writing you do.

(A)
Babies spend a year listening to spoken language
before they start to speak; yet some CAE students
expect to be able to write English when they never
read any! A lot of what you need to know for Papers 1,
2 and 3 can be learned simply by reading widely and
extensively, from literature and magazines to song
lyrics and food labels.

2l Writing

Part 2 writing task

(B)
It’s possible to get plenty of reading practice in English
without having to buy books, but everyone needs to
have a good dictionary. A small bilingual dictionary
has its uses. but a medium-sized English-English
dictionary is essential at CAE level because it tells you
how and when the word is used. A good grammar
book, a vocabulary book and a self-study writing skills
book can also be very helpful.

(C)
If you’re lucky enough to have the chance of spending
some time in an English-speaking country, this is a
good way of making quick progress, particularly in
listening and speaking. If you've got a lot of time and
come from an EU country, it’s not hard to get a low-
paid job in Britain (e.g. hotel work). Alternatively, if
you can afford it, come to Britain and follow a CAE
exXam course,

(D) =%
Listen to as much English as possible (BBC World
Service and other radio and TV broadecasts, films in
English, songs, novels on cassette, ete.) and speak
English whenever you can. Talking to your partner or
friends in English is just as good speaking practice as
talking to a native speaker.

(E)
In some exams. the questions are so predictable that
you can learn to pass simply by spending a lot of time
doing practice tests instead of studying properly.
Happily, this is not the case with CAE. Nevertheless,
some exam practice is recommended (using practice
tests) in order to familiarize yourself with the format of
the questions and, above all, to get the timing right.

An English language magazine for young adults (aged 16-18) in your country
runs a series of articles entitled How fo get the best out of . . . The articles are
sometimes serious, and sometimes light-hearted. Write an article of about 250
words for the magazine on the subject of your choice. (Some ideas: how to get
the best out of being a student / your family / your creativity / vour television.)

Task bank: Tasks, 6, 7, 41a and 41b
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2C Processes and systems

1.0 The passive voice

A Here are two explanations of the workings of a fire extinguisher. The first is
from a talk given by a fireman. The second is from a school text book. The main
stylistic difference Is that the second is impersonal — the words 'I' and ‘you’ are
not used — and the verbs are often in the passive.

Put the verbs in the second text into the appropriate form. More than ene word
may be required. Some of the verbs may be participles (stopping or stopped)
rather than full tenses (were stopping, had been stopped). The first one has been

done for you as an example.

HOW A FIRE EXTINGUISHER WORKS

“This one, painted red, is a wa_t?r-filled h\r-:. ;
extinguisher. As you can sec, it’s a ste'el Lyhnher
with a hose coming out of the top. :Thls lever cr;.
where the hose joins the cylinder, is what you us¢
to make it work. The cylinder’s almost fu‘ll of :
water, and inside the water there’s a cartridge of
carbon dioxide gas at high pressure.

To make it work, you just pull out this safety pin

here and squeeze the lever. When you pull down

1 i hole
-r_ it pushes a pin down which makes a
ek : dge. And that lets out

i 10X tri
in the carbon dioxide car :
the gas into the space above the water in the

cylinder. The gas, which is still of course ur:jder' "
high pressure, pushes down on the waterlan hm: s
it go up the tube in the middle, through the 051- N
and out through the nozzle at the end. The nozzie 1t
smaller than the tube, to make the waler come }mt
faster. This means it's soing to send the 'f.\fattﬂ:r ar
enough 50 you can stand back from the fire.

Safoty pin |
Pravants tha ofersing levar Baing
secidently squsazad.

Caneidge comaining |
compressed —_—
carbon dicside (CO5) |

the second?

word you?
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The CO>-propelied
water-filled

fire extinguisher

A water-filled fire extinguisher comprises a
red-painted steel cylinder (connect)
connected o a hose and (control)

by an operating lever. The
cylinder (fill) almost to the top
with water. Inside the cylinder is a cartridge
(contain) CO3 gas at high
pressure.
When the safety pin (remove)
the operating lever can (squeeze)

. pushing a pin down to

{pierce) the COy cartridge. The
high-pressure gas (release)
into the space above the water in the cylinder.
The gas (push) down on the
water, which (force) ___ up the
discharge tube to a hose (connect)

to a nozzle.

The nozzle is narrower than the discharge
tube, so the speed at which the water (leave)
is increased. The water

(throw) ___ far enough so that the
operator can (stand) back from
the fire.

B Apart from the verbs, there are other differences between the two texis,
1 Are there any words or phrases in the first text which would be out of place in

2 In the second text, what words and structures replace the phrases with the



Processes and systems + Module 2C

The organization of a process description

This model is taken from a travel book describing a journey down the Mississippl.
The author has visited a button factory. The organization of the passage is
exemplary; what is mare, although the process is described in the past (the
factory visit is seen as an event in the writer's journey), the writer uses the
passive voice in the characteristic manner,

A Read through the text and choose the best phrase (A-K) to fill each of the
gaps. Write one letter in each gap. Four of the suggested answers do not fit at
all. The exercise begins with an example (0).

Making buttons

The whole process of button making was nicely contained
and comprehensible. It started (0)__ G of the factory
and rose, machine by machine, to the top. On (1) :
the liquid plastic was poured into an oil drum, mixed with
dye and hardener, and slopped into a centrifuge like a big
spin-drier, where (2) formed an even, translucent
sheet of soft rubbery stuff. The sheet was passed into the
machine that punched it into a thousand or so round

button blanks; (3) were fed on a conveyor belt into
an oven where they were baked hard; then they were cooled
and sent on up (4) . Here more machines drilled

needle holes in them and carved patterns on (5)
They were polished in a tumbling vat of wooden shoe pegs,

and (6) they were sorted into cardboard boxes.
A to the next floor G at the bottom
B upstairs again H the blanks
C the first loor [ it was whirled around until it
D the top floor ] the sheet
E up the path K pieces of soft stuff

F their fronts and backs

B Can you find three words in the text that the writer would not have used if he
had been writing this for a scientific study of manufacturing industries?

Writing practice

Write a short description of one of these pracesses. Write in a fairly formal style,
using the previous two texts as models.

* The production of milk, from grass to table

¢ How the human body works

= The greenhouse effect

A Star is Born — the process of stardom from birth {o death, in one field of
your choice (rock music, sport, film, etc.)
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¢« Action

Putting the

soft

centre

in a chocolate

secret

of putting creamy

centres into chocolates is that the
centres are made into solid shapes

first,
5 chocolate,

covered
then

with  liguid
made creamy

inside the chocolate coating.

Organization and cohesion

How are soft centres put into chocolates? Can you or your partner answer that
guestion before reading the text below?

0

a0

Soft-centred chocolates contain
fondant, which is made by mixing
sugar with a quarter of its own
weight of water. The solution is
heated slowly until the sugar
dissolves, and then the syrup is
boiled until it reaches 115°C. The
hot, sticky, clear solution is then

5 poured out and lefi to cool to 38°C,

when it becomes a mass of tiny
sugar crystals.

The fondant is re-heated to
43°C, when it is soft enough for

40

the liguid fondant. As it cools and
hardens, the fondant centres pull
away from the cornflour slightly,
and are then turned out
another conveyor.

This carries the fondants through
a bath of melted chocolate, which
covers the base, while a curtain of
melted chocolate covers the rest of
the shape. When the chocolate has
hardened, the covered sweets are
heated to 30°C, which is not hot
enough to melt the chocolate but

onto

natural or artificial colours or 45 activates the invertase. Invertase
flavours to be kneaded* in, At the  breaks down the sugar in the
same time, another ingredient is fondant into its two main
added - an enzyme called invertase.  components —  glucose and

The next step is to mould the  fructose. These arc both more
kneaded fondant into fancy shapes, so soluble than sugar, and they

by re-heating it until it is just liquid
and pouring it into cornflour
moulds. A shallow flat bed of
corflour passes under a machine
which stamps indentations for the
shapes, which are then filled with

combine with the water in the
fondant to liquefy the centres and
make them creamy. The process
takes several days.

*to knead = to mix

A The words in bold in the text help to signal the chronological order of the
process (note that the word after is not needed). Apart from these words, what
else contributes to the chronclogical ordering of the description?

B The underlined words all refer back to a word or idea that has been
mentioned before. In each case, say exactly what the underiined word is
referring to.

EXAMPLES

which (line 8) refers to fondant (line 8),

the kneaded fondant (line 25) refers to the fondant which now contains colours,
flavours and invertase (lines 20-23).

C What is the function of the first paragraph in relation to the rest of the text?

D How are the following ideas expressed in the text?

» The hot, :;tiuk}‘. clear solution is then |:uure(| out. When it has been lmll:':.-d
out, it is then left to cool until it reaches 38°C. When it reaches that
terperature, it becomes a mass of tiny sugar crystals.

» The next step is to mould the kneaded fondant into fancy shapes. In order to
achieve this, the kneaded fondant is re-heated until it is just |i111|1'tI. then
immediately poured into cornflonr moulds.

Which are better, the sentences here or those in the text? Why?
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Processes and systems ¢ Module 2C

2.1 More on cohesion

This text was written faor school science students. The exercise focuses on
cohesion, including the features studied in 2.0. Complete the text by writing the
missing word in each gap. The exercise begins with an example (0). See page 9
for information and advice about this exercise type.

How a
metal

detector

Electronic metal detectors use the
principle of electromagnetic
induction. (0)__ This
means that, if an object is placed in
a changing magnetic field, an
clectrical yoltage is created in
== object. In a
metal detector, an electrical current
is passed through a coil of wire,
called the search coil,
(2) ; create a
magnetic field. (3)
alternating current (AC) generator
converts the direct current (DC)
from the battery into the AC
needed to drive the coil.
(4}_._r_,‘_‘_w_, AC regularly
reverses direction, it produces the
necessary ever-changing magnetic
field.

Currents arc generated in a
metal object (5)_
comes within the wagnetic field by
a process known as induction.
When a current is induced in a

metal object (for example, a buried
coin), (6)_ __in turn
produces its own magnetic fields.
e magnetic fields
are capable of inducing a small
amount of ¢lectricity in the
detector's search coil itsell,

The simplest kind of metal
detector is the pulse induction
type. A powerful current is passed
from the battery through the search
coil and (8) =
switched off. The pulse of
magnetism causes currents to flow
il any target objects below the
ground. (9), . dumlike
the current in the search coil, the
current in the object cannot be
switched off; it (10)
to die away naturally. As it fades,
the current in the object reactivates
the search coil. This voltage is
(11) _ amplified to
indicate with a sound or a flashing
light that an object has been found.

2.2 Writing practice

The following advertisement appeared in the newsletter of The Green Cross, an
organization dedicated to promoting more efficient use of the world’s natural
resources and to reducing pollution.

A thousand and one ways to save the planet

Is everything in your town 100% efficient? Think of
rubbish collection, transport, office hours, recycling,
etc. Whatever system you choose, get together with
some friends and find ways in which it could be made
more efficient, either saving energy or reducing
pollution. Remember, “small is beautiful” - even if your

idea only saves a few calories, it's still part of a giant
step for mankind! Then write to us, describing the
present system in detail, and outlining your plans for
improvement. The best ideas we receive will be
included in our new publication, 1,001 Ways To Save
The Planet, and should be about 250 words long.

Waork in a group to choose an appropriate system and make it more efficient,
then write your ideas so they can be included in the book.

Task bank: Tasks 8, 9, 35 and 40
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NABRATIVE

A Narratives and connecting words page 59
B Biographical narratives page 62
C Newspaper stories page 66

Warm up: register exercise

Read the following descriptions (A=H) then match them with the contexts from
which they were taken (1-8).
1 Oltila.lal‘}'

Film review

L |

2 Accident report 6 Joke (spoken)
3 Letter of complaint 7 Loeal history section of a guide book
E 4 jt‘sb npp]icalion S8 N-:*w&lmpcr!it(:-i}'{frum 'p(}pn|ul"pn:-55}
After graduating from Newcastle University in 1987 B
[ spent two years travelling around the world (Europe The oncoming car had taken the corner teo fast
India, Malaysia, Australia, South America). In the : and was on the wrong side of the rl:oad. The car
course of the second year. | became fluent in in front of me, a Ford Es({oft' E“_Ed l"-'[.’ pu;l.l
Portuguese and worked as an aerobics instructor and in to the side of the road to avoid beﬂ'g ::1'
tennis coach for six months in Sio Paulo. As you will The Ford managed to avo?c‘. a head-on ro ‘.1::1Ed.
see from my CV (enclosed) I returned to Newcastle in but nevertheless the '(']IIV(B'I."S dc{)‘r u:;:_ﬂ 1131;_
June "89 and worked as Community Liaison Officer off by Ehe dlancinditeaes & Th.e &'Ef -tﬂg '
on the Byker Community Arts Programme was also damaged, and lost a wheel; i

rebounded towards me, sideways ofl. I swerved
to the left in an attempt to avoid 1t

C)
There’s this new man working at Cape Canaveral. |
It’s his first day at work, He sits down at the Born Frederic Bulsara in Zanzi bar, he
microphone. Fifty-four thousand, three hundred l;t;;;vnnd h:] [J‘Jllﬁon'with M b
; ad that again . . . 9%, and took his first exploratory
groam e SDTTY-’I’H i % St:!P mto music with a group called
R e Wreckage. He joined Queen in 1970,

whil(}- studying Art and Design and
running a stall at Kensington Markel.

I :
[@ ' cannot understand why a lioness should step Ie also met Mary Austin, manageress

iha’ 1 L3 &) .
over some of my mates 1o have & go at me," he ;:l-f.]_}tti)d s boutique. They lived together
said. Snoring was one of the reasons put forward or seven years, and she remained a
by his colleagues. But London Zoo expert Doug close friend.

Richardson said: ‘Lions are not terribly brave and
would more likely have gone for someone quiet.’
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Narratives and connecting words » Module 3A

In addition to this, on one gloomy morning the landlady G|
asked me to switch off the light in the room where T was

having breakfast, claiming that electricity in England was Charlie, a young New York tax consultant
oo expensive. On two other occasions, she came into my on the verge of promotion, walks out of
room in the morning and turned the light off before even adiner without Paying for his lunch. He is
saying ‘Good morning’. challenged on the street by a strange girl

in a_brack Wig, reminiscent of the silent
mgvle star Louise Brooks. She offers him
o a lift back to hjs office, but once he s in

During the English Civil War, Lyme Regis remained a staunch her car she throws his portable telephone
it E|I:¢t‘ of Cromwell, and was besieged by royalist forces. EOU; T-tf the Wwindow, puts her foot down
H :liliv outnumbered, the men of Lyme held back the 5,000- ﬂ'?e d'_;g:i Intohthe if\!McaH.am:l Tunnel and
ea ' . hs of reaches of New Jersey. He is so
; 7 Dri Rupert until, after two months tartled h i

strong force of Prince startled he does not even notice that she
ckirmishes, the royalist forces gave up and robs a liquor store on their journey.

supp

3A Narratives and connecting words

1.0 Telling the story of a town
In most lines of this text, there is one unnecessary word. It is either grammatically
incorrect or does not fit in with the sense of the text. Find the unnecessary words
and write them in the margin. Some lines are correct. Indicate them with a
tick(v"). The exercise begins with three examples (0).

Cambridge
0 Cambridge was important long before the University has existed, In the _has
0 first century BC an Iron Age tribe built a settlement on what is now known known
0 Castle Hill. This site was taken over by the Romans around 40 AD: v
1 the Saxons had followed, then the Normans under William the Conqueror,
2 who he raised a castle on a steep mound as a base for fighting the Saxon W &
3 rebels at Ely. The earthworks of William's castle are still stand, and s
4 Ely Cathedral is visible from the top on a clear day.
5 The first scholars didn’t there arrive until 1209, and another 75 years .
6 passed before Hugh de Balsham founded Peterhouse, the first college. Five
7 more colleges were being established in the first half of the 14th century, §
8 then another ten during the 15th and 16th centuries were, P

9 Henry VI took off nearly a quarter of the medieval city for King's g
10 College; after Henry VIII united two existing colleges to make Trinity —
11 grand enough to rival Christ Church in Oxford. But these women didn’t have . »
12 a proper college building until Girton was first founded in 1869. |
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el Connecting words

This exercise locks at words that are useful for connecting sentences in a
narrative, and aims to develop your range of linking words and practise the
tenses that accompany them.

Box A

Earlier! Meanwhile Nex

Before that / then At the same time After a while

Beforehand In the meantime After that

Previously Simultaneously Afterwards?
At once

By that time / by then Before long
Later on

Until that time [ wntil then Soon
hnuu’dinhrfg
At that moment
Instantly
Sudeenly
Then

Within seconds / days / etc.

| The six words and phrases in this column are often followed by the
past perfect tense,
She started work in Geneva yesterday. Previously she had worked in Rome.
I first met him in ‘91. By then, he had already mastered the flute and piano.

(5]

After should not be used to mean next, then or afterwards.
After can be used in the following structures:

After + gerund (After meeting ﬁir’.ﬂl )

After + clause (After he hacl mfrmfucmf himself, .

After + noun (After her birthday, . . )

A Practice

Starting with one of the sentences given below, work with a partner to continue

the narrative for as long as possible. Take it in tumns to add one or more

sentences to the story. Each time, use one of the linking words given in Box A

before adding your sentences.

Example

Soon after midnight, the sound of gunfire echoed across the desert.

A Then we heard screams coming from the prisoner’s tent. It sounded as if he was
in terrible pain,.

B Until that moment, he had been so quiet we had been afraid he was dying. He
hadn’t even told us his name or what he had done with the steering wheel of our
Jeep.

A At once we ran over fo investigate.

B Within seconds. we realized it was a trap.

» Everything went well for the first 20 minutes, and even the tiger seemed friendly.
» Amy managed to escape, leaving her mechanic a prisoner on the islind

o After 13 days their rations were exhausted and they were dying of hunger.

e Ablaze with fiery emotions, Jane walked self- L'ml'suuu»!\ away.

» The spacecralt was immediately sur rrounded by small green creatures.

o Marvelling at her beauty, the prince kissed her sleeping face.

* [ wasin the TL]]}IIlguilhgl_ having a bizeocho and coffee, when this girl came in.
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Box B
To start with Now? In the end
At first! / First At present At last3

At the moment Eventually
Initially For the time being In time
In the beginning Nowadays In the end

Right now
These days

I Firstly / First emphasizes the sequence of events.
First ... then ... finally. ..
At furst implies a contrast with what happens later.
At first I was incompetent, but in the end I became reasonably proficient.
2 Actually means in fact; it never means now.,
3 At last implies a feeling of relief, so it is not the usual partner to at first (use
in the end or f.'.umimnff_r_f).

B Practice

Now, using one of the new opening sentences below, start your continuation
with a word or phrase from Box B column 1 (e.g. at first). Continue, using any
words from either box, especially Box B column 2 (taking your narrative into the
present) or Box B column 3 (which brings your narrative to a conclusion). This
time, be especially careful with the tenses of your verbs.

* [ dreamed I was flying in a hot air balloon.

Did I ever tell you about the time I was kidnapped by aliens?

It has been a fantastic holiday.

Harrison was beginning to wish he had never entered the jungle.

» When I lost my job, I decided to become a eriminal.

¢ [ haven'’t enjoyed this party at all.

Writing practice

Write a brief history of your town or region (150-200 words) for the English-
language edition of a tourist guide. Use the text about Cambridge on page 59 as
a model.
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OBITUARY:
Francis James

1 Had there been Olympics to select a
champion eccentric, the gold would have
been won for Australia by the journalist
and former fighter pilot Francis James,

5 who has died in Sydney at the age of 74.

We were at the same New South
Wales country school in the late
twenties. His brilliance shone (1)
Then, without the knowledge of the staff.

10 he founded a school newspaper with help
from local advertisers, but that admirable
initiative was marred by the fact that his
editorials accused the staff of practically
every criminal act. He knew it was

15 untrue but felt that society needed an
external stimulus. His expulsion was
dramatic. His father, (2) ., came 1o
the school to thrash Francis in public.

The family moved to Canberra to a

20 new life and a new school. There he
exploded another laboratory in a failed
experiment and dared Gough Whitlam,

3B Biographical narratives

The story of a life

Six phrases have been removed from this text. Match the gaps (1-6) with the
phrases (A-H) given below. I_ugq of the suggested phrases do not fit at all.

3 . lo climb a high tree with the
help of a ladder. Francis removed the
ladder and left Gough in the stratosphere
for the best part of a day before a search
party found him.

Francis became (4) . He thought
officers should fraternize with the lower
ranks and emphasized the point by flying
our most powerful fighter aircraft along
the main streets of Melbourne almost
below roof level. Expelled again, he took
ship to England and joined the RAF as an
aircraftsman in 1939.

By 1942 he had become a Spitfire pilot
and I was at the BBC in London, I asked
him how he had managed to get into the
firing line. ‘Easy, dear boy. Forged my
log books to prove I had been fAying
fighters in China.” Weeks later he was
shot down over France and badly burned,
Taken prisoner, he was asked his name
and rank and replied ‘Group Captain
Turtledove'. He tried to escape from a
Stalag five times, once in a hot air
balloon he had made. It crashed back into
the compound, setting it alight.

40

45

A tomy astonishment

In 1944 1 had, (5) . @ telephone
sp call from Francis. *Dear boy, I am in
London. I shall be with you in half an
hour.” He was. In the biggest staff car I
had ever seen, How, | asked. ‘Easy, dear
boy. 1 was at RAF HQ, just repatriated
from Germany as wounded, and T said 1o
the desk “A car please for Air Vice
Marshal James of Australia”, and as you
see 1t came.”’

He was given a scholarship to Balliol,
Oxford. 1 used to visit but once found
him absent. The porter explained, *Mr
James has left. A fellow student had not
paid his gambling debts and Mr James
took him to the river to explain that he
must do so, but unfortunately took a
loaded pistol to explain.’

Many years later he became the owner
[ editor of Sydney's Anglican Times, had
a profound effect on Church leaders with
blistering  editorials, and joined
Australia’s Svdney Morning Herald as
Religious Editor, writing many of his
pieces on a typewriter (6)____ parked
in Sydney’s main streets.

55
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B afellow student and future prime minister

C in the back of a 1936 Rolls Royce
D but he was a very good rmghy player

E the youngest cadet in the Australian Air Foree
¥ dltlumgll he onee wrecked a Iuhm'atmy in an nxplclsinn
G asix-foot-two amateur boxer and Anglican priest

H while riding a police horse

Narrative technique

The obituary of Francis James manages to tell his life story clearly yet retain a

sense of drama. The writer is able to give so much information without his writing

becoming heavy and slow by using short sentences and participle clauses.

A Short sentences

Look back to see how these two ideas were actually written in the text.

1 And indeed he did arrive just half an hour later. What is more, he came in the
bigeest statt car [ had ever seen. I asked him how he had obtained such a car.

(line 52-3)

(B

From time to time I used to visit him there, but on one occasion when I went to

see him I found that he wasn’t there. (line G0-1)
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B Participle clauses

Can you remember how these ideas were expressed — in single sentences and
fewer words — in the text? Do your best to express the ideas more economically,
then compare your ideas with the original.

1 As a result of this exploit he was expelled, as he had been from his schoal. Then
he took ship to England. (line 33-4)

2 He was taken prisoner. When he was asked his name and rank, he replied ‘Group
Captain Turtledove’. (line 43-5)

3 It crashed back into the compound. The crash set the compound alight.
(line 47-8)

4 I was at RAF HQ. I had just been repatriated from Germany as I had been
wounded. I said to the desk . . . * (line 54-6)

1 An alternative to linking words.

Participle clauses are often used to imply reason or result, so they can have the
same function as linking words such as consequently, because, which is why,
and so.

Never having learned to swim, I rarely go to the seaside.

implies I have never learned to swim. which is why I rarely go to the seaside.
Defeated in the debate, the Prime Minister resigned.

implies  She was defeated in the debate, and as a result she resigned.

2 Structure
Three different structures may be used, depending on the tense.

Present participle - relates to present tenses, past continuous, and past simple when
two events are more or less simultaneous.

In the first scene Travis is crossing the Mojave desert. He looks like a tramp.
In the first scene Travis is crossing the Mojave desert, looking like a tramp.
I was dying of thirst. I drank water from the river.

Dying of thirst, I drank water from the river.

He turned his back on his problems and took a long holiday in the sun.
Turning his back on his problems, he took a long holiday in the sun.

OR He turned his back on his problems, taking a long holiday in the sun.
Past participle - relates to past simple passive.

He was shot down over France. He was interned in a camp.

Shot down over France, he was interned in a camp.

Having + past participle — relates to present perfect, past simple, and past perfect.
I've worked very hard for this exam. I'm confident that T'll do well.

Having worked very hard for this exam, I'm confident that T'll do well.

I had never eaten raw fish. I had mixed feelings about the invitation.
Never having eaten raw fish, I had mixed feelings about the invitation,

As a child, he had been attacked by a dog. He was terrified of them all his life.
Having been attacked by a dog as a child. he was terrified of them all his life.
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3 Practice

Rewrite the following in single sentences using a participle clause.
Example

Many people hope the government will do something. They are writing
to their MPs.

Many people, hoping the government will do something, are writing to
their MPs.

1 He heard what his danghter had done. He was proud.
2 The soldiers were singing ‘Flower of Scotland’. They marched through the
blizzard.

I visited the Sudan last year. I was shocked by what I saw.

She was born in 1975 and educated at Hirst. Susan Gallon became a star in
1996,

I pulled a muscle yesterday. As a result. 1 can’t do any training today.
6 1 haven’t been to the States. Consequently, I don’t know what you're talking
about.

He insisted that we should all be punctual. Then he himself was half an hour
late.

8 1 hadn’t opened the letter. As a result, I hadn’t realized I had won first prize.

9 When they look around old houses, some people get a sense of history.

10 1 wasn't fluent in their language. 1 had to use a lot of mime.

11 Her son was inspired by the concert. He started to learn the piano.

12 1 only brought T-shirts and beach clothes. T had assumed that August would be

hot.
I3 I wasn't frightened of the cobra. I had heen bitten by snakes many times before.
14 1f you told me that Francis James spent three years in prison in China, |
wouldn't be surprised. I have just read an article about his life.
15 I was delighted about winning the prize, so I took all my friends out to celebrate.

ut = G
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A letter to the editor

Part 1 writing task

The texts below are taken from a review, in a British newspaper, of a collection
of short stories. Cindy Vitale once stayed with you during her travels and since
you have a very good memory of her and her friendship, you are shocked by the
inaccuracy of the information printed in the newspaper. With the help of a rock
music encyclopedia, you decide to write to the newspaper and set the record
straight.

Study the extracts from the book review together with the biographical
infarmation from the encyclopedia, then write your letter to the newspaper
(about 250 words).

i

remarkable last short story in tl_u-f hook was
written by punk rocker Cindy Vitale, .‘.'?fhn _ﬁlled in 1!3!]‘411".1;1r
plane crash. Given the quality of the writing, it seems a real pity

that she wasted so much of her life on the musie SCEne, where

i . band DGeneralion
.uccessful career with the punk
s ( t at failing lo secure the

culminated in her disap[mimn?un _
leading role in the film Brofen English.

Surprisingly, the

If only Miss Vitale had devoted more of her energy to writing,
where she seems lo have had enormous falent, instead ol
music, where she obviously had none
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CINDY VITALE

1952 Born Sao Paulo, Brazil, Irish
mother, Brazilian father. Mother
singer in nightclub, father jazz
guitarist.

1957 Starts classical piano.
1968 Appears on Brazilian TV
(piano: Chopin, Liszt).

1969-70 Leaves home, travels
(USA, Caribbean, Africa). Studies
drums and percussion.

1971-74 LAMDA Drama School,
London. Continues drums and
percussion with leading African,
Brazilian and jazz musicians.
1974-75 Theatre: 18 months
with Royal Shakespeare Company.

Useful words and phrases
'was shocked / horrified /
deeply offended / angered /
surprised to read . . .
defamatory / ill-informed /
unprofessional

contrary to Mr Bacon's
allegations / despite Mr Bacon’s
dassessment

not, ds your revieicer

suggests, . ./ far from being
unsuccessful . . .

a seandalous misrepresentation
of the remarkable career of . . |

1976 Travels in Africa and Asia,
studying percussion, folklore,
Buddhism.

1977 London. Beginning of punk
rock. Forms band, DGeneration. In
TV interview, describes classical
music and theatre as ‘the dead
culture of the middle classes’ while
punk is ‘the living folk music of the
people’,

1979 Dissolves DGeneration after
two and a half years touring
Britain, Europe and USA, five Top
40 singles and two albums.

1980 Refuses leading role in punk
rock film Broken English because
film *doesn’t understand punk - our

Guidance

Biographical narratives « Module 3B

ideals, our lifestyle or our art: we're
not cinema, we're for real.’

Major role as punk rocker in
Derek Agios’s independent film
Street Party. Critical success.
1981-82 Travels around world,
studying music and theatre,

1981 Marriage to Diego Aguirre,
Cuban writer. Moves to Cuba.
1981-94 Successful career as
performer and music teacher in
Cuba.

Music (dance orchestras, jazz
quartet), theatre and TV work.

Starts to write in ‘86: many short
stories published, one novel.

1994 Death (car accident).

1 First, read the question very carefully and think:
Wha am | going to write this letter for? (target reader)
Why am | going to write it? (task achievement)

When you write to a newspaper you write to the editor, but your letter is in
fact intended for publication in the newspaper. Your ‘target reader’ is therefore
the reader of the newspaper, Don't expect a reply or an apology from the
editor. Your main task is calmly to correct the false information and thus clear

Cindy's name,

2 Study the information in detail, underlining all the inaccuracies in the review,
Some of these errors may be harmless mistakes and perhaps not worth
mentioning, while others may be extremely offensive.

3 Plan your letter. It should include:

First paragraph ®  clear reference to newspaper article (title of article and
date); in tasks when these are not given, vou may invent

them.

* explanation of your connection to this story (brief details
of your personal acquaintance with Cindy).
* expression of your reaction to the article.

Middle section =

paragraphs dealing with the most important errors. Give a clear

account of the facts, perhaps in the form of a
biographical narrative. Point out where the reviewer
gives false information, and correct the false overall
impression of Cindy's career and qualities.

Last paragraph

a conclusion which summarizes your whole letter,

4 Don't accuse the writer of the article of ‘lying’. If somebody doesn't have a
good grasp of the facts, they are ‘mistaken’ or ‘misinformed".

5 This kind of writing task is in fact a role-play. You can use your imagination
but you mustn’t change any of the facts you are given.

Task bank: Tasks 26 and 28
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3C Newspaper stories

Model

Newspaper stories are good examples of economical narrative writing. The writer
tells the story clearly in as few words as possible,

Divide the following report from the Guardian into five short paragraphs and
punctuate it, taking particular care to mark any direct speech.

a doctor who came across a mock rail the injection in ho-sg?ilal @clur Iamhourn'
disaster exercise thought it was the real had inadvertently joined in an efxerc‘.lse with
thing and joined in the rescue effort robert police fire and ambulance services at
lambourn realized his mistake when he choppington n:mhumberland.he was

save one of the injured a painkilling thought to be part of the merfhcal team and
injection and the surprised actor looked up | was allowed through the police cnrt{]on

to ask do we really have to go that far the doctor lambourn was nm- available or
volunteer patient explained to the doctor comment vesterday but his co]!eague in
that the 40 casualties lying around the crash | ashingon northumberland dr john .
scene were all acting then he was campbell said my colleague acted with the
stretchered away to sleep off the effects of very best intentions

Organizing a story
News reports are usually written in short paragraphs: the first generally

summarizes the whole story, while the last often includes a guotation. Narrative
tenses and linking words for time are key features.

A Putting events in order

1

3= ]

Rearrange the following sentences to make a newspaper story.
Comment on the tenses of the two verbs in italics.

Write a title, or headling, for the story by summarizing it in 12 words or fewer.
He pulled onto the hard shoulder and hobbled off for hi=-]p with the aid of his two
wa]k‘ing sticks,

‘T was very surprised when the police phoned.”

But he never returned.

Absent-minded hushand Tom Brown sparked off a police search after he left his
wile in their hroken-down Skoda on the M3, and forgot to collect her,

Soon afterwards, Mrs Brown was picked up by a police patrol and a manhunt was
launched, with a ht:liuupttrr and sniffer dogs.

‘I suppose I must have got confused,” Mr Brown said.

He was discovered five hours later having tea at home.

Police found that Mr Brown, a retired British Rail worker, had taken a bus to
Bristol and a train home to Tﬂwkeshmy, Gloucester.

Mr Brown, aged 73, and his wife Catherine, aged 84, were heading for Totnes,
Devon, on S;ttm'duy when the ear stuttered to a halt at Clevedon, near Bristol,




Newspaper stories = Module 3C

B Write a suitable first paragraph for this newspaper report by summarizing the
whole story in one sentence.

(First paragraph missing)

lain and Sue Baughan, who
have 4 children, said 19-year-old
Johan Egelstedt was perfect for the
post.

He was detained at Heathrow
airport when he arrived on
Monday, and immigration officials
were to fly him back to Sweden
until the Baughans intervened. Mr
Egelstedt was then allowed to stay

for seven days with the couple at
their home in Leicester.

‘We are all outraged that the
authorities have to deport him,
said Mrs Baughan, aged 38. ‘The
only reason he cannot stay is
because he is a man.’

Mr Egelstedt said: T've a friend
who went to France as a male au
pair without any trouble. I don't
see why I cannot do the same here.’

The immigration service states
that an au pair must be ‘an
unmarried girl aged 17-27
inclusive without dependants.’

C Here you have the first and last paragraphs of a newspaper story, but the
middle section is missing. Taking the three preceding stories as your models, use
your imagination to complete the story by writing a few paragraphs giving all the
details.

The Golden Hoard That Lost
Its Glitter

The retired Suffolk gardener who will
become a millionaire after finding a
hoard of Roman gold and silver now
wishes it had never happened.

(Middle paragraphs missing)

‘We expect the next thing will be
begging letters, and what are we
supposed to do about them? There are
times we wish this had never
happened.’
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I wasn't at all surprised to hear that Mum and Dad are against
the marriage. The thing is, Jutta, both of you are really much
too_young to get married. What's the harm in waiting, at least
until Mike has finished college? And how do you two plan to
set up home together, when neither of you has a job?

GIVING YOUR OPINION

A Argument page 69
B Reviews page 72
C Personal advice page 76

Warm up: register exercise

Read the following extracts (A-G), then match them with the contexts from
which they were taken (1-T7).

B There are three different ways of buying a
second-hand car: privately, from a dealer, and
at an auction. Each has its advantages and
disadvantages.

Buying Privately .

This is usually cheaper than buying from a
dealer, but your legal protection is weaker. It's
a good idea to take someone along with you

What a shame all this technology couldn’t
make the music even slightly interesting.
Although recent pieces like ‘No Son Of Mir_'nc‘
at least have a tune, a trip down Genesis's
interminable memory lane is like being
locked in a musical-aversion chamber, where
synthesizers plonk aimlessly, and guitars huff
and bluster until they're blue in the face, but
bear no relation to anything going on around
them. And they called this‘progressive rock'?

when you go to look at a car, as a witness to

D what the seller tells you about it.

