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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
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How to ...

© understand the main differences between traditional
letters and emails in work-related contexts

© write work-related emails using clear, simple language

© incorporate abbreviations and acronyms in emails when
appropriate

© write a personal statement in formal, accurate language

© express interest and enthu5|asm without sounding over-
confident

© edit and correct inappropriate or incorrect language

© write complex sentences incorporating a number of
clauses

© listen to a talk or lecture and select key points of
information

© write notes quickly and economically, omitting words,
using symbols, abbreviations and other visual devices

© organize notes clearly using numbers, letters and bullets

0 select key points from written notes

© write prompt cards to refer to during a presentation

© write a handout to accompany a presentation

© use various devices to highlight key features of a
presentation

© distinguish between key information and unnecessary
detail in written texts

© write a summary in your own words by paraphrasmg
original text language :

@ use pronouns and other reference words to ensure that
a summary coheres

© plan, structure and write a discursive essay
© express ideas and opinions formally in writing
© use commas appropriately in formal English

© write a structured report based on information presented

in tables and graphic form

© use a range of expressions to refer to statistical trends

and movements
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Who is Real Writing 4 for?

You can use this book if you are a student at advanced level
and you want to improve and practise your English writing.
You can use the book alone without a teacher or you can use
it in a classroom with a teacher.

How will Real Writing 4 help me with my writing?

Real Writing 4 contains everyday writing tasks. These include
writing emails and letters, filling in forms, writing reports and
summaries. It is designed to help you with writing you may
need to do when communicating with people in English at
home or in other countries.

The exercises in each unit help you develop useful skills such
as planning, thinking about the reader and checking your
work. It is designed to help you with writing you will need to
do when communicating in English at home or when visiting
another country.

How is Real Writing 4 organized?

The book has 16 units and is divided into two sections:
© Units 1-5 — social and travel situations
© Units 6-16 — work and study situations

Every unit has:

© Get ready to write: to introduce you to the topic of the unit

© Learning tip: to help you improve your learning

© Did you know?: extra information about vocabulary,
different cultures or the topic of the unit.

© fFocus on: to help you study useful grammar or vocabulary

© Class bonus: an exercise you can do with other students
or friends

© Exira practice: an extra exercise for more practice

© Can-do checklist: to help you think about what you leamnt
in the unit

After each main section, there is a review unit. The reviews
help you practise the language and skills you have learnt in
each section.

At the back of the book you can find:

© Appendices: contain lists of Useful language for every unit,
useful information about style and register, spelling tips,
punctuation and a checklist to use when re-reading a text
you have written.

© Audioscript: includes everything that you can hear on the
audio CD and gives information about the nationalities of
the speakers.

© Answer key: gives correct answers and possible answers
for exercises that have more than one answer. It also gives
sample answers for some exercises.

How can | use Real Writing 4?

The units in the second section of the book are generally
more difficult than the units in the first section. However, you
do not need to do the units in a particular order. It is better to
choose the units that are most relevant, useful or interesting
for you and to do them in the order you prefer.

There are many different ways you can use this book. We

suggest you work in this way:

© Identify which areas you want to focus on by using the
Contents list and find a unit that interests you or go to
Appendix 2: Text types and look for a unit that you might
find useful.

© Use the Get ready to write section at the start of each unit
to help you understand the context.

© Complete the other sections of the unit. At the end of
each section check your answers in the Answer key or with
your teacher.

© Try to do listening exercises without looking at the
Audioscript. You can read the Audioscript after you finish
the exercises.

© |If your answers are not correct, study the section again to
see where you made mistakes.

© When you have completed the Wiite exercise, use the
Check questions to correct your writing. You can also use
Appendix 6: Editing your writing to check what you have
written.

© If you want to do more work on this topic, do the Extra
practice activity.

© Atthe end of the unit, think about what you learnt and
complete the Can-do checklist.

© Go to Appendix 1 and look at the Useful language for the
unit again.



Intoducticn

What is Cambridge English Skills?

Real Writing 4 is one of twelve books in the Cambridge English Skills series. The series
also contains Real Reading and Redl Listening & Speaking books and offers skills
training to students from elementary to advanced level. All the books are available in
with-answers and without-answers editions.

Level Book Author

Real Reading 1 with answers Liz Driscoll

Real Reading 1 without answers Liz Driscoll
Elementary o : .
CEF: A2 Real Writing 1 with answers and audio CD Graham Palmer

Cambridge ESOL: KET
NQF Skills for life: Entry 2

Real Writing 1 without answers

Graham Palmer

Pre-intermediate

CEE: Bl

Cambridge ESOL: PET
NQF Skills for life: Entry 3

Real Listening & Speaking 1 with answers and audio CDs (2) Miles Craven
Real Listening & Speaking 1 without answers Miles Craven
Real Reading 2 with answers Liz Driscoll
Real Reading 2 without answers Liz Driscoll

Real Writing 2 with answers and audio CD

Graham Palmer

Real Writing 2 without answers

Graham Palmer

Real Listening & Speaking 2 with answers and audio CDs (2)

Sally Logan & Craig Thaine

Real Listening & Speaking 2 without answers

Sally Logan & Craig Thaine

Intermediate to
upper-intermediate
CERF:B2

Cambridge ESOL: FCE
NQF Skills for life: Level 1

Real Reading 3 with answers

Liz Driscoll

Real Reading 3 without answers

Liz Driscoll

Real Writing 3 with answers and audio CD

Roger Gower

Real Writing 3 without answers

Roger Gower

Advanced

CERE]

Cambridge ESOL: CAE
NQF Skills for life: Level 2

Real Listening & Speaking 3 with answers and audio CDs (2) Miles Craven
Real Listening & Speaking 3 without answers Miles Craven
Real Reading 4 with answers Liz Driscoll
Real Reading 4 without answers Liz Driscoll

Real Writing 4 without answers Simon Haines
Real Listening & Speaking 4 with answers and audio CDs (2) Miles Craven
Real Listening & Speaking 4 without answers Miles Craven




Where are the teacher’s notes?

The series is accompanied by a dedicated website containing
detailed teaching notes and extension ideas for every unit of
every book. Please visit www.cambridge.org/englishskills to
access the Cambridge English Skills teacher's notes.

What are the main aims of Real Writing 4?

To help students develop writing skills in accordance with
the ALTE (Association of Language Testers in Europe)
Can-do statements. These statements describe what
language users can typically do at different levels and in
different contexts. Visit www.alte.org for further information.
To encourage autonomous learning by focusing on learner
training.

What are the key features of Real Writing 4?

It is aimed at advanced leamers of English at level C1
of the Council of Europe’s CEFR (Common European
Framework of Reference for Languages).
It contains 16 four-page units, divided into two sections:
Social and Travel, and Work and Study.
Real Writing 4 units contain:
Get ready to write warm-up exercises to get students
thinking about the topic
Focus on exercises which provide contextualized
practice in particular grammar or vocabulary areas
Learning tips which give students advice on how to
improve their writing and their learning
Did you know? boxes which provide notes on cultural
or linguistic differences between English-speaking
countries, or factual information on the topic of the unit
Class bonus communication activities for pairwork and
group work so you can adapt the material to suit your
class
Extra practice activities which give students a chance to
put into practice the skills learnt
Can-do checklists at the end of every unit to encourage
students to think about what they have learnt
There are two review units to practise skills that have been
introduced in the preceding units.
It can be used as self-study material, in class, or as
supplementary homework material.
Real Writing 4 has an international feel and contains a
range of native and non-native English accents.

Introduction

What is the best way to use Real Writing 4 in the
classroom?

The book is designed so that the units may be used in any
order, although the more difficult units naturally appear
towards the end of the book, in the Work and Study section.

You can consult the unit-by-unit teacher's notes at
www.cambridge.org/englishskills for teaching ideas. However,
broadly speaking, different parts of the book can be

approached in the following ways:

Useful language: You can use the Useful language lists
in Appendix 1 to preteach or revise vocabulary and other
language from the unit you are working on.

Get ready to write: It is a good idea to use this section as
an introduction to the topic. Students can work on these
exercises in pairs or groups. Many of these exercises
require students to answer questions about their personal
experience. These questions can be used as prompts for
discussion. Some exercises contain a problem-solving
element that students can work on together. Other
exercises aim to clarify key vocabulary in the unit. You can
present these vocabulary items directly to students.
Learning tips: You can ask students to read and discuss
these in an open class situation. An alternative approach
is for you to create a series of discussion questions
associated with the Learning tip. Students can discuss
their ideas in pairs or small groups followed by open class
feedback. The Learning tip acts as a reflective learning tool
to help promote learner autonomy.

Class bonuses: The material in these activities aims to
provide freer practice. You can set these up carefully,
then take the role of observer during the activity so that
students carry out the task freely.

Extra practice: These can be set as homework or out-of-
class projects for your students. Alternatively, students can
do Extra practice tasks in pairs during class time

Can-do checklists: Refer to these at the beginning of a
lesson to explain to students what the lesson will cover,
and again at the end so that students can evaluate their
learning for themselves.

Appendices: You may find it useful to refer your students
to the Appendices for information on style, spelling and
punctuation. Students can use Appendix 6 as a useful
checklist for editing their written work.



Get ready to

Useful language

Arranging accommodation
Look at examples

1

10

Look at the email enquiries about holiday
accommodation on the opposite page and answer
questions a—c.

a What type of accommodation is each group enquiring about?

b Who are the people in each group?

¢ What special needs or requirements does each group have?

Did you know ...? , -
The euro was first introduced as an electronic currency
in 1999, then, in January 2002, it officially replaced

the old national currencies in twelve Furopean Union
countries. In order to meet the needs of the twelve
countries, more than 16 billion bank notes and 50 billion
coins were printed and minted.

Although the pound sterling has not been replaced

by the euro, some shops and businesses in
Britain accept payment in euros.

& Social and Travel

2 Read the two examples again. Then answer
these questions.

a What do the two enquiries have in common? How
are they different? Think about the following:
— the method of writing and sending
the detailed information sent
— any special requirements mentioned

b How are these ways of paying for accommodation
different from each other?
credit card / debit card / cheque / bank transfer

¢ The writer of the first enquiry wants full board. What
other kinds of accommaodation do hotels offer?




Group 1 Group 2
Mountain View Information Request s
Comments,
Hello, B Special Needs,
| have just found details of your hotel on the Internet. You etc:

seem to offer exactly the kind of facilities | am looking for.

| require accommodation for myself and a group of
colleagues for four nights in September next year. These are
our details:

+ Dates: 2-5 September

+ Rooms: four double rooms + two single rooms

+ Conference facilities for ten people

+ We require full board

| should explain that we are a group of college graduates
from Denmark who are in the process of setting up our own
company. Our main reason for visiting Australia is to have

a relaxing holiday with our partners, but we will also need

a room where we can spend time on our business plans. Is
there a meeting room in your hotel where we could meet for
2-3 hours each day of our stay? If so, does the room have
audio-visual facilities: projector, screen, internet access etc.?

We look forward to hearing from you.
Best wishes,

Nils Andersen

Plan

Somewhere to stay

Could you let us know how many

rooms and beds there are at the

cottage? We need the following:

a double room for my partner and

me, twin beds for our two boys,

a cot for the baby, and a single

bed in a downstairs room for my

disabled father.

It is also important for us to know

whether there is wheelchair access

to the cottage from the driveway.

My father is completely dependent

on his wheelchair.

| have three more questions:

e How far is the cottage from the
nearest supermarket or food
shops?

e |s the surrounding countryside
suitable for walking and cycling?

e |s it possible to pay in euros?

Scottish Cottages

3 You are going to write an email to a hotel stating your requirements and asking

for further information.

a Read about three hotels and choose the one you would like to stay in for a short break.

The Swan Hotel,

near Oxford, England

The Swan Hotel, situated in a
quiet rural area in the southwest
of England, has an international
reputation for sophisticated
elegance. It is ideal for anyone
wanting a complete break from
their stressful everyday life.
Excellent food served in an
elegant restaurant; spacious,
comfortable lounges and
relaxing gardens.

(/) The Central Hotel,

' Melbourne, Australia

The Cenﬁol, originally built
- and opened in 1961, has
been completely renovated

and upgraded fto a 4-star

standard. The 86 hotel rooms
-and suites, restaurant and
~bar have all been thoroughly
_ refurbished, Recent addifions
_ include al fresco eating arecs,
café, bar and fully-equipped

meeting rooms.

Flotel de L

Nove. France

Staying at the Hotel de Paris, in
the heart of Nice, you will enjoy
our proximity. to the town’s
numerous attractions. Shop,
visit the old town, or relax on

the beach. And then enjoy the
special atmosphere of the hotel
and our impeccable service.

11




Somewhere to stay

b You are writing the email on behalf of a small group of friends you will be
travelling with. One of your group is blind. In preparation for writing, make
notes under these headings:

— the main purpose of your stay: holiday / business?
— length of stay .
— number of people (adults / children?)
— type of room(s) required
— special requirements or extra facilities you need
— questions about the area where the hotel is

— questions about methods of payment .

¢ Plan your email, paragraph by paragraph, in your notebook. Use the emails on

page 11 to help you.

— Paragraph 1: Say where you found out about the hotel.

— Paragraph 2: Explain the purpose of your stay if you feel it is necessary,
then describe your main requirements concisely, but in detail.

— Paragraph 3: Enquire about the suitability of the hotel for your blind friend.

— Paragraph 4: Ask for any further information you would like. Read the hotel
description again carefully to find out if you need clarification or more
detailed information.

When you ask a Yes / No question in a letter or email, you will sometimes
want to ask a follow-up question or make another statement.

You can use:

— If so, to mean 'If the answer to my question is yes, ..."

or

— If not. to mean 'If the answer to my question is no, ..."

Example:

s there a meeting room in your hotel where we could meet? If so, does the
room have audio-visual facilities? If mot, would it be possible for us to use one
of the lounge areas?

Write /f so, and If not, follow-up questions for these enquiries:
a Does the hotel cater for special dietary needs?

b Does yc?ur hotel have family rooms for parents vvith young children?

12 &) Social and Travel

Write

4 In your notebook, write

a draft of your email in
150-200 words. Refer to
your paragraph plan and
the emails on page 11. Your
writing should be polite,
concise and businesslike.

— Use full verb forms:
I have just found rather than:
I've just found ...

— Avoid slang or vague language:
2-3 hours each day rather than
a couple of hours a day
for ten people rather than for
about ten people

— Write in short, clear sentences.

Check

5 Read your email carefully,

checking these points.

— Content
Have you stated your
requirements clearly?
Have you made the special
needs of your blind friend clear?
Have you asked for further
information based on the hotel
advertisement?

— Structure
Is the email organized in clear
paragraphs?

— Style

Is your writing, polite, concise and

businesslike?

6 Write the final version of

your email, making any
necessary corrections and
improvements.

1 Exchange emails with another
student, then read and check
what they have written.
Suggest corrections and other
improvements to each other's
emails.

2 Imagine you work for the hotel

and you receive your partner's
email. Write a brief reply.



Somewhere to stay

Complete the Hotel Registration

Form opposite. Complete the Special

requirements section of the form Hotel Registration Form

in a similar way to the person who

completed the second example on Eirer Marma: |

page 11. (. o
Last Name:

i
!
Company/0Organization: I

Accommodation requirements

Number of double rooms (

Number of single rooms (— |

Arrival date r Departure date *

Special requirements (Health / Dietary etc.)

Can-do checklist
T AT ™\

Tick what you can do. Can do Need more practice

| can write an email in concise, polite, businesslike English, stating
my accommodation requirements and asking for further information.

| can complete a booking form stating my requirements and
asking about the availability of accommodation.

| can understand and use a range of accommodation vocabulary
and expressions.

13



go to Useful iangae p. 82

Writing an informal email
Look at examples

1 Look at the three examples of written

correspondence on this page and the opposite page. 1

a Why was each one written? OO0 o
From: Matt Greenfield
Sent: 29 October 2007 13:09

To: Jon Stewart
b In what ways are they similar and different? Subject: Holidays and stuff

Hi Jon ‘n’ Jo

Had a great time in Turkey — nice people, nice

hotel, good food, perfect weather, interesting

2 Read the three examples again. trips. Only real prob was flights — both delayed
a What type of text is each example? - more than 2 hours. Got home last night at

1 o’clock. Glad you had a good time with Pete

and Chris and others. Getting together — great

b Which is the most formal, and which is the most informal?

¢ Highlight examples of informal language in texts 1 and 3. Look idea but Tuesdays aren’t good for us — how
for the following features: about Wednesday 21st?
— Short verb forms I've been trying See you soon
— Colloquial vocabulary ~ hang out with his mates Cheers
— Words left out (ellipsis) (It was) Good to hear from you. Matt and Tina
— Abbreviations Jon ‘n’ Jo BTW Hope you enjoy Libya.
SRS

14 & Social and Travel



Let’s keep in touch JL

Chelwood Gate
West Sussex
RH1Z 2Lf

28+h Sept. 2006

Dear Fimie,
I've just realized that I haven't thanked you €or the CD You sent €or my birthday. Sorry! I really love The Gotan
Praject, so much so that I've Just started going +o a tango dance class that's

I+'s amazingly peplar . -
Things are €ire with us. I'm still working part-time ot +he school, and giving f‘rl'vaf'er music lessons, so L don't
much €ree time. Alex has decided he wants to trai to be a radicgrapher and has Just started the long éomff?@fe& -
frocess. He did a preliminary rrsing cowrse last year — and he's about +o affly €or a rlace on a sfecialist radiography
corrse. There are usally more opplicants than there are flaces — so i's by no means certain that he'll get accepted.
We're all ckay. Do you vemember my brother Matt, who went to Avstralia? Well, he's back — this time # looks as
thogh he's here to stay. He was gettig fed y with working as a chafepw and is looking For a di€erent Kind o€ job
Anyway, that's abart it €or now. Write when you

and where, so that we can meet uy.
Thant's again €or the present.
Best wishes,
Gemma

From: Silvia

Subject: f(e: FW: Summer

Date: Thu, 15 Jun 2006 15:21:14 i a . -

Hi Marco and Silvia,

I’ve been trying to email you but the mails keep bouncing back — probably an old email address. | hope this one gets through.
Hi Ed,

Good to hear from you! Sorry about our home email — clever idea to send it to Marco’s work address! Marco’s really busy, so
he’s forwarded it to me.

We're writing to tell you that we’ll be staying at the campsite near you again this summer. First two weeks of August. This time
we’re flying, then hiring a car. Hope we can meet again.

Great news! Call us when you’re here and we’ll arrange a get-together. Perhaps we could go out for a meal — there’s several
good restaurants near here, like the pizzeria we went to last time. Remember? E
Things are really busy here. Jackie’s just started working as an assistant in a primary school and | have more freelance
photographic work than | can cope with — suppose we shouldn’t complain.

Know what you mean. I’'ve just started a new job as a receptionist in a hotel just down the road - very handy, but | have to
work weekends and evenings — so no holiday this year and big changes to family life!

Becky'’s just finished her first exams. In September she’ll go to the local college (for 16-18-year-olds). Jo’s just coming to the
end of her third year at secondary school.

The boys have just started their summer holidays. Gianfranco just scraped through his exams! He’d much rather hang out with
his mates. Adriano’s done pretty well, but he’s got a different attitude to life. Both the boys’ve got scooters now. They seem to
spend all their free time on them. The only good thing is, they’re making less phone calls - they didn’t used to go out at all.
Anyway, we hope you’ll be at home when we’re in Italy and that the weather’s better than last time we met.

I’'m sure we’ll be around — just come round or give us a ring.

Best wishes to you all,

Ed and Jackie
Love
Silvia
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Let's keep in touch

Plan

3 You are going to reply by email to a letter
from an old friend, saying what you have been

: . — Starting and finishing informal emails:
doing since you last met a year ago.

Hi (Laura) / Hello (Laura) / Laura (name on|y)

This is part of your friend's letter. Good to hear from you. / Got the email — thanks /
‘ See you (then) / Stay in touch / Hope to see you

soon / Love / Cheers / Speak soon / Take care /

Anyway, 1he real reason I'm writing is To Tell you it

+hat Sam and I are getting married in June gﬂd Nick (name only)

we'd like you to be af- Fre wedding. We really hope — Acronyms used to save time in emails:

you can make it Whea you write back , don't Forget BTW — by the way / IMO — in my opinion /

FYI — for your information

— Short verb forms:
we've been having ... / we'll arrange ... /
my friends've all got ...

— Colloquial vocabulary:
loads of (instead of a lot of) / give someone a ring
(instead of phone) / glad (instead of pleased) /
get (instead of receive)

| — Non-standard grammar (Errors!):

There’s (There are) twenty students in my class.
That's less (fewer) students than in my last class.
We didn’t used (use) to work very hard.

+o Fell us what= you've been Up +o.

T con'+ wait To hear From you — email me i you like.

Make a list of things to tell your friend. Include some of
these areas of your life.

— major changes in your life or circumstances

— family news and news of mutual friends

— education or work

In your notebook, rewrite these extracts from formal
| letters using informal language.

1

Dear Matthew

| am writing to thank you for attending our meeting
yesterday. In my opinion, it was very useful.

We are sure you will enjoy working with Debbie

and. John.
4 Plan your email paragraph by paragraph. | will be in touch again soon.
Example: | With best wishes,
Paragraph 1 respond to the news in the extract above. Jenny
Paragraph 2 changes in your life
i ; 2
Paragraph 3 news about family and friends
Dear Juan,

Paragraph 4 what has happened to you at school,

Thank you for your letter which we received this
college or work

morning. We are sorry to hear that you have been

Paragraph 5 suggest the two of you keep in touch made redundant, but very pleased. that you are haing
more regularly an interview for another job next Wednesday.
We will be very interested to know whether you are
| successful. We wish you the best of luck.
Yours sincerely,
Pleter
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Write

5 Imagine that you only have about 15-20
minutes to write your email, so write quickly.
Write 200-225 words. Use informal language
and end your email by suggesting how the two
of you could keep in touch more regularly in
the future.

Check

6 Read your email carefully, checking these
points.

— Content Have you responded to the news in your
friend’s letter?

Have you managed to include all your own
news?

— Structure Does your email look reader-friendly? Have
you broken the information down into easy-
to-read chunks?

— Style Is the language informal?

7 Write the final version of your email, making

any necessary corrections and improvements.

Did you know ...?
Email is older than the Internet. It started in 1965,
and by 1966 it was already possible to send messages

between different computers.
The @ sign was introduced into email addresses

in 1971 and quickly became standard.

I

Can-do checklist
Tick what you can do.

| can distinguish between letters and emails in terms
of style and structure.

| can plan and write personal letters and emails.

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

1 Exchange emails with another student and read your
partner's email as though you were the person who
had written the letter extract on page 16.

2 Write a brief reply, acknowledging the email and
responding to the key information and news it
contains.

€ 42) Listen to a message left on your answerphone.
Write a brief email reply, responding to the speaker's
suggestions.

Can do Need more practice
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Get ready to

ful langua

Completing forms B e

Look at examples
1 Read these extracts from
two completed forms.

a What kind of form do you think
each extract is from?

i ARGt

b What other information do you
think was required on the forms?

Did you know ...?

In most countries the financial (or
fiscal) year and the calendar year are
the same: 1 January—31 December.
For individual taxpayers and some
large corporations in Britain, the
financial years runs from 1 April-

31 March. Historically this
was intended to avoid
busy periods.

1

Please complete all questions. If any question is not applicable,
please write N/A

Name of Policyholder Nezasha
Policy No. 7323%/HAl713B

Travel details

Type of travel (Business/Holiday)

holiday to visit family

Please give reason for delay / missed departure
technical problems, but no detoils provided by airline

Please state scheduled times of travel
Date of departure: _03/03/0¢

Date of arrival: Beijing

Place of departure: Paris (Charles de Gaulle)
Place of destination: otloaloc

Departure time: 15.55

Arrival time: 0%9.55

Please state actual times of travel
Date of departure: 0#/0%/o¢ Departure time: 15.55
Date of arrival: _os/o3/o¢ Arrival time: _09.55

To support your claim, please provide documentary evidence from your tour
operator to confirm actual departure and arrival times, and the reason for the
delay you encountered.

18 & Social and Travel




Forms and more forms |

Extract2 2 Read the two extracts again.

a How could the information given
be improved? (Look for errors
and unclear information.)

20. Name and address of present employer or school
Name CENtral Avenue Ccollege Address Paris

Extract 1

21. Present occupation | 22. When do you intend | 23. Email address
(If retired, write to arrive in the U.S.? ;
“retired”. If student, (Provide specific date if ﬁ‘cloo@\/ahOOcOm
write “student”.) known)

day month  year
Student ;

st 2. =008 : Extract 2

24. At what address will you stay in the U.S.?

Street address line 1
Tassett court

Street address line 2

b Look at the language in the two
extracts. How would you describe

oy Barcode the language of the forms
L themselves? Use appropriate
State/Province adjectives from the box:
california .
note form detailed
Postal Code businesslike  factual
' concise vague

conversational informal

25. Name and telephone numbers of person in :
semi-formal  formal

U.S. who you will be staying with or visiting for

tourism or business ; DO NOT WRITE IN I imprecise
Name Home phone THIS ?PACE
3 )
Jack Bailey pon’t know =
Business phone Cell phone I
pont know 018k 32675 PH(I)TO
26. How long do you intend to stay in the US? Staple or glue photo )
Not eure — probably -2 months = ¢ How would you describe the

language used by the people

= 25
27. What is the purpose of your trip? who have completed the forms?

Mainly 10 improve my English, but T might do & : Extract 1
IitHe work ‘
28. Who will pay for 29. Have you ever neen in
your trip? the US? e
My parents O:Yes O
: WHEN? (Most recent)
day month  year
FOR HOW LONG?

Enter additional visits to
the U.S. here:
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1 Read these two extracts from accident report
forms and then answer the questions a—c below.
A 3
State clearly and fully how the accident occurred
| was travelling along South Way ab approximately |
50kph, when the other car came in from & minor
road on the left. As | was on the main road, |
thought the driver would. stop, but he did. not.

B

State clearly and fully how the accident occurred

| was going along South Way about 50kph, when

this car came from the left. He should’ve stopped
because | was on the main road, but he didn't - he |
Just kept going. \

a Which one is written in a more appropriate style?
Why? |

b How is the style of the other extract different? ’

¢ Where might you expect to read the other?

2 Rewrite this extract from an insurance claim form in |

appropriate language. |
It must've been about 4 o'clock in the afternoon, |
suppose. | just nipped out to the bank to get some
cash. | was only out of my hotel room for about
ten minutes. When | got back, | knew someone had
been in. There was stuff all over the floor. |

Plan

3 You are going to complete part of an insurance

claim form reporting the loss or theft of some
personal possessions while you were on holiday.
Prepare for this by noting down the following
information, which can be genuine or imaginary.

— a place you have been to on holiday

— when you went there

— three—four articles you had on this holiday that were
valuable or would be difficult to replace. Estimate the
value of each article in your own currency.

20 &) Social and Travel

4 Look quickly at the extract from the form
on the opposite page, but do not start
completing it yet. Does it ask you for any
information that you would find difficult or
impossible to provide?

Write

5 Complete the extract from the claim form in as
much detail as possible with the information
you noted in Exercise 3. Read each question
carefully and only give the information
required. Write in an appropriate style.

Check

6 Read through the completed sections of the
form carefully, checking these points.

— Have you given the kind of information that was
required?

— Have you answered the questions in full?

— Have you left any sections incomplete?

— s your handwriting clear and easy to read?

7 Make any necessary corrections and
improvements.

1 Exchange completed forms with another student and
read the information they have written on the form.

2 Take turns to ask each other for more detailed
information about the lost or stolen articles. (If you
are the questioner, imagine you are an insurance
company employee who suspects that this may be a
dishonest claim.)

