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Who is Real Writing 1 for?

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

How will Real Writing 1 help me with my writing?

Real Writing 1 contains everyday writing practice, for example
writing emails and letters and filling in forms. It is designed
to help you with writing you will need to do when visiting or
living in an English-speaking country.

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 1 organised?

The book has 16 units and is divided into two sections:
© Units 1-9 — social and travel situations
© Units 10-16 — 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 leaming

Extra practice: an extra exercise for more practice

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

0000

Most units also have:

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

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

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

After each section there is a review unit. The reviews help you
practise the skills you learn in each section.

At the back of the book you can find:

© Appendices: contain lists of Useful language for every unit
and more ideas about how to improve your writing

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

© Answer key: (only in the with answers edition) gives
correct answers and possible answers for exercises that
have more than one answer.

How can | use Real Writing 1?

The units at the end of the book are more difficult than the
units at the beginning of the book. However, you do not need
to do the units in order. It is better to choose the units that are
most 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:

© Look in the Contents list and find a unit that interests you.

© Go to Appendix 1: Useful language and look at the
wordlist for the unit you want to do. You can use a
dictionary to help you understand the words.

© Or look at Appendix 2: What can | improve? and find a
unit that is useful for you.

© Do the Get ready to write section at the start of the unit.
This will help you think about the topic of the unit.

© Do the other exercises in the unit in order. At the end of
each exercise check your answers with your teacher or in
the Answer key.

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

© If your answers are wrong, study the section again to see
where you made mistakes.

© After you finish the Write exercise use the Check checklist
to correct your writing. You can also use Appendix 3:
Check your writing and Appendix 4: Check your mistakes
to check your writing.

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

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

© Co toAppendix 1 and look at the Useful language for the
unit again.
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What is Cambridge English Skills?

Real Writing 1 is one of 12 books in the Cambridge English Skills series. The series also jrLanguage.com
contains Reading and 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

CEF: A2

Cambridge ESOL: KET
NQF Skills for life: Entry 2

Real Writing 1 without answers

Graham Palmer

Pre-intermediate

CEF: B1

Cambridge ESOL: PET
NQF Skills for life: Entry 3

Real Listening & Speaking 1 with answers and audio CD 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 CD

Sally Logan & Craig Thaine

Real Listening & Speaking 2 without answers

Sally Logan & Craig Thaine

Intermediate to
upper-intermediate
CEF: B2

Real Reading 3 with answers

Liz Driscoll

Real Reading 3 without answers

Liz Driscoll

Real Writing 3 with answers and audio CD

Roger Gower

Advanced

CEF:. C1

Cambridge ESOL: CAE
NQF Skills for life: Level 2

Cambridge ESOL: FCE Real Writing 3 without answers Roger Gower
NQF Skills for life: Level 1 . , , ) .
Real Listening & Speaking 3 with answers and audio CD 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 with answers and audio CD

Simon Haines

Real Writing 4 without answers

Simon Haines

Real Listening & Speaking 4 with answers and audio CD

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 1?

o 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 1?

O Itis aimed at elementary learners of English at level A2

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 1 units contain:

- Get ready to write warm-up exercises to get students
thinking about the topic
Learning tips which give students advice on how to
imprave their writing and their learning
Focus on exercises which provide contextualised
practice, in particular language or vocabulary areas
Class bonus communication activities for pairwork and
group work so you can adapt the material to suit your
class
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
Exira practice exercises which give students a chance
to find out more information about the topic for
themselves.
Can-da checklists at the end of every unit to encourage
students to think about what they have leamnt.

There are two review units to practise skills that have been

introduced in the units.

Real Writing 1 has an international feel and contains a

range of native and non-native English accents.

It can be used as self-study material, in class or as

supplementary homework material.

What is the best way to use Real Writing 1 in the
classroom?

The book is designed so that there is no set way to work
through the units. The units may be used in any order,
atthough the more difficult units naturally appear near the end
of the book, in the Work and Study section.

You can consult the unit-by-unit teachers' notes at
www.cambridge.org/englishskills for detailed teaching ideas.
However, broadly speaking, different parts of the book can be
approached in the following ways:

o Useful language: You can use the Useful language lists in
the Appendices to preteach or revise the vocabulary from
the unit you are working on.

o Get ready to write: It is a good idea to use this section
as an introduction to the topic. Students can work on
the 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 leaming 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 exercise freely.

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

Can-do checkiists: 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 Check your writing and Check your mistakes
sections. Students can use these as general checklists to
help them in their written work.



At a hotel

R VAVE write

Think about these questions:
© Where is Xiaoping? What is he doing?

© Which room do you think he wants? Why?

a b c
ﬁ — —
IR o
; :
—
double single
e
[ ]| . —_—
Xiaoping I-DT_:.‘
family o -,
en suite

go to Useful language p. 82

| Full name _ XIAOPING WANG

b N

un

e = -

The George Guest House

615 George Street, Sydney, New South Wales, 2000, Australia
Phone: +61 2 9355 8766 Fax: +61 29354 B768
Email: info@georgegh.com.au

Booking Form
Please use BLOCK CAPITALS.

Address _ 12-4A, DONG RUN FENG JING, SOUTH DONG FENG ROAD,

___ CHAOYANG DISTRICT, BEIJNG PRC .
Post code 100027
Telno.  +84 0I0 644l 3576

Number of guests |
Type of room single/doubie/twinfiarmity- Delete as appropriate

7 Age of children N/A

Date of arrival __ 22/3/07 -
Date of departure _23/3/07

Method of payment MasterCard V] Visa ;'_ Cheque | | Tick
Credit card no. 5442 8777 8930 2453

Expiry Date 08 09
Signature 2 “'f__
|

M.B. All our rooms are en suite and cost $110 (AUS) per person, This price includes breakfost

10 Social and Travel

Look at an example

1 Look at the form. Find the
answer to these questions.
For each answer write a red
number from the form.

a
b
g
d
e
f

8

What's your first and last name?
How old are your children? [_]
Where do you live? []

What's your telephone number? []
What's your post code? [ ]

When are you coming? []

When are you going? [ ]



2 M

d
e

atch the instructions with the examples.

Please tick | single / deuble / twin / farnily
Circle \ 2 single / double / twin f

Delete as appropriate™ 3 single [] double []

twin [/] family []
Signature 4 JANE BOULSON
Use BLOCK CAPITALS 5 J Few/sen

3 Are these true (T) or false (F)?

a
b
c

N.B. = This is not important information. _E_.
N/A = | do not need to give an answer. ____
Date (UK / Australia) = Day / Month / Year ___

Did you know ...?

Full name = first name + last name
NOT last name + first name
Date (UK / Australia) = Day / Month / Year
BUT

Date (US) = Month / Day / Year

Post code (UK) = Zip code (US)

4 Write these dates in numbers.

a
b
C
d

UK us
2 December 2007 L2fzjo1 . 12/z/01
8 April 2010
13 July 2008
30 September 2012 . e

Focus on ..
the alphabet

1

an oo

The receptionist wrote down the names of
guests. She has made some mistakes.
% €2) Listen and underline the mistakes.

BUUUUUOBUBU BBy

The George Guest House

oo |- Anea Kont

Room 21 Jane Foulson
Roon 30 Jordeon MeNamard
Koo ¢+ Edwarclo Silva

T A sttt

2 Listen again and correct the mistakes.
E.g. Room 1: Anna Conti

At a hotel

Plan

5 Write your full name in BLOCK CAPITALS and
add your signature.

Name

Signature

6 Write your post/zip code.

Post / Zip code

7 Write today's date.

Date

Learning tip

It is easy to make a mistake on a form. Use a pencil
when you first fill in a form. When you finish, check
your answers and then complete the form in pen.

1SS hbonus

1 Work with a partner,
Student A: Look at Card 1.
Student B: You are the receptionist. Write down the
guest's name and address.

2 Student A: You are the receptionist. Write down the
guest's name and address.
Student B: Look at Card 2.

3 With your partner, check to see if the receptionist has
spelt the name and address correctly.

Cards for students A and B
I Student A: Your name is George Barras and you are
English. You live at 84 Chalmers Road, Cambridge
CB8 5LL, UK. You want to stay at the George Guest
House. Telephone to make a reservation.

2 Student B: Your name is Mahmoud Boutaleb. You
live at 51 Gezira El Wosta Street, Apartment 6,
Zamalek, Cairo 1511, Egypt. You want to stay at
the George Guest House. Telephone to make a
reservation.

11



1 At a hotel

1 the capital letters
in this sentence.

Dast week, | stayed in
vour New York hotel from
Monday to Wednesday.

True (T) or false (F)?
These words always begin
with a capital letter:

a names of people, days,
places, languages,
nationalities _T__

b things ____

c thefirst word in a
sentence ..

d first person personal
pronoun, e.g(Jam
sixteen years old

3 The guest in the picture was
not happy with his hotel.
Why was he unhappy?

4 The shift key on the writer's
computer is broken. He does
not use any capitals. Correct
the mistakes.

MaTaYal

|2 - |i_:.__!'_75 sg.

Share your experience: | i

last week, i stayed in your new york hotel from monday to
wednesday. the room was cold and the shower didn't work.
my english is good but the receptionist was rude. she said
she didn’t understand. her name is suzanne elliot. '

Write

8 You want to visit New York with a friend. You want to stay for seven nights starting on 24 March.
Complete this online registration form.

Online Registration

*You must complete this information.

1 Details of Your Stay
*Hotel

*Arrival Date
Arrival Time

*Departure Date
Departure Time

*Type of Room

*Number of guests

12 {&) Social and Travel

Guest Information

*First Name

*Last Name

Company
*Number/Street name
*City

State
*Zip/Post Code
*Country
*Telephone

Fax

*Email




At a hotel

9 Use the information from this card to complete
the payment information part of the form.

ANYBANK

wWww.anybank com

3 Payment information
*Type of Card: & Mastercard « Visa « DinersClub « AmEx « JCB

*Card number

*Name on Card

Expiry date i
B _ - v
Check
— Have you completed all the necessary information (*)7 ” ) i ®
— Have you used capital letters for your name, street name, — Think of a city you w?uld like to AL Searc_h the
city and country? Internet for the website of a hotel in that city.
~ Have you used the right form of date for the US — If the hotel has an onh.ne enquiry form, complete
(Month/Day/Year)? it. When the hotel replies check that they have

understood your enquiry.
— If the hotel does not have an online enquiry form, print
out the hotel's booking form and complete it. Use the
; Check checklist to correct the form. Ask your teacher
iTLanguage com or a native speaker to check your completed form.

CHll oy Clppef e

BUBUBUUUUUUBU bl auyy

Can-do checklist _ -
Tick what you can do. ' Can do by Need more practice
| can complete hotel forms. | | !
| can write words when people spell them. ' 5 ‘
| can write dates correctly. , i

! | |
| can use capital letters correctly. ; |

13



write

#» €3) Listen and think about these questions.
© Who are the people in the photograph?
© What are they doing? Why?

go to Useful language p. 82

Look at an example

1 Use information from forms A and B on pages 14 and 15 to
complete the gaps or write ‘Don’t know'.

A

B

Form A Celine is sending a birthday present to a friend in another country.

14

[ Who is going to receive it?

Who is sending the mail?

Celine Dupont

She has completed a customs declaration form.

CUSTOMS DECLARATION CN 22

DECLARATION EN DOUANE ey be opened offcial
Great Britain\Grande-Bretagne  Important! See instructions on the back

| v | Gift\Cadeau || Commercial sample\Echantillon commercial
I_Jom':nents Other\Autre Tick one or more boxes
Quantity and detailed description of contents ight (in Val
Quantité et description détaillée du contenu " m i \‘:I::r(s}
L& | 0.09kg_ | LIB OO
For commercial items only Total Weight | Total Value (7)

H lonown, HS tariff number (4) and coutry of origin of Poids fotal
Wmmﬂmﬁfmmﬁm (in kg) (6) _——

I, the undersigned, whose name and address are given on th ify that the particulars
mhm%ammmmhm&me
or articles prohibited by legislation or by postal or customs regulations

Date and sender’s signature (§) <. Derpon’  22,02,07

{& Social and Travel

Read form A and answer
these questions.

a What is in the parcel?

b How heavy is it?

¢ How much did it cost?



Post

Form B Celine wants to be sure

that someone received her Learning tip

Eeﬁer. She rhas completed a Be carefull Sometimes forms have boxes you should NOT complete. Often

signed for" form. they have these words: For office use only. If you are sending a personal
Roval Mail® _ item, what box shouldn't you complete on the form on page 147

recorded

Did you know ...?

Mail deliveries and post office forms are different in different countries.
In some countries Signed for mail is called recorded or certified mail

Some other types of mail:
Registered mail This is recorded mail for valuable items. It is tracked
and insured. You can get compensation if it is lost or damaged,

Special Delivery/Express/Prionity = guaranteed next day
or early delivery.

We write ... We say ...

1.5 kg one point five kilos/kilograms NOT 1,5 kg

0.75 kg (UK) ‘o’ point seven five kilos NOT ‘o point seventy-five kilos
(US) zero point seven five kilos

| & €3)A friend asked you to take these parcels to the post office. He guessed
the weight of the parcels. Listen to the man in the post office and correct
any weights that are wrong.

Your friend's Actual

guess weight
a
0.25 kg 2.5 kg
fwvréwadwﬂl b
0.42 kg
C
What do you write first in an 0.25 kg
address? Put the list below
into the correct order. d
a post code [ ] 4.6 kg
b house number
¢ road L] 2 How heavy do you think these things are? Write what you think in the Your
d city [ guess boxes.
and commas (,) in Celine's a atshirt
address. Write this address b a DVD in its box

correctly. ¢ a pair of men'’s shoes

467 queensferry road edinburgh _ -
ehg 7nd 3 % €8) Listen to the man at the post office weighing the things and write the

actual weights.

15



g Post

rOCuUs on ...

money
We write ... We say ...
40c forty cents NOT c40
£4.00 four dallars NOT 4%
$400.00 four hundred dollars ~ NOT  $400,00
Forty thousand euros

(UK/US/Australia) = €40,000 (or €40k)

BUT  (Europe)

40.000 € (or 40 000 €)

One dollar and forty-seven cents
(UK/US/Australia) = §1.47
BUT  (Europe) = $1,47

p one pence/one penny/one 'p' /pi:/

£9.99 nine pounds ninety-nine ('p'/pence)/ nine ninety-nine

Plan
5 Find these expressions on the forms. Are the
explanations true (T) or false (F)?

a complete in full
b inink = do not use a pencil _____.
¢ ftick one or more boxes = do not tick two boxes

6 Look at the labels on the parcels.

a Which two labels mean ‘be careful with the package?
b What does the other label mean?

7 Look at the box. You want to send important
papers to another country. Tick v the correct
box.

= do not use abbreviations _T__

Gift\Cadeau Commercial sample\Enchantillon commercial

Documents | Other\Autre  Tick one or more boxes

16 {&) Social and Travel

1

Wiite these amounts as numbers.
twenty-five cents __Z5¢

a

b five thousand pounds
c two pounds fifty

d thirty dollars _______

e three hundred and fifty pounds .

2 4 €8)Listen to these people telling the man at the post

office the value of their parcels. He has made some
mistakes. Write the correct values.

a Value: £575 #5715

b Value: $2.50
¢ Value: $99.00
d Value: £20.00

irLanguage.com

8 Which type of mail would you use to send the

papers in Exercise 77

a normal airmail []
b international signed for ]

Someone has asked you to send them a t-shirt.

b What is his address?

¢ Whatis in the parcel?
d How much do you think it weighs? (Look at Focus on
weight on page 15 to help you.)



Write

10 You are posting the t-shirt. Complete
a customs declaration form.

Check

Is your writing easy to read?

Have you written what the parcel contains?
Have you written the weight correctly?
Have you signed your name and written

today's date?

Learning tip

Words like address can be difficult to
spell. Practise them by writing them in
pairs or groups of double-letter words

with similar meanings.
Examples:

1 address, street

2 dollar, shilling

Look at the words. Cover them and test
yourself Try again after an hour.

[ e —— S st
ur'a pracoice

— You are travelling round

Canada. You bought your
Canadian friend a baseball
cap for ten dollars. You want
to send it to him. His name is
Jon Bomberg and he lives at
153 Mountbatten Avenue,
Ottawa, Ontario K1H 5V6.
Complete this Post Canada
form.

— Ask your teacher or a native

speaker to check your form.

Post

N

CUSTOMS DECLARATION CN 22

DECLARATION EN DOUANE M2y be cpened offically

Great Britain\Grande-Bretagne  Important! See instructions on the back
Gift\Cadeau Commercial sample\Echantillon commercial
Documents Othen\Autre Tick one or more boxes

Quantity and detailed description of contents (1) |Weight (in kg)(2)| Value (3)
Quantité et description détaillée du contenu Poids Valeur

— — — - o — — o e e e o . m] — - = =

— e m— o o e = = e e e e o = ] = = —

For commercial items only
If known, HS tariff number (4) and country of origin of goods (5)
Ntarifaire du SH et pays d'origine des marchandises (si connus) |  (im kg (6)

Total Weight  [Total Value (7)
Valeur totale

1, the undersigned, whose name and address are given on the item, certify that the particulars
given in this declaration are correct and that this item does not contain any dangerous arficle
or articles prohibited by legislation or by postal or customs regulations

Date and sender's signature (8)

Registered Recommandé

Domestic Régime intérieur

Destinataire

FOR DELIVERY POUR CONFIRMER
CONFIRMATION LA LIVRAISON

el 1 888 550-6333

A i i = www.canadapost.ca
www.postescanada.ca

CUSTOMER RECEIPT

—_— -
Pravines  Postal Oode Code postal I Declared Valeur ’ S
(s 4 Loy 4 | {valve oéclande

Item No. N= de F'article

78 954 248 909

{os-86) ves-080-c2

REGU DU CLIENT

BUUUUUUUUUUUUUUE By

Can-do checklist

Tick what you can do.

| can complete post office forms.

| can write addresses correctly.

| can write weights correctly.

F ~, === T e ——
( Can do Need more practice
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Do you have a bank account or credit card?
When did you get it?

What information did the bank or credit card company ask for?

© 06 0 ©

Here are some questions a bank might ask. Put them in the
\ i correct boxes below.
. a What's your email address?
b When were you bom?
¢ When did you start working for this employer?
d How much rent/mortgage do you pay every month? (How
much do you pay for your house?)

16 58 554 4

Personal information e.g. | Contact information Employment information | Financial information e.g.
What's you name? g Where do you live? e.g. What do you do? How much do you earn?

a

go to Useful language p. 82

- - P | ~ 17 frvrn
TR ITNEY Dali 1t Il
LAARIASRNAAAYY] SJEALSEL AV A 882

Look at an example

1 Dr Davidson wants to open a bank account. He Learniag up
has to complete a form. Look at this part of Before you start to complete a form, look at the
the form. It asks for personal details. Find the headings on it. Try to guess what kind of information
answers to the questions. Write the number(s) each section will ask for.

from the form next to the question.

a Whatis your name? _2, 3 _
b When were you born?
¢ Areyou married?

d Where do you come from?

DUR PERSONAL DETAILS
Title (tick one): Mr Mrs Ms Miss
v Other (please specify) Dr
Surname David sen
First name(s) John
Date of birth (DD/MM/YY) os / o [ s
v Male Female

Single « Married Divorced/Widowed/Separated
Nationality Brtish

=

~ND gk WN

T e L T me—— whes EE——

18 {8} social and Travel
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At the bank

2 Now write the numbers from the form that answer these questions.  Plan

a What's your home phone :umber? 5 Match the title (Mr, Miss,
b What's your em_a|l address? Mrs, Ms) to the explanation.
¢ Where doyou live? . Mr Pete
d Do you own your house? E M'r eLJrSnes
e Where did you live before 2006? e e
¢ Mrs Jane Boulson
d Ms Watanabe

W:..h’ CONTACT DETAILS

8 Your telephone numbers

9 Home /2213552076

10 Mobile 073/1- [345 L4

11 Work pla.2.3 22232

12 Your email address david senepeacoti covk
13 Home address 4 3 Tenson Kead, Cambridge
14 Post code CB5 3fH

single woman

married woman
single or married woman
single or married man

Did you know ...?

15 When did you start living there? (DD/MM/YY) =3 / o7 [ b 1 DD/MM/YY = Day/Month/Year.
16 Residential status (tick one): v Owner  Tenant Living with relatives 2 Forms sometimes ask you to
17 Previous address 7 Hurar Court, Yarmasth Gardens, Shrley, Sauttampton make a choice, eg. Title (tick
18 Postcode B8S: 2.86 one:LIMr [(IMrs [IMs
19 When did you start living there? (DD/MM/YY) /7 /83 f o [ Imiss
B o - o Often they include this choice:
3 Write the numbers from the form that answer these questions. (] Other (please specify). ........

If the choices they give are
not correct for you, write
something that is correct for
you, e.g. Dr

TR Al bt ey e eet e T e St 3 Formms also sometimes ask for
Yoaw Eﬂ;'hfwm I DETAILS mother's maiden name. This

a What do you do? .
b What's your employer's address'?
¢ When did you start working for this unlversity?

20 Employment status (tick one):  Employed, full-time Is the sumame your
2./ Employed, parttime  Selfemployed  Notworking  Student mother had before
22 Retired Unemployed Other (please specify) she was married.

23 Occupation Umersity Lecturer
24 Employer's name AP Umersity

25 Employer's address £ ast Read, Cambridge 6 Complete the nationalities.
fe i Cio SSk I'mfrom ... I'm__ish

27 Date you started work with current employer (MM/YY) ¢ / o5 : Britain. a I'm British

28 Length of time with previous employer Years: 7. Months: o Turkey. - -----------

R .

" - I'm from ... I'm __ese.
4 Write the numbers from the form that answer these questions. China. ¢ 'm

a Have you got any savings? Japan. dbm_

b How much rent/mortgage do you pay every month? Ve from . I'm __an.

¢ What's the name of the bank you use at the moment? ______. Russia. N
: i _ Mexico. oM

YOUR FINANCIAL DETAILS : g Write your nationality

29 Total amount of savings S . T S O

30 Rent/mortgage per month £ 70000

31 Amount to be paid into the account each month £ 2./00

32 Do you have any other bank accounts? Yes v No

33 Bank name Wafiwes?

34 Bank address 2y /il Road, Cambridge

35 Postcode CB85 46

36 How long have you banked there? Years: i Months: 9
37 Your account number

A e M — 19
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2 At the bank

7 Complete this puzzle. Use words from YOUR EMPLOYMENT DETAILS on page 19.

d
by

o ] C
el -] d
- |

B ]
lIl!lllI=l 8
WII=III =

E=Illll

Write

8 a You want to open a bank account. Complete this application

form with your own details.

Title (tick one): Mr Ms
Other (please specify)

Surname

First name(s)

Date of birth (DD/MM/YY) / /
Male Female
Single Married

Nationality

Mrs Miss

Divorced/Widowed/ Separated

~ 3OO WM

b Now fill in your contact details.

