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UNIT B Discursive Essays

1 B8 You will hear four people on a radio programme discussing whether
progress is good for us. Look at the following questions, then listen to the cassette
and answer the questions,

A Which speaker discusses possible solutions to a problem?

Speaker 1

Which speaker gives a personal opinion on the subject”

Speaker 2

- Which speaker discusses various aspects
(e.g. economic, social, efc) of the subject? Speaker 3

Which speaker presents a balanced argument discussing
points in favour of progress as well as against progress?

Speaker 4




A QIsCursive essay IS a piece oOf formal writng wnich aiscusses a paricular issue.
situation or problem.

There are three main types of discursive essays.
i For and against essays present both sides of an issue, discussing points In

favour of a particular topic as well as those against, or the advantages and
disagvantages of a particular question. Each pont should be supported by
justifications, exampies, and/or reasons. The writer's own opinion should be
presented only in the final paragraph.

Opinion essays present the writer's personal opinon concerning the topic, clear-
ly stated and supported by reasons and/or examples. The opposing viewpoint
and reason should be included in a separate paragraph before the closing one.
together with an argument that shows it is an unconvincing viewpoint. The writer's
opinion should be included in the intrcduction, and summansed/restated in the
conclusion.

Essays suggesting solutions to problems. in which the problemi(s) associated
with a parmcular iIssue or sstuabon are analysed and possible solutions are put for-
ward, together with any expecied results/consequences. The writer's opinon
may be mentioned, directly or indirectly, in the introduction and/or conclusion.

A good discursive essay should consist of:
a) an introductory paragraph in which you clearly siate the 1opi«c to be discussed;

b)

<)

a main body, in which points are clearly stated in separate paragraphs and
exemplified or justified. and

a closing paragraph summansing the main points of the essay, in which you
state/restate your opinion, and/or give a balanced consideration of the topic.



Points to consider

Present each point in a separate paragraph. A well-developed paragraph contains a
clear topic sentence, which summarises the contents of the paragraph, as well as
a clear justification, explanation or example in support of the point presented.

Well-known quotations (e.g. As writer Somerset Maugham once said, “It is bad
enough to know the past; it would be intolerable to know the future.”), rhetorical
questions (6.g. f people today are not concemed enough about tomorrow, will the
future still be there for man?) or thought-provoking statements (e.g. The fact is that
one’s future is what one makes it. There Is no such thing as chance.) are useful
devices to make your composition more interesting

Before you begin wriing, you should always make a list of the points you will present
Do not use informal style (6.9, contracted forms, colloquial language, etc) or very
strong language (e.g. | know, | am sure ...)

Use appropriate linking words/phrases to show the links between paragraph, as
well as 10 link sentences within paragraphs.

( lopic sentence

Many people, however, prefer
iving in flats because they feel
saler

( justification

With increasing crime rates,
people are afrard fo fve in a
house, as they fee/ more vulner-
able to burglars and other crmi-
nals. Therefore, they prefer the
feeling of security that the proxim-
fly of neighbounng fiats offers
them.




2 Look at the essay plans below for the three types of discursive essays,
then say what features the plans have in common and how each plan

differs from the others.

BT

. Fopentfgeims . Gpffion

Introduction = Intreduction i Introduction
~ Paragraph 1 ~ Paragraph 1 . Paragraph 1

;%,f- state topic (without stating - state the topic and your state the problem and its
your opinion) e opinion cause(s)/effect(s)

Main Body Main Body Mair Body
Paragraphs 2 - 3 ~ Paragraphs 2 - 4 Paragraphs 2 - 5
arguments for & justifications, - viewpoints & reasons/ _ '_ suggestions & results
examples or reasons = examples
Paragraphs 4 - 5 - Paragraph 5

arguments against & - opposing viewpoint and
justifications, examples or reason/example
reasons

=} - i ko b
g “".I"‘.-_-.- A

Final Paragraph "~ Final Paragraph | . Final Paragraph

balanced consideration summarise/restate your °  summarise your opinion
or opinion e opinion e



3 Look at the essay topics below, and say whether each topic asks for a
“for and against” essay, an opinion essay or an essay suggesting
solutions to problems. Then, choose two of the topics and make a list of
the points you would include in an essay on each topic.

“Animals should be treated with the same respect as humans.” Do you
agree with this view? opinion

For and

“The generation gap is one which cannot be bridged.” Discuss._ .
against
Do you believe that equality for women means that women should also

do such things as military service? opinion

“One language spoken worldwide would lead to better international

relations.” Discuss. For and
~©_  against _ _
Genetic engineering poses a number of worrying problems, both moral and

practical. Discuss some of these problems and suggest what could be done to

overcome them. Suggesting solutions to

. roblems C . . .
“Celebrities should be allowed to keep their private lives private, without

the invasion of the media.” Discuss.  For and

Aanainct

7

10

“Fear and ignorance are the root caus-
es of racial hatred.” Discuss this state-
ment and offer some possible solutions

to the S%mblem_ﬂf racial prejudice.
ggesting solutions to

“The Pietib@PRture industry'is threat-
ening to destroy culture and tradi-
tion.” Do you agree? ©Opinion

“Too much money is spent on sport
when it could be used to help the
poor.” What are your views on this
issue? opinion

What are the advantages and disad-
vantages of our ever-increasing use of

computer technology? £or and
against



Formal style

® Discursive essays are written in formal style. This means you should use:
v passive voice, impersonal constructions
(e.g. It is argued that ...; It Is a common belief that ...)
v a range of advanced vocabulary (verbs, adjectives, abstract nouns, etc)
(e.g. heated debate conceming the controversial issue ...)
v formal linking words/phrases (e.g. furthermore, however, nonetheless)
v complex sentences with a variety of links, dependent clauses, etc
(e.g. Although it is widely accepted that compuisory mililtary service,
which provides an army with abundant manpower, is beneficial
to a country’s ability to defend itself, closer analysis of military

efficlency suggests that it is advanced weaponry which plays a
crucial role in ...)

« inversion, especially in conditionals

(e.g. Were this true, we would ...; Never has this been more obvious ...)

You should not use:
short forms (e.g. I'm, it's) except when these are part of a quotation

x
X colloguial expressions, phrasal verbs, idioms

(e.g. lots of, put up with, be over the moon about ...)
X simplistic vocabulary (e.g. Experts say they think this is bad, ...)
X a series of short sentences (e.g. Many people think so. They are wrong.)
X simple linking words (e.g. and, but, so) except for variety




4 Read the following excerpts and find examples of each of the features
of formal and informal style listed in the table above.

EXCERPT A

A matter of considerable controversy
at present is the issue of whether works
of art should remain in their country of
origin, or rather the owners of such
works should be allowed to sell them to
collectors abroad, thus depriving the
country’s population of a vital part of its
cultural heritage. Strong arguments
exist in support of both sides of this
debate, which implies that it is worth
examining both points of view before
reaching any conclusions.

Should such sales be permitted, it is
argued that the country of origin would lose pieces of art which rightfully
belong where they were created. In addition, works of art which were
created to be viewed in a certain setting, or as part of a particular struc-
ture, lose a great deal of their artistic impact when removed from this
context. Venus de Milo, an ancient statue of Aphrodite is a clear case in
point: this conspicuous example of the Hellenistic sculptural tradition,
carved in 150 BC and found on the Aegean island of Melos in 1820, is
now decorating nothing more inspiring than a room at the Louvre

Museum in Paris ...

Vaeglnnlng and enaing

discursive essays

In the first paragraph, you should state
the topic and/or your opinion, and you
may include one or more of the
following techniques.

Make reference to an unusual or

striking idea/scene/situation

e.g. Imagine millfons of people coming
home from school or work every day
to sit staring at a wall for four hours.

Address the reader directly

e.g. You may think this is an exaggeration.

and/or ask a rhetorical question.

e.g. Have you ever wondered what the
world would be like without cars?

Start with a quotation or<4thought-

provoking statement.

e.g. “Television s an invention that
permits you to be ermertained in your
living room by people you wouldn't
have in your home.” David Frost
once said.

In the last paragraph, you should state
your opinion and/or give a balanced
consideration of the topic, and you
may include one or more of the
following techniques.

Finish with a quotation
Ask a rhetorical question

Give the reader something to consider

e.g. Perhaps then people will re-
discover what it is like to actually
communicate with each other.



9 Match the following beginnings and endings. Then, say which technique has been used in each.

;ﬂ’.;_"f You may live in a comfortable house in a clean neighbour- A On -th.e ﬁhoié,'t belie

ot

‘F"*'-‘!?;j.ﬂx""‘-'!"“""-' mﬁ"ﬂﬂ; :'_“-'-E % .- BT E“i-

hood with all the amenities. You would probably not be so
lucky in one of the cities where urban growth has been
allowed to get completely out of control. This problem is
virtually destroying a number of large cities, particularly in

developing countries, and a solution must be found before

it is too late.