I was both surprised and saddened to read your recent
publication of a letter from V. Meldrew regarding what
was described as the ‘appalling conditions that exist at
Jericho Hospital®. Direct reference was made to Ward C9.
I feel very strongly that I should reply to the criticisms.

I was recently a patient on Ward C9, where | received a

liver transplant. I have the utmost admiration and

I No matter where in the

don't blame your father if,
knowing your mother is
there for him, he uses her.
Remember that she too
must take responsibility for
the position in which she
finds herself. In other
words, be very careful not
to take sides.

[ think the best thing you
can do is to urge them both
to help themselves and
possibly find help outside
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appreciation for the professionalism, dedication and
patient care I received.

world you go, youlll find
some deranged Brit setting

[ Louis Sarno’s ap
up a donkey sanctuary. Isn't : SE

| of his strange
Journey away from maoder i

it time we tuned the dial to
a better reception, started
caring a bit more about
humanity, a bit less about
donkeys?

We ought, as a nation, to

1 ‘ 'n civilization is
disarmingly frank and completely lacking
in sell-importance, Longing to be aceepled
by these people, but ashamed at his lack of

basic skills, he appears to be the ultimate

innocent in paradise,
grow up and stop trying to
pretend that Peter Rabbit is
still our best friend. In the
greater scheme of things,
the worst of humanity is
worth considerably more
than the best of bunnies.

A concert review

A magazine article

Consumer advice in a consumer magazine
A book review

An informal letter

The advice page of a magazine

Aletter to a newspaper
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Argument * Module 4A

Arguments for and against

Here we look at the type of writing where the writer argues a case, or EXpresses
an opinion, by looking at a problem from two sides. In this type of writing, the
way ideas are connected is very important; this is achieved by the use of
connecting words, by the way the ideas are grouped together into paragraphs,
and by the way the paragraphs themselves are ordered. The following mini-
composition is an example of the basic structure.

Telling the truth may be a virtue, but is it not more important to know how to tell lies?
Obviously, modern civilized society couldn’t exist if everybody lied all the time, But at
the same time, would it not be equally disastrous if everybody always told the truth? So
it seems to me that lying is an essential skill, and that schools are quite right to teach
children how to do it.

This expresses the whole argument in four sentences. A longer piece of writing
would develop the ideas in each of these sentences into four (or more) paragraphs,
but the same basic structure would be retained.

Use your imagination and creativity to complete the sentences in the mini-
compositions below. Note that A-E look at both sides of the argument, whereas
F and G are one-sided and simply list reasons.

A Students often wonder whether it's worth going to Britain to study English.
I would say it depends on

Some students

Others, however,

All in all,

B This is only the third time I've and I still don't know if' 1
really enjoy it.

In some wavs,

Also,

But at the same time,

By and large, 1 think

C I'm often told I'm lucky to be a man / woman, but in fact it's a mived blessing,

While it is true to say that

. I nevertheless

On balance, 1 suppose
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D Many young actors and actresses dream of becoming stars, but in reality stardom
has its drawbacks as well as its attractions.

On the one hand,

Also,

On the other haud,

Not only that, but also

Ultimately,

E As an Olympic Gold Medallist, T am often asked what is the best way to spend
the night before a big race,

On the one hand,

On the other hand,

Personally, though,

F There are many reasons why I love

One reason is

Another

What is more,

Abave all,

G Of all the soap powders in the world, I would recommend that you use
In the first place,

More importantly,

On top of that,

In short,
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Expanding your argument
Below is the mini-composition on page 69 developed into a magazine article,

A The connecting words that signal the structure of the argument have been
removed. Far each of the numbers (1, 2, 3) which four of the following adverbials
would be appropriate?

Then again

a  Admittedly b By and large

-+
d Of course e Allin all f But in the same way
g Granted h Conversely i Naturally

i To sum up k On the other hand I Ultimately

1 — —

2 T

3

B What is the function of each paragraph?

The importance
of not being earnest

elling the truth may be a virtue, but is it not
more important to know how to tell lies?

Any idiot can tell the truth, but lying is a
skill, a science, an art. Fortunately schools, with
the unrealistic expectations that they have of
young people, provide early training in the art
of lying. For example, is it realistic to expect a
15-year-old to write a 250-word composition
and spend six hours watching television in the
same evening? So we watch television but tell
the teacher we did our homework, but that the
dog / cat / baby got hold of it . . . Then, later in
life, when the really uncomfortable questions
come, like ‘I know vou're 18 years old now, but
wouldn't it be nice if we all went on a family
holiday together, with grandma and grandpa?’,
we know better than to say that frankly it would
be our idea of hell. Instead, we're really sorry we
can't come but we've got that project to finish
for school, plus fitness training, piano practice,
or even English grammar exercises.

(1) __ modern civilized society couldn’t exist if
everybody lied all the time. Before a business
deal could be concluded, lawyers would have to
be brought in to make sure there was no
trickery; but the lawyers themselves would be
lying, and leave both companies bankrupt. And
how could democracy operate unless politicians
occasionally kept at least some of their electoral
promises?

(2) __ would it not be equally disastrous if
everybody always told the truth? How many
families depend for their stability on the little
white lie? How much unhappiness, how many
wars are avoided simply because people have the
good taste to hide the hatred and contempt they
feel for other people? And as for love and desire,
could these emotions not be ultimately more
destructive to society than any negative
feelings?

(3) ___ it seems to me that lying is an essential
skill, and that schools are quite right to teach
children how to do it. And if the editor of this
magazine wonders why this article reached her
so late this week, please note that I did in fact
write it on time, but unfortunately the dog, the
cat and the baby ganged up together, mugged
me and buried the article in the garden.

Note that in this article the key sentences ('topic sentences’) are the first

sentences in each paragraph; this is often, but not always, the case. Similarly,
many adverbial connecting words are not necessarily written at the beginning of
a sentence.
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Writing
Opinions are like belly buttons: everybody has got one, but do other people want to
hear you talk about yours?

This writing of opinions only becomes interesting when the writer has something
to say. Your opinion will not be interesting or worth expressing until you have
thought about the subject. So the first stage in writing your opinion happens in
your head, while you get your ideas straight. Many of the best writers find it
useful to make notes of all their ideas before they start writing.

Part 2 writing task

Choose one of the mini-compositions A-E on pages 68-70, and develop it into a
full-length magazine article (about 250 words) using The Importance of Not Being
Earnest as a model,

Task bank: Tasks 13, 14 and 15

Consumer reviews

A When reviewing a consumer product, whether for publication in a magazine or
in a letter to a friend, it is necessary to lock at the product's bad points as well
as its goad points. What does this product do, and what does it not do? What
are the advantages of one particular dictionary? Are there any ways in which
other dictionaries are preferable?

In this review of a new car:

what is the function of the first sentence?
what does the rest of the first paragraph do?
what does the second paragraph do?

There are two schools of thought abqul -mrulti-purp_»qsc
vehicles (MPVs) such as the Mitsubishi Space Wagon. Crilics
dismiss them as marketing ploys with no snl}nd __tcchmca!
merit. Why waste energy pushing a tall, \-'an-]lk_e body
through the air when a lighter, lower, more penetrating one
is so much more efficient and stable? Why create space
above your head where il is not wanled? ]

Advocates point to the lofty MPV’s down-to-earth
advantages. You get a better (and safer) view - over hedg.cs.
and blind brows, for instance. Sitting u‘p_rlghl, the :}eed for
leg-stretching space is reduced. Versatility comes into thf:
reckoning, too, especially when you can squeeze a-ﬁurd FOW
of seats into a vehicle that is no longer than a family car.
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B Modelling your writing very closely on the Space Wagon review, use these
notes to write two paragraphs looking at the advantages and disadvantages of a
new mountain bike called the Lamia Anboto. Start your review, ‘There are two
schools of thought about mountain bikes such as . . .'

Against the Lamia Anboto

» expensive (£400)

» 2] gears: unnecessary in cities ]
of mountain bikes used

only in cities)

s attractive to thieves, so o

seldom used

Film review

For the Lamia Anboto

» useful in city

shoek absarbers, thick tyres: good (95%
for l'(rll;_{]i surfaces and ]}t:l|u les

of city roads

can climb onto pavement

. L'L'HIL?I'_{\ D CAr owners 1(’1r1]1h'1] into

t.‘}'l.‘]l'II.LT_ ]1_\' tashionable machine

A Complete the review by writing the missing word in each gap. Use only one
wordl for each space. The exercise begins with an example (0).

B This film review is mainly the writer's opinion, but he never says ‘I' or ‘in my
opinion’. How does he convey such a strong opinion without using the first

person?

FII.LM REVIEW
High Heels

Pedro Almodovar, almost a national institution in
Spain and certainly the only Spanish director
everybody knows, comes up with a nasty surprise
in High Heels. (0) This is that he's no
longer capable of surprising us.

There are, (1) moements in his
new film, (2)_ has made a
mountain of pesetas in Spain, when things happen
(3) ____are, to say the least, odd.

(4) as when Victoria Abril, as a
television newscaster, announces the murder of her
husband on the box, calmly adding that it is she
who is the culprit.

Almodovar's film is stylish, garishly decorated,
and dressed with great and fashion-conscious
aplomb. It is (5)___ equipped with a
real capacity to allow its two splendid stars to
display (6)

acting and other assets.

But it doesn't exactly roll along in the

(7 L tluent way as Women On

The Verge Of A Nervous Breakdown,

8)__ does it contain the frissons of
Tie Me Up, Tie Me Down. (9) . fact,
it Is not above a certain flatness in places and is
distinctly (10) long.

(11)_ ___some funny jibes at the
media and some suitably eccentric minor
characters, this is a melodrama that not only lacks
real emotion but, dare one say it,

(12)__ hasn't a lot of real flair. It is
(13) worth seeing; Almodovar
would have to grow a different skin actually to be
dull. (14) = the inspiration 1sn't
(15) = any means consistently there,
and it shows in the film's slightly disorganized and
spray-gun appraach.
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In a fickle world, one cerlainty
remains. Every year at this time Eric
Clapton returns to the Albert Hall
for a dozen shows sold oul months
in advance. (1) o It
could easily become a cosy ritual, an
annual report from that ever-
reliable trading company, Claplon
PLC. (2) It began as
expected, then developed into an
extraordinary, emotional blend of
the tragic and triumphant.

He and his band strolled on in-

immaculate  grey suits  and
buttoned-up shirts, with only the

74 « Types of writing

Concert review

A Six sentences have been removed from this extract from a review of a
concert, Match the gaps (1-6) with the sentences (A-H) given below. Note that
two of the suggested sentences do not fit at all.

B How many words can you find which show how the writer feels without him

needing to say ‘In my opinion’?

dark granny glasses of percussionist
Ray Cooper providing a clue that
this wasn’l a meeting ol smart city
execulives. (3) Not
great songs, any of them, but the
playing was light and the guitar
solos as effortless and perfectly
crafted as ever.

(4) Clapton has
had more publicity for his painful
private life than his music since
he last played here, as he
acknowledged with three songs
about the death of his four-year-old
s0n.

‘My Father’s Eyes’ had speed,
altack and melody that was almost
welcome as defence against the
anguished,  thoughtful lyries.
(3) . His finger-
picking was rolling and slick, now
with a Spanish edge, but the lyries of
‘The Circus Left Town® were at
times almost unbearably painful.
This wasn't a blues but a lament
with the personal heartfelt intensity
of a greal blues, and il guite literally
reduced some of the audience Lo
tears. (6)
(The review conlinues)

A But then he sat down and switched to acoustic guitar.

B They kicked off with a trio of bluesy pieces from the *89 album, Journeyman.
C ‘Tears In Heaven' had much the same effect.

D Ticket touts line the entrances, and ‘Crossroads’ is the encore.

E What a change from those wild days of the sixties.

F But the first night this vear was unforgettable,

G In fact, it's one of my favourite songs.

H Suddenly, the noisily soporific, easy-going mood changed.

Writing a book review

A This review of the novel Heat and Dust is spoiled by a number of weaknesses.
Underline examples of where the writer fails to follow each of the numbered

pieces of advice given below.,
1 Write for the reader.

Always bear in mind who you are writing for. If you're writing for a magazine,
think of the kind of people who read that particular magazine. A book review
is intended for people who have not read the book, so don't assume that your

readers already know the stary.
2 Don't talk about yourself.

When giving your opinion, whether in a review or elsewhere, be careful not to
fall into the trap of talking about yourself. Try to be objective. One way of
testing for objectivity is to check your writing for the words /, me, my, myself.
Similarly, phrases such as in my opinion, to my mind, I think should be used
as little as possible; any more than once in the first paragraph and once in the
last, and your review seems to focus on yourself, not your subject.

3 Wihite in an impersonal style.

Many students spoil their articles and reviews by writing in a chatty, informal
style as if they were talking to a friend. On the contrary, essays, articles and



Heat and Dust,
by Ruth Prawer Jhabvala

‘A writer of genius . . . a writer of
world class - a master storyteller . . .’
it says on the dustjacket. Can they
really be talking about the same
writer, the same book? Personally, I
can't see what distinguishes Heat
And Dust from any of those cheap
romantic novels that you get at
railway stations.

What on earth is so remarkable
about the story of a bored expatriate
who leaves a dull husband for
someone richer, more intelligent and
totally exotic? In my opinion, if
Jhabvala was really a good writer
she would have written instead about
a much more interesting
phenomenon, the typical colonial

=

Reviews =

reviews should be relatively impersonal. Your readers are not particularly
interested in you: they need information, description and narrative more than
they need your opinion. Finally, you don't know your reader, so be careful

about using the word you.

4 Use precise, descriptive vocabulary.

Generalizations such as This book is boring communicate very little to the
reader. Specific observations and concrete facts, on the other hand, help the
reader to share your experience. If you have strong feelings about your
subject, this should make your writing more interesting — but be carefull
Strong feelings must be given form and coldly translated into precise words.

who clings absurdly to the
behaviour, traditions and even dress
of his mother country. Alternatively,
Olivia could have really ‘gone
native’, instead of just being seduced
by a Nawab with a Rolls-Royce, an
Alfa Romeo and an intimate
knowledge of the best hotels of Paris
and London.

The plot too is corny: the idea of
someone retracing someone else’s
life, and then (surprise, surprise!)
finding parallel events happening in
their own lives. Thousands of writers
have used this device, and to much
better effect. So what makes
Jhabvala such a great writer? It can't
be her prose, surely, which is quite
boring. The words *heat’ and ‘dust’
appear frequently, but I for ane
certainly never get any impression of

heat or dust. I don’t know about you,
but the impression I get is of a very
literary, upper-class woman sitting at
her typewriter drinking tea.

Finally, what really annoys me
personally about this book is the
writer's morality. You can see she’s a
romantic and a moralist: she looks
down on her narrator with a
patronizing attitude, and paints a
degrading picture of modern love by
giving her narrator a kind of abject
promiscuity in the place of a love
life. And incredibly, the message of
the book seems to be that the best
thing that can happen to a woman -
even an unmarried woman, without
a boyfriend, travelling abroad - is to
get pregnant. I'm sorry, but if you
think that, you're living in another
world.

B Rewrite the last 26 lines from ‘It can't be her prose . . .', bearing in mind the

four paragraphs of advice.

Writing
Part 2 writing tasks

A A friend of yours is thinking of buying a consumer item (e.g. a personal stereo,

a bicycle, a tennis racket, a pair of shoes, a musical instrument, an English
dictionary). Your friend knows that you have one, and writes to you asking if the
one you have is a good model to buy, or whether you would advise them to
choose a different model. Write your reply in about 125 words,

B A British friend of yours is studying your language, Using a satelite dish, they
are capable of receiving TV programmes from your country. Write a letter of
about 250 words recommending two programmes your friend should watch to
help improve their language, bearing in mind that your friend's level in your
language is about the same as your level in English.

Task bank; Tasks 16, 42, 43 and 44
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4C Personal advice

Writing advice — to friends, or in a magazine — is another opportunity to express
an opinion. But what distinguishes this from most of the other writing in this unit
is that you are often writing on a person-to-person basis. Unlike in the argument
and the review, the writer addresses the reader as you — and the reader is often

just one individual.

Problem page

The following advice was printed on the ‘Problem page’ of a women's magazine,

in response to a reader's letter. Study the advice, and decide what the reader's

problem is.

In a partnership where both of you expect to
do well. success almost never comes for two
people at the same time. You are at the
crucial breakthrough stage of your career, so
it’'s only natural to feel unsure. Your
boyfriend must also be feeling vulnerable as
he is building his career, too. No matter how
much men may accept intellectually that
women are entitled to succeed. it can sull be
hard for them when we push ahead.

Talk this over honestly and establish
precisely what is bothering him. Reassure

him of your confidence in him and remind
him, too, that it’s much better to be with a
successful woman than with a dissatisfied
one. Make sure he reaps the benefit of your
new prosperity in the form of fun and treats,
so that he sees a tangible reward for his loyal
support. Then give him time to adjust. But
don't let his problem of confidence
undermine you. If he can’t cope with a
woman who makes money. you may have to
look for someone who can,

Advice structures

When giving advice, a range of structures may be used. Some of them are
stronger than others — Do this! — whereas others are more tentative suggestions
— | wonder if you've ever considered doing this. Your choice of structure should
suit the situation rather than just your strength of character. Two of the following
are particularly strong and should only be addressed, in moments of anger and
frustration, to a close friend or relative.

Grade the advice structures on a scale of 1-5: 1 far very weak or tentative; 5 for
aggressive or authoritarian.

a I'd recommend that you join the army,
b It's not for me to say, of course, but I don't suppose you've ever considered
looking into the possibility of a military career?
¢ I wonder if you've ever thought about i joining the army?
d You must join the army.
Perhaps you could join the army.
My advice is to join the army.
Well, what do you think you should do?
You pathetic worm! If you had any pride, you'd join the army.
I think you'd be wise to join the army.
I strongly recommenid that you join the army.
Join the army.
I really think that you should join the army.
m It's high time you stopped feeling sorry for yourself, got off vour backside and
joined the army.

s P
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1.2 Giving advice

Someone has a problem, and asks us for advice. But note that this gives us
neither a licence to run that person's life nor an opportunity to talk about
ourselves and how we solve our own problems. The best advice comes not from
someone who has all the answers, but from someone who has listened with care
and empathy to the other person’s problem.

A Work in a group of four and read the letters below.

1 Discuss each problem. Do you fully understand it? What do you know, and
what can you guess about the writer?

2 Discuss the possible solutions.

3 Decide what advice structures you would use.

B Each write an answer to a different one of the letters.
Task bank: Tasks 17, 18 and 32

Ca reers

This may not seem to be a problem, (|1 have just started my first job and
but my flatmate is too tidy. She £ |
arranges cans so the labels all face | because I am prepared to put in the
the same way and straightens the | effort to get on. Bul from the
bathroom mat every morning. Her beginning I have found that [

| mother is the same - she spends .« | regularly work till 6.30 at night or
hours cleaning and ironing when later. This is because my boss is

he visits. I'm not untidy, but this is completely disorganized and leaves
hard to live with. (| the most important items until very
" |late afternoon. As the most junior

How can | make my daughter see sl Person in the department, I feel

how unacceptable her boyfriend is?
Everyone comments on his Cya
appearance and asks what my P-4/ 1 am halfway through a course at
daughter sees in him. He looks .1 college and I'm sick to death of iL.
dreadful, unshaven and with long | My parents bulldozed me into
hair. He’s unemployed and has a | | taking this place and I've been
criminal record. My daughter, who's [ | unhappy since the beginning. I
18, has had everything she's ever | &0 realize that a degree will stand me
wanted and lacks for nothing. After |58 in good stead, but I want to give it
excellent results at college, she now [+ 4| up. | know that this means I will
has a good job with prospects. | have wasted the last year, and could

In the two years she's been going | also jeopardize any future chances
steady with this boy, she’s dropped || of higher education. Bul why should
her own friends and only sces his, I struggle on to please my parents?
who are much older. All' I want to do is start work.

We've pointed oul 1o her their
different lifestyles, bul lo no avail,
We live in an exclusive parl of town
and my husband is a company
director. I don’t want to tell my
daughter not to see this boy again as
I'm afraid she may leave home.
Please advise me.
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Describing people
Describing places

page 79
page 83

Warm up: register exercise

Read the descriptions (A-G), then match them with the contexts (1-7) from
which they were taken.

Her features, dark-eved and pale, have a

nervy mobility; her voice, like that of many

dancers, gives the false impression of

hreathlessness. She sits with her long legs
disposed beneath her and turns her hands

s she speaks

The taller boy was aged about 13
and 5 ft 1 in tall, slim with short,
dark, straight hair. He was
clean-looking and very pale with
brown eyes, black eyvebrows, a
long nose and a long face. He
was wearing a light-coloured
three-quarter-length jacket with

no belt, and his trousers were a
dark colour, His companion
looked younger, and was about 4
ft 9 1n. He was chubby but not
overweight, with a rounded,
cherub-like, flat face and a small
nose. His hair was very short

My English teacher, Miss P, Wynne, terrified all of D]
us. But she had great presence. She never smiled
and hadn't the slightest interest in popularity or
even in getting to know us. There was total silence
for every lesson. These lessons were inspired. She
could take a poem and have us, a class of grubby
fourteen-year-olds, completely entranced.

At the end of the room, a bouncer about my age was (:nun;ing
his knuckles. He didn’t wear a clip-on bow-tie like Jac ?r
Modesto’s, just grey slacks and a green p(.ﬁ“ .-;'lm"tI fht_ll 1:(1;1@
his biceps squeeze out from the sleeves like apples 111:1 :;m
constrictor. On the edge of his jaw was an old ribbed scar the

colour of had hamburger.

[[ Forone thing, she hadn’t expected him to be so tall — at least
six feet —and the impressive breadth of chest and shoulders
suggested a muscular solidity. Yet his face had a lean and
hungry look — all sharp angles and hollow checks as if he
never had enough food. His hair was very dark, almost black,
its straight wiry thickness tamed by a stylish cut. But he
wasn’t tamed. The photograph had made him look like a
suave sophisticate, but Tiffany had only to look into those
black fathomless eyes to sense the savage in him.

78 = Types of writing

and dirty. He was wearing . . ,

I am very pleased with the way Jane's
character has been develeoping. There has
been no recurrence of the antisocial
behaviocur of her first year; she i1is now
integrating well and showing a lot more
consideration for her peers. She has been
very much invelved in the Music
Department and we bhelieve that,
while her tastes in music remain
surprising, her interest in music
deserves to be encouraged and supported.

evernl

Q _lcan commend Andrea’s motivation and participation
in her English studies. She is a bright, pleasant, hard-
working student whose attendance, punctuality and
homework are excellent. She would undoubtedly have
a lot to contribute on a university course.

1 A detective story

2 A crime report in a newspaper

3 A reference (written by a teacher, to support a
cu]legt- upp[iuilliuu)

4 A school report

5 A magazine article

6 A newspaper profile (an article about a person,
usually based on an interview)

7 A romantic novel
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5A Describing people

A checklist of details to mention

Age

She was in her late teens; he was in his early twenties; she
was about i.’!iﬁy ears old: hist weh.‘-cf—yerrr-u.'d s0n; a
middle-aged woman; a man in his mid sixties

Height

Estimating someone’s height is more useful than
describing them as tall, short or average height, Use either
metres or feet and inches (12in = 1 ft).
Im50=4ftllin 1m60=5ft3in
lm70=5ft7Tin 1m80=5ft11in

Build

Plump. corpulent, ovenceight,

muscular, athletic, powerful, stocky, chunky,
broad-shouldered

skinny, slim, long-legged, loose-limbed

a well-built man; a woman of medium. average,
normal build

Hair

length, style and colour (normally in that order)

He's pot long curly black hair.

She’s got copper-coloured hennaed hair that comes down to
her waist, and which she often wears tied with a scarf,
hanging loosely down her back.

Eyes

size, shape and colour; eyebrows and eyelashes

My attacker hac small round grey eyes.

He's got astonishing bright blue eyes and long dark
eyelashes.

You could describe the light in someone’s eves: sparkling,
twinkling, flashing, brilliant

You ean also describe eves in a way that may be a comment
on the person behind them: cold grey eyes; calm, dreamy
eyes; inquisitive, shifty, worried eyes

Clothes

Describing someone’s clothes is sometimes easier but just
as effective as describing the rest of their appearance.
Using adjectives (see page 41) you could mention your
opinion of the garment, its age, shape, colour, origin,
material and make (usually in that order).

a romantic low-cut erimson satin Laura A.-;hfyy

evening dress

sexy skin-tight Italian leather trousers

Mention also jeweller}' and m:ik(?—up_

Face

a long thin face with narrow lips and high cheekbones
a round face with a little turned-up nose and chubby pink
cheeks

a bald man, with a huge forehead and no chin

a pretty face with small regular features and a
pointed chin

Skin

colour: white, pale, tanned, suntanned, olive,
Oviental, dark, black

a smooth complexion, a pale complexion,

a dark complexion

clear skin, greasy skin, a spotty face,

a fresh-faced youth

age: wrinkled, lined, laugh-lines, crow's feet

Distinguishing features

glasses, sear, beard, birthmark, mole, wooden leg. tattoo
speech : stutter, stainmer, lisp, .ffeep voice,

a squeaky voice

Character

Some aspects of people’s character are also part of their
physical appearance, betrayed in their expressions or the
way they move.

Jumpy. highly-strung, anxious

as-ﬁ[ﬁﬂssumd, confident, determined

smug, self-satisfied, arrogant

c'fwf:rfuf, n.’!'ﬂ.l'(?(f 5 .S'U.:.‘i"(.'."Jf(e, ﬂ'r_{’r_{r(-:s.?fue_ sensual

Impression

He looked like a foothall hooligan; Keanu Reeves.

He looked as if he was waiting for someone.

She might have been a student.

She seemed very confused.

I got the impression that the child was his accomplice.

Types of writing « 79



Unit5 = People and places

80

1.0 Model

This description of laundrymen in Mali, West Africa, doesn't describe any
individual person, but gives a lot of specific detail.

A Complete the description by writing the missing words in the gaps. The
exercise beging with an example (0).

B How many of the categories in the checklist on page 79 can you recognize?

The Laundrymen of Bamako

One thing that had struck many of the travelers throughout the
Bambara area was the muscular symmetry of the men’s bodies.

1 (0) had read over and (1) again
something like ‘As the oarsmen drove their canoés through the
surging current one could not help admiring the strength of
biceps and shoulders, (2) gave the dark bodies
a kind of rude poetry (3) ; they leaned into
their task ...

(4) = the incongruity of the work they were ‘
doing, the men’s bodies had this kind of wiry strength. Most

of them (5) tall and wide-shouldered, their

upper bodies tapering (6) thin waists. Their |
skin was very dark, almost black in tong. The exercise they

got swinging wet shirts (7) the stones gave

(8) the same fupple muscularity they had

had a hundred years ago (9) warriors.

Beyond them I (10) see the same lean,

wide-shouldered bodies (11) . boatmen as

they stood in their log canoes pulling at brushwood tangled in

the grass of a small island close (12) the

bank. Except (13) all that laundry spread

out (14) the grass, the scene resembled

the exaggerated romance of (15)
19th century engraving from a travel book.

1.1 Writing practice

You were invelved in a shipwreck, and your life was saved by another survivor
who kept you alive in the water. When you come out of hospital, you want to find
your rescuer and thank them, but you realize that you don't even know the
person's name. A journalist offers to help you find them: write the description you
give 1o the journalist (about 75 words),

Types of writing
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2.0 Describing someone in a picture

You can make a description more interesting by going beyond the surface of the
picture. You might speculate about some of these ideas.

* Where was the phato taken (or picture painted)? When? Why? By whom?

* Who is this person? (Character, job, social situation, family, past, future)

* What are they doing? What have they just been doing? What are they just about
to do? What are they thinking about?

* What is your ptuull.l| reaction to this picture / to this person? Do you find them
attractive, interesting, depressing? Why? How do you feel about what they are
doing in the picture? Why?

Here is a description of one of the pictures on this page.

a Underline the phrases where the writer is speculating about the picture:
the phrases where the writer is looking for the story behind the two-
dimensional image.

b Find the paragraphs that describe the writer's personal reaction to the picture.
Why do these paragraphs come at this stage of the description?

¢ MNow write your own description of ane of the other two photographs.

It's a black and white photograph of a man
holding a trumpet. He’s holding it as if he's just
waiting for the moment to raise it to his lips. Both
the man and the trumpet look like they're old,
worn and used: the man’s face is very lined and
wrinkled, while the enamel is flaking off the
trumpet. It's very hard to guess the man's exact
age, but | would say he was in his late fifties, early
sixties.

Judging by his clothes, he's probably a jazz
musician: he's wearing an open shirt and a ‘smart
but casual’ sports jacket, The open shirt reveals a
strong neck which appears weather-beaten, as if
the man had spent all his life in the sun. We can't
see the lower half of his body: apart from his head
and shoulders, we can only see his hands. The

fingers are surprisingly thick and strong, in
contrast to the bony, rather haggard face.

The photo seems to have been taken during a
concert: to judge by his tight lips and open mouth
he is either just ahout to play or he could be
singing, though we can't see a microphone. The
sweat-soaked strands of hair across his forehead
and left ear imply that he is on stage and hasn't
posed for this photo.

There is a lot of atmosphere, thanks to the way
the light has caught the lines on the musician’s
face. This face and this expression - is he
suffering, or is he enraptured? - is, for me, the
face of an old man retelling the finest and most
tragic moments of his life.

I wish we could hear the music.
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Headmaster

Feople and places

Formative years

This extract is from a magazine article taken from a series where people write
about someone who has been influential in their life. Notice the writer's use of
physical description: how does this contribute to the description of the new
headmaster's personality? Motice, too, that the writer tells stonies, which are
much more interesting than generalizations.

* Daes the story remind you of anything in your life?
» If not, how has your experience of teachers been different?

e Apart from teachers (and parents), who has had the most influence on your life?

The New I can remember my

first sight of Dr Hughes;
it was on the assembly
hall stage. He swept in
with his big black gown behind him. This guy
meant business. He looked at us all, stared at
us silently for quite a few minutes. I remember
it clearly, that tight crinkly hair, how it was
combed straight back with Brylcreem. He had
vicious eyebrows, a cruel, tight mouth, a sharp
nose, as though it had been specially formed
to make a sting at the end of it, and he was so
dark that he always looked ill-shaven. I was
intimidated by his very appearance.

One event in his first week put the fear of
God into us. There was a dirty poem that had

Writing
Part 2 writing tasks

been circulating, as they do in schools, and he
caught a girl with it. Her name was Amanda
Evans.The whole school was assembled, and he
brought her up on stage by her ear, with the
poem in his other hand, and he held it out as if
it was covered in filth. He humiliated the girl in
front of us, turned her round, showed us this
creature. It was such a humiliating form of
punishment; and we were all guilty, that was the
worst thing. If we'd all said we'd read it, would
we all have been punished? I wish I had dared
stand up in that hall. The girl was expelled and
her life was totally crushed by that.

He ran the school with iron authority of a
calibre that was much more than the average
child could take. We lived in fear of this man.

A A British magazine runs a regular feature called ‘Heroes and Villains'. Each
week, someone writes about either a person they very much admire or, on the
contrary, a person they detest or despise. The people written about may be
either dead or alive, famous people or personal friends of the writer, so long as
the writer can show why they are either a ‘hero’ ar a villain'.

Your local English-language magazine (or school magazine) has decided to

adopt the same feature, and has invited readers to submit their articles of about

250 words, Write your article.

B You're on holiday, and in the past few days you've met two people, both of

wham have made a strong impression on you — one positive, the other negative.

Write a letter to a friend of yours, telling about these two people (about 250

words).

Task bank: Tasks 11, 12, 19, 20, 21 and 22
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Describing places * Module 5B

5B Describing places

Varying your sentences

A Prepositions of position (behind, in front of, next to) can be very useful when
describing a scene, but they are not the only way to describe spatial
relationships. You can improve your writing by using a variety of structures.
Compare these two descriptions.

There is a church next to the river, The river flows down past a
and below the church there are the church, then snakes around the
last houses in the village. After the last house in the village before
houses there are fields, and in the cutting across the fields towards
distance there is a lake. There are a lake surrounded by trees.

trees all round the lake.

1 Is there any difference between the two scenes described?

2 What structures are repeated in the first text?

3 Which feature of the landscape is the ‘arganizing principle’ of the second text?
4 What replaces prepositions of place in the second text?

B In this description, the writer describes Officer B's cabin and the other facilities
on a transatlantic cargo ship.

His cabin was a roomy studio apartment furnished with book-
cases, a refrigerator, a kingsized bed, a comfortable sofa, a long desk of
varnished pine, a cabinet for drinks and glasses, a coffee table and his
own lavatory and shower.

Just down the hall, Officer B could swim in the heated pool, put in
a sweaty half an hour on the squash court, work out in the gym and
open his pores in the sauna, before showing up in the officers’ Bar and
Lounge, where Scotch was 10p a glass, and where a new film was
shown on the video at 8.15 each night.

This excellent and economical description is written in two sentences.

1 Are the two sentences structured in the same way?

2 Why are there no prepositions of place in the first sentence?

3 What does the second sentence have in commaen with the sentence
beginning The river flows down past a church .. .7

4 Is the writer trying to tell us that Officer B is an athletic film-lover with a taste
for strong drink? How do we know the second sentence is not a narrative?

Writing practice

A Using as your model the example above beginning The river flows down past
a church . . . write a description, in two sentences, of a landscape organized
around something (an animal, a vehicle, the rain, etc.) moving across the
landscape.

B Using as your model the 'Officer B’ text, write a two-sentence description of a
place where you once stayed on holiday. In the first sentence you could, for
example, describe your room, and in the second other facilities. Make sure your
description does not sound like a narrative.
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2

Precision

This description of a room comes from a detective story set in ancient China. As
so often in murder mysteries, the description of the scene of the crime needs to
be clear and precise: it holds a clue which will eventually solve the crime. (This is
a ‘locked room' mystery. There is no apparent way the murderer could have
entered the room, or left. Nevertheless, the victim was murdered, with paison.)

A Read the description and draw a plan of the room. At the same time, try to
guess how the murder was committed.

Judge Dee opened the door. Holding his lantern high,
he surveyed the small square room, simply but
elegantly furnished. On the left was a high narrow
window; directly in front of it stood a heavy ebony

wall was entirely taken up by bookshelves, as was the
wall opposite, The back wall had a low broad
window; its paper panes were scrupulously clean. In
front of the window stood an antique desk of

rosewood with three drawers in either end, and a
comfortable armchair, also of rosewood and covered
with a red satin cushion. The desk was empty but for
two copper candlesticks.

cupboard, bearing a large copper tea stove. On the
stove stood a round pewter pan for boiling the tea
water. Next to the stove he saw a small teapot of
exquisite blue and white porcelain, The rest of the

B How is the description organized? In what order are the features of the room
mentioned? From left to right? Clockwise? By reference to a key feature?

C The detailed description begins, On the left was . . . directly in front of it . . .
Underline the other prepositional phrases and the other occasions where was
and there was are used.