{o0]

Your telephone numbers

Home

Mobile

Work

Your email address

Home address

Postcode

When did you start living there? (DD/MM/YY) /
Residential status (tick one): Owner  Tenant
Previous address

Post code

When did you start living there? (DD/MM/YY) /

10
11
12
13
14
15
16
17
18
19

20 {8} Social and Travel

Living with relatives

Clues

You wark 35 hours every week. You work
|

b You do not work. You are u

You work for a company. You are e
You work for 15 hours every week. You work p__ __ __
-

The company you worked for before is your
employer.

You do not work for a company. You work for yourself,
YOS e 2

You are 65 years old and do not work. You are

r .

The company you work for now is your
c employer.

Email addresses

We write ... We say ...

@ at faet/

; dot /dot/

co co /kau/

com com /kom/
davidsonj, uk  Spell out names

and abbreviations
for countries, e.g.
d-ag-v-i-d-5-0-1-

1 & &7)Listen to Dr Davidson. He
is telling the bank manager his
email address.

Write the email address.

The bank manager has written
down some other customers’
email addresses. She has made
some mistakes. § €8) Listen and
a aprice@maoney.com

b okej@funnygirl.co.uk

c yoko@dottyhats.co.uk

d petapiper@pepper.com.au

3 & 48)Listen again and write the
correct email addresses.

/

N
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¢ Now fill in your employment details.

YOUR EMPLOYMENT DETAILS

20 Employment status (tick one):  Employed, full-time

21 Employed, part-time Self-employed Not working Student

22 Retired Unemployed Other (please specify)

23 Occupation

24 Employer's name

25 Employer's address

26 Post code

27 Date you started work with current employer (MM/YY) /

28 Length of time with previous employer Years: Months:
e

d You may want to use Dr Davidson's details to answer these
questions.

YOUR FINANCIAL DETAILS

29 Total amount of savings £
30 Rent/mortgage per month £
31 Amount to be paid into the account each month £
32 Do you have any other bank accounts? Yes No
33 Bank name

34 Bank address

35 Post code

36 How long have you banked there? Years:

37 Your account number

Months:

T g T T

Check

— s your writing easy to read?

— Have you answered all the questions?

— Have you ticked only one box [_] for each question?

— Have you written the addresses correctly? i.e. number + street + city
— Have you written the dates correctly? i.e. DD/MM/YY

~ Have you written the amounts correctly? e.g. £3,000

At the bank

tra practice

Search the Internet for a bank
or credit card website.

Print out an application form.
Complete the application form
with information about you or
Dr Davidson.

Use the Check questions to
correct the form.

Ask your teacher or a native
speaker to check your
completed form.

il €96 el e

Z
3 %
irLanguage com

BUUGUUBOUUUUUUE BB EaE gy

Can-do checklist o

Tick what you can do.

| can complete bank forms.

| can write email addresses when people say them.

Can do

-
1

Need more practice

»,
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1
Carrie, a female exchange student is ‘
going to stay with Aiko in Tokyo. At the
moment, Aiko does not know anything
about her. She is waiting for an email
from the student.

he I.tllllli!l!lll!ll.!ll"lll

Carne

© Write three questions Aiko wants the email to answer.
a What..? (name) _What's her name?
b Where ...? (place)
¢ What. 7 (ob/eoursey - _ i 2 teo)
© Wiite one other question that Aiko might ask.

go to Useful language p. 82

666 (an]

@ﬁfﬁ.:ﬁ:

Delete  Reply Reply Al Forward Print

From: Garrie Murphy

Look at an example Date: 17 January
To: Aiko Watanabe
1 Look at the email Carrie sent Subject: My visit to Japan
to Aiko. Match topics a—e to
paragraphs 1-5 in the email. Dear Ms Watanabe
a herself ' Thank you for being my ‘host’ in Japan. I'm really looking forward to
b her hobbies [] staying with you!
c her family |:| 2 My name is Carrie and I'm twenty-two years old. | come from
d her thanks [] Glengowrie, which is a suburb of Adelaide, and I'm studying nursing
e how she feels about the exchange [ ] at the University. It's hard work but | have lots of fun.
3 At the weekend | like to go to concerts or go bowling with my
2 Does Carrie answer all Aiko's friends from the University. | also enjoy taking my mum to the
question. from Get ready to write? Hazelmere Reserve for long walks.

4 | have two sisters and a brother called Bob. Wendy is younger than
me and is still at high school and Tina is a dental nurse. We all grew
up in another part of Adelaide called Parafield Gardens. Wendy and
Tina still live there with my parents but Bob lives in Sydney now. We
get on well but all sisters fight sometimes!

wn

| am very excited about visiting Japan and meeting you because |
love to travel and experience new things. | think it's going to be great!

Best regards
Carrie Murphy

22 (@ Social and Travel



Did you know ...?

Ms Watanabe = title + surname
Ms A Watanabe = title + initial + surname
Ms Aiko Watanabe = title + first name + surmarme

NOT Ms Aiko

1 Write your name in three different ways. Use the
correct title (Ms, Miss, Mrs, Mr, Dr).

[t is not always necessary to start an email with
Dear and to end with Best regards. Carrie uses them
because it is the first time she is writing to Aiko.

2 a Circlothe phrases Carrie uses to start and end

the email.
Dear Aiko / Dear Ms Watanabe
Best regards / Best wishes / Love

b Which phrases can you write to a friend?

¢ Which phrases can you write to
someone you have not met?
(See Appendix 7.)

3 In her email, Carrie answers Aiko's questions.

Write her answers.

a (Name) My name is Carrte. ...

b (Place) .o

¢ (Job/course) ...

4 Now write the same information about
yourself.

a (Name) e
b (Place) e
c (Job/ecourse) o

5 Circle)the statement that is correct for you.

a | have | no brothers or sisters. (I am an only child.)
one sister / brother.
two sisters / brothers.
(number) sisters / brothers.

b My parents \ live in (place) ;
aren't alive anymore.

c I'm |single / divorced.
| married.

d |don't have any children.
| have one child.
two children.
(number) ______ children.

My name's ...

é This is how Carrie writes about her hobbies.

| like to go to concerts. I ... enjoy taking my Mum’s
dog ... for long walks ...

like to + verb + expression  enjoy verbing + expression

Write about your hobbies. Use the verbs and expressions
below.

Verb + Expression

go to the cinema / to nice restaurants /
to concerts / festivals

read magazines / books

surf the net

listen to country/to classical music /to pop /to gospel
watch TV / movies

play football / basketball / computer games

go bowling / swimming

8 MK e s
B | OV e

' have two sisters and a brother called Bob.

A\Wendy is younger than me and still in high school.

*Tina is a dental nurse. *We all grew up in another part
of Adelaide called Parafield Gardens.

1 Carrie has many things she wants to explain about her
family. Match numbers 1-4 with headings a—d.
a The size of the family
b Wendy []
¢ Where they grew up []
d Tina ]
2 What is a sentence? Choose one of the words in
brackets ( ) to complete these rules.
a Asentence ____t always contains one complete
idea. (sometimes/always)
b A full stop shows the reader where one idea
_______________________ (finishes/begins).
¢ A capital letter shows where the next idea
i (finishes/begins).
3 s this paragraph easy or difficult to understand? Why?
i really like sport and listening to music i love karate
i also enjoy going swimming at the leisure centre it’s
very near my house

4 In the paragraph, the reader doesn't know where ideas
start and finish. It talks about four different things (my
hobbies, my favourite hobby, another sport that | like,
and where the leisure centre is).

a Put a full stop where each idee finishes.
b Put a capital letter where each new idea begins.

5 Write four sentences about your hobbies.



4 My name’s ...

Plan

7 Aiko is going on a student
exchange to Germany. Her host
is Lukas Reimers. Help Aiko to
start and end an email to him.
Use the Did you know? box on
page 23 to help you.

a Write the expression Aiko can use to
start her email __

b Write the expressmn she can use to Complete this form and return it to ISEP, 22-25 McNaughton Road,
erdhsrEail e e Clayton, Victoria 3168 AUSTRALIA

International Student Exchange Programme

< - . Surname: Watanabe
8 Look at Aiko's application form. Y
Use information from the form 4-21-14 Soshigaya, Se-r.agayaaw Tokyo, 1570072, Japan

I h t Address:
to complete her sentences. Nationality: Japanese .

a My name's Aiko. I come from Date of Birth: 7 .J¥ly 1987

andI'm years old. Tel.: 008 334 33123l
b Complete this sentence for her about Email: ako@feecellcojp . .
her hobbies. L a"guabp‘. Spoken: fapmese £nglish, Pmuguese

Attheweekendlliketo ... o o0 wo sisters or brothe
¢ Write a sentence for her about her
family.

Signature: AWWW : . Date: & Avqust 2010

Write

9 Use the information from Plan to help Aiko write her email.
Complete all the blanks.

iIrLanguage.com

Ery e |

CB Inbox (4) g B2 E
Lad Dealt 1
el _ Fom AkoWatanabe 1.
Souwen "' Dale: 12 August2010 .:
=l s To: Lukas Reimers | §
SHarch SMORCut Subject: My visit to Berlin |
B anias Dear ... Mr Reimers
Thank you for being my ‘host’ in Berlin. I'm really looking forward to staying with Thanking Lukas
you!
Mynameis _____________________ andl'm.__ .. | years old. | come from About Alko
,and I'm studying __ s e AT IVET SR i
It s hard work bul we also have lots of fun
At the weekend I liketo <= About her hobbies
lam <—— About her family

| am very excited about visiting Berlin because | love to travel and experience <—— How she feels about the
new things. | think it's going to be great! - exchange

<—— Ends her email



Check

Have you written everything about
Aiko that Lukas needs to know?
Have you written in complete
sentences?

Have you used the correct title and

name for Lukas?
Have you used an appropriate
expression to end the email?

Have you written Aiko's name at the

end of the email?

Learning tip

When you write, check

e Does the reader understand
why I am writing to them?

e Are my ideas organized
logically in sentences?

Did you answer 'yes' to both

questions? Then check spelling

and gramar.

Fold over the email you wrote

for Extra Practice so no one can

see your name. Display it on

your classroom wall with your

classmates’ emails. Try to guess
which email describes which
person in your class.

~ ra myractiesn

Complete this form for yourself.

My name's ...

International Student Exchange Programme

Complete this form and return it to ISEP, 22-25 McNaughton Road,
Clayton, Victoria 3168 AUSTRALIA

Surname:

First Name:
Address:
Nationality:

Date of Birth:

Tel.:

Email:

Languages Spoken:
Family:

Country you want to visit:
College/Work:

Hobbies/interests:

Signature:

Date:

— Carrie is going to be your host in Australia. Write an email introducing

yourself.

— Ask your teacher or a native speaker to check that your email has all the

information that Carrie needs.

— Ask them to check that you have used a new sentence for each new idea.

BUUBUBHUUUUBE B BBy

Can-do checklist

Tick what you can do.

| can write an email introducing myself.

| can write a description of my family and my hobbies.

| can write the names and titles of people correctly in emails

and letters.

| can use sentences correctly.

Can do

Need more practice

25



[ R ALY write

Hi, we’re the Jacksons

Malcolm is ‘Dad’ and he's a I’'m Robbie and I'm 12. | love
telephone engineer. He's crazy basketball and judo. | also
about Manchester United and have electric guitar lessons at
plays football every Sunday. school.

Little sister’s called Helen. She
sings in a choir and is learning
to swim. We've also
got a rabbit called
Bubbles.

Mum’s called Denise. She works
from home and is very busy as
a Management Consultant. But
she also plays frumpet in the
town band on Saturdays!

Email us al Jacksons@Jack26792 freesurf.co.uk e

o Whoareﬂ\ejadﬁsonsandm pets? Write their nammmmecafmspam

a Mcdm : £ &
go to Useful language p. 82
a i
A Leaving messages Denise. At the pool b

wdﬁ H @
Look at an example LQSSOHJ

1 The Jacksons often leave messages or
notes for each other. Here are a few! Who
do you think wrote each note? Who is the
note to?

a Written by: ____Malcolm  To: _ Denise
b Written By: e T
c Writenby; .. Tor
d Writtenby: ... Tor
e Writenby: . Tor .

2 Look at these statements about messages
to your family and friends. Are they true
(T) or false (F)?

a You don't have to write your full name. T

b You must write in complete sentences. .

¢ You don't have to write pronouns (e.g. /) and
auxiliary verbs (e.g. am). ...

26 Social and Travel



Plan

3 Cross out the words in these sentences that are not in the notes
left by the Jacksons.

a
b

a
b
&

d

De-yed want to come? C
I've gone to the town centre.

Can you ...7
4 see you | :
. ‘at place at time

Fve gone to ...

b at

Hibe back / home before / at / after time
Hibe back / home in 15 minutes.

I'l be back at £.00.
d I'm at the pool.

Match these expressions to the explanations.

Deweuwantto...?\1
2

Asking the reader to do something
Inviting the reader to do something

3 Telling the reader when someone

will return

4 Telling the reader where to meet
5 Telling the reader where

someone is

5 You are staying with the Jacksons as a guest. They are out
shopping. You want to go out but these things happen. Before
you can go out you need to write some notes. Who do you write
the different notes to?

a

a

Does the reader know who the note

i b e B ossscn

Robbie's friend, Paul, comes
to the house. He says he's
going swimming at 4.00.
He wants Robbie to come.
He says he'll wait at the bus
stop for Robbie.

¥
b

to fix it.

’ b The light in your room
breaks. You want someone

¢ You decide to have lunch
at 1.00 at the pizzeria in
town. You want to invite
the Jacksons.

Back at 6.00

Learning tip

— Always make your notes
short. Then people will read
them!

— Be careful! You normally leave
a note if you can't speak to
someone because they are

_out. When they read the note,
they can't check anything
that is confusing. Make sure
you include all the important
information.

you to go to the cinema.

— Think of your favourite hobby. Write a note to an English-speaking friend or
your teacher inviting them to try your hobby. Include the time and place you

is from?
— s the message easy to understand?

. -
6 What expressions from Write
Exercise 4 can you use in .
sich ioted 7 Write the three notes.
o Wank 0.2 Mesk him at the bus  ° b
stop_at 4.00 Want to go
v Swimming with
Paul? Meet
¢ him at the bus
stop at 4.00.
ke e e T T—
Check
~ Does the reader know who the note
is to? should meet.

included all the information they need.

— Give your friend or teacher the note. Ask them to check to see if you have

d Your friends phone and ask

The film finishes at 11.00.

27



& Back at 6.00

B Adding notes to a calenda

Look at an example

T rrrrrrrrrerrey’

Saturday

1 I
R. Judp
16661166, Sc}m*
D. Band. 2.36-
.66, Town Heu

1 Look at one week from the Jackson'’s calendar. Look at the calendar entry for Thursday 11 March.

a Who is doing something?

b What are they doing?

Plan

2 a

b

Malcolm needs to put a
note about his football
practice on Sunday on
the calendar. Cross out or
shorten words to make
this note shorter.

Malcolm, football practice Leisure
Centre between 11.00 and 1.00

Write his shorter note on
the calendar above.

Look at the calendar.
What time does

Helen go swimming?

# 9 9) Listen to this
message on the Jacksons'
telephone answering
machine. The Leisure
Centre want to change

the time of the lesson.
Write the new time.

&) Social and Travel

... S

¢ Where are they doing it?

d When are they doing it?

a Who is going to the party?
b Where is the party?
c When is the party?

Dear Helen

4 Read this invitation and answer these questions.

888 Gy OidesR

Please come to my bowling party
on Saturday 13 from 3.00-5. 00

at the Leisure Centre,

Love
Sue

> s

NN A
—_Qo '\4“
— """""-..

5 Read this dentist’s appointment reminder and answer these

questions.
a Who is going to see the dentist?

b When are they going to see the dentist? . ...

Dental Appointment Reminder

Dcar/u'r

You are due for your dental check-up.

An appomtment has been made for you on Taesdess .
...Please phone to

comfirm your appomtment Yours smcerely

2 Mgk | at..

Mr I Pullem BDS MFGDP
Salford Dental Surgery

330,

reception(@sdental.co.uk

e — S




Back at 6.00 5

Write

6 a Change the times of Helen’s swimming lesson on this calendar.
b Add new notes for the party and the dentist’s appointment.

MARCH

Sunday Monday Tuesday ednesday | Thursday Friday Saturday
| B 1 2 3 4 5 6
R Guitar Bson | o Boye tpo, H ehoir R. Judo 16606-H00,
4:30-50 schoo Leisure. Centre. | 415-506 Toun | 3h0
466-L50 Heu U Bond 2.36-466,
Town Hoo
. H
M. Foott ::f";;:tc‘r R Guitareson | o o s e R. Judp (6661100,
1660106 Ledsure. = schoa Leiwe Centre. | H5-566 Toun | 1), Bond 136406,
Centre. 4.56-L06 Heu Toun Hoo
e i == L
hacK Class bonus
= M youhusgd ,[h.e e OL:_h - " — In groups of three, talk about what you are going to do next week. After
E!erson 5 D.: io:nhg :Tohme |n§, - three minutes stop and work on your own.
- Haue ki 't[: W s et\,}; SEE — Draw a seven-day calendar. Try to remember everything that everyone is
B da__ve Y.{;U e EEInG = going to do next week. Add notes about these things to the calendar.
r *omg e Gt s — When you are ready, swap your calendar with another student from your
- df‘ji\;weg):gu WHHeR 108 UME gy group. Read the other student's calendar and talk to them about anything

they have forgotten or that is difficult to understand on their calendar.

WCE

— Think about what you F W ﬁ E W ﬁ W Hg
and your family are going
to do next week. Add Sunday Tuesday
notes to this calendar to

remind you.

— Use the check questions
to check your notes.

BUBUBUBEBOUUUU BB agay

Can-do checklist

Tick what you can do. Can do Need more practice
| can write short messages.

| can complete a calendar.

29



Congratulations!

write

© In the UK, people often send cards for special occasions like
birthdays or weddings. Match the photographs to the cards. -bwv@
Photo a Photo ¢ [|
Photo b [_] Photod [ |

yidlilia
) e

© Do you send a card on these occasions?
When was the last time you sent a card?
What was the occasion?

g0 to Useful language p. 83

A

Look at an example

1 Here are the messages in the
cards. Were the people who a®
wrote them happy or sad?
Put a happy © or sad face ®
next to each message.

30 {& Social and Travel



Plan

There are many ways to say that you want good things to
happen.

Best wishes on/for your + noun
Best wishes | on your birthday.
for your exams.

| hope you + verb

(1) hope you | have a wonderful day.
do well in your exams.
feel better soon.

Wishing you a + adjective + noun
Wishing you ‘ a happy birthday.
a quick recovery.

Good luck with/in your + noun
Good luck ‘ with your exams.
in your new home.

2 Complete these sentences.

a .. \hopeyou pass your driving test.

b o ith your driving test.

C o a successful driving test.

s IS on your Wedding day.

B e cessa have a wonderful Wedding day.
F s snsss many happy years together.

€ ... IN yOUT NEW jOD.

3 Your friend is getting married. What message

can you write in her wedding card?

Write

4 Write a message to your friend in this
wedding card.

Congratulations!

Some expressions are fixed and do not change.

Write them down and learn them as a single piece of
new vocabulary. Look for words that always follow each
other. For example 'Congratulations on . . .

Complete these examples. Use expressions from
Exercises 1 and 2.

Writing about things that make you happy ©
a Happy | Christmas.

Anniversary.

New Year.

BUT X HappyWeddingBay X

v Congratulations on your wedding. v/

b Congratulations on | your engagement/anniversary.
passing your driving test.
getting your new job.

your new home.

Writing about things that make you sad ®
¢ (I'm) Sorry you're ill. Get well soon.

_________________________________________________________ Hope you had
a good day.

Check

T —————
e s —

Have you written who the card is to?

Have you written what good things you want to happen?
Have you written something to end the message e.g. Love?
Have you signed your name?

— A friend who works with you is getting a new job.
Write him a message in this card.

——

R—— -

~ Use the Check questions to check your message.
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¢ Congratulations!

B P:rfl‘_v
Look at an example

1 Read the thank you letter
that Stefano wrote and
answer these questions.

a Who sent the camera?

b Was Stefano happy or unhappy
with his present?

2 Are these statements true (T)
or false (F)?

a Stefano writes the complete date.,

b Stefano doesn't write his address ) ' LAt
because his Grandma knows it.

15 June
¢ Stefano writes Dear Grandma Vear Grandma
because it is more informal or
friendly than Hf Grandma. . Thawk you for my birthdoy present. Tve. auways wanted a
3 Put these in the same order C‘EM %6a| VIS come o .m s SRy Taa
as the thank you letter: & st night™ at my party and Tve. ot it of great shots of
a Stefano says why he likes the my friends ling funny €faces! Thanks very much!
present. )
b Stefano writes something to end Ll wnte ageun soon.
the letter. ; .
¢ Stefano thanks the person who Loty of bve
sent the present. Stefano
d Stefano says when he used the
present.

e Stefano promises he will do

something in the future. 5 Find ten adjectives that can describe different

types of presents.

Plan I € 6 L 0JU|RI|F U T E
oo e et o S sloomes N € O R G E O U O
can go in more than one box. Filk B F RIS B B ¥ 1

do it o Al N £ TREND Y GHED

i great | lovely BIT A | BIT{(HITIEIY]E

Food Ciothes Books/DVDs EITIRIE | B ! % |8 |8 ¥l

" S B)J ' E 5 B, G MW X B8

TIEINIV ¥ Z W E B Z'L

| F . BE & R EIK T © R|E

N E'R G N N R W Q 2

CIwW I TIg ¥|lU!s E Flpli
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Congratulations!

Il €I Crmpal g

6 These people use their presents at different times. Write when: in 7

the past, now or in the future. . @

. -~ e

(l used the camera at my party. ] irLanguage com

b : _
Urn wearing the t-shirt now. ]
2
C . *
Gm going to read it tomorrow. J
| Er. __________________________________
L 7
7 Look at the pictures of the presents people 10 Look at Exercise 6. Write a sentence about
have sent you. Choose one present. Who sent when you use your present.

Write

11 Write a thank you letter for the present you
chose in Exercise 7.

Check

— Have you written the date?

— Have you written who the letter is to?

— Have you written what the present is and why you like it?
— Have you written about when you use your present?

— Have you used an expression to end the letter, e.g. Love?
8 Choose an adjective from Exercise 5 to ~ Have you signed your name?

describe the present.

9 Choose when you use your present a, b or c.

a Are you using it now? — Write a thank you letter for the most unusual present
b Are you going to use it in the future? ... you ever received. .
¢ Did you use it in the past? __. B — Use the Check questions to check it

BUBUUUUBUUUBHE B B buy

Can-do checklist

¢ % i
Tick what you can do. Can do | | Need more practice |

| can write cards for celebrations. ‘ | '
| can write about sad and happy occasions or events.

| can wite thank you letters. ' ' |
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Let's party!

write

Here are two places where people can have parties.

Think about these questions.

© Which place would you choose for your party? Why?
© Who would you invite?

go to Useful language p. 83

A

Look at an example
o« 1 Look at the invitation. Write the answers to

Lo Lo BRI — B i these questions.
Stef a Who sent the invitation? Stef .
nke :I‘SZ‘;;T“ b What s the occasion? e
ubject: It's my birthday! ¢ Where is it taking place?
d Whenis ittaking plage? . ..o e
Hi!

