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1

1¢Dénde vives?!'Vivo en Londres.''¢Ddnde estudias?''Estudioc en
el Instituto de Harrow.''¢Como vas al Instituto?''Por las mafianas
voy en autobls. Por las tardes a menude vuelvo andando con unos
amigos.''¢Qué haces aparte - de estudiar?' 'Juego al
fatbol.' '¢Juegas al tenis?''Si, a veces- juego al tenis con mi
amigo Frank.''¢Cudndo Ijuegan?''Jugamos los sdbados por 1la
tarde.''¢Qué otras cosas haces ademds de jugar al tenis y al
fatbol?'' Hago algo de footing los domingos por la
mafiana. ' '¢Tienes novia?''A veces salgo con una chica, Silvia.''¢A
donde la llevas?''Generalmente vamos al cine los domingos por

la tarde.''¢La quieres?''si, me gusta. Lo pasamos muy blen
juntos.'

2

My father often talks in his sleep. However, when he wakes up

he never remembers what he has dreamt. Many people talk and even
get up while they are asleep. Experts say that the brain never
sleeps. We think and project thoughts the hours of the day.
When we lie in bed asleep, our body continues working at full
rythm. When we wake up, however, we rarely remember what we
have dreamt. I know people who have a pen and paper at hand to
write down their dreams. Do dreams foretell the future? Many
people think they do. There are many people who assure that the
dreams are messages from the spirits. Nigthmares, however, are
often the result of an abundant supper/dinner.

3 ‘ !

'Hace siglos no te veo ¢Dénde has estado?''He estado viajando
durante los ultimos seis meses, desde las Navidades.''¢D&nde has
estado?''De enero a marzo estuve visitando varios paises
europeos.''¢Has estado en Espaiia?' 'Estuve en Sevilla durante la
Semana Santa.''¢Estuviste en Italia?''Estuve unas tres semanas
en Italia.''¢Cudnto tiempo estuviste en Francia?''Estuve dos
semanas en Francia, desde el 20 de febrero hasta el 5 de
marzo.''cY dénde estuviste durante la primavera?''Durante la
primavera estuve viajando en algunos paises del norte de
Africa.''¢Estuviste en Egipto?''Si, estuve una semana visitando
las piréamides.'



4

El Sr. Briggs viaja a Escocia esta noche. Coge el tren de las
22:00 horas y llega a Glasgow maflana por la maflana. Desayuna
en el tren . Tiene una reunidn con sus socios a las nueve y
media. A la una tiene una comida de negocios con un cliente.
- Al anochecer coge el tren de vuelta para Londres. Cena en el
tren y duerme en coche cama. El Sr. Briggs qulere estar en en
casa pronto porque su hija se casa el sabado Tienen el
banquete de bodas en el Hotel Hilton. Los recién casados salen
el mismo dia para Miami. Cogen el avidn en Heathrow a las nueve
de las noche y llegan a Miami por la tarde. La hermana del Sr.
Briggs, la tia de la novia, les espera en el aercpuerto. Los
novios planean hacer un viaje alrededor del mundo. De Miami
viajan al extremo Oriente en un crucerc de lujo Y desde Tokio
vuelan a Australia en un jet privado.

5

'What are you 901ng to do next summer?' 'I think we're going to
Benidorm. ' 'When are you going?''We are going in July.''How are
you going?'' This year we are going by car.''Are you going to
hire an apartment?'’'No, we are not going to cook. We are going
to an hotel.''Are you going .to take the chlldren°"Yes, we are
taking the whole family.''Are you going to paint?''Yes, I'm going
to take my brushes. I'm going to paint a couple of pictures if
the children let me.''How long are you going to be in
Benidorm?' 'We are going to book rooms for three weeks.?'' Are you
going to visit Andalucia?''No, we are not going to drive very
much because it is too hot in the south of Spain.'

6

Dicen en la tele que esta tarde va a llover asi que no voy a
salir. Mi hermano ha comprado un videojuego y vamos a jugar un
rato después de comer. A las cuatro van a pasar una pelicula muy
buena en el primer canal, asi que nos vamos a guedar a verla.
Mi madre dice que va a hacer un pastel para el té, y como me
gustan. mucho los pasteles, me voy a comer tres o-cuatro pedazos.

Después de la pelicula va a venir mi amigo Tom. Vamos a hacer
los deberes del colegioc juntos porgue mafiana tenemos examen. Yo
crec Que VoY a aprobar aungue no voy a sacar notas muy altas.

No voy a ir muy tarde a la cama porque estoy cansado. Mariana por
la mariana me voy a levantar temprano y voy a repasar un poco
las lecciones de historia.



7

'¢Puede usted venir a verme esta tarde?''No se si podré. Tengo
mucho trabajo y estoy muy ocupado.''cPodrd usted venir
mafiana?' 'Si puedo iré por la mafiana.:No puede usted decirme que
pasa?' 'No, no puedo decirselo por teléfono.''¢Es importante?: No
pLede esperar?' 'No, no puede esperar. Es un asunto muy
importante. ' 'Bueno, entonces si puedo iré esta tarde.''Si vien
esta podremos hablar sobre el asunto.''Pudo usted hablar con el
Sr. Green ayer?''No, no pude. No estaba en la oficina.'’':Cuéndo
podemos estar con €1?''Bueno, ayer no pude hablar con &€l pero
seguramente podré estar con &l esta tarde.''¢Qué podemos hacer
ccn respecto al asunto de Glasgow?' 'Mafana veremos.

8

'¢Has estado con Penélope?''Si, dice que acaban de volver de
Sevilla.''¢les ha gustado?''Si, dice que - les ha gustado
mucho. ''¢Que han visto?' 'Dice que subieron a la
Giralda.''¢Estuvieron en la Cartuja?''Si, dice que todavia hay
algin pabellén de- la Expo 92.''¢Fueron a la Catedral?''sSi,
asegura que es una de las catedrales mas bonitas que ha visto
jamas.''¢Qué opina de la gente?’'Opina que la gente es muy
amable. Dice que todos son muy simpaticos.''¢Les ha gustade la
comida?’ 'Dice que la comida no les ha gustado demasiado. Piensa
que usan demasiado aceite y grasas para cocinar.''¢Van a volver
el afio que viene?''Bueno asegura que le encantaria volver, pero
quizd no el afio que viene.''¢Hacia calor cuando estuvieron
alli?''Si, dice que hacia demasiado calor para ellos. Piensa que
es mejor ir en primavera.'

9

Hacia tanto frio que casi no podia hablar. La pobre chica estaba
conpletamente exhausta. =~ Era absolutamente imposible que
centinuara mucho tiempo mis. Estaba nevando copiosamente y era
casi de noche. No habia bastante luz para seguir andando. Se
tropezo y casi se cayd al suelo. Apenas tenia 18 afios pero
parecia que tenia 40. Era mads bien alta, delgada terriblemente
delgada. Tenia una cara extremadamente pdlida. Sin embargo, los
ojos, profundamente hundidos, brillaban con una luz desafiante.
Sus ples, apenas protegldos por unos zapatos destrozados, se
hundian con - cada paso vacilante en la nieve fria, casi
fantasmagorlca
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— COMMUNICATION

Unit3 COMMUNICATICN

READING 3:1

One interesting idea about communication is this: people use different levels when

they communicate. "Levels” are like the fioors in a tall building. Communication takes
place in different ways on each of these “floors".

LEVELS OF FORMALITY

Do you talk to everyone in the same way? Probably not. For 1
instance, if you want to borrow something from your boss at work,
what will you say? Would you say the same thing to a young child, or
to a clerk at the post office, or to a stranger?

Most people will make the request differently, depending on many s
factors. One of these factors is the relationship between the speakers--
how formal or informal the relationship is. To get some information
about levels of formality, a research group! asked many native
speakers of English how they would ask to barrow something (a pen)
from different people.

Here is the procedure for their research. One hundred people

were selected to participate. Each participant was given the following
list of people: *

19

-your profassor -a clark at a fast-food restaurant

-a 50 year-old stranger -a classmate or co-worker 15
-your doctor -your father

-your boss at work ~ -your mother

-a clerk at the post office -your boyfriend or girlfriend

-a 15 year-oid stranger -your older brother or sister

-your landlady or landlord -your younger brother or sister 20

-a waiter or waitrass

Each person was told to write down how they would ask to borrow

a pen--in a typical situation-- from each person on the list. No other
information was given.
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The same people wers then asked to put the people on the list in
order ot "politeness” used. In other words, each participant had to »
rank the people in terms of how politely they usually address them--
on a scale from 1 to 5. (5 is most polite; 1 is least polite.) ,

Based on this survey, the researchers made a ranking of people
and expressions typically used in order of formality. Here are the

results: »
Degree of

Expression Poltenass
May | borrow a pen? 5 a professor
Would you mind if | borrowad a pen? a boss
Would it be all right if | borrowed a pen? a physician
| wonder # | could borrow a pen? a middle-aged stranger
Do you mind if | borrow a pen? 4 a landlady or landlord
| was wondering | might borrow a pen?
Do you think | might borrow a pen?
1s it all right if 1 borrow a pen? a clerk in the pos! office
Do you have a pen | can use? 35
Can | bother you for a pan? - an acquaintance in class
Could you lend me a pen? a waiter or waitrass
Would you lend me a pen? a co-warker
Can you tend me a pen? 3 a mother or father
Can | borrow a pen? a boyfriend or girffriend
Can | use your pen? an older brother or sister
Let ma borrow a pen? )
Got a pen | can usa?- 2

Can | steal a pen?
Lend ma a pen
Give me a pen.

A pen. .
Pen.

a younger brother or sister

From this information, the rese'archers can estimate different levels
of formality for a type of expression, such as bomrowing.

he Japanu.S. Sociofingustics Ressarch Group



Unit 3 COMMUNICATION

L I )

.. .. Understanding
::9: main ideas

Fill in the following summary of the passage. Choose one word from
each pair. :

We do no'C fdk to everyone in the same way. The way that we taik to people
(talk, do not talk)

depends on several s . One of these is level of
(tactors, people) (information, formality)
how formal the relationship between the speakers is. We can rank in

{exprassions, levels)
terms of their levels of formality.

.
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r2

E!.'I‘:l Reading strategy
When you read a report, it is often |mportant to understand the
actions or steps in their correct order.

Task 1

Look at the passage and put these steps in the correct order.
Place the numbers 1,2,3,4,5 next to the correct steps.

What the researchers did:

a. Each participant had to write down how they would ask to borrow a pen
from each person on the list.

b. Each participant had to rank the people by "politeness™.

c. Each participant was given a list of people.

d. The researchers estimated the level of formality for the expressions.

e. A hundred people were selected to participate.

When you see a long list of information, you usually do not need
to read the entire list word-for-word. Look quickly at the top,
middle, and bottom of the list to get a general idea of the list.
When you need a special item on the list (for example, a name in
a telephone book), move your eyes quickly down the list untii you
find the item and then stop reading. This is scanning for specific
information. .

v,

Task 2

Some of these items are on the lists in the reading and some are not.
Scan the lists and make a check ( /) next to the items that are on the lists.
Make an X next to the items that are not on the lists.

Try to do this in less than two minutes!

waiter or waitress

your neighbor

a classmate or co-worker

your older sister

your child

Pen, please.

Could | borrow a pen?

Would you mind if ! borrowed a pen?
Can | steal a pen?

Lend me a pen.

COMNDN WM

—

T
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_ COMMUNICATION_
READING 3:2

How did you learn to communicate in your native language? Can you remember?
Probably not. For most people, family members are the people who teach them how

to communicate. Read this passage about how parents help their children learn to
understand their language.

PARENT TALK

It is well known that young children tearn a lot- of language from their 1
parents. One of the most common things that parents do is ask their
children questtons In fact, over 40% of what parents say to their young
children is questions. This is much, much more question asking than
you will hear when aduits talk to adults. Parent-child questioning falls s
into a few different categories. _

Most common is a "test question”. Parents often ask test questions to o3
find out what a child knows. For example, a father may ask,"What's
that?" wheft a child picks up a toy. Obviously, the father knows what it is,
but asks to see if the child knows what it is. Very young children enjoy
and benefit from "test questions”.

These questions are different from "requests for information”. An
example of this type of question is when a child is in the living room and
the mother is in the kitchen and asks, "What are you doing?" The
parent actually wants to know. 15

"Directives” are often stated as a request or as a command in
question form. For example, a parent might say, "Can you put these
toys away?" or "Put these toys away, OK?" The parent does not- -expect
the child to answer, but simply to follow the direction.

"Interaction markers" are also common. Parents ask these types of »
questions in order to keep a conversation going. For example, if a father -
doesn't understand what a child is saying, he might say,"What?" Or if
the child doesn't answer, he might say, "Huh?"

Some language experts think that asking a lot of all these types of
questions helps children to learn language more quickly. 2

10
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... Understanding
:®- main ideas

Which of the following is an important idea from this reading?
Check ( /) your answer. '

Children often ask questions to their parents in order to learn to speak.
Parents often ask questions to their children to help them learn language.
Parents often ask questions to other adults to help their children learn to
understand. ' o .

Children are often asked questions because they cannot understand their
parents’ directions.

