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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 to develop your practical writing skills to an advanced
level.

There is no conflict between these two object ives,
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 3?

For those unfamiliar with the CAE exam, it may seem
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 con text.
Paper 3 tests the ability to use grammar in order to
communica te, 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.
• are integrated with the Paper 2 work, as controlled

practice in writing skills.
• are models (well written, well organizee, 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 1: the first part of the book contains an introduct ion
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 usee for preparatory
work, remed ial 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 importance
of the cont ext and the purpose of a piece of writing.

Part 3: Units 5-10 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 5-1 0, as each writing task in Units
5-10 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 book 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 gOminutes (plus homework).
Explanations, presentatio ns 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 book 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 successfu lly as a general writ ing course at
advanced level focusing on practical writing tasks.
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PAPERS 2 AND 3

Paper 2

1.0 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
Leaflets, information shee ts, notices, announcements

Formal lette rs
In formal letters, personal notes, messages
Reports
Instructions and di rections

Unit 9 (also t , 2, 3, 4, .5)
Unit 10 (also I , 2, 3, 5)
Unit 6 (also 2, 3, 4, 5)
Unit 7 (also 2, 3, 4, 5)
Unit 8 (also 1, 2, .5)
Unit 2 (also 6, 7)

6

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.

3 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
acco mpanied by a note (50 words); the total number of words is still 250
words in all. This kind of question 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.

Tim ing
Because of the amount of reading in Part 1, and the time needec 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.

2.0 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 acc uracy 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 th e criteria
The following criteria are used in the assessment of writing in Paper 2.

range
accuracy
cohesion
target reader

content
reg ister
organization

I

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

5

2

3

4

• Have you written in the appropriate style - should
this task be written in a cold, precise style, or should
your wr iting he en te rtaining?

• Does your writing have the right degree of fo rmality
or informality?

• Are you too pe rsonal, or not personal enough?

• How man)' things did the task description ask you
to do ?

• I lave yon do ne all of th em , and cove red all the
points raised?

• Is your writing inte resting, informative or
convincing, as appropriate? Have YOll included
anyt hing else that is app ropriate, e.g. a friendly
greet ing in a personal letter?

• Have you made a lot of mistakes in gram mar ,
spe lling or punct uation ? Have you used vocabulary
in a precise way?

• Do your mistakes make your writing difficu lt to
understand?

• Y OII can make a number of mistakes and still pass
the writing paper, provided th at your errors do not
interfere with communication.

• I lave you clearly indicated the connections
• between YOllr ideas?
• between your sentences?
• between your pa ragrap hs?
• Do YOll use linking words and ph rases as

appropriate?

6

7

• Are the following all appropriate?
• the beginn ing of your piece of writing
• the ending
• the layou t (e .g. lett er, note, leaflet )
• the order and use of paragraphs
• the use of titles, subtitles , hea dings

• \VouId your writing he successful and effective in a
real-life situation?

• Would the com pany receiving thi s letter of
com plaint refun d your money?

• \Vould you be forgiven by th e person rece iving this
letter of apology?

• \Vould the magazine editor publish this art icle ,
and would anyone read it?

• Do you have enough mastery of both vocabulary
and grammar to accomplish th e task? Or is your
vocabulary too eleme ntary, and your choice of
grammar and sentence structure too Simple and
limited ?

...... Use this list of questions when checking your writing! ........

7



Papers 2 and 3

CAE Pape r 2 mark sche me

8

5

4

3

2

1

o

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 posit ive 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 minor omissions, but
content clearly organized. Would have a positive effect on target reader.

Errors sometimes obsc ure communication and/or language too elementary. Some
attempt at task but notable omissions and/or 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 questions in one piece of writing, you can't get a 'pass mark' unless
you do both.

Spell ing

1 If you want to use American spelling instead of British spelling, you must spell
everything 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 words BUT:
- in practice, it is very difficult to write a completely satisfactory answer in fewer

words
- 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 layout your writing (letters, reports, instnuctions, leaflets,
etc .) in the appropriate way. If in doubt, read the instnuctions.



Paper 3

Paper 3

The English in Use paper tests your ability 'to apply knowledge of the language
system, including contro l of the grammar, register, spelling, punctuat ion,
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 Oil a nsweri ng Pa rt I
1 Cove r up all the sugges ted answers.
2 Head through the whole text.
3 Read through the text again, stopping at each gap. Try to think of a suitable word

before looki ng at the four words sugges ted. If the wo rd ~·ou have thought of is
one of the [our y 0 1l are offered , then choose it . Do Hot allow yourself to he
distracted bv the others.

..J- If the word you though t of is not there, it may help if you start hy eliminating
those that are de finitely wrong.

5 Make sure the word you choose is possible grammatically:
• does it fit with the prepositions in the text?
• if it is a HOWl , is it sillg11 1ar / plural to match the verb and the article?

6 If you don 't know the answe r, guess ! Never leave a hlank on you r answer sheet.
7 Wh en you're doing practice exercises, don 't use the key to correct your answe rs.

You won't learn much that way. Use a good English-English dictionary and look
at the ways each of the fou r suggested wo rds are used. The examples given in the
dictional)' will explain all the most com mon collocations. Only when you've
worked out answe rs should )'0 11 check in the key. A more enjovahle way of
studying collocations is to read a lot of English for pleasure: magazines, fiction, or
whateve r interests vou most.

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 .

Ad vi ce on answering Part 2
I Read through the whole text first.
2 Make sure that the wo rd YOll choose fits

• grammatically with the wo rds before it.
• grammatically with the words after it.
• the punctuation .
• the meaning of the text.

3 Hem ember, most of the answe rs in this question are 'little' words - pronouns,
articles , prepo sitions, conjunction s, etc. Don't imagine that the answer is going to
be difficult: oftcn it's a Simple word such as the or a.

9



Papers 2 and 3

10

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 (,I). 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 on
grammar, punctuation and spelling, it gives practice which will help you in
correcting your own writing.

Advice on answering P a rt 3
1 Head the qu estion carefully. Make sure you know what kind of mistake you' re

looking for, and bow y Oll must write it on your answer sheet.
2 Head the whole text through first.
3 Don 't make unnecessary 'correct ions' while ignoring obvious and serious

mistakes : look for the hig 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").

O ll e 1lI111ccessary icord.

1 For a word to he an error in this qu estion it is either grammatically incor rect or it
does not fi t in with the meaning of the text.

2. The grammar mistakes can include word order and prepositions or articles whe re
there shouldn't he any.

3 The mistakes in meaning can include connecting words or even negatives that
see m to work grammatically, hut in fact don 't make sense.

4 In eve ry case, make sure that the sente nce as a whole is correct and reads well
once the un necessaJ)' word has been de leted .

Punctuation and. spelling
1 Do the punctu ation work in this book (pages 29-37). Not only will it help YO Il

with this question, hut it will also imp rove your writing.
2 Th e punctuation errors in this question are basic mistakes. Look out for:

• missing capita l letters.
• brackets or speech marks that open but do not close.
• questions that are not marked with a question mark.

3 If a comma is 'optional' (see page 33 ) you will usually find that there is a real
mistake elsewhe re in the line, often a spelling mistake.

If you have se rious problems with spelling, read more and study the rules for
English spelling (see ·Spe lling· in Michael Swan: Practical Ellglish USllge , OUP).

Part 4
Word formation (e.g. page 50)

Part 4 consists of two different texts, each with eight 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.



Paper 3

Ad vi ce on a n swe ri ng Part ..
1 Head through the whole text first, for meaning.
2 Try marking each gap 'noun', 'adjective', 'verb', 'adverb', etc. This will help you

focus on the grammar of the word you arc looking for.
3 Make sure your answer fits the meaning of the text, as well as the grammar. For

example, )'011 might need a negative prefix (!illbelievahle) or suffix (hopeless) . If
you write believable or hopef ill, your answer will fit the grammar, but it will he
co mpletely wrong in te rms of the meaning of the text.

4 \Vhen doing practice exercises, use an English-English dictionary to correct the m.
5 F or furt her practice, make an effort to notice word formation when )'011 arc

reading English, and note d O\ \ 11 an~thing interesting yuu find. You will also find
word formation exercises in published vocabularv mate rials.

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 ca nnot 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.

Ad vi ce on an swe rin g Part 6
1 Head through the whole text to get an idea of the subject matter, the overall

meaning and the register. Whe re does the text come from? Wh o wrote it? \Vhy?
2 Head th rough 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 \ Vork through the text slowly, making sure that the phrase you choose for each

gap matches for:
• meaning - does your choice fit with the phrase before it {/ml the

phrase after it? Does it fit with the meaning of the whole paragraph?
• grammar - lIlany of the sugges ted phrases may not fit grammatically.

5 Don't get stuck on a difficult gap. Leave it and co me hack to it late r,
f Start by crossing out the phrase you are gh'en as an example , then gradually cross

out the other phrases as soon as you are certain you have found their place . This
process of elimination simplifies the task.

11



STYLE AND REGISTER
In matters ofgrave importance, style, not sincerity, is the vital thing.
Osca r 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 writ ing have on
the person who is going to read it?

The ability to use the right style, 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 restau rant _ _
Spoken: job in te rvi ew _ _
Short newspaper repOIt __

Spoken. polite co nversation _ _
Back cover of a novel
Infor mal telephone conversation
Advert isement
Love letter
Police officer's report _ _
Recipe _ _

12 • Writing sub-skills

Main courses at ;"Iaximilien's range from duck in raspberry
vinegarsauce toa really excellent hare,still sheddmg Its shot­
gun pellets, and presented asa Gaudiesquetower: shces of
marvellously tender saddle ontop ofthe braised leg (a little
overdone), itself resting onbuttery noodles.Another speCIality
ofthe house isthe Andalucian rabbitwith wild mushrooms

m 4 Return the rabbit to th e pan. Covel' with
the wine. Season. Add the fresh thym e and
simmer for 30-40 minutes with th e lid 011.

Add the mushrooms and stir well .
[!l

'Tell me , Miss Lee , do yo u have any prev ious ex peri-

ence as a waitress?' .
'Welt, I did silver service at the Royal Hotel in Bognor

for five ye ars. That was before co ming to ~elcester. But
since I've been here I've been assis tant chef In the canteen

at International Defence Sys tems.'. ')'
'And why have yoa given in your aolicea II.D.S..
'We ll , to tell you the truth, it was so~~ picture,s I saw on

the television. And I realized that If 11 wasa t for the
weapons we were selli ng them.

I!l Dear Mr Ball

We were most impressed by your plans, which we
rece ived last week .

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

How much, did yo u say? This must be a bad line, I
thought you said 5,000! ... Sounds like an awful lot of
money for a tummy ache! Foreign ers, were they?
Wo uldn 't trust 'em if I were yo u. Just you ma ke sure
you get th e money up front, in cash . . . Here, yo u don't
think they're trying to do him in, do you? .. . That'd he
worth SO, not five . . . Tell you what, try some on Henry
Hungerford first and see what happens.

~wonderful restaurant, Ste fan. Do yo u know, I think th i,S
is possibly the best hare I've ever eaten. And as for.the St
Emilion: I doubt you'd find as good a bot tle as this a~;.­

where in Paris. How are you getting on w ith the rabb it.



m
Arms boss poisoned
Mr Stefan Ban, managing director of the Leicester
company, International Defence Systems, died in
hospi tal at midday yeste rday. H e had complained
of stomach pai ns after eating in a restaur ant on
Monday evening, and was r ushed to hospital after
being found unconscious in the morning. Mr K evin
Truckle a waiter at the r estaurant where Mr Ban
had ea ten , wa s also admitted to hospi tal with
suspected food poisoning, bu t has now been
discharged.

m Words cannor describe how I feel when I think
back to Friday night. And I do think of it, all the
tune , and of the look in your eyes when we said
goodn ight. O h S tefan, say we can meet again soon!
But we must be very careful, darl ing. M y husband
m ust never find our. Max has such a fiery temper,
and so many sha rp kn ive s in h is kitche n!

Introduction

D
I laving ascertained that the deceased had been sea~ed at
table 13. a window seat equidistant between the kitchen
door and the ladies' toilets. I proceeded to question th:
manager about the waiting stalT. lie replied that Mr Ball s
tahle had been attended hy ~I r Tntckle. ami that m the
normal course of events neither of the two wait resses, Miss
Lee and Miss Fairfax, would huvc had cause to serve at that
table . He suggested that I question the \\'a it~esses

them seh"es, hut regrett ed that ~ I r Tmcklc was un available,
ll<l\;ng phoned in to say he had to take his dog to the vet.

~
It' s a recipe fo r murder when the sinister Colonel
Lamont dines wi th brilliant young scientist Stefan Ball.
But w hich of his many enem ies puts paid to Stefan's
career on his own expense account ? And who is the
mysterious Henry Hungerfo rd? Stefan won't be eating
at Maximilien 's again, but Holmes finds this men u very
much to his taste . and presents the solution on a plate.

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

Name and joh Motive On the oth er hand Oppnr-tunity

Mis s Lee
Job:

(\Iaximi lien His wife was ha\; ng an afI lir
Job: with Stefan (text II )

Colonel Lamont Co uld eas ily have poisoned
Job: Stefa n's food while din ing

with him (text p
Ke-vin T ruckle Was himself poisoned (text C)
Joh:

l leurv 1I1I IIge rfo rd
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 politician speaking to a close personal friend or family as if (s)hewas

addressing a political meeting or giving a press conference.
• a 1V 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 errors 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?

Writing sub-skills • 13



Style and regi ster

B Formal and informal 1.0 Vocabulary

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 characterist ic features
that differentiate forma l 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, occu r
throughout the rest of the book.

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 Normans . 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 com pares relatively formal words of
Latin / French origin with their less formal alternatives
many of Anglo-S axon 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.

verbs N Oll/ls

to depart to go car nivo re meat-eater
to retain putrefaction
to cease deficiency
to function vision
to masti cate" residence

to dem onstrate respiration
to reside somnambulist

to seem comprehension

to shorten perspiration
to end

to help A(ljectit:es

to begin incorrect wrong

to wan t umiuhlc

to get vacant

to free insane

to cat inexpe nsive
lis'e1y

Adcerbtals hetter
subsequent ly next / later childish
principally enough

so whole

at first older
in the end

Fonnal

\Vords of Latin / French
origin

Single-word verbs

Formal connecting wo rds

Impe rsonal co nst ructions
it is said that
th e price has been increased
olle never knows

Abstract no un s

Is happiness lJOssible during
1l1lcmp!oy",cllt ?

After cl(//ificalioll oj the
problem arcas ...

Not ending with preposition ;
lise of uilunu

To 11:110111 ,,;ere y OIl speakillg?

Co mplex sente nces

Use of inversio n for
condi tionals and emphasis

Should 'JO Il require further
iufonllatio l', niease
con tac t . . .

No contractions in writing
I reill, Ice Icould

Infonnal

\Vords of Anglo-Si.l'\on
origin

Phrasal verbs. idiom s with
get

Informal connecting words

Active constru ctions

they say that
thelJ'r;e pu! the price lip
yO Il never know

Modul verbs, adjectives ,
clauses, etc.

Can people he happy uihcn
they hucen't got a joh?

\\'hen the hits ccenJ01lC !cas
getti ng Icnmg Iwd been
explained . . "

Ending wit h preposition

\ V//o lvcrc yOIl s]Jcakitig to?

Simple sentences

Inversion sometimes used
for e mphasis

Oli ly then did I realize .

C ontractions in writing
I ll, uie 'd

Fon nal Informal Formal Infnnnal
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° Bodi ly functions are a ll area where the differe nce or formalitv is
particularly marked. .
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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 slrangled 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.

Formal and informal

(8) a co mpla int. T he switchboard
(9 ) him to the Social Ser vices Department,
where a woma n prom ised to (10) the matt er the
fo ttowing week. Th e wo ma n never ( II) . Another
tim e wa s (12) , bu t agai n the wo ma n failed to
appea r. In fac t. thi s init ial visit was continually
( 13) until six months late r, whe n a co uncil offi -
cer finatt y (14) . After a brief inspection, the offi-
ce r said he wo uld (1 5) the case to the
Enviro nmental Heal th Department.'

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

'The prospect of another six months waiting ange red my
client. He to ld the co unci l officer he was no lonaero

prepared to tolerate the situatio n; mo reover . he fe lt it
wa s the Council ' s job to restore peace and q uiet to the
neighbourhood . Nevertheless, in the twe lve mon ths that
have elapsed since the officer came, the Council has taken
no f urther action.

' Matte rs deteri orated recently whe n M r Pea r 's wife
Dolores entered the qu ar rel . My cli ent had previo usly
enjoyed good relations w ith Mrs Pear, but all good will
ended when it transpired that Mrs Pea r had been phoni ng
the po lice, claiming that the Lampreys had threatened to
kilt the birds.'

This has been go ing o n for three years, ever since the Pears
came along and brought thei r infe rnal par rot s int o the
neighbourhood . T he noi se of the bi rd s got 011 my nerves
from the very sta rt so I did use to co mplain a bit.
I finally gal'e "I' hop e of gett ing used to it whe n in the
middle of the night. I heard someone ca lling out my name .
It was a trick he'd put one of his parrots up to. just to wind
me lip! In the morning I had it out with him, bu t he had the
cheek to say that the bird wasn ' t saying my name at all,
and it wasn't his fault if the bird's love ca tl sounded a bit
like "Herbert".

' I didn 't know wha t to do. I tal ked it ol'er with
my mates at work, who sugges ted I ge t in touch with the
City Co unci l a nd maybe put in a fo rma l co mplaint. So I
rang the m up a nd the y put me thro ugh to the Soc ia l
Services. The woman there said she'd come and check out
the parrots the next week . but she never turn ed up. So we
fixed lip ano ther time. a nd she stood me up agai n. T hey
kept o n putting it <fftitl on e day, out of the blue, a blok e
showed "I' . He left after five minutes, saying he'd pass the
matter Oil to the Env iro nme ntal Healt h Department. ' make out

go by
ge t on with

tu rn out

bring hack
put up wi th

fall out
jo in in
get

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 Ihe
phrasal verbs and phrases with get in the original (in
italics) with a single-word verb selected from the list
below. Put Ihe verb into the appropriate tense.

lodge irritate despair arrive
contact refer pos tpone visit
become discuss p rovoke investigate
connect arrange co me

' Eve r since the Pears (I ) in the nei ghbourhood
three years ago my client , M r La mpre y, has bee n
(2) by the birds . He fi na tty (3 ) of
(4) accusto med to the noi se the night that one of
the birds sta rted to ca tt out his nam e. Mr Pear wo uld appear to
have taught the bird to say the name "Herbert" with the sole
intention of (5 ) my cl ient.

' Having (6) the probl em with his co tteagues,
my cl ient (7) the City Co unci l w ith a view to

'\ \'e tt I don 't mind te llin g yo u that I (0 _
p retty angry. I told h im that i f he tho ug ht I was going to
(2) ano ther six mo nt hs ofheing messed abou t bv
th e Ci ty Council and tau nt ed hy sc reaming parrots he ha~I
ano ther th ink coming. I to ld h im it was his job to
(3) peace aud q uiet to the neighhourhood. \\'e ll,
12 mon th s have (4) now and the council hasn 't
(5) an)thing done ahout it.

' Recen t ly, th ings (6) worse when .\I rs Pear
(7) , We used to (8) her O K, hut then
we (9) when it (1 0 ) she was the one
that ke p t phouing the police aho ut us, ( I I ) we
had th reateu ed to ,;11 the h irds .. .'

c Look back at the connecting words in bo ld in the
boxed parts of the story (beginning with 'so I did use to
complain'). What is the difference between the
connecting words in the formal speech and those in the
informal spoken English?
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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 f and you , could
be inappropriate and even offensive in a formal letter or a
magazine article.

1 Me, myself, I
Everybody 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.

Exam ple
In Ill} opinion , this is a highly am using film.
This is a highly a1mlsillgjillll.

a I would sa~' that the bes t place to spe nd an autumn
afternoon in Paris is probably the Jard ins de
Luxe mbou rg.

h Th e actress pla~;ng his lover is Juliette Binoche , and
altho ugh I pe rson ally don 't like her \'e lY II1l1ch I mu st
admit th at he r performance is vcry good.

t: From III)' point of view, this g" idebook is ve ry helpful. It
tells me about many little-known places and, as I'm not
the kind of person who likes to he part of a crowd of
tourists. I think thi s is the right guide hook 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 I mean') is not
appropriate in formal writ ing. 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.

Th e film is about wha t happens when y Oli becom e middl e­
aged: you comb your hair over the bald pa tch; ...

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 fi lm is about ichat happens to a man vclvcn he becomes
middle aged: he combs.

Who exactly are you referring to?
To yourself?

Th is book convinces you of the alkantages of
\"eget:.u;anism . and after reading it you never wan t to eat a
dead animal agai n.
This book conciuced me of the mlra lltages of
r.egetarianism, and after readi llg it I ncr.er scanted to eat a
dead 01li11l01 aga ill .

16 • Writing sub-skills

To a specific person or group of people?

If your house is bu rgled , you can fee l violated,
Victims of a burglary e(UI often fee l ciolated.

Or to people in general?

Th is film makes you meditate on the meaning of life and
reco nside r your attit ude to religion ,
This film makes on e meditate 011 the metwill g oflife (1 1/(1

reconsider on e's attit ude to religioll.

(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 If yOl1 mar ry now, in the '90s, )'0 11 ollly stand hal f a
chance of staying married [or a life time.

b You easily forget how different life was 50 yea rs ago .
c It 's incredible when vou hear about how much thev

spe nd on the army. especially when you thi nk of afl th e
poor and hom eless people .

d The l/app y Kittell Beginners Picture Dictionanj is a
good way of imp rmi ng your vocahularv.

e As you read thi s hook you gradually become less
ignoraJl t about what it is like to be long to an et hnic
minority that suffe rs from racial discrimination and
abuse .

F The open fire and th e dogs roaming aro und th e
restaurant will remind vou of home.

g This hook tells YOll en-r:thing you need to know ahou t
banking.

h Focusing on the prohle ms faced hy working class people
in the States toclav, th is is a film that really makes vou
thin k. ' ..

In my hom e town , you're always sec ing violence i ll the
stree ts, hut y O Il soon learn to turn a blind eye.
In lily count ry th ere are few job s fo r school leavers , hilt
when you' re desperate you'll do 'Ul)ihing 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 ux the cassettes we ordered, and we 've paid
von for them .
' Fe ha ec not yet reccicetl the cassettes , uhtch Icere ordered
ami paid for.

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

a What I don't like about vour d ub is that vou don 't offe r. .
enough activi ties for young people.

h You must do something about these problems.
c II'yon wan t to keep your customers happy, you shou ldn 't

break the promises y01l make in your brochure.



Formal and informal

1.2 Register transfer

Read the following piece of informal, spoken English in which someone describes
a job advertisement 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.

ImH'"Eili·Hag,1§eI.irmn

'There' s an advert here in the paper for a job that might
interest you, Maria. A young airline executive wants a
Personal Assistan t. 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?'

I!m.'1.N4'iHA"i§,j ii,Ei ,WitHUiJ 1mi

RICHTHOFEN AIR
Person a l assistant (based in stancbcster)

Fixed term contract
Satarys 1,300 per month pills paid orertinte.

A young air line executive (0) r equjr-es
a Personal Assistant for six months while the
present postho lder is on ( L) ~

The successful (2) sh ould
ha ve word processing (3) a
good (4) of the English
language an d a keen in terest in air trave l.
Flue ncy in one or more European lan guages is
highly (5) , as is a w illingness to
w ork ove rt ime .

The person (6) w ould also
he expected to (7) good
interpersonal skills and an excellen t telep hone
(8) ~

Applicati on fo rms and (9)' _
information concerning the post arc
( 10) from Sue Murphy (p hone
01 7 16069999)

(1 1) ap p licatio n forms must
be returned by February 28th. No applications
will be (12) afte r that date.
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Style and register

1.3 Writing practice

Nicole Renault wo rks 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 rewnling each, borrow useful phrases from the
other .

37 Rue du Vieu x Faubourg

59002
Lille
April 4th

DearJane.
I write with reference to your phone ca ll of April Ist.

I sincerely regret that I shall be unab le to be present at
our shared residence at the moment of yourreturn from
your vacation: unfortunately. I have previous commit­
ments, namely a luncheon engagement anda dental

appointment.
Nevertheless, please allow me to assure you that not

only myself bu t also a numbe r of my colleag ues are very
much looking forward to obtaining more information con­
cerning yourrecent travels and. in particular,
concerning Adonis. In view of this, might I suggest a
meeting at yourearliest convenience? We could perhaps
meet at6pm for an aperitif in the Cafe des Sports.
followed by dinner at one of the more inexpensive
restaurants in town? I should be very grateful if you

would phone to confirm.

I look forward to hearin g from you.

Yours sincerely,

Nicole
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Mon. lOam

Miss Akiko Kurosawa -

Thanks for the leiter Actual) •
thing on for Th ursday _ there ' s y. Ive already got some-
I' ve go t to go to the d ti • . a business lunch. and then

en 1St s - so I w 't b
you at the airport But d on t e able to meet
to know you so perf me an the others are dying to get

. • . aps we could get t h
possible afteryou get h ? W agel cras soon as

ere . hy dou 'r w
yourhotel at eight, andtake 0 e ~ol11e over to
us a ring and say if that' s OJ!. uout fora bite to cat? Give

Nicole Renault

p.p. Jean Emar EXp0l1 M', anager.



COHESION

A Introduction

w hat is the difference
between a pile of stones ami a stone wall?
between lilies of words and a goo d piece of writte n
English?

The answer to both these questions is organizati on 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 other. Phrases are connected
to form sentences ; sentences are joined 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 " wh o had fou r young cubs was walking down
a road one day when she mel a lioness with her cub .

The vixen started to boast a bout her famil y, saying
that sh e had four cubs, wh ereas the poor lioness on ly
had one.

'Only one,' replied the lion ess, 'but he's a lion!'

*vixen - female fox

A vixen was walkin g down a road one day and had
four young cubs and a vix en me t a lioness w ith a cub
and a vixen sta rted to boa st abo ut a vi xen 's fam ily and
said a vixen had four cubs and a li oness onl y had one
cub and a lio ness sa id a lion ess onl y had one cub but
OIlC 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 sing le 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 windo w.
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 descripti ons. Keith soon
became sick with jealousy.

• This went on for years. One night Mick
was very ill. Mick call ed out, 'Please ,
Keith , ring for the nurse. I don 't think I'll
last the night.'

• His friend reached for the alarm, His
friend thou ght, ' If he dies, I'll get the bed
next to the window.'

• He ignored the calls. He prete nded to be
asleep.

Your narrative will start like this:

Mick and Keith were tw o bed-ridden old men sharing a
room in an old people's home.
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Cohesio n

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. ( I) the morning, the nurse found
Mick dead . (2) she reas sured Keith
that he would soon have some more company.
(3) hearing thi s, Keith was qu ick 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 wou ld be eas ier if he stayed where he
was, but he becam e (5) angry that they
finally carried him across to the other bed . He lay
stil l for a while, waiting to be alone. T hen, as
(6) as the nurses had gone. he lifted
him sel f up expectantl y (7) peered
through the window - to see a solid brick wall .

B Linking words

1.0 Conjunctions and sentence
adverbials

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

1 luu: c been lcatch ing telccision s ince I got home at six
o'clock.

A sentence adverb (or adverbial phrase)

• can connect a sentence with another sentence.
I got home af six (}'clock. Si nce then, I ha r e been
It:a /chi ng tclec ision.

• can connect a sentence with the whole text.
... (/ /1( / then [ 1I:e1l1 10 bed, All in all , [ fwd (/ very

horing er;ellillg.

• can signal the writer's attitude to what they are
saying.
Prallkly . I icisl: I du ln't tun e (J telecision.

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 conjunct ions 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 • Writing sub-skills

A These sentences focus on the distinction between
conjunctions, in the (J 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
l u (co nj) Silvi a we nt for a swim after she had done her

hom ework
1li (sn lv) Silvia did her homework Aft encan ls , she we nt for

a swim.

2a She was dying for a swim hy the time she !lad finished
sbldyi ng.

2h She studied till midd ay. , she was dying for
a swim.

3a " 'Ilile she was s\\i lllllling, I continued to study.
3h I continued to study. , she was swimming,

Reason an d result
-la The Addams live in a strange house, so they don't ge t

num v visitors.
-th The Addams live in a strange house . , they

don't ge t many visito rs.
5a Since she had promised to visit him, she went there the

next day.
5!> She had promised to visit him. , she went

there the next day.

Contras t and concessio n
f ia A lot of men are uncom fortable with Mo rt icia. eren

tho"gh she has a sweet nature .
6h M orticia has a sweet nature. , a lot of men

are uncomfortable with her.

7a The English eat potatoe s, ichereas the Chinese eat rice .
7l> The English eat potatoes. The Chinese , _

eat rice .

Ad dition
Sa Not Oldy does Marcel play the trumpet . but he can also

juggle.
S!> Marcel plays the trtlmpet. , he call juggle .



Linking w ords

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).

* Inversion - not e the word orde r afte r these words whe n they hegi ll
the sentence.

we had ha rdly left the grou lld iclven the storm broke.
Hardll) had ice left the ground ichen the storm broke.

The plane had no sooner taken off than 1 regretted not taking the
train.
No sooner had the plane taken off tlutn I regretted not taking the
train.

+ These words can act as either prepositions or conju nct ions.
H e teen! to hed after midnight . (preposition)
lie scent to hed after he fuu/ fi llished h is book. (conjunction)

Time
aftcr+
after Il;h ich
ant!
as
as IOllg as
as soo" as
at which (point)
hefore+
by the time
hardly*
110 sooncr*
Ilme (that)
once
since
the moment
then
til/+
II 11 til+
ichen
ichenccer
icliereupon
lchile

Result
awl
and so
else
or else
otliertcise
so
so thai

C o n tr a st,
C oncession ,
Alt e rnati ve s
although
apart from (1')
hilt
despite (1')
ceCil if
cccn though
except that
ill spite of (1')
or
mucl: as
1101'

no t tlutt
though
icliereas
while
dliist
yet

Reason
as
as a resul t of (1')
because
beca use of (1')
c(!1Isiderillg

ducto
for
ill case
ill cieu: ofthe fact
tha t

[ ust in case
Ofl account of (P)
seeing as I that
since

Purpose
in case
in order that
ill order to
so
so as to
so that
to

Conditional
as long as
erell if

if
OIl condition that
procided (that)
pnn;idillg (that)
so hmg as
Il II less
ichet lier . . . or

Manner
as
as if
as though
ill a lUlU

ill the lcal)
just as
like

nnrcli as
the lcay

Addition
and"
as !cell as (1')
besides (1')
besides Ichich
in additio/l to (P)
not 01l/Y*

Giving examples
for instance (P)

for example (P)

in particular (P)

The sentences below illustrate many of the linking words
in the table. Note that many conjunctions can be used
either in the middle of a sentence

I wouldn' t have told the police even if 1 had known.
(sent ences 1- 9)

or at the beginning.

Ev en if I had known, 1 wouldn' t have told the police .
(sentences 10-1 2)

Complete the sentences by adding any appropriate word
or phrase: note which conjunctions are used with
commas in the examples.

1 \Ve are advised to do this exercise very
a carefully, athericisc we will make a lot of _
h carefull)'U ich i!« ou r teac he r _
c carefully, eeell though it looks _

2 Mv weeks in captivity weren't too
a un pleusant f.l con~'ideri/lg the te rrihlo reputation of my

b unpleasant once I got used to _
c unpleasant, eecll if the was terrihie.

3 The tigers ran away from the
a Englishwoman as if she _
h Englishwoman the Ical) run away from a

c Englishwoman the III011lCllt they saw _

4 Her Olympic gold medal was
a remarkable , though mallY people _
b remarkable, not thai she didn 't deserve -c,-- - ­
c remarkable ill cieic (~f the fact that she had just
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Cohesion

5 IIis cloth es smelled of
a Chauel Number 5,jlist as had expected.
h Chane! N umber .5, besides !chich he had lipstick on

his _-,--,-.,-------,-_
c: Chane! Numbe r 5 now that he was going out with

6 lll look afte r vour crocodiles while vourc on. .
a holiday pror;iclccl that you look after _
b holiday as though th ey we re my _
c holidnvt.) as In ,1I as watering the _

7 I told him I had decided to hrcuk off 0111'

a e ngage me nt , 11/1'c1l as I regretted losing _
b engage me nt. ichereupon he started to _
c engageme nt. so he made me _

S Th e FB I took the
a photographs so that they could put pressure on

b photographs ill case evide nce against was
nee ded.

c photographs i ll spite of asking the m not
to.

9 I've decided to do two hours of aero bics eve rv
a day ill order to lose weight and _
h day as S0 0 1l as I can afford ---,-_
c day as lOll§!. as comes wit h me.

lO a By the time we ar rived ill Bar bados, I was
sonv I had -t-r-r- _

h S o SOOHe r had we got to Barbados than I discovered

c ' Fhelle r.:er I return to Barbados. I am filled with

11 a llardly had Ana e ntered the room when
e\'('I)'one started to _

h As a result of Ana's recent . eve ryone
wanted to meet her.

c Despite her reputation , Ana didn't seem to

12 a Not ollly was their relationship happy, but
it also produced __-,-__

b Sillce she has hcen with Bruno, she has forgott en

c So as to celebrate their anni versarv, they returned to

C Choose nine of the linking words that you want to
learn. 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 com ma. 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.

( I)The snake (2)(,3) ate th e IIJOlIse(4 ).

Capital leiter followed by a comma.
In tire meantim e, the snake U.:llS eating the mouse.

2 Mid position (before the verb), no comma.
The snake ec cntullily ate the 11l0l1SC.

3 Mid position, in parenthesis (between two comma s).
The snake , in th e meantime , lU iS eatillg the "lOuse,

4 End position.
The SHake has eaten 12 mice so f ar.

Other notes:
F forma l

INF informal
* when these adverbials are used ill position l ,

they are not followed hya comma,



Sen te nce uclver-bials

Time
After a iclnle
After that
Aften cflnls (1, 2,4)
As yet (1, 4)
At first (I , 2, 4 )
At last (1, 2, 4)
At ollce
At present (1,3, 4) (F)
At the 11I0111elif

At the same li me
Bef ore that I then, etc.
BeforelwlId
By the n I tliat time (1, 3, 4)
Earlier (1, 4 )
Ecelltually* (1, 2, 4)
Ecerstncc ttlien] (1, 3, 4)
Fillfllh;* ( 1, 2)

First*
From then 011 0 , 4)
Hitherto (1, 4) (F)
lm mediatelt] (1, 2, 4 )
Illiti fllly (I , 2, 4)
[ II 110 time
Illst fl utly (1, 2, 4)
I II the cud (I, .3, 4)
I II the mefllltime (1, 3, 4)
Lastly
Later Oil (1, 4)
Memnchi!«
Nex t"
Now*
Preciously (I , 2, 4 )

Si I l l lllttlll C( )/IS!Y

Sillce tlicn (1, 3, 4 )
So[ar (1, 2,4)
SOOIl (1, 2, 4)
Suhsell'lClltly (1, 2, 4)
Snddcnli] (1, 2)

1'1ICII*
Ulltil the n (1,3, 4)
'Vithi1l milllltes / day s

Comparing &
contras ting ;
alte rnative s;
concessions
Admittedly
All the sflme (1, 3)
Alt ernnt ively
Antl Ifet*

At the same tim e
Be that as it may
Better s/ill
Blit*
B'} comparison (1, 3)
BIf contrast (1, 3) (F)
By the same token
Conoe rselq (F)
Despite this
Equalh] (1, 2)

Even so
Hoicecer (1, .3 )
In comparison 0 ,3)
In spite of this
In the same [cay
Instead (1, 4)
Likewise (1, 2)
Mind you (INF)
Nevertheless (F)
Nonetheless (F)
Of course (1, 3)

On the contrary
Oil the one tum d
all the other IWlld (1, 3)

01"*
Similflrllf (1, 2 )

Still
Then again
Though (3, 4)
Tm e
Yet*

OrdCl;ng points;
adding information
Above fill
Additiollfllllf
Again
Also
A/lI/* (I NF)
Alld then» (INF)
As Ice shall see [aiel"
As ,cell (4)
As icel! as tlutt
Besides
First(llf) I Second(llf) etc.
First ofall
Fillalllf
For one I another thing
Furthermore (F)
In addition
In the first place (F)

Last(ly )
More I most importantly
Moreover (F)
Next
On top of that
\Vlw t is nlOre

Conc luding,
summarizing;
generalizing
All i ll all
Altogether
As a rule
Basicalllf (1, 2 )

Broadly speaking (1, 3)
By am/large
Esselltialllf (1, 2)
Generally (1, 2)
III brief (l , 3)
In conclusion (1,3)
In general (1, .3)
I II other icords (1, 3)
In short (1, 3)

Mostllf (1, 2 )
all average (1, 3)
On balance (1, 3)

a ll the tellOle (1, 3)
Overall
50* (INF)
Then (3)
To som e extent (1, 3)
To sum up
Ultimateli; (1, 2)

Giving examples ;
focusing
AIIUlIlg others (1, 3)
For example (1, 3, 4)
For instance (1, 3, 4 )
Inparticular (1, 2, 3)
Mfl illilf (1, 2)

Particlliar/If (1, 2)
Primarillf (1, 2)

Principally (1, 2)
Specificalllf (1, 2)

Refo nnulating;
clarifying
Actually (1, 4)
At least
I mean (I NF)

Linking words

I IIdeed
III [act (1, 2, 3 )
III other iconls (1, 4)
Rather 101' rather
That is (to sflY)
To put it another {em}

Changing subject;
re fe rring to suhj ect
Anlfhow (I NF)
Alllflcay (I NF)
As f ar as is con cerned
As f or I As to .
As regards.
At anlf rate (1, 3) (I NF)
BIf the ,calf (1, .3) (I NF)
Illcidelltalllf (1, 3 )

Noic jor .
Heganling .
Speak ing of.
Talkillg about . . . (I NF)
That brings me on

to . . . (F)
That reminds me (INF)
To tum to .
With reference to . .. (F)

Cause & e ffect;
re ason & re sult ;
inferen ce
Accordingllf (F)
As a result
Becallse of ti l is
COllsequentllf (F)
For this / thai rcasoll
Hence" (F)
If not
If so
In that case
Otli encise
50* (I NF)
That's why*
Then" (1, .3)
Thlls* (F)
Theref ore* (F)
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Cohesion

2 Ordering points, adding inform at ion
A When giving a number of reasons for something,
adverbi als can be used to mark eac h reason, and
sometimes to ind icate w hich is most important:

There arc three rcaso lls lchy I crossed the Atlant u: ill (J

pedal boat . First, it had I/Ceer been done before . Second, I
Il;as gel/crollsly sponsored hy (J soft drinks cor"l)(l1Iy . Ami
lastly , I icanted to prom ote 'greeH' feclllw!ogy.

Find three items that co uld be used in the place of First
in this text.
Find three items that co uld be used in the place of
Second in this text .
Find three items that co uld be used in the place of lastly
in this text.

B There are ten adverb ials in the list sim ilar in mean ing
to also . Two are rather informa l, and another two are
particu larly forma l. Concentrating on the formality of the
co ntext, choose approp riate words for the gaps in eac h
of these three sentences.

1 It's luxurious, it's not too expensive. and the food's out
of this wo rld. there 's the Italian barman :
Illy friends think lie 's the real reason I always go there .

:?: I don't wan t to have a drink with you, be cause it's too
early ill the day and also I don't like yOIl ve ry muc h.
_ _ _ _ _ _ , I'm not thirsty.

3 We arc not wholly satisfied with YOllr work to date ,
purt .cularlv in terms of productivity. , Oil

more than one occasion your poor timekeep ing record
has heen brought to our attention.

3 Reformulating, clarifying
A Find three items similar in mean ing to in other words.

B 1 It came as a surp rise to hear that Clea was married .
___ _ __, it came as a shock.

2 The only thing Chantal wants for he r birt hday is a
new English grammar book. , I think
that's all she wants.

3 Our hotel was what the travel agents describe as
'Ihd y and colourful". , it was in the red
light district .

-l I don 't know how you can listen to that music.
_ -,-- :-' it sounds like Rambo's foreign policy:
no harmony hut lots of explosions.

Clemen tine.

2: A friend of mine got a job on a ranch near Buenos
Aires. he found the life \ 'cry hard, hut
it didn 't take him long tn find his feet.

3 The food 's in the oven and dinner will be readv in an
hour. let's go and do some garde ning.

-t \\re are always looking for hright young m en to join
our staff 11 00\'c\'er, there arc no vacancies

B I lve been waiting an eternity for this mom ent.
-r- I call hold YOll in m)' arms,

5 The police received the bomb threat at 0.15 p.m. and
arrived at the sce ne six minutes later. -:--,-.,----
the cine ma had ulrcadv been evacuated and the
adjoining streets cordoned off

6 O n mv twel fth hirthdav, I was finallv told whe re
babies com e from. , I had imagined
they came from the supe rma rket like e\'er;i hing else.

The exercises below will help you to exp lore the meaning
and usage of sentence adve rbia ls.

For eac h of the eight lists there is an exercise A wh ich
focuses on the meaning of the item s. (With linking words ,
a good monolingu al dictionary can be very useful; on no
account , however, should you use a sma ll bilingual
dict ionary.)

Exercise B then puts the words into context. It consists
of pa irs of sentences: in each case the second sentence
requires a sentence adverbial in order to show how II is
connected to the first. Think carefully about

the meaning,
the word order,
the degree of formality ,
the punctu at ion ,

then choose an appropriate word from the list ind icated
(e.g . Time) to fit the gap.

1 Tim e
A Under the heading Time, find

three items similar in meaning to immedia tely.
three items similar in meaning to at the same time.
three items similar in meaning to finally. Which of
these impl ies a feeling of relief?
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Linking words

8 Cause and effect, reason and result, inference
A Find one informal and four formal items that can mean

as a result.
Find two words that can mean in that case.

Imhof?

4 Education is still WilY behind the rest of Eu rope, and
the Health Service is in crisis. the
eeonomy, there's no immed iate sign of an end to the
recession .

B 1 It is not udvisublo to drink beer uftcr \igorous
exercise because alcohol is a d iuretic - it makes \'CHI

urinate . rath er than replacing what
you have lost in sweat, it promotes dehydration .

2 Filially, I found the pricing to he as attractive as the
ot he r features detailed uhove . I
recommend purchase of the AlE UI\\'~CAE Murk t.

3 \Vith The Last of the Xlolucans , Dav-Lcwi s has found
that vital eleme nt - sta r quality. , he is
a st rong candidate fo r all Oscar .

4 Surrv I didn 't com e out last night , hut I was feel ing a
bit under the weather. I staved at
home and watc hed tellv.

.5 Don't forget to pack insect repellent. _-:-,-,__
VO I1 may find voursc lf ea te n alive bv the local. . . .
mosquitoes.

6 'She's only ill\iting you because vou've got a car.'
____ _ _ I won 't go.'

2 Yes, I ,111 1 stmI)i llg English at the mom ent. It' s
-;::---;-_--,-__ for my job, hut it also means that I'll
find it a lot easier to tra vel .

3 His pa rents said I was a had influence on him .
...,--,_-,_---,- they accu sed me of taking him
drinking last Sunday morni ng; they didn 't men tion
allYothe r ways in which I was supposed to huve
corrupted him.

7 Changing subject, referring to subject
A Find two items similar in meaning to anyway.

Find the item closest in meaning to by the way.

B I spent the rest of the dav watching the cycling on
television . hikes, have you got YOUfS

mende d yet?

2 Darlene is as mise rable as eve r, and Jackie never
co mes to visit us. , I'm sure you don 't
want to hear uhont my problem s, so let' s get hack to
those holiday plans.

3 I had a letter from Patrick EKgli the other day.
_-:--=- ' I don 't suppose you re mem ber Ca rine

B I All th ree films gtvc an extremely fine grained result.
De-lta. , ca nnot <Illite mat ch T-~ I il\: 100
for th e finen ess of its grain struc ture.

2 The Delco freezer is cheap and efficient. Sometimes ,
________, it can he difficult to open.

3 Batman Returns is surelv 11011\"\\' 0 0 <1 at its most
original. , the film lias its faults.

-t li e 's not much to look at , and he 's certainlv no hero.
___ _____ I 10\ 'c him.

.5 ~vlallagers are advised to uvoid co nfrontation.
-r-__-,-:-_ they should encourage staff to d iscuss
their problem s.

6 Profession al cyclists do not get stomach pa ins, eve n
though they eat and drink while compe ting.
________, swimme rs rarely suffer.

7 YOII sa~ ' I was dri\;ng fast amI dangerously.
_-:--:- -r-r-r-' I was obserdng the speed limit
ami dri\ing with great care.

B 1 ~Iy cat seems to think she 's a dog. Yeste rday,
-t- ----,_' she bit the postman , and thi s llIoming
she ju mped lip and started licking my C1CC .

5 Concluding, summarizing, generalizing
A Find three items similar in meaning to in brief.

Find four items similar in meaning to in general.

8 1 The earn ings gap between men and wome n in
Europe is at its highest ill Britain. ----,
women in British industry receive 69 per ce nt of
men's eam ings.

2 The Personn el ~ I anage r intervi ews all joh applicant s
here. , she looks for poten tial rat her
than expe rience or qua lification s.