D Where the writer doesn't use prepositions, what alternative structures are
used? Underline them. (For example, rather than on top of the cupboard there
was a tea stove he uses the word bearing.)

Similarly, the writer doesn't rely on there was to list the contents of the room.
Underline the alternative structures used, such as stood.

Writing practice

As an exercise to develop your ability to write an interesting, lively description,
use what you have learned in this module to write a description (about 150
words) of Vincent Van Gogh's bedroom in Arles (llustrated here). To make the
exercise more challenging, don't use the same
viewpoint as the painter. Instead, imagine you're
locking in through the window. Write your
description as if, like the Judge Dee description, it
came from a piece of fiction — either literature,
detective fiction or romantic fiction.

84 o
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Guide books

A In this text, from a travel guide to Morocco, the writer describes some of the
places in Meknes that a tourist might like to visit. The function of the text is to
recommend (on the basis of the writer's opinions) and to inform,

Read through the text and choose the best phrase or sentence. given below, to
fill each of the gaps. Write one letter (A-K) in each gap. Some of the suggested

answers do not fit at all. The exercise begins with an example (0).

Meknes

The focus of the old city is the massive gate of
Bab el Mansour, the main entrance to Moulay
Ismail’s 17th century Imperial City. The gate is
exceptionally well preserved and is highly
decorated. with (faded) zellij tiles and
inscriptions which run right across the top.

The gate faces onto the Place el Hedim.
(0B this square is the Dar Jamai, a
palace built in the late 19th century which has
recently been turned into a very good museum.
(1) museums housed in historic
buildings, the building itself is as interesting as
the exhibits. The domed reception room
upstairs is fully furnished in the style of the
time, complete with plush rugs and cushions.
[t is open daily, except Tuesday, from 9am to
12 noon and 3pm to 6pm. Entry costs Dr 3.

The medina proper stretches away to the north
behind the Dar Jamai. The most convenient
access is through the arch to the left of the Dar

A One of the most original

B On the far north side of

C Most interesting, in-.'rlmps,
D Somewhere in that divection
E Asisoften the case in

B Look again at the content of the Mekngs text. Which of the following does the

Jamai. (2) as extensive or as
interesting as the medina at Fés it is,
nevertheless, worth a visit and you won't be
hassled by ‘guides’. (3) are the
carpet souks, which are just off to the left of
the main medina streets, about five minutes
walk from Dar Jamai. (4)___ Meknés is
not a bad place, as the shopkeepers are a little
bit more relaxed than elsewhere. Bargains are
still as rare as hen’s teeth, but at least the
bargaining starts at a reasonable level,

Further along the covered main street is the
Bou Inania Medressa. (5) it was built
in the mid 14th century. It is not all that
conspicuous apart from the dome over the
street, which is easy to spot. It has the same
layout, and features as the Fés medressas,

(6) you are allowed up onto the roof.
as it has all been restored at one time or
another. The Bou Inania Medressa is open
daily from 9am to 12 noon and 3pm to 6pm.
Entry costs Dr 3.

G Ityouare looking for rugs to buy,
I Though nowhere near

J Insome ways, I suppose

K It'sabout the only one where

writer mention? Why only these?

a) personal adventures and

cxperiences

b) architecture, mosques, museums
c) layout. geography, distances

d) founding and origins of the city
e) population (size, races, languages)
f) society (industry, jobs, politics)

g] theatre, cinemas, live music

C If you were to write a very brief tourist guide to your town, what would you

h) restaurants, hotels, discos,bars

i) opening times and admission
charges

JJ ;_)ullli(: transport

k) places to watch or play sports

D) sounds, smells, temperatures

n'l}shuppiug advice

n) what not to do. where not to go

include? Use the headings in B to help you choose the most important

information.

Types of writing « 85
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Atmosphere

This dramatic description of New York harbour, taken from a travel book by
Jonathan Raban entitled Hunting Mr Heartbreak, evokes an atmosphere — a very
different style from the dry description in a guide book.

A In most lines of the text there is either a spelling or a punctuation error. Write
the correctly spelled words or show the correct punctuation in the spaces in the
margin. Some lines are correct: indicate these lines with a tick (v). The exercise
begins with two examples (0). See pages 9-10 for information and advice about
this exercise type.

Manhattan was a dozen glittering sticks, of light, sticks of
through which livid storm clouds were rolling. There St A
was Brooklyn Bridge, a sweeping curve of white lights

too the north: there, on her rock, was Liberty, weirdly
floodlit in leprechann green. Manhattans freakish

heigth and narrowness, rising in front of the low dark
industral sprawl of the Jersey shore, defied gravity,
praportion, nature. It was brazen in it’s disdain for the
ordinary limits of human enterprise I watched the

storm and the city battling it out, high in the sky. For

a few moments, the sailing clonds, exposed a lar ae, low

10 moon. It was drifting over the Boroughs like a lmgx

11 corroded gilt medallion. Given, the air of high melodrama
12 in the surounding landscape, 1 would have been only

13 mildy surprised to see the moon come crashing out

14 of heaven and set the hole of Queens on fire.

S LIS N R W=

Note: Manhattan, Brooklyn Bridge, (the Statue of) Liberty, the Jersey shore,
the Boroughs, and QLIL[‘IIb are all features of New York's lr::m‘mp!n

B When you have corrected your answers, look at the style of the description.
What details contribute to the sense of drama and atmosphere?

Writing

Part 2 writing task

Your local Tourist Information Centre is planning a brochure which will introduce
the town or region where you live to English-speaking visitors. Other people will
be writing articles on tourist facilities such as hotels and restaurants, transport,
‘things to do’ etc. so you should avoid those areas. You have been asked to

write the physical description, including the location, layout, geographical and

architectural features. Some reference to history may be appropriate. Your
description should make your area sound interesting and attractive at the same
time as delivering a maximum of precise information in about 250 werds.
Task achievernent: which of the points you listed in 2.0C (page 85) must you
not mention?

Task bank: Tasks 23, 24, 25, 31, 36 and 46




F ORMAL LETTERS

A Letters of complaint: tact page 87
B Applying for jobs, courses and scholarships page 95
C Other formal letters page 98

6A Letters of complaint: tact

Layout of a formal letter

Writing a formal letter is like going to a wedding: there are certain conventions
that you should respect. The ‘formal dress’ of a letter is the layout; you may also
be expected to use certain fixed ‘politeness’ phrases. If you do not respect these
conventions, your letter will certainly be taken less seriously and will possibly
offend, upset or confuse your correspondent. The letter below illustrates the
standard layout, There are notes about the layout on the next page.

1 Open Door School of English
2 Rua Boa Morte 2181
13400-140 Piracicaba
Lst. de Sao Paulo
Brazil
3 tel. (0194) 223487
4 The Manager
5 Boatrace International Bookshop

37 Morse Avenue
OXFORD OX3 3DP 6 24 August 1999

7 Dear Sir or Madam

8 On 23 June I ordered 16 copies of ‘In at the Deep End’ by Vicki Hollett,
to be sent to me at the above address.

9 Two months later, these books have not yet been received.

10 | would be grateful if you could look into this matter and ensure that the
books reach me as soon as possible.

11 Yours faithfully
12 (eliaSilveira Coelho

13 CELIA SILVEIRA COELHO
14 Director

15
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Notes on the layout of a formal letter

2

G

~1

(o=

Your address, but not your name.

When writing by hand, make sure your address is legible. To someone who
doesn’t know vour cmmtl‘y or i;lngmlge, your address will appear to be a
meaningless jumble of letters and numbers.

Your telephone number may be important — remember, you're trying to
coinmunicate “"Iﬂ'l th[“s(' 1'}[‘0]')]("

The name of the person you're writing to (il vou know it) followed 1 Y their
position. The Manager is a good all- -purpose option.

The address of the people you're writing to.
The date.

If vou don’t know the name of the person you're writing to, you can use Dear
Sir Dear Madam, Dear Sir or Madam, Dear Sir / Macdam.

It you do know the name. use it. But make sure YOI spe 1 it (_(m-:-utl\ Then use
Dear Mr Blair (never Mister); Dear Mrs Peacock (a married wum.m} Dear Miss
Ball (an unmarried woman); Dear Ms Metcalfe (a woman who chooses not to
advertise her marital status, or whose marital status you don’t know); Dear My
and Mrs Bessin. If your correspondent has a title other than these, use it.

Dear Dr [ekyll — Dear Professor Heger

Reference. This sentence should tell your correspondent exactly what you are
writing about. If you are replying to a letter, mention the date of that letter,
The substance of your letter,

How you want your correspondent to respond to your letter,

Yours sincerely if you started with a name: Dear Mr Smith

Yours faithfully if you didn’t know the name: Dear Sir or Madam

Your signature, :ilwu}'s written h}' hand.

Your name, in (."d.pil"l]‘& when writing 1}\' hand. Tt must be legible because this is
the only place your name is written: it appears neither at the top of the letter nor
on the back of the envelope.

Position. Only used when writing from a business.

On this line you may write:

Ene or Encs [in”(:-wvd l:-\ a list of enclosures — documents which you are sending
together with the letter. )

P.S. (followed by information that you forgot to include in the main body of the
letter — not a sign of a well-organized piece of writing!)
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1.1 Communication task

This exercise involves writing & letter of complaint, then replying to one. It is best
done with a partner, so you can write to each other then reply. If you're working
alone, you can reply to your own letter.

Copy the first letter below, laying it out correctly, with addresses. Fill the gaps
with any details that your imagination (or your real grievances) might supply.

(Note that this is a very formal letter, appropriate for an employer on the verge of
sacking an employee, or a business person about to break off a business
relationship. The use of the word you is particularly direct, and indicates the
writer's anger.)
Dear
As vou will be aware, there have been many occasions during the past
(period of time ) when I have had cause to complain about your .
Unfortunately, despite your repeated assurances that the situation would be
resolved, vou
Clearly, this situation cannot be allowed to continue and, unless you can
ensure that . Ishall be obliged to - It is my hope that such a
drastic step will not be necessary.
Yours sincerely

Now, having changed letters with your partner if you have one, write a reply. You
may use this ‘skeleton’ if it is appropriate.

Dear
Thank you for your letter of (date), drawing my attention to
Your dissatisfaction with my apparent ______is quite understandable.
Nevertheless, I can assure you that if my has continued to appear
unsatisfactory it is only because . Please accept my assurance that |
have now , and am confident that my will give vou no further
cause for concern.

Yours sincerely

12 Models

A Fill the gaps in this letter with words from the list,

convenient repair  carry ot veplaced  bought  faithfully
grateful guarantee  found  arrange appears  assured

Dear Sir/Madam

R ir ashi mac
Cn December 2nd your maintenance man called at my home to (1) _ the
washing machine, a Wytaswyt Aguaslosh which I (2] frem you on January
7th of this year and which is still under (3) . When your man
finished, he (4) me that the machine was now working.

The fellowing day I tried to use the machine but (5) chat it was
still not working properly: Again, it flooded the kitchen. I know little about
these machines, but the problem (6)_ to be that the rubber seal around

the door needs to be (7)_ y
I should be (B8} if wou 'would [(9) for a competent person to

call and (10) Ehe necessary repairs. & canvenient time for me would

be Thursday or Friday morning, Dec 11 or 12, any time between 8 and 12.
Flease telephone me immediately if these times are not (11)

Yours: (12)
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Formal letters

B Fill the gaps in these two letters with words from the list.

claims  sorry must convenience  ordered  response  hearing
recover returning refund ensuring failure replace receiving
Dear Sir,

Dear Sir or Madam,

On August 2nd I bought a tin of Mira.ci.-:: Oven
Cleaner in (1) to your [-::levmnn_
advertisement, which (2) that this
product will clean ‘all the stains that ordinary
oven cleaners leave behind’ and leave ‘cven the
dirtiest oven as clean as new’. .

In the light of the (3) of the Miracle
Oven Cleaner to clean my oven in anything
resembling the manner you describe, 1 am
(4) it to you, and ask you to
(5) the full cost price of £2.12 plus the
postage of 64p.

I look forward to (6)

£2 .76 from you at your earliest (7

a cheque for

Yours faithfully,

| received today the ‘Hendrix Junior’ guitar

that | (&) from you on February
28th.
lam (9) to have to tell you that

when | opened the parcel | found the guitar
broken. The neck was detached from the
body, and the body itself was shattered.

I (10) ask you, therefore, either to
(1) the damaged guitar —

(12) on this occasion, its safe
delivery — or to refund the price | paid for it,
£59.99. Should you wish to (13)

the broken guitar, | will hold it at your
disposal until the end of next month.

| look forward to (14) from you.
Yours faithfully,

C Many of the phrases needed for a wide range of letters of complaint appear in
the letters you have read so far in this unit. Here are a few more.

Beginning

[ an writing to .f?mnpfrrfn about . . .
Further to my letter of May 13th in connection with . . .
I am writing to express my dissatisfaction with . . .

Demand

I would be grateful to receive a cheque for the outstanding sum without further

delay.

I must insist that you deliver the piano with no further delay and at no additional

expense for FHJ'\E"IF,{

. would be appropriate compensation for the inconvenience caused to my family.
:'n view of the many ways in which it did not match the claims made for it in your
publicity, I expect a substantial refund.
Under the circumstances, 1 feel that an apology should be offered.

Threat (optional)

I shall have no alternative but to put the matter in the hands of my solicitors should
your cheque not be received by May Ist.
Unless 1 hear from you within ten days. I shall have to take legal advice on the

matter.

If I do not hear from you before 3 May, I shall be obliged to take matters a step

further.
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Tact: how to influence people

You are a student, and have very little money. You were fortunate enough to find
a very cheap and convenient flat to rent. Naturally, the flat has its disadvantages:
if it didn’t, it would be much too expensive for you. Now, with winter coming on,
it is time to try to persuade the landlord to improve the flat (without, of course,
increasing the rent).

Read the two letters overleaf (the second one is unfinished) and decide how you
would react to each of them if you were the landlord.

1 Are there any differences of fact between the two letters, or is the difference
only one of tone?

2 (a) How is the first sentence of the first letter expressed in the second letter?

(b) In view of all the facts you are given, would you say the opening of the

second letter was:

(i) hypocritical?

(ii) untruthful?

(iii) deceitful?

(iv) tactful?
Whichever of the above you decide the fact is that this is an aspect of
language, culture and communication, and not a question of morality. This
kind of politeness is much the same in all English-speaking countries, and
breaking these rules is a much bigger language mistake than breaking
grammar rules.

3 In the first letter, Oliver describes the problems as if he was telling a friend
about the flat: he uses dramatic and strong words to express his emotions,
and perhaps exaggerates a little, In a formal, written complaint, emotive
language s inappropriate. Exaggeration must also be avoided because if the
landlord can show that something you have said is not factually true, this
destroys the credibility of your other claims as well.

Find examples of emotive language and exaggeration in the first letter, and
see how it is avoided in the second.

4 A letter like this should not become a personal attack on someone. Find

instances in the first letter where Qliver becomes offensive when he addresses
his landlord in too personal a way.

5 Write the last paragraph of the second letter. Try, as in the first three

paragraphs, to make the landlord:

* think what a polite, reasonable, articulate (and therefore dangerous) person
you are.

» believe that your complaints are truthful and accurate.

* believe that your requests are reasonable.

* really want to spend money on the flat.

s act with some urgency.
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37 Acorn Street

November 7th

Dear Mr Scrooge,

I've been your tenant here for seven months now, and I've got
lots of things to complain about.

First, the gas cooker, which is an absolute death trap. It is
an antigue model - some would say a museunm piece - that leaks
gas constantly. Quite apart from the fact that the gas is
liable to poison me, there is a good chance the cooker will
one day explode and burn your house down. What's more, 1ts
meagre two rings are slow and inadegquate, while the oven (which
doesn’'t close properly because of the huge dent in the door)

is so thick with dirt that it is beyond cleaning. So, as you
can see, a new cooker is urgently needed, and it's you who
should pay for it since I'm renting the flat as ‘furnished’ .

Secondly, the heating: two one-kilowatt electric fires in the
whole flat. This has been incredibly expensive and totally
insufficient throughout the autumn. Now, with winter coming on,
T'm in danger of freezing to death while you take a heliday in
the Bahamas paid for with my rent money. I shall expect an
adequate heating system LO be installed before the end of
November.

Finally. the windows. They don‘t shut properly (for that
matter, neither do the doors) so there's always a howling
draught blowing through the house. Actually, so many of the
panes are broken that it wouldn’t make much difference if the
windows did shut. Please do something about this, preferably by
replacing the whole lot with double glazing. If you don‘t do
this before winter sets in, I'1l be obliged to spend my rent
money on making the house fit for human habitation instead of
giving the money directly to you.

Yours sincerely,

Oliver Twist
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37 Acorn St

November 7th

Bear Mr Scrooge,

I've been your tenant here for seven months now, and in many
ways 1'm very happy with the flat. Nevertheless, there are one or
two details that I think we should lock at.

First, the cooker, which appears to be a significant safety risk.
It is a very old model, which seems to leak gas constantly. This
represents a real danger, on the one hand of asphyxiation and on
the other of fire. The cooker is, in fact, not very satisfactory
in other respects as well - the two rings are inadequate when
?ooking for guests, and the oven is no longer operational as the
interior is beyond cleaning, and the door doesn’t shut. For
these reasons, I would suggest that the cooker needs to be
replaced at your earliest convenience,

Secondly, the heating, which at Present consists of two one-
kilowatt fires, T seriously doubt whether these heaters - them-
selves a fire risk as well as being both inefficient and uneconom-
ical - will provide adequate heating through the winter for a
flat of 35 square metres. I do trust you will be able to provide
the flat with adequate means of heating before winter sets in.

{last paragraph missing)

1.4 Writing

Part 2 writing task

You start a new job as a secretary in your local branch of a large but not very
modern company whose headquarters are in Britain. Everything at your new
workplace is old-fashioned, and much of it is either broken or seriously inefficient.
You complain about this to your immediate superior, who tells you that 'if you
don't think we're good enough for you here' you should write to the (British)
manager. This answer angers you, and you decide that you will write the letter.

Choose either two or three things about the premises that you would like
replaced with more modern equipment or facilities. Describe the deficiencies and
inadequacies of the present equipment / facilities, suggest replacements and
explain why the expense would be justified. Write about 250 wards.

* Remember, you're new and you're only a secretary in this big company.
Unless you're tactful, you could make a very bad impression on your new
boss. Conversely, if you can demonstrate the inadequacy of the present
equipment without giving offence, and show that the improvements would
benefit the company, this could be the start of an important career
development.

* Suggestions for equipment / facilities you would like replaced: furniture,
lighting, computers, typewriters, photocopiers, heating, air-conditioning,
loilets, canteen.
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o A holiday complaint
Part 1 writing task

You've just come back from a very disappointing adventure holiday. The holiday
did not correspond to the advertisement (below) — the handwritten notes are your
own comments on what the holiday was really like. Study the annotated
advertisement and the note from your friend Chris, then write:

(8) a letter to the holiday company complaining about the holiday and asking for
some sort of refund. (about 200 words)
(2) a note in reply to Chris's note. (about 50 words)

idays
A fortnight’s holiday with us will be an experience you'll never forger. Every /
day you'll be able to choose from a wide range of thrilling ;u_‘[ix-'i[ig,q;\‘_'"“‘""——— foo frud.. .
e rock-climbing S = Only 7wo adwilias ofesed each day.

* caving

- L'.:ll‘mt'il‘lg G‘ﬂ. S’_H’qgs, M mmdﬁt&fﬁg ﬂ
* hang-gliding 5% was offered
¢ wind-surfing
e sailing 1y
and, to introduce you to the joys of group-work, there will be: )
= one three-day c;ampingmmiiziun — 3 dag.s th tha rawn
* (wo problem-solving activities — ‘5% Showted at bj the rest of the grecep

‘But this is my holiday! Aren’t | allovwed to relax?’

you can choose (o take a ‘day off’ and enjoy some of the
v & £l
at the residential :.:::nta'e. — "FULL." Instead , they puit-us
N a Youlh Agslel | sewwen midas

s pool
away. We never saw thed placo
(no buses, no car. )

nenever you ke

remarkable facilitie

® Swimny
® sauna
o games room Uhilliards, darts, table tennis)
e video . Ondy faccldies at yoeth hosle! 72b(@ Cannss,
e library a pack of cass.

‘Won't it be just like the army: dormitories and canteen food?” — XES, f toas !
Accommuodation consists of comfortable double rooms, and our talented
kitchen staff prepare memorable and mountainous meals using the very best of

local produce.  — Lerhaps true o Wildsicl Hall | b ndff of cha Adstal .

All this for only £380 inclusive per person for 13 days

Windermere Wildside Adventure Holideys,

Wildside Hall. Ambleside, Cumbria Haven't you just been on an a dventure holiday in England? We're

thinking of doing the same next summer. !that wa:i; it like whe;ehgau
went? How much did it cost? Which argamzaiiion .d:d you go wi i
We're trying to decide between Windermere Wildside and Outwa u
Bound. The agency is putting pressure on us to book mw’:-o cou
you just drop me a note as soon as poss? All the best, Chris

94 = Task types



YOUNG COOK required to join a
small team in a highly commended
Brighton hotel specializing in
modem European cooking to the
highest standard. Would suit
someone with enthusiasm, wishing
to develop skills and responsibility.
5-day week, salary in accordance
with qualifications and experience.
Accommodation available.

Apply with CV fo Mrs B H Albion,
Restaurant Angélique, The Royal

Parade, Brighton BN1 5J8.

Applying for jobs, courses and scholarships « Module 6B

6B Applying for jobs, courses and scholarships

A job application

Read the advertisement and the job application. What is the function of each of
the three main paragraphs in Carine's letter?

79 Rue Daguerre
Paris 75014
France
Tel (00.33) 47.07.83.85
Mrs B H Albion
Restaurant Angélique
The Royal Parade
Brighton BN1 5J8 January 15th 2000

Dear Madam

I would like to apply for the position of cook advertised in this month’s
issue of The Lady.

As you will see from my CV (enclosed), I served a three-year
apprenticeship at the Hotel Meurice in Paris. On completion of my
apprenticeship, I left the Meurice to work at La Rotonde, where [ stayed
for 15 months. 1 was feeling that my career plans were likely to be
hampered by my lack of English, so T left La Rotonde to spend six
months studying English in Brighton. My English is now fluent, and
adequate to meet any social or professional situation, as my examination
results attest.

Having very much enjoyed my time in Brighton, I have decided to look
for a job in Britain rather than return to La Rotonde. I am particularly
keen to work in Brighton, where I have many good friends. [ am
available for interview at any time.

[ look forward to hearing from you.

Yours faithfully,
Carine Colbert

Enc: CV

Task types « 95
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15 Looking for a job
You are locking for a job where you will have an opportunity to use your English.
A friend sends you a cutting from a British newspaper, giving details of two au
pair jobs and two in restaurant work; you also find one advertisement in the local
paper in your own country. Read through the advertisements. If you had to
choose one of these jobs, which would it be?

Situations

#
vacant

Jobs for English speakers

Domestic

Our town has been chosen for our International Sy . -
Summer Camp this year. We require 12 SUMMER f. f"&lhlc au pair required a.s.a.p.
HELPERS aged 17-29 who should have a good ?;! !-'1;'98 ‘;- ‘-;";‘-'I'klng mother and two
command of English as well as masses of energy I%I n:_smnkeh}.dl_,undnn SE19,
and enthusiasm for working with children_aged B ;‘.2 PI;ver._ References.
19-15 from all over the world. The job is Tt ermitage R,
residential, with round-the-clock TESPDDSil?ﬂItJ' = Tﬂmpnrars'.au - ;
for the success of the camp. We also require 4 S meélssm';::nézu |
COMMUNITY COORDINATORS (min. 24 yrs, with a Carbrilie D b5k (6 & ; sf, :}_
good knowledge of the region and proven e dr;:simhzz
organizational ability) to coordinate the sports, Steve and Dominique, 99 i :
social and cultural programmes. Smith Avenue, Cambridge CB3 55,

Written applications to: World Study Tours, Hotel And Catering
o7 Pl naaan’s Way, Cork, Treland. ® High class restauran requires
BITR il e o R full-time general assistants.
On-the-job training provided as well
as li'.m opportunity to attend college
(your local paper, May Tth) if;;::'j‘hﬁ @it {f e
sted and not afraid of hard
;;:—rk. Please contact: Mr N. Stiles,
e Turkey, High ¢ I
o Y. High St, Norwich NO4
® General assistant required for
small 2-star family-run hotel.
Position offers experience of
waiting, bar and reception work.
Good pay, agreeable accomm-
odation. Experience not necessary,
but smart appearance and pleasant
manner essential. Write: Jean Kerr,
Riverside Hotel, Keswick CA |2

(The Lr.ﬂr.’y, May lst) 8DE.

A Reading comprehension

1 How many different jobs are advertised altogether?

2 What are the abbreviations for ‘as soon as possible’, ‘per annum’ (a year) and
‘minimum’?

3 You could send a CV with your application to any of these jobs, but for which
two job applications is a CV most necessary?

4 In a business letter, you put the name and address of the people you are
writing to on the left, above the salutation. In a personal letter, you don't do
this. Which of the job applications require a personal rather than a business

layout?
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B Writing
Imagine that you are interested in one of the jobs advertised, and that you have
suitable gualities and / or experience, Write a letter applying for the job.

You should mention:

-

what job you are applying for (get the job title exactly right).

where you saw the advertisement or where you heard that a job might be
available,

your relevant qualifications and experience.

why you are interested in the job. Be positive, confident and enthusiastic,
that your English is good enough.

Applying for jobs, courses and scholarships « Module 6B

Do ask questions about any aspects of the job that aren't clear to you - but be
careful not to sound completely ignorant of the work the job involves.

It may be appropriate to refer to your enclosed CV. In an exam situation,
however, you won't need to produce a CV to support a job application.

Use the letter on page 95 as a model, and adapt phrases from the box below as
appropriate.

Useful phrases

Paragraph 1

Lwish to apply for the post of . . . which was advertised in today’s "Daily
Telegraph’.

With reference to your advertisement in the ‘Guardian’ of January 5th,
I should like to apply for the position of . . .

Paragraph 2
As you will see from my enclosed CV, I have four years’ experience in hotels
and catering

At present I am employed as a . . . by the local Tourist ¢ Mfice, a position I have

held for three years.

In the course of my present job, I have been responsible for the planning and
arganization of . . .

My duties have included secretarial work as well as . . .

I graduated in Business Administration from Dundee University in 1990,

I was employed as a cashier with Barclays Bank from 1988 to 1992.

1 attended the Lycée Paul Bert, where I obtained the bacealauréat in 1989.

During my apprenticeship I obtained practical training in all aspects of the
catering trade.

I am used to working under pressure / working to a deadline / working as part
of a team.

Lam familiar with Word for Windows / recent developments in the industry . . .

I also have some knowledge of accountancy, having kept the books for my
father’s business . . .

Paragraph 3

[ believe the post you offer will give me the opportunity to . ..

Lam especially keen to work in an organization such as yours which has a
reputation for . . .

I feel that my present position offers little prospect of promation

I will be glad to supply you with any further information you may need.

-« have agreed to act as my referees.

Task bank: Task 26
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8ir,

Recent letters in your columns about insurance companies prompt me to
Seme months ago a car
in Birmingham.

this example.

outside her house

As a doctor in dailwy

three months;

6C Other formal letters

Letters to the editor

Sometimes people who are not journalists wish to express their opinions in &
newspaper or magazine, and they do this by writing a letter to the editor.
Although their letters speak to the readers of the paper, the convention is that
the letter is actually addressed to the editor. This means that the word you must
be used with care (and courtesy), as it addresses the editor in person.

A 1 Decide which word (A, B, C or D) best fits each space in the model below.
Write the letter in the gap. The exercise begins with an example (0). See
page 9 for information and advice about this exercise type.

2 The writer of this letter has at least two purposes in mind. What are they?

(3} of her car,
she would have to wait six weeks for

To her annoyance they managed, by all kinds of
and then only after a

calls would they pay a penny.

My daughter was then (8)
extension of the period of insurance,
premium (no (10) sum for (1T1)
gquarter of a year;

(1)

{5)

(7)

Lo
cover in Birmingham),
when no cover was (12)
surely this is another example of the way insurance companies (13)

(6)
of lengthy,

at all.

she was surprised when her

to find that there would be no refund,
(9) the three menths lost. A full
had to be paid for a

(0)_B

to my daughtéer was (2) from

(4) said

., to drag this out to
rather unpleasant phone

or IO

MOney,

perhaps legally but to my mind immorally, which gives them such a bad image.

If any of your readers know of a way

their advice.

Yours faithfully,

R.R.K. Potter

0 A instance
1 owning
2  stolen
3 nse
4 ASSUTETS
B retribution
6 reluctance
i number
8  appalled
9 refund
10 little
11 complete
12 done
13 obtain
14  with
15 receive

(14)

B cite
pertaining
robbed
necessity
insurers
pt‘l:rmium
slowness
range
intimidated
cover
bad
iutizgra]
made
extort
'I'l‘.'lllI'Id.
welcome

Task bank: Tasks 13 and 28

thils «dafficul t,

C resurrect
trusted
nicked
utilization
ensurers
compensation
haste
lots
shocking
return
lesser
comprehensible
provided
earn
about
take
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broken

need

insurance
payment
procrastination
II{'_"rI.l]
impressed
reward

T
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win

avoiding
embrace
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Word formation

B 1 Use the words in the box to the right of the text to form one ward that fits
in the same numbered space In the text. Write the new word in the correct
box below the text. The exercise begins with an example (0).

0 CONCERN
Dear Dr Wallace,
N 1 FALL
Thank you very much for your letter of November 5th, (0) ... my (1) ... to send the (2) ... 5 AGREE
fee for the (3) ... talk you gave to our English Society. 5 EASGINATE
I'would like to apologize most (4) ... for this (5) ..., which I must confess was the result of 4 SINCERE
(6) ... on my part. I trust this has not been too much of an (7) ... for you. 5 OMIT
I should also like to take this opportunity to apologize for any (8) ... that I may have given in 6 FORGET
the course of my (9) ... speech by my joking remarks about the Scottish. I now realize that 7 CONVENIENT
my words may have been ill-chosen and (10) ... but I can assure you that no (11) ... was FFEND
intended. 8 OFFE
i , 9 INTRODUCE
Thank you again for your (12) ... talk. I know I am speaking on behalf of all our members 10 APPROPRIATE
when T say it was as profound and (13) ... as it was (14) ... .
2 11 RESPECT
Please find (15) ... the cheque for £200, together with a copy of the new issue of our English 12 WONDER
magazine, which I hope vou will find of interest, 13 MEMORY
Yours sincerely, 14 ENTERTAIN
15 ENCLOSE
0 concerning 3
1 g
2 10
3 11
4 12
) 13
6 14
7 15

Task bank: Task 27

Task types = 99
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1.1 Reservations and bookings

fibadsl Dear Sir or Madam,

This letter is to confirtn the resem

! vation I made
b}lz telephone this merning, for one single room
with shower,

for the nights of 11 Mav
inclusive, Y Lo 16 May

AS agreed S
greed, I enclose a cheque for £50 as a

deposit. Could vou please acknowledge receipt?
Yours faithfully .

B Part 1 writing task

You are working in the London office of an international organization called The
Happy Planet. You have to make arrangements for a conference at a hotel. Read
the note from Julia, the letter from Claus and the message from Paulo, and use
the information they contain to write your letter to the Royal Hotel (about 250
words).

Monday Feb &th, 11 a.m.

| phoned the hotel the tourist board recommended, to check the
prices and see if they could take us. They sounded ideal, so |
made a provisional booking for the three nights (Sat Sept drd —
Mon Sept Bth). It's The Royal Hotel, Severn St, Cardiff, and the
Conference Manager is called Mrs Lumley.

When you get the rest of the details from Claus, could you write
to them and tell them exactly what we need? Save me the room
with the biggest bath!

Julia

| just had a phone call from Chantal who's the
Erenich co-ordinator. First of all, one of her
delegates (Marcel Blainville) is disabled: 50
could you mention to the hotel that he'll be
coming in his wheelchair? Secondly, six of the
French delegates are very keen to seé the
international rugby football match at Cardiff
Arms Fark that Saturday afternoon — so could
you ask the hotel to try to get them some
tickets?

Paulo

100  Task types



7 February 1999

The planning committee has asked me to pass on all
the details to you so you can make the booking as
soon as you find a suitable hotel in Cardiff,

First, we’ve finally decided not to start till the
Saturday afternoon (that’s September 3rd) with a
session at 4.30 where all the delegates come
together. So we’ll need the conference room then.
That will finish some time before 7.00, then we’ll all
have dinner together then maybe go out to explore
Cardiff. After breakfast on Sunday moring we'll
have seminars from 10.00 till 1.00, then lunch at
one o'clock, then seminars again from 2.30 to 4.00,
then tea. We’ll need four different seminar rooms, so
people can choose which talks they go to. Then on
Sunday evening we’ve decided to set off in groups
to try out some of the restaurants around the town.
After all, we don’t want to be stuck in the hotel
every evening, especially if their food’s not much
good,

Monday’s programme will be just the same as
Sunday's, except we'll eat out again for lunch on
Monday. Then in the evening we’ll have another big
meeting in the conference room with everyone

Other formal letters = Module 6C

together (same time as Saturday) and then a big
dinner together in the hotel in the evening.

Actually, I'm a bit worried about the hotel food. We
had enough problems at the Eas European
cr?nfcrence. when all the vegetarian dishes came

wi th either ham or tuna. You'd better tell them that a
third of us prefer to eat vegetarian. Then at least we
won't all be eating sausages and chips!

I forgot to mention that in the conference room
we'll need a video recorder and a TV screen for Dr
Schumacher’s talk. In the seminar rooms, we'l]
probably be OK with just whiteboards.

The other thing I haven’t told You about is numbers,
At the moment, it stands at 36 delegates, six of
whom are also bringing husbands or wives who
won't be involved in the talks but will take part in
every other respect. So that makes a total of 42, in
26 single rooms and 8§ double rooms,

I'hope this isn’t too muddled — I'm glad it’s you
who’s doing the organizing!

All the best,
Claus

1 Part 1 tasks like this often involve a careful selection of information. The
following are details from the letters. After careful consideration of the purpose
of the letter and the 'target reader’, mark whether the details should be
mentioned in your letter: are they absolutely essential (A}, not essential (B), or
completely irrelevant (C).

Ut W= L3 [

N

the Conference Manager is called Mrs Lumley

Save me the room with the biggest bath!

then maybe go out to explore Cardiff

We'll need four different seminar rooms

a third of us prefer to eat vegetarian

6 at least we won't all be eating sausages and chips!

7 a video recorder and a TV sereen for Dr Schumacher’s talk
8 helll be coming in his wheelchair

Write the letter to The Royal Hotel (about 250 words). You will probably need

to start by re-reading the information and underlining everything you need to
include, then making notes. You may lay out your requirements in any suitable

way.