> LN

r——

R
E_I}E Reading strategy

Often pew paragraphs are used to slgnal new ideas or new
information in the passag-

11
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Task

In this passage underline the 4 different types of parent-child questions
that are presented. Use paragraph signals to help you.
Write the 4 types of questions here:

AHPKING SPECIFIC POINTS

Read each question below. Each question is an example of a type of
question that parents ask children. Which type of question do you think

itis?
1. "What did you say, Billy?"
. "Hmm?"

2
3. "What are you doing? | can't see you."
4

. "What's that?" '
(while locking at a child who is holding a doll)

5. "What did you do at Lee's house today, honey?
6. "Will you please be quiet? I'm on the phone!"”
7
8

. "lt's time to go to bed now, OK?"
. "How old are you?" (Parent to child)

' RECALLING WORDS
==L YOU HAVE READ
Match each word on the left with a similar expressiori on the right.
1. category a. command
2. benefit from b. conversation between two people
3. directive ¢. continue :
4. interaction d. think something will happen
5. expect e. ask for something
6. keep f. type, class, group
g. get good results, learn from

12
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COMMUNICATION
READING 3:3

Of course you have noticed that people talk differently. The way that people talk is

often a very important part of communication. Somet:mes the way a person talks say
more than the words he or she uses.

CONVERSATIONAL STYLES

Sometimes people have musunderstandmgs because of dxfferences in
their conversational styles. For example, consider the case of Fred and
Cindy. They have been married for almost ten years and they're still
learning to communicate.

"At the beginning of our relationship," Fred says, "we changed our s
conversational styles to please the other person. But then gradually we .
changed back to our regular styles."

"After a while,” Cindy says, "Fred stopped giving me enthusiastic
responses like 'Oh, really' when | talked. He just started nodding and saying
‘uh-huh’ to everything | said. | thought he wasn't listening to me anymore.” 10

Visits to each other's tamilies caused problems too. "My family is much
more vocal than Cindy's family," Fred says. "When we get together,
everybody talks a lot and doesn't think too much about what they're saying.
But Cindy didn't seem to understand my family. She was always very quiet
with my family. Everybody thought she was acting superior to them. But at
Cindy's house, | always feel uncomfortable because everyone is so qmet
They must think I'm just loud and kind of stupid.”

These are examples of how conversational styles change and differ and
how people sometimes misunderstand the intentions of the speakers.

To help avoid conversational misunderstanding, here's some advice: 2

1. Don't be offended by someone’s way o¢f talking--for instance, if they talk
quickly, or loudly, or softly, or if they frequently exaggérate or complain.
It's narmal for people to try to get you to communicate with them in their
style.

2. Be flexible. You may have to adjust your timing and loudness and speed
to suit the person you're talking to.

3. Keep an open mind about what is "correct”. There is no one right way to
express something.

4. Tell the other person when communication is breaking down. For
example: "lit's hard for me to say what | want to say when you are always x»
talking. Please give me a chance to say something.”

5. When you don't understand what a person intends to say, ask direct!y but

gently. For example: "I'm sorry, but | don't understand what you're trymg
to say. Can you say that again?” ‘

13



Unit3 COMMUNICATION

: .. Understanding
:%. main ideas

kv

Fill in each blank in this summary of the reading. Choose one word from
each pair. ‘

Sometimes people have communicating because of differences
{problems, understanding} '

in their conversational __. When a person's style of communicating
(relationships, styles)

is ours, we may not understand the person’s
(different from, the same as)

{intantion, problem)

If we want to communication problems, we must be
(avoid, create)

(flexibla, quiet)

If thereis a ___ in communication, we should the other person.
: (breakdown, style) (tell, not tell)

14
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' R
|:|'$_.a Reading strategy

Quotations (" ") often give a personal feeling to an idea in the |
reading. These personal comments help to support an idea. As
you read, try to find the idea that is supported by the quotation.

Task

Look at each of these quotes from the reading.
What point does the quotation support?

. "Aftera whiie Cindy says, "Fred stopped giving me enthusiastic responses like
'Oh, really’ when | talked. He just started nodding and saymg ‘uh-huh’ to
everything | said. " -

Cmdy thinks that Fred stopped caring about her.
D. Fred started to have hearing problems.

¢. Fred is basically a quiet person.

d. Fred is working too hard; he has lost his enthusiasm.

2. "My family is much more vocal than Cindy's family,” Fred says. "When we get

- together, everybody talks a lot and doesn't think too much about what they're
saying."

a. Cindy's family is more intelligent than his family.

b. His family is more loving than Cindy's family.

c. The people in Cindy's family have communication problems. ‘
d. People ift his family really enjoy conversation.

3. "But Cindy didn't seem to understand my family. She was quiet. Everybody
thought she was acting superior to them.”

a. Cindy is superior to the people in Fred's family.

b. Cindy didn't like Fred's family.

¢. Cindy has a different communication style from Fred and his family.

d. Cindy was often angry because of the thoughtless things Fred's family said.

4. "But at Cindy's house, | always feel uncomfortable because everyone is so quiet.
They must think I'm just loud and kind of stupid.”

a. Cindy and her family have a more intellectual way of communicating than Fred
does.

b. Cindy and her family try to make Fred feel uncomfortable.
¢. Fred talks too loud and is somewhat stupid.
d

. Fred feels uncomfortable with the way that Cindy's family communicates.

15
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A INDING SPECIFIC POINTS. . S

Read each quotation below . Which of the 5 points of advice is the person
probably following in order to avoid a communication "breakdown"?
Some of the situations may have more than one answer. :

1. Awife is talking to her husband. She says, "l think you're too upset nght now. Let's
talk about this later.”

She is following point #

2. Two friends are discussing politicé. One of them says "lt's hard for me to say what |
want to say when you talk so much. Please give me a chance to say something.”

This person is following point #

3. Two friends are takking. One of them says, "I have a million things to do this

afternoon.” The other one says, "So when you say you have a million things to do,
you mean you have to work late. 1s that right?"

This person is following point #

4. A student is talking to a teacher The student says, "I'm sorry. Your example wasn't
clear. Could you give me another one?"

This student is following pornr #

5. Two friends are discussing philosophy. One of them says, "l don't agree with' what*
you say, but you have the right to your own opinion.”

This person is folfowing point # )
6. An American man goe$ shopping in London and asks, "I'm looking for a pair of gray

pants, size 40, long." The shopkeeper looks puzzled and says, "Pants? Oh, you
mean trousers! "

The shopkeeper is following point #

RECALLING WORDS
YOU HAVE READ

Match each word on the left with a short definition on the right.

nod

1. a. using a ot of words

2. conversational style b. purposes or plans

3. be offended c. move your head up and down

4. intentions d. say or communicate an idea

5. misunderstanding e. feel hurt

6. vocal f. way of talking or communicating
7. express g. incomplete understanding, trouble

understanding

16



Unit S HEALTH

HEALTH |
m
READING 5:2 |

Every year more and more people are wearing eyeglasses -- perhaps because their

eyes are just too tired! In this passage, you will read about some techniques for
relaxing the eyes.

BETTER VISION

The mechanical reason for poor vision--whether nearsightedness,
farsightedness, or astigmatism--is that the shape of the eyeball has changed.
This.change causes light rays entering the eye not to focus correctly.

Until recently, Western eye doctors have used only one type of treatment for
people whose eyes have changed their natural shape--they prescribed glasses. s
Now, however, optometrists and eye doctors:- are beginning to use some
additional techniques for correcting eye problems. Some eye specialists now
recommend eye exercises to promote relaxation, movement, fixation, and
visualization. These are thought of as the four key factors for good vision.

Here are some exercises that promote better vision and maintain good vision 1w

(During all of these exercises, you should remove your glasses or contact
ienses): .

1. Distance gazing--to relax the eyes

Three times a day, for at least two minutes each time, look far in the distance.
Look at the tops of trees or buildings or across the horizon. Don't try to focus too s
strongly on anxlobject. After doing this, your eyes will feel more refreshed.

2. Edging--to promote smooth eye movement !
Edging is simply looking at something slowly and smoothly. Point your nose
toward the object you are looking at (a door or a bookshelf, for instance) and
move your head sllghtly as you trace the outline of the object. Try not to let your =
eyes skip from one point along the edge to another. Try to keep your eyes
moving continuously along the edge of the object. This exercise will heip you
get the feeling of smooth eye movement.

3. The knot exercise--to promote fixation

Cut a piece of string about two meters (two yards) long and tie knots in it about =
every 30 centimeters (about every foot). Color the knots with a bright magic
marker so that they are easier to see. Tie one end of the string to an object at the
same level as your eyes and hold the other end next to your nose. Then move
your eyes back and forth from one knot to the next. Focus on one knot before
moving to the next. Avoid looking at more than one knot at a time. If you do this *
repeatedly for a few minutes each day, you will be able to focus your eyes better.

4. Imagining detail--to promote visualization

Place your palms over your eyes so that your eyes see only darkness. Be
careful not to press too hard on your eyes. Imagine a scene--for example, a ship
sailing in the distance--and try to imagine the details and the movements as
clearly as you can. Do this for a few minutes. According to Dr. Bates,the author

of Better Eyesight Without Glasses, this heips to coordinate the eyes and the
mind.
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Unt5 HEALTH
L .Understanding
¢ mainideas

According to the reading, which sentence Is true?
Check ( V ) your choice.
If you do these exercises, you will never need glasses.

2 Your vision will probably improve if you do these exercises regularly.
3 Eye doctors do these exercises every day:.
' . If you wear glasses for several years your eyes will improva.

r |-L1
F Reading strategy

Writers will often introduce main ideas in the first part of a reading and
later explain them. When you read, look for connections between
introductory information and the paragraphs that follow.

Task

Underiine one sentence in the f:rst part of the reading that introduces all
four eye exercises.

A FINDING SPECIFIC POINTS

Look at the Instructions for each eye exercise.

1. Circle a phrase (a group of words such as "will...." or "helps you to...")
in each set of instructions that tells you the purpose of the exercise.

2, Put an "X" at the beginning of each sentence in the instructions that
tell you what pot to do in each exercise.

18



UnitS HEALTH

FARSIGHTEDNESS NEARSIGHTEDNESS

GOOD VISION

RECALLING WORDS
YOU HAVE READ

L8

Complete the following sentences with these words from the reading.

nearsighted farsighted prescrbed
exercises optometrist . vision

1. lcan easily read without glasses, but | have trouble seeing things that are far away.

lam

My ability to see is not very good. My is bad.

The gave me an eye test.

The doctor suggested several 1o help my eyes get stronger.

o A~ W oN

My glasses were to help correct my eyesight.




Jnit 7 PEOPLE AT WORK

READING 7:1

Work styles of many people have changed because of computers. Do you think
computers usually make work easier or more difficult?

COMPUTERS AND SECRETARIES

A survey of American secretaries has found that an ability 10
use a computer has increased their responsibilities in offices but
not their paychecks.

Professional Secretaries International, which publishes
The Secretary magazine, surveyed over 1,250 secretaries. It said s
it found that half of the secretaries had received no salary
increase from learning to use computers, word processors, and
electronic typewriters.

Nearly three-fourths of them (72%) said learning computer
skills had increased their office responsibilities. Over a third ©
(35%) said they were now doing work formerly done by managers
or other departments in their companies.

More than 80 percent said working with computers required
more analytical and problem-solving abilities than their routine in
a non-computerized office. 15

The secretaries who have acquired computer skills report that
they now do more budget-related work, prepare more reports,
compose more letters, do more research, and work more on
special projects. '

The secretaries said their use of traditional secretarial skills, =.
except for shorthand and transcription, had stayed the same or
increased as a result of computerized transcription.
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“ e

ceen Understandins
19 main ideas

The main idea of this reading Is:
Because of computers,

__ 1. the responsbilities of most secretaries have mcreased but their pay
has not increased.

___2.the responsibilities of most secretaries have increased, and their pay
has increased also.

____~ 3. the responsibilities of most secretaries have not increased, and their pay
has not increased either.

____ 4. the responsibilities of most secretaries have not increased, but their pay
has increased.

1
'u neadmg strategy -

e
E"gﬂl-

Statistics (facts in numbers) are often used to explain a writer's
idea. For example, the writer may say that '"Secretaries don't
earn as much money as other office workers." The writer may use
statistics to support this Idea. When you see a specific example
using statistics (half of them think that....., one-third of them said
that ... , etc.), look for the idea that the writer is supporting.

Task
Underline each example that uses statistics to support the writer's ideas.
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Unit7 PEOPLE AT WORK

A I\DI\G SPECIFIC POINTS

Some statements in a reading are facts, and some are opinions. Facts
can usually be proved, but opinions cannot be proved.
Mark each sentence below as "fact" (F) or "opinion" (0).

~

Professional Secretaries International uses surveys to collect information.
Secretaries work harder than ever before.

Secretaries now do more research than managers do.

Most secretaries do not like to have more responsibility.

Secretaries who use computers need to use analytical ability.

Using computers requires some problem-solving skills.

Most secretaries say that using computers increases their job responsibilitie
Managers become lazy when their secretaries use computers.