3 And what was worse , it was rainin g all the time.
______, it was a disast rous weekend.

4 (430 students voted in favour of the motion to han
smoking on the co llege premises, while 462 voted
against. ) , stude nts at the college arc
against a smoking han .

5 At the back of tb e bookshelf, I found tb e cassett es of
tbe telephone calls. It was Barbara, _ _ ,- _
who had been tapping the Palace phone lines.

6 Giving examples, focusing
A Find two items that can mean for example .

Find two more items that can mean mainly .

4 Comparing and contrasting
A 1 Find four items similar in meaning to similarly.

2 Find five items similar in meaning to by
contrast .

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

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
I 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 Illy mind
granted of course incred ibly
curiously frankly SllI1)risingly
fUlln ily tr ue it seems
luckily supposedly

A admittedly

B astonisllingly

C fortun ately

D strangely enough e!lOngll enough

E uaturul lv

F apparently

G in Ill)' opinion

Note that it is very common to say strangely enough
rather than just strangely.
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C Reference
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.

D eterminers
a, all , the (articles)
* my, yOllr, his , her, their, one's, its, Ollr
(possessive adjec tives )
this , that , these , those (demo nstrative adjectives )

Pronouns
* I, yOIl , one, etc.; me, her, it , etc . (personal)
mille, YOllrs, his, hers, its , theirs , ollrs (pos sessive)
* this, th at , these, those (de monst rative)
* 1/:/10, icluch, icliere, iclien, that (relative)

This and thut
Both this and that can be used to refer to someth ing that has
been mentioned before. This is prefe rred when talking
about some thing you are close to (in time as we ll as space ),
while that refers to somet hing more distant.
llelell says she's fed l ip lcitl , herjob. Th is doe sn't surprise
me.
llelen said she lcas f ed II JJ rdth herjoh. That rUls th e last
time I smc her.

This hut not tha t call he used to refer to some thi ng that has
not yet boon mentioned .
r OIl're lIecer going to be/ieee this - He/eli's got a fl ew job!

Words that can he used as pronouns
AIy brothers are very successful, but both have a girlfriend
p roblem . Kev has n't got one, ant! [ ul ian has too many.

\Vurds that can replace adverbs
I thollght the atlas lcas on the hookshe(f, but I C(JIl 't jim! it
there .
I used it Oil Saturday, but I haven't seell if since th en.

*So
I'm 1I0t eery tidy; Tll hnce to be more so in [nture.
I don't believe my brother is especially clecer, but he
certainly thinks so .

Ellipsis
They uxmt me to[oiu the army, hilt I'm not going to . (i.c. to
join the army.l
*1 don 't th ink: I'll be sent to pIiSOIl , but I m igh t . (i.e. be
sen t to prison )



Repetition
*Use Halo I/Joshing pouxler. lIalo icashes ichit est.

Svnonvms and n CaJ-· SYll0I1VI11 S

I ~<.;tmt;d rctU!illg (/ 11OL:;/lasl "night ; at daten, th e b ook ICliS

still i ll my hands .

*Gc nc ral wonts
[ j i n t cisitn l Sail Sebastutn ill '8,9, am! I've loved tire ci ty
e!./cr si nce.

The hoys Il.:er e being unn atu ralh] helpful and polite. I
icontlcred uilu-ther th clj Ii-'cre p /m Hl i ll{!. to fli ck me, b ut I
kept my ~uHJJ;cioIlS to myself.
A 1IUII/ Imlll!Jct! into /l ie ill the market this morn ing. I
tho/lght nothing of th e incilleJlI till Innchtimc, tclicn I
!mll/;' thai Illy icallet fwd been stolen.

The fo rmer- a nd th e latter
The[o nner refe rs to the first or two th ings or people
men tioned while the latter refe rs to the second .
Neither ]{ca gtl11 " or Hllsh could deny k"ou;i llg aho nt th is
plan : th e f ormer fwd tho ugh t it up , {chile the latter had
actin:ly sllpported it.

lie / s'le / th ey
Co mpare the foll()\\i ng sente nces:
a If yoll f l1ld a good teacher, could yOIl give me Iris add ress ?
h If yo II fi 1/(1a good teacher, cO/tid yo u git:e me Iris/her

mldress?
c If yOIlfi nd a good teacher. co uld yOIl giL:e me their

add ress ?

All the above sente nces are grammatically correct , hut :
sente nce a assum es th at th e teacher will he a man . As the
svxte tuat ic lise of male prono uns to refer to eithe r a muu or a
woman has negative consequences for wome n, this pract ice
is now wide lv avoided .
Senten ce h i~ a non -sexist alternative, but th is style - and the
usage sthc or (s)he - can be rather clumsy.
Sente nce c is another non-sexist alternative, less c1u lllsy than
b, and now ill com mon usage ,

1'lwy can he used to re fer to one person ,
Som coue k/ll )cked at the door, h ilt nihen I ope ned it they

had go"e.
The next ti me I see a doctor, I'll ask them about !l0llr

problem.
If allY student icishes 11O[ [0 have their exa1/l results sent to
th eir home, could th ey please IWL:e a uxntl uiith the school

secrcta nj?

Alternattvcl v, the problem can he avoided by using a
plural noun .
If rlllY students ll;ish not to have their exam results sent [ 0

th eir homes, could tire!] please hac c a niord usitl, the school
secretary?

Refe rence

1.1 It

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 Mule employees in Japanese companies are usua lly
\\i lling to he sent to anot he r bru nch . hut Japanese
women oft en re fuse it .

l> Wh en democracy fails, the peo ple 's I:L'\t weapon is civi l
disobedi en ce . It mean s actions that d isohey th e
authority of the state , {(II' instan ce illegal demonstmtiou s
and refu sing to pay taxes.

c Th e re are one or two details 1'111 not entirely happy
about. It concerns the office furn iture and the heati ng.

d She spe nt years researchin g th e causes of cancer. I thin k
it is \"e ry necessary.

c I'm vel)' satisfied with the at mosph ere ill the offiec, Illy
workload and the salary, hut I reel, however, that there
arc some ways ill which it could he improved.

f Every beach in Ill" couutrv has lifcgnanl s in case vou
need it .

g In creaSingly, a university de gree is essential. For those
who have it , there is plenty or work.

'Please scm/me illformatiot/ about Fmll ily Income
Sllpp lemcnt . I lm ce (l six-mo nth-old hahy ([1Il11di dn 't

knou: about it un til yesterday.'

Writing sub-skills • 27



Cohesion

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 one example of each of the
devices marked with an asterisk (*) in 'Various devices'
on pages 26-27.

PRINCE PETER
KROPOTKIN

Some years ago I came across a copy of the
1906 ed it ion of Prince Pete r Kropotkin's
Memoirs of a Revolutionist in a second ­

hand bookshop. I bought it for £3. As soon as I
5 sta rted to read it I recognized a hero.

Being myself a cow ard and a pessimist, and
having been so as long as I can remember (an d I
can rem ember falling out of my pram , wh ich
confirmed me in my views), the peop le I most

10 admire are the bold and the opt imist ic - unl ess,
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
importan ce of read ing books. In thi s he was

15 encouraged by hi s beloved elder brother, who
wrote to him when they were separated by the
exigencies of the ir harsh education, 'Read

poetry; poetry make s 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 cand idate to be able to
supply.
Look especially at:

the preposit ions (across, in, for, out of, etc.).
the conjunct ions (including and, espec ially in lines
6, 13 and 30).
the sentence adverbials.
the determiners and pronouns.
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Kropotkin was an explorer who mapped some
20 of the wildest and most majest ic rivers in the

world . He was an anarch ist 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

25 through the streets waving to hi s friends who
were waiting at every corne r to see that the way
was clear; then he shaved off his beard and spent
the even ing at a smart restaurant, where no one
though t of looking for h im. He was a pioneer of

30 the eco logical movement , and in h is book
Mutual Aid he uses h is own observat ions of
nature to support his view that altru ism has an
important role in evolut ion ; he was also fond of
quoting Darwin 's description of th e blind

35 pelican wh ich was fed by its fellows.
Memoirs of a Revolutionist is a wonderful

adventure sto ry, redolen t 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 words . 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.



PUNCTUATION
What is this thing called love?
What is this thing called, love?
What? Is this thin g 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'), question 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 I joined together two sentences that should be

separate? (1.0 below)
did I write and when I should have used a full stop?

If your sentences are very short (one line or less on
average), ask yourself:

could I combine two sentences to make a complex,
but equally clear, sentence? (1.1 opp osite)

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
l icatched the sold iers march past , schen they had gOlw I
scent hack to my !nitillg.
Incorrect. T he correct punctuation is:
I icatchcd the soldiers march past . ' Fhen they had gone.

On e duv he married a cabaret dancer, this woman
ulrr-advhad two dal,ghters.

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

3 I think that a teacher's method is very important , would
I have learned as mu ch with another teacher?

.... I seem to have lost Naom i's address . I wonder if y Oll

could have a look to sec if you've got it.
.5 Cinde rella was in her room , she couldn't help thinking

about the bov who had hought 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 eve n know his
name , finally she "told her father the worst of it, that she
had forzotten her lucvclc when she left the disco so meb ,

time around midnight, suddenlv the re was a ring at the
doorbell, it was the hoy who had bought he r the Coke,
and he had her bicvclc with him, 'this hike's much too
small for you', he said, 'shall I adj llst the saddle ' Or
better std!' i f you'll he Ill)' girlfriend, I'll buy yOIl a new
mounta in hike .'

B In the following text, some commas are used
correctly, while other commas are used incorrect ly in the
place of full stops . Use full stops and capital letters, then
divide the text into three paragraphs. The first paragraph
is an introduct ion to the theme, the second tells the
story, and the third is the writer's (rather curious)
conc luding comm ent.

TIle Fakirs of India are disti nguished by their attempts
to demo nstrate their resistance to pain and privation,
some have been frauds , and some have shown
remarkable powers of mind OVtT matter, demonstrating
that all pleasure and pain is .\1aya, o r illusion , at the
end of the 19th century FakirAgastiya of Bengal
proved the me ntal control he possessed over his body
by raising his left arm above his head and leaving it in
that posi tion until he died in 19 I2, gradually, the blood
circulation diminished to almos t nothing and rende red
the arm completely numb and rig id, even the joint
locked, and Agas tiya was laid to rest with his arm in
the same position, the o nly poetic to uch to an
othe rwise po intless exercise was the decision by a
bird to nest in the palm of his hand , w het her the
accumulating bird-lime set so lid over the years and
helped to suppor t his arm is unknow n and open (Q

after-dinner speculation,
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Punctuation

1.1 Joining sentences

Writing very short sentences - like writ ing 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 conju nction
c using a relative clause

Lucy saw an udvertisem enr in Ti me Out. She was
inunediutelv interested.
a Sedng (/11 odccrtiscment in Time O ut, l.u cu rca!)

immediately interes ted.
h As SOOIl as Lllcy san: the adcertisement ill T ime O ut,

site lcas interested.
c Liley lcas iUl1llcdiately interested ill the adcc rtlsement

that site SfI!I.J ill Ti llie Out.
:2 Lucy was looking for an adve nture. She answe red the

udvr-rt isc-mc-n t.
a Looking .
h Since ..
C Luct] , U;/IO .

3 She approached the desert island. She was imp ressed hy
its bcaut v.

-t They !()l;1H1 a goo d place to ca mp. They pitched the tent
th ere .

,5 Lucv needed to find food in orde r to su rvive. She
learned to fish.

B Another way of linking two short sentences is with a
past participle. Rewrite the follow ing pairs of sentences
as single sentences using a past partic iple.

1 I was excited about the job int erview. I woke up III i.Uly

times in the night .
Excited about the j ob inlercietc, I uioke up nUlllY tim es
ill the /light .

2 l le was fright en ed h~ ' the <Ulon~l11 ous phone calls. ll e
went to the polk-c.

3 Th e stamps were co llected by my father. Th ey are worth
a fortune .

-! Children must he accompanied by an adu lt. If they arc
not . they will he refused admission.

In order to link two sentences in this way, the past
particip le 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 Iascinutr-s me. I go th ere e\ 'ery summe r.
I (lIIlfa sci/Ultetl hy Grecce. I go there eeery slim mer.
Fascinatct! by Grcccc, I go there eGel1) stlmme r.
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5 I found the film ho ring. I left th e cin ema and we nt to a
cafe.

f A dog attacked a woman. She received no co mpensation
for her injuries.

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

S I \\"011 the game of chess bv usiug a clever gamhit. I had
learn t the gambit from ~igel Short.

B Commas

1.0 Parenthesis and relative clauses

A Parenthesis in th e middle of a sente nce

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

SC1I1Ul (more than allY other Sl )OI1811UIII ) Icas loced by the
Brazilian people.

The main idea of this sentence is:

SClllla teas loved by the Brazilian I'coI}le.

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

Selilla, //lore then allY other spo vtsnum, l etlS lor etl by th e
Brazili an peopl e.

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 , hari"? set out hefore dau:n, teas the first to
reach the peak.

Main idea-
Catherine ums the first to reach the peak .

More than one parenthes is can occur in a sentence.
Fabiana decided , OIl hemi ll{!, about the deer, that she
would, aft er all, climb the 1110111lta;u.

Main idea-
Fabiana decided that she u;ould climb the mmmtaiu.

Write the main idea in these sentences.
a \\'e all agreed that , in view of the condition of ou r

fect , we wou ld spend the next day touring the villages,
h Th e dee r, which stoo d, silently gazing at us, about 30

me tres away, were not d isturbed hy our presence.
c After many years of study, yea rs which I believe I

have the right to describe as both long and pa infu l,
mv brother Mat thew, abo ut whom \'011 will hear more
later, finally became a good enough tru mpet plavcr to
join the arm y.



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 .
l a She was, however tired afte r he r expe dition.
11> She was, however ti red afte r her exped it ion, still

smiling .

2a Politicians have to be fair. lied th e Prime .\ Iinister.
Zh Politicians huve to he fair , lied less this year.

3a Il l' to ld me whe n his company was goin g to be taken
over hy a multinational, so I quicklyhought shares.

3b He told me when bis company was go ing to be taken
over by a mu ltinat ional. that he was d rinking too much.

....a Jenny told the story of lief hu sband's accident, was
angJ)' with him.

41> Jenny told the story of he r husband 's accide nt, laughing
till th e tears fall £10\\ 1 1 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, question mark or exclamation mark takes the
place of the other comma.

Catherine teas the firs t 10 reach the peak. !w ci ll g set out
bejore dau: n.

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

participle phrase
.Hy broth ers bciflg rery[ealous, l necer incite boys home,

sentence adverb
Necertheless , lie u;as a pleasure to lice [Cult.

preposit ional phrase beginning a sentence
III the Muldlc Ages, A mll1 ula [co/tld haul' heel! burnt as a
icitch.

Supply the necessary commas in each of the following
sentences.

1l0wCH!r 1decided to spe nd the day in the mountain
refuge .

.2 \\'e found deer near th e top of th e mou ntain the highest
in Ca talonia.

3 On hearing about the dee r Fabiana decided that she
would climh the mountain.

4 1Iigh ill the sk)' an eagle soared effort lessly enjoyi ng the
su nshine.

Commas

C Defining and non-defining relative c lauses
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 we nt to uerohics classes , found the climb
easy,

2 The girls who went to aerobics classes found the climb
easv.

The main idea 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.
At least one of the sentences does not need a com ma.

:\o ly hirthday which had heg11n with sunshine e nde d with
rain ,

.2 Cleopatra Henry's dog or rath er hitch was a nuisance
the whole dav.

3 ~orway he ing a bit cold in January I've decided to go to
Morocco.

4 Marion who was frighte ned o r spide rs heggt'd us cryi llg
to turn back.

5 W haf' s happen ed to the car y01l used to drive when you
were ill Ca lifornia?

6 l Icnrv's brother the doctor was unable tu accompany liS

hut his brother th e guita rist d id come.
7 However old as she is she has e nte red the London

Marathon again ,
8 Il l' to ld me and 1 know Y011 're not going to like thi s after

all the drinks )'011 \ '(' hough t him ami all the elwrgy
you've put into your attempt to sel l him a Jaguar that
he 's hou ght a Fiat.
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Punctuation

1.1 Commas: verb and object

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

Verb + object I har e forgotten 1111) chthlhood,
Verb + noun clause I ha re f orgoNell ichat .

l iconder if ...
I cannot accept that .
I ic ish sumeone (could .

Verb + two objects I told the capta in schat I thought .
I told th e captain that . . .

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

I asked her what time her mot her expected he r home.
2 I co uldn't pe rsuade him to tell me whe n he had sta rted

to indulge in this habi t.
3 I told her to simplify matters that I was the hoss.
-4 There was no way we could have guessed who was going

to he at th e part y.

B The role of punctuation is to make written English
easy 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.

l a She prom ised to leave the hall before midnight.
1h She promised to keep her mother happv to leave the

bull before Illi<lnight .

2a If oulv \'(HI 'd told Helen she would he welcome!
2b If on I\' vou'd told Helen she wouldn 't have been

shocked when she saw it.

3a She asked me to cut a long story sho rt to mend her car.
3b She asked me to devote my whole weekend to work ing

on the e ngine of her Seat 127,

-la l cun't re me mber whethe r we drank five bott les or six.
-lh I call rem em be r whe the r vou can or not.

Sa It was she who chose which was unusual for her.
5h It W"L'i 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 word or a long
noun phrase. In the following examples, the subject is
in bold.

Da ncing excites me.
Th e only thing I ha ce fo rgotten is fum; it ends.
Th e lcay som e ofher best studen ts spoiled th eir
writing and conf used th eir readers by failin g to
punctuate properly (cas a terrible (corry to .\liss Brodie.

A In each of the following pairs of sentences, one of the
sentences is cor rectly 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.

l a " 'hen he sta rte d to play polo was whe n Kate stopped
100i ng him .

Ib Wben be starte d to play polo Kate stopped Imiog him .

Za Whether or not you're going doesn 't inte res t me at all.

21> Whether or not you're going I ce rtainly am.

3<\ \Vhere there used to he a factor) ' 1I0 W th ere we re fields
of wild flowers.

3h Whe re large sums 01" mooey ehao ge hand s is where
lawyers are to he fouml.

B Revision
Add any commas that may be necessary.

1 Wasn't it Churchill who said tha t power co rrupts and
absolute power corm pts absolutclv?

2 Manv of the stude nts amI their friends and supporte rs
were shot at by th e police who later claimed that they
we re only obe~ing orders.

3 ~ Iy youngest siste r who was a haby durin g the time I
spent in the 'Honse of the Hising Sun ' was strongly
advis ed not to do what I had don e.

-I A large nu mber of fairly successful tria ls had alrea dy
been com ple ted with laboratory animals befo re any
change in the hehavtour of the professor who was
responsible for the proj ect was noted .



1.3 Optional commas

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

Here's (l box to ca rry the cat , alllf the dog call sit on my lap.

A With co njunctions
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 MIll; the bank robbcllJ (Jill! phonedfor the police.
11lCmot her of the bride loses (J daughter hilt ga ins (J SOIl.

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

She saw the bank robbenJ. hilt the robbers d id not see her.

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

1 Australian footbailers can kick the ball or throw it.

2 The burglars ate all our food and the bah~' never woke
up.

3 She thought Miss Verne r was going to he furi ou s and
she waite d all morn ing to he summoned to the .5th floor
but the call never came.

4 She squashed a grapefl1 lit 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 I had never
seen one before is a subordinate clause. The sentence is
not finished, but must cont inue with a main clause.

Altho/igh I l/tId 1let:er see" OtiC before, I k"cw he teas 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 k"cu: he Icas (J :::.o mb ie(, ) a/though I fwd lIe r;er see" Ot IC

before.
I get a heatlnclu: iclienecer I think of YO Il .

Commas

Insert commas as appropriate in the following sentences.

1 Before he took off Lindherg made himself some
sandwiches.

2 ~ llIch as I admire his paintings I wouldn't trust him with
my daughters.

:3 I hought this hicycle so I could go to the bead I every
morning.

4 Foothallers 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 arc [actliticsjorjootball, tennis,
r;olley/wl! and croquet,
Charles "er;er drinks heel': he p ref ers gill ami tonic, ,dUsky
ami soda, b randy ami ginger, and ,ci ne.

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 to
avoid an unpleasant cocktail.

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

The month of March teas cold , teet , rciudy and tho roughly
Eugl;sh.
She got to herfeet slOlcly , relllcffllltly ami paillflllly.
Tee looked here, there am! ecennchere.

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 ba gs, put them ill his car, closed his [runt
door, threic a petrol bomb through the scindou: th en droce
to the airport.
They come home lat e, they necer clean the stairs , I'm ofte n
u.oken up ill the night by their lloisy parties , ClI1lI 11:orst of
all they dOll't go to church.

See also page 34 for the use of semicolons in lists.
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Punctuation

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 ofOld Age
at the Age of Seven,

The age ing proce ss affec ts us all at different rates. Some
people of 53 like the esteemed author look a mere 35 with
sparkling brown eyes and a handsom e gait. Others like the
author's friend Co lin look like little middle-a ged men at 2 1
wit h middle-aged outlooks set ways and planned future s.
In women the former condition is common but women
rarely suffer from the latter being fired with the insatiable
drive of ambition for e ither an independent and distin­
guished career in a still male-dom inated world or a home
and seve n children by the time they are 30.

No such lock for Charles Charlesworth who was born
on the 14th of March 1829 in Staffo rd. 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 ve ins shortness of breath grey hair
se nile dem e ntia and incon tinen ce . Some tim e in his
seventh year he fainted and never regained co nsciousness.

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

•
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C Semicolons

To lose one parent, JUr \Vorthillg, may he regarded as a
misfortune; to lose both looks like carel essness.
Oscar Wilde

Do not he afraid ofthe semico lon; it cml be most nsejnl.
Sir Ernest Cowe rs

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 semico lon
be preferred to the full stop?

1 Ne urotic men, from Lord Byron to C'.lI)' Grant, have
been admired for dominating their condition. Ne urotic
women, notably Marilyn Monroe, have bee n admired for
surrendering to it.

2 Sir John was fou nd guilty of dri\in g with double the
legal limit of alcohol in his bloodst ream . 'You arc a very
foo lish man', said the judge , 'hut on this occas ion Jshall
turn a blind eye to YOllr folly.'

3 At about two in the morning, the last customers left the
har. The next clay, Jwas awakened early hy the sound of
laughter outside my window.

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

S The strong kept 01 1 walking until they reached the safety
of the woods. The weak stopped to rest hy the side of
the road.

6 It was good to he in Italy at last. My grandmother had
travelled a lot in Eu rope, ho t the rest of the family had
little or no curiosity about the Old World .

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 C hri sti ne Nielse n is the most successju l boat fishing
from North Shields. The wheelhouse is like a video arcade:
there is screel1 ajt er screen of coloured lights; sonar
equipment bleeps anrl pings; radarfillg er.s circle endlessly ;
the print-out informatio1l machine chatt ers tll/;ay to itself.
Peter Mortimer, The Last of the Hunters

Could YOll get me a kilo of potatoes, ti co sahnonstealcs, 500g
of pasta (spaghetti orjarfalle) tuu! sometlti1lgfresh to make
a hig salad?

Note the use of the colon in the first example to
introduce a list, also used in 1 and 3 below .



The following sentences all contain lists. Supply the
commas or semi colons, as appropriate. Make sure that
the meaning is absolutely clear and unambiguous.

1 Almost half the club ,,;11 be pla\;og in the doubles
tou rnament : six wo men including mysel f Pet er Bates
and John ' Vade the twins uud of course the team captain
with his par tne r.

:2 \ Vhile working at the hospital she was overworked
exploited and constantly cri ticized at the same tim e as
being nnd erpanl undervalued and take n for granted.

3 When y OIl come to one of OUf theatre workshops you
can expect a whole rainbow of activities: music and
singing circus ski lls ind llding jugg ling \"egetarian cooking
mime and acrobatics im provisation and above all a warm
gnHlp cxpcrk-ucc.

o Colons

1.0 Joining sentences

A colon can be used between tw o ideas tha t 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 num ber
of linking words, as illustrated 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 so you do not need to use the linking word .

nenlUtie
The ricer is polluted: there is (J !Japerfacfory up st ream.
He 11/IiS t luu:c been eery allgr y: he didn 't evell say
goml" ighr.
1 I thin k Marv is in love :
:2 I'm sure I will pass my exams:

Indeed / ill fact
He comes from lUI athletic f amily: both his parellts arc
Olympic {f.yl1111 asts.
The ricer is I lwn~ than polluted: it is an opell scicer.
.3 Silvia is interested in animals:
4 Th e dress was elegant, sensual and provocat ive :

So t u« a result
But I {cas ill disguise ichen I met them: ofCOIlI~'e they dhlll 't
recof!.lIi:.e mc.
The ricer is polluted: lchy arc they slcimming ill it?
The ricer is polluted: there arc no fi sh , am/ the ducks 110
10llger sustm the re.
,5 He was bitt en bv a cobra:
6 I had a te rrible hangm'er th is mor ninjj:

Colons

i.Vamely I and that is I in other u..'o rcls I
for example
Empress ' \'u 's eldest S O il cam e to afast " 'u-type em f: she
had him mu rde red.
The liL:er is polluted: don 't d rink the tente r.
7 Sudde nly I remembered my grandmother's advice:
H She thinks she's a mod el:

1.1 Proverbs

Write your own proverbs.

PU llctualion is like a referee 's icliistlc: too much awl it
interrupts the Jlmc ; too litt le awl the result is chaos.
Full stops are like release fro m prison: they come at the end
ofa sentence.

Studying En glish is like _
2 Lil" is Iike _
3 Trut h is like _
4 Fas hion is like _
5 \I one)' is Iike _
6 Food is like _

8

1.2 Other uses

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

Th ere 's 01le thing that Ilobody understands: death.

Often , the colon is used in this way to introduce a list.

Some astronomers arc l)(lIiicula rly interested in the bodies
that make up 0 111' solar sys tem: the SIl Il , .\10 0 11, planets,
comets aiu! other smaller obj ects.

Sebast ian COil tributes three th ings to the class: energy , hard
scork: and a sellse ofhumour.

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

)( UnfO/i lUmtely , Sebastian unde rstands 'lOthillg about:
gralll llUlr, punctu ct ton or p ronnnctat ton. )(

./ UlIj(ni ll1lately , Sebastian undcrstmuls Iwt hing about
gralllllw r, punctuation or pmnuncint ton . ./

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

I The painter icho re-did the sigHouts ide the [Jog
allll Duck pub It'as berated by the landlord tcllO

told him: 'There s.Jwuld be e(l"al spaces between
"Dog" and "and" and "and" and "Duck".'
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Punctuation

2 Ano ther goo d point made by[ohn Mclrermott is
the followin§!,: 'America ll usage requires a c%n ill
the salutation ofa letter (Dear j ohn:) ichere British
Ellglish prefers (J C011l11l0 or nothing.'

3 G reta Carbo ll;asfamollsfor the line, 'l icant to he
alone .'

4 " rhell asked u;hy she teas lCCarlng grass seeds ill
her hair, Carbo replied, 'I icant to be (/ lmcn. :

1.3 Practice

Add colons and commas where appropriate to these
sentences. (Look back at 1.1 Lists on page 34 first.)

1 Hosewall no longer had the strength and ene rgy of his
yout h and so his game becam e more economical nothing
was wasted.

2 The string quartet I play with comprises two vi olins a
viola and a ce llo hut m)' jazz qua rtet has rather an
unu sual lme-up double hass violin piano and tenor
saxophone.

.3 But now after a bath a change of clothe s and a drink the
thought returned to me how was Foxton going to react
whe n he found that I had escaped?

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

.5 The re are four things we wo uld need to know more
about before we could offe r you a job we would need to
question you fu rthe r about your education your f:unily
background your experience and your plans for the
future.

E Dashes

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 colo n.

The ricer is polluted - there's a papcr fnctoru upst ream.

2 A single dash can also be used to add an afterthought
(something you had forgotten to say).

lle used to be eenj good at tenn is - fi nd golf too, of
course.

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.

lle used to be uenj good at tennis - or so he says .

3 A pair of dashes - like this - can be used in informal
writ ing to do the same job as a pair of brackets.

" 'hell I'm ready my driver - usufl lly a member of the
ba nd - picks me up.
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Practice

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

1 Now at last here in rnv hands was a hook whose e ntire
snhject was railway t rain s ill India in the HJ40s

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

3 Binocu lars must he held steadily which means resting
the m or your elbows on a solid support

4 The writer of this novel is hy ing to te ll us how important
it is for us to keep in touch with our own vi olence and
aggression at least I think that's what she's trying to say

.5 On the bli nk of a total hreakdown he met Laurie his
fourt h and greatest love who was to inspire some of his
most moving compositions

F Hyphens

Hyphens can join two or more words toge ther.

green -e yed ncentn-one
big-headed nineteen eighty-four
half-caten three-quarters
broad- sho uldered seeen-eighths

out-of -date illf or11latio ll (l Nolls-Hoyce
state-o!-the-ali technology the Mason-Dixon line

the north-south di eidc

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-husba1/(/.

2 When an adject ive 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 -

tlly daughter is three years old.

He 's got a part-time job.
hilt
He's lcorking part time.

1\ ncentieth-centuru problem.

but
I lice in the ticentieth cen tury.



Hyphens

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-hearted or hardhearted.

4 Hyphens become important when they make your
meaning clear: perhaps a violent butterfly collector
collects violent butterflies, whereas when violent
butterfly-collector is written we know it is the collector
who is violent:
<Look £1 to see the man-eattug tiger!'
'Gire'me .sOp. Dad. atu! I'll slime 'JOlt (J boy eati llg ice
crell11l . .

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.

Porsche driving army chief in
anti nuclear protest

LOCAL ANGER wa s reveal ed
yesterday when a cros s section of the
population was questioned about
plans for a new gas cooled nuclear
reactor just tw enty three mil es north
west of the city centre. Th e opinion
poll revealed strong anti nuclear
feelings among thre e fifth s 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
saleswoman in a twenty storey high
rise block, the othe r a more
th reatening operation with left wing
Marxi st Leninist sympa thies . This
latter group, coordinated by
Lieutenant Colone l James Fox
Talbot, the red haired Porsche
driving managing director of an
ultra modern high explosive factory,

i s already suspecte d of having
committed a number of acts of low
level sabotage. Lady Fox Talbot , the
Lieutenant Colone l's university
educated wife and cocoord inator of
the group, has described these
accu sations as far fetched .

'We are simply reminding the
democratically electe d govern ment of
it s democratic responsibilities,' the
Fox Talbots sa id in a joint statement
issu ed yesterday. 'As paren ts with a
three year old son , we are deeply
worried about the government's
happy go lucky atti t ude 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 mistak es
of twentieth century technology
being carried over into the twenty
first centu ry.'
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DESCRIPTION
A Making descriptions interesting

B Describing pictures and objects

C Describing products

page 39

page 41

page 44

The way you describe and write about an object depen ds on who you are writing
for and why.

1 Where we re these descriptions taken from , and Why were they writte n?

2 What helped you to decide? .

Rucksack: a bag in which you carry

things on your back. for e xample when

yo u arc walking or cl imbing. It has straps

that go over your shoulders. A lso knap ­

sack. haversack. backpack.

§ all three having a capacity of over 75

Iit res and describing them se lves as

'ergonomic'. Both the Tramonte and

the Cougar have adjustable back

systems, whereas the Rockman

comes in a choice of three back

lengths. The Rockman is also the

only one to be made of cotton (with

synthetic shoulder straps), the other

two using proprietary nylon fabrics .

Although possibly more agreeabie

against the back on a hot day, the

cotton adds to the weight of the bag;

our tests also found thi s fabric to

have 30%less resistance to abras ion

than the nylon fabrics

The walker's rucksack, a bold, angular mass of vivid reds

and greens painted in short, fine strokes, dominates the

lower left -hand quarter of the canvas, while fhe walker's

pale, naked nghf arm, a strikingly human element

stretches diagonally Upwards to the right. '

I 'm having problems with one of your

rucksacks, a Rockman , which I bought at

the Wlld Rover camping shop , Bradford , in

March 2000 . I am writing to you directly ,

confident that you wi l l b e able t o r epa i r

the damage under the terms of your

' Li f e t i me Guarantee ' . There are t wo

problems : firstly , one of the aluminium

tubes has broken through the fabric at

the base of the bag , and the other is

threatening to do the same . Secondly , the

stltchlng of the zip of the lid pocket

has failed , rendering the pocket useless

13 It is a 12-year-old faded-blue 80-litre 'Sisyphus' rucksack

made of thick cotton. The only external pocket, on top of

the bag, is ripped, and one of the two aluminium tubes

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

top pocket, a souvenir of the Lake District.

(!]
The Sisyphus Rockman is the classic hardwearing

ergonomic rucksack. Crafted out of 100% colour-fast

waterproof cotton in a choice of attractive colours

around a superlightweight aluminium frame, it is as

ideal fo r walking and climbing as it is practical for

to urism. With its capacity of 80 litres, the Rockman will

always be able to cope, whether you're in Harrods or

t he Himalayas. And among the many orig inal design

featu res, the locking iid pocket and the adjustable,

detachable waist belt are unique to the Rockman.

The Sisyphus Rockman: a head and shoulders

above the rest.

iii An experienced travelling companion for

nnly £15. Sisyphus Rockman ruck sack ,

tri ed, tested and well-travelled. Good work ­

ing order. Blue colton, lightweight, huge

capacity. Phone Eric . 773524.
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Making descriptions interesting • Modu le 1A

1A Making descriptions interesting

1.0 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 I NTERESTING

Generalizing Be ing specific
a large vegetable a th ree-qu arter-pou nd sweet potato
an old ship the Alarie Celeste / the Titanic
opinions facts, observations, quotations

No 'picture ' Descriptive details
a glass of wine a long-stemmed glass of aromatic,

golden Muscatel

Dull, unobservant vocabulary Precise wonL~
look gaze , glance , sta re , glare , peep
ask beg, imp lore, request, dem and, invite

Repetition Variation
car . . . car .. . car . . . car ... car . . . Ford ... vehicle ... car ..
as well .. . as well . . . as well . . . as well . . . also . .. \ Vhat is more, ..

Being predictable Surprising the reader
'The re arc five reasons why I like .. starting with something striking*
stating the obvious; ' received ' opinions original thin king and observation
'The fifth reason I like it is . . .' saving something for the end"

Always tal ki ng abaut yourself Always th inking about your
readers, and how to interest them

* the openings and closings of magazine articles are practised on page.s 124-127.

1.1 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 descript ion. 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?

Standing in the da rkness, breat hing in the smell of woodsmoke and mealie porrid ge
and earth and unfam iliar vegetation, my hands roved over Imlges and incized cuts,
jutt ing-out shap es like trunks or horns or beaks and roun ded ones that might be
eyes; smooth, pointed heads and bulbous lips and noses, fat fingers and protruding
belly-buttons and other shapes I couldn't interpret. Some were sticky with oil which
imp eded the flow of my fingers; the po lished ones were sensuous and let me fee l
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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1.2 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.

ll e d rank the seine delicately / greedily / n.nh abandon / hi {/ careless 11It1l l1lCr.

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 fl lallish mall of porcetful, athletic build, u:ith short dark hair (Iml green

eyes
t b (/ j lel Gibso(/ look-(/like

2a She entered my room illtmsiL:ely and aggressil:ely.
21> She iUf:,[Jded 111 '1 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 like or as.

Ile sipped the Ici fle like [J debutante.
She gll/ped the sei ne as ifs},e Icas tnJing to droll;" herself
Ile d ti llks as studio usly as a camel.

1.3 Writing practice
This short description was written for a magazine series in which readers
recommend a local cafe 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 description, sound interesting.

Th Bazaar Restaurant
e . u are taken to the bar area, where one of the

Wh en you go in, yo . f They are very nice and wear
. WIll look a ter you.

waiters or wattresses ] I They take your order from
.f of an unusua co our. .

interesting urn orms . . di hes from different countnes.
the long menu which has exc~t1ng lll~ith some other things that are
There is also a blackboard on t e:a d di sh with fish, which [ would

the menu. They do a very ,,00
not on f he salads are excellent.
recommend, and some 0 t t ble in the well-decorated

are taken to your a
Before long, you . . e bi a ' the tables are round, and the

dining room. This room IS quit he: oft music which adds to the
. d f od You can ear s . .

chairs are rna eo wo . ek the have someone playin g piano . .
atmosphere, and once a we Y le like to dri nk coffee, etc.. in

At the end of the meal, many pe~p f plants and other exot ic
the lounge bar, where there are ots 0

decorations. . ' 11 fi d it isn't very expensive for such
When the bill comes you n .

good food, and I'm sure you' ll want to go again .



Describing picturesand objects • Module 1B

1B Describing pictures and objects

1.0 The order of adjectives
\Vhen a numher of adjectives (and other qu alifiers) go befo re a noun , they are
gene rally written in the follO\ving order.

3 Size

10 Noun

6 Colo ur

9 Compound

4 Age

5 Shape

1 N umber!
determiner

2 Opinion

7 Origin

8 Material

a / one I a dozcn l 365 / her 1m!! teacher's / too HUm!! I
Cleopatra's / Genghi s Kha n's I innumerable

favo u rite I adorable / stylish I priceless / channing / rom alltic /
uscju! / comfortable / soph isticated
decadent / scan dalo us / dangerous / old~f(Jshjolled I
cheap I llasfy / ugly / useless / disgusting / hor ill g

short / little / microscop ic / giga1ltic I (hvmf

(mill/lie I brand- new / ten-nea r-old / second-ha nd

oval / square I round ) sp iral; streamlined / haggy /
pointed / tapered I hcarl-shaped I pear-shaped

j et black: I tartan I Callan) yellow I shocking pi nk

Cherokee / Chi llese / Alpi lle / Hellaissm lce / Homan / A1JO rigillai

gold / leather / copper / diamond / icootlen / marble / glass

ear / key / wedding / electric / S1l11lmer / dinner / d isco
sn wkillg / d ining / religious / mo tor / toy / bird / tree /ja=.,;:;

ring / tnt uipe t / jacket / shoes / shlrt tskirt / table / pai nti llg / car /
boat / bath / house / teddy hear / record / hal / 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 (g and 10) above?

B It is possible to use more 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.

lHy teacher's channing lit tle anti que tap ered black: Chi nese icooden ear trumpet.

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

Examples
a st ylish sho rt Itali an leather sk irt
a cheap second -hand shocki ng pi nk disco shirt
some ugly antiqu e diamOlullcedd ing rings

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

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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Unit 1 • Description

1.1 Au Bon Coin
In most lines of this description of a famous French photograph , there is one
unnecessary word - it is either grammatically incorrect 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 (,I) . The exercise begins with two
examples (0). See page 10 for information and advice about this exam task type.

() One of Doi suea u's stree t sce nes is taken after the \Var shows a is
o thin hou se at the angle ofan intersection like the point of a .I
1 we dge or the prow of a ship. The hou se is been su rrounde d hy _
2 the pUl;(?, which is glinting in the rain, the re is a canal to the
3 one side , and a man in a be re t he is walking 0 11 the
4 narrow pavem ent canying slowl y a small bucket. It is a
5 bleak, grimy, misshapen scene hut , to anyone who can it
6 re mem ber, it says immediately 'France - after the War '. The
7 stree t is poor and foreig n and pungent and too full of
8 adven turous possihilities. There is one also cheerful point in
H the pictu re. I n the front room of tile narrow house at the

10 corner of the two stree ts has a faded sign, 'Au Bon Coin',
11 and the both net half-curtains of the cafe are gleam ing
12 white. You know that such as you open those rickety doors
1:3 yOIlwill after be assailed hy the noise of laughter, and by
14 blue cigarette smoke ami the smell of fresh coffee and
15 fresh and bread and cheese and wine and tile ,J/a( dujou r.
paCl: - road made of cobble stones
plat dujonr - 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?

1.2 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.
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Describing pictures and objects • Module 1B

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 descript ion 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 co ntinuous is used to describe what is happening ill a picture
(1'/11 !w uillg a donkci] ride; she 's u;carillg).

• The present perfect can he used to descri be what has just happened
(the coat she Iws jllst been g icen).

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!

Skeqness DonkelJ 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 still 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 struc k by an atmosphere of
stress and oppression. The photographer
gives us a glim pse of the tension, between
the in dividual and the faceless CIty, .
represen ted as much by the uniform business
suits as by the impersonal nutldings, For a
moment we believe that these four men are
the on ly people to be seen , But (9) _
figures can be discerned in the street below.
And we kn ow that every car has a driver,
an d that behi nd 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 I

If 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 [ 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 sitti ng, Th e
camera itse lf m ust have been placed h igh in
one of the very buildings that ap pear to be
so em pty of life and humanity.

The contrast between the (11) _
sun sh in e and the surround in g greyness
m akes the picture wo rk, The four
bus inessmen, perhap s takin g a sh o rt break
from their work, are walking out of th~

picture with the afternoon su n on then
backs, and we our selves are led into the .
(12) distance along a line of dazzling

light,
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1.3 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 postcard or in a book , 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 photog raph 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 Donkey 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 The language of advertising

The carin front is a Toyota

The new 4Runner

Steal a clay's sailboarding and the 4Runne r will go

like the w ind to the surf. And if the quick w ay mean s

scaling the rocks, it will relish the climb.

O n the road. the tilt-adju stable 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 wh en you're towing,
You can hitch up ove r one and a half tons and this

car w ill never make heavy weat her of it.

Otherwise . it's as free of hitches as every car we

build. Which is why it comes wi th our com prehe nsive

3-year / 60,000 mile manufacturer's warranty.
Dial A Trial: to arrange a test drive or fo r further

information on the 4Runner, call 0800 777555.
I t's the car in front for gettin g away to the back of

beyond.

7

9

8

14

12

Getaway
Car Are yo u torn betw een another

execut ive saloon and some thing

w ith more freedom of spirit?
Wit h the new T oyota 4Runner, you can n o w have

the civilisation of the forme r w ith the liberation of the lat- 10

5

6

2

te l'.

3 \Xlhen you slip insid e , yo u'll see that the cab in's as 11

slick as anything in the city. A bu tton 's press opens the
sunroof, adjusts the mirrors anel operates the wi ndows.
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 , 13

be prepared to be transported even before you fire the
engine.

The 4Runner's three-litre turbo-diesel delivers more

power and torque than anything else in its class. (Talk ing
power there 's also the option of a 3-litre , petrol v6.)

For life in the fast lane , you 've got a 5-spe ed gear­

box. Y et, with the fl ick of a lever, you can be over the
hills and far awa y. Even on the move, that's all it takes to

sw itch from two-wheel drive to four, with bot h high and

low ratios.

4
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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 order to 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 anythi ng in the city (paragraph 3) - alliteration. Slick and ci t l) sound good
togeth er 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.

4RIl1lll Cr (paragraph 2) The wonlforenlllllcr sugges ts that the car is innovative and
ahead of its time , and perhaps likely to he imita ted and followed; this mea ning also
cor responds to the slogan The car illfnmt is a Toyo ta,

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

ge/mwy car (title) life ill the[ast lane (paragraph 6)
trans ported (paragraph 4) hitches (paragraph 12)

D Interesting or poetic vocabulary
Words that paint pictures and bring the description to life are used instead of
dull, everyday words. Supply the everyday words for these:

slip inside (paragraph 3)
fire (paragraph 4)
scaling (paragraph 7)

E Idioms, quotations, referenc es to songs, proverbs , etc.
Over the hills and far away (paragraph 6) 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 tclnd (paragraph 7), {/ tough act to !ollOlc (paragraph 10), make hem:;y
weath er of it (paragraph 11), and the hack ofheyond (paragraph 14) are also
idiomatic phrases, chosen to give the writing a friend ly, informal tone and to suggest
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 advertisements use children, animals or sexuality to appeal to the reader's
emotions. Another common device is to write about the thing you are selling as if
it were a person, attribut ing to it feelings, emotions, intentions and character.

Find the two examples of this device.
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H Freedom w ith layout
The text is arranged in a visual layout; titles, subti tles 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?

I 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 incor rect in formal writing.

Other common features of the language of advertising, not illustrated in this
advert, are:

J Use of statist ics, scientific words or foreign languag es

K References to how 'natural' or 'pure' th e product is
References to traditions and the past , or to prog ress and the future, are also very
frequent.

L Repetition (either of key words or of the nam e of th e product)

1.1 Practice
Read thro ugh the following advertisement 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.

IT LOVES THE CITY
No wonder the Cinquecento gets on so well wi th the
city. (O)_F _

It's attractive. Who could resist its good looks?

Rel iable, too . (1)__ (Or into one, come to thi nk of it.)

(2)_ _ Side impact beams protect your body, w hilst
100 % galvanization of all external steel panels keeps its
own body looking good for years.

Like them sporty? (3)_ _ And stops w hen you want it
to . (Thanks to servo-assisted brakes.)

(4)__ At 42 .8 mpg in the urban cycle, you won' t
have to spend a fortune every t ime you take it into
town.

A non-smoker. Fiat f it a catalytic converter as standard.

It won' t even embarrassyou in company. Despite being
so compact, it seats four adults comfortably.

(5)__ Now .

To make a date w ith the new Fiat Cinquecento call
0800 717000 or visit your local Fiat dealer.