Task bank: Task 26
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INFORMAL LETTERS

A Technical matters
B Diplomacy and tact

page 102

page 109

7A Technical matters

1.0 Layout of informal letters

The layout of this model is appropriate for any informal letter. It is also

appropriate for any personal letter, even one that is formal in tone, such as a
letter of apology to your boss,

36 Shaston Drive
Shaftesbury
Dorset SHZ 3AB
tel (0747) 5286

W N -

5 Mon 53'01; A4th

6 Dear Arantxa,

7 Thanks very much for lending me your flat while

you were away. | hope you erijoyed your holiday Ih
Morocco as much as | enjoyed my stay in Vitoria.
(Il tell you all about it when | see you at my

IfId arrived on the &th as planned | don't suppose
thie tragedy would have happened, but the thing is,
I got caught up in the strike and had to gpetid a
couple of days at Heathrow. That's ifs, | suppose,
but | still feel rather bad about it, both for myself
(48h at Heathrow is ho Joke) and for the fish.
Ferhaps | should sell my story to the newspaper —
Innacents Suffer In Heartless Strikel’, ‘Holidzay
Chaos Hits Heathrow: Two Diel’

party on Nov 5th — | do hope you haven't changed 8 ?g@?“" thanks ﬁﬂé?f” f‘ar the l’.aan of the fat.

your mind about coming!) pe lleft everything in the right place, and
enough money by the phone to cover the few local

Now you've probably been wondering what has calls | made — I'm sure you'll tell me if there are

happened to your goldfish. (I'm sorry, | meant to arly problems. I'm really looking forward to seeing

leave a note about this, but | forgot.) You will have you again, so0 | do hope you can make it to the

noticed that they are a kit emaller and, | think, party. If not, see you in Bilbao at Christmas.

redder than they used to be. This may have come ol

as a bit of a surprise to you, but | expect you ’

have guessed what happened. It's bad news, I'm 10 Rachel

afraid. The fish you've got now are a pair | bought
to replace yours which, I'm sorry to say, were both
dead when | arrived in your flat on Aug 10th.
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Technical matters » Module 7A

Why did Rachel write this letter? What are the three different subjects she
covers?

The letter says three different things, or contains three different elements.
What are they?

What features of informal style can you find in the letter? Consider the
following: vocabulary, grammar, punctuation and sentence structure,

cohesion / linking words, tone (what aspects of the writing show that

Arantxa is a friend?).

Notes

£+

6

=]

¢

_—

10

Don’t write your name here.

The house number of a British or American address is written hefore the name
of the street, but write your own address in the way you normally do.

Include your postcode and, if you like, your telephone number (not to do so can
he i ret (ll tl]llJ |I'|1|1L.Ul"‘i"iﬂl—"r \\"}.l‘r ﬁ]i I(}‘tl]lg | E'I'Ir‘n{”

Don't write the name or address of the person you're writing to on the left, This
18 un|:.r done in letters that are formal and impersonal.

Date. These abbreviations are commonly used for the days and months: Mon,
Tues, Weds, Thurs, Fri, Sat, Sun; Jan, Feb, Aug, Sept, Oct, Nov, Dec.

Dear is always appropriate — for family, intimate friends and even enemies. My
dear and Dearest are also possible, but very affectionate.

Most letters start with a reference to the most recent contact you have had with
the other person:

Thanks very much for your letter, which came this morning,

It was great to see you again last weekend — and looking so fit and slim!

Some |Jeople s letters always begin:

Sorry it’s been so long since 1 fr.'sf wrote, but . . . followed by the excuses for not
having written.

Most letters end with a reference to the next contact with the other person:
I'm looking forward to seeing you / hearing from you.

Do write again soon.

I hope to see you again in June, if not before,

Love is a suitable ending for an intimate friend of either sex.
Maore affectionate: All ny love, Love and kisses, Lots of love

For a friend or colleague (not intimate): All the best, Best wishes
For a personal letter, but not to a personal friend: Yours, Regards

Remember that this is the only place either on the letter or the envelope that
your name appears. Does your correspondent know who you are? Make sure
your signature 15 iegjble. You may even need to write VOUT SUrname,

Task bank: Task 27
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1.1 Layout of a note

In the letter above, Rachel says ‘| meant to leave a note, but | forgot’. This is the
note she might have left.

1 Friday morning, Sept 1st

2  Arantxa —

Just a quick note to say thank you. Staying in your flat
has been fantastic.

I'm afraid | got here 2 days late (strike at Heathrow) &
both your goldfish had died. Very sorry, but hope that you
like the new fish.

3 Don't forget my party on Nov 5th — I'm so looking forward
to seeing you & hearing all about Morocco.

I'm off now te the airport. See you soon.

a Rachel

FS 'l leave the keys with Josune.

1 Where did Rachel leave this note?

2 Why is the note shorter than the letter?

3 How did Rachel manage to include all the important points of the letter in a short
note? What did she leave out in terms of (a) information (b) grammar?

Notes

* It is often appropriate to put the time rather than the date, especially when you
expect the person to read the note the same day.

= It is acceptable, but not necessary, to write Dear,

s [t is acceptable, but not necessary, to write Love, Best wishes, Yours, ete.
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Technical matters ¢ Module 7A

Technical devices

A How to sound informal
Your writing will sound much more informal if you:

1" remember you're writing to a friend. Imagine a real person.
* Be friendly and jokey.
How’s your diet going?
* Refer to common friends.
Have you heard from Sybilla?
Say hello to Edward for me.
Give my love to the baby.
* Refer to things your friend already knows.
I'm sure you'll remember . .
As you know . .
Just like you said . . .

2 write in 'spoken’ English.
* Use personal constructions (phrases with / and you).
I know this sounds silly, but . . .
1 hope you don’t mind my saying this, but . . .
You'll never guess . . .
- .. if you know what I mean.

3 use informal vocabulary, including phrasal verbs and informal linking words
such as those below,

* Expressing your apinion

To be quite honest — To tell you the truth As I see it
To my mind From my point of view  In my experience
Frankly Actually U'd say
* Expressing surprise
Believe it or not Funnily enough
To my surprise You'll never believe this, hut

This may surprise you, but  Guess what!

* Changing the subject

Anyway, . . . Talking of which, ...  That reminds me. . . .
Incidentally, . .. By the way, . . . Before 1 forget, . . .
s Listing reasons
To start with First of all What's more
And another thing  And besides Plus

B Find examples of these technical devices in Rachel's letter and note. Can you
find any other techniques which Rachel uses to sound informal?
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C Practice

Read the formal letter, written by a job applicant to the head teacher of a school,
and use the information to fill the gaps in the informal letter to a friend who works
in that school. Use no more than two words for each gap. The exercise begins

with an example (0). The words you need do not occur in the informal letter. See
page 11 for information and advice about this exercise type.

Formal letter

Dear Dr Cox,

I very much regret that, as the result of an injury, I shall not be able to
attend the interview on August 15th for the post of Sports Teacher.

Having suffered an injury on July Ist while playing tennis in the
Wimbledon tournament, 1 am at present undergoing hospital treatment
to my knee. Consequently, I fear that I shall not be sufficiently mobile
to make the journey to Sevenoaks until late August.

Doubtless this will be most inconvenient for you, and I will of course
understand if you are unable to await my recovery before appointing
someone to the post. Nevertheless, should you remain interested in my

application, 1 fully expect to be available for interview by September Ist
at the latest.

I look forward to hearing from you.

Yours sincerely,

Informal letter

Dear Fat, ’

I'm (O) really sorry but it looks as if | won't bg_ able to
(1) to the job interview at your school in AL:FgLIEvf-. '
(2) Il see if | can persuade them to inter:waw me in Scaptarnbar
instead. A pity if ['ve missed my chance, because I'm sure it would've Ei'asn fun working
with you. The thing i, | (3) hurt: playing tennis at Wimbledan,
and (4) I'm in hospital (B) . my kncs'
sorted out — (6) I'm (7) : I'm nat going
to be fit (8) to come down to Gevenoaks till the end of August.

As far a6 the interview goes, this is obviously going to be a

(2) for them. | expect they'll (10)
someone else the (1) without waiting to see Hie.
(12) , 'l try and persuade your Dr Cox to interview me In

Sept — at worst, shell say no.

106 » Task types
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Informal punctuation

A Exclamation marks
Formal English is written in sentences, not in a series of exclamations. Thus
exclamation marks are used almost exclusively when presenting direct speech.

‘Get lost!” she shouted.

In informal writing, exclamation marks are much more widely used and are
characteristic of a very chatty, conversational style:

No wonder she left him!
How awful!

B Dashes

Dashes are highly characteristic of informal writing; they are used in two different

ways.

a A pair of dashes - as in this sentence - is used for parenthesis.
In formal writing, a pair of brackets (like this) or a pair of commas, like this, are
usually preferred.

b A single dash can have the same function as the (more formal) colon, and can
mean because, so, namely, etc. (see page 35).

Look at the examples below which show how a single dash is used, In the first
sentence of each pair, the dash is followed by an exclamation or a surprising
statement (hence the exclamation mark). In the second sentence no exclamation
mark is required.

Don'’t bother to bring an evercoat — it’s 40° in the shade out here!
Don't bother to bring an overcoat — I've got a spare one you can use.

Her teeth are like stars — they come out at night!
Her teeth are like stars — they are white and shiny.

After studying the examples above, punctuate the sentences below, using
dashes and exclamation marks as and where appropriate.

I'm fed up with this stupid job my new boss is even worse than the last one
I'm fed up with this stupid job I want to live

I was amazed to see John at the party I thought he was in prison

[ was amazed to see John at the party he’s normally very unsociable

The wild pig didn’t attack Emily it was Emily who attacked the wild pig
The wild pig didn’t attack Emily it was just trying to escape

(o | T N B O

Complete the following sentences, using the examples above as models.
7a He's always badly dressed —

7b He’s always badly dressed —

8a She's had too much to drink -

8b She’s had too much to drink -

9a It’s too cold to go camping —

9b It’s too cold to go camping —
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C Practice
Punctuate this informal letter.

dear mum guess what youll never believe this but im going to be famous at last my
new life starts tomorrow in poland on tour with U2! it all happened so suddenly we
were just doing a gig? in a small town in the north when bono walked in you should
have seen the ]m:l—, on kemals face anyway to cut a long story short bono loved our
music and it just happened that he needed a support band for U2s east enropean
tour so were all off to poland next week by the way hows vour polish can you still
speak the language if so why dont vou come with us im sure youd really enjoy it its
not all sex drugs and rock n roll you know must dash weve got a rehearsal in half an
hour and my bagpipes are out of tune vour loving son edmund.

L U2 — a rock band, led |J}' Bono

2 coneert

2.2 Abbreviations, contractions and ellipsis
Ellipsis, abbreviations and contractions are three features of informal writing, They
all involve writing less.

A Abbreviations

... the Vatican and all the other important sights. ... the Vatican, efe.
From Monday morning until Tuesday afternoon Mon a.m. — Tues p.m.
Many people abbreviate their names in informal contexts:  Michael = Mike.

B Contractions

I will: she will not; we did not Lll: she won't: we didn’t

C Ellipsis

It was nice to hear from you Nice to hear from you
I've just read your note Just read your note.

I was glad vou could come. Glad you could come.
Do vou remember me? Remember me?

D Examples

Find examples of abbreviations, contractions and ellipsis in the letter from Rachel
to Arantxa on page 102.

E Practice: a covering note

This covering note was included with a report describing what happened at an
anti-racist demaonstration. Punctuate it, and introduce abbreviations and
contractions where appropriate. There is also one occasion where you should
use eflipsis.

michael here is my account of what happened at the demonstration i have described
everything i saw from when we set off from oxford street to the moment we arrived
in trafalgar square i know you will not agree with me ahout everything especially the
order of events i am pretty sure i saw p(r(}piu tlmlwing__{ stones before the first baton
charge but the important thing is to clear jennifer of the charges against her and i
think my evidence here will help a lot i hope to see you again at next months
meeting of fight racism penelope

2.3 Writing

Write a letter (about 250 words) to an English-speaking friend, telling them of
your recent problems and successes in your work / studies and in your private
life and inviting them to go on holiday with you.

Task bank: Tasks 4, 9, 10, 18, 25, 29 and 47
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7B Diplomacy and tact

Introduction

Whether you're asking for money or declaring your love, you never write without
a purpose, Sometimes the purpose is simple, but often it is complex:

= refusing an invitation without offending someone.

> LdIILL”lIIL MJI':ILthlI\“' you ve dll’lﬂg(‘d with a friend without da mg,[{rm;_ your
friendship.

* expressing your anger with a friend without losing them.

The following writing task also calls for a certain degree of tact. Read it, then
work through the exercises that follow before writing the letter,

You locked after a friend’s pet animal, Attila, while she was away on
holiday last summer, but the two weeks were one disaster after the
other, so you are not at all keen to look after the creature again this
year. You have told your friend this, so she has asked someone else
(someone you don't know, called Agatha) to take care of it while she is
away this summer. Unfortunately Agatha has heard something about the
problems you had with the animal, and has written to you:

't sure it wasn't really as awful as | heard. | wonder
if you could put my mind at rest by télling me exactly
what happened when you were looking after Attila last
summer? And please do tell me if you think I'm letting
myself in for too much trouble . . .

Write a letter to Agatha (about 250 words), giving an objectively true
account of the disastrous two weeks, but describing your experience in
a sufficiently positive way so that she doesn't change her mind about
taking the animal.

Planning the effect of your letter on the reader

You are an honest person, and you know that you must not tell lies.
Nevertheless, you do want Agatha to look after Attila, otherwise you might be
asked to do so again. What effect would letters giving each of these impressions
have on Agatha?

1 The animal is very casy to look after and a ]’)]i_-'(l_'sute at all times.

2 The animal is a chgmnu-: menster that should be kept in a zoo.

3 The animal wasn't always easy, but any trouble was well worth while.

4 You did have problems ‘with Attila, but they were all your own fault — the animal
is certain to behave better for someone who understands him.

Which would persuade her to take the animal?

Which would be completely dishonest (and therefore unacceptable, both in
society and within the terms of this writing task)?

Task types TD_Q
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5

Being economical with the truth

It is obvious that Agatha has heard seme true stories about what happened last
summer. You don't know what she has heard, and you cannot deny the stories
(because they are trug) but you can present them in a much more positive light,

A Understatement - the opposite of exaggeration
1 He is incredibly noisy. (True, but tactless.)
2 He is not the quietest of animals. (An understatement, but true.)
1 He ate three pairs of my most expensive shoes.
2 He showed an interest in my footwear.,

B Look on the bright side

1 Looking after Attila was a full-time job and caused me a number of
problems.

Despite some small inconveniences, I can truly say that I never had a
dull moment while Attila was around.

(6]

He kept jumping up on me with his dirty paws and knocking me over.
He's so affectionate — sometimes it takes your breath away!

There is no factual difference between sentences 1 and 2. The only difference is
that sentence 2 describes the same facts in a more positive light.

C Think positive!

Stress all the animal's qualities (big brown eyes, good temper, good appstite,
courage) or, if the animal has no gualities, think of the vices it doesn't have
(doesn’t bite, doesn't smell bad).

[+

D Practice
Rewrite the following prablems, using the ideas in A-C, to make them more
appropriate for your letter,

1 He destroyed the garden.

He was always getting into fights with other animals,

He was very noisy at nights.

He insisted on sleeping on my bed.

He was very tiring, and always doing stupid things.

[f he wasn’t taken for two long runs every day he became unmanageable.
IF T didn’t let him out as soon as he wanted, he made a mess on the
carpet.

=1 S O e Lo b2

Planning the content

Either on your own or with a partner, invent a list of the problems you had with
Attila, and which Agatha may have heard about. You can use ideas from the
preceding exercises or invent your own. Then decide how you are going to
describe them to Agatha.
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1.4 Starting the letter

The following are the first paragraphs of four CAE students’ attempts at this
writing task. Which one is best? What is wrong with each of the others?

| am an honest person, and | know that | must not
tell lies. Nevertheless, | do want you to look after
the animal. So here is an objectively true account
of the two weeks Attila stayed with me last
summer. I'm sure that you'll see you have nothing
to worry about, and so you won't change your

mind about taking the animal. , |
Thanks for your letter. I don’t know what you've heard about

B my experience with Attila last summer, which czertamlly wasn’t
<awful’ — I can’t imagine who you’ve been talking to!
Admittedly, those two weeks were eventful, but all in all I
think it would be fair to say that Attila and T spent a
memorable and at times enjoyable fortnight mgether.- So let‘
me tell you exactly what happened — I'm sure you will reahze
that Attila could not possibly be held to blame el.lhE!:‘ for my
father’s heart attack or for the damage to the police car.

Thanks very much for your letter asking for advice about how to

lock after Attila. | think you'll find he's no problem at all once you

get used to him, even though this may take two or three days.
Just so that you don't have any surprises, Id better tell you
everything you need to know about all his habits: eating, sleeping
exercise and, above all, his sense of humour: '
Thank you very much for your letter, which I
[ received this morning. In reply to your question
concerning the fortnight during which I looked after
Attila last summer, I hasten to reassure you that
the experience was by no means as ‘awful’ as it
would appear to have been painted by some; please
allow me to clarify the situation by deseribing in
full the events of those two weeks.

1.5 Writing

Write your reply to Agatha (about 250 words),
Task bank: Tasks 17 and 32
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Reporrts

Information reports: people page 112
Recommendation reports page 117
Eye witness and narrative reports page 119

8A Information reports: people

Appraisal report

A Read the following conversation, in which a hospital administrator, Gary, gives an
informal, spoken report on a clerical worker. Use the information in the conversation
to fill the numbered gaps in the more formal report written by his colleague Annette.
Use no more than two words for each gap. The waords you need do not occur in
the spoken version. The exercise begins with an example (0).

Annette 1 wonder if you can help me, Gary, I've been asked to write a
report on one of our new clerical workers, but I've been away
for three months and I hardly know where to start. She’s called
Chan Kit Yu. I think she came in January.

Gary  Well, first of all I'd say Kit’s been fantastic, especially in the
circumstances. I mean, I think you’ll remember that, what with
the epidemic, then the nurses’ strike, there have been a lot of
problems; so everyone in the hospital’s been getting pretty tired
and fed up, and there’s been a lot of lateness and absenteeism.
Anyway, Kit'’s been one of the few who hasn’t let the pressures
affect her. She’s always on time, and she’s never been off sick.
I've even managed to get her to work overtime once or twice,
on the rare occasion when she didn’t have any rehearsals to go
Lo.

Annette 1 remember now. Isn’t she some kind of pop singer?

Gary  Something like that. She used to talk about it all the time, but I
had to put a stop to it. In her first few weeks she’d spend the
whole morning telling everyone about her music and her
adventures — everybody loved it, of course, and nobody got any
work done, so I had a word with her and now she toes the line.

Annette And her work?

Gary  As | say, she's serious and hardworking. Oh yes, we did have
one teething problem. At first she was pretty hopeless on the
computer and she didn’t seem to know any of the software. But
we sent her on a course, and now she’s fine.
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Appraisal Report: Chan Kit Yu

I am pleased to report that Kit has performed

(0)__ exceptionally _ well in her duties as Administrative
Assistant since (1) us on 5 January.
The hospital has been beset with a (2)
of difficulties during this time and I have been particularly
impressed by the manner in which Kit has not

(3) these to affect the quality of her
work.

Kit was quick to develop a good working relationship with
(4) , and if at first her

(5) life threatened to intrude into the
workplace, she soon learned where to draw the line.

So far as her administrative skills are concerned, the only
question mark has been over (6) of
familiarity with some of our computer software. This has,

(7) , been remedied by a recent training
course.

Her (8) and attendance have been
excellent, and she has been (9) to work
overtime when the situation has required it.

In sum, a most satisfactory start.

B Language study
To understand the difference in style between the two versions, you must bear in
mindl that the written report is a permanent record which will have an important
influence on the employee's career. It will be referred to when promotion or
dismissal are being considered, or as the basis for a reference.

1 What aspects of Gary's assessment would be inappropriate in a written
report?
2 What changes has Annette made?
Consider (a) the choice of details to be included / omitted
(b) the vocabulary
{c) the organization
{d) the length
(e) the ‘tone': what impression do we get of the writer?
what makes this report sound formal?
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7 b | Character references

When writing a character reference, whether as an employer, as a teacher or as
a friend, the first thing to mention is how long you have known the person and in
what capacity. After that, there are a number of areas that may be worth
mentioning, depending on the job or course your employee, student or friend has
applied for. This list suggests some of those areas, together with a few adjectives
and phrases describing positive gualities. In a written reference these qualities will

114 < Task types

be illustrated with concrete examples and facts.

Reliability

punctual, her timekeeping is good

reliable, dependable, conscientious
responsible

Attitude to people

works well in a team

a natural leader

compelitive

considerate, understanding

friendly, helpful, generous

tolerant, patient, considerate

gets on well with those around her,
sociable, integrates well

Disposition / Personality
easy-going, relaxed, laid-back
w{f-cmiﬁ(ﬂ:ﬂu, Se{.’:f-ussu recd
good-humoured, good-natured
self-reliant, independent

shows initiative

positive, enthusiastic, optimistic
quiet, introverted,

outgoing, extroverted

The spoken word

articulate, eloquent, persuasive
well-spoken

discreet, diplomatic, tact ful

Personal appearance
tidy, neat, presentable
well-dressed

Attitude to work

m;:ffr_.'uhm.s', E-I.i.:n'm:gh. methodical

dilivent, industrious, assiduons

ambitious, determined

adaptable, flexible

willing, keen, enthusiastic

Tl'linlu'ng

imaginative, ereative, has a capacity
ﬁn‘ original ideas, innovative

rettional, F:;,-__{ir:ru’

intelligent, brilliant

Honesty

truthful, sincere
trustworthy, honest

a person of great integrity

Deciding and Doing

confident, decisive, dynamic
energetic, adventurous, spontaneous
competent, _in'm.'!:'-:.'af
well-organized, level-headed

Other areas that may be worth considering include academic ability.
practical skills, qualifications, interests.
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Practice

A Negative aspects of a person’s character must also be mentioned, whether as
a matter of honesty or in order to give more credibility to an otherwise
implausibly glowing reference. In either case, negative points are usually
expressed in as positive a way as possible. The following phrases, all taken from
character references, describe negative qualities. For each phrase, find a word or
words in the list above that expresses the opposite. The first has been done as
an example.

Attitude to people
L can be a little impatient with other peaple’s weaknesses  (OPPOSITE: tolerant)
2 although her eritics see her as a bit of a troublemaker,

Disposition
3 as yet, she is lacking in self-confidence, but
4 he takes himself very seriously
5 while it is true that she is easily led,

5 he tends to keep himself to himself

=

Altitude to work
T thuugh he doesn't always show a total commitment to his work.
§ can give the impression of carelessness when finishing a piece of work

The spoken word
9 has a very frank way of expressing himself
10 though oceasionally she has trouble expressing herself clearly.
11 her I'(-?,f_',iﬂl‘laﬂ accent and occasional use of dialect may not be i]lllt!(.‘[litlt(.‘l}-‘
comprehensible to some .

Thinking

12 his arguments are not always entirely coherent

13 though he has been acensed of a lack of imagination.
14 rather slow at times / not especially quick-witted

B Study the example below, as well as those in A, then write similar positive
descriptions of five of the ten negative qualities given in the list below.
impulsive, impetuous

When it comes to taking decisions, no one could accuse her of being hesitant.
dresses very casually

His clothes, while unconventional, are always interesting,

has a eriminal record

Although she may, in the past, have found herself on the wrong side of the law, . . .

fussy / a perfectionist

a workaholic
unserupulous / ruthless
authoritarian / bossy
arrogant

impatient

a clock-watcher
unsoeiable and disruptive

(o =S T O
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1.2 Writing

Part 1 writing task

You have just completed a three-year academic course at a college in Britain, A
friend of yours, John Kino, has now applied for the same course, and he has
asked you to write a character reference for him. You are willing to write the
reference because you think the course would be a wonderful opportunity for
him and you feel that, despite his faults, he has a reasonable chance of
successfully completing it.

Read the extracts from three letters: the first from John, the second from

someone who took the course with you, and the third from the college, then
write:

(a) your reply to Dr Flode, a letter in which you write a (sufficiently positive)
character reference for John (about 175 words).
(b) a short letter in reply to John (about 75 words),

Do you think you could write a reference for me? I'm not
sure exactly what they’ll want to know, so I suggest you
just tell them the whole truth about my magnetic
personality, intellectual genius, impeccable manners,
magnificent physique, endearing modesty, etc.!

Actually I'm counting on vou, because 1've already given
them yvour name as a referee. The thing is, there was a
deadline for the applications, and yours was the first name I
thought of, since you'we just finished the course and you've
always been such a good friend to me. I would’ve asked vyou
first but I'’d lest your phone number.

From a classmate

Have you heard that John is hoping to get onto the course next yc_ar'.’r He must be
mad — I mean, it was much too hard for me. and even you found it d.lf ﬁa:ult,. He
asked me if I'd write him a reference, but how could I? Frankly. I think I_1c dbea
disaster in Britain. His English isn’t very good so he’d have problems with the
course, And for all his intelligence, I'm sure he'd be too lazy to get thr:_:-ugh all the
work. T mean, we're talking about a guy who gets oul of bed around midday, but
doesn’t wake up until the discos open .. .

Anyway, I suggested he ask you to write the reference inst-;_-:a::l, firstly because
you're a better liar than me, and secondly because ynur_nplmon of J ohn has al.wffys
been a lot higher than mine. I know there are a lot of things to admire about h‘lm.
his voluntary work in Rwanda, his physical courage, the wa}{' I'!c ﬂlw"?l.}’s \?.rantt, .m be
the best, his brains, the way he can talk himself out of any fhl’ ficult ?;nuatmn, his ‘
ability to “always look on the bright side’, his smile, his g.unal.'-playmg.. and \n-w:,l of
all his dazzling displays on the dance floor! But for all this, I just see him as a
waster: arrogant, lazy, spoilt and vain!
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From the college

... We are considering Mr John Kino for a place on the course
which you have just completed so successfully. He has given us
your name as a reference and | would be most grateful for your
opinion of his suitability for the course.

Every year, as you yourself will be aware, a high percentage of
students from abroad drop out of this course for a number of
reasons: problems of adaptation to the British environment and
culture; the difficulty of finding new friends and building a social
life in Britain, and the consequent loneliness and homesickness:
the heavy workload on the course and the frequent exams; the
difficulty of studying exclusively in English. For this reason — to
minimise wastage and suffering on our courses — we particularly
appreciate character references that are a fair assessment of an
individual's potential.

Yours sincerely,

L Flode

Dr L. Flode

Task bank; Task 33

8B Recommendation reports

A consumer report

This recommendation report from a consumer magazine is based on tests of five

cars. In most lines of the text there is one unnecessary word. It is either

grammatically incorrect or does not fit in with the sense of the text. Write the
unnecessary words in the space in the margin. Some lines are correct: indicate

these lines with a tick (). The exercise begins with two examples (0).

r.:a&-lc-:cu.:-.:.awa—aa

P
[

The Peugeot struck the best balance between ke performance and
being easy to live with. Tt was very rewarding to drive and practical

for everyday use. It wasn't so good drive at low speeds, but this was
easily ontweighed by the car’s too many virtues. The Ford Fiesta and
Rover Metro rated both well in our -\:_Lum]dn safety assessments.

The Metro is £1,000 pounds cheaper than the Fiesta and is the better
buy if always vou don’t often carry passengers in the back. If you

need the extra space and can put up with the bumpy ride, the

Fiesta is worth a look, We can’t to recommend the Fiat: it didn’t have
the handling to complement the high performance. The Suzuki was
noisy and uncomfortable and, though cheap, but can’t be recommended
either. We cannot recommend any of all these ears for those with

little or limited in driving experience. They require a higher degree

of respansibility, skill and experience than you have need just to pass the driving test.

the
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1: Organizing a recommendation report

The first paragraph of this recommendation report is missing. Read the report,
then choose the most appropriate first paragraph from the three given.

PROPOSED SUBSCRIPTION TO
A BRITISH NEWSPAPER

(First paragraph missing: choose from a, b and ¢
below)

Tabloids

There was general agreement that, despite their

low price. none of the tabloid newspapers (also

known as the ‘popular’ press) could be

recommended, for the following reasons:

1 the inappropriacy of the prose as a model of
written English.

2 the llmlter] coverage of international news, the
arts, business, ete.

3 a tendency towards sexism, racism and insularity.

Quality press

[t was unanimously agreed that only the
Independent and the Guardian merited close
scrutiny, the other quality papers holding too little
appeal for a readership of students and young
professional people.

The Independent

(Monday-Saturday, £93.47 for 13 weeks)
All agreed to commend

* the quality of the writing.

* the proportion of international news.

* the broad spectrum of arts coverage.

* the independence of the political stance.

The air mail price appeared to be good value, but
there was some disappointinent that the Saturday
colour supplement was not included.

The Guardian

(Monday—Saturday, £127 for 13 weeks)

It was felt that the Guardian, although comparable
to the Independent in most other respects, had a
significant advantage in the strength of its Tuesday
supplement, Guardian Education. This supplement
is written in tabloid form and includes excellent
articles written to be of interest to secondary school
students; there are also articles addressing matters
of interest to teachers. The Guardian’s other
advantage was the inclusion on Saturday of a
supplement entitled Guardian Weekend, more than
eighty pages long and illustrated in colour.

Recommendation

Both the Guardian and the Independent contain a
wealth of reading matter that would be a most
valuable resource for teachers and students alike.
The question was raised whether they would in fact
contain too much: would the students and teachers
find time to read them? Should this be seen to be a
problem, the cheaper and apparently thinner
Independent may be preferred. If, however, the
students and teachers have a l: arge appetite for
quality journalism, and if the price of the CGuardian
is within a school’s budget. then a subscription to
the Guardian is recommended.

a There are many newspapers in Britain, but not all of them wonld be useful for
foreign students. Some of them contain little other than scandal and football,
while others are only read by stockbrokers or the landed gentry. We're going to
look at the different papers and see which would be best for your uch-:ml

b This report is the product of a working party of five members of the ELT
Department of Wessex University whose brief was to identify which British daily
newspaper would be most appropriate as a resource tor CAE students at
language schools in Alava. After a week of individual research. a meeting was held
in order to share findings and reach a conclusion.

¢ A working party led by James Bigglesworth (myself) was requested, on 3
February 1993, to undertake a survey of the current daily press in Britain and to
report their findings to the English [ngn.agﬁ Teaching Association of Alava.
After a long and fascinating w vel'swork dii ing which we ploughed through an
enormous quantity of newsprint, here is what we decided.
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e was about 15 years old, a good-looking
boy in a blue woollen hat. He had Jjumped

Eye-witness and narrative reports * Module 8C

Writing

Part 2 writing task

You are studying English in a school where there are a number of classes,
ranging from beginners to advanced. The school has been given an exceptional
grant of £2,500 to spend on new resources. The decision as to how the money
should be spent will be taken by a committee of five, including one
representative of the students — yourself,

You have been asked to conduct a survey of the students' wishes and to submit
to the committee a report based on your findings. Write the report (about 250
words).

You might like to conduct the survey in class before wiiting this report.

Task bank: Tasks 34, 35 and 36

8C Eye-witness and narrative reports

Two styles of eye-witness report

News stories in newspapers are also described as reports, but are written in a
very different style from the other reports in this unit; the style of newspaper and
magazine writing is examined in the next unit.

A Newspaper report

One of the objectives of an eye-witness account in a newspaper is to bring the
events to life in the imagination of the reader. This is achieved by the tight
organization of the narrative and the inclusion of ‘concrete’ details that help the
reader visualize the scene. What details in the following text contribute to the
success of the writer's description of the Los Angeles riots of 19927

cars were still stopping for red lights. We were
hopelessly boxed in, All over town white

out of a yellow Cadillac next to my rental car
at a traffic light. Now he was standing at my
window pointing a shiny, new-looking revolver
at my head. ‘Open the door’, he said.

The car radio had just announced: ‘It's a
bright, breezy day in Los Angeles, apart from
the smoke drifting over the Hollywood hills.’ I
mumbled the first foolish thing that came into
my mind. T can’t open the door.’

This was Manchester Boulevard and Van
Ness Avenue in the epicentre of the riots. On
every second corner a building burned. But the

motorists were being dragged from cars and
beaten or shot.

The boy, looking puzzled and scared
5mas@1ed the window with the gun butt:
covering me in glass splinters, My companions
shouted, ‘Get out of here’, which is exactly
wl'{at you should not do when a scared child
points a gun at your head.

I pressed the accelerator and rammed the
car in front; turned the wheel and, bumping
Into another car, jerked forward into the
oncoming traffic.

B Writing practice: a statement to the police
If the writer of the piece of journalism above had to describe the incident in a

statement to the police, the statement might begin like this.

I stopped my car at a traffic light in the centre of the riot zone. While I was waiting
at the lights, a boy got out of a yellow Cadillac next to my car and pointed a gun at
He:

Complete the statement, using the relevant information from the newspaper
article but omitting any details that would not be of interest to the police.
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1.1 Planning a formal eye-witness report
Part 1 writing task

Yesterday you and a friend set off for a stay in Britain. Your friend was due to
begin an English course in Oxford, whereas you are on an ecological study
visit to the remote Shetland Islands. You both travelled on the same plane,
but had to separate on arrival in Britain: you were in a hurry to catch your
connection, but your friend was held up in Customs.

Just after you had checked in at the airport in your own country, a stranger,
apparently an American student on the same flight, had started a
conversation with your friend. This is part of the conversation you heard.

Stranger Have you bought any duty-free goods yet?

Friend ~ What do you mean?

Stranger Well, aleohol and tobaceo are very expensive in Britain, so you

' can save a lot of money by t.l!cmn' some with you. Even if you
yourself don’t smoke or drink, it's a good idea to take some as a
present.

Friend 1 don’t think I'll bother. I've got enongh to carry already.

Stranger You're crazy! Don't you know that cigarettes are about 85 a
packet in Britain? I'm going to be staying four weeks, so that's
maore than $100. And I'm only a student.

Friend — Well il you smoke that much, youw'd better bring your own
Lll.,.lltl't(,b with you,

Stranger That's just the prﬂh]( m. They only let you carry 200 duty-free
cigarettes in. I've taken a 111.1-. I've oot 400, But if the v catch
me at Customs I'll have to pay a fine, and I couldn’t ‘ln(}l‘d that,

Friend  Look, why don't you give me 200 of them and I'll take them
through Customs for Vol .

A British lawyer representing your friend has just phoned you at your hotel in
the Shetlands to tell you that your friend is being held by the police in London:
the package your friend offered to carry contained not cigarettes but drugs.
The stranger has not been caught; indeed, the police have no reason to
believe your friend's stary.

The lawyer asks you to fax him a statement within the next hour in which you
report what happened. Write the statement (about 250 words).

A Planning

As with every CAE writing task,

1 be certain not to change any of the facts you are given.

2 remember what you are trying to achieve — in this case, to get your friend out
of a police cell.

3 don't include irelevant details, and don't write too much.