2 Stef includes directions to the restaurant.

I having a small celebration for my 18th birthday . Why? Choose one of the answers from the list

I'd love it if you could join us. I've booked a table at

tori Saturday below.

- = ttaria on

an Italian restaurant called La Tra o His f T i B o

: a His friends probably haven't visited the restauran
y re all meeting there at 8.00 pm. /

20k We v before

[t's quite easy to find. Corne out of the station and
turn left. Go past the post office and go straight on
for about 500m until you get to some traffic '||Ight5,
go past them. La Trattoria is near the traffic lights.
It's on the right, next to a small supermarket.

b His friends like ltalian food.
¢ His friends don't know where he lives.

please let me know ASAP if you can come! See you
then?

Love
Stef
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Did you know .

ASAP = as soon as possible (friendly and informal)
RSVP = Please reply (more polite and formal)
From French: répondez, s'il vous plait

You can acecept an invitation (phone or write to say
yes) ar you can decline an invitation (phone or write
to say no). When you decline an invitation it is
polite to say why you cannot go to the event,

eg. I'm already going to a wedding on
that day.

How does the invitation ask Isobel to reply?
Write the sentence it uses.

Plan

4

Isobel wants to have a party at her new house
at 7.00 on 28 July. She wants to invite her
friends. Answer these questions.

a Whatistheevent? A party
b Where is it?
c Whenis it? _

d What other mformatlon does she need to mciude?

5 Look at these sentences from Stef's email.
I'm having a small celebration.
(The date of the celebration is fixed)
We're meeting there at 8.00.
(Stef told other people to meet at 8.00)
6 Complete this rule:
Weusetobe+ ... to talk about fixed plans
and arrangements.
7 Complete two sentences Isobel can use about
her party. Use to be + the verbs in brackets ().
3 | e @ PATEY. (hVE)
b We . AL 7.00. (ea1)
Write

8 Help Isobel by writing the invitation to her

party for her. Use this plan for the email.
Paragraph 1: Explain about the event.

Paragraph 2: Use the directions you wrote in Focus on
directions.

Paragraph 3: Ask the person to reply.

Let's party!

1 Look at Isobel's directions below. Are they as
helpful as Stef's directions on page 347

¥
e s
==

i

§

p?ol apis e

100m

a main road

T
'# House House [Swimming
pool

CarPark | =

peOJ apps- e
peoy a8pug

There's o parking on Bridge Road so park
in the car park. Come out of the car park.
Go straight fo Bridge Road My house is
on the leff.

2 Help Isobel give better directions. Here are some
questions her friends might ask. Look at the map and
answer them.

a When | leave the car park, which direction do |
turn? Right .
Do | go past arwth:ng? ___________________________________________
How far do | go? ... -
d How do I know where Brldge Road is? Are there

any big buildings near it? _

e How do | know where you Thouse is? s there
anything obvious near it? ...

n o

3 Help Isobel by completing these improved directions.
There's no parking on Bridge Road, so park in the car
park. Come out of the car park and turn @_ right _
Go past the first ®______. and go straight for about
© ___.___m. Bridge Road is & the swimming
pool. My house is on the left® _______to the park

Check

— Have you given all the necessary information about the
event? What? Where? When?

— Have you written directions to Isobel's house?

— Have you asked for a reply?

— Have you written the date?

— Have you written what the 'Subject’ of the email is?

o P g

Write an email inviting friends from another town to a
special meal at your favourite restaurant. Include the date
and time of the meal and directions.

35



Let's party!

B

Look at an example

a

3 Br Road
imclf?
fE= 3bw

l=t Mareh
Dear Steven and Charlotte ,

Thank you =0 much for the invitation to share your
specil day with you I'l be very happy to come.
I'm 1&0““_ looking korwmd o it

Thank you once agan

Be <t wizhe=
|=obe| Pomero

1 Isobel has invitations to a wedding and a party.

She cannot go to both. Which event does
Isobel decide to go to?

Thank you for

b
ana (=}
O & & o = irLanguage.com
Delete Reply Heply All Farward Print
From:  [sobel
Date: 4 March
Ta: Stef

Subject: Your party

It was really nice to get your invitation. Unfortunately, | can't
make it because I'm going to a wedding on that day. Sorry!
Have a lovely time and please say 'hi’ to everyone for me.
Thanks once again.

Love
Isobel

2 What extra information does she include in the
email?

3 Complete the gaps in this diagram with similar
expressions from the letter and email.

It was a lovely surprise to receive | your invitation.
a lt.was really nice to get

Accepting @

I'd be (very) pleased

I'd love to come.
I'd be delighted

b
| look forward to seeing you there.

AN

Thank you

36 {&) social and Travel
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Declining ®

I'm sorry

. | can't make it /come
I'm afraid et /

because ... (reason)

I'd love to come, but | can't because ... (reason)

l

Have a lovely time.

/

once again.




Because links two sentences. Because explains why the information in the

first sentence Is true.
| can't make it. WHY?

| Use because to link the sentences. Remember to use to be + ing.

a I'msorry that | can't make it. | work on that day.

I'm_sorry | can't make it that day because. \'m working. ...

b I'm afraid | can't come. | visit my parents on that day.

¢ Unfortunately, | can't come. | study for exams.

d I'd love to come, but | can't. | go on holiday.

Plan

4

Isobel has also asked you to go to her party. You
are away on holiday with your family that week.

a Write a sentence to thank Isobel.

b Write a sentence declining the invitation.

Use the diagram from Exercise 1 to plan the
rest of your reply. (Choose one sentence from
each box.)

Write

6 Write your email to Isobel explaining why you

cannot go.

Because |'m going to a wedding on that day.
| can't make it because I'm going to a wedding on that day.

Let's party!

Learning tip

English spelling can be difficult.
Look for patterns. Sometimes
pictures can help you remember
difficult spellings. Look

..........

Remember

be + ¢ + {ausi + e

= I

Think of a spelling that you find
difficult. Can you think of a word
with a similar spelling pattemn?
In your mind, try to link them
together in a picture.

Check

P

un

Have you thanked Isobel for the invitation?

If you've declined, have you given a reason?

Have you written the date?

Have you written what the ‘Subject’ of the email is?

1 Write an email inviting your classmates to an event.

Display the class's emails on the wall.

3 Read your classmates’ emails and decide which event

you want to go to.

4 \Nrite to one classmate accepting their invitation.

Write to one classmate declining their invitation.

6 The student with the most acceptances wins!

T N N IR R R R R YRR R L

Can-do checklist
Tick what you can do.

| can write an invitation.

| can write a friendly and informal email accepting an invitation.

| can write a friendly and informal email declining an invitation.

| can use because to explain reasons.

| can write about arrangements.

Can do '|

",

Need more practice '|
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‘Having a great time ...

ot rady 10 RO .

© # %19 Listen to some sounds from around the
world, then match the sounds to the postcards.
Sound 1 __e

Now think about these questions:

© Which place would you like to
go to on holiday? Why?

© Do you send postcards when
you go on holiday?
Who do you send them to?
What do you write about?

go to Useful language p. 83

. LCa Having a great time here in Ireland. EIRE
Look at an example Wonderful scenery and people very friendly! * 4
) “ Weather's not too good but we've got -
1 Look at the_postcar_'ds in Get umbrellas! *Yesterday, went to the Puck
ready to “?""te' }‘M.h“:h‘pos‘tcard Fair in Willorglin. It's a traditional festival
do you think this is? Tick v/ one. and horse market. They crown a goat and | Harriet Patrie
a L] make it king for three days. Lots of 13 Nightingale Road
b % traditional music! Amazing! “Tomorrow we're L sividow
{ ! . :
going 1o drive round the Ring of Kerry.
d [] See you soon. —
e D Lots of love | ENGLAND
Sue and Pete

2 Match these questions to
sentences in the postcard.

a What did you do yesterday?

’ ! g 2
b What are you going to do 3 Are these 'rules’ for writing postcards true (T) or false (F)?

tomorrow? [ ] a Always write Dear... _F_

¢ What is the place like? What are the b Always write your name or initials at the end. ____
people like? [] ¢ Always write the date. ____

d What is the weather like? [ ] d Do not write a closing remark, e.g. Love from. ____

38 {8 social and Travel



Learning tip

You can write more than one
page when you write a letter.
You can use complete sentences
because there is a lot of space.
On a postcard, the space to write
in is small. We make sentences
shorter to fit the space.

pronoun + auxiliary verb

i ;
We-are having a great time here
in Ireland.

You also do not write your
address on a postcard.

Look at the letter from Sue

and Pete. Cross out anything

that they do not include in
their postcard, e.g. We-are
having a great time here in
Ireland.

The hotel is good. — The hotel is very good.

We use very, really and extremely to make most adjectives

stronger.

BUT

The hotel is excellent. — Fhe-hotehsvery-excellert X

The hotel is really excellent. /

Excellent = 100% good.

Having a great time ...

Plan

Lakeview Hetel
Kilamey, County Kerry
Eire
12 P\u.gusf

Dear Karen,

How are you? We ase having a. great time here in Treland There is
wonderful scenery G'H. round here and the pecple are very Frf&ndly.l The weather's
not oo good but we ve get our umbrellas!

Our joumey tock @ long Time: we. drove down To Wales and caudht a. femy
to Ressare. Cn the ferry we met a woman called Mary who told us about lots
of places to visit

Yesterday, we went to the Puck Fair in Killorglin. Tts a traditional festival
and horse. masket. They crown a geat and make it hing for three days. Thea
they have a hi‘ﬂ party What s great is that it isnT put on for the Tourists,
the. pecple. have. been doing it for years and years. There is lots of traditional
masic! Tt's ma.zr'ng.l

Tomonow we. re. going 1o drive. vound the Ring of Kerry See you soon.

Lots of love
Sue and Pete

3 What do you think? Use very, redlly or extremely
+ one of the adjectives in brackets ().
a Travelling is ..._very good. . (good/bad)

b Beijingis ... (busy/quiet)

¢ Beachhotelsare  (awful/fantastic)
d Oldruinsare ... (boring/interesting)
e People in most countriesare .10

tourists. (nice/rude)

You cannot use very or extremely to make 100% adjectives 4 What do you think? Complete these sentences. Use very,

stronger.

Use really to make 100% adjectives stronger.

1 Are these 100% adjectives positive (+) or negative (-)?
b awful ¢ temble d fantastic
e excellent f amazing g disgusting

a great +

really or extremely + an adjective.

a Traditional musicis ...
b City holidaysare ...

¢ Festivalsare ...

2 Are these sentences correct  or incorrect X7

a The flight was very great. X

b The Great Wall of China is really amazing.
¢ The scenery in Ireland 1s extrermely fantastic.
d The weather in the rainforest is very bad.

d Watching the sun set overtheseais ...
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r: Having a great time ...

5 Make these bad things sound better. Use not too + adjective.

Did you know .2 Look at the Did you know? box to help you.
a Theseais cold. The sea isn't 200 MOE. .

When English people write a
postcard, they want the reader to
think about how good the holiday

b The museum was boring.
¢ The food is horrible.

: iricy 1 t i 3B g

is. Wnen_somethmg ishad they iy 6 Mary and Adam are on holiday in Egypt. They want to write a
to make it sound better They use postcard. Help them to make the letter shorter.

not too.

a Cross out anything that is not normally included in a postcard, e.g. the
address.

Cross out anything that will not interest the reader.

Cross out any unnecessary pronouns and auxiliary verbs.

d Make the underlined adjectives stronger or more positive

e.g good — very good.
e Make the circled adjective sound better, e.g. bad — not too good.

The-weathersbad-
The weather s not Loo good.
(not too good = bad)

o O

Learning tip _
Seie whstls are very Gl o Old Cataract Hotel
spell. Make funny sentences from Aswan, Egypt
the letters to help you remember.
Py 15 Januar
{Blil  1irLanguage.com e
eiats Dear Cark,
ai nything. - . w
UE nfortunately I hope youre okay. Were in Aswan ot the moment and are
tihat having a good Lo."ida_y. Tts a bit hot bt the hotel is okay.

r, ! | "
It s about o hundred years old and There are views over The
Nile with the desert in The background. Lots of little white

i ncludes
Fi rancine’s

s P i r r ¥

ui mbrella. saifing boats called teluccas go #rom one side of the river o
" ot ~

L: ovely! the other, stopping ot The islands, This morning we cakqht a

folucra Ffrom the hotel steps to Kitchener s f.'.';'ma.-f. It's a big
Botanical Garden with trees with long spikes on their trunks!
We walked across the ;"_‘-f'ltlJJ.-f ang r}'L"aJ back ov the frle-a'r.’-'-_‘c_‘.l at
the other end. At Elepharitine Ishind we saw the MNilometet
Ghe thing the ancierit Ili-'l;_\,f__.rrfr'tlr'-.‘- used to See how high The
water was). We also visited the Museum which was (_Ex_'a}ﬁ} but
had a Ffew mummies in the basewmert. In the afternoon we

wert To the bazaar, Its exctic and has lots of little shops

Now make a funny sentence
to help you spell one of these
words: necessary, friend, science.

' i )

sefling spices, game boards and rugs. 1 dign? buy anything
2 o T R

bt i was good for window :u’ﬁp,r‘mcj..' I Think 1/ go back

ﬂl."iC"ﬂ'Je! (l'lﬂ?. -|<_'!n?0f‘.*’:_'.w we ke <]C‘1I|clf or an excursion 1o See

Look at some of your written the massive Temples at Abu Simbel. The coach leaves at
work and find a word that your 4,00 in the morning! 1 hope I get up on time

teacher always corrects. Make a . ) o

fL'II]IlY sentence from its letters. We Il takk 1o YOt when we _tjc-"f back.

Leam the sentence. You won't Lots of love

spell the word incorrectly again! Mary (and Adam)
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ol It Cpel o

=

X0

Write irLanguage.com

7 Use the shortened letter to write Mary and Adam'’s postcard.

Check

Have you explained where Mary and
Adam are?

Have you explained what the place,
hotel or weather is like?

Have you explained what they have
done and what they are going to do?
Have you explained how Mary and
Adam feel abaut their holiday?

Have you used adjectives + very,
quite, extremely, not too to make it
more interesting?

Hawve you cut any unnecessary
information?

Have you cut any unnecessary
pronouns and auxiliary verbs?

™

=ra Warvsirne

Having a great time ...

o R

Carly Mackay

13 Pilrig

Street,

£dinburgh

£HO TJIK

UNITED KINGDOM

Think about your dream holiday or use one of the other postcards.
Find out more about the place by searching www.google.com

Complete the boxes.

Things you can do there

Why is it special?

Imagine you are on holiday in the place and write a postcard to an English-

speaking friend.

D<o m

BUBUHUHUBEUHEBE BBy

Can-do checklist
Tick what you can do.

| can write a postcard.

| can express opinions.

| can make bad things sound better than they are.

Can do

" Need more practice

a1



write

Look at the photo and think about these
questions:

© Where is Luis?
© What is he doing?

© Do you think he lives in that country?

go to Useful language p. 83

Mrs T Martinez
Look at an example 116 Dasorfisld stresT

Boston MA 02.2.15-1803

C.fO Mr apd Mrs Spercer
215 East Soth Street «————— Wiiter's address

New York NY 10025-1208

I August - Date

Greeting — Dear Aunt Isidlro,

Beginning the letter —— Guess what? T'm i the US! T can't believe it..New York is
worcler ful and T'm staywg for a whole twe weeks studying Erglish.
My host Fanly s great so T should mprove. Sometimes they speak
very fast but most of the tme 1 unclerstand them. They've got a
sen calledt Marcus who's crazy! He's 17 arcl is a bridlant baseball

player. He's taught me a lot alreacty.
How are yt? How's your job gowg? Do you get much free tme?
After the course 1 plan to travel a little arourdt the East Loast

(especially Boston). T'cd love to drop in on you if you'd like me to.
What do you think? Weite to me care of Mr ard Mrs Spencer.

Ending the letter ——— Hope to see you soon.
All the best = Saying goodbye

Writer's name ———» Luuis

a2 {5} Social and Travel



How are you?

NP . :
1 a Whois Luis writing to? Did you know .

b What is he going to do? Greeting Dear Jane / Dear Mum / Hi Jane |
Dear Janeg Comma or no punctuation. Dear Janeg
¢ What does he want his aunt to do? NOT Dear Janel)
Beginning Guess what? (+ write your news)

How are you? (+ ask for news)

2 Underline the rules for personal [ hope you're okay.

letters and emails.

a Use friendly, spoken English. / Use Ending Hope to hear from you soon. /Write S0on. { Piess wiital
mare polite and formal English. Saying goodbye  All the best / Best wishes (to friends)
b Use contractions, e.g. can't. / Never Love / Lots of love (to family / boyfriend /
use contractions. very cloge friends)
c Use first names only, e.g. Peter. / NOT Goodbye!
Use complete names, e.g. Peter
Applegarth,
Learning tip
3 Look at the address at the top
of the letter. What does Luis — When you read something in English look at how it is organized. Think
write to show that Mr and Mrs about what each paragraph is about. Try to decide why the writer
Spencer will pass letters to him? organized the writing in that way. ;
— Start a new paragraph every time you change the subject in your
.............................................................. own writing.
Paragraphs help the reader to understand where one b Email and business letters
subject finishes and a new one begins. » Leave a line space.
Look at this part of the letter. Luis starts a new paragraph to ;m?f;ewmmg SREER RN DR

show he is writing about a new subject.

brillant baseball player. He's taught me a lot
brdliant baseball plager. He's taught me a lot pioaed o il

alr :
alreacly. iy
How are yu? How'’s your job gong? Do you are you? How's your job gerg? Do you get
get nuch free tme? nuch free time?

i

a Read this section of a personal letter. Use | to mark
where a new paragraph should start.

There are two ways for a writer to start a new paragraph.

a Personal letters
e Start a new line,

While 1 was i Bosten T went to a really good
e Start writing about 2 cm from the edge of the other 5 L

g restaurant that hact excellent pasta. Next week 1
Example: start werk agamn. I'm rot lcokwg forwarct to !
brillant baseball player. He's taught me a lot b Rewrite the section of the letter from Exercise 1a.
alreacly. Show where the new paragraph begins.

1 How are you? How's your job gong? Do yout 2 Imagine you are writing to a friend who you have not
get much free tme? written to for many years. Write two short paragraphs.

In paragraph 1 write the most important thing you
did last year. In paragraph 2 write what you plan to do
next year.
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9 How are you?

| Focus on ..

| writing addresses on envelopes

| 1 Look at how Luis wrote Aunt Isidro's address on the 3 Write this address on the envelope.

i envelope on page 42. Are these statements true (T) or Mr J Bomberg 153 Mountbatten Avenue Ottawa
false (F)? ON K1H 5V6 Canada

a He uses commas (,) and full stops (). _E_.
b He uses capital letters. ______
c All the lines start in the same place.

=

BY AIR MAIL

...... iH

fredv ite
i

2 Put / at the start of each new line in these addresses.
Example: Stefano Rossi / 116 Deerfield Street / Boston
MA 0Z215-1803
a Peter Applegarth 11 St Leonards Place YORK YO9 7ET
b Suzie Edwards 802 Font Boulevard San Francisco CA

94132-4036
irLanguage.com
Plan

. 4 Soren Hedegaard is Luis’s classmate from 5 Look at Luis’s letter on page 45. He has asked
the language school in New York. He is still an English-speaking friend to check it for him.
studying there but Luis is back in Spain after His friend has marked where he needs to add
visiting Boston. Luis wants to write to him. things *. Match the number in the letter to the
What can Luis ask Soren about? Write one thing he needs to add.
question.

a an opening

e.g. How are you?

b his address [_]
Av de la Albufera, 161
28038 Madrid
Spain

¢ saying goodbye []
e.g. All the best

Did you know ...?

In some countries you write information on different lines on the envelope.

US, Australia and Can UK

Name of person Name of person

Street number and name Street number and name
Town o1 city + STATE A BBREVIATION, TOWN or CITY

e.g. MA (for the state of ‘Massachusetts’)

+ post / zip code POST CODE

On international post write the COUNTRY on a new line at the bottom of
the addiess.

Use capital letters for this information

For information about other countries visit the Universal
Postal Union website: http://www.upu.int/post_code/en/
postal_addressin g_systems_member_countries shtml
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3
10 September
Dear Soren,
“2what are you dong in class raw? Do yo still bave Mike as the

teacher? We had such a great time in New York togetier. Tl rever
forget the worder ful pecple in my class. Aftor the course, 1 caught a
Gregrowrd: bus up to Boston ard stayed with @ friend there. We did
all the touristy things in Boston ard a lot ware! The Ttalan restaurants
in the North Erd are great. Wirte to me soon with all your rews.

A3

Litis

LT ——

T e R ey

6 Look at the letter. Luis has not written in paragraphs. Find where
he asks for news, writes his news, and closes the letter. Use | to
mark where new paragraphs should start.

Write

7 Luis wants the New York school to pass the letter to Soren.
Help Luis by addressing the envelope. The school’s address is

Campbell Language School, 537 Argyle Rd, Brooklyn, NY 11230-
1510 USA.

<N
i oel

Eaparis © e

8 Rewrite Luis's letter using paragraphs.

How are you?

Check

The envelope

Is it easy to read?

Do all the lines start in the same
place?

Have you cut all punctuation?
Have you used capital letters in the
correct place?

Have you used C/O to show the
language school should pass on
the letter?

The letter

Does it make sense?

Have you used paragraphs to show
where you change the subject?
Have you included all the sections
from Look at an example’

E

— Imagine Suzie Edwards is your
pen friend (US: pen pal). Write
a letter to her about what you
have done recently and ask
about her news.

Address an envelope. Her
address is 802 Font Boulevard,
San Francisco CA 84132-4036
USA.

Use the Check questions to
help you check your letter and
envelope.

If you do not have a pen pal
already, go to a pen pal website
(e.g. www.iecc.org) and get onel

tra pracbtice

BUUSUUUERUEUUBl By

Can-do checklist

Tick what you can do.

| can write personal letters.
| can address envelopes correctly.

| can use paragraphs correctly.

( Can do

Need more practice
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A

Choosing what to write

1 You are at home on your own. You are going
out. You want to tell someone that you will be
late home. What do you do?

a complete a foom b write a note
¢ write a personal letter or email d write a card

2 It's a friend's birthday. What do you do?

a complete a form b write a note
d write a card

c write a postcard

3 You need to send a parcel to another country.
What do you do?

a complete a form

b write a note

c write a personal
letter or email

d write a card

'_.:#?-.-: =
4 You want to send a friend detailed directions
to your house. What do you do?

a complete aform b write a postcard
¢ write a personal letter or email d write a note

Knowing the reader

5 You are writing an email to your boyfriend or
girlfriend. What style will you use? Choose
one.

a friendly and informal (e.g. Guess what?)

b more polite and formal (e.g. You will be surprised to
hear ...)

6 You are writing a letter to someone you do not
know. What style will you use? Choose one.
a friendly and informal (e.g. Guess what?)
b more polite and formal (e.g. You will be surprised to
hear ...)