ARG

XN R WM

RECALLING WORDS
YOU HAVE READ

Complete the following sentences with words from the reading.
Look back at the reading to check your answers.

1. Every month Pat Johnson receives $1,200 for her work.
Her s A is $14,400 a year. -

2. Most large companies have different sections or d s,
such as personnel, accounting, and marketing.

3. Since she learned how to use a computer, Carol's r____ s
have increased. She now has to write many more reports and letters.

4. Many secretaries say that they now have to use more a abilities

in their work. ' For example, they have to solve management and
budget problems
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UNIT 4 ROCKY HOTEL

>

This beautiful little family hotel stands near the
lovely frenian sea (ten minutes’ walk from the hotel)
with incredible views from every bedroom.

A Describing places

1 Anne Marshall and her - Enjoy delicious food prepared by the family or
childhood friend Tony went - eat at interesting restaurants in the town centre (five
on holiday to the Rocky minutes’ walk from the hotel). Excellent fish dishes
Hotel in Pandora. The are a speciality of the area.

advertisement gives one
description of the hotel but
Anne tells a different story to

_ The night-life in Pandora is great, offering
wonderful night-clubs or discotheques where you

her friend. can dance all night. Have a fantastic time.

Underline the adjectives in | . ,er' P e e

the two texts. Discuss them T e T T e

with your teacher or use a ,;: . ‘f;-_ B Ef_ ! E ;"\i

dictionary to help you AL T W B S
- ~p—— - - e rjj""

undersiand them. ' «‘-"‘"{" - ﬁ:‘(ﬂ " ﬁ gy 1A

S A m {1 * .t ﬁ Thm
'.:f:! .'.; ‘J'v"f— "- 1%, w;:-; . -~ (;; ?;
f:?ﬂ:tﬁn-vp‘ ~&_...Jn_:;p:’_‘
e LAY

Rc::c.k:j Hote|
v [l Kings Paroae
Pardora
Qe Jurme (9
" Dexar Ca!:h:),

Well | we arrived sde,sl:er-dca:, " FPondora |, o &he
“beauti ful liese Par'ml_\j oeel’, remermnber che adverke !

Bue ic ism'e beam;.(-ul e's horcible - a thorri ble
ligetle house with a local family with Ewoo boring children on
e greond Floor,

The Trernian Sea is an Hour Aoy Ffrom e haoeel
ard ik 1S dlr'E,U You aom e See e Fromm e wirmdows and Ehe views
are awfoul -~ our view 15 e wall of e ouse nexk door !

The food S QJreasy amd dibaust-_i hﬁJdﬂd Ehe portions
are very svall | Last Nighe we wenk o a rescavrane buke e

| s epensive and the food was terr bk bhere oo,

’ fondora 3 an inkeresting t2wn | okt e everings
are@ quiee - e 3 nobhins ko do... We are ':hiﬂkt'v'ws of
N‘\O\:{rs't:c: e Balmy f‘l‘olido_:j Clob, by give sea .-
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2 Find eleven adjectives from the grid below. They are used 1n the
advert and the letter on page 24. You can only read words across or

down, not diagonally. This first one is done tor you:

— || o[ B[22

o | T — | = = | O C

> 12 == |2 o | Z | R | | <

CIN|m |||~ O |H R O|Z|—|X L
— || |= 00w |O|= = |O|W |[N|O

<|nlo|<|£|z|<|mT|— ]|« |= ][> |0
|o|o=|o=[n|—=|olo|x|=|<|—
S i | = [ O [ oo | = | [T [ < [
Ol i< £ =< |o|Ne 02|+ € (|43
2w = = [ o | O | =< |

— || Q]2

wH N mf'.____;

Ol=imol»|H|IN|{< O @ |= | 0| Z
Z|IE | Z | N— 2O Z|H|O|m =N O
O|—|H|w | |12 > |m|mi» O]+
|m|Z|=(Z|oH|= || (< || Z]> [

3 Now complete the text using adjectives from the grid:

Pandorais an

town situated on the north coast of Bahamia

near the lovely Irenian Sea. The advertisement says that you can have

a time in Pandora, because the night-life is
that there are
restaurants Is

Anne doesn’t agree. She says the viewsfro .- -ue hotel are

the hotel is a little house. She thinks the food 1s
in the hotel and
evenings are very

25
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and

in the restaurant. She says that the

and




B Combining adjectives

1 Look at these sentences:

Bahamia has beautiful sandy beaches.
In Bahamia the beaches are beautiful and sandy.
Discuss the differences with your teacher.

2 Now complete the sentences below with ‘and’ only
where this is necessary, like this:

She has got long dark hair.
Her hair is long _ 24 dark.
a The hotel is small dirty.

b Last night we went to a beautiful
¢ We stayed in a quiet friendly town called Pandora.
d York Townis a large industrial town.

e The port, Bridlingpool, is noisy exciting,

f Come to exciting historicLondon.

g Leedsisalarge interesting city.

h Yesterday we had a horrible expensive meal.

litele night-club.

i My.room in the hotel is small dark. 3
j The wonderful little hotel is near the lovely blue
Irenian Sea. .

NoTE: Exception!! - I have a black and white TV.
When two colours come together they are joined by the word ‘and’.
This is.true if they come betfore or after the noun.

3 Write an advertisement for a place you know using some of the
adjectives you have learnt. Look at the advert on page 24 to help
you. Begin like this: Come o ...

C. Compound words

1 Look at the three phrases below. What do you think they mean?
Chooseiorii

a afamily hotel i | i 5l E.'.]'?gzr% o or il

| < | ,.Q
b atenmisball 1 @/ ' or ii w‘%’o\‘%
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¢ aham sandwich 1

So which word names the object? The first word or the second word?
And which word is a noun used as an adjective?

Now look at these definitions and match them with the correct
phrase. The first one is done for you.

a aman who washes your windows

b a place where you can dance, drink and

meet people at night

¢ a person who can mend your bicycle
d amachine that plays records

e acup which you use when you drink coffee
f aglass which you use when you drink wine

Activity

Look at this example:

LIST ONE LIST TWO
tennis sandwich
ham ball

a wine-glass
~»~a window cleaner

arecord player

a coffee cup

a night-club

a bicycle mechanic

Yqu can make the compound words ‘tennis ball’ and ‘ham

sandwich’ from these lists.

Now make as many words as you can from the two lists. Use an
English/English dictionary to help you if you do not understand
individual words. Sometimes you can use one word twice.

LIST ONE

air tennis
beach train
vegetable bus
brandy sho

tea wal
mathematics war
family bank
travel business
cassette gas
garden shirt
holiday clothes

LIST TWO
timetable
paper
account
garden
recorder
court
collar
station

film

trip
window

bill
shop
afency
glass

bail

cup
party
doctor
teacher
camp
hostess

V4w write six ¢ iences using the words you have learnt.
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%D—Weather

1 Match the pictures with the correct descriptions:

KR
I Its raining

Tt'swindy -

N

lt's foggy

It's hot

It's snowing- .

~ lt's sunny

It's cloudy
and cold *”

28




2 Look at the difference between these two sentences and discuss:

a ‘Ohno! It’s raining and [ haven’t got my umbrella®”
b It often rains in Bolton in August.

Can you say when we write ‘It’s raining’ and when we write ‘It
]
rains’’

In a we are describing something that 1s Hapﬁenmg now (at the
moment of speaking), and in b we are describing something that
happens regularly (often, in this case).

i Choose 2 or b to complete these sentences:

a work.

1 Please be quiet. I b am working.

2 Anne ; igsog(s)ing to Bahamia for her holidays every year.
a stays
3 She p staying

a sunbathes
4 Now she b is sunbathing on the beach.

at the Balmy Holiday Club every summer.

5 Her friend Tony ; gc\:gls’king in the kitchen at the moment.

6 Many people ; I:i:yplaying tennis in the summer.

7 Where’s Richard? He ; lgsogeé ng to London,

8. What is Richard doing? He ; ir:igzding the newspaper.

. a leaves .
9 The train b is leaving at 5.30 every day.

10 At the moment Richard’s friend ; waits for him at the
18 Wamng

station in London.

ii Below are two texts. One is a description of the climate in Scotland
and the other is an extract from the weather forecast for today in
Edinburgh. Each line belongs to one text. The lines are mixed up.
Work in pairs. One student should write the text about weather, the
other student about climate. Read each other’s text for mistakes.

)

In Scotland the climate is moderate, and the weather
.. and now for the weather. Today in Edinburgh

is very changeable. On the east coast

temperatures are rising and

it 1s often windy and it rains a lot, but in winter

the sun is shining. It1is a bit windy and |

it is sometimes foggy. There are often dry ¢ : - when

the sky is blue although it is usually cold.

the sky is blue at the moment, but clouds

are corning in from the west.

O\DW\JG‘U‘-&MN'—‘

—
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11-In.summeritisoften-humid-and-the-sun-shines
12 someumes, but it rains a lot and the temperarure

13 We can expect some rain for this afternoon, so get
14 your umbrellas out .

15 doesn’t often rise above 25°C.

- . '1|
RS ) . .

SRRIVLINGFCOL ,

3 Look at the weather map for Bahamia today and write a weather
forecast. Look at the text about Edinburgh for help.

Key

Ny

:=.C — _ SUN

] \
7]
LOUDS

“ —'F\ND RA LN

(ﬂ ) — LLouDY
Begin like this:

Today on the east coast . ..
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1 Look at the map of White Sands. Do you understand what all the

places are? If not, look them up in your dictionary or ask your
teacher,

2 i Look at these prepositions:

Sa
S . FRED TOM MARY JACK
SR - TR B S S ; R ' ‘
i 3/ N} 8¢ ot e
. ‘- . 1‘_;(’. ; \. || i ? wd. .,“,.
: PR b, Bl - T L3N
S —
on Liecorner  between onthe onthe  opposite Magi isnextto Tuin.
of King Street : leftof rightof . Fred is next to Tom

and West Road Jack is near Mary



ii Look at the map of White Sands agam and then write out these
sentences with the correct preposition (in some cases there is more
than one possibility). Compare your answers with another student
and discuss any ditferences.

a Seaview Hotel 1s ‘the Chinese Restaurant and

the Imperial Shopping Centre. Itis King Street and
Redham Road.

b The Station Hotel is
QOdeon cinema. [t s

¢ The Odeon cinema s
shop.

the Market Café, and the
King Street and St Peter’s Street.
the Station Hotel and. the souvenir

d The King Street bank is the ABC cinema and the
souvenir shop.

e The Indian restaurant is Queen’s Gardens.

f The Queen Street car park is the church and the'
Balmy Holiday Club. |

g The Police Station is the museum and the
Feathers Club.

h The Impenal Shopping Centre is King Street and Beach
Parade the beach. Itis the tra%ﬁc lights on King
Street.

i The Feathers Club is Imperial Shopping Centre.

j Thebusstationis . the King Street car park.

k The ABC cinema s the bank and the tourist information
office. It1s the Market Café.

- The Impenal Shopping Centre is King Street and Redham
Road.

3 Loqk at the map of the Balmy Holiday Club, and write where the

places are:

Chalec Cralex Chalex
x A B8 c
S
1 Swim;nj-
> ool
Pr-vcd'c. 3 a~d
"':: Bewcin Spores Cenkre

veigdanany

Sun bcﬂwins

-
E Arma
N
| o]

Begin like this:

At the Balmy Holiday Club, the entrance is opposite the private
beach. The restaurant is
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—4-a_Lookatthe-map-of White-Sands-Choose-a-strect-in- White-Sands— ———

You are in this street. Write a short description of the things near
you. Do not use the name of the street.

b Work in pairs. Read your text to your partner. Stop when he/she
knows which street you are in. Now listen to his/her description
and say which street he/she is in.

¢ Now write a description of where your partneris. -

d Now compare your descriptions. How are they different?

B Informalinvitations and suggestions

BAIRY
AR

- DANCING!
SAVSAGES!
HAMBURGERS!  yirvinres

P 1y e

o
=
25
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1 Look at the poster and answer the questions:

a Whar kind of food can you buz at the barbecue? .
b What is the price for people who belong to the club?

¢ What s the price for people who do not belong to the club?
d What s the date of the barbecue?

e What time does the barbecue start?

f What can you do at the barbecue’

2 Now we are going to learn how to write and reply to informal
invitations, between friends or people who know each other well.

Anne Marshall and Tony Field are working at the Balmy Holiday

Club. Look at the NoTEs below where you will see alternatives to the
numbered sentences.

Anne.,
There's o barbecuve on Tharsd
cvc_m'n%. Waulcl Su fike ‘CD 60?

Leave. me o note,
Torn

Now look at her reply:

Ton:j)
Thanks o gour v e
v Yes, 1'd love 0o '3’:#-1

R 1
How aboule reeling next B e

Suimmins rPool oc 7'$P'M?

COAmHe

NOTES
1 Ways of accepting an invitation (Alternatives)

Yes, I'd love to + VERB
Yes, that’s a great idea.
Yes, I’d like to.

Ways of refusing an invitation

I’'m sorry I can’t come because ... (REASON)

I’'m afraid I can’t come because ... (REASON)

(REASON: I’'m going to the theatre/I’'m very busy at the moment/
I promised to meet my friend, etc.)