What should you include in your report and in what order? Consider the following
list, and delete anything irrelevant.

a your opinion of drug dealers

b what you think happened

¢ description of your feelings about your friend’s arrest

d a plea to the British authorities’ sense of fair play and justice
¢ a heading or title

[ direct quotation of the dialogue

g descriptive details that bring your narrative to life

h a sentence testifying to your friend’s good character

i 20 . -:Fasl-c types
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i what you saw and what you heard

j adescription of the stranger

k- an explanation of who you are and why vou are writing this

I a description of the airport

Having deleted everything irrelevant, put the remaining elements in a suitable
order and arrange them in paragraphs. Compare your paragraph plan with the
one suggested in the key on page 159.

B Vocabulary

In this type of task, it is particularly important to distinguish between facts (which are
known) and suspicions, accusations, etc. There are a number of words that can be
used to achieve this, whether in the form of a verb, an adjective or an adverb.

The stranger appeared to be an American.
My friend’s apparent involvement in drug-smuggling . . .
Apparently, the stranger tricked my friend . . .

Supply the adjectival and adverbial forms in the table below.

Verb Adjective Adverb

to appear apparent apparently

to suspect suspected —

to seem ;

to presume
Lo suppose
to allege

to be certain

C Writing
Write your statement (about 250 words).
Task bank: Tasks 10, 28 and 37

Task types = 121
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1\ (First paragraph missing)

2 There was a sudden flowering of new
acting talent; there were new writers

and directors; there was an outbreak of

movies that looked, sharply and wittily,
ar aspects of British working-class life
that had rarely been explored before,
Films were churned out in remarkable
numbers — 76 of them in 1968, for
example, compared with the annual 25
or so that we can manage these days.

Before the 1960s British actors were, or
anyway had to appear to be, middle-
class unless they were content o play
servants or provide comic relief. But
now this was no longer true, and we
saw the burgeoning of stars from other
sectors of society, people like Michael
Caine and Terence Stamp. Along with

ARTICLES AND REVIEWS

A Openings and closings

page 122

B Reviews

page 128

At least one of the tasks in Paper 2 can be expected to involve writing for
publication. Such tasks include an article, a review and a piece of writing for a
competition, all for publication in an English-language magazine. The publication

is sometimes described not as a magazine but as a newspaper, or sometimes as

a newsletter (a thin, home-made magazine, sent to members of a club or
society). Always read the instructions for the task carefully to get a clear idea of
who you are writing for.

Other writing tasks for publication include articles for guide books and tourist
brochures, and leaflets and information sheets: these are all dealt with in Unit 10,

9A Openings and closings

Model

The following article appeared in the Radio Times magazine, to introduce a TV
season of British films from the 1960s. The first and last paragraph have been
removed. Bead the article, then choose the best first paragraph and last

paragraph from those printed opposite. Make sure that the cpening, the text and
the closing all fit together.

4 The great flumy of activity that such

them came an energetic generation of |

directors ancd writers to introduce strong
elements of social consciousness into
British films,

&

people provoked brought its artistic
rewards. Darling, for instance, won
Oscars for its star, Julie Christie, and
writer, Frederick Raphael, and a
nomination for its director, John
Schlesinger. Oh, believe me, optimism,
conficlence and euphoria ran lugh -
until the very end of the decade when,
all at once, the whole house of cards
collapsed.

What we had failed to realize was that
this apparent rebirth of the British film
industry was funded almost entirely by
American money. And though the
movies did pretty well in Britain and
were greatly respected throughout the
world, they fared rather badly where it

really counted — at the American box |

office.

Some fAlms succeeded there, of course -
Darling and Tom Jones among them, 1o
say nothing of the James Bond pictures,

which presented Sean Connery to an
appreciative international audience.
Generally speaking, however, the
returns were less than the bean counters
had expected.

All in all, then, backing Britain had not
been a very lucrative venture for the
Hollywood studios, and in the end they
withdrew their financial  support,
leaving us to reflect ruefully that what
had once seemed a new awakening was
after all no more than a false dawn.

The cinema here has never really
recovered from that sethack. True, the
‘60s unearthed a rich crop of people,
many of whom are still around, but no
British money was forthcoming to make
up for the loss of American backing,
and so the indigenous movie industry
began its shide towards the sorry state
we see today.

o (Last paragraph missing)



Openings and closings

Openings (first paragraph)

A It was at some time near the end of the ‘60s that the
Americans stopped investing money in British films,
and that was more or less the end of the British film
industry. A pity, because the ‘60s had been a good
time for British cinema. TtJLlLl}'. we are only n'luking
about a third of the number of films we were
making then.

B The 1960s were, from the British film mdustry’s
point of view, the best of times and yet, in the end,
close to being the worst of times as well,

C The purpose of this article is to look briefly at the
way in which British cinema in the 1960s enjoyed a

Closings (last paragraph)

A To sum up, the '60s seemed to be good for the
British cinema until the very end of the decade:
many good films were made, acting became a more
‘classless’ profession, and morale was high. On the
other hand, the decade ended with the collapse of
the industry, from which it has never recovered. In
conclusion, then, perhaps the “60s were not such a
good time for the British film industry.

B Throughout the ‘90s we have been making fewer
and fewer movies in Britain. Fortunately, many
British directors are very successful in the USA, and
British television too is a suecess, both commereially

Module 9A

renaissance which continued until the end of the
decade, when the Americans ceased to invest in the C A fascinating decade, certainly. Such a pity that for
film-makers, as perhaps for many others, it all
turned out to be a fool's p:Lmdise.

industry, The article will go on to look at the
negative effect that the ‘60s t.‘u"alpsc of the industry

has had up to the present day.

and artistically, around the world.

1.1

Don’t talk about yourself
You're writing for the public, not
for your friends. Your opinions are
only interesting if you can explain
them, justify them, or make them
entertaining,

Be interesting

People don't buy magazines in

order to be bored. If your article

isn't interesting, they won't read it

- and the magazine won't publish

your writing again. To he

interesting, you should:

® give your article a good title.

® start with a good opening.

® use concrete images and facts,
not concepts and generalizations.

® use precise and interesting
vocabulary,

@ surprise the reader — or at least
say something new.

® know when to finish - and finish
in style.

Remember who you're

writing for

Who reads this magazine? How old
are they? What nationality? What
do they already know about the

Writing for magazines: things to remember

subject of the article, and what will
you need to explain?

What are you trying to
achieve?

Are you trying to persuade the
reader to do something? To inform?
To advise? To recommend? To
entertain? Or a combination of
these?

Layout

Your article should normally have a
title and be written in paragraphs.
Some magazine articles include lists
— lists of instructions, lists of ‘tips’
or advice - which require a
graphic layout such as that used

in ‘Be interesting’ above, Note also
the use of subtitles on this page
and in certain magazine articles.

Organization and planning

Try to say just one thing in a
250-word article. Make notes, then
summarize what you want to say
in one sentence, You could write a
plan based on that one sentence:
the rest of the article would explain
and illustrate what you want

to say.

Relevance

Make sure that your article is
relevant to the title, and that
everything within the article is
relevant to your main idea.

Length

If a magazine or an English exam
asks for ‘about 250 words’, don't
write 500. The magazine wouldn't
print the article; the examiner may
only read the first half of it, and
you will certainly be penalised,
perhaps severely,

Accuracy and libel

Don't present opinions, guesses and
rumours as if they were facts. Such
carelessness, apart from making
your article inaccurate,
untrustworthy and valueless, can
also be illegal when printed in a
magazine. Distinguish between fact
and rumour by adding a simple
word or phrase: the alleged
murderer, the suspected mafioso,
I've heard it said that . . ., there is a
rumour that . . ., the minister is said
to have [ rumoured to have |
supposed to have taken bribes.

Task types = 123
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2.0 Openings

A Which of these eight openings would you choose to begin an article entitled
‘Openings and Closings of Magazine Articles’?

1)

The ‘opening is the beginning of a piece ol writing
(¢ither the first sentence or the ﬁrs't p‘.:!.l"algl'uph};
the ‘closing’ is the way the piece of writing ends
(the last sentence, or the last paragraph).

wop bam boom!

- = = -dOD'Wﬂp Shﬂ
Doo-be-doo-be e article starts?

Does it matter how a maga

4]

To light a fire, take a few big logs and a box of
matches. Strike a match and the logs will easily
catch fire. Later, when the fire is burning well,
add some smaller wood, which must be very dry.
Finally, for a big blaze thal will last all evening,
throw a small twist of paper on top of the fire.

Is thal how to light a fire? Of course nol. Yel
how few writers start their articles with the *twist
of paper’, the inflammable opening that would
bring it to life!

Two students of mine used to be great rivals at
tennis, but recently Laura has become too good for
her rival. ‘The only difference is my service’, she
confided in me. ‘Helena’s service is so predictable
that [ can always return it. But mine is now stronger
and more varied. She never knows what to expect.’
The service in tennis has a similar role to the opening
of a piece of writing — and many writers could
‘improve their game’' by developing a range of
different openings.

This article is about how to begin and how to end
a piece of writing.

G There are at least 15 different ways of beginning

a magazine article, and a good dozen ways of
endin.g. Not all of them are possible in every style
of writing, but the ability to choose interesting
and appropriate openings and closings is a very
useful skill for a writer to have.

o s i i 1 i
Kane and Peters, in their authoritative work Writing Prose, 8]

include a five-page essay entitled ‘Beginnings and Closings’
The essay begins ‘The British essayist Hilaire Belloc - wh(;
knew, if anyone did, how o begin and how to end an es5ay
- once wrote that “To begin at the beginning is, next to
ending at the end, the whole art of writing "’ Kane and Peters
close their essay with an epigram of their own:'Anyone can

stop writing. Only writers can finish!

B Purpose

‘Just take the horn out of your mouth.’ 11_'hls
was Miles Davis's advice to a fellow jazz
musician who didn’t seem to know how to
end his lengthy solos. But when you WGT‘I.I: to
end a piece of writing, is it enough to ‘just
put your pen down '2

The opening of a magazine article has one or more purposes, in descending

order of importance.

o to catch readers’ attention and make them want to read the rest.

* to tell readers what the article is going to be abont (the topic).

= to tell readers what the article is going to say (the content).

* to tell readers how the article is going to be organized (the structure).

1 Which of the openings in A best achieves the first purpose? (In other words,
which one would you most want to read?)

(L]

Do any of the openings leave you in doubt about the topic of the article?

3 Which of the openings gives you the clearest idea of what the writer is going
to say and how the article is geing to be organized?

124 = Task types
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C Nine ways of opening an article
1 Match the openings 1-8 in A with the following cateqories a-i. Some of the
categories may have more than one example; others may have none.

a A surprising fact, perhaps including statistics.

b A surprising, shocking or bizarre statement. The reader keeps reading out
ol curiosity: how are you going to continue? Do you really believe that? What
on earth are you talking about?

¢ A question. This helps to define the subject of a piece of writing. It also starts
readers thinking about the subject, making them want to read what you have
to say.

d A quotation.

e A story that illustrates what you are going to say. It may be a story about the
subject itself; it may be a story about another topic that has something in
common with the subject of your article.

t A statement of the topic. The statement mentions what the topic is, and
often summarizes what you are going to say. This opening is often the key to
the organization and paragraphing of the article.

g A definition of the topic (sometimes a dictionary definition). This apening
may be appropriate, but is one of the least interesting,

h- A description or image that evokes a suitable atmosphere or symbolizes the
whole question.

i A reference to a well-known phrase [rom literature, a song, a proverb. ete.:
an allusion or ‘rewritten’ quotation.

2 Here are five more openings, all of them introducing an article on the same
subject. What subject?

El

As Mark Twain might have put it, reports of the 12 It's 6.00 in the evening and Jason has just cooked dinner for

death of the family have been greatly exaggerated. two. He's sitting in the kitchen, waiting, He's had a long day.
He got up at 7.30, ate breakfast alone, did the washing-up

and made his bed. He still hadn't seen or spoken 1o

Jane Smith is a junkie because both her parents anybody when he left home at 8.30. Jason is 12 vears old.

are in the police force. She had problems at He's waiting for his dad to come home from work.

school, but when she got home she found no one

to talk to. The day she broke up with her boyfriend, E ; )

both her parents were working late. Jane's parents . orty years ago, 75% of wives in Britain were

were never there when she wanted them. If they housewives’ whose husbands were working: today

had been, would she have needed to turn to drugs? only 20% of British families fit this model. What
factors have led to this change, and what effect has it
ha_d on society, in particular the upbringing of

In theory women are free, yet everywhere they are still children?

in domestic chains.

3 Match these openings to the categories a—i above.

4 Which of the openings 1-13 use quotations or direct speech? Would these
openings be just as good without the guotations or direct speech?

5 Some of the openings (e.g. 8) only use words and ideas, Would you agree
that it is more interesting to use images and pictures? Which openings do
this, and which of them is most successiul?
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Task types

D Writing practice

At a time when many people are taking exams, your college’s English-language
newsletter invites you to submit a 250-word article on the subject of exams. Are
they useful? Are they necessary? Do exams help students to study, or do they
obstruct a student’s wider education?

Do Not Write the Article. Just write two openings for your article, of no more
than two sentences each

a) a very bad one, so that no one will read beyond the opening

b) a very good one, so that everyone will want to read the rest of your article

Task bank; Task 38

Closings

A piece of writing is like a film: a weak or unsatisfying ending spoils all the good
things that went before. The ending of a good fim gives you a feeling of
satisfaction. The film feels whole, complete.

How do we always recognize the end of the film before the words THE END come
up on the screen? What signals does the film give out to tell us it is finishing?
What makes a film feel complete? Think of the plot, the musical score and the
images.

Referring to specific films you have seen, how many different kinds of ending can
you think of?

A Six ways of closing an article

I Return to the beginning: a conclusion paraphrasing the opening, or a return to

the imagery or words of the opening.

A Summary or conclusion.

A Question.

A Quotation.

An Image / picture, symbolizing the end (sunset. death) or a new beginning

{dawn. birth).

6 A short sentence to signal a break with what went before, or to indicate the
intention to finish.

The closing of a piece of writing is also often signalled by certain linking words:
All in all; then; to sum up. There is a list on page 23.

G B2

L RN

B Examples
Here is the opening of an article attacking education.

I don’t believe in education. In most cases it does more harm
than good. In the words of Oscar Wilde, “Ignorance is like a
delicate exotic fruit — touch 1t, and the bloom 15 gone.’
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Here are some possible closings for the same article. Match them with the six
different types of closing referred to on page 126. Some of the closings (a—g)
may illustrate more than one of the categories (1-6); some of the categories may
be illustrated by more than one closing.

R B
They say that education promotes civilized To quote from the song by Pink Floyd, ‘Teacher! Leave
values, tolerance and understanding. They those kids alone!”

say that education opens the doors to
happiness and success. Ed i
h : : ucatu.m, as I have And in this brave new world that I envisage, education
shown, does precious little of this, Sch 1 i inority i i D
e s I . 00 will be a minority interest, rather like the hobby of
even less, growing stunted bonsai trees. A new generation will
spring up, a virgin rainforest bearing the exotic fruit of

m 4 Ay blissful ign{_}rangc_
In short, it is high time we questioned the law requiring
all children to be educated. This law is an abuse of a 'E|

i - i nd H - 1 £} .
-fug-d?:'eﬁal TNt e gt e In the light of all this evidence, who could still believe
individuality.

in education? Who but an educated fool?

F| No, I do not believe in education.

As the poet so rightly says, “Where ignorance is
bliss, 'tis folly to be wise.’

C Practice

This is the opening of an article. Choosing from the six ways of closing an article,
write two different closings. You will have to imagine the five short paragraphs
that haven't been written,

“T'he best things in life are free,” they used to say, but for
most of us having fun usually means spending money. And
yet, even in a city, there are at least five ways you can enjoy
yourself without putting your hand in your pocket.

202 Writing

Using the opening given at the top of the page and one of the seven closings
above, write an article attacking education. Your article should have four or five
paragraphs, and be about 250 words long. Alternatively, write an article
defending education, using your own opening and closing. The article is for
publication in the magazine of your school, university or language school.

Task bank; Tasks 14, 15, 39 and 40

Task types = 127
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Task types

9B Reviews

Magazines and newspapers publish a wide range of reviews, covering all the arts
as well as other areas. Most reviews have two functions: description and
information on the one hand, judgement, opinions and recommendations on the
other.

Reviews are generally based on the following structure.

1 The subject of the review is clearly identified, with all the essential information
(What? Who? Where? When? How much?) This is done either in the heading or
the first lines of the review, or both.

2 A detailed description and analysis, including the reviewer’s opinions. A review of
a book or a film should summarize the plot, telling the story in the present tense,
but should not reveal the ending.

3 A conclusion in which the reviewer makes either a judgement or a
recommendation.

Reviews - punctuating and writing conclusions

Capital letters Capital letters are used for the first letter of every word in the title
of a film, book, play, opera, record, etc. The only words that do not have to start
with a capital are small words like a, the, of, to, when they come in the middle of
the title: you can write either The Discreet Charm Of The Bourgeoisie or The
Discreet Charm of the Bourgeoisie.

Inverted Commas In handwriting, it is necessary to put inverted commas
around the title.

Have you seen ‘The Jungle Book'?

Brackets When telling the story of a film or play, are you going to use the names
of the actors / actresses or the names of the characters they portray?

When Jack Sommershy returns to his wife and son in rural Tennessee after fighting
in the Civil War, he seems a changed man, The question is whether Sommersby
(Richard Gere) is or is not the man that Laurel (Jodie Foster) married years ago. His
transformation has been so great that many people wonder whether Sommersby* is
an impostor. Laurel®, too, is bewildered by her rediscovered husband, who seems
too good to be true.

* |n a film review, Gere and Foster could be written instead of the names of the
characters. This is not done in theatre reviews.

Practice
These are all conclusions of film reviews. Punctuate them.

I this is a film for every age bracket and is highly recommended for all those who

enjoyed julie andrews earlier film the sound of music

if you like your thrillers moody atmospheric pessimistic and spine chillingly

bloodthirsty then this is the film for you

3 the piano is essential viewing as diverse and tuneful as the instrument of its title

4 youll laugh youll ery youll love every second of sleepless in seattle sentimental
who cares

5 this is the most tedious of road movies and when the fugitive lovers finally come
to the end of the road shot dead by cynical detective eddie mars clint eastwood
the few people in the cinema still awake applauded recommended for insomniacs
only

6 overall however the films faults do not spoil an exciting and stylish piece of film
making well served by an intense script and fine performances from its cast

b




Reviews + Module 9B

1.1 Book review

Some lines in this review have one unnecessary word. Delete it and write it in the
margin. Some lines are correct. Indicate each of these lines with a tick (v). The
exercise begins with two examples (0).

Katharina Hedinger’s Christmas Cookbook (Goose Press)

Lo =1 =SS

— =
Lo -

13
14
15
16

Christmas is coming soon with all its secrets, festivities and dhe _ the
traditional dishes. Right on time, Goose Press have published v
Katharina Hedinger's sumptuously illustrated book, which containing

many a suggestions for the preparation of gifls, decorations and

food. In each case, step-by-step instructions and detailed lists of

ingredients are given, making Christmas preparations easy even for the beginner,

The first chapter, ‘Early Preparations’, starts with explain all the
things that can to be prepared about two months before Christmas,
such as homemade gifts, candles, wrapping paper and Christmas puddings.

In the second hand chapter, ‘Countdown to Christmas’, Hedinger
describes how to make decorations that need with fresh ingredients
such as leaves, twigs and flowers. Here vou will also have find
suggestions on how to get decorate the tree. The last chapter — ‘Last
Minute Preparations’ — again concentrates on all sorts of gift
wrappings, special Christmas dishes and table of decorations.

You will enjoy reading this marvellously illustrated book and as much as
vou enjoy Christmas itsell. Well worth at the price of £12,99, it turns
to preparation for Christmas into an art form.

Book reviews

Non-fiction biography. autobiography. history, refevence book, manual

Fiction novel, short story, play, best-seller, sequel

Stories selting, ;qu!, climax, theme

Genre romantic novel, detective story, science fiction, spy story, thriller

Technical paperback, hardback, cover. chapters, illustrations, preface

People novelist, pfﬂyu.‘righf, .'Ja'uic__{ru’,-;-'mr_ author, writer, poet, editor,
publisher

You may also need to write reviews about music. These follow the same structure.,
Music reviews

Classical concert, recital, chamber .".s:'_m!pr'mny orchestra, concert hall.
opera house
Rock concert, live performance, gig
Jjazz band, blues band, rock band., folk group, pop group
Bad music .\'J':m'p,ﬂn.', out :if!mw. discordant, tuneless, inaudible. out of time
Recordings CD (compact disc), video disc, cassette, single, album

Task ty_pes . ‘EEQ
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12 Film review

Complete the review by writing the missing words in the gaps. Use only one
word for each space. The exercise begins with an example (0).

Howard’s End

The hook is (8) story of two
families: the Schlegels are cultured and liberal, the

The partnership of James Ivory, director, and Ismail
Merchant, producer, has been making films for
almost 30 years. But (0) it has
seldom managed a more successful literary

that of E. M.

adaptation (1)___ ___
Forster's Howeard's End.
It is (2) of those elegant period
pieces (3) : which the
Merchant-Ivory team is famous (the book
(4) wrilten in 1910) and is their
third Forster adaptation, following Room With A
View (5) Maurice. 1t is also their
best — beautiful to look (6) ;
subtly scripted by Ruth Prawer Jhabvala, the
novelist (7) is their regular
collaborator, and acted with panache by a
distinguished cast.

Film reviews

Types of film
People
Technical

MNarrative

Theatre reviews
Shows

People

Roles

Waords
Things
Organization

Wilcox family prosperous and conventional. Its
theme concerns the breaking (9)__

of barriers between people who find it impossible
to understand (10)_ other in
normal circumstances.

Emma Thompson and Helena Bonham Carter
play the two Schlegel sisters whose fates become
inextricably linked with (11) of Mr
and Mrs Wilcox (Anthony Hopkins and Vanessa
Redgrave). Helen (Bonham Carter) falls in love
(12) their son; Margaret
(Thompson) is befriended by Mrs Wilcox and,

(13) she dies, marries Mr Wilcox.

Each performance makes its mark. James Wilby,
Prunella Scales and Samuel West are also involved,
but it is Hopkins, (14) the
puritanical Wilcox, (15) heart is
softened by Margaret, who is most notable,

feature film, documentary, box office suceess / failure,
blockbuster, art movie, thriller, Western, horror filin,

comedy (romantic, black), eartoon, love story

director, ]’}l‘tith!(‘i’!', cameraman, cast, actor [ actress (the lead,
star, co-star),

camerawork, camera angles, on location, in the studio, subtitled,
dubbed, screenplay, script, soundtrack, special effects. stunts
storyline ('nfm‘},ﬁm.‘f scene, climax, flashback

}}fﬂy, ng{.’f."y_ L.'Umc!-:'i!_;. __fm‘r{.’, musical, cabaret, ballet,

modern dance

director, set designer, costume designer, stage manager,
audience, prima ballerina, principal dancer, choreographer
the title role, a leading part, a walk-on part

a speech, a monologue / soliloquy. dialogue

stage, scenery, b-.'.*t.‘ks.'.(.';,{e, box office

The curtain rises on Act 1 Scene 1; it falls at the interval and at
the end — the final curtain

Television reviews

Programmes

130 o Task types

eurrent ujﬁ.:irs, nature programme, the news, a rf-:rr,‘umcn!m‘r,'. an
educational programme, a soap opera, situation comedy, drama,
game show, chat show, variety show, children’s programmes




STIR CRAZY
31 Camden High St, London.

The Concise Oxford Dictionary
defines stir-crazy as ‘mentally

deranged from long imprisonment’.

Dave, the slightly balding manager
of Stir Crazy, didn’t look off his
head. The only clue thal he might
have been oul of circulation for a
while was (0)_C__. Bul perhaps
the tacky cartoons on a duck
theme, the incredibly bright
lighting and the gingham
lablecloths were just irresistibly
cheap.

OR, so Dave’s not the enfant
terrible of Camden cuisine. But he

Restaurant review

Reviews =

Restaurant reviews use the same structure,

A Read the review and choose the best phrase given below to fill each of the
blanks. Write one letter (A-J) in each gap (1-6). The exarcise begins with an

example (0).

has gol a trick up his sleeve: a
Mongolian barbecue. A flat, semi-
circular hotplate the size of a small
sofa adorns (1) . Diners pick
up a bowl and choose raw
ingredients from the buffet:
bamboo shoots, chick peas,
mushrooms, pineapple and
peppers lie adjacent to (2) .
[Herbs, spices and chopped nuts sit
in tiny pots, while tall vessels hold
ladles and a selection of sauces,
You pick and mix - a blackboard
recommends what goes with what
- and Dave slaps the seleclion onlo
the barbecue. In lwo minutes
you've gol a stir fry. One trip up
and down costs £4.95, while £8.95

A the back of the restaurant
B that sort of thing

C the restaurant’s glaringly tasteless decor

D carrying them back to vour table
E more than half as much
F the desserts are something else

buys you (5)_. .

The stir fry relains its flavour and
crispness, is really tasty and for
some reason feels healthy. The
starters (all £1.75) are mediocre,
but (4) . Dave's mum makes
the pancakes with hot cherries and
ice cream. The cherries are not Loo
sweet, the vanilla ice cream is as
good as Hadigen-Dazs and (5) :

There’s something to be said for
picking raw ingredients, seeing
them cooked before you and
(6] . What Dave lacks in taste
he's made up for in common sense.
He's given something back to the
diners ol Camden. He's empowered
the people. m

G finely sliced raw beef and chicken, prawns and fish

H unlimited servings
I the pancakes are fresh
J they made me feel sleepy

B Read the review again then answer these questions.
1 Why do you think the restaurant is called ‘Stir Crazy' if the phrase means

‘mad from being in prison’?

2 What kind of opening and what kind of closing does the reviewer use?
3 How does she express her opinions without using the words | or me?

Writing
Part 2 writing task

For an English-language magazine for students in your country, write a review of

one of the following (about 250 words). Make use of the three models you have

just studlied.

a book (either fiction or non-fiction) that you have read recently

a film, play, dance performance or other show that you have seen recently
a restaurant where you have eaten recently

a record or CD you have heard recently

Task bank: Tasks 16, 42, 43 and 44
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page 132
page 135

Leaflets, brochures and information sheets

Tourism

10A Leaflets, brochures and information sheets

Leaflets and brochures are printed documents, usually illustrated, distributed free.
Their functions can include commercial advertising, persuasion (political, religious,
etc.) and information,

Brochures tend to be thicker, highly illustrated booklets.

Leaflets are often single sheets of paper, often folded in three, with a balance of
text and illustrations.

Information sheets are also usually single sheets of paper, not folded, with few
or no illustrations.

The word handout can refer to a leaflet or an information sheet.

For the purposes of the exam, you are not required to illustrate your work. In real
life, however, illustrations and diagrams can, of course, be very appropriate.

Model

A Bead this model information sheet and choose the best phrase given below it
to fill in each of the blanks. Write one letter (A-L) in the gaps. Some of the
suggested answers do not fit at all. The exercise begins with an example (0).

HOMEOF’ATHY is an effective and scientific

Hippocrates two thousand years earlier, he

system of healing which assists the natural
tendency of the body to heal itself. It recognizes
that all symptoms of ill health are expressions of
disharmony (0) B , and that it is the patient
who needs treatment not the disease.

In 1796 a German doctor, Samuel Hahnemann,
discovered a different approach to the cure of the
sick which he called homeopathy (from the Greek
words meaning ‘similar suffering’). Like

132 « Task types

realized that there were two ways (1), the
way of opposites and the way of similars.

Take, for example, a case of insomnia. The way
of opposites is to treat this by giving a drug
(2)__ _ . This frequently involves the use of
large or regular doses of drugs which can
sometimes cause side-effects or addiction.

The way of similars, the homeopathic way, is
(3) a minute dose of a substance which in
large doses causes sleeplessness in a healthy
person. Surprisingly, this will enable the patient



to sleep naturally. Because of the minute dosage,
no side-effects or addiction will result.

Homeopathic remedies work by stimulating the
body's own healing power. This power is very
great (4) , but when the healing process is
faulty, blocked, or slow, the homeopathic remedy
acts as a stimulus to the curative powers of the
body. To provide this stimulus, your homeopath
must prescribe (5) the right dosage for you.

What will my homeopath need to know?

In order to find the right remedy, your
homeopath will want to know all about you. You
will be asked many questions about yourself as
well as your illness (6) , both present and
past. The initial consultation will probably last
an hour or more,

Leaflets, brochures and information sheets

What will the treatment be like?

Your homeopath will give you a remedy, often in
the form of pills which should be allowed to
dissolve under the tongue. Nothing else should
be put in the mouth for at least 20 minutes
(7)____, not even toothpaste or cigarettes.

What can | expect to happen?

After taking the remedy, you should notice some
changes. For instance, (8) your symptoms

appear worse for a short time. This is the remedy
taking effect, and you should feel the beginnings
of recovery when this period has passed.
Alternatively, patients often experience a period
of exceptional well-being and optimism.

A '\‘p"]]ilf You l'l{'.’]‘!\'!!llil] l\' |lt’(‘(|
B within the whole person
C the right remedy and

D before or after t;t!{ing the remedy
E some people complain

F to give the patient

G to bring on an artificial sleep

H of treating ill health

I it occasionally happens that
J to achieve the desired effect

Module 10A

K and also about the health of your family
L and many complaints heal themselves unaided

B What was the purpose of the homeopathy information sheet? Who do you
think the target reader is, and where would the information sheet be distributed?
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Task types

How to write a leaflet
A This advice is written and set out in the manner of a leaflet,

How to wrile a leaflet

What makes a good leaflet?

A good leaflet is one that makes people want to pick it up and

read it.

So it must look good.

% TITLE AND HEADINGS — give your leaflel an eye-calching title;
break the text into short sections with appropriate headings.

% TEXT - short and light; avoid very heavy, complex sentences and
long blocks of prose.

% LETTERING - headings and titles should be BIG and attractive,

% LAYOUT - should be visual. Lists can be presented in columns,
with items either numbered or marked, as here, with an asterisk.

Before you write

Make sure yvou know who you're writing the leaflet for, and why.
Are you trying

% to sell them something?

# to persuade them to do something?

% to warn them about something?

Making notes and writing

Write down everything you want to include.

Group these ideas into sections.

Give each section a heading; reject any ideas thal don’t fit.
Decide on the order of the sections,

Think of a good title (or do this at the end - but leave space!).
Write.

Check and revise. If you have time, rewrite.

-] o Ov = OB

B This is the text of an appeal by the British charity War on Want, which
campaigns against world poverty. Copy the text, punctuating it and adopting the
layout of a leaflet.

human rights begin with breakfast at a time when the world community is
considering how to promote universal human rights war on want is Lumthtn:r A new
campaign called a human right to dvu_luplm nt war on want believes that it is time
that equal attention should be given to social cultural and economic rights alongside
civil and political rights universal human rights will never exist while one in three of
the world's children are malnourished one in four people worldwide are without
adequate homes lack of decent healtheare means every year 40 million children
worldwide never see their first birthday 80% of all sickness and disease is due to
unsafe water and sanitation globally £1.5 million is spent every minute of every day
on arms and armies for more information on war on wants work please contact us at
War on Want, Fenner Brockway House, 37-39 Great Guildford St,

London SE1 0YU
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Writing

Part 2 writing task

Next year, for the first time, a large group of English-speaking people will be
joining your school / college / workplace for one year. On behalf of the students /
workers, write an information sheet (about 250 words) that welcomes them and
tells them briefly something about the organization and the facilities it has to
offer. Include some advice about how they can best fit in and enjoy their stay.

Task bank; Task 45

10B Tourism

Writing for a tourist brochure

A A tourist brochure combines information with advertising. The brochure
informs tourists about a town or region, but above all it aims to persuade tourists
to come and, when they have come, to enjoy themselves (and spend their
money). Which of these two texts is the introduction to a tourist brochure?

Welcome to Oxford
,
o5
Oxford has many old buildings (in one square mile, there are
over 900) but no tall monuments from which you can see the
whole city. The University consists of 35 colleges in different
parts of the town. Many good bits of architecture, as well as the
entrances to some of the colleges, may be hard to find.
A
iods idst a tangle of 35
Many periods of English  spread ami :
history are iym!:)ressively different colleges uncl_ halls in
documented in Oxford's streets, various 9311;5 01-:1; thli c};tsyacsgtre,
ide by side with sho
houses, colleges and chapels. si e .
i xford flaunt its
ithin one square mile alone, offices. Nor does
‘tﬁglz;ty has r'r:lmre than 900 treasures; behind department
buildings of architectural or stores lurk grand Pc:_lllndmn ]
historical interest. doorways or halfthldden crannies
For the visitor this presents a of medieval architecture. TE:
challenge - there is no single entrance to a college nv:uv_g.lr11 .
building that dominates Oxford, tucked down a narrow ali€y . Yy,
no famous fortress or huge and even then is unlikely to be
ill gi i ted.
cathedral that will give you a signpos _
short-cut view of the city. Even Persevere, and you will be
Oxford’s famous University is amply rewarded . . .

a What is the difference between the first and the second texit?
b Does the second text include any facts that are absent in the first text?
¢ Why is the second text so much longer than the first?
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Public information

B Now read the following text, welcoming visitors to Rovaniemi (in Finland, on
the Arctic Circle) and rewrite it in a purely factual style — that is, in the style of the

first Oxford text,

The Warm Embrace
of the North

In a sheltered spot among hills and rivers nestles
Rovaniemi. A place to relax in contentment;
between the hills of Ounasvaara and Korkalovaara,
enclosed by the rivers Ounasjoki and Kemijoki,
Close to the heart of Mother Nature.

The countryside around Rovaniemi releases
warmth, or reddens the cheeks in the winter frost.
At the height of summer the sun shines, sultry, for
a whole month, and the never-ending light
confuses night with day. Towards Christmas Eve the
sun offers only the briefest glimpse of itself, but the

Rovaniemi — a winler wonderland

light of the stars and the Northern Lights glisten in
the pure white snow. Even throughout the winter
darkness, nature cares for its children.

What is there to he found in the shelter of these
hills, by the murmuring streams, right in the heart
of nature? Electricity, traffic, the bustle of people,
the laughter of children, the greetings of friends,
An expressive, vital city and its inhabitants bid

you welcome, Rovaniemi offers you a place in

its heart.
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Making the most of your region

A In most lines of the text, there is either a spelling or a punctuation error. For
each numbered line 1-15, write the correctly spelt words or show the correct
punctuation in the margin. Some lines are correct. Indicate these lines with a

tick(v’). The exercise begins with three examples (0).

Welcome to the Landes!

A limitless coast

Seventy sun drenched miles of fine sand. Wide-open spaces of natural sun-drenched
u:unl:uldtu:.ml freedom, Peacefull freshwater lakes for the enjoyment _ Peaceful
of all the family. Rec ently-built resorts in perfect harmony with the v

surrounding Luuindpe The coast of the Landes, unique in Europe,

All the emotions

The festivals which give rythm to the year in the Landes find new
conoisseurs each year, From the flamenco art festival to the festival

of the abbeys, emotions can be guarantee. Likewise, in the numerous

inns, whether highly reputed or little, known, the visitor is offered all

the genrosity of the Landes, the hospitality of a region which has maintained
the ancient traditions.