46 & Social and Travel

Choosing information

7 Which of these is the most important
information to include in an email introducing
yourself?

a yourname b your mother's name
c your date of bith d where you live

8 Which of these do you probably not need to
include in a letter to a friend?

a youraddress b how you are
c news about yourjob d your plans

9 What do you think you would put in the
contact details on a bank form?
a Your address
b Your nationality
¢ How much money you are paid
d Yourjob

Checking that the reader has enough
information

10 Read this note. What information is missing
that the reader needs to know?

Dad. Gone to Suzi's house. Can you pick me up? Carla
a Who? b Where? ¢ What? d When?

11 Read this invitation. What information is
missing that the reader needs to know?

Dear Marlene, Please come to my party on 30th June at
6.30. Love Freda

a Who? b Where? ¢ What? d When?

12 Read this entry on a family's calendar. What

information could be cut?
YEA YT AY Y OFOY AR i

vo#m gl 4R 4R AR oK AR UK 4B e 4§ AL AL &, &) &,
W Wy ey @ . W, w w

e e Ve . e W %a W L]

Wednesday Thursday Friday
2 Peter

b Drama club
; 7 .30-9 30

Rehearsing a
pa’ay
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Checking that the information is well 15 Simone is writing an email to a friend.
organized She is giving her news. Loc_)k1 at whe:re '

the paragraphs start and finish. Which is
13 Decide which sentence best explains why organized best?

Chien-nien does not want to go to Paris.

a | don't want to go to France next week and I'm visiting

my uncle.
b | don't want to go to France because I'm visiting my a [Fuem 5 |
e, Ih iday i iland food
¢ | don'twant to go to France. Because I'm visiting my ad ¢ great aalicay 1n Thatlan 1 1ie %0
ipilis was brilliant and the people so friendly.
d Because | don't want to go to France next week and I'd recommend it as a place to go. My
I'm visiting my uncle. sister's now studying at college in America.
| She'll be back for Christmas though.
14 David is writing to say he cannot go to a I
party. In which paragraph is the information b i@ = - S -
& g )
organized best?
a I've recently got a job as a restaurant doorman. They I had a great holiday in Thailand. The food
asked me last week if | could work that night. | didn't was brilliant a”“? the people so friendly.
: R TR I'd recommend it as a place to go.
know you were having a party, so | said ‘yes. I'm
sorry that | can't come to your party. My sister’s now studying at college in
b They asked me last week if | could work that night. America. She'll be back for Christmas
I've recently got a job as a restaurant doorman. | though.
didn't know you were having a party, so | said 'yes
I'm sorry that | can't come to your party. - o ) .
¢ I'm sorry that | can't come to your party. I've recently c @ L
got a job as a restaurant doorman. They asked me I had a great holiday in Thailand.
| eek if | Id work that night. | didn't k
= W;’ Ao T | ha_:cterng i Ll || The food was brilliant and the people so
were naving a party, so | said yes. | friendly. 1'd recommend it as a place to
go. My sister’s now studying at college
in America. She’ll be back for Christmas
though.
d @ == Tl G CLE]
{
| I had a great holiday in Thailand. The food
| was brilliant and the people so friendly. I'd
recommend it as a place to go. My sister’s
now studying at college in America.
I She'll be back for Christmas though. =
! = ‘!l

47



14 Social and travel

Checking layout and style

16 Simone has written her friend’s address on the envelope.
Which addressed envelope is best?

a == : ==
Marta Fernandez = ik ﬁ Marta Fernandez T— a
23 Queens Road Z3 Queens Road
LONDON LONDON
Wiz 3£€ W1z 3€E€

¢ %"%”ﬂ s Marta Fernondez %“g"ﬁ
Marta Fernandez TR 23 Queens Road R
73 (ueens Road, London
Londan, Wiz 3€E
W1z 3EE

17 This is Simone's letter to her friend. Look at the details below the
letter and decide where Simone should put them in the letter.

LA ERR RS RERL R

AR RS E R EE SR EREREE S

ok k ok kKRR E Kk kT - ! 2 |

. i ————P kkkk kR kR kAR

How are things? I'm getting back into the old work routine.
I suppose holidays can't last forever! Sometimes I catch myself
day-dreaming in the office about all the wonderful sights in
Bangkok.

Sara’s having a great time in America. She emails nearly every
day. I'm really looking forward to seeing her at Christmas.

And what have you been up to? Write soon.

Izl—» khkkkhkhkdk kkdkkhhktd

ek ok ok Aok ok ke

a 12 November 2010 19 You are taking part in a student
b 11 Creenfield Avenue / Cambridge / CB16 1 DX exchange programme. You
¢ Love / Her signature know the name of the person
d Dear Marta you are writing to but have
never met them. How can you
18 Simone is writing in England on 12 November 2010. What start your email?
i . s
is the other correct way she can write the date? 4 ‘Dearkonze b Dearki Asaki
a 12/11/10 b 11/12/10 ¢ 10/11/12 d 10/12/1 ¢ DearSir d Hi
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Checking punctuation

20-22 Look at these sentences. A full stop is
missing. Where should it be? Choose a, b, cor d
for each sentence.

20

21

22

Checking grammar

I have been in this country ®for five years ® it is a
wonderful country © and 1 like it ¢ very much.

| want to sell ® my mountain bike ® | have had it for five
years © but | haven't used it much ¢ because | don't

enjoy cycling.

We can go swimming, *
we can also play
basketball b, football ©
and squash 9 if you like.

23-24 One sentence for each question is correct.
Choose the correct sentence.

23

24

25

| enjoy going to the cinema.
I like go to the cinema.

| enjoy going cinema.

| enjoy go to the cinema.

[ I = T <}

My English class is very excellent!

My English class is really excellent.

My English class is extremely excellent.
My English class is very awful!

o N O

You planned a party and told some of your
friends about it. You forgot to invite one
person. You are now emailing them. What do
you write?

[«

| am having a small party on Wednesday.
b I have a small party on Wednesday.

¢ | having a small party on Wednesday.

d 1 will 2 small party on Wednesday.

Checking capital letters

26-28 Look at these sentences. Which word
needs a capital letter?

26 My *name is Marek Pater and | bcome from a small

27

‘town in Ypoland.

| have been “learning “english for “five years.

Social and travel [=) =72, 1

28 My %birthday is on a "wednesday “this year.

29 Look at this sentence. Which word does not

need a capital letter?

4| stayed in "New Zealand in “March last “Year and had a
great time.

Checking vocabulary

30 Improve these sentences. Replace the

31

32

underlined words with a word (or words) from
the list on the right.

a | wanta two bed room. single / twin/ double / family
b | work 9.00 until 5.00. part time / self-employed /
full time / employed

awful / fantastic / terrible /
disgusting

¢ Paris is very nice.

You are completing a form. Which of these is
a post code?

a Tel: 01604 6577665

b psmall@hotmail.com

¢ 29 Chester Road

d sSG8 7NN

Which expression is incorrect?

a Congratulations on Christmas.

b Happy Anniversary.

¢ Happy Birthday.

d Congratulations on passing your examinations.

Checking spelling

33-36 Which word is spelt correctly in each list?

33

34

35

36

a beautiful b beautifull ¢ beatiful d beutiful
a addres b address ¢ adres d adress
a enployed b emploied ¢ employd d employed
a becos b becose ¢ because  d becase

il o4 Coppel oo

irLanguage com
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| wart to thank

i i : . | want to
© Monique Bernard is starting her ol i out
Noos!
course at the New Hope School, realy frienaly o e

Tabis Mountain

Capetown. She wants to talk to bt
people at the school about two
different things. Which two people
should she talk to?

a Lesley Smith

b Barnie Peters

c Ulrike Orback
d Mel Merino

A Notes about classes

T

L.ook at an example

First day timetable

9.00-9.30 Welcome talk — Lesley Smith (Student Lounge)
9.30-10.30 Test (Rm. 1]

11.00-11.15 Break

11.15-12.00 Tour of the school (meet in the cafeteria)
12.00-12.15 Talk: Living in South Africa — Ulrike (Student Lounge|
12.15-12.30 Talk: What's on — Barnie (Student Lounge)
12.30-13.30 Lunch

Did you know ...?

A Iutorteaches one student or a

small class in a college or university

A lecturer talks to a larger group of

students about a subject

This talk is calle

1 Look at Monique’s timetable for her first day.

Welcome talk

Lesley Smith

2 a When can Monique thank someone for choosing a good host family for her?
b When can she talk to someone about visiting Table Mountain?

3 What is a short way of writing the word room on a timetable?
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Timetables | | l,ll :,‘,'-: 10

Special subjects are taught in the afternoon

Class Lists (continued)
(13.30-15.00). Choose one from each list.

General English, Intermediate, Room 1
9.00-10.30, Tutor: Mel
11.00-12.30, Tutor: Helen

Mondays and Wednesdays
Writing: Learn to write emails and letters with
David in Room 10.

Vocabulary: Practise new words in context.
(Mel, Room 5)

Tradition and Culture: Learn about the life and
history of the Southern African peoples.
(Richard, Room 2)

Tuesdays and Thursdays

~ English through song: Enjoy the latest songs and
learn English! (Helen, Room 7)

Listening and Speaking: Practise your speaking

" and listening with David in Room 6.

' Business: Learn how to communicate in business.
(Kate, Room 1)

Monique Bernard

. Wang Chien-nien

~ Jan Liden

Lene Moller

Ryozo Otsuji

Miroslav Sawicki
Brigitte Schmidt
Salaheddine El Yazghi

ividual ns (15.00-16.30) Fridays
Gerhard Platter Teacher: Mel Room 7
Yuriko Murakami Teacher: Helen Room 9
Monique Bernard Teacher: Richard Room 8

5 4
% Lectures—July
All lectures take place in the Student Lounge.
'=} 4 July World English: a changing language in the 21st century - Dr C Glass
11 July The history of pop music — Steve Wroe
| 18 July South Africa: its history and future — Lesley Smith
25 July The environment: Global Warming or global warning? — Solomon Porritt
|.__._ S e —— S — e sy T Coranoi
4 TCircle)the information that 7 Choose a maximum of three words that explain the subject of
is important for Monique on the lecture.

the class list. a World English: a changing language in the 21st century
e g Room 1) World. Engish ..

) b The history of pop music
5 Look at the Special Subjects.

Monique thinks she needs to
learn more English words and
how to speak English for her

job. Underline the subjects d The environment: Global Warming or global warning?
that would be good for her.
e.g. Writing

¢ South Africa: its history and future

8 Monique is studying from 7 to 11 July. Which lecture can she

6 Look at the titles of the attend?
lectures. Cross out anything e
that does not help you
remember the main subject
of the lecture.

e.g. World. English—a—ehangung—
bnguge—tn—the—Zist—centorg—
br—C-Glass—
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Write

9 Monique decided to take the Vocabulary and Listening and Speaking
Special Subjects. Help her complete her timetable. Add important
information about her classes and notes to remind her about the lecture.

7-11 July Monday Tuesday Wednesday Thursday Friday

General English General English General English General English General English
9.00-10.30

General English General English Gereral English General £nglish General English
11.00-12.30 g L e e .
12.30-13.30 Lunch

Lecture
13.30-15.00
15.00-16.30
Check

— Can you understand your notes?
— Have you written where the classes

take place?

— Have you written who the teachers

are for each class?

— Have you written the name of any
spedial subjects or lectures?

B Notes about assignments

Look at an example

1 The New Hope School has a test for all
students every month. What information do
you think Monique wants to find out from her
teacher? e.g. What does the test include?

2 411 Listen to Monique's teacher telling her
class about the test. Does she give all the
information Monique needs?

52  [§® Work and Study

Listen again. These are Monique's notes.
One thing is incorrect. Can you correct it?

Tes

~ Monday , /1000

— Keoprr /
— fed Helen

— WO pultiple choice guestions

— enal/letter

— e drctionares/trans/aters

- ne speaking//istening test




4 Are these statements true (T) or false (F)?

a Monique circled ‘Test’ because it helps her understand
what the notes are about. It is a summary. T

b She put the information in a list. The things the teacher
says first are at the top of the list. The things the teacher
says last are at the bottom of the list.

c She wrote the day and time at the top of her list

because it is the most important information. ____.

Learning tip

When you write short notes about homework, write
each piece of information on a new line.

Check that your notes answer these questions. What?
When? Is there anything extra [ need to know?

If your notes do not answer these questions, ask the
teacher to explain the homework again!

Plan

5

You are in Monique’s class. The teacher is
going to tell you about homework. What do
you need to know?

Part of the homework is to find some
information. How do you think the teacher will
help you?

Write three questions you want the teacher to
answer.

Timetables @]@ﬂﬁ 10

Write

8 a €12 Listen to your teacher and write notes
about your homework.

Homewerk.

& 5500
}Et,[e_,'.

Leck ot: |

b what the notes are about. (if you are

not sure about what to do, look at Exercise
3 again.)

¢ Underline the title of the essay.

Check

Can you understand your notes?

Have you made a note of the title?

— Have you made a note of when you must do the
homework by?

~ Have you made a note of useful books or websites?

BUUUBEEUUUUUUE BBy U gy

Can-do checklist
Tick what you can do.

| can transfer notes about classes onto a timetable.

| can write down notes about homework when a teacher explains. | e

Can do | Need more practice
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o Imagine you are a student studying
in a different country for a year.
Think about these questions:

a Which bicycle will you buy? Why?
b Where can you find advertisements 3
for second-hand things in your
country?
In shop windows [_]
In newspapers [ |
On the Internet [ ]

Second hand £30

a86

¢ Mo www roystoncalisge comestudentnotices .

College

Welfare & Academic

Law book for sale — bargain

Dictionary of International Law, 3rd edition. Very good condition. It costs
a lot in the shops. I'm selling it for only £10 (or nearest offer) because I'm
going home to Korea and can't carry itl Email Hei at hp234@ur.ac.uk or
phone 01763 246098 (evenings).

Turkish language teacher wanted
I'm an English student looking for Turkish language tuition. | have some
basic knowledge of grammar and vocab. I'm happy to negotiate a price.
Contact Steve at sp1087@ur.ac.uk

Japanese to English translation wanted

| have a scientific paper that was published in Japan. | will pay £50 for
someone to translate it for me. For more details, or to see the paper,
please email Trisha at tr2456@ur.ac.uk

The college does not accept any liability for any products or services
advertised on this website.

s4 (@ Work and Study

b

Student services

Look at the web page for

students at Royston College.

Answer these questions.

a Who wants to sell something?
LHe

b Who wants to learn something?

¢ Who wants to pay for something

Are these statements true (T) or

false (F)?

a The advertisements use friendly and
informal English. _T_

b The advertisements are written in
complete sentences. .

¢ Each advertisement has a short title.

d The advertisers have put their email
addresses because the advertisements
are on a web page. _____.

Put these in the order they are
written in the advertisements.

a the person to contact ]

the price (or payment) []

extra information [_]

how to contact the person [_]

the thing that is wanted or for sale

m o 0 O



Plan

4 These expressions describe how good a thing

is. Put them in the correct box. You can put
more than one phrase in some boxes.

a asnew b brand new c hardly used

d nearlynew e usedonce f very good condition
g reasonable condition h may need some repair

m
[ Poor | _okey | _good [ excellent

a

5 These expressions explain why you want to sell

something. Match them to the explanations.
a Unwanted present.
b No longer needed.
¢ Duplicate.

1 1 don't need it anymare.

2 | have two.

3 Someone gave it to me
and | don't like it.

I’'m happy to/willing to negotiate a price. What
does this sentence mean? Choose one answer.

a |want to contact you and agree the price with you.
b You must tell me the price.
¢ | will tell you the price.

Did you know ...?

An intranet is the computer network of a company
o1 college. Only people who work in the company

or study at the college can use the company
or college's intranet.

You are leaving college. You own a Sony 750W
Microwave oven. You bought it a year ago. It
cost £100. You want to sell it for about £50.
Complete this information.
a Title for the advertisement For_sale — Microwave oven
b Extra information
Details, e.g. Make, Typeetc. ..
Condition e
Reason farselling e
e = USRS
O PRI
gl YOUF BT e i s A e
£ How 1o eontagtVou oo

Wanted ({11

8 Complete these advertisements. Use

sentences from the box below.

a Room wanted
| need a room in a student house.
I'm_happy to negotiate the rent per month. ...
Contact Sue at sg103@urac.uk.
b First year books needed
| want first year American Literature books.

Phone Tom on 01763 256874. -
¢ Language exchange
I'm looking for someone to practise my English with.

Email Thierry at th870@ur.ac.uk

I'm happy to negotiate the rent per month.
In exchange, | will teach you French.
| will pay £20.

You want to go to London for the weekend,
travelling on Friday 12 October. You want to
know if any other students are planning to go
to London on that day. You will only have one
small backpack with you and want to share a
car. You are willing to pay some of the cost

of petrol. Complete the information.

a Title for the advertisement Car-share wanted.

b WhatReiwant e mnanannmreess o
¢ Exira information: LUGGAge oo
d What you vill do in exchange ...
e —

f How to COMact YOU . _oiiieeceeeeeeeeeeeeae e ccemnme s

Learning tip

Difficult words may be part of a family of words. First
learn how to spell the smallest word in the family. It
will help you with the others!

Thing (short form): an {advert |
Verb: to i advertise (something)
Person: an | advertiser

Thing (long form) an | advertisement
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Write

10 Look at Exercises 7 and 9. Write the advertisement for either
the microwave or the car share. Use complete sentences.

Check

— Imagine you are reading the advertisement for the first time. Does it give all
the information you need?

~ Does your title explain what you want or what you are selling?

— Have you included all the important extra information?

— Does the reader know who to contact?

— Does the reader know how to contact the advertiser?

— Have you written in complete sentences?

2 Short advertisements for a notice board

Look at an example

1 Look at this notice board on a wall at Royston College.
Students can use it to advertise things they need or want to
sell. Think about how these advertisements are different to
those on the intranet.

s For S - Disora e et g FoR ’
- 3rd edition, vge. No longer

- Cost £35, gell for £10 ono.

_j'- Tel: 01763 246008 (eve only)

2 Why are these advertisements written as notes? Choose the
best answer.

a People don't look at notice boards for long. They won't read long
advertisements.

b There can be many advertisements on a notice board.

¢ The advertisements are on small cards. You can't write long sentences.

Did you know ...?

We often write advertisements on postcards. We shorten or
abbreviate words (e.g. ono, vge, eve only) because we only
have a small space to write in.

56 (@ Work and Study

3 Find these abbreviations in the
advertisements on the notice
board. Write the full expressions.

of fer

vge=v___ _ g
Bommoo e veeso o

evé orly=eve _ . only

4 Check your answers to
Exercise 3 by looking again at
the advertisement Law book for
sale — bargain on page 54.

Plan

5 lan is selling a bicycle and
wants to put a card on the
notice board. He is rewriting an
advertisement he wrote for the
intranet. Think about how to
turn his sentences into notes.

For sale - Man's road bike

It's got 10 gears. “ I bought it
two months ago. It's in excellent
condition. I'm selling it for £30
Pbecause I was given a new one
for my birthday. Phone Ian on
079630257832 or 0763 245406
(daytime).

S __ﬁ_...—_../'—""—

it
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6 Look at Exercises 4 and 5 on page 55. Use Check
short expressions from these exercises to

replace the longer underlined ones in lan’s — Does your advertisement give all the important

: 7 i ion?
advertisement in Exercise 5 on page 56. 'nfomatlon, _

— Does your title explain what you want or what you are
B selling?

— Have you cut anything that is not important?

— Does the reader know who to contact?

— Does the reader know how to contact the advertiser?
— Have you written in notes?

7 Look at these sentences. What words can lan
cross out? Cross them out for him.
a fsget 10 gears.
b It's in excellent condition.
c I'm selling it for £30.

8 Look at your own intranet advertisement for
the microwave or the car share. Think about
how you can change it to an advertisement for
a notice board.

a Underine anything that you make shorter.
b Cross out any words that are unnecessary.

9 Rewrite your advertisement. Make it shorter
by cutting out anything that is not necessary
and turning your sentences into notes.

I Iy el o

irLanguage com
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L-aNn-00 CNeckKIisu
Tick what you can do.

| can write short advertisements for an intranet.
| can write short advertisements for a natice board.

| can write sentences in note form.
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At the library

Think about these questions:

© What do you think this book is about?

> Does it look interesting?

© Would you like to read it? Why or
why not?

© Do you think a science student might
read it? Why or why not?

© How do you choose a book to read?

Book reviews

Look at an example

Book Review

Title ——— Why does a ball bounce?
Author —— by Adam Hart-Davis
Publisher —— Ebury Press
Fiction/non-fiction ——— Non-fiction

Adam Hart-Davis loves photography, science and explaining things.
He believes everyone can enjoy science and writes in clear, informal
English. In this book there are 101 of his beautiful photographs. Next
to each picture he asks a simple question and then tries to answer it.
What is the book about? —— Why is the sky blue? Why is a shower warmer in the middle? What's the
What is the most important idea? oldest thing alive?

Mr Hart-Davis is not an expert. He had a lot of help from scientists
and uses information from their studies and the history of science for
his explanations.

Why does a ball bounce? is full of popular science. Serious scientists

What do you think about the book? ——» may find it a little boring but I think it is fascinating. I recommend it
to everyone with an interest in the world around us.

Name of reviewer ——— Reviewer: Giulio Siliotti

1 Complete this rule with one of the words in brackets ().

Reviewers normally use _________tenses, (past/present)
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12

2 Look at the review of Why does a ball bounce?
Complete these facts about the book.

Title Why does a ball bounce?

g htE 00000 e R s
b Author Did you know ...?
¢ Publisher - A person who writes a book is called an
d Fiction/Non-fiction author.
— A company that makes books is called a
publisher,

3 Giulio, the writer of the review, answers these

questions in his review. ~ Astory book is called fiction.

What is the book about? What is the most - An information book is

important idea? The questions for fiction called non-fiction.

books are different. Rearrange the jumbled — Aperson in a book is called a character
words below to make questions. - The story in a fiction book can happen in

a What / story / of /is / type /it / ? more than one place, e.g. Istanbul and Vienna.

What tupe of story is ?
b When / happen / the story ,f does / ?

¢ Where /happen / the story /does /2
d Who / characters / 7/ are / most important / the
e What/?/happens

4 In the last paragraph of the review Giulio says 5 Choose from the expressions below to say
what he thinks about the book. What does he what you think about Why does a ball bounce?
write to show that he is giving an opinion and a This is a(n) awful / good / great book.
not stating a fact? Write the words he uses. This is_a. good. book,

b | hate/like/love this book because (saywhy}

¢ Ifyou like ... (say what), you'll like this.

6 Match these non-fiction books to their subjects.

a Life with Picasso by Francoise Gilot and Carlton Lake / Evita, First Lady by John Barnes History

b The Origins of Species by Charles Darwin / Why Don't Penguins Feet Freeze? by Mick &M Science

¢ Building a Website for Dummies by David A. Crowder / The Google Story by David A. Vise Biography
d 1421: The Year China Discovered America by Gavin Menzies / Ancient Rome by Simon Baker Computing

7 What type of stories are these fiction books?

a | Robot by Isaac Asimov / The Hitchhiker’s Guide to the Galaxy by Douglas Adams Scii
b Helen of Troy by Margaret George / The Name of the Rose by Umberto Eco Detective / murder mystery / crime
¢ Death on the Nile by Agatha Christie / Looking Good Dead by Peter James Historical novel



Unit12

p
Focus on ...
linking
. _ 2 Are these statements correct v
e 2 = ; ar incorrect X?
H’” B a2 a He asks a simple question
; d and then tries to answer it.
> ¥ N b He has had a lot of help from
—— \-—_ ._ P

scientists, he uses information
from their studies.