Which? is an independent organization based in the

- UK which exists to give consumers advice. Go to their
website at www.which.co.uk and follow the links to Travel.
See what advice you can find on travel insurance.



Forms and more forms |||

Personal Effects Claim Form
Section 2

- Type of travel: Business / Personal

‘ Please give date 6f ]oss/theﬂ !
- In which country did the loss / theft occur?

| Please give full details of loss / theft

{

' To whom was the loss / theft reported?
| When was the loss / theft reported?
What steps were taken to recover the articles? (Please attach any written evidence.)

 Have you had any previous claims on this type of insurance? YES /NO
| IfYES, please give details, including dates.

Section 3

| Full description of each item = Date of purchase . Original price Amount claimed - Receipts / replacement
'~ of property lost or stolen. | estimates attached
Section 4

-l declare that all the information given is to the best of my knowledge and belief, full, true and correct.
| Signed Date:

Can-do checklist

Tick what you can do.

| can understand language commonly used on forms.
| can complete forms using appropriate language.

| can identify and correct inappropriate language on a form.
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Get ready to

a letter/email to a newspaper or magazine a letter giving advice to a friend
a letter/email to a radio or TV station saying what you think abouta  a holiday postcard to a relative
programme ‘an email to a work colleague
a message to an intemet forum / message board expressing an opinion ‘a reply to a friend's party invitation
a factual article for a newsletter ‘a note to congratulate, thank or apologize to

a report related to your work . an acquaintance

go to Useful language

A letter to a newspaper

Look at examples

1 Read the letters to a newspaper on the Did you know ...?

opposite page and answer these questions. — ;
PP pag q Most British daily newspapers have a 'Letters to

a What is the subject of both letters? the editor’ section, in which readers give their
opinions on news stories, or react to éomethjng
they have read in the newspaper. Readers’ letters
or emails are classed as part of the ‘Comment’
section of a newspaper, which includes

leaders and editorial articles.

b What do the writers think about this subject?

2 Letters to serious newspapers tend to be

written in quite formal language. Read the
letters again and underline examples of a-e. 3 Make a list of the language the letter writers
use to express their ideas and opinions.

a uncontracted auxiliary verbs i
Example: | think that ..

b polite phrases

¢ impersonal style

d long, complex sentences

e formal vocabulary and grammar
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Dear Sir,

In his letter to your newspaper (25 March), James Green supports the introduction of
compulsory ID cards on the grounds that they will put an end to identity theft, help combat
organized crime, and reduce the threat from international terrorism. | think that Mr Green is
mistaken, as his naive assumptions take no account of the ingenuity of the criminal mind.

My strong personal belief is that the only people who will benefit from 1D cards will be
professional criminals. Far from putting an end to identity theft, ID cards will provide
organized criminals, especially forgers, with a strong financial incentive to produce and
sell fake cards to the con men, hackers and would-be terrorists whom Mr Green fears. |
genuinely believe that the ordinary citizens of this country will actually be less safe than
they are currently.

In addition to this, it is estimated that the cost of the card system will be six billion
pounds of taxpayers’ money. | am quite sure that, like me, many of your readers can
think of better things that such a sum of money could be spent on.

And perhaps most worrying of all is this question: ‘Who will have access to the data
bank on which my personal details will be stored? In my view, the government and their
agencies already know more about me than is healthy in a democratic society.

When Mr Green has a final demand from his bank to repay a £100,000 loan, his claim
that he knows nothing about it will be almost certainly be met with: ‘It must have been
you who borrowed the money — your ID card was used.'

David Sullivan (by email)

As a German citizen, | have carried an ID card with me
since the age of 16. It fits into my pocket and has my
address on it. The card enables me to open a bank
account or to prove that | am the owner of my credit
card. In addition, | can travel around Europe without

a passport. It seems to me that carrying my ID card
actually increases my freedom rather than restricts it.

By contrast, in Britain, people are required to provide
household bills — for electricity, or water — to prove
who they are and where they live. When | tried to rent a
room in London, it was almost impossible, as | did not
have any household bills in my name. It also meant that
| could not open a bank account or even rent a video.

In my opinion, only criminals and terrorists need
to fear the introduction of ID cards. From my own
experience, | would say that they make life easier.

Yours faithfully,

Hanna Schwarz




Dear Sir,

troduce sentences
s to indicate how we

N
M
8
)
-
(sY)
%]
Q
b
Q

1 Which words from this box could replace the underlined words in phrases

a—e? Some words can be used more than once. Remember to choose with
| the appropriate type of word: adjective or adverb. thin \Vhat other words could
‘; _ replace the fined adverbs in these
absolutely certain firm firmly general : centences?
genuine honest honestly  official passionate i 2 Astonishingly. no one was hurt in
passionately ~ personal  popular professional  really | the xodent.
‘ seriously sincere sincerely ~ fashionable  pretty -
| profound traditional b Obviously, we weren't meant to
overhear what they were saying.
a My strong personal belief ... firm . A
b | genuinely believe that ... c Interestingly, there has been less
¢ |am guite sure that ... : traffic in the city since road-pricing
d It's my considered opinion that ... » was introduced.
e

The accepted Wew oM B IS ) Lol et i O D s

Plan

4 You are going to write a letter or email expressing your own opinions in reply to
this letter written to a newspaper.

a As you read the letter, decide whether you basically agree or disagree with the opinions expressed.

In these days of equality between the sexes. it
seems to me perfectly reasonable that, in wartime,
women soldiers should be expected to fight
alongside their male counterparts on the front
line. Unlike your reporter (Ref Why we should
continue to protect our women, The Evening
Times, Friday 13 April) I firmly believe that,
given the right training and experience, women
are as physically and mentally tough as men.

In my view, those who claim that women are
not capable of fighting effectively “because of
their emotional make-up are guilty of simple,
old-fashioned sexism.

Jenny Lavender (Manchester)

b In your notebook, make a list of points to include in your email or letter.
— If you agree with the writer, think of two additional points to support her argument.
— If you disagree, think of two arguments expressing the opposite point of view.
¢ Plan your writing paragraph by paragraph. Example:
Paragraph 1 State your basic position on the subject, referring to the original letter. Include
reference to any relevant experience you have had. (Different approaches are
used by writers of the two sample letters on page 23.)
Paragraph 2 Present your first argument.
Paragraph 3 Present your second argument.
Paragraph 4 End with a summary of your views or an additional thought in support of your
point of view.
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Write
5 Write your first draft letter in 250-300 words.
Remember the following points.

— The style of your writing should be formal. (Refer to the
list in Exercise 2.)

— Use a variety of phrases to express your ideas and
opinions. (Refer to the list you made in Exercise 3.)

— Link ideas within and between paragraphs.

Check

6 Read your letter carefully, checking these
points.

Have you referred to the original letter?

Have you expressed your opinions clearly?

— Structure s the letter organized in clear paragraphs?

Does each paragraph include one main point?

Is your writing sufficiently formal?

— Content

— Style

7 Write the final version of your letter, making
any necessary corrections and improvements.

1 Exchange letters with another student, then read
carefully what they have written.

2 Write a brief reply to your partner’s letter, making it
clear whether you agree or disagree with their point of
view.

Dear Sir,

Look at these headlines from a British newspaper.
Choose the headline you feel most strongly about and
write a letter to the newspaper expressing your feelings.

Congestion charges
WI|| ease traffic chaos

Foothaller’s transfer
fee sets new record

Government spendlng
on arms doubles
as environmental
funding is cut

Famlly to I

Scan a current newspaper — it can be in English or your
language — to find an article or a story that you have
strong feelings about. Choose the story you feel most
strongly about and write a short letter to a newspaper
expressing your opinions.

BUBUHUUUaUUYBaaa sy yssyssy

Can-do checklist
Tick what you can do.

| can write a structured letter to a serious newspaper, using
formal English.

| can use a range of words to qualify my opinions.

Need more practice
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Get ready to

A letter of complaint
Look at examples

1 Read these three letters of complaint quickly, ignoring the spaces.
Which of the subjects in Get ready to write does each letter concern?

Letter 1 Letter 2

faulty and therefore not fit for purpose. Althoug
it is possible to play pre-recorded DVDs, it does
not record from the television. Everything seems
to be working, but when I try to replay the
recording, the DVD is empty.

came out towed me home and advi
drive the car again until it had been look
qualified mechanic.

In order to resolve this unsatisfactory situation, I
suggest you collect the car from the above address
and carry out another full service. 2____.

- [look forward to hearmg from you and to a sw1ft
resolution of thlS pr@blem

I look forward to h
resolution of th
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It’s not good enough

Letter 3 3 Each of the three letters of complaint
comprises four paragraphs. What is the
purpose or topic of each paragraph?

Paragraph 1

Dear /M Carrett
Paragraph 2

> As you nomay retrrenber, T contacted

you two mIONtRS ag90 , /1 early /‘7Ia/"c'/? L, to " Paragraph 3
Jet you know that one of trry Winglow's was
o Paragraph 4

As the brofen window kas not beer
reparred , the Yat /s araughty and,
conseguently , 717y heating bi)/ kas
risen. The wall below the windew /S also
becorring damp, with the result that & will
Soon Heed redecorating.

4 All the letters are written in formal English.
Find formal expressions in the extracts which
have a similar meaning to these informal
expressions. The number of the extract is in

brackets.

6 You are required by /aw to carry out : a solve this problem (1)
any repalrs within a period of four weekS
of being contacted by a tenaht. b asking for advice (1)

Syl , c getin touch with me (1)
7T awr keeh to resp:{ this. Situatiot 4" bought (75
anvicably, but I o] e doesn't do what it's supposed t0 (2) ..o
contact the Housing f fast (1 and 2)
Jocal councll K g the law says you have to (3)

WA RN a week
this et h in a friendly way (3)
. i looking after my flat (3)

j the worsening state (3)

2 There are two sentences missing from each :
letter. Read the letters again and find the Did you know ...?
missing sentences from this list. Write the

! These are the most complained about goods and
correct letter in each gap.

services in the UK. (The figures are percentages of

a According to the terms of my tenancy agreement, the all complaints made.)
maintenance of the property is your responsibility. — Mobile phones 6.7%
b | am enclosing a copy of the documents relating to the — Banks & other financial institutions ~ 5.3%

original service.
¢ | am most disappointed because the service was not as =
thorough as it should have been.
d 1. am writing to remind you about the deteriorating
condition of my flat.
e To resolve the problem | require you to either replace
the faulty product or refund my money in full.
f Unless | hear from you within seven days, | shall be
forced to take legal advice.

Internet service providers 4.6%
Computer hardware and software 41%

27



Plan

5 It’s not good enough

5 You are going to write a formal letter of complaint.

a Think about how you would feel in the following situation.
You were a passenger on a train going from your home town to the nearest airport, where you
were due to get on a flight to the United States. Even though you had allowed plenty of time for
your journey, your train was delayed by several hours with the result that you missed your flight.
The airline was unsympathetic and you had to buy another air ticket. When you arrived at your
destination you had missed the first half of an important business meeting.

b In your notebook, plan a letter as if you were this rail traveller. Follow the same four-paragraph
structure as the three letters you have read.

1 When writing emails and letters it is advisable to avoid repeating the same words or phrases too often.

' /fﬂﬁﬁi’?g '

FASTRANL

Look at these common alternative ways of conveying similar ideas:

To resolve this problem

I am enclosing / attaching®
Could you possibly ...

As you may remember,

Further to our discussion

In order to resolve this unsatisfactory situation
One way of dealing with this problem would be to
Please find attached / enclosed ...

Enclosed / Attached you will find ...

Please could you ...

I would be (most) grateful if you could ...

You will remember, ...

May | remind you (that) ...

As (we) discussed earlier, ...

With reference to our earlier (telephone) conversation, ...
Regarding our recent discussion, ...

*\We use enclosed in letters and attached in emails.

2 Think of alternative ways of conveying the ideas underlined in these sentences.
a Please contact me at the above address.

b | shall expect to hear from you within the next seven days.

¢ If I hear nothing, | shall have no choice but to contact my solicitor.

d This letter is to inform you that my flat was broken into last night.

e | can now confirm that | have taken legal advice regarding this matter.
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Write
6 Write a first draft of your letter, using Letters

1-3 on pages 26-27 as models where possible.
Write 150-180 words.

a Follow your paragraph plan.

b Write in formal language. Include as many of these
features as you can:
— formal expressions from Exercise 4 on page 27
— full, uncontracted verb forms
— expressions from Focus on avoiding repetition

Check
7 Read through your letter carefully, checking

:

1
.

these points.

Is your language appropriately formal?

Is it clear what you are complaining about?

Is it clear what you want the other person to do?
Have you included any information which is not
essential?

Write the final version of your letter, making
any necessary corrections and improvements.

1 Exchange letters with a partner, then read carefully
what they have written.

2 Write a reply to your partner's letter as if you were
the rail company employee who deals with customer
complaints. Answer all the letter's key points.

Can-do checklist

Tick what you can do.

| can write a formal letter of complaint.

| can avoid repetition when using formal language.

| can use a range of expressions appropriate to formal letters of

different kinds.

It's not good enough ||

Rewrite these impolite or inappropriately informal extracts

from letters of complaint.

a This s to let you know that if you don't sort this
problem out, I'm going to get my solicitor on to you.

b It's not good enough — you said you'd phone
me back the same day and you didn't

¢ I'm not satisfied and | want to know what you're going
to do about it.

d You probably don't remember, but a couple of
months ago | phoned you about the TV I'd just bought
from you.

e Just give me a full refund, or else!

£ This is the second letter I've written in the last two
weeks. Are you going to reply or not?

g If1 don't hear from you pretty soon, I'l be getting in
touch with the police.

h If you care about your reputation, you'd better replace
the fridge by the weekend.

< .
Can do Need more practice
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30

You are going to hear a
telephone conversation
between a bank employee
and a customer who is
ringing about a complaint
she recently made about

the bank. The employee fills
in a follow-up form as the
customer is speaking, but
makes a number of mistakes.

a Before you listen to the
conversation, read through the
partially completed form.

b Now listen to the
conversation. Answer any
unanswered questions and
correct any errors. You may need
to listen again.

Would you see the following
at the beginning (B) or the
end (E) of an email or letter?
Write B or E in the spaces.

Best

Cheers

Good to hear from you
Got the email — thanks
Speak soon

Take care

= O AL 0T &

What do the following mean
if they are used in an email?

a BTW

b FvI

c IMO

&) social and Travel

Date IT July 2007

Customer details
Name Mr / Mrs / Ms Eleaa O'Briea

Address 17, The Avenue, Potters Bar, Hertfordshire, ENI6 4HM

Phone number 01707 388173

Bank account number

Details of the complaint

Date of transaction or poor service
Day 16 Month May Year 2007

Date of first complaint?

On 16 April customer phoned to cancel a direct debit to
electricity company.

On I June customer noticed that this reqular payment to the
electricity company had left her account as usual.

Customer phoned the bank and was told that cancellation would be
actioned.

But wmoney taken from account agqain in July.

R

Action taken

Report to General Manager. Recommend full refund + compensation
payment to customer.

Lomeone should phone customer tomorrow.




4 The following shortened sentences are taken
from personal letters and emails. If you were to
write these sentences out in full, which word or
words would you add to each sentence?

ELCO | ) Glad to hear you had a good holiday.

Bl WS ) Expect we'll see you when we get back.

G ) Suppose | should have told you | was going
to be late.

il ) Heard anything from Jo recently?

g ) Sorry — | meant to warn you about the loose
handle.

You have just had a very long letter from an
old friend you have not seen for several years.
Your friend has told you what he / she has
been doing since you were last in touch with
each other. Unfortunately, you do not have the
time to reply in full to the letter now, so write
a very short letter. Include the following.

— Thank your friend for his / her interesting letter.

— Apologize for not being able to reply straightaway. Give
a reason.

— Promise to write soon.

Rewrite this paragraph, which is in
conversational language, using more formal
language.

I'm just about to get my exam results which I'm pretty sure
will be okay — not fantastic but not too bad. After that, who
knows? | mean, I'd quite like to work for your company

for a bit, but it all depends on what I'm doing two months
from now.

Complete each of these sentences with two
appropriate words.

a My firm i personal belief is
that we should not allow this to happen.
[This person feels very strongly about something]
b | il believe that this is
not the way to do things.
[This person has a genuine belief that they are correct ]
c |feel / certain that
things will get worse before they get better.
[This person is convinced that they are right]

Units 1-5 |-

8 Read this email to the editor of a newspaper.
a Fill the gaps with appropriate words.

Dear Sir
| am writing inresponse ' the editorial in
last week's issue of your newspaper, in2________
the following statement appeared: ‘We firmly believe
that, fthey> - - - - the choice, the residents
of this town would prefer to do without street lights
after midnight®_____ to pay an extra ten
percent on top of their already very high local taxes.’
_________________ the only reader who
wants to dissociate themself from this statement. |
feel absolutely certainthat® a vote was
taken tomorrow, the majority of residents would
vote for the lights to remainon”______ the
hours of darkness. The reason is simple. Over the
past 20 yearsour town® turned into a
dangerous place at night. If we want to make sure
this situation does not get even worse, we must not
_________________ any easier for would-be thieves
and thugs. Switching off the street lights after
_________________ any doubt, make this

situation worse.
Paulo Gonzalez (by email)

b Write a brief response to Paulo Gonzalez's email,
expressing your own opinions on this subject.

9 Match these formal expressions with their
informal equivalents.

amicable get in touch
purchase ask for / look for
contact looking after

fit for purpose buy
maintenance worsening state

1
2
S
deteriorating condition 4 friendly
5
6
seek 7 does what it should

Q. M AL O O e

10 Write the first paragraph of a letter reporting
the loss of a suitcase by an airline you
travelled with. You reported the loss in person
before you left the airport, and you followed
this up with a telephone conversation to the
airline three days later. You are still waiting for
someone to return your call.
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On what occasions do people need a CV (curriculum vitae) or résumé?

© What information would you include if you had to write your own CV now?

Choose from these categories of information.
Achievements and awards [_|

Career history []

Education history and qualifications [_]
Family background [ ]

|

I

— Hobbies and interests [ ]
— Likes and dislikes in music, food, etc. []
— Specific skills: computing, languages, etc. [_]

o If you were reading someone’s CV as an employer, what other information would you like to know in

addition to the categories of information above?

1 Quickly look at the example CV on page 33.
Why do you think the writer has chosen to
start her CV with her academic achievements
rather than her work experience?

2 Read through the CV again and answer
questions a and b.

a Approximately what proportion of the CV consists of the
writer's commentary on the factual information?
a quarter / a half / three-quarters

b How is the style of this commentary different from the
rest of the information?

3 In your notebook, list all the abbreviations
used in Sujin’s CV and their meanings.

Example: DOB Date of birth

4 It is normal to write a covering letter to send
with your CV when applying for a job. Read
this sample covering letter written by Sujin.
What does it add to her CV?

32 @ Work and Study

Dear Mr Freeman

I am writing in response to your advertisement in The Times
of 2 June 2007 regarding the post of Financial Adviser.
Please find enclosed my CV summarizing my education,
qualifications and experience.

I first became interested in finance and banking when I
worked as an administrative assistant at the Central Bank
in my home city of Seoul in South Korea. Although this was
a temporary position which lasted for only two months, it
made me realize that finance was an area I would like to
work in. -

I am currently a trainee manager for a bank located in
central Manchester. This has been excellent experience for
me, as it has introduced me to the full range of banking
activities. However, I have come to realize that my main
interest lies in finance rather than in the everyday
management of a bank. I would now like to specialize in
providing financial advice to members of the public, because
I believe I have the qualities necessary to help people to
make those important financial decisions which affect their
lives. I take great interest and pride in keeping up-to-dat
with general economic developments, as well
to-day changes in the money markets. I nov
future lies in this field, and it is for this re
applying for the post you have ad




SUJIN LEE

Term-time address Home address

Flat 7, 4, Nipper Lane, 81, Sokong-dong,

Salford M3 7RH Chung-ku,

Tel: 07958 765377 Seoul 100-070 South Korea

E-mail: sujin@student.manchester.ac.uk
DOB: 25/07/1982

EDUCATION
2003-2006

1999-2002

Nationality: South Korean

The University of Manchester, United Kingdom

BA Econ (Hons) Business Studies and Economics - Result 2:1

Modules included: Business Management / Economics and Finance

Skills developed: Independent project work has developed my analytical thought, numeracy and
ability to manage projects.

Regular group work in small teams has improved my ability to build effective working relationships.
High School, Seoul, ‘A’ grades in English and Mathematics

WORK EXPERIENCE

July—-Aug 2002

Central Bank, Seoul, S. Korea
Administrative Assistant

2006-2_ HPVR Bank (Manchester)
Trainee branch manager
ACHIEVEMENTS & AWARDS
Academic 2005 — Prize for highest grade in Economics and Finance module.
2001 — two awards for strong academic grades in Business and English language.
Societies Manchester University Squash Club — 2005 Captain of women'’s team. Leadership skills developed.

Other activities

Community Action — organizing group outings and a Christmas party for elderly residents.
Financial and organizational skills involved.
Yoga: Instructor Adv. Level 3. I have run classes at a local adult education centre.

SKILLS

IT European Computer Driving Licence Certificate — competent in Microsoft Office packages including
Excel, Word, PowerPoint.

Languages Korean, Mandarin and English [IELTS Level 8]

INTERESTS

Travel I enjoy travelling to other countries and meeting people from different cultural backgrounds.
I have travelled widely in SE Asia and Europe.

Ambition To visit the US and Australia.

Sport Squash, yoga, swimming, walking, keep fit

REFERENCES

HAcademic Dr Harold Smith, Department of Business and Economics,
University of Manchester, Manchester M13 9PL
Tel: 0161 342 6768 / Email: H.Smith@manchester.ac.uk

Employer Mr Jin-Ho Lee, Human Resources Office, Central Bank, Seoul

747-9 Hannam 2-Dong, Yongsan-Gu, Seoul, 140-728, Korea
Tel: +82 2 797 1974 / Email: JH.Lee@centbank.com
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Did you know ...?

Most postal addresses include the same information, but
different nationalities write them in slightly different ways.
Here are some examples:

Argentina

Juan Aguirre Iecipient

Piedras No 623 street address / building

Piso 2 : floor

C1070AAM Capital Federal — post code + city / town
ARGENTINA country

Australia

Mr S. Tan Iecipient

200, Broadway Avenue house number / street address
WEST BEACH SA 5024 city / town / area + post code
AUSTRALIA country

India

Mr LK. Taneja recipient

Flat 100 Number of apartment

Triveni Apartments Apartment block

Pitam Pura Area / suburb

NEW DELHI - 110003 City + post code

INDIA Country

5 You are going to write a CV and covering
letter for yourself. Complete exercises a—c.

a Start by collecting the factual information you need in
your notebook. Use these headings:
— Education (start with the most recent)
— Work experience
— Other useful/relevant experience
— Achievements and awards
— Skills
— Interests

b Refer to the sample CV to check the kind of detail that
the writer includes.

¢ Decide on the order you wish to present the
information in.

6 Now collect and note down these details:

— Addresses, phone numbers and emails of the people
you are going to provide as references and any others
that might be useful.

— Dates — related to education, employment, etc.

34 (> Work and Study

Focus on ...
reducing full sentences to notes

It is important when writing a CV to be economical
with language. You need to include full details
without giving the person reading the CV too much
to read. For this reason, we tend to write in note
form rather than full sentences. Examples:

— 'A’grades in English and Mathematics instead
of | achieved A grades ...

— Kitchen and serving work (evenings and
weekends) instead of | worked in the kitchen
and served in the evenings and at weekends.

— Leadership skills developed instead of This work
developed my leadership skills.

Reduce these sentences to their essential details.
a | passed my driving test in 2007.

b | speak English fluently and my written German
is good.

¢ | was awarded a Prize for the ‘A" grade |
achieved for my Business Management project.

d 1 gained a BA degree in Economics with
Honours from London University in 2006.

e | was a member of a company working group
which produced a report in 2006 entitled
'Staff-management communication issues

f Between October 2005 and January 2007, |
worked as an assistant to the Head of Human
Resources.




7 You have decided to apply for the job
described in this advertisement.

a Read the advertisement. How many of the qualifications
and skills do you have?

AUSTRALIAN TOURS

is looking for a motivated Tour Guide for
extended tours from Cairns to Cape York
in northeastern Australia.

Successful applicants must have the following

qualifications and skills:

e A clean driving licence (at least 3 years)

e Good people skills

e The ability to speak and write English
(Intermediate level or above)

e First aid diploma

e Basic cooking skills

o Be prepared to work irregular times and be away
from home for extended periods

On-the-job training will be provided.

To apply, send your current CV with a covering

letter to the address below.

b Write a draft CV, including only information relevant to
this job.

¢ Write a covering letter, saying why you are interested
in doing this job, and giving details of any skills and
qualifications you have that make you a suitable
candidate.

)

Can-dc

Tick what you can do.

| can write a CV.
| can write a covering letter to accompany a CV.

| can reduce full sentences to notes.

8 Read through your CV and letter carefully,
checking these points.

— Are your CV details correct and complete?

— Is the CV clearly formatted and is the language as
concise as possible?

— Does your covering letter contain useful additional
information and explain why you are suitable for this job?

9 Write the final version of your CV and letter,
making any corrections or improvements.

Can do Need more practice

|
i
|
|
!
|
‘t

\_‘
|
|
|
[
|
)
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© Reorder these words and phrases to make a definition of job reference.
an employee's character / a written recommendation / by a present employer
describing / future employer / skills and qualifications / to a possible

@ Answer these questions.
a Why do people need job references?

b Have you ever asked someone to write a reference for you? Or have you ever written a
reference for another person? What was the purpose of the reference?

¢ Did you, or the person you wrote the reference for, read the reference before it was sent?

1 Read the extracts from two job references
on the opposite page. What are the main
differences between them?

36 @ Work and Study

Did you know ...?

In the UK, references are usually given in
confidence. However, it is unusual for employers
to give negative references without clear verifiable
evidence, as unsupported negative comments

may be challenged — sometimes in law —
by employees.

2 Which of the two references ...

a

@ a. @ O

provides more detailed information about Ben
Sherwood? _Z

is more formal? Underline examples. _____

is written in note form? Underline examples. _____
gives you a clearer picture of Ben Sherwood? _____.
would be more useful from the point of view of an

employer?



Extract 1

Extract 2

Post GV 762/07 Reference for Ben Sherwood

I have known and worked with Ben Sherwood since he was first appointed
at Global Systems in 2003. As a member of my department staff since
2004, he is someone for whom I have the greatest respect.

During his time at Global Systems, Mr Sherwood has been involved

in a number of key projects which have contributed greatly to the
international reputation of our company. Notable among these projects
was his setting up and management of Project Peru, the success of which
was largely due to Ben’s commitment and leadership skills.

On a more general note, Ben is enthusiastic and dependable in everything
he does. He has always shown flexibility and been prepared to take on any
work asked of him, whether or not he has previous relevant experience.
On a day-to-day basis, he is unfailingly good-natured and respectful to
colleagues, whether they are above or below him in the management

structure.
Reading the description of the job for which he has applied, I can
honestly say ...