Space for action

The open spaces, available here have evervthing for those who are

looking for action. The ocean offers some of the best waves in Europe,

where fans of the surfboard can surf along side the champions. Golfers

will find outstanding courses desinged by the best architects. And the

countless forest paths. invite the visitor to explore the forest on foot or by bicycle.

A culture to savour

In the Landes, culture can be found at every turning The marks of

history are to be seen and felt at the heart of each town and village,

And the unique charm of the culture is enhanced as the froce of the
ocean, the calm off the Adour river and the tranquillity of the forest mingle
together in a harmonions landscape.

B Who was this leaflet produced by? Who was it written for? What is its
purpose?

In what ways is it different from the homeopathy information sheet on page 1327
(Think of the grammar the sentence structure, and the choice of vocabulary.)
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Word formation

Use the words in the box to the right of the text to form one word that fits in the
same numbered space in the text. Write the new word in the correct box below

138 =

the text. The exercise begins with an example (0).

0 DEPEND
1 CULTURE The nation of Trinidad and Tobago nestles close by the coast of South America —
5 GENTRE either the first among Caribbean islands, or the last word, (0) ... on vour direction.
Once part of the mainland, these islands decided they wanted their own identity and
3 SWEEP drifted north. Geologically, they remained as exotic as Brazil. (1) ..., they became a
CONTINUE law unto themselves!
4 NT ,
A mere 21 miles separates Trinidad and Tobago, daily spanned by plane and ferry.
5 CULTURE Trinidad is the larger of the twins — a riot of nature’s exuberance, from the mountains
of the Northern Range. to the (2) ... plains, to the soft, green hills of the south.
6 EUROPE Tobago is a masterpiece in minature, with a spine of forested hills steepling down to
wind-(3) ... shorelines.
7 RACE F==
Visit a rainbow
8 TOLERANT T & T is ethnic diversity. Name a people, and they're probably here, (4) ... creating
and re-creating their rich (5) ... stew. African and Indian descendants dominate the
9 NATURE mix but throw in Chinese. Lebanese, (6) ... and Amerindian, and you have a very
special blend. (7) ... and religious (8) ... comes (9) ... . All are proud citizens of a
10 SPAIN place known. since the earliest times, as “The Land of the Hummingbird'.
11 SLAVE Two histories, one destiny
12 LABOUR Amerindian spirits linger at Guayaguayare, Tunapuna, and Cocorite. "Irinidad’, itself,
was Columbus’ name for the island with three hills that he espied in 1495, The (10)
13 DEVELOP ... settled in Sangre Grande, San Fernando and Port of Spain. French planters,
nprooted by the Revolution in 1789, gave us Sans Souci, Blanchisseuse, Matelot.
14 POPULATE With the evil of (11) ... abolished in 1833, indentured (12) ... were brought to
Trinidad, predominantly from India. As the irrepressible African and Indian
15 DECIDE influences permeated, modern Trinidad was born.
16 COMBINE Tobago's biography, too, is told by names. British rule gave us towns called
Searborough, Plymouth and Roxborough, while its (13) ... into the richest sugar
15 DECIDE island in the Caribbean led to a modern (14) ... of mostly African descent.
16 COMBINE It was the i”SPimd (15:}' (-.'tf a British hnrr-*:m-lt-r:lt Hlut' ::'.r.{‘.‘.'%tl_‘d the magic (16) we
are blessed with today. Thus, it was as one nation that Trinidad and Tobago gained
17 DEPEND (17) ... from Britain in 1962, and, in 1976, declared itself a republic.

Task types
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Writing

Your local tourist board produces an eight-page brochure which presents your
town (or region) to English-speaking tourists. The brochure comprises eight
sections, each of 250 words.

1 A general introduction to the town, mentioning one or two key features but
above all describing the whole town in very positive terms.

2 A ‘walking tour’ - a guided tour following a route around the town and pointing
out some of the monuments, churches and places of interest. This section may
include architectural information.

3 Hotels, restaurants, pubs, discos and clubs — a brief gnide to accommodation

and entertainment. The Arts are not mentioned in this section.

The Performing Arts — a brief guide to music, theatre, dance and cinema.

The Visual Arts — a brief guide to museums, galleries, public sculpture.

6 Traditions and customs that the tourist can enjoy.

Famous local people, either historical or living — a brief article summarizing the

person’s life, achievements and contribution to the town.

S8 Industry and employment — a brief article written for two purposes; to paint a
picture of a modern town which is thriving economically and not just living in the
past; to attract industry and investment to the town.

(=L,

-1

Task 1 Write section 1 (a general introduction).
Task 2 Write one other section.

Class activity Produce the whole brochure. You may think of alternatives to the
above plan.

If you are studying in Britain, research and then write the brochure for the town /
region / country you are studying in. Your target readers are foreign students
coming to study there, like you, in the future.

Task bank: Tasks 7 and 46

_Task type_s - 'ISQI



TASK BANK

Task 1

You saw a car leaving the scene of a crime at high
speed, You got a good view of the car, but you saw
neither the number plate nor the people inside. The
police have asked you to write a description of the car.
Write 100-150 waords.

Task 2

An English-language magazine is running a series
entitled The Eye of the Beholder. Each week an article is
published in which a reader describes an object or a
work of art that they find particularly beautiful. In the
articles that have been published so far, the writers have
usually included a physical description of the object
before giving a personal commentary on why they find
the object beautiful. Write about 250 words.

Task 3

You have arranged a house (or flat) exchange with
someone from New Zealand. This means that, for the
month of July, you will be living in their home in New
Zealand, and they will be living in your home.

The New Zealanders have just written to you, telling you
everything you need to know about the house you will be
staying in (including the plumbing problems, and how to
turn off the water supply in an emergency; the broken
washing machine, and where 1o find the launderette; the
cat, what it eats and where it hides; the local shops and
facilities).

Reply, in about 250 words, telling the New Zealanders
what they need to know about your house.

Task 4

You are on holiday and next week some friends are
coming to join you, but you are not staying where you
had expected to be, as you have found somewhere
much better. Write a short letter to your friends, (about
250 words) telling them that you have moved and
persuading them that you have made a good choice.
Then explain where they will find you, giving them
instructions how to get there by public transport.

Task 5

An American couple, friends of friends of yours, will be
passing through your town one day next July. You will be
away on holiday when they come, but nevertheless you

140

have promised to write them a brief guided tour, They
are only planning to be in your town from mid morning to
early evening, so they just want to see a few of the most
interesting sights, have lunch scmewhere and maybe a
coffee or a drink later. You have never met them before,
their names are Walter and Phyllis and they are in their
early thirties. In about 250 words, write the couple a
letter in which you give them directions for a guided tour
of your city / town / village.

Task 6

For a young people's English-language magazine in your
country, write an article of about 250 words giving advice
on the following subject:

Healthy eating: some sensible advice for teenagers

Task 7

People in your country are frequently upset by the
behaviour of some tourists. Tourists sometimes do things
that are acceptable in their country, but shack, surprise
or offend in your country; conversely, they sometimes falil
to do things that in your society they are expected to do.
Your local tourist office asks you to produce a sheet of
advice addressed to English-speaking tourists giving
them advice on how to behave in your country. Write the
sheet of advice, suggesting what the fourists should and
should not do if they wish to be well received in your
country. Write about 250 words.

Task 8

For an educational magazine aimed at 16-18 year olds in
Britain, describe either the educational or the political
system in your country (250 words).

Task 9

An English-speaking friend living in your country,
impressed by the amount of enjoyment you get out of
your favourite sport (and possibly by your skill and
success), has decided to take up the same sport. A
complete beginner, your friend writes asking you to
explain the rules / techniques of the sport, where to do it
and who with, to detail all the necessary equipment and
to give any other advice that may be appropriate. Write a
letter answering your friend’s reguest (250 words).




Task 10

As a result of a misunderstanding, you were arrested by
the police (either in your own country or abroad) and
kept prisoner for three days. You have a friend whois a
lawyer. Write a letter to your friend (about 250 words),
describing exactly what happened - why you were
arrested, and how you were treated by the police — and
asking if you are entitled to any kind of apology or
compensation,

Task 11

A local English-language magazine runs a regular feature
entitled No One s An Island in which readers are invited
to describe a relationship that has been important in their
life. Write an article (about 250 words) for publication in
this series.

Task 12

For the English-language edition of a tourist guide to
your town / region, write the life story (about 250 words)

of one of the famous people associated with your town /
region.

Task 13

An American national newspaper has invited people from
around the world to write an ‘open letter’ to the
President of the United States, for publication in the
newspaper. Write your letter (about 250 words),

@ The content and style of your letter is left very open here, giving
you a lot of scope to demonstrate your skills and creativity, To
succeed in this task you should write a letter that the people
who biuy the newspaper would enjoy reading. You might criticize
the President, or you might praise him. More constructively, you
might draw his attention to one or more of the many ways in
which he could use his immense power to make the world a
better place. Are there any injustices in the world, or threats to

the future of the world, that you would like him to do something
about?

Task 14

NO JOKING MATTER!

Unmn-;lu:mlem is increasing throughout the devclnp,zd wnr%d.
and its effect on individuals and families can be tragic. I}u you
have a solution to the problem of unemployment? Consider the
causes of unemployment, and how work could be better shared.
Write an article (about 250 words) entitled ‘A Solution to the
problem of Unemployment', P.5. Magazine will publish the best

article received.

Task 15

The problem of famine in the Third World is ever present
— but easily forgotten from the comfort of cur homes.
What should we be doing as individuals to help the

people who are dying of hunger? What should our
governments be doing? Write an article of about 250
words for your school magazine.

Task 16

For your school magazine, write a review (250 words) of
the worst film, concert or TV programme you have seen
recently.

@ You have a good reputation as a critic, and you will maintain this
reputation by offering a balanced judgement. Mention the
positive points as well as the negative aspects, and justify your
opinions.

Task 17

You have just received the following letter from a 19-
year-old friend who is working in New Zealand. Write a
reply to her letter (about 250 words).

Help! I need your advice!

Things with Gary just got worse and worse, and
I'm not going out with him any more. | can't pelieve |
came all this way just to be hear himl The trouble is,
I'm still working in his parents’ factory, so | still see
him most days, and he always makes sarcastic,
hurtful comments, l've been offered two ather jobs,
one in @ bar and the other in a pharmaceutical
factory. But as you know, | don't approve of drinking
or drugs, so | turned them both down. Oh yes, one
more job offer (much more interestingl) | met a man
who is looking for crew to sail around the Facific in
his yacht. But | haven't ée¢h him again.

Anyway, without Gary and his friends don't
know anybody here. | never go out any more, but
spend my evenings at home thinking of the good
times we all had together last summer.

| had so wanted to explore these islands, the
mountains, the beaches, the Maeri culture. But that
dream has gone now, together with my hopes of .
improving my epoken English (1 hope you don’t mind
my practising my written English on you, by f,'hg
way). There are only two reasons why | haven't come
home already. First, I'm having trouble changing the
date of my flight. And second, | haven't really got &
lot: to go back to: when | came out here | had to gfve
up my job and my flat, and it cost me all my savings.

Flease write and tell me what | should dol Your
advice would bring a ray of sunshine into my
confused lifel

Love,
Anita

141



Task bank

Task 18a

You are sharing a flat with two other people, and the
arrangement isn't working very well. Write a letter to a
friend (about 250 words) describing some of the
problems you are having with your two flatmates and
asking for advice on how to improve things.

Task 18b

Exchange letters with another student. Reply to your
friend's letter (about 250 words).

Task 19

Just before setting off by train an a fareign holiday, you
see someone leave a bag underneath a bench in the
railway station. The following day, you leamn that a bomb
exploded in the station at about that time. You feel it is
just possible, though very unlikely, that the bomb was in
the bag you saw being left under the bench — in which
case, you also saw the terrorist who planted the bomb,
and would be able to describe them to the police. You
write a letter to the police describing what you saw.
Don't write the whole letter. Write only your description
of the person who left the bag, the bag itself, and the
location af the banch. (About 150 words.)

Task 20

Your good friend Alex is flying to Britain, and will be
picked up by another friend of yours (who lives there).
The two have never met, but Alex has a photo of the ene
in Britain; unfortunately, you haven’t got a photo of Alex.
So write the description of Alex that you send to your
friend in Britain in order to help them find each other at
the airport. (About 100 words.)

Task 21

P.S. Magazine Writing Competition:

A Dinner Party

If you could invite any two famous people 1©
dinner at your house one night, who \xjould you
choose? The people may be dead or alive, from
history or from fiction.

« Say why you choose these people

« You may also briefly discuss your plans for

the evening

LENGTH about 250 words Sl

PRIZE $100 cash plus a dinner for four ar the
restaurant of vour choice.

Task 22

You are either a private detective, a secret agent, a
political extremist or an outlaw. One of your contacts
needs to get a false passport made, in a hurry. You
know that there is only cne person in town who can do
it. This person can always be found at a certain time in a
certain bar, and will be prepared to negotiate the job
with a stranger so long as they can give the password.
Write a note for your contact, telling them where to go,
when, how to recognize the forger, and the password.
(Having written the note, you will, of course, put the note
inside a folded copy of the Herald Tribune, and throw the
newspaper into the rubbish bin beside the park gates at
midday precisely.) (About 150 words.)

Task 23

Write a magazine article that takes a critical look at your
town as seen through the eyes of a dissatisfied tourist.
Your article should be enjoyable to read, but make a
number of valid criticisms.

® Suggested approaches:

+ Write the article in tha form of a letter written by a dissatisfied
tourist.

= Write the article in your own veice, after hearing from a
dissatisfied tourist.

Task 24

P.S. Magazine Competition: memories
that take you back!

Our memories and dreams often retum 1o a
beautiful place we once visited — chil(lh.ood
memories of visits to a farm or to the city,
adolescent sertings of first romances, adulr
memories of beauty spots, holidays in the
mountains, beaches . . . In about 250 words,
describe that place, and P.S. Magazine wi}l take
you back there, as well as giving you 4 £250
cash prize, if your article is {:cleclcd for
publication in our April edition.

Task 25

You are on holiday and the place you have come to is
extremely disappointing. An English-speaking friend of
yours is planning to come to the same place next month,
Write a letter to your friend (about 250 words), describing
the unsatisfactory accommaodation, amenities and
facilities, and suggesting that they change their holiday
plans.
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Task 26

You spent last summer working on a fruit farm in
England. The farmer, John Ambridge, has written to you
asking you to come and work for him again next
summer, this time as a 'team leader’. You would like to
accept the job, but only if he makes some improvements
to the conditions. You have also received a letter from
James, an English boy you worked with last summer
who feels the same way as you do.

Read the job advertisement below, and the extract (right)
from James' letter, Then, using the information given,
write the letter and the note listed below.

JOB ADVERTISEMENT

LOOKING FOR A WORKING HOLIDAY
IN BRITAIN?
Then spend July and August
PICKING FRUIT
at Archer Farm, Evesham
FREE ACCOMMODATION in the ‘bunk house” —

one dormitory for the boys, and one forilhc— :
girls — with good washing and cooking facilities.

MINIMUM AGE 16. Fruit pickers are organised
in 3 teams of 6, each with a team leader. The
team leader is responsible for the welfare of the
younger members of the team,

PAY is by piece work: you are paid according
to the amount of fruit you pick,

SOCIAL LIFE — meet and work with people
vour own age from all over the world. Your
team leaders will help organize games and
activities on rainy days, and there’s a mini-bus
for excursions and cinema trips.

PLUS ALL THE FRUIT YOU CAN EAT!

Write (a) your reply to the farmer's letter mentioning the
points suggested by James (about 200 words).
(b) a note to James that you include when you
send him a copy of your letter to the farmer
{about 50 words).

You must lay these out in an appropriate way but it is
not necessary to include addresses.

Task bank

EXTRACT FROM JAMES'S LETTER

‘... | just got a letter from John Ambridge — | expect
you have too. He says he wants us both back again
hext: sutiter ...

These are the notes I've been making about the
things | want to mention — | think it'll be really
effective if you put the same things in your letter:

The bunk house: two cookers not enough for 18
people to cook on. We need 4 — & one more big fridge.
One shower not enough — at least 2 needed
(preferably 3).

Social: mini-bus not working all last sumrmer —
must be repaired. More games and activities
needed: disco In bunk house? table tennis for rainy
days? volleyball?

Young people: too many aged 14 & 15 last
summer (you remember the problemsl) Minimum age
16 to be enforced if I'm in charge of the little
datlings!

Actually, I'd be really grateful if you sent me a
copy of your letter — to make sure we're both asking
for the same things, and also to help me write minel

Task 27

Is there an English-speaker that you have offended at
any time in the past, but you have never apologized to
them? Did you ever do something wrong, and it's still on
your conscience today? Have you ever (accidentally or
otherwise) caused problems for someone, and you
would like to apologize to them?

(With a partner) Explain to your partner exactly who you
would like to apologize to, and for what. Your partner
must write the letter for you; you will write the letter your
partner asks for. Then read the letters together and
decide whether they are good enough apologies — and
whether to send them!

(Working afone) Write that letter of apology in English. Kill
two birds with one stone! Practise your writing at the
same time as getting something off your chest!

Task 28

You were on holiday with a friend in the USA three
weeks ago when your friend had his wallet stolen by a
pickpocket. The two of you, obstructed by an old man,
chased after the thief, and finally your friend caught him
in & side-street, bringing him down by diving and
catching his legs. Unfortunately, the thief was carrying an
open knife in his trouser pocket which cut him when he
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Task bank

fell. You were joined by a young American woman who
had seen the robbery and called the police. You

recovered the wallet from the thief's pocket and waited
for the police. The thief was taken to hospital, while you

250 words) that succeeds in both expressing your anger
(and ensuring that your friend doesn't behave that way
again) and renewing your friendship.

all went with the police to make a statement. Task 31
This mormning, you receive a letter from the American You are on holiday and you have discovered a wonderful
woman. Here is an extract from her Ietter, place and a wonderful person. You want to stay in this

place for the rest of your holiday, but you had promised
, . to spend a week with an English-speaking friend of
< . Do you remember me? I'm Annie, the one who - ;
i tie ol S Ee vl > hao his wallet stolen. yours. Write a letter to your friend (about 250 words)

describing the place you have discovered and the
Anyway, I’'m writing to tell you that last week | read a person you have met, and trying to persuade your friend
letter in our local paper from that old man who saw to come and join you. Tell your friend what a difficult
your friend catch the pickpocket. He obviously choice you will have if they don't come to join you. At the
wisunderstood everything. These are the things he same time, be careful not to offend them.
claims we 010: ; Task 32
i ut victim (three against one) ) _
i “m‘:.m .m:.:u! ) ( 4 Here is an extract from a letter written te you by Shane,
5 ;t.;bh ‘zm? . ;: #5 i an Australian friend who is at present living in Britain:
= pob him of a m
o leave him to dte. i i
. v ¢ mext month 1S my 19ch birthcay, dnd < EELE
He even thinks | was an accomplice, when we J never b ;‘j’:} Té“m,m » big decision. Tn fact, 1'd
even met before. He says were were scruffily dressed and really appreciate it if you wrote and gave r_-t: your
L ' il % fym 3T ¥ 1 -\,‘ C VLT -
looked like professional thieves. He reckons that tourists advice. You see, I'm in Eoe ‘f.m.;éwfpomld S
. batwoen three things. FiIsSby =2 e b =
visit Pfau,‘ to attack and steal b‘f PLE muﬂ,"? ox- The dﬂ;izeﬁ?-;‘?il;;crmim a professicnal footbeller —
trouble is, now lots of people have been writing to the {B“W S entract by Bristol Rovers!
paper in support of his letter, complaining about Ok, So they’re only in the Fo'.;c."1_h‘53'fu:.sir.3|i‘l.ﬂllj'; .
tourists. 1’0 be really grateful if you could write to the cveryone has to start somewhere. Altermatives
: i Uy h 2. In a small couid Go to University: I've got a place to study
newspaper saying what really ‘-ﬁleu.e e i in at Leicester, and I would get a small
letter would help fight against tgnorance and Engineeriiyg at Hes T ermolete the course in
e LR scholarship to enable me £O caplete
frejnﬂire.’ three years. My third choice is to dl').'ﬁ‘hx?l'- wm_ !
father really wants me O do — to go Dack T_.O Alice
= T T Sl family hotel there.
Springs -and help him Tun the Lam S
3 . ! L e o marry the Willerds
Write a letter to the newspaper setting the record straight (He'd prebably al*_’(j e _m;naoc:;i‘:tnl ;nf my :}rthc“_r
(about 200 words) and an appropriate post-card to the daughtff' fl’-'m'.“e":j“j’i__ e et you think,

- girls!) Do write and te R T e
American woman (about 50 words). F o whichever T choose, 1'm sure to lose the
Task 29 other two opportunities.’

You are alone at home, waiting for your two English-

speaking guests to come back with the shopping. When Write your reply (about 250 words).
they arrive, you are going to show them how to prepare

a special meal that is traditional in your country, Suddenly Task 33

the phone rings, and you are unexpectedly called out for
a couple of hours. Before you go out, write a note for
your friends giving them instructions on how to cook the
meal you were planning (including any necessary advice
on where to find everything necessary in your kitchen,
and how to use your kitchen equipment),

You recently spent six months in an English-speaking
country working as an au-pair. Now a friend of yours
wants to go and work for the same family. The farmily
have written to you asking if you think your friend would
be suitable for the job. (The work involves child-minding
for three children aged 3, 6 and 8; some housework,
Write the note (100-200 words). including vacuuming and washing-up; and the choice of
either gardening, cooking or walking the dog.)
Task 30

Write a letter to the family, recommending your friend.
Your letter should be sufficiently positive to ensure that
your friend gets the job, but you should at least pretend
to give a balanced judgement. Write about 150 words,
of which about 100 words should be the ‘reference’.

Last time you saw a friend, they did something that made
you very angry. You haven't spoken to them since. Now,
two months later, you're still a bit angry but you want to
renew your friendship. Write your friend a letter (about
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Task 34

The International Health Council is collecting information

about eating habits around the world. They invite you to

submit a report of about 250 words to cover:

* the avallability and affordability of fresh vegetables,
fruit, fish and meat in your area.

= the typical diet of pecple in your area and the factors
(financial, seasonal, traditional, advertising, etc.)
influencing that diet. If appropriate, this section should
be subdivided to cover different social groups within
your society.

= any observations you may have as to how people in
your area could take better advantage of the available
resources to improve their diets.

Wirite your report.

Task 35

The British Centre is researching English language
teaching in schools around the world. They already have
information supplied by the teachers and management of
schools, but recognize that this information is only half
the story. In order to obtain & more balanced picture of
the schools, the British Centre invites all advanced
students to write a 250-word repart on their school. As
an incentive, the Centre is offering study grants worth
£2,000 each to the writers of the best three reports.

Your report should cover all the relevant aspects of your
school/English Department, from classrooms and
facilities to teachers, management and methadology.
You should also mention what you perceive to be the
strengths and weaknesses of your school,

Task 36

You work for a multinational company whose head office
is in an English-speaking country. Every year in the first
week in July an international training week is held in a
different country from among the twelve countries where
the company operates. A total of 200 employees attend,
from all 12 countries. Activities include lectures, seminars
and workshops, but recreation (including nightlife,
swimming, sightsesing, eating out, etc.) is in fact the
most important aspect of the week, as selection to
attend the week is seen as a reward for the company’'s
putstanding employees.

Next year the training week is to be held in your country,
but it remains to be decided in which city. You are asked
to prepare a report on possible venues. Write the report

{about 250 words) recommending two suitable locations
and showing the advantages and disadvantages of each.

Task 37
Write a magazine report of 250 words describing a major

Task bank

disaster, either natural (fire, flood, earthquake, volcanic
eruption), or man-made. You may write from experience
or use your imagination, but the report is to be written as
an eye-witness account.

Task 38

You have been invited to write a 250-word article for an
international English-language magazine in your country.
The subject of the article is Television in my country
today. The editor has asked you to:

* give your article an interesting title.

* briefly summarize the TV channels available and the
kind of programmes they show,

* comment on the positive and negative effects of TV,
whether on society or on the individual or both.

= suggest ways in which TV programming could be
improved in the future.

DO NOT WRITE THE ARTICLE.,

1 Write three different first paragraphs for the article, all
of them good. Each first paragraph should use a
different kind of opening from the nine listed on page
125,

2 Write three different titles for the article, to match the
three openings. The title, like the opening, should do
two things: indicate the content of the article, and
make people want to read it.

Task 39

Your local English-language magazine is running a series
entitled Formative years, in which readers are invited to
write about someone who had an important influence (for
good or bad) on the way they grew up. Write your article
(about 250 waords).

® Beware of sell-indulgence. The reader of the magazine doesn't
know you, and probably doesn't want to hear about your
teacher or your family unless you have something interesting to
say about them. In particular, try to start your article in a way
that will make the reader want to read more.

Task 40

In Britain, there is some debate about whether the
political system is a good example of demacracy, For
instance, there is a democratic body (‘The House of
Commons') elected to govern the country — but any
decisions that the Commons make must be approved by
an unelected body of aristocrats, bishops and former
politicians (‘The House of Lords") and also by the Queen.
Similarly, the electoral system is sometimes criticised, as
is the reluctance of the government to hold referendums.
As a contribution to this debate, a British newspaper has
invited you to submit, for its weekly supplement aimed at
17-18 year-olds, a 250-word article in which you
describe your own country’s political system and
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Task bank

comment on its strengths and weaknesses. Write the
article.

Task 41a

For a young people's English-language magazine in your
country, write an article giving advice on one of the
following subjects:

s How to make the most of your time as a student.
» ‘The best things in life are free’ — five ways of enjoying
life for free.

Task 41b

For a national English-language magazine targeting the
18-36 age range, write an article giving advice on one of
the following subjects:

« Things to remember when buying clothes: tips for
successful shopping.

» How to succeed at work: tips for the office worker
and the young executive.

Task 42

An English-language magazine is running a series of
articles in which famous people choose 3 records that
they would take with them if they were going to spend
the rest of their life living alone on a desert island. Some
weeks, the article is written by someone who is not so
famous. This week, it's your turn (if your article is
interesting enough). Write the article (250 words)
explaining which three records you would take, and
why.

® It will probably be more appropriate to tell interesting stories

about your personal reasons for choosing the records than to
write the whole article as if you were a music critic.

Task 43

P.S. Magazine Writing Competition:
Win a Free Holiday in the U.S.A.
Imagine that next summer you are going o
spend a month touring the U.b.A: You will hc
ravelling with a friend, You don’t want 10 Carry
much luggage so you decide that, apart i_rcuhm _
any maps, dictionaries, rammars and rclhgmu.a
hooks, you will take just three bnokrs with you.
wWhat books will you take, and why?
Write a 250-word article for this u‘uaga;_cine.
answering that question. The writer of the !
article we publish will win a holiday travelling
around the U.S.A.

Task 44

An Australian media company is offering to donate 40
English-language videos to your schoal, for use in or out
of class, and also a scholarship for one student to study
for a month in the States. In order to decide what videos
to send, the Australian company has invited every
student in the school to choose two videos that they
think would be interesting and suitable, and to write an
article of about 250 words explaining their choice. The
videos should be of any feature film, documentary or TV
programme that you have seen: preferably they should
have been made in English. The articles will be read by
the representative of the Australian company, who will
send 40 of the videos chosen and award the scholarship
to the writer of the best article. The article itself will be
printed in the company’s magazine, in Australia. Write
your article.

Task 45

You are working at an International Summer Camp for
children aged 12-16. Every member of staff has been
put in charge of one sport or activity and asked to write
a short leaflet in English introducing the children to the
sport/activity, describing the equipment, rules,
techniques and safety procedures, and giving any
appropriate advice to beginners. You are lucky enough
to be able to choose a sport/activity that you know a lot
about. Write the leaflet (about 250 words).

Task 46

A small travel company specializing in holidays for British
people over 65 years oid is planning to expand its
operation to include your country. You have been asked
to help prepare the holiday brochure. Since many of the
old people may still have an image of your country that
they formed 20 or more years ago, you are asked to
write a 250-word article for the brochure describing the
ways your country has improved as a place for tourists.
@ You will probably aim o show, as far as possible, that your
country has retained all the positive qualities it used to have,
lost any negative qualities, and created wonderful new
opportunities and facilities for tourism.

Task 47

You are going away on holiday for three weeks. You
have a pet animal at home, and a friend of yours is
going to look after it while you're away. You don't get a
chance to see your friend personally before you go
away, S0 you write a set of instructions in the form of a
note for your friend, explaining how to feed and look
after the animal. You will leave this note on the kitchen
table: your friend has a key,

Write the note (76100 words).
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AN SWER KEY

PAPERS 2 AND 3

Name and job Motive On the other hand Opportunity

2.0 page7 Miss Lee Grudge against Shouldn't have been Could have slipped
S L o T Joh: Waitress Stefan's company serving Stefan's table something into the
1 re g”'lf"r t L"'“E“T EeRELLILY (Text 1) LIS, (Text C) (Text 1) fesend (Text 1)
4 cohesion 5 organization 6 target reader
7 range . Maximilien His wife was having Doesn’t want a death Counld have put
Job: Restaurateur an affatr with Stefan from poisoning in his own | something into the
(Texts A,]) (Text H) restaurant (Text A) cooking rabbit

STYLE AND REGISTER (Texts A, B, F)

5 Colonel Lamont Something to do with Cun't risk damaging his Could casily have
A Introduction Job: Armns Dealer the arms trade career, which depends on | poisoned Stefan’s food

1.0 page 12 (Text D.G) (Text DG} appearing totally while dining with
trustworthy (Text D) him (Text [)

Business letter b} :

Tourist hirockure — Kevin Truekle None — unless he Wais poisoned Served Stefan's food

Newspaper review of restaurant A Job: Waiter was paid by someone himself (Text €2) (Text 1)

Spoken: job interview (& (Text ) clse (Text E)

Short newspaper repor : Henry Hungerford

Spoken: polite conversation B Job: Kevin's dog

Back cover of a novel | : :

Informal telephone conversation E

Advertisement — Kevin Truckle is the murderer, 1t isn't hird to strength, then ate a small amount himself to

Love letter 11 imagine someone paying him to poison Stefan, simulate food poisoning and elear himself of

Police officer's report I considering Stefan’s line of business. Kevin first suspicion.

Recipe B tried out the poison on his dog to assess the

B Formal and Informal

1.0 page 14
A VERBS NOUNS B a 1 arrived 2 irritated 3 despaired
L Iy JiNe . 3
Voidsout ¢ Mo St 4 becoming 5 provoking 6 discussed
luul_t!n..l lu i{.}\ c‘t:;u:.;: i N t]l:-L -cater 7 conmcted 8 lodging’ 9 connected
Syl ORER e L 10 iwestigate 11 came 12 arranged
10 coase to stop deficiency lack I3t posiaonedl T vicited 5 afer
to funetion to work vision sight B 'I tT; ; A ) " bac
B - got 2 put up with 3 bring back
e o e residence home 4 "Lm: by 5 gat 6 gol 7 joined in
- ) Yl Al 7 ]
to demonstrate to show TESpInREon breathing 5 ﬁ{i on with f—-” fell ri:1: l'tljtm'n d out
’ . . 1 t i > &Lk B
to reside to live somnambulist slecp-walker NP aE heshot
to appear to seem comprehension understaneling e Sl e .
N ERreat to el b ritvar e : ¢ Connecting words in informal spaken
tr” ;| ::Eu“::c : h::; e PREpEbon ot English are nsually one-syllable words such
2 e HiSE LAE : & J
i e G as and, but, so, which are nsed
to assist/aid to hel JECTIVES A
i P ol repetitiously, In formal speech the
conmmence/initiate to hegin incorreet wrong SR
: : . . Al connecting words ire more complex.
to desire/require to want aminble friencly 5
to obtain Loy et vacant empty 1.1 page 16
to liberate/release to free insine mid -
11| L':m:::nu- R < SR . I a The best place to spend an autumn
! : ) eil AIERPENSIVE SR afternoon in Paris is probably the Jardins
vivacious/animated lively Q8 Lixembions ‘
ADVERBIALS superior/improved hetter b The actress pls 5 T lovesdy Thiistte
3 it . 11 sactress playing his lover is Julictte
subsequently next/later infantile/ juvenile childish Winoclaraidh o L AT T e
principally mnsl]}'a"nr.linly immature/puerile e ml-;oci J¥; st
consequentlyv/therefore  so sufficient enough . This suidebook s w heloful Il
imitially ; at first entire/complete whole ¢ s guidahook s pory pAIICIE el
ST, il : i about many little-known places, and is the
ultimately/finally in the end senior alder P e g _ s
’ L right guidebook for tourists who don't like
to be part of the crowd.
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Answer key

2 a Those marrying now, in the ‘905, only stand
half a chanee ..,

b One easily forgets ... (or, 1t is easy to forget
vl

¢ It's incredible how much they spend

(better, “is spent”) on the army, especially

in view of all the poor and homeless

people.

o 18 a0 good way for beginners to improve

their vocabulary.

¢ As one reads this book, one gradually
becomes less ignorant abont what it is like
to belong to an ethnie minority that suffers
from racial diserimination and abuse,

[ ... create a homely atmosphere.

a This book tells the layman (the orclinary
person) everything he needs ...

h ... made me think /£ makes one think.

i Inmy home town, we're always seeing
vinlence in the streets, but we ../ one is
always .. but one leamns ...

j i \U]I(‘.I'I ljl‘(lpll.‘ e lil_‘fil]l.'r‘d{l.'_ lh('_!—' Y
when one is desperate, one ..

3 a4 .. notenough activities for young people
are offered.

b Something must be done about these
problems.

¢ Greater customer satisfuction could be
achieved if the promises made in the
brachure were respected,

[~

1.2 page 17

Job advertisement in a newspaper

I matemity leave 2 L".mclichltca"-.lpp]h::ﬂlll

3 skills 4 command 5 desirable

6 appointed 7 have 8 manner 8 further
10 available 11 Completed

12 considered / accepted

1.3 page 18

A7 Rue du Vienx Faubourg
59002
Lille

April 4th

Dear Miss Kurosawa,

I write with reference to your letter of April
1st.

I sincerely regret that | shall be nnable to
meet you at the airport on Thursday:
unfortunately 1 have previous commitments,
namely a luneheon engagement and a dental
appointment.

Nevertheless, please allow me Lo assure yon
that not only mysell but also a number of my
colleagues ure very much looking forward to
meeting you. In view of this, might 1 suggest a
mecting at vour earliest convenience? Could
we perhaps meel at your hotel at Bpm and
take vou ont to dinner in one of the finest
restanrants in Lille? I should be very grateful
il you would phone to confirm.

1 look forward to hearing from you.
Yours sincerely,

Nicole Renault

P Jean Emar, Export Manager

Tues Bam
Jane =

Thanks for phoning to say when you'd be
back. Sormy T won't be in when you arrive -
I'm going out to lunch, and then I've got to go
to the dentist’s. But me and the others are
dying to hear about your holidays (especially
abiout Adonis!), so perhaps we could get
together as soon as possible after you get
back, Maybe we could all meet up for a drink
in the Café des Sports at 6, then go out for a
bite to eat? Give us a ring and say il that's
0.K.