(6)_ _

A You neve r know, it could be love at first sight.
n To SlIl ll lip, you should huy on e.
e You can always rely 01 1 a Cinquecento to ge t yOll out of a tight spot.
o It's good with money.
E The ear in front is a Tovotu.
F It has c\"cryt hing anyone could wish for in a partner.

G It willget you where y Oll want to go.
II And. best ofall , it 'suvailahle.
I The Cinquecento lIlay he small, hut it performs hri lliant lv.
J Like :my good mate, it's protective.
K It is a small Italian car.
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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 precis).

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.

T he Toyot a 4 H.ulll1cr has th e adva ntages of an executive saloon car, hut it is also
good off the road . Like an exec utive car , its sunroof mirror s and windows (including
the hack window) are elec tro nically operated. T he sound syste m has six speake rs.
T he three-litre e ngine (a choice of eit her turho -die sel O[ pet rol VG) is verv powerful.
Th ere 's a five-speed gearbox, and you can change easily to four- wheel d rive (' \ 'C II

when 1ll00ing. Off the road, it's good for going uphill. It has power stee ring and alloy
wheels. It's Fnllv guara nteed for three years or GO,OOO miles. For a test dri ve or more
information , call 0800 7775.5.5.

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

STOVES
F INE OVE NS

~-.'.. '
~ ':':l ' -:-

~

Britain does make Europe's
finest ovens.
The proof is in the pudding.

II~'
.~ I

, --

Merseyside. Once it gave rise to the best music and football. Now it's

giving rise to the best lemon souffle.
How come? Because it's the hom e of Stoves. who have been

producing ovens there since the 19205. .
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 preci sely what people want from a cooker. .
We then combine this research with the latest technology cooked up by our boffins. Add the

rocess of continuous improvement which is a way of life at Stoves - and quality IS but.1t m~
P In the Stove s range. you' ll find single and do uble cavity ovens, gas and electric m ens.
fanned and non-fanned ovens. All have Powerco o\. whic h kee ps doors sa fe to touch , even

during roasting. .
Whil e gas models have the umque

Maxigrill, which gives a totally even heat.
And naturally, we've taken care of the

worst part of cooking any meal: the c1eaning­
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 rea lly add s up
to one thing. While France may be able to
claim they have Europe's fine st cooks,

Britain can definitely claim to ha ve Europe 's

finest cookers.

- ....
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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?

4 Be direct. Amer ic
Dutc h and Sc di . arts, Germans,
vague in b . an Ibnav,ans th ink we're

usmess ecau hev'
to straigh t talkin se t ey re used
• B g.

~ante :g:~~~~. ~ermans are likely to
British th ink ' gures,. whereas the
th e h d f In approxIma tions. Fax

ar gures I J '
t I h a ' eal and usc the ep one to e

Parachute Jumping for
Beginners

1 Put a book on the floo r.
2 Climb on a chair and raise your

arms.
3 Aiming at the target. jump

shoutmq 'Banzai! ' Your fr iends
will be impressed.

Wet the hair and apply a small
amount of the shampoo. Gently

work to a lather. Rinse. Repeat as

necessary.

' Si t down, shut up and get
on with your work . And do
try to act your age : this
isn 't a kindergarten . '

D

I!I . hand.
.th your right d

First make a ftst WI th your left h a\ t
Steady the foot WI ides of your rig

d with the knuc I Move your
an ge the 50 e. r ess
hand mass.8 sman circ\es~ p
knuckles in to

d Be su r eh a r .

Coffee is delivered to the manufacturer ready
roa sted , blended and ground . It is the n
percolated in batches of up to 900 kilos at a
time. Some of the wat er is eva porated from
the coffee to leave

III
Mix one teaspoon of

'th one teaspoon
:~c=g::' add a little cold
milk and mix to a s.moot h

te pour on boiling
~~k, 'stirrlng all the time.

m

accelerates rapidly until
it is travelling as fast as
the wave . The surfer
then push es himself up,
first kneeling and then
standing on his board .

Put the cooked chick peas, oil , lemon
juice, gar lic and tahini (sesame paste)
into th e blender with enough water to
a llow th e mi xture to puree
sa tisfa ctor ily. Add sa lt to ta ste and m ore
lemon juice or tahini as necessary.

g. Finally, the mUscles will relax
although the casualty will r

re~a in unconscious for a few
mInutes o r more.

h. Af.ter the .fit is over, the casualty
wlll regarn conscio usness but
m~y feel dazed a n d co n fu sed .
ThIS feeling can

• Help young children
with language by .
spending time ta lkmg to
th em, reading to them
and enco uraging th em to
use language. And
rem emb er, parents
should still be parents
and not behav e like
teache rs.
• Expect children to do
their best, offer rewards of
extra atten tion such as
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2A Instructions and directions

1.0 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 star t this exe rcise by standing upright. Now
make sure that your bottom is tucked in and that
your knees are sligh tl y bent. Also , your hips
should be slightly forward .

2 Bend sideways at the waist, to your left. Let your
left a rm 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 star t going
upright again as you breathe in. .

4 Repeat this proce ss a total of five times on the
left . Afterwards , do the sam e exercise another five
times on the other side.

1 Stand up st raight.
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 good set of instructions avoids any misunderstand ing, 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.

1.1 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.

Bu)'in g bread Turning 01 1 a television Shaking hands

1.2 Imperatives
Instruct ions on shampoo bott les, 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 .

])0 11 't f orget to ..

Do remember to . .. (for e11l phasis)
Be Sll re to ... I Be SII rc YOIl .

Make sure that ... I Mak« sure YOIl

See thai I See thai you.
Try to .

D Oll '[ do it.

Take care not to
Be Sll re not to ...
Be caref ul not La .

Never, ever do it .
Try not to . .
Avoid do ing it.

Examples
PuY/ctllate YOllr icrittng.
Do punctuntc Y0ltr writing.
Remember to lise paragraphs.
Never, ecer use obscene language in (Ill exoJ1l/wper.
Make slire YOllr writi llg is legible.

Related structures used for giving advice can be found on page 51.
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1.3 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

'Yarning

To reduce the ri sk of fire or (0) . . . shock, do not expose this (1) ... to rain or (2) .. . .

To ma intain gnod (3) ...

- Do not keep the unit in places which arc (4 ) .. . hot, cold, dusty or humid. In particular, do
not keep the unit in an area of high (5) ... such as a bathroom.

Note on listening wit h the headphones

- Listen at a ((i) volume to avoid damage to (7) .. ..

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

Usable power sources

This unit can be (10) ... by two 1\6 (size AA) batteries or AC house cu rre nt using an (11) .. .
AC (12) .. . .

Maintenance

Clean the playback/recording head (I 3) ... (every 10 hours of use ) for optimum sound quality.
Use a cotton swab (14) .. . moisturized with (15) .. . fluid.

a electr ic 8

1 9

2 10

3 11

4 12

5 13

6 14

7 15

o ELECTRICITY

1 APPLY

2 MOIST

3 PERFORM

4 EXTREME

5 HUM ID

6 MODERATION

7 HEAR

8 SAFE

9 DRIVE

10 POWER

11 OPTION

12 ADAPT

13 REGULAR

14 LIGHT

15 CLEAN

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 you leave a note telling 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 English. If you are in
an English-speaking country, translate it into your first language.

Task bank: Tasks 5, 29 and 47
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28 Advice

1.0 Advice for travellers
In most lines of the following text , there iS2ne_uonecessary 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 (,f). The exercise begins with three examples (0).

What to do if you ge t a stomach upset

() It's possible that at some stage in your holidays you will have be struck
() <10\\11 with diarrhoea , maybe just as a result of a change of food or water,
() hut more often also because of a hug of some sort.

I Don 't go and pumping yourself full of anti biot ics at the first sign of trouhle .
2 Th is is not a good way to treat your stomach and you can often do more of
3 harm than good by des tro)ing all the usefu l intestinal flora in your gut as
4 well as the nasties that are giving all you the problem s,

5 The best course of action is to try starve the little devils out. Best, eat
6 nothing and drink only unsweeten ed tea, citrus ju ice and clean wate r. Make
7 sure )'ou drink plenty of Huids, as thongh dia rrhoea can dehydrate you very
S quickly. It is also important to take afte r salt to help your hody retain water.
9 If you must eat , stick to simple foods such as boiled vege tahles, plain bread

10 or toast, unci yoghurt. Keep them away from daily pro ducts (other than
11 yoghurt), anything to sweet and non- citrus fruits,

12 If it's not practical to stick to this diet, yOIl llIay have to take something or
1:3 to block yOll IIp for a while yourself. Lomo til is e ffective ; code ine phosphate
14 tablet s arc ano the r alte rnative. If at the end of all this happen s you
15 arc still suffe ring, you may have dysentery and should see a doctor.

huce

also

1.1 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 ver-b.
r Oll go to the end of the street arul turn Ieft .

You could usc a modal verb.
r ou must uv to seri te legibly .
r ou don 't hare to serite peifectly .
r Oil may scant to u;ork Ofl your handicnting.
r Oil conk! tn) chaJlgillg pens.
r Oll might like to look agaill at the unit O il punctuation.

An impersonal construction can he used.
The best / icorst thing to do is to ...
It uionld be easier / adc tsable / pref emble / lisef ill / a guod

idea to .
It helps to ... / It pays to .
it 's worth buying a good .
It 's '10 good / 110 use using a cheap substitu te.
(Doi/lg) this icill be appreciated / "sefid / a good start.
Good renting is / should be / must he pu nctuated icitl, care.

Working with a partner, write seven sentences using these structures to give
advice on one of the following subjects.

I low to avoid catching a cold. How to overcome shyness.
How to learn to swim, How to succeed in class witho ut doing any work.
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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 diffe rent 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 jump ing away th e t rick is to have the
animalsbody nicely balanced in the palm of the hand a very young
rabbit being picked up for the first time may struggle a little so
t ransfer it t o your chest and soothe it by gentle strok ing
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
thismanner and correctly held rarely struggle however they must
have th e opportunity to become accustomed to the human
hand and it is advisable to handle youngsters of about five to six
weeksonwards on a regular basissparea few moments at feeding
time to fondle th e youngsterswhile they are eager for food .

B This exercise practises three structures that are common in giving instructions.

IJ IJ yon want to pick o[l a rubbi t,
slide a hand under its helly.

To To pick lip a rahhit , slide a
hand under its helly.

By You can pick lip a ralilut hy
sliding a hand onder its belly,

IJ IJ the rulihi t strnggles, hold it
against YOll r chest. This will soothe it.

To To soothe a rabbit that struggles,
hold it against YOllr ches t.

By Soothe a ralil ut that struggleshy
hold ing it against your chest.

Rewrite these sentences using structures with to and by.

I If you want to tum ri~ht , 1ll 00'C the steering wheel clockwise .
2 I f yOll want it to work, kick it.
3 If this is a problem, use cold milk. (use (leah/)
4 If you want to interrupt the speaker, raise your hand.
5 If y Oll blow harde r, you \\; 11 ge t a higher note .
6 If yo II let go as SOOIl as it gets hot, yon won't be burnt. (lise m:oil! )
7 Y OI1 lIlay find that your handWriting Improves if yOll write more slowly.

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).

2.0 An 'advice' article
The text below is a model answer to this CAE writing task:

Write, for publication in an English-lang uage magazine, a set of tips (p ieces
of advice) for students who are preparing to take the CAE exam. Your article
should be about 250 words.

1 Write subtitles (A-E) for those paragraphs that don't have them.
2 Write 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.
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HOW TO PREPARE FOR THE CAE
(Introduction missing)

Know the exam
As soon as you start wo rking 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 effec tively and work
on your weaknesses.

Take responsibility for your work
You're probably not in a class full of highly-motivated
students whose Eng lish is exactly the same level as
yours, with a teacher you like and whose methods suit
you perfectly. But three-quarters of the work you need
to do can be done outside the classroom, so the
progres s you make is your responsi bility (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 books for self
study and to correct any extra writing you do.

(A), _

Babie s spend a year listening to spoken language
before they stan to speak; yet some CAE students
expec t to be able to write English when they never
read any! A lot of what you need to know for Papers I,
2 and 3 can be learned simply by reading widely and
extensively, from literature and magazines to song
lyrics and food labels.

(8) _

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 dictio nary
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, particular ly 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
exam course.

(D) _

Listen to as much English as possible (BBC World
Service and other radio and TV broadcasts, films in
English, songs, novels on cassette. etc.) and speak
English whene ver you can . Talking to your partner or
friends in Engli sh 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.
Happi ly, this is not the case with CAE . Nevert heless,
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.

2.1 Writing
Part 2 writing task

An English language magazine for young adults (aged 16-18) in your country
runs a series of articles entitled How to get the best out of. . . The articles are
sometimes serious, and sometimes light-hearted . Write an art icl e 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 / your 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 one 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 EXT INGU ISHER WORKS

'This one , pain ted re d , is a wat:r-filled fire .
ext ingu is he r. As you c an see, It s a steel cy lInde r
wi th a ho se co ming out of th e to p . ThIS le ver he re .
w here th e hose joins the c ylinder. is w hat yo u use
to make it w ork. T he cy linde r 's almost full of
water. and insi de the water there' s a cartridge of
carbon dio xide gas at hi gh pressu re .

To make it wo rk . yo u just pull out th is safety pin
here and sq ueeze th e lever. W hen you pull down
the le ver. it pu she s a pin down which makes a hol e
in the carb on di o xide cartridge . And that lets out
th e cas into the s pace above th e w ate r In th e
cyl inde r. The gas . wh ic h is still o f course under
hi gh pressure. pu sh e s do wn o n th e wa te r and mak e s \
it go up the tube in th e middle. th rou gh th e hose .
and out th ro ugh the nozzl e at th e end . The no zzl e IS

small e r than th e tube , to make the wa te r come out
fas te r. This me an s it's go ing to se nd the wat~r fa r
e no ug h so yo u can stand b ack from th e fife .

The CO2-propelled
INaf:er-'illed
'ire eXf:inguisher

A water-tilled fire extinguisher comprises a

red-painted steel cylinder (connect)
connected to a hose and (control)

_ _____ by an operating lever. The
cylinder (fill ) almost to the top
with water. Inside the cylinder is a cartridge

(contain) C02 gas at high
pressure .

When the safety pin (remove) _
the operating lever can (squeeze)

- , pushing a pin down to

(pierce) the C0 2 cartridge. The
high-pressure gas (release) _

into the space above the wa ter 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 texts.
1 Are there any words or phrases in the first text which would be out of place in

the second?
2 In the second text, what words and structures replace the phrases with the

word you?
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1.1 The organization of a process description
This model is taken from a fravel book describing a journey down the Mississippi.
The author has visited a button factory. The organization of the passage is
exemplary; what is more, 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-I<) to fill each of the
gaps. Write one letter in each gap. Four.otthe suggested answers do not fit at
all. The exercise begins with an example (0). -

G Making buttons G
The whole process of button making was ni cely con ta ine d
and comprehen sible. It sta rted (0) G of the factory
and rose, ma chine by ma chine, to the top. On (1) _
the liqu id plastic was poured into an oil drum, mixed with
dye and hardener, and slopped into a cen trifuge 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 in to a thousand or so round
button blanks; (3) were fed on a conveyor belt into
an ove n whe re they were baked hard; then they were coo led
and sent on up (4) . Here more ma chines drilled
need le holes in them and carved patterns on (5) _
They were poli shed in a tumbling vat of wooden shoe pegs,
and (6) they were sorted into cardboard boxes.

A to the next floor
B upstairs again
C the first floor
D the top floor
E 01' the path
F their fronts and backs

G at the bottom
II the blanks
I it was whirled around until it
1 the sheet. .
K pieces of soft stuff

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?

1.2 Writing practice
Write a short description of one of these processes. 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 to death, in one field of

your choice (rock music , sport , film, etc .)
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2.0 Organization and cohesion
How are soft centres put into chocolates? Can you or your partner answer that
question before reading the text below?

Putting the
soft centre

in a chocolate

Th e secret of putting creamy
ce nt res into choco lates is that the
centres are made into solid shapes
first , covered with liquid

5 chocolate , then made creamy
inside th e chocolate coating.

Soft - cent red chocolates contain
fondant , which is made by mixing
sugar with a quarter of its own

10 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

15 poured out and left to coo) to 38°C,
when i! becomes a mass of tiny
sugar crystals.

The fondant is re-heated to
43°C, when i! is soft enough for

20 natural or artificial colours or
flavours to be kneaded" in. At the
same time, another ingredient is
added - an enzyme called invertase.

The next step is to mould the
25 kneaded fondant into fancy shapes,

by re-heating it until it is just liquid
and pouring it into co rnflo ur
moulds . A shallow flat bed of
cornflour passes under a machine

30 which stamps indentations for the
shapes, which are then filled with

the liquid fondant . As !! cools and
hardens, the fondant centres pull
away from the corn flo ur slightly,

35 and are then turned out onto
another conveyor.

This carries the fondants through
a bath of melted chocolate, which
covers the base, while a curtain of

40 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

45 activates the invertase. Invertase
breaks down the sugar in the
fondant into its two main
components glucose and
fructose . These are both more

50 soluble than sugar, and they
combine with the water in the
fondant to liquefy the centres and
mak e them creamy. The process
takes several days.

"ro knead = to mix
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A The words in bold in the text help to signal the chronolog ical order of the
process (note that the word after is not needed). Apart from these words, what
else cont ributes to the chronological 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 underlined 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 funct ion of the first paragraph in relation to the rest of the text?

D How are the following ideas expressed in the text?
• Th e hot , xtickv. clear solution is then poured out. \Vhen it has been poured

out , it is then left to cool until it reaches 38°C. \Vhen it reaches that
tem perature, it becom es a mass of tiny sugar cryxtalx.

• Th e next step is to mould the kneaded fond ant into fancy shapes. In orde r to
achieve thi s, the kneaded fond ant is re-heated until it is just liquid, the n
immediately pou red into corntlour moulds.

Which are better, the sentences here or those in the text? Why?
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2.1 More on cohesion
This text was written for school science students. The exercise focuses on
cohesion, including the features studied in 2.0. Comp lete 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
works

Electronic metal detectors use the
principle of electromagnetic
induction. (0) Th is

means tha t, if an objec t is placed in
a cha nging magn etic field , an
electrical voltage is created in
( 1) object. In a
metal detector, an electrical current

is passed through a coil of wire,
called the: search coi l,
(2) create a

magn eti c field . (3)'_~,To _

alte rn at ing c urrent (Ae) ge nerator
converts the direct current (DC)

from th e battery into the AC

needed to drive the coil.

(4 )-.., _, , AC regularly
reverses d irection, it produces th e
necessary ever-cha nging magnetic

field .
Currents are generated, in a

metal object (5)__

comes within the ruagneric field by

a process k nown as induct ion .

When a current is induced in a

metal object (fo r ex ample, a buried
coin), (6)-.., in turn
produces its own mag netic fields .
(7) , magneti c fields
are capable of induci ng a sma ll

amount of electricity in the
detector's search coil itself.

111e simplest kind of metal
detector is the pulse inducti on
type. A powerfu l current is passed
from the battery through th e search
coil and (8)
switched off. The pulse of
magnetism causes currents to flow
in any target ob jec ts be low the

ground. (9), , unlike
the current in the searc h coil, the

current in th e object canno t be
sw itched off; it (10) _

to d ie away naturally. As it fades ,
th e c urren t in the object rea cti vate s
th e search coil. 111is volt age is
(11) ampli fied to
indicate wit h a sound or a flashing
light tha t an object has been fou nd .

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? Thlnk of
rubbi sh collect ion, tran sport, office hours, recycling,
etc. Wbatever system yo u choose, get together wi th
some fr iends and find ways in which it could be made
more efficient, eit her savi ng energy or redu cin g
pollut ion. Re member, "small is beauti ful " - even if your

idea only saves a few calorie s, it's still part of a giant
step for mankind! Tben write to us, describing tbe
present system in detail , and out lin ing your plans fo r
improvement. The best ideas we receive will be
includ ed in our new publication , 1,001 Ways To Save
The Planet, and should be about 250 wo rds long.

Work 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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NARRATIVE
A Narratives and connecting words

8 Biographical narratives

C Newspaper stories

Warm up: register exercise

page 59

page 62

page 66

5 Film review
6 Joke (spoken)
7 Local history sect ion of a gUide hook
8 Newspape r sto ry (from 'popular' press)

Read the following descriptions (A- H) then match them with the contexts from
which they were taken (1-8).

1 Obituary
2 Accident repor t
3 Letter of complaint
4 Joh application

After graduating from Newcastle University in 1987,
I spent two years travelling around the world (Europe,
India, Malaysia, Australia, South America). In the
course of the second year , I became fluent in
Port~lgliesc and worked as an aerobics instructor and
tenni s coach for six months in Sao Paulo . As you will
see fr,om my CV (enclosed) 1returned to Newcastle in
June 89 and worked as Community Liaison Officer
on the Byker Community Arts Programme

The oncoming car had taken the corner t oo fast
and wa s on t he wr ong side of the road . The car
in front of me , a Ford Escort , tried to pull
in to t he s ide of the road to avoid being hit .
The Ford managed to avoid a head-on collision ,
but nevertheless t he driver 's door wa s ripped
off by t he gl anc i ng impact . The speeding car
wa s also damaged, and lost a wheel ; it
rebounded towar ds me, sideways on . I swerved
to the l e ft in an attempt to avoid it

[!J

There's t h is n ew man working at Cape Canaveral.

It 's his first day at work. He sits down at the
microphone . 'F ift y-fou r thousand, three hU~dred
an d twen ty-one . .. Sorry, I'll read that again . . .

Five, four, three, two, one.'

lEI 'I cannot understand why a lioness should step
over some of my mates to have a go at me: he
said. Snoring was one of the reasons put forward
by his colleagues. But London Zoo expert Doug
Richardson said : 'Lions are not terribly brave and
would more likely have gone forsomeone quiet.'
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Born Fre der ic Bulsara in Za nz iba r, he
moved to London with his farnil v in
1959,. and took his first ex ploratorv
step mto mu sic with a group ca lle;1
Wreck age. lie joined Qu een in 1970
while studying Art a nd Design a nd
runmng a sta ll a t Ken sin gton ~Iarket.

He ~ls~ met ~.Iar'y Austin, manageress
of Biba s boutique, Th ey lived together
for seven years, and shc I'clnaincd a
close fri end.



In addition to this. on one gloomy morning the landlady
asked me to switch off the light in the room where 1 was
having breakfast, claimin g that electricity in England was
too expensive. On two other occasions, she came into my
room in the morn ing and turned the light off before even
saying 'Good morning' .

CI
. I E I' h C'v ,'\ War Lyme Regis rema ined a staunchDun ng t 1C ng 15 I 1 • c

f C 1\ and was besieged by royalisr rorces.
suppor ter 0 rornweu, h 5 000

.\ b d th e men of Lvme held back t e, -Heavi y outnum ere , h f
strong force of Prince Rupert unt il , afte r two mont 5 0

skirmishes . th e royalist forces gave up and

Narratives and connecting words • Module 3A

Charlie, a young New York tax consultant
on the verge of promotion, walks out of
a diner wit hout paying for his lunch. He is
challenged on the st reet by a st range girl
In a black W Ig , reminiscent of the silent
movie star Louise Brooks. She offers him
a lift back to his office, but once he is in
her car she throws hisportable telephone
out of the window, puts her foot down
and heads into the Holland Tunnel and
the distant reaches of New Jersey. He is so
startled he does not even notice that she
robs a liquor store on th eir journey.

3A Narratives and connecting words

1.0 Telling the story of a town
In most lines of this text, there is one unnecessary wo rd . 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
t ick(,f). The exercise begins with three examples (0).

Ca mbri dge

o Cambridge wa..') important long before the University has existed. In the
o first century Be an Iron Age tribe built a settleme nt on what is now known

o Castle Hill. Thi s site was taken over hy the Romans around 40 A D ;

1 the Saxons had followed , the n the Normans under \Villiam the Conq ue ror ,
2 who he raised a castle on a stee p mou nd as a base for fighting the Saxon
3 rebels at Ely. Th e ea rthworks of William's castle are still stand. and

4 Ely Cathedral is visib le from the top on a clear day.

.5 Th e first scholars didn't there arrive un til 1209 , and another 7.5 years
6 passed hefore Hugh de Balsham founded Peterhnuse, the fi rst college. Five

7 more colleges were heing established in the first half of the 14th century,
8 then anothe r ten du ring the 15th and 16th centuries were .

9 Hen ry VI took off nearly a quarter of th e medieval city for King's
10 College; afte r l len rv VII I uni ted two existing colleges to make Trinity
11 grand e nough to riva l Christ Church in Oxford . But these women did n't have

12 a proper college build ing until Girton was first founde d in 1869.

has

knou:n
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1.1 Connecting words
This exercise looks at words that are useful for connecting sentences in a
narrative, and aims to develop your range of linking words and pract ise the
tenses that accompany them.

Box A

Ear lier l lU ea nw hile Next
Before that I then At the same tim e After a iciulc
Bef ore/wud In the meantime After that
Preciousli] SimIl Itaneousls] Aftencards2

At cure
By that tim e I hy then Hefore long

Lateron
Unt il that tim e / until then SOlm

l nnn cd tately
At that lJ!ome nt
Installtly
SlIddellly
Then
\Fith;'l seconds / days / etc.

I Th e six words and phrases in this column are often followed by the
past pe rfect te nse .
She started icork: ill Ge llCUJ yesterday. Predollsly she hnd [corked itl Home.
l ji rst met him ill '91. By then , he had already mastered the flut e tuu] piano.

2 After should not he used to mea n next , tlien or aftcllI;ards.
Aft er call he used in the Iollowmg structures :
After + geru nd (Aft er mee fillg them, ... )
Aft er + clause (Aft er he h"d introduced himself. ... )
After + noun (Aft er her birtluiai], ... )

A Pract ice
Starting with one of the sentences given below, work with a partner to continue
the narrative for as long as possible. Take it in turns 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
Scum afte r midllight, the SO/ll U! of gunfire echoed across the desert .
A Theil Ice hcanl screams com i/lgfrom the prisoner's tent . It sO/lluled as ifhe IL'as

in terrible patn;
R Unt il that moment , he had been so qui et Ice had been afraid he uias dying. He

hadn 't eccn told us his name or ichnt he fwd done uiitl, the stee li ng icheel of 0111'

jeep.
A At once rce ran ot.::er to im:estigate.
n lVit lt in second s , rcc realized it lcas a tmp.

• Everything we nt we ll for the first 20 minutes, and even the tige r seemed fri endly.
• Amy managed to escape , lea\i ng her mechanic a prisoner OIl the island.
• After 13 days the ir rations we re exhausted and they were dying of hunger.
• Ablaze with fiery emotions, Jane walked sel f-con sciou sly away.
• The spacecraft was im mediately surrounded bv small gree n creatures.
• )'lar\"e lling at her beautv, the prince kissed her sleeping face.
• I was in the T upinnmbu. ha\ing a bizcocho and coffee . whe n this girl came in.
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Box B

To start with No\\,2 In the end
.I t first ' / First At present .It {ast3

Ai the momell ! Ecentualb]
lliitial/y For the time IJeill g III time
III the hegilllli ll g NowadalJs 111 the end

Hight now
These day s

1 Firstly / First e mphasizes the sequence of eve nts.
First . . . then ... fill al/y ...

At fi rst implies a contrast wit h what happens late r.
Atfirst I rcas tncom petent.hnr ill the ClUJ I became rcasOIllI bly profi cictll.

2 Actually mean s i ll fact ; it never means l lOre .

:3 At last implies a feeling of relief, so it is not the usual partner to at Jirst (lise
ill the em! or eventually).

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.

• I dream ed I was A)i ng in a hot air balloon .
• Did I eve r tell you about the time I was kidnapped by aliens?
• It has heen a fanta stic holiday.
• Harrison was hcginn ing to wish he had never entered the jungle .
• \"hen I lost my job, I decided to become a cri minal,
• I haven 't enjoyed this party at all.

1.2 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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3B Biographical narratives

•
1.0 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. !-wo of the suggested phrases do not fit at 'III.

OBITUARY:
Francis James

1 Had there been Olym pics to select a
champion eccentric, the gold wo uld have
been won for Australia by the journalist
and form er fighter pilot Francis Jame s,

5 who has died in Sydney at the age of 74.
We were at the same New South

Wa le s country school in the la te
twenties. His brilliance shone (1)__.
Then, without the knowledge of the staff,

10 he founded a school new spaper wit h help
from loca l advertisers, but tha t admirable
initiative was marred by the fact that his
editor ials accused the staff of practically
every criminal ac t. He knew it was

15 untrue but felt that society needed an
external stimulus . His expulsion wa s
dramatic. His father , (2)_ _ , ca me to

the school to thrash Franci s in public .
The fam ily mo ved to Canberra to a

20 new life and a new school. There he
exploded anot her laboratory in a failed
ex periment and dared Gough Whit lam,

(3)_ _ , to climb a high tree with the
help of a ladder. Francis removed the

25 ladder and left Go ugh in the stratosphere
for the best part of a day before a search
part y found him.

Francis became (4)_ _ . He thought
officers should fraterni ze with the lower

30 ranks and emphasized the point by flying
our most powerful fighter aircraft along
the main streets of Melbourne almost
be low roof level. Expelled aga in , he took
ship to England and joined the RAF as an

35 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 ma naged to get into the
firing line. 'Easy, dear boy. Forged my

40 log books to prove I had been flying
fighters in China.' Weeks .later he was
shot down ove r France and badly burned.
Taken prisoner, he was asked his name
and rank and rep lied 'Group Cap tain

45 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.

In 1944 I had, (5)__, a telephone
50 call from Franc is. 'Dear boy, I am in

Lond on. I sha ll be with you in hal f an
hour.' He was. In the biggest staff car I
had ever seen. How, J asked. 'Easy , dear
boy. I was at RAF HQ, just repatriated

55 from Germany as wounded, and I said to

the desk "A car please for Air Vice
Marshal James of Australia" , and as yo u
see it came.'

He was given a scholarship to Ballio l.
60 Oxford. I used to visit but once found

him absent. The port er ex plained, 'M r
James has left. A fellow stude nt had not
paid his gambling debts and Mr James
too k him to the river to ex plain that he

65 must do so. but unfort unately took a
loaded pistol to ex plain.'

Many years later he becam e the owner
/ editor of Sydney' s Anglican Times, had
a profo und effec t on Church leaders with

70 bli stering editorials, and joi ned
Austra lia' s Sydney Morning Herald as
Religious Editor , writing man y of his
pieces on a type writer (6)__ parked
in Sydney's main streets .

A to my astonishment
B a fellow stude nt and futu re pri me minister
C in th e hack ofa 193(i Rolls Royce
D hut he was a very good rughy player
E the youngest cadet in the Aust ralian Air Force
F although he once wrecked a laboratory in an explosion
G a six-foot-two amateur boxer and Anglican priest
H while riding a police horse

1.1 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
becom ing 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 th e
biggest staff car I had ever seen. I asked him how he had obtained such a car.
(line ,52-3)

2 From time to time I used to visit him there, hut on one occasion whe n I we nt to
see him I foun d that he wasn 't th e re . (line (iO- 1)
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B Participle clauses
Can you remember how these ideas were expressed - in singie 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 heen from his school. Then
he took ship to England. (line 33-4)

2 He was taken prisoner. \Vhen he was asked his name and rank, he replied 'Group
Captain Turt ledove'. (line 4:3-5)

3 It crashed hack into the compound. The crash se t the co mpound alight.
(line 47-8)

4 ' I was at HAF I1Q. I had jnst been repatri ated from Germany as I had been
wounded. [ 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 IUJI.:illg learned to s!cim, I rarely go to the seaside.
implies I lmcc 'Wl;cr learned to su;im, wh ich is wh y I rarely go to the seaside.
Def eated ill the debate, the Prime slinister resiglled .
implies She Icas defeated in the debate, ami as a result she resigned .

2 Structure
Three different structures rnay be used, depending on the tense.

Present participle - rela tes to present tenses, past continuous, and past Simple when
two events arc more or less simultaneous.

III the first scene Travis is crossillg the Aloj rwe desert. He looks like a tr(//1I1 ).
In the fi rst scelle Tracts is crossing the s toj ace desert , lookillg like a tramp.

I lUIS dyi ng of thi rst. [ drank icater from the nrer.
Dying of thirst, l drank umter fro m the ricer.

lie turned his back 011 his problems and took (J long holiday in the 8W I.

Turning his back em his problems, he took a IOllg h~Jliday ill the SlUt

on He tu rn ed his back on his problems, takillg a IOllg holiday ill the sun.

Past participle - relates to past Simple passive.

He Ivas shot dO/ VII ocer France. lIe uias interned in a C011l p.
Shot doicn over France, he {Cas interned in a call1 p.

Having + past participle - re lates to presen t perfect, past simple, and past perfect.

Fee icorked r;;enJ hard for this exa11l. I'm confident that ['II do uiell.
l/ a!.iillg icorked r;enJhard for this exam, I'm conjident that I'll do nseli.

I had ,wr;er eaten ra il; fish. I had mixed feelitlgs about the incitatlon .
Neier IWl.i ing eaten r(llCfish, I had mixed [eeling» about the inci tation.

tis a child, he had been attac ked hy a dog. lI e lcas terrified of them all his life.
lIacillg been attacked by a dog as (J child , he Icas 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 wi ll do something. They are writing
to their .MPs.
Al(my people, hopillg the government lcill do something, (ire writing to
their MPs.

1 He heard what his daughte r had clone. He was proud.
2 The soldiers were singing 'Flower of Scotland'. They marched through the

blizzard.
3 I visited the Suda n last year. I was shocked by what I saw.
4 She was born in 1975 and educated at Hirst. Susan Gallon became a star in

1996.
.5 I pulled a muscle yesterday. As a result, I can't do any training today.
6 I haven't been to the States . Consequently, I don't know what you're talking

about.
7 I-I e insisted that we should all he punctual. Then he himsel f was half an hour

late.
S I hadn't opened the letter. As a result, I hadn't realized I had won first prize .
9 \Vhen they look around old houses, some people get a sense of history.

10 I wasn't fluent in their language. I had to lise a lot of mime .
Il Her son was inspired by the concert. He started to learn the piano.
12 I only brought T-shirts and beach clothes. I had assumed that August would he

hot.
13 I wasn't frightened of the cobra. I had been bitten by snakes lIlallYtimes be fore .
14 lfvou told me that Francis James spent three years in prison in China, I

wouldn't be surprised. I have just read an article about his life.
1.5 I was delighted about winning the prize, so I took all Illy friends out to celebrate.

1.2 A letter to the editor
Part 1 writing task
The texts below are taken from a review, in a British newspaper, of a collect ion
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
information from the encyclopedia, then write your letter to the newspaper
(about 250 words) .

Surprisingly, the relnarkahle last sho rt story .in tI?C hook ~va~
written by punk ro cker Cindy Vita le, who (lied m 1994 m a

I
. h Give n th e quality of th e wr iting , it seems a real pity

p ane crus . . wh ere
that she wasted so much of her life 0 11 the music sce ne, ,.
her unsu cccssfnl career with th e pu nk ba nd DGenerat l~JI1
culm inated In her dis app ointment at fail ing to secure t re
leading role in th e film Broken English.

If onl y lVIiss Vitale had devot ed m ore of her e ne rgy to writi ng,
wh ere she see ms to have had enormous talen t, instead of
music, wh ere she obviously had none



CINDY VITALE
1952 Born Sao Paulo, Brazil. Irish
mother, Brazili an father. Mother
singer in nightclub, father jazz
guitarist.
1957 Starts classical piano.
1968 Appears on Brazil ian TV
(piano: Chopin, Liszt].
1969-70 Leaves home, travels
(USA, Caribbean, Africa). Studies
drums and percussion.
1971 - 74 LAMDA Drama School,
London. Conti nuesdrums and
percussion wit h leading African,
Brazili an and jazz music ians.
1974-75 Theatre: 18 months
wit h Royal Shakespeare Company.

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' whil e
punk is 'the livi ng folk music of the
people'.
1979 Dissolves DGeneration after
two and a hal f years touri ng
Britai n, Europe and USA, five Top
40 singles and two albums.
1980 Refuses leading role in punk
rock film Broken Engli sh because
film 'doesn't understand punk - our
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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. Cri tical success.
1981-82 Travels around wor ld,
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 wri te in ' 86: many short
stories publi shed, one novel.
1994 Death (car accident).

Guidance
1 First. read the question very carefully and think :

Who am I going to write this letter for? (target reader)
Why am I going to write it? (task achievement)

When you write to a newspap er you write to the editor, but your letter is in
lact intended for pub lication 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 co rrect the false information and thus clear
Cindy's name.

2 Study the information in detail, under lining 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 "Ian your letter. It should include:

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 writ ing 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

Useful words and phrases
I I CUS shocked / horrified /
deepll) o./fewled / flllgered /

sW7uised to read . . .
dcfamaton, / ill-tnformcd /
111/pn1ess;(J /Ja /
C01l1 ro ll) to M r Bacon 's
allegations / despit e s l r Bacon's

(fSSeSS 111Cl lf

not , as YOllr rcc ietcer
suggests,. . / far/rom bci1lg
'unsuccessfu!':
(J scandalous misrcpresentution
of the rell/arkahle career of . . .

First paragraph •

•

•
Middl e section •

Last paragraph •

clear reference to newspaper article (title of article and
date ); in tasks when these are not gh"en. you may invent
them .
explanation of your connection to this stOl)' (brie f derails
of your personal acquaintance with Cindy).
expression of your reaction to the article.
paragraphs dealing with the most important errors. Cive a clear
account of the facts, perhaps in the form of a
biographical narrative . Point out where the reviewe r
gives false information, and correct the false overall
impression of Cindy's career and qualities.
a conclusion which summarizes your whole letter.
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3C Newspaper stories

1.0 Model
Newspaper stories are good examp les of economical narrative writing. The writer
tells the story clearly in as few words as poss ible.
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 cameacross a mock rail
disaster exercisethought it was the real
thing and joined in the rescue effort robert
lambourn re-alized his mistake when he
gave one of the injured a painkilling
injection and the surprisedactorlooked up
toask do wereallyhave to go that farthe
volunteer patientexplainedto the doctor
that the 40 casualties lying around the crash
scenewere all acting thenhe was
stretchered away to sleep off theeffects of

theinjection in hospital doctorlambourn
had inadvertently joined in an exercise with
police fire andambulance servicesat
choppington northumberland he was
thought to be part of the medical team and
was allowed through the police cordon
doctor lambourn was not available for
comment yesterday buthis colleague in
ashington northumberland dr john
campbell said mycolleagueacted with the
very best intentions
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1.1 Organizing a story
News reports are usually written in short paragraphs: the first generally
summarizes the whole story, while the last often includes a quotation. Narrat ive
tenses and linking words for time are key features .

A Putti ng events in order

1 Rearrange the following sentences to make a newspaper story .

2 Comment on the tenses of the two verbs in italics.

3 Write a t itle, or headline, for the story by summarizing it in 12 words or fewer.

a He pulled onto the hard shoulde r and hobbled off for help with the uid of his two
walking sticks.

h 'I was very surp rised whe n the police phoned .'
s: But he never re turned.
d Absen t-minde d husband Tom Brown sparked off a police search afte r he left his

wife in their broken -clown Skoda on the ~1.5 , and forgot to collect her.
e Soon afterwards, Mrs Brown was picked up by a police patrol and a manhu nt was

launched, with a helicop ter and sniffer dogs.
f ' I suppose [ must have got confuse d,' Mr Brown said.
g He was discovered five hours late r haVing tea at home.
h Police found that Mr Brown , a ret ired British Hail worker , fwd taken a bu s to

Bristol and a train home to Tcwkeslm ry, Cloucester.
Mr Brown , aged 7.3, and his wife Cathe rine, aged 84, Il;ere headi ng fo r Totncs,
Devon, OIl Saturday when the ear stu tte red to a halt at Clcvedon , nea r Bristol.
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B Write a suitable first paragraph for this newspaper report by summarizing the
whole story in one sentence.

(First paragraph m issing)

l ain and Sue Baughan, who
have 4 children, said 19-yea r-old
Joha n Egelsted t was perfect for t he
post.

He was detained at Heathrow
airport when he arrive d on
Monday, and immigration officials
were to fly him back to Sweden
until the Baughans intervened. Mr
Egelstedt was then a llowed to stay

for seven days with the couple at
their home in Leicester.

'We are all outraged that the
authorit ies have to deport him,'
said Mrs Baugh an, age d 38. 'The
only reason he cannot stay is
because he is a man.'

Mr Egelstedt said: 'I've a fri end
who went to France as a mal e au
pa ir without any trouble. I don't
see why I cannot do the sa me here:

The immi gration service states
that an au pair must be 'an
u nmarried girl aged 17-27
inclu sive 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 Suffo lk 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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GIVING YOUR OPINION
A Argument

B Reviews

C Personal advice

Warm up: register exercise

page 69

page 72

page 76

Read the following extracts (A- G), then match them with the contexts from
which they were taken (1- 7).

I wasn 't at all surprised to hear that Mum and Dad are against
the marnage. The thing is, .lutta, both o f you are rea lly much
tooyoung to get married. What's the harm in waiting, at lea st
until Mike ha s finished college? And how do you two plan to
set up home together, when neit he r of you has ajob?

l!I What a shame all this technology couldn't
make the music even slightly interesting.
Although rec ent pieces like 'No Son Of Mine '
at least have a tunc , a trip down Genesis's
interminable memory lane is like being
locked in a musical-aversion chamber, wh ere
synthesizers plank aimlessly, and guitars huff
a;'d bluster unti l they're blue in the face , but
bear no relation to anything going on around
them. Ami they called this 'progressive rock '?

don't blame your father if.
knowingyour 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.

I thinkthe best thingyou
can do is to urge them both
to help themselves and
possiblyfind help outside

6 No matt er whe re in t he
world you go, you'll find
some deranged Brit setting
up a donkey sanctuary. Isn't
it t ime we tuned the dial to
a better reception , started
ca r ing a bi t mor e about
humanity, a bit less about
donkeys?

We ough t , as a nation , to
grow up and stop trying to
pretend that Peter Rabbit is
still our best friend. In the
greate r scheme of things,
the wors t of humanity is
wor th conside rably more
than the best of bunnies.

IE] 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 buyinq from a
dealer, but your legal protection is weaker. It's
a good idea to take someone along with you
when you go to look at a car, as a witness to
what the seller tells you about it.

I was both surprised and saddened to read yo ur recent
publication of a letter from V. Meldrew regarding what
was described as the 'appall ing co ndition s that exi st at
Jericho Hospital ' . D irect reference was made to Ward e9.
I feel very strongly that I should reply to the criticisms.
I was recentl y a patient on Ward e9. where I rece ived a
liver transplant. I have the utmost admiration and
appreciatio n for the professionalism. dedicatio n and
patient care I rece ived .

[!) ~ou is Sarno 's acco unt of his s tran ge
}~u rne~' away from mod ern civiliza tion is
? l sarm~ngl'y frank and complete ly lacking
rn self-Impo rtance. Longing to he accepted
by these.peopl e, hut as hamed at his lack of
basic skills, he appears 10 be the u ltima te
innocent In parad ise.

1 A concert re view

2 A magazine article
3 Consumer advice in a consu mer magazine
4 A book review
.5 An inform al letter
(i The advice page of a ma~azill e

7 A letter to a newspaper
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4A Argument

1.0 Arguments for and against
Here we look at the type of writing where the writer argues a case, or expresses
an op inion, 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
co nnec ting words, by the way the ideas are grouped together into paragraphs ,
and by the way the paragraphs themselves are orde red . The following mini­
composition is an examp le of the basic structure.

Tell ing the truth may be a virtue, hut is it not more important to know how to tell lies?
Ohvi ouslv, modern civi lized society couldn't exist if evervbodv lied all the time . But at
the same time , would it not he equally disastrous ifeverybody always told the truth'? So
it seem s 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 sent ences. A longe r piece of writing
would develop the ideas in each of these sentences into fou r (or more) paragraphs,
but the same bas ic structure would be retained .

Use your imagination and creativity to complete the sentences in the mini­
co mposit ions 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 wo uld say it de pe nds on _

Some stude nts _

Others, howe ver , _

All i ll all, _

B This is onlv the third time I've and l still don 't know if I
really enjoy it.

In some ways, _

Also, _

But at the same time , _

By aml largc , I think _

C I'm often told I 'm llleky to he a man / woman, hilt in fact it's a mixed blessing.

While it is true to sav that _

__________~, I nevertheless _

On balance , I suppose _
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D Many young actors und actresses dream of becoming stars, hut ill reality stardom
has its druwlmcks as we ll as its attractions.

On the one hand, _

Also, _

On the other hand. _

:\fat only that. but also _

Ultimately, _

E As an Olympi c Gold Medallist , I am often asked what is the best way to spe nd
the night he fore a hig race .

On the one hand, _

On the other hand, _

Person ally, though, _

F Th ere are mallY reasons why I love _

On e reaso n is _

Anothe r _

\Vhat is 1110re . _

Above all. _

G Of all the soap powders in the world, I would recomm end that yO l1 use _

In the first place , _

More importantly, _

On top of tbat , _

In sbort, _
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1.1 Expanding your argument
Below is the mini-compos ition on page 69 developed into a magazine article.

A The connecting words that signal the structure of the argument have been
removed . For each of the numbers (1, 2, 3) which four of the following adverbials
would be ap propriate?

a Admittedly h By and large c Then again
d Of course e All in all f But in the same wav
g Granted h Conversely Nat urallv
j To SIIIll lip k On the other hand Ultimately

I

2

3

B What is the function of each paragraph?