Confidential - Request for Reference for Ben Sherwood

N % .
we can contact you fOI a IefEI ence. I W Ould be gI atefu] ]_f YOU COlﬂd pI ()Vlde W l atever (IetallS

1 Tfhe above person was/is employed with us as:
nterratioral Froject Offer Dates: Feb. 2002
................................................................. ates: 7e0. 2002~

2 General character

Entlusiastic and reliable at all tinmes. H
I ] . Has shown lead / / ]
Thoroughly borest ard always good-patured. R TR

3 Attitude
Always positive. Willing to take constructive advice.

4 Relationships with others
& ; ‘
xcellent. Volite and respectful in dealings with colleagues at all levels within the company

5 Team-working
Excellent, both as team leader and team member.

6 Competence - state skills if appropriate

Has the ability to aral ~
yze problems guickl »
strategies for dealing Wil‘f Z‘hey:\ SRy R Ssare i sl el ol ol

7 gzerall performance in past role(s) with your organization
solutely first rate. Has always performed to the best of his ability

8 Calmness under pressure

9 Any other ...
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Focus on ...
formal language in relative clauses

1 Circle the relative pronouns and underline the

more formal relative clauses in these extracts from the

two references. The first one is given as an example.

a he is someone for@hom)l have the greatest
respect.

b Notable among these projects was his setting up
and management of Project Peru, the success of
which was largely due to Ben's commitment and
leadership skills.

¢ Reading the description of the job for which he has
applied, | can honestly ...

2 Rewrite extracts a—c above with less formal relative

clause structures.
a _he is someone who | have the greatest respect

for.

b

3 Rewrite these sentences in more formal language.
a It was a serious legal case whose details could not
be made public.
It was a serious legal case, the details of
which could. not be made public.
b My colleague Juan is someone who | have always
worked very well with.

¢ That's a question there is not a single answer to.

|
[

3 You are going to write a job reference for

someone you know well. He/She is applying
for the job as tour guide on page 35. Choose

a work colleague, a fellow student, or a friend.

Complete exercises a and b.

a Make notes under the following headings:
— The person'’s particular skills and abilities [_]
— Relationships with other people (colleagues/
students) |
— How you know the person / How long you have
known him/her []
— General character and attitude to work [_]
— The person'’s current job, course or situation [_]
— Past successes and achievements [_]
b Decide on the most appropriate order for these
headings and notes. Write 1-6 in the boxes above.

38 (@ Work and Study

Learning tip
n planning a reference, think about th
~ Content — What information would a pof
~ employer find useful? ‘
- Structure — Decide whether to start wit
information — for example how long yo
~known the person, or subjective opini
- you think of the person. Both are com;
reference formats.

- — Style — References are normally written
~ language. Your reference may be read
people, so a formal style is more approp

— Impression — Think carefully about the
impression you want your reference to |
positive, negative or neutral. Neutral féf
may be regarded as negative.

4 Write the reference for the person you have
chosen, using Extract 1 on page 37 as a model.
Write 150-175 words.

a Use all the information from the notes you have written.
b Write in formal language, using full verb forms and
formal relative clause constructions where necessary.

5 Read through your reference carefully,
checking these points.

— Is the information you have included correct and
complete?
— Is the language you have used formal?

6 Write the final version of your reference,
making any necessary corrections or
improvements.

Class bhon

1 Exchange references with another student.

2 Read the reference your partner has written and
decide whether you would employ the person
described or not.

3 Think of some questions you could ask the person
described in the reference at an interview.

4 If you have time, role play the interview with your
partner.



Write a reference in note form using the headings below. The reference can be for the same person
you chose in Exercises 3—6 or for someone different. Use Extract 2 on page 37 as a model.

Confidential - Request for Reference for (Name)

1 The person’s current position / course

Tick what you can do.

| can understand the differences between different kinds of
job references.

| can write job references in two different formats.

| can use relative clauses in formal writing.
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© Companies and other organizations often carry out surveys. What kind of organization might include the following

questions in their surveys?

a
Are you generally very safisfied,
satisfied or dissatisfied with the
punctuality of the service?
b
The shelves are always well stocked.
Agree[ ] Not sure[ ] Disagree [ ]
&

Were all the rental charges explained
clearly to you? YES/NO

© What other questions might be included in each
organization’s survey? Think of one more question for
each organization.

Did you know ...?

Paid surveys are online surveys where people who
provide information are rewarded either by a cash
payment or by being entered into a competition.
However, there are also online survey scams where
customers are falsely promised rewards in exchange
for information. In one of these, the fraudulent
organization collects and sells the information to
interested companies but then closes their website
without rewarding the people who provided the
information. If you complete a survey, try
and make sure you know it is for a
reputable company.

40 @ Work and Study

Thinking about Departure services, please tell
us if standards were Above expectations, Met
expectations or were Below expectations in
these categories: '
Check-in

Baggage screening

Queuing for security

R = o

Which of the following best describes your
circumstances? Are you ...

1 Registered unemployed and receiving benefit?

2 Not registered unemployed but claiming benefit?
3 In work — not claiming benefits?

4 In work (less than 16 hrs) — claiming benefits?

1 Read the report of a customer satisfaction
survey on the opposite page and find the
answers to these questions.

a Who were the customers in this survey? ‘

b What, from the point of Fly-U-There, is the most
important information to come out of the survey? '

¢ What changes might improve the Fly-U-There service for
two groups of dissatisfied customers?




\

Fly-U-There )

y o

Fly-U-There: Customer report

According to a recent customer satisfaction survey carried

out by an independent market research organization,
Fly-U-There is Europe’s top airline in terms of quality. The

survey was carried out in ten European countries between

January and March 2006. Passengers were asked to rate
70 different airlines on a number of criteria. The results
of the survey, in which more than 10,000 travellers took
part, were analysed by computer and presented in a
league table which gave an overall result that reflected
the average customer satisfaction for each airline.

The criteria by which the airlines were judged included
in-flight security, punctuality, assistance with problems,
catering, comfort, and the quality of the in-flight and
ground services. Fly-U-There was given an overall grade of
16.7 out of 20.

The airline scored the maximum possible grade for
punctuality and assistance with problems.

Customers gave the airline 18 points for price in
relation to quality of service. It was clear that a small
number of users would be prepared to accept a lower
standard of service in order to pay a lower price.

Customers, asked for their views on relations with
staff, commented favourably on the friendliness

of both ground staff and cabin crew. There was
some indication that for many, the efficiency and
friendliness of Fly-U-There was the result of it being a
comparatively small airline.

While most passengers were very happy with in-flight
comfort and the standard of catering, a small but
significant minority found the seating cramped. The
score for catering was 15.5 out of 20, an increase of

3 points on a similar survey carried out at the same
time last year.

In response to recent independent market research,
Fly-U-There is currently planning changes to its fare
structure, which it hopes will attract more business
passengers.

ey Umiit8

2 The headings have been removed from

the report. Complete exercises a and b.

a Write four of the headings below in the correct
spaces in the report.
e Advertising and Marketing
e In-flight comfort / Catering
e Punctuality / Assistance with problems
e Quality in relation to price
e Staff-passenger relations
b How do the section headings help the readers
of reports like this?

What is the purpose of the first two
paragraphs of the report?

Complete sentences a—f with verbs from
the box. There are similar sentences in
the report. Use the past simple in the
active or the passive voice.

| analyse  eafyout  give
| judge score take part

a Asurvey into patients’ experiences in public

hospitals ___was _carried out by scientists
from Harvard University last year.

b 25,000 patients in the
survey.

c Patients the hospitals

by the following criteria: cleanliness, medical
care, the friendliness of staff, the standards of
catering.

d The opinions of patients
by computer.

e Following the survey, the top hospital

a grade of 19.5 out

of 20.
f 50% of hospitals in the survey
very low marks for their

standards of catering.

a1



Focus on ...

reduced relative clauses

Compare the underlined sections of these two

sentences. How are they different?

— The article, which was written by a university
professor, proves that human activity is causing
climate change.

— The article, written by a university professor, proves
that human activity is causing climate change.

The relative clause in the first sentence, which contains

a passive verb, is shortened to a participle phrase in the

second sentence (the relative pronoun ‘which’ and the

auxiliary verb ‘was' have been omitted). These phrases
are sometimes called ‘reduced relative clauses’ and are
common in written English.

1 Study the following extracts from the report. Underline
the parts which could be expanded to form relative
clauses, then rewrite the extracts with complete
relative clauses.

— According to a recent customer satisfaction survey,
carried out by an independent market research
organization, ...

— Customers interviewed during a flight seemed
more satisfied than those who returned written
questionnaires.

— Customers, asked for their views on relations with
staff, commented favourably on the friendliness, ...

2 Rewrite these sentences using reduced relative

clauses.
a Most people who were questioned said they were
very happy with the service.

b The questions, which were chosen at random,
focused mainly on people's experiences over the
last four weeks.

¢ The results which were produced by the survey
show that only a small minority are seriously
dissatisfied.

d The service, which was introduced last year, faced
serious problems in its early stages.

42 @9 Work and Study

5 You are going to write a report of a survey of

supermarket customers. Look at the results
of the survey, in which customers were asked
whether they agreed or disagreed with these
six statements about the supermarket itself.
Then complete a—c below.

Statement Agree Disagree Not sure

The shop is well laid out. 22% 69% 9%

The store is clean and tidy. 45% 45%

k has a 'PjEK§ant
; atmosphere.

The store is easy to move
about in.

4,500 customers took part in this survey

a Complete these statements.
1 289% of customers felt the store did. not have a

pleasant shopping atmosphere.
2 229% of customers

3 A very large majority of customers

4 69% of customers

5 Only 5% of customers

6 Equal numbers of customers

b Which two areas or services are customers most
satisfied with?

¢ Which two areas or services are customers least
satisfied with?

4



According to our survey (U8

Write

6 Write your report, using the example on page
41 as a model. Write 200-220 words.

a Use information from the supermarket survey on page
42. Choose the information you think is most important.

b Use formal language and incorporate reduced relative
clauses where appropriate.

¢ Ty to include some of the verbs from Exercise 4.

d Give your paragraphs clear sub-headings.

Check

7 Read through your report carefully, checking
these points.

— Is your language appropriately formal?
— Have you included the essential information?
— Are your paragraph sub-headings clear?

8 Write the final version of your report, making
any necessary corrections and improvements.

Can-do checklist

Tick what you can do. Can do Need more practice

| can write a report in clear sections and include appropriate
sub-headings.

| can incorporate reduced relative clauses into my writing.
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© Imagine you work for an online mail order business

and you are looking for new items to add to your
catalogue. Look at the four products below and decide
which item would be most suitable for:

men
women
children
teenagers
young adults
families
taxi drivers
fitness enthusiasts

Notes on a presentation

@ Work and Study

Now imagine you are going to attend a presentation of
one of these products. Think of one piece of information
you would like to find out about each item.

A

B

With thls Satelllte Nawgatlwystem
you can gke moblle calls safely

,_'YEver wanted to run
. at unbelievable
speeds or iump
amazingly. hlgh’
Now you can wnh



1 Read these notes, which are a record of a product presentation
someone attended. Which of the four items on page 44 do
these notes relate to?

MODELS .

i — o 2 Professional

Occasional user b

TARGET CUSTOMERS ; -

Men | women /| Teeragers ... | Children 4 ...
KEY FEATURES )

High-speed running: ©.... . ... kilometres an hour

Jump very high: ' . metres V

Practical and leisure use: Getting to work /& _ /
" | competitions | clubs

SUTTABILITY FOR OUR CUSTOMERS
PROS CONS

For all adults: Men and women Not suitable FOr F

Need for protective clothing:
knee poads, )

and X

Easy to put on

RECOMMENDATIONS
Stock demonstration models only: one of each

Include in next catulogue - Extreme Sports Eguipment section

Clear safety warhing /1

nroduct for you @Uﬂﬁﬁg

2 Read the notes again. They

consist of

— a note-taking framework (set of
headings)

— detailed notes about the product
(with some information missing)

— recommendations for action

Which of the above do you think
was written ...
a during the presentation?

b before the presentation?

c after the presentation?

€ 42) Listen to the product
presentation and add any
more information you can to
the notes in Exercise 1.

Did you know ...?

In a recent survey into people's online shopping
habits, 356% of people surveyed said that the main
reason they shopped online was to avoid crowds.
The next most important reasons were:

— lower prices

— the ease of comparing products and prices
— to avoid having to travel to shopping areas

— a wider choice of products

45



4 You are going to a product presentation on
headphones which block out external noise.

Fed up with outside noise?
Keep it out with these

headphones.

In your notebook, write a note-taking
framework to help you listen for the information
you want to find out at the presentation. Use
the framework on page 45 for ideas, and keep
the questions below in mind.

How much do the headphones cost?

What kind of people would be most likely to benefit
from buying these headphones?

What are their special features?

How user-friendly are they?

What are the pros and cons for likely customers?

Are there any other questions you would like
to know the answer to?

5 €435 Listen to the presentation and complete
your framework with appropriate notes.

6 Read through your notes carefully, checking
that they are complete. Listen to the recording
again to make sure you did not miss any
important points.

7 Could you give your own presentation to
colleagues based on the notes you have
made? If not, what else would you need to
include?

46
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Focus on ...
noun phrases

In order to save time, noun phrases are often used in
notes instead of complete sentences. Here are some
examples from the notes on page 45.

occasional user [It is suitable for people who
want to use it occasionally.]
[It enables you to run at high
speeds.]

[It can be used for practical
or leisure purposes.]

[It has a good safety record.]
[Special clothing is needed.]

high-speed running
practical and leisure use

good safety record
need for special clothing

1 Reduce these sentences about the product above to
short noun phrases.
a This electric coffee maker makes espresso.
electric _espresso _maker

b This model can make two cups.

¢ This model is-{jlly programmable.

d It has a handle which is heatproof.

e The deluxe model cleans itself.

2 Reduce these sentences about other products to short
noun phrases
a It has a guarantee for three years.

b This bulb lasts for ever and is ultra efficient.

¢ It has a battery which runs on water power.

d This memory stick has a capacity of 2GB.

e This kit will help you survive on any camping holiday.




The product for you Uﬂmﬁﬁg

Can-do checklist “

Tick what you can do. Can do Need more practice .

| can write a note-taking framework. "
| can take notes from a product presentation.

| can reduce complete sentences to noun phrases.

a7



= Imagine these emails had just arrived in your inbox.
Which would you open and which would you delete?

Which of these problems associated with sending and ese._ e i n S

receiving emails in the workplace do you think are the
most serious? Rank them in order of importance % |nbOX (11)
(1 = most serious, 6 = least serious). : Fre
- lecelvmg “Hale o1 J;‘mk emal!ls l:' B4 Easy cash Need cash now?
- The Apressure to reply to emaills as soon as you B3 john Dexter Hi, it John
receive them [_] - :
. - ; < Hot Date Love only a click away
— The quantity of emails received at work due to = i < = = :
being copied in on correspondence between other i Sl
people D X4 Finance Dept. Funding update
— The trend for emails to replace phone conversations >4 Charles P Salary query
and face.’to..face meetings D @ Digi World Confirmation of order PX97238
— Employees' use of their workplace computers to send 4 Sue Edwards Your travel tickets
and receive personal emails [_] X National Bank New account information
— Management by email, for example, employees FreeMoney There’s loads of it
being told by email that they have lost their job. [ ] < o) Be my friend

i
!
i
|
I
{
|
1

Work-related emails
Did you know ...?

Look at ez ples .
. _ Tt is estimated that over 40% of emails
1 One of the key features of emails in the workplace is sent are actually spam, and this
thz-ft they are usua.lly concise and to the point. Most percentage is increasing every year.
writers do not write more than they need to. Read Despite many warnings, more than
emails 1-4 on the opposite page and complete a and b. one in four people respond to spam
a Which email contains the least unnecessary information? ______ emails at least once.
b Underline the words, phrases or sentences that you think could _ The city of Boca Raton, in Florida,
have been omitted from the other emails. is kmown as the ‘spam capital of the

world’, since a very high proportion
of all spam emails come
from addresses there.

2 What do you notice about the style of emails 1-4? How
are they different from personal emails and from letters?
Think about the following:

beginnings and endings

— the structure of the email

sentence construction and length

|

the degree of formality
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Dave,

Thanks for looking at the figures - you're quite
right, those two small amounts were errors

- entirely my fault. From the end of this month
we are launching a large new e-commerce store
at the site that automates the calculation of sales
information and payments - so the manual aspect
will be entirely removed.

We've grown really quickly and the new store
software will take us to the next level - look out
for an announcement during this month.

Cheers,

Joe

Dear Conference Member,

Renate has asked me to email you to check that
you will not be attending the evening meal on
Thursday 17 May. This is because you have elected
to leave the conference before 8.00 pm on that day.

We apologize for the fact that the times of meals
may not have been made clear in our original
conference invitation.

Regards,

Melanie Dean

LI

Dave,

Your payment arrived in our account today. I'll have

picked up by DPD tomorrow morning. It

your order o
jves in

should reach you by Friday. Let me know if it arr
good order, please.

Regards,

James Roland
Printer

You are going to write two
work emails, one in response
to an email you have
received and one related to
a telephone conversation
with a colleague. Read this
email from a colleague. Make
notes in response to each
question Nick asks you.

==
Foiders C
£ Inbox (4}
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3 Sent
B Bulk (37) Empry)
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£ My Attachments

s New (g Reply (i Beplv sl (gforwerd X Delete glunk dm @ & Moww B
Joe,

Please send the electronic report again.
It's not opening on my computer for
some reason.

Thanks.
Chris

PS Have a good holiday if | don’t see
you before.

Hi,

Trying to arrange a meeting for latter half of next week. We'll need
at least 3 hours. What days and times are you free Wednesday to
Friday? Thursday morning’s no good for John.

Agenda will include the following:

1 personal use of Internet by employees — a complete ban?

2 possible future move of head office out of city centre — where?

3 introduction of flexitime working — Yes/No decision

Any immediate thoughts on any of these? Anything you want to add?

Will tidy up wording and send final agenda ASAP.
Regards,
Nick

49



Umit40 I email you

¥ 46) Listen to this phone conversation and
imagine you are the person who received the
call. Make any notes you will need in order to
write your second email. The first two notes
have been made for you.

deklileb el
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5 Write the two emails, using the notes you
made. Remember these features of effective
work-related emails:

— the importance of being concise

— sentences should be short and clear and need not
contain unnecessary information

— simple beginnings and endings — there is no need for
the level of politeness associated with traditional letters.

50 @ Work and Study

—
Focus on ..
short simple sentences

If you need to convey a simple message, it is often more
effective to write in short sentences, rather than long
sentences containing one or more subordinate clauses.
Compare these email extracts with their longer equivalents.

Please resend your electronic report. The
first one is not opening on my computer.

Please could you send me your electronic
report again, as the first one you sent is not
opening on my computer.

Your payment arrived in our account today. I'll
have your order picked up by DPD tomorrow
morning. It should reach you

by Friday.

Thanks for your payment which arrived in our
account today. If | can manage to have your
order picked up by DPD tomorrow morning, it
should reach you by Friday.

In your notebook, rewrite these long sentences as a series
of short simple sentences suitable for email, omitting any
unnecessary words or information.

a | apologize for the delay on this payment, but there
were a number of coding errors which made it
impossible for our system to process the invoice you
sent us.

b Following a useful conversation with a member of your
staff this moming, | am now writing to confirm that we
wish all our savings to be transferred from our Gold
Account to the new Direct Savings Account.

¢ We notice from our records that you have not yet
retuned the grant application form which was sent out
to you on 10 November. We would remind you that if
you wish your application to be considered for the next
academic year, your form will need to be returned to
us at the above address by the end of this week.




r'll email you [Jpfit40

Check

6 Read through your emails
carefully, checking these
points.

— Are your messages clear?
— Are your emails concise enough?
— Do they contain any unnecessary

information? conversation of this morning, we are

now writing to confirm that we wish
7 Write the final version of t0 go ahead with

your emails, making any _ photocopier for our office. Having
necessary corrections and discussed two possible models, we

improvements. can also confirm that we require model
0C850/C2 ~ that is the colour model.

Renate,

Sorry, working lunch planned for 21 Aug is now off. Possible new
dates: 27 Aug, 3 or 12 Sept - all at 9.30 a.m.

Let me know asap dates you could make and which is best for you.
Hope to confirm by weekend or Monday at the latest.

Sorry again,

Can-do checklist

Tick what you can do. ' Can do Need more practice

| can understand the main differences between traditional letters
and emails in work-related contexts.

I can write work-related emails using clear, simple language.

| can incorporate abbreviations and acronyms in emails
when appropriate.
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= When applying for a course of study
at a university or college, students
are expected to write a personal
statement in addition to completing
an application form. Have you ever
written a personal statement to
support an application? If so, what
was the most important information it
contained?

= Read through these tips advising
students how to write a good personal
statement. Fill the gaps a—p with the
missing verbs. The first letter of each
verb is given.

= Which do you think are the most
important tips? Is there anything you
would add?

A personal statement

Writing a personal statement —ten tips

General advice

1

2
3
4

a copy of the final version.

M sure that your statement is well-structured, grammatically

correct and that there are no spelling mistakes.

€S yourself. University admissions tutors are looking for

well-rounded individuals, people with a real interest and motivation.

Specific advice

6

e by saying why you have applied for this course.
ysayingwhyy PP

5o . that you have done some research into the course you are

applying for. "R to particular aspects that appeal to you.

s any academic qualifications or experience you have in

relation to the course.

W about your interests and hobbies in and out of school.

But domti______ everything you have ever done.

Don't just [ what you have done; e__________. what you have

Mooy from the experience.

Finally,®s______..___ what you hope to gain from®a________. ing this

university or college.

1 Read the personal statement on the opposite page, ignoring any

errors, and answer questions a—c.

a What does this applicant hope to do when she finishes her education?

b What level of education does she already have?

¢ What subject(s) does she think her studies to date will help her to teach?
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Carla Pacione
Personal Statement

1 Thave a variety of experience of working with young people in
both academic and non-academic situations. Throughout my
undergraduate course, I undertaken voluntary work at the local
infant school. I found this very enjoyable and rewarding, as I
often helped groups of less able children with specific tasks
and found it very satisfing to see them begin to make progress.

2 In addition to my academic study, I have a number of interests.
1 play tennis, and badmington to a reasonable club level and
have recently taken up rock climbing. I also love reading and
going to the theatre.

3 When I was working on a summer play scheme, I took
responsibility for a larger group of children aged 8 to 12 for
a whole day, thoroughly enjoying the experience. I also recently
acompanied a group of Year Six pupils from Milan on a week-long English-
language coarse in Scotland. Both these experiences influensed my decision
to specialize for Upper Primary teaching. I felt I could really stimulate and
communicate with this age group and found the feedback I recieved from the
children very rewarding. There is many other factors which could be useful in my
future career. I was captain of my school tennis team between the ages of 10 and
12; my mother and father are both teachers here in Italy, and I was always very
interested in watching any TV programmes about teaching and education.

4 In selecting the Postgraduate Certificate in Education at edinburgh, I am making
a concious choice of a course which will challenge and test me to the full. Your
course has a formidable reputation in the training of primary school teachers.

5 My first degree course, which was a BA in Philosophy, was largely text-based
and involved writing regular essays, thus utilizing my written language, research
and analytical skills. The emphasis on moral, social and political issues have
increased my awareness of a variety of contemporary debates, thereby equipping
me to tackle themes relavant to the classroom, such as social skills and equal
opportunities. The content of my course will assist me in contributing to a wide
range of school curriculum areas, in particular Citizenship, History and English,
all of which are backed up by my own school-level qualifications.

Did you know ._.?
This table shows the bercentages of

: _ young people enterin
higher education in the top ten countries. .

N ew Zealand 76% Norway 62%
Finland 72% Iceland 61%
Sweden 69% Hungary 56%
Poland 67% Netherlands 54%
Australia 65% Korea 49%

These figures are from an OECD report for the year 2001.
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2 Read the statement again and answer
questions a-e.
a How far does the writer of this statement follow the tips
in Get ready to write?

b Should the paragraphs be reordered? .
¢ s there any information that is unnecessary?

Underline it.
d Is there any information that could be added? _________

e Is the style sufficiently formal for a statement of this
kind?

3 Read the statement again carefully. Identify
and correct the errors. (There are nine spelling
errors and four errors of grammar.)

Focus on ...

writing complex sentences

One of the features of formal language is the

use of complex sentences, which have a main clause
and one or more dependent clauses. For example:

| found this very enjoyable and rewarding (main), as /
often helped groups of less able children with specific
tasks (dependent).

The clauses in complex sentences can be linked in
various ways:

— by conjunctions: as / if / when / because

— by relative pronouns: which / who / where / whose
— by using participle clauses: Arriving late, I ...

1 Find examples of the different kinds of dependent
clauses in complex sentences in Carla Pacione’s
statement on page 53.

2 Rewrite these groups of short sentences from student
statements as single complex sentences in your
notebook.

a | think | am well suited to a career in law. This is
partly because | enjoy studying social issues in
today's society. | also believe | have the skill to use
factual evidence to present a persuasive argument.

b | think my contributions to class discussions have
improved. This is probably due to the fact that |
have developed my knowledge of the subject.
This has in turn made me more confident about
speaking in front of the whole class.

¢ My personal experience of journalism started when
I was very young. My father wrote for a magazine.
He often took me with him when he went to
interview people for his articles.

54 @9 Work and Study

|

4 €47 You are going to write your own personal
statement to support an application for a
higher education course. Listen to two extracts
from a radio programme describing university
degree courses. Decide which course you
would like to apply for.
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5 & 47) Listen again and make notes in response
to these questions about the course you have
chosen.

What appeals to me about this
course?

What qualifications or
experience do | have that make
me a suitable applicant for this
course?

What interests or hobbies do

| have that are relevant to this
course?

What would | hope to gain
from the course?




6 Now plan your personal statement, paragraph
by paragraph, following the advice given in
the tips in Get ready to write, and referring to
the notes you have just written.

[ first became interested for composition during
my 16+ school exams. Composition is now my
musicle passion. This passion is reflected in my
ambitions. These include composing for films,
television and radio. In addition to my studies, I
spending a considarable amount of my free time
compose.

7 Write your own first draft personal statement,
following your plan and using complex
sentences where appropriate. Use the improved
and corrected version of Carla Pacione’s
statement as a model. Write 200-225 words.

[ am also study English and Music Technology

at school. These subjects, along with music,
helps another of my ambitions. This is to right a
musical.

8 Read your draft statement carefully, checking
these points.

— Content
Have you followed the advice given in the tips in Get
ready to write?
Have you shown interest and enthusiasm for the course
you have chosen?
— Structure
Have you started by saying why you are interested in
following this course?
Have you started a new paragraph for each new topic?
— Style
Is your style sufficiently formal? Have you used complex
sentences?
Have you checked your spelling and grammatical
accuracy?

9 Write the final version of your personal
statement, making any necessary corrections
and improvements.

Tick what you can do.

| can write a personal statement in formal, accurate
language.

| can express interest and enthusiasm without sounding | |
over-confident. ‘ ‘

| can edit and correct inappropriate or incorrect language.

i
|
|
| can write complex sentences incoporating a number of clauses. |
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In which of these situations have you made or would you
make written notes?

while watching a TV programme or listening to a radio
programme

while listening to a university lecture or acadernic talk [_]
at a commercial presentation of a new product L]
while listening to a political speech [_]

before going shopping [

while playing a phone message left by someone [_]
while interviewing someone

Making notes

1 €48 You are going to listen to a talk about
happiness. Listen to Part 1. What do you find
out about the rest of the talk?

Read these notes someone made on the first

part of the talk, then answer questions a—c.

a What devices has the note-writer used — for example,
symbols, abbreviations, capital letters, etc.?

b How easy are the notes to follow and understand?

c €48 s there anything you would add to the notes?
Listen again and check.
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1 2 DESIRE + l"?ﬁ; e

Think about these questions.
a What special difficulties are associated with
making notes while someone is speaking?

b If you had the opportunity, would you make
an audio or video recording of a lecture or
presentation to listen to later? Why / Why not?

¢ Why might it be easier to make written notes
from a recording than while someone is
speaking?
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3 Do you have any special techniques for writing 6 €49 Listen to Part 2 and make notes, using

notes? If you had written notes on this part of
the talk, how would they be different?

