Хакимова Алия Рафаиловна

Идентификатор 102-625-215

1. Instructions

Last summer you worked at a summer camp in the USA. A friend of yours is thinking of applying for a similar job this year and has written to you asking for your advice about it.

Read your friend's letter, the job advertisement and your handwritten notes. Then write the letter in reply to your friend.   
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1. Writing plan

This is a letter to a friend so the style should be fairly informal.

Don't forget that your letter must be between 120 and 180 words. Do not write any addresses.

· Mention the good things about the job.

· Talk about the job's drawbacks.

· Make a recommendation.

· Finish the letter by wishing your friend good luck.

Language notes

Giving opinions and advice

You can use these words and expressions to give your balanced opinion:

On the whole, ...

Overall, ...

On balance, ...

You can use these words and expressions to contrast advantages and drawbacks:

On the other hand, ... 

But ...

However, ...
You can use these expressions to give advice:

If I were you, I'd ...

You could do worse than ...

You should ...

1. Model answer
Dear ...

I have mixed feelings about my time in Colorado but overall I enjoyed myself. The landscape is superb and the children were nice. We spent a lot of time hiking in the mountains. That was wonderful.

On the other hand, the company was not brilliant. They did not pay for my flight until six months after I got back from the States. It was very hard work too. I only had five days off in the entire two months I was there and as you are living in the camp you never really get a break. The pay wasn't very good but I didn't have to spend much. The accommodation they provided was in old tents, but it was perfectly OK.

If you want to be in the mountains and you like being with children, then you could do worse. Make sure they pay for your air fare in advance.

Good luck with the application! Give me a ring if you want any more information.

Best wishes,

2. Instructions
You are working in London. A friend of yours is coming to stay with you for the weekend and has asked you to suggest some things to do together.
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Look at the information here and then write to your friend suggesting a few activities you can do together.

2. Writing plan

Don’t forget you are writing to a friend so be informal when you write. Imagine you are talking to that person on the phone! 

Remember to keep your letter to between 120 and 180 words.

· Say you are pleased your friend is coming.

· Say you are working on Friday.

· Give your friend a couple of ideas for what to do on their own on Friday.

· Suggest some things to do together on Saturday and Sunday.

Language notes

Making suggestions and recommendations
You can use these expressions:

We could ...
You ought to ...

You can’t leave London without ....(doing something).

If you like, we can ...

I’m sure you will enjoy   ....( doing something).

It’s well worth a visit.

It’d be nice to ...

If you want to recommend things you haven’t experienced personally, you can use these expressions: Apparently it’s superb.  It’s supposed to be great.
2. Model answer
Dear ...

It will be great to see you on Thursday. You'll probably arrive too late for us to see a show that evening but we can go out for a meal.

I'm afraid I shall be working on Friday but we can meet for lunch if you like. There are lots of things to do and see in London so you won't be bored. The British Museum is fantastic and the Museum of the Moving Image is well worth a visit.  It's about the history of cinema and TV.

On Friday night we can go to a show. I'd love to see 'The Phantom of the Opera'. It's supposed to be great. I'll try and get some tickets.

On Saturday we could visit some of the London sights and maybe go on a river trip. We can decide what to do when you get here. How about going to a street market on Sunday?

I'm sure we'll have a great weekend and that you'll love London.

See you on Thursday!

Love,
3. Instructions
You are helping to organise a film festival at your film school. The film director, Douglas Michaels, has agreed to come to speak to the audience after the screening of his film Two Jumped into the Lion's Den.
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Write a letter to Mr Michaels thanking him for agreeing to come and saying what arrangements you have made.

Writing plan

This is a letter to someone you don't know so your style should be neutral, not informal. Remember to keep your letter to between 120 and 180 words. Do not write any addresses.
· Thank Mr Michaels.

· Say you are pleased he is coming.

· Give him accommodation details.

· Tell him when the film starts.

· Offer dinner after his talk.

· Send map.

· Finish by saying you look forward to meeting him.

Language notes
Explaining arrangements

Use the Present Perfect tense to say what has been done already:

I have booked a room for you at the Seaview Hotel.
Use the Future tense to say what will happen during the event:

You will be staying at the Seaview Hotel.

I'll show you round the film school.
Enclosures in letters
If you are sending something with a letter this is called an enclosure.

You can use these expressions to do this:

I am sending you a map with the school marked on it.

I enclose a festival programme.
In formal letters you can also put Enc. at the bottom of the letter to show there is an enclosure.
Model answer
Dear Mr Michaels,

Thank you for your letter. We are so pleased that you will be coming to the film festival. It will be a great occasion for our audience. 

I have booked accommodation for you at the Seaview Hotel, which is centrally located on Shaftesbury Road and about 500 metres from the film school.

The film starts at 7.00 and we would like you to speak when the film finishes, soon after 8.30. After your talk we would like to take you out to dinner.

When you arrive at the film school, ask for me at reception and I'll show you round. There is an exhibition of new media work that you might be interested in.

I enclose a map of the town with the hotel and film school marked on it. 

I very much look forward to meeting you on Friday May 2nd.

Yours sincerely,

4.Instructions
You are keen to study English in the UK. Read the school advertisement and the notes from your teacher. Then write a letter to Ms Brodie at the Browning Language School asking for details about the school.
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You can also watch the Slideshow to find out more about Cambridge.

Writing plan .  
 This is a letter to someone you don't know, so your style should be neutral, not informal. Remember to keep your letter to between 120 and 180 words. Do not write any addresses.
· Say you saw the advertisement and that you are thinking of attending a course.

· Ask for more information and prices.

· Questions:

students - how many?

staff - qualified teachers?

resources at school?

sports and social programmes + accommodation included in the price?

amenities in the city, e.g. disco, cinema?

· Finish by saying you are looking forward to receiving a reply.