3 Link these sentences. Use and or
a comma.
The Hound of the Baskervilles is
a story about a curse. It's & story
about a supernatural dog.

Adam Hart-Davis loves photography
and science.

Adam Hart-Davis loves photography.
He loves science.

Adam Hart-Davis loves photography
and science and explaining things.

Adam Hart-Davis loves photography
science and explaining things.
4 Complete each box with and or a

He believes everyone can enjoy
science and writes in clear and

He believes everyone can enjoy
science and writes in dlear chatty

comma.
a Itssetondark| damp

chatty English. English.

Dartmoar.
b The main characters are Dr

I Look at the examples and complete these suggestions about how to improve
Watson [____| the American

your linking. Use and or a comma?

a Use ______tolink two similar things in one sentence. Sir Henry Baskerville [T his
b Use ... to link things in a list. neighbours.

c Use . to link the two things at the end of a list. ¢ Sir Henry takes Watson with
d Use . to link adjectives that give similar information about a thing. him to Baskerville Hall |

Holmes solves the mystery.

8 Imagine that you are studying English
Literature. You want to read a Sherlock Holmes
story. Your friend has shown you this one that
she borrowed from the library. Look at the
book cover. What do you think it is about?

Learning tip

We use commas and full stops to show where we

pause when we speak.

- A full stop is a pause when you can take a breath.
It shows an idea is complete.

— A comma is only a short pause. It shows an idea 1s
not finished.

When you are checking your writing for commas and

full stops read it out and see where you pause.

IR CONAN

The Hound of the Baskeruvilles
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At the library (Jfit42

9 Giulio is writing a <
review of The Hound " s
of the Baskervilles. ‘Hc,' ”_Hm”’c" ::Nm-ﬁc.m
Here are his notes.
Help him by Tupe of story When? Wnece?
completing the facts - Srerlock. Homes - over 100 years ago
about the book. * ABCTVE- SHOR - Londen a.r-d.
(dand)
hno? oo oc baa?
g (=ome-time.=) - good for people who like crime
- Dr Watson fetion
- Sic Henry Baskerville (Amecican) ”
ane 'ﬁb good for people who like mysteres
Write Check
10 Complete the sentences below. You can use Guilio’s — Have you written the facts about the book?
notes, Exercises 2-8 on pages 59-60 and sentences — Have you answered all the questions in the
from Focus on linking to write the review. flow chart?
The Hound of the Baskervillesis a ... story. ~ Have you written how good you think the
Wsastonaboul o R S e book is?
s i S — Will your review help other people to decide if
The main characters are they want to read the book?
Sir Henry ______________________________________________ — Have you put Giulio's name and your name at
o g L the bottom of the review?
This is a good_book. 1 like it because you never know wlhats going to ~ Have you checked that you have used
happenhext FYeu ke _..cumempsamme. , you'll like this. commas and and correctly?

BUUUUMBUHURUUBR bbby

Can-do checklist
Tick what you can do. Can do | | Need more practice

| can write a book review. ||

| can link sentences using and and commas. |
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No time!

www.irLanguage.co__,ﬁ

What do you think Ravi's Look at these sentences. Are they
job is? Tick v one box. true (T) or false (F)?

a doctor [_] a Raviis selling insurance. ____
b salesperson [_] b Ravi wants to meet you. ___
¢ teacher ||

When you get this type of phane call

d bank manager [_] what do you normally do?

# 414) You are at home. Say you have no time and put
You are not expecting a the phone down. []

phone call. The phone rings. Listen and then say you do not
It's Ravi Annaiji. Listen and want to buy anything. []
check your answer. Reply in a rude way. ||

Make an appointment. [_]

Notes for important conversations

These are the notes Ravi wrote before his This is what Ravi says in the telephone call.

telephone call in Get ready to write.

- Pecple need hospital quickly

- No money
—Pyeuerymmis

- We pay hospira/

1 Underline the rules for notes.
a Notes are long. / Notes are short,

{ ety o SO oo 1
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People never think they'll get sick or have an accident.
Then they need private hospital treatment quickly but
don't have the money to pay for it. You don't want
that to happen to you, do you? Well, our new Health
Insurance plan can save you all the worry.

You pay us some money every month and if you do
need to go to hospital, we'll pay for it. Simple!

Now, perhaps | could fix an appointment to see you.
Then | could explain it all to you ...

P

Notes use complete sentences. / Notes use important words only.
Notes give all the information you know. / Notes only give important information.
Notes are easy to remember. / Notes are difficult to remember.



2 Ravi wants to ask his boss for more money. He is a good
salesman. Look at the list of things he wants to tell his boss:

I T work very hard.

2 T sell more insurance than d)’-b}bﬂd\-i in the company |
3 T'm very polte and T'm never late.
4 Al my work.mates lice me ‘

3 Which of these things is most 'i';\—;&tant to his boss? Put them in
the best order to tell him.
a

C aman ||—----—------_---y--—--------‘--y-----------..---------_--_...r------_--...‘r.-----_--__...-..-.---._.___.....‘,-
d

4 Make Ravi's notes easier to remember by crossing out
unimportant words.

I T work veay hard :
2 T sell more insurance than amfbod-.’ in the company i
3 T'm very polte and T'm never late

4 Al my workmates lke me.

e _ L ———

5 Silvia is a teacher. She has
agreed to meet Ravi Annaji
to find out more about the
Health Insurance Plan. She
wants to write some notes
to help her remember what
to ask Ravi. Help Sylvia
write her notes.

She thinks ..

[How much does it cost? ] a Cost?
OO At
Older people can't Am | the right age? b
O :
@ buy it.

[Can | choose the hospital? J c
2

She writes ...

She wants to ask Ravi Annaji ...

Some hospitals are good.
Sorme hospitals are bad.

o

6 You want to buy a BMW car. The garage has only got one. Here
are three questions to ask the car salesman. Write one more
question.

a What colour is it?
b Is it new?
¢ Does the price include tax?

e P —

Learning tip

There are two stages to writing

notes:

1 writing

2 organizing what you have
written

Think about why you wrote the

notes. Then organize them so

the most important information

is obvious. Underline it or use a

highlighter.

7 a Put the questions from

Exercise 6 in the best
order for you.

b Cross out unimportant
words in the questions.

Write

8 Write notes to help you

remember what you want to

ask the car salesperson.

R T A O VO T N O O, N Y

W am i ah ek R sk e SR dR SR sn kB3 48 W =
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1

z
5 -
4

Check

Are your notes in the best order?

O ST T |

Are your notes easy to remember?

Are your notes short?

Have you used only important words?

work hard

1
Z
3
4
5




Unit13

Notes on appointments

1 Look at Silvia's diary. Are these statements

true (T) or false (F)?

a The diary includes notes about things that are easy
for Sylvia to remember. _F_

b Itincludes notes about new things.

¢ Itincludes things that change from week to

week. _____.
d Itincludes times she must do things. _____
e Itis written in complete sentences. ...

Ravi Annaji only visits customers in the

afternoon, from 14.00 to 17.00. He travels

long distances and each visit takes one hour.

This includes travelling time. How should Ravi

organize his appointments to make best use of

his time? Choose one answer.

a He should visit people who live near each other.

b He should only visit people who live in the city centre.

¢ He should visit people in the same order they phoned
him (e.g. he should first visit the person who phoned
him first.)

You are an Administrative Assistant at BL
Insurance. You have to help the sales people
organize their time. These are your notes
about customers that Ravi could visit. Ravi
only has time to visit four people. Look at the
map and choose the best four people for him
to visit.

Mrs Betty from
Fakenham reeds car
insurarce.

Visit Julie Appleton

irLanguage.co

/::i;;m

Marshham Dilham'g,

Larling

®Beccles J

Ms 'Pcir'fn’dge at
Colney phored. about
life nsurarce.

Can you make an
appomtment © Can you visit
Mr Blair?

at Easton.

Mr Tolge ( SPJ'xwfh) ‘.*'—"‘“""_""""-
wants to make an

> & ~
Baskethall (after school) Must corvect books for
thu}-

W | == e
Ny - AL .30 meeting with 3
parerts meeting Princical

1

Basketball (after school) & '

.:j R 3

B T e

m

T He's at Beccles.

Mr Davids (D:.-’MM)
raysqg. Wants to tall

appointment to talk |
about health insurarce. \
Phore back! \.:

e ———
r—
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to you about house
mnsutrance.



No time! [Unit13

4 You are going to add the four appointments g )
to Ravi's personal organizer. Look at the notes Focus on ...
for the people you chose in Exercise 3. Make spelling days and months
the notes shorter by crossing out unimportant 1 Use these letters to complete the days of the
words. e.g. ; week. At the end there will be four letters left.
WDcwfd.s(D,me). jenuesednesehursriaturunun
R g a Mo nday e F___ day
to-gevt-abopt . b T__ _ day f s__ _ _ day
InsLrasce. ' cW__ day g S___ day
d T _ day
— — ' 2 The four letters that you have not used spell a month.
What is it?

5 Add the four appointments to Ravi’s personal

organizer. 3 Tick the months that are spelt correctly. Correct those

that are not spelt correctly.

a Janury January g July

b Febry h Agust

¢ Martch | September

d Aprill | October

e May v k November

L f June | Desember
>

Learning tip
Remember, days and months always have a capital
letter.

Ravi is at a meeting. His boss is explaining about

new car insurance that the company is going to sell.

— Listen to # 418). Write short notes to help Ravi
remember the most important information.

— Now look at the audioscript & 418) on page 94.
Cross out any words or information that are not
important. e.g. Yeu€an start selling ewrnew car T
insurance es Monday. =

~ Check if your notes and your shortened
audioscript are the same.

— Complete Ravi's diary for the next week. LR

BUBUUUBBBUUUUEUE BBl YyY

Tick what you can do.

teeeeeet

| can make short notes for my own use.

| can enter appointments in a diary or an electronic arganizer.
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Out of the office

# W18) You are trying to contact Kenzo Asaki. Listen to the phone message.
Why has he not answered the phone?

Having a really bad time.
Wish you were here!

You have B faxes,
257 emails and
53 voicemails,

> Look at the pictures and think about these questions.
a Where is Kenzo? What is he doing? Is he having a good time?
b Where is Shona? Is she having a good time? Why or why not?

::%A‘I:iif.:"wg,.'__-v.‘- .'-.;. ST

A Out of the office message

Sl 1 Look at the email. Why did Peter receive

B [t Wew et Fomat [0 Message Heb this message? Tick v/ one of the boxes.
- (e ;
R - e a Kenzo is away. D

St| Gio b Ohee ooy b Kenzo is busy. []
e e i = e ¢ Kenzo does not work for the company anymore. ]

| | Thank you for your email message to Kenzo Asaki.

| 1 am away from the office from 19 April until 3 May. 2 Look at the subject heading of the email.

What do you think an auto-reply is? Tick v/

one of the boxes.

2
If you need to contact someone urgently, please a A message that you send when you come back to

| phone Shona Stevens on 01438 325835 or email work. [ ]

| her at shona@soloto.co.uk b A reply that a workmate sends when you are

| away.

' % | will reply to your message as soon as | can when c Amessage that you send before you go away. []
| 1 coms back. d A reply that a computer sends when you are

. away.
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3 Where can you find the answers to these
questions in the email? Write the numbers.

a When is Kenzo away? 1

b What will Kenzo do when he comes back? .
¢ What can you do if you need an immediate reply?

4 Match the sentences below to sentences in the
email.

a For urgent queries, please contact Shona Stevens.

phone Shona. Stevens.
b Unfortunately, | am not available until 3 May.

¢ | will email you when | return.

Focus on ...
from + until, for

¥ f

Start date Finish date
How long are you going on holiday for?
I'm going to Spain i for! two weeks. (Period of time)

1 Complete these sentences.
a Nelson Mandela was in prison _from__ 1962
_until _ 1990. He was in prison for 28 years.

b The 2006 Winter Olympics ran ________... 10 February
... 26 February. They ran .. days.
c The Beatles sang together 1960 .
1970, They were together _____..._.. years

2 Think about your last holiday. Write two sentences
saying when you went away and how long you went

away for.
b frOM
D e oM

14

5 Imagine you work in a company. Today is
22 November. Read this note from your boss,
Lene Moller. Answer the questions.

Af e 0gi0 offiee from
+omorrow for w0 43S

to Marfa Miranda
(om3g 325830

6 Lene wants you to set up auto-reply on his

computer. Write the email that the computer
will send while he is away.

— Have you written the date when Lene leaves?

— Have you written when Lene will return?

— Have you written what Lene will do when he arrives back?
— Have you written what someone can do if they need an

immediate reply?

— Have you used from, until and for correctly?
— Ask a native speaker or teacher to read the message and

check that they understand it.
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(Umit44 Out of the office

irLanguage.com
E A telephone message

Look at an example 2 May 1015

Mrs Rosen
Of‘df.rfna more T
B.rage.r discount?
Phore back.
0206 788 9587¢

1 & 419 Look at Shona’s notes. Listen to
the telephone conversation she had
with the customer. Who does the
customer want to talk to?

2 Look at the message Shona
wrote from her notes. Put
R these questions in the order

5 they are answered.

N For: Kenzo Asoki

B From: Mrs Rosen, IWS L+d - _ a Who phoned? .
 Taken by: Shona Stevens b What did the writer say will
. Date and time: 2 May, (015 o happen next?
- —_— : . I ¢ What did they phone about?
v/ Wicatback A
Message N i 3 Where are these things on
Mrs Rosen phoned about pOSSibly ordering more Can yov offer a the message form?
bigger discovnt? | said that you'd phone back when yov retvrmed a The message
Hec nwmber 5 0200 788 9876 : b Details about the call, the caller

and who took the message [_]
¢ What will happen next [_]

Focus on ...
words that people often misspell, mistype or get confused
Most people use a spell checker 2 Here are many words that people often misspell, mistype or get confused.
when they write using a computer. Choose the correct word to complete the sentence.
Sometimes computers get it wrong! a lwent .. < M my mother's house, (to/too/two)
Here is an email message that the b LOMdan S i crowded for me. (to/too/twa)
spell checker thinks is correct. c lhave .. ... sisters. (to/too/two)
ann i d Wsastory . SirArthur Conan Doyle. (by/buy/bye)
Mrs Rosen ordered 500 printer e lwantto ... _anewcar (by/buy/bye)
cartridges from the company last - | SS— | See you soon. (By/Buy/Bye)
week. She wants to by more an says g lcanspeak French .. English. (an/and)
they shouldn't be to expensive. She h ldon't ____ _______ Mara's boss. (know,/no)
also wants to talk about other thinks | i Welcometo _ schooll (or/our)
with you. Please phone her back. [ do you know in your new class? (How/Who)
es— O S—— k Sue and Paul want to borrow our laptop.
1 a Underine four mistakes inthe computer's broken. (Their/There)
Inesdge. | Ivejustgotaletter Grandma. (form/from)
b Correct the mistakes.
Learni g tip
Write a word that you often confuse with another or
misspell . . : -
Every time you write something, remember to check
your spelling of that word.
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Out of the office (Upfit 14

Plan
4 ¢ €8 Listen to another telephone conversation and&irclé)the answers.
a Who is the message for? Shona Kenzo Marta

b Who is the message from? Shona Kenzo Marta
¢ What is the message about? ~ a meeting an email Kenzo's holiday

5 Complete this 6 Look at the —fﬂ H:g. 1215
part of the notes Shona arfa Miranda

message form. % i made. Meeting on Wednesday.
: Friday?

She'll phore back or ermarl

Check

— Does the reader know who phoned?

8 Now answer Kenzo's questions. — Does the reader know what the
Who phoned? person wanted?
b e — Does the reader know what should

b What did sheask? ... happen next?
¢ Should | phone her back? ..o — Does the reader know when the
" message was taken?

Write — Does the reader know who took the
message?

— Have you checked any words that
you often misspell, mistype or get
confused?

9 Write the message to Kenzo.

e A R P

GUUUUUUUUUBUBUUUO B Uyuuyly

Can-do checklist

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

| can write an auto-reply message. !

| can write telephone messages.

| can use from, until and for correctly.

| can correct commeon spelling errors. ,



Unit1S

Can you help me?

Pete Banks is a salesperson for a company that sells
electronic equipment. He is at home. He is trying to
log on to his company’s computer system. Think about
these questions.

a What is the problem?

b Have you had a similar problem?

¢ What did you do about it?

ncorrect password.Try again

& 15{#"&.11‘&#‘;;}5: S AL e
An informal request

1 Look at the email Pete sent to Anne. Why did he send it? Tick v/ one of the boxes.

a Pete is worried that Anne doesn't like him. He wants to explain that he is not stupid. [_]
b Pete wants Anne to tell people that he will not be in the office tomorrow. [_]
¢ Pete has forgotten his password. He wants Anne to email the password to him. []

From: Pete Banks, Sales
Date: 21 August 2009, 16.44
To: Anne Reynolds, IT support
Subject: Password

I'm an idiot! I have to work from home
tomorrow but I've forgotten my new
password and can't log on. Can you
please email it to me ASAP?

Thanks.

Pete
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2 This memo is from the company’s Managing Director,
Fabiana Lopez. Why did she send it to all the people
in the Sales Department? Tick v one of the boxes.

d

d

c

d

To:
From: Fabiana Lopez
Date: 21 August 2009

Fabiana wants someone from the Sales Department
to phone Julian Mann. ]
Fabiana wants everyone to know that Julian Mann has

a problem with the company. She wants the Sales
Department to be nice to him when he phones. il
Fabiana wants someone from the Sales Department

to return MP3 players to Julian Mann. []

Sales Department

Subject: ICWG

Julian Mann from ICWG phoned me yesterday.
He is worried about the quality of the MP3
players we are selling them. He says they

returned 30% of the last order because they
didn't work. He may phone one of you. Please,
be nice to him. We don't want to lose his

business!

Look at these ways of asking people to do something.

Asking people to do things: Yes/no questions
Can you help me?
Can | have ...7

More polite
Can you help me please?
Can | have ..., please?

Who can you ask to do something? Underline your answers.
a friend / your mother / your boss / a workmate / someone who works for you.

Look at the email. Pete is not Anne’s boss. He cannot tell her
to do something. What does he ask her to do? Write Pete’s
question.

Look at these ways of telling people to do something.

Telling people to do things: statements
Do something for me.

More polite
Please do something.

Who can you tell to do something? Underline your answers.
a friend / your mother / your boss / a workmate / someone who works for you.

Look at the memo. Fabiana Lopez is Managing Director so she
can tell the people in the Sales Department to do something.
What does she tell them to do? Write Fabiana’s statement.

Make these statements more polite.

Send 50 brochures to our Korean office.

Please send. 50 brochures to owur Korean office. . .. ...

Telephone Julian Mann.
Get sormeone to repair the photocopier.

Reply to this email as soon as you get it.

Did you know ...?

A memo {or memorandum) is a
note from one person to another
person (or other people) in the
same company. A memo is written
on a piece of paper. It is not sent
electronically like an email.

A brochure is a book or pamphlet
that contains information about
the things that a company sells,
Sometimes companies print a
separate price list. They do this so
that they can change their

prices without printing

new brochures.

Who are you most polite to?
Put these in order: 1 (most
polite) to 5 (least polite).

a afriend

your mother

your boss

a workmate

someone who works for you

n o 0 O
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Upfif: 48 Can you help me?

7 You want people to do things for you. Decide if you will ask or

tell them and how polite you will be. Then write your requests. Learning tip

a You want a friend to reserve a table in La Trattoria restaurant for tonight. We use punctuation to show how
Can you reserve o table ab La Trattoria for tonight, please? we would say something if we

b You want your mother to get some cinema tickets for you. were talking. Exclamation marks
(1) show where you have written

¢ You want your boss to give you a pay rise. something exciting. When you
read your writing check that you

d You want a workmate to email the price of the new MP3 players. have not made everything sound
too exciting. If you have, delete

e You want someone who works for you to order more photocopier paper. some exclamation marks.

C 3
Focus on ...

full stops (.). question marks (?) and exclamation marks (!)

Can you help me? | need twenty brochures, please. . _ _
This %5 ur;et.:t'. bg 4 Sarah is helping to write a new brochure

for the leisure centre. She is excited about
1 Look at the examples above. Match the punctuation marks to the what people can do there.

explanations. ' The facilities atb the leisure centre are

a This shows where a statement ends. amazing! There is & swimming pool, & gym and
b This makes a statement stronger or SM a multi-sports hall! There is also a saunal

that something is surprising or exciting. . Join and enjoy all these facilities free!
. . : 2 i
¢ This shows that you are asking something. : a She has used too many exclamation marks.
2 s this statement true (T) or false (F)? Underline three exclamation marks that can
?and ! go at the end of the sentence. _____ be changed to full stops.

b Write the message correctly using

) .
% ‘Conmplere tisse Sentaries, Lsa |, Tor exclamation marks and full stops.

a That's wonderful
b Thank you for your help
¢ How many have you got

Write

8 Look at the pictures.
Imagine you work in this
office. Answer these

Al fac[:esrar;d ';': questions.
contact >an ar|
el a Who do you need to send an
email to?

™~
N

b What is the subject of the email?

¢ What do you want someone to do?

d Whodoyouwanttodoit?

. e When do you want them to do it?
‘ A4 paper

-

[
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9 Write the email. Check

- Yals (= — Think about the reader. Is it correct
S to ask or tell them to do something?
' — Have you written what you want
From: them to do?
Skfpcy ~ Have you written who you want to
do it?

— Have you written when you want
them to do it?

— Is your subject heading short?

- Does your subject heading give an
idea of what the email is about?

— Have you used full stops, question
marks and exclamation marks
correctly?

request for your we

BUGBUUBUUUUUHB B By

Tick what you can do.

| can write friendly and informal emails and memo requests.

| can use yes/no questions and statements correctly when
asking for things to be done.

| can use full stops, question marks and exclamation marks.
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I would be grateful if ...

o Look at the picture and the email. Think about these

questions.
a What's the problem?

866 (=)

From: Li Xiao-Hong, Managing director, Paperiess Publishing plc
Date: 25 June 2010, 10.18

To: Sara Parsons, Resource Manager, Paperless Publishing plc
Subject: Rain coming in!

The roof’s leaking in the accounts department!
Please get Surebuild to fix it ASAP. You'll need to
email Clive Allen there.

Thanks.

Li

PS Please send me a copy of your email.

b What does Xiao-Hong Li want Sara Parsons to do about it?
¢ How well does Xiao-Hong Li know Sara Parsons? How do you know?

A formal request

I.ook at an example

1 Look at Sara’s email.
Why has Sara emailed
Mr Allen? Tick v one of
the boxes.

a Sara's boss told her to email

Mr Allen. []
b Mr Allen is a friend of

hers. []

¢ She knows that Mr Allen
works for Surebuild (UK)
Ltd and that he is a good
builder. []
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Fle Edt Yew [msert Fomat Jooks Message Hep

From:
Date:
To:

Cc:
Subject:

Sara Parsons, Paperless Publishing plc

25 June 2010, 10.30

Clive Allen, Surebuild (UK) Ltd.