“An eye for an eye, a tooth for a tooth” is the biblical phrase
we use to refer to capital punishment, the killing of criminals
in order to punish them for their crimes. But whether the
neat balance suggested by the phrase is reflected by the
actual practice is a moot point, and whether one human has
the right to kill another in any circumstances remains a

much-debated question.

While most people agree that a woman has the right to

work as a heavy-machine operator and a man to become a
midwite, is this supposed open-mindedness being put into
practice? There is plenty of evidence to suggest that work-
ers are still being judged by their gender and not by their
skills, and this is a situation which needs to be dealt with.

ve ihat those cities suffering asf_a rei?;
| iven finan
rowth could solve their problems, give .
gﬂz;boarz %adly, however, the chances of this gﬁﬂﬂ?ﬂ% |
A adﬂ"@@igm.re&@&%'l%livemlﬁ%@!%"agrrﬁ:e%ﬂggs' Sople 10
questigh therefore, be thinking about encou ing p f o
retfxrn to rural areas in order 10 shift the balan§§ of p

ulations?
B T.o surﬁ. up, gender should N
place, since & powerfully-built

ind a
hard manual labour as a ki _ le:
care. The only obstacles are those which exist in our own

' id,
minds: as the American therapist Dr F. S. Perls ng:? sa
“We have to lose our minds to come to our Senses.

ot be an issue in any work-
female is just as capable of
nd gentle male 1S of child-

- G startwith. a uotéti(.)n/ 'ive'the r .aderg of ) '
C  AlfffRsalicitis e:—.?sy to unc?erstand fhe rea%h?%@ﬂr::is}de:h:f
continued existence of capital punishment in a nursonauy
countries. In spite of this, however, | cannot pe

condone it, since to my mind the act itself is simply
legalised murder, the ultimate crime.



6 Look at the quotations and the essay subjects below. Which gquotation
would be most relevant to each of the topics, and which type of essay

does each topic require?
r realises
- - ; B. “A mother neve
A} '}:’nu re erther parft of the that her children are mno fonger
solution or yYou're part of the children.” (Holbrook Jackson)
problem. (Eldridge Cleaver)
«One machine can do the work D. “Education is what survives
¢« No machine when what has been learnt is

inary mmein. =
of 50 ordi Yy Ik of an extraordi- forgotten.” (B.F. Skinner)

an do the wor
“ nary rmars. #* (Elbert Hubbard)

E. ~It is the familiar that usually eludes us in life.

what is before our nose is what we see last.”™
{ Professor William Barret)

1 “Too much emphasis is placed on educational qualifications.” What are

vour views?
“Teenagers have an important contribution to make to society.” Discuss. B; for and against
A; for and against

D; opinion

“People today take material comfort for granted.” Do you agree? E; opinion
As technology advances, humans are becoming redundant.” Discuss the . Stugpesting:solitions:i-piobiar
problem and suggest what might be done to remedy the situation. -

riesciiauuvll uuce

2

3 “Itis everyone’s responsibility to protect the environment.” Discuss.
4

5



Useful Tips for Discursive Essays

® When writing a discursive essay. you should:

i e S 4 S

use formal, impersonal style (see Formal Style, p. 56)
use topic sentences to introduce the subject of each paragraph

write well-developed paragraphs, giving reasons/examples

use sequencing {e.g. Firstfly, Second/fly, etc) and linking words/phrases
(e.g. however, although, etc)
make references to other sources (e.g. Experts have proved that ...)

use quotations, either word-for-word or in paraphrase, being careful to
identify the source (e.g. As Winston Churchill said, © ... )

® You should not.
X use short forms, informal/colioquial language, etc (see Formal Stylfe, p. 56)

X
X

use very emotional language (e.g. | absolutely detest people who ...)
express personal opinions too strongly (e.g. I know ... ), instead,

use milder expressions ({e.g. it seems o me that ...)

XX %X

use over-generalisationfe.g. Alf politicians are ...)

refer blindly to statistics without accurate reference to their source
(e.g. “A recent study showed ...” — which study?)

use cliches (e.g. Rome was not built in a day.)

use personal examples (e.g. In my schoof ...)




For and Against Essays

A & ON <

What is genetic engineering? In what fields is it used today? What achievements
do vou know of that have been made in genetic engineering?

2= You will hear part of a TV discussion programme about genetics. Look at
the points in favour of and against genetic engineering, then listen to the cassette
and tick the points which the speakers mention.

FOR AGAINST

choosing sex of our children A 6 morally wrong to alter humans [ ]
creating ideal people for any job [} 7 dividing world into rich abd poor [ |
curing diseases ﬂj 8 loss of national characteristics [ ]
providing food for everyone [i|/ 9 unpredictable consequences [ ]
new species of plants created [ ] 10 creating too large a population [ ]

Now read the theory and the plan below and listen to the cassette again. Then,
using the linking words and phrases below as well as your notes give a one-minute
talk on the advantages and disadvantages of genetic engineering.

One major advantage of, A further advantage of, In addition, On the other hand,
Moreover, Finally

T il



4
A “for and against" essay is a formal piece of writing in which a topic is considered

from opposing points of view. You should present both sides in a fair way by dis-

cussing them objectively and in equal detail.

A good essay of this type should consist of:

a) an introductory paragraph in which you clearly state the topic to be discussed,
without giving your opinion;

b) a main body in which the points for and against along with your justifications,
examples or reasons are presented in separate paragraphs; and

¢) a closing paragraph in which you state your opinion or give a balanced consid-
eration of the topic.

Note: Opinion words (I think, | believe, In my opinion, efc.) can only be used in the
closing paragraph where you give your opinion on the topic.



Points to consider

® Before you start writing your essay you should make a list of the points for and
against.

@ Each paragraph should start with a topic sentence which summarises the topic of
the paragraph.

o.g. In addition, many people feel reading is a relaxing and worthwhile activity.

® Do not use informal style (e.g. short forms, colloquial language, etc.) or strong
language to express your opinion {e.g. | know ..., etc.). Express your opinion in a
non-emotional way (e.g. it seems that, | therefore feel, ..., etc.).

® Well-known quotations relevant to the topic you are writing about will make your
composition more interesting. For example, if you are writing an essay on education,
a quotation you may include is: “Education is a progressive discovery of our own
ignorance.” (Will Durant)

Note: Although these are "balanced” arguments, if you feel that either the for or against
side is stronger and should be supported, this side should be presented in
paragraphs 4 & 5, thus leading the reader to your conclusion.



1. Introduction

Paragraph 1

state topic (summary of the topic without giving your opinion)
2. Main Body

Paragraphs 2 & 3

arguments for & justifircations, examples, and/ or reasons

Paragraphs 4 & 5

arguments against & justification, examples, and/or reasons
3. Conclusion

Final Paragraph

balanced consideration/ your opinion directly or indirectly




Useful expressions and linking words/phrases

To list points:
Firstlhy, First of all, In the first place, To begin/start with,

Secondly, Thirdly, Finally

To list advantages:
One/Another/A further/AnNn additional {major) advantage of ... is ...

The main/greatest/first advantage of ... is ...

To list disadvantages:
One/Another/ A further/An additional (major) disadvantage/drawback of __.

The main/greatest/most serious/first disadvantage /drawback of ...
Another negative aspect of ...
To introduce points/arguments for or against:

One (very convincing) point/fargument in favour of ... / against ...,
A further common criticism of ... / It could be argued that ...,
often claimed/suggested |

widely argued/maintained/ that ...

generally felt/believed/held |

It i1s

claim/suggest/argue/feel that ...

some/many/ maintain/believe/point out/agree/hold that ...

most people/experts/ advocate (+ing/moun)/support the view that ...
scientists/sceptics/ oppose the view that ...

critics N favour of/against ...

are | of the opinion that/convinced that ...

opposed to ...




4 Complete the following sentences without changing the meaning of
the sentence before.

1 It 1s widely maintained that recycling some products reduces the
amount of damage we do to the environment,
Most people advocate recyCling some. products reduces the amount of damage.we. do. ...

2 Some people still ﬂppﬂ%)ethﬁ%@qg%%n{hat mothers can be career women

TOO.
Some people feel mothers cannot be career women

iiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiii

3 One argument ugatgg’ﬁ nuclear testing is that it has long-lasting effects

on surrounding areas. pyclear testing has long-lasting effects on surounding
Sceptics point out thatraag. . vioiviiii

4 It 1s generally held that harsher punishments for criminals would
result in a decrease in ghe, Crbmg F{tGsher punishment for criminals would

Man COPLE SUP PO ...t etsentarenntstasesnteaneeaaansanmeesmmannnesmeeann
Y peop PPOYT rasiilt i drerease in the crime rate
5 Critics often argue that the use of computers is reducing levels of lit-

cracy.
A further common .criticism of. camuters.is.that.thelr.USe.S. ... eeeeeeeaeannn.