Here are some of the skills associated with
making effective written notes from a talk,
speech or presentation. Rank them in order
of difficulty, with 1 being the most difficult.

— Selecting the most important points to note. [_]

— Being able to condense or rephrase what the speaker is
saying. [_]

— Writing quickly — using abbreviations and other
symbols.

— Organizing your notes clearly using headings,
underlining, highlighting, etc. []

— Revising your notes soon after you have written them to
correct, expand or clarify what you have written. [_]

Before you listen to Part 2 of the talk about
happiness, write any numbers, letters or
headings you think will help you structure your
notes. (Remember the lecturer has already said
that he will be considering ‘eight factors’; in
the first part he has dealt with the first two of
these, and in the third part he will deal with
factors 6-8.)
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some of the devices mentioned in Exercise 2a,
in the framework you made in Exercise 5.

7 Read your notes carefully, checking these

points.

— (Can you understand your notes?

— Which note-taking devices did you use?

— Check your notes against the Audioscript (see page 94)

8 Rewrite your notes, making any necessary

corrections and improvements.

Did you know ...?

‘Speedwriting’ is a system for writing quickly

that was developed in the 19205 at the University

of Chicago. Unlike shorthand, which is based on
symbols and marks, Speedwriting uses the normal
letters of the alphabet, but shorteng words by leaving
Qut silent letters and short vowels. The following line
1s written in speedwriting: .flo lin s wrtn n spedwri\
Because it uses only half the letters, Speedwriting is_
over twice as fast as longhand. Although it is not ag
fast as shorthand, regular users can write

at an average speed of about 100 words
a minute.
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9 €#19 One way to make effective notes is to prepare a plan before you listen.
One example of a good plan is to divide your paper into the sections below:

‘Key points’ column Only write here after you have made main notes. Use

(%3]

b g S oy

{1

very brief reminders.

‘Main notes” area Make full, meaningful notes in this part of the page.

‘Summary’ area Summarize each page of your notes here.

Look at how the notes from Part 1 of the talk have been written in this format below.
Then listen to Part 3 of the talk and complete the Key points and Main notes for factors 6-8.

KEY FOINTS
& Factors

/. MONEY —
/(?)

MAIN NOTES
Happiness — resul? of scr.

/1 Money + hap

Bur — N.B.
than friends.

DESIRE + hap.

2. DESIRE — X LESS hzp.

e LIMIT Aesive

& Mon. can make you hdp. —

b Comp. wealth v. imp.

Peop. who Aesive much more 7hdnr 7rasy

resedron

rnzve —

SUMMARY
InAaividuzl happiness Aepenids on 2 variely of iiermidl driz exierni/
factors.
-
Focus on ...

selecting and noting key words, and paraphrasing

Other approaches to note-writing are to include only

key words and to paraphrase.

Example:

Elderly peeple-are-or-averagefustas happy as the young,
ane-acttally rate themselves more satisfied with their lives
overall

Notes:
Elderly happy as young
[Old no more unhappy than young.]
Rate themselves more satisfied with lives
[Judge themselves more content with lives.]

1 Cross out any words you could omit from this
extract from the =l
In a study of 2.72

74, researches
gender, perso
how you feel as
men and womes
emotions as t

=r. For instance, both
srience more positive

2 Make notes using only the imporiant words from this
extract.

3 Paraphrase your notes where possible.
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e

NOTES

 SUMMARY

Can-do checklist

. : 1 .
Tick what you can do. Can do Need more practice

| can listen to a talk or lecture and select key points of information.

| can write notes quickly and economically, omitting words,
using symbols, abbreviations and other visual devices.

| can organize notes clearly using numbers, letters and bullets. =

| can select key points from written notes.




Preparing a presentation

|

1 An effective presentation involves
speaking naturally, not reading a
script word for word. However, one
way of preparing a presentation is
to write notes to remind you what to
say at each stage of your talk.

60

Match these words with their meanings 1-3 below:

a
b

C

i o

Read the notes on the opposite
page. They have been written on five
separate prompt cards: one for each
section of a presentation you are
going to listen to. Put the cards into
what you think is a logical sequence
by numbering them 1-5.

handout []
presentation [_]
seminar [_]

(noun) a document given to students or reporters
which contains information about a particular subject
(noun) an occasion when a teacher or expert

and a group of people meet to study and discuss
something

(noun) a talk given to a group of people giving
information about a new product or idea, or piece

of work

i SEE o

@’ Work and Study

Have you ever gven o lisiened o a presentation during
a sermmnar I @n educsiional or 2 work situation? If so,

answer these quesions.

a Who gave the presesizmon?

b What wes the subyecs?

c How long did it =

d Was the pressistion accompanied by visuals and/or

a handout?

What were The best and worst aspects of the

If you were 2sk=d 10 gve 2 15-minute presentation
tomormrow on anwihing you wanted, what subject would
you choose?




seminar ([t 13

Card _____ < ) ; i T T} ; V . A
. ADVERTISERS’ MOTIVATION in showing this 2 .22 Listen to the presentation and
f check the sequence you predicted

image of men in Exercise 1.

e not to amuse!
e to appeal to women by making them strong

3 The cards have been designed

e strategy successful at first but now negative to make it easier for the speaker
effect : to give the presentation. Look
e women do not want to look cruel j carefully at the cards and answer

questions a—d.
a Which words are written in capital letters?

= Why?
Card ____.
CONCLUSIONS > THANKS > QUESTIONS?
e advertisers! flatter women BUT don’t insult
?nen b Which words are highlighted? Why?
. ® new car commercial: save man and car!
¢ How are bullet points used?
5 N d What kinds of words are used and not
Eaed —_— used on the cards (nouns, verbs, etc.)?
ard .
INTRODUCTION TO SUBJECT
e men and women in TV commercials —
changing image
e Advertisers’ reason for this image
4 Design a card to help you give the
first part of a presentation on one
Card S of these subjects:
_____ PUBLIC REACTIONS TO COMMERCIALS — Why | like/dislike TV commercials
; , . — My favourite TV commercial or TV
® Men’s complaints up x 10 — commercials sl
offensive nat funny 7p 48~
- ® Survey 1000 adults - results:
5 women - intelligent / caring but sometimes
| aggressive / cruel
" men - weak / lazy / incompetent
Card

TWO EXAMPLES

e man + girlfriend back to untidy flat — phones
cleaners not police

e man about to fall on to car — woman saves
car not man
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5 Look at this handout which the speaker has
prepared to accompany the presentation
in Exercise 2. What are the similarities and
differences between the handout and the
speaker’'s prompt cards?

Men in television commercials
- a changing image

1 How has men’s image changed?

1.1 Men now portrayed in negative light in TV
commercials, in contrast to women.
1.2 Two examples
+ Young man takes new girlfriend back to
very untidy flat. To save face, man pretends
flat has been burgled. Instead of phoning
police, he phones flat-cleaning service.
Man falls out of window and hangs on by
fingertips, over street above parked car.
Woman sees, says “Hang on!” BUT, instead
of helping man, she drives car away to
prevent damage.

2 Public reactions to these images

2.1 Increase (x10) in complaints about
commercials from men.
2.2 New stereotypes offensive, not funny.
2.3 Results of survey of 1000 adults
- men portrayed as weak, lazy and
incompetent
women seen as intelligent and caring, but
very assertive, aggressive or even cruel.

3 Motivation of advertisers

3.1 To flatter women by making them stronger
than men.

3.2 Initially this strategy successful, but now has
negative impact, because women do not want
to appear aggressive or cruel.

4 Conclusions

4.1 Advice to advertisers: flatter women but
don’t insult men.

4.2 Remake car advert — save the car and
the man.
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Focus on ...

omitting unnecessary words

When writing notes, prompt cards or handouts,

it is common to leave es, determiners, possessive
adjectives and other words that do not directly affect the

meaning. This saves space and focuses attention on key
words and ideas.
Underline any unnecsssary words in this short extract.

A television commercial, often called an advert in
the UK, is a form of advertising in which goods,
services, organizations, and ideas are promoted via
the medium of television. Most commercials are
produced by an advertising agency, and airtime is
purchased from a TV channel or network.

6 You are going to plan a presentation and write

an accompanying handout. Choose one of
these titles as the subject of your presentation:
— A current sodal irend in my country

— The education sy of my country

— Competition be supermarkets in my country

— How other natienalities see my country and its people

NeS

7 Write notes in preparation for producing a set

of prompt cards which you could refer to if you
gave the presentation on your chosen subject.
Start with an introduction to the subject and
end with a brief conclusion.




ar Unic13

13 Write the final version of your handout, making
any necessary corrections and improvements.

8 Write a set of prompt cards for your
presentation.

Refer to the notes you made in Exercise 7.

— Use the sample cards as models.

Use capital letters, bullets and highlighting.

Keep the language on the cards concise and to the point.

9 Write a handout to accompany your SRR - e ———

presentation. Perhaps the most significant change in the way
young people communicate with each other in
recent years has been the increasing use of text
messaging. Whereas in the past, the most popular
form of communication was the telephone — first
the conventional landline, and then the mobile
phone - today it is not uncommon for children and
teenagers to send or receive 100 or more text
messages every day.

10 Read your prompt cards carefully, checking -
these points. Wot r u doin 2nite?
= gr(]):?s each card follow on logically from the previous Fancy piza @ mine?

— Would your cards enable you to give an effective :

presentation?

11 Write the final version of your prompt
cards, making any necessary corrections and
improvements.

12 Read carefully through your handout checking
your these points.

— lIs it clear and concise?
— Does it contain enough information to remind people
of the main points of your presentation?

Tick what you can do.

| can write prompt cards to refer to during a presentation.

| can write a handout to accompany a presentation.

| can use various devices to highlight key features of a
presentation.
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. Re-order these words and phrases to make the
definition of the word summary.
but not / of something spoken / a short account /
the details / the important points / which gives / or written

© Which of the following could be described as types of
summary?
— news headlines — in newspapers or on the radio or TV
— the blurb on the back cover of a paperback novel
— ashort story in a magazine
— a newspaper account of a scientific report
— an essay done by a school or university student

Summarizing an article

at arn oawarrrl
el il CacZilgs]

1 Read the article on the opposite page from
the magazine Scientific American. Which of
the following would make the best title for the
article?

1

Archaeologists discover disease in ancient DNA

e

Mummies’ DNA reveals origins of ancient disease

Leishmaniasis originates in North Africa

2 Reread the article. Highlight the key facts,
then put brackets round unnecessary details.
The first paragraph is done for you as an
example.
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Think back to the last time you read or wrote a
summary:
a What kind of summary was it?

b Why did you read or write the summary?

— an entry in a diary

— extracts from a long political speech

— notes a student made while listening to a lecture
— a chapter in a school textbook

— a radio report of a sporting event

Did you know ...?

The substance we now call DNA was first identified
in 1869 by the Swiss biologist Johan Friedrich
Miescher. Miescher described it as a weak acidic
substance in white blood cells.

In 1928, a British doctor called Franklin Griffith
discovered that genetic information can be
transferred from dead bacteria cells to live ones,
proving that genetic material (DNA) can survive
death.

In 1953, two biologists, the American James
Watson and the Englishman Francis Crick,
discovered the structure of DNA.




[Centuries of silence cannot keep ancient mummies from
sharing their secrets with scientists. From archaeologists
determining cultural practices to chemists studying
embalming, mummies have revealed libraries of
information. ] Now such mummies are also yielding evidence
about the diseases of the past by giving up the facts
encoded in their preserved DNA, and new research may have
established the ancient origin of a modern disease.

Leishmaniasis — a disease caused by microscopic parasites,
like malaria, and transmitted by sand flies — results in
painful skin sores and, in its most vicious form, causes at
least 500,000 deaths worldwide every year. Today it affects
communities in many parts of the world. The lethal form

— visceral leishmaniasis, also known as black fever —is

particularly prevalent in North Africa.

» Unit14

Albert Zink of Ludwig-Maximilians University in Munich

and his colleagues tested the DNA of bone samples

from 91 ancient Egyptian mummies and 70 from Nubia
—modern Sudan — to determine if they had suffered from
leishmaniasis. In 9 of the 70 Nubian mummies, taken

from graves stretching as far back as AD 550, DNA of the
parasite was discovered, proving the disease was endemic
at least that far back. It is highly probable that it has even
more ancient origins: four of the Egyptian mummies carried
the parasite’s DNA, each dating from the Middle Kingdom
period of 2050 to 1650 BC, when trade ties with Nubia were
strongest. Egyptian mummies from prior and later periods
showed no sign of the disease.

In addition to highlighting the old cultural ties between
Egypt and Nubia, it also adds further weight to the theory
that visceral leishmaniasis first developed in Nubia. And
the technique has been applied to other diseases, such as
tuberculosis and malaria, to trace their development. ‘We
can contribute to a better understanding of the evolution
of infectious diseases and, thereby, to a more efficient
treatment and control of those diseases, Zink says. The
infections and viruses that proved a curse to ancient
mummies may yet provide a cure for ancient scourges that
still plague humanity.

Read this summary, which is a third of the length of the original article.

Complete a and b.
a Does it include all the key facts that you highlighted?

b Does it leave out all the unnecessary detail that you put in brackets?

Researchers have discovered information about past diseases by analysing
DNA from ancient mummies. Today leishmaniasis, which causes 500,000
deaths annually, is found in many parts of the world. The deadly type, visceral

leishmaniasis, is found mainly in North Africa.

The researchers tested DNA of bone from Egyptian and Nubian mummies. They found
leishmaniasis DNA in nine Nubian mummies from 550 AD, and in four Egyptian
mummies from 2050 BC, when Egypt had strong trade links with Nubia.

Egyptian mummies from before and after these dates showed no signs of visceral
leishmaniasis. Researchers concluded that the disease developed in Nubia.

This research should help us to understand the development of other diseases, and

how to control and treat them. [ 116 words]
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4 In addition to leaving out unnecessary details,
the summary also paraphrases some of the
language in the original article. How have the
following examples of original language been
paraphrased in the summary?

a evidence about the 1
diseases of the past

b 500,000 deaths | 2
worldwide every year

¢ The lethal form ... 3
is particularly prevalent
in North Africa

d trade ties with Nubia 4
were strongest

5 You are going to write your own summary of a

scientific article. Read this article, highlighting
the key facts and putting brackets round
unnecessary detail.

LE
Focus on ...
this, that, they, them and it

Words like this, that, it and pronouns (they, them)

can be used to refer back, to avoid repetition and to
make sure your summary reads fluently and is not just a
sequence of disconnected sentences.

1 What do the words and phrases in italics in these
extracts from the summary in Exercise 3 refer to?
a They found...
b ... before and after these dates
c This research should ...
d ... to control and treat them. .

2 Look at these pairs of sentences. In each pair, the
second sentence is disconnected from the first. Change
the second sentence so that it follows more fluently.

a Malaria is an infectious disease, common in tropical
and subtropical parts of the world. Malaria is spread
by female mosquitoes.

b Malaria infects between 300 and 500 million people
every year and causes up to 3 million deaths. Most
deaths which are caused by malaria occur among
young children.

¢ Experts claim malaria is a huge public health
problem. Experts say malaria is a cause of poverty.

Jurassic 'beaver’ is largest early mammal yet

A new fossil from China proves that the mammals
that lived during the Jurassic era were more diverse
than previously thought. The 164-million-year-old
creature, known as Castorocauda lutrasimilis had a
tail like a beaver, the paddling limbs of an otter, seal-
like teeth and probably webbed feet. And although
most Jurassic mammals discovered thus far were tiny,
shrew-like animals, C. lutrasimilis would have weighed
approximately a pound. Roughly the size of a small,
female platypus, it is the largest mammal from this time
period on record.
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Chinese archaeologists led by Qiang Ji of Nanjing
University found the well-preserved fossil, including
impressions of soft tissue and fur, in Inner Mongolia.
Other fossils had hinted that mammals might not just
have been small terrestrial creatures until the demise of
the dinosaurs 65 million years ago, but the beaver-tailed
animal definitively pushes back the date of mammalian
adaptation to an aquatic lifestyle by at least 100 million
years. ‘Based on its relatively large size, swimming body
structure, and anterior molars specialized for fish feeding,
Castorocauda was a semiaquatic carnivore, similar to
the modern river otter,’ the team writes in the paper
announcing the find in today’s issue of Science.

The discovery also highlights how little is known about
early mammals. Most are represented by teeth and jaws
alone. ‘We stand at the threshold of a dramatic change
in the picture of mammalian evolutionary history,’
argues mammalogist Thomas Martin of the Senckenberg
Institute in Frankfurt, Germany in an accompanying
commentary. ‘The potential of fossil-rich deposits in
Liaoning Province in China or in Inner Mongolia is only
just beginning to be exploited.’



6 Write the key facts you have highlighted in
your own words, paraphrasing the original
language where appropriate.

7 Write a first draft of your summary in 90-100
words, using the paraphrased key facts you
selected from the original. Use pronouns and
other reference words and phrases to ensure
that your summary reads smoothly.

8 Read your summary carefully, checking these
points.

— Does your summary include all the key facts you
highlighted?

— Have you used your own words as far as possible by
paraphrasing?

— Have you combined information from the article in
different ways?

— Have you used reference words and phrases to ensure
that the summary hangs together?

9 Write the final version of your summary, making
any necessary corrections and improvements.

Tick what you can do. ‘ Can do

|
\
| can distinguish between key information and unnecessary ;
detail in written texts. | i

| can write a summary in my own words by paraphrasing original _
text language. ‘ | | :

| can use pronouns and other reference words and phrases to 1 [ | 1
ensure that a summary coheres. 1 : ‘
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Answer these questions.

a When and why do people write essays?

b What was the last essay you wrote? Who read it?

c If your last essay received a mark, what were the
reasons for the mark you were given?

d What do you find most difficult about writing
essays, in your language and in English?

© Which of these are features of a discursive essay?
a sequence of events [

arguments for and against an idea L |

facts and figures [|

the writer's opinion

Read these two discursive
essay questions A and B. If
you had the choice, which of
the two would you answer?

Read the first paragraph of
the essay on the opposite
page quickly. Which of the
two questions — A or B

- does it answer?

Imagine you have been asked to write an essay. Put these

eig

ht writing stages into the best order.

Find information on the subject, for example from a
library or the Intemet [

Write a paragraph-by-paragraph plan for your essay. []
Check your language, spelling, punctuation and style,
then comect if necessary. =

Work out what the essay guestion means and think
about your own views on the question. L]

Write your final essay. [ ]

Organize relevant information and your ideas on the
subject. [ ]

Write a first draft. [_]

Check exacily what you have to do and how much to
write.

The environment is increasingly under threat from human activity. Some
people believe that it is the responsibility of governments to .sglve this
problem. Others think the primary responsibility lies with individual
citizens. What is your opinion?

The competing demands of work and family life are directly responsible

Jor increasing levels of stress in the modern world. To what extent do

Read the rest of the essay
and write a sentence
summarizing the writer’s
point of view.
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you agree or disagree with this statement?

Did you know ...?

Worldwide, work-related stress costs business billions of dollars
annually. Employment experts have estimated that 60%-90% of medical
problems are associated with stress, and that as much as 45% of a
company's profits can be spent on health benefits. 46% of workers
reported that their jobs were ‘very stressful’.

It has been estimated that unmanaged stress increases the risk
of cancer and heart disease more than either smoking or
high-fat foods.
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4 Read the essay again and do these

IStudies and personal observations show that stress is increasing exercises.

in today’s world. It is a commonly held view that this is due to
the competing demands made on people by their jobs, family
commitments, financial worries and other pressures.

°T will start by examining some of the present-day pressures
on people. Money is undoubtedly a major concern for many

a Write the correct paragraph number next to
each heading.

Overwork can lead to relationships
being neglected [_]

People agree that stress is on the
increase and understand the

reasons [_|
people. Everyone needs enough money to feed, clothe and — The importance of a balanced
provide accommodation for themselves and their family. It is lifestyle []

human nature for people to want to do the best they can for
themselves and their families. This sometimes makes people
choose a particular occupation, accept anti-social working
conditions, which may include night working, or take on
uncomfortably high levels of responsibility. These factors will
lead to stress in some people.

3Families, however, need more than financial security.
Husbands and wives, parents and children need to develop
their relationships by spending time together. Shortage of
time frequently causes stress. In my country, for instance,
many people live in overcrowded cities and spend almost all
their time working. If they have no time to relax with their
children, tensions may arise between family members and this
can cause stress.

“Despite these facts about the modern world, there are people
who succeed in achieving a proper balance between work and
family life. In my opinion, they do this by managing their time
efficiently and by limiting how far they allow their jobs to
interfere with their home life.

5In conclusion, I would say that people become stressed
because they are unable to achieve an appropriate balance
between the demands of work and their family commitments.

People need to be financially secure [_]
Time management is the key [ ]

b Which expressions from the box below
does the writer use ...

1

& 1H

to say how they are going to begin their
discussion of the subject?

to give opinions — their own or those of
other people?

to talk about possibilities?

to show that the essay is coming to an
end?

to introduce an example to back up an
argument?

for instance

| will start by examining

| would say that

In conclusion

In my opinion

It is a commonly held view that
(tensions) may arise

this can cause (stress)

ow would you describe the style of the

writing: formal or informal?
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Plan

5 €#13 You are going to write your own
discursive essay, expressing your views on a
different issue. First listen to a radio news item
highlighting the issue. What is the topic under
discussion? What different views do people
have about this subject? What is your personal
view? Make notes.

6 You are going to answer question A from
Exercise 1. Read the question again and then

complete a and b below. Class bonus

a Work through the first two writing stages suggested in 1 Wiite three sentences which contair
Get ready to write. — alst :

b Plan your answer paragraph by paragraph, using your — a subordinate dause at the begi
own ideas and any other relevant ideas you have heard sentence :
or read. ~ — an adverb phrase at the beginning

— anon-defining relative dause.

2 Leave out all the commas, but include o
punctuation. sentences with

- the commas o your pariner’s sentenc
e )
Focus on ...
punctuation ~ the use of commas
Commas are often used in the following places. 1 Find examples of these uses of commas in
— between items on a list: the sample essay.
| have three sisters, two brothers, four cousins and a

2 Add commas where necessary to the following
sentences.

a All along the route we could see beautiful
wooded gorges shimmering lakes silvery rivers
and majestic waterfalls.

The Windy Islands which are north of Sicily are
fantastic. If you are near enough stop there for a
while.

¢ Suddenly out of the blue one of three boys
walking towards me rushed up to me shouted
something | couldn’t hear and grabbed my bag in
which | had all my valuables: my wallet my mobile
phone my camera and my return train ticket.
From what | have seen of the documentaries
some of the most beautiful shapes and colours
of the world are found in plants fish and other
organisms that live on the seabed.

nephew*

— after a subordinate clause at the beginning of a sentence:

If people take on too much work, they can become stressed.

— before and after words or phrases which interrupt the flow of
a sentence: b
Children, on the other hand, need quality time with their
parents.

— After adverb phrases at the beginning of a sentence:

In my view, people spend too much time at work these
days.

— Before (or before and after) a non-defining relative clause:
I find my job, which involves travelling long distances, very
tiring. d

* A comma is sometimes added before ‘and’ in a list. This

is particularly common in American English: We travelled to

France, Italy, Spain, and Germany.
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7 Write the first draft of your essay.

: — Follow your paragraph plan.
| — Include some of the expressions from the box on
page 69.

8 Read your essay carefully, checking these
points.

— Have you answered the question fully, putting both
sides of the argument and expressing your own views

clearly?
— Have you followed your paragraph plan, starting with an

introduction and ending with a conclusion? ry serious issue, especually as we have found breedlng
— Have you used sufficiently formal language? ~ pairsa d clutches of eggs That means they ve adapted

— Your grammar, spelling and punctuation (especially
commas) correct?
Have you written too many or too few words?

|

9 Write the final version of your essay, making
any necessary corrections and improvements.

E bra pracbxce i

€a summary of your essay in 100-1 10 words

back to Unit 14 for help with writing summanes

te an essay in answer to this question - -
ability to speak more than one language B

sential in the modern world. How far do you agreeﬁ, -

',lth this statement7 - e .

HHHHHHHH

Tick what you can do.

HHHHHHH

| can plan, structure and write a discursive essay.
| can express my ideas and opinions formally in writing.

| can use commas appropriately in formal English.
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© Look at the three graphic illustrations. Match each © Which form of information do you find easiest to

illustration with its correct name: understand — a set of statistics, a graph, or a text? Why?

a bar chart / a pie chart / a line graph

If you had to present information in a written form about
the population figures for your town over the last ten
years, which form would you choose? Why?

1 Look at the bar chart below, which shows the unemployment
rates in four European countries by country and by year.

a What do the two colours represent?
b What general trend does the chart show?
¢ What significant exception to the general trend is there?

Unemployment rate by country and year

6] B 2000 [ 2005

Percentage

Romania Bulgaria Germany France

2 Look at the table of figures for employment rates in
Europe in 2005 opposite.

a Which countries had the highest and the lowest employment rates?
b Write sentences comparing Malta with Luxembourg and comparing
Belgium with the Netherlands.
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Country

Belgium (BE)
Czech Republic (CZ)
Denmark (DK)
Germany (DE)
Estonia (EE)
Greece (EL)
Spain (ES)
France (FR)
Ireland (IE)

Iealy (IT)

Cyprus [CY)
Latvia (LV)
Lithuania (LT)
Luxembourg (LU)
Hungary (HU)
Malta (MT)]
Netherlands (NL]
Austria (AT)
Poland (PL)
Portugal (PT)
Slovenia (SI)
Slovakia (SK])
Finland (FI)
Sweden (SE)
United Kingdom (UK]

Employment rates in Europe 2005

%

61.1
64.8
79 9
65.4
64.4
60.1
63.3
63.1
67.6
57.6
68.9
63.3
62.6
63.6
86.9
58.9
732
68.6
52.8
67.5
66.0
57
68.4
72:3
T



3 Read this extract from a report on

unemployment.

a How does information presented in this report compare
with the bar chart and the table of statistics on page
727 What can a report do that the other forms of
presentation cannot?

b Make a note of the ways in which the report writer
refers to the following:

1 Upward or downward movements

2 Exact or approximate numbers

¢ Which adverbs does the writer use to qualify the
upward or downward movements?

4 You are going to write a report based on

another bar chart. Look at the chart below
and answer these questions.

a Which item has seen a slight fall in its occurence in
homes between 1998—99 and 2004-057

b Which item has seen the highest rate of growth in its
occurence between 2004-05 and 1998-997

¢ What general trend does the chart show?

5. Uni16

The trend in the employment rate is broadly flat. The
trend in the unemployment rate continues to increase
and the number of people claiming benefits has risen
slightly. The trend in the inactivity rate continues to
fall. The number of job vacancies has fallen slightly.
Growth in average earnings, both excluding and
including bonuses, has fallen.

The employment rate for people of working age was
74.5% for the 3 months ending in September 2006,
down 0.1 over the quarter and down 0.3 over the
year.

The number of people in employment for the 3
months ending in September 2006 was 28.99
million, up 56,000 over the quarter and up 192,000
over the year. Total hours worked per week were
925.4 million, down 0.9 million over the quarter but
up 1.3 million over the year.

Consumer durables in Uk homes 1998-2005

B 1998-99 B 2004-05

100

o)
=

Percentages

Mobile
phone

) Telephone Microwave CcD
player

Home
computer

Internet Dishwasher
connection

Tumble
dryer

73



Unit16 -

\

Focus on ...
ways of referring to statistical trends
and movements

Match these phrases with the figures they refer to.