2 Ways of suggesting
How about + vers + —ing? e.g.: How about meeting at six?

Let’s + VERB e.g.: Let s go to the cinema.
Why don’t we + VERB? e.g.: don’t we go home? .
Shall we + vers? e.g.: Shar | we have a drink?
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3 Look at these invitation letters and the replies:

Dear Sue, Dear Anne,
There's a barbecue on I'm sorry (2) .
Thursday. (1) . I'm going to the cinema.
Love, Love,
Anne. Sue
Dear Don, Dear Mike,
(3 Thanks for your note. Yes,
to the football match &) .
on Saturday? (4) (6} go in Jack's
spending the day 1n minibus. It would save
London? a lot of money.
Mike Cheers!
Don
Dear Fiona, Dear Graham,
['ve got two free tickets for Thank you for your invitation
the opera on Friday. (7) to the opera. (9)
come with me? [t busy on Friday.
starts at 8.30, so (8) (10) go another night?
in the Crown at about ' F.
7.307
Love,
Craham

Put the correct number in the box next to the correct expression. The

first one is done for you.

Let’s [6] Howabout ]
Would you like to [ Whydon’twe ]
shall we meet [[] Wouldyouliketogo []
I’m afraid I'm (] Trdlketo ]
Would youliketogo? [ ]  Ican’tbecause ]
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UNIT 8

A Curriculum vitae (C.V.)

1 Richard wants a job as a camp assistant at the Balmy Holiday Club.
Look at his curriculum vitae and letter of application:

CURRICULUM VITAE
Name: RICHARD STANLEY WILTON
Address: 64 Arundel Road Tel: 0642 - 916216
Bradford, W Yorks

BL4 BNW
Date of Birth: 4 December 1560
Nationality: British ‘
Marital Status:  Single
Present Occupation: Photographer for Wild Life Magazine

Education and Qualifications
June 1976 G.C.E Olevels: English, Maths, Physics,

Chemistry, Geography
June 1978 G.CE Alevels Geography, Maths

Oct. 1979 -

June'1982 B.Sc. in Cemputer Science, Polytechnic of South London
1985 Instructor's Diploma, Royal Tenmnis Assoclation
Experience

Summer 1980, 1981 Worked as Camp Assistant in Brinton's
Holiday Camp, Lowestoft, UK.

1982-1985 Computer Programmer, Blaxil Chemicals, Luton,
UK.

19861987 Travel Guide, Grecotours Ltd., Athens, Greece,

1987 -present Photographer, Wild Life Magazine

Languages: French- fair Creek - good

Hobbies: Cinema, politics

Sports. - Tennis: Qualified as Instructor in 1985
Swimming, football, cncket, volleyball

Valid Driving Licence since'19?8

References: Mr James Francome Mrs Jane Wilson
21 Manor Road Wild Life Magazine
I~ndon SE14 17-21 Queen Street
UK. Bradford, W. Yorks.

(Tutor at Polytechnic) UK
(Editor of magazine)
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64 Arundel Road

Bradford

W Yorks.

BL4 BNW

25th May 19--
Personnel Cfficer
Balmy Holiday Club’
White Sands
Bahamia
Dear Sir or Madam,

I have heard from a friend of mine, Tony Field, that
you have vacancies for camp assistants at your camp
in Bahamia. I would like to apply for the job.

As you will see from my curriculum-vitae, | have
worked in a hotel, and as a shop assistant. After

~ leaving university in 1982, I worked for six years
as a shop assistant in Luton. Then from 1584 to
1981, 1 was a pilot in Portugal. Since 1987, | have
worked as a reporter for Wild Life Magazine.

lam very interested in sport, and ] have beena
qualified wind-surf instructor since 1985. [ swim,
and play rugby, cricket and volleyball My other

By interests are cinema and politics. I have had a
dniving licence since 1985,

I would be grateful if you would consider my application.
ook forward to hearing from you.
Yours faithfully,

RICHARD WILTON

2 Some of the information in Richard’s letter is not correct. Compa. .
the letter with his curriculum vitae. Underline the mistakes and
discuss the correct details with your teacher.
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B Weriting a curriculum vitae

1 There are many different ways of writing a curriculum vitae (or
C.V.). We give a basic model which will be useful for most situations

The C.V.is divided into 5 parts:

a Personal Information

b Education and Qualifications

¢ Experience

d Other (Hobbies, languages etc.)

e References

a Personal Information

Include:

full name (in capitals)
home address :
address for correspondence (if it is different from home address)
telephone number (with dialling code)
- date of birth
nationality
marital status
present occupation

b Education and Qualifications

In chronological order.

¢ Experience

You do not need to write every job.you have ever done, but you
- must write all the jobs/experience which will help you in your job
application. '

d Other

Here you may include:

languages

sports

interests and hobbies etc
driving licence

e References

At least two; usually, one should be from your present employer.

2 Read this interview with Lisa Franks and complete the C.V. that
follows.

."an: Geod morning, Miss: ?

Lisa: T ranks, Lisa Franks. Mrs, actually.
Man: Aha. And you’re 24, is that right?
Lisa: Yes. My date of birth is 4th April, 1965.
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——— Man

Lisa:
Man;

Lisa:

Man:
Lisa:

Man:
Lisa:
Man:
Lisa:

Man:
Lisa:

Man:
Lisa:
Man:
Lisa:
Man:
Lisa:
Man:
Lisa:

Man:
Lisa:
Man:

Lisa:

Good-Now, have yougot an address where we can write to
you?

Yes: 128a Station Street, Perth, Scotland.
Thank you. Now, tell me something about your experience in
this kind of work, Mrs Franks.

Well, I worked as a shop assistant for four years ... at Super-
stores in Perth.

And when was that?

I finished that in 1985. And then I worked as a trainee store
manager in Perth for a year. ...

And the name of the store?

MacVie's.

And since then?

Well, since 1986, I've been the store manager at Bloxham’s in
Stirling.

And can you tell me about your qualifications?

Certainly. I've got four O levels — French, English, Maths and -
Statistics.

Any A levels?

No.

Anything else you can tell me?

Yes, I can speak a little French.

And your hobbies?

Water-skiing - I love water-skiing. And swimming.

I see, good. I'd like two references please.

Yes, OK. There’s my present boss, Mrs Mary Dalton. Would
you like her address?

Yes please.

Area Manager, Bloxham’s Stores, Bloxham House, High Street,
Stirling, Scotland. And then Mr Iain McDonald, 66 The Rise, .
Perth, Scotland. He was my French teacher at school.

OK, Mrs Franks — thank you very much. We’ll telephone you as
soon as possible. Have you got a telephone number?

Yes - 1t’s 55462. And the code for Perth is 0738.
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3 CURRICULUM VITAE

Name: ELISABETH FRANKS
Title:

Address:

Tel: Date of Birth:

Nationality: BRITISH

Education and Qualification:
June 1981 GCE O levels

Expernence:
1981 - Shop Assistant, Superstores, Perth
— 1586

- present

Lahguages:

Hobbies:

References:

1 2

4 Exercise

Now write a curriculum vitae for your favourite pop star, sportsman
or woman or for yourself.
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—5-Look-attheletteron page' 65and Lisa’s C:V and hll'in the spaces:

128a

Scotla_nd

28th No‘vember 19--
J.Salisbury Ltd.
48 Rose Road
Clasgow
GL42TD
Dear

[ have seen your advertisement in the Glasgow Herald for

store managers, and | would like to for the job.
As you will see ) . I have worked

in shops and stores since _, when [ left school.

My first job was with in Perth. After

leaving them in 1 work_ed for of
Perth until 19 and then ! joined Bloxham's in

as a store manager.

1 have got fout - in French, English, and
Statistics. I can speak a little, and my
‘hobbies are and

I would be grateful if you would consider my application.

Yours

Jist, fraf

Elisabeth Franks (Mrs)
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E Sending a telegram

1 Look at this telegram to Tony from his wife Jennie:

ARRIVING MONDAY 15.25 YORK TOWN
FLIGHT A2469 PLEASE MEET ME JENNIE

.- TELEGRAM TELEGRAM TELEGRAM TELEGRAM TELEGRAM

In telegrams we write the minimum we need to give the message.
Jennie’s telegram means:

‘T am arriving on Monday at 15.25 at York Town
airport on flight A2469, Please meet me.
Love Jennie.’

2 Now make a list of the words that are in the message but.not in the
telegram. The first one is done for you:

[

o0 o
ore Th o

3 Discuss with your teacher what type of words are omitted and why.

4 Now match these sentences. Put the number for the sentence in the

second column that matches a sentence in the first column. a is done
for you.’

a I'mvery sorry 71 1 COMINGBACKSUNDAY

b Ican’t visit you this 2 WILL PHONE WHEN
weekend . | ARRIVE

¢ as I have ameeting in 3 LEAVING THIS
Paris. MORNING

d I'm leaving this morning 4 CAN'T VISIT THIS

WEEKEND

e and I'm coming back on 5 MEETING-IN PARIS
Sunday.

f I'll telephone you when 1 6 JILL
Farrive. . L

g With best wishes, from Jill 7 SORRY
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5 Now write atelegram to give this message. Remember to usc only the-

—words Whlchflve important information. You will need about
etghteen words:

I'am sorry but I can’t meet you on Monday because [ am
working at the Club at the time you arrive. I suggest you take a
taxi to the Club. Could you please bring my blue sun-glasses
with you?

From Tony.

6 Now compare your telegram with the one written by your partner
Are they the same?

7 Discuss with your teacher when you might want to send a telegram.

8 Here are some messages from telegrams. Put the name of the person
in the space:

a

1s 21 years old today.

b is going abroad on business. _

¢ are getting married today. 2

d has just finished university and got a degree.

e ’s father has just died.

f is in hospital. -

g does not want to receive the goods he has ordered. -
CONGRATULATIONS ON YOUR SUGCESS G BETTER SO0 HOPE

i TO VISIT NEXT MONDAY
LOVE SUE MUCH LOVE JENNY

b

(5]

MR ALEXANDER ELSPETH
REGRET CANT MEET YOU HAPPY BIRTHDAY
THURSDAY URGENT SUMMONS PRESENT FOLLOWING
TO TOXYQO FROM HEAD OFFICE LOVE]O
WILL PHONE TUESDAY
VREGARDS TIM AINSLEY M — |
N SO SORRY TO HEAR YOUR NEWS
THINKING OF YOU WITH DEEPEST
MAKEWELL LTD SYMPATHY LOVE MARIA
REGRET MUST CANCEL ORDER DUE TO
UNEXPECTED CHANGE OF PLANS
LETTER FOLLOWING REGARDS
JACK AND LiZ
,i?_io W_L%m CONGRATULATIONS AND BEST WISHES
FOR FUTURE HAPPINESS
MUCH LOVE MARK
L/

e r—— e ————————e
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6 Now, with the help of the conversation (1) on page 76, write what
Julie says when they meet on the train. .

Begin like this:

Julie: Ob bello Peter. How are you?

Peter: I’'m fine thanks, and you? What are you doing here?

Julie: Well, I'm going to London to do a lot of things really.
Tomorrow I’m going to visit the city and then . ..

Now write Peter’s answer, Begin like this:

Peter: That’s interesting. I'm going to do a lot, too. Tomorrow I'm
going to see my friend Joe.

B Reports

1 Every month, the director of the Balmy Holiday Club sends a report
to the Head Office in Paris, telling his boss what has happened in the
Club during the month. Look at his notes for last montﬁ. Then do the
exercise below.

MoONTHLY REPORT NOTES

A /VGW.shff ANNE  Positive: works hard. Pegfje ke her
Negative: Sometimes late. Dreaws a lot, .

TONY  Prsitive: works hard.  Negative: a bit shy.

2. New bar  Positive: w;;rie/m,j wedl. Guests M:'nj bar -
not towwm bary ‘ '
N Suagestion: — one evewing g weel - opem to Pu,b{;c
for * Cocktmil Evening” - Juests meet locals

3. Swinming Prof - Nobodj'f wsing it1 A disaster- Wluj?
I Atmarphent rather oold - put in mor® gruss and twees,
2. Waker looks dirty -Pu»t poo! wivite.
3. Peop!e dout kuon about 1t - Mire eveuts:

waker polo — suwrmm 3411% / _ ’

. Write “T" in the True box or ‘F’ in the False box.
TRUE FALSE ‘

a Anneisadreamer. -

b Tony is timid.

¢ The Director suggests the new bar should be only for guests.

d There is a problem with the swimming pool. |

e The Director makes five suggestions for improving the swimming pool.

0004
OO0
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1

" Jow look at the report below, and fill in the gaps with words from

-aie box. Look again at the notes at B1, page 78, to help you.

punctual  late dirty
cold well hard
better trees three
| using white popular
l problem  dreamer  shy

BALMY HOLIDAY CLUB - BAHAMIA

Monthly Report — Confidential
: New Stafl: Anne Marshall, Tony Field

POSITIVE
Both Anne and Tony work and well. Anne is very

with the guests and also very well organised. Tony is perhaps not as
popular as Anne. However, he is very

and conscientious.