The importance
of not being earnest

Telling the truth may be a virtue, but is it not
more important to know how to teli lies?
Any id iot can teli the truth, but lyin g is a

skill, a science , an art. Fortuna tely schools, with
the unrealist ic ex pectations that they have of
young peopl e, provide early train in g in the art
of lying. For exam ple, is it realistic to expect a
IS-year-old to write a 2S0-word compos ition
an d spend six hours watch ing television in the
same evening? So we watch television but teli
the teach er we did our homewor k, bu t that the
dog / cat / baby got hold of it . . . Then, later in
life, when the really un comfortabl e questions
come, like ' I know you' re 18 yea rs old now, but
wo uldn 't it be nice if we all went on a famil y
holid ay together, with grandma and grandpa?',
we kn ow better than to say that frankly it woul d
be our idea of hell. Instead , we' re really sorry we
can ' t co me but we've got that project to fin ish
for school, p lus fitn ess training, piano practice,
or even English grammar exe rcises.

(1) _ modern civilized society couldn 't exist if
everybody lied ali the tim e. Before a busin ess
deal could be concluded, lawyers wo uld have to
be brought in to m ake sure th ere was no
tri ckery; but the lawyers themse lves would be
lying, and leave bo th compa nies ban kru pt . And
how could democracy operate unless politicians
occasiona liy kept at least some of their electoral
promises?

(2) _ would it not be equaliy disastro us if
everybody always to ld the truth? How many
famili es depend for thei r stability on the littl e
white lie? How mu ch unhappiness, how ma ny
wars are avoided simply becau se people have the
good taste to hide the hatred and conte mpt they
feel for othe r people? And as for love and desire,
could these emotions not be ultimately more
de st ruct ive to soc iety than any negative
feelings?

(3 ) _ it seems to me that lying is an essen tial
skill, and that schools are qu ite righ t to teach
ch ildren how to do it . And if the ed itor of this
magazin e wonders wh y th is articl e reached her
so lat e this week, please note that I d id in fact
write it on time, but un fortunately the dog, the
cat and the baby ganged up together, mugged
me an d bur ied 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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1.2 Writing
Opinions are like belly buttons: er:enJbody has got mle, but do other people ((:(J1l1 to
hear Y Oll talk about your...?

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 writ ing 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 69-70, 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

48 Reviews
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1.0

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 look at the product's bad points as well
as its good 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 tho ught about .multi-purpose
vehicles (;\IPVs) such as th e Mitsubish i Space Wagon. Cn tl~s
dismi ss them as marketing ploys with no sound iechlllc,,1
meri t. Why wa ste ene rgy pushing a tall, van- like body
throuzh the air wh en a light er, lower, more pen etratmg one
is so ~nnch more cllic ient and stable? \\11Y crcatc space
above vour head where it is not wanted?
, Adv;)cates point to the lofty MI'V's down-to -earth
advantages, You get a better (and s.afer) view - over h~dg.e s.
, d hlind brows 1'01' instance. Sitting upri ght, the need 101
<ill , . . . t the
leg-stretching space is reduced. Versatility comes I ~l , 0 , l ~
reckoning, too, especially when you can squeeze a thlr d 10\'

of scats into a vehi cle that is no lon ger than a fami ly cal'.
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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 Anhoto
• expens ive (£400)
• 21 gears: unnecessary in cities

of moun tain hikes used
only in cit ies)

• att ractive to thieve s, so
se ldom used

For' the Lamia Anhotu
• useful in citv
• shock absorbers. thick lyre s:good (9.5%

for rough surfaces and potholes
of city roads

• call climb onto p;w elll cll t
• eco logy: car owne rs tempted into

cyc ling hy fasluonuhlc machine

1.1 Film review
A Complete the review by writing the missing word in each gap . Use only one
wo rd 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?

Pedro Almodovar, almost a national institut ion 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)_ _ , moments in his
new fi lm, (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 f ilm is stylish, garishly decorated,
and dressed w ith qreat and fashion-conscious
aplomb. It is (5)_ equipped w ith 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)_ fluent way as Women On
The Verge Of A Nervous Breakdown,
(8)_ _. does it contain the fr issons of
Tie Me Up, Tie Me Down. (9) fad,
it is not above a certain flatness in places and is
distinct ly (10) long.

(11) some funny jibesat the
media and some suitably eccentr ic minor
characters, this is a melodrama that not only lacks
real emot ion.but, dare one say it,
(12) hasn 't a lot of rea l flair. It is
(13) __ wo rth seeing; Almodovar
wo uld have to qrow a different skin actually to be
dull. ( 1 4)~_ _._ _ the inspiration isn't
(15) any means consistently there,
and it shows in the film's slight ly disorganized and
spray-gun approach.
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1.2 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'?

In a fickle wor ld, one cer ta in ty
re mains . Every year at this time Eric
Claplon returns to the Albert Hall
1'01' a dozen shows sold out mon ths
in advance. (1) • It
could eas ily becom e a co sy ritual, an
annual report from that ever­
re lia ble trading . company, Clapton
PLC. (2) It began as
expected, then dev eloped into an
ex traordinary, emotional blend of
the tragic and triumphant.

li e and his band strolled on in
imm acul ate grey suits and
buttoned-up shirts, with only the

dark granny glasses of percussio nist
Hay Cooper providing a clue that
this was n't a m eetiug or smart city
executives. (5) Not
great so ngs, any or them , but the
playing was tight and Ihe guitar
solos as e ffortless and perfec tly
crafted as eve r,

(4)_ _ _ Claplon has
had more publi city for his painful
private life than his music since
he last played here, as he
ac kno w ledged with three songs
about Ihe death of his lour-year -old
son.

':\l y Father's Eyes' had spee d,
attack and melody thai wa s almost
w el com e as defen ce aga ins t the
anguis hed, tho ughtful lyrics.
(5) , . lIis li nger -
picking was rolling and slick, now
with a Spanis h edge, but the lyrics of
'The Circus Lefl Tow n' were at
times almost unbea rahl y painful.
This wasn't a blu es but a lam ent
with the personal heartfelt inten sity
of a great blues, and it quite literally
redu ced some of thc aud ien ce to
leal'S. (6) _
(The rL'lnew continues)

A But then he sat down and switched to acoustic guitar.
H They kicked off wit h a trio of hluesy pieces from the '89 aIlHlIll , j ml rll cy" u/li .

C 'Tears In Heaven' had mu ch the same effect.
D Ticket touts line the entrances, and 'Crossroads' is the encore.
E \Vhata change from those wi ld days of the sixties.
F But the first night lhisyear was unforgettable.
G In fact, it's one of my favourite songs.
II Sudden ly, the noisily soporific, case-going mood changed.

1.3 Writing a book review
A This review of the novel Heat and Oust 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.

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 story.

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 object ivity is to check your writing for the words I, 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 Write 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
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reviews should be relatively impersonal. Your readers are not particularly
interested in you: they need informatio n, desc ription 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.

Heat and Dust ,
by Ruth Prawer Jhabvata

.A writer of genius .. . a writer of
world class - a master storytell er . . ..
it says on the dustj acket. Can they
really be talkin g about tbe 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 opin ion, if
Jhabvala was really a good writer
she wo uld have written instead about
a much more interesting
phenomenon, the typical colonial

who clin gs absurdly to the
behaviour, traditions and even dress
of his mother count ry. 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!)
fin ding parall el 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 wri ter? It can't
be her prose, surely, which is quite
borin g. The words 'heat' and 'dust'
appear frequently, but I for one
certainly never get any impression of

heat or dust. I don't know about you,
but the impression 1 get is of a very
literary, upper- class woman sitt ing at
her typewri ter 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 modem love by
giv ing her narrator a kind of abject
promiscuity in the place of a love
li fe. 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, travell ing abroad - is to
get pregnant. I'm sorry, but if you
think that, you're livin g in another
world.

B Rewrite the last 26 lines from 'It can't be her prose . . .' , bearing in mind the
four paragraphs of advice.

1.4 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 satellite dish, they
are capable of receiving TV programmes from your country. Write a letter of
about 250 word s 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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Unit 4 • Giving your opinion

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.

1.0 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
peop le at the same time. You are at the
crucial breakthrough stage of your career. so
it 's only natural to fee l unsure. Your
boyfriend must also be feeling vulnerab le as
he is building his career. too . No matter how
much men may accept intellectually that
wo men are entitled to succeed, it can still be
hard for them when we push ahead.

Talk thi s over honestly and establish
precise ly 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 treat s,
so that he sees a tangible reward for his loyal
support. Then give him time to adjust. But
don't let his problem of confide nce
undermine you . If he can't cope with a
wo man who makes money, you may have to
look for someo ne who can.

1.1 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 suggest ions
- I 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 for very weak or tentative; 5 for
aggressive or authoritarian.

a I'd reco mmend that you join the army.
h It's not for me to say, of course, but I don't snpposc YOU'\l~ ever consi dered

looking into the possiln litv of a military career?
c I wonde r if you\"C ever thought ahout joining the annv?
d Yon must join the army_
e Perhaps you co uld join the army.
f ~ly advice is to join the army.
g ' ''e ll. what do you think you should do?
h You pathetic worm! I f you had any pride, you'd join the army.

I think you'd he \\1SC to join the army.
j I strongly reco mmend that you join the tm ny.
k jo in the arlllY_
I I really think that y OIl should join the army.
III It's high ttmc you stopped feeling sorry for yourself, got off your backside and

joined the arlll )'.
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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 opport unity 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 structu res you would use.

S Each write an answer to a different one of the letters.

Task bank: Tasks 17, 18 and 32

r
Careers

D T h is may not seem to he a pr obl em,
but my tlatma tc is too tidy. She
arra nges cans so the labels a ll face
th e sa me wa y and st ra ightens the
bathroom mat every mor nin g. I IeI'
m oth er is the same - she spends
hou rs clean ing and ironing w hen
she visit s . I'm not untidy, hu t th is is
ha rd to live with.

f?] lIow ca n I make m y da ughter sec
h ow un acceptable her boyfriend is?
Everyone com me nts on his
a ppea ra nce a nd asks what my
daugh ter' sees in hi m. Il l' look s
dreadful , unsh av en a nd w ith long
hai l'. He's un employed and has a
cri m ina l record . My daughte r, w ho's
18, has had everyth ing she's ever
wanted a nd lacks for' noth ing. Alle r
excelle nt resu lts at co llege, she now
has a goo d jo b wit h prospects.

In th e two yea rs she's been go ing
s tea dy w ith th is boy, she's drop ped
her ow n friends a nd only sees h is,
who are much older.

\Ve' ve poi nted ou t to he r their
differen t lifestyles, but to no avai l.
\Ve live in a n exclus ive part of town
a nd m y husband is a co m pa ny
director. I don 't want to tell m y
dau gh ter not to se e th is bo y agai n as
I'm afra id she ma y lea ve hom e.
Please advise me.

~, I ha ve ju st s ta rted m y Ilrst job a nd
do not object to workin g over time
because I a m prepa red 10 put in the
e ffo rt to ge t on. But fro m the
beginni ng I ha ve fou nd that I
regu lurly work till (i.50 at night 0 1'

la ter. This is heca us e m y boss is
com ple tely di sorgan ized a nd lea ve s
the most importan t Hems u ntil very
lat e afternoon. As th e most junior
person in the dep artment, I feel
powerless 10 cha nge thin gs .

' ~ I a m halfway th ro ugh a course a t
co llege a nd I'm sick to death of it.
:'\ Iy paren ts bulldozed me in to
la kin g th is place and I've heen
u nha pp y si nce the begin ni ng. I
reali ze that a degree wi ll stand me
in goo d stead, hu t I wa nt to give it
up. I know that thi s means I w ill
hav e wasted Ihe last year, a nd cou ld
a lso jeop a rdi ze an y future cha nces
of higher educatio n. But wh y shou ld
I st ruggle on to please my pa ren ts?
All I want to do is start wo rk .
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PEOPLE AND PLACES
Describing peop le

Describing places

Warm u : register exercise

page 79

page 83

Read the descriptions (A- G), then match them with the contexts (1- 7) from
which they were taken .

Her features, dark-eyed andpale, have a
rw rnobilitv; her voice, like that ofmanynerw mocnuy, f

dan~ers , gives the false impression 0

breathlessness. She sits with her long legs
disposed beneath her andturns her hands
as she speaks

The taller boy was aged about 13
and 5 ft 1 in ta ll, slim with short,
dark, st raigh t hair. He was
clean-looking an d very pal e with
brown eyes, black eyebrows , a
long nose and a long face. He
was wearing a light-coloured
three-quarter-len gthjacket with

no bel t , and his t rousers were a
dark colour. Hi s companion
looked younger, and wa s ab out 4
ft 9 in . He was chubby bu t not
ove rweight, with a ro unded,
cherub-like, fla t face and a small
nose. Hi s hai r was very sh or t
and dirty , He was wearing .. .

My English teac her, Miss P. Wynne, terrified all of
us. But she had great presence. She never smiled
and hadn't th e slightest interest in popularity or
even in getting to know us. There was total silence
for every lesson. These lessons were Insplred, She
could take a poem and have us, a class of grubby
fourteen-year-olds, complete ly ent ranced.

~ .
. t mncer about mv age was cOll ntI ng

At the end of the room ," )( H b;,w-tie like Jack at
I 1" 1 ' t wear a C 1p-on

his knu ckles. 1 e ( I t n < I , n polo shirt that made
I '. ' t a 'e)' slacks anc ,1 gree . bor

~10l es to s, JU S g l ' . ! I -ves like app les III a roa
" out fro m t ie 5 ee !his biceps s<lueeze , . . . . 11 ribbed scar t ie

. . 0 tl e edge of Ius J<-lw was an 0 (const ri ctor n 1

colour of bad hamburger.

For one th ing, she hadn' t expected him to be so 1a11 - at least
six feet - and the impressive breadth of chest an d sho ulders
sugges ted a mu scular solidity. Yct his face had a lean and
hungry look - all sharp angles an d hollow chee ks as if he
never had enough food. His hair was very dark, almost black,
its stra ight wiry thickness tamed by a stylish cut. But he
wasn' t tamed. The ph otograph had ma de him look like a
suave soph isticat e, but Tiffany had only to loo k into th ose
bla ck fat homless eyes to sense the savage in him .
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I am very p l eased with t he way Jane 's
character has been developing . There has
been no recurrence of the antisocial
behaviour of her fir st yea r ; she is now
in t egrating we ll and showi ng a lot more
cons ideration for her peers . She has been
very much i nvo lved i n the Music
Depar tment and we believe that , even
whi le he r t a s t e s in music remain
surprising , her interest in music
deserves to be encouraged and supported .

I ca n commend Andrea 's motivat ion and partic ipation

iii in her English studies. She is a bright , pleasant, hard ­

working student whose attendance, punctuality and

hom ework are excellent. She wou ld undou btedl y have
a lot to contribute on a uni versity cou rse.

1 A detective stOl)'
2 A crime report in a newspaper
3 A re feren ce (written by a teacher, to support a

college app lication )
4 A school report
5 A magazine article
6 A newspaper profile (an article about a person,

usuallv based on an intervi ew)
7 A rol~antic novel



Describing people • Module SA

SA Describing people

A checklist of details to mention

Age
She Ivas iu her late teens; he lcas in his earh] t(uent ies; she
It"as about thirty years old; his nceloe-qear-old son; (/
middle-aged ICOllum ; a mall in his mid sixties

Height
Estimating someone's height is more useful than
describ ing them as tall, short or .werage height. Use eithe r
metres or feet and inches (12 in = 1 Ft).
I m 50 = 4 ft II in I m 60 = 5 ft 3 in
I III 70 = 5 ft 7 in 1 III SO = 5 ft 11 in

Build
Plump , corpulent, o~el1 t:eigh t ,

muscular, athletic , pou.;eryul, stocky , chunky ,
bmad-sillnlieIered
sk inny , slim, long- le{!J!.ed, loose-limbed
a icell-lnnlt man: a lC011WlI of medium , al:erage ,
lIon llal build

Hair
length, style and colour (normally in that order)
li e's got lemg curly black hair.
She 's got copper- coloured henna ed hair that comes doi cn to
her icais t , am/ lchich she of ten u;ears tied lcith a scary,
hangillg loosely doicn her hack.

E ye s

size, shape and colour ; eye brows and eyelas hes
.\ly attacker luul small rmmd grey eyes.
lie's got astonish ing bright blue eyes am/ long dark
eyelashes.
You could describe the light in someonc 's eves: sparkling,
net11 kl iIlg,f lash i Ilg, urillialit
Y OIl can also describe eycs in a way that may he a com ment
on the person behind them : cold grey eyes; calm, dreamy
eyes; inq uis tttcc , shifty, icorrictl eyes

Clothes
Describin g someone's cloth es is sometimes eas ier but ju st
as effec tive as describing the rest of their appeara nce .
Using adjectives (see page 41) you could men tion your
opinion of the gar ment , its age, shape, colour , origin,
material and make (usually in that order).
(J romantic low -cut crimson satin La ura Ashley
evening d ress
sexy skin-tight Italian leather (rousers
Mention also jewellery and make-up.

Face
a hm g tliiu face lcith narrmc lips ami high cheekbones
a ronnd jace ui ith a little turned-up Hose ami c1ll1 hhy pillk
cheeks
a bald Hum , uiith a hu ge f orehead am/ no chin
a pretty face uiith small regular feat ures and a
poin ted chi'l

Skin
colour : [chile , pale , tanned, suntanned, oli~e,

O rient al, da rk , black
a smooth c011lplexi(m , a pale complexion,
([ da rk complexion
clear skin, greasy skin , a slwtty face ,
a f resh-faced yallih
age: icrinkled, lined, laugh-lilies , cmu.;'s feet

Distingui shing features
glasses , scar, beard, birthmark , mole , icooden leg , tattoo
speech: stutte r, stamme r, lisp , deq J roice ,
a squeaky voice

Ch a racter
Some aspects of people 's characte r are also part of their
physical appearance , betrayed in their exp ressions or the
way they move .
j llmpy , /lig/lly-st ll IUg, anxious
self-assured, confi de nt , det erm ined
smug , self-sat isfied , arrogant
cheerful, relaxed, sociable , aggressi!;e, sens ual

Impression
He looked like a football hooligan ; Keanu Reeces.
lI e looked as ifhe uias !cflit ing for someone.
She might haec been a student,
She seemed ren) confused.
1got the impression that the cht ld ica» his accom plice.
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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 begins 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 th e t ravelers through out the
Bambara area was the muscular sym metry of the men's bodi es.
I (0) had read ove r and (1) again
something like'As the oarsme n dro ve their canoes through the
surging current one could not help adm irlng the strength of
biceps and shoulders, (2)_ gave the dark bodi es
a kind of rude poetry (3) they leaned into
the ir task

(4) • the in congruity of the wo rk th ey were
doing, the men 's bodi es had this kind of wiry strength . Most
of them (5) tall and wide -sho ulde red, the ir
upper bodies tapering (6) thi n waists. The ir
skin was very dark , almost biack in tone. Th e exercise they
got swinging wet sh irts (7) . the stones gave
(8) the same fupple muscul arit y they had
had a hundred yea rs ago (9) warrio rs.
Beyond the m I (10) see the same lean,
wide-shouldered bo dies (11) bo atmen as,
they stood in their log canoes pulling at brush wood tan gled in
the grass of a sma ll island close (12) the
bank. Except (13) all that laundry spread
out (14) th e grass, the scene resembled
the exaggerated roma nce of (15) _
19th century eng raving fro m a t ravel bo ok.

1.1 Writing practice
You were involved in a shipwreck, and your life was saved by another survivor
who kept you alive in the water. When you come out of hosp ital, 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 to the journalist (about 75 words).
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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 photo taken (or picture painted )? " 'hen? \Vlty? By wholll?
• \Vho is this person? (Character, job, social situation, [amilv, past, future)
• What are they doing? \Vhat have they just been doing? \Vhat arc they just about

to do? \Vhat arc they thinking about?
• \Vhat is your pe rsonal reaction to this picture / to this person? Do )'0 11 find them

attractive. interesting, depressing? \Vh)'? Ilow do y OIl for-l about what they are
doing in the picture? \\'h)'?

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?

c Now write your own description of one of the other two photographs.

It's a black and white photograph of a man
holdin g a trumpet. He's holding it as if he's just
waitin g 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 ena mel is flaking off the
trumpet. It's very hard to guess the man 's exact
age, hut i would say he was in his late fifties, early
sixt ies.

Jud ging by his clothes, he's probably a jazz
musician: he's wearing an open shirt and a 'smart
but casual' sports j acket. 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 st rong, in
contrast to the bony, rather haggard face.

The photo seems to have been take n durin g a
concert: to j udge by his tight lips and open mouth
he is either j ust about 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 an d this ex pression - is he
suffering, or is he enraptured? - is, for me, the
face of an old man retell ing the finest and most
tragic moments of his life.

I wish we could hear the music.
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2.1 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? Notice, too, that the writer tells stories, which are
much more interesting than generalizations.

• Does the story remind you of all}thing in your life?
• If not, how has your experie nce of teachers been different?
• Apart from teachers (and parents), who has had the 1I10st influence on your life?

The New
Headmaster

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 Brylcreern. He had
vicious eyebrows, a cruel, tight mouth, a sharp
nose, as though it had been specially formed
to make a sti ng at the end of it , and he was so
dark that he always looked ill-shaven . I was
intimidated by h is very appearance .

One event in his first week put the fear of
God into us .There was a dirty poem that had

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 otber 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 heen 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 aut hority of a
calibre that was much more than the average
ch ild co uld take .We lived in fear of this man.

2.2 Writing
Part 2 writing tasks

A A British magazine runs a regular feature called 'Heroes and Villains'. Each
week, somecne 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' or 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 artic le.

B You're on holiday, and in the past few days you've met two people, both of
whom 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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58 Describing places

1.0 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 rive r,
and below the church there are the
last houses ill the d llage. After the
houses there arc fie lds, and in the
distance there is a lake. There are
trees all round the lake.

The river lIows down past a
church, then snakes around the
last house in the \i llage before
cutting across the fie lds towards
a lake surrounde d bv trees.

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 'organizing 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 transatlant ic cargo ship.

H is ca b in was a ro omy stud io apart men t furni shed with book­
cases, a refri gerator; a kingsized bed, a com fortable sofa, a long desk of
varnished p ine, a cabinet for drinks and glasses, a coffee tabl e and his
own lavatory and shower.

Just down the ha ll, Of Ticer B could swim ill th e heated pool, put in
a sweaty ha lf a n hour on th e sq ua sh co urt , wo rk out ill th e gym a nd
ope n his pores in the sa una, before showing up in the officers' Ba r and
Lounge, where Scotc h was lOp a glass, and where a new film was
shown all the video at 8.15 eac h 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 common with the sentence

beginning The river flows down past a church . . .?
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?

1.1 Writing practice
A Using as your mode l 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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1.2 Precision
This description of a room comes from a detect ive 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 poison.)

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; directl y in front of it stood a heavy ebony
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 blu e and white porcelain . The rest of the

wall was entirely taken up by bookshelves, as was the
wall opposi te. 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.

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 preposit ional 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.

1.3 Writing practice
As an exercise to develop your ability to write an interesting, livelydescription,
use what you have learned in this module to write a description (about 150
words) of Vincent Van Gogh's bedroom in Aries (illustrated here). To make the

exercise more challenging, don't use the same
viewpoint as the painter. Instead, imagine you' re
looking in through the window. Write your
description as if, like the Judge Dee descript ion, it
came from a piece of fiction - either literature,
detect ive fiction or romantic fiction.
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2.0 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.
(0) B 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 buildin g 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.
It is open daily, exce pt 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 convenie nt
access is through the arch to the left of the Dar

Jamai. (2) , as extensive or as
interesting as the medina at Fes it is,
nevert heless, 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) Meknes 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 covere d 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 Fes 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.

A One of the most original
n On the far Borth side of
C Most interesting, perhaps,
D Somew he re in that direction
E As is often the case in

F Li ke the one of the same name in Fes.
G Ifyou are loo king for rugs to buy,
11 Tho ugh nowhere near
J In some ways. I suppose
K It's about the onh· one where

B Look again at the content of the Msknes text. Which of the following does the
writer mention? Why only these?

a) pe rsonal adve ntures and
expe riences

h) architecture , mo sques, museums
c) layout, geography, distances
d) fou nding and origins of the city
e) popu lation (size, races, languages)
o society (industry , johs, politics)
g) theatre, cinem as, live music

h) restau rant s. hotels. discos .bars
i) opening times and admission

charges
j) public transport
k) places to watch or play sports
I) sounds, smells, temperatures
m)shopping advice
n) what 1I0 t to do. where not to go

C If you were to write a very brief tourist guide to your town, what would you
include? Use the headings in B to help you choose the most important
information.
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2.1 Atmosphere
This dramatic descript ion 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 correct ly spelled words or show the correct punctuation in the spaces in the
margin. Some lines are correct : indicate these lines with a tick (.f). The exercise
begins with two examples (0). See pages 9-10 for information and advice about
this exercise type.

o .\l anhattan was a dozen glittering sticks, of light ,
o through which livi d storm douds we re rolling. There
1 was Brooklvn Bridge , a sweeping CIIIYC of white lights
2 too the north ; there , all her rock, was Lilie rtv, weirdly
3 floodlit in leprechaun green. Manhat tan s freakish
4 heigth and narrown ess. rising in front of the low dark
5 industral sprawl of the Jersey shore , de fied gravi ty,
(J proportion. nature. It was brazen in it' s disdain for the
7 ordinary limits of human enterprise I watched the
8 storm and the city hattling it out , high in the sk..)'. For
9 a few moments, the sailing douds, expose d a large. low

10 moon. It was drifting OH;'r the Boroughs like a huge
1I corroded ~i l t meda llion , Civen , the air of high melodrama
12 in the sllrollnding landscape, I would have heen only
13 mildy surprised to see the moon come crashing out

14 of heaven and set the hole of Queen s on fire ,

Note: Manhattan , Brooklyn Bridge , (the Statn e of) Lihertv, the Je rsey shore,
the Boroughs, and Queens are all features of New York's geography,

B When you have corrected your answers, look at the style of the description.
What deta ils contribute to the sense of drama and atmosphere?

2.2 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 art icles 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 . Som e 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 words.

Task achievement: 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



FORMAL LETTERS
A Letters of complaint: tact

B Applying for jobs, courses and scholarships

C Other formal letters

6A Letters of complaint: tact

page 87

page 95

page 98

1.0 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 Schoo l o f English
2 Rua Boa Morte 2 181

13400-1 40 Piraeicab a
Est. de Silo Paulo
Brazil

3 tel. (0 194) 22- 3487

4 The Manager
5 Boatrace International Bookshop

37 Morse Avenue
OXFORD OX3 3DP

7 DearSirorMadam

6 24 August t999

8 On 23 Jun e I ordered t6 co pies of ' In at the Deep End ' by Vick i Hollett.
to be sent to me at the above address.

9 Two months later, these books have not yet been received.

10 I 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 Celia Silveira Coelho
13 CELIA SILVEIRA COELHO
14 Director

15
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No les on the layout of a fonnal letter

Your address, hu t not your name.

.2 \\'hen writing hy hand, make sure your address is legihle . To someo ne who
doesn't know your country or language , your address will appear to he a
meaningless jumhle of letters and numbers.

,3 Your telephone numbe r may be important - rem ember, you're h:ing to
communicate wi th th ese people .

-:l The nam e of th e person you 'r e wri ting to (if yO Il know it) followed hy th ei r
position . The .\lw wger is a good all-purpose option .

5 Th e address of the people you' re wri ting to.

s Th e date .

7 Ir yOll don 't know the name of the person you're writing to, yOIl can lise Dear
Sir. Dear .\fat/am, Dear Sir or slatlam, Dear Sir / ,\[adal1l.
If y Oll do know the name, lise it . But make Sli fe you spe ll it cor rect ly. Th en use
Dear .\11' Blair (never Mister ); Dear .\lrs Peacock (a married wo man ); Dear .\liss
Ball (an unmarried woman); Dear sl« s lctcalfe (a woman who chooses not to
adverti se her marital stat us, or whose marital status Y01l don 't know); Dear s l r
al/{I l\lrs Bessin, Ifyour corresponden t has a title other than these , lise it.
Dear Dr Jekyll Dear Professor Heger

S Refere nce . This sentence should tell YOllr corresponde nt exact ly what Y0 11 are
wfiting about . ff YOIl nrc rep l)ing to a letter, ment ion the dat e of that letter.

o Th e substance of'your letter.

10 flow you want YOllr cor respondent to respo nd to your lett er.

II rOllrs siJl cerely if 1'011 sta rted with a name: Dear AIr Smith
r Oil rs fait lifully if you didn 't know the nam e: Dear Sir or .\I(/(/mll

12 Your signature , always written by han d.

13 Your name, in capitals when writing hy hand. It must he legihle because this is
the ()II/y place YOllr name is writte n: it appea rs neither at the top of the lette r nor
on the hack of the envelope.

14 Position . Only used whe n writing from a business.

15 On th is line \"( >11 mav write:. .
Enc or Encs (followed bv a list of enclosu res - docume nts which you are sending
toge the r with the letter.)
P.5. (followed hy information that you forgot to include in the main bodv of the
letter - not a sign of a well-orga nized piece of writing! )
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1.1 Communication task
This exercise involves writing a letter of co mplaint, 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 emp loyee, 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 you will be aware, there huve heen mallYoccas ions du ring the past _
(period of time ) when I have had cause to complai n about yonr __-r-r

Un fornm atelv, despit e your rep eated assura nces that the situation would he
reso lved , you _

Clea rlv, this situation cannot he allowed to continue and. unless \ '011 can
ensure II;al , I shall be obliged 10 . It is 1ll~ . hope II;at such a
drastic step wi ll not he necessary.

Yours since rely

Now , having changed letters with your partner if you have one, write a reply. You
may use this 'skeleton' if it is app ropriate.

Dear _ _ -,----
Th ank you for your lette r of (date), drawi ng my attention to _
Your d issatisfaction with my apparent is (Illite unclerstunclalile .
Nevertheless, I cnn assure y Oll th at if my has continued to appea r
unsatisfacto rv it is only because . Please acce pt my assurance that I
have now , and am con fident that my will ~ri.\"c yOIl no further
cause for concern .

Yours sincerely

faitlifidly
flssll rcd

bOllght
II PPCfl rs

Fill the gaps in this letter with words from the list.

com:e" ienf repai r carl l) nu t replflced
grateflll guaJ"(lII tc(' fO/llul arJ"(JIIgc

Models
A

1.2

De a r Sir /Ma dam

Repair to washing machine

On December 2nd your maintenance man called a t my home to ( 1 ) the
washing machine , a Wytaswyt Aquaslosh which I (2) from you on J anua ry
7th of this year and whi ch is s till under (3 ) When your man
finished , he (4) me tha t the machine was now working .

The following day I tried to use the mach ine but (S) that it wa s
still not working properly . Again , it flooded the ki t chen . I know litt le about
these machines , but the probl em (6 ) to be that the rubber s eal around
t he door needs t o be (7) _

I should be (8 ) ~ f you would (9) for a competent person to
cal l and (10 ) t he necessary r epa i r s . A conven i e nt time for me would
be Thursday or Friday morning , Dec 11 or 12 , any t i me bet ween 8 and 12 .

Please telephone me i mme diat e l y i f t hes e times are no t (11 ) _

Yours ( 12) _
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B Fill the gaps in these two letters with wo rds from the list.

claims
rrcouer

sorry must concenience
remrning refund eusuring

ordered
[ailu re

r eSp ()II Se

replace
hcarillg

rcceic ing

Dear Sir or Madam.

On August 2nd I bought a tin of Miracle Oven
Cleaner in (1) to your television
advertisement, which (2) that this
product will clean 'all the stains that urdinary
oven cleaners leave behind' and leave 'even the

dirt iest 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, I am
(4) it to you, and ask you to
(5) the full cost price of £2. 12 plus the

postage of 64p.
I I';,ok forward to (6) a cheque for

£2.76 from you at your earliest (7) _

Yours faithfully,

Dear Sir,

I received today the 'Hendrix Junior' guitar
that I (8) from you on February
28th.

I am (9) to have to tell you t hat
when I opened the parcel I found the guitar
broken. The neck was detached from the
body, and the body itself was shattered.

I (10) ask you, therefore, either to
(11) the damaged guitar -
(12) , on this occas ion, its sa fe
delivery - or t o refund t he price I paid for it ,
£59.99. Should you wish to (13 ), _
the broken guitar, I will hold it at your
disposal until the end of next month.

I 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
1(1111 lCti ting to complain about . . .
Further to my letter of ~\I(JY 13th ill COl1 ucc tilm uiith ...
I mil [(;riling to express my dissatis/adion ICit" ...

Demand
l icould be gratef ul to recctce (I cheque for the out standing slim icithout furth er

delay.
[ must insist that YOII deliver the piano unth 110 f urther delay and at I/ O additional

expel/se to myself.
.. . uxntld be approp riate compensation for the inconvenience caused to IllY f amily.
III viell;of the l1umy u:ays in ichich it did not match the claims nuule for it ill your

publictti], I expect a subs tantial refund.
Under the circll1nsta/l(.:es, I f eel that all apology sholild he offered.

Threat (o p lion al)
I sliall luu:« 110 alternatice hut to put the matter in the hand", of my solicitors should

you r cheque not be received by .\lay 1st.
Unless I hearfrom you u;ithil' tell days, I shall haec to take legal adcicc on the

matter.
If I do not hear from yOIl before 3 .Hay, I shal/ he obliged to take matters a step

further.
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1.3 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 dec ide how you
would react to each of them if you were the landlord .

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) hnJOcritical?
(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 compla int, emotive
language is 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 Oliver 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.
• 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 . I t is

an antique model - some would say a museum 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 , its

meagre two rings are slow and inadequate , while the oven (which

doesn't close properly because of the huge dent in the door )

is so thick wi th dirt that i t 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 throughou t the autumn . Now, with winter corning on,

I 'm in danger of freezing to death while you take a holiday i n

the Bahamas paid for with my rent money. I shal l expect an

adequate heating sys tem t o be i ns talled be fo r e 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 i t wouldn 't make much difference if the

windows did shut . Please do something about this , preferably by

r ep l ac i ng the whole lot with double glazing . If you don 't do

this be fore win t er sets i n , I 'll be obl i ged 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

Dear Mr Scrooge,

I've been your tenant here for seven months now, and in many
ways I 'm very happy with the flat . Nevertheless, there are one or
two details that I think we should look at .

Fir~t , the coo ker , whi ch appears to be a significant safety risk .
It 1S a very old mode l , wh i ch seems to leak gas constantly . This
r epresents a real danger, on t he one hand of asphyxiation and on
the other of fire . The cooker is , i n fact , not very satisfactory
1n other respects as we l l - the two rings are inadequate when
cooking for guests , and the oven i s no longer operational as t he
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 .

Secondl y , the heating, which at present consists of two one­
kilowatt fires . I seriously doubt whether these heaters - them­
se l ves a fire risk as well as being both inefficient and uneconom­
ical - will provide adequa t e heating through the winter for a
flat of 35 square metres . I do trust you will be able to provide
t he fla t with adequa t e means of hea ting be f or e winter sets in .

(l ast 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 com pany 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 wr ite 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 wou ld be justified. Write about 250 words.

• 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 / facititiesyou would like replaced: furniture,
lighting, computers, typewriters, photocopiers, heating, air-conditioning,
tenets, canteen.
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rmWg,'H4"i§,il

1.5 A holiday complaint
Part 1 writing ta sk

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:

(a) a letter to the holiday company complaining about the holiday and asking for
some sort of refund. (about 200 words)

(b) a note in reply to Chris's note. (about 50 words)

A fortnight's holiday w ith us will be a n ex perience yo u' ll never forget. Eve ry I
day you'll be able to choose from a w ide range of thrilling ac tivities: "---- frro true» ,

• rock-cl imbing 'C.- O~ Iwo adWdvis ofi:eMd ea.di oIacJ .
• cav ing

on . ~ d"'!f5, I'I4.divlr N irtd5U/'fi.Ji.. 'loY
• canoeing I --J
• hang-gliding s~ &VQS~
• w ind -su rfing

• sa iling .r(I
and, to introduce yo u to th e jo ys of group-work , there w ill be: .

• o ne th ree -d ay ca m ping--,;ped ition - 3 da::Js in #J2- r"-'A'l
• two proble m-solving activitie s - 6~ sn"'Ai-et;{ IJci; b,J~ rest of #Ie.. (Jf7)¥

OIlfJ {<tedJ.W; a;f yUf.d;t, hd!kI : fab&2 Trvw.·s,
«. fa. c/<; of 0:Vi:Is .

. liards , darts, ta ble tennis)• games room

• video
• lib rary

' B ut this is my holiday! Aren't I allovved to relax?'

ienever yo u I ce: yo u can choose to tak e a 'da o ff and e n joy some of the
re marka b le faciliti at the residential centre, Wilds ide Hall : - ."FUL L ," fns lec<d,~ f<.d- us

• swimn pool '" a. JrNLJ.. hd!o/e.t, S<2.VM ~
• sa una cuv~ . iJe n4v~ S<UJ~ ,N eW 2

(no touses , no CtV')

. f
' W on' t it be just like the army: dormitories and canteen f ood?' - j oes J d (.,Xl.S .

Accommodation cons ists of comfortab le do uble rooms, and o ur ta lented
kitchen staff p repare memora ble a nd mou ntainous meals usi ng th e ve ry best of

local produce. - Pe.r-~"f'J true. elf tviLds idR. Ifa-l( I bu:;f- nell- eft 6J.sI.. hd3a..( .

All this for only £380 inclusive per person for 13 days

lr'ilu lerJJ1elt' \Vildsid e Adceuture Holida ys.
IFildside Hall. Ambleside, Cllmbria' ' b d nture holiday in England ? We're

Haven't you JU5t een on an a ve , ,
thinking of doing the same next 5ummer. What wa5 It like whe:e ~ou

t 7 How much did it C05t? Which organization did you go wIth.
:~r; trying to decide between Windermere Wild5ide and Outward
Bound. The agency i5 putting pre55ure on U5 to book now, 5~ could
you jU5t drop me a note ae 500n ee p055? All the be5t, Chrl5
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68 Applying for jobs, courses and scholarships

1.0 A job application
Read the advertisement and the job application . What is the tunction of each of
the three main paragraphs in Carine's letter?

YOUNG COOK required to join a
small team in a highly commended
Brighton hotel specializing in
modern 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 to Mrs B H Albion,
Restaurant Angelique, The Royal

Parade, Brighton BN1 5JS.

Mrs B H Albion
Restaurant Angelique
The Royal Parade
Brighton BN I 5JS

Dear Madam

79 Rue Daguerre
Paris 750 14
France
Tel (00.33) 47.07.83.85

Jan uary 15th 2000

I would like to app ly 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 I stayed
for 15 month s. I was feeling that my career plans were likely to be
hampered by my lack of Engli sh, so I left La Rotonde to spend six
month s studying English in Brighton. My English is now fluent , and
adequate to meet any social or profe ssional situation, as my exa mination
resul ts 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. [ am particolarly
keen to work in Brighton, where I have many good friends. [ am
available for intervi ew at any time.

I look forward to hearing from you.

Yours faithfully,

Car in e Colbert:-

Ene : CV
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1.1 Looking for a job
You are looking for a job where you will have an opportunity to use your English.
A friend sends you a cutt ing 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?

Jobs for English speakers
OUf town has been ch osen for our International
Summer Camp this year. We require 12 SUMMER

HELPERS aged 17-29 wh o sh ould have a good
comman d of English as well as masses of energy
and enthusiasm for working with chil dren aged

12-15 from all over the world. The job is
residential with round-the-clock r esponsibility
for the success of t he camp. We also require 4

COMMUNITY COORDI NATORS (min . 24 yrs, with a
good knowled ge of the region and proven

organizational ability) to coordinate the spor ts,
social and cultural programmes.

Written a pplicati ons to : World Study Tours,
37 Flanaga n's Way, Cork , Ireland.

(your local paper , May 7th )

(The Lady, May Is t)

Situations
vacant
Domestic

• S~ns i bJe au pair required a.s.a. p.
for single working mother and two
girls (9 & 12). London SE 19.
Non-smoker, driver. References.
Anna Lee, 12 Hennitage Rd.
Lond on SE I9 .

• Temporary au pair wanted
June - .Sept. Professional couple,
Cambn dge. 2 boys (6 & 8). Some
experience with children desirab le.
Ste:e and Dominique, 99 Harvey
Smit h Avenue, Cambridge CB3 5S1.
Hotel And Ca ter ing
• High class restaurant requires
full-time general ass istants.
On-the-job tra ining pro vided as weJl
as the opportunity to attend col leze
for further educa tion. If you are l:>

interested and not afra id of hard
work, please contact: Mr N. Sti les,
The Turk ey, High St. Norwich N04
6FH.

• General ass istant required for
small 2-star fam ily-run hotel.
Position offers experience of
waiting, bar and recepti on work.
Good pay , agreea ble accomm­
odat ion. Experience not necessary,
but smart appeara nce and pleasant
manner essential. Write: Jean Kerr
Riverside Hotel, Keswick CA 12 '
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 persona/letter, you don't do
this. Which of the job applications require a personal rather than a business
layout?
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B Writ ing
Imagine that you are interested in one of the jobs advertised, and that you have
suitable qualities 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, conf ident and enthusiastic.
• that your English is good enough.

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.

Use ful phras es

Paragra ph I
I uiisl: to apply for the post of . . . ichicl, Icas ad cert ised ill todau '« 'Daily

Telegraph "
wut, referen ce to YOllr adcertisement ill the 'Cu an ltan: of[anuanj 5th ,

I should like to apply for the positioll of .

Parag raph 2
As yOll ldll see f rom lHy enclosed e v , I haec [our /jea n/ experie nce ill hotels

and cate ri flg
At p resen t I am employed (IS a ... by the local Tourist Offi ce. a position l hoce

held for three years.
111 th e cou rse of m y presellt job , l lun:e been responsible f or the pla1ln i1lg (/1/(/

orgallizaticH/ of . . .
My duti es haec included secretarial !cork as ll:ell as ...
I g rachUited it! Business Administration fro m Dundee Uniccrs it i] itl 1990 .
I If; as employed as (/ cas lne ricith Barclay .'; Bank jrom 1988 to 1992.
I attended th e L ycee Paul Bert , uihe re I obtained th e baccalaureat ill 1989.
During my apprellticeshi p I obtained pract ical t raining ill all aspect s of the

cate ring t rade.
I alii used to [cm-kill g under pressllre / Icork ing to a deadline / Icork illg as pmt

ofa [cam .
I am familiar ic it], ' Ford for ' Vim IOlL's / recent tlecelopments ill th e illdust11j ..
I also hnce s011le kllOldedge of accOlUltlltlCY, IWd ug kept the books fo r 11Iy

fa th er's b usin ess . . .

}Jaragraph 3
I bcliece the post YOIl offer Idll gir;e me the opport un ity to ..
I am especially keen to uiork ill all org(wi::.afhm such as you rs ichich has a

reputation for . . .
I f eel tl mt my p resent po sit ion offers litt le prospect of p romotion
I icil! be glad to su pply YOll lc ith allY [ur ther infonllatioll yo u ma y need.
... ha ec agreed to act as m y ref erees.

Task bank: Task 26
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6C Other formal letters

1.0 Letters to the editor
Sometimes people who are not journalists wish to express their opinions in a
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, S, 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 g for information and advice about this exercise type .

2 The writer of this letter has at least two purposes in mind. What are they?

Sir,

me to ( O)~

(2 ) from
companies prompt
my daug h t er wa s

B

Recent letters in your columns about insur a nce
this e xample . Some months ago a c a r (11 t o
outside her house i n Birmingham.

As a doctor in daily (3) of her car , she was surprised when her (4) said
she would have to wait six weeks for ( 5) .

To her annoyance t hey managed , by all k i nd s of (61 , to drag this out to
three months ; and t hen only a f t e r a (7) of lengthy , rather unpleasant phone
calls would they pay a pen ny .

My daughter wa s t h e n (8) t o fin d t hat there wou l d be no refund , o r no
extension of the period of i n sura n c e , to (91 the three mon t h s lost . A full
premium (no (1 01 s um f or (1 1) cove r in Bi rmingham) , had to be paid for a
quarter of a year , wh e n no cover wa s ( 12) at a l l .

Surely this is another e x ample of the way insurance companies (1 3) money ,
perhaps legally but to my mind immorally , which gives them such a bad image .

If any of your r e aders know of a wa y (14) this difficulty , I would (1 5) __
their advice .

Yours faithfully ,

R .R .E . Potter

0 A instance B cite C resurrect D sav
I owning pertaining tru sted 1)~I()nging
2 rstolen robbed nicked broken
3 usc necessity utilization need
4 ussure rs insurers ensurers insurance
5 retribution pre mium compe nsation payment
6 rc luc tance slowness haste procrastination
7 numbe r range lots heap
8 appalled intimidated shocking impressed
9 refund cover return reward

10 little had le sse r mean
II comple te integral comprehensible comprehe nsive
12 done made provided affected
13 obtain exto rt cam win
14 with round about a\"oiuing
15 receive we lco me take em brace

Task bank: Tasks 13 and 28
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Word formation
B 1 Use the words in the box to the right of the tex1 to form one word that fits

in the same numbered spac e in the text. Write the new word in the co rrect
box below the text. The exercise begins with an example (0).