Li Xiao-Hong, Managing director, Paperless Publishing plc
Urgent building work

Dear Mr Allen,

| would be grateful if you could arrange a time to come and look at
our flat roof. It has suddenly started to leak badly.

| am sure you will appreciate that this is urgent as we do not want
any of our electrical equipment to get wet.

Please email me to arrange a convenient time or contact me on my
direct line, 01604 589345.

Thank you for your help.

Best regards
Sara Parsons, Resource Manager
Paperless Publishing plc

e —

e



2 What does Sara want Mr

Allen to do? Tick v one of
the boxes.

a She wants him to look at the

electrical equipment and fix it. [_]
b She wants him to look at the flat

roof and fix it. [_]

¢ She wants him to phone Li Xiao-

Hong, L]

Find words or expressions
in Sara’s email that have a
similar meaning and write
them below.
a Please

| would be grateful
b ASAP

Are these rules for more
polite and formal emails
true (T) or false (F)?

a Use a closing expression
(e.g. Best regards) and your
name _T._

b It s not necessary to use an
opening expression but many
people do, e.g. Dear Mr Allen

c Use abbreviations, e.g. ASAP .

d Do not use contractions (e.g.
You'll), use full forms (e.g. You
wil) .

e Do notuse PS

Learning tip

When you write letters or emails
always ask yourself these
questions:

How well do 1 know this person?
Can I write an informal and
friendly email to them?

Do I need to write a more polite
and formal email to them?

Use Appendix 7 on page 92 to
help you write your email.

16

FRIENDLY and

Can you send me some information? INFORMAL

i Could/Would you send me some information?
i 1 would be grateful if you could send me some information. ~ MORE POLITE

and FORMAL

Look at the examples above.

a Which request can you write to a workmate who you are friendly with? v
b Which request can you wrte to a workmate you have never met?
¢ Which request can you write to someone in another company?

Look carefully at iii. Think about how it is different to i and ii.

You are writing to a workmate who you are friendly with.
Ask for some envelopes.

send me some envelopes?

You are writing to a workmate who you have never met.
Ask for her ideas about the company’s new product.

__tell me what you think about the company’s new product?

Write to someone in another company. Ask to arrange a
meeting.

arrange a meeting.

10 Match these friendly and informal expressions with more polite

and formal ones.

Can we meet up?
How about 25 June?
| want to talk about your praducts.

a | look forward to seeing you.
b

C

d | want to ask when your office is open.

e

f

g

Please forward some brochures.
Would you be free on 25 June?

| look forward to hearing from you.

| would like to discuss your products.
Could we arrange a meeting?

| have an enquiry about your
opening times.

Please send some brochures.
Let me know what you think.
See you soon.

= Oy U H K~

Did you know ...?7

Friendly and informal emails:

Begin a friendly and informal email with the person’s first name
(or no name at all) . End the email with Best wishes.

More polite and formal emails:
us UK
Dear Ms Chi / Sincerely yours — Dear Ms Chi / Yours sincerely
Dear Sirs / Yours truly Dear Sirs / Yours truly
Dear Sir or Madam / Yours faithfully

Regards or Best regards can be used in the UK and US
to end a more polite and formal email.

See Appendix 7 on page 92 for more examples of more
polite and formal expressions.
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Focus on ...
I, you, she, he, it, they

: Paperless Publishing plc
Date: 25 June 2010, 10.30

To: Clive Allen, Surebuild (UK) Ltd.

Cec: Li Xiao-Hong, Managing director, Paperless
Publishing plc

Urgent building work

Subject:

Dear Mr Allen

0 ould be grateful if you could arrange a
time to come and look at our flat roof. It has
suddenly started to leak badly.

1 Link the pronouns inbludto the fhing or persomthat

they describe.
2 Complete this rule: Use a pronoun to refer to a

I | ;S [ that you have already
mentioned.

3 Use pronouns to replace the underlined waords.
Earlier this year, Mrs Ghumman forwarded some
of your summer brochures to me. In her letter
Mrs Ghumman said she would be happy to send
more. The brochures have been very popular with our
custormers and we have given all of them away. Please
could you send an extra 207

4 Sometimes pronouns can confuse the reader. Look at

the underlined pronouns below. Is it easy to understand

who the person is or what the thing is? Write (u/c) next

to unclear sentences.

a Mrs Ghumman and Ms Patel work for a travel
company. She is a sales representative. u/c

b. .Mr Gibson will contact you shortly. He works in our
customer relations department.

c The TEXT2100 is a new product from our company.
It has many successful products.

d The TEXT2100 is a new pen-sized translator. You
scan and it translates!

5 Correct the unclear sentences in 4. Use the name of

the person or thing to make the sentences easier to
understand.
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11 Jo Grant has just started work
at Paperless Publishing plc. She
found this note on her desk.
What does Li want her to do?




I would be grateful if ... @Uﬂw16

12 This is the email Jo wrote. She has asked you to check it for
her. What is wrong with it?

From: Jo Grant, Paperless Publishing plc
Date: 27 May 2010, 10.47
To: Mr K Takemoto, Takemoto Industries
Subject: Text2100

Hi!

Can you tell me your price for 5,000 units of the Text2100?

We want to give the Text2100 as a free gift to our best customers.
Thanks.

Best Regards

Jo Grant
X

13 Help Jo by rewriting the email. Make it more polite and
formal.

From: Jo Grant, Paperless Publishing plc
Date: 27 May 2010, 10.47
To: Mr K Takemoto, Takemoto Industries
Subject: Text2100

Check

— Can the reader understand what you want?

— Is your email more polite and formal?

— Have you used could, not can? Have you used would not will?

— Have you checked that the pronouns make the email easy to understand?
— Have you used appropriate expressions to begin and end the email?

~ Have you made sure that you have not used abbreviations or contractions?

BUUUUBBUUBUUNUNBUBBNERaaEaaYY

Can-do checklist
Tick what you can do.

| can write more polite and formal email requests.
| can use could and would appropriately.

| can begin and end formal email requests.

Need more practice
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Planning your writing

You answer the phone at work. The caller
wants to speak to a workmate who is not
there. What do you write to your workmate?

a notes b amessage c anemail or letter
d an advertisement

vinde the reade

You are writing a telephone message to a
colleague you have not met. What style will
you use? Choose one:

a friendly and informal b more polite and formal

You are writing an email to a colleague who
you know well. What style will you use?
Choose one:

a friendly and informal b more polite and formal

You are writing notes on your timetable. Which
of these things do you not include?

a teacher'sname b room number c type of lesson
d your reason for taking that lesson

Which of these is the most important
information to include in a book review?

a what you thought about the book
b when the book was published

c if the book is fiction or non-fiction
d the name of the publisher

o The muredinbe life s pdvontyes
o Steve and Terpi bt
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Checking your writing

6 Read this advertisement. What information is

missing that the reader needs to know?

a what Tomwants b the price Tom will pay
¢ Tom's contact details d the condition

Books reeded ;

T warit Amwerican literatere books.
Their condition /s rniet too inportarnt.

T will pay £20. Fhone T ot

.._..-»n-‘"""-‘w”’j

7 Read this out of the office message. What

information is missing that the reader needs
to know?

ana — <

From:. birgit@soloto.co.uk
Date: 15 June
To:

Subject: Qut of the Office auto-reply

Thank you for your email message to Birgit Liden.

| am away from the office. If you need to contact
someone urgently, please phone Shona Stevens on
01438 325835. | will reply to your message as soon
as | can.

a who to contact b why Birgit cannot reply
¢ what Birgit will do next d when Birgit will return



8 Read this telephone message.
What information could be cut?

9

10

11

_ ?Kenzo As

£ from Soloto phoned todey ot 15.30.

Decide which underlined pronoun is confusing and should be
replaced with a name.

a Chinua Achebe wrote Things Fall Apart. He comes from Nigeria.

b Adhaf Soueif is a woman writer. She is an Egyptian.

¢ Thomas Keneally writes about Jimmie Blacksmith in this book. He is a native
Australian.

d Steve Irwin was called the Crocodile hunter. He wrote this book with his wife.

Some of the chairs in your office are broken and dangerous.
Your boss does not like spending money, but you want him
to buy new chairs. You make some notes about chairs to buy.
Which set of notes is in the best order?

da | b !

— delivered t - blue t
next Ad?, - strong i

- £29.99 each | - delivered {
- strong I, next Cj“)’ l
- blue ' - L29.99 each fi
C s i
- L29.99 each =rong ;
— delivered - blue }
P ~ delivered |k

- strong & next C;ay i
Ll o S ea,cl'nE
RS 5,

s ——— S —————

Look at the use of commas and and in these sentences.
Which is best organized?

a Could you please advise me of the colours the price?

b Could you please advise me of the colour, price and delivery date for the
chairs?

¢ Could you please advise me of the colour and price and delivery date for
the chairs?

Team Operator Chair

perator chair with

aped back

and seat

* Back and seat are shapad fo give maximum SUPEOA

* Sold black xoibase wih safety caslors

= Easy sefl-assembly

= Optgoel s (suld separaieiy)

* Seat size 450 x SH0mm WDy

» Back size: 450 » 400mm (W)
Saat haight 420 - S30mm

20"
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12 Here are four ways of
saying the same thing.
Which is best for an out
of the office auto-reply
message?

a Am on holiday. Shan't be back
for a week. Cool! Leave a
message with Vicky on 01376
998792

b I'm not here. Talk to Vicky on
01376 998792

¢ | am away from the office
until 16 November. For urgent
queries please contact Victoria
Limbach on 01376 998792

13 Which of these would you
write in a more polite and
formal email or letter to
someone you do not know?

a PS b Hi
¢ Yours sincerely d Love

14 You are in the UK. You are
writing to a company. You
do not know the name of
the person you are writing
to. How do you begin and
end your letter?

a Dear Sir, / Sincerely yours,

b Dear Sir / Yours sincerely

¢ Dear Sir or Madam / Yours
faithfully

d Dear Mr or Mrs, / Yours truly,

15 What would you write in an
email to a senior manager
who you do not know?

a Give me a holiday.

b Please give me a holiday.

¢ Can | have a holiday, please?

d | would be grateful if | could
have a holiday.
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erkint

irLanguage.com
16 Which of these emails has the best punctuation?

a

From: | Sarah Parsons
Date: [ 20 June 2010 .
To: | Photocopier services - o

Subject: | Help!

Can you help us, please? The photocopier has broken and

we need to copy 1,000 letters before tomorrow. Please send

someone immediately.

From: [-S_érz_nﬁ_Pérsons
Date: | 20 June 2010
To: [ Photocopier services ais g o
Subject: !—Heipl ===
| Can you help us, please? The photocopier has broken and
' we need to copy 1,000 letters before tomorrow. Please send
someone immediately?
€ From: | Sarah Parsons
Date: | 20 June 2010
To: | Photocopier services a
Subject: | Help! )
Can you help us, please. The photocopier has broken and
| we need to copy 1,000 letters before tomorrow. Please send
| someone immediately.
d T il
From:; Sarah Parsons
Date: r2m2010 - - -
To: [ Protocopier services
Subject. | Helpt — e =

Can you help us, please? The photocopier has broken and

| someone immediately!

we need to copy 1,000 letters before tomorrow! Please send




) =wvH=ny rz
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20 Look at the prepositions (from, until, for).
Which of these is incorrect?

a The college year runs from September until July.
b Each term or semester lasts for 12 weeks.

¢ Lectures run from 9.00 on most mornings.

d Some classes last until one hour.

21 You are writing an advertisement. Which of
these describes the condition of the thing
you are selling?

da ono

b wvgc

c eve. only

d Will pay £50

22 Which word is spelt correctly?

17 Where is the best place to replace the full a advertisement b avertisment c¢ advertisment
stop with an exclamation mark? d advetisement
Nelson Mandela's biography is amazing . It tells his
whole story and that of the ANC ®. It explains how he
lived in prison and how he forgave his enemies ©. | a January b Februry c¢ March d April
recommend it to anyone who is interested in people 4,

23 Which word is spelt incorrectly?

24 Which word is spelt incorrectly?

18 Which of these is correct? a Munday b Tuesday c Wednesday d Thursday
a Please send a brochure?
b Can you send a brochure, please? 25 Which of these is correct?
¢ | would be grateful if you could send a brochure? a |want to bye a French grammar book.
d Send a brochure? b The chairs were expensive to by.

¢ |want to order two chairs.
d | want too order two chairs.

19 Look at the pronouns (he, she it, they).

Which is incorrect?

a Mrs Ghumman works in our Paris office. She is a
sales representative.

b | want to sell some bocks. It's in very good condition.

¢ | hope you like the new chairs. They were very cheap!

d Mr Patak will phone you back. He's on holiday at the
moment.
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This section contains a list of words which are important for
carrying out the writing tasks for each unit. You can use the
list in three ways.

1 You can look at the list before you begin the unit and
make sure that you understand the meaning of the words
by looking them up in a dictionary.

2 You can look at the list before you begin the unit, but try to
work out the meaning of the words when you see them in
the unit.

3 You can look at the list when you have completed the unit
and check that you understand the words.

When you start using the book, you may prefer to use the list
in the first way. However, you will find each word in one of the
texts, and the context — the words around the new word — will

1
en suite adjective ... S
guest housenoun ... S—

guest noun
arrival noun _______.
departure noun
receptionist noun _.
hotel noun

o

customs noun _____
sender noun ___.
parcel noun G
send/receive somethingverb ...
sign for something verb ___
proofnoun
valuenoun
valuable adjective ______.

help you to work out its meaning. As you develop your writing
skills, you will probably find that you do not have to look at
the list before you begin the unit. You may already know
some of the words; others you will be able to work out from
the text or the task.

Each list is a record of the important vocabulary of the unit.

You can use it as a checklist when you have completed the
unit. There is space after each word to write a translation in

your own language or an English expression using the word.
Mark each word that you understand and can use with a

highlighter pen.

There is also space below the wordlist for you to write other
words from the units which are important to you. Look at
Appendix 3 for ideas on what to record for each word.

3

bank account noun ...
credit card noun — —
TENE MIOUN oo eemneeememna e nnnan e
MOMEAGE MOUM e eeee e caceneaae
financial adjective
retired adjective ..
unemployed adjective
employment noun
residential adjective
current # previous adjectives .
employernoun _____.......cocoeoeee..
FOllEbiEgaRentive v venmnninnnige
part-time adjective ...
self-employed adjective
savings noun .

i

hobby noun ...
leisure centre noun ...
international exchange programme noun
suburb noun

host nounr ...
job noun __.
(university) course nOUN ...\




messdge noun

(swimming)

pick someone up = collect someane expression

poal noun

invite someone to do something expression .

calendar noun

special occasions / events nouns
wedding noun
get married expression ...
anniversary noun

recovery noun
tasty adjective
gorgeous adjective
colourful adjective
fun adjective
unusual adjective
useful adjective
enjoyable adjective

interesting a

trendy adjective

greatadjective

QECOVE: e

lovely adjective ...

celebration noun ___

invitation no

wedding noun

event noun

un

arrangement noun

directions noun

accept verb
dedline verb

Useful language

ferry noun
scenery noun

fstival oD oo e
traditional adjective
fair noun

unnecessary adjective
VB FIOUI e s o s i i b
bazaar noun
exoticnoun ...
window shapping noun
temiplenoun e

excursion noun

brilliant adjective
pass something to someone expression

paragraph noun
mark SOMEhING VEID e eeeaenee
drop in on someone expression
touristy adjective .

Dirétor of studies AN - st
Social OTgaMZer DU <o i casisazands
Accommodation officer moun ...

BSSAY MMOUN et e e ee e e mm e emmms mm e m e
context noun

environment noun
global warming noun
WAIMING NOUN e
famous adjective ..o
research something verb



Useful language

iliie b

SEEONC- A EEIEEIAS e e s et
advertisement noun __________.

tUION MOUM e
intranet noun ___
advertise verb e
Bargain MoUN ..o oo
very good condition (VgCc) expression ...
contact someone expression
negotiate a price expression
or nearest offer (ono) expression
hardly used expression
TEPAIN MOUM e
duplicate noun
car-share noun
exchange noun
sale noun

Umft12

L (T e T
GBI e e s e S

subject noun
fiction noun

publisher noun __.
TEVIEWET MOUM __.._....ooeorteeemeeeee e eeemee e nee e reeneesananaenen
fascinating adjective
popular adjective
opinion noun ___
evidence noun
curse noun

dark adjective
damp adjective ___

solve verb

Unf 13

SEIESPESORRIUIE o s s e e e s A
insurance noun ... R
APPOITEREABIT o e e e
treatmentnoun
boss noun

customer noun

workmate noun

administrative assistantnoun .
company car noun

14

AO-REPI PN oo v
be away expression
WOTKMALE MOUM ..o
queries (plural) noun .
contact someone expression
urgently adverb
urgent adjective ...
Pass ON @ MESSAZE EXPIESSION ... ooeeeeeeeeeeeeseeeesenrnnansnns
make an arrangement expression
offer a discount expression ..

19

o N .
computer system adjiective + MOUM ..o
PASSWOT OUM ..o
statement noun

PAMBHIEEHEET oo o o o omem e e
price list adjective + noun
pay rise noun

Unfi16

urgent adjective
fix something expression
convenient adfective e
contraction noun .

directline noun
electrical equipment noun
product NoUN
building work noun ___
translator noun ____
unit noun

irLanguage.com
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What can I
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complete personal forms? = 1,23
write personal email and letters? - 4,6,9
leave messages? — 5,14
write cards for celebrations? - 6
write thank you letters and email? - 6
write an invitation? - 7
accept or decline an invitation? -5 7
write a postcard? - 8
make notes? — 10, 13
write a short advertisement? - 11
write a book review? - 12
write a business email? — 15, 16
write a friendly, informal request? - 15
write a more polite and formal request?  — 16

write words when people spell them? - - 1,10
write dates accurately? — - 1
use capital letters? - - 1
write addresses correctly? — - 2
write weights correctly? — - 2
write email addresses when people say them? - — 3
write a description of my family and hobbies? - - 4

write the titles and names of people correctly in
emails and letters?

7
A
B

use sentences correctly?

write about sad and happy events?
use because to explain reasons?
write directions?

write about arrangements?

express opinions?

make bad things sound better than they are?

J & & & 4 L o &
d 4 & &4 & L
© o ® NN NO s

address envelopes correctly?



MJ@@[@@M What can I improve?

Canl ... No / How important is this to me? Go to Unit
Not sure (1= very important)

use paragraphs correctly? = =3 18
write sentences in note form? — - 11
link sentences using and and commas? s - 12
spell days of the week and months? - - 13
use from, until and for correctly? oy — 14
correct words that | often misspell, mistype or get 5 |
confused?
use yes/no questions and statements correctly

: ; — — 15
when asking for things to be done?
use full stops, question marks and exclamation
marks?
use could and would appropriately? e — 16
begin and end more polite and formal emails and

— — 16

letters?
plan and check my writing? o — Appendix 3
think about my most frequent mistakes? - — Appendix 4
talk about writing in English? — — Appendix 5
understand English abbreviations? - — Appendix 6
use more polite and formal English? > — Appendix 7
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Planning
Think about these questions when you are writing.

Why am | writing?

Who is the reader going to be?

What am | writing about?

What information does the reader need?

What does the reader know about this subject already?
What type of writing should | use?

Checking questions

Use these questions to check your writing.

Does the reader understand why | am writing to them?

Have | included all the information that the reader needs?
Have | cut any information that is not useful for the reader?
Have | repeated any information?

Have | organized my ideas and information logically?

Have | linked sentences together?

Is it easy to understand what the pronouns refer to?

s this a letter? Have | put everything in the right place on the
page?

Have | put the information into paragraphs? Have | put spaces
between the paragraphs?

Is the writing personal, friendly and informal or more polite
and formal? Is this correct for this reader?

Functuatron

Does the punctuation make the writing easy to understand?
Have | used a comma when | need a full stop?

Have | used an exclamation mark when | need a full stop?
Grammar

Have | used the right verb form?

Do the subject and verb agree in each sentence? Is the
subject missing?

Are the words in the right order?

Have | used the right prepositions?

Have | checked the nouns? Are they uncountable? Are they
plural?

Have | used the right article?

Capital letters

Have | used capital letters in the right place?

Vocabulary

Have | used the right word?

Can | use a specific word not a general one?

Is the word too weak or too strong?

Have | checked that difficult words are spelt correctly?

Have | checked words that | often get wrong? e.g. to / two / too
If | am using a spell checker, have | also checked for
meaning?

Have | used a dictionary to check words that | am not certain of?
Is my handwriting easy to understand?

Have | used capital letters and small letters?

Have | left enough space between words?

Have | left enough space after punctuation?

Have | left enough space between paragraphs?
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Check vour mistakes

Write examples of the most frequent mistakes that you make
in your writing here. Write the corrections too. Use this to
check any writing you do in future.



These words and expressions will help you talk about your
writing. Look them up in a dictionary and write an example.
Write a definition for them in your own language.

Definition / Use

A question mark Can you help me please? A question mark is a written or printed sign (?) that is
9 put at the end of an expression or sentence to show
- that it is a question.
A comma
J
A full stop
(]

An exclamation mark

A sentence

A paragraph

informal language

formal language

a letter

a note

a message

to edit a piece of writing

to delete something



www.lrLanguage.com S

AppEncnX

Abbreviations

Add more abbreviations to the list as you find them. Write a
definition for them in your own language.

DoB

Re:

Tel.

20

We can print t-shirts in many exciting colours, e.g.
blue, green, yellow, etc.

We can print t-shirts in many exciting colours, e.g.
blue, green, yellow, etc.

There are two main different types of computers, i.e.

PCs and Macs.

NB Do not turn off the computer.

PS5 Did | tell you that my sister's had a baby? He's
lovely.

Date of birth
12./69/90

s e |
Age of Children
N/A

To: Peter Roberts

Cc: Miguel Fernandez

Re: Your email of 27 March

Tel. +44 (0) 025 672389

You are invited to our wedding on 25 May. RSVP.

1.00 pm

10.00 am
Phone 025 672389 (eve.)

Please do this ASAP.
Bike for sale. vgc.

Bike for sale. $40 ono.

Here is an example or some examples (used before
an example or some examples).

And more similar things (used at the end of a list of
things).

Here is an explanation (used before an explanation).

This is very important information (used at the
beginning of a statement).

This is extra information (used before statements and
questions at the end of a personal letter/email).

Date of birth (used on forms).

This is not applicable to me: | do not need to give an
answer (used on forms).

A copy has also been sent to this person (used in
letters and email).

With reference to something (used in letters and
email).

Telephone number (used in letters and email and
advertiserments).

Please reply (used in more polite and formal letters
and invitations).

Afternoon or evening (used for a specific time).

Morning (used for a specific time).

Evening (used in notes and short advertisements).

As soon as possible (used in friendly and informal
messages, email and letters).

Very good condition (used in short advertisements to
describe quality).

Or nearest offer (used after the price in a short
advertisement).



Abbreviations @@Uﬂ@]ﬂms

Example Definition / Use
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Think about style

Use a friendly and informal style when you write to people

you know well.