1 slight increase a 10:30

2 a massive fall b 27%

3 arise of fifty percent c 30%

4 approximately a third d from 150 to 137
5 just over a quarter e from2.7t02.8
6 down by nearly ten percent f from 200 to 300
7 aratio of three to one g

from 435 to 109 J

5

74

Plan the report you are going to write, based
on the chart on page 73. Make brief notes in
your notebook under these headings.

— Introduction: Point out the main trend(s).

— Three short paragraphs: Focus on three items that you
consider significant or particularly interesting.

— Final paragraph: Make a comparison.

@ Work and Study

il s

write

6 Write your report. referring to your planning
notes, and including some of the language
used to refer to increases and comparisons

from Exerase 3 and from the Focus on section.

Write 200-250 words.

Chocls

L

7 Read through your report carefully, checking
these points.
— Have you anily imdiuced information from the chart and
not added amy igess or imerpretations of your own?
th = of your language appropriately formal?

|
n
(h

<y

oy

8 Write the finzal wversion of your report, making
any necessary corrections or improvements.

D1d you know

ople use braille to read

Siils graphic images to obtain

get from looking at

» blind geography

a tactile map to leamn

e graphics can

a kind of plastic) or

< and white images
ges by means of
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Female 2000 4,051,000

2004 3,498,000
Male 2000 4,317,000
2004 3,616,000
Total 2000 8,368,000
2004 7,114,000
Female 2000 6,788,000
2004 7,097,000
Male 2000 7,558,000
2004 8,057,000
Total 2000 14,346,000

15,154,000

|

Tick what you can do. ; ic \lee

| can write a structured report based on information presented
in tables and graphic form.

| can use a range of expressions to refer to statistical trends and
movements.
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1 What abbreviations are commonly used for the

following?

a International English Language Testing System

Bachelor of Arts
Date of birth
Honours (degree)
Doctor
Economics

=h @ AL @, &

3 Read this advert for a job in your city. Write the

covering letter to accompany an application form
related to the job.

Trainee Education Officer

The city museum service has a vacancy for a Trainee
Education Officer.

The majority of your time will be spent providing overseas
visitors with access to information about the city and

our region. You will work in the museum and at sites of
historical interest in the area.

Required Skills:

e You must have a proven interest in and a wide
knowledge of our city and the surrounding area.

« You must be able to speak English and to understand
normal spoken English.

« You should have a higher qualification in history, or a
related subject.

Please complete the attached application form and send
it with a covering letter to the address below.
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Reduce these full sentences to notes.

o

Qe

M

=s=csne =upenence of business management

| Nave &
ICES

My longf=sm am & 0 st up my own company.

gained 2 frstdiass honours degree in biology.

My recent work hes induded the development of new

compuiey software.

LU TIDAET

= manager of a major company

s=s in Business Management on a

iz= holidays and other activities
needs.
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4 Match these character adjectives with their 7 Rewrite these formal sentences in less formal
meanings. language.
a dependable 1 able to change or be changed easily a The computer on which | am working is absolutely state
b enthusiastic 2 never lying or cheating of the art.
c flexible 3 showing good manners to other people
d good-natured 4 can be trusted or relied upon b Brad Ellis is the manager to whom we are responsible.
e honest 5 pleasant, kind or cheerful
f polite 6 showing keenness or great interest ¢ Gerry is someone for whom | have the greatest respect.
5 Write a short reference for a friend or d The meeting to which you are referring took place on
colleague. Make sure that you answer these 17 June.
questions.

— How long have you known this person?

— How do you know him/her?

— What is this person'’s current job or situation?

— How would you describe this person’s good points?

8 The company which runs the bus services
in your town has commissioned a customer
survey. Write a short report based on these

— What are his/her achievements, qualifications and skills? results.

— How well does this person get on with other people?
Comfort on %1 <5 o
bus
Punctuality 6 64 50
of buses
Pohtgness 65 20 %
of driver

______ Cleanlllness 5 A %5
of vehicle
Gt 70 20 10
driving

6 Rewrite these informal sentences in more
formal language.

a The people I'm writing to are all ex-colleagues.

b The employee I'm writing this reference for has worked
for the company for over ten years.

¢ The projects he's been involved in have all been
successful.

d The colleagues he's worked with here all speak very
highly of him.
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9 €413 Listen to a product
presentation and complete :
these notes. | Models .

Suitable for -

Plus points

Price -

10 Rewrite these sentences using reduced relative clauses where
possible.

a Members of the public who were invited to take part in the survey wers 2

sent a personal letter of thanks which was written by the Head of x:-:\==':‘“

b The survey forms, which were completed online, were analyzed by 2 goue
of sociologists who were specially trained for the purpose.

¢ The results which were published in the newspapers represent just 2 smal
proportion of the data which was collected in the survey.

11 Rewrite each of these sentences from a 12 Rewrite these sentences from the first draft of
letter as two short sentences suitable for a personal statement replacing the underlined
an email. Use direct language and omit words and phrases with more formal language.
any unnecessary information. (You may also need to change the word order.)
a |am organizing a party at the Octane Club for my a I'm really his course because I've

best friend whose 18th birthday is on 30 April always loved fea
next year, and am looking for a suitable band for
the evening.

sman and French and a ‘C’ for
' three countries for holidays,
peaking.

b | am writing to ask whether your band would be
available to play at this event and, if so, please
could you let me know how much you would

charge for playing from 8 o'clock until midnight. c We ve also got saieliite TV at home, which can pick up
so | &y to waich French, German and
Russmn programmes @s often as possible.

three countries too and do my
but their English is really good,
sh most of the time.

d I've got penfniends n

81}
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13 Imagine you are a student applying for the scholarship below.
Write the covering letter mentioned in the scholarship advert
under the heading 'Applying’.

English Language Scholarships

We have recently introduced English Language Scholarships
for international students who are applying to study for a
Research Degree at our university.

Are you eligible?

To be considered for a scholarship, you must meet the

following requirements:

¢ You must have studied English Language for 5 years or
more and have passed recognized examinations in the
subject.

e You must have been accepted on to a course of higher study
at the university.

Applying

To apply for a scholarship, complete our application form
and send with a covering letter, explaining why gaining a
scholarship is of particular importance to you.

15 Write a set of notes based on this extract
from a talk. Start by crossing out any words
you can safely omit. Make notes using only
important information from the extract.

14 € 415 Listen and make notes on this extract
from a lecture about how to save money.
Before you listen, remind yourself of the
different ways of making notes in Unit 12
(pages 56-58).

Researchers from three universities interviewed

- 20,000 people over a 2-year period to produce

-------- - the most in-depth study to date of this kind.

------ Most of the findings were what researchers had

"""" predicted, but attitudes towards the future were

surprising. Of the 5,000 people under the age

of 30, a large majority (79%) said they were

. generally pessimistic about the future. Of those

------ over the age of 60, 70% said they felt optimistic

or very optimistic about the future.
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16 Reduce this paragraph to a few notes which would help you to
give a presentation to a group of fellow students.

{ ~\
Babies are born with basic sensory capacities, for example vision and hearing, which
are refined and developed throughout childhood. At birth babies can distinguish
between different visual forms — new-born babies get bored and look away when
they have been shown the same visual stimulus for some time, and only look 2gain
if a new visual stimulus is presented.

Within a few days of birth babies learn to recognize their mother's face — they will
look at a picture of their mother’s face longer than a picture of a stranger’s face.
Similarly, young babies will listen to their mother's voice longer than a stranger's
voice. There is even evidence that babies recognize their mother's voice at birth,
from hearing the muted but still audible sounds in the womb. Although basic
sensory capadities are present at birth, babies require continual sensory stimulation

throughout the first few years of life for their sensory systems to develop normally.
\ .3

17 Write a brief handout to accompany your presentation. Write only
as much as would be needed by someone who had attended your
presentation.

18 Underline the key points in this paragraph taken from a book
about language, then write a summary of the paragraph in
50-60 words.

The question ‘Why do we use language?’ seems hardly to require

an answer. But, as is often the way with linguistic questions, our

everyday familiarity with speech and writing can make it difficult

to appreciate the complexity of the skills we have learned. This is

particularly so when we try to define the range of functions to which

language can be put.

‘To communicate our ideas’ is the usual answer to the question ;

— and indeed, this must surely be the most widely recognized

function of language. Whenever we tell people about ourselves or our |

circumstances, we are using language in order to exchange facts and

opinions. This is the kind of language that will be found in reference |

books — and in any spoken or written interaction where people |

wish to learn from each other. But it would be wrong to think of it

as the only way in which we use language. Language scholars have

identified several other functions where the communication of ideas

is an irrelevant consideration. Such functions include ‘emotional ;

expression’ and ‘social interaction’. }
i
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19 Join these groups of sentences using pronouns or other
reference words.

20

21

22

a

Many birds migrate, but the Arctic tern travels furthest. The tern flies from
the Arctic to the Antarctic. Then it flies back again. This makes a trip of
32,000 kilometres.

Some animals can regrow parts of their bodies if they are damaged. For
example, the starfish can grow new ‘arms! Starfish have five arms. Another
example of this phenomenon is the slowworm. It can regrow a broken-off
tail. Lizards can also grow new tails.

The giant squid has the largest eyes of any animal. Its eyes can be 39¢m
across. This is 16 times wider than a human eye.

Which of the following would you probably find in a typical
discursive essay?

Him 8 N g it

physical descriptions of people or places
the writer's opinions

arguments for or against an idea

tables of statistics

a sequence of events

examples illustrating ideas

Add commas where necessary to these sentences.

a

In my opinion digital technology is making the world a safer more pleasant
place to live.

During his long working life my grandfather was a policeman a farmer a
gardener and a lorry driver.

Anost which is in the Morran district of France has a music festival every
year.

d Apples bananas and oranges are quite sweet. Lemons by contrast are sour.

Although there’s a speed limit of 60kph on this road many drivers go over
100kph.

Choose one of the 23 Write five true sentences about the information in this chart.

following essay questions
and write the opening and Top five languages used on the Web

closing paragraphs of your Number of internet users by language
answer.

a

'The best way to reduce the
number of private cars on
public roads is to charge English 29.7% 322 million  1.125 billion
motorists for every kilometre
they drive’ What are your
opinions?

Children spend too long in
compulsory education and
should be allowed to leave
school and start work at the age
of 14. What are your views?

Japanese 7.9% 86 million 128 million

German 5.4% 58 million 98 million
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Wiinliith |

1.1

1.2

1.3

Asking for information

| would like to know whether ...

Could you let us know ...7

Can we pay by credit card / by cheque / in euros /
in pounds?

Stating requirements / needs

| am looking for accommodation for four people for
five nights in June.

These are our requirements: ...

We need the following: ...

Accommodation vocabulary

rooms: double room / single room

beds: double bed / single bed / twin beds /

(baby's) cot

accommodation: full board / half board /

bed and breakfast (B&B)

conference facilities / deposit / guest house / caravan /
camper van

Unfit2

2.1

2.2

2.3

24

Conversational words and expressions.

Hi / Good thinking! / loads of trouble / hang out with /
Great news! / Brilliant idea / Cheers

Shortened words and abbreviations
prob. / CU (see you) soon

Missing words

(It

) Good to hear from you.

) Glad you had a good time.

 Hope you enjoy Libya. / (Do you) Remember?
(1) Suppose | shouldn't complain.

(1) Know what you mean.

Colloquial grammar.

There's several good restaurants. (There are ...)
less phone calls (fewer)

They didn't used to go out. (didn't use to)

Unit3
3.1

3.2

Types of information

- Name
forename / first name / surname / family name /
full name / maiden name (woman’s name before
marriage) / initials / Signature
- Other personal information
Date of birth (DOB) / Age / Sex: M/F
- Marital status
single / married / divorced / separated / widowec
- Address
permanent / temporary / Home / Work / email
- Numbers
Tel. No. / Bank Acc. No./ Passport No.

Instructions

— PLEASE USE BLACK INK AND BLOCK CAPITALS
— Please make sure you complete all questions

relevant to you. .
— If a question is not relevant, write N/A (not applicable)- 1
— Remember to sign and date the form.
— Do not leave blank.

Umnft4

4.1

4.2

4.3

4.4

4.5

Starting

Dear Sir/Madam
| would like to draw your attention to ...

Finishing
Yours faithfully,
Helen Bane (by email) / Tony Brown (London)

Other words and phrases

In response to your editorial,

In your newspaper (21 December)

As a regular reader, | ...

Your readers may be interested to know that ...

Qualifying opinions

My strong personal belief is ...
| genuinely believe that ...

| am quite sure that ...

It's my considered opinion that ...
The accepted view on this matter is ...

Introductory adverbs which express an
opinion
Astonishingly / Obviously / Interestingly




5.1

5.2

5.3

5.4

5.5

Resolving a problem

To resolve this problem ...
In order to resolve this unsatisfactory situation ...
One way of dealing with this problem would be to ...

Referring to something enclosed or
attached

I am (now) enclosing/attaching ...
Enclosed/Attached you will find ...

Making a polite request

Could you possibly ...7
Please could you ...
| would be (most) grateful if you could ...

Reminding someone of something they
should know

As you may remember,
You will remember ...
May | remind you (that) ...

Referring to a previous contact

Further to our discussion, ...

As (we) discussed earlier, ...

With reference to our earlier (telephone) conversation, ...
Regarding our recent discussion, ...

Unite

6.1

Abbreviations relevant to writing a CV

cv curriculum vitae

DOB date of birth

BA/BSc  Bachelor of Arts / Sciences

Econ economics

Hons honours (degree)

Adv. advanced

SE (Asia) South East

Dr doctor

IT Information Technology

IELTS International English Language Testing System

Unft7

7.1

7.2

Job reference vocabulary

attitude
confidential
employer
performance
(job) reference

colleague
current position
experience
qualifications

competence
employee

in confidence
team working

Personal qualities
flexibility (n)
leadership (n)

dependable enthusiastic
good-natured honest
polite / reliable / respectful

Useful language /

7.3 Formal relative clauses
He is a person for whom | have great respect.
This is the address to which | sent the letter.
We're going on a journey, the start of which is the
North Pole.
Unfit8
8.1 Formal verb-noun collocations
to carry out a survey / to take part in a survey
to judge something by certain criteria
to score points / to award points
to give a grade
to analyse results
8.2 Other formal report language
to rate a league table
overall result the maximum possible grade
standard of service to comment favourably
Unft9
9.1 Vocabulary related to technological
products
everyday use heavy-duty use
key features model
pros and cons satellite navigation
system suitability
(not) suitable for ... user-friendly
Umnft10
10.1 Vocabulary related to email
junk email / spam
receive an email
send an email
10.2 Using abbreviations
etc. /viz. / eg
10.3 Acronyms
BTW = by the way
FY! = for your information
Unit11
11.1 Selling yourself

| have a variety/range of experience of (-ing)

I have undertaken voluntary work

My first degree course, which was a BA in Philosophy, ...
In addition to my academic study, | have a number of
interests, ...

When | was working on a summer play scheme, | took
responsibility for ...

The content of my course will assist me in (-ing)
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11.2

11.3

11.4

el | Useful language

Educational vocabulary

qualifications

exam results
postgraduate course

to specialize in a subject

academic study

a first degree
undergraduate

to apply for a course

Qualifications

BA  Bachelor of Arts

BSc Bachelor of Science

MA  Master of Arts

MBA Master of Business Administration
PhD Doctor of Philosophy

Conjunctions

I'm planning to live and work in Beijing when | finish
my course.

If | can afford it, I'll rent a flat in the city centre.

I'd prefer to live in the city because I'll be able to
walk to work.

Although the rents are higher, | won't have to spend
money on rail fares.

Going by rail takes time and money, whereas walking
to work is cheap and healthy.

As | haven't finished my course yet, | can't make any
real plans.

Notes

1 The clause which starts with the conjunction can
be the first or the second part of a sentence.

2 If the clause which starts with the conjunction is
first, it is separated from the second half of the
sentence by a comma.

Unfit12

12.1 Symbols
. = therefore
" = because

12.2
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# = does not equal

/ = or (for example red/blue = red or blue)
& or + = and/plus

~ = approximately

Abbreviations

i.e.=thatis
cf. = compare
c. = about/approximately

e.g. = for example
etc. = and so on
viz. = namely

NB = important note imp. = important
max. = maximum min. = minimum
Q = question A = answer

ref. = reference V. = very

s/t or stg = something ~ s/o =someone

sby = somebody

Unais b
14.1 Pronouns

Archzeciogss founc the evidence they were looking

for when someone gave them an old manuscript.

e person who = 0 them went missing the
14.2 Other reference words and phrases
5 D=cember were my parents’ birthdays.
: these dates.
London on Tuesday? I'll be there

Unit1s
1523 Expressmg personal opinions

In my ' it is my opinion/view that ..

| would sa

| (strongly) b "'eve that ...

It is my (firm) belief that ..

It is a commonly held view that
15.2 Introducing an example to back up an

argument

for instance/example To take an example,
15.3 Talking about possibilities

(tensions) may arise if ... this can cause (stress)

there’s a possibility that ... it is possible that ...
15.4 Concluding the essay

16.2

In condusion, .. To conclude, ...

Words and expressions referring to trends
and movements

a huge rise

a sharp drop

a slight increase

to rise / to increase

to fall / to drop / to decrease

Words and expressions used to compare

In comparison with ...
Compared to ...
This compares to ...



Appencix-3

The terms formal, informal and neutral used to describe

the style appropriate to the text types listed below are

generalizations, not authoritative classifications. The range of

styles available to a writer is a continuum from ultra-formal,

which is essential in a legal document, to conversational,

which is perfectly acceptable in an email or in a text message.

Exactly where on this style continuum a particular piece of

writing fits depends on a number of factors:

— the reader: who they are, how well you know them and
what style they expect

— the purpose of writing

— the conventions associated with the text type.

Letters / emails
— Asking about accommodation

— Keeping in touch with friends

— Replying to emails

— Expressing opinions

— Complaining about faulty goods / services
— Covering letter to accompany CV

— Emails in a work context

Filling in forms

— Online accommaodation booking
Visa application form

Delayed flight departure claim form
Personal effects claim form
Curriculum vitae form

— Job reference form

Curriculum vitae / Résumé
Job references
Personal statement related to education course

Reports
— Report based on a customer survey

— Report based on statistics presented in tables or graphic form

Notes

— Notes for a product presentation
— Notes on a lecture or talk

Notes for giving a seminar
Handout to accompany seminar

Summary
Essay

This is why a choice of styles is sometimes suggested in this
list. If you are not sure what style to use and do not know
the reader particularly well, it is advisable to use a formal or
neutral style.

Please note that the Formal/informal/neutral column in the
table below describes the text which appears in this book. You
may find examples elsewhere where other levels of formality
are used for these types of writitng.

formal U1
informal u2
informal u2
formal U4
formal Ls
formal U6
formal / informal / neutral uio
formal Ul
formal U3
formal U3
formal U3
formal U6
formal u7
formal U6
formal Uz
formal Uil
neutral us
neutral uie
informal / neutral U9
informal / neutral Uiz
neutral Uiz
formal / neutral U1z
formal / neutral uil4
formal Bk



Formal (polite, distant, indirect)

?Agreeing
| would (completely) agree that ...

Disagreeing

Apologizing

Please accept my (sincere) apologies
(for + -ing)

Asking for advice

‘1 would (really) appreciate your advice
‘about ...

' Could I ask for your advice about ...?

Giving advice

My advice would be to ...

' would advise you to ...

If I were in your position, | would ...

Asking for permission

May | have (your) permission to ...7
; Commeiniing m;;ﬁ idé;‘ e
[ think thai’s an exqgllent idgg.

'Commiserating 7
| do sympathize.
Complaining

| wish to complain about ...

| can't/couldn’t (possibly) agree (that) ...

With your permission, | should like to ...

; _jWoqu you miid_ ifl..?

I Neutral (semi-formal — when style is

; not an issue)

| agree.
I think you're right.

| don't agree (that) ...

‘I am very sorry about

|

! Can | ask your advice about ...7
| What would you advise me to do
‘about .7

| think you ought to ...
It might be an idea to ...
If 1 were you, I'd ....

'Would it be possible for me to ...7
' Could | (possibly) ...?

j;‘That's a very good idea.
I'm sorry to hear that.

' This is not good enough.

This is most unsatisfactory / disappointing. What are you going to do about ...7

Congratulating

Please accept my congratulations.

r Giving an example

'One / An example of this would be ...

Congratulations!

‘Take ... as an example.

Opinions
| believe that ...
My personal belief is that ...

It is my considered opinion / view that .

It would seem to me that ...

{Remindiﬁg someone about so;m;thing 1

' As you may / will remember, ...
My QU FPRINAG YRTFIRED !

It my opinion that ...
/In my opinion, ...

.. lwould say that ...

It's possible that ...
It seemns to me that ...

' Do you remember ...7

‘You haven't forgotten ..., have you?

You're night (there).
That's true. / True.

You're wrong (there). / That's not true.
Nonsense! / Rubbish!

I'm (really) somy. / Sorry (about ...)

What should / shall | do about ...7

(I think) You should ...
Why don't you ...7
!

Canl..?

Is it okay / all right if | ...7

Brilliant! / Great idea!
Sorry about ...

I've had enough (of this).

Well done!

For example, ... / For instance, ...

| think ... / What | thinkis ...
I'd say that ...

Do you / D'you remember ...7



Formal (polite, distant, indirect)
I'!équestsr

Please could you let me know whether
| would be (most / very) grateful if you

could ...
Could you possibly explain how ...?

Saying you are pleased
| was pleased to hear that ...

Saying what you are interested in
My interests include ...
| have always been interested in ...

Starting letters / emails
Dear Mr / Mrs / Ms /Miss / X,

Ending letters
Yours faithfully, / Yours sincerely,

Stating requirements / needs
We require accommodation

on + date ...

We require the following ...

Surprise

| was very / most surprised to hear that ...

I find it astonishing that ...

Thanking
Thank you very much for your letter ...
Thank you, I'm most grateful.

Neutral (semi-formal — when style is
not an issue)

I'd like to know whether ...
Could you ...?

I'm glad to hear ...

I'm really interested in ...
| have many interests, including ...
My main interest is ...

Dear Mr X, / John,

Best wishes, / Regards,

We are looking for a room on + date ...
These are our requirements: ...

| was really surprised about ...

Thank you for your letter / email ...

Informal (friendly, personal, casual,
direct)

Do you / D'you know if ...?
Can you tell me if ...?
What I'd like to know is ...

Glad to hear ... / Pleased to know ...

Great news!

I'm really keen on ...
I'm really into ...

Hi (John), / John

See you, / Cheers, / Tom (writer's name
only)

We need a room on + date ...
This is what we need: ...

What a surprise!
[ don't believe it!

Thanks / Thanks a lot for the letter /
email.
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introductory note

English spelling is notoriously tricky. This is because words are not always spelt the way they sound. In fact
there are often several different ways of spelling the same sound. Then there is the added complication of
the differences between British and American spelling. (Remember if you use a computer spell-checker you
should choose US or UK English. However, also remember that a computer spellchecker only checks that
words are spelt correctly, not used in the correct context, e.g. it cannot differentiate between their and there.)
Below are some notes to help you. Although they are not exhaustive, use them to help you focus on
common errors to look out for in your essays.

Helpful rules or patterns of spelling

helpfull / caréfullu 7

magicly / phoneticly

stoping / weter
targetting / benefitting
recieve / cieling
english / dutch

potatos / heros

ladys / babys

monkies / trollies
lable / towle
cuver / luve
allthough / allmost

paniced / trafficing
docter / directer

helpful / careful
but
helpfully / carefully

magically / phonetically

stopping / wetter
but
beating / longer

targeting / benefiting
but
travelling / marvellous

receive / ceiling
English / Dutch
potatoes / heroes

ladies / babies
but
monkeys / trolleys

label / towel
cover / love
although / almost

panicked / trafficking
doctor / director

The adjé&ivé fu// h%eénlng‘nét. émbt‘ywe;ldé 1 doubfé //,- but asa sQﬁx
added to adjectives there is only one -/.
However, the adverb formed from the adjective ends in double /I.

Adverbs formed from adjectives ending in —ic, end in —ically.

Exception: publicly

The final consonant of some words is doubled before an ending is added.
This only happens to words which end in one short vowel and one
consonant.

If the stress is on the first syllable of a word with two or more syllables, the
final consonant does not double.
In British English, this rule does not apply to words ending in —/.

The usual combination of letters making this sound is —ie, but after the
letter ¢, it is normally —er.
Exception: seize

Nationality adjectives begin with a capital letter, as if they were proper nouns.

Most nouns which end in —o in the singular, add —es to form the plural.
Exceptions: radios / pianos / kilos / videos

The plural of nouns ending in a consonant + y is —fes
If there is a vowel before the final y, form the plural by adding —s.

Most nouns which end in the sound ‘bl are spelt —/e, for example: bottle,
table, battle, single, double.
But there are some that end in —el, for example: parcel / angel.

In English there are no words with the combination of letters uv
(pronounced /av/).

Some words in English starting with the sound all start al-
almighty / altogether / although / also / almost / already / always / alright

Verbs which end in —c, add the letter —k before an ending.

Most words for people who do things in English end in —er.

Most of the words that end in —or, have the letters -ct or —t before the ending.
Exceptions: tailor / sailor / donor / survivor

A few other words end in —ar

beggar / burglar / liar



Homophones

There are many sets of homophones in English. Homophones are words which
sound the same, but have different meanings and are spelt differently. Confusion
between these sets of words often leads to spelling errors. Here are some of the

most common .

four number — one, two, three, four ...

for preposition — This present is for you.

their possessive adjective — This is their car.

there adverb — /'d hate to live there.

two number — She has two brothers.

too adverb — more than is necessary. That coat’s tee big for me.

to preposition — /'m going to bed.

sale noun — occasion when things are sold: A book sale.

sail verb — travel on water: We'll sail across the Mediterranean.

site noun — place: We visited an ancient burial site.

sight noun — ability to see: / need my sight testing.

cite verb — to refer to / quote: They cite the two main causes of crime.

weigh verb — check how heavy something is: / weigh myself reqularly.

way noun — road / route / method: Can you tell me the way to the
station?

whether conjunction like if — / asked him whether he was hungry.

weather noun — The weather’s been terrible this week.

principle noun — belief/moral: He behaves badly. He has no principles.

principal adjective — main: What's your principal reason for wanting this job?
noun — director: Our college has a new principal.

court noun — Place where trials are held: They took him to court

caught past participle of catch — I think | may have caught your cold.

whole adjective — entire: /'ve spent the whole day relaxing.

hole noun — empty space: /ve got a hole in my pocket.

meet verb — Let’s meet outside the cinema at midday, shall we?

meat noun -/ don't eat meat. I'm a vegetarian.

Other commonly misspelt words

accommodate / accommodation indispensable perseverance
calendar inoculate precede / preceding
conscientious millennium privilege

conscious miniature questionnaire
definitely minuscule rhythm
embarrassment / embarrassing mischievous separate / separately
existence misspell supersede

grammar noticeable weird

harass occurrence / occurred / occurring withhold

hierarchy pastime
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Punctuation marks and examples

Rule

Full stop !

Some people know nothing about punctuationi

Try and relax the night before exams, eigl listen to music, cook
a meal etdl

Use full stops ...
— at the end of a sentence
— between letters of some abbreviations

Comma |

I like apples} bananas; cherries and oranges.
When you've finished] can you give me a hand?
Childrenj however are allowed in free.
Amazingly} he wasn't injured in the accident.
My sonj who is a teacher lives in Indonesia.

Use commas ...

between items on a list

after a subordinate clause at the beginning of a sentence
before and after words or phrases which interrupt a sentence
after an adverb (phrase) at the beginning of a sentence
before (or before and after) a non-defining relative clause

Apostrophe |

This is my fatherfs study.

This is my parentsf bedroom.

You shouldnft make promises you canft keep.