7Useful expressions and linking words/phrases

® To add more points to the same topic:

in addition (to this), furthermore, moreover, besides, apart from, what is
more, as well as, not to mention (the fact) that, also, not only ... but also/as
well, both ... and, There is another side to the issue/question/argument of ...

® To make contrasting points:
it may be said/argued/claimed that, ...

on the other hand,
however, still, yet,

but, nonetheless,
nevertheless, even so,

others/
many people

oppose this viewpoint

(strongly) disagree ...,

claim/feel/believe this argument is
incorrect/misguided

although, though, even though, while, whilst, whereas, despite/in spite of (the
fact that), regardless of the fact that

Opponents of ... argue/believe/claim that ...

The fact that ... contradicts the belief/idea that ...
While it is true to say that ... , in fact ...
While/Although ... ., it cannot be denied that ...



6 Join the sentences using the words/phrases given in brackets.
| Pets can prove to be good companions, They teach children asense of 1. Not only can pets prove to be good companions,

responsibilty. (not only)

} Many people nowadays decide to open their own business. A slump n
the econormy has resulted in the closure of many small business. (even
though)

J Computers are time-saving devices, They can do things which people
could hardly do before. (apart from)

{ Living in the countryside can be beneficial for your health. Some
essentials are not so eastly available 1n the country as n the city.
(despite)

§ Voting gives you a voice I the decisions of the government, It gives you
afocling of belonging to a larger community, (not to mention that)

but they also teach children a sense of responsibil-
itv.

2. Many people nowadays decide to open their own
business even though a slump in the economy has
resulted in the closure of many small businesses.
(or: Even though a slump ...)

3. Apart from being time-saving devices, computers
~an do thinas which people could hardly do before.

4. Living in the countryside can be beneficial for your
health, despite the factthatsome essentials are not
so easily available in the country as in the city. (or:
Despite the fact that some ...)

5. ‘:fdtirl'ug gives you a voice in the decisi_nns of the
government, not to mention that it gives you a
fealina of belonaina to a larger community.



T Complete the following sentences, then replace the phrases in bold
with other similar ones.

1 Regardless of the fact that country life can be much healthier than

city life, ... Despite the fact e ———— .

that/eventhough/etc.,. . . .
2 Efforts have heen mdfl?i o rgHuce discrimination between men and

wnmtrn; ml}nethleless, e OIS GIENE eeees
3 In spite of making some attempts to end wars worldwide, .................

..................................................................................................................

8 Read the items below and say
whether the second sentence pre-
sents an additional or contrasting
point. Then, join the sentences
using words/phrases from the
table.

1

2

Alternative medicines treat the
symptoms of a disease. Conventional
medicines treat the underlying cause
of a disorder.

Alternative medicine makes use of
natural products rather than drugs.
Alternative medicines are not tested
on animals. =

Conventional doctors have recognis-
able and respected qualifications.
Conventional treatments are widely
available to everyone.

People trust conventional treatments
because they are tested scientifically.
Pcople are often suspicious of alter-
native methods which sometimes rely
on a “trial and error” technique.

Alternative treatments cause few or
no side-effects. Conventional treat-
ments can cause severe side-effects.



Useful expressions and linking words/phrases

To introduce examples:
for example, for instance, such as, like, in particular, particularly, especially,

This is (clearly) illustrated/shown by the fact that...
One/A clear/striking/ typical example of (this) ...
The fact that .... shows/illustrates that ...

To emphasise a point:
clearly, obviously, it is obvious, naturally, of course, needless to say, indeed

To express reality:
In fact, the fact (of the matter) is, actually, in practice, it is a fact that, in effect

To make general statements:

as a (general) rule, generally, in general, on the whole, by and large,

iNn Mmost cases

To make partially correct statements:

to a certain extent/degree, to some extent/degree, in a way/sense, this is
partly true (but), to a limited extent, there is some truth in (this), in some
cases, up to a point

To explain/clarify a point:
in other words, that is to say, this/which means that



I
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9 Fill in the gaps using words/phrases from the list. Some words/phras-
es can be used more than once.

up to a point, especially, indeed, this means, needless to say, in general, in
fact, the fact that, obviously, example

it itieiciccciiiaaarnnrrnnannnnnnaaea People have mixed feelings about the
cifects tourismm ha*—: O a COoOuntry.

Most people believe that computers alwayvs make life casier. but
e tee e e e rn e e araannaneeneaeeaes THEe OppOsite IS sOMetimes true since thew

often cause problems when they break down.
........................................ testing products on animals is cruel, but it
is difficult to find a suitable alternative.

Ay tvpical e rrraaaaa Oof the benefits of country life 1s
the fact that there is very little pollution from traffic.
...................................... more and more zoos are closing down
shows that fewer pcecople agree with keeping animals in captivity
and, therefore. do not want to visit thhem any longer.

Using public transport can be & MUISATNICE, ciiiicircitnccccccrccssnssasccacrecasannns
when buses and trains are late during rush hour periods.

Ao vances in medical science mean that cures have been found for
MAaNY dISCaSES. i i i e e e eeeeamna pecople live longer nowadavs.
...................................... - most people agree that more ecffort should
be made where the recvecliing of materials 1s concerned.

More and more women are going back to work after the birth oft
their children and . i iaaas theyv have to find some-
one to look after the children during the dawv.
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9 Fill in the gaps using words/phrases from the list. Some words/phras-
es can be used more than once.

up to a point, especially, indeed, this means, needless to say, in general, in
fact. the fact that. obviously, example

Needless to say/In generalf'lnfactﬂndEEd pecople have mixed feelimgs about the

cffects tourism has on a country.

MMoOost people believe that computers alwavs make life casicr. but
in_ fact . thhe opposite is sometimes true since thew

often cause problems when they break down.

_____________ Obviously .. .. .......... testing products on animals is cruel, but it
is difficult to find a suitable alternative.

A tvpical ..............8Xample_ _ —F the benefits of country life is
the fact that there 1s very 1it1this TBLHU?ution from traffic.

__________ Thefactthat . _______._._._... more and more zoos are closing down

shows that fewer pecople agree with keeping animals 1n captivity
and., therefore., do mnot want to visit therm any longer.

Using public transport can be a muisance, feeee.....BSDRECRANY L.
when buses and trains are late during rush hour periods.
Acocdvances in medical science mean that cures have been found for
many disecases. -.-.Thi.s..mﬁe.”ls-l;lﬂQ.E.r:'?.r?ﬁ.: _______ people live longer nowadavs.
In aeneral/In fact/indeed/Obviously . most people agree that more effort should
be made where the recvcoecling of materials is concerned.

MNMore and more women arce coing back to work after the birth of
their children and _._._____ thismeans _______ ... _...__.. theyv have to find some-

one to look after the children during the daw.



P  uUserful expressions and linmnking wwords/phrases

Conmnclusion expressing bbalanmnced considerations,/opinmniomn imndirectly
it carn s mmust be saids'clairmeaed that ...

Im Ccomclusicre, It seem s,/ appaears thwat _.__
O Dbalance, it o wwould seerm thhat ..o
AUl thhimgs comnsidaered, it is likely / /urnlikkely/possible/"Aforeseceable thhat
T akimng ewerythuimocg irmmto it il=s clear/obhwiowus thnat ...

thhere is moSdlittle doulst that o ..

acocountycomsicdaeraticonr,
T o comnacludcde, thhe hbest course of actiorn would Bbe Tt - ..
e SLIFTE LA, | =achiewinmng a balamnce  bhetwvweern (.. wowld e o
AUl ey =k, it is true o saw that ..
Fimnalw, /' L_astiyw, althoughy it Mmuast iDDe said thhat (..
Pt o may e comncluded ' sasid thhat -
o e dravwenrn 1is that ..

AUl thimgs comnsidaeraed, the Obwious comcluusicaor
There is Mmoo absolute amnswenr o thhe guestiomn of C ..
I thhe light of this ewvidenmnoce, it is clear/obwvioLws/etc that ...
In conmnclusior, | clear/apparemt | | ewvidence
N i . N N =bhowwe -

Al iy &=l Tt 1= larm  ollwiouus frorm thye _ P>imt=s

| foregoimog

argurmaentis

T Swurm Ui, evwicderst
Comnclusion expressing opimiomn directliy

Iy Ccomclusicar.,

]l el a1 F=Talel=11
AUl thimags considereaed ,

T akKinmng ewerythimncg imtco
accountyYcomnsidaeration .,

T o cornmnclieacde,

T SearrTs LA,

00l T =0,

Takinmng aewverythimnog imto acocounrmt,

For thhe apbove-rmenrntiomed reasons., thaeraefore.,

it is mMmiy bhelief/foppimicomn thhat ..
I {(Firmmiiy) bBbelieweMSeael thimnk that ...
I aurm Cconwinced that ...