Dear Dr Wallace,

Thank \ '0\1 "cry much for vour letter of Nove mbe r 5th, (0) .. . mv (1) . .. to send the (2) . . .
fee for't he (3) '", talk YOIl'ga\'e to our English SOCiety. .

I would like to apologize most (4) ... for this (5) " ', which I must confess was the result of
(6 ) ... on my [><.1I1 . I trust this has not been hKJ much of an (7) .. . for you.

I should also like to take this opportunity to apologize for any (8) . . . that I lila)' have gh'cn in
the course of my (B) . . . speech by my joking remarks about the Scottis h. I now realize that
Illy words Illay have been ill-chosen and (I O) .. . but I call assure yOll that no (II ) ... was
intended.

Thank you again for your (12) . . . talk. I know I am speaking on beha lf of all OU f members
whe n I say it was as profound amI (13) . .. as it was (14) .. . .

Please find ( 15) .. . the cheque for £200 , toge the r with a copy of the new issue of our Eng lish
magazine , which I hope you will find of interest.

Yours since rely,

0 conce n liug 8

1 g

2 10

3 11

4 12

5 13

6 14

7 15

Task bank: Task 27

o CONCERN

1 FAIL

2 AGREE

3 FASCINATE

4 SINCERE

5 OMIT

6 FORGET

7 CONVENIENT

8 OFFEND

g INTRODUCE

10 APPROPRIATE

11 RESPECT

12 WONDER

13 MEMORY

14 ENTERTAIN

15 ENCLOSE
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1.1 Reservations and bookings

A Model Dear Sir or Madam,

This letter is to confirm the reservation I made
b~ telephone this morning , for one single room
~lth shower , for the nights of 11 May to 16 Ma
Lnc.lus ive . Y

As ag7eed , I enc l os e a cheque for £50 as a
depoSIt . Could you please acknoWledge receipt?
Yours faith fully
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B Part 1 writing task

You are working in the London office of an international organization called The
Happy Planet. You have to rnake arrangernents for a conference at a hotel. Read
the note frorn 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 Feb8th, 11 a.m.

I phoned the hotel t he t our ist board recommended, to check the

pr ices and see if t hey could t ake us. They sounded idea l, so I

made a provisional booking for t he t hree nights (Sat Sept 3rd ­

Mon Sept 5th). It's The Royal Hotel, Severn St, Cardiff, and the

Conference Manager is ca lled Mrs Lumley.

When you get the rest of the details from Claus, cou ld you write

to them and tel l them exactly what we need? Save me t he room
with the biggest bath!

J ulia

Ijust had a phone call from Chantal who's the
French co-ordinator, First of all, one of her
delegates (Marcel Blainville) is disabled: eo
could you mention to the hotel that he II be
coming in his wheelchair? Secondly. six of the
French delegates are very keen to see the
international rugby football match at Cardiff
Arms Park that Saturday afternoon - eo could
you ask the hotel to try to get them some

tickets?

Paulo



7 February 1999

The plann ing 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 Cardi ff.

First, we've finally decided not to sta rt till the
Saturday afternoon (that's September 3rd) with a
session at 4 .30 where all the de legates co me
toge ther. So we ' ll need the conference roo m then.
That will finish so me time before 7.00, then we'll all
have dinner together then maybe go out to explore
Cardiff. After breakfast on Sunday morning we ' ll
have seminars from 10.00 till 1.00, then lunch at
one 0 ' clock, then seminars again from 2.30 to 4.00 ,
then tea. We'll need four d ifferent seminar room s, so
people can choose which talks they go to. Th en on
Sunday evening we've decided to set off in gro ups
to try ou t some of the restaurants arou nd the town .
After all, we don' t want to be stuck in the hotel
every evening, especially if their food 's nut much
good.

Monday's programme will be j ust the same as
Sunday's, except we ' ll eat out again for lunch on
Monday. Then in the eve ning we'll have anoth er big
mee ting in the conference room with everyone

Other formal letters • Module 6C

toget her (same time as Saturday) and then a big
dinner toge ther 10 the hotel in the eve ning.

Ac tually, I' m a bit worried about the hote l food . We
had enough problem s at the East European
conference, when all the vege taria n dishe s came
with either ham or tuna. You'd better tell them that a
th ird of us prefer to eat vege tarian. Then at least we
wo n't all be ea ting sausages and chips!

I forgot to menti on that in the co nference roo m
we' ll need a video recorder and a TV screen for Dr
Schumacher 's talk. In the seminar rooms, we 'll
prob ably be OK with just whiteboards.

The other thing I haven 't told yo u about is numbers.
At the moment, it stands at 36 dele gates, six of
whom are also brin ging husbands or wives who
won't be invo lved in the talks but will take pan in
every other respect. So that makes a to tal of 42 in
26 single rooms and 8 doub le room s. '

I ho~e this isn ' t too muddled - I' m glad it' s yo u
who s doing the organizing I

All the best,

Claus

Part 1 tasks like this often involve a careful selection of information. The
follow ing 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).

1 the Conference Ma1l ager is called Mrs L/lmley
2 S(J[;C IIIe the room iciih the biggest bath!
3 then maybe go out to explore Card iff
..J \ l'c'l! need [onr differelll seminar moms
5 (/ third of li S lJr"£fer to eat liege/arian
6 at least we lCO/l ', all lJe eating ,w/Il sagcs and chips!
7 a cideo recorde r lim! (J TV scree" for Dr Sclnnn achcr's talk
8 he'll be coming ill his scheelclunr

2 Write the lett er 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 layout your requirements in any suitable
way.

Task bank: Task 26
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INFORMAL LETTERS
A Technical matters

B Diplomacy and tact

7A Technical matters

page 102

page 109

1.0 Layout of informal letters
The layout of this model is appropriate for any informal letter. It is also
appropriate for any persona/ letter, even one that is formal in tone, such as a
letter of apology to your boss.

1 3 6 Shaston Drive

2 Shaftesbury

3 Dorset SH2 3AB

4 tel (0747) 5286

5 Mon Sept 4 t h

6 Dear Arantxa,

7 Thanks very much for lending me your flat while

you were away. I hope you enj oyed your holiday in

Morocco as much as I enjoyed my stay In Vit oria.

(I'li teli you ali about It when I see you a t my

party on Nov 5th - I do hope you haven't changed

your mind about comingl)

Nowyou've probably been wonder ing what has

happened to your goldfish. (I'm sorry, I meant t o
leave a note about this, but I forgot.) You wili have

noticed that they are a bit sma lier and, I t hink,

redder than they used to be. This may have come

as a bit of a surprise to you, but I expect you

have guessed what happened. It 's bad news, I'm

afraid. The flsh you 've got now are a pa ir I bought

to replace yours which, I'm sorry to say, were both

dead when I arrived in your flat on Aug 10th.
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If I'd arrived on the 8th as planned I don't Suppose

this tragedy would have happened, but the thing is,

I got caught up in the strike and had to spend a
couple of days at Heathrow. That 's life, I suppose,

but I still feel rather bad about it, both for myself

(48h at Heathrow is no joke) and for the flsh.

Perhaps I should seli my story to the newspaper _

'Innocent s Suffer In Heartless Strike!', 'Holiday
Chaos Hits Heathrow: Two Die!'

B Any way, thanks again for the loan of the flat .
I hope I left everything in the right place, and

enough money by the phone to cover the few local
calis I made - I'm Sure you 'Ii teli me if there are

any problems. I'm realiy looking forward to seeing

you again, so I do hope you can make it to the

party. If not, see you in Bilbao at Christmas.

9 Love,

10 Rachel
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Why did Rachel write this letter? What are the three different subjects she
covers?

2 The letter says three different th ings, or contains three different elements.
What are they?

3 What features of informal style can you find in the letter? Consider the
following: vocabulary, grammar, punctuation and sentence structure,
cohes ion / linking words, tone (what aspects of the writing show that
Arantxa is a friend?).

Noles

1 Don 't write your name here.

2 Th e house number of a British or American address is written befo re the name
of the street, but writ e your own address in the way YO ll normally do .

3 Include your postcode and, if you like, your telephone numbe r (not to do so can
he a real and unn ecessary way of losing a friend).

4 Don't write the name or address of the person you' re writing to on the left. This
is only done in letters that are formal and impersonal.

5 Date . Th ese abbreviations are commonly used for the days and month s: ilion,
Tues. Weds, Thu rs. Fri. Sat, Sun; Jail, Feb, Aug , Sept, Oct , Nov, Dec.

6 Dear is always approp riate - for family, intimate friends and even ene mies. Afy
dear and Dearest are also possible , bu t vel)' affectio nate .

7 Most letters sta rt with a referen ce to the most recent contact you have had with
the other person:
Thanks ven) much for your letter, ich ich cmn.e this moming.
It was great to see you again last weekend - and looking so fit and slim!
Some people's letters always begin:
Sorn) it's been so long since [ last wrote , but .. . followed hy the excuses for not
llaving writte n.

8 Most letters end with a re fere nce to the next contact with the other person:
I'm lookinefoncard to seeing you / hearing f rom you.
Do write again soon.
I hope to see you again in June , if not before .

9 Love is a suitable ending for an intimate friend of either sex.
More affectionate : All my love, Love and kisses, Lots oflove
For a friend or colleague (not intimate ): All the best , Best rcishes
For a personal letter, but not to a person al frien d: YOli n , Regards

10 Remember that this is the only place either on the letter or the envelope that
your name appears. Do es your corresponde nt know who you are? Make sure
your signature is legible. You may even need to write your surname .

Task bank: Task 27
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1.1 Layout of a note
In the letter above, Rachel says 'I meant to leave a note, but I forgot'. This is the
note she might have left.

Friday morning, Sept 1st

2 Arantxa-

Just a quick note to say thank you. Staying in your fiat
has been fantastic.

i'm afraid I 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 ali about Morocco.

i'm off now to the airport. See you soon.

4 Rachel

PS l'Ii leave the keys with Josune.

1 \Vhere did Rachel leave this note?
2 Why is th e note sho rte r than the letter?
3 How did Rachel manage to include all the imp ortant points of the lette r in a short

note? What did she leave out in terms of (a) information (h) grammar?

Noles

• It is often appropri ate to pnt the time rather than the date , especially whe n you
expect the person to read the note the same day.

• It is acceptable, hut not necessary , to write Dear .
• It is acceptable, but not necessary, to write Love , Best wishes , Yours , etc.



As I sec it
111 my experience
I'd say

Fwmily enough
You'll necer beliece this, bitt
Cucss u hat!

Technical matters • Module 7A

2.0 Technical devices
A How to sound informal
Your writing will sound much more informal if you:

remember you're writing to a friend. Imagine a real person.

• Be friendly and jokey.
n oo: » YOllr diet gOing?

• Refer to common friends.
tioce you heardfrom Sybil/a?
Say hello to Ed ll;ardfor me.
Give my love to the baln].

• Refer to things your friend already knows.
I'm sure YOll 'll reme mber . . .
As y OIl kmnc . . .
[ust like yOIl said.

2 write in 'spoken' English.

• Use personal constructions (phrases with I and you) .
I know this sounds silly. but ..
I hope yOIl don't mintl nu] saying this, but .
r OIl '1I /leecr g ll ess .

. . if !JO Il know [chat I mean.

3 use informal vocabulary, including phrasal verbs and informal linking words
such as those below.

• Expressing your op inion

To be quite honest To tell Y OIl the truth
To my mind From my poi nt of cieu:
Frallkly Actllally

• Expressing surprise

Believe it or not
To my surp rise
This may surprise YOll , bu t

\ V!Ifl t's morc

PillS
First ofall
Alld besides

• Changing the subject

A IlYll;f1Ij. . Talking of ichich, ..
Illcidelltally, . . . By the ,cay, .

• Listing reasons
To start [citll
Ami another thing

Thai reminds me, ..
Bef ore I f orget. . . .

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 ab le to
attend the interview on August 15th for the post of Sports Teacher.

Having suffe red an injury on July 1st while playing tennis in the
Wimbledon tournament , I am at present undergoing hospital treatm ent
to my knee . Consequently, I fear that I shall not be sufficiently mobile
to make the journey to Sevenoaks until late August.

Doubtl ess this will be most incon veni ent for you, and I will of co urse
understand if you are unable to await my recovery before appointing
someo ne to the pos t. Nevertheless, should you remain interested in my
application, I fully expec t to be ava ilab le for interview by September 1st
at the latest.

I look forw ard to hearin g from you.

Yours sincerely,

Informal lette r

reallyearry but it iaoke as if I won't be abie to

(I) to the job interview at your school in August.
- - ---- - --- I'll see if I can persuade t hem t o interview me in September

;:~tead. A pity if I've missed my chance, because I'm sure it wouid've been fun working
. Th h' . I ( "') hurt piaying tennis at Wlmbiedon,With you. e t mg IS, oJ k

I'm in hospital (5) my neeand (4)_ _ _ _ _ _ _ , .
sorted out _ (6) I'm (7) Im not gomg

f
(8)

to come down to Sevenoaks till the end of August.
t o be t

As far as the interview goes, this is obviously going to be a
(9 )1 for them. I expect they'll (10)' _

someone else the (11) without waiting t o see me.
I'll t ry and persuade your DrCox to interview me in(12) ,

Sept - at worst, s he'll say no.
See you at Christmas if not before.
(1.3)I ~

Dear Pat,

I'm (0)
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2.1 Informal punctuation

A Excl amation 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 ICOIu!er she left him!
H Ole meflll!

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.

D OIl 't bother to lni ng OI l overcoat - it's 40" ill the shade out hem!
D OH 't bother to briHg all overcoat - I've got (J spare olle yO ll e(HI lise.

lIer teeth arc like stars - they come out at night !
Her teet h are [ike sta rs - they (lrc ichite and shi ny .

After studying the examples above, punctuate the sentences below, using
dashes and exclamation marks as and where appropriate.

1 I'm fed up with this stupid joh my new boss is even worse than the last one
2 I'm fed up with this stupid joh I want to live
3 I was amazed to see John at the party I thought he was in prison
4 I was amazed to sec John at the party he's normally very unsociable
5 The wild pig didn 't attack Emily it was Emily who attac ked the wild pig
6 The wild pig didn't attack Emily it was just hyin g to escape

Complete the following sentences, using the examples above as models.

7a He's always badly dressed -- _

7h IIe's always bad ly dre ssed - _

8a She 's had too milch to drink

8h She 's had too milch to drmk - _

9a It's too cold to go camping - _

9b It's too cold to go camp ing - _
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C Practice
Punctuate this informal letter.

dear mum guess what youll never believe this hut im going to be famous at last my
new life starts tomorrow in poland on tour with U21 i t all happened so suddenly we
were just doing a brig2in a small town in the nort h when bono walked in you should
have see n the look on kemals face anyway to cut a long story short bono loved our
music and it ju st happened that he needed a support band for U:2s eas t european
tou r so we re all off to poland next week by the way hows your polish can you still
speak the language i f so why don t you come with us im sure voud really e njoy it its
not all sex drugs and rock Il roll you know must dash wcve got a rehearsal in half an
hour and my bagpipes arc out of tune your loving SO il ed mund.

I LJ2 - a rock hand, led [tv Bono
2 concert

2.2 Abbreviations, contractions and ellipsis
Ellipsis, abbreviations ami contractions are three features of infonnal wJiting. Th ey
all involve writing less.

A Abbreviations
... the Vatican and all the other important sights.
From :\olonday moming until Tuesday afternoon
:\o lany people abbreviate their names in informal contexts:

B Contractions
I will; she will not ; we did not

C Ellipsis
Itwas nice to hear from YO Il

r ye just read YOllr note
I was glad you could come.
Do vou re member me?

I'll; she lelm 't ; fce didn't

Nice to hear from !JOfI

[ us! read !lour note.
G/ad you could COI l le .

Remember lII e?
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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 demonstration. Punctuate it, and introduce abbreviations and
contractions where appropriate, There is also one occasion where you should
use ellipsis.

micha el here is Illy account of what happened at the demonstration i ha\'(~ described
evc l),thing i saw from when we set off from oxford street to the momen t we arri ved
ill trafalgar square i know yOll will not agree with Inc abou t e\ 'el)thing especially the
order of eve nts i am pretty sure i saw people throwing stones before the first baton
charge hu t the important thing is to clear jennifer of the charges against her and i
think my evi dence here will help a lot i hope to see you again at next months
meeti ng of fight racism penelope

2.3 Writ ing
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



Diplomacy and tact • Module 78

78 Diplomacy and tact

1.0 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:

• re fusing an imitation without offe nding someone .
• cance lling something you've arranged with a frien d witho ut damaging " OUf

friend ship.
• expressing your anger with a friend without losing them .

The following wr iting task also calls for a certain degree of tact. Read it, then
work through the exercises that follow before writing the letter.

You looked 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:

. . . I'm sure it wasn't really as awful as I heard. I wonder

if you could put my mInd at rest by telling me exactly
what happened when you were lookIng after Attila last

summer? And please do t ell me ifyou think I'm letting

myself in for t oo 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.

1.1 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 ,'cry easy to look after and a pleasure at all times.
2 The animal is a dangerous monste r that should he kept in a zoo .
3 The animal wasn't always casv, hut any trouble W<L~ we ll worth while .
-l YOIl did have prohlems with At til a, but they were all your 0\\11 fault - the animal

is ce rtain 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)?
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1.2 Being economical with the truth
It is obvious that Agatha has heard some true stories about what happened last
summer. You don't know what she has heard, and you cannot deny the stories
(because they are true) but you can present them in a much more positive light.

A Understatement - the opposite of exaggeration

I He is incred ibly noisy. (True, but tuctless.)
2 lIe is not the quietest of animals . (An understatement , but true.)

I He ate three pa irs of my mos t expe nsive shoes.
2 He showed an interest in myfo ot wear.

B Look on the bright side

1 Looking aft er Atiila teas (l fu ll-time job and caused me (l number of
problems .

2 Despite some small inconven iences , I can tnlly say that I ueoer had (J

dul! moment while Attila lcas around.

1 He kept jumping lip on me with his dirty paws and blOcking 111e ()t)cr.
2 He's so affecti onate - sometimes it takes !Jour breath mcay!

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 appetite,
courage) or, if the animal has no qualities, think of the vices it doesn't have
(doesn' t bite, doesn't smell bad).

D Practice
Rewrite the following problems, using the ideas in A-C, to make them more
appropriate for your letter.

I He destroyed the garden.
2 Ile was always ge tting into fights with other animals.
3 He was very noisy at nights.
4 lI e insisted on slee ping on my bed.
,5 lI e was vel)' tiling, and always doing stupid things.
6 If he wasn't taken for two long runs eve ry day he became unmanageahle .
7 If I didn't let him out as soon as he wanted, he made a mess on the

caIpet.

1.3 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
wntinq task. Which one IS best? What is wrong with each of the others?

I am an honest person, and I know that I must not
tell lies. Nevertheless, f do want you to look after
the onimal. So here is an objectively true account
of the two weeks Attila stoyed with me last
summer. I'm sure that you'll see you have nothing
to worry obout, 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
m my experience with Attila last summer, which certainly 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 I spent a
memorable and at times enjoyable fortnight together. So let
me tell you exactly what happened - I' m sure you will realize
that Attila could not possibly be held to blame either for my
father's heart attack or for the damage to the police car.

l!I Thanks very much for your let ter askin .
look after Attila. I think you'll Ii d h ' g for sdvico about how t o
get used to him even thou h t~' e e no problem at allonce you
Just so that y;U don't h g IS may take two or three days.
everythingyou need to k ave any surprises, I'd better tell you

nowabout all his hab't .
exercise and, above all h' I s: eatmg, sleeping,

, IS sense of humour.
Tha?k you .very much for your let ter, which I
recelve~ this morning. In reply to your question
con~ermng the fortnight during whi ch I looked afte r
Attila las~ 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 describing 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

Task types • 111



REPORTS
Information reports: people

Recommendation reports

Eye witness and narrative reports

8A Information reports: people

page 112

page 117

page 119

1.0 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 words you need do not occur in
the spoken version. The exercise begins with an example (0).
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Annette

Gm)'

Annette
Gat)'

Annette
Gary

I 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 month s and I hardly know where to start. She 's called
Chan Kit Yu . I think she came in January.
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
to.
I remember now. Isn' t she some kind of pop singer')
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.
And her work?
As I 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 J anuary.
The hospital h as 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 in trude 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 at t endance have been
excellent, an d 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
mind 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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1.1 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 qualities. In a written reference these qualities will
be illustrated with conc rete examples and facts.

Rcliability
pnnctnal, her ti1Ilckeepitig is good
reliable, dependable, cons cienti ous

responsible

Attitude to people
works (cell ill a (cam

a natural leader
compet itive
considerate, Illl ders(and illg

Jriel/{I/y. helpJII I, generolls
tolera nt, patient , conside ra te

gets 0 11 icell icith those around her,
soc iable, integrates IL'cll

Disposition I Person ality
casy-going, relaxed, laid-back
se/fcmifidelll, self-lIsslI red
good -humoured , good- IIa lli red
selj-reliant, independent
shouis tntttatice
posit ice, enthusiast ic, optimistic
quiet, introcert etl,
outgoi llg, extroce rted

The spoken word
art iculate , eloquent, persuasive
sccll-spoken
discreet , d iplomatic, tact/Ill

Personal appearance
tid y, neat, prexentahle
icell-drcssed

Attitude lo work
meticll lolls , thorough, met hod ical
dili gent , industrious, assuluons
ambitions , determi ned
odaplable,flexible
rcilling , keen, enthus iastic

Thinking
imagitwt ire, creative. has a capacity

for original ideas . innocatice
rational, logical
intelligetlt , brilliant

Honesty
t ru thful, s incere
trn sncorthn, honest
a persc)IJ ofgreat integrity

D eciding and Doing
confident , decisn: e, d y"aUlic
energetic, rulce nturous, spontaneous
competent, p ract ical
u:ell-orgalli: ed , Ieeel-headed
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practical ski lls, qualificat ions, int erests .
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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
characte r references, desc ribe 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.

Attit ude to people
1 can he a little impatient with other people's weaknesses (OPPOSITE: tolerant' )

2. although her critics see her as a bit of a troublemaker,

Disposition
3 as yet , she is lacking in self-confide nce , hut
-t he takes himse lf , 'cry seriously
5 while it is true tha t she is ea..sily led ,
6 he tends to keep himself to himself

Attitude to work
7 though he doesn't always show a total commitment to his work
Scan gh'c the imp ression of carelessness when finishing a piece of work

The spoken word
9 has a ve l)' fra nk way of exp ressi ng himsel f

10 though occasionally she has trouble expressing he rse lf clearly.
11 her regional accent and occasional use of dialed Illay not be imme diately

com prehe nstblo to some

Thinking
12 his arguments are not always entirely coherent
13 though he has been accused 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 posit ive
descriptions of five of the ten negative qualities given in the list below .

impulsive, impet uous
" !hell it comes to tak-iug decision'), 11 0 one could accuse her ofbeing hesitant.

dresses ver~v casually
His clothes, ,chile Illlclm l:elltimwl, are ahcays interesting.

has a criminal record
Althollgh she may . in the past , hnce[onnd herselfml the lcrcmg side of the lau:. . . .

1 fussy / a perfectionist
2 a workaholic
3 unscrupulous / ruthless
4 aut horitarian / bossv
5 arrogant
6 impatient
7 a dock-watche r
8 unsociable and disrupti ve
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1.2 Writing
Part 1 writing task
You have just completed a three-year academic course at a co llege 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 wo nderful opportunity for
him and you feel that, despite his faults, he has a reasonab le 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).

'#;'i"'"'jTj1

Do you think you could write a reference for me? I 'm not
sure exactly wha t they 'll want to know , s o I suggest you
just tell them the whole truth about my magne t i c
personality , intellectual genius , impeccabl e manner s ,
magnificent physique , endearing modesty , etc. !

Ac t ually I 'm counting on you , becau se I 've a l r eady g iven
them your n ame as a referee . The thing is , there was a
deadline f o r t he applications , and y ou r s was t he first name I
thought of, s ince y ou 've just finished t he cours e and you 've
a lways b een such a good friend to me . I would 've asked you
fi r st bu t I 'd lost your phone number .

From a classmate

Have you heard that John is hoping to get onto the course next year? He must be
mad _ I mean. it was much too hard for me. and even you found it difficu I~ . He
asked me if I'd write him a reference, but how could I? Frankly. I think he d be a
disaster in Britain. His English isn't very good so he'd have problems WIth the
course. And for all his intell igence, I' m sure he'd be too lazy to get thr?ugh all the
work . I mean. we're talking about a guy who gets out of bed around midday, but

doesn' t wake up until the discos open ...

Anyway. I suggested he ask you to write the reference instead, firstly because
you're a better liar than me, and secondly because your opinion of John has always
been a lot hish er than mine. I know there are a lot of things to admire about him:
his volun tary work in Rwanda, his physical courage, the way he always wants to be
the best, his brains, the way he can talk himself out of any difficult ~ ltuatlOn . hIS
ability to ' always look on the bright side' , his smile, his guitar-playmg..and most 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 M r John Kino for a plac e on th e course
wh ich you have just completed so successfully. He has given us
your nam e as a reference and I would be m ost grateful fo r your
op in ion of his suitab ility for the cou rse.

Every year, as you yourself w ill 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; th e difficulty of finding new fri ends and build ing a social
life in Britain, and the consequent loneliness and homesickn ess;
th e heavy workload on the course and the frequent exams; th e
difficu lty of studying exclusively in Engli sh. For th is reason - to
minimise w astage and suffering on our courses - we particularly
appreciate characte r references th at are a fa ir assessment of an
individua l's potent ial.

Yours sincerely,

LRade
Dr L. Flode

Task bank: Task 33

88 Recommendation reports

1.0 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 eithe r
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 (,I). The exercise begins with two examples (0).

() Th e Peugeot st ruck the best balance between ~ performance and
o bein g easy to live with, It was "cry rewarding to drive and practical
1 for eve rvdav lise. It wasn't so good drive at low speeds, hilt this was
2 easily olltweighed by the car's too Illany \; 1111(:'5. Th e Ford Fiesta and
3 Hover Metro rated hoth well in ou r seco ndary safety assessments.
4 The Metro is .£1,000 pou nds cheape r tha n the Fiesta and is the better
5 hlly if alway.s )'011 don' t often cany passengers in the back. If'vou
(j ne -r -d the ext ra space and call put lip with the lnnnpv ride, the
7 Fiesta is worth a look. \Ve can' t to recommend the Fiat: it didn't have
8 the handling to compleme nt the high performance . Th e Suzuki was
B noisy and uncom fortuhle and , tho ugh cheap, but can't be reco mmende d

10 either. \\'e cannot recommend anv of all these cars for those with
11 little or limited in dri\ing expe rience. Th ey requ ire a higher degree
12 of responsibility, skill and expe rience than you have need jus t to pass the dri \; ng tes t.

the
,I
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1.1 Organizing a recommendation report
The first paragraph of this recommendation report is missing. Read the report,
the n choose the most approp riate fi rst parag raph from the three given.

PROPOSED SUBSCRIPTION TO
A BRITISH NEWSPAPER

(First paragraph l1Iissing: choose[roni a, h and c
he/ow)

Tabloids
There was gene ral agreement that, despite th eir
low price , none of th e tabloid newspapers (also
knO'\01 as th e 'popular' press) could be
recommended, for the followin g reasons:
1 th e inappropriacy of th e prose as a model of

writte n En glish .
2 th e limited coverage of international news , th e

arts , business, e tc.
3 a tenden cy towards sexism, racism and insularity.

Quality press
11 was unanimously agreed th at on ly the
Independent and th e Guardian me rited close
scrutiny, the ot her quality pape rs holding too litt le
appea l for a readers hip of stude nts and you ng
professional people .

The Independent
(Monday-Saturday, £93 .47 for 13 weeks)
All agreed to co mmend
• th e quality of th e wri ting.
• th e proportion of int emational news.
• th e broad spectru m of art s coverage .
• th e independen ce of th e political stance.

The air mail pri ce appeared to be good value , hut
there was some disappoin tm ent that th e Saturday
colour suppleme nt was not included.

The Guard ian
(Monday-Saturday, £ 127 for 13 weeks )
11 was felt th at the Cuardian , alt hough comparable
to the Independent in most other respects, had a
significant advantage in the st rength of its Tuesday
suppleme nt, Guardian Edu cation . This supple ment
is written in tabloid form and includes excellent
art icles written to be of interest to seconda rv school
students; the re are also articles addressing ,;mtt ers
of interest to teachers. The Guardian s other
advantage was th e inclusion on Saturday of a
supple me nt entitled Guardian Weekend, mo re than
eighty pages lon g and illustrated in colour.

Recommendation
Both the Guardian and the Independent contain a
wea lth of read ing matter that would be a most
valuable resource I,", teachers and stude nts alike .
The question was raised whe the r th ey would in fact
contain too much: would th e students and teachers
fi nd tim e to read them? Should this be seen to be a
problem, th e cheape r and appa rently th inn er
Independent may be preferred. If, however, the
students and teachers have a large appe tite for
qu ality journalism , and if th e pri ce of th e Gua rdia n
is within a school's b udget, th en a subscription to
th e Guardian is recommended.

a There are many newspapers in Britain, hut not all of them would he Ilsef;J1 for
foreign students. Some of them contain little other than scandal and football,
while others are only read hy stockbrokers or the landed ge ntly. We 're going to
look at the different papers and see which would be best for YOllr school.

b This report is the product of a working party of five members of the ELT
Department of Wessex Univer sity whose brie f was to identi (\' which British daily
newspaper would be most appropriate as a resource for CAE stude nts at
lanbruage schoo ls in Alavn. After a week of individual research , a meeting was held
in order to share findings and reach a conclusion.

c A wo rking party led by James Bigglesworth (myself) was requested , on 3
February 1993, to undertake a SUIy ey of the current daily press in Britain and to
report their findings to the English Language Teaching Association of Alava.
After a long and fascinating week's work during which we ploughed through an
enormous quantity o f newsprint, here is what we decid ed .
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1.2 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 writing this report.

Task bank: Tasks 34, 35 and 36

8e Eye-witness and narrative reports

1.0 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 contribut e to the
success of the writer's description of the Los Angeles riots of 1992?

H e was ab out 15 years old, a good-looking
boy In a blue woollen hat. He had jumped

out of a ye llow Cadillac next to my rental car
at a t raffic ligh t . Now he was standing at my
window pomtmg 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, apa rt from
the smoke dri fting over the Hollywood h ills.' I
mumbled the first foolish t hi ng that came in to
my mind. '1 can't open the door .'

This was Manchester Bouleva rd and Van
Ness Avenue in the epicentre of the riots. On
every se cond corner a building burned. But the

cars were st ill stopping for re d lights . We were
hopelessly boxe d in . All over town white
motorists were being dragged from cars and
beaten or shot.

Th e boy , looking puzzled and sca re d
smashed t he win dow with the gun butt:
cover ing me In glass sp linters . My companions
shoute d, 'Get out of here', which is exactly
wh a t you should not do whe n a sca re d chi ld
POints a gun at your head.

I pressed the accelerator and rammed the
car In front ; t urned the wheel and, bu mpin g
Into another car, jerked forward into the
oncomi ng t raffic.

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 hoy got out of a yellow Cadilla c next to my car and point ed a gun at
me.

Complete the statement, using the relevant information from the newspaper
article but ornittinq 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 ecolo gical 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
co nnect ion, but your friend was held up in Customs.

Just after you had checked in at the airport in your ow n cou ntry, a stranger,
apparently an American student on the same flight , had started a
co nversation with your friend. This is part of the conversation you heard.

Stranger
Friend
Strallger

Friend
Stranger

Friend

Stranger

Friend

Have you bought any duty-free goo ds yet?
\Vhat do you mean?
\Ve ll, alcohol and tobacco are ve lY expensive ill Britain , so you
can save a lot of mon ey by taking some with )' 01 1. Even if you
yourself don 't smoke or drink, it's a good idea to take some as a
p resent.
I don't think I'll bother. I've got enough to carry already.
You're crazy! Don 't yotl know that cigarettes are about 8,5 a
packet in Britain? I'm going to be staying four weeks, so that's
more than S100. AmI I'm only a stude nt.
\Vell if you smoke that much , vou' rl bet te r bring YOll r own
cigarett es with you.
That's just the prohlem . They only let you carry 200 duty-free
cigarett e s in. I've taken a risk, I've got 400. But if they catch
me at Customs I' ll have to pay a fine , and I co uldn't afford that.
Look, why don 't you give me 200 of them and I'I1 take them
thnmgh Customs for you .. .
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A British lawyer represent ing 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 co ntained not cigarettes but drugs.
The stranger has not been caught; indeed , the police have no reason to
believe your friend's story.

The lawyer asks you to fax him a statement within the next hour in whic h you
report what happened. Write the statement (about 250 wo rds).

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 irrelevant details, and don 't write too much.

What should you includ e in your report and in what order? Cons ider the following
list , and delete anything irrelevant.

a your opin ion of drug de alers
b what yOll think happened
c de scription of your feel ings about your friend's arrest
d a plea to the British authoritie s' se nse of fair play and justice
e a heading or title
f direct quotation of the dialogue
g descrip tive details that bring vour narrative to life
h a sente nce testifyi ng to your friend's good character
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i what you saw and what y01l heard
j a description of the strange r
k an explanation of who you are and why you 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 parag raph 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 he (Ill Al1lc,icCJ1I .
J.\[y! ricmfs apparent ill ro! r;emellf ill dnl g-.'mlll{!J!,lill g .. .
Apparentl y , the st rallger tricked Illy[nend .. .

Supp ly the adjectival and adverbial forms in the table below .

Verb Adjective Adverb
to appear apparent apparently
to suspect suspe cted
to seem

to presume
to suppose
to allege
to be certain

C Writing
Write your statement (about 250 words).

Task bank: Tasks 10, 28 and 37
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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 writ ing 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

1.0 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. Read the article, then choose the best first paragraph and last
paragraph from those printed opposite. Make sure that the opening, the text and
the closing all fit together.

wh ich presented Sean Connery to an
appreciative internat iona l audie nce.
Ge ner ally spea king, howeve r, the
returns were less than the bea n counters

I had expected.

17 All in all, then, back ing Britain had not
j been a very lucrative venture for the

Hollywood stud ios. and in the en d they
withdrew their fina ncial suppo rt,
leaving us to reflect ruefu lly that what
had once seemed a new awakening was
after all no more than a false dawn.

8 The cinema her e has ne ver really
recove red from that setback. True , the
'60s unea rthed a rich crop of people,
m:.lIlY of who m are still around, but no
British money was forthcoming to make
up for the loss of American bac king,
and so the ind igenous movie industry
began its slide towards the sor ry state
we see today.

9 (Last paragraph missing)

Some films succeeded there , o f cou rse ­
Darling and Tom j ones among them. to
say nothi ng of the James Bon d pictures.

4 The grea t flurry of ac tivity thai such
people provoked brought its artistic
rew ards. Darling , for instance, wo n
Oscars for its star, Ju lie Christie, and
wri ter, Frederi ck Raphael, an d a
nomination for its director. John
Schlesinger. Oh, believe me, optimism.
co nfidence and eupho ria ran high ­
until the very end of the decade when .
all at once . the whole house of cards

I collapsed.

I 5 'x'har we had failed 10 realize was tha i
this apparen t reb irth of the British film
indu stry was funded almos t entirely by
American money. And thou gh the
movies d id pre tty well in Britain and
were greatly respected throughou t the
world, they fared rather badly whe re it
really co unted - at the American box
office.

1 (Fi rst paragraph missing)

2 There was a sudden flower ing of new
acting talent; the re were new writers
an d d irectors; there was an o utbreak of
movies that looked . sharply and w ittily,
at aspec ts of British working-class life
that had rarely been ex plored before.
Films were chu rned out in remar kab le
number s - 76 of the m in 1968. for
example, compared with the annual 25
or so that we can manage these days.

3 Before [he 1960s British actors we re, or
anywa y had (Q appear to be , midd le­
class unless they wer e content to play
servants o r provide comic relief. But
now this was no longer (fU C , and we
saw the burgeoning of stars from other
sectors of soc iety, people like Michael
Caine and Terence Stamp. Along wi th
them came an energetic ge nera tion of
directors and writers to introduce strong 6

eleme nts of social co nsciousness into 1

British films.
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A It \\'''L~ at some time near the end of the '60s that the

Americans stopped investing money in Brit ish films ,
and that was more or less the end of the British fil m
industry . A pity, because the '60s had been a good
time fl. >r British cinema. Today, we are only mak ing
about a third of the number of films we we re
makin g then .

B The 19605 we re , from the British film industry's
poin t of view, th e best of times and yet, in the end,
dose to heing the worst of tim es as well.

C Th e purpose of thi s article is to look brieflv at the
way in which British cinema in the 19605 enjoyed a
renaissance which continued un til the end of the
decade , when the Ameri cans ceased to invest in the
indust ry. The artic le will go on to look at the
negative effect that the '60s collapse of the indu stry
has had lip to the presen t day.

Openings and closings • Module 9A

C los ings (las t paragraph)
A To sum up , the 'fiOs see med to he good for the

British cinema until the ,·e ry end of the decade :
many good films were made, acting became a more
'classless' profe ssion , and morale was high. Oil the
ot her hand, the decade ende d with the collapse of
the industry , from which it has never recovered. In
conclusion, then , perhaps the 'fiOs we re 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, Il1 <.Uly

British directors are ,'ery successful in the USA, and
British te levision too is a success, hoth commerciallv
and artistically, around the world . .

C A fascinating decade , ce rtainly. Such a pity that for
film-makers, as perhap s for mallYothe rs, it all
tur ne d out to he a fool's paradise .

1.1 Writing for magazines: things to remember

Don't talk about yourself
You're writing for the public, not
for your friends. Your opinions are
on ly interestin g if yo u can explain
th em, justify them, or make them
enterta in ing.

Be interesting
People don 't buy magazines in
order to be bored, If yo ur article
isn't interest ing, the y wo n' t read it
- and the magazine won't publish
yo ur writin g again, To be
interestin g, you should :
• give yo ur art icle a good title,
• start with a good openi ng,
• use concrete images and facts ,

not concepts and generalizations.
• use precise a nd interesting

voca bulary.
• surprise the read er - or at least

say something new,
• kn ow when to fmis h - and fmish

in sty le,

Remember who you're
writing for
Who read s this magazin e? How old
are they? What nationality? Wha t
do they already know abo ut the

subject of th e article, and what will
you need to ex plain?

What are you trying to
achieve?
Are you try ing to persuade the
read er to do somet hing? To in form?
To adv ise? To recommend? To
enterta in? Or a combinat ion of
th ese?

Layout
Your article should normally have a
t itle and be writte n in paragraphs,
Som e magazin e articles include lists
- lists of instruction s, lists of 't ips'
or advice - which require a
graphic layou t such as tha t used
in "Be interesting' above. Note also
the use of subti tles on thi s page
a nd in certain magazine articles,

Organization and planning
Try to say j ust one thing in a
250-word article , Make notes, the n
summarize what you wa nt to say
in one sentence . You could write a
plan based on that on e sente nce;
the rest of th e art icle would explain
and illu strate wha t you want
to say,

Relevance
Make sure that yo ur article is
relevan t to the title, a nd th at
everything wit h in the article is
relevant to yo ur main idea.

Length
If a magazine or an English exam
asks for 'a bout 250 wo rds ', don't
write 500, The magazine wo uldn't
print the art icle; the exa mine r may
on ly read th e first half of it, and
you will certa inly be pen alised,
perh ap s severely,

Accuracy and libel
Don 't presen t opi nions. guesses and
rum ours as if they were facts. Such
ca relessness, apan from making
yo ur art icle inaccurate,
untrustwonhy and va lue less , can
also be illegal whe n printed in a
magazine, Distingu ish between fac t
and rumour by add ing a simple
word or ph rase: the alleged
murderer, the suspec ted mafIOSO,
I've heard it sai d that, .., the re is a
rum our th at ..., the minister is sa id
to have I ru moured to have I
su pposed to have taken bribes,
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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 Mag az ine Articles'?

o
The 'ope ning' is the beginning of a piece of writing
(e ithe r the first se nte nce or the first paragraph);
the 'closing' is the way th e piece of writi ng ends
(the last se ntence, o r th e last paragraph).

EJ Doo-be-doo-be-doo- wa, shawop bam boom! 7
. tter how a magazine ar tIcle starts .

Does It ma

D
To light a lire, lake a few big logs and a box of
mat ches. Stri ke a ma tch and th e logs will easily
catch fire. Later, wh en the fire is burni ng well ,
add some sma ller wood, which HUlst be very dry.
Finally, for a big blaze that will last a ll eve ning,
throw a sma ll twi st of paper on top of the fire .

Is that how to light a flre? Of co urse not. Yet
how few writ ers s ta rt their articles with the 'tw ist
of paper', the inflammable openi ng that would
brlng it to life!

f)
Two students of mine used to be great rivals at
ten nis, but recently Laura ha s become too goo d for
her rival. 'The only di fferen ce is my service', she
confided in me. 'Helena 's service is so predi ctab le
that I 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 th e open ing
of a piece of wri tin g - and many write rs could
'improve their game ' by developing a range of
different open ings.

Thi s art icle is about how to begin and how to end

a piece of writing .

Ii) There a r~ at least 15 different ways of beginning
a magaz ine article, an d a good dozen ways of
e nd ing: Not all of them a re possible in every style
of writi nq, but th e a bility t o choose interest ing
and appropriate ope nings and closings is a very
useful skill for a writer to have .

If) ~ane and Peters, in their authoritative work Writing Prose,
include a five-~agc essay entitled 'Beginnings and Closings'.
The essay begins 'The British essayist l lilaire Belloe _ wh o
knew, if anyone did, how to begin and how to end an eSS3V

- o~ce wrote that "To begin at the beginning is, next u»
ending at the end, the whole art of writing... ·Kane and Peters
close thei r essay with an epigram of their own: 'Anvo ne can
stop writing. On ly writers can finish: .

El
' Ju st take th e h orn out of you r m outh .' This
was Miles Da vis's advice to a fellow la zz
musician who didn 't seem to know h ow to
en d h is lengthy solos. But when yo u wa~t to
en d a piece of writing, is it enough to lus t

put yoUI' pen down'?

B Purpose
The ope ning of a magaz ine article has one or more purposes, in descending
order of impo rtance.

• to catch readers' attention and make them want to read the rest.
• to tell readers what the article is going to he abo ut (the topic).
• to te ll readers what the article is going to say (the content ).
• to tell readers how the article is going to he organized (the structure ).

Which of the openings in A best achieves the first purpose? (In other words,
which one would you most want to read?)

2 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 going to be organized?
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C Nine ways of opening an article
Match the openings 1-8 in A with the follow ing categories a-i. Some of the
categories may have more than one examp le; others may have none.

a A sUY1Jr;s ;ng!llct , perhaps including statis tics.
h A surprising, shocking or biZilrre statem ent . The reader keeps reading out

of curiosity: how are you goin g to continue ? Do YO\l really believe that? What
on earth are y 0 1l talking ahout?

c A qu estion . This help s to de fine 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 )' 0 11 are go ing to say. It lila)' he a story abo ut the

subject itself; it Illay he a story about another topic that has something ill
common with the subje ct of your art icle .

f A state ment of the topic . Th e state ment men tions what the topic is, and
ofte n summarizes what you are going to say. Thi s ope ning is often the key to
the organization and paragraphin g of the article.

g A llefinition of tire topic (sometimes a dictionary definition). This opcnin g
may he appropriate , but is one of the least interesting.

It A description or image that e vokes a suitable atmosphere or symbolizes the
whole question .
A reference to a u'ell -knowu phrase from literature , a song, a proverb, etc. ;
an allusion or 'rewritte n' quotation .

2 Here are five more openings, all of them introducing an artic le on the same
subject. What subject?

Ii]
As M ark Twain might have put i t , reports of the
death of the family have been greatly exaggerated.

m
Jane Smith is a j unki e because both her parent s
are in th e police force . She had probl ems at
school, but when she got home she found no one
to ta lk to . The day she brok e up wit h her boyf riend,
both her parent s were worki ng late. Jane's parent s
were never there when she wanted t hem. If they
had been , would she have needed to turn t o drugs?

min th eory women are f ree, yet everywhere t hey are stili
in domest ic chains.

rnJ
It's 6.00 in the evening and Jason hasjustcooked dinner for
two. He's sitting in the kitchen, waiting. lie's had a long day.
lie got up at 7.30, ale breakfast alone, did the washing-up
and made his bed. lie still hadn't seen or spoken to
anybody when be left home at 8.30.Jason is 12 years old.
lie'swaiting for his dad to come home from work.

rn Forty years ago, 75% of w ives in Britain were
'h ousewi ves' whose husbands were working: today
only 20% of Bri ti sh fami l ies fit thi s model. What
fac tors have led to this change, and what effect has it

had on socie ty, in particular the upbringing of
chi ldren?