Use apostrophes ...
— to show possession or ownership

— to show that letters have been left out

Colon i
This is what we needi food, water and blankets.
I've never liked sailingt it makes me feel sick.

Use colons ...
- to introduce a list
— to introduce more details or an explanation

Semi-colon §
I've never enjoyed flyingj in fact, | actually hate it.

There are three reasons for this: it makes me feel physically ill§
| prefer to travel more slowlyj the seats are always too small.

Use semi-colons ...

— instead of a full stop, where the meaning of two ideas is
very close '

— between items on a list, especially where items are long or
not simple grammatically

Dash &

That was the best thing about our holiday & we all managed
to relax.

I've got three complaints & the weather, the food and the hotel.
The hotel & which was only half-built 2 cost a fortune.

Use dashes ...
in informal writing instead of commas, colons and semi-colons

Question mark 2

Do you know when to use a question mark@

He asked me whether he should use a question mark in a
reported question.

Use question marks
— atthe end of a direct question,
— but not at the end of an indirect or reported question

Speech / Quotation marks ...%

The first thing he said was, EYou've lost weight
I've never understood the word #bland.

Have you ever read fThe Old Man and the Seaf?

Use speech marks

— to quote direct speech

— around words we want to draw particular attention to.

— single quotation marks for the names of books, films, etc.

Capital letters

The most romantic city in the world is Baris, the capital of
Erance.

The assassination of Bresident Kennedy took place in Dallas in
1963. There have been 42 presidents of the ES.

My birthday was on Bhursday 17 May.
The man | was talking to ...
...was Russian.

Use capital letters

— to start a sentence

— for the names of places and people
— for people's titles but not for jobs
— for abbreviations or acronyms

— for days and months

— for the 1st person pronoun
— for nationality adjectives
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Writing accurate English is an important part of knowing the
language, especially if you are taking written exams, or you
need to use English in your work.

In general, when working through the writing tasks in this

book, we suggest that you write two drafts:

— The purpose of the first draft is mainly to set down
information, ideas or opinions within an appropriate
structure.

— The purpose of the second or final draft should be to edit
the first draft, to check your style, grammar, spelling and
punctuation.

If you are working in a class, you can exchange writing with
another student and edit each other's first drafts.

Here are some of the points to think about as you edit your
writing:

Style

— What is the purpose of your writing? Is a particular style
appropriate for this type of writing?

~ Who will read your writing? Will readers expect a certain
layout or level of formality? (For example, a potential
employer would expect to receive a formal letter, with
paragraphs, with your CV.)

— If your writing is intended to be formal, check that you
have not used any verb contractions or slang expressions,
and that you have not omitted necessary words.

Structure

— Is the structure of your writing appropriate to the type of
text? For example, if you are writing an academic essay,
have you included an introduction and a conclusion?

— Have you started a new paragraph for each new idea? Is
the new idea clearly expressed in a topic sentence?

Grammay

— Have you used the correct form of appropriate verb
tenses?

— Do the subject and verb in each sentence agree?

— Have you used the correct word order, for example in
questions, indirect questions, and sentences which begin
with negative expressions?

— Have you used the correct prepositions after verbs and
adjectives?

— Have you used articles appropriately?

Spelling

— Have you thought carefully about the spelling of words you
know are difficult — for example, homophones and words
which you personally find tricky.

— If you are using a computer spellchecker, have you set it to
the correct language: British or American English?

— If you are using a dictionary, have you chosen the word
which expresses your intended idea?

Vocabulary

— Have you used correct or appropriate collocations? (e.g.
make a mistake; absolutely terrifying)
— Have you used formal or informal vocabulary consistently?

Punctuation

— Check your use of the following punctuation marks: full
stops, commas, colons, semi-colons, apostrophes and
dashes.

— Have you used capital letters for all proper nouns,
nationality adjectives, the first words of sentences and for
the first person pronoun /?

Other points

— Have you used prepositions, reference words, synonyms
and other devices to avoid repetition?
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These recordings are mostly in standard British

English. Where a speaker has a different
accent, it is added in brackets. The recording
numbers below match the track numbers on
the audio CD.

Machine Please leave a message after the
beep.
Mum Hello, John — this is Mum. I've just
been shopping in town and bumped into
your old friend Charlie. He's here for a
week visiting his parents. He asked me
to give you his email address so that you
could contact him about meeting up while
he's around. | said | was sure you'd like to
see him. Anyway, his email is charlie56@
hotmail.org. Call me when you can. Bye,
darling.

=8

(1 D)

Caroline Hello. Central Bank complaints

department. My name's Caroline. How can

| help?

Ms O'Brien Hello. I'd like to follow up
a complaint | made over a month ago,
regarding a direct debit.

Caroline Could | take some details first,
please? Could you tell me your name?

Ms O’Brien Yes, it's Helen O'Brien.

Caroline |s that Ms or Mrs?

Ms O’Brien Ms.

Caroline Thank you. And your address?

Ms O’Brien lIt's 27, The Avenue, Potters
Bar, Hertfordshire.

Caroline Thank you — and the postcode?

Ms O’'Brien It's EN6 4HN.

Caroline And your phone number?

Ms O'Brien 01707 888163.

Caroline And finally your bank account
number?

Ms O'Brien 22 76 93 54.

Caroline 22 67 83 54.

Ms O’Brien No, 76 93.

Caroline Sorry. And when did you first
contact us with this problem?

Ms O’Brien It was on June the 16th this
year.

Caroline June 16th. Can you tell me briefly

what the problem is?

92

Ms O'Brien Yes. It goes back to May — the
sixteenth of May to be exact. | phoned my
local branch to ask them to cancel a direct
debit payment to my electricity supplier. The
money was normally taken from my account
on the 15th day of each month.

Caroline And when did you realize there
was a problem?

Ms O’Brien On the 15th of June when the
electricity company took money out of my
account — as usual.

Caroline |n other words, the direct debit
payments had not been stopped by us?

Ms O’Brien Correct. | rang immediately
and was assured this would not happen
again. We're now in July and it has just
happened. The normal payment has gone
from the account again.

Caroline | see. Do you know who you
spoke to at the bank on either of the
occasions when you rang?

Ms O’Brien No, I'm afraid not. But
someone isn't doing their job properly.

Caroline | quite agree. All | can do is to
apologize on behalf of the bank. | will
report this to my manager and someone
will phone you back later in the day.

Ms O’Brien Thank you. | shall expect to
hear from someone later today, then.

Caroline Thank you, Ms O'Brien. Goodbye.

Winlits:
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Presenter The ability to jump two metres
in the air may not be something you've
thought too much about. And being able
to run at 30 kilometres an hour most
people have never considered. But just
stop for a moment and think about how
our new product could change your life.
One obvious use would be getting to work.
Unless you work from home, your daily
journey to your place of work is probably a
mad dash for the train or the bus. There's
no point in taking your car because there
are traffic jams every morning, and anyway
the car parks are probably very expensive
or, worse still, full. Here's where Powerizers
can help. It takes just a couple of minutes
to strap them on and you're away,
overtaking your pedestrian neighbours or

even leaping over obstacles that might
slow you down.

That's the practical, everyday use for

our product, but then there's sport and
exercise. According to industry experts,
Powerizers are set to be the next extreme
sport, and the ultimate keep-fit gadget.
They've been on the market for less

than a year, but already there are over
fifty Powerizers clubs in this country, and
plans are being made for a Powerizers
Olympics in the near future. Imagine the
100 metres, the high jump or basketball
performed by athletes wearing Powerizers.
And what better way to tone up your
muscles and keep fit? When they catch
on, Powerizers are expected to put many
traditional gyms out of business!

From a technical angle, our product is very
simple. It is powered by a superlight spring,
which hamesses the gravitational pull

from your body weight and propels you to
superhuman feats. Powerizers come in a
range of sizes to suit men and women of
all heights and weights, although we do not
recommend that Powerizers be used by
children under the age of 12.

To date there have been no recorded
cases of serious injury related to the use
of Powerizers, but extreme caution is
recommended until users are completely
familiar with our product. We strongly
advise the wearing of protective clothing,
including knee and elbow pads and a
helmet.

According to one experienced user we
interviewed, Powerizers make you feel as
if you're walking on the moon. Movements
forwards and upwards are almost effortless.
So that's about all, except of course for
the price. We make two different models
of Powerizers: Basic and Professional.

The Basic model is designed for the
occasional user and costs around $500.
The Professional model, which is designed
for competitive use, has a more substantial
structure and different springs, though that
comes at the increased price of $800.
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Presenter Many people prefer their
music from on-ear rather than in-ear
headphones, but they don't want to hear
all those outside noises that so often
interfere with their listening pleasure.
If you're one of those people, you will
benefit from our SoftRelax noise-blocking
headphones. Over the past 5 years,
our engineers have developed new
technologies which eliminate 90% of
unwanted intrusive sounds and allow you
to listen to the sounds you want to hear.
Whether this is Mozart, the latest chart
hits or your favourite spoken word radio
programmes, SoftRelax headphones'
crystal-clear audio enables you to hear
recordings as they were made — full of
power and subtlety.
They're ideal for wearing if you're travelling
— espedially by air or rail. The noise-
blocking mechanism copes easily with the
roar of aircraft or train engines. Believe it or
not, you can actually think. They're equally
useful in the office or the home, where
you may want to shut out the noise. No
headphones will block all outside noises,
but our SoftRelax headphones will improve
almost any listening experience.
If you thought all on-ear headphones were
big and clumsy to wear, take a close look
at our product. We guarantee that you
can wear them for hours at a time, with
no discomfort. They are lightweight and
compact and come in a light protective
bag that will fit easily into a pocket or
briefcase. Each set of headphones is
supplied with two rechargeable batteries
and a battery charger kit, as well as a
variety of cables to allow you to pair them
with a range of sound sources, from your
mobile phone to your laptop.
We can't pretend that our headphones are
cheap, but we can claim that they are the
best on the market. There are two models:
the Home model and the Studio model,
which is for heavy-duty use, for example
by sound engineers in recording studios.
The Home model costs £250 and the
Studio model is £320.
SoftRelax headphones are guaranteed for
five years and will be replaced without
question if they fail during that period.
That's how confident we are.

Unfit10
(LD

X Hello?

Kate Hi, it's Kate

X Hi Kate. How's things?

Kate Fine. Look, | haven't much time, |
need to ask a favour.

X Okay.

Kate Could you email Ed and tell him I've
missed my train and | won't be there until
about 12 o'clock? I've tried phoning him
myself, but he's not at his desk.

X Okay. Is that all?

Kate No, I'm afraid not. | was supposed
to be having a meeting with Ed at 9.30.
We were going to discuss the details of
flexitime working in time for Ed to talk to
all the office staff at 11 o'clock.

X Okay — what do you want me to tell him?

Kate Well, firstly, as far as I'm concerned,
flexitime working is an excellent idea,
especially for those employees who have
young children. We can't open it only to
those people, so we have to give everyone
an opportunity of working flexible hours.

X Is that it?

Kate No. Can you also say that | think
flexitime should not be completely flexible?
| mean, there's no point in people working
between 8 o'clock at night and 4 o'clock in
the morning when there's hardly anyone
else around. So | think we should say
everyone should work for an eight-hour
period between 7 in the morning and 8
at night.

X Okay — between 7 and 8.

Kate Yeah. That's it.

X | think I've got that. I'll do it straight away.

Kate Thanks — oh, and tell Ed I'm sorry. I'll
be there as soon as | can.

X Will do. Bye Kate.
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(Speaker = American)

You've probably been working long enough
to feel the social and technological changes
which are affecting the world of business.
Do you sometimes wonder whether you
have the know-how to keep up with the
pace of change? If your answer to this
question is 'Yes, maybe you should consider
enrolling on our 15-month Masters in
Business Administration programme. Our
wide-ranging curriculum will prepare you for
business leadership in the 21st century.
Our 13-week foundation course introduces
key business areas and leads into a 12-

month intensive program which includes
lectures and seminars designed to address
course members' individual needs. In
addition to this, the course includes guest
speakers, site visits and practical case studies.
In the final stages of the course, we offer
personalized career management advice and
training to help you find the position you're
looking for.

Extract 2

Our American Studies course is an inter-
disciplinary degree programme offering you
the chance to study the politics, history,
literature, cinema and popular culture of the
United States. The first year, which is taught
mainly by lectures and tutorials, provides

an introduction to America and its people,
as well as some of the key political and
social issues which have dominated the
USA during the last hundred years. In the
second year, students have the opportunity
to study at the University of California, one
of our partner institutions. In the final year,
students produce a dissertation and choose
4 units from a list of options, ranging from
20th century American Art to Black American
Writing and the History of Hollywood.

Unit12
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Presenter My talk this moming is about a
subject dear to all our hearts: happiness. |
shall be trying to identify some of the factors
that make for a happy life. Believe it or not,
scientists have been studying this subject in
recent years and have come up with some
very interesting results. In my talk, | shall be
considering eight of the factors which may
or may not affect people’s happiness.

Let's start with the relationship between
money and happiness. Can money buy
happiness? The short answer is, yes — but
it doesn't buy you very much. Researchers
have found that, on average, wealthier
people are happier. Of course, there are
rich people who are miserable and poor
people who are happy, but if you're an
unhappy rich person, you're probably
happier than if you are an unhappy poor
person. But the link between money and
happiness is a bit more complex than

that. In recent years, average income has
skyrocketed in industrialized countries, yet
happiness levels have remained static. The
key seems to be whether or not you have
more money than your friends, neighbours
and colleagues. Human beings seem more
concerned with comparative status than
with absolute wealth.
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Let's move on to the question of 'desire’.
Throughout history, wise people have
pointed out that limiting your desires is a
surer route to happiness than a fat bank
balance — and they may be right. In the
1980s, researchers asked college students
in 39 countries to rate their happiness. Then
they asked them how close they were to
having all they wanted in life. They found
that the people whose aspirations — not just
for money, but for friends, family, job, health
and money — were a long way beyond what
they already had, tended to be less happy
than those who perceived a smaller gap.

€ 49) (Presenter = Indian)

Presenter Okay, thirdly, there's no
connection between intelligence and
happiness. This may seem surprising, since
brighter people tend to earn more money
and richer people tend to be happier. Some
researchers think there must be some
other factor ruining the lives of smarter
people, but so far they have only been
able to speculate about what it is. One idea
is that brighter people may have higher
expectations and so be more dissatisfied.
The next question scientists asked was ‘Are
some people born happier than others?
Psychologists believe that our feeling of
well-being is determined partly by what
is happening in our lives, and partly by
a personal happiness level, which is up
to 90% genetically determined. Studies
have shown, however, that personality
and happiness are linked. So, for example,
extroverts tend to be a lot happier than
introverts. This could be because extroverts
are more likely to do things that bring
happiness, such as have friends, climb the
job ladder and get married.

The fifth factor relates to physical
appearance. First the bad news: good-
looking people really are happier. Perhaps
the explanation for this is that life is kinder
to the beautiful. Or it could be more subtle
than that. The most attractive faces are
highly symmetrical, and there is evidence
from animal research that symmetry
reflects good genes and a healthy immune
system. So perhaps beautiful people are
happier because they are healthier. The
real secret is to believe you look great.
Unfortunately, this is harder than it sounds.
Most people have a distorted self-image
that tends to be negative.
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Presenter Okay, moving on to point 6,
reports from 42 countries show that
married people are consistently happier
than single people. We do not yet know
for certain whether marriage makes you
happy, or whether happy people are more
likely to get married. Both may be true. In
a study that followed more than 30,000
Germans for 15 years, it was found that
happy people are more likely to get
married and stay married.

Point seven — being kind to other people
may also make people happier. Several
studies have found a link between
happiness and altruistic behaviour. But as
with many behavioural traits, it is not always
clear whether doing good makes you feel
good, or whether happy people are more
likely to be altruistic. In a study of 3,617
people, it was found that happy people
were more likely to take on voluntary

work. But they also found that volunteers
became happier, and the more voluntary
work they did, the happier they were.

And finally, old age may not be as bad as
people presume. Elderly people are on
average just as happy as the young, and
actually rate themselves more satisfied
with their lives overall. In a study of

2,727 people aged between 25 and 74,
researchers found that other things such as
gender, personality type and social factors
affect how you feel as you get older. For
instance, both men and women tended to
experience more positive emotions as they
aged. Why are old people so happy? Some
researchers suggest that they're more
realistic about their goals, only setting ones
that they know they can achieve.

Well that's it for today. Next week, we'll be
looking in more detail at how age affects
people’s self-image and sense of worth.

f:@ (Ana = Spanish)

Ana Today we're going to look at what we
mean by social status. In simple terms,
sociologists define the term as the prestige
attached to a person's position in society.
What is particularly interesting, of course,
is how we decide who has high status and
who has low status in society.

The first point to make is that in modern
societies, a person's job is usually thought
of as the main determinant of their status.

Having said that, other factors can also hav=
an important influence, for example: ethnic
background, gender, religion and education.
In the past, in some societies a person's
social status could depend on which
particular class that person happened

to have been born into, or whether the
person was born male or female. In certain
situations today, for example a British
secondary school, status may depend

on the clothes a student wears or on the
style of their hair. In some societies family
relationships are the basis of status; for
example, in certain parts of Africa a man's
mother-in-law has a higher status than her
son-in-law.

Status may depend upon inherited
characteristics such as gender, or upon
characteristics that individuals have gained
through their own efforts, like educational
qualifications. But whatever it is based on,
social status is, and has been a feature of
all societies throughout history.

Unit13
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Jonathan Good morning, my name's
Jonathan May, and in this morning's
presentation | am going to look at a trend
in advertising that has become apparent
during the last three or four years in a
number of western countries. The trend |
am referring to is the changing images of
men and women in television commercials,
and my aim is to examine why so many
advertisers have adopted these images.
Let's start by thinking about two current TV
commercials that have become famous,
or perhaps infamous, with the general
public. There's the one featuring a young
man who takes a new girlfriend back to his
flat, then pretends he's been burgled as
an explanation for why his flat is so untidy.
He tells the girl he's going to report the
burglary to the police, but secretly phones
an emergency cleaning service to come
and tidy the flat. We find the idea funny,
but not surprising, because the young man
is a recognizable stereotype: a lazy, messy,
dishonest slob!
Then there's the particularly nasty
commercial for a car in which a man has
fallen out of his second floor window and
is dangling by his fingertips high above
the ground. Luckily, when he falls, he will



land on a car, and probably be only slightly
hurt. A woman sees the unfortunate man
and tells him to hang on. But, instead of
helping him, she gets into the car and
drives away. The message is clear: the
car is so precious to this selfish woman
that she'll do anything to stop it being
damaged, even though this may mean that
the dangling man is seriously injured.
According to the Advertising Control
Authority, complaints from men about the
way they are depicted in TV commercials
have increased ten times in the last five
years. It seems that what men once
regarded as inoffensive or even funny
can now cause serious and widespread
offence. In another survey, carried out by
a well-respected marketing organization, it
was found that of more than a thousand
adults questioned, two thirds said women
in ads appeared generally caring and
intelligent, but were sometimes assertive
to the point of aggression or even cruelty.
By contrast, most men were generally
depicted as weak, lazy and incompetent.
So what is the advertisers” motivation

in portraying men and women in this
way? Surely not just to amuse television
viewers. No, the most likely explanation,
according to advertising industry experts,
is that by empowering women at the
expense of men, advertisers hope to
appeal to women. However, while there is
some evidence that this strategy worked
in the beginning, it now seems probable
that it's having a negative impact. By
provoking sympathy for the men in their
commercials, advertisers may actually be
putting women off buying their products.
Women, it seems, do not like being
portrayed as cruel manipulators of men.
So what can we conclude from this
investigation? The message to advertisers
seems obvious and straightforward: if you
want women to buy your products, flatter
women, but don't insult and denigrate
men in the process. Maybe more

women would have bought the car in the
commercial | referred to at the beginning
of my presentation if the woman had
helped to save the desperate man by
letting him fall on to the roof of her car.
The commercial could have ended with a
shot of an undamaged car roof!

Thank you very much. Now, are there any
questions? Yes, ...

Unit15
B

Radio presenter In tonight's programme
we look at an issue that's rarely out of
the news these days: climate change.
Most commentators believe that climate
change is brought about by increases in
average temperature across the world.
Almost every day, there are dire warnings
from experts that unless something is
done immediately, it will be impossible
to prevent a global catastrophe which will
change life on Earth forever. They say that
we must all change our lifestyle now.

But for every doom-monger, there is a
sceptic who claims that climate change

is the result of natural processes and

not human activity, and that nothing
governments or individuals can do will
affect the speed of change.

In the face of two convincing sets of
arguments, what are we, the general
public, to think? How should we react to
these warnings? In this programme experts
on both sides of the debate put their
point of view. In the second part of the
programme, listeners will have a chance to
ask questions and challenge the experts’
views.

Let's start with the argument which says
that climate change is caused by human
activity ...

[Review2

(Speaker = American)

Driving to work is one the main causes of
environmental pollution, gridlocked towns
and cities, and an unfit population.

If you ask people why they don't travel to
work on public transport, the answer they
often give is something like this: ‘I live five
kilometres from the nearest station,” or: ‘The
bus doesn't stop anywhere near my office!
The solution for these people couldn't be
easier. What they need is a fold-up bike that
is light enough to be carried easily by one
person on a busy bus or train.

Our Bike-U-Fold can be folded up or
unfolded in less than ten seconds and is
available in men's and women's models. It is
suitable for anyone over the age of 12 who
can ride a bike. The price of both models

is $99.

LD

We all know saving money is one of the
most basic concepts of personal financial
planning, and frequently the key to financial
success. Yet many of us don't have a formal
savings plan. Without such a plan, the
chances of ever saving enough money to
meet long-term financial goals or achieve
financial security are pretty slim.

It seems simple, doesn't it? In order to save
money, you need to have ‘extra’ cash, right?
This is @ common misconception. Having

a spending plan, or 'budget, will help you
create money for savings. Most of us, by
setting spending goals, can manage to save
regularly, so if you're tempted to forget the
whole idea because you simply don't have
enough money to have a formal savings
plan, STOP! I'm going to let you into some of
the ‘secrets’ of successful saving.

First of all, set yourself a few short-term and
long-term financial goals to work towards,
like a down payment on a car or home.
Include the amount of money you need
and a time frame for achieving your goal. It's
much more motivating to save when you
know what you're saving for. And remember,
a goal that isn't written down is only a
dream.
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Wity | rFocus on If so,... / if not...

Your own answers. Possible answers:

a If so, could you send me a meny, please? If not, we may have
to choose another hotel.

b If so, how much do they cost? If not, would it be possible to
have a child's room next to an adult room?

c Ifso, is access free or is there a charge? If not, could you tell
me whether there is an intermet café nearby?

4 Your own answer. Possible answer:
Hello,
I have just found your website and would like to make a few
enquiries about your hotel and its facilities.
| am looking for accommodation for a group of six post-graduate
students. The purpose for our stay is mainly to have a relaxing
break, but we will also be doing some planning for a university
business studies project. We require three rooms with twin beds
for three nights, 16—18 April. We would require bed, breakfast

Extract 1: Hotel (four double rooms and two single rooms) !
Extract 2: Cottage (a double room, a room with twin beds and a and evening meal.

single room for a disabled man) I should explain that one of our group is blind, so we need to
Extract 1: A group of colleagues: ten adults know whether your hotel is able to cater for his special needs.

Extract 2: A family: two adults, two children, a baby and a He has a guide dog that accompanies him wherever he goes.
disabled elderly man We hope that this will not be a problem for you or your staff.

Extract 1: conference facilities: a meeting room with a Your website says that you have “fully-equipped meeting
projector, screen, internet access, etc. rooms”. Please could you explain what “fully-equipped” means

Extract 2: a cot, a downstairs bedroom, wheelchair access from and let us know how much it would cost to hire one of these
the driveway. rooms for half a day?

Extract 1 is a normal email from a home computer, while Extract We look forward to hearing from you.

2 is a booking form from a website which can be completed Best wishes,
online and sent, as an email, directly to the holiday agent. ¥ )

In Extract 1, the writer has decided the content and structure of EXW pracmm ‘r
what he/she writes. In Extract 2, what is written is determined - : e
by the structure and layout of the online form.

In both emails, the writers mention special requirements. In
Extract 1, the group needs a meeting room; in Extract 2, the
writer mentions the needs of a baby and a disabled person.
credit card — if you pay by credit card, the money does not
leave your account for several days or weeks. You may have to
pay interest on money you borrow for more than a few weeks.
debit card — if you pay by debit card, the money leaves a bank
account immediately.

cheque —if you pay by cheque, the person you pay puts the
cheque into their bank account and the money leaves your

 Your own answe

account several days later. 1 a 1 tells the reader about a holiday and ends with a reply to an
bank transfer — if you pay by bank transfer, the money is paid invitation.

directly from your bank account to the account of the person 2 starts off as a ‘Thank-you' letter. The writer is thanking

you are paying. Fumiko for a birthday present. It also brings the reader up to
full board is breakfast, lunch, evening meal and bed. Hotels date with news, and ends with an invitation.

also offer half board, which is breakfast, evening meal and 3 is a reply to the email in blue print from people who want to
bed, and bed and breakfast, which is what it says. Some visit. It says the would-be visitors are welcome. It brings them up
hotels also offer bed only. to date with family news.

3 Your own answers.



b All the emails are between friends and update the reader with
personal information about the writer and their friends or family.
1 and 3 are from one couple to another. 2 and 3 are between
people of different nationalities.1 and 3 are emails and are more
informal than 2.
a 1isasimple email.
2 is a traditional letter.
3 is the original email that was received with responses added.
b 2 is the most formal while 1 is the most informal. 3 is more
formal than 1 but more informal than 2.
¢ Examples of informal language highlighted
Hi Jon ‘n’ Jo
Had a great time in Turkey — nice people, nice
hotel, good food, perfect weather, interesting
trips. Only real prob was flights — both delayed
more than 2 hours. Got home last night at 1
o’clock. Glad you had a good time with Pete and
Chris and others. Getting together - great idea
but Tuesdays aren’t good for us - how about
Wednesday 21st?
See you soon
Cheers

Matt and Tina
BTW Hope you enjoy Libya.

Answer key

3/4 Your own answers.

| Rewritten extracts
| 1 HiMatt
| Thanks for coming to the meeting yesterday. IMO — very useful. |
Sure you'll enjoy working with Debbie and John.
| Ill'be in touch again soon.
Cheers,
Jenny
2 Juan,
We got your letter this morning — thanks. Sorry you've been
made redundant but glad you've got an interview next
| Wednesday. Let us know if you get the job. Good luck!
| Speak soon / Take care / Cheers
| Pieter

5 Your own answer. Possible answer:
Dear Rosie,
Congratulations! Great news about you and Sam. Thanks for the
invitation — I'll definitely be there.
I've had a pretty busy year. In January, Seb and | split up. It wasn't
easy — we'd been together for nearly two years — we'd even
been thinking about making it more permanent, but he met
someone else. After that | couldn't work in the same office as him,

From: Silvia |

To: Ed e Ie
Subject: Re: FW: Summer - o

Date: Thu, 15 Jun 20_06"15;‘271:14 R N

Hi Marco and Silvia,

I've been trying to email you but the mails keep bouncing back — probably an old email address. | hope this one gets through.

Hi Ed,

Good to hear from you! Sorry about our home email - clever idea to send it to Marco’s work address! Marco’s really busy, so

he’s forwarded it to me.

We're writing to tell you that we'll be staying at the campsite near you again this summer. First two weeks of August. This time

we're flying, then hiring a car. Hope we can meet again.

Great news! Call us when you're here and we'll arrange a get-together. Perhaps we could go out for a meal - there’s several

good restaurants near here, like the pizzeria we went to last time. Remember?