Greeting — Saying goodbye

Use a more polite and formal style when you write to
people who you do not know well.

Hi / Pete — Bye for now! / Best wishes

Dear Mr Johnson — Yours sincerely
— Dear Sir or Madam — Yours faithfully

Thanking someone for something

— Thanks for.. (a thing, e.g. your email)
— It was lovely to get your. .. (thing)

Thank you for ... (a thing)
I am grateful for your...(thing)

Asking someone to do something

Can you ..., please?

I would be grateful if you could ...

Telling someone to do something

Send 50 brochures to our Korean office.

Please send 50 brochures to our Korean office.

Offering to do something

Can | send you a brochure?

Would you like me to forward a brochure?

Giving news

Guess what? (+ your news)

You will be surprised to hear that ...(+ your news)

Accepting an invitation (saying 'yes')

— ('l be happy to come.
— I'd love to come.

I would be happy/delighted to come.

Declining an invitation (saying ‘no”)

— I'm sorry, | can't make it because ... (reason)
— I'd love to come but | can't because ...(reason)

— | am afraid/sorry | cannot come because ... (reason)

— Unfortunately, | cannot come because ... (reason)

Congratulating someone

Well done!

Please accept my congratulations.

Wishing people a good time

Have a lovely time!

I hope you have a good time.

Sympathising

I'm sorry (for you).

I do sympathise.

Anticipating a future meeting or event

— See you there!
— I'm looking forward to it.

I look forward to seeing you there.

Closing the letter or email

— Hope to hear from you scon.
— White soon.

! look forward to hearing from you.




Audioscript

These recordings are mostly in standard British English. Where
a speaker has a different accent, it is noted it brackets.

Please note that the recording numbers below match the
track numbers on the audio CD.

# €2) (receptionist = Australian; Anna Conti = Italian;
Jane Boulson = Scottish; Gordon Mcnamara = American;
Eduardo Silva = Portuguese)

d

Anna Conti: My name's Anna Conti.

Receptionist: How do you spell that please?

Anna Conti: A-N-N-A C-O-N-T-l

b

Jane Boulson: I'm Jane Boulson.

Receptionist: Can you spell Boulson?

Jane Boulson: B-O-U-L-S-O-N.

C

Gordon McNamara: Hi. The name's Gordon. Gordon
McNamara.
That's G-O-R-D-O-N M-C-N-A-M-A-R-A.

d

Receptionist: What's your first name?
Eduardo: It's Eduardo. E-D-U-A-R-D-O.

§43)
Postwoman: |'ve a parcel for you. Can you sign for it, please?

#1a)

Man at post office:

a This one weighs 2.5 kilograms.

b 1t's 0.42 kilos.

¢ It's exactly half a kilo.

d This is a heavy one. 3.6 kilograms.

a5

Man at post office:

a That's 0.42 kilograms.

b This one's only 0.09 kilos.
¢ It's 1.4 kilograms.

% €8) (customer 1 = French; customer 2 = Saudi Arabian;

customer 3 = Chinese; customer 4 = Russian)

a Customer 1: | paid about five pounds seventy-five.

b Customer 2: | suppose its value is about two hundred
and fifty dollars.

¢ Customer 3: It cost ninety-nine cents.

d Customer 4: It's not worth a lot. About two pounds.

L ED

Dr Davidson: VYes, you'd better use my home email. It's
d-a-v-i-d-s-o-n at p-e-a-co-ck dot co
dot u-k

% €8) (customer 3 = Japanese; customer 4 = Australian)

a Customer 1: My email address is a pryce at money dot
com. That's a-p-r-y-c-e at m-o-n-e-y dot com.

b Customer 2: That's j-o-k-e at f-u-n-n-y-gi-r- dot co dot u-k.

¢ Customer 3: Sorry, that should be y-o-k-o dot y at h-a-t-s
dot co dot u-k.

d Customer 4: You can contact me at p-e-t-e-r-p-i-p-e-r at
p-e-p-p-e-r dot com dot a-u.

LET))

Receptionist: This is a message for Helen Jackson. It's the
Leisure Centre here. We're sorry that it's short
notice but we've had to change your lesson.
Can you come at 5.30 today? In future, your
lesson will always be from 5.30 to 6.00 on
Monday. If there's a problem with that, give
me a ring on 246738. Thank you.

el I el e

Ir Language com
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Unit10

# 919 (teacher = South African)
Monique's teacher: Next Monday you'll have a progress

test to check you're in the correct
class. Itll take the whole of the first
lesson. Oh, and | nearly forgot, | won't
be here so Helen will be running the
test. Please come straight up to room
1, as normal. You'll need to be here at
9.00. Make sure you're not late. Helen
won't give you any extra time, if you
are! The test'll finish at coffee break,
about 10.30.

It's a bit like the test you took when
you first got here, It's got forty multiple
choice questions where you choose
a, b, cord. Then you'll have to write
a letter or email. But remember no
dictionaries or electronic translators!
There are no speaking and listening
parts: Helen and | have already
decided on your speaking and
listening levels. Anyway, | hope it goes
well for all of you. Has anybody got
any questions?

# 913) (teacher = South African)
Teacher: Right ... your homework for Friday. | would like you

to write an essay on a famous person from your
country. It can be anyone. The title is ‘My hero ..."
The person doesn't have to be famous outside your
country but they must be important to you. I'd like
you to write an essay in two parts. The first part
should explain who the person is and the second
should explain why they are important to you. Okay?
Please use the computers in the study centre to
help you. If the person is famous, you might want
to look them up. | suggest a book like Who's Who
or wikipedia. That's w-w-w-dot-w-i-k-i-p-e-d-i-a-dot-
o-r-g. But remember | don't want you just to copy
out the web page. | want your own words! Is that
okay with everyone?

# 9139 (teacher = South African)
Teacher: Okay. On Saturday Barnie's organising a trip up

94

Table Mountain in the cable car. Those of you who
are going will have great views up there and you'll
also find some beautiful plants and flowers. I'd
like you all to do some research for tomorrow's
lesson. | want you to find out about one plant you
might see on the Mountain. | want you to bring

in a picture and describe it to the class. Think of
the colour of its flower, how tall it is and where

it grows. You can get information on the net. Try
www.plantzafrica.com. w-w-w-dot-p--a-n-t-z-a-
f-r-i-c-a-dot-com. Or go to the Study Centre and
find the book Wild Flowers of the Table Mountain
National Park. Okay, it won't take you very long but
| want some good descriptions.

i &

)

Caller: Hello, my name’s Ravi Annaji and I'm phoning on

@15

behalf of BL Insurance. | won't take two minutes of
your time. Do you mind me asking, do you have any
health insurance at the moment? People never think
they'll get sick or have an accident. Then they need
private hospital treatment quickly but don't have the
money to pay for it. You don't want that to happen
to you, do you? Well, our new Health Insurance plan
can save you all the worry. You pay us some money
every month and if you do need to go to hospital,
we'll pay for it. Simple! Now, perhaps | could fix an
appointment to see you. Then | could explain it all to
you ...

Ravi's Boss: You can start selling our new car insurance on

Monday. It's a great offer! Only 50 per cent of
our normal price. Tell all your customers how
cheap it isl Remember, that's half price. On
Wednesday | want all the sales people to email
me. | want you to tell me exactly how many car
insurance policies you've sold. Remember, the
special price finishes at 5.00 pm on Thursday.
On Friday | want you to all come to a sales
meeting at Head Office at 8.00. Okay. Let's get
selling ...

w14

* §18) (Kenzo = Japanese)
Kenzo: You have reached the voicemail of Kenzo Asaki. I'm

afraid that I'm out of the office until the third of May.
Please leave a message. For urgent queries, contact
Shona Stevens on 01438 325835. Thank you for
calling.



* €19 (customer = American)

Shona: Hello. Soloto plc. Shona Stevens speaking.

Customer: Oh, hello. Yes. | was trying to contact Mr Asaki.

Shona: I'm afraid he's out of the office until tomorrow.
Can | take a message?

Customer: Oh, could you? It's Mrs Rosen from IWS Ltd.
We've recently set up an arrangement with Mr
Asaki. | need to know if | order more, can you
offer a bigger discount?

Shona: | am afraid you'd have to talk to Mr Asaki about
that. Il get him to ring you back tomorrow, if
that's okay? What's your phone number please?

Customer: My direct line's 0206 788 9876.

Shona: That's 0206 788 98767

Customer: Yes that's right. There's no rush but I'd like to get
it sorted this week. I'll wait to hear from him.

Shona: Thank you for phoning, Mrs Rosen. I'll make sure
he gets the message. Goodbye.

Customer: Goodbye,

# 418 (Marta Miranda = Brazilian)

Shona:

Marta Miranda:

Shona:

Marta Miranda:

Shona:

Marta Miranda:

Shona:

Marta Miranda:

Hello, Shona Stevens.

Hi, Shona. It's Marta here. Is Kenzo about?
No, he's on holiday. He's back tomorrow
though.

Okay. Can you let him know | rang. It's
about our meeting on Wednesday. If
possible I'd like to move it to Friday?

Do you want him to give you a ring in the
morning?

No, that's okay. Just let him know | rang.
I'll talk to him sometime tomorrow or
email him.

Okey-dokey. Bye.

Bye.



. Online Registration

| eu munt samplete the information. |r
1 ‘Details of Your Stay 2 Guest Information !
o Nowtoh [ | Pt Name oorgets) i}
1b7 c2 d4e3 f8 g9 i Al Time —— Company _ : il
2b2c1 ds5e4 o, || A e — ||
3bT cT _ Typeothoom | Twn = state = =]
4 UK us i *Humber of guests. 2 = *Zip/Post Code | (tour detaiks) —' :
| Courtry (Yo details) H
b 8/4/10 4/8/10 ? *Tesephane owrdesis) | | f
c 13/7/08  7/13/08 i b L
| *Email | {four detals) g8
d 30/9/12 9/30/12 = 5
———
| Focus on the alphabet 9
‘ 1 and 2 Anna Konti (Correction: Anna Conti); Jane - e
~ Poulson (Correction: Jane Boulson); Jordon McNamara T e e D B ]
(Correction: Gordon McNamara); Edwardo Silva | I e e
~ (Correction: Eduardo Silva) . i R

5-7 Your own answers. (Check in Did you know? to make e
sure that you have put the month and day in the 2
correct place in the date.)

T IREBOA TRk alvend

Class bonus

1, 2 and 3 Student A writes: Mahmoud Boutaleb. 51
Gezira El Wosta Street, Apartment 6, Zamalek, Cairo 1511

shneii vy

Egypt.
1, 2 and 3 Student B writes: George Barras. 84 Chalmers 1 a Celine Dupont; Don't know
Road, Cambridge CB8 5LL, UK. b Celine Dupont; Mr A Acevedo

2 b 009kg ¢ £15.00
3 house number / road / city / post code
4 467 Queensferry Road, Edinburgh EH9 7ND

| Focus on capital letters

1 ([Dpst week,(I)stayed in your Qew @prk hotel from
(Monday to @Wednesday.

2b F T d'T

3 The room was cold.

4 Last week, | stayed in your New York hotel from
Monday to Wednesday. The room was cold and --
the shower didn't work. My English is good but the e :
receptionist was rude. She said she didn't understand. Focus on weight
Her name is Suzanne Elliot. 1 b Comect c 05kg. d 36kg

: 2 Your own answers.

3 a 042kg b 009kg ¢ lakg

—— - S — -




1 b E5000 c £250 d $30.00 e £350.00
2 b $25000 ¢ 99c d £2.00

5 b T ¢ F(You can tick as many boxes as you want to)
6 a iii b Send by plane.
7
Gift\Cadeau Commercial sample\Enchantillon commercial
v | Documents Other\Autre  Tick one or more boxes

8 international signed for: you probably want to be sure the
papers have arrived

9 b Villa 14, The Palm, Al Awir Road, Dubai, UAE
c atshirt
d 042kg
e £20.00
10
GI_JSTOMS DECLARATION CN 22
DECLARATION EN DOUANE  }i2) be oponed officiall
Great Britain\Grande-Bretagne  Important! See instructions on the back
|/ | Gift\Cadeau Commercial sample\Echantillon commercial
Documents Other\Autre Tick one or more boxes
Quantity and detailed description of contents (1) |Weight (in kg)(2)| Value (3)
Quantité et description détaillée du contenu Poids Valeur
deshit 0.42kg _ | £20.00
For commercial items only Total Weight | Total Value (7)
H known, HS tariff number (4) and country of origin of qoods (5) | Poids fotal | Valeur totale
Netarifaire du SH et pays o origine des marchandises (si connus) | (in kg) (6)

|, the undersigned, whose name and address are given on the item, certify that the particulars
given in this declaration are correct and that this item does not contain any dangerous article
or articles prohibited by legisiation or by postal or customs regulations

Date and sender's signature (8) your signature and today's date

Registered Recommandé caNaa Ao
R Domestic Régime ntérieur
To Duslmalalm
LQnBmeerg_ . 1888 550-6393

www.canadapost. @
www . postescanada.ca

153 Mountbatlenﬂyenue .
Ottawa '~ ONKITHEVS, [ b 51000

Iem No. N do Farfica

78 954 248 909

(o 1-g8l ves-900-€2

CUSTOMER RECEIPT REGU DU CLIENT

Answer key

Get ready to write

Personal Contact Employment | Financial
information | information |information |information
b a C d

4 c6 d7

9 b 12 ¢ 13and 14 d
25 b @5 © 27

29 b 30 c 33

single woman ¢ married woman

single or married woman

Turkish ¢ Chinese d Japanese e Russian
Mexican g Your own answer.

U

16 e 17
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Your own answers.

a7



Answer key

1 davidsonj@peacock.co.uk

2 b okej@funnygirl.co.uk ¢ yoko@dottyhats.co.uk
d petapiper@pepper.com.au

3 b joke@funnygirl.co.uk ¢ yoko.y@hats.co.uk
d peterpiper@pepper.com.au

Get ready to write

© b Where does she come from?
¢ What does she do? / What is she studying?
© Your own answer. She might ask: How old is she?

1b 3 c4 d1 e 5
2 Yes

Did you know ...?

1 a Mr/Ms/Miss/Mrs + sumame
b Mr/Ms/Miss/Mrs + initial + surname
¢ Mr/Ms/Miss/Mrs + first name + surname

2 a Dear Aiko /([ﬁear Ms Watanabe)
(Eest regardQ/ Best wishes / Love

b Dear Aiko / Best wishes or Love
c Dear Ms Watanabe / Best regards

3 a My name is Carrie.
b | come from Glengowrie.
¢ I'm studying nursing.
4 Your own answers.
5 Your own answers.
6 a |like to (verb + expression).
b I enjoy (verbing + expression).

WCUS Oon :_l-.--_f »nNces

Tb2 c4 d3
2 b finishes c begins

3 Itis very difficult to understand. There are no full stops

to help the reader understand where ideas start and
finish.

4 | really like sport and listening to music. | love karate.
I also enjoy going swimming at the leisure centre. It's
very near my house.

5 Your own answer.

7 a Dear Mr Reimers
b Best regards

a

b

Japan. Aika's age depends on when you are writing
(the year when you are writing minus 1987).

Your own answer. Possible answer:

At the weekend | like to listen to techno music, go for
nature walks or paint.

Your own answer. Possible answer:

I am an only child and my parents live in Tokyo.

9 Your own answer. Possible answer:

From Alko Watanabe
Date 12 Augusi 2010

Dear Mr Reimers,
Thank you for being my ‘host’ in Berlin. I'm really looking forward to staying

with

My name is Aiko and |'m twenty-three years old. | come from Japan and I'm

. stud

At the weekend | like to listen to techno music, go for nature walks or paint.

| am

| lam

F -1

wn
anN oo oToToaon o

new

Lukas Reimers
My visit to Beriin

you!

ying Business at Tokyo University.

an only child and my parents live in Tokyo.

very excited about visiting Berlin because | love to travel and expenence
things. 1 think it's going to be great!

Best Regards
Aiko Watanabe

Get ready to write
© b Denise/Mum c Robbie d Helen e Jet

f Bubbles

By: Malcolm. To: Robbie.

By: Malcolm. To: Denise (probably: he writes M not
Dad)

By: Robbie. To: Helen.

e By: Robbie. To: Denise.

2]

T Malcolm writes his initial: M. It's short and easy for a
quick note,

F

T

fve gone to the town centre.
¥ at the pool.

1 c4 d5 e 3
Malcolm or Denise ¢ Malcolm and Denise
Malcolm and Denise

Canvyou ...7

Gone to/At ... wantto ...?

Gone to .../Back after ...

¢ HhHbe back at 6.00

Your own answer(s). Possible answers:

b

Malcolm. My light broke. Can you fix it? Thanks. (Your
name).

Malcolm and Denise. Gone to the pizzeria in town.
Want to join me at 1.00 for lunch? (Your name).
Malcolm and Denise. Gone to the cinema. Back after
11.00. (Your name).



B
1 b Basketball ¢ the Leisure Centre d 4.00-6.00
2 a Maleekm, football practiee Leisure Centre Between
11.00 ard 1.00
M. Football
Leisure Centre
11.00—1.00
3 a 4.30-5.00
b 5.30-6.00
4 a Helen b the Leisure Centre c¢ Saturday 13, 3.00-5.00
5 a Malcolm b Tuesday, 2 March at 5.30

6 Your own answer(s). Possible answers:

s, H P
H. Swimming 5,005?500
5.30-6.00 Leisure Centre,
M. dentist's
appointment 5.50
i —

e i

(There is no need to say where the dentist is. The family
already know that!)

Get ready to write

Qb 4 ¢ 3 al
O Your own answers.

A

1b® c® d®

2 b Goodluck ¢ Wishingyou d Bestwishes
e () Hopeyou f Wishingyou g Good luck

3 Your own answer. Possible answer:
Congratulations on your Wedding.

Answer key

4 Your own answer. Possible answer:
To a special couple,
Congratulations on your Wedding.
Best wishes
(Your name)

b Congratulations on your new baby.
¢ Sorry | forgot your birthday.

Your own answer. Possible answer:
(Your friend's name.)

Good luck in your new job.

(Your name.)

B

1 a Stefano's grandmother
b He was very happy.

2bT
c F (itis a little more polite and formal than Hi. He is
showing respect!) See Appendix 7.

3cadeob

4
abcfgij bcdeghij defgij
5
Mfe (B L el (F U (1) (€E)
N|[G@ o R G E o [u[l s)|o]|N
TLE ¥ FIR|S|8[ANHD VIS
E|T (RIEIN|DIY)| G|H||E|]0O
RUCE | &l 5l T 1Y) T |E|% LY
Eli T lalElR|GlY [P E KA
sliB|1 P|S|U|CG| M| W X]|B
T & |V ViZ W s REAHEE
il EE[RIE|AITIHO|RIE
NIl Gl E QI8 |0\ N R WG|z
W T gV [BTE[F U] L)

6 b Now c¢ Inthe future
7 Your own answer, eg. a chocolates
8 Your own answer. Possible answer:
tasty
9 Your own answer, e.g. in the past
10 Your own answer, e.g. | ate them last night.



Answer key

11 Your own answer. Possible answer:

[Today's date]
Dear Alexia

Thank you for my birthday present. | love
chocolates and these were very tasty. | ate them all
in one go last night! Thanks very much.

I'll be in touch again soon.

Love
[Your name)

Get ready to write

© Your own answers.
© Your own answers.

A

1 a Stef b Abithday meal c¢ At La Trattoria ltalian
restaurant. d Saturday 20th March at 8.00pm.

2 a3

Please let me know ASAP if fyou can come!

b At her house ¢ 28 July, 700pm

d directions to her house

to be +ing

a I'mhaving a party. b We're eating at 7.00.

Your own answer. Possible answer:

eann

-] - W

-]

irLanguage.com

Hi!
I'm having a party and I'm inviting all my best friends.

I'd love it if you could join us at my new house at 7.00
on 28th July.

There's no parking on Bridge Road, so park in the car
park. Come out of the car park and turn right. Go past
the first turning and go straight for about 150m. Bridge
Road is near the swimming pool. My house is on the
left, next to the park.

Please let me know ASAP if you can come!

Love

Isobel

100

1 No. Isobel needs to give more detailed information.
She needs to think about what information her friends
need.

2 a Right. b aturning/side-road or some houses
and the swimming pool ¢ About 150m. d The
swimming pool e The park.

3 a right b side-road ¢ 150 d near e next

B

1 a The wedding.
2 The reason that she cannot come,
3 b Ill bevery happy ¢ Unfortunately
d I'm really looking forward to it. e Thanks

1 b I'm afraid | can't come because I'm visiting my
parents on that day.
c I'msorry | can’t come because I'm studying for
exams.
d Unfortunately, | can't because I'm going on holiday.

4 a Your own answer. Possible answer:
Thank you for your invitation.
b Your own answer. Possible answer:
Unfortunately, | can't make it because I'm away on
holiday with my family
6 Your own answer. Possible answer:
aen el
O e B =

Delete  Reply Reply AN Forward Print

From:  (Your name)
Date;  (Today's date)
To: Isobel
Subject: Your invitation

Thank you for your invitation. Unfortunately, | can't make it
because I'm away on holiday with my family that week.
Have a lovely time.

Thank you once again
Love
(Your name)



Get ready to write

02 d Za 4¢5b
© Your own answers.
© Your own answers.

1d
2b4 c1 d?2
3 a F(itisoptional) b T c¢ F(itisoptional)
d F (it is optional)
4
B =
F S T
e
Bt
Perr—farren

How—re—eal We—mre having a greal Time here in Treland Frene—is
wonderfll scenery alb—rowad—here w*&pmpk#\'-myﬁ'leﬂﬂylnums
not foo qucx. bu‘mw_gl.raurunbrda_'.l
St shrire— A te—fere et wormn—errhed{Ularwne—teld——bent ety
oF phares e

festerday, we went 1o the Puck Faic in Kilerglin Tt's a waditional festival
and hovse maskel They crown a geat and make 11 king for theee days P

: Loy 9 y 57 : i
ﬂq;—mic—‘mt—bmt-bm—ﬁ—&'w—w—ycm—uﬁﬂ—ﬂl it - v lots of fradifional
music! Tts amaz ia'gi’

Tomorrow we re Ecncj to drive. mund the Rfﬂﬂ of Kerry. See yeu soon

Loty of love
Sue and Pete

la+ b-c-d+ e+ f+ g-

2 b « c X (comection: really fantastic) d «

3 Your own answers. BUT c really awful/really fantastic
4 Your own answers.

5 b The museum wasn't too interesting.
¢ The food wasn't too good.