I =2rm imnclimeaed o Dhbeliewe that ..
F {do mot) agrese that it (oo

i thherefore comnclude/'AfTeael/ bObaeliewe (thyat) ..
i (Firmmiilyw)}) beliewe thryrat ...



11 Replace the phrases in bold with other similar ones.

1 All things considered, I believe that corporal punishment should not
be reintroduced into our schools as it 1s a cruel method of disciplining
students.

2 Lastly, it may be concluded that freedom of speech is a basic right of
every individual, regardless of race or creed.

3 all the governments of the world
should embark immediately on a joint policy of total disarmament.
4 in the light of the many miscarriages of

justice in the past, capital punishment is not ethical or humane, and
should be abandoned entirely.

that school uniforms are an unfortu-
nate necessity and therefore should not be abolished.

L



11 Replace the phrases in bold with other similar ones.

1 All things considered, I believe that corporal punishment should not
be reintroduced into our schools as it 1s a cruel method of disciplining
students. Taking everything into account, i feel that

2 Lastly, it may be concluded that freedom of speech is a basic right of
every individual, regardless of race or creed. Finally, it may be said that

3 | Tosumup,iam inclined to believe that  all the governments of the world
should embark immediately on a joint policy of total disarmament.

4 | Inconclusion, itis believed that |In the light of the many miscarriages of
justice in the past, capital punishment is not ethical or humane, and
should be abandoned entirely.

5 On balance, it is my belief that school uniforms are an unfortu-

nate necessity and therefore should not be abolished.



13 Read the main body of the for and against essay below on the topic:
“Discuss the view that advertising promotes excessive consumerism.”

One of the main arguments for advertising is
that it generates wealth for a country. That is to say,
taxes paid on goods sold, help governments to pay
for essential services such as education and health
care. Moreover, the number of jobs created for pro-
ducing, marketing and servicing these goods helps
to reduce the unemployment problem, which is also
a great advantage for a country’s economy.

What is more, advertising raises money for a
huge number of sporting events and artistic perfor-
mances which would otherwise not be held. Without
sponsorship from companies who advertise their
products, these events would disappear due to lack
of funding. In other words, although consumerism is
promoted through advertising, it is beneficial to both
the consumer and society.

On the other hand, advertisements can cause

people to be dissatisfied with what they alread
have, and make them want more. Being exposec
again and again to products which one cannot affor(
produces frustration and dissatisfaction. Further
more, not all parents are in a position to afford the
goods which their children see advertised and wan
to possess. This often leads to feelings of inadequa
cy, especially among the less well-off.

In addition to this, advertising creates materialisn
and causes people to place too much importance or
material goods. The fact that people are prepared
work long hours, or even turn to crime in order to gair
the goods on offer, shows that advertising persuade:
people to go to great lengths to keep the same stan
dard of living as those they see around them. It is
fact, though, that neither crime nor the stress causec
by overwork can benefit society.



Then read the beginnings and endings and say which of the techniques
on . 56 has been used in each one. Finallv. replace the bold type words

BEGINNTINGSSeS

.

1 Whether it is on TV, radio or hoardings at the side of the road, advertisements have become a part of our lives.
advertising simply a means of informing the public or does it encourage consumers to purchase products they do r

really need? gasking a rhetorical question

2 Advertising is a powerful and persuasive medium. You may feel this is an intrusion in your daily life, and resent tl
pressure on you to spend money. Others, however, enjoy the variety which this highly creative industry brings to ever

day life. addressing the reader directly

3 Advertising is an effective way of selling new products, and many people argue that its effectiveness brainwashes
into unnecessary spending. Others, however, disagree. As Jeremy Tunstall says, “Advertising can't sell any product

can only help to sell a product the people want to buy.” ysing a quotation
=In[2hgN
o N[RN[R

A To sum up, it is true to say that advertising does provide some benefits. However, do you not agree that tt
drawbacks of a greedy, materialistic society far outweigh the advantages, and we need to be careful that we do n
lose sight of what is most important — a spirit of co-operation rather than competition?

addressing the reader directly

B To conclude, it must be said that, while advertising may create jealousy and inequality in society, without it v

would lose a valuable source of revenue which is used for the benefit of the majority. What would our lives be il

without advertisements? asking a rhetorical question ; "
- using a quotation

C In conclusion, | believe that advertising exists to generate wealth by encouraging people to spend unnecessarily.
fosters greed and breeds dissatisfaction while distracting us from focusing on more vital things. As Marion Harper
said, “Advertising is found in societies which have passed the point of satisfying the basic animal needs.”



Then read the beginnings and endings and say which of the techniques
on . 56 has been used in each one. Finallv. replace the bold type words

BEGINNTINGSSeS

.

1 Whether it is on TV, radio or hoardings at the side of the road, advertisements have become a part of our lives.
advertising simply a means of informing the public or does it encourage consumers to purchase products they do r

really need?

2 Advertising is a powerful and persuasive medium. You may feel this is an intrusion in your daily life, and resent tl
pressure on you to spend money. Others, however, enjoy the variety which this highly creative industry brings to ever

day life.

3 Advertising is an effective way of selling new products, and many people argue that its effectiveness brainwashes
into unnecessary spending. Others, however, disagree. As Jeremy Tunstall says, “Advertising can't sell any product

can only help to sell a product the people want to buy.”
v b
e YL ING.

A To sum up, it is true to say that advertising does provide some benefits. However, do you not agree that tt
drawbacks of a greedy, materialistic society far outweigh the advantages, and we need to be careful that we do n
lose sight of what is most important — a spirit of co-operation rather than competition?

B To conclude, it must be said that, while advertising may create jealousy and inequality in society, without it v
would lose a valuable source of revenue which is used for the benefit of the majority. What would our lives be il

without advertisements?

C In conclusion, | believe that advertising exists to generate wealth by encouraging people to spend unnecessarily.
fosters greed and breeds dissatisfaction while distracting us from focusing on more vital things. As Marion Harper
said, “Advertising is found in societies which have passed the point of satisfying the basic animal needs.”
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14 Read the four topic sentences below and match each with the corre-  “Living in a foreign country cannot be betfer than living in your own.”

sponding paragraph. , Discuss.
e S
T 2 U U TR S e :
: . e to a foreign country may be e R I 0 Taneuage is the
a Furthermore, people who move 0 @ torellgn e > The fact of the matter is that, even in e rdl;?frcel‘cr:ccs w%ﬁcﬁ an out-
regarded with suspiciml and treated unfalrl}*. ; same, there are vl changes(:isucthtilb g»l::lr;lhc weather c;an force some
o i . . T . 3 0. 7 .
sider might find difficult to adjust 10. LY 2 mole. take an Inuit
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18 EE First, think of as many points for and against early retirement as
possible. Then listen to the cassette and fill in the gaps in the boxes
below. Were your arguments the same as those you heard? Finally,
write the paragraph plan you would use if you were to write an essay on
the topic:

“Discuss the advantages and disadvantages of early
retirement.”

o timefor e AN oo For‘ ati
¢ OPPOMUNIY 1O oo - time for rest and relaxation

o morefreetime ..., and friends - opportunity to travel . |
. more free time for family and friends

Against
° people QBT e _ people get bored
o difficult 10 Ve oo _ difficult to live on a pension

o waste Of e . _ waste of useful/experienced people



ACHIEVEMENT TEST 1: Write an essay of about
250 words on the following topic

“ Reality TV shows are good entertainment?”

Discuss.




LESSON 2
* OPINION ESSAYS



Opinion Essays

1 What are your views on the question, “Should people convicted of minor
crimes do community service rather than go to prison?”

2 RBEBE Read the viewpoints and reasons mentioned in the table below, then lis-
ten to the cassette and match each of the viewpoints with the appropriate
reason. Then, identify which aspects of the Discussion Clock on p. 59 the
points relate to. Finally, using the notes, give a one-minute talk on the subject,
using words from the following list.

I firmly believe For example/instance Finally
The reason for this Furthermore
In addition Because

a _-Pumshment includes pro dmg care
for the aged, maintaining parks, etc

b They keep their jobs, live at home with
their families, etc

Commumty service saves ta_xpayers
money \
2  Benefits other members of the
community directly

Prison turns minor offenders into
hardened criminals

Minor offenders doing community
service remam part of normal soc:et}r 8

T e

¢ Prisons are expensive to run, while
community service costs little

d To survive prison life, they must
become like other prisoners



{4

An opinion essay is a formal piece of writing. It requires your opinion on a topic, which
must be stated clearly, giving various viewpoints on the topic supported by reasons
and/or examples. You should also include the opposing viewpoint in another para-

graph.

A successful opinion essay should have:

a) an introductory paragraph in which you state the topic and your opinion.

b) a main body which consists of several paragraphs, each presenting a separate
viewpoint supported by reasons. You also include a paragraph presenting the
opposing viewpoint and reason why you think it is an unconvincing viewpoint; and

¢) a conclusion in which you restate your opinion using different words.