NEGATIVE ,
Although Anne works hard and the guests like her, she is sometimes
and this is probably because she isa . However, she

1s a very likeable qirl. Tony works very well, but he is not as popular,
.. because he is rather

2 New Bar
The new cocktail bar is working and the guests use it more
than the town bars. However, it could work perhapsifwe -
organised a ‘public’ Cocktail Evening one night a week, so that guests
can meet some of the local people.

3 Swimming Pool
Unfortunately we have a sernous

with the swimming pool: not

many guests are it, and prefer to go to the town pool, or to the
beach. There are reasons for this: first, the atmosphere in the
pool is rather ; next, aithough the water 1s very clean, it looks

, finally, some guests don't even know it exists!

T have three suggestions:

1 Plant more grassand
friendly.’

2 Paint the inside of the pool in place of the present blue.

3 Hold more events in the swimming pool: swimming competitions,
water polo matches etc.

around the pool to make it more
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List A

people
work/job/study
equipment
building
conditions
timetable
work/school life

YOUR NOTES
List A
1

F Writiﬁg a report

1 Look again at the notes about the Balmy Holiday Club at B1, page
78. Make similar notes about the place where you work or study.
Choose three things from list A to discuss, and write them in the
spaces marked 1, 2, 3. Then choose adjectives from list B to describe
tEem. Write suggestions in the spaces marked *Suggestion’.

%,

List B

POSITIVE

friendly
helpful
mnteresting
varied
available
easy to use
comfortable

- well-organised

enjoyable
modern

flexible
List B

NEGATIVE
noisy

sh
ditficult
boring
lon

col

hot

badly organised
old-fashioned

Positive:

Negative:

Suggestion:

Positive:

Negative:

Suggestion:

Positve:

Negative:

Suggestion:
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Discussion

. - . -
-Improving-Your Writin -
1 How do you decide if a piece of writing is successful? There is an obvious
minimum standard for things like handwriting or typing, for example, it must be
possible to read the writing, but what else are we judging when we read a letter or
an essay?

1.1 Work with a partner and think about the five points given below. Then tick
(/) the two points vou think are the most important for vou when vou are

assessing a piece of writing. There is no single correct answer here, but some
points are much more important than others.

CORRECT GRAMMAR

APPROPRIATE VOCABULARY

GOOD SPELLING

CLEAR ORGANISATION

CLEAR, APPROPRIATE LAYOLT

1.2 Below and on the next page vou will find two versions of the same letter.
Letter B was written first but it is not as effective as it should be. Letter A is an
improved version. Read Letter B carefully and compare it with the corrected
version.

'r
1.3 Work with a partner and decide what sorts of mistake the wrter of Letter B
has made; are they mistakes of:

LAYOUT (L) VOCABULARY (V)
PLANNING (PL) SPELLING (SP)
STYLE (ST) PUNCTUATION (P)
GRAMMAR (G) -

Some of the places where there are mistakes have been marked with a number.
Write the type of mistake in the box at the side of the letter.

Letter A

=, Campr\dge S
Habden Bridge
caldardaie

w. Yorkshire

December [1Eh 12e8

Dear M Reeves, ) " = Mme with a pt‘oblcﬂ"-
rizing to ask i you =2
rLamw

from Wou’

: coe racardes’
, T Dought9d radio-cas>= Ay . When { puk e
A bous weeks % i stoppedt ool 0 atiare oS K
shop PuE HES et the PN PUETT ot je musE DR T e
rapa N and press asfuitd . T \ h;ppcncd-t
e puONS bBut unSuCFC but Ehe Pl H"'n‘g‘ F

o one N

worSe .
Fape (olied itpetE U

. re
) rqja‘r e
e orateful o ye c'ourllrid rece P
T wou'd - a guafaﬂtce and |
a copy oF ==

BooN.
forward O nearng from Qou
T ook

s sinceretd
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Letter B
r 1
'Dcccmber' 1ER 1989
2w, Yorkshire 2
'8, Cambridge St
Hetbden Bl’\d_ge
Caiderdaie
IMr Reeves, . 3
A few Weeks aqo *Ive bouslg& a (3d O - cassathe recorder but 1

yeastarday ik Stoppad working Properiy. Whan T puk the tape
irside it anc pressed the 'play butkon ik simply didAe move.. T

Eried Hhe obher buttons buk Sunsucesful. I 8 Ehough it Musk ba |-5 I IG |

the tapae, 5o I put ancther in Dut the samae Ehing Rappenad . Tt

was T worst Hhan the first bime 8 cos when T tried o 7 ]

9 get it _back the btape "°I=nroue:al iEsmif on a littie wheet 3 0

inside the recorder.

T'm " writting ko ask ¥ you could 12 4o Ehea neceesary [E Ej

repars on k. T &nclose a copy of the quarantae and

my receipk.
BPicase fix it : 13

14 14
R.C. Samaoes,

Improving Your Writing — 2 An important way of improving your writing is to have a clear idea of things
A checklist that vou should check before vou finish vour work. The list given below covers

most of the points vou should check in a first version of a piece of writing. It is
_ very important and vou will be asked to use it in many of the units in this book. It
+e is designed to help vou produce clearer, more effective writing.

IMPROVING YOUR WRITING

FIRST CHECK Check that your writing makes sense
‘ ¢ Is it correctly organised on the page?
(Writing models in each unit will help vou check
this.)
® [s the information presented in a clear, logical order?
® Have you put in all the information your reader
needs?
e Have you put in unnecessary information?

SECOND CHECK  Check that you have used the right words
® Have you used any words that are too formal or
informal?
¢ Can you replace any of the words in your writing
with more precise or more appropriate voecabulary?

Check spelling and punctuation
® Have you made any spelling mistaks~?
¢ Have you punctuated your writing, = rectly?

W\J—WIWMWM ~
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Using the checklist

WA—'WM

Check the grammar
¢ Have vou made any grammatical mistakes?

ESPECIALLY ¢ Subject/Verb agreement
S
(She Hz'lﬁn Frankfurt.)-
¢ Verb forms ..
have been Uving
(We arc [i#1% here for 3 years.)

Qrrves
{I will meet vou when train willar?Te.)

¢ Countable and uncountable nouns

(We need more infornmtionf about this.)
® Correct use of articles

(They went to.# New York)
® Word order

(I bought a‘lress.)

\,

3.1 Check that the writing makes sense
The tollowing short report is very badly organised. Work with a partner and -

rearrange it so that it is easter for the reader to understand. The following writing
plan will help you.

-

P

¢ History

¢ Company structure

¢ Organisation

¢ Strengths and weaknesses

A. Our production centre is in Wodenswil, the main grain business is in
Samstagern and we have big stores in Olten and Au. We also have a small

water-mill {although, this is not verv important for the companv) and we
have about 200 emplovees.

B. The only problems that the firm has are that itis rather dependent on the
value of the dollar and that sometimes there is too much work to do. At
such times our workers are seriously overloaded, but they receive extra
payments during these periods and the company continues to do well.

C. Our company makes glue and glucose and is also involved in the grain
business. It is 130 vears old and has different sections in various parts of the
country. )

D. The organisation of the company is quite simple. It buys wheat, maize
and barley from overseas suppliers and from some local farmers and has
eight vans that it uses to deliver glue and glucose to its customers. We don’t
do a lot of advertising for our products and only advertise in local”’
newspapers. '
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3.2 Check that you have not used the wrong words

Many of the words in the following pieces of stefent writing contain words
have been used incorrectly. Work with a partner o Improve the test by putting in
correct vocabulary for this contest. Select words from the list given betow

Describe someone you have seen recently

He opened the door to the library. stepped ir: and looked towards the tables
where persons sat studying and slammed the dnor carefully behind him.

He waz a man of middle height, clothed in & blue coat which looked a bit
unmodern, but still went him well. He was= in =32 twenties, had a hard-looking
face with dark eves and thick evebrows, Hiz mahr waz brown and short.

As he walked through the library he looked around him as if seeking for
somedody. When he glanced the person he weas laoking for, his seveve
expression disappeared and was removed by & warm smile.

dressed  old-fashioned people  replaced ]
searching shut noticed suited l

3.3 Check that you have wrilten in an appropriate sty =

Like the other passages in this unit, the shart composition below contains many
usage and vocabulary mistakes. The writer has tried to write a formal essav but
some of the language is too informal and some of the vocabulary is inappropriate.
Work with a partner and use the words and phrases given in the box under the
text to replace those that are underlined.

Are factories spoiling our rivers?

Nowadayvs a lot of factories are very irresponzible. Not only do they uze a lot
of clean water but they poizon the rivers with their chemicals. Moreover,
since they haven't cleaned the rivers the water svstem is getting dirty and
dirty. Therefore, we cannot swim and drink any water of the rivers. In
addition, we cannot see anv fish which can be eaten. As a result fish is very
expensive.

There was a matter in Japan a long time ago. A lot of people who ate the
fish gee ill. This was because the fish had a diseaze.

In conclusion, we can 2ay it i dangerous to pour filthy water into rivers.

a great deal of became becoming more and more poliuted dump
many problem they have failed to clean  from
fish from the rivers cannot

3.4 Check that spelling. punctuation and grammar a:2 correcl
The teal below contains many grammar and punctuation mistakes. Work with
vour partner to tmprove and rewrite it.

[ think one of the best way to learn a language is to stay and life in the
country where it i spoken because then have vou to speak in every situatior
in thiz language. vou have to try to make understand =0 you # getitina
short time. You must study not so long like you must study v eva you take
evening course every evening in your own country. :
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Awareness-raising

Writing task: time linkers

Organising-Your Writing

Using Linking Words and
Phrases

1 Put these sentences in the right order to make an amusing storv. When vou

have rearranged the story, think about why vou put the sentences in the order
vou did. What information did vou use to help vou?

a) The next day, the same thing happened. He ordered a sandwich and a beer
again, drank the beer, put the sandwich on his head and left.

b} The man lovked confused tor a moment. Then he said, ‘OK. I'll have a packet
of nuts then.’

¢) But this time the barman stopped him. ‘Look, I've got to ask you this. Why
have vou got that packet of nuts on vour head?

d) A man walked into a bar and asked for a pint of beer and a sandwich. He drank
the beer tirst, then put the sandwich on his head and left.

¢) When the man came in the following day, the barman gave him his beer as
usual, but when he asked for a sandwich, said that they had sold out.

fy- On the following dav the same thing happened. By now the barman was
becoming, just a little curious, so he decided he would trv to find out what was
going on.

g) The man looked at him as if he were an idiot. Then he said patiently . . " I've
got these nuts on my head because vou didn’t have any sandwiches’. Then he
left.

h) The barman gave him the nuts. He drank the beer, put the nuts on his head
and started to leave.

2 One way we can work out the correct order of the sentences is to use our

- knowledge of how jokes are organised. However, there are also particular words

like first. next, then, that also help us to reorganise the sentences. We can cail these
time linkers. Look at the text in exercise | again and write down all the time
linkers vou can find.

3 Read this extract from a letter and insert the time linkers shown below in
appropriate places.

then eventually as firstofall later by before

We had a really good New Year. We all went to Wales to visit Diana’s long
lost refatives in Carmarthen. Her father left there about thirty years ago and
lost touch with his brothers and their families, so this was the first big family
reunion for 3 very long time.

1

we visited two of his nephews where we spent
the morning eating and drinking, and ? we moved on to meet
the family of one of his nieces, where we ate and drank some more until
early evening. ® the whole family got together for a party -
quite a wi!d one! | ate and drank so much! ¢ one meal finished

b e T —— e e
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Using the right time
linkers

WWN

another one seemed to begin. * the end of the day | was
absolutely exhausted! '
We stayed there for three days ® driving back. The

journey was interrupted a few times because of minor problems with the car |
and it ended up taking us about ten hours. Anyway, ’ .

we got home - just in time to get some sleep before starting work the next !
marning.

4 Time linkers can be used to link two events. The second event can happen at
the same time as, before or after the first event.

Example:

Same time: As [ was leaving the shop [ met an old friend.

Betfore: We can’t go wntil she comes. .
After: Heat some cil in the pan tiicn put the meat in.

4.1 Studv the sentences a) to e) below and underline the time linkers. Then
decide on the order of the events in each sentence. Finally, decide why each linker
is used:

® to show two events happen at the same time
® to show an event happens before another event
® to show an event happens after another event

Write each linker in the appropriate column in the grid.

a) Just as [ was getting out of my car it started to rain.

b) I met her while I was out shopping.

¢) Wait until | come back, and in the meantime think about what vou want to do
this evening,

d} Fry the onions, then put the meat in and cook it until it’s brown. Fmall) add
the sauce.

e) 1 hope to have finished by the time the film starts.