— Nicole

COHESION

A Introduction

A The good writer

— writes in sentences and nses Imm:l.u:lliuu

— writes in pnragl':tphs

— organises the writing by putting the ideas in
order

— connects the ideas by using:
a conjunction (When)
u reporting verb (replied)

B Mick and Keith were two bed-ridden old men

sharing & room in an old people’s home, Mick
had the bed next to the window, from which
he used to deseribe in loving detail to his
friend the children playing in the sunshine,
the dogs nmning in the park and any really
nasty street fights.

At first, Keith loved the deseriptions, but soon
lie beeame sick with jealousy,

This went on for years until one night (when)
Mick was very ill and called out, "Please,
Keith, ring for the nurse, [ don’t think Tll lust
the night.”

His Triend reached for the alanm, but then
thought, ‘T he dies, Il get the bed nest to the
window.’ So he ignared the calls, pretending
to be asleep.

Clin 2but 3 On 4 At 5 so0 6 soon

7 and

B Linking words

1.0 page 20
A 2b By that time / By then

3b Meanwhile / In the meantime / At the

same time

As a result / Becanse of this /

Consequently / For this reason / On

account of this / Therefore

Accordingly (the words sugpested for 4b

are also possible)

6b Despite this / In spite of this /

Nevertheless / Nonetheless / All the same

Even so/ Be that as it may / However

om the other hand / by comparison / by

contrast / however / thongh

8h What is more / Also / In addition / On top
of that / As well as that (also possible:
Furthermore and Moreover, but these
words are a bit formal)

4

@

7l

(The punctuation suggested is what this hook

recommands, but is not always the only

possibility. The commas in brackets () are

optional. )

We are advised to do this exercise very

a carefully, otherwise we will make a lot
of mistakes.

b carefully(.} while our teacher is in the
pub.

¢ carcfully, even though it looks ensy.

My weeks in captivity weren't too

a unpleasant(,} considering the terrible
reputation of my kidnappers.,

b unpleasant onee 1 got used to the
conditions.

¢ unpleasant, even if the food was
terrible.

The tigers ran away from the

a Englishwoman as if she was going to
et them,

[} [-'.nglislnwnn.un the Wily Imiee i away
From acal.

¢ Englishwoman the moment they saw
her.

Her Olympic gold medal was

a remarkable, though many people
eriticized her for ler arrogance,

s remarkable, not that she didn't deserve
if.

¢ remarkable in view of the fact that she
had just had a baky.

His clathes smelled of Chanel

4 Number 5, just as she had expected.

I Number 5, besides whicl hie had
lipstick on his coflar.

¢ Number 3 now that he was going out
with Virnessa,

I'll look after vour erocodiles while you're

o

a  holiday provided that you look after my
grandparents next August.

Iy holiday as though they were my very
oiwn children.

¢ halidav(,] as well as watering the
pineapple plants.

I told him I had decided to break off our

a engagement, much as 1 regretted losing
the opportunity to live in o castle.

b

{¥¥]

-

o

-]
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b engagement, W]Iq.':'t:u}nm he started to
eny.
¢ engagement, so he made me give him
back the ring.
8 The FBI took the
a photographs so that they conld put
pressure on the minister.
b photographs in case evidence against
the Presidint was needed,
¢ photographs in spite of the CIA asking
them not to.
9 I've decided to do two hours of acrobics
(_"l'l:.'r‘\'
a day in order Lo lose weight and look
good on the beach.
b day as soon as 1 can afford the clothes,
o day as long as my boyfriend comes with
me.
By the time we arrived in Barbados, |
was sorry 1 had sarried hin.
b Nosooner had we got to Barbados than
1 discovered fifs secret.
e Whenever | return to Barbados, I am
filled with nostalgia.
Hardly had Ana entered the room
when everyone started to ulr.lp.fm.'d.
b As a result of Ana's recent Hollywood
suscess, everyone wanted to meet her,
¢ Despite her reputation, Ana didn’t
seetn to be interested in the men,
Nat only was their relationship happy,
but it also produced two children.
Iy Since she has been with Bruno, she has
torgotten all her old friends.
¢ 5o us to celebrate their anniversary,
they returned to Barbados.

1.1 page 22
1
A .‘inggl!stcrl ANSWETS

Immediately = At onee, Instantly, Now

At the same time - Simultaneously,
Meanwhile, In the meantime

Finally — At last, Eventually, In the end

At Last implies a feeling of relicl

Suggested answers

1 T've been waiting an eternity for this

mement, A last T ean hold you in my arms,

Clementine.

2 A friend of mine got a job on a ranch near
Buenos Aires, At first () he found the life
very hard, but it didn’t take him long to
find his leet,

3 The food's in the oven and dinner will be
ready inan hour. In the meantime let's go
and do some gardening.

4 We are always looking for bright young
men to join our stalf. However, there are
1o vacancies at present,

5 The police received the bomb threat al
6.15pm and arrived at the scene six
minutes later, By then, the cinema had
been evacuated and the adjoining streets
cordoned ol

6 On my twelfth birthday, [was finally told
where babies come from. Until then, 1 had
imngined they came from the supermarkel
like everything else,

3

(=)

=1

Sugpested answers

First — Firstly, First of all, In the first place

Second — Secondly, Next, In addition

Lastly - Finally, Furthermore, On top of that

Suggested answers

1 It's loxurious, it's not too expensive, and
the food’s out of this world. On top of that
there's the Italian barman: my [rends think
he's the real reason 1 always go there,

2 Tdon’t want to have a drink with yon,

beeanse it's too early in the day and also 1
don't like you very much. Besides, I'm not
thirsty.

3 We are not wholly satishied with vour work

to date, partienlarly in terms of
productivity. Moreover, on more than one
aceasion your poor imekeeping record has
been bronght to onr attention.

That is (to say), To put it another way, | mean

1t came as a surprise to hear that Clea was
marvied, I fact, it came as a shock.

The only thing Chantal wants for her birthday

is a new English grammar book. At least, 1
think that's all she wants,

Our hotel was what the travel agents deseribe

as Tively and colonrful’. In other words, it
was in the red light district.

1 don't know how VN Can listen to that music.
[ mean, it sounds like Rambo’s foreign
policy: no harmony but lots of explosions.

I Similarly = Equally, In the sume way,
Likewise. By the same token

2 By contrast — By comparison, Conversely,
In comparison, On the contrary, On the
other hand.

3 Hut — All the same, And vet, Be that as it

may, Despite this, Fven so, However,
Nevertheless, Nonetheless, Still, Then
g, T||.m1g]|, Yet

Suggested answers

1 All three films give an extremely fine
grained result, Delta, howeter, cannot
quite mateh T-Max 100 for the fineness of
its grain strueture®,

The Deleo freezer is eheap and efficient,
Sometimes, though. it can be difficult to
apen,

3 'Batman Retumns’ is surely Hollywood at its

Nevertheless, the film has its

most origi
faults,

4 He's not mueh to look at, and he's certainly

no hera, But [ love him.

5 Managers are advised to avaid

confrontation. Tnstead., they should
encourage staff to discuss their problems®,

6 Professional cvelists do not get stomach

pains, even thongh they eat and drink
while competing. Likewise, swimmers
rarely suffer.

You say I was driving fast and dangerounsly.
On the contrary, 1 was observing the speed
limit and driving with great care.

3

Answer key

A In brief - In short, In conelusion, To sum up

B

In general - As a rule, Generally, Broadly
speaking, By and large

Suggested answers

L The earnings gap between men and

women in Europe is at its highest in

Britain. Cn average, women in British

imlustl}’ receive 69 per cent of men's

carnings.

The Personnel Manager interviews all job

applicants here. On the whaole, she looks

for potential rather than experience or
qualifications.

3 And what was worse, it was raining all the
time. All in all, it was u disastrons
weekend.

4 (430 students voted in favour of the mation
to ban smeking on the college premises,
while 462 voted against.) Overall, students
at the college are against a smoking Lan,

5 At the back of the bookshelf, 1 found the
cassettes of the telephone calls, [t was
Barhara, then, who had been tapping the
palace phone lines.

(2]

For example — For instance, Among others

Muinly — Primarily, Principally

Suggested answers

I My cat seems to think she's a dog.

Yesterday, for instance, she hit the

postman, and this moming she jumped up

and started licking my face.

Yes, Lam studying English at the moment,

It's primarily for my job, but it also means

that T'll find it a lot easier to travel,

3 His parents said [ was a bad influence on
him. In particular Il|u+}.r accused me® of
taking him drinking last Sunday morning;
they didn’t mention any other wavs in
which I was supposed to have corrupted
T,

(84

A Anyway - Anvhow, At any riate

By l]ll.'.“’q'il\’ - Incidentally

Suggested answers

1 1 spent the rest of the day watching the
cycling on television. Talking ahout hikes,
have vou got vours mended yet?

2 Darene is still as miserable as ever, and

Jackie never comes o visit us. Angieay, T'm

sure you don’t want to hear about my

prablems, so let's get back to those holiday

plans.

T had a letter from Patrick Eggli the other

day. By the way, T don't suppose vou

remember Carine Ihof?

Edueation is still way behind the rest of

Europe, and the Health Serviee is in crisis,

As for the economy, there’s no immediate

sign of an end to the recession,

Lo

1%

— informal: So

— formal: Aceordingly,
Consequently, Hence, Thus

— For this / that reason,
Because of this

As it result

In that case
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Answer key

B Suggested answers

(5]

It is not advisable to drink beer after
vigarons exercise beeause aleohol is a
diuretic — it makes you urinate., Thus rather
than replacing what you have lost in sweat,
it promotes delydration.

Finally, 1 fonnd the pricing to be as
attractive as the other features detailed
above. Aceorelingly 1 recommend porehase
of the AW/EUMCAE Mark 1,

With The Last of the Mohicans’, Day-
Lewis has found that vital element - star
quality. As ¢ result, he is a strong candidate
for an Oscar.

Sorry | didn’t come out last night, but I
was feeling a bit under the weather. That's
wihy 1 staved at home and watched telly.

5 Don't forget to puck inseet repellent.
Otherwise, vou may find yoursell eaten
alive by the local mosquitoes.

6 ‘She's only inviting you because you've got
aear’ ‘In that case | won't go.”

1.2 page 26

A admittedly trie granted

B astonishingly  incredibly  surprisingly

C fortunately luckily happily

D strangely funnily curiously
enough enongh enough

E  naturally ol course predictably

F  apparently it seems supposedly

G inmyopinion o my mind  frankly

1.1

page 27

Suggested answers

b 1T

.. often refuse to; 1o go [ to move, ete
his means ...

¢ These concem ...

d 1 think this research is .

e ... my working conditions

{ .. need rescuing (from the sea) / to be rescued
/ lifesaving

g .. have one, there .

1.2 page 28

A 1 Some years ago | came across a copy of

the 1906 edition of Prince Peter
2 Kropotkin's ‘Memairs of a Revolutionist’
in a second-hand bookshoep. 1 bought
3 it for £3. As soon as [ started to read it 1
r(’(‘ogniz{‘d a hero,
Being mysell a coward and a pessimist,
and having been so as long as 1 can
5 remember (and [ can remember falling
out of my pram, which confirmed me in
my views), the people 1 most admire are
the hold and the optimistic - unless of
course they are very stupid as well.
Kropotkin, however, was as clever as he
8 was kind, and he had a sincere faith in the
absolute importance of reading
9 boaks. In this he was encouraged by his
heloved elder brother, who wrote to

-

=

10

11
12

13

14

15

16

=

—

15

1%

him when they were separated by the
exigeneies of their harsh edueation,

‘Read poetry; poetry makes men better,”
Kropotkin was an explorer who mapped
some of the wildest and most majestic
rivers in the world, e was an anarchist
who, when he was imprlson{*d in the
dreaded lortress of St Peter-and St Paul in
Moseow, escaped by dashing out of

the gate into a waiting earringe and
gilloping through the streets waving to his
friends who were waiting at every comer
to see that the way was elear; then he

7 shaved off his beard and spent the evening

at a smart restaurant, where no-one
thought of looking for him. He was a
pioneer of the ecological movement, and
in

his book ‘Mutual Aid” he uses his own
observations of nature to support his

view that altruism has an important role in
evolution: he was also fond of

quoting Darwin’s description of the blind
pelican which was fed by its fellows.
‘Memoirs of a Revolutionist is a
wonderful adventure story, redolent of the
generous spirit and vigorous mind of its
anthor; il it has not already been
reprinted, it should be.

PUNCTUATION

A Full stops, sentences,

paragraphs
page 29

A Sentence 2 is correctly punctuated. The

1.0

others should read:

1

3

One day he married a cabaret dancer. This
womnan already had two daughters,

T think that a teacher’s method is very
important. Would I have learned as much
with another teacher?

1 seem to have lost Naomi's address, 1
wonder if vou conld have a look to see if
you'vie got it.

Cinderella was in her room. She couldn’t
help thinking about the boy who had
bought her the Coke. Her father came in
and asked her how the disco had been, She
told him about the bov, and how she didn't
even know his name. Finally she told her
father the worst of it, that she hacl
forgotten her bicvele when she left the
disco some time around midnight,
Suddenly there was u ring at the doorbell,
1t was the boy who had bought her the
Coke, and he had her bicyele with him.
“This bike's much too small for vou,” he
said, “Shall I acjust the saddle? Or better
still, il vou'll be my girlfriend, Ill buy you a
new mountain bike,”

B The Fakirs of India are distinguished by their
attempts to demonstrate their resistanee ta
pain anc privation. Some have been frands,
and some have shown remarkable powers of
mind over matter, demonstrating that all
pleasure and pain is Maga, or illusion.
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At the end of the 19th century, Fakir Agastiva
of Bengal proved the mental control he
possessed over his body by raising his left arm
above his head and leaving it in that position
until he died in 1912, Gradually, the blood
cireulation diminished to almost nothing and
rendered the arm completely numb and rgid.
Sven the joint locked, and Agastiva was lad
to rest with his arm in the same position. The
only poetic touch to an otherwise pointless
exercise was the decision by a bird to nest in
the palm of his hand.

Whether the accumulating bivd-lime set solid
over the years and helped to support his ann
is unknown and open to after-dinner
'-'}'l(‘('TIIH.EiﬂH-

1.1 page 30

A ﬁll!_'gi'ﬁt!'!l HNSWETS

2a Looking for an adventure, Lucy answered
the advertisement.

2h Sinee she was 1uukiu}: for an adventure,
Lucy answered the advertisement,

2v Luey, whio was itmking for an adventure,
answered the advertisement.

Ja Approaching the deser island, she was
impressed by its beauty,

3b As she uppruu-:h:fd the desert island, she
was impressed by its beauty.

3c She approached the island, whose beauty
impressed her.

4 Finding a good place to camp, they
pitched the tent,

4b When they found a good place to camp,
they pitchied the tent,

4¢ They found a good place to camp, where
they pitched the tent,

5a Needing to find food in order to survive,
Luey learned to fish.

5h Since she needed to find foad in order to
survive, Luey learned to fish.

3¢ Luey, who needed to find food in order to
survive, learned to fish,

2 Frightened by the anonymous phone calls,

he went to the police,

The stamps collected by my futher are

worth a forlune,

4 Children not accompanied by an adult will

be refused admission.

Bored by the film, 1 left the cinema and

went to a calé,

6 A woman attacked by a dog received no
compensation for her injuries,

7 Diana is wearing the expensive coat worn

by Lavren Bacall in “The Big Sleep’.

I won the game of ehess by nsing a elever

gambit learnt from Nigel Short,

-

wn

o

1.0 page 30

A la We all agreed that we would spend the

next day touring the villages.

Ib The deer were not distorbed by our
presence.

le My brother Matthew finally became a
gnml t'.1:m.:_|,f,|| trumpet |.l|.'t}'||.'1' Lo join the
army.



la She was, however, tired after her

expedition.

Politicians have, to be fair, lied less this

vedr.

Ab He told me. when his company was going
to be taken over by a multinational, that
hie was drinking too much.

4a Jenny, told the story of her hushand’s
accident, was angry with him,

(The ether sentences are correct. )

21

B 1 However. | decided to :i]II.'IIEI the day in the

mountain refuge,

We found deer near the top of the

mountain, the highest in Catalonia,

3 On hearing about the deer, Fabiana
devided that she wounld climb the
mauntain,

4 High in the sky, an eagle soared
effortlessly, enjoying the sunshine.

D 1 My birthday, which had begun with

sunshine, ended with rain.

2 Cle t:tpntrm Henry's dog, or rather bitch,

was o niuisance the whole day.

3 Norway E'.mnrr f hit cold in January, I've
decided to go to Moroeco.

4 Marion, who was [rightened of spiders,
hegged us, erying, to tum back.

5 What's happened to the car you used to
drive when you were in California?

6 Henry's brother the doctor was unable to
aecompany ust, ) but his brother the
guitarist did come.

However, old as she is, she has entered the

London Marathon again.

8 He told me, and I know you're not going to
like this(.) after all the drinks vou've
bought him and all the energy you've put
into your attempt to sell him a Jagoar, that
he's bonght & Fiat.

(&

=]

1.1 page 32

A 1 1 asked her what time her mother expected

her home.

I couldn't persuade him to tell me when he

had started to indulge i this habit.

3 [ told her, to simplify matters. that 1 was
the boss.

4 There was no way we could have puessed
who was going to he at the party.

(=]

B 1 She promised, to iim?p her mother happy,

to leave the ball before midnight.

ab If uilly )-I.Ju'(l told Helen, she wouldn't
have been shocked when she saw it

3a She asked me, to cut a long story short, to
mend her car,

4b I can remember, whether you can or not.

Sa [t was she who ehose, which was unusual
for her.

1.2 page 32

A 1b When he started to play polo, Kate
stopped loving him.
3b Whether or not you're going, 1 certainly

an.

3a Where there nsed to be a factory, now
there were fields of wild Howers

B 1 Wasn't it Clhureldll who said that power

corrupts and absolute power corrupts

absolutely?

Answer key

o

Many of the students and their friends and
supporters were shot at h}r the p(ﬂilrl+, who
later elaimed that they were only obeving
orders.

My voungest sister, who was a baby during
the time I spent in the “House of the
Rising Sun’, was strongly advised not to do
what 1 had done, :

4 A large number of firly successful trials
had already been completed with
laboratory animals before any change in
the behaviour of the professor who was
responsible for the project was noted.

1.3 page 33

To avoid giving the impression, half way Ihmu!,h
the sentence, that both the cat and the dog o in
the box.

]

A 1 Australian footballers can kick the ball or

throw it.

2 The hurglars ate all our food, and the baby
never woke up. ]

3 She thought Miss Verner was going to he
furicus and she waited all morming Lo be
summoned to the 5th Aoor, but the call
NEVET CAImE,

4 She squashed a grapefrit in Cagney's face
and walked out of his life.

B | Before he took off, Lindberg made himself

some sandwiches.

Muehas I admire his paintings. 1 wouldn't

trust him with my daughters.

3 1 bought this bicycle so 1 could go to the
beach every morning.

4 Footballers dream of seoring goals, and
philosophy students dream of finding the
meaning of life.

1.5 page 34

|5+

CHARLES CHARLESWORTH. Who Died of
Old Age at the Age of Seven.

The ageing process affects us all at different
rates. Some people of 33, like the esteemed
author, look a mere 35, with sparkling brown
eyes and a handsome gait. Others, like the
author's friend Colin, look like little middle-
aged men at 21(,) with middle-aged outlooks,
set ways and planned futures. In women the
former condition is common, but women
rarely suifer from the latter, heing fired with
the insatiable drive of ambition for either an
independent and distinguished career in a still
male-dominated waorld, or a home and seven
children by the time :hn} are 30,

No such luck for Charles Charlesworth, who
was borm on the 14th of March 1529 in
Stafford. At the age of four(,) Charles had a
beard and was sexually mature,

In the final three years of his life(,) his skin
wrinkled and he developed varicose veins,
shortness of breath, grey hair, senile dementia
and incontinence. Some time in his seventh
yeard,) he fainted and never regained
conscionsness.

The coroner returned a verdict of natural
causes due to old age.

(NLB. The commas in brackets are pn.wih!c but
not very useful.)

C Semicolons

1.0 page 34

I

4, 5.

1.1 page 34

1

« tournaments six women including mysell:
Peter Bates and John Wade; the twins; and, of
conrse, the team captain with his partner.
While working at the hospital she was
overworked, exploited and constantly
criticized at the same tme as heing
underpaid, undervalued and taken for
granted
Lactivities; music and singing: cireus skills,
including juggling: vegetarion cooking: mime
and acrobaties; improvisation; and. above all, a
WA group experience,

1.0 page 35

Suggested answers

1

2

4

I think Mary is in love: she hasu't bitten
anyhody tadiy.

I'm sure T'll pass my exams: 1'm going out
with the exiuniner,

Silvin is interested in animals: she s
hundreds of wildlife videos.

The dress was elegint, sensual and
provocatives tomight she would be irresistibile,
He was bitten by a cobra: he died at once.
1 had a terrible hangover this mormning: [
staved in bed Gl midday. .
Suddenly I remembered my grandmother’s
advice: never trust o mnan whose evebrows
meet in the middle, -

She thinks she's o model: she spends all her
time dressing up and posing in {ront ol the
mirror.

1.3 page 36

1

Rosewall no longer had the strength and
energy of his youth and so his game became
mare cconomical: nothing was wasted.

The string guartet I play with comprises two
violins, a viola and a cello, but my juzz quartet
has rather an unusual line-np: double bass,
violin, piano and tenor saxophone.

But now, after a bath, a change of clothes and
adrink, the thonght returned to me: how was
Foxton going to react when he found that 1
hi escaped?

Pve just decided to emigrate to Canada: it
sounels like the perfect solution,

There are four things we would need to know
mare abont helfore we could offer you a job:
we would need to question voun further about
vour education, vour family background, vour
experience(,) and your plans for the future.,

Practice page 26

I

Now at last — here in my hands — was a book
whose entire subject was railway trains in
Inchia in the 1940s.
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Answer key

[&=]

The people here are always happy and smiling

— which is more than can be said for Edward.

3 Binoculars must be held steadily, which
means resting them — or your elbows — on a
solid support.

4 The writer of this novel is trving to tell us how
important it is for us to keep in touch with
our own violence and aggression — at least(,) |
think that's what she's trying to say.

5 On the brink of a total breakdown, he met

Laurie — his fourth and greatest love — whe

was to inspire some of his most moving

compositions,

F Hyphens

Practice page 37

PORSCHE-DRIVING ARMY CHIEF IN
ANTI-NUCLEAR PROTEST

Local anger was revealed yesterday when a
cross-section of the population was questioned
about plans for a new gas-cooled nuclear
reactor just twenty-three miles north-west of
the eity centre. The opinion poll revealed
strong anti-nuelear feelings among three-filths
of the papulation. Indeed, the coexistence of
two pressure groups in the valley came to
light: one a small-time affair led by a dog-
loving cat food factory-owner L1.1]|.i}1|tm£ with
a used-car saleswoman in a twe ney-storey
high-rise block, the other a more threatening
aperation with left-wing Marxist- Leninist
sympathics. This latter group, co-ordinated by
Lientenant-Colonel James Fox-Talbot, the
red-haired Porsche-driving managing director
of an ultra-modem high explosive [actory, is
already suspected of having committed a
number of acts of low-level sabotage. Lady
Fox-Talbot, the Lieutenant-Colonel’s
university-educated wife and co-coordinator
of the group, has deseribed these acensations
as far-fetched.

‘We are simplyreminding the democratically-
elected government ol its democratic
rospmlsihihtlcs,' the Fox-Talbots said in « joint
statement issued yesterday. “As parents with a
three-year-old son, we are deeply worried
about the government’s happy-go-licky
attitude to radiation. We urge all our fellaw
valley-dwellers to join us and take advantage
of this once-in-a-lifetime opportunity to
prevent the mistakes of twentieth-century
teelmology being carried over into the twenty-
first century.”

1 DESCRIPTION

Warm up: register exercise

lund 2 page 38

A A dictionary definition, (heading, e.g., “alsa...’)

B An extract from a ‘comsumer advice” article in
o magizine. (details, figures, ‘our tests’)

C An extract from a letter of complaint. (I'm
having problems’, T'm writing, ‘lirstly’ ...

D A magazine advertisement. (adjectives —
‘classie’, "attractive’, ‘ideal’, 'iJI.'iIL'ﬁ.‘.‘itI- el

E A deseription, taken from a letter to a lost
property office. (factual deseription)

I A personal advertisement, either from the
‘small ads’ column of a newspaper or from a
card pinned on a noticehoard or ina shop
window. (name and tel. no.)

G An extract from a deseription of a painting,
(‘reds and greens”, ‘strokes”, ‘canvas” ...}

1B Describing pictures and

objects
1.0 page 41

A Use a dictionary to check that the compounds
you have written exist,
1.1 page 42

1 been 2 the 3 he 4 slowly 35 it

B+ Ttoo 8Salsa 9+ 10 has
11 both 12 such 13 after 14 «
15 and

Three senses described — sight, sound and smell

1.2 Describing a photograph paage 43
Just for your own interest, the following words
are the original ones from both texts.

L impish 2 black 3 fur 4 plummy

5 amnoying 6 happy 7 i.m||..-pum1t.'||l.

8 frightened 8 tiny 10 forbidding

L1 bright 12 polluted

1C Describing products

1.0 page 44

A The theme of freedom and eseape is
introduced in the title (Getaway car’),
continued in paragraph 1 {freedom).
paragraph 2 (liheration ), paragraph 6 (far
ateay) and P:lﬁlgrﬂpll 10 (in the wilel), and in
paragraph L4 (getting away to the back of
beyond).

B paragraph 7 - “Steal a day’s sailboarding’

C 1 The word forerunner’ is given the strange
spelling 4Runner in order to convey a
second meaning, that it is a 4- wheel-drive
vehicle (and presumably runs well, or tast).

2 = A ear which city people can drive to get
away from the city; a car used for escape
by eriminals.

= mentally taken to another place / world;
physically taken to another place.

» an exciting life, full of adventure; strip of
road marked out for fast traffic,

* g caravan ar trailer is ‘hitched” (attached)
to o car; a hiteh' is a disadvantage.

D get in; turn on / switeh on / start;
elimbing / driving over

F Paragraph 5 = ‘more power and targue than
anything else in its cluss®

G = Paragraph 7 - "It will relish the climb’ -
cars are not in fact capable of enjoviment.

* Paragraph 11 — 'this car will never make

heavy weather of it’ — cars are not eapable
of making a task more difficult than it is.

H » Becanse no-one would read them.

I+ Paragraph 12 — "Which is why it comes with
wirranty)” A relative clause, not a
‘wrammatical” sentence,

< Pm'agmph 3 — ‘Including the window on the
tailgate.” A participle clause, not a
'gmmtamﬁml’ sentence.

1.1 Practice page 46
1@ 2 e AT 5 GhA
1.2 page 47

A The missing information is "It ean tow a load
of over one and a half tons.”

B Stoves have produced ovens in Merseyside
sinee the 1820s. They spend a lot of money on
market research and product development.
The ovens they make can be single or double,
gas or electrie, and with or without a fan; all
have a system to keep the door cool, The gas
avens have a grill that gives an even heat. All
the ovens we designed to stay clean. (Stoves
ovens are the best in Europe.)

2 ACTION
Warm up register exercise pages48

Suggested answers

A Article about surfing - people interested in
sport

B Packet of cocoa — consumer

€ Business adviee — businessman, administrator

Article, adviee leallet — parents

Article about collee — student

Christmas cracker, cigarette packet

audience

C First Aid advice — people leaming First Aid
lvulmiqlws

H Recipe — people interested in eooking

I Direct speech from teacher — students

| Article about massage — people interested in
massage techniques

K Shampoo bottle — consumer

nET

— general

Telling you to do something — F, 1

T(_-I]ing_ you how to do :.'mnmhing ~BILJLK
Giving advice on how to do something — C, D
Deseribing a process — A, E, G

2A Instructions and directions

1.0 page 49

A The first set is moch more detadled, and
would be adequate to explain the exercise
even to someone who had never done the
exercise before and who dido't have the
I:-it.'hm.-.

Standd upright with your bottom tucked in,
your knees slightly bent and your hips slightly
forward. Bending sideways at the waist to
your lelt, bring yaur right arm up, letting your
left arm shide slowly dewn your leg as you
breathe out. Hold and start going upright as
you breathe in. Ht'iJL‘d.l five times and then on
the other side five times,

Hello magazine - "Beauty: Focus on Exercise’,
ed. Vickie Bromwell.
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1.3 page 50
1 application
moisture
performance
extremely
humidity
moderate
hearing
safety
driving

10 powered
11 aptional
12 adaptor
13 regularly
14 lightly

15 cleaning

1.0 page 51

Land 2of 3« 4al 5ty 6

7 though 8 after 9 v 10 them 11 to
12 or 13 yoursell 14 happens 15

WOn =1 O R L D

1.2 page 52

A There are somewhat different methods of
picking up a baby or hall-grown rabbit as
opposed to an adult. A voung rabbit can be
casily picked up by sliding a hand under the
belly(.)* and lifting hodily hefore it has a
chanee of jumping away. The trick is to have
the animal’s body nicely bakinced in the palm
of the hand. A very young mbbit being picked
up for the first time may struggle a little, so
transter it to your chest and soathe it by
gentle stroking,

Alternatively, bring up the other hand and
cuddle it gently. Hold the animal firmly but
not tightly, otherwise it may stroggle all the
more vigorously.

Most young rabbits quickly adapt to being
picked up in this manner and., correctly held,
rarely struggle. However, they must have the
opportunity to become aceustomed to the
human hand(,)® and it is advisable to handle
voungsters of about five to siv weeks onwards
on a regular basis, Spare a few moments at
feeding time to fondle the youngsters while
they are eager for food.

* The commas in brackets are possible, but
not necessary, 1 you have used any commas
apart from those shown above, return to the
section on commas on pages 30 to 34,

B 1 To go right, move the steering wheel
clockwisce. £ (You can) go right by moving
the steering wheel cloekwise.

To make it work (To get it to wark), kick

it. / (You can) make it work by kicking it.

3 To avoid this problem, use cold milk. /
(Yon can) avoid this problem by using cold
milk

4 To mterrupt the speaker, raise your hand. /
(You can) intermupt the speaker by raising
your hane.

5 To get a higher note, blow harder. / (You

can) get a higher note by blowing harder.

To avoid getting burnt, let 20 a5 soon as it

gets hot. / (You can) avoid getting burnt by

letting o us soom as it gets-hot.

L

o

= z v g

7 To improve your llmli.!wnlmg. wrile: more
slowly. / (You can) improve your
handwriting by writing more slowly,

2.0 page 52

Suggested answers
1 A Head as much as possible
B Use a gooad dictionary
G Visit an English-speaking conntry
D Use the lanpuage
E  Get used to the exon

| 241

Introduction should inelude
acknowledgement of the difficulties of the
exam, but be positive that students can do a
lut to improve their chances af passing.

3 Sugge:itwl ANSWETS
Paragraph 2: You're probably ... perfectly,
Paragraph 3: Babies ...
Paragraph 4: It's possible ... dictionary.
Paragraph 7: In some ... CAE.

2C Processes and systems

1.0 page 54

A A water-filled fire extinguisher comprises a
red-painted steel cvlinder connected to a hose
and vontrolled by an operating lever. The
eylinder is filled almost to the top with water,
Inside the eylinder is a cartridge containing
CO2 gas at high pressure.

When the safety pin is removed. the operating
lever can be squeezed, pushing a pin down to
pierce the CO2 cartridge. The high-pressure
gus is released into the space above the water
in the evlinder, The gas pushes down on the
water, which is forcad up the discharge tube
toa hose connected to a nozzle.

The nozzle is narrower than the discharge
tube, so the specd at which the water leaves is
increased. The water is thrown far enough so
that the operator can stand back from the fire.

B 1 Asyou can see / This lever here / this
safety pin here / And that / of course
2 the passive voice /in the last sentence, ‘the
operator’

1.1 page 55

A1G 21 3H 4A 5F 6B
B nicely, slopped, stuff

2.0 page 56

A The order of the paragraphs: apart from the
first paragraph, which summarises the whale
process, the paragraphs reflect the order of
the process. Within each paragraph, a similar
order is respected.

B its (1Y) - sugar; solution (1.10) = the mixed
sugar ancl water; the syrup (1.12) - the
heated solution; it (1.16) — the hiot, sticky,
clear solution: it (1.19) — the reheated
fondant; which (1.31) - the indentations in
the cornflour (or, the a‘Jm;Jcs .'.'Emup!!r.l' into the
cornflour; the liguid fondant (1.32) - the
fondant which las now been further reheated;
it {1.32) — the liquid fondant; This (1.37) -
the conveyor; which (1.38) — the hath of
melted chocolate: the covered sweets (1.42) —

Answer key

the fondant centres covered in chocolate:
which (1.43) = 30°C; These (1.49) — alucose
anid fmctose,

C In the first 11:|r‘.*|g_{r:11‘.41r the writer sumimarizes
the process in a simple way. This makes the
more detailed process llf.'!i:ri]'}li!}lt meh
easier to follow, as we already have a general
idea of what is happening and why. The first
sentenve of paragraph 4 has a similar funetion
in refation to the rest of paragraph 4.

D The version in the text is better becanse it is
equally clear and precise even though it uses
fewer words, Here, us in most writing,
economy is a great virtue,

21 page 57

1 the/that /this 2 to 3 An

4 As/ Since / (Because) 5 which / that
6 this /it /that 7 These / Such / Those
5 then / (immediately) 9 But / However
10 has /needs 11 then

3 NARRATIVE

Warm up: register exercise page 58

A4 BERAGHE DL EN8 E 8 GiS
H 7

3A Narratives and connecting
words

1.0 page 59

lhad 2 he 3 are 4« 5 there 6
7 being 8 were 9 off 10 after 11 these
12 first

3B Biographical narratives

1.0 page 62
I'E 26" 3B 4'E° 5 A 66

1.1 page 62
B
3 1 Having heard / hearing what his danghter
had done, he was proud.
2 Singing ‘Flower of Scotland’, the soldiers
marched through the blizzard.
3 Visiting the Sudan last year, 1 was shocked
by whiat 1 saw.
4 Born in 1975 and edocated at Hirst, Susan
Gallon became a star in 1996,
Having pulled a musele yesterday, 1can't
do any training today.
6 Not having been to the States, T don’t
know what you're talking about.
Having insisted that we should all be
punctual, he himsell was hall an hour late.
Not having opened the letter, 1 hadn't
realised that T had won first prize.
& Looking around old houses, some people
get a sense of history,
10 Not being fluent in their language, 1 had
to use a lot of mime.
L1 Inspired by the concert, her son started to
learn the piano.

o

o
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Answer key

12 Having assumed / Assuming that Angust

1.2 page 64

Suggested answer

3C Newspaper stories

1.0 page 66

would be hat, T had only brought T-shirts
anel beach elothes,

13 Having been bitten by snakes many times
before, 1 wasn't [rightened of the cobra.

14 Having just read an article about the Life
of Franeis James, [ wounldn't he surprised
if vou told me that he spent three years in
prison in China,

15 Delighted abont winning the prize, 1 took
all my friends out to celebrate,

A doctor who came across a mock rail disaster
exercise thought it was the real thing and joined
in the rescue effort,

Robert Lambourn realised his mistake when he
wave one of the injured a painkilling injection
and the surprised actor looked up to ask, ‘Do we
really have to go that fur?