3 Match these openings to the categories a-i above.

4 Whic h of the openings 1-1 3 use quotations or direct speech? Would these
openings be just as good without the quotations 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 open ings do
this, and which of them is most successful?
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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

2.1 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 film 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 ENO come
up on the screen? What signals does the film give out to tell us it is finishing?
What makes a film feel com plete? 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 art icle

1 Return to th e beg inning: a conclusion paraphrasing the opening, or a retu rn to
the hnngcry or words of the opening.

2 A Summary or coucl usion.
3 A Question ,
4 A Quotation .
5 An Image / picture , symholizing the end ( SU II Set, death) or a new heginning

(dawn, birth ).
6 A short senten ce 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 ill all; (h ell ; (0 sum ul" There is a list on page 23,

B Examples
Here is the opening of an article attacking education ,

I don't believe in education. In m ost cases it does more harm
tha n good. In the words of O sear \ Vilde, ' Igno ra nce is like a
delicate exo tic fruit - tou ch it, and th e bloom is go ne.'
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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.:.1
They say t hat education promotes civilized
val ues, tolerance and understanding. They
say that education opens t he doors to
happiness and success. Educat ion, as I have
shown, does precious little of this. School
education does even less.

I!l
In short, it is high time we questioned the law requiring
all children to be educated. This law is an abuse of a
fundamental human right, the right to innocence and
individuality.

liI N o , I do not believe in education.

m
To quote from the song by Pink Floyd, 'Teacher! Leave

thosekids alone!"

l!I And in this brave new world that I envisage, education
will be a minorit y interest, rather like the hobby of
growing stunted bonsai trees . A new generation will
spring up, a virgin rainforest bearing the exotic fruit of
blissful ignorance.

~
In the light of all this evidence, who could st ill believe
in education? Who but an educated fool?

l!l As the poet so rightly says, 'Where ignor ance is

bliss, 'tis folly to be wise.'

C Pract ice
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 A nd
yet, even in a city, there arc at least five ways you can enjoy
yourself without putting your hand in your pocket.

2.2 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
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98 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.

I The subject of the review is dearly identified, with all the essential info rmation
(\\'hat? \Vho? Wh ere? \"hen ? IIow muchi') This is donc e ithe r in the heading or
the first lines of the revi ew, or both .

2 A detai led description and analysis , includin g the reviewer's opinions. A reviewof
a hook or a film shou ld sum marize the plot , telling the story ill the presellt tense,
but should not reveal the ending.

3 A conclusion in which the revi ewer makes either a judgement or a
reconunendution.

1.0 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 com e 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 Sommersbv returns to his wtfe and SOil in rural Tennessee after fighting
in the Civil War. he seems a changed man. The question is whe the r Sununerxhv
(Richard Cere ) is or is not the man that Laurel (jodi e Foster ) married years a~o. His
transformation has been so great that many people wonder whether Sommershy* is
all impo stor. Lau rel" , too , is bewildered hy her rediscovered hu sband. who seems
too good to be true.

* In 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.

this is a film for every age hrucket and is highly recommended for all those who
enjoyed julie andrews earlier film the sound of music

2 if you like your thrillers moody atmospheric pessimistic and spine ch ill i n~ly

bloodtlnrstv then this is the film for von. .
3 the piano is essential \iewing as dive rse and tuneful as the instrument of its title
4 youll laugh y011 11 cry voull love every second of sleepl ess ill seattle se ntimental

who cares
5 this is the most tedious of road modes and whe n the fugitive lovers finally come

to the end of the road shot dead bv cvnica l detective eddie mars dint eastw ood
the few people in the cinema still awake applauded recommended for insomni acs
onlv

6 overall however the films faults do not spoil an exciting and stylish piece of film
making we ll served by an intens e script and fine performances from its cast
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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 (,I). The
exercise begins with two examples (0).

Ka tharina J1c(linger~s Ch ristmas Cookbook (Goose Press)

() Christmas is co ming soon wi th all its secre ts , festivi ties and tJ..tt..
() traditional dishes. Right on time , Goose Press have puhli shed
1 Katharina Iledinge r's sumptuously illustrated hook , which con taining
2 many a sugge stions for the prep aration of gifts, decorations am i
:l food. In each case , step-by-step instructions and det ailed lists of
4 ingredients are ghoen. making Christmas prep aratio ns casy even for the beginner.

.5 Th e first chapte r, 'Early Prep arations', sta rts with explain all the
6 things that can to he prep ared about two months before Christm as,
7 such as homemade gifts, candles, wrapping paper and Christm as puddings.

8 In the second hand chapte r, 'Countdown to Christmas', Hedi nge r
o describes how to make dec orutious that need with fresh ingredient s

10 such as leaves, twigs and Hewe rs. Here you will also have find
11 sugges tions on how to ge t decorate the tre e. The last chapte r - ' Last
12 Minute Preparations' - again conce ntrates on all sorts of gift
13 wrappings , special Christmas dishes and tahle of decorations.

14 You wi ll enjov readi ng this marvellonslv illustrated hook and as much as
15 yon enjoy Christmas itself. \Vell worth at the price of £12 .99, it turns
Hi to preparation for Chr istmas into an art form.

th e

Book reviews
Non -fiction
Fiction
Stories
Genre
Techni cal
People

biograph y , au tohiograph y , hiMOn} , rejerence hook, manual
nocel, sho rt story , play , best-seller, selJuel
scUil/g , plot , climax, theme
romantic nocel, detective story , science jictio», sJl Y story, thri ller
paperhack, lianlbncl« , coeel', chapters , illnstrations ; preface
nocelixt, pla!J!Clight , hiographer , author, icriter, poet, editor,
publisher

concert , recital, chamber I sympho 1lY orches tra , concert hall,
0JJcra house
concert live nerjormance aia, J ' 'h h

[azz halll l, blues band, rock bmul,folk gro /lp , pop group
sharp ,jlat, out of tune, discordant, tuneless, inaudible. out of time
CD (compact disc ), cideo disc , cassette. singlc, album

Hock

Bad music
Hecordings

You may also need to write reviews about music. These follow the same structure.

.\Iusic re views
Classical
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1.2 Film review
Comp lete the review by wr iting the missing words in the gaps. Use only one
word for each space. The exercise begins with an example (0).

Howard'sEnd
The partnership of j ames Ivo ry. director. and Ismail
Merchant. producer. has been making films for
almost 30 years. But (0 ) it has
seldom ma naged a more successful literary
ada ptation 0 )__ _ that of E. M.
Forster 's Ilouiard 's EI/d.

It is (2) of those elegant period
pieces (3) which the

i

Merchant-Ivory team is famous (the book
(4) written in 1910) and is their
third Forster adap tation , followi ng Room With A
View ( 5) Maurice. It is also their
best - beau tiful to look (6) _

subtly scripted by Ruth Prawer jhab vala. the
novelist (7) is their regular
collaborator, and acted with panache by a
distinguished cast.

Film r eviews
Types of film

People

Technical

Narrative

Theatre reviews
Shows

People

Holes
Words
Things
Organization

The book is (8) story of two
families: the Schlegels are cu ltured and liberal, the
Wilc ox family prosperous and conventional. Its
theme conce rns the breaking ( 9) _

of barriers be tween people who find it impossib le
to understand ( 0 )- _ ot her in
normal circumstances.

Emma Thompson and Helena Bonham C~1I1er

play the t\VO Schlegel sisters whose fates become
inextricably linked with ( 11) of Mr
and Mrs Wilcox (Antho ny Ho pkins and Vanessa
Redgrave), Helen (Bo nham Carter) falls in love
( 2 ) the ir son; Margaret
(Tho mpson) is befri ended by Mrs Wilcox and,
(13) she dies, marries Mr Wilcox.

Each per formance makes its mark. j ames Wilby,
Prun ella Scales and Samuel West are also involved.
but it is Hopk ins. (4) the
puritanical Wilcox. 0 5) heart is
softe ned by Margaret , who is most nota ble.

featu re film , docu mentart] , box office success / [atlnre,
biockhnstcr, art movie, thriller, \Vester /! , IlOrror fil 11l ,
comedy (romant ic, !Jlack), cartoon , lore story
d irector, produ cer. cameraman, cast, actor / actress (the lead .
star, co-star).
ccmerauiorlc, camera (Ingles , cm location, in the stud io. subtitled .
dubbed. screenplat] , scri pt. soundtrack , special effects. stunts
stonjl;lle (plot), j illal scelle, clillUlx,jlashlHlck

play, traged y . comedy . farce. musical . cabaret . ballet.
modem dance
directo r. set designer, costwile designer. stage l1ul1lager.
aud ience. prima ballerina, princip al dancer, choreographer
the titl e role. alcadillg part , a icalk-on pa rt -
a speech, a lIlc)Ilologue / soliloquy . dia logue
stage. sceuenj , !Jackstage. box office -
The curtain rises on Act I Scene 1; it falls at the inte rval and at
the end - the fi lial curtai ".

Television r eviews
Programm es current (~fJairs, nature pro gramme. the llelVS , a docu mcntanj, (/1/

educational program me. (l soap opera . situation comedy, dra ma.
game siunc , chat shmc , rariety slunc , child ren's programmes
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1.3 Restaurant review
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 exercise begins with an
example (0).

STIR CRAZY
31 Camden High St, London.

Th e Concise Oxford Dictiona ry
de fines stir-crazy as ' me nta lly
deranged from lon g im pr isonment '.
Dave, the s lightl y balding manager
or Stir Cra zy, didn 't look olThis
head. The only clue that he m ight
11(" "C been ou t of circula tio n for a
while was (O)~. llu t perhaps
the tacky ca rtoons on a duck
the me. the incredibly bright
lightin g and the ging ha m
tablecloth s were ju st irres istibly
chea p.

OK, so Dave 's not the enfa nt
terrible of Ca mde n cuisine. But he

has got a tri ck lip hi s s leeve: a
Mongolia n ba rbecu e. A nat, se m i­
circu la r hotpl ate th e s ize of a sma ll
sofa ad orn s OL..........--. Diners pick
lip a ho wl a n d ch oose raw
ing redients from th e buffet:
ba mboo sh oots, ch ick peas,
m ush room s, pi neapple a nd
pep pers lie adjace n t to (2)__.
Herb s, spices and chopped n uts s it
ill tin y pots, w hil e tall ves se ls hold
ladles and a se lec tio n of sa uces.
Y OLI pick and mix - a blackboa rd
re com mends what goes wi th w hat
- a nd Da ve s laps th e se lection onto
the barbecu e. In two minutes
you' ve got a stir fry. On e trip up
and down cos ts £4.95, wh ile £8.95

bu ys yo u (5)~_.

T he stir fry reta ins its Ilnvour and
cr ispness, is re all y ta sty a nd for
some re ason feels hea lthy . The
sta r ters (a ll £ 1.75) arc medi ocre,
but (4)__. Da ve's mum makes
th e pancakes with hot che rries an d
ice cream . T he che rr ies a re not too
sweet, the vanilla ice cream is as
goo d as Il aage n-Dazs and (5)__.

T here's so meth ing 10 he sa id for
picking ra w ingre die nts, seeing
th em cooked before yo u a nd
(6.L _. \\'ha t Da ve lack s in tas te
he's mad e lip for in com mo n se nse.
He's gil-en someth ing ba ck to the
diners of Ca mden . He's e m powered
th e peopl e. •

A the hack 01" the restauran t
B that sort of thing
C the restau ran t's glaringly tasteless decor
D cilIT)i ng them back to your table
E more than half ~L~ much
F the desse rts are something else
G fi nely sliced raw bee f and chicke n, prawns and fish
H unlimited servi ngs
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 I or me?

1.4 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 studied.

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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PUBLIC INFORMATION
Leaflets, brochures and information sheets

Tourism

page 132

page 135

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.
lntorrnation 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.

1.0 Model
A Read 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).

HOMEOPATHY is an effective and scientific
system of healing which assists th e natural
tendency of the body to heal itself. It recognizes
that all sympto ms of ill healt h are expressions of
disharmony (O)~, an d that it is the patient
who needs treat ment not th e disease.

What: is homeopathy?

In 1796 a German doctor, Samu el Hahneman n,
discovered a different approach to the cure of the
sick which he called homeopathy (from the Greek
words mean ing 'similar suffering '). Like
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Hippocrates two thousa nd yea rs ear lier, he
realized that there were two ways (1)__, the
way of opposites and th e way of similars.

Take, for exampl e, 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 regu lar doses of drugs which can
sometimes cause side-effects or addiction.

The way of similars, the homeopathi c way, is
(3)_ _ a minute dose of a substance wh ich in
large doses causes sleeplessness in a healthy
person . Surprisingly, this will ena ble the patien t



to sleep naturally. Because of the minute dosage,
no side-effects or addiction will result.

How does it work?

Homeop athi c remedies work by stimulating the
body's own heali ng power. This power is very
great (4)_ _ , but when the healing process is
faul ty, 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 righ t rem edy, yo ur
homeopath will wa nt to kno w all about you. You
will be asked man y questions abo ut yo urself as
well as your illne ss (6)_ _ , both prese nt and
past. The init ial consultation will probably last
an hour or more.

Leaflets, brochures and information sheets • Module 10A

What will the treatment be like?

Your homeopath will give you a remedy, often in
the form of pills whic h should be allowed to
dissolve under the tongue . Nothing else shou ld
be put in the mouth for at least 20 minu tes
(7)__, not even toothpaste or ciga rettes .

What can I expect to happen?

After tak ing the remedy, you should notice some
changes. For instance, (8)_ _ your symptoms
appear worse for a short time. This is the remedy
tak ing effect, and you sho uld feel the beginnings
of recovery whe n this period has passed.
Alternat ively, patien ts ofte n ex perience a period
of exce ptional well-being and opt imism.

A what you perso nally need
n within the whole person
C the right rellledy and
D before or alte r taking the remedy
E some people com plain
F to gi\ "e the patient
G to bring on an artificial sleep
II of treat iog ill health
I it occas ionally happens that
J to achieve the desired effect
K and also about the health of your family
L and lllallYcomplaints hea l thems elves 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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1.1 How to write a leaflet
A This advice is written and set out in the manner of a leaflet.

H ow to write a leaflet

What makes a good leaflet?

A good leaflet is o ne th at m akes peopl e want to pick it lip a nd
read it.
So it must look good.

* TIT LE AND HEADI NGS - give your lea flet an eye-catching ti tle;
break the text into short sections with appropriate headings.

* TEXT - short and light; avoid very h eavy, com p lex sente nces a nd
lon g blocks of prose.

* LETTERING - headings and titles shou ld he BIG and attractive.

* LAYO UT - shou ld he vi sual. Lists can he present ed in columns,
w ith items either numbered or marked, as here, with a n asterisk.

Before you write

Make sure yo u know who you' re writing the lea flet for , a nd w hy.
Are you tr ying
* 10 sell th em som eth ing'!
* to persu ad e them to do someth ing?
* to warn th em about someth in g?

Making notes and writing

I Writ e down eve ryt h ing you want to in clude.
2 Group these ideas into sections.
3 Giv e each sec tion a heading; rej ect a ny ideas th at don 't lit.
4 Decid e on the order of the secti ons.
5 Think of a good title (01' do this at the end - but leave spacel).
6 Write.
7 Check and revi se. If you hav e tim e, rewrite.

B This is the text of an appeal by the British charity War on Want, which
campaigns against wor ld poverty. Copy the text, punctuating it and adopting the
layout of a leaflet.

human rights begin with hreakfast at a tim e when th e world corrun uni tv is
conside ring how to prom ote universal human rights war on want is launch ing a new
campaign called a human right to development war on want believes that it is time
that equal attention should be gh"en to social cultural and economic right s alongside
chi}and political rights universal human rights will never exist while one in three of
the world 's children are malnourished one in [our people worldwide are without
adequate homes lack of decent healthcare mean s c,"ery year 40 million children
worldwide never see their first birthc lav 80% of all sickness and disease is due to
unsafe wate r and sanitation globally £1.5 million is spe nt e,"ery minute of c,"ery day
on arms and armi es for more information on war 011 wants work please con tact us at

War on Want, Fenne r Brockway Hou se, 37-.39 Great Cuildford St,
London SE1 OYU
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1.2 Writing
Part 2 writing task
Next year, for the first time, a large group of English-speaking people will be
joining your school I college I workplace for one year. On behalf of the students I
workers, write an informati on 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

108 Tourism

1.0 Writing for a tourist brochure
A A tourist brochu re 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?

D Welcome to Oxford
••••

Oxford ha s many old buildings (in one square mile, there are
over 900) but no tall monuments from which you can see th e
whole city. The University consist s of 35 colleges in different
parts of the town. Many good bits of architectu re, as well as the
entrances to some of the colleges, may be hard to find.

W~;?~;s~~n~;fO~?ead amidst a tang le of 35
. . I different colleges and halls inhi story are im presswe y .

documented in Oxford's streets, various parts of th e CIty cedntre,
h I side by Side with sho ps a n

houses, colleges and ~l aPle s. offices Nor does Oxford flaunt its
Within one square mi e a one, .

. has more than 900 treasures; behind department
the CIty . I stores lurk grand Palladwn
buildings of orchrtecturc or d s or half-hidden crannies
historical interest. oorway. Th

For the visitor this presents a of medieval arc~:tecture . be
challen e _ there is no single entra nce to a co ege may e
bUildin~ that dominates Oxford, tucked dOW~ a narr~,:~~e:c,w::'
no famous fortress or huge and even t en IS un I
cathedral that will give you a Slgnpos ted. d '11 be
short-cut view of the city. Even Persevere, an you WI
Oxford's famous University is a mply rewarded .. .

a What is the difference between the first and the second text?
b Does the second text include any tects that are absent in the first text?
c Why is the second text so much longer than the first?
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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 theNorth

In a sheltered spot amonghills and rivers nestles
Rovaniemi. Aplace to relax in contentment;

between thehillsofOunasvaara and Korkalovaara,
enclosed by the rivers Ounasjoki and Kemijoki.
Close to the heart of MotherNature.

The countryside around Rovaniemi releases
warmth. or reddens the cheeks in the winter frost.
At the height ofsummer 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 ofitself, but the

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 isthere tobe found in the shelter ofthese
hills, by the murmuring streams, right in the heart
ofnature'Electricity, traffic, the bustle ofpeople,
thelaughter ofchildren. the greetings offriends.

An expressive, vital city andits inhabitants bid
you welcome. Rovaniemi offers you a place in
its heart.

Roraniemt - a uinter uonderland
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1.1 Making the most of your region
A In most lines of the text , there is eith er 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('!). The exercise begins with three examples (0).

Welcome to the Landes!

A limitless coast
o Scvcntv sun drenched miles of fi ne sand. " Tide-open spaces of natural
o countryside and freedom. Peace full freshwater lakes for the enjoyment
() of all the family. Recen tly-buil t resorts in perfect harmony with the
I surrounding landscape. Th e coast of the Landes, unique in Europe .

All the emotions
2 The festivals which bri,"C rvthm to the year in the Land es find new
3 conoisseu rs eac h veur. From the flamenco art fes tival to the fest ival
4 of the abbeys, emotions can be guarantee. Likewi se , in the numerous
5 iuus. whet her highly reputed or little, known . the visitor is offered all
G the genros ity of the Landes, the hospitality of a region which has maintained

the ancient traditions.

Splic e f or lIctioll
7 The open spaces , available here have e\'e rything for those who are
8 looking for act ion. The ocean offers some of the best waves in Europe,
9 where fans of the surfboard can surf along side the champions. Golfers

10 will find outstanding courses desingcd by the hest archit ects. And the
II countless fores t paths, invite the visitor to explore the forest on foot or hy lncyclc.

A culture to savour
12 In the Landes, culture can be found at e\ 'ery turning Th e marks of
13 history are to be seen and felt at the heart of eac h town and \i llagc.
14 And the unique charm of the cu lture is enhanced as the f roce of the
15 ocean, the calm ofTthe Adour river and the tranquillity of the forest ming le

together in a harmonious landscape .

. .

sUII-tlren ch etl
Peaceful

B Who was this leaflet produced by? Who was it written for? What is its
purpose?

In what ways is it different from the homecpathy information sheet on page 132?
(Think of the grammar the sentence structure , and the choice of vocabulary.)
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1.2 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).

o DEPEND

1 CULTURE

2 CENTRE

3 SWEEP

4 CONTINUE

5 CULTURE

6 EUROPE

7 RACE

8 TOLERANT

9 NATURE

10 SPAIN

11 SLAVE

12 LABOUR

13 DEVELOP

14 POPULATE

15 DECIDE

16 COMBINE

15 DECIDE

16 COMBINE

17 DEPEND
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TRINIDAD AND TOBAGO

Th e nation of Trinidad and To bago nestles close by the coast of Sou th America ­
either the first among Caribbean islands, or the last word, (0) . . . Oil your direct ion.

On ce part of the mainland , these island s decid ed they wanted their own iden tity and
drifted north . Geologically, they re mained as exotic as Brazil. (1) " ' , they becmue a
law unto the mse lves!

A mere 21 miles separates Trinidad and Tobago, daily spanned by plane and ferry.
Trinidad is the larger of the twins - a riot of natu re 's exube rance . from the mountains
of the Nort hern Range , to the (2) . . . plains, to the soft, gree n hills of the sonth.
Tobago is a masterpiece in minature, with a spine of forested hills stcc phng down to
\\1nd-(3) ... shorelines .

Vis it a rainb ow

T & T is ethnic diversity. Name a people, and they're probably here , (4) . .. creating
and re-creating their ri ch (5) .. . stew, African and Indian descendan ts dominate the
mix hilt throw in Chinese, Lebanese, (6) ... and Ame rind ian, and you have a vcry
special blend . (7) ... and religious (8) ... comes (9) ... . All are proud cit izens of a
place known, since the ea rliest tim es, as 'Th e Land of the Hummingbird '.

Two hi storie s, one d estiny

Amerindian spirits linger at C uayagnavare , Tunapuna. and Cocorite. 'Trinidad ', itsel f,
was Columbus' name for the island with three hills that he espied in 1498. Th e (I O)
... sett led in Sangre Grande , San Fernando and Port of Spain . F rench plan ters,
up rooted by the Revolution in 1789, gave us Sans SOlid, Blanchisseu se . Matelot .

With the evil of (11) .. . abolished iu 1833, indentured (12) .. . we re brought to
Trinidad, predo minant ly from Indi a, As the irrepressib le African and Indian
influences perm eat ed. modern Trinidad was born .

Tobago"s biography, too, is told hy names. British rule ga\'e us towns called
Scarborough, Plymouth and Hoxborough , while its (I3) . . . into the richest sugar
island in the Ca ribbean led to a modem (14 ) .. . of mostly African descent.

It was the inspired (I5) . . . of a British bureaucrat that crea ted the magic (16) .. . we
are blessed with today. Thus, it was as one nation that Trinid ad ami Tobago gained
(I7) .. . from Britain in 1962, and , in 1976, declared itself a republic.
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0 clepeJiclilig 9

1 10

2 11

3 12

4 13

5 14

6 15

7 16

8 17

1.3 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.

A ge ne ral introduction to the town , mentioning one or two key features hu t
above all descrihing the who le town in vcry positive terms.

2 A ~lVCl lking tour' - a guide d to ur followin g a route aroun d th e town and point ing
out some of the monuments, churc hes and places of interest. This sect ion lIIay
include architectural info rm ation .

3 Hotels , restaurants , pubs, dis cos ancl dulls - a hri ef guide to accommodation
and ente rta inment. Th e Arts are not mentioned in this section.

4 The Performing Art s - a brief guide to music, theat re, dance and cinem a.
5 Tire Visua l Art s - a brief guide to museums, galleries , publ ic sculpture.
6 T radi t ions mul customs that the tou rist can enjoy.
7 Famous local people , eithe r historical or Ihing - a brie f article summarizing the

person 's life , achieve ments and cont ribution to the town .
8 Industry llncl employ me nt - a brief article wri tten for two pllTposes: to paint a

picture of a modern town which is th rivi ng economically and not just living ill the
past; to attract industry and investment to the town .

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
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TASKBANK

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 words.

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 to 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
com ing 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
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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 somewhere 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 acceptabl e in their country, but shock, surprise
or offend in your country; conversely, they sometimes fail
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 tourists 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 request (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 who is 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 Is 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 wor ld 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 yourletter is leftveryopen here, giving

youa lotof scopeto demonstrate your skills and creativity. To
succeed in this taskyou should writea letter that the people
who buythe newspaper would enjoy reading. You might criticize
the President, or you might praise him. More constructively, you
might draw hisattention to one or moreof the many ways in
which he could use hisimmense power to make the worlda
better place. Arethere 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!
Unemployment is Increasing throug~~ut thedeveloped world,
and its effect on individuals and families can be tragic. ~o you
havea solutiontothe problem ofunemplo)ment?Consider the
causes ofunemplo~1l1ent. and howwork could be bettershared.
Write an article (about2;0 words) enutled 'ASoluuon to the
Problem ofunemplo)11lenl'. I'.5. ~Iagazine will publish the best
article reechoed.

Task 15
The problem of famine in the Third World is ever present
- but easily forgo tten from the comfort of our 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 magaz ine, write a review (250 words) of
the worst film, concert or 1V programme you have seen
recently.

• You havea good reputation as a critic, and you will maintain this
reputation by offering a balanced judgement. Mention the
positivepoints as well as the negative aspects, and justify your
opinions.

Task 17
You have just received the following letter from a 19­
year-o ld friend who is worki ng in New Zealand. Write a
reply to her letter (about 250 words).

Help! ! needyour advice!
Things with Gary just got worse and worse, and

I'm not going out with him any more. I can't believe I
came all this way just to be near him! The trouble is,
I'm still working in his parents' fact ory, so I still see
him most days, and he always makes sarcastic,
hurtful comments. I've been offered two other jobs,
one in a bar and t he other in a pharmaceutical
factory. But as you know, I don't approve of drin king
or drugs, so I turned them both down. Oh yes, one
more job offer (much more interesting!) I met a man
who is looking for crew to sail around the Pacific in
his yacht. But I haven't seen him again,

Anyway, without Gary and his friends I don't
knowanybody here. I never go out any more, but
spend my eveningsat home thinking of the good
times we all had together last summer.

I had so wanted to explore these islands, the
mountains, the beaches, the Maori culture. But that
dream has gone now, together wit h my hopes of
improving my spoken English (I hopeyou don't mind
my practising my writ t en English on you, by the
way). There are only two reasons why I haven't come
home already. First, I'm having t rouble changing the
date of my liight. And second, 1haven't really got a
lot to go back to: when I came out here I had to give
up my job and my fiat, and it cost me all my savings.

Please write and tell me what I should do! Your
advice would bring a ray of sunshine into my

confused life!
Love,

Anita
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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 on a foreign holiday, you
see someone leave a bag underneath a bench in the
railway station . The following day, you learn 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 of the bench. (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 one
in Britain; unfortuna tely, 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
I f you could invi te any tw o famous people to
dinner at your house one night, w ho \\:ould you
choose? The people may be dead or alive , from

htsto ry or from fiction .
• Say why you choose these people
• You mav also briefly discuss your plans for

the evening
LEKGTH abou t 250 words
PRIZE SIOO cash plus a d inner for four at the

restaurant of your choice.
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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 one 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:

• Writethe article in the form of a letter written by a dissatisfied
tourist.

• Write the article inyour own voice, afterhearing from a
dissatisfied tourist.

Task 24

P S. Magazine Co m peti tio n: memories

that take you back!
O Uf memories and dreams often return to a
beautiful place we once visited - childl~ood
memories of visits to a farm or to the CIlY·
adolescent settings of first romances. adult
memories of beauty spots. holidays in the
mountains, beaches . . . In about 2;0 words.
describe that place, and P.S. M agazine w~ll _take
yo u back there. as well as giving you a .\:2 ) 0
cash pr ize , if your article is selected for
publication in our April ed ition .

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 accommodation, amenities and
facilities, and suggesting that they change their holiday
plans.



Task 26
You spent last summer workin g on a fruit farm in
England . The farmer, John Ambridge, has written to you
asking you to come and wo rk for him again next
summer, th is 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 ADVERTISH IENT

LOOKING FOR A WORKING HOUDAY
IN BRITAIN ?

Th en spend Ju ly and Aug ust
PICKIi':G FRUIT

at Archer Farm. Evesham

FREE ACCO~I~IODATION in the 'bunk house' <­
one dormitory for the boys, and one for th~ . .
girls _ with good washing and cooking facilities .

MINIMUM AGE 16. Fruit pic ke rs are o rga nise d
in 3 team s of 6, each with a team leade r. The
team leader is responsible for the welfare of the

youn ger members of the team.

PA'\' is by piece work: you are paid according
to the amount of fruit you pick .

SOCIAL LIFE - meet and work with peo~1e

your 0'x-0 age from all over ~he \vorl~~ l our
team leaders will help organize gam es and
activities on rainy days, and there's a mini-bus
for excursions and cinema trips.

PLUS ALL THE FRUIT YO U 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.
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E XTRACT FRO~I ) A.\tFA"i'S LElTER

'. . . I just got a letter from John Ambridge - I expect
you have t oo. He says he wants us both back again

next s ummer , ..
These are the not es I've been making about the

things I want to mention - I think it'll be really
effective ifyou 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 summer ­

must be repaired. More games and activities
needed: disco in bunk house? t able tenn is for rainy

days? volleyball?
Young aeoale: too many aged 14 & 15 last

summer (y~u ;emember the problemsl) Minimum age
16 to be enforced if I'm In charge of the little

darlings!
Actually, I'd be really grateful ifyou sent me a

coPy ofyour letter - to make sure we're both aSking"
for the same things, and also to help me write mme.

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 someo ne, 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 alone) 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 a 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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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
all went with the police to make a statement.

This morning, you receive a letter from the American
woman. Here is an extract from her letter.

' . . . flD YDUrememberme? I',,: Annie, t~e Dne whD
calle3 the pDlice when YDur fmn3 ha3 hIS wallet sto len.

Anyway, /'m writing t» tell YDU that last week / rea3 a
letter in Dur IDcal paper fr Dm that DI3 man whD saw
YDur frien3 ca tch thepickpDcket. He DbviDusly
misun3erstDD3 everything. These are the th,ngs he
claims we 3i3:
• attack an innDcent victim (three against Dne)
• stab him in the leg
• rDb him Df all his mDney

lea ve him to 3ie.
He even thinks / was an accDmplice, when we '3 never
even met before. He says were were scruffily 3rme3 a.n3
IDDk e3 like prDfessiDnal thieves. He reckDns that tDUrlSts
visit places te attack an3 steal bef ore mDving Dn. The
trouble is, nDW IDts Df peDple have been writi ng tD the
paper in support Df his letter, cDmplainingabDut
tourists. 1'3 be reallygrateful ifYDU CDu l3 write tD the
newspaper saying what really happen.e3. /~ asmall
way, YDur letter wDul3 help fight aga,nst 'gnorance an3

preju3ice. '

Write a letter to the newspaper setting the record straight
(about 200 words) and an appropriate post-card to the
American woman (about 50 words).

Task 29
You are alone at home, waiting for your two English­
speaking guests to come back with the shopping. When
they arrive, you are going to show them how to prepare
a special meal that is traditional in your country. Suddenly
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).

Write the note (100-200 words).

Task 30
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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250 words) that succeeds in both expressing your anger
(and ensuring that your friend doesn 't behave that way
again) and renewing your friendship.

Task 31
You are on holiday and you have discovered a wonderful
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
yours. Write a letter to your friend (about 250 words)
describing the place you have discovered and the
person you have met, and trying to persuade your friend
to come and join you. Tell your friend what a difficult
choice you will have if they don't come to join you. At the
same time, be careful not to offend them.

Task 32
Here is an extract from a letter written to you by Shane,
an Australian friend who is at present living in Britain:

• Next rronth is my 19th birthday I and I ' rn going
to have to take a big decision . In fact , I 'd
really appreca.at.e i t if you wrote and gave ~ your
dvi You see I'm in the poai.tion of havanq toa ice . I Li

be three r-hi.ncs First , I could rea azechoose tween '-' LU.~ •

dream of becaning a professional foot.b3.11er ­
7 ve teen of fered a cont r act by Bri~t~l . Rovers !
OK, s o they ' r e only in the Fourth D1V1S10~, l:ut
everyone has to start scrreNhere . Altemanvely, I
could go to University : l ive got a place to study
Engineering at Leicester I and I \\Olld get a srral~
scholarship to enable rre to crnplete the course
three years . My third choice is to do what my .
father real l y wants me to do - to go reck to Alice

. and he lp him run the family hotel there .
Spr ings th W' l l ards '
(He ' d protebly also like rre t o rrar'ry e l

daught er f r an next door - and give up al~ my other
girls !) Do write and tell Ire what you think ,
because vIDichever I choose, I 'm sure to lose the

other tw:) q;::portuni ties . '

Write your reply (about 250 words).

Task 33
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 family
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,
including vacuuming and washing-up; and the choice of
either gardening, cooking or walking the dog.)

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' .



Task 34
The International Health Council is collecting inforrnation
about eating habits around the world. They invite you to
submit a report of about 250 words to cover:
• the availability and affordability of fresh vegetables,

fruit, fish and meat in your area.
• the typical diet of people 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.

Write 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 a more balanced picture of
the schools, the British Centre invites all advanced
students to write a 250-word report 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 methodology.
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, sightseeing, 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
outstanding 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) recommendin g two suitable locations
and showing the advantages and disadvantages of each.

Task 37
Write a magazine report of 250 words describing a major
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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 coun try
today. The editor has asked you to:

• give your article an interesting title.
• briefly summarize the 1V channels available and the

kind of programmes they show.
• comment on the positive and negative effects of 1V,

whether on society or on the individual or both.
• suggest ways in which 1V 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 words).

• Beware of self-indulgence. The reader of the magazine doesn't
know you, and prob ab ly doe sn'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 democracy. For
instance, there is a democratic body ('The House of
Commons ') elected to govern the country - but any
decisions that the Commo ns 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
17-1 8 year-olds, a 250-word article in which you
describe your own country's political system and
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comment on its strengths and weaknesses, Write the
article,

Task 41a
For a young people's English-language magazine in your
count ry, write an article giving advice on one of the
following subjects:

• 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 prob ably be more appropriate to tell interesting sto ries
about your personal reasons for choosi ng the records than to
write the whole article as ifyou we re a music crit ic.

Task 43

P S, Magazine Writing Co m p etit io n :
Win a Free Holiday in the U.S.A.

Imagine that next summe r yo u are going .to
spend a month louring the U.S.A: You WIll ~e ,
travell ing with a friend. You don t wa nt to ca rry
much luggage so yO ll decide that, apart f:o.m
any maps. dictionaries. gram mars and r~hgl()ll S
books. VOlt will tak e just th ree books w ith you .
\,\'h at b~oks will you take. and v.:hy?
\'X'rit c a 250-word article for th is magazine .
answering that question. The writer of the .
article we p ublish will win a holiday travelhng

around the U.S.A.
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Task 44
An Australian media company is offering to donate 40
English-language videos to your school, 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 dec ide 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 1V
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 12-1 6. 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 old 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 to show, as far as possible, that your

co untry has retained all the positive qualities it used to have,
lost any negative qua lities , and created wonderful new
oppo rtunities 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, so 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 (75- 100 words),
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Nanu,' a nd job :\Io th "c O n th e e ther hand Opport u ni ty

stiss1,,'(' Crudgc ilgaillSt Shouldn't haw been Could han ' slipped
Job: \\'aitress Stefan's ('o m pany st'f\ing Stefa n's table sonu-thtng inlo the
(Tl'xt I) LDS (T ext C ) (Text I ) fCMK ) (Test I)

.\laximilirll His leife uitts lUIl:illg Doe sn't wall ! a death Cou ld han ' p il i

Job: Hcstauratcur all affoir Il:ifl, Sttjrlll from poisouing in his OWII sOllwthing int o the
(Tex ts A,J ) (Tf'xi I I ) restaurant (T ext A) co oking rahhit

(T pxts A, B, F)

Colo/ll'l L 1l 1ll 01l1 Soun-t htng to do with C.UI', risk d iullaging his Could l'asillJIUI[l'
Job: Ar m s D eale r th e arm s tra de career, which depends on poiwiwd Sltfrlll 's food
(Tt'xl l) ,G) (Text D.G) appearing totallv {("h ilt , di ll i llg {t"ith

trustworthy (T ext D ) I,i lll (Text J)

Kevin Truckle :'\OJl(' - unl ess b« H'(lS poismwd S{, l"\"('d Stefan's liHld
jolJ." Waiter was paid hy souu-om- liil /l.\e!J tr.« C J rr -« I )

(T ext e ) f:'! s(' (TL'xt E )

lI clII"Ij 1Il1u{!.t'I"fi ml
j ol): Kevin 's dog

st rength, the-n an - a sm all amount himself to
Sitllllfal( ' food POiS()]ling und ch-ar hiIIIS(,lf of

SllSpidl lll"

Kevin Truckle is till' murclc-rr-r. It isn't ha rd to
imagille SOlII{'O!lt' paying hi m to POiSOll Stefan.
considering SteEUI's line of bn siness. Kevin first
tried 0 111 the poi son on hi s do g to assess the
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Tourist brochure
Xcwspapcr re-view of re staurant
Spoke n: jo b intervi ew
ShOl1 llt'wspapl'Treport
Spoken: poli te conversation
Hack ('OH'r of a novel
ln fonual tel ep hon e conversation
Advertisement
Love- letter
Po lice officer's re-port
lb -cipo

A Introduction

B Formal and Informal

1.0 page 14

A
\"l~HBS :\(l UXS
to depart to go carnivore meat-eat er

10 retain to kee p putrefaction ro l
to ('t' asp to stop (It'ficiellcy !aek
to fUllct ioll to work vision "Sight
10 masticate to cln-w n-skk-ncc luum-
10 demonstrate to shew respiration h rl'a thing
to reside to lin ' somnambulist sleep-walker
to ap pear 10 seem comprch cnsiou IUlI!(' rst illlding
10 abbrcviau- 10 shorten pl 'rspirati on sweat
10 terminat e to e nd
to assist/aid to !Jplp A DJECT IVES
c-onuncnco/initiate to hq~ill incorrect wrong
In ch-si rc/n-qnirc- to want al llia!llt, fr ie lld ly

to uhtuin to ~l't vac ant em pty
to libcrute/n-lcase to free insan e iliad
10 ro nsuun- to eat inexpensive cheap

\i \ncious/an ima te'(I ltvt-lv
AD\'EHBIALS superior/iurpruv"(.(I better

"S lIIISt' (lll" llt l)' ne xt/lat er illf:ll1ti!el juvcullc c11ildisll

principally 1110stly!l liain ly immature/puerile-
('OIISt'l \Ilt' litIy/there j()f(' so sufficient eno ugh
initiallv at first en ure/com plete whole
ulti mi;teh-/ fina lh" in the end se nior olde r

B a I arrived 2 irri ta ted 3 despai red
... be co min g 5 provoking 6 dis('ussp<1
- contacted ,f..j lodging 9 ccnucctcd
10 im"estigate 11 t-ame 12 ar rang ed
1:,3 postpOlWc! I... visi((·d 15 re-fe-r

b I go t 2 put lip with ,'3 brtn g hack
... gone by ,') got fi got j joined in
S get on witl r 9 fe ll out to turned out
11 making out

c Ccuuecttng words in Informal spoken
En gli sh an' usu ally one-syllable words such
as fwd, lmt , ,\0, which 01]'(' used
repetitiously. III formal spe ech tl«­
c01l1H'd illg wo rds an' ilion ' complex.

1.1 page 16

1 a T he best place to spend illl au tumn
afte rnoon in Paris is probably th e [ardin s
de Luxembourg.

b Tht, act ress playi ng his lover is [ulh-uc
BillOC!JP, uudlu-r (or whose ) pcrfonnuncc
is vcrv eood

c l 'hi s ~idel~)ok is ' "NYhelpful. It tells
about man)' litt le-known places, and is th e
right guidebook for tourists who dou't like
to 1)(' pa rt or the ('rowd"
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2 a Th ose marrying now, in the '90s, on ly sta nd
half a chance.

b On e ea sily forget s ... (or, It is {'as)' to forget
.. )

c l tx incn-dihlc how much they spend
(bet ter . "is spent") on th e arm y. especially
i ll view of all tlu - poo r and hom eles s
people.

d ... is a good way for beginners to improve
thr-lr vocabularv.

e As one reads t' ;is hook one gradually
becomes less ignorant abo ut what it is like
to belong to an ethnic min ority that suffers
fro m racial d iscrimination and abuse.

f .. create a homely ntmosphen-.
g This hook tell s the layma n (the ordinary

per son ) every t hing lit" ner-ds .
It ... made me think I makes cue think.

In m)' home town . we're always seeing
violence in the streets, hu t we ... / one is
always ... but 01\{' learns ...
.,"wln-n people are despe rate. they ... I
when one is desperate. one.

3 a ... not enough activities for yOllllg people
are offered.

h Something must Ill" done about the se
problems.

c Cn-ntcr customer snttsfact ton could he
achieved if the p rom ises made in th e
broch ure we re respected.

1.2 page 17

Joh ad ve rti se me n t in a newspape r
1 maternity leave 2 cand idate I ap plicant
3 skills .. command .5 desirable
6 appointed 7 han' 8 manner 9 further
10 avnilnble II Completed
L2 coustdcred zaccepted

1.3 page 18

T iles ga m

Jane -

Thanks for phoning to say whenyou'd be
back. So rry I won' t he in whe n VO II urnve .
I'm going ~lI t to lunch . and th e;) I've got to go
to the de ntist's. But me and the others are
d)i ng to hear about your holidays (esJX'Cially
ahcmt Adonis ~ ) , so pe rh aps \ \·c could get
togt,th er as soo n il~ possible after yOll get
bac'k. ~ l a)'be Wi' co uld all meel up for .1drink
in the Cafe des Sports at 6, th en go out for a
hite to eat ? Give lIS a ring and sa)' if that' s
O.K.

- :'\ieol t'
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37 Hue d u vk- ux Fa ubou rg
.59002
Lille

Ap ril ..ttlt

Dear ~liss Kurosawa .

I write- wi th refe ren ce to yo ur letter of April
1st.

I stncen-lv regret that I sha ll he unabk- to
me et you at the airport 0 11 Th u rsday:
unfortunat ely I have pn'\ ious comnut me nts.
nam ely a lum-l n-ou pugagclllc nt and a dental
appoiu tmcut.

Xevcrthclcss. please allow me to assure you
that IIOt onlv rnvsel f but also a uuml x-r of mv
colleagues are very much look ing forward t~
meeting you, In view of this, might I suggest a
meeting at yo ur ea rliest convcntcucc? Co uld
we perhaps meet at yo ur hotel at Spill and
take \ ·0 11 out to dinner in one of the fines t
r('sta~mlllt s ill Lillp? I should he very grateful
if you would phone to con firm ,

1 look fo rward to hearing from you .

'Yours sinccrclv.

Nicole Renault

P'P: Jean [ mar, E xpo rt Mun agcr

COHESION

A Introduction page 19

A Th e good write r
- wri tes in sen tences and uses punctuation
- writes in parag raph s
- organ ises th e writin g hy putting the ideas in

order
- connects th e kh-ns byusing:

a couj unctlou (W/' CII)
a rcp ortmg verb (replied)

B Mtck and Keith wr-n- two lx-d-riddcu old nu-n
sharing a room in an old peop le's hom e . ~liek

had th e lx-d next to the \\indo\\' , fro m whieh
he IIst'd 10 deseri ht, in Iming det ail to his
frie nd the child re n pla)ing in tIl(' sunsh ine,
the dogs mnning in the pa rk and any really
nast y street fights,

At first , Kcith lo\"( ,d the descriptions, b ut soo n
hc lwcame sick wit h jealousy,

This went on for yl'a rs ulltil 0 11(' nigh t (when)
~ lkk was \"i' IY ill alld called Ollt, ' Plpase
Ke ith , rin g f~r th e nu rse . I don 't think 1:\1 h1.~ t
til(' night:

H is fri('1l(1 reaeh ,'t! for th(' alarm , but then
thought, 'If he die s, I' ll ge t the lX'd next to til('
window: So he igllor ed the calk pretending
to he aslc-pr.

e l ill 2 but 30n 4At 5 so 6s00Jl
7 and

B Linking words

1.0 page 20

A 2h By that time- I Bv then
31, ~ iean\\'hi le I In t he mcunumc I At the

same time
4il As a re sult I lk cause of th is I

Consequently I For this rcason zOn
account of thix I Therefore

5b Acco rd ingly (the words sll/4?:estl'd fo r -tb
arc also possible)

6h Despite this l in spite o f this I
Xcvcrthclcss I Xcucthclcss I All the same
Evcu so I 13(' that as it may I ll owr-vr-r

i ll 0 11 the other hand I by (.'O;np arison l by
cont rast I however I though

8h \\11al is more I Also / III ad(lilion l On top
of that I As well as that (aim po.~sible :

Fu rthermor e mul vl oreovcr . bllt these
lI.:on/s are a bif fonnal)

B (TIll' punct uation '\'Ilt!.f.!.l'stnl is uJwl f !.is book
recommends. bnt is Ilot (/Iu;fl ys t lu- fmly
possil)ilify . The commas ill bra cket s (,) are
olJlilJI/(/I.)