SAME BEFQRE AFTER

4.2 Now use appropriate time linkers to complete these sentences.

a) [ was waiting for vou [ met Jane.

b) You should plan what vou want to sav you begin to write an
essay. .

c) _vou have finished doing an exam you should check
vour work.

d)r [ was about to leave the house, the phone rang.

e) If the caqsette recorder doesn’t work, first check that the switch is on. it s,

open the plug and check the fuse.-
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Linkers: and/bul and
words that have a similar
meaning

Read the text on the right
which is taken from a
tourist brochure. Put a
single line under linkers
which are similar in

meaning toamd and a circle -

round linkers which are
similar in meaning to but.
The first one has been
done for vou. '

Mixed linkers

after  although and
but so because

9 There are many other words and phrases used to link ideas in speaking and
writing. For example, when we want to add information we often use and to lirs

our ideas. When we want to express reservation or talk about exceptions we of:in
use but,

; L4 &l &l
STAY AT HORIZON HO TELS o
When vou have seleeted your Horizon Holiday dvsli_nm:':n :\t;: :1‘?:1%1;_'[:.:'”:.;:;:
Hurim;n hote). Although the character and sl}llz utlll‘u‘ u_;“?c\\ ‘:ﬁ"\ o
1o place. the =ame high standards apphy e\cr.\\\\ .u‘ru\{\ [nr,”w T o local
value for money and in addition are localed cnu\fn.u nl: D aranter.
ex. All the hotels in this brochure are atso backed @

amenit likeIv o run a litte more smeothh

\ 0uf |“h(ll| (1) IIU 17200 ‘ ll(‘ by
h( Celllsg W l]li\ ("l( nien l” ”". hlu(. “”"l—-h lh(“. mean = M “

6 Look at this letter from a French student who has just started a course at a
language school in Britain. The pieces of text below have been removed from the

. letter. Decide where to put them, then rewrite the letter.:

¢ although it is only three months away.

However, | don’t speak French with them during the dayv because we alt went
to practise our English as much as possible.

¢ and my course began on Monday.

and the social programme is quite interesting as well,

but it only takes me about fifteen minutes to get in every morning by bus.

7 Have vou ever suffered from culture shock? What do vou understand by the
words? What sort of feelings did vou have? Read the essayv extract below. Put
appropriate linkers from the list on the left in the gaps.

Culture Shock

I shall never forget my first visit 1o China. It was completely different from
amvwhere else | had been. What | remember feeling most was fear. T was ina
country about which 1 knew nothing !

“whose language 1
couldn’t speak, | couldn't read any street signs and [ felt lost in the crowds of

. people that seemed to be everywhere. | had travelled to many different parts of
the world before 2
think I felt feae

I had acver felt so alone and confused. |

I was going into the unknown — an

unknown culture whose values 1 did not have any knowledge of.
4

a few days | became a little more accustomed to the sights,

sounds and smells of my surroundings *

1 still fele isolated. 1
talked to a Chinese fricnd about these things and be said that he had felu the
same when he had visited Europe. European food made him il ©

he didn't cat at all for rwo days!
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other ways o! linking in a
text

8 Besides using linking words and phrases, there are other wavs in which we
make a series of sentences into a text, Look at these sentences, They are
grammatically ‘correct” as sentences but why dowe find them strange as a text?

The woman gave the boy a small box, The boy took the small box from
the woman and put the small box on the ground. The boy opened the
small box. Inside the small box was a package. The boy opened the
package.

When we write or speak in anv language we only sav what we neeid to sav or write,
In the text above we do not need to refer to the woman, the bov or the small box
by name after the first sentence. We can replace these words by she. fic and it(or by
other words).

8.1 Rewrite the text above using she, he and it where appropriate.

8.2 Study the text below and underline all the words that are used to refer to the
people in the story.

The old lady with the green hat stood up and walked towards the door,
George watched her with interest. Then she stopped and turned to face
the window. She looked cut. A baby was crving in the distance. As she
stood there. he noticed a single tear trickle down her cheek. George
looked-away and the poor woman opened the door and walked out on
to the platform.

8.3 We can refer to these different wavs of mentioning people, things and even
in a text as a vocabulary chain. To make texts effective it is important to be able t.
refer to the same thing in different wavs.

Look at the pictures on the left. Picture A shows a voung man walking along a
road towards an old woman. However, we could see this situation in at least two
wavs. Look at Picture B. 1f we think the young man is going to help the woman
we could refer to them with one set of words. However, if we think he is going to
harm the woman, we would probably use a different set of words.
a) Work with vour partner and make two lists of words to refer to the man and

the woman. Look at the examples.

Wants to help the woman:

van: kind, pleasant,

woman: elderly, frl.BNdz‘/b‘(‘
Wants to harm the woman:

Man: AUMF‘FI;[. (iﬁrtld‘
Woman: POOT, frail,

b) Read this text written by someone who thought the man wanted to help the
"~ woman: '

An clderly woman was standing by the side of the road waiting to cross.
A voung man of about twenty came along, saw her waiting and smiled
pleasantly. He took her arin and offered to help the friendly old woman
cross the road. The kind youth noticed that her bag was open and
closed it for he '

. : ;
Now rewrite the text from the point of view of someone who believes the man
intends to harm her and steal her money. Use as many of the words vou came’
up with in a) above as vou can to refer to the man and the woman.
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Discussion

| Writing a Journal

1.1 Do vou keep a diarv/journal? If so, what kinds of things do vou write about in
it? Do vou make notes about appointments and dates? Do vou write about vour
feelings?

1.2 Alot of language learners find it helpful to keep a journal in which they write
down what they feel about their lessons and their language learning experiences.
They use what they have written as a basis for discussion with their teacher. Do
vou think this would be useful for vou and or vour teacher? Read the extracts
below from student journats and decide how thev could be helpful to the student
{here the writer) and the teacher. The extracts contain some errors but don’t worry
about them at this stage.

Write your notes here:

A:

Extract A

Today we did what | always wuwhed to do. We had o test. Teatn
a1e important 10 Ahow you where you AtIL are weak. By a +af
you feel yowe are 'atrong’ v abvut wohich tupie you need to atudy
WMove. Wiy cant Wwe make Nuch an exercne wn ilase? Tt an a
+ert fut juat didicwns the paiblema. Or why not wonk with
Auch a4 sheet at howe and ask querhiems a¥ Achool 7

Extract B

We didd & prackie in Jart qeading m the computen room.. I dike
the progaamm of fart neading . 7 aecagniced that }m affe to
sead very fast. ) think i+4 bbcawre 1 1dad a fot. ) thmk m
teading ‘apred of am eany fovk v an high o0 wen ﬁlgr'wt
than n?? neading Apeed uWas m German Sefore I came tu é‘njz'ana?.

Extract C

BINAN \ wakch TV \ try o Gstan co..rec\:m.n.s."n\q. et wouw W cokdn a
\ok. 3 using the Lideo So \ can fawind *” T didat understand. .\ obten
Lsten ™ Wie same taped several Umes wo that \ understand more
and Mmore. \b makes me very Napey when \ suddeniy understand
the whole meaning of & song. Tuen un discos, which are quite

boring, \ enieny rru.,sug\-; Uskening to the Sc'nc‘z;s werds .
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Wwriting task

Language locus

2 Inthe journal extracts on page 16 the writers have:

a) described what happened <) described their feelings
b) given reasons for their teelings d) made suggestions .

Now read the extracts carefullyv. Find an example of each of the above and
underline them.

3 Now study Extract A again and complete the boves below with the correct
number of the section of the text. Look at the example.

1) Today we did what I alwavs wished to do. 2) We had a test. 3) Tests are
important to show vou where vou still are weak. By a test vou feel vou are ‘strong’
or about which topic you need to study more. 4) Why can’t we make such an
exercise in class? Not as a test but just discuss the problems. Or why not work
with such a sheet at home and ask questions at school?

~

DESCRIBING
SOMETHING
THAT HAPPENED
IN THE
CLASSROOM D

AN

MAKING
SUGGESTIONS D

DESCRIBING

FEELINGS

GIVING
REASONS EI

I

4.1 Desciibing something that happened in the classrcom

a) Underline all the verbs in the sections of the extracts that describe something
that happened in the classroom. What tense is used?:

b) When we talk about language learning activities we use certain verbs a lot.
Decide which verb(s) vou can use in the sentences below. Tick (/) all those
that are possible.

DID | HAD | STUDIED | WATCHED | 2ACTISED 3
We ' a video. l
We a test.
We - answering exam

' questions. 1
| We ¢ some grammar
' exercises.

We “ 1 a reading passage.
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4.2 Describing feeiings and giving reasons
a} Lok at this sentence. Which of the words underlined do vou think describes
how this person felt?

[went to see a film last night but | left early because [ was so bored/oring. 1
couldn’t understand anvthing.

bored here describes the person’s feelings: [ was bored.
buring describes a quality of the film: The film was boring.

Look at these words below. Decide which of them can be used to describe vour
feelings and which can be used to describe the qualities of a lesson.

FEELINGS QUALITIES

bored )
interested
exciting
excited
tired .
boring )
dull ~
interesting
tiring
pleased
enthusiastic

b) When we want to give reasons for our feelings, an easy wayis to use
because . . .. Make up reasons to finish these sentences.

1) [think studving grammar is useful because . . .
i1} | think small groups are better for language learning because . . .
iii) 1 find it difficult to speak English outside the classroom because . . .

c) Now use these words to write a few sentences which describe something that
happened in the classroom, describe vour teelings and give reasons.

Yesterdav/interview/people/park./In my opinion/useful/because/speak/
ordinary people.

4.3 Making suggestions
When you write a journal that vour teacher is going to read it is very valuable and

helpful to make suggestions. You can make suggestions in many ways. Here are a
few of them:

o [ think we should . . .
e ['dliketo . ..
e Why don't we . . .

Now try using these beginnings to write three suggestions for the following
Zirumstances:

a) You want to spend more time looking at grammatical problems

b) You want to have regular vocabulary tests

¢) You want to do more work on listening skills
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writing 1ask 5 Look at this grid. It includes information that one student decided to put in her
journal over four davs. The journal entry for the tirst dav is done for vou as an
example. Write journal entries for the other three davs.

DAY 1 DAY 2 DAY 3 DAY 4
What we did | Watched a Interviewed | Wrote an Had a test.
video about | people in essay,
family life. | the street.
What [ felt  {Interesting but | Interesting but!{ Useful for Very useful.
difficult. frightening.  jexams but

very ditficult,

‘Reasons Couldn’t Embarrassed [Notenough [ Allow you to
understand  |about speak- |guidance from | know vour
most of it. ing. Good to  jthe teacher.  |strengths and
Too fast. speak to weaknesses.

people out-
side class.

Suggestions |Watch short | Practise More guidance [Have a test
pieces a Tquestions from the every week. l
number of before teacher,
times, going out.

DAY 1

. : Todsy we watched a video about famity Life in Britain. I't was quite

nteresting but I found it very difficult and I couldnt

understand most of it because the people spoke too quickly for me
to follow. I think we should watch the video in short pieces and
go back and watch it 3gain until we undarstand the main points,

Now vou write the journal entries for Davs 2, 3 and 4.

After writing 6 a) Compare what vou have written with vour partner’s work.
b) Compare vour texts with the key texts on page 73.

Extension aclivity , 7 Try keeping a journal of vour English learning experiences. Talk to vour teacher
about how best to do this. You may want to write to your teacher, or you may
wish to keep what vou have written private - for vour eves only! Don't only write
in the wayv suggested in this unit. Other points worth writing about include:

® how vou practise vour English outside the classroom
® ways of learning English which are useful to vou
® your successes and failures related to English language learning

Trv to write a little every day. Good tuck!
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—UNIT9—

Discussion: Population

Reading

~Writing a Report: Describing
Graphs |

1 Work with vour partier and decide on ansivers to the following.
a) Is the population of vour country increasing, declining or static?
b) What tactors do vou think atfect population growth?

¢) Should governments try to control population growth? If so, how can thev do
it?

2 Read this passage about population growth and fill in the notes below.

Population growth

Years of studies. warnings and forecasts by population anabvsts of the risks to mankind of
continuing population growth have, at last, begun to have some effect. Athough the actual
numbers of people in different countries are not declining, the rate of growth is.
A number of factors affect population growth. These include. among vthers. the level
5 of medical care availuble. the wvaitability of food. aititudes to fanuly size. attitudes 10
contraception. and the rate of death umongst children and adults,

United Nations agencies have conctuded that programmes fur reducing population
growth should aim to: reduce child mortaliny bv making better medical care available:
make familv planning information and services accessible: encourage the idea of small

10 faniilies. \though reducing child mortality will initially cause an increase in population, it

is felt that in the long term. fumilies will have fewer children because parents will huve
more confidence that their children will survive. '

e e T e S S,

e e, VU

.
v,

|
I
|

Factors affecting population growth:

Aims of population control programemes:
.

*

3 Now study the graph
and read the text at the top
of the next page. Part of
the graph is missing.

Draw in the missing part
from information in the
text.

32-

gg* Africa
& 26-
£ 245 Latin
g 22+ America
220- South
c 18- - (Asia
% 16- \\\ . World
I N
':, 1_0'3- R \\__________....--_._.___...---*-.\
g 08~ — . o~ North
@ 06— ~. Amer.ca
>
< ga- R ——— E

0. zi_ icurope

00

195055 55_60 80-c5 65-70 70-75 75-80 80_85 85-90 90-95 952000
: Annual rate of poputation growth (by region}
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Organisation

A

e i T i MU
During the period covered by the graph. the rate of population growth for the world hus
declined very slightly. from 1.8% in the early 19505 w about 1.7 in the 1980s. However,
during the sixties and early seventies. this figure reached a peak of almost 2%, The
projected global figure for 2000 is 1.0%.