Language notes 
Formal letter styles of address
If you know the name of the person you are writing to, begin:

Dear Mr Capel (to a man)

Dear Ms Harmer (to a woman)

Dear Mrs Simpson (to a married woman)

Dear Miss O'Connor (to an unmarried woman - not used much these days)

and end:  Yours sincerely
If you don't know the name of the person you are writing to, begin:

Dear Sir (to a man) 

Dear Madam (to a woman) 

Dear Sir or Madam (when you don't know which - for example, if you are writing to the director of a company)
and end:   Yours faithfully
Asking for information  

You can use some of these expressions:
I would particularly like to know ...
I would be interested in having more details about ...

Could you tell me something about ... ?

Does the school organise ... ?
Model answer
Dear Ms Brodie,

I saw your advertisement for summer language courses and I am writing to find out more about the courses you offer. I am thinking of attending a course for two or three weeks in July. Could you please send me more information and details of prices?

I would particularly like to know how many students attend the school, and how many students there are in a class. I'd also like to know what resources the school has. For example, is there a library where I can study  in the evenings? Could you tell me something about the staff? Are they all qualified teachers?

I would be interested in having more details of the social and sports programmes. Are the activities included in the price of the course? Could you tell me about the cost of accommodation too?

Also, can you tell me what  amenities there are near the school? For example, is there a cinema or disco in Cambridge?

I look forward to receiving your reply.

Yours sincerely,
5.Instructions
Last month you went on a language study tour to the UK but you are dissatisfied with your experience.

Look at the Ace Study Tours brochure with your handwritten notes on it. Then write a letter of complaint to the company asking for compensation.
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Writing plan

This is a letter to someone you do not know, so keep the style fairly formal. Don’t forget that your letter must be between 120 and 180 words. Do not write any addresses. 

· Say briefly what the purpose of the letter is - to complain.

· Describe your complaint item by item in detail. Remember to use your handwritten notes.

· Conclude by asking for compensation.

Language notes

Complaining

This is always a difficult thing to do, even in your own language. A fairly formal style will make the complaint more effective - you don’t want to sound too friendly! Avoid using contractions as they will make your letter sound less formal.

Start by making your purpose clear, e.g. I am writing to complain about ... .

When you complain, you are probably saying that a product or service does not match up to its description. You can use these words and expressions to compare the claims with the reality: actually, in fact, whereas.

You said the course would be full-time but in fact it was only four hours a day.
We were supposed to stay with British families whereas we actually stayed in a guest house.

Model answer
Dear Sir or Madam,

I am writing to complain about the study tour I went on last month. The tour did not match up to the description in your brochure.

First of all, the accommodation was not with carefully selected families. It was, in fact, in a cheap guest house with twenty other foreign students. Secondly, your brochure said there was a full-day study programme whereas actually it was only from ten am to two pm. I do not think you can call ten till two a full day. Thirdly, most of the students were from my country, which made it more difficult for me to practise my English. Finally, the weekend excursions were cancelled, which was very disappointing.

For these reasons I do not feel I received value for money and believe I should receive some compensation.

I look forward to hearing from you.

Yours faithfully, 
6.Instructions
You work for a large hotel which has a conference centre. Answer John Bird's fax using the information in the hotel brochure extract and your notes.
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Writing plan

This is a letter to a potential customer so keep the style fairly formal. Remember to keep the letter to between 120 and 180 words. Do not write any addresses.


Thank Mr Bird for his enquiry and say you are sending the brochure and price list.


Tell Mr Bird that your hotel has what he needs.


'Sell' the features of the hotel and mention the catering.


Finish by asking him to contact you again if he needs more information.

Language notes

Replying to a letter or fax

Thank you very much for 
your letter enquiring about ...



                
enquiring about ...

Ending

Please contact me if you have any further questions.

Please don't hesitate to contact me if you have any queries.

I/We look forward to hearing from you.
Model answer
Dear Mr Bird,

Thank you very much for your enquiry about our hotel. As requested, I enclose a copy of our brochure with the price list.

I am sure that we can accommodate you in January. Our hotel has 250 rooms, all with en suite facilities. Our convention hall holds 200 people and we have seven well-equipped meeting rooms.

In addition, there is an up-to-date business centre with Internet access for delegates. We also have excellent recreational facilities. There is a 25 metre swimming pool with jacuzzi and sauna, and a fitness centre. We can of course provide breakfast, lunch and dinner for your delegates as well as morning and afternoon coffee.

Please do not hesitate to contact me if you have any queries or need any further information.

We look forward to hearing from you.

Yours sincerely,
7. Instructions
You are planning a holiday with three friends in South Africa in September. While you are there, you would like to spend a few days in the Kruger Game Park. Look at the information about accommodation there and your notes. Then write a letter asking the park authorities to arrange accommodation.
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Writing plan

This a letter to someone you  don't know, so keep the style fairly formal. Remember to keep the letter to between 120 and 180 words. Do not write any addresses.

· Describe the general purpose of the letter: to make a booking.

· Give the specific details of the accommodation you want, mentioning your second choice camp.

· Book the night ride.

· Finish by asking for confirmation of the booking.

Language notes

Making requests

You can use some of these expressions to make requests:

I should be grateful if you could ... 

Please could you ... 

Please arrange accommodation for ...
Dates

You write:
You say:

May 1
the first of May

May 1st
May the first

1 May
1st May
Model answer
Dear Sir or Madam,

Four of us are planning to visit the Kruger Game Park  in September and would like to arrange accommodation in the Park.

Please can you book us a four-bed hut in the Pretoriuskop camp for the nights of September 7th and 8th. Please can you also book us a four-bed tent with a fridge and lights  in the Letaba camp for the nights of September 9th and 10th.

If either of these camps is not available, please can you book us in at Skukuza  in either tents or huts.

In addition, I should be grateful if you could reserve four places on a night ride on September 8th. If that date is not available, then please arrange a night ride for one of the other nights we shall be in the Park. 