Things are really busy here. Jackie’s just started working as an assistant in a primary school and | have more freelance
photographic work than | can cope with — suppose we shouldn’t complain.

Know what you mean. I've just started a new job as a receptionist in a hotel just down the road — very handy, but | have to
work weekends and evenings — so no holiday this year and big changes to family life!

Becky’s just finished her first exams. In September she’ll go to the local college (for 16-18-year-olds). Jo’s just coming to the
end of her third year at secondary school.

The boys have just started their summer holidays. Gianfranco just scraped through his exams! He'd much rather hang out with
his mates. Adriano’s done pretty well but he’s got a different attitude to life. Both the boys’ve got scooters now. They seem to
spend all their free time on them. The only good thing is, they’re making less phone calls — they didn’t used to go out at all.
Anyway, we hope you'll be at home when we’re in Italy and that the weather’s better than last time we met.

I'm sure we’ll be around - just come round or give us a ring.

Best wishes to you all,
Ed and Jackie

Love
Silvia
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Answer key

so | applied for loads of jobs. | eventually got one as a doctor’s
receptionist. The money's not particularly good and the hours are
long, but it makes a change — and | enjoy meeting people.

Do you remember my sister Ellie? Well, she's getting married next
year, probably in August. And | saw Jack the other day. He asked
about you. | hadn't had your letter then, so | couldn't tell him your
news.

I've got two weeks' holiday coming up. The first week, I'm just
going to chill out — catch up with friends, you know. Then I'm off
to Crete with Jenny. I'm really looking forward to it. Itll be my first
proper holiday for three years.

Anyway, congratulations again. Let's keep in touch more regularly.
Why don't we email each other at least once a month?

Love,

Your own answer. Possible answer:

Hi Charlie,

Just had a message from Mum to say you're around for a week.
That's great! Before you go back, let's get together. How about
going for a meal at the new Turkish restaurant in town? | can do
tonight or tomorrow?

You can phone my mobile (07818 417785) or email.

See you soon.

John

1 a Extract 1is a delayed departure claim form (section of travel

insurance form). Extract 2 is a visa application form for the US.
b Your own answers. Possible answers:

Extract 1 is probably preceded by basic personal information,
e.g. name, date of birth, etc. It is probably followed by bank
details so that insurance money awarded can be paid directly
into claimant's account.
Extract 2 is probably preceded by basic personal information,
e.g. name, date of birth, etc. It is probably followed by more
details of applicant's travel history, past visa applications
(whether these have been successful or not), details of any
criminal record, health records, etc.

2 a Extract 1:
— The applicant has only given her first name (Natasha)
— Date of arrival is given as Beijing / Place of destination as

04/09/06
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Extract 2:
— 20 Full address of college in Paris not given
— 22 Day and Month should also be given
— 24 More details of address needed / Postcode needs to be
added
— 25 There are two phone numbers missing
— 26 Applicant is very imprecise about how long he/she
intends to stay
— 27 Again this is too vague. Visa applications need to be
more precise
b The form language in both extracts is factual, businesslike,
concise and formal.
¢ In Extract 1 the language is factual, businesslike, concise
and formal, and written in note form. In Extract 2, it is vague,
imprecise and informal.

1 a Extract A is written in a more appropriate style because
it is clear, formal and detailed. For example, it uses full
forms, not contractions and uses formal words such as
approximately rather than about. It also specifies that the
other driver was on a minor road.

b Extract B is conversational — too informal for a report form
like this. For example, it uses contractions instead of full
forms, and uses informal words such as about rather than
approximately. It misses out the important detail that the
other driver was on a minor road.

¢ In an email or informal letter to a friend.

2 Your own answer. Possible answer:

It was approximately 4pm when | left for the bank to withdraw

some cash. | was out of my hotel room for no more than ten

minutes. When | returned, | could see that someone had entered
the room. My belongings were scattered all over the floor.

3/4 Your own answers.
5 Your own answer. Possible answer:

Personal Effects Claim Form
Section 2

Travel details
Type of travel: Business / Personal
Please give date of loss / theft _28 August 2006

In which country did the loss / theft occur? ltaly (Milan)

Please give full details of loss / theft | arrived. back at my hotel room at 10.30 in the evening to
find. the window open and my belongings on the floor. When | started to put things back in
drawers and cupboards | found the articles listed below missing.

To whom was the loss / theft reported? _Hotel manager and. Police

When was the loss / theft reported? __Immediately (10.35pm) / 11.05pm
What steps were taken to recover the articles? (Please attach any written evidence.)
N/A - the articles were stolen, not lost.

Have you had any previous claims on this type of insurance? YES/NO
IFYES, please give details, including dates.

N/A
Section 3
 Particulars of claim . ‘ ‘ o
Full description of each item ~ Date of purchase Original price Amount claimed Receipts / replacemen
of property lost or stolen. estimates attached
Laptop computer (Dell) =~ 12/01/2004 €1200 €300 v
Digital camera. (Sony) = 13/08/2006 £350 €800 v
Gold watch (antique) — gift €3000 €1000 not available
Glasses (Armant) ?/12/2000 €600 €300 v
Section 4
DKLARATION

| declare that all the information given is to the best of my knowledge and belief, full, true and correct
Signed ___ Stefan Podolski Date: 17 October 2007




a The subject of both letters is the introduction of ID cards.

b The writer of letter 1 is against ID cards and feels they will not
protect the public in the way they are supposed to and will
provide a new incentive to criminals. He is also concerned about
the high cost of introducing cards and feels that the government
having access to personal information will be undemocratic.
The writer of letter 2 is pro ID cards and feels they are a
practical way of proving who you are. They are like a passport
and increase freedom.

a 1 they will put (not theyll) / | am quite sure / it is estimated
2 | have carried / | am the owner / | did not have / | could

not open

b 1 [think that Mr Green is mistaken / | am quite sure that,

like me, many of your readers

c 1 itisestimated that the cost of the card system will be six

billion pounds
2 in Britain, people are required to provide household bills
d 1 Far from putting an end to identity theft ... whom Mr
Green fears.
e 1 ... the conmen, hackers and would-be terrorists whom
Mr Green fears.
... the data bank on which my personal details will be
stored?
(less formal equivalents in brackets)
support (back) / on the grounds that (because) / combat
(fight) / mistaken (wrong) / ingenuity (cleverness) /
incentive (reason) / citizens (people) / currently (now) /
have access to (be able to get at)
2 people are required to (people have to)

Letter 1

| think that ...

My strong personal belief is that ...

| genuinely believe that ...

I am quite sure that ...

In my view, ...

Letter 2

It seems to me that ...

In my opinion, ...

I would say that ...

Answer key

firm/profound/genuine/honest/sincere
firmly/seriously/passionately/honestly/sincerely/really
(absolutely/pretty) certain
honest/personal/professional
general/fashionable/popular/traditional/official
amazingly/surprisingly/unbelievably/incredibly
dlearly/apparently/evidently

funnily enough / strangely (enough)

(= it o A I T o Tl =

4 Your own answers.

5 Your own answer. Possible answer:
I am in complete agreement with Jenny Lavender (see Letters,
Tuesday). In general, | believe that the majority of women are
as well-equipped as men to fight on the front line in wartime.
Although | have no direct experience of this myself, several
members of my family, men and women, have spent time in the
armed forces. With this in mind, | can honestly say that in some
cases the women were better able to cope with the emotional
pressures than the men. | have no reason to believe that this
would be any different in a wartime situation.
The main reason for my point of view is this: women have been
fighting for equality with men for decades now. In many countries,
they have achieved equal pay with men for the same work. Their
arguments have always been that the work they did demanded
the same skills and abilities as their male colleagues. If we have
been convinced by their arguments for equal pay for equal work,
how can we possibly deny women the right to fight on the front
line in times of war?
Secondly, and this may be a controversial point, | believe morale
generally would be higher among armies if women were allowed
to fight on the front line. In this situation, which is stressful for
everyone concerned, it seems to me that a “normal” mix of men
and women could only raise morale.
In conclusion, | believe, as does Jenny Lavender, that the
arguments against women becoming front-line fighters are based
on old-fashioned sexist attitudes. Men may want to protect us
from the horrors of war, but we need to prove that we are strong
enough to fight alongside men.

1 Letter 1: repair/servicing
Letter 2: products from a shop
Letter 3: accommodation

21 e2b 3e4f5d®6a

3 Paragraph 1 introduces the topic of the complaint
Paragraph 2 provides more details/background to the complaint
Paragraph 3 suggests how the problem can be resolved
Paragraph 4 is a final expression of what the writer expects
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Answer key

resolve this unsatisfactory situation b seeking advice

contact me d | purchased e (is not) fit for purpose

speedy (1); swift (2) g You are required by law to 1 Answers and mistakes are shown in red below.

amicably i maintenance of the property
j  the deteriorating condition

5 Your own answers.

= =56y, 8y

Customer complaints department

‘Follow-up form
Date IT July 2007

| 2 Your own answers. Possible answers:

a |should be grateful if you could contact me ; ~ Customer details Helen
Please get in touch with me | _ Name Mr / Mrs /(5 Eters O'Brien

b Ilook forward to hearing from you |  Address+22" The Avenve, , EN6 4Hpt N
| am looking forward to receiving your reply | _ Phone number 01707 888173 388163

¢ I shall be forced to / | will have to
I shall have no option but to
My only option will be to

' d I am writing to let you know / inform you . ; '
i : 1 Date of transaction or poor service
This is to inform you

= : Day 16 Month May Year 2007
e |am writing to confirm ) A
— e —— e 2 Date of first complaint?
~ Day__16__ Month _June  Year 2007

3 Contacts spoken to previously at bank
Customer doesn’t know

Bank account number 22 7¢ 95 54

Details of the complaint

6 Your own answer. Possible answer:
Dear Sir,
On 23 April | was due to attend an important meeting in Chicago.
| had a seat on the 12.15 flight from Heathwick Airport.
To make sure | did not miss my flight, | decided to catch the 07.45
train from my local station. Unfortunately, the train did not arrive
until 08.45 and was further delayed due to a ‘staff shortage’. We
did not leave the station until 10.45. Needless to say, | missed my
flight to Chicago. | explained the situation to the airline staff, but
still had to buy another ticket. | arrived in Chicago considerably out
of pocket and very late for my meeting.
['am now writing to complain about this appalling rail service and
to demand a full refund, not only of my rail fare but also of my

Brief summary of your complaint

M
On 16 APFS'HCMS‘IZOMEI” phoned to cancel a direct debit to electricity
CDMPAv\y.

~ On IT June customer noticed that this reqular payment to the
. electricity company had left her account as usual.

. Customer phoned the bank and was told that cancellation would be
~ actioned.

But wmoney taken from account again in July.

replacement air ticket. Please find attached details of these costs. _ Action taken

I look forward to hearing from you. | should be grateful if you  Report to General Manager. Recommend full refiund + compensation
would contact me at the above address or by phone. payment to customer.

Yours faithfully,  Someone should phone customer tomerrew— later todmd

a.E.BE cB dB &E fE
a bytheway b foryour information ¢ in my opinion
alm bl cl d Haeyou e I'm
Your own answer. Possible answer:
Hi,
Thanks for your letter — it was great to hear from you after such a
long time and find out what you've been doing since we were last
in touch.
I'm sorry | can't reply properly at the moment — I'm revising for
my exams which start on Monday.
As soon as the exams are over, Il write you a long newsy letter
telling you what I've been up to.
Cheers,
6 Your own answer. Possible answer:
I will soon be receiving my exam results, which | am confident
will be good; perhaps not the top grades, but certainly very
acceptable. After that, | am not sure what | will be doing. | would
like to work for your company on a temporary basis, but this is
dependent on my situation in two months’ time.

Your own answers. Possible answers:

a |am writing to inform you that it is your responsibility to solve
this problem, and if you do not do this, | shall have no choice
but to contact my solicitor.

b 1am not satisfied with this situation. You promised to retum my
call on the same day, but you failed to do this. -

¢ This is a most unsatisfactory situation and | now wish to know
how you intend to resolve the problem.

d Asyou may remember, | telephoned you two months ago on
the subject of the television | had recently purchased from you.

e | should be grateful if you would refund my payment in full. If
you do not do this, | shall be forced to take legal action.

f | have now written two letters to you during the last fortnight. |
should be very grateful if you could reply.

g If 1 do not hear from you in the near future, | shall have no
option but to contact the police.

h | would expect a company of your reputation to replace the
fridge by the weekend at the very latest.

U wWN
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7 Your own answers. Possible answers:

a firm/profound/genuine/honest/sincere
firmly/seriously/passionately/honestly/sincerely/really

b
¢ absolutely/pretty
a 1 to 2 which 3 had 4 than 5 not 6 if

7 throughout/during 8 has 9 it 10 without

b Your own answers.

924 bbb el déed t3 g2
10 Your own answer. Possible answer:
On 16 December, my suitcase went missing from flight 4536
Berlin to London Heathrow. | reported this in person to one of
your ground crew on the day in question and followed this up
with a telephone call three days later. To date, | have had no

response to my phone call.

Unite

People usually write CVs when applying for a job or other
position of responsibility. The CV itself contains mainly factual
information about the person, but may also include a brief
commentary on this information if the writer wants to present a
clear, full picture of themselves.

All these categories have a place in a normal CV with the
exception of Family background and Likes and dislikes in
music, food, etc., which would be considered too personal and
therefore irrelevant.

From an employer's point of view the following extra
information might be useful:

Address(es) / Contact details (Phone, email, etc.) /

Date of birth / Nationality / Gender

In some situations, it is not necessary for job applicants to
state their age or gender, as this could prejudice their chances
of success.

1 The writer has probably chosen to start with her academic
achievements because she has only recently left university and it
is therefore more relevant than her work experience.

2 a Approximately a quarter of the CV consists of commentary.

— [ have run classes at a local adult education centre.

— I enjoy travelling to other countries and meeting people
from different cultural backgrounds. | have travelled widely
in SE Asia, and Europe.

b This commentary is in ‘normal’ written sentences with subjects,
verbs, objects, etc. It is clearly written in the first person. This is
unlike the impersonal, note-form language of the rest of the CV.

3 DOB: date of birth
BA: Bachelor of Arts (This is the name of one of the first degrees in
British universities). Other “bachelor” degrees are BSc (Bachelor of
Science), and BEd (Bachelor of Education).

Econ: Economics

Hons: Honours degree (Degrees from British universities are

divided into Honours and Ordinary degrees. With Honours

degrees there are classes: a First / a 2.1 / a 2.2 / a Third)

Adv.: Advanced

IELTS: International English Language Testing System — Students

who wish to study at British universities often need a certain score

in [ELTS in order to get on to an undergraduate course.

SE (Asia): South East

Dr: Doctor

Answer key

4 A covering letter adds a personal touch that the factual information

ina CV does not. It tells the reader something about what you are
like as a person, and gives them an idea of whether or not you
would make a suitable employee.

5/6 Your own answers.

7

.

Focus on reducing full sentences to notes

(oo = U & Il =l o

f

Driving test: passed 2007

English fluent — written German good

Prize for A grade in Business Management project

BA (Hons) Economics from London University, 2006
Member of working group (2006 report: ‘Staff-management
communication issues")

Assistant to Head of Human Resources, Oct 2005—Jan 2007

7 a Your own answers.

b Your own answer. See model on page 33.
¢ Covering letter

Dear Australian Tours,

| am writing in response to your recent advertisement regarding
the post of Tour Guide. Please find enclosed my CV which
summarizes my education, qualifications, skills and experience.

| have been looking for a job like the one described in your
advertisement for some time now, as | believe | have the skills
and experience needed for this kind of work. | did a similar job
during a vacation from university two years ago. My employers
were very satisfied with the work | did and would be happy to
provide me with a reference.

I am currently employed as an instructor in an outdoor
pursuits centre for young people and this work has given me
experience of dealing with groups of people, and of working
irregular hours. | am used to being away from home for
periods of up to a month. Part of this job is to take groups

of 10-15 people on weekend trips to remote parts of the
country; one of my responsibilities is to organize the cooking. |
also deal with any injuries or health problems that arise while
groups are away, and have a First Aid Diploma.

In relation to the other qualifications needed for the Tour
Guide job, | have been driving now for nearly five years and
have a clean licence. As regards my level of English, | am
bilingual in English and lItalian.

| would be available to come for interview at any time, and
look forward to hearing from you.

Yours faithfully,

Unft7

Al

A written recommendation by a present employer to a
possible future employer describing an employee's character,
skills and qualifications.

Your own answer. Possible answer:

a Job references are necessary information or evidence for
a future employer from someone who knows an applicant
well, either as a friend, colleague, or employer.

b—c Your own answers.
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Answer key

1 Differences between the two extracts:

1 In continuous prose, likea 1 Note form
letter

2 No headings to guide the 2 Notes under headings as
writer guidelines

3 Reference writer decides 3 Headings dictate priorities
priorities

2 b1

Examples:
| have known and worked with (full verb forms)
he is someone for whom | have the greatest respect (word
order)
contributed greatly (choice of vocabulary)
Notable among these projects (fronting information)

€12
Examples:
(He) Has shown leadership skills (omission of subject pronoun)
Excellent both as (a) team leader and (a) team member
(omission of articles)

d Your own answer.

e Your own answer.

e

\.

Focus on formal language in relative clauses

Tl

c

Notable among these projects was his setting up and
management of Project Peru, the success of. was
largely due to Ben's commitment and leadership skills.
Reading the description of the job forhe has
applied, | can honestly ...

Notable among these projects was his setting up and
management of Project Peru whose success was largely
due to Ben's commitment and leadership skills.

Reading the description of the job (which/that) he has

applied for, | can honestly ...
My colleague Juan is someone with whom | have always

worked very well.

That is a question to which there is not a single answer. ]

3

a
b

Your own answers.

Your own answers. Possible answers.

1 The person's current job, course or situation

2 How you know the person / How long you have known
him/her

General character and attitude to work

Relationships with other people (colleagues/students)
Past successes and achievements

6 The person's particular skills and abilities

o b W

4 Your own answers. See model on page 37.
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Unit8

a

b

Your own answers. Possible answers:

a A transport service: train, bus, airline b A supermarket or

other large store ¢ Car/Flat rental company d Airport/

Airline e Employment agency / Job centre / Unemployment

benefits office

Possible additional questions

a Are you generally very satisfied, satisfied or dissatisfied with

the efficiency of our drivers and other staff?

Parking at the store is adequate.

Agree _ Notsure __ Disagree __

¢ Were you given clear instructions about returning the
vehicle at the end of the rental period?

d Did you find the standard of service from our staff ...
Above expectations, Met expectations or Below
expectations in the following areas ...

e What is your current weekly wage?

less than £200 [ |

£200-£250 [

£250-£300 [_]

£300-£400 ||

more than £400 [_]

b

Airline passengers in ten European countries.
Fly-U-There came first out of 70 airlines for quality.

Lowver fares for the minority who would accept a lower standard

of service in exchange for a reduction in standards. More leg
room for the passengers who found the seating ‘cramped.
Order of headings:

Punctuality / Assistance with problems

Quality in relation to price

Staff—passenger relations

In-flight comfort / Catering

They clearly signpost the information contained and help
readers find relevant information.

The first two paragraphs introduce the subject of the report and

summarize the main findings.
b took part ¢ judged d were analysed e was given f scored

1

o
Focus on reduced relative clauses

Parts of sentences which could be expanded into relative

clauses underlined, with the addition of relative pronouns and

auxiliary verbs (in bold):

— According to a recent customer satisfaction survey, which was
carried out by an independent market research organization, . ..

— Customers, who were interviewed during a flight, seemed
more satisfied than those who returned written questionnaires

— Customers, who were asked for their views on relations
with staff commented favourably on the friendliness, ...

Your own answers. Possible answers:

a Most people questioned said they were very happy with the
service.

b The questions, chosen at random, focused mainly on
people’s experiences over the last four weeks.

¢ The results produced by the survey show that only a small
minority are seriously dissatisfied.

d The senvice, introduced last vear, faced serious problems in
its early stages.

R




5 a Your own answers. Possible answers:

2 22% of customers agreed that the store was ‘well laid out-
3 Avery large majority of customers thought there was an
insufficient number of checkouts.
4 69% of customers did not think that the shop was well laid-
out
5 Only 5% of customers were not sure whether there was a
sufficient number of checkouts.
6 Equal numbers of customers agreed and disagreed with the
statement that the store was 'clean and tidy"
b The two areas where customers were most satisfied were ‘clear
and informative signs' and ‘a pleasant shopping atmosphere'
¢ The two areas where customers were least satisfied were
‘shop layout’ and ‘number of checkouts"

6 Your own answer. Possible answer (reduced relative clauses are

shown in bold type and verbs from Exercise 4 are underlined):
Supermarket: Customer report

According to a recent survey cartied out by one of the
country’s three largest supermarkets, customers were
dissatisfied in three main areas: store layout, ease of moving
around the store, and the number of checkouts. 4,500 customers
took part in the survey.

Checkouts

The area of greatest dissatisfaction was the number of checkouts.
86% of customers thought there were not enough, with only 9%
satisfied in this area.

Store layout

Over two thirds of customers questioned agreed that the store was
well laid out. A similar proportion said that the store was not easy
to move about in. Perhaps surprisingly, a majority of customers said
they found the signs in the store clear and informative.
Cleanliness

Equal numbers of customers agreed and disagreed with the
statement that the store was clean and tidy.

Atmosphere

This was an area where the supermarket scored highly, with 61%
of customers judging that the store had a ‘pleasant shopping
atmosphere’. This is good news for the supermarket managers,
who will interpret this as meaning that most of their customers
enjoy shopping in their stores.

After analysing the survey results, the manager of the supermarket
in question has said they are planning to make some key
improvements in the near future. He said their priority was to
ensure that more checkouts were open for longer. He also
promised to look again at the layout of the store.

Answer key

Unito

4-

Your own answers.

Your own answers. Possible answers:

A How much does it cost? Does it work with all phones:

B Could it ever suggest the wrong route? Does it work in
other countries?

C How much does it weigh? Is it possible that it could
collapse while you are riding it?

D Would it be sensible to get insurance in case you had an
accident? Are you allowed to use them in normal pedestrian
areas?

Powerizers — We know this because the advertisement on page
44 says that Powerizers allow you to run fast and jump high,
which both appear in the notes under ‘Key features'

a detailed notes about the product

a note-taking framework

recommendations for action

a Basic b Competitveuse ¢ X d X e 30 f 2

g sports h exercise / keeping fit i children under 12

j elbowpads k helmet

7 Your own answers. See model on page 45.

o o

1

y
Focus on noun phrases

N
™ 0O v O 0

b two-cup model

fully programmable model
deluxe self-cleaning model
three-year guarantee b everlasting, ultra-efficient bulb
water-powered battery d 2GB memory stick

camping survival kit

d heatproof handle

1

Unit10

a 2
b Your own answers. Possible answers:
Words, phrases or sentences that could be omitted from the
other three are underlined. [Note: some of these omissions
would involve rewriting of remaining words and phrases.]
email 1
Dave,
Thanks for looking at the figures — you're quite right, those two
small amounts were errors — entirely my fault. From the end of
this month we are launching a large new e-commerce store at
the site that automates the calculation of sales information and
payments — so the manual aspect will be entirely removed.
We've grown really quickly and the new store software will take
us to the next level — look out for an announcement during this
month.
Cheers
Joe
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Answer key

email 3

Dear Conference Member,

Renate has asked me to email you to check that you will not be
attending the evening meal on Thursday 17 May. This is because
you have elected to leave the conference before 8.00 pm on that
day.

We apologize for the fact that the times of meals may not have
been made dlear in our original conference invitation.

Regards,

Melanie Dean

email 4

Joe,

Please send the electronic report again. It's not opening on my

compter for some reason.

Thanks.

Chris

PS Have a good holiday if | don't see you before.

— beginnings and endings: Dear is not always used with names.
Simple endings are often used, e.g. Cheers and Regards
instead of the more formal Yours sincerely or Yours faithfully.

— the structure of the email: These four emails look like short,
very simple letters.

— sentence construction and length: Sentences are mainly
simple (i.e. without subordinate clauses etc)).

— the degree of formality: Emails are often neutral in terms of
style — neither very formal, nor very informal. They tend to be
direct, rather than extremely polite.

Your own answvers.

Your own answer. Possible answer:

AN AAADAN AN A vk fop 4

AR £= dB £ 48 UB AR 9B A% 48 F8 &R Ab & S5 & &
v = 3 « L% L u € e us L L o

Notes

' Kate - emadl Ed Late - here 12 o'clock

' Fexitime meeting - for everyme. not just
parents with young chidren ~ imit on start and
end times: 7 am - 8 pm lnot durin% nfc‘\h{")

' Kate s sory

Your own answers. Possible answers:

Reply to email:

Nick,

Re meeting: okay Thursday pm and all Friday. Thoughts on
agenda:

1 Not complete ban - restrict use

2 North? Property cheaper

3 Yes — with limit

Nothing to add.

Cheers

Email related to phone conversation:
Ed,

Kate phoned. She's going to be late. Had thoughts about flexitime:

— Can't restrict to parents of young childr. Must be open to all.

— Suggest start and end times — 7 am — 8 pm (not during night)
K said sorry.

Regards

104

(Focus on short simple sentences b
Your own answers. Possible answers:
a Apologies for the payment delay. The system couldn'’t process
your invoice. Coding errors.
b Please transfer all our savings from our Gold Account to the
Direct Savings Account.
¢ Please return the grant application form sent on 10 November.
To have your application considered for the next academic
year we need the form by the end of this week. Please send
to the address above.
. 9

s
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o

Your own answers.

b Practise c keep d Make e Sell f Start g Show
h Refer i Mention j Write k include | list

m explain n gained o say p attend(ing)

Your own answers.

teach in a primary school

a first degree (BA in Philosophy)

Citizenship, History and English

In general the writer has followed the tips quite well, but
improvements could be made.

An improved order of paragraphs would be: 4, 1, 3, 5, 2

The last part of paragraph three (from There is many other
factors ...) is relatively trivial and could therefore be omitted.
There is no evidence in the statement that the applicant has
researched the particular course she is applying for in any detail,
even though she makes a general statement about the reputation
of the Edinburgh course.

The style of this statement is sufficiently formal, although the many
mistakes spoil what otherwise could have been a good impression.



The correct forms are given in [square brackets].

| have a variety of experience of working with young people
in both academic and non-academic situations. Throughout
my undergraduate course, | 0 [undertook / have
undertaken] voluntary work at the local infant school. | found
this very enjoyable and rewarding, as | often helped grt
less able children with specific tasks and found it very sai
[satisfying] to see them begin to make progress.

In addition to my academic study, | have a number of interests.

| play tennis, and b badminton] to a reasonable club
level and have recently taken up rock climbing. | also love reading
and going to the theatre.

When | was working on a summer play scheme, | took responsibility
for a larger group of children aged 8 to 12 for a whole day, _
thoroughly enjoying the experience. | also recently
[accompamed] a group of Year Six pupils from Milan on a week-long
C [course] in Scotland. Both these experiences
[influenced] my decision to specialize {6 [in] Upper
anary teaching. | felt I could really stim d communicate with
this age group and found the feedback | recieved [received] from

the children very rewardin . [There are] many other factors
which could be useful in my future career. | was captain of my school
tennis team between the ages of 10 and 12; my mother and father
are both teachers here in Italy, and | was always very interested in
watching any TV programmes about teaching and education.

In selecting the Postgraduate Certificate in Education at @dmburgh
[Edinburgh], I am making a ¢ [conscious] choice of a course
which will challenge and test me to the full. Your course has a
formidable reputation in the training of primary school teachers.