Points to consider
Decide whether you agree or disagree with the subject of the topic, then make a list
of your viewpoints and reasons.

Write well-developed paragraphs, joining the sentences with appropriate linking
words and phrases. Do not forget to start each paragraph with a topic sentence
which summarises what the paragraph is about.

Linking words and phrases should also be used to join one paragraph with the other.
Apply techniques presented on p. 56 o begin and end your essay.



Useful Expressions for Giving Opinions:

@ Tomy mind/To my way of thinking, ...
tis my (firm) belief/opinion/view/conviction (that) .

n my opinion/view ...
(firmly) believe ...

am (not) convinced that ..
(do not) agree that/with ...
t strikes me that ...

My opinion is that,

(definitely) feel/think that ...
am inclined to believe that ...
t seems/appears to me ...

As far as | am concerned, ...




« dntrodkuction - + Paragraph Plan

summary of the topic -

clear statement of opinion Main bndy
» Mahr Body - viewpoint 1: - Difficult for women who have children
e to resume career
-------------------------------- Dy s viewpoint 2: - Traditional views (ie woman as
. viewpoint 3: - Woman does two jobs = worse
2o Bt e in o position
s S L Sk Opposing viewpoint: legal rights, (a few) top jobs
Conclusion

Summary/restatement of opinion



4 1ook at the following skeleton sentences and decide whether you agree
or disagree with each statement. Then, give your opinion on each, using
expressions from the above table and expanding the sentences.

1 television / have / negative effect / society
2 carry out experiments / animals / be / morally wrong

3 wildhife parks, if / be / managed properly, / can help / protection / certain
endangered species

4 real problem / be / lack / public awareness / and / not / lack / recycling
facilities

5 more responsibility / one / have / less freedom one / enjoy

6 only alternative / some poor people / be / steal



4 Look at the following skeleton sentences and decide whether you agree
or disagree with each statement, Then, give your opinion on each, using
expressions from the above table and expanding the sentences.

In my opinion television has exercised, to a certain
extent, a negative effect on society.
| firmly believe that carrying out experiments on

animals is morally wrong.
I am convinced that wildlife parks, if they are
managed properly, can help in the protection of

certain endangered species.

I am inclined to believe that the real problem is the
lack of public awareness and not the lack of recy-
cling facilities.

| do not agree that the more responsibility one has,
the less freedom one enjovys.
| am not convinced that the only alternative some
poor people have is to steal.




5 “It is important to follow fashion.” Do you agree?

Identify whether the arguments listed below are in favour of (F) or
against (A) the statement in the essay title above. Then put a tick (/)
against each argument which you feel is convincing, and suggest a
suitable justification or example. Finally, add any further arguments of
your owin.

v expensive to keep up with changing fashions

not accepted by friends/peers unless fashionable
certain fashions don’t suit certain people

good clothes thrown away when fashion changes
fashion helps people decide how to dress
fashionable clothes/etc often impractical

dressing fashionably increases self~-confidence

unfair to people who can’t afford latest fashion

everyone looks the same, like flock of sheep
creates image that doesn’t show one’s character

COONDOOOLWNS

=




5 “It is important to follow fashion.” Do you agree?

Identify whether the arguments listed below are in favour of (F) or
against (A) the statement in the essay title above. Then put a tick (/)
against each argument which you feel is convincing, and suggest a
suitable justification or example. Finally, add any further arguments of
your owin.

v expensive to keep up with changing fashions
not accepted by friends/peers unless fashionable

certain fashions don’t suit certain people

good clothes thrown away when fashion changes
fashion helps people decide how to dress
fashionable clothes/etc often impractical

dressing fashionably increases self~-confidence

COONOOOLWN

unfair to people who can’t afford latest fashion

L

everyone looks the same, like flock of sheep

=

creates image that doesn’t show one’s character




6 “Traditional values are irrelevant to
modern sociefy.” Do you agree?

: ] s b |
i
LS i k 3 i

1 Has modern society changed so much~ @) To conclude, traditional values

ol

Look at the following beginnings and func-
dings for the ess 8 D& q Ig hich that the values of the past no longer clearly necessary for the*plrtoper:n ;nbe
endings for the essay, and Say Wit have any place? In my view, society wil tioning of society. However, 1 ¢d g
have been taken from an opinion essay always need values, and the society we denied that society IS evowlngﬁq atrlle
and which from a for and against live in today would function better ffra- - values should also ihaangeen m;erhaps
essay. In what ways do they differ? ditional values were retained. _ times\. ”wt;ljsldwneﬁat:ger lljo‘i)k back nos-
. i e

1. b -taken from an opinion essay. fjgia"y 10 the past and talk about the

2 Imagine you were given the chance to ' wrnnd ald davs.”

step back in time. You would probably 2. @ - taken from a for and against essay
be struck by the difference in values assss

between then and now. On the one
hand it could be said that those values

I- b) To sum ub, i-'strongly be!igve thgt, what
ever changes may occurin sometly, wi
must fight to maintain our tradition:

belong to a bygone age. There are  gense of right and wrong. As Pope Pa
those, however, who feel that society VI said: “We must see t0 it that enﬁhus
today would benefit from the application asm for the future does not give rise
of some of those values. contempt for the past.”

The writer’s opinion is stated in the beginning and

ending of the opinion essay. The beginning and ending of the "for and against’

essay do not contain the writer's opinion, just
reference to opposing viewpoints concerning the
topic.



7 Read the main body of the essay below on the topic: “State benefits should be available to all.” Do you agree? Then, read
the beginnings and endings and say which of the techniques on p. 56 has been used in each one. Next, list the viewpoints
presented and the justifications or examples given for each. Finally, replace the bold type words or phrases with other

SYnonymous ones.

in the first place, | think it is wrong to deny state
benefits to any person in need. It seems to me totally
unfair that a homeless person should be denied state
benefits simply because he or she has no fixed
address. In effect, the homeless person is being
punished for being homeless, whereas state benefits
would allow that person to find and maintain a home.

In addition, it is not only the homeless who suffer
from lack of state aid but the handicapped are also
neglected. Although all disabled people are entitled to
state benefits, many are unaware of the range and vari-
ety of benefits they could be receiving in order to
improve the quality of their lives. This is a result of the
complexity of the state system and the lack of clear infor-
mation about benefits. It appears that these people are
suffering for the simple reason that the state does not
care enough to make information freely available to
those who are clearly in need of financial help.

Furthermore, the elderly are another sector of soci-
ety who suffer both from lack of information and lack of
concern. It is often the case that medical benefits are
denied simply because a person is not visibly or dra-
matically ill, whereas in fact this person is in need of
additional benefits in order to maintain a reasonable
level of health. Such peaple obviously deserve to
receive all the benefits they are entitled to.

There are those who argue, on the other hand,
that many people receive state aid aithough they do not
deserve it. It is true that there is such a problem.
Certain people take advantage of the system by regis-
tering for benefits in more than one country, or claim to
have dependents who do not even exist. It is my belief
that it is the responsibility of the state to impose tighter
controls so that only those who are truly in need of ben-
efits receive them.



;?Jpﬁﬁ?;,; F{;[E{':}It reference to unusual/striking scene

1 A man wakes up and sees well-shod feet rushing by within inches of his face. His filthy sleeping bag is damp, and the sodden
cardboard box which shelters him is about to collapse. Yet, he cannot afford a real home and state benefits are not available to
him. This situation is not uncommon although, in my opinion, such unfortunate people should all be eligible for financial aid.

addresses reader directly

2 Have you ever wondered what it must be like to wake up on a cold pavement, knowing that you will have to spend the day wan-
dering from place to place, penniless, and hungry? For thousands of people in the western world this is an everyday experience

- although in my opinion, it does not have to be that way if the state administers benefits properly and fairly. .
2 y o ' Y AL yuse of quotation

3 George Bernard Shaw once wrote, “The greatest of evils and the worst of crimes is poverty.” The question is why the homeless, the
disabled and the elderly should be treated like criminals by the state rather than be given the help and services they rightfully deserve.
| believe that all people in need should be given help and support by the state.

—NT=CT oY
summarises/restates opinion rx} ; h_@j A L%.j
A While it cannot be denied that state benefits are sometimes wasted on those who do not deserve them, it is my firm belief that,

with proper controls, all those who are truly in need should receive financial help from the state. | believe that the homeless, the
disabled and the elderly should all be given the chance to lead productive and healthy lives.

rhetorical question
B Allin all, I believe that all deserving people should receive state benefits so that they have the chance to lead productive and healthy
lives. If you suddenly found yourself out of work and homeless, wouldn't you expect the state to help you get back on your feet again?
give reader sth to consider
C To sum up, it would seem that benefits should be available to all who deserve them, and that clear information should be made

available to all who may be in need of help. It is the responsibility of the state to give all its citizens the chance to lead productive
and healthy lives.