I look forward to receiving confirmation of these bookings.

Yours faithfully,
8. Instructions
An international environmental agency is doing a survey on traffic in your country.  You have been asked to write a report for them about the road traffic conditions in your area, including at least one suggestion for making an improvement.
Write your report.
You can also watch the Slideshow to get some ideas for your report.
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Writing plan

This is a report, so your information needs to be organised clearly and the style should be  formal or neutral.  You may want to use headings to show how the information is divided up. You don't need to say who the report is to and who it is from.

Don't forget that your report must be between 120 and 180 words.

· Describe the traffic conditions in your area.

· Describe any problems there are.

· Make at least one suggestion for an improvement in the traffic conditions.

· Conclude with your opinions.

Language notes

Report-writing  

The aim of this report is ...

As requested, I have done some research into ...

I summarise below the principal facts as well as some recommendations.

Useful phrases

In relation to ...
In contrast with ...

As far as ... is concerned ...

In spite of ...

In an attempt to ...

I would recommend ...These recommendations would ...

The passive 

Railway lines have been phased out.

The bus service must be improved.

Cycle lanes should be created.

Cars have been diverted from the centre.

Cities should be saved for people rather than cars.

Useful vocabulary 

traffic: congested, jammed, blocked, stationary, at a standstill; motorway, dual carriageway, main road, minor road, side street, junction, traffic lights, roundabout, one-way system, speed limit, traffic jam, rush hour, peak times, pollution, exhaust fumes, commuters, cycle lanes, bus lanes, multi-storey car parks, park and ride, car sharing, pedestrian areas.
Model answer
TRAFFIC CONDITIONS IN EDINBURGH

The beautiful city of Edinburgh is often choked with traffic. The main roads are jammed at peak times of the day, parking is very difficult, and pedestrians find the pollution very unpleasant. 

Not enough people use the buses, and some suburban railway lines have been phased out. In an attempt to improve the situation, traffic has been channelled out of the main shopping street, Princes Street, into more residential areas. This is just moving the problem, not solving it.

Traffic in the centre must be reduced and people must be tempted away from the convenience of their cars. Improvements in public transport are the key.  

Suburban railway lines must be reopened, with affordable fares and regular, comfortable  trains. The bus service must be improved, with bus lanes on all routes so bus journeys are quick and convenient. The network of cycle lanes must be expanded so cycling is a safe option.

These recommendations would improve the traffic conditions in Edinburgh and would save many people the stressful experience of getting to work by car.
9. Instructions
Your local tourist office has asked you to write a report on the sports facilities in your area to give out to English-speaking visitors.

Write your report. 

You can also watch the Slideshow to get some ideas for your report.
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Writing plan

This is a report, so your information needs to be organised clearly. The style should be neutral, but remember to make it friendly to visitors. You may want to use headings to show how the information is divided up. You don't need to say who the report is to and who it is from.

Don't forget that your report must be between 120 and 180 words.

· Give an overview of the sports facilities available.

· Describe the facilities for each sport in turn.

· Remember to include other activities which don't require facilities as such, like walking and cycling.

· Summarise the facilities available in the area.

Language notes

Useful vocabulary

Sports: tennis, basketball, netball, volleyball, badminton, squash, baseball, rugby, football, hockey, swimming, walking, golf, cycling, running, jogging, athletics, judo, karate, sailing, canoeing, rowing, windsurfing, jet-ski, fitness training, mountaineering, skating, skiing, archery, gymnastics, trampolining, horse-riding

Places: sports centre, tennis / badminton / squash / basketball / netball / volleyball court, gym, pool, football / rugby pitch, ice rink, running track
Describing facilities  

There is a great variety of sporting facilities in the area.

The area has many sporting organisations and facilities.

The swimming pool has recently been renovated.

The club was purpose built and is very well-equipped.

Tennis courts are available for hire.  
The countryside provides opportunities for ...
Model answer
LOCAL SPORTS FACILITIES

The area around Street and Glastonbury has many sporting organisations for active people, and visitors are always welcome.

Clubs

The Victoria Club in Street has a range of facilities including netball, squash and tennis.

Tor Leisure in Glastonbury has rugby, football and hockey. 

The clubs are friendly and welcome newcomers and non-members. Equipment and courts are available for hire and are reasonably priced, between Ј2-Ј10 an hour.

Swimming
The swimming pool in Street has recently been renovated and is now very attractive. A multi-gym and sauna are also available. There is also an open-air swimming pool for use in the summer months.

Outdoor activities
Horse-riding is available at stables in nearby villages. It is essential to book in advance.

The local countryside provides the perfect opportunity for walking, cycling and jogging.

Children
Griffin Sports Club provides the opportunity for children to do a wide range of sports, anything from archery to trampolining.

The area provides the chance to try most sports, with the facilities to cater for everyone from beginners to professionals.
10. Instructions
You have been doing a class project on the Internet.  
Your teacher has asked you to write a composition explaining whether you agree or disagree with the following statement:

Total freedom of information on the Internet is a danger to society.

Write your composition.

Listen to the audio recordings to hear two different opinions.
[image: image10.png]


        [image: image11.png]



Writing plan

This is a composition so your style should be neutral.  Don’t forget to give examples, and to make sure you have answered the question clearly.  

Your composition must be between 120 and 180 words.

· Introduce the subject, describing aspects of the Internet.

· Give your views on freedom of information on the Internet and how much that freedom is a danger to society.

· Summarise your conclusions.
Language notes

Making points  

Many people feel that ...

First and foremost, ...

It is widely believed that ...

It would be ideal if ...

Another argument in favour is ...

It is clear from the facts that ...

The benefits of ... outweigh the disadvantages.

On the whole, I think ...
Contrasting points
On the other hand ...

Other people think ...

