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number Title » Topic

4 Somewhere to Holiday
stay accommodation

2 Let's keepin Contacting friends
touch

3  Forms and more Dealing with
forms bureaucracy

4 Dear Sir, Letters to

newspapers

5 It's not good Letters of

enough complaint about

Work and Study

goods and services
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write an email in concise, polite, businesslike English,
stating your accommodation requirements and asking for
further information

complete a booking form stating your requirements and
asking about the availability of accommodation
understand and use a range of accommodation
vocabulary and expressions

distinguish between letters and emails in terms of style
and structure

plan and write personal letters and emails

write emails using features of informal English typically
associated with email writing

understand language commonly used on forms
complete forms using appropriate language
identify and correct inappropriate language on a form

write a structured letter to a serious newspaper, using
formal English
use a range of words to qualify your opinions

write a formal letter of complaint

avoid repetition when using formal language

use a range of expressions appropriate to formal letters
of different kinds

o write a CV

° wnteaeovemgleﬂerwamnpanya CV

) product pmentaﬂon ,
ete sentences to noun phrases