Viewpoints and justifications/examples

viewpoint 1: unfair a homeless person is denied
state benefits

justification: the homeless person is being pun-
ished for being homeless

viewpoint 2: the disabled are entitled to state
benefits

justification: if they were aware of benefits they
could be receiving they would improve the quality
of their lives

viewpoint 3: the elderly are entitled to state benefits
justification: they would maintain a reasonable
level of health

opposing viewpoint. many people receive state
aid although they do not deserve it

justification: they register for benefits in more than
one country or claim to have dependants who do

not even exist



8 Read the following extracts and the table of “Do’s” and “Don’ts”. Find
an example of each point in the extracts, and write this in the table,
“The mass media have an adverse effect on moral standards.”

Do you agree?

DON’TS

informal style a) colloquial expressions

........................................................

b) short forms

--------------------------------------------------------

clear topic sentences _ .
T ) unclear/irrelevant topic sentences
well-developed paragraphs emthvevocabulary ...................................
inking words & phrases over-gemeraemton T
generalisation blind use of statistics
o L

--------------------------------------------------------

........................................................

........................................................

........................................................



8 Read the following extracts and the table of “Do’s” and “Don’ts”. Find
an example of each point in the extracts, and write this in the table,
, :
‘“The mass media have an adverse effect on moral standards.”

Do you agree?
DO’s

formal style: (A)

introduction states topic clearly: "While radio
seems ... serious decline in moral standards.” (A)
clear topic sentences: Perhaps the most serious
offender is television ... (A)

well-developed paragraphs: "Newspapers, ... eva-
sions ...". (A)

linking words and phrases: on the other hand,
While, Furthermore, In contrast, etc. (A)
generalisation: "The news and documentaries ... in
a responsible manner." (A)

quotation: "They are full of a corrupt brightness, of
improper appeals and moral evasions ..." (A)
examples: "This is more than apparent in the films
and programmes ..." "Similarly the news “informs"
us .." "It is commonplace nowadays to se€, for
instance ..." etc. (A)

DON'Ts
informal style: a) "there are many reasons why",
"we can see the injured people", "butthen ...", "This
of course is bad", b) "it's", "shouldn’t’, etc. (B)
introduction fails to state topic clearly: "l definitely
agree with ... many reasons why." (B)
unclear/irrelevant topic sentences: in my opinion
there are numerous examples. (B)
emotive vocabulary: "horrible, bloody scenes", "l
find this extremely appalling and disgusting’ (B)

overgeneralisation: "nobody likes being shocked
or horrified", "A lot of stars have problems too.", "and
of course everybody is interested in them ... popu-
lar", etc. (B)

blind use of statistics: "According to statistics, at
least ... pretty shocking", etc. (B)

personal examples: "l also like comedies and
cartoons”, "My little brother was watching ... night-
mares." (B)

use of clichéd expressions: everything in life has
its price (B)



“T'oo much money 1s spent on sports when 1t
can be used to help the poor.” What are your
views on this 1ssue?



UNIT 7: LETTERS FORMAL VS INFORMALLETTERS

UNIT 7D: LETTERS OF COMPLAINT



¥ There are various types of letters, such as:

a) letters of request; b) letters giving information; c) letters of advice; d) letters
making suggestions/recommendations; e) letters of complaint; f) letters of apology;
g) letters of application; h) letters to the editor/authorities (expressing an opinion
and/ or providing solutions/suggestions); i) transactional letters, etc.

A successful letter should consist of:
an appropriate greeting:

e.g. Dear Ms Crawley, Dear Mr and Mrs Jones, Dear Sir/Madam, Dear Tony;
an introductory paragraph which clearly states your reason for writing;

a main body in which you develop the subject, and deal with

the additional objective(s) of the letter if necessary,

a conclusion in which you summarise the subject; and

an appropriate ending e.g. Yours faithfully/sincerely + full name, Best
Wishes + first name




Style in Letters

The style of the letter varies depending on who it is addressed to . For instance,
a letter to someone you do not know requires a formal style, a letter to someone
you know but are not intimate with requires a semi-formal style, while a letter to

a friend requires an informal style.

Formal letters contain:
e formal greetings and endings;

Informal letters contain:
* informal greetings and endings,;

e formal language i.e. complex
sentences (Having spoken to the
manager in person, | still feel my
requests have not been satisfied.),
non-colloquial English (Please keep
me informed regarding any further
developments. NOT: RPlease-keep—+re—
frequent use of the passive (A two-
week package holiday to the
picturesque village of St Martin’s is
being offered by our agency for only
£3,600.), and advanced vocabulary (/
feel it is appropriate to explain to you
some of the practices which are
enforced throughout all of our
branches.);

no abbreviated forms.

e informal language and style i.e.idioms
(It was a blessing in disquise that |
didn’t apply for the job as that
company is now in deep financial
trouble.), phrasal verbs (/'lf look you
up next time I'm in Brussels.), colloquial
English and omission of pronouns
(Hope to see you soon!);

e abbreviated forms.

Semi-formal letters contain:

e formal greetings (Dear Mr and Mrs
Smith);

e informal endings (Best Wishes/Yours
+ full name);

e a respectful tone, depending on the
relationship you have with the
recipient of the letter. Also, pronouns
should not be omitted and idioms
should be carefully used.




LETTER LAYOUTS: WHICH ARE USED TO WRITE
A FORMAL, SEMI-FORMAL AND INF RIVIAL
i

LETTER o
e at ncerelu.

» YOU.I'S Siformall tters
@ X | y Dear Mr and Mr< f‘gnne[[y' | Adam M
| Dear Margot, I

semi-formal letters

| m Clayton
Best Wishes, | Adi,__....-my.w"'

e T '

informal letter &

Love, 3 Alberto Ponti
Chris ) |

§) DE’GI" Slr/ Mﬂdﬂm, | Dear Sirs’ form?l letters
~ formal letters : Yours fﬂlthju!lgr




2 Read these extracts and say which is a) informal, b) semi-formal and
¢) formal. Then, underline the characteristics which indicate the style
in each extract, What is the purpose of writing these letters? Who are

I)
the letters addressed to? Formal

ommend that you consider trying to find a position of greater seniority. You ¢
have already proved yourself to be a highly competent and effective member

experience to tackle the challenge of additional responsibility. ~ formal
On the matter of further training, | would suggest that you might try to

em technology available. There are some very well-run and useful courses oper-
ating locally, at least one of which you should find appropriate to your needs.

iving in Wi ‘ h, I'd say do your-
B |f you really hate living in kalebo_rough that much,
self favo{lr and Iexzfave. Don't hang about either. If you come back here sgct::,
Pm sure you can find a job without any prloblem, and you know you can stay
' ' ' to live. _
with me until you find yourself a place o i blding bt

't you pull yourself together gnd d ' fer |
bacwkhge:jt;J r\]afh::‘re yii)au belong? It's high time you took a few risks again, like

when you were a kid. Get a new job, find some other stuff to fill your time.
Move back here and go for it!

A Regarding the future opportunities in your field of work, | would rec- -

of your company, and | believe that you now possess sufficient skills and

upgrade your IT skills to enable you to take advantage of the full range of mod-

C Of course, it will be a big change going to live in a different part of the
cpqntw, away from your family and all your old friends, but it need not be as
dlﬁ;cult as you seem to think. Why not apply for a room in a university hall of
residence? Everything is provided, and because you live with  lot of other
students, it is easy to make new friends. semi-formal
| As fa( s the course goes, | am sure you will manage very wel, The work
isata hlgner level, but | am certain you'll enjoy the challenge. In fact, | think
you will enjoy the opportunity to study your Subject in depth, so | really think
you should give it a try.

Porograph Plan for Lellers

infroduction

Paragraph 1
reason{s) for writing
Main Body
Paragraphs 2-3-4>*
development of the subject

Conclusion
Final Paragraph
closing remarks
(Full) mame

L S e ]



3 Read the following writing task instructions and say what type of letter

you would be expected to write in each case.

semi-formal letter giving information and making

suggestions

2 You have read a magazine article which you believe 1s naccurate and offen-
sive towards people of your profession. Write a letter to the editor express-

ing your opinion on the subject, and suggesting ways to make amends.
formal letter of complaint (expressing an opinion .
and making suggestions)

3 You are a member of a famous pop group. You are about to visit your
home town as part of a tour. Write a letter to an old schoolfriend inform-
ing him/her of the event and describing the ways in which your life has
changed since you were at school. informal letter giving intormation

1 You are moving to China for a year and have arranged with an agency to
exchange houses with a Chinese family who are moving to your country
for the same period of time. Write a letter to the Wong family to wel-
come them to your home. Include information about the house and
neighbourhood which they might find useful and make a few suggestions
that might make their stay more pleasant and interesting.

formal letter making suggestions

5 You want to open a small business but
do not have sufficient finances. Write

to the New Community Enterprise |6 You recently spent the weekend at
Programme giving reasons why you your employer’s cottage. Write a letter
think they should provide you with to him/her, outlining what you enjoyed
financial assistance. You should most about your visit and inviting

include details of the type of business him/her to visit you at your own house
it will be, where it will be located and in the near future.