My first degree course, which was a BA in Philosophy, was largely
text-based and involved writing regular essays, thus utilizing my
written, language, research and analytical skills. The emphasis on
moral, social and political issues | [has — the verb is singular
here because the subject of the verb is emphasis] increased my
awareness of a variety of contemporary debates, thereby equipping
me to tackle themes relevant] to the classroom, such as
social skills and equal opportunities. The content of my course will

assist me in contributing to a wide range of school curriculum areas,

in particular Citizenship, History and English, all of which are backed
up by my own school-level qualifications.

Answer key

-
Focus on writing complex sentences

1 Complex sentences in Carla Pacione’s statement:

— When [conjunction] | was working on a summer play
scheme, | took responsibility for a larger group of children
aged 8 to 12 for a whole day, thoroughly enjoying ...
[participle] the experience.

— In selecting [participle clause] the Postgraduate Certificate
in Education at Edinburgh, | am making a conscious choice
of a course which [relative pronoun] will challenge and
test me to the full.

— My first degree course, which [relative pronoun] was a BA
in Philosophy, was largely text-based and involved writing
regular essays, thus utilizing [participle clause] my written,
language, research and analytical skills.

— The emphasis on moral, social and political issues has
increased my awareness of a variety of contemporary
debates, thereby equipping [participle clause] me to tackle
themes relevant to the classroom, such as social skills and
equal opportunities.

— The content of my course will assist me in contributing
to a wide range of school curriculum areas, in particular
Citizenship, History and English, all of which [relative
pronoun] are backed up by my own school-level
qualifications.

2 Your own answers. Possible answers:

a | think I am well suited to a career in law because | enjoy
studying social issues in today's society, and believe
that | have the skill to use factual evidence to present a
persuasive argument.

b I think my contributions to class discussions have
improved, probably due to the fact that | have developed
my knowledge of the subject, which has in turn made me
more confident about speaking in front of the whole class.

¢ My personal experience of journalism started when, as a
young child, my father took me with him when he went to

interview people for articles he wrote for a magazine.
\ J

4-6 Your own answers.
7 Your own answer. See model on page 53.
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Umnfit12

Your own answers.

Your own answers, Possible answers:

a Understanding what is being said; picking out key points;
writing at the same time as listening; rephrasing what the
speaker says.

b Your own answers.

¢ You could listen several times, by stopping and starting the
recording.

1 You know that the rest of the talk will focus on the six remaining
factors affecting people’s happiness. ('In my talk | shall be
considering eight of the factors which may or may not affect
people's happiness!.)

2 a Symbols - .., + —

Abbreviations — v, N .B.
Capital letters — HAPPINESS, MONEY, CAN, BUT, DESIRE,
LESS, LIMIT
Shortened words — hap., Mon., Comp., imp. peop.
Your own answer.

¢ You might choose to add notes on the fact that happiness
levels have remained the same despite the fact that people’s
income has increased dramatically. Example:
Incr. in income # incr. in happiness.

3 Your own answers. Possible answer:

I would have used bullet points. | could have used other symbols
such as=.

4 Your own answer.

5 Your own answer. Possible answer:
v AR A RN A A ATRR 4 e g
WA gm R A5 @R AR R ¥ B AR Ak A% 4% Ay @ LB
HAPPINESS -~ Fad’ors 3 - s
3 and b\ap
4 and hap
5 and l«o\p
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6 Your own answer. Possible answer:
YAAAANAR XA QAR i degpcd

dk #5 5% £5 4B R @B 48 GR 8B 4B @B 4k #5 b @ G
W o &

.
& 9 % W, =

W SN W W W e e W W Co

HAPPINESS = FAC,TORS 3-5

3 INT'ELLIGENCE ay\d l/\aPP - No conmec+nom

More .M’ell.a&w” peop- beH’ar Pcud Jobs

vicher BUT not happier

Poss. have Waher exped’i - less satisfied

: 4 éams and l«\ap.

: Hap 90'7 %nz’hc

But Personal )ry + hap covm&c*acl e9

a)«Lrover*S hqpp«e/

5 Appearance ond l«ap

Good—lookm9 paople, happier

WHY?

?ood-bak better lives?

3ood—|oal<. = 5]mme+r:a ‘Facas =

3ood genes & b\eglﬂg

Advice: Believe you look 9ood.

9 Your own answer. Possible answer:

KEY POINTS MAIN NOTES
&. MARRIAGE Marviea happier than single.
- 2 poss reasons - viz.

1 Marriage makes peop. hap.?
2 Hap. pecp. marvy?

7. KINDNESS Link betw. being Kind 4 hap.

-V 2 poOSS yeasops - viz.

1 Being kina makes peop. hap?

2 Hap. peop. KinA??

Example: Hap. peop. Ao more volunf. work

OLD as hap. s YOUNG but more safisfieA.
Happ. affected by other factors e.q. gender,
pevsonality, ete.

Gonrls - more realistic

8. AGE —

(Focus on selecting and noting key words, and
paraphrasing

1 Your own answers. Possible answers:
t-a study of 2727 people aged-betreen 25-74, researchers
found-that-etherthings-sueh-as gender, personality type
and social factors affect how you feel as you get older. Fer
instaree—beth men and women terded-te-experieree more
positive emotions as-they-aged.
2 Your own answers. Possible answers:
— study of 2,727 peop. (2574 yrs.)
- gender, personality type & social factors affect how you feel
as peop. >> older
-~ Men + women have more positive emotions
3 Your own answers. Possible answers:
~ 2,727 25-74-yr-olds studied
— Various factors influence feelings as people age
~ Men + women feel more positive




Unft13

a b 57c
Your own answers.
Your own answers.

1 Your own answers.
2 Card 1: Introduction to subject
Card 2: Two examples
Card 3: Public reactions to commercials
Card 4: Advertisers' motivation
Card 5: Conclusions
3 Your own answers. Possible answers:
a Capital letters are used for headings/titles of cards.
b Highlighting is used for key words or ideas under each heading.
¢ Bullet points are used to separate points on each card.
d Words used — mainly nouns, adjectives, some verbs (these
words all carry meaning.)
Words not used — articles and other determiners (e.g. this),
possessive adjectives, conjunctions, some prepositions (these
are words which do not carry meaning.)
4 Your own answers.
5 Your own answers. Possible answers:
— Both cards and handout follow the same order as the spoken
presentation
— Handout is closer to the presentation than cards in terms of detail
— Cards are more skeletal and therefore need interpretation,
explanation or commentary
— Handout should be detailed enough to stand on its own as a
reminder of the content of the presentation
— Cards intended to help the speaker who has prepared the
presentation
— Handout intended for people who have listened to the
presentation

=
Focus on omitting unnecessary words

Possible answer:

A television commercial, often called an advert in the UK, is a form
of advertising in which goods, services, organizations, and ideas

are promoted via the medium of television. Most commercials are
produced by an advertising agency, and airtime is purchased from a
TV channel or network.

\, P

6-13 Your own answers.

1 Change in communication habits among young people

1.1 Increase in text messaging

1.2 Change from telephone (landline and mobile) to text
messaging.

3 Some young people send and receive 100+ texts a day.

Answer key

Unfit14

a short account of something spoken or written which gives

the important points but not the details

Types of summary

— News headlines are a very condensed version of the fuller
story which follows.

— The blurb on the back cover of a paperback novel tells the
potential reader what the book is about, but is not a full
summary because it does not tell the whole story or the
ending.

— A newspaper account of a scientific report gives the main
findings of a report that would be too long or complex for a
non-specialist reader.

— Most diary entries are very brief summaries of something
that is going to happen or has happened.

— Students’ notes summarize a lecture, BUT use note form
language rather than normal prose.

— A radio report of a sporting even summarizes by providing
the highlights of the game/match.

The other texts would not be summaries.

Your own answers.

1 The besttitle is 2 'Mummies' DNA reveals origins of ancient
disease’ because it contains all the key aspects of the story.
"Archaeologists discover disease in ancient DNA" does not
relate the ancient disease to the present day situation, while
'Leishmaniasis originates in North Africa’ makes no mention of the
role of DNA or mummies in establishing the origin of the disease.

2 Your own answer. Possible answer:

[Centuries of silence cannot keep ancient Egyptian mummies
from sharing their secrets with scientists. From archaeologists
determining cultural practices to chemists studying embalming,
mummies have revealed libraries of information.] Now such
mummies are also yielding evidence about the diseases of the
past by giving up the facts encoded in their preserved DNA,
and new research may have established the ancient origin of a
modern disease.

Leishmaniasis — [a disease caused by microscopic parasites, like
malaria, and transmitted by sand flies — results in painful skin
sores and in its most vicious form] causes at least 500,000 deaths
worldwide every year. Today it affects communities in many parts
of the world The lethal form — [visceral leishmaniasis, also known
black fever] — is particularly prevalent in North Africa.

Albert Zink [of Ludwig-Maximilians University in Munich and his
colleagues] tested the DNA of bone samples from 91 ancient
Egyptian mummies and 70 from old Nubia — modem Sudan — to
determine if they had suffered from leishmaniasis. In 9 of the 70
Nubian mummies, taken from graves stretching as far back as
AD. 550, DNA of the parasite was discovered, proving the disease
was endemic at least that far back. It is highly probable that it has
even more ancient origins; four of the Egyptian mummies carried
the parasite’s DNA, each dating from the Middle Kingdom period
of 2050 to 1650 B.C.,, when trade ties with Nubia were strongest.
Egyptian mummies from prior and later periods showed no sign of
the disease.
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[In addition to highlighting the old cultural ties between Egypt

and Nubia, it also] adds further weight to the theory that visceral
leishmaniasis first developed in Nubia. And the technique has been
applied to other diseases, [such as tuberculosis and malaria] to trace
their development. ‘We can contribute to a better understanding of
the evolution of infectious diseases and, thereby, to a more efficient
treatment and control of those diseases, Zink says. The infections
and viruses that proved a curse to ancient mummies may yet
provide a cure for ancient scourges that still plague humanity.

Your own answers.

| a evidence about the information about past
; diseases of the past | diseases
| b 500,000 deaths annually 1

worldwide every year
¢ The lethal form ... is
particularly prevalent in
North Africa ’
| d trade ties with Nubia were |
strongest ‘

\
|
500,000 deaths 1
i
|
\

The deadly type ... is found
mainly in North Africa.

strong trade links with Nubia

.

= N

Focus on this, that, they, them and it

1 a theresearchers b 2050 BC and 550AD
¢ the research into leishmaniasis d other diseases
2 Your own answers. Possible answers:

a Malaria is an infectious disease, common in tropical and
subtropical parts of the world. This disease / It is spread by
female mosquitoes.

b Malaria infects between 300 and 500 million people every
year, and causes up to three million deaths. Most of these
deaths occur among young children.

¢ FExperts claim malaria is a huge public health problem.
They say it is a cause of poverty.

5

Your own answver. Possible answer:

Jurassic “beaver” is largest early mammal yet

A new fossil from China proves that the mammals that lived
during the Jurassic era were more diverse than previously thought.
The 164-million-year-old creature, known as Castorocauda
lutrasimilis, had a tail like a beaver, the paddling limbs of an

otter, seal-like teeth and probably webbed feet. [And although
most Jurassic mammals discovered thus far were tiny, shrew-

like animals, C. lutrasimilis would have weighed approximately

a pound. Roughly the size of a small, female platypus)] it is the
largest mammal from this time period on record.

Chinese archaeologists [led by Qiang Ji of Nanjing University]
found the well-presenved fossil, [including impressions of soft
tissue and fur], in Inner Mongolia. [Other fossils had hinted that
mammals might not just have been small terrestrial creatures until
the demise of the dinosaurs] 65 million years ago, but the beaver-
tailed animal definitively pushes back the date of mammalian
adaptation to an aquatic lifestyle by at least 100 million years.
['Based on its relatively large size, swimming body structure, and
anterior molars specialized for [fish] feeding] Castorocauda was

a semiaquatic carnivore, similar to the modern river otter,’ [the
team writes in the paper announcing the find in today's issue of
Science.]
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The discovery also highlights how little is known about early
mammals. [Most are represented by teeth and jaws alone. ‘We
stand at the threshold of a dramatic change in the picture of
mammalian evolutionary history,” argues mammalogist Thomas
Martin of the Senckenberg Institute in Frankfurt, Germany in an
accompanying commentary.] ‘The potential of fossil-rich deposits
in Liaoning Province in China or in Inner Mongolia is only just
beginning to be exploited’
6 Your own answer. Possible answer:
— New fossil found in China shows that a range of mammals
existed during the Jurassic era
— The mammal is called Castorocauda lutrasimilis
— Similar to a beaver, a seal and an otter
— The largest mammal recorded from this time
— Chinese archaeologists found the fossil which shows that
mammals adapted to living in water 100 million years before it
had been thought
— Castorocauda lutrasimilis was carnivorous water mammal,
similar to an otter
— This shows how little we know about early mammals
— Experts expect more discoveries to be made in areas of China
and Mongolia rich in fossils
7-8 Your own answers.
9 Your own answer. Possible answer:
A new 164-million-year-old fossil found in China shows that
a range of mammals existed in the Jurassic era. Castorocauda
lutrasimilis, which was a carnivorous water mammal similar to a
beaver, a seal and an otter, is the largest recorded mammal from
this time period.
Chinese archaeologists found the fossil which shows that
mammals adapted to living in water 100 million years earlier than
had been thought previously. The discovery proves how little we
know about early mammals, but experts expect more revealing
discoveries to be made in fossil-rich areas of China and Mongolia.
[93 words]
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Your own answers.

arguments for and against an idea and the writer’s opinions

are common features of discursive essays. Facts and figures

may be included if they support an argument or point of view.

Best order for essay-writing steps:

1 Work out what the essay question means and think about
your own views on the question.

2 Check exactly what you have to do and how much to write.

\Write a paragraph-by-paragraph plan for your essay.

4 Find information on the subject, for example from a library
or the Internet.

5 Organize relevant information and your ideas on the subject.

6 Write a first draft.

7 Check your language, spelling, punctuation and style, then
correct if necessary.

8 \Write your final essay.

W

Your own answers.
Title B
Your own answer. Possible answer:
People become stressed because they cannot achieve the
right balance between the pressures of work and their family
commitments.
a Overwork can lead to relationships being neglected 3
People agree that stress is on the increase and understand the
reasons 1
The importance of a balanced lifestyle 4
People need to be financially secure 2
Time management is the key 5
b 1 1wil start by examining
2 | would say that / In my opinion / It is a commonly held
view that
3 (tensions) may arise / this can cause (stress)
4 In conclusion
5 forinstance
¢ The style of writing is formal. For example, the writer uses full
forms rather than contractions (/ will rather than /7/) and uses
formal rather than informal words and expressions (occupation
rather than job, are unable to rather than can't).
The topic under discussion is climate change. Two points of view
are mentioned: firstly, that something must be done immediately
to prevent a global catastrophe on the Earth, and secondly, that
dimate change is the result of natural processes, not human activity.
Your own answers.

Answer key

-

\.

Focus on punctuation - the use of commas
1

— betweenitemsona | — on people by their jobs,
list ‘ family commitments, financial
worries and other pressures
— money to feed, clothe and
provide accommodation

If they have no time to relax
with their children, tensions
may arise between family
members

| = after a subordinate | -
| dause at the beginning |
‘ ‘

|
|
|
of a sentence: |

Families, however, need more |
than financial security ‘
In my country, for instance,
many people live in

— before and after -
| words or phrases \
| whichinterrupt the | -
flow of a sentence
— After adverb phrases | — In my opinion, they do this by
| atthe beginning of a managing their time ;
‘ sentence | — In conclusion, | would say that
| people
accept anti-social working
conditions, which may include
night working, or take on ...

— Before (or before and | -
| after)a non-defining
| relative clause. \

2 a Allalong the route, we could see beautiful wooded gorges,

shimmering lakes, silvery rivers and majestic waterfalls.

b The Windy Islands, which are north of Sicily, are fantastic. If
you are near enough, stop there for a while.

¢ Suddenly, out of the blue, one of three boys walking
towards me rushed up to me, shouted something |
couldn't hear and grabbed my bag, in which | had all my
valuables: my wallet, my mobile phone, my camera and
my return train ticket.

d From what | have seen of the documentaries, some of the
most beautiful shapes and colours of the world are found
in plants, fish and other organisms that live on the seabed. D

7

Your own answer. Possible answer:

There can be no doubt that human activity poses serious threats
to the environment. Obvious examples are our misuse of energy
and our accelerating consumption of natural resources. The
former is contributing to global warming, while the latter is causing
serious waste disposal problems. Whoever we blame for this
damage, one thing is certain: everyone suffers from its effects.
Unfortunately, the most serious problems, such as global
warming, are so enormous that they are beyond the capability of
individuals to solve. In such cases, governments and international
organizations should take a lead, by, for example, agreeing to
limit greenhouse gas emissions. It is their responsibility to pass
laws to control the situation in their countries. Taxpayers' money
should be used to fund large-scale projects, and businesses and
individuals should be fined if they break environmental laws. Once
governments have established policies, it is the responsibility of
each individual to translate those policies into action in their lives.
In addition to this, however, there are actions that only individuals
can take. For example, only individuals can decide whether to use
public transport instead of driving their car; and only individuals
can sort household waste, plastics, paper, glass and metals into
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separate bins for collection. In our apartment block, for instance,
although the majority of residents sort their rubbish in an
environmentally friendly way, a few do not.

Focus on ways of referring to statistical trends
and movements

In conclusion, | would suggest that the answer to the question, 2 g 3t 4ec 5b 6id 73

"‘Whose responsibility is it to look after our planet?, is simple.

Our planet will only be protected effectively if governments and 6 Your own answers. Possible answers:

individuals work together. With one exception, the ownership of consumer durables in the

UK rose significantly from 1998-99 to 2004-05.

To start with the exception, ownership of telephones fell slightly
in this time period from 95% in 1998-99 to 92% in 2004-05.
There was a trend in the opposite direction in the case of mobile
phones, where ownership rose dramatically from around 27% in
1998-99 to 79% in 2004-05.

The proportion of households owning a home computer

rose from 33% to 62% during this period. The percentage of
households with an internet connection also rose sharply, from
9% in 1998-99 to 53% in 2004-05.

In the area of kitchen-based consumer goods, the percentage of
households with access to a dishwasher, a tumble dryer and a
microwave rose to 33%, 58% and 90% respectively in 2004-05.
This compared with 24%, 51% and 79% in 1998-99.

Overall, it is clear from the figures that ownership of almost all
consumer durables increased steadily in the five year period in
question.

Unft16

Picture A is a bar chart. Picture B is a line graph. Picture Cis a
pie chart.

Your own answers.

~  Your own answers.

1 a Red = the figure for 2000; Blue = the figure for 2005
In most countries unemployment rose in the period 2000-2005. @@WE@WZ
In Bulgaria, unemployment fell from over 16% in 2000 to 1 2 JEITS bl BA- & DOB d Hens. e D f<Econ
10% in 2005. 2 a Extensive experience of business management (practices)
2 a Denmark had the highest employment rate, while Poland had b Longterm aim: to set up own company
the lowest employment rate. ¢ Gained honours (1st) in biology
b Your own answers. Possible answers: d Recent work: developing new computer software
Malta had almost ten percent fewer people in employment e Ambition: manage major company by age 30
than Luxembourg. i ; f  Regularly attended courses on Business Management
The Netherlands had a significantly higher rate of employment g Organize holidays for children with special needs in spare time
than Belgium. 3 Your own answers. See model on page 32.
3 a The report takes longer to read and analyse, but it can offer Aa % 5egaE 1 disl e 2. 5 %
explanation and analysis of the findings, whereas the table and 5 Vour o answer. Possible arisiwer:
ba'r chart el 0”]‘( give information. As manager of the marketing department of the company, | have
b 1 increase, rise slightly, fall (slightly), down, up known Mr Suzuki for over five years. For the last two years, he has
2 ‘bf oadly worked closely with me on the reorganization of the department.
c slightly, broadly Mr Suzuki has a thorough understanding of good business practices
4 a the telephone and works quietly but efficiently to reach his targets. He remains calm
b the mobile phone and good-natured at all times. His main achievement at our company
¢ ownership of consumer durables increased steadily has been to introduce major changes in working practices without

alienating colleagues. He is an excellent manager of people and
popular both with those above and below him in our organization.



6 a The people to whom | am writing are all ex-colleagues.

b The employee for whom | am writing this reference has
worked for the company for over ten years.
¢ The projects in which he has been involved have all been
successful.

d The colleagues with whom he has worked here all speak very

highly of him.

The compuer I'm working on is absolutely state of the art.

Brad Ellis is the manager we're responsible to.

Gerry is someone 've got the greatest respect for.

The meeting you're referring to took place on 17 June.

8 Your own answer. Possible answer:
On the question of passenger comfort on our buses, the report
shows that a large majority of our customers were satisfied or very
satisfied. Only 34% were not satisfied.
When we asked about the punctuality of our bus services, only a
small number of passengers (16%) were very satisfied but almost
two thirds were satisfied. This left only a fifth of passengers who
were not satisfied.
On the question of driver politeness, a total of 95% of passengers
questioned said they were very satisfied (65%) or satisfied
(30%). This left a very small minority of five percent who were
not satisfied.
When we asked about the cleanliness of the vehicles, only 25%
were very satisfied, with 40% satisfied, and the remainder (35%)
not satisfied.
Finally, on the question of driving quality, 70% of passengers were
very satisfied, with 20% satisfied and only 10% not satisfied.

9 Your own answer. Possible answer:

(I o T o e o ]

Item Bike—U-Fold. fold.-up bicycle
Models - _Men's
Women's

Suitable for - Bicycle riders aged 12 and over
Plus points 4 _Environmentally friendly
2 _Light and easy to carry
3 _Takes 10 seconds to fold up and unfold
| Price - _$99

10 a Members of the public invited to take part in the survey were
all sent a personal letter of thanks written by the Head of
Research.

b The survey forms, completed online, were analyzed by a
group of sociologists specially trained for the purpose.

¢ The results published in the newspapers represent just a
small proportion of the data collected in the survey.

11 a |am organizing an 18th birthday party at the Octane Club on
30 April next year. | am looking for a band.

b Would you be available to play for this event? How much
would you charge for playing 8.00 — midnight?

12 a lam very/particularly interested in following this course
because | have always enjoyed learning languages.

b | was awarded ‘A’ grades for German and French and a ‘C’ for
Russian. | have also travelled to / visited all three countries
for holidays, and therefore/consequently have frequently
practised speaking.

¢ We also have satellite TV at home, which can receive foreign
channels, so | try to watch French, German and Russian
programmes whenever | can.

Answer key

d lalso have penfriends in all three countries, and attempt to
use their languages. However their English is excellent, so we
write in English on most occasions.

13 Your own answer. See model on page 32.
14 Your own answer. Possible answer:

SAVING = key to financial success.

—everyone needs PLAN ...

- to meet long-term goals

« financial security

PLAN (BUDGET) creates money to save
Steps

1 set short- and long-term goals (e.g. new car)
2 say how long & how much money

15

Researchers frerthree-thiversities interviewed
20,000 people evera 2-year period to-prodtee-
the most in-depth study to date efthiskind.
Most efthe findings were-whatresearchers-
had predicted, but attitudes towards the future
were surprising. ©fthe 5,000 people under
the-age-of 30, atarge majority (79%) sate-they-
were-generatly pessimistic about the future. 6
these-over-the-age-of 60, 70% saia-theyfeit
optimistic or very optimistic abott-thefuture.

Your own answer. Possible answer:
Notes
In depth-study:
— 20,000 people interviewed in 2 years.
Findings: Mostly predictable, BUT attitudes to future surprising:
— 5000 under 30s — 79% pessimistic.
— Over 60s — 70% (very) optimistic
16 Your own answer. Possible answer:
1 Atbirth
Babies born with basic sensory capacities e.g. vision/hearing
Babies can distinguish between visual forms but get bored
Look again if a new visual stimulus is presented
2 After a few days
Babies recognize mother's face and voice. Proof: look/listen
longer
3 Evidence that babies recognize mother's voice at birth, from
womb?
4 Babies need continual stimulation in early years for sensory
systems to develop
17 Your own answers. Possible answers:
1 Babies at birth have vision and hearing.
2 Few days later, recognize mother's face / voice
Also at birth? From womb?
3 Babies need stimulation for successful development
18 The question ‘Why do we use language? seems hardly to
require an answer. But, as is often the way with linguistic
questions, our everyday familiarity with speech and writing can
make it difficult to appreciate the complexity of the skills we
have learned. This is particularly so when we try to define the
range of functions to which language can be put.
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19

20
21

22

To communicate our ideas’ is the usual answer to the question
— and indeed, this must surely be the most widely recognized
function of language. Whenever we tell people about ourselves
or our circumstances, we are using language in order to exchange
facts and opinions. This is the kind of language that will be found
in reference books — and in any spoken or written interaction
where people wish to learn from each other. But it would be
wrong to think of it as the only way in which we use language.
Language scholars have identified several other functions where
the communication of ideas is an irrelevant consideration. Such
functions include ‘emotional expression’ and 'sodial interaction’.

Your own answer. Possible answer:

The answer most people give to the question ‘Why do we use

language' is 'to communicate our ideas’ but language use is

more complex than this. Most speech and writing may involve
exchanging facts and opinions, but language has other functions,
where the communication of ideas is irrelevant. These include
expressing emotions and social interaction.

a Many birds migrate, but the Arctic tern travels furthest. It
flies from the Arctic to the Antarctic, then back again, which
makes a round trip of 32,000 kilometres.

b Some animals can regrow parts of their bodies if damaged.
For example, the starfish, which has five arms, can grow new
ones. Another such example is the slowworm, which can
regrow a broken-off tail, something which lizards can also do.

¢ The giant squid, whose eyes can be 39cm across, has the
largest eyes of any animal. This is 16 times wider than a
human eye.

b, cand f

a In my opinion, digital technology is making the world a safer,
more pleasant place to live.

b During his long working life, my grandfather was a
policeman, a farmer, a gardener and a lorry driver.

¢ Anost, which is in the Morran district of France, has a music
festival every year.

d Apples, bananas and oranges are quite sweet. Lemons, by
contrast, are sour.

e Although there's a speed limit of 60kph on this road, many
drivers go over 100kph.

Your own answers. Possible answers:

a Opening paragraph:

The millions of motorists who use the roads every day would
probably agree that there are too many private cars on

our public roads. Some people believe that many of these
motorists should be using alternative forms of transport. Year
by year the need to solve this problem becomes more and
more urgent. One of the solutions that has been suggested
is to charge motorists for every mile they drive.

Closing paragraph:

In conclusion, | would say that motorists who use the most
crowded public roads at peak times should be charged quite
steeply. This will encourage motorists to drive at other times or
to leave their cars at home and travel by train or bus instead.

Opening paragraph:

In many countries children leave school between the ages
of 16 and 18. Some continue their education at university or
in other forms of higher education. There is a proportion of
children, however, who take no interest in school work and
are just waiting for they time when they can leave. Some
people argue that these bored, restless children should be
allowed to leave school early and start work.

Closing paragraph:

In conclusion, | would say that the best way to deal with
bored, restless children is not to simply let them abandon their
education at the age of 14, but to provide them with a more
relevant, meaningful or enjoyable educational experience.

23 Your own answers. Possible answers:

a

322 million English speakers use the Internet. This is nearly
30% of all users.

It is estimated that a total of 1.340 billion people are Chinese
speakers, but only 144 million of these are internet users.
7.9% of internet users are Japanese speakers. This
represents 86 million out of a total of 128 million people in
the world who speak Japanese.

A similar percentage (7.5%) of internet users speak Spanish,
although it is estimated that 437 million people worldwide
are Spanish speakers.

Out of a total number of 98 million German speakers, 58
million are internet users. German speakers make up 5.4%
of internet users.
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