An opposing argument is ... 
Model answer
The Internet is a global information network and people who have access to it around the world find it extremely useful for different purposes: education, research, entertainment and so on.

The information is not controlled. Anybody with a computer and a modem can put information on the Internet. There is a minority who use it for harmful or dangerous purposes, such as terrorism, criminal activity and pornography.  

I don't know whether it would really be possible to control the information, or if it were possible, who should do it and according to what criteria. For example, who should decide whether a photograph is a work of art or an example of pornography?  

In my opinion, criminals will always find ways to help each other, and the benefits of having an uncontrolled source of information outweigh the disadvantages. The Internet is helping to create a global society in which personal freedom has increased.  

I believe that information can be regulated at an individual level. For example, parents and schoolteachers can ensure that children do not see undesirable material. So, on the whole, I don't think that total freedom of information on the Internet is a danger to society.

11. Instructions
You have been doing a class project on new developments in science.  Your teacher has asked you to write a composition giving your opinions on the following statement:

The cloning of animals will be an essential process in the future.
Write your composition.

Listen to the audio recordings to hear two different opinions.
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Writing plan

This is a composition so your style should be neutral. Make sure you have answered the question clearly. Remember, you may want to give some reasons for cloning and some against it. Clear examples will improve your composition.

Don't forget that your composition must be between 120 and 180 words.

· Introduce the subject, describing aspects of cloning animals.

· Give your views on cloning animals, with some examples.   

· Summarise your conclusions about whether it will be an essential process in the future.

Language notes

Giving opinions

I personally feel that ...

I find it hard to see why ...

I certainly don't believe that ...

It is difficult to believe that ...

I object to the cloning of animals.

Organising and linking your ideas

First of all, secondly, in addition, moreover, furthermore

so, as a result, therefore

however, on the one hand, on the other hand,  on the whole, while it is true to say

finally, to summarise, in conclusion

Using the passive

The first animal to be cloned was Dolly the sheep.

The process has been developed.

Its use should be restricted.

Nature should be allowed to rule.
Model answer
Through the process of cloning, a plant or animal is produced with the same genes as the original. Cloning animals has two main benefits. First of all, it can help farmers to produce animals that are productive, free from disease and ideally suited to their environment. Secondly, it is useful to scientific researchers in the areas of genetics and medical research.  

There are, however, ethical and scientific objections to the cloning of animals. Many people object to animals being used in scientific research. Furthermore, bio-diversity is the most important element in the survival of any animal species.  

In my opinion, now that the process of cloning animals has begun, it will continue for purposes of research. But its use should be restricted. I certainly don't believe that cloning animals will be an essential process in the future. I think nature, rather than geneticists, should be allowed to rule in the animal kingdom.  
12. Instructions
You have seen the following notice in an international food magazine:
[image: image13.png]Do you have
a favourite |
restaurant?

We are going to publish a series of
articles by readers about favourite
restaurants around the world. - We
want to know about the food and
drink, the atmosphere and why you
particularly like the restaurant.

Please send us an article about your
favourite restaurant.

Three days in Paris.
You cfoos the restaurants and we pay!




[image: image14.png]



Now write your article. You can also watch the Slideshow to get more ideas for your article.
Writing plan

This is an article for people to read in the magazine, so the style should be neutral or informal, and as interesting (and amusing?) as possible.  Remember that in order to write a winning article you need to make your description extra special, so it seems different from all the other articles the magazine will receive.

Don’t forget that your article must be between 120 and 180 words.

· Describe the restaurant in general terms.

· Describe the atmosphere, the food and drink and special features that you like.

· Conclude by explaining why it is your favourite restaurant.

Language notes

Useful vocabulary

In a restaurant: chef, waiter, waitress, owner, proprietor, customer, clientele, bill, service, service charge, tip, menu, wine list, expensive, cheap, popular, exclusive, glamorous, elegant, relaxing, cheerful, exotic, traditional

Courses: starter/appetiser, main course, dessert

Methods of cooking: boil, fry, roast, bake, stew, steam, grill, poach

Flavours and tastes: sweet, sour, hot, spicy, mild, bland, salty, sugary, sickly, savoury, tasty, appetising, delicious, mouth-watering, succulent, done to a turn, more-ish, perfectly cooked

Model answer
My favourite restaurant

My favourite restaurant isn't expensive and glamorous but it is popular and always full of people. The position is wonderful, right by the sea near Sorrento in southern Italy. On summer evenings you can sit outside overlooking the harbour, and in winter the atmosphere in the restaurant is warm and cosy, with the tables lit by candlelight.

The food is freshly cooked and the dishes are simple. The menu has a choice of about five starters, main dishes and desserts - and they are all mouth-watering. Everything I have tried has been delicious - attractive, tasty and well-cooked. There is a good selection of wine and the waitresses are all polite, friendly and efficient. In such a place you would expect to pay a lot, but we are always pleasantly surprised by the bill.

I won't tell you exactly where it is, because I want to keep it special for me and my friends.
13. Instructions
You have received this letter from your English-speaking penfriend:
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You can also watch the Slideshow to get more ideas for your article. Now write your article.
Writing plan

Remember that this is an article for a college magazine, not a letter to your penfriend. The style should be neutral or informal and you should make the article as informative and interesting as possible.Your article must be between 120 and 180 words.

· Give a general description and reason for the festival or celebration you have chosen.

· Describe particular aspects of the festival or celebration, saying who takes part in it, what happens, why you like or dislike it and so on.

· Finish by saying why the festival or celebration is interesting.

Language notes

Reasons for the festival or celebration

The origins of the festival go back to ...

No one knows when ...

The festival celebrates ...

Some people believe ...

When the event takes place

The celebrations take place just before ...

The festival is celebrated every year at ...

It is held at the height of summer ...

It happens once a ...

They put the show on once every ...

The show is performed ...

It lasts (for) ...

It all takes place ...

What happens

There are spectacular parades with wonderful music and colourful costumes.