4 A new community centre for disabled
people is to be built in your town. The
local authorities have invited the pub-
lic to give their views on the a)
location, b) opening hours, ¢) value to
the community and d) facilities and
services that should be provided.
Write a letter to the local authorities : S
e . . explain why you think it will be suc-
stating your views on these points. semi-formal letter expressing thanks and including

_ cessful.  formal letter of request an invitation




4 Put an F for formal and an I for informal language. Give reasons.

Thank you very much for your cooperation m this matter, 12 [ would Ike to inform you about the proposed chang
111 be grat {0 Sec you again after o long] due to take place over the coming months,

My husband and I request your presence.. 13 Sorry I haven't written for ages, but I've been up to m
115 with decp regret that | must mform you . ears n work,

3 Hope this advice wilbe of some help fo you, 14 We thought we'd have & get-together n the near futur
Would it be possible to et together over lunch somefime—and wondered if you'd ike to come.

so0n’ 15 1t appears that our records are out of date o it woul

| sympathise. completely with your predicament but — therefore be most elpful f you could forward the infor
unfortunately no further action can be taken at thistime,— mation requested overlat

| am writing to complain about the service we received... 161 ook forward to receiving the information requested.
I'm ooking forward to scing you both on Saturday. 17T am writing i response o the advertisement concerning..
On behalfof our company, | would ke to apologse for .. 18 am writing n my capacily a chairmen of.

I'm teall sorry about the misunderstanding and T'msure 19 Twould be mostgrateful f you could offr some advice.
jLwon't happen agam, 20 1l be more than happy to put you up for a few days.

2 U IO

S T ST T T




5. Match the beginnings and endings below, and identify the

purpose of writing the letter from which each pair of
1. C- letter of

application - \ “ N .

1 1 am wr'rt?ng in response to your advertisement in yesterday’s Daily Scope
Z.B-; letter glvmg concerning a vacancy in your s_ales department.

information 2 | am writing in reply to your letter requesting information about our pfoducts.

; I am writing in my capacity as chairman of the residents’ association to draw
3.D-§ letter of complaint your attention to the problem of excessive noise levels in our neighbourhood.

I am writing to request permission to use the dompany premises for a
4 .E- letter of request meeting which will be held during the holidays.

I am writing to advise you of the changes in the schedule for the forlhcofn—
ing seminar on “Safety in the Home.”

5.A- letter giving . 5
infor'mation crxd D

A | hope that these changes will not cause you too Mmuch inconvenience and

that you will still be able to attend. _
something in our range that meels your

t you will find
B We feel confident that y your order.

requirements and look forward 1O receiving |
for-
C | am available for interview any weekday between 9 amand 5 pm, r:n?ol I:_lc;ito
ward to meeting you in person to discuss the possibility of my employ -

e this matter your urgent consideration and look for-

u will giv
D We trustthat yo 9 uggestions you might have to help overcome the

ward to receiving any S
problem.

E We would be extremely gratefyl
for the duration of our meeting.
cooperation.

us to use the facilities

i ou were to allow i
Y n of your kind

Thank you in anticipatio




1

& You will hear two people discussing a

LETTERS OF
COMPLAINTS

etter which one of them is going to

send. Listen to the cassette and answer the questions below.

—

a) What is the main purpose of the letter?
b) What complaints does Cathy make in her letter?

¢) What does Cathy want the manufacturer
to do?
d) What is Cathy going to do if

her letter is ignored?

a.

b.

d.

To complain about a cassette player.
It doesn’t play and there is no guarantee.

To give her her money back.

She will take the matter further.




V' Aformal letter of complaint is written to complain about a problem which has arisen (.9.
faulty merchandise, rude staff, inaccurate information, etc). It should explain the reasons
for the complaint, and usually includes a suggestion/request/ demand concerning what
should be done (8.g. refund, compensation, efc).

@ Mild or strong language can be used depending on the writer's feelings and the
seriousness of the complaint, but abusive language must never be used.
e.g.Mild Complaint:
| am writing to complain about a factual error in yesterday’s newspaper.
[ hope that you will give this matter your prompt attention.
Strong Complaint:
| am writing to express my strong disapproval conceming the offensive behaviour of
an employee at your company’s Winchester Road branch.
| demand a full, written apology or | will be forced to take legal action.

® The nature of the complaint should be clearly stated in the first paragraph. Each aspect

of the topic should be presented in a separate paragraph containing a clear topic
cantanra Eark ramplaint ehauld be eninnoned by clear iustification



Useful Language

® To begin letters:

Mild complaint
complain about/ draw your attention to (the problem of )...

| am writing to express my disappointment/dissatisfaction with ...

Strong complaint
| am writing to express my annoyance/extreme dissatisfaction with /anger at /protest

about
| regret to/feel | must inform you how appalled/shocked | was ...

To end letters:

Mild complaint
be dealt with/resolved as soon as possible.
receive your immediate attention.

not be treated lightly.
| feel that you should .../l am entitled to compensation/a refund/a replacement.

| hope/trust this matter will

Strong complaint
| (must) insist on .../insist (that)/demand .../warn you that ...

Unless this matter is resolved .../Unless satisfactory compensation is offered ...
| will have no choice but to/l will be forced to take further/legal action.



R —— e T —

Useful Lanquage for Letters of Complain

Strong

Mil
|

| am wiling fo complain aboutregarcinglon account of | Iwas appaledat/ wanttoexpress my srong
Opening | because ofon the subjectof | am wrngto draw your | cssadisaction with / | gl | must protes
Remarks | atentionto/ | am wrting to you n connection with, efc | complain about, e

[ opefassume you vl replace /1 ust the fuafon wil {1 insist you replce the ftem t once ||

Closing | improve/Ihopethematerwilberesolved! I opewecan | demandaful efund [hopethat vl not e
Remarks | son tis mater out amicably, et forced to take further action, efc

w




2 Read the instructions and the model letter below and find the topic sen-
tence of each paragraph. Then, underline any phrases which you feel
are too informal for a letter of this kind, as in the example. (The num-
bers in circles indicate the lines which contain the informal phrases.)
Replace these with the phrases from the list below.

a) compensate me for, b) otherwise I will be forced to, ¢) I am writing to
express my extreme dissatisfaction with, d) I insist that you, e) Despite my
objections, f) Having no other alternative, g) I therefore request that you.,
h) Contrary to what I had been told

You recently hired a car for a part of your holiday. However, there were
several problems with the arrangements. Write a letter of complaint to
the manager/manageress explaining the problems and requesting com-
pensation.




Dnnr SivitdMadom

1. Lam writing to express my extreme dissatisfaction
whenyjtlrented one of your cars on 20th July.
Firstly, | had specifically requested a four-door model. Howewver, | was
given a smaller two-door version which, apart from being too small for
@ my needs, was clearly

in need of extensive repair. | Despite my objections |
your employees informed me that it was the only car available and

assured me that it was in perfect order.| Having no other K

accepted the vehicle. :
, there QJEIQ?HMeﬁJct several things

r{;’ﬁ:glmﬁs%fgiﬁemlﬁg\zgkte tJ}& act that | had driven it for only one

e engine showed signs of overheating.
Having added two litres of water to the radiator, | was able to contin-
ue, although during the course of my journey a knocking sound from
the engine became increasingly persistent and the windscreen wipers
stopped working.

My subsequent journey was most uncomfortable. Not only did | have
the worry of driving a car which was not roadworthy, but | also had to
stop on three occasions to refill the radiator. Finally, ! had no choice but
to leave the car at your Oxford branch and continue m

public transport. 5. | therefore request that yoy

| feel that your employees acted irresponstbly in issuing a car w hich
was not safe to drive, and | believe | am entitled to compensation for
the interruption to my holiday.

So | want you to send me the sum of
£200 to cowver the cost of my train ticket and to m |
after the distress | was forced to suff

C_Compensaite me |
er as a result o wpur negligence.

@l Insist that you |give this matter your urgent attenticf- | Otherwise 1 will Torce to|

@ wi ave to e legal action. :

|the service | received

@

journey using

Yours faithfully,
=, FHlallcross
Mr S. Mallison



3 Match the complaints and justifica-
tions below, then join them using
appropriate linking words/phrases.

Complaints

1 The goods we ordered have not been
received yet,

2 Our wooden floors have become dull.

3 The batteries died after a few hours.

4 The hotel was an hour’s drive from the
beach.

5 The film was too long and very boring,

6 The knife became blunt after only a month's
use.

7 The mascara made my eyes water.

8 My daughter’s watch stopped after she swam
with it on.

My —

oo

= W

O W

o o

:’—h

Justification

a The label on the packet claims they are long-
lasting.

b We were told they would not lose their shine.