Answer key

0ld Cataraect Hotel

T ooy re—oksy—Were (n Aswin at—the—momerd—and—are
Mvuq an good excellerit holiday. It's a hit hot but the hotel is
okay good T bttt SOt e Liews
over the Nile with the qre«mr in the background. Lets—etttl—
‘éﬁ—ﬁn——aﬁwﬁ—#ﬁpmo# thecslereds. This migthihg we cu:aﬁ“
a felucen #am—#h._-—bsm\'—#epe to Kitchener's Ishnd. ﬁv—e—bra—
Sdmmﬁwn—wé&—ﬁw—mﬂr—ﬂom—m&w—ewﬁm&m&wl
e e e SRR P Hhh#—ﬂmf—qﬁf—b&f*—m—é&—mrhcﬂ—ﬂ‘—
other—end, At Elephartive Lsknd we saw the Nilometer @he
thing The anciernt EL]}-.,'TJ‘['EI.IJS useq to see how r'rll#.a the water waﬁ-}
We also visited the museum which was borrg hot Too iteresting
beet—tat—t— ettt the—basemert, 1 the afterroon
we werd to the baziar. It's really exctic and has lots of little
i.op .se."fuu Spices, gﬂme boards ang rugs, Hd#%—éeﬂ—wﬂm-
arether—dfty; _F"nmrrnw we 're §oing on an excursion to see the
hassive 'felrl[pfe* .:n' Abu g*ﬂ!mf i}w—.‘eﬁe&—&ﬁm e

Lats of love
Mary (ard Adam)

Your own answer. Possible answer:

In Aswan having an excellent holiday. It's a bit hot but
the hotel is good. Views over the Nile with the desert

in the background. This morning we caught a felucca

to Kitchener's Island. At Elephantine Island we saw the
Nilometer (the thing the ancient Egyptians used to see
how high the water was). Also visited the museum which
was not too interesting. In the afternoon we went to the
Bazaar. It's really exotic and has lots of little shops selling
spices, game boards and rugs. Tomorrow we're going on
an excursion to see the massive temples at Abu Simbel.
Mary (and Adam)

101




Answer key

Get ready to write

o
o

1

Luis is in New York.

He is waiting for a Greyhound bus to take him to
another city.

He probably doesn't live in the US because he has the
Spanish flag on his backpack.

a His aunt.
b He's going to study English and then travel to Boston.
¢ He wants her to write to him.

2 b Use contractions, e.g. can't / Never use contractions.

¢ Use first names only, e.g.

r. / Use complete names,
e.g. Peter Applegarth.

3 C/O (This is short for care of).

a

5
6

a While | was in Boston | went to a really good
restaurant that had excellent pasta,_r!\lext week |
start work again. I'm not looking forward to it!

b While | was in Boston | went to a really good
restaurant that had excellent pasta.

Next week | start work again. I'm not looking
forward to it!

Your own answer.

b T (He uses capital letters for the state code: MA)

c T

a Peter Applegarth / 11 St Leonards Place / YORK /
YO9 7ET

b Suzie Edwards / 802 Font Boulevard / San
Francisco CA 94132-4036

Mr J Bomberg

153 Mountbatten Avenue

Ottawa ON K1H 5V6

CANADA

(The country is
written in capital
letters.)

Your own answer. Possible answer:

What are you doing in class now?

b1 &3

... 'l never forget the wonderful people in my class;[ﬁﬂer

the course, | caught a Greyhound bus up to Boston and

stayed with a friend there. We did all the touristy things in
Boston and a lot more! The Italian restaurants in the North
End are great.[Write to me soon with all your news.

102

Soren Hedegaard

C/O Campbell Language School

537 Argyle Rd

Brooklyn NY 11230-1510

UsA

8
Av de la Albufera, 161
28038 Madrid
Spain
10 September
Dear Soren,

How are you? What are you doing in class now? Do

you still have Mike as the teacher? We had such a
great time in New York together. I'll never forget the
wonderful people in my class.

After the course, | caught a Greyhound bus up to

Boston and. stayed with a friend there. We did all the
touristy things and a lot more! The ltalian restaurants
in the North End are great.

Write to me soon with all your news.

ALl the best

Luis

- W N -

L= ]

10
11

b (see Unit 5)

d (see Unit 6)

a (see Unit 2). You may also want to write a letter.

c (see Unit 7). b and d are not correct because notes and
postcards don't usually have many details.

a (see Unit 9 and Appendix 7)

b (see Unit 4 and Appendix 7)

a (see Unit 4). If the person already knows your name, it
will be d.

a (see Unit 6). Your friend probably knows where you
live.

a (see Unit 3). b will probably be in Personal Details.

¢ will probably be in Financial Details. d will probably
be in Employment details.

d (see Unit 5)

b (see Unit 7)



12
13
14
15
16
17
18
19
20
21
22

23

o wn & W

7

d (see Unit 5). There is not much space on a calendar.
What Peter is doing at drama club is not important.

b (see Unit 7, Focus on explaining why you cannot do
something)

c (see Unit 7). You say sorry before giving a reason why
you can't come.

b (see Unit 9). The first paragraph focuses on the holiday
and the second paragraph focuses on Simone's sister.

a (see Unit 9). The post town is in capital letters, all lines
start at the same place and there is no punctuation.

1b 2a 3d 4c (see Unit 9)

a (see Unit 1, Exercise 4)

b (see Unit 4 and Appendix 7)

b (see Unit 4, Focus on sentences)

b (see Unit 4, Focus on sentences)

a (see Unit 4, Focus on sentences). Be careful. You do
not need a comma here.

a (see Unit 4, Exercise 6) enjoy + verbing

a Ulrike Orback (Accommodation officer)
b Barnie Peters (Social organizer)

Welcome talk Test
Lesley Smith -
Student Lounge Rm. 1

24

25

26
27
28
29
30

31
32

33
34
35
36

Break

Answer key

b (see Unit 8). Excellent and awful are extreme adjectives
and you cannot use very or extremely with them.

a (see Unit 7, Exercises 5-7). We use to be + verbing for
fixed arrangements.

d (see Unit 1). Use capital letters for place names.

b (see Unit 1). Use capital letters for languages.

b (see Unit 1). Use capital letters for days.

d (see Unit 1)

a twin (see Unit 1) b full time (see Unit 3)

c fantastic (see Unit 8)

d (see Unit 1)

a (see Unit 6). We use congratulations for something you
have achieved not something that happens every year.

a (see Unit 8, Leaming tip)

b (see Unit 2, Learning tip)

d (see Unit 3, Learning tip)

¢ (see Unit 7, Learning tip)

1EOU=IL D A= 1LOY

Talk: Living in

Talk: What's on
South Africa
- Ulrike Barnie
Cafeteria Student Lounge Student Lounge

a 12.00-12.15 or in the break (11.00-11.15). (Ulrike is the accommodation officer.)
b 12.15-12.30 or in the break (11.00-11.15). (Barnie is the social organizer.)

Rm.

You will probably circle her name, the name of her teachers and the room numbers.

Vocabulary and Listening and Speaking/English for Business.

Fhe history of rock rrusie—Steve-Wree
South Africa-its-histery-and-future—testey-Smith

Fhe-envirenrment: Global Warming erglebal-warringl—SelemenPerritt

b History of rock ¢ South Afica d Global Warming

(The answers to Exercises 6 and 7 are the same. This is becuase they show two different
ways of focussing on what is important: (1) cutting unimportant words; (2) choosing only
the important words.)

History of pop
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Answer key

7-11 July Monday Tuesday Wednesday Thursday Friday
General English | General English General English General English General English
9.00-10.30 Rem. 1 Rm. 1 Rm. 1 Rm. 1 Rm. 1
Mel Mel Mel Mel Mel
General English General English General English General English General English
11.00-12.30 Rm. 1 Rm. 1 Rm. 1 Rm. 1 Rm. 1
Helen Helen Helen Helen Helen
12.30-13.30 Lunch
Lr;ﬁtem'ng and Vocabulary Listening and. Lecture: History
. ;m;wg Speaking Rm. 5 Speaking of rock,
T o Rm. & Mel Rm. & Student Lounge
David. David.
Individual lesson | Individual lesson | Individual lesson | Individual lesson | Individual lesson
15.00-16.30 Rm. 8 Rm. & Rm. & Rm. 8 Rm. 8
Richard. Richard Richard Richard. Richard.

What does the test include? When is the next test? Where
will the test be held? Extra information, e.g. Can | use a

dictionary?
Yes.

Monique writes that the test is at 10.00. It is at 9.00.

Your own answer. Possible answer:

{ Homework )

b F (Monique put the things that are the most important
to her at the top of the list). ¢ T

You need to know what the homework is (e.g. the title of
the essay) and the date or day you need to give it to your
teacher.

The teacher will probably tell you the best books or
websites to get information from.

Your own answer(s). Possible answers:

What is the homework?

When do | need to give the homework in?

What books or websites will help me with the homework?
a—c Your own answer(s). Possible answers:

You may decide that other information is more important
and put it nearer to the top of the list.

Essay
Friday
Title: My hero

Famous person from my country.
+ Who 15 the person?
+ Why they are important to me.
Look at: 1. Who's who

2. www.wikipedia.org
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Table Mountain

Research

Tomorrow

Describe a plant

- colour

- height

- where?

Look abt: 1 www.plantzafrica.com

2 Wid. flowers of the Table Mountain National
Park

Umfiz11

a Many students buy second-hand bicycles because
they are cheaper. Bike (3) is in good condition and
cheap.

b In many countries you can find advertisements
for second-hand things in local newspapers, shop
windows or on notice boards. It is also possible to
buy and exchange things through websites such as
www.ebay.co.uk and www.freecycle.org.

1 b Steve ¢ Trisha



2 b T (Most sentences are complete. Some sentences
that are always used in advertisements have been
shortened, e.g. #5-# very good condition. This is
because the reader understands what it means and
does not need the complete sentence.)

& T
d T (Some also put their telephone number but this is
not a good idea.)

3e b c a d(ore c b a d)

4

—r-

g acde b

5b 1 c?2
6 a
7 b Details: Sony 750W
Condition: Your own answer (Probably very good
condition or reasonable condition because it is only a
year old.)
Reason for selling: No longer needed because I'm
leaving college.
Cost: £100
£50 or nearest offer
Your personal details
Your email address
| will pay £20.
In exchange, | will teach you French.
Car share wanted
| want to go to London on 12 October
One small bag
I am willing to share the cost of petrol.
Your personal details
Your email address
10 Example answers
For sale — Microwave oven
Sany 750W. Very good condition. No longer needed
because I'm leaving college. It cost £100. I'm selling it for
only £50 (or nearest offer). Email (your name) at (your
email address).

Car share wanted

I want to go to London on 12 Octaber and am looking
for a car share. I've only got one small bag and will share
the cost of petrol. Email (your name) at (your email
address).

M aAanNn oW N ol an

B

2 All the answers are correct. The best answer is (a). If
people do not read your advertisement, it is not a good
advertisement!

3 very good condition, evenings only

6 a Nearly new.

b No longer needed.

Answer key

7 b Wsir-excellent condition.
c tFmseftingitfor£30.

9 Possible answers
For sale — Microwave oven
Sony 750W. vge. No longer needed. Cost £100, sell for
£50 ono. Email (your name) at (vour email address).

Car share wanted
To London, 12 October. One small bag. Will share the cost
of petrol. Email (your name) at (your email address).

Uni12

Get ready to write

Science.

Your own answer.
Your own answer.
Your own answer.
Your own answer.

000O0O

present
b Adam Hart Davis ¢ Ebury Press
d Non-fiction
3 b When does the story happen?
c
d

8]

Where does the story happen?
Who are the most important characters?
What happens?
4 | think it is fascinating.
5 Your own answers. Possible answers:
b 1 like this book because it explains how science can be
fun.
If you like popular science, you'll like this.
6 b Science c¢ Computing d History
7 a Scifi b Historical novel ¢ Detective

01}

m

Focus on linking

1 aad b ,(acomma) c and d ,(acomma)
2a v
b X (These are two separate ideas and must be linked
with and.)

3 Good answer: The Hound of Baskervilles is a story
about a curse and it's a story about a supernatural dog.
Better answer: The Hound of the Baskervilles is a story
about a curse and a supernatural dog.

4 a It's set on dark, damp Dartmoor.

b The main characters are Dr Watson, the American Sir
Henry Baskerville and his neighbours.
¢ Sir Henry takes Watson with him ta spooky

Baskenville Hall and solves the mystery.
L% A

8 Your own answer. Possible answer:
It look like it is a book about people trying to save
someone from a dog.
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Answer key

9 a Title: The Hound of the Baskenvilles
b Author: Sir Arthur Conan Doyle
¢ Fiction/Nen-fictien

10

Your own answer. Possible answer:

The Hound of the Baskevilles

by Sir Arthur Conan Doyle

(Penguin Classics)

Fiction

The Hound of the Baskervilles is a Sherlock Holmes
detective story. It is a story about a curse and a
supernatural dog. It's set in London and on dark, damp
Dartmoor more than 100 years ago. The main characters
are Dr Watson, the American Sir Henry Baskerville and
his neighbours. Sir Henry takes Watson with him to
Baskerville Hall and Holmes solves the mystery.

This is a good book. | like it because you never know
what's going to happen next. If you like crime fiction and
mysteries, you'll like this.

Giulio Siliotti and (Your name)

Unit13

Get ready to write

ob
@ _atifsib
© Your own answer(s).

A

1 b Notes use complete sentences. / Notes use important

nly.
c Notes give all the information you know. / Notes only

ive rtant information.
d Notes are easy to remember. / Notes are difficult to
remember.
3 Your own answer. 2 will probably be at the top of the list,
4 will probably be at the bottom!
4 a twork very hard. b 1 sell more insuranecethan-
anybedy-inthecompany. C Fe-very polite and-m
never late. d Almy-workmates like me.
a Cost? b Age? c Hospital?
6 d Your own answer. Possible answer:
How much does it cost?
7 a Your own answer.

b a What colourisit? b Isitnew? ¢ Deestheprice

irelde tax?
8 Your own answer. Possible answer:
Cost? New? Colour? Tax?
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2 3

3 Julie Appleton, Ms Partridge, Mr Davids and Mr Polge
4

Mr Polge (Spixworth) warts- | Ms Partridge at Colney

te-make-ar-appointment te- | phened-abeutife
talk-abeut health insurance. | insurance. Can-you-rmake-

Pheneback! an-appeintment?
Visit Julie Appleton at Mr Davids (Dilham) rang.
Easton. Wants-to-talk-to-yeuabeut
house insurance.
5 Monday

14.00 Mr Davids, Dilham (house)

15.00 Mr Polge, Spixworth (health)
16.30 Ms Gonzalez, Norwich High School
Tuesday

14.00 Ms Partridge, Colney (life)

15.00 Miss Appleton, Easton

16.00 — Meeting boss (more money!)

-
Focus on spelling days and months

1 b Tuesday c Wednesday d Thursday
e Frday f Saturday g Sunday

2 June

3 b February ¢ March d April
f Junev g Julyvs/ h August i September v
j Octoberv k Novembers | December

Exbra Practice

Your own answer. Possible answer:

You-can-start selling eur-rew car insurance en Monday. s
a-great-effer-Only 50 per cent of ewr normal price. Tell ail
yeur customers how cheap itis-Remermber-thats half price.
On-Wednesday +want-all-the-sales people to email me. +
wantyeu-to tell me exactly how many car insurance policies
yeu've sold. Rerrernber, the special price finishes a+5.00
pm er-Thursday. ©a-Friday Hwantyeu all to come to a sales
meeting at Head Office at 9.00. Okay—tets-getseling—

New Car Insurance 5.00 pm Special
starts price finishes
n ﬁ 3

@& .00 Meeting,
o> Head. office.

Email sales figures =
«—

i R ]




Unit14

Get ready to write

o Kenzo does not answer the phone because he is out of
the office until 3 May.
© a Kenzo is on holiday, at the beach, writing a postcard.
He is having a good time.
b Shona is in an office, working. She is very stressed
and overworked.

A
1a
2d
3 b 3w 2
4 b |am away from the office from 19 April until 3 May.
c | will reply to your message as soon as | can when |
come back.
4 N

Focus on from + until / to, for

1 b The 2006 Winter Olympics ran from 10 February
until 26 February. They ran for 17 days.
¢ The Beatles sang together from 1960 until 1970.
They were together for 11 years.
2 Your own answers.

- J

5 a 23 November (tomorrow)
b 25 November (He's away for two days: 23 and 24
November.)
¢ They should contact Marta Miranda on 01438 325839.
6 Your own answer. Possible answer:
- %N
Bl ER vew lmen Fuma ok Messae leb

From; | lene@soioto.co.uk
Date: | 21 Apri

Answer key

WO -
U'ﬂ.lg
=
_.na.
o
n o &

2

 Focus on words that people often misspell,
mistype or get confused

1 a Mrs Rosen ordered 500 printer cartridges from the
company last week. She wants to by more an says
they shouldn't be to expensive. She also wants to
talk about other thinks with you. Please phone her
back.

b Correct spellings: buy, and, too, things
2 ato btoo ctwo dby e buy f Bye
g and h know i our j Who k Their | from )

4 a Kenzo
b Marta
c ameeting

8 a Marta Miranda phoned.
b Can you move the meeting to Friday?
¢ No. She said that she'd phone back or email.

9 Your own answer. Possible answer:
AL R

Subjeet: | Out of the Office auto-reply

Thank you for your email message to Lene Moller. |
am away from the office from 23 November until 25
November.

If you need to contact someone urgently, please
phone Marta Miranda on 01438 325839.

| will reply to your message as soon as | can.

Message i ; S
Marta. Miranda phoned AN YO MmOy Nﬂl&vﬂlﬁm.ﬂ—
Friday? She said that she'd phone back or email. N

Unic15

Get ready to write

© a He has forgotten his password.
b Your own answer.
¢ Your own answer.

1 ¢
2 b
3 b Your own answer. (You will probably underline all of
them but you can tell someone who works for you
what to do.)

¢ Can you email it to me ASAP, please?

107



Answer key

Your own answer. (You will probably underline
someone who works for you.)
Please, be nice to him.
Please telephone Julian Mann.
Please get someone to repair the photocopier.
Please reply to this email as soon as you get it.
6 Your own answers. Possible answers:
1 your mother or your boss 2 your mother or your
boss 3 aworkmate 4 someone who works for you
5 a friend
7 Your own answer(s). Possible answers:
b Can you get some cinema tickets for me, please?
¢ Can we talk about my pay? Or, even more polite: Could
we talk about my pay?
d Please email the price of the new MP3 players.
e Please order some more photocopier paper.

[ T o TR, v sl 3 |

Tocus on full stops (.) question marks (?) and ex-
clamation marks (!)

1b! c?

That's wonderful!

Thank you for your help.

How many have you got?

The facilities at the leisure centre are amazing!
There is a swimming pool, a gym and a multi-sports
halll There is also a sauna! Join and enjoy all these
facilities free!

b The facilities at the leisure centre are amazing!
There is a swimming pool, a gym and a multi-sports
hall. There is also a sauna. Join and enjoy all these
facilities free.

[+ TR & TS = i« TR |

L. 7

8 b Computer printer paper ¢ You want her to send you
some paper d Sandy e Assoon as possible
9 Your own answer. Possible answer:

LYY . : —
| To: Sandy Sharp
. From: Your name

Subject: Computer printer paper

We don't have any paper. Can you please send some
ASAP?

| Thanks.

Your name

108

Unfi:16

1
1

Get ready to write

© a Rain is coming through the roof in the accounts

department.

b Xiao-Hong wants her to contact Clive Allen at
Surebuild to fix it.

¢ Xiao-Hong knows her well. She tells her to do
something. She writes to her in a friendly, informal

way.

this is urgent ¢ you will d Thank you

contact me

TbTcFdFeT

5ai bii cii

6 Itis a statement (not a question) and ends with a full
stop.

7 Can you send me some envelopes?

8 Could you tell me what you think about the company's
new product?

9 | would be grateful if you could arrange a meeting.

0b3 c5d7e2fagi

1 Liwants her to email Mr Takemoto and ask for a price.

-l
oM T T @

-

Focus on I, you, she, he, it, they

1 you = Clive Allen, it = roof

2 Use a pronoun to refer to a person or thing that you
have already mentioned.

3 Earlier this year, Mrs Ghumman forwarded some of
your summer brochures to me. In her letter she said
she would be happy to send more. They have been
very popular with our customers and we have given all
of them away. Please could you send an extra 207

4 a unclear ('She' can refer to Mrs Ghumman or Mrs

Patel)

unclear ('It' can refer to the TEXT2100 or the

company)

Either: Mrs Ghumman and Ms Patel work for a travel

company. Mrs Ghumman is a sales representative.

Or: Mrs Ghumman and Ms Patel work for a travel

company. Mrs Patel is a sales representative.

b Clear.

¢ The TEXT2100 is a new product from our company.
The company has many successful products.

d Clear.




12

13

Y.V

Subject:

Jo has written a friendly and informal email. This is okay
for a friend but Mr Takemoto is not a friend! She needs to
write a more polite and formal email.

Your own answers. Possible answers:

From:
Date:
To:

Jo Grant, Paperless Publishing plc

27 May 2010, 10.47

Mr K Takemoto, Takemoto Industries
Text2100

Dear Mr Takemoto

| would be grateful if you could let me know your best
price for 5,000 units of the Text2100. We would like to
| give it as a free gift to our best customers.

Thank you for your help.

Best regards

Jo Grant
Paperless Publishing plc

Review - Work and study

1

Wi oW

~

10
11
12

13

14

15
16

b (see Unit 14) An email (not letter) is alsa possible if
the workmate works in a different office.

b (see Unit 16 and Appendix 7)

a (see Units 15, 16 and Appendix 7)

d (see Unit 10)

a (see Unit 12) The other information is useful but not
the most important.

¢ (see Unit 11)

d (see Unit 14)

¢ (Unit 14) The fact that he was on holiday is not
important. He has already said he was out of the office.
¢ (see Unit 16). The reader is confused about who is the
native Australian. It could be Thomas Keneally or Jimmie
Blacksmith.

¢ (see Unit 13). The price is most important for the boss.
b (see Unit 12)

¢ (see Unit 16 and Appendix 7). This is an email to an
unknown reader. The style is likely to be more polite and
formal.

c (see Units 15 and 16). All the other answers are
friendly and informal.

¢ (see Unit 16)

d (see Unit 16)

a (see Unit 15). Question: Can you help us, please?
Statement: Please send someone immediately.

17
18
19
20
21
22
23
24
25

Answer key

a (see Unit 15)

b (see Unit 15) a, c and d are not questions

b (see Unit 16) books = They are

d (see Unit 14) for one hour / until one o’clock

b (see Unit 11) very good condition

a (see Unit 11)

b (see Unit 13) February

a (see Unit 13) Monday

¢ (see Unit 14). Corrected answers: a | want to buy a
French grammar book. b The chairs were expensive to
buy. d Seec
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Do you feel unprepared for everyday life in an English-speaking world? Then Real Writing is just
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You can develop the skills you need to write confidently in any situation — whether you're
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of the English you're using in your daily life. :

© Feel more confident writing in English
A range of tasks based on real-life situations and texts will give you confidence in any
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Learning tips throughout the book will help you develop the writing skills that you need.

0 Monitor your progress
A unit-by-unit checklist, based on the ALTE Can-do statements, lets you see what you have
learned - and feel proud of it!

This book also gives you:

© cultural notes, helping you to feel comfortable in the English-speaking world

© the chance to take your learning off the page and into your daily life, through extra ‘real
world’ practice tasks

© extra tasks for pair and group work, giving you even more opportunities to get it right!

Teachers can visit the dedicated website at www.cambridge.org/englishskills to access complete
teaching notes.
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