There's an amazing display of ...
There's a lively, costumed street procession.

People dance in the streets.

Large amounts of food and drink are consumed.

People stand in the streets watching the processions.

The atmosphere is electric.

It's all very exciting / beautiful / colourful / noisy / atmospheric / powerful / evocative / moving / strange / hard to understand.
Model answer
Carnival
Carnival celebrations take place every February in different Roman Catholic countries around the world just before Lent. Carnival is the last chance to really enjoy yourself before Easter.  

Carnival in Brazil is a world-famous celebration. The four days of Carnival are public holidays, so children don't go to school and offices are closed. Families get together, go to the beach and relax. Tourists and visitors flock to the cities, particularly Rio de Janeiro.  

Carnival is Samba - wonderful rhythmic drumming music and dancing - and the rhythm is infectious. Everywhere there are colours and sounds, and people dancing and drinking. The samba schools are the stars of the show, and there are spectacular parades, which start at about seven when it is beginning to get dark, with elaborate floats, magnificent costumes, masked balls and dancing in the streets all night.

Carnival means FUN: music, dancing, long nights in crowded streets, noise and laughter. If you haven't been to Carnival, come to Brazil!

14. Instructions
You have received this letter from the parents of an English-speaking friend called Chris:
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Now write your letter to Mr and Mrs MacDonald.

Writing plan

Remember that you are writing to your friend's parents, so your letter should be friendly and polite, and not too informal.

Your letter should be between 120 and 180 words.  Do not write any addresses.

· Say you are pleased to help.

· Describe the location of the house or flat.

· Describe the style and size of the house or flat.

· Tell them about public transport in the area or anything else you think they should know.

· Finish your letter by offering to book the house (or flat) if they want.

Language notes

Types of house: detached, semi-detached, terraced, a block of flats, bungalow, cottage, villa, flat/apartment

Rooms: kitchen, bathroom, toilet, shower, living room/sitting room/lounge, dining room, study, bedroom, utility room, hall/lobby, attic, cellar/basement, conservatory, terrace, patio upstairs, downstairs, pleasant, attractive, spacious, roomy, compact, convenient, well-equipped, old-fashioned, light, airy, cosy, well-maintained

British English 
              
American English
ground floor        
         

first floor

first floor                                  
second floor

flat                                           
apartment 

hall                                          
lobby

garden                                    
yard

Model answer

Dear Mr and Mrs MacDonald,

As Chris has told you, I am delighted to be able to help you find a house to rent.

The house I know of is in a town called Terrasson, not far from Brive. Terrasson is a charming historical town on the river Vezere. The countryside around is very beautiful, and there are several interesting sites to visit not far away, including the caves at Lascaux.

The house itself is about 150 years old, detached and built of local stone. Downstairs there is an attractive, well-equipped modern kitchen, a living room, a dining room and  toilet. Upstairs there are four good sized bedrooms and a bathroom. Outside there is a secluded garden with some lovely trees providing shade in the summer.

There is a regular bus service to several places, but I suggest you should consider renting a car for your holiday.

Please let me know if you would like me to contact the owner and make a booking for you.

I look forward to hearing from you.

Yours sincerely,

15. Instructions
You want to find a temporary job in Sydney, Australia, and you have seen this advertisement in a newspaper:
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Write your letter of application.
Writing plan

Remember that a letter of application should be written in a fairly formal style, and that you are trying to sell yourself. Your letter should be between 120 and 180 words. Do not write any addresses. Start your letter with a reference to the advertisement. Say that you enclose your CV (Curriculum Vitae).Explain why you would like the job, and give some relevant details about yourself, your experience, your languages and your skills. Finish the letter by saying that you are very interested in the job and you hope to hear from them soon.

Language notes  Referring to an advertisement  
I am writing in connection with your advertisement in the Daily Star on May 11th ...

I am writing in response to your advertisement ...

With reference to your advertisement ...

Experience and qualifications 

I enclose my CV (Curriculum Vitae).
As you will see from my  enclosed CV ... 

I have a diploma in hotel management.

I graduated from Madrid University last year with a degree in ...

At the moment I am employed by ...

I am currently working as ...   

I worked part-time for three years as ...

I have been working for ....... for the last four years.

Availability and references   

I would be able to come for an interview at any time.

I shall be available for interview any day apart from Wednesdays.

Please contact me on 0181 395 4786 during office hours or 0181 496 2399 in the evening.

I shall be pleased to supply references on request.

Please contact Ms Ann Hughes on 0181 236 4785 for a reference. 
Model answer
Dear Ms Logan,

I am writing in connection with the advertisement I saw in the local paper for a temporary receptionist at the Harbour Hotel. I enclose my CV for your information.

I arrived in Sydney two weeks ago and I am staying with my cousins. I plan to be in Sydney for six months, and I need to find a temporary job for most of that time.

As you can see from my CV, I worked part-time last year in a hotel in Hong Kong, so I am familiar with many of the duties involved in being a receptionist, and I enjoyed the work. I am used to dealing with people at the reception desk and to answering the phone.

My first language is Cantonese and I also speak some Mandarin. My English is good, both spoken and written. 

I am very interested in applying for the job at the Harbour Hotel and I look forward to hearing from you. I would be able to come for an interview at any time.

Yours sincerely,

16.Instructions


You have been asked to write a story for a student magazine beginning or ending with these words: I had never been so pleased to see a policeman. 

Write your story.
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Writing plan

Remember that your story will be read by students, so you should make it as exciting, interesting or amusing as possible.You must begin or end the story with the sentence you have been given.

· You need to plan the story carefully before you begin writing. Make some notes.

· What are the main events? 

· What is the best way to order the events? 

· What are the best tenses to use? 

· How can you make the story interesting and extra special in some way?

Your story should be between 120 and 180 words.