I \\'c' are advised to do th is exercise \"i' IY

a carcfullv. ot herwise \\'e will ma ke' ,; lot
of lJIis/~kl"~ .

h cardlllh ,, ) while our teache r is ill the
pub. .

l' carefully. even though i t looks l'asy ,
2 ~ l \" wee-ks in cap tlvity we n-u't 100

a •unplcasann .) eon~ ideri llg the terribl e
reputa tion of my kidlt(/ppa s ,

h unpleasant unct- I go t used to the
conditions.

c unpleasant. e-ven if the[ood W'1.'>
terrible ,

3 Th e tigers ran away from IIH'
.1 Englishwoman 'lS if she u-as gOil l{!. 10

l'(/ f them.
b En glishwoman tln- way mief' run away

fro m a cat,

c E nglishwoman tlu- m oment thl ')' saw
'1('1".

4 l h-r Olympic gold medal was
a ft'markahle , tho llgh many Iwopl,'

critici:.n l Iwr for lie,' am/gal/ce.
1, n 'markable , not that she didn 't desen;e

it.
(' re lllarkahlt, ill \iew of the fact that she

had just had (/ baby.
,5 lI is clot hes slllell('d ofChanl ,1

a ;\1l1llh('r .5, ju st as she had l'xpl'd ed .
h ;\um !Jl'r .5, hesides wh ich hi ' had

lipstiek on his roll(/r.
c ;\mlllwr 5 1I0W that he W'l~ going ou t

\\ith Vml('.~sa .

6 r1lloo k after yom cf{K."(xlil('s whil(' YOU'f('
nn
a holiday p rmi( kd that yo u loo k aftt' r Illy

gr(//u lp arellis Iwxt Al/glI," f ,

b ho liday ,l~ tho ugh they wl'n' my eer y

011:11 childrclI.
e holidayU as we ll as wate ring the

l'iJwappll' pitlll ts,
- I to ld him I had d('dded to h reak nfTour

a engil,l?;enwnt . muc h as 1 regfi·lted losing
Ihe 0PJl0l1""ily to liH" ill (l en'lile.



Answer key

s

7

:\ As a (esult - informal: So
- fonnal: At'('()Ttlingly,

Consequent ly. 11('11('(", T hus
In that t'ase - For this I that f(',L~On ,

Bt'caus(' of this

In brief - III short , In conclustou . To su m up
In general - As a rule. Ccncrallv. Broadlv

~p('aking , By and large . .

Suggested answe rs
1 Th e eamtngs gap between nu-n and

wom en ill Europe is at its highest in
Britain . Oil (Il:e/'{/ge. women ill British
indu stry rr-cetvc 69 per ce-nt of nu-n's
cam mgs.

2 Th e Personnel \ I:magl'r int erviews all job
applicants here. 0" th e Idulle, she looks
for potential rat her tha n experience or
qualifications,

3 And what was worse, it was rain ing all the
time , All ill all, it was a disa ...trous
weeke nd.

--! (430 students voted in favour of the motion
to ban smoking on th e co llege prPlllises,
while 462 voted against. ) ()cemll, ... tndcnts
at the college art ' against a smoking ban.

,5 At the backof the bookshel f. I found th e
cassett es of the tele phone calls. It was
Barbara, then . who had lx-cn lapping the
palace phone lim's,

A An)w ay - Anyhow, At any rat<'
By the way - I rtddentally

B S ll~('stcd answe rs
I spe nt tht, res t of the day watchin~ the
cycling all te lt'\ision . Talki 'l~ ulxmt Ilikes,
ha\ 'e )llll go l yours mel\{!t-'II yet ?

2 Darlent~ is still :L~ mise rahl e as t'wr, and
Jaeki(" nl'wr (,(llllt'S to \isit us, .-\ /I yl('ay, r m
sllre \ '011 don't wa nt to hear ahollt m\"
prohlems, so let's get baek to those I~oliday
plans ,

3 I had a lelt('r from Patri ck Eggli th t> othe r
day. By tIll' Imy, I don 't SUPPOSI' )'011

rem{'m l)er Ca rille Imhofr
4 Ed ucation is still wav hehind tIll' rest of

Eu rope, aud th e lI e:tlth Sl'T\'i<:e is inl"fisi s.
.As f or the {'('Ol lo my, then's no illllllt>diatt'
sigu of :Ul l'ud to the n"(;ession.

For example - For Instance. Among others
\ Iainly - Primarily, Principally

Suggested an swe-rs
1 \ly cat see llls to think she's a dog,

Ycsterday. jor instance, she bit the
postman . and this mo rn ing slu-jumped up
and sturtr-d licking my face ,

2 Yes, I am studying English at the moment.

II's pri //Uiri l y for my job. but it also means
that I'll find it a lot easie r to trawl,

3 Ili s paren ts said I was a had tntluencc on
him. In porttcntor they uccused nn-" of
tali ng him drinking last Sunday momtng.
tht'\· didn't mention an\" otllPr wan in
which I was sllPIXlsed to haw ('o~mpted
him ,

A Suuilnrl y - Equally, III the same way,
Likewi se. B\" the same token

2 By co ntras t '- By com parison. Conversely.
In com paris on , On the contrary. On the
other hand .

3 But - All the sallie, And vet . Be that as it
may , Dt'sp itt' this, Ewn ~o, Il ow('w r.
;\e\-t,rt hdess, :\"olll"theless, Still, Th eil
again , Th ough. Yet

B Suggested an swe rs
I All threl' films gi\"e an t'xtTt'nH'ly fille

grained result. ]) ('lta . I W II T IA ' '', can not
qui te match T-\hl'\ !OO ICll' t ilt, fincll css of
its ~raill struct ure" .

2 Th e Delco freezer is chea p and effid ent.
Someti llll's , though , it can lw dilTicult to
open .

3 ' Bat ma n Ik tum s' is sun'lv lI ol"w ood at its
most origi na l. XlTe1thl'le;.~ , the' film has its
faults .

--! lI e 's not mu ch to look al. and he's ('(>rta inlv
uo Ilt'ro. Bu t I lon ' him. -

5 \I anagers are a<!\ised to a\"(li<1
co nfn; ntati on. lmtcad, thl')' Sll(lllld
e ncourage ...ta lf to discu ss thei r prohlems o.

6 Pro fe ssional cyclists do not get sto mach
pains, ( ' \"{'11 though they eat aud dri nk
while co mpet ing. Likl't/:ist' , S\\i lllllle rS
rare'" su iTer,

- You ~ay I w:t'i d ri\ing fast and dan ge rou sly.
A" till' etmtmry, I was ohst 'T\ing the speed
limi t and dri\i ng \\i th great earl',

2 5

A Suggested an swers A
First - Fi rstly, First of all. In th e first place
Second - Secondlv. Xext . In addition
Last ly - Finally, )<~nrthennorc. On top of that II

II Suggested answers
I It 's luxur ious . it 's no t too c-xpc-usivu. and

the food's out of this wo rld. Oil t//l' of thai
there's th t' Italian barman: 111)" friends think
he 's the real n -a...on I always go there .

2 I do n't wa nt to have a dri nk with vcu.
beca use irs too carlv in the dav a;ld also I
don 't like )1J11 \·el) · ';lIlch . Bf'...i;/t",~ , I' m not
thtrstv.

3 We a~e lint whollvsatisfied with vour work
to date , purtjculurlyin terms of .
productivity. ,\101'1'01:-1'1',on more than one
occasion yonr ponr tiult'ke<'pillg record h as
been hrought to our attention.

:1

A T hat is (to say), To pu t it another wa)", I moan

II It came :t.. a stnv rise to hear tha t Clt'a was
mar ried . III[act , it t-ame .ts a shock .
Th e only thing Cha ntal wa nts for he r btrthdav

is a new En glish grammar IX)(Ik. At least , I (i
think that's all she wants.

Our hotel wa:.. what th e travel agents describe A

as '1in' ly and colo urful'. IIIotlw ,. word«, it
was in the red light d istri ct . II

I don 't know how \"011can liste-n to that music.
1 111(' (//1, it sounds like Halllho"" foreign
policy: 110 harmony hut lots of explosions.

4

b (·Il~a~(·llle llt. whe reupon il l' started to
en).

c engagement. so he made nn- gice him
back tlU' /illg.

8 The FBI took the
il photo graphs so that they could pu t

pressure OJl tile minister.
b ph otogra ph s in ease evtck-nco agai nst

the !'residellt was nee ded.
c photographs in spite of t ill' C f..\ asking

them not to .

9 I've decided to do two hou rs of aerobics
en'ry
a day ill order to lose weight and look

good em the beach.
h dav 'L~ soon ,L~ I ran afford the clothes.
c da~' .L" lon g <1." Illy boyJril'luJmines with

mr-.
10 a Bv the tune we arrived in Barbados. I

\V~\S sorry I had IIwn i er! lnin,
b :\0 soone-r had we got to Barbados than

I dtscovcrod his seen't.
t' \\ 'h t']W\'t 'T I re turn to Burbaclos . I am

filled with lIostalgia.
11 a Hurdle had Ana en te red the roo m

when'('w ryone started to appllllui.
b As a re sult of Ana's recent JIollyu.:ood

."IWCl',".", PH' I"\UIl(> wann-d to meet her.
c Despi te lu-r reputation. Ana didn't

se-em 10 be illtl'rl'stnl ill tIll' 11Il'1I.
12 a Xot only was their rchuioushlp happy,

but it alsoproduced tu:o d lildre ll.
h Since sln- has been with Bru no, she has

for~oltt 'll all her old[newt».
c So as to cck-brutc their annivc-rsarv,

th ey ret urned to Badmdos , •

1.1 page 22

1

:\ Sugges ted answers
Imme<liatt'h' - At Oll{.'(', Instantl \", :\"ow
AI th e saul(: timt' - Sinmltall(,(l.;sly,

\ Ieall\\ ·hile, In the meantime
F inalh ' - At last , EWll tualh-. In the end
At /..,(l.~ t illlp lit's a f('e ling oC r('lief

B Suggested allSW{'l"S
I l \ r Iwe ll wailing an ete rn ity for this

1ll001l{'nL At last I call hold you in myanm,
Cle llll' llt ill('.

:2 A frie lld o f mill{' got a joh 0 11 a ran ch near
Bue llos Aires. .-\ t firs t (J he found the life
n'rY hard, hilt it didn't tah· him long to
fin;1his f('('l. ~

3 Th e food's in tht" OWIl ami dinn"r \\ill he
re ady ill all hOllr. III till' 1IU'(mt illlt' leI's go
ami do some gardening.

--! We art · always looking for hri ght young
lIlen to join om staff. lI owt'\'(' r, tht're are
no \'ilcillldt'S (It pre~'l' lIt .

5 Tl w pol ict' rt'ceivt'd the hom h threat at
6 , l5plll alHl ar rin 'd at th(' Sct'lH' six
minutes later . By the il, the cil\{'ma had
heen t'v:u.'lIat('d and the adjoi nin~ streets
('OTtIOllel! ofT.

6 O n m\' twdfth birthdw, I w:t.. " nall\' told
wllPTt: hahit ,s comc fr~m. Vllti! tilt',;, I had
imagin cd they came from the supermarket
Iikc cWl)1hi ng dse.
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B SUAAPstN:1answe rs
1 It is not advisable 10 drink beer after

vigo rous exercise lx-causr- alco ho l is a
dtun-ttc - it makes \"011 urinate. Thus rather
t ha n n-placmgwhat yon ha \"(- lost in sweat.
it p rom otes dehydrat ion .

:2 Finally. I found the pril'ill~ to he as
at tractive as th e ot her features detailed
above. Accordingl') I n -comnn-nd purchase
ofthr- :\WIEUl4CAE Mark 1.

3 With The Last of the vlohtcans'. Day­
1,('\\15 ha... found th at vital rk-un-ut - star
(luality . As a result, he is a st rong candidate
for all Oscar.

·t SOIT)' I d idn't conu- out last night, hut I
was [('ding a h it under the we athe r. Ttuu'e
It:" ') I stayed at bonu- ami watched telly.

5 DOll" fo rget to pack insect re-pe-llent.
at/wlldsf' , \'011 mav find vou rsclf pate n
alivr- by the' local m osq ui toes.

6 'She' s only Invtting you because you've got
a ear: ' II I that case I won't go:

1.2 page 26

A adm ittedly true granted

B astonislungly incredibly su rp risingly

C fortuna tely luckily happi ly

IJ ,..trangely fuuuilv cnrious lv
t'n (ll l~h e llouill enough

E naturally o f cnurxe predictably

F appa re ntly it seems supposedly

C ill Illy opi nio n to my mind frankly

C Reference

1.1 page 27

SUKgestt'd amwers
a .. . oftpn refuse to; to go I to mot'c , etc
h This Illeans .
c TIlt'S(' COl\('('m

d I think this research is .
t' .. , m,) ln wking ccmdifion'i
f ... Ill'l,d rescllillg (fro m th e sea) I to be rcsClled

I lifes(/rill{!.
g .., han ' OI It', there ,

1.2 page 28

A SOllle years ago J ca u\{' across a copy of
the 1BOG ed ition o f Prince Pet i'r

2 Kropotkin 's ':\ lemnirs of a Ht'voi lition ist'
in a second- hand hookshop . I hought

3 it for £3. As soo n as I stark d to read it I
n "{'ogu ized a hero.

-I Being mysel f a coward and a pessimist.
an d hin i ng been oW as IOllg il<; l ean

5 rpnlC'mlx'r (and I C<.m rellH'm lx'r falling
ont of my pram. whil' h {,(lIlfirmPcl me in

6 "''.1 rit'u;s), th e pe·op le I most ad mi re are
thl' bo ld and the opti mistic - unless o f

- course they an' H'I}-· stu pid il<; wel l.
Kropotkin , howe\'cr , Wil<; as c1e\'er as he

S Wil<; kin d , and he had a sincere faith in th e
ah solut e importam'C of rl'ading

9 hooks. In this he was c nl'tl llraged by his
hdo\'('d eldc r broth er. lcllO wro te to
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10 him whe-nthey wr-n- sc-pnrutr-d hy the
exige ncies of their harsh e-duca tion .

11 ' Head poetry; poeirylllah 's me nlx-tter.'
12 Kropotkin was an explorer who mapped

SOlIl{' of till' wildest an d most majestic
13 rivers in th e wor ld. lit, was an anarch ist

11:110. when he was imprisoned in the
1-1 dreaded fort ress of St Pet e-r ami St Paul in

vloscow. escaped hy dashmg on t of
15 the gate into a waiti ng carriage an d

galloping through the st reets wa\ 'iug to his
lf friends who were wait ing al t'n'ly corner

to Sl't' that the way WiIS cle-ar: tl«-n he
1i shaved o ff his heard and spe nt th e evening

ut a smart restaurant , rclwrt, nO-OIl('
IS though t of looking for him . 11(' was a

pioll('C' r o f the ccologtcal movr-nu-nt . and
in

19 his hoo k ' M utual Aid' he uses his OWIl

observat ions of na ture to suppo rt his
20 view that altruism has an important role in

evolution: he wa s also fon d of
21 (illoting Darwin 's descripti on of the blind

pe lican ll·hich was fed by its fellows.
22 'Ylc moirs of a Hevolutionls t' is a

wonderful adve nture .'ifory, red olent of th e
23 generous sp irit and \igorou ,~ mind of its

(1lIIIwr; if it has not alr ead y be en
2-1 reprinted. it slumld hi'.

PUNCTUATION

A Full stops, sentences,
paragraphs

1.0 page 29

A Sentence 2 is co rrect ly punctuated . T he
others sho uld read :
l On e dav he marri ed a ca ba ret dance r. Th is

w0 1Jl:m'alrea dy had two da llght N s.
3 I th ink that a teilch e r's IIwthlXI is w ry

important. \ \ 'ould I han ' I('arn(>il as l~ltIch

\\ith ano ther teadlPr?
-I I s('e m to ha\ ·c lost :\ao llli's add ress. 1

wonde r if yOIl co uld ha\'e a look to sc(' if
you\ 'e got it.

5 C ill(krella was in he r ["(Xl1l1. Sht, co uk ln"t
help thinki ng ab out the boy who had
hought he r the Coke . I I('r Either eame in
and asked he r how the dise() had hl:'cn. She
told him ahout the hoy, and how she didn't
('\"l'n know his name, Fin ally she told her
father the worst of il . th at she had
forgott en her b ieyd e when she le ft th e
dis(1) some ti me around midnigh t.
Su ddenly the re was a ling at the doo rbell.
It was the boy who had hou~hl her the
Coke. and he had her hien 'le , \i th hilll,
'T his hike 's much too S llll~lI for \"011: he
said. 'Shall I adjust the saddle? ·Or helter
stilL if ~uu'l1lx~ my girlfrie ml. 1"11 buy you a
nt'W mountain bik e.'

B TIll' Fal..irs of Ind ia are d istingui shed hy th eir
alll' mp ts to demo nst ra te t111'ir resis tancc to
pain and p ri\·ation . SOllle haw IX'l'n frauds ,
ilnd so me han ' ShO\\l l remarkable IXlwe rs of
mind over matt er , demon st ra ting that all
plea sure ami pain is '\ / (/') (1, or illusion,

At the end of the 19th century. Fakir A,I!;astiya
of Ben !!:al proved the mental contro l he
possessed over his bodv hy raising his left arm
above his head and It'a\in~ it ill that position
until lit' dtod in 191 2. Cruduallv. the hkxxl
circulation diminished to allll()~t Ilot hin~ and
rendered the arm complete-lynumb and rigid.
Even the' jo int locked. and .\ gastiya was laid
10 rest wi th his ann in the same position. T he
o nly poetic touch to all ot lu-rwisc po intless
exercise was the dcclslon bvn ht rd to next in
tlu- pal m of his han d . '

Whethe r the accum ulating btrd-lnuc si-t solid
over thl' ycars and he-l pe-d to suppo rt his an n
Is unknown am i ope n to uflcr-dinnc-r
speculation.

1.1 page 30

A S1\~estc 'd an swe rs
2a l .oo ktn g for an advent un- . Lucy answered

the advertisement .
2h Since she was loo king for an adventure.

Luc...· answered the advertisement .
2(' I.IIC; '. who was I(X lli ll~ for an adventure.

answered the advcrt tscuu-nt .
,3a Approaehing the desert island, she was

Impressed by its lx-aury.
3h A,<; she app roached the dese-rt island, she

was impressed hy its lx-autv,
Sc She approached the island. whose b eauty

Imp ressed her.
-lu Fi llt l ill~ a good place to camp, tILe)'

pitched the tent.
-lh W Ill'1l they found a good p IaC!' tu camp,

the)' p itch ed the te-nt.
-Ie T he)' found a good p lae(' to ca mp. where

they p itched the tent.
5a :'\e('<!ing to find food ill orde r to survive.

Lncv lea r ned to fish .
5h Silll~ she needed to find fcxxl in or de r to

survive. Lut...· lean wd to fish.
5c 1.11( ...·• who l;('('ded to find fOixl in cmlpr to

slln i w, lt'ilnl cd to fish ,

H 2 Fright en p<1hy the anOllYlllouS p holle ('ails,
he we nt to the polict',

3 Th e stam ps co lledl'd hy Illy fatht' r art'
wort h a fortu ne.

-I Ch ild ren not acco mp anied hy illl adult \\ill
hl' ["(·fmed admission.

5 Bor ed hv th e film. I I('ft the d llt' lIla and
w('nt to :1cafe,

() A wom an attackl'd hy a dog l"( 'c{'iv{'cl no
c01np l'llsatio l1 If)r hl' r illjllril's.

i Diana is \waring th t' t'-,:pens in' coat worn
hy Laur en 1beaU in T he' Big Sh,p'.

I') I won til(' gam e of d lt'ss hy llSi n~ a d ew r
gamh it lea m t fro m :'\ij.!('1Short.

B Commas

1.0 page 30

A la We all agreed th at W('wo uld spe nd the
next day tOllrin~ the \illagl's .

Ih Th e c1p(' r were no t disturht 'd hy nllr
prt'senc('.

Ie \ I \' hrother \I atl hl'w fina!l\· lwcame il

gc~)(1 f'no llgh tmmpd play;'r to jo in the
ar m),.



lu She was, liowc-ver, tire d after he r
expedition.

2b Politicians haw , to he fair, lied less this
vear.

3b i ll' to ld me, when his mlnpan)' was going
to he taken 0\'('1' bv a multinat ional that
he was drinking to'o much .

4a Jen ny, told the story of her husband's
ucctdcnt. was angry with him .
(The other S('llferlC('S (Ire correa. )

B 1 110\\'('\'('1", I decided to spend the day ill the
mountain refuge,

.2 wo found deer near the top of tile
mou nt ain, the highest in Cata lonia .

.'3 O n hearing about the deer. Fabi ana
decided that she would climb the
mountain.

4 High ill the sky, an eagle soa red
effortlessly, enjo)ing the sunshine.

D 1 ;"ly birthday, whic h had begun with
sunshine, ended with rain.

.2 Cleopatra, ll eurv's dog, or rather bitch.
was a nuisance the whole dav .

3 Xorway heing a bit cold in [unuary. lve
decided to go to Morocco.

-l Marton , who was frightened of sp ide rs,
hegged us, clying, to turn back.

5 \ Vhat 's happen ed to the ear )'Oll used to
drive when )'011 were in Ca liforn ia?

G ll c nrv's brother the doctor was un alih - to
accompany us(,) hut his brother the
guitaris t did come.

i However , old as she is..she has entered the
IA.lIldOlI Mara thon again.

S l le told me, and 1 know you 're not going to
like th is(, ) after all the drin ks vou \'P
bou gh t him and all the cllergy you've put
into your atte mpt to sell him a Jaguar, tha t
he 's bought a Fiat.

1.1 page 32

A I I asked he r what time he r mo the r expected
her hom e .

2 I couldn't persuade him to tell me when he
had starte d to indulge in this habit.

.3 I to ld he r, to Simplify matt er s, that I was
the boss.

4 Th e re was no way we cou ld han ' guessed
who was going to be at the party.

B l h She pro mised. to keep her mother happy,
to leave the hall before mid night.

2h If only yo u'd told I lelen, she wouldn 't
have been shocked when she saw it.

Sn She asked me, to cu t a long story short . to
mend he r car.

4h I ca ll remember. whethe r von call or not.
5a It was she who chose, whi~h was unusual

for her.

1.2 page 32

A u. when he started to play polo, Kate
stopped lovin g him .

2b Wh eth er or no t you're going. I certatuly
am .

3a Where the re used to he a factory. now
the re we re fields of wild Bowers.

B 1 Wasn 't it Churchill who said that power
corrupts ami absolute power corrup ts
absolutely?

2 Man y of the students and th eir friends an d
supporte rs we re shot at hy th e police, who
I:1te1'claimed that they we re only obeying
orders.

:3 My yo ungest sister. who was a baby during
the time J spe nt in the 'Ho use of the
Hising Sun ', was strongly advised no t to do
what I had don e,

4 A large number of fairly successful trials
had already been completed wit h
laboratory ani mals before any change in
the behaviour of the professor who was
responsible for th e proj ect was note d .

1.3 page 33

To avoid ghi ng the imp ression, half way throu gh
the sentence, that bot h th e cat and the dog go in
the box.

A 1 Australi an limthallers can kick the ha ll or
th row it.

2 The burgla rs ate all om food, and the babv
never woke lip. •

3 She thou ght ;"Iiss Verner was going to he
fur iou s and she waited all morning to be
summoned to the 5th Hoor, but the call
ne ver came.

4 She squashed a grapefru it in Cag ney 's face
and walked ou t of his life,

R I Befo re he too k off, Lindberg made himsel f
some sandwiches.

2 Muc h as 1 ad mire his pa in tings, I wou ld n't
trust him with my daughter s.

3 I bought this bicycle so I co uld go to the
beach ovry monung.

4 Footballcrs dream of sco ring goals, an d
ph ilosop hy students drea m of find ing the
mcamng of life .

1.5 page 34

CIJAHLES ClIAHLE S\vOHTlI, Wh o Died of
Old Age (It the Age of ."level!.

Th e ageing proc ess affe cts us all at di ffere nt
rates. SOIllC peopl e of 53. like th e es teemed
aut hor, loo k a mere 3.5, wi th sparkling brown
eyes and a handsom e gait. Others, like the
author's li'iell{l Colin, look like litt le middl e­
aged me n at 21(,) wi th middl e-aged outl ooks,
set ways and plann ed futu res. In wom en the
fa nn e r co uditlou is commo n, but wo men
rarely suffe r from the latter, being fired with
the insatiable dr ive of ambition for eit her an
ind epen dent and distinguished care er in a st ill
male-do min ated wo rld . or a home and seven
children by the time they are 30.

Xc suc h luck for Cha rles Charleswo rth, who
was ho rn 011 the 14th of March 1829 in
Sta ffor d. At the age of four(,) Charles had a
beard and was sexua lly ma ture.

In the fina l th ree yea rs of his life{,) his skin
wrinkled and he developed varicose vein s,
short ness of b reath , grey hai r , senile de me nt ia
and incontinen ce, Some time in his seve nth
year(,) he fainted and never regained
co nsciousne ss.

Th e coroner ret ur ned a verdict of natural
causes due to old age .

(N.B. The CO/lllllf/S in brackets are possible but
no! very useful. )

Answer key

C Semicolons

1.0 page 34

1, 4, .5,

1,1 page 34

1 .., tournament: six women inclu diug myself;
Pet er Bates aud John \Vade; the twins: an d. of
course, the team captain wi th h is partnN.

2 Wh ile wor king at the hos pita l she was
ove rworked, exploited and constantly
cr tttcized at the sann- time as heing
underpaid, undervalued and taken for
gra nted.

.3 ... activit ies: music and singing; circus skills,
including juggling; vege tar ian cook ing; mime
an d acro batics. improvisation . and , above all, a
warm group experience.

D Colons

1.0 page 35

Sllgges ted answers
I I think Mary is in love: she hnsu't bitten

anybody today.
2 I' m sure I'll pass my exams: r ill going out

wit h the examiner.
3 Silvia is in terested in an ima ls: she has

lumdn-d s of wildlife videos.
4 T he dress was elegant. sensual ami

provocative: tonight she wou ld he irresistible.
5 1lc wax bitte n hv a cobra: he died at once.
f I had a te r riblc hangover this morning: I

stave d in bed till midday,
i Su~kIeuly I rcmemberc;! my grandmothe-r's

advice: never tru st a man wh ose eyebrows
meet in the middl e.

8 She thinks she's a model: she spends all her
time drcssmg up an d posing in front o f the
mirror.

1.3 page 36

1 ltoscwall no longer had the strengt h and
enNgy of h is yout h and so his gam e beca me
more economical: not hing was wasted .

2 Th e stri ng qua rtet I p lay wtth comprises two
'violins. a violaand a cello, hilt myjazz quartet
has rather an unusuallim--np. double bass.
violin, piano and tenor saxophone.

3 But now, after a hath , a cha nge of clot hes an d
a dri nk, the though t ret urned to me : how was
Foxton going to react when he' found that I
had escaped?

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

5 T her e are four things we would need to know
more about befo re we co uld offer you a job:
we would need to question you furt her about
your education , YOllr fami ly background. your
cxpcncncct.) and your plans for the fut ure.

E Dashes

Practice page 36

Xow at last - he re in mv hands - was a book
wh ose enti re subject w,;s railway trai ns in
Ind ia in the 1940s.
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Answer key

2A Instructions and directions

Warm up register exercise page 48

2 ACTION

II Bec ause 1I0 -0 1l(' wo uld read the m.

Par agraph 12 - '\ \' hid l is why it comes with
.., warruntv.' A relative clause. not a
'gramm atical ' sentence.

Paragraph 3 - · lncllltliu~ the window on the
tailgate.' A participle clause. not a
'gnunm uttcalsc ntc ncc.

fi A

page 46

4 I 5 II

Practice

2 J 3 G

page47

1.0 page 49
A Th e first set is much m O T(' tldailed . alltl

would he ad equa te to exp lain the exe rcise
en'lI to somt'OIH' wh o had m'w'r dOll(' th e
('Xt'rl'ise hefoIT' and who did n 't haw the
pidllre ,

Sta nd up ril2:ht \\ith your !XIU01I\ tuckt"tl in,
yom knees slightly IX'lIt ami ~'()ur hip s slightl y
forward, Ben din g sideways at til("waist to
yom le ft , bring ~~1If ri~ht ann lip, Idting yo ur
left ann slide slowly dO\\lI your It'g :L~ y OIl

b rea the out. Hold and start ~{)i ll~ upright as
yon hreathe in, He pc at fi\'(' tillil's and thell on
IIIl' other side five tillles ,

(k ilo magazine - 'Beaut,,: FOl' IIs on Exereise',
• t,d, VickiI' Bramwell,

1.1

1 C

1.2

A T he missing info rmation is ' I I call tow a load
o f nvt-r D il l' and a half tons .'

B Stoves have pro duced O\'t'IIS in Mcrscysklc
since th e 1920s, Th ey spe-nd a tot of mOlley on
market research and p roduct development.
T he ovens they make can lx- siug ll' o r double,
gas or electric. and wtth or wit hout a fan ; all
have a system to keep tln- door l,()OI. T he gas
O\'{'IIShaw a grill that ",ri\l'S au cvr-n hea t. All
tlu- owns an- designed to stay clean. (Stoves
oven s are the best in Europc. )

SUJ4{l'sh' t1an swe rs

A Art icle aboutsurfing - poop!o Interested in
spo rt

B I'uckct of cocoa - consuuu-r
C Busines s advice - busmcssumn. administrator
D Art icle. advice leatlet - pa rents
E Art icle abo ut co ffee - st udent
F Chris tmas cracker. dgart'l h' packet - ge ne ral

audience
(; First Aid advkx- - people Il'ami ng First Aid

techn iques
II Hccipc -c pcople mtc n-sted in cooking
I Direct speech from teacher - studt'llls
J Articlr- about ma.ssagt' - people interested in

massage techniques
K Shampoo bottle - """"m"f

Tt'll ill~ you to do so met hing - F, I
Td lillg )1111 ho\\' to do SOlllt,thill g - n, II , J, K
C i\i ng :Hhil'{' on how to do sOIl\{'thing - C, ))
I) t'sl'riIJing a proce ss - A, E, C

1C Describing products

1B Describing pictures and
objects

1.0 page41

A Use a dictionary to check that the compound s
)'011 have writt en exist.

1.0 page44
A The theme of Freedom and l'sl'ape is

Int ro duced in the title (' C t'l (Jlw y car'),
cou tmue d in paragraph I (j"cl'dom ),
paragraph .2 (libcratiOl,), paragraph fi (jar
flll:a'}) and pa rag raph 10 ( i l l the leild ), and in
paragraph 14 (gl't l i ll f!. flIl..'fly to Ill(' back of
bc'}om[),

B paragrap h i - 'Stefll a day 's sailhoarding'

C I Th e word ' fore n lllne r is gin'n the strange
spelling 4 HIlIIIH'r in order!o l'()IIH'y a
sel'Ond me aning, that it is a 4-wheel-d ri\'e
veltide (and prpsllm ahly 11/11.' - wel l. or fast),

2 • A car which dty peo p le eau dri , 'e to get
away from the l'ity ; a ear used for esc ape
hv criminals,
ll~e Jl tally takell 10 an other plaee / worl d :
physiea lly tak ell to anot llPr p lace ,
an excit ing liIL" full o f adven lure; strip of
roatl marked out for f'l~ t trafTie,
a ca ra\'a n or t railt' r is 'h itd u"t)' (att ached)
to a car; a ·hitch ' is a disadva ntage,

D gl't in; tu m on / S\\itl'h Oil / start;
dimbing I dri \ing owr

F Paraj.,TJ'aph 5 - 'more poW('f am i torque than
au)thing dse in its ch..s'

G Paragraph ";- ' It \\i ll "dhh tht' d imb' ­
l'ars are 1I0t in fad capa b le of enjo~lllellt.
Paragraph 11 - 'this ear \\i ll Jl('w r mak e
heavy wea ther of if - cars an' IIOt cap able
of ma king a task more d ilTicult than it is.

1.1 page 42
I lx-cn 2 the 3 he 4 slowh' .'5 it
6 ./ too Salsa 9 ./ 10' has
II both 12 such 13 aftor 14 ./
15 and
Three se nses dcscnbed -. sigh t, sound and smell

I) A magazl nc ad vcrt tscm cut. (ndjcctivcs ­
'che..sic ', 'at tractive", 'ideal'. 'p ractical' .., )

E A description . taken from it le tte r to a lost
p roperty office. (factual dcscrtpuon )

F A personal advertisement . either from the
'small ads ' column o f a newspaper or from a
card pinned on a nonccboard or in a shop
window. (name and tel, no.)

(; An ext ract from a descri ption of a paintin g,
(trcds ant! greens ', 'st rokes'. 'C:lII\'iIS' ..,)

1.2 Desc rib ing a photograph page 43

[ ust for '}o llr OIL'll ill ternd, tlw j,II01Cillg wonls
art' Ihc orig inal OIU'S from both texts.
I im pish 2 black 3 fur 4 plUllllllY
5 ,1l111o)i ng 6 happy i Independent
S frightt·nct! 9 tiny 10 ti1rhiddi ng
I I bli ght 12 polluted

POHSCI IE-D RI\ ' I:\ C A H~ I Y CIi IE F 1:\
A:\TI -:\ UCLEAH PHOT EST

L ocalanger was revealed yesterday when a
cross-section of the populat ion was q uestioned
about plans for a new gas-cooled nuclear
reactor just twcntv-thn-e miles north-west of
tilt' dt)' centre. The opinion poll revealed
slron~ anti-n uclear fcelmgs amonv; three-fifths
of the population. Indeed. the coexistence of
tw o pn'ss lIft· grollps in the valley came to
light: om- a small- ttm e affair led h)' a dog­
loving ca t food factory-owner cohab iting with
a used -ca r saleswo man in a twe nty-s to rey
high-rise b lock , the othe r a mort' threate ning
operation with left-wing M urxi st-Lcnintst
sympathies. Th is latter group. co-ordin ated by
Lieu tenant-Colon el janu-s Fox-Talbot, the
red-haired Porschc-dr ivtng m:ma",ring director
of an ult ra-modem high explosive factory. is
already suspected of ha\ i llg conuu lttc d a
number of acts o f low-level sabo tage. Lady
Fox-Talbot. the Lieute nant -Colon el 's
untvcrsitv-educated \\ift, and co -coordinator
of tlu- grou p. has dcscrtlx-d tht'st' acc usa tions
a.~ far-fetched,

'\ \ 't' are simply-reuundtng th e democratically­
e1e<-'ted gO\'emllle nt of its democratic
n'slxlIlsihilities,' the Fox-Talho ts said in a jo int
statc mc nt issued yt>s{('ft!.ly, 'As p:m 'nts \\ith a
th ft't'-yt'ar-old son, we are decply worried
aboll t the go\'(' m me nfs ha ppy-go- llId,;;
att itw lt' to radi ation , \\'1' urgt' all ou r fe llow
valley-dwel lers to join ns all~ l take :\(h'alltage
o f t h i ,~ 01lL'('-ill-a-lift't illle oppo rt llnity to
pr{'w ut the mistakes of !\v('lllil 'th-cellt lll'}'
tceh nology hdug carried on ' r into the tweJlty­
firsl (,{,lItm)'.'

F Hyphens

1 DESCRIPTION

Warm up: register exercise

I am i 2 page 38

A A d ictiollary definition. (hl'ading, e,g.. ·also....)
B An {'xtract from a 'l'OnSUllle r athic.'C' article in

a magazint>. (details, figuft's , 'om tests' )
C Au ext raet from a it'uer of t'Olllp laill t. ( I'm

ha\i ng p roblems', 'I'm Writing' , 'firstly' ...)

:2 Tilt, people here are always happy and smiling
- which is more than can be said for Edward .

3 Binocul ars must be held stcadtlv. whic h
me-ans resti ng them - o r your ('11>o\\"s - all a
solid support.

-t The writer of th is novel is t~illg to tell us how
important it is for us to keep ill to uch with
our own violence an d a~rt'ssioll - a t IC':1..,t (,) I
think that's what she 's t~i ll!!: to say.

5 O n the bri nk o f a total b reakdown . lip met
Lau rie - his fourth and greatest love - who
was to inspire some of h is mos t 1II00i llg
(,oll1pos it io llS.

Pract ice page 37
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1.3 page 50

1 application
:2 moisture
3 pcrfonnancc
-t ext rc mclv
,5 hu midit, :
() moder ate
7 hear ing
H safetv
9 <!ri\i ;lg
10 powered
II optional
1:2 adaptor
13 reznlarl v
1-1 Ihihth' .
15 d~'alling

2B Advice

1.0 page 51

1 and :2 of :3 ./ 4 all 5 trv 6 ,/
7 though s altt 'r 9 ./ 10 tl;elll I I to
12 or 13 you rself 14 hap pens 15 ./

1.2 page 52

A Th er e are somewhat d iffere nt methods of
pit·king lip a haby or half-grown rubbit as
opposed 10 an adult. A young rabbit ca ll be
{,;l.~i ly ptckcd up by sliding il hand IIUt!P f the
IwlhO - and lifting bodilv lx-fon- it I.,\... a
eha ;ll'e of j ll111ping away: Th e trick is to haw
the animal's hody nicely balanced ill the palm
of the hand . A \'('1)' young rubhit ht ,jn g pick ed
"P for tln- first time may s t nl~l{' a litt le , so
transfer it to yom chest and soothe it by
ge ntle stro king.

Altemnrlwly. hring lip the otlu-r ha nd and
cuddle it gent!\'. 1101£1 the an imal firmlv bu t
not tight l~~, otl;l'J\\ise it may stru ggle ail the
mo re ,igoro llsly.

Most YOlln~ mbblts quickly udapt to heing
picked up in this manne r and. correctly held .
rurely stmgg le. Howe ver . they must have the
opportun ity to become uccustoun-rl to the
human handU · and it is advi sable to handle
yo ungste rs of «bout five to six \" ( ,( ,ks onwards
01 1 a regular hasis. Spare a few moments at
f('('di ng tim(' to fon dle th e you ngste rs while
they are eager for food .

• T he connnas in bracket s un- possfble, hut
no r neccssurv. If vuu han ' used anv commas
apart from t1lOSt' ~~hown above. rt'l; lm to the
section on commas on pagt's 30 to J..l .

H I To go righ t , ilion ' the ste ering wheel
d od .."wise. / (YOII can ) go right by Illming
the steering wheel clockwise.

2 To make it work (To gf't it to work ), kick
it. / (You c-an} make it work hy kicking it.

3 To avoid this probl em , use cold milk. /
(YOII <:all) avoid this prohlt'lll hy IIsing eo ld
milk.

-t To interrup t til{' speakl' r, raist' yo ur han d . /
(YOll c;m) iult'rrupt the slwaker hy raising
vour hand .

5 To ge t a hight' r not e . blow hardel". / (1'011
('an ) get a h i~her no te by hlo\\ing harder.

6 To aH)id gett ing bumL !c't go iL~ soo n as it
gets hot. / (You can ) am id gelling bu mt by
Jelling ~o as soon as it ~ets hot.

7 To impron' your han dwrt tmg. write more
slowly. / (You can ) improve your
handwriting by wri ting mnn- slowly.

2.0 page 52

Su~ested an swers
I A Head as 1I11l('h as possible

B Use a good d ictio nary
C Visit all En glish -speaking count ry
LJ Use the lang uage
E Get IIsed to tilt' exam

2 Introd uct tou should include
admowit'dgelllen t of the difficult ies of th e
exam. bu t lx- po sitive that students can do a
lot to imp ro\"t' their chamx-s of pil~sing.

3 Sugge sted an swers
Paragraph 2: YOII 're p robably ... perfectly.
Parag rap h 3: Bahi t's .
Para graph 4: If's possible ... dictionary.
Paragraph i : I II some- ... CA E.

2C Processes and systems

1.0 page 54

A A water-filled fin ' extinguisher t"llnp rises a
red-pain te-dstet'! cylinde r connected to a hose
and controlled hy an ope rating leve r. T he
cy linder is filled almost to the lop with water.
Inside th e cylimlt'r is a cartri dge t" llItailling
C0 2 ga." at high pressure .

\\1u' ll the safety pill is removed ; the ope rat ing
lever can he squeezed. p ushing a pin down to
pien:e the C02 cartridge. T he high-pressure
gas is released into the spa t't' above the water
in the cylinder. Th e gas pu shes dO\\1}on th e
wate r, which is fort-cd up lilt' discharge tube
10 a hose con nected to a nozzl e .

T he nozzl e is nar rower than the discharge
tube. so the speed at wh ich the water leaves is
inc rease d . T Ilt' water is thrown far enough so
th ai the operator can stan d back from the fire .

B I As VOn can set~ / T his lever he n ' / this
safety pin lu-n- / And that / of course

2 the pas."i\'(' \"Die(' / ill the last scntcncc-, ' the
ope rator '

1.1 page 55

A i c 2 1 3 11 -tA .51" 613

B nice ly, slopped. st uff

2.0 page 56

A T he or de r of the paragraphs: apart from the
Hrst paragraph . which sum marises the whole
process, th e pa ragraphs re flect the order of
the proce ss. Within each pa ragraph, a similar
o rde r is respect ed .

B its (l .9 ) - .~ lIga ]"; soluliOlI ( 1.10) - the mixed
sligar ami water: the SYni p ( 1.12) - tht'
heated solution: it ( 1.16) - the hot , st ickv,
t·lear soluliOll; it (1.19) - tht~ rd l('atl'd '
fo ndant: u:hich ( 1.3 1) - the iJl(lenliltiollS in
lilt' t'Omflour (or, the ...hape....stmllpl'll illto Ihe
conifiour);till' liquid fOl /(lmll (1.32) - the
fondan t whit-h ha.~ 1I0W lx'en furth er reheated;
it ( 1.32) - t ilt' liquid fondant: T/,;.s ( 1.37) ­
the ('OJl\"t'mr; lI:h ich ( 1.38) - the hath o f
melted d;o('ola te; tIll' coun,d .'>II,·I'ct... (1.-t2) -

Answer key

the fonda nt cent res co vered in d UK."llalt':
Id l ich 0 .-13) - 3U 'C; Th eSt' 0.-19 ) - glucose
ami fructose.

C In the first paragraph , the writer suuunarizcs
the p nx '('ss ill a simple way. Th is make s the
more detailed prot,,' ss descripti on much
custe r to follow, as we already han ' a gonerul
idea of what is huppcntng ami why. Th e first
sen tence of paragra ph -t has a similar fun ction
ill relation to tlu - n-s t of paragra ph .l-

D T he ve rsion in the text is better l)('ca1lst' it is
eq ua lly dear and precise eve n though it uses
fewe r words. Here. as in mos t wri ling.
ecollomy is a great virtue.

2.1 page 57

1 the /that /th is 2 to 3 All
-t As / Sincc z(Because) .5 whtch zthat
() this / it / that 7 T h('se / Such I T hose
S th en / (imllled iatelv) 9 Bu t / How eve-r
10 has / needs I I then

3 NARRATIVE

Warm up: register exercise page 58

A-1 B2 C6D IE SF 3C5
II 7

3A Narratives and connecting
words

1.0 page 59

I had 2 he 3 are -1 ./ .5 tlu-n- 6 ./
-; !)('illg 8 wer e 9 all 10 after II these
12 first

3B Biographical narratives

1.0 page 62

IF2G 3B-1 E5A 6 C

1.1 page 62

II
:3 Ilin ing lu-ard/ 11t'aring what his da ught e r

had dOll{', II(' W,L" proud.
2 Singi ng .Flower of Sco tland ', t i l(' soldiers

marched through the blizza rd .
3 Visitin g th e Sudan last w ar, I W;L~ shocked

bv whi;1 I saw. '
-t 130m in 1975 and ed ucated ill Hirst. Susan

Gallon became a star in 1996 .
5 liming pulk-d a muscle yt's lt'rday, I can't

do an y training today.
6 Xot ha ving bee-n to the States. I don't

know what YOll·]"e talking ahout.
i I1:l\illg insi ste d that we sho uld all be

pu nt'tuaL he hi 1l1 s el f w,L~ half an hour late.
S :\"ot h<t' i ll).!; Op(' Il('d th e lellt'r, I hadn 'l

reali st'd that I had W OIl first p riZI' .

9 Lool..i ng around old houses. SOIli(' peop le
get a St'nse Df hislory .

10 :\otlX'ing fluen t in thei r Ianb"la~t" 1 had
to use a lot of mime.

II Inspi rt' d hy t il(' t't)lJeert , lJ('r son started to
leam the piano.
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I was very surp rised to read the ill-info rmed references to the mus ician, actress and
writer Ciudv Vitale in the review of T ur n of the Cen!II"': 6 Stories for the '90s' which
app eared iJ; your issue of February 12th. \ Vriting as som eone who knew Cindy ill he r
post-p link days - we met in 19S1 in Bali where she was sh ltl)i ng gamelan, and remained
in to uch till he r tragic death in a ca r accident in 1994 - I would like to correct the H'ry
false impression of Cindy that your readers may have after reading Eri c Bacon's review.

Answer key

12 H avin g ,L~SIITl1("d / Assuming that Augu st
wou ld lx- hot. I had only brought T-shirts
and beac h clothes .

13 I lil\i ng lx-i-n bit ten hy snakes llla ny time s
before. I wasn' t frightened of the cobra.

14 lIil\; Il~jllSt rr-ud an art tcle about the life
of Francis [nun-s. I wouldn 't ht ~ surp rised
if )' 0 11 told me that he spent three years ill

pri son in China.
15 Deligh ted ah ont \\i nn ing the prize, I look

all mv frie nds ou t to cck-brutc.