5 Interms of reducing the rate of pupulation growth. Latin America has had a grea deal
of success. From u figure of around 2.79% in 1950, the rute reached u peak of 2.8% in the
early sixties, then fell dramatically to approximately 2.5% in the seventies. It is hoped tha
the rate will continue to fall. reaching 2.2% by the vear 2000.

The rate of population growth in North America has also dropped significantly

10 over the period. Starting at around 1.8% in the fifties the rate plummeted to ubout 0.9
in the early seventies. However. the seventies saw a gradual rise back to approximately 1%
by the early eighties. By 2000 the rate is expected to reach it record low of 0.8%.

e e e e e e et e e g, s, ]

4.1 Text organisation
The text in exercise 3 has three paragraphs. Decide which of the following

descriptions matches each paragraph. Draw lines between the paragraph and the
description.

Paragraph 1 Details of the changes in a particular region
Paragraph 2 The overall picture of world population growth
Paragraph 3 Details of the changes in a particular region

4.2 Paragraph organisation ‘

All three paragraphs in the text in exercise 3 are organised in a simifar wav. Dt
lines between the sentence and the description so that the sentences are in the
order thev occur in each of the paragraphs.

Sentence 1  Expectations for the tuture
Sentence 2 General comment on whole period for a named area
Sentence 3 Details of changes during each time period

4.3 Organising texts and paragraphs: from GENERAL o0 PARTICULAR

If vou completed exercise 4.2 correctly vou will have noticed that each of the

' paragraphb in the text in exercise 3 begm> with a general point then moves on to a

particular point.

® The text starts with the world figures (general) before introducing figures for
each region (particular).

¢ The paragraphs start with a comment on the changes during the whole period
covered by the statistics (general} then give details of changes for each period
(particular).

" Look at these pairs of sentences. Mark them either general (G} or particular (P).

a) Europeis suffering from the effects of industrial pollution.

0

b) In Norway the trees are dving.

¢) [ spent two hours waiting to see a doctor vesterday.

]

d) Medical services in Britain are getting worse.

e} The divorce rate has increased dramatically.

O

f) Patterns of family life are changing.
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Language focus -

5.1 Desznibing changes (1)

Look at this sentence.

TA .. the rate of population growth for the world has declined very slightlv . ., 1

a) Underline all the verbs used in the text in exercise 3 that the writer uses to
describe changes in the population growth rate.

b) Here is a longer list of verbs that can be used to describe changes in statistics
over a periad of time. LUsing vour dictionarvithesaurus, decide whether they
indicate an upward (L) or downward (D' movement.

increase [ decrease ) rise 1 grow [7] plummet ]
decline ] soar 0 drop ] leap [] slump T
Jive ] rocket [} shootup ] :

8.2 Describing changes {2)

We can also use adjectives and adverbs to describe degrees of change in statistics.
Look at these sentences.

There was a dramatic rise . . . {adjective)
The rate increased dramatically . . . (adverb)

a) Underline all the adjectives and adverbs in the text in exercise 3 that indicate
change.

b) Rewrite the sentences below as shown in the example.

Example: There was a dramatic rise in the population growth rate.
The population groteth rate rose dranuri:cally.

i} There was a sharp increase in the rate in the 1960s.

it). There was a slight fall in the rate in the 19/0s.

iii) There was a sudden leap in the rate in 1940

¢) Here is a list of adjectives that can be used to describe change. Using a
dictionary/thesaurus, decide whether thev indicate a small (S) or a large (L)
change.

gradual sudden

rapid —_ steadv .__

great slight dramatic ___ muoderate ___




Now write an appropriate

adiective in the gaps on the 8 - —— G
right to describe the 7 - -
changes in this graph. 6 - ol
One is done for o
vau as an exampie. 5 -
a4 -
3- 4 alight
2- /"
1=
0 —_— _1 SR SRS
Wriling task 6 Look at the graph and text in exercise 3 again. Write two paragraphs using
information fromi the graph, one about Africa and the other about Europe. Use the
models vou looked at in exercise 4 to guide vou.
After wriling T a) Trv to improve your writing by working through the Improving Your

Writing checklist in Unit 1.
b) Exchange texts with vour partner and compare hisfher text with the
checklist,
) Compare vour text with the kev text on page 76.
Exiension aclivity 8 Here is another kind of graph. It shows how the population of Britain change -
between 1901 and 1980. Write a short report describing the changes. Make
particular comparisons between the following:

a) the general shape of each graph

b} the percentage of children under 3 in 1901 compared with 1950

¢} the percentage of people aged 30-34 and 6065 in 1980 compared with 1901
{Can vou think of anv reasons for the ‘baby boom’ that happened in the late
1940s and around 19207

! @) the ratio of women to men over 70 in 1980 compared with 1901

"MORE OLD PEOPLE - - = -

Age of the population millions

Age
85 and over

1380

0.14]]

043

304

027 l

3, )

p— Al

060!

074

[ ]

6548

.27,

60-54
5599
50-54

28 -
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Discussion

* soast when you ask
people to diink to

: someone’s health and

good fortune

UNIT 11— Writing a Speech

Certain international examinations of English language require vou to write a

short speech. This unit gives advice about and practice in producing a written

speech of this kind.

1 a) Have vou ever had to make a short speech in vour own language? What was
the occasion? Did vou do it well? Did vou speak from notes or did vou read

word for word something vou had written?

b) Imagine this situation. A student at a college in Britain has been asked to
introduce a guest speaker who is coming to give a talk. The speakerisa .

diplomat who will be talking generally about some aspects of diplomacy,

and will be making reference to the role of diplomats in dealing with

international incidents - in particular, hijacking. The talk will be open to

students, staff and guests. He is trving to think of what to sav.

Ti.ck (\/) those things in the list below that vou think he should include his

introduction.

- ® welcome the guests

o referto her salar;\'

® give details of her career and-experience

¢ welcome and express gratitude to the speaker
¢ refer to her home lite v

¢ refer to the length of the talk

® introduce the speaker by name and refer to the general subject of the talk

~® introduce the particular topic and relate her experience to it

® wish her good luck for the future

® propose a toast”

2 The student has decided on a list of points to include in his speech. Here are his

notes. Now compare them with the following speech and see if they are in the

correct order. If not, rearder them by writing numbers 1 to 6 in the boses.

éééééééééé%ééééééébbéé?

Dr Tombinson's Talk

Webeome Jueats
Thank Dr Tomtuven for ccrrru_hg
Refer to langth of talk + questions

Intodice ax,k.mﬁ her experience
que;“j P

Reﬁa to her career

Inirgduce De Tombousan + gefuf‘o.l turec
o Tall

DO Ogfogb

CooodOoogoon
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Language focus

Introducing a speaker

N

Good evening ladies and gentlemen. Thank vou for coming. It gives me
great pleasure 1o introduce our guest speaker for this evening, Dr Claire
Tomlinson, who is going to address us on the subject of international
diplomacy - a topic she knows a great deal about.

Dr Tomhinson began her highlyv sucesstul career as a diplomat working
at the British Embassy in Rabat, Morrocco, where she worked in the
Cultural Section untif 1975. She then took up the post of First Secretary at
the Embassy in Cairo and remained in Egvprt tor eight vears. In 1983, she
moved to Amman where she became the first

10 woman ambassador to Jordan, the post which she currently occupies,

Dr Tomlinson is an expert in Middle East affairs, and a parucular
interest of hers is the highly-topical issue of hijacking. She has been
directlv involved in the delicate discussions that take place between
governments over international incidents of this kind, and her talk will
concentrate on the role of diplomats in resolving such crises.

May I take this opportunity of thanking vou, Dr Tomlinson, for gIving
up your valuable time 1o be here with us ‘this evening and for agreeing to
give us the benefit of your long experience.

1 understand Dr Tomlinson is going to speak for about one hour,

'Jl

20 and will leave about half an hour for questions and comments. So, would

vou please welcome tonight’s speaker, Dr Claire Tomlinson.

3.1 Saying complimentary things about a speaker
The main purpose of an introduction to a guest speaker is to make the audience

interested in what the speaker is going to sav. The introduction should
emphasise:

¢ the importance and value of the speaker '
¢ the relevance of her/his experience to the topic

Read the whole text in exercise 2 again and underline all the parts of the speech”

s which indicate to the audience that the speaker is worth listening to.

3.2 One aspect of politeness in an introductory speech involves expressing
pleasure that the speaker has agreed to come.
a) Look at this: '

It gives me great pleasure to introduce our guest speaker for this
evening, Dr Clare Tomlinson, who is going to address us on the

subject of international diplomacy — a topic she knows a grear deal
about.

Instead of: It gives me great pleasﬁre to. .. wecould sav:
L am pleased/happy to introduce . . .

Work with vour partner and, using a dictionanv/thesaurus to help you, decide on
other words that could replace those in italics.

b) Another aspect of politeness is to sav that the speaker is knowledgeable about
the subject. Instead of ‘a topic she knows a great deal about’ we could say:

a topic she is very familiar with . . .
an area in which she is an acknowledged expert . . .

Can you think of any other ways of saving the same thing?
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Describing someone’s
career and experience and
relating it to the topic

Writing task

¢b Look at this introduction. Tt includes no compliments and is theretore quite
impulite. Rewrite it to include compliments.

This is Mr Clark who is going to talk to us about international finance. 1

4 Look again at these two paragraphs from the speech.

Dr Tombinson began her highly successtul career as a diplomat
working at the British Embassy in Rabat, Morrocco, where she
worked in the Cultural Section unul 1975. She then took up the post of
First Secretary at the Embassy in Cairo and remained in Egvpt for
eight vears. In 1983, she moved to Amman where she became the first
woman ambassador to Jordan, the post which she currently occupies.
Dr Tomlinson 1s an expert in Middle East affairs, and a partcular
interest of hers is the highlv topical issue of hijacking. She has been
directly involved in the delicate discussions that take place between
governments over international incidents ot this kind, and her talk will
concentrate on the role of diplomats in resolving such crises.

R e T N

4.1 Looking at verb forms
a) Underline all the vérbs in the two paragraphs in exercise 4 above,
by Now list the verbs under these headings:

Verbs that refer | Verbs that refer | Verbs that Verbs that refer
to a particular to the past, but | describe her to the coming
time in the past not to a qualities and talk

particular time interests

L/-\’——-—‘_’-h_.__— e, T e e e e et e et meaed

4.2 You can see that the first paragraph above contains verbs in the simple past
which describe events in Dr Tomlinson’s career. The second paragraph looks at
this past career in relation to the present qualities which she brings to the tatk. The
present perfect (iias been directly imvolved in . . ) links the past with the present.
This can be represented like this:

SIMPLE PAST PRESENT PERFECT SIMPLE PRESENT

To describe events To link these past To describe her

in her past | events to present || qualities —
qualities

5 Now look at these notes about another speaker and write two paragraphs
similar to those in exercise 4 above which describe the person’s career and relate it
to the topic of the talk.

Name: ; Topic:
~Mrdohn ... K The role of international lending
agencies in funding agricultural
projects.
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Writing task

~ e e e e T e e e =

Career details:

1973 - Started career/Bank of England International Section
1977 - Became youngest ever director of large merchant bank
1383 - Joinedg World Bank

1987 -~ Became Vica-Presigent of World Bank

Qualities:

¢ expert on funding of international projects
® involved in irrigation projects in Sri Lanka. China and Egypt

6 The notes on the left below have been provided by a speaker who is coming to
give a talk at a college. The person introducing the talk studied the notes and then
wrote the speech below. [tis full of all kinds of mistakes. Work with vour partner
and try to improve it. Use this model to help vou.

Paragraph 1 Welcome the guests and introduce the speaker and the toplc

Paragraph 2 Give details of her career

Paragraph 3 Relate her career and experience to the topic of the talk

Paragraph 4 Thank her for coming

Paragraph 5 Refer to the length of the talk and ask the audience to welcome the
. Speaker .

Woame : M Yyonne George ™?
Carepr:

VARG - Decame WP

After writing

Extension aclivities

WL - Towned Camden So0al Secvices as socwal worker

- Hello evervbody. I want to introduce the speaker

Topsc: Care of the meatally disabled Yvonne George who is speaking about the care .

mentallv disabled. Yvonne began her career in
1974. She join Camden Social Services to be social

1485 Became Minister of Healtnand Socal Security wor!&er. Then in l979ﬁ§he becc?n'}e Member of
Quatwies| Lxperiedce Parliament, and at 1985 the Minister of Health and
* concerned with cate of the mentally disabled Social Security.
* \nvolved o schemes Lo yixegrate mentaly disabled Miss George know well the mentally disable
Lo e community problem and have been involve in schemes to
Lenguh of talk: &S minutes ( : hem in the c s
. QRYR S minukes Sor questions Integrate tnem in the community.
- ~———~—  Thank you Mrs George for to come here tonight.
. =1 =]

7 a) Work with the Improving Your Writing checklist in Unit 1 and trv to
improve what you have written.
b) Exchange texts with vour partner and compare his/her writing with the
checklist.
c) Check vour text against the key text on page 77.