Language notes

Verb tenses The tense used in the key sentence ( I had never been so pleased ...) affects the tenses you use in your story.  
Describing atmosphere  Try to use different adjectives to convey the atmosphere. For example, if you want to convey the idea of fear, you could use frightened, terrified, scared.
Varying the length of sentences can be effective. Make some sentences short and some long.

Using some direct speech can add to the atmosphere of the story.

Time expressions

A few days earlier ...

Just after that ...

Some time later ...

Following the accident ...

Later on ...

Eventually ...
Model answer
I returned home from work one winter evening to find that the house had been burgled. The back door was broken and quite a few things were missing from the living room including the TV and video. 

I went into the kitchen, phoned the police and waited for them to arrive. I made a cup of coffee for myself and began to read the newspaper.

After about fifteen minutes I heard a noise from upstairs and went to investigate. As I climbed the stairs, I saw a man come out of one of the bedrooms. We both stopped and stared at each other. He yawned and smiled. 


'Hi', he said. He was obviously drunk. 

'Hello. Come downstairs and have a cup of coffee', I said calmly.

'Thanks', he replied.

We went down into the living room and chatted for a while. He even picked up my guitar and started to play it.

Eventually there was a knock at the door. 'Excuse me', I said, and went to answer it. I had never been so pleased to see a policeman.

17. Instructions You have seen this notice in an international magazine:
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Write your story.

You can watch a Slideshow of the Little Red Riding Hood folk tale if you want to.

Writing plan

Remember that you want your story to win the competition, so it needs to be extra special in some way. You should make it as exciting, interesting or amusing as possible so that it will stand out from the other stories the magazine will receive.

You need to plan the story carefully before you start writing. 
· Choose a traditional folk story that you enjoy.  

· What are the main events?  

· What is the best way to order the events?  

· What are the best tenses to use?  

· How can you make the story interesting and memorable in some way?

Your story should be between 120 and 180 words.

Language notes

Tenses

The tenses you use in your story must connect the events clearly and logically. Make sure you plan carefully what order to put the events in, using the correct tenses to sequence the story.

Describing the atmosphere  

Try to use a variety of adjectives to convey the atmosphere.  

Varying the length of the sentences and using some direct speech can also be effective.  

Many traditional folk stories begin with the expression: 

Once upon a time ...

and finish:

The moral/message of this story is ...
Model answer
In a village near a big wood a little girl called Little Red Riding Hood lived with her mother. One day her mother asked Little Red Riding Hood to take some cakes to her grandmother who lived far into the wood.

On her way to her grandmother the little girl met a big bad wolf who asked where she was going.

'To give my grandmother these cakes', the little girl said.

'Interesting', replied the wolf and he rushed on by a different way to the grandmother's house. He was soon knocking on her door.

'Who's there?' the grandmother asked.

'Red Riding Hood', the wolf replied, changing his voice.

'Come in, dear', the grandmother said, unlocking the door.

No sooner was he in the house than he killed the old lady and ate her.

When Little Red Riding Hood arrived, the wolf had disguised himself as the grandmother.

'Oh, granny', said Little Red Riding Hood, 'what big arms, and ears and teeth you have!'

'All the better to eat you with, my dear!' said the wolf as he jumped out of bed.

A woodcutter heard Little Red Riding Hood's scream, ran to the house and killed the wolf before he could eat the little girl.

18. Instructions
Your teacher has asked you to write a composition on this subject: Reading a good book in English will help improve your knowledge and understanding of the English language. Has this been true for you?  
Write a composition giving your views with reference to the book you have read.
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Writing plan

The style of your composition should be neutral.  It is important to keep referring to the book you have read, but don't give a summary of the book.

Your composition should be between 120 and 180 words.

· Explain whether the book helped improve your knowledge and understanding of English.

· Give examples from the book to explain your opinions.  How did it help (or not help)?

· Finish by giving a summary of your opinions.

Language notes
Type of book: fiction, non-fiction, novel, short story, biography, autobiography, thriller, science fiction, play, poetry

Features: plot, characters, characterisation, time sequence, period, suspense, dialogue, monologue, direct speech

Adjectives: descriptive, imaginative, dramatic, atmospheric, entertaining, inspiring, informative, amusing, funny, tragic, sad
Model answer
The Old Man and the Sea by Ernest Hemingway

The Old Man and the Sea is a wonderful story set off the coast of Cuba. It is written in a direct and deceptively simple style. Many of the sentences are short and descriptive. There is a lot of direct speech between the old man and the boy and the old man to himself and the fish. The style reflects the story, and I was held in suspense, very much as the fish is held on the line.

Hemingway could not have written the book without knowing a lot about deep sea fishing, and many of the words that I had to look up in the dictionary were to do with the sea and fishing. Once I had looked them up, I often found that they were repeated later in the story, so my vocabulary revision was built in as part of the reading.  

Hemingway was a great writer, and as well as thoroughly enjoying reading the book I feel that my knowledge, understanding and appreciation of English have been developed. 

19. Instructions
Your college has asked you to write a reply to this letter from the publisher of the book you have read:
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Now write your letter to the publisher.

Writing plan

This is a letter to the publisher of the book, so your style should be formal or neutral. It is important to keep referring to the book you have read, but don't give a summary of the book.

Your letter should be between 120 and 180 words. Do not write any addresses.

· Start by referring to the letter from the publisher.

· Give your opinions about the present cover of the book.

· Describe a scene that would be suitable for the new cover.

· Suggest how the scene could be used in the design of the new cover.

· Finish your letter by saying you hope your suggestions have been helpful.

Language notes

Giving opinions  

In my opinion ...

In my view ...

I think that ...   

I believe that ...

I'm convinced that ...

Making suggestions

I suggest that you should illustrate the cover with ...

I suggest illustrating the cover with ...

I recommend that you illustrate ...

I recommend illustrating ...

My recommendation would be to illustrate ...