1.2 page 64
Suggested answe-r

T he Editor
The Daily Corresponde nt
7j Fled Street
Lo ndo n \ \ 'C 1pp

Dear Sir

3C Newspaper stories

1.0 page 66
A docto r who came alTOSS a mock rail disaster
exe rcise thought it was the real thing and joined
in the rescue effort .

Hobert L amboum realised his mistake when he
gave one of the Injured a painkilling mjccuon
ami the surp rised act or looked up to <LSk. ' D O we
really have to go that far?'

The voluntee-r patient explained to the doctor
that the -to casualties I)ing around the crash
sce ne were all acting, then he WiLS st rct chcred

3 1 Coleridge Hoad
Cambridge C BX IIT

12 February 19lJ6

away to sleep ofT til(' e ffects of the inj(·('fioll in
hospital.

Doct o r Lambou rn had Inadvertently joined in an
exe rcise wi th police. fire and am hll]all{.'(' services
at Ch opplngt cu. Xo rthum berlaud. 11 (' was
thought to he part of th e med ical team and was
allowed throll/-!;h the police cordon.

Doct or L amboum was not avatlabk- for
comment yesterday. hilt his eoll{'agu(' in
Ashtngtou. Xorthumlx-rland, Dr john Campbell,
said, ' ~ Iy colleague acted with the w ry best
intentions.'

1.1 page66
A I d. i, a, c. e, h. g, f. b (g, h also possible)

2 'had taken ' makes the order of even ts dear
tvecrc heading' helps set the sce-ne.

,} Suggested answers
Absent-minded runawa v found safe at
home - haviug tea! '
73-year-old Tom aban dons wife, ~, lor a
('uppa.

H Suggested answe-r

A Swedish au pair has been sent hack home ­
for being a mall.

C ~liddle paragraphs should Include .
the name of the garde ner
when, where ami how he discovr-n-rl the
hoard
how muc h it is wort h
detail s of the problems it has cnnsr-d

4 GIVING YOUR
OPINION

Warm up: register exercise page 66
Your revi ewer . who for a literary cri tic is su rprisi ngly willin g to assess th e artistic ability
of a musician . claims that Cindy's mu sical can-er was 'far from distingui shed', Ill' also
claims that , becau se Cindy showed great abi lity ;L<; a write r. she was wasting her talents
in the years before she sta rte d to write . A mor e responsib le journalist wo uld not have
made such swee ping sta tements witho ut first asce rtai ning the fads, whic h paint a very
different pict ure.

Cindy was a woman of man v pm1s who , aft e r an earlv sta rt as a classical pianist (she was
pla~i;lg Cho pin and Liszt 0]; Brazi lian TV at the age 'of 16 ), develope d a passion for
drums and percussion which took he r a round the worl d duri ng a distingu ished career as
a performer, teacher ami student of he r chosen instruments. She was also an
accomplished act ress who trained at L-\~ IJ)A , spe nt 18 months wi th th e HSC, achieved
crit ica l success with her film role in Derek Agius 's 'Stree t Party', and found regular n '
work througho ut the 'SOs in Cub a.

Xot conte nt wi th red ucing Cindy's entire art istic caree r to 'punk rocker', your reviewer
describes even th at period as 'unsuccessful' - if ,5 Top 40 singles and 2 albums in ju st
two anti a half vears is un successful, the n who needs success! ~ Ir Bacon furt her claim s
th at she was 'disappointed' not to land th e leading role in th e fil m ' Broken English': she
was , in fact , offered the role , hu t re fused to pa rticipate ill th e commercial exploita tion of
a culture she believed in ; she chose to mak e 'Street Part y' inste ad ,

By publishing th is lett er , you will restore both th e reputation of a remar kable woman
and this reader's faith in the int egrity of yo ur new spaper.

You rs faithfully.

J udit S zilbereky
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4A Argument

1.0 page 69
A Stude nts ofte n wonder whether it's worth

going to Britain to study Eng lish. I would sa)'
it depend s 0)) how much mom'y yOll have,
and whether or not you haw' a taste for
adventure. Some st ude nts make \"l' ry good
progress when studying in Britain. and enjoy
the mselves cnormouslv. Othe rs, however.
acq uire ncar-pe rfect English without ever
\is iting an English-spe aking country, All in
a ll, it depen ds \"l' ry much 0 11 the Individ ual.

R Th is is only the third time I've been to a
football match. and I still don't know if I
really enjoy it. In some W~I)'S , hein g part of
such a hig crowd is rather a frighte ning
psperienct'. Also. I must admit that I don 't
understand all the rules. Hut lit (h e sa me
lim e , it is nn cxcittng and fairly Inexpensive
way of spen ding an afternoo n. By lind large,
I thi nk I do find football matches enjoyable.
and I probably will go again.

C I'm often told I'm luckv to be a woman . bu t in
fact irs a mixed hlessil;g. Wh ile it is true to
say lhal women are stronger than men in
many ways, I neverthel ess feel that society



Answer key

A n B :2 C '') D-4 1-:1 F .3 (; 7

58 Describing places

5A Describing people

Warm up: register exercise page 78

3 as 4 Despite
-;- against / onto S them
I I of 12 to 13 for

A I ove-r 2 which
5 wen' 6 into
9 as 10 could
1.-4 011 15 a

8 height. build. skin, character

2.0 page 81

A a Su~('sh'c1 answers
~L~ if he 's jus t waiting : look Iikl' they're old:
I wo uld say he was ill; he 's probably, as if
the man had spl' nt : The ph ot o seems to
bavr- [u -r-n taken. he is ct thr-r ju st abo ut to
p lay or he could 1)(,: sweat-soaked st rands
... impl y that

b Paragraph s -4 uud ,') describe the w rite r's
personal reaction. Pers(lllal rea ct ions nrc
often used as a ul('th()(1 o f Sllllllllillg up.

1.0 page 83

A I Xo 2 there is / ar e ,'3 T Il(' rive-r

-4 't ln-n ' / 'lu-Ion-'

B I Both an ' lists.

2 It 's a descrip tion of a roomand its
('onl<'llts, I'ositioll of th (' l,(lll!<'llfs is not
illl j)(lrta nt.

3 It fc)('uSPS 0 11 th l' 'o rganizing p rinl'ipl(" of
till' de sc ript ion and sets the S('('Il('.

-4 ~o , The sC'nl<'lI('(' san 'O fficer B could
s\\im ' and 'a t S. !.') ('(;c/' nighf.

1.0 page 80

The laundrvnu-n of Bamako

5 PEOPLE AND
PLACES

1.2 page 84

II Th e len hand sid t· is <!('scrilw d in de ta il first
the ll \'el'\ ' hri( ·r IIl('nt ioll of ti ll' right han d ' \'all
is 1Il;lde ;U1 c1 finally a detailC'd c1I'~'ription of
tlip hack wall.

C ~e.\: t to ... III fllmt of ..
The rest o f t he wa ll W;l~ , , T!l(, des k wa.s .

D T ;lke ll tip hy ... hut for I\m ...
he saw ... Til(' hack wa ll had .

B h, c, d, i, III

Thl' otlll'r det ails a re not ap p ropri ate Ile re: they
arl' no t re!t' \';lIIt, no t fac tnal e tc.

2.1 page 86

A 1 ./ :2 to ,'3 \ Ianhatlan 's -4 hc'ight
,') industrial 6 its 7 ('nte rp rise. 8 ./
H d ouds ('xposed 10 ./ 11 (;i w n til{'
12 sur ronnding 13 ./ 14 \\1101('

2.0 page 85

.-\ I E :2 II 3 {; -4 ( ; ,5 F n K

1.2 page74

A I D :2 F 3 B ol li 5 A fi E

B It hl'gan as expected .., ext raordina ry ,
triu mph ant : Not gr(,a t songs . . as ever: .
speed ... thollghtlit1lyr ics: .., ro lling and slick
... llnl warah ly painful.

real ju stificat ion . Wh y Imy a mountain hike
with 21 ~pars if you're- only r-ve-r going to use
it in the dty? Wh y spend £-400 011 a bike that
yOll wil l seldom use. knowing that if r-ver yo u
park it in the st reet it is liable to he stole n?

Ac!VC)('at l's point to tln- Anhoto mo unta in
hike 's urhan udvnnt agc s. Th(· shock ab sorbe rs
and thick t~T('S art' w ry effective at coping
with the rough surfa('(' and pot holes be tween
the car lam' and the pavement . for instan ce .
With it IX'iug abk- to climb rocks. ~"ou can
always ge t out of tronhh- hy mounting th e
pavement . El'ol ogv comes into the reckoning
too . especially when ear owners can he
tempted into L') 'd ing by the styling and
technology of thi s fashlona bk- and prestigious
machi ne ,

1.3 page 74

A l'crsonnlly. I can't .~('e what distingllislws; ill
my opinion: hu t I for one: what reully annoys
me: I don 't know about you; the im pression I
gct : the plot too is ('(IOly,

B It eall 't hI' he r pro.~e , surdy: a ltho ugh the
word.~ 'h('at' an d 'dus t' appear rrp(l'wntly. no
impression of he at or du st is ~\"l'n , Indeed,
the eafl' fuL we ll-organ i".ed sentenel'S eOIl\'ey
inSl<'ad th e il11 pn 'ss io ll or a \·eI) · literary.
Ilpjx·r-dass womau silt ing at her l)]le\\Titer
drinking I<'a.

Finally, what is particu larly ;u lllo~ing ahollt
thi s Ix)ok is tllP wrii('r's moral it.... She 's a
romalltie and a mo ra list: she I~ks c10\\11 on
her na rrator 'lith a patronizing altitude, and
paints a degrading pktllf(' o r mcx:lem Im'e by
gi\ i ng h(,r narrator a kind of abje L1
promiscui ty ill til(' pla('e o r a lo \"(>life. And
inefl'dihly, the message of the lx>ok seems to
lx, that the he st thing that ca ll happen to a
woman - e"i' ll an lllll ila rried woman. \\i tho ut
a I XI~fri('1l(1. tfawlling ahmad - is to ge t
p regnant. It is not ju st that Ihah\ ' lla is wri ting
abo ut a dilT('fl'llt l'Olltilll'n t: it wo uld appear
that she's also Ihi ng in a diffe rl'nt world.

A Sugges ted ;UlS\\"( 'rs
1 however :2 which 3 whic h -4 Such
5 also 6 thei r 7 sa llie 8 nor H In
10 too I I Despite 12 it 13 hardlv
14 Bnt 15 hy

H USi ll~ understatem ent . and hy contrasting thi s
film to previous films hy the same director.

1.1 page 73

1.0 page 76

T he pmhlelll is that thc boyfrie nd is unhappy
\\ith the 'l"Oman 's Slll'('ess . li e 's los t eo n fi(kn<:e
ill hims(,If.

1.1 page 76

1 h, L" g 2 (', i, I :3 a, r. j 4 d, k ,'5 h, III

1.1 page 71

A I a, d , g, i
:2 e, f, h, k
3 h. e.j. 1

8 Paragrap h I: In t llxllll'e s the subject \\i th
exampl('s
Pa ragr.tph 2: Disack antages or I~ing

Para~rilph 3: Disa(kauta~es or te lling the
tmth
Para,!!rap h -4 : Cond us ion

({'IJ(!s In II(' p n'jw! il·(·d ill E\\UlITof men. On
balance. I !';UppOSl' tha t although I am both
proud and happy 10 1.1.' a woman. I think tha t
it is the 111('11 who are 'lucky'.

D Manv \"{ lI lllg actors and act ress es dream of
h(,C(;Il ;i ll~ stars, hill ill reality stardo m has its
d rawbacks a.~ w(' 11 as its attractions. O n the
one hand . stars can earn a lot of moncv.
Also. tlu-vca n trawl a lot and haw' an •
exdting s~ ~eial li f('. O n the othe r hand . st ars
lx-comc publk- p roperty, and lose a lot of
the-ir prh"a<:y. Xo( only th at , hut they a lso
lose much of tlu-ir freedom : thev ca n no
1011~(' r walk in the stree ts without h<l\i ng to
talk to strangers and si!-.TJ I autographs.
Ult tma tc lv. t}1(' \Ullllg actor who dreams of
stardom is' in dal;gN ~f lx-comtng it star who
d reams of tln- wonderful freedom he enjoyed
when ln- was aUOlI~'IlOllS.

E As an Olympic Cold \ledallist , I am often
asked what is the best way to spend the night
befon- a bi~ race. O n thc on c.' hand, irs a
good idea to sttck to yo ur normal routine , On
ti ll' o ther hand. some uthletr-s find thc v
can not sleep properly 1I11 1('ss they lise some
spe-cial n-laxntion techniques . Personally.
(hough, I like to go out for a meal wi th my
husband. then gt't an ('ar ly night.

F Th e n ' a re manv n-asou s wh y I love chocolate.
Onc rensou i ~ that I haw :I sweet too th,
An ot her is that chocolate gi\"es me energy
when r ill f('('Hllg tired. What i... mot-e , they
say that chocolate cOlltaillS a drug tha t ad s Oil

the brain like 1Il00Vhin(': I don't know if I
1)('lie\ 'c' t his, hut I a111 ccrtninlv addicted.
AIJO\"c all , I lo\"( ' chocolate h;'cansp I know I
could never 1)(' happy without it.

G Of all the snap powde-rs ill the world, I would
recom mend th at vou use lIalo. In the firs t
p lal'l ' , it is l'Om'(';ltra te <!, so yOll only ha \-e to
llse wry litt ll' of it. )Ior <.' importantl)" it is
IO()~ biocl(·gradall l(·. ami the H'fore does no
harm tn the ('mi ron lll('lll. On top o f that . as
ewrvOlw knows, Iialo was hps whites t. In
short , Ii alo is yo ur \\isest w;L~hday cboice.

48 Reviews

1.0 page 72

A 1 Th t' first se ntl' Ill't' in forms the read er that
two difl t 'rellt points o f \ie\\" loll ow.

2 It o lT(' rs th e l'riti c 's \iew.
3 It olTers til(' adn )('ak's \il'\\',

8 T!l('fe an ' two school.~ of though t about
11l00111ta in hikes .~ ll('h as til(' La mia Anb ot o .
Critics dismiss thc lll as exp('ns ive toys \\i th no
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An swer key

B glitt e rill,l!: sticks. (hid storm d ouds ... rollin g:
swee ping ClH'W: wei rdly: freakish; tid ied
gravity ...: b razen; ha ttli ng; large, low moon;
hu ge ... nn-dallton. high melodrama: crashing;
set ... Oil fire .

1.5 page 94

n

6 FORMAL LETTEHS
Isokuuri 3~B
002(KI Ik-lstnki
Finland

)"OIlTS faithfully,

FurtIIt'T1110re , at the hostel the re wen- neither 'comfortable doubl e roo ms' nor 'talented'
knclu-n stall: there were fOIlT people in a room , and the food was \"('ry ordinarv indeed ,

I am wri ting to ('xprt'SS my dissatisfaction with the adventure holiday I have just had with your
organi sat ion , fro m the 12th to the 25t h of th is 1II01lth. Th e holiday. for which I paid C3S0,
failed sigllifk antly to livetip to the p rom ises made in you r advertise ment.

In vi ew of the Illall )' ways ill which th e holid ay failed 10 lin' up to your advert lscm cn t. wh ich
ca n only he de scribed as ext rem ely misleadi ng, I fed that a re fund of at least CWO wo uld he
appropriate . Should this refund not lx' forthco ming, I sha ll Ix' obliged10 refer the matter to
the British Touri st Board ,

26 JUlI{' 1!-JH6

1.0 page 95

Para gra ph 1: Heusen for wri ting the leiter
Para gra ph 2: Relevan t info rmat ion fro m he r CV
Paragraph 3: Why she is app l)i ng for tln- job

68 Applying for jobs, courses and
scholarships

1.1 page 96

A 1 At least 2 1.
2 a.s.a.p.; p.a. ; min
3 2 jobs for En glish speakers
-t Th e all pa ir jobs since an au pair is part of

the fami ly more than an employee.

Dear Sir or Madam

Th e Manager
Winderm er e \\Ildsidc Adven ture l lolidavs
Amhlcsidr- •

Cumb ria

Finnllv. till' chok e o f activi ties W,L~ 1I0t as advert ised. \\11ef(',L~ VO Il claim ed that vverv dnv w(·
wou ld be able to choose fro m 'a wide- range' of activi ties, in n', ;lity the n ' was only ever a .
chotec of two. I had p lann ed 10 spend the whole fortulght s;\i!ing and windsurfing. b ut for
(>ight days of the holiday neithe r of these was 01 1 offer.

First , although the holiday was advertised as being based at Wildside l lall. I found mysd f
instead at a vouth hostel seve n mth-s awnv.Th is uu-ant tha t, with no car or bu ses available. I
had no aecc~s to th e I lair s faclltttcs (pool. sauna , etc): at th e hostel, the only leisure fadlitil's
wen- a table tenni s tuhlc-and a pack of ca rds .

Saman ta Brunoni

I'm glad yOIl asked rm- ub out advent ure
holidavs because I can te ll vu u. DO~T CO
wrn i \\' I :\'DEH~ IEHE \\ 'IL DSIDE! Th e"
were th e OIlt 'S I went wtth last sumnu-r (£380
per persoll p Cf fortnight), ami it was a
nightmare, So if you do go. ch oose Outward
Bound . 1\ ·(' heard they're good, h ilt I can't
tell yOIl about thei r p rice s,

All the best.

Chri s -

h

1.3 page 91

A I The n ' an ' 110 dtlforonccs of fad between
the two letters.

2 (a) Positin '\y ami politely
3 S ll~('s l l'd ans wers

'au ahsol utt- death trap'
' .\ IIII1S(' 11111 piecc-'
'Llahh- to po isoll nn -'
'I'm in danger of fn'( 'zing to deat h while
\'011 take a holldav in the Bahama s'

4 S uggesl<'d ans,\'e~s
' It' s y OIl who should pay for it .
''''h ile \UIl take a holtdav in the
Baluu n;ls .
' If H ill don't do this before winter sets in.
n (I )(· obltged .

Th e h('atin~ problem is. in fact , aggravated by
the third and , happily. last small problem that I
urn confident vou will wish to resolve , Th ree of
the win dow s ('10 not e!OS{' p roperly: two at the
front of tht· [rons t-, and OIl(' at th e hack. This.
com bined wit h a 1I1l111I){' r of broken and cracked
window pmit's, co ntributes to an eno rmous hea t
loss, nol to nu-nt lcu the de-te-riorat ion of the flat
ca used hy tln- cold and ti l{' rainwater en teri ng
th rou gh th e cracks and broken windows.
OIJ\i OllSIvthe windo ws. Hke the cooker and the
heating, ~1Tt· a matter that rt'l juires Imm edi ate
att en tion. Pe rhaps double glazing (the solutlcn
ado pted hy the propri et or s of most of tht, oth er
hous es in tho street ) wo uld he a wo rthwh ile
Investmen t: it wou ld cc-rtuiulv p rotPet thr- value
of the propert y.

1.2 page 89

A 1 repai r :2 bought :3 guaran tee
--t assured 5 found 6 appears
i replaced S grateful Uarrange
10 carry on t I I conven ient 12 faithfully

B feslXlII S(' :2 claims 3 failure
4 re tumtng 5 refund 6 rece tvtn g
-; convenience S ordered 9 sorr...
10 IIIlIst II replace 12 Pllsurilli
13 ({ ' ( 'O WT 14 Iwaring

6A Letters of complaint: tact

6e Other formal letters

1.0 page 98

A I I D 2:\ 3 D 4B 5C 6D 7A 8A
!-J B IOD liD 12C 13:\. 14B 15B

2 To co mplain about insu rance companies;
tell thr- storv of the writer's daughter. 10

ask for a(hi~ on how 10 d eal with
insu rance com panies .
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H I failure 2 agre ed 3 fascinating 4 sincerely
5 omission f forgetfulness i inconvenience
8 offence u introductory 10 inapp rop riate
11 disrespect 12 wonde rfu l 13 memorable
14 entertaining 1.5 enclosed

1.1 page 100

8
1 I B 2C .3B 4/\ .'5A 6C 71\ SA

2

Th e Conference Manager
Mrs Lumlev
The' Boyal Il otel
SewJ1J St
Cardiff

7 INFORMAL LETTERS

7A Technical matters

1.0 page 102

I To thank Arunlxa for lett ing he r stay in her
flat.
Her stay in the flat; the death of two goldfish

The Happy Planet Associa tion
6.3 Cnmscott St
London SE I

February 7th l!:l\JG

Answer key

and th eir replacement ; a plan e strike at
IIcuthrow airport .

2 Thank-you; apologies for goldfish and
explanat ion; re minde r about party.

3 This quest ion is answered by the rest of the
unit.

1.1 page 104

I In Arun txu's flat, possibly OI l the kitchen table.
2 She is ill a hurrv.
3 By including nc;th ing else. She leaves ou t all

11IllH'cessary infonnntlon. III term s of
grammar she uses abbrevia tions , cont ract ions
ami e llips is.

2.0 page 105

H (let ter) Th ank s \'e IYmu ch; I'll tell you all
about it; Xow. It' s had new s; the thin g is;
That' s life ; .., is 110 joke ; Anyway

(note) Just a quick lIote ; Very son)'; I'm off
now

Th e m e of par entheses; no p ron olln (Ve ry
sorry; see you soon); PS; contractions (I'm)

Dear :\l rs Luml ey

Further to our tele phone conversat tcn yesterday morning, I wou ld like to confirm our
hooking for a con ference at your hotel from Saturday September Srd to :\Iullday Sep tem ber
5t h of this year, leadng 0 11 th e morutng of the Sth.

Th e details (subject to ame ndme nt) arc as follows:

,I CCO,I/ ,I/ O/JA'f/OX

Sat 3nL Sun -lth. Mon 5th: 26 stnglc mmns
8 dou b le rooms

Please note that one of the del egates is disab led and requ ires accommoclatfon with good
wheel chair acce ss.

CONFERENCE FACILITIES

ONE CO;.:FEHEXCE HOO.\ I on Sat 31"(1and Mon 5th (not on Sunday), 4.30 - i .nOp.m.,
equippe-d with vcn and mon itor , to accommodate up to 40 peo ple ill spac e and comfort.

4 SE.\II:'\A H HOO .\IS on Sun 4th and .\Ion .5th: lOa.m . - !.OOp.lll. ant] 2.30 - 4.00p. m"
equi pped with wldt eboards. to accommodate up to 12 pe op le eac h,

CATEHING

Provisionally. om req uirem ents (fo r III' to 42 guests ) are as follov....s:
Sat Srd dinn er only
SUJl 4th bre akfast . lunch (lp.m.]: tea (dp.m. )
.\1011 5th breakfast. tea (4p.lll.); din ner (Sp.m.)
Til es 6th b reakfast

App roxima tely one third of the del ega tes will p refer a vegetarian me nu.

OUl' last request : we understand that there is an inte rnational rugby match at Cardiff Arms
Park Oil the Saturday afternoon . am i would be grateful if you co uld obtain 6 tickets for us.
Should th is he incon venient for you. p lease advise how we mig ht obt ain them,

I loo k forward to he arin g from yOIl with confirmation of our booking.

Yours since re ly,

Christine Upt on

Christine Upton
Association Secretary

2.0 page 106

C Sugges ted answe rs
I make it / get 2 Anyway :3 got 4 now

oS havill~ / ge tt ing 6 so i afra id 8 e nough
fl problem 10 gin' 11 jail 12 Anyway / -St ill
13 Love / Best wishes

2.1 page 107

B 1 I'm fed lip with th is stupid job - lily new
boss is even wo rse than the last one.

2 I'm fed up wit h this stupid joh - I want to
live!'!

3 I was amaz ed to sec Jolm at the party - I
thought he was in pri son!

4 I was amazed to see Joh n at the party ­
he 's nonnallv verv un socia ble .

5 The wild p ig di(h~ 't attack Emily - it was
Emily who attacked the wild pig!

6 Th e wild pig did n't atta ck Emily - it was
ju st tryin g to escape .

e Suggested answe r

Dear Mum ,

Cucss what! You'll never believe this, hut I'm
going to he famo us at last! .\.Iy new Iili.~ starts
tomorrow, in Poland! On tour with U2!

It all happened so sudde nly. We we re just
doi ng a gig in a small town in the north (,)
whe n Bono walked in. Yon should have scr-n
the look OIl Kcmat's face! Anvwav, to cut a
long story short, BOliO loved ;)lll" 'music and it
just happened that he needed a support hand
for U2 's East European tour . So we 're all off
to Poland next we ek. By the way, how's your
Polish? Ca n you still speak th e language? If
so. why don 't you l'ome with liS? I'm sure
you'd really enjoy it - it's not all sex, drugs and
rock 'n ' roll , )'on know!

.\Inst das h. We've got a re hearsal ill half an
hour, and lily bagpipes are out oftunc .

Your lovmg SOil.

Ed mund .
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Donumque

88 Recommendation reports

1.1 page 118

Paragra ph h is tlu' most appropriatl'.

1.2 page116

a Sec lop of next pa~t'

b

..J jXlIllll!S .') ah \'(l\-S
10 all II in

1.0 page 117

1 dri\"(' 2 too 3 IMJtb
6 ./ 7to S ./ 9 hilt
12 havl'

Hun tingdon House
20 Xorth 5t
n ri~hton nx r IE B

o«. Bth

Dear John,

I"w ju st writtenthe rcfc n-nco for you . though
[Om SIlTt. yo u <Ion', d('s('r\"(' it. I ('xlwc! you
onl v ash ,d 11I( ' ht'l'au s{' \"011 don' t know
au):bm ly else- stupid l' l l(; lI~h to think you're
wo rt h it , hut in te l li ~( ' nt ('llOlIgb 10 lx- ahle to
wri te a n ·Ii. 'H'm'( ' ill English . Was I really the
first pt 'rSOl I you thought ()r~ And what's th ts
about losing my phone number? You never
were a \ '( ' J)' {'oll\ 'inci llg liar .

Anyway. goo d luck with the cou rse. And don't
!orgC't , lvr- told the w what a ~o(J<I studen t
you 're going to ln-. SO DO;';: ! ' \ IAKE .\lE
1;';:1'0 A I.I AH1!!

1.1A page 115

2 work s well in a I{'am l Integrat es we ll
3 sclf- con lideut zsel f-assu red
4 has a good se nse of hu mour
5 has a strong character
6 soci able I in lt'gratt-s wel l
- indust rious / d iligen t I assiduous
I) menculcus I thorough
9 discreet / diplomatic I tactful
10 articulate / ( ' IO(!Ilt' 11 1

11 well-spoken
12 1~t'al l rational
13 imaginati\'(' / hus a ('apad t)" fo r origi nal

ideas
1..J Intelligent

1.1 page 114

B Suggested .1IIS \\"('fS

1 ", his attention 10 detai l sometimes \"l'Tges
on thl' ('x('(' ssin ' ,

2 .. , silt' allows he r wo rk to (K"(:llPYa
disp ml x)rt ionatt' amolllli of her lime ,

3 , ., Il{'r am h it ion is such that sometimes it
is a imos l ,L~ if sh{' is deleTlnim'{! lo
sll{'ct'(,d at an)"p ric'(' , ..

..J , ., a natu ra l lead t'r who has \"('f to leam
ti ll' vahlt' of teamwork , '

5 ", a n'ry {'ollfidl' nt pe rson who has lx'l'n
known to undef('stim al{' his ("()lIeagues .

6 " . finds it d ifficult to ("Olltml his ea gemess
for inlln{'diat t' f('SIlItS , , .
, , . slit' shows a (1. 'rlain r",luct anee to work
mo r{' thall the minimu m of hours , , .

S , . . a ff('(' spiri t whose pron x'ali \'e
(1.mtribll !iolls dn 1101always promote
harlllUlI)"

8 REPORTS

1.0 page 112

A Suggested an swers
1 join ing: 2 1lI1111I ){' r; 3 nllowr-d I
pe-rmit ted: ..J lu-r colleagues I lhe staff:
5 private. 6 her lack . -; howeve r.
S p unct uality; H \\il ling

R 1 All tilt, thi llgs mentioned below. hu t
es pecially h'is tendency to exaggerate by
u.sing supe-rla tive-s und abs olu tes in a casual
ami inexact lll'III I1l' !".

2 a ;\0 nu-uttou of the ep idemic. the strike
o r Kit' s music. a ll of wh ich are Irrelevant
in a n-port thai is an appraisal of Kit's
work

b The ('xa~erat ions have been replaced
hy more meas ured . moderate language;
men- formal vocab ulary th rougho ut.

c Annet te's re po rt. unlike Gary's speech, is
strid ly or gan il'.I'd. ThcS paragraphs ful fil
tilt' 1i.)II()\\i ng [unctions:

I All overall assessmen t.
2 Comme-nt 011 Kitx social in teg rat ion at

wo rk [note - the discreet ucgadvc
couum-ut ).

:J Couum-nt O il Kit' s work;
·1 l'unct ualltv. attendance. ell':
.5 Couei llsio; l (no t st rictly Jl('t'essaJ"yill a

re-port . especially w!Jefe the
coucluslou app('ars in the openin g
parag rap ll).

d Sho rte r. mort' economical.
l' (i) nu ,\llouymolls ma nage r

(ij) all of tilt' alxrvc-, hut especially the
bu pcrsonaltonc and the impression
o f 'ha laJl('e ' as opposed 10

( ''\a~(·ra' i{ l1I.

8A Information reports: people

1.4 page 111

B is 1N.'sl

A Tt 'rrihlt" This stml{'nt h,L" 1l0t uIldersto<xl that
this is a 'n 'al-lif!" t,L"k - a bill ike a role-pia)" ,
A!."o , it is lIt'w r a gtxx! idea 10 eopy phr'L"t'S
from th{' (IUt'stioll allhe hest of times: he re, it
is mos t inappropriah'.

B Fill{' ( t hou~h th is stml{'lIt \\i ll han ' to use all
hisllw r eha'rm ill order to 'explain away' the
two d is'L"It'rs 111l'lltio lll'd l.

C Hat lwr illapp rop ria ll', Aglles didll 'f ask for
a{hie{' ahou t how to look after Attil a.

J) T( MI for ma l.

\I ikt' -

Her e's Illy account of what happen ed at the
demo. I've described ewn1hiul!; I saw from
\\')1('11 we se-t off from o.\f;ml St to the
moment \w arrivcr] in T rafalgar Sq. I know
you won't agTe(' with 1lI1' about everything.
PSjx'('ially the orde r of events - I'm p re tty
sun- I saw people throwi ng stones before the
first baton ehargl' - hut till' important thing is
to dear Jt'IIIlYof t ilt' charges aga inst her. and
I think Illy t-vidcnrt- lu-re "ill he lp a lot.

11 01"(' to st-r- yon again at next month's
Ill('eting o r Fight Bad slII !

1' (' 11('10\)( '

1.2 page 110

D 1 II<'c-njovodplaying in the garden.
2 li e can lx- a little- cxcit abh-.
3 l h-:s \'e ry \'igilallt a t nights. so you WOlI't

1I{,l'd to worry aho ut Imrglars ,
..J l ie was \'('ry eompa niollah le a t n i~hts .

5 I I{' W'L" always fil II of l' llergy and hi~h

spirils ,
6 II{' kt'pl 1Il { ' w ry fit
- I I{' always td ls you wll{'n he Il{'eds to go

out.

78 Diplomacy and tact

D Sep t, thanks, :\0\', Aug, -iSh: I'll . H lI1\ -e, I' m,
I'd, (c-tc.]: had to , s('{' yo u.

1.1 page 109

1 \\'oul d mak r- Agat ha think that tile unhual was
vr-rv ( ';IS\' to look after.

:2 \\'( ;1IId \;(' rsllat!t ' Agath a not to take the
nninml.

3 \\ '01lId mu kc Agat ha aware Ihat there we re
pot e-ntial p roble ms lmt lookillg afh-r it isn't all
had.

., Wou ld ma]« - Agath a ft'{'1that she may not
ha n ' auy problems wit h the .nnmul as it will
lx- in a dtffen-nt hOUI(' and with different
pr-nplc-.

1, 3& ..J Illay all per suade lu-r 10 take the animal.
hUI I is l'OI11JlI( ,t{'ly d isholH'St.

E

2.2 page 108
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Dr L. Fkx!c
Exet er Universitv
Exeter

l lunt tngdon IIOlIS('
20 Xo rth St
Brigh ton B:\' I 1E B

9 October 199--l

C Sugges le d answer

1"1:\ 1511 with : ti l(' DAT E, \'0111' SIG:\ :\ TU HE
and your :\:\ \ IE A:\ D ADI> HE55 ,

PABA I k - who vou an' ami whv vou'rc
Wri ti;lg thi s. . •

PARA 2 i - vour eve-witness state ment
;lhjP<:!iwand factual. D Oll "

include opin ion s or t' m o lin'

language .

j - vnur description of tht· st ranger.
as ddai]t'd as possible.

PAil-\. 3 h - your interpretation of the
events. IlIc]II(I(>, for example.
how you thi nk the 'cigaret te
pa( ·kagt·' came 10 co ntain drugs.

11 - a St'lllt'Il('(' of 'cha racte r
reference to justi(v and support

your suppos itioll of you r
fm -nd 's iunocr-no-.

Deaf Dr Flode.

I wri te ill n-ply to your request for a refere nce for John Kino.

I han- known John for cfght years. having been in the same <-lass as him th rou ghout High
School and havtng remained ill to uch with him during the th ree imme nsely profitable years
I spent at Exet er University.

YOIl me-ntion the problem of stude nts who find it hard to adapt to a IlCWenvi ronment and to
make IllOW Irteuds . In John 's case, the re is abso lutely no ca use for concern. John 's recent
voluntary work in Hwnnda is evidence of his ab ility to adapt. and ;L~ for mak ing frien ds , there
an.' fl'\\' people ;L~ sociabl e as Joh n. li e has a b right. positive nat ure whic h. togeth er with his
lIIallYsocial skills. would quickly win him a large numbe r of Friends in any new en vi ronment.

I also bt,lip\·t' that Joh n bas the intell igence to hand le the wo rkload on the course. And if at
times lit' se-ems to 1)(' less than indus trious. I am convinced that. given his competitive spiri t
ami high self-pstt-t'm, he will ma nage to exce l in the examinations.

Ti ll' only (lllt'shon mark. in my mind, would 1)(' OW l' John's level o f Eugltsh, which was never
his stro ngest point. However. his na tu ral eloq uen ce and conun umcati vcneture wou ld soon
romedv this if Ill' wen' lhi ng in Ellglalld , Perhaps, indeed. this wcnkru-ss no longe r exists: his
rec-ent lette-r 10 lilt' was writ ten in faultless E nglish .

Your s sine{,l"e]y,

Dominique Schwarzenbach

B s('em ing
pn-sumubk­
S11pP(ISed
alleged
rc-rt ain

s('{'millgly
p n'sllll lall!y
sup posedl y
all('l ll\'
c('rt ai~I]Y

Be Eye-witness and narrative
reports

1.0 page 119

A l'urugruph 1 - 11Ie hoy with th e gun 'becomes
n -al ' lll'eallSt' of tho concrete dctutls: 15,
good-looking, hhu- woollen hat: similarly,
t!eseri pt in' detailsof the two ears and the gun
are ~H'n (yp\lu\\'; Cadi llac ; rental. shiny; new­
looki ng)
Paragraph 2 - the direc t (illoialion from the
car radio
Paragruph 3 - short sentences co mprising
nothing h UI fads anti concrete details
Paragraph 5 - four action verbs iu past simple
• J're.'is('d. nnnnml. IllninJ and je rked ­
making for fast . dramatic' nurrutive.

R Th e hn\" looked about 1.'5 wars old and was
W('ilrillg a him' woollell h;;t, 11(' lold me 10

open till' ear doo r. I n 'fus l'd. and he sma...hed
Ihp \\imlnw, Fea riug that my eompimio Jls ant I
I would IK' IX'at(' 11 or shot, I aeel'!eraled awa\'
from Ill{' S('{'nt ' of the illddent. ('Olliding \\itl;
h \'o ol ht 'r ears in Illy eseart', ~

1.1 page 120

A II E ADI :\ C S (. - Slart \\i lh Ihe headin g,
TO \\'110\1 IT \ IAY CO :\CE R:\ - this '
lllea ns that \Ull r slalt' me nt is 1I0t add ressed to
om' person 'hul wri tt(' 11 for Ihe Ilt'lle fit of any
ink n 'stl'd party (Iaw}"('rs, police. C uslo ms,
etc), t!Jt'll a suhlwading t!pscri bin g til('
conlt 'n ts of thl' re po rt , e.g, :\ STAT E \ IE :\T
D ESCH IIl I:-;C EVE:-;TS \\'IT :-iESSED BY
\ I YS I~ LF , (,vA-HE) , AT (SA \ [ /<: OF
,1/H /'OIl T) 0 :-; (IJX rE) AT (Tl.IIE) .

TO WIIO\I IT \ IAY CONC EHI\

T he Iollowtng is a stnn-mcut dcscrtbtug events wttucssod by myself Komclfu T ies, Oil

7 Oetol x-r 1H!J.3, at 5 .00 p .lll. at Fran z-josefSt raus s Airpo rt . \ Iuu k h. Cennany. [ am wril ing
this stan-nu-nt to co nfirm the iunoc r-nce of IlI V friend \ !iss Doris I'osco sta of Bolzano. l talv,
who I understand is heing held ill Lo ndon OI{ sllspicio n of involvcnn-ut in dmg S ll ll iggli ll~~

\ \1Iile \ Iiss I'csco stu and myse lf we re waiting tn thc dep artu re loun ge of lilt' ai'l,ort in
Munic-h. a hoy st ruck up a co nversation with her. I p res umed lu- W;L~ Auu -rican ln-causr- o f his
accent. Il l' was ubou t 24 veurs old. l m 90 tall and well-built. 11(' had short, dark, curlv hair
and dark l'yt 's. Il l' was w:'a ring W ran gle r jeans, b ran d -now Xtkc trainers. a wh itt' T.sllirt wit h
' En dk-ss Caverns . \ 'irgillia' p rinted on it. and an old denim jacket with gn-cn paint ma rks O il

the righ l elbow. I heard the boy ask Do ris if she was goin~ to buy allY duty-In-c good s before
take-off She told him she wasn' t in terested ;L~ she alrcudv hat! t'lIou~h to carry. Then he
startcd mlktn g about the cost of ciga rettes in Britain. I ll' claimed that he wax onlya student.
that he WiL~ planulng to spe nd four weeks in Britain, und thai hI' wOllldll'llx' ah lp to afTord the
ciga rettes. IIt' said that to sa\"(' money hp had I)(m~ht 400 du ty-fret· ci~a rt.' ttt's. hut II(' Wil~
worried h{' wOllld gl' t ('aught at Clls toms. where the allowalll,{' is onl y 200 , Doris, lK'!ie\ing she
W,L" sil\i ng mOlley for a poo r student. offered to take 200 of Ihe d~arl't lt's throllgh Cllstoms for
him, ami he gan' Iwr a cartoJl of \ Iarl bo ro in a earrier bag that sl'(' nwd to (,{llllt' from tilt'
du ty-f ret ' sho p . I did no t S( ' {' Ihe other 200 cigaretks Il{' had SIlPIXlS(,tlly I X lll~hl.

I 1I0W he !il'\"{' Ihat {'wI")1hing Ihe hoy said was a trick to persllatl(' Doris to earl"), this paekel.
whidl pn 's lllllahly ht, had p repared in ;l(kanee and fiUt,d \\i th dnlgs, I alii ah solull'ly ("(·rtain.
howe\"('r, that Do ris would I\('n'r haw accep ted Ihp packpt if sll(' had t ll(Jll~ht it llli~ht con tain
d m gs. I han ' kllO\\1l Dori s Pes('Osta since W(' wcre IXli h dlildr ell, alltl she has m'n'r ill hN life
had 'lll)t hi llg to do 'lith d m gs or auy otlJt'r eriminal <Icth ily; her IInin ' rsily lulor \\i ll ("(}]} firm
Iha t she is a llllXld studenl of impel't.'ahle charader.

( s i~Jal l l re)

Komd ia T ies, lI amna\"Oe. She tlands, 9 Od oher W9.3

(name alld h 0 11lP addn'ss hen ' )
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B To provide infon nation for peo ple Inte rested
in homeopathy, Dist r ibuted bvhonu-opathic
chutes.

10 PUBLIC
INFORMATIO N

1.1 page 134

B IIU;-' IA:'\" BIC IITS BEC I:'\" W IT II
BHEA KFAST

1.3 page 131

A 1 A 2 G 3 II 4 F ,'5 I () I)

B I 'Stir Crazy' is a pun 0 11 'Stir Fry' ,
2 Ope ning : a I!llotation. ClOSing: an image /

picture.
3 Impe rsonal constructions: Th e stir ret ains

its flavour ... The starters are mediocre ..
Tht' vanilla ice-cream is..

1.1 page 137

A 1 '/ 2 rhvt bm 3 connoissr-nrs
4 guaranteed ,5 litt le knO\\11/ Htth--known
6 generosity 7 spaces available S ,/
9 alongside to IlesigIlt'd 11 path s invite
12 t ilm tng. The 13 ,/ 14 force 15 of

B A touri st o rganisation prod uce d the k-ullct for
potential visitor s to the Landes. Thl' purpose
is to t'ncouraj!;(' tourists to j!;0 thr-rr-. It differs
from th e hom eopathy leaflet in that it uses
short sentences. lots of adject ives. and is \'1'1)'

positiw in tht> choice of vocabulary.

1.2 page 138

1 C ulturally 2 central 3 swept
4 continually ,') cultura l fi European
7 Bad al S tole ra nce H munrullv
10 Spanis h II slavery 12 l ahOl~ n ' rs
13 development 14 populat ion
15 decision Ifi combination
17 Indepcnrh-nce-

108 Tourism

1.0 page 135

A The second tr-xt.
a Til t, first text is purely factual.
b Xo
t: To make Oxford sound more interesting

andmysterious and worth \isit inj!;.

7 DF 4 L ,5 C fi K

page 132

II 2 C ,1
J

10A Leaflets, brochures and
information sheets

At a time whe n the world comm uni tv is
conside nng how to p romote unin'rs;ll human
rights. War 0 11 Want is lallnchillj:!; a m-w
campaign called ·A Human High t to
Dcvr-lopnu-nt.

\\'ar on \Van l believes that it is ttmo that
equal att en tion shou ld la- givell to socia l.
cult ura l and econom ic right s alongside civil
ami po litical rights.

Universal human rights wi ll never exis t while
• D ill' in th ree of the wor ld 's child ren are

lIIal11011 rtshod.
One in four peo p le worldwide are without
adeq uate h0111es.
Lack of decent hculthca rc uu-aus ('\'('IY

war -to million children worldwide never
~e(' th ei r first birthdav.
80% o f all sickness and d isease is d ue to
unsafe water and sanitation .
Cl ohally .c 1.5 million is spent P\"{ ' I) ' minute
of e \' (' I)' day Oil arms and arm ies.

For mo re in forma tion O il War on Wan t 's wo rk
plcuse con tact li S at :

1.0

A I
H

9 ARTICLES AND
REVIEWS

2.1 page 126

B A-I B-4. fi C.....5 D- 2 E-3 F- 1. 6
(; -4.6

0p{,lIin~- 13
Closlug -c

9A Openings and closings

2.0 page 124

A I. nand -; - because the other good ones
eithe r refer to openings or closings and the
article is about hoth.

e I a-6 h-3 c-S d- I ('-:2 f--.5
g- l h-l i-3

2 Sornething to do with changes ill the famil y
.1 O-i 1O- h. (' 11-<' 12- a 1:3- 1J
4 2. i . 8. :\0. th e)' would not he ;L~ good

ot herwise.
.'5 2, 4. 10. II. 13 .

1.0 page 128

1 This is a film for en'r)' age br acket t.) and is
highly rcconnncnded for all those who
enjoyed [ulio Andrews' earlier film, 'The
Sou nd of ~ I Il Si<." .

.2 If you like your thrillers moody. at mosphe ric.
pessimistic and spine-clulhngly bloodthirsty.
then this is the film for vuu.

3 T Ill' Piano' is essential ~i('\\illg. as diH' TW and
tuneful us tln- Inst rum ent of its I i Ill' .

-l You'lllaugh. you' ll cry, vou'I l love {'wry
s('('()nd o f 'S]('{'p lcss in Seat tle'. Sl'n tilllClltal?
\V!Jo cares?

5 Th is is the most tedious of road IlIO\it'S and
wln-n the fugitive lovers finally couu- to the
end of the mad. shot dead bv cvmcal
detective Edd ie vl urs ( Clin t ·E '~~hnxxll. the
few peopl t, ill th e cine-ma still awake
applauded . H('C011lIllt'IHlcd for lusoumiucs
oulv.

(l <h·;·ral1 . however, tlu - film's fau lts do not spo il
au exdting ami stylish piece of film-m aking.
we ll served byun intense script and fine
pe rformances from its cast .

98 Reviews

1.0 page 122

1.1 page 129

I which 2 u ,1 '/ ... ,/ ,5 explain () to
7 ,/ S hand 9 with 10 han ' I I get
12 ,/ 13 o f 14 and 15 at Hl to

1.2 page 130

I than 2 1lI1t' ,1 for 4 was 5 and 6 at
7 who 8 til(' 9 down to each I I thosr­
12 with 1:3 whe n 14 as 1,5 whose
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