Either

8.1 Is there anvone well-known that vou would enjoy listening to? Imagine a
famous person is coming to vour school to give a talk and vou have to introduce
them. Perhaps vou'd like to hear Mr Gorbachev, Ronald Reagan, Avotollah
Khomeini, Michael Jackson, Diego Maradonna? Find out some details about their
careers and imagine a suitable topic for a talk. Then write a short speech
introducing them to vour classmates.

or

8.2 Use the notes in exercise 6 above to find out " »ut vour teacher or a fellow
student. Write an introductory speech for him/h. -
or

8.3 Invite a real speaker and compose a real introduction!
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MODEL LETTER: Applying for 3 Job

»Annette Lee js ]
Read her Je "enﬂppfymg for the job.

16 North Road
Berkeley, California 9543¢

June 29, 1993

Mrs. R. E. Bok
Human Resources Director

Perle Employment Agency

1900 Grant Avenue
San Francisco, - California 92654

Dear Mrs. Bok:

I am applying for the position of
secretary which was advertised in the $San

Erancisco Chronicle of June 28.

I have enclosed my resumé, and I
would like to schedule an interview. I will

call you early next week.

I look forward to discussing this
poesition with you. !

Sincerely yours,
Annette Lee

Enclosure

P Circle the correct answer,

1. Who wrote the letter?
A. Mrs. Bok
B. Annette Lee

2. Who is the letter to?
A. Mrs. Bok
B. Annette Lee

3. Where does Annette live?
A. 1900 Grant Avenue
B. 16 North Road

4. What dig Annstie enclose?

A. The San Francisco Chronicle
B. Her resumé

S. What is My, Bok’s tit]e?
A. Humapn Resources Director
B. Secretary

6. When was the letter written?
A, June 28
B. June 29




—BUSINESS-STYLE:-Body of an-Application Letter

A letter of application generally has four parts.

Application Letter

Tell what job you
are writing about.

©1.OPENING

7 N\

v - R

= Enclose your resumé.

Tell when you'il
follow up.

4. POLITE
% .EXPRESSIONS

Be positive.

P N

PN

APPLYING FOR A JOB

Examples

[ am writing in response to the
advertisement in the paper.

OR

I'am applying for the
position of secretary.

I am enclosing my resumé.

OR

My resumé is enclosed.

I will call you next week.

OR

I will telephone you on Monday.

I look forward to meeting you.
OR

I look forward to talking with
you about the position.

P Look for these four parts in the Model Letter, page 10. Write the sentences.

1. Opening ' am

2'."Purpose l have

3. Action ‘ W' n

, 4. Polite Expressions l ' IOOk
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2 B Conﬁrming d Servica

M )DEL .
ODEL LETTER: Confirming a Service

» Read the letter.

» Ci
Cu_-cle the correct answer.

Arrowhead Conference Center
412 Believue Lane
Brewster, Maryland 20006
(301} 5945612 ¢ Fax (301 5953317

1. Whoi i i
Mark;‘s? plannmg a meeting for Mr.

A. Mrs. Dubois B. Mrs. Turner

2. When was Mr
. S. 1
written? Turner's letter

Januarty 22, 1993

curt “arks A. January 17
special proijects office
CELLZLAR PHONE COMPANY
10 Harbor Place

Baltimore, Maryland 21220

B. January 22 -

3. Why was this letter written?
A. To reserve five rooms.
B. To confirm information.

Dear Mr. Marks:

4, Can Mr. Marks mak
A Yes e changes?

B. No ,
5. Wh i
i Ce;-;; will the conference tak

A. In Baltimore B. In Brewster

Thark you for your January 17 letter expressing
interest in the Arrowhead Conference center. This
1er-er will confirm our plans for your meeting.

We ..nderstand that your company would like to
reserve LWo rooms from March 15 to March 17.
Ap;:oximately eighty people will attend your
mee<ing.

6. ‘:’ho received a copy of this letter?
.M. Dubois  B.J. Turner

AS YOu requested, we will provide twenty tables—
te~ in each room. We will also have a television
ara a VCR availakle in one room. We will serve
lurnch on the 1l6th.

1% you have any guestions or need to make any
c-anges:, please contact me jmmediately.

"We look forward to seeing you on March 15.

s:incerely ours,

A

vrg, Jan Turner
veeting planner

~c:M, Dubois, Audiovisual Department'

IT/KK

Te
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CONFRMING A SERVICE

— BUSINESS STYLE: Body of a Letter Confirming Plans

A confirmation letter generally has three parts. The Action section is not necessary.

Confirmation Letter

— Acknowledge
correspondence.

= Confirm plans.

OLITE Offer more help:

Be positive.

EXPRESSIONS

P PR

PN

Examples

Thank you for your
letter of March 15.

OR

This will confirm our
telephone conversation.

We understand that you
would like the following.

OR

As you requested, we will
provide the following:

If you have any questions,
please call.

OR

We look forward to seeing
you next month.

P Look for these three parts in the Model Lelter, page 38. Write the sentences.

1. Opening

2. Purpose

3a. Polite Expressions

3b. Polite Expressions
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BUSINESS STYLE: Purchase Order '

» Read this purchase order. Peter Rekowski prepared it.

AIC consrucnion

35 Hazel Wood Terrace
Logan, Utah 84321

l’uﬁrcfu;se'()tilel'

Ship Prepaid « Add all delivery charges on invoice

***Not to exceed $1000.00* "

Date prepared:

¢C. Y. Shibata, Marketing / Accounting / Purchasing

801-561-3120
Vendor  Executive Office Supplies Ship To: Yuki Shibata, Marketing Department
15 Watergate Plaza ! {use above address unless otherwise indicated)
New Orleans, LA 70116
Bill To: Purchasing Department .
Reference: P. O, £2-3450-6 use above address unless otherwise indicated}
' " Fied
Dellvery Date:  Asap : e
kem Stock Number Quantity " Unit Cost Total Cost
Copier Paper C 9837 4 ctns. $34.95/2 $109.90
{8x10 1/2) :
Pens, Black P 4344 12 doz. §22,45/doz. $269.40
Pens, Red P 5633 & doz. $22.45/doz. $134.70
Paper Clips, large c 4758 5 boxes $1.95 ~ $ 9.75
Subtotal $523.75
Shipping/Handling 40%- $ 52.38
TOTAL ’ $576.13
- .
Prepared by: Approved by: “5 fo

Date approved:

LY

i

» Complete the answers.

1. What supplies is Ms. Shibata ordering?

She is ordering four items:

and

~ 2. Which company is the vendor?

The Executive
company in New Orleans, Louisiana.

3. Which départment will receive the bill?

“The department.

72

4. Which department will receive the suppliés?

The

5. How much is the total cost?

{t’s

i
3

1)
i

6. What is the unit cost for the paper?

It's

7. How much is the shipping/handling?

It's

e,

department.



ORDERING SUPPLES

MODEL COVER LETTER

»S i
ometimes a cover letter is mailed with }he

urch
p ase order. A cover letter describes

what is enclosed i
in an
cover letter. .an envelope. Read this

» Answer the -&uestions.
1. What is enclosed?
A. A purchase order |
. B. A check
. 'When should the order be

_ .

CONSTRUCTION
36 Hazel Wood Terrace
Logan.Utah8A321
T (8on 561-3120
s Fax (801) 561-3388
R N e
april 17, 1994 -
Executibéibffice supplies

15 wWatergate Plaza
New Orleans. touisiana 701{6

e !
Ref: -P.0. 02-3450-6 - .
Dear S;?;or Madam:
The purchase order referenc?d above i85

enclosed:

ess the order as soon as

please Proc
1f you have any questions,

possible.
plegéé‘contact me or Ms. TV
the Marketing Department at (801

3120.

Thank you for your prompt attention.-

"' Sincerelys

peter Rekowski
purchasing assistant

_Enclosure

e :‘ .

yuki Shibata. in
561~

processed?
A. ASAP
B. Next year

How should P .
contacted? ster Rekowski be

A. By phone

B. By letter

Who does Mr. Rekowski work for?
A. A&E Construction

B. Executive Office Supplies

& A X
N - [ E

,.
i
- v.

-
”r.

P A"
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BUSINESS STYLE: Body of a Purchase Ordér Cover Letter

A cover letter generally has three parts.

 Purchase Order Cover Letter ',: - Examples

I have enclosed the
Purchase Order 645-5.

— “Cover” the
purchase order. | ' OR

Purchase Order 645-5
is enclosed .

Please process the order ASAP.

= Tell what you want. ) .77 - OR

- .

Kindly fill thé order.
m

v

Thank you for your assistance. .

= ‘ Thank the reader. i OR

Thank you for your attention.

C T

» Look for these three parts in the Model Letter, page 51. Write the sentences. ~ . B

1. Purpose ;
4 ;

2. Action !

" -;tl !
3. Polite Expressions : -

gl

PUNCTUATION Work Titles |
‘Use a comma {,)’ to separate a person’s name » Put a comma in the correct p_lai:'e. S

fmm hrs or her work title: 1. Don Steele Chief Executive:Ofﬁcer
:=-'-Olw1a Fraser President '

2. Katherine Gund Personnel Director
David Wang, Chairman of the Board - '

= - 3. Manual Cabral Public Information Officer
Tom Wilson, Drrector of Ma.rketmﬂ 4. Bruce Gelb File Clerk e
LT ederick Borg, Sales Manager 5. Tina Dresner Office Manager

74



. = MODEL LETTER:{Claitn Letter

‘

Nfead the letter.

" -
P
- T 5
e

el
L .'? "i§-{‘,‘x&7.rﬁlq: T
;‘«,-W:‘-"f"-.‘ f‘fﬁ-'j‘."i' -

r el

1

WILSON & COMPANY, Ltd.
C " L7 51 wimbleton:Road :
A Toronfo,Oritario M4D 2V8 Canada

B
P

)

——

@ -:.ihﬁtnm- 117 in_ )
?% Mr. Rc_and Figche§. Manager i : t.:ﬂ““z'”n‘
Newﬁziif-PUbllcat?O“S , ji:f:ﬁiﬁ%i

T

454 T g ey iRoadic e e hiee ey ;
i 1adelphig lvania, 1914 "

EmPhl L:iCE;'ph‘l.? ',,;P‘e;ﬁélﬁj‘v R

1 pear.Mz. Fisghery ..

- *ii.f“‘iidrde:ed manua:

2;*2526—7:§65 May 7, 1 recelved;ax

anua- :number TM-003553. :

———

uals‘hpﬁbers“TM-OQS3-3 and
o} copies.qﬁ-

Lt

manua- e}ééﬁ* BRI
e N . A e W_Aehe two

Lo a¥ning — under separate c:c:verk"_E
‘f?'I”am*ﬂ§~tpm 9,7 -

+ oY

s
el o223

ik raiminawganuals.

4

-
. lease
manuals. Also p!

two {2) oy The,i“VQ‘??-Has.

fifty cents (§32:80%, it

lars and seventy-five,

Tpikadth send me the
my account-- No.59%4

correst .
ollars and

for “hirtyntwo d
shou.d be {twenty-eight dol

D Rk

: : " 3
---. cents, {528.73) . B i o~ R o

. - — R SF L iigrance.
AT rhark yOumfor your asgist

Corcdially yours, sl T E& LA

plloFaak_—

Hol.y Park

.
R e
L JP f
T3 LAY z .
RS R 111 S U

» Circle the correct answer.

1. Holly wrote this letter to
place an order.
A. YesZz - 4“5""1\;0
RE? IR e
2. Ms. Park 1'§.r.1e.t_1£15‘r]1.§g two
manuals-to New:Tech

et o 0 i

Publications.
A Yes B. No

3. Ms. Park wants a refund.
A. Yes™ . B. No:

4!Did Ms. Park enclose a
check?

.

B. No
5. Has Ms. Park been billed? ,
A. Yes B. No

R
6. The'catalog:numbers are

- m4am o —

s

~T1\'@00__5'3;‘"3‘ ind TM-0056-7.
'y - [N

v ﬁm
SRR e TR
A? Yes ™™ 3%58. No

7. There was an errot on the’
invoice. ‘

A w2




CLAIM ETTERS

BUSINESS'STYLE: Body of 4 €laftn Ltter

A claim lettér generall_v has four parts.

" Claim Letter
oY -, o ! ’ o —

?‘1 =

o

“Examples

On May 5, 1995, | ordeied'a ™
new desk: It arrived damaged.

I requested ﬁfty (50) Cartons
of paper 3 recewed ﬁve (5)

- o, mor@c‘artons

I nould like:to cancel
- “the order.

Please sérid forty-five [45]-.

ﬂ
Tl e oa R

Thank vou for your attentlon

‘.'\v -
- LR, “
—t t
. nin . .
1 Ope g - : ;
T .-..-- _‘“..,_""t ’ T . — :
252, Purpose oant - T e
e e Lt : R
Sipast T SRR
” RV SN
3! AcUon Cwa
t ,‘. Aty E T \
o f ‘.\m 2o U . i
' : l,u “ . ;4_, P
4. Polite Expressrons S e
Re I '
- S v'
. B A