Model answer
Rebecca by Daphne du Maurier

Dear Sir or Madam,

I have been asked to reply to you following your letter about the new cover for Rebecca.

In my opinion, the present cover is confusing. The focus on the young woman is unclear: we don't know whether she represents Rebecca or the storyteller.

I suggest that the opening scene of the book, the storyteller's atmospheric dream about Manderley, be used for the cover illustration. In the distance, in moonlight, I would illustrate the house. In the foreground, in soft colour, I would show the back of an open-topped car with an elegant couple in it, driving up to the house. 

This design suggests the importance of Manderley. Not only is it the first scene in the book, but also, Max and the storyteller (and Rebecca) would have driven up to the house regularly. This suggestion gives a sense of mystery and also avoids showing us what either Rebecca or the storyteller looked like, as I think that would be a mistake.

I hope these suggestions have been helpful, and I look forward to seeing a new cover on a favourite book.

Yours faithfully,

20. Instructions
You have been asked to write a short biography of Nelson Mandela for your college magazine.

Use these notes to write the biography.

1918 - born in the Transkei into an important family in the Xhosa tribe. Did well at school / went to Johannesburg to study law.

1942 - qualified as a lawyer / started law firm helping black families cope with race laws.

1944 - joined the African National Congress Party (ANC). Campaign of civil disobedience against racist policies of South African Government.

1961 - organised three-day national strike.

1964 - sentenced to life imprisonment for conspiring to overthrow the government.

1990 - released from prison. ANC unbanned.

1993 - awarded the Nobel Peace Prize.

1994 - elected President of South Africa in first democratic elections.
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Writing plan

You do not have to write the biography in chronological order. To make an impact it can be better to start the biography by describing what the person's position is today and then go back to the beginning.

Make notes on what information you will include in the individual paragraphs.

Language notes

Sentences can be combined like this:

He finished his studies.    He started his own company.

On finishing his studies, he started his own company.

When he (had) finished his studies, he started his own company.

These phrases may be useful:

Shortly after ...

During this period ...

A few years later ...

Model answer
Nelson Mandela

Nelson Mandela has lived one of the most extraordinary lives of the twentieth century. After 26 years in prison and at an age when most people have retired, in 1994 he became the first democratically elected President of South Africa. 

He was born in 1918 in the Transkei into an important family in the Xhosa tribe. He did well at school and was sent to Johannesburg to study law. On qualifying as a lawyer at the age of 24, he set up a law firm specialising in helping black families deal with the race laws.

He joined the ANC in 1944 and was involved in the civil disobedience campaign. In 1961 he organised a national strike but in 1964 was sentenced to life imprisonment.

Finally, in 1990 he was released from prison and three years later won the Nobel Peace Prize. A year after winning the Peace Prize he was President, a symbol of the peaceful transition to majority rule in South Africa.

21. Instructions
Use these headings to write your CV:

Personal Details

Education and Qualifications

Career and Work Experience

Other Skills

Interests

Referees 

There is no Model answer or Sample sentences for this writing activity but there is a Writing plan and Language notes.
Writing plan

When you write a letter of application for a job, you should always include a CV.

Personal Details

Give your full name, address and phone number, and fax number and email address if you have them. Give your date of birth and state whether you are single or married.

Education and Qualifications
Include all your qualifications from the time you went to secondary school. Don't forget to add any vocational qualifications you may have gained such as word processing.

Career and Work Experience

It is usual to list your career to date in reverse order (that is, start with your most recent employment and work backwards). Make a clear distinction between full and part-time jobs. If there are gaps in your career, state what you did during the gap between jobs.

Other Skills

This is the place to mention skills for which you have not gained a formal qualification, such as using spreadsheets or page-maker software on a computer.

You may be able to add that you speak a foreign language as the result of living abroad.

Often people write here that they have a driving licence.

Interests

This is where you can tell people a little bit about yourself, and what you like to do in your spare time when you are not working. You want to show that you are a busy, motivated and sociable person who will be interesting to talk to during a job interview, and that you get on well with other people.

Referees

It is usual to give the names, job titles and addresses of two referees. You can say that the names of referees will be given on request at a later point. 

Language notes

You should avoid long sentences but give the information in note form. You want the reader to be able to look quickly through your CV and get a good idea of what you are like. 
Model answer
Dear Ms Logan,

I am writing in connection with the advertisement I saw in the local paper for a temporary receptionist at the Harbour Hotel. I enclose my CV for your information.

I arrived in Sydney two weeks ago and I am staying with my cousins. I plan to be in Sydney for six months, and I need to find a temporary job for most of that time.

As you can see from my CV, I worked part-time last year in a hotel in Hong Kong, so I am familiar with many of the duties involved in being a receptionist, and I enjoyed the work. I am used to dealing with people at the reception desk and to answering the phone.

My first language is Cantonese and I also speak some Mandarin. My English is good, both spoken and written. 

I am very interested in applying for the job at the Harbour Hotel and I look forward to hearing from you. I would be able to come for an interview at any time.

Yours sincerely,

22. Instructions
You work for Flyways, a holiday travel company. You have been asked to write a short report for the directors comparing sales for this year with last year and analysing your market share. Look at the graphs showing sales and market share, and then write your report.
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Writing plan
· Describe this year’s performance: the travel industry has a wildly fluctuating sales pattern which coincides with the main holiday periods.

· Compare this year’s with last year’s performance. You may like to speculate on why the performance varies. Perhaps climatic factors, industrial disputes involving airlines or unemployment figures are relevant.

· Mention the total figures for the year and the market share. If the market share increased by more than the total sales, what does that tell you about the total market? Who holds the dominant position in the market? 

Language notes

You may want to use some of these expressions for describing trends:

Upward trends: rise, expand, increase, grow, develop, a peak, a high point, a sharp rise, a slight increase, enjoy steady growth, recover.