The volunteer pnlient vxpla.iuet[ to the doctor
that the 40 casualties lying around the erash
scene were all acting, then he was stretchered

31 Coleridge Road
Cambridge CBX ITT

The Editor

The Duily Correspondent
T7 Fleet Street

London WC 1PP

12 February 1996

Dear Sir

I was very surprised to read the ill-informed references to the musician, actress and
writer Cindy Vitale in the review of “Tumn of the Century: 6 Stories for the ‘905" whicl
appeared in your issue of February 12th, Writing as someone who knew Cindy in her
post-punk days — we met in 1951 in Bali where she was studving gamelan, and remained
in touch till her tragic death in a car accident in 1994 — [ would like to correct the very
false impression of Cindy that your readers may have after reading Eric Bacon's review.
Your reviewer. who for a literary eritic is surprisingly willing to assess the artistic ability
of a musivian, cliims that Cindy's musical career was ‘far from distinguished'. He also
claims that, because Cindy showed great ability as a writer, she was wasting her talents
in the vears before she started to write. A more responsible journalist would not have
made such sweeping statements without first ascertaining the facts, which paint a very
different picture,

Cindy was 4 woman of many parts who, after an early start as a classical pianist (she was
playing Chopin and Liszt on Brazilian TV at the age of 16), developed a passion for
drums and percussion which took her around the world during a distinguished career as
a performer, teacher and student of her chosen instruments. She was also an
.'11:'uumplishcd actress who trained at LAMDA, spent 18 months with the RSC, achieved
eritical success with her film role in Derek Agios's “Street Party”, and found regular TV
work throughout the ‘805 in Cuba.

Not content with reducing Cindy's entire artistic career to ‘punk rocker’, your reviewer
describes even that period as ‘unsuceessful’ —if 5 Top 40 singles and 2 albums in just
two and a huIE'_venr:s is unsuccessful, then who needs success! Mr Bacon further claims
that she was ‘disappointed’ not to land the leading role in the film ‘Broken English’: she
was, in fact, offered the role, but refused to participate in the commercial exploitation of
a culture she believed in: she chose to make *Street Party’ instead,

By publishing this letter, you will restore both the reputation of 4 remarkable wonan
and this reader’s faith in the integrity ol your newspaper.

Yours faithfully,

Judit Szilberaky
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away to sleep off the effects of the injeetion in
liospital.

Doctor Lambourn had inadvertently joined in an
exercise with police, fire and ambulance services
at Choppington, Northumberland. He was
thaught to be part of the medical tesm and was
allowed through the police cordon.

Doctor Lambourn was not available for
comment vesterday, but his colleague in
Ashington, Northumberland, Dr John Campbell,
said, © My colleagne acted with the very best
intentions.’

1.1 page 66

Al diaceh gl bighalsopossible)

2 “had taken’ makes the order of events clear
/ ‘were heading” helps set the seene.
Suggested answers

Absent-minded rnaway found safe at
home = having tea!

T3-year-okd Tom abandons wife, 84, for a
cuppa,

(]

B Suggested answer
A Swedish au pair has been sent back home -
for being & man,
C Middle paragraphs should include:
s the name of the gardener
s when, where and how he discovered the
hoard
s how much it is worth
= details of the problems it has cansed

4 GIVING YOUR
OPINION

Warm up: register exercise p

AS BEVC 1 DT E6 F2Z G4

4A Argument

1.0 page 69

A Students often wonder whether it's worth
going to Britain Lo study English. I would say
it depends on how much money vou have,
and whether or not you have a taste for
adventure, Some students make very good
progress when studying in Britain, and enjoy
themselves enormously. Others, however,
acquire near-perfeet English without ever
visiting an English-speaking country. All in
all, it depends very much on the individual.

B This is ouly the third time I've been to a
football mateh, anc T still don’t know if 1
really enjoy it. In some ways, being part of
such u hig crowd is rather a frightening
experience. Also. I must adhmit that T don't
understand all the rules. But at the same
time, it is an exciting and fairly inexpensive
way of spending an afternoon. By and large,
I think I do find football matehes enjoyvable,
and 1 probably will go again,

C I'm often told I'm lucky to be a woman, but in
fact it’s a mixed blessing, While it is true to
say that women are stronger than men in
many ways, I nevertheless feel that society




tends to be prejudiced in favour of men. On
balance, 1 suppose that although Fam hath
proud and happy to be a woman, 1 think that
it is the men who are Tueky’.

D Many voung actors and actresses dream of
becoming stars, but in reality stardom has its
drawbacks as well as its attructions, On the
one hand, stars can eirn a lot of money.
Also, they can travel o lot and have an
exciting social life, On the other hand, stars
become public property. and lose a lat of
their privacy. Not only that, but they also
lose mueh of their freedom: they can no
lomger walk in the streets without having to
talk to strungers and sien :u:tﬂg‘l':iphs.
Ultimately. the voung actor who dreams of
stardom is in danger of becoming a star who
dreams of the wonderful freedom he enjoved
when he was anonymous,

E As an Olympic Cold Medallist, 1 am often
asked what is the hest way to spend the night
before a big race. On the one hand, it's a
wood idea to stick to your normal rontine. On
the other hand, some athletes find they
cannol sleep properly unless they use some
special relaxation techniques. Persenally,
though, [ like to go ont for a meal with my
hushand, then get an early night.

L |

There are many reasons why T love chocolate.
One reason is that [ have a sweet tooth,
Another is that chocolate gives me energy
when I'm feeling tired. What is more, they
say that chocalate contains a drug that acts on
the brain like umrphin-.-: I don’t know if 1
believe this, but Tam certainly addicted.
Above all_1 live chocolate beeause T know [
could never be happy without it,

G Of all the soap powders in the world, 1 would
recommend that you use Halo. In the first
place, it is concentrated, so you only have to
use very little of it. More importantly, it is
L00%: biodegradable, and therefore does no
hiarmn to the environment. On top of that, as
evervone knows, Halo washes whitest. In
short, Halo is your wisest washday choice,

1.1 page 71

Al adgi

2o bk

3 boejl

B Paragraph 1: Introduces the subject with
examples
Paragraph 2: Disadvantages of lving
Paragraph 3: Disadvantages of telling the
truth
Paragraph 4: Conelusion

4B Reviews

1.0 page 72

A 1 The first sentence informs the reader that
twao dilferent points of view follow.
2 It offers the critic’s view.
3 It offers the advocate’s view.
B There are two schools of thought about
mountain bikes such as the Lamia Anboto.
Critics dismiss them as expensive tovs with no

real justification. Why buy a mountain hike
with 21 gears if you're only ever going to use
it in the city? W hvs.p:‘nd 2400 on a bike that
vou will seldom use, knowing that if ever you
park it in the street it is liahle to be stolen?

Advocates point to the Anboto mountain
bike's urban advantages. The shock absorbers
and thick tyres are very effective at coping
with the :rmu,]l surface and potholes between
the: car lune and the pavement, for instance.
With it being able to elimb rocks, von can
always get out of trouble by mounting the
pavement. Ecology comes into the reckoning
too, especially when car owners can be
tempted into eyeling by the styling and
technology of this fashionable and prestigions
mashing;

1.1 page 73

A Suggested answers

I however 2 which 3 which 4 Such

5 also 6 their 7 same 8 nor 8 In

10 too 11 Despite 12 it 13 hardly

I4 Bul 15 by

B Using understatement, and by contrasting this
film to previous films by the same director.

1.2 page 74
AlD 2F 3B 4H 54 6E

B It began as expected .,
llll.lmplmul Not great songs .
speed .. thoughtful lyrics: ..
. unbearably painful.

s extraordinary ..
.45 ever; ..
rulh'n;.{ and slick;

1.3 page 74

A l*vmmull}: I can’t see what distinguishes; in
my opinion; but I for one; what really annoys
me; 1 don’t know about you; the impression 1
get: the plot Loo is corny,

B It can't be her prose, surely: although the
words "heat’ and ‘dust’ appear frequently, no
impression of heat or dust is given. Indeed,
the careful, we]lﬂnrgmﬂ,:cr\l sentences convey
instead the impression of a very literary,
upper-class woman sitting at her !.vpi.--.\ntur
drinking tea.

Finally, what is particularly annoving about
this book is the writer's morality. She's a
romantic and a moralist: she looks down on
her narrator with a patronizing attitude, and
paints @ degrading picture of modern love by
giving her narmator a kind of abject
promiscuity in the place of a love life. And
incredibly, the message of the book seems to
be that the best thing that can happen to a
womin ~ even an unmarried woman, without
a boviriend, travelling abroad — is to get
pregnant, It is not just that Thabvala is writing
about a different continent: it would appear
that she's also living in a different world.

1.0 page 76

The problem is that the bovfriend is unbappy
with the woman's success, He’s lost confidence
in himself.

1.1 page 76

1 bieg 2eil Jafj 4dk 5hm

Answer key

5> PEOPLE AND
PLACES

Warm up: register exercise page 78
AG B2 Go D4 EL Fa 6T

5A Describing people

1.0 page 80
The laundrnymen of Bamake

A1 over 2 which 3 as 4 Despite
5 were 6 into 7 agamst/onto 8 them
Bas 10 could 11 of 12 to 13 for
14 an. 13 &

B height, build, skin, character

2.0 page 81

A a Suggested answers
as if he's just waiting: look like thev're old;
I would say he was in; he's probably; as if
the man had spent: The photo seems to
have been taken; he is either just about to
play or he could be: sweal-soaked strands
i impi}' that

b Paragraphs 4 and 5 deseribe the writer's

personal reaction. Personal reactions are
often used as a method of summing up.

5B Describing places

1.0 page 83

A1 No 2 thereis/fare 3 The river

‘then’ /*before”

Both are lists.

It's a description of a room and its
contents, Posiiion of the contents is not
important

It focuses on the ‘organizing principle’ of
the description and sets the scene.

No. The sentence says ‘Officer B conlfef
swim'’ and “at 8.15 each night”.

1.2 page 84

B The lelt hand side is described in detail first
then very briel mention of the right Lund wall
is made and finally a detailed deseription of
the back wall.

C Next to ... In front of ..,
The rest of the wall was .. The desk was

D Taken up by ... but for two ..,
he saw ... The back wall had ..

b

o)

_—

2.0 page 85

AlE 2H 3'C 4G 5F 6K
Bbcdim

The other details are not appropriate here; they
are not relevant, not factual ete.

21 page 86

Al 2to 5 Manhattan's 4 heigl
5 industrial 6 its T enterprise. 8§
9 clowds exposed 10 v 11 Given the
12 swrounding 13 14 Whole
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Answer key

B glittering sticks; livid storm elouds ... ralling;
sweeping curve: weirdly; freakish; defied
gravity ...; brazen; battling: large, low moon;
huge .. medallion; high melodrama; crashing;
set ... on fire.

6 FORMAL LETTERS

1.2 page 89

A 1 repair 2 bought 3 puarantee

4 assured 5 found 6 appears

7 replced 8 grateful 9 arrange

10 carry out 11 convenient 12 faithfully
B | response 2 clums 3 failure

4 returning & refund 6 receiving

7 convenience 8 ordered 9 sorry

10 must 11 replace 12 ensuring

13 recover 14 hearing

1.3 page 91

A 1 There are no differences of fact between

the two letters.

2 (a) Positively and politely

3 Suggested answers
“an absolute death trup’
‘A musenn pi1.‘l‘L"
‘Liable to poison me’
‘T'm in danger of freezing to death while
you take a holiday in the Bahamas®

4 Suggested answers
‘It's you who should pay forit '
“While vou take a holiday in the
Bahamas ..
If vour don't do this before winter sets in,

1l be obliged ..

The lieating problem is, in fact, aggravated by
the third and, happily, last small problem that 1
am confident vou will wish to resolve. Three of
the windows da not elose properly: two at the
{front of the liouse, and one at the back. This,
combined with a number of broken and cracked
window pianis, contributes to an enormous heat
loss, not to mention the deterioration of the flat
caused by the cold and the rainwater entering
through the eracks and broken windows.
0'3\10-11111}' the windows, like the cooker and the
hieating, are a matter that requires immediate
attention. Perhaps double glizing (the solution
adopted by the proprictors of mast of the other
houses in the street) would be a worthwhile
investrnent: it wonld (.1-|1z|i11|y protect the value
of the property.

1.5 page 94
a
Isokaari 35B
(0200 Helsinki
Finland
The Manager 26 June 1996
Windermere Wildside Adventure Holidays
Ambleside
Cumbria
Dear Sir or Madam
I i writing to express my dissatisfaction with the adventure holiday 1 have just had with your
organisation, from the 12th to the 25th of this month. The holiday, for which I paid £350,
fuiled significantly to live up to the promises made in your advertisement.
First, although the holiday was advertised as being based at Wildside Hall, I found myself
instead at a vouth hostel seven miles away. This meant that, with no car or buses available, 1
had no access to the Hall's facilities (pool, sauna, etel; at the hostel, the only leisure facilities
ware a table tennis table and a pack of cards.
Furthermore, at the hostel there were neither ‘comfortable double rooms” nor ‘talented’
kitchen staff: there were four people in a room, and the food was very ardinary indeed.
Fi“""."' the choice of activities was not as advertised. Whereas you claimed that every day we
would be able to choose from ‘awide range’ of activities, in reality there was only ever a
choice of two. [ had planned to spend the whale fortnight sailing and windsurfing, but for
cight days of the holiday neither of these was on offer,
In view of the many ways in which the holiday failed to live up to your advertisement, which
can only be described as extremely misleading, 1 feel that o refund of at least L1940 wonld be
appropriate. Should this refund nat be forthcoming, 1 shall be obliged to refer the matter to
the British Tourist Board.
Yours faithfully,
Samanta Brunoni
b = .
6B Applying for jobs, courses and
Chris — scholarships
I'm glad you asked me about adventure 1.0 page 95
holidiays because 1 ean tell you, DONT GO Paragraph 1: Reason for writing the letter
WITH WINDERMERE WILDSIDE! They Paragraph 2: Relevant information from her CV
were the ones T went with last sumamer (£350 Paragraph 3: Why she is applying for the job
per person per fortnight), and it was a
mightmare, So if you do go, choose Outward 1.1 page 96
Bound. I've heard l|=e)"n: goud, but L ean't A 1 Atleast 21,
tell you about their prices. 2 asa.p; pa; min
3 2 jobs English speakers
All the best. 3 : -Jnh\ I'or_l |.1gl|\hl\p¢ ikers -
4 The au pair jobs since an au pair is part of

the family more than an emplovee.

6C Other formal letters

1.0 page 98

Al 1D 2A 3D 4B 5C 6 7A SA
9B 10 11D 12¢ 13A 148 15B
2 To r_'nmp]u.iu about insurance companies;
tell the story of the writer’s daughiter; to
ask for advice on how to deal with
insuranee companies.
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B | failure 2 agreed 3 fascinating 4 sincerely
5 omission 6 forgetfulness 7 inconvenience
8 offence 9 introductory 10 inappropriate
11 disrespect 12 wonderful 13 memorable
14 entertaining 15 enclosed

1.1 page 100

B

1 1B 2C 3B 4A 5A 6C TA 8A

7 INFORMAL LETTERS

TA Technical matters

1.0 page 102

I To thank Arantxa for letting her stay in her
.
Her stay in the Hat; the death of two goldfish

The Happy Planet Association
63 Crimseott St
Londen SE1

The Conferenee Manager
Mrs Lumley

The Roval Hotel

Severn St

Cardifl February Tth 1996

Dear Mrs Lumley

Further to our telephone conversation vesterday moming, 1 would like to confirm our
booking for a conference at vour hatel from Saturday September 3rd to Monday September
5th of this year, leaving on the morning of the 6th,

The details (subject to amendment) are as follows:

ACCOMMODATION

Sat 3rcd, Sun dth, Men 5th: 26 single moms
8 double roomns
Please note that one of the delegates is disabled and requires aceommodation with good

wheelehair ageess.

CONFERENCE FACILITIES

ONE CONFERENCE ROOM on Sat 3rdd and Mon Sth (not on Sunday). 4:30 — 7.00p.m.,
equipped with VCR and monitor, to accommaedate up to 40 peaple in space and comfort.

4 SEMINAR ROOMS on Sun 4th and Mon 5th: 10a.m. - 1.00p.m. and 2.30 - 4.00p.m.,
equipped with whitehoards, to accommodate up to 12 peaple each.

CATERING
Provisionally, our requirements (for up to 42 guests) are as lollows:
Sat 3red dinner only

Sun 4th breakfast; Tunch (1p.o.); tea (4p.am,)
Mon Sth breakfast; 1ea {4p.m.); dinner (8p.m.)
Tues Gth breakfast

Approsimately one third of the delegates will prefer a vegetarian menu.

Ome last request: we understand that there is an intemational rghy mateh at Candiff Arms
Yark-on the Saturday afternoon, and would be grateful if you could obtain 6 tickets for us,
Should this be inconvenient for you, please advise how we might obtain them.

I ok forward to hearing from you with confirmation of our booking.

Yours sincerely,

Christine Upton

Christine Upton
Asgoeiation Secretary

Answer key

and their T:'ptnm-m:'nt: a plane strike al

Heathrow airport,

Thank-you: apologices for goldfish and

('xp]:m'.tlit'ul: reminder about party.

3 This question is answered by the rest of the
unit.

(5]

1.1 page 104

1 In Arantxa’s flat, possibly on the kitehen table.

2 She is in a horry.

3 By including nothing else, She leaves out all
unnecessary information, In terms of
grammiur she uses abbreviations, contractions
and ellipsis.

2.0 page 105

B (letter) Thanks very much: Tl tell you all
about it; Now; IU's bad news: the thing is;
That's life; ... is no joke; Anyway
(note) Just a quick note; Very sorry; T'm off
O

The use of 1\:ar.',-.nﬂ'u_-.,\-(_-5; NG pronoun (Viery
SOrTy; See vou soon; P'S; contractions (1'm)

2.0 page 106

C Suggested answers
I make it / get 2 Anyway 3 oot 4 now
5 having / getting 6 so 7 afraid 8 enough
9 problem 10 give 11 job 12 Anyway / Still
13 Love / Best wishes

2.1 page 107

B 1 I'm fed up with this stupid job — my new
boss is even worse than the last one.,
2 I'm fed up with this stupid joh — 1 want to
livel!!
3 Twas amazed to see John at the party - 1
thought he was in pri:iun!
4 Twas amazed to see John al the party -
he's normally very unsociabile.
The wild pig didn't attack Emily — it was
Emily who attacked the wild pig!
The wild pig didn’t attack Emily - it was
just trying to escape.

un

=

C Suggeslw] answer

Dear Mum,

Guess what! You'll never believe this, but I'in
going to be famous at last! My new life starts
tomorrow, in Paland! On toor with U2!

It all happened so suddenly. We were just
clning agigina small town in the north(,)
when Bono walked in. You should have seen
the ook on Kemal's face! Anyway, to cut a
long story short, Bono loved our music and it
just happened that he needed a support band
for U2's East European tonr, So we're all off
to Poland next week. By the way, how’s vour
Polish? Can you still speak the language? If
so, why don't you come with us? I'm sure
you'd really enjoy it - it's not all sex, drogs and
rock 1 roll, vou know!

Must dash. We've got a rehearsal in half an
hour, and my bagpipes are out of tune.

Your loving son,

Edmumnd.
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Answer key

2.2 page 108

D Sept. thanks. Nov, Aug, 48h: I'll, you've, I'm,
I'd. (ete.): had to. see you.

E

Mike -

Here's my account of what happened at the
demo., Tve deseribe evervthing 1 saw from
when we set off from Oxford St to the
moment we arrived in Trafalgar Sq. 1 know
vou won't agree with mie albout a_-\'l:rylhirlg.
especially the order of events — I'm pretty
sure | saw people throwing stones before the
first baton charge — but the important thing is
to ¢lear Jenny of the charges against her, and
I think my evidence here will help a lat,

Hope to see you again at next month’s
meeting of Fight Racism|

l’l.'m."lup:'

7B Diplomacy and tact

1.1 page 108

I Would make Agatha think that the imimal was
very easy to look alter.

2 Would |J:_-HI|.|(!:‘ Agatha not to take the
animal.

3 Would make Agatha aware that there were
potential problems but looking after it isn't all
Dl

4 Would make Agatha feel that she may not
lve any problems with the animal as it will
be in a different home and with different
people.

1. 3 & 4 may all persuade her to take the animal,

but 1 is completely dishonest.

1.2 page 110
D | He enjoyed playing in the garden.
2 He can be alittle excituble.
3 He's very vigilant at nights, so yon won't
need to worry about burglars,
4 He was very companionable at nights,
5 He was always full of energy and high
spirits.
6 He kept me very fit.
He always tells you when he needs to go
ot

1.4 page 111
B is best

A Terrible. This student lias not understood that

this-is o “real-life task — a bit like a role-play.

Also, it is never a good idex to copy phrases

from the question at the best of times: here, it

is most inappropriate.

Fine (though this student will have to use all

his/her charm in order to ‘explain away’ the

two disasters mentioned).

€ Rather inappropriate. Agnes dicln’t ask for
achvice about how to look alter Attila.

D Too lormal.

—
=

8 REPORTS

8A Information reports: people

1.0 page 112

A Sugpested answers
| joining; 2 number; 3 allowed /
permitted; 4 her colleagues / the stall;
5 private; 6 herlack; 7 however;
5 punctuality: 9 willing

B 1 All the things mentioned below, but

especially his tendeney to exaggerate by

using superlatives and absolutes in a casual
and inexact manner.

4 No mention of the epidemic, the strike
or Kit's music, all of which are irrelevant
in a report that is an appraisal of Kit's
work.

b The exaggerations have been replaced
by more measured. moderate language:
more formal vocabulary throughout.

¢ Annette’s report. unlike Gary's speech, is
strictly organized. The 5 p.mngmpll.s {ulfil
the Iul!m\'mg functions:

1 An overall assessment:

2 Comment on Kit's social integration at
work (note the disereet negative
comment);

Comment on Kit's work;

Punetuality, attendance, ete;

Conclusion (not strictly necessary in a

report. especially where the

conclusion appears in the opening
paragraph).

d Shorter, more economical.

e (i) an anonymous manager
(i) all of the above, but especially the

impersonal tone and the impression
of "balance’ as opposed to
exaggeration.

(5]

oo G5

1.1 page 114
B Suggested answers

1 ... his attention to detail sometimes verges
on the excessive . . .

2 . .. she allows her work to oceupy a
disproportionate amount of her time | . .

3 ... her ambition is such that sometimes it
is almost as il she is determined to
sueceed at any price ., |

4 ... anatural leader who has yet to lean

the value of teamwork

5 ... avery confident person who has been
known to underestimate his colleagues . . .
6 . finds it diffienlt to control his eagerniss

for immediate results - . .

7 ... she shows a certain reluctanee to work
wore than the minimum of hours . ..

8 ... ufree spirit whose provocative
contributions do not always promate

lharmony . . .
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1.1A page 115

works well in a team / integrates well
self-confident / self-assured

has a good sense of humour

has a strong character

sociable / integrates well

industrious / diligent /assiduons
meticulous / thorough

disereet / diplomatic / tactful

10 articulate / eloquent

1L well-spoken

12 logical / rational

13 imaginative / has a capacity for original

(== B s BN B

e

ideas
14 intelligent

1.2 page 116

4 See top of next page

b
Huntingdon House
20 North St
Brighton BX1 IEB
Oct, 9th

Dear John,

I've just written the reference for vou, though
I sure you don't deserve it 1 expect you
only asked me because you don’t know
anyhody else stupid enongh to think yon're
warth it, but intelligent enough to be able to
write a reference in English, Was 1 really the
fivst person you thought of? And what's this
about losing my phone number? You never
WETE & Very convineing liar,

Anyway, good luck with the course. And don’t
fory,‘t,t Fyver told them what a good student
vou're gping to be. SO DON'T MAKE ME
INTO A LIAR!!

Love,

Drominigue

8B Recommendation reporis

1.0 page 117
I drive 2 too 3 both 4 pounds 5 always
By Tto 8¢ 9but 10all 11 in
12 have

1.1 page 118

Paragraph b is the most appropriate,



Thuntingdon House
20 North St
Brighton BN1 1EB

e

Dr L Flode
Exeter University

Exeter 9 October 1964

Dear Dr Flode,
I write in reply to your request for a reference for John Kina,

1 hawve known Jolin for eight yvears, having been in the same class as him throughout High
Sehool and having remained in toueh with him during the three immensely profitable years
I spent at Exeter University.

You mention the problem of students whe find it hard to adapt to a new environment and to
make new friends. In John's case, there is absolutely no cause for concem. John's recent
voluntary work in Bwanda is evidence of his ability to adapt, and as for making friends, there
are few peopls as sociable as John, He has a bright, positive nature which, together with his
many social skills, would quiekly win him a large number of friends in any new environment.

I also believe that John has the intelligence to handle the workload on the course. And if at
times he seems to be less than industrious, T am convinced that, given his competitive spiril
and high self-esteem, he will manage to excel in the examinations.

The only question mark, in my mind, would be over John's level of English, which was never
his strongest point. However, his natural eloquence and communicative nature would soon

Answer key

PARA I k- who you are and why you're
writing this, :

PARA 2 1 = your eye-witness statement,
olijective and factual. Don't
include opinions or emotive
language.

j= }"mll’[ll':il..‘l’ipliﬂll ol the stranger,
as detailed as possible.

PARA 3 b- your r'rr-'f'r‘jir'ﬂ'u”un ol the
events. Include, for example,
how you think the ‘cigarette
package” came to contain drogs.

h = asentence of ‘character
reference’ to justify and support
your supposition af your
friend’s innocence,

FINISH with: the DATE. your SIGNATURE

and your NAME AND ADDRESS.

remedy this if hie were living in England. Perhaps, indeed, this weakness no longer exists: his B seeming  seemingly
recent letter to me was written in faultless English. presumable  presumibly
: supposed  supposedly
Yours sincerely, PL Pl :
alleged alledly
Dominique Schwarzenbach certain certainly

C :)-liggt.'.‘iﬂ.'il dnswer

8C Eye-witness and narrative

reports
1.0 page 119

A Paragraph 1 — the boy with the gun hecomes
real’ beciuse of the conerete detadls: 15,
goad-looking, blue woollen hat; similarly,
deseriptive details of the two cars and the gun
are given (yellow; Cadillag; rental; shiny; new-
looking)

Faragraph 2 - the direct quotation from the
var racdio

Paragraph 3 — short sentences comprising
nothing but facts and conercte details
Paragraph 5 — [our action verbs in past simple
- prissed, ranuned, turned and jerked -
miking for fast, dramatic nartative.

B The boy looked about 15 vears old and was
wearing a blug woollen hat. He told me to
open the car door, 1 refused, and he smashed
the window, Fearing that my companions and
[ would he beaten or shot, 1 accelerated away
from the scene of the incident, colliding with
two other cars in my eseape.

1.1 page 120

A HEADINGS e— Start with the heading,
TO WHOM IT MAY CONCERN - this
medns that your statement is not addressed to
one person but written for the benefit of any
interested party (lawyers. police, Customs,
eted. then a subheading deseribing the
contents of the report, ez A STATEMENT
DESCRIBING EVENTS WITNESSED BY
MYSELF, (NAME), AT (NAME OF
AIRPORT) ON (DATE) AT (TIME).

TOWHOM IT MAY CONCERN

The following is a statement deseribing events witnessed by myself, Komelia Ties, on

7 October 1993, at 5.00p.m. at Franz-Josef Strauss Afrport, Munich, Germany. I am writing
this statement to confirm the innocence of my friend Miss Doris Pescosta of Bolzano, Ttaly,
who I understand is being held in London on suspicion of imvolvement in drug 5||mg‘1{|i|1g‘.

While Miss Pescosta and mysell were waiting in the departure lounge of the airport in
Munich, a boy struck up a conversation with her. I presumed he was American because of his
accent, He was about 24 years old, 1m 90 tall and well-built. He had short, dark, eurly hair
and dark eves. He was wearing Wrangler jeans, brand-new Nike trainers, a white T-shirt with
‘Endless Caverns, Virginia' printed on it, and an old denim jacket with green paint marks on
the right elbow. I heard the bhoy ask Doris if she was going to buy any duty-free goods before
take-off. She told him she wasn't interested as she already had enough to carry. Then he
sturted talking about the cost of eigarettes in Britain, He claimed that he was only a student,
that he was planning to spend four weeks in Britain, and that he wonldn't be able to afford the
cigarettes. He suid that to save money he had bought 400 duty-free cigarettes, but he was
worried he would get caught at Customs. where the allowance is only 200. Doris, believing she
was saving money for a poor student. offered to take 200 of the cigarettes througl Customs for
him, and he gave her a carton of Marlboro in a curier bag that seemed to come from the
duty-free shop. 1 did not see the other 200 cigarettes he had supposedly bought,

I now believe that everything the boy said was a trick to persuade Doris to carry this pucket,
which presumably he had prepared in advinee and flled with drugs. T am absolutely certain,
however, that Doris would never have accepted the packet if she had thought it :||i3:§ht contuin
drugs: 1 have known Doris Pescosta since we were both children, and she has never in her life
had anything to do with drugs or any other eriminal activity: Ler university tutor will eonfirm
that she is a model stndent of impeceable cha -

(signature)

Kormelia Ties, Hamnavoe, Shetlands, 9 October 1993

{name and home address here)
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Answer key

9 ARTICLES AND

REVIEWS

9A Openings and closings

1.0 page 122
Opening - B

Closing - C
2.0 page124
A L 6and 7 - because the other good ones

either refer to openings or closings and the
article is about both.

C 1 a6 b8 &8 d-F 52 5
p-1 h—t -3
2 Something to do with changes in the family
309+ 10-h,e lle 12-a 13-b
4 2,7.8 No, they would not be as oo
otherwise.
5 2 4,00, L1, 13
21 page 126
B A-1 B468 5 D2 E=3 F-1.6

G4, 6

1.0 page 128

1.

1

12 13 of

This is a film for every age bracket(,) and is
highly recommended for all those who
enjoyed Julie Andrews’ earlier film, “The
Sound of Munsic’.

If you like your thrillers moady, atmospheric,
pessimistic and spine-chillingly bloodthirsty,
then this is the film for you.

“The Piino’ is essential viewing, as diverse and
tunchul as the instrument of its title,

You'll laugh. vou'll ey, vou'll love every
second of ‘Sleepless in Seattle’, Sentimental?
Wha cares?

This is the most tedious of road movies and
when the fugitive lovers finally come to the
endd of the road, shot dead by eynical
detective Eddie Mars (Clint Eastwood), the
few people in the cinema still awake
applanded. Recommended for insomniacs
omly.

Overall, however, the filn's faults do not spoil
an exciting and stylish piece of film-making,
well served by an intense seript and fine
l'.ll'rrl.;ll‘n];llltl’.'ﬁ from its cast.

1 page 129

3
8 with
14 and

which 2 a

v 8 hand

4 v 5 explin 6 to
I have 11 get
15:at 16 to

1.2 page 130

1

12 with

160

3 for
8 down
14 as

4 was 5 and 6 at
10 each 11 those
15 whose

than 2 one
who 8 the
13 when

1.3 page 131
AlAa 26 3H 4F 31 6D
B 1 ‘Stir Cragy’ isa pun on “Stir Fry’.
2 Opening: a quotation. Closing: an image /
picture,
3 Impersonal constructions: The stir retains
its flavonr... The starters are mediocre..,
The vanilla ice-cream is..

10 PUBLIC
INFORMATION

10A Leaflets, brochures and
information sheets

1.0 page 132
AlHN 2CG 3F 4L 5C 6K 7D
51

B To provide information for people interested
in homeopathy. Distributed by homeopathic
clinics,

1.1 page 134

B HUMAN RIGHTS BEGIN WITH

BREAKFAST

At a time when the world community is

considering how to promote universal human

rights, War on Want is launching a new

campaign called *A Hhnman Right Lo

Dp\-c]ol‘nm-nl'_

War on Want believes that it is time that

equal attention should be given to social,

cultural and economie rights alongside civil

and political ﬁgitlS-

Universal human rights will never exist while

+ One in three of the world's children are
malnourished,

= One in four puup]c- worldwide are withont
adequate homes,

¢ Lack of decent healthcare means every
year 40 million children worldwide never
see their first hirthday.

o 80% of all sickness and disease is due to
unsafe water and sanitation.

= Globally £1.5 million is spent every minute
of every day on arms and armies.

For more information on War on Want's work

111:!:1:;:.- contact us at :

1.0 page 135
A The second text:
a The first text is purely factual.
b No
¢ To make Oxford sound more interesting
ame] mysterious and worth visiting,

1.1 page 137

Al 2 rhwthm 3 commoissenrs
4 guaranteed 5 little known / little-known
6 generosity 7 spaces wailable 8 &
89 alongside 10 designed 11 paths invite
12 turning. The 13 v 14 force 15 of

B A tourist organisation produced the leaflet for
potential visitors to the Landes. The purpose
is to encourage tourists to go there. Tt differs
from the homeopathy leaflet in that it uses
short sentences, lots of adjectives, and is very
positive in the choice of voeabulary.

1.2 page 138

1 Culturally 2 central 3 swept

4 continually 5 cultural 6 European
7 Raclal 8 tolerance 9 naturally

10 Spanish 11 slavery 12 labourers
13 development 14 population

5 decision 16 combination

7 independence

=



NEW EDITION
ADVANCED WRITING WITH ENGLISH IN USE

Through a unique, integrated approach, Advanced Writing with English
in Use provides a IlnmuuL‘h training for CAE Papers 2 & 3. Focusing on
the .lpphmhnu of accurate grammar for effective writing, it dev clnps the
skills needed by students to tackle the range of tasks wqum—*{l for the
exam. This new edition incorporates all the relevant changes made to the
exam (1999 and 2000 revisions).

As well as addressing the key areas of register, cohesion and punctuation,
the book also emphasizes the importance of context and purpose when
writing for Paper 2.

Key features

® Comprehensive study of writing techniques, from essential sub-skills to
full-scale exam tasks.

® Innovative combining of English in Use and Writing work: grammar is

studied as a route to better writing; writing is used to contextualize

STAIMINAr,

Advice, training and practice, providing full exam preparation.

Realistic and stimulating activities.

Relevant and accessible reference material.

Complete key to Paper 3 questions, and model answers to Paper 2
Part 1 tasks.

This lively, varied and comprehensive book gives enjoyable and practical
training for exam and general writing purposes. Used alongside Advanced
Listening and Speaking, the two offer in-depth skills work to supplement
Advanced Masterclass.

OX—FORD ISBN 0-19-453

UNIVERSITY PRESS || ||
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