Downward trends: fall, drop off, decline, plunge, collapse, a low point, a slide.

No movement: remain steady, maintain a position, stable, static, unchanged.

You can use some of these expressions to make comparisons:

Market share rose to 10.4%, compared to 9.8% in the previous year.

Sales figures were slightly up on the previous year.

Overall performance was broadly similar to that of the preceding period.

Sales in June were higher than in the previous year.

Model answer
Flyways' sales and market share
Flyways' sales performance this year was broadly similar to last year's. Sales picked up very sharply in the spring and stayed at a high level during the summer months. There was a sharp fall in sales figures in the autumn followed by an increase in sales over the Christmas holiday period.

The market this year was more volatile than last year. Sales figures reached a higher peak in June but dropped off more quickly and fell to a lower point in the autumn.

Over the whole twelve months sales increased very slightly to Ј418,000, compared to last year's total of Ј415,000.

Flyways' market share improved from 9.8% to  10.4%. The dominant position in the market is held by Sunfinders with 31.5%.

23. Instructions
You have been asked to describe the process of desalination, which is used in some very dry countries to convert sea water for agricultural use. 

Watch the Slideshow to see illustrations and notes about the process.

Write your description.

Writing plan

This is a description of a set of steps, so it is important to separate them and make the sequence clear.

Don’t forget to conclude your description with something about the use and cost of the process.

Language notes

Use the passive when describing a process. The focus is on the process, not the people who carry it out, for example:

Water is pumped into a storage tank.

Distilled water is formed on the inside of the pipes.
Note also that we use the present tense. We are writing about a general situation, not a particular event.

You may want to use some of these sequence linking words: first of all, first, secondly, then, next, after, afterwards, finally.
 Model answer
The Process of Desalination

First of all, the water is pumped from the sea into a storage tank.

From there it is channelled into a vapour chamber where the water is heated until it evaporates. The vapour chamber may be pressurised to increase temperatures and evaporation rates. The salt crystallises and is collected from the floor of  the chamber. This will be used in a number of other industries. 

The water vapour is then funnelled into a condensing chamber. Here the vapour passes through a series of pipes which are immersed in cold water to keep them cool. 

Distilled water is formed on the inside of these pipes and this is then pumped to another storage tank for eventual use in agriculture.

Water desalination is currently only common in countries which have a plentiful supply of fuel, as the process requires a lot of energy. 

24. Instructions
You are a journalist covering a court case in which a man is accused of illegal entry into your country. Write your news report of this story.

Watch the Slideshow to hear the man's story.
Writing plan
· Introduce the court case. Who is accused of what?

· Tell the story.

· Say what the result of the case is, or if the trial is still continuing.

Finally, think of a good headline.

Language notes

Headline

The headline needs to be short. It will probably use a present tense verb or past participle. 

Here are some examples:

Immigrant risks death 

Stowaway arrives under jet

Frozen man found under plane

Man survives freezing

Man risks all to enter country
Useful court vocabulary

People: defendant, judge, jury, witness, prosecutor, lawyer

Verbs: to be accused of, to be charged with, to give evidence, to sentence  someone, to be on trial, to deny, to be found guilty/not guilty, to be acquitted 

Useful aircraft vocabulary

wheel arches, undercarriage, hold, take off, to land, runway, pre-flight inspection

Model answer
Illegal immigrant survives sub-zero flight ordeal
A man appeared in court today charged with illegal entry into Britain. Janesh Doya, 21, had slipped past security at Jamba airport and waited at the end of the runway. When a plane stopped near him before take-off, he ran out and climbed under the wheel arches, where there was space to hide. During the flight the temperature dropped to -35 Centigrade and Mr Doya became unconscious. He was unaware of the destination of the plane and doesn't remember anything about the flight.

On landing at London Airport he was discovered by service engineers who saw a frozen body sitting under the wheel arches. Miraculously he recovered in hospital. 

Mr Doya is afraid of returning to his country. He claims he will be put in prison because of his political views. The trial continues today.

25. Instructions

A friend of yours is planning to go to New York and has asked you for some advice. Last year you spent a few days in New York.

Read your friend's letter and your diary entries for the time you spent in New York. Then write a letter to your friend making some suggestions. 
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 You can also watch the Slideshow to find out more about New York.
Writing plan

This is a letter to a friend so you should use an informal style.Don’t forget that your letter must be between 120 and 180 words. Do not write any addresses.Be enthusiastic about your friend’s trip.Suggest:

· somewhere to stay
· some places to visit
· some things to do

Language notes

Informal letters

You can finish your letter with Love, Regards or Best wishes. 
You can use contracted words like it's and  don't. 

It might help you to imagine you are talking to your friend.

Making suggestions and recommendations

Here are some useful expressions:

You could ...You should ...You must ...

You ought to ...

You can't leave New York without ... (doing something).

I'm sure you will enjoy ... ( doing something).

It's well worth visiting / going to ...

If you want to make a strong recommendation, you can use the imperative:

Do visit Central Park.

Don't forget to bring your roller blades.

If you haven't experienced something yourself but you have heard it is good, you can use these expressions:

Apparently it's superb.

It's supposed to be great.

I’m told that ...

People say that ...

Model answer
Dear ...

So you're off to New York! You'll have a great time because there is so much to see and do. I stayed at the Central Park Hotel which is quite cheap and well located. I think it would suit you well. I can give you the phone number if you want.

It's incredible being somewhere with so many tall buildings. The Statue of Liberty and the Empire State Building are well worth visiting. The views from them are stunning.

You should try to take in a baseball game, if only for the atmosphere. The rules are still a mystery to me.

Do take your roller blades. Central Park is perfect for it and you will need to get away from the bustle of the streets. New York is incredibly busy.

There's lots to do in the evenings. Broadway has some great shows and there are some excellent  jazz clubs in Greenwich Village.

Have a great time and don't forget to send me a postcard! 

Love,
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