¢ They were shipped a month ago.

d We were told it was within walking distance.

e The manufacturer claims it is hypoallergenic.

f The trailer said it would keep me on the edge
of my seat.

g The package label states that it is water-
proof.

h You said it was guaranteed to stay sharp for
five years.

@ N
Qo @



Complaints
The goods we ordered have not been
received vet.
Our wooden floors have become dull.
The batteries died after a few hours.
The hotel was an hour’s drive from the
beach.
The film was too long and very boring.
The knife became blunt after only a month’s
use.
The mascara made my eyes water.
My daughter’s watch stopped after she swam
with it nn

Justification

a The label on the packet claims they are long-

lasting.

b We were told they would not lose their shine.

¢ They were shipped a month ago.

d We were told it was within walking distance.

e The manufacturer claims it is hypoallergenic.

f The trailer said it would keep me on the edge
of my seat.

g The package label states that it is water-
proof.

h You said it was guaranteed to stay sharp for
five years.

The goods we ordered have not been received yet
despite the fact that they were shipped a month
ago.

Our wooden floors have become dull although we
were told they would not lose their shine.

The batteries died after a few hours in spite of the
fact that the label on the packet claims they are
long-lasting.

The hotel was an hour’s drive from the beach.
However, we were told it was within walking dis-
tance.

The film was too long and very boring but the trailer
said it would keep me on the edge of my seat.
The knife became blunt after only a month’s use,
although you said it was guaranteed to stay sharp
for five years.

The mascara made my eyes water although the
manufacturer claims it is hypoallergenic.

My daughter’s watch stopped after she swam with
it on. Nevertheless, the package label states that
it is waterproof.



4 Read the instructions and model letter, and complete the paragraph v Introduction
plan on the right, identifying the topic of each paragraph. Then, fill in
the blanks in the letter with the words and phrases below, as in the
example. Some of the words can be used more than once. « Main Body

reason for writing

in the meantime, therefore, not only ... but also, while, nevertheless, ettt sttt
thus, furthermore, as a result, although, since

----------------------------------------------------------------------------

You are a regular customer of a local restaurant. The last time you ate F o eeeeesseesssmeesss e sttt aR b0
there, however, you felt that the standards had dropped slightly. Write a
letter explaining why you were disappointed and suggesting what could
be done to improve the situation. *

----------------------------------------------------------------------------

............................................................................

............................................................................

Main Body

Para 2: Cl:)mplaint concerning food and justifica— B i ieeiteimtieskesesEsieEesesEstSLEsarLAESERaIEELEsaLESaERRtEttELIne
THOM L ————— s
Para 3: complaint concerning service and justifi-

cation » Conclusion

Para 4: suggestions for improving food

Para 5: suggestions for improving service
Conclusion:

Para B: CIDSing remarks ....................................................................

--------------------------------------------------------------------
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Dear M sewvward,

it is wwithh regret thhat 1
disappointrment at the

received Mt wour restaur

feel 1 rrust wwrite Tto e3>

pPress Yy
cuacality of food e lale

serwvice ]

ant yesterday eweriing-
(%) -._... Although ------c------ Y OUY fooa is usually of a wvery nigh
standard 1 Telt that, orn this occasion, the

to be desired. The 12
hurried and careless.
nor 1 fTelt inclinecd TO

(2) -.----Furthermore ------------
cormne to expect

rather inatte i

rmeal left a ot
sentation seermed
., rneither s guest

reparation and prye
(2) -------As aresult-----------
firnmiskh our rriecal.

. the serwvice WwWAas

frorm »your estaklishrment.
e and sloww, (

ot what | have
Our wwoliter wwas

<) ... mOoT omly ... in tak'S- "W
order ... but @lso ... in bringing the cdistes. (5) —---can-- ince__.
the reason for rmy wisit was Tto €

mtertairn o client,

] v CAS
the aapparent fall

sormnewvv inat disturibed At irm standards. On

the basis of

ot

rviercl,
W OLAY

___________________________ therefore that you
uurgermnt atterntion.

regarding the serwvice, 1| wvwould
o the wwaiter concerrnned To ernsu

are not similarby inconvernienced. T his wwvould hhelp your

restaurant rmmaintain its wwell-deserwved reputation.

1 ook forvward to thearina fTrovrm you as SOO¥Y1 GS
ble. (1O -

o iiirevo---Inthe meantime -
talke Friy cormmemnts into consideration.

aive this rmatter

Yy Prevwious experiernce of »wouir restaurant, |1
had prormised Yy auiest amn especially rmermorable dinner,
it and wvwas (&) -—-aeeeeee-- thhouas ----- deecpiy embarrassed To ke
ii prowved erntirely wwrond.-
i right | suggest that., das the manager, 1t would be advis-
1] able for youwu to owversee The gn_rer)aration of food person-
£ ally . ' 2 TSR W Eille 1 realise the worlk
i involbved i rLapeaivaea a restaurant 1s very dermanding. 1
{ (8) -.--_-_----_-_-----------!’f'.‘?.‘&f,eﬁheless. feel that the <standard of the
; food serwved is of utrmost importance.- 1 wvwoulld recorr
)
E

suggest that »yous speal
re that other crLastormer s

pPossi-
. 1 hnope you  wwill

v ours sincerely.
2 _—F . ooz er
P_Aa. HoOogaAanm

s seimprani o
A

—"



9 Read the instructions below and the beginnings and endings from
letters of complaint, Then match the beginnings and endings and say
whether the language in each pair 1s mild, strong or abusive. Which
level of language would he most appropriate for the situation described”

You recently travelled by coach and were very disappointed with the ser-
vice provided by the staff, and the delays you encountered. Write a letter
to the company to complain and to demand compensation.




1

&
§ -
e

| am writing to express my total
dissatisfaction with the appal-
lhng service | experienced on
one of wyour coaches from
Cardiff to Coventry on 24th May.

I am writing to complain about
the poor quality of the service |
experienced on one of your
coaches from Cardiff to

Coventry on 24th May.

| am writing to draw your atten-
tion (if you have any, which |
doubt) to the fact that the staff
who ‘served’ us on your Cardiff
-to-Coventry coach on 24th
May are incompetent, idle fools.

A | hope that you will look iNnto

this situation as a matter of
sSome urgency, and that the
service offered by your com-
pany will improve.

B Organise your pitiful company

efficiently and stop cheating
the public by charging outra-
geous prices for fifth-rate ser-
vice.

| insist that my wife and | re-
ceive a full refund of the price
of our tickets, and must warn
you that unless this matter is
resolved at once | will not hes-
rtate to take legal action.

1. C- strong language- this language is most

appropriate
A- mild language

N

3. B--abusive language



7 Look at the following writing task
instructions and then answer the
questions below. The questions apply

to both tasks.

a) You are the manager of a supermarket b) You have noticed that students at
me’-‘:l is hﬂ;’g customers bec;use son’s school are often left unattend-
employees of the company next door ed. Write a letter of complaint to the
park their cars in the supermarket headmaster and ask him to ensure

parking area. Write a letter of com- gy .
plaint to the company and suggest that the situation does n?t continue.

what should be done.

What greeting would you use?

What is the main purpose for writing
the letter?

What is the additional purpose?
® What paragraph plan would you use?

® What useful expressions could you
use as opening and closing remarks?

How would you sign the letter?




Dear Sir/Madam,

To complain about employees parking their
carsin your car park with the result that you have
been losing customers.

To suggest what should be done to resolve the
situation.

Suggested Paragraph Plan

Para 1: reasons for writing

Para 2: complaint and justification (e.g. several
employees seen parking there repeatedly; con-
venience of free parking attracts customers -
several regulars go elsewhere; have received
complaints from customers about lack of park-
ing, etc)

Para 3: suggested action (e.g. company to hire
parking space for employees; managerto speak
to employees personally about problem; etc)
Para 4: closing remarks

e.g. lamwriting to draw your attention to the fact
that ...
e.g. | trust this matter will not be treated lightly.

Yours faithfully, + full name

b)

Dear Mr + surname,

To complain about the fact that students at your
son’s school are often left unattended.

To request assurance that the situation will not
continue.

Suggested Paragraph Plan

Para 1: reason for writing

Para 2: complaint and justification (e.g. children
in playground, no adult present; football prac-
tice - teacher starts game and goes indoors; no
supervision as students leave school and cross
busy road)

Para 3: request assurance that situation will not
continue (e.g. ask for promise that teachers will
be put on duty in playground/at school gates,
football coach reprimanded, headmaster will
personally look into matter, etc)

Para 4: closing remarks

e.g. | am writing to express my anger at the fact
that my son and his fellow students are often left
unattended during school hours.

e.g. | must insist that you give this matter your
immediate attention.

Yours sincerely, + full name
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A formal letter of application is written when applying for a job or a place on an
educational course. A job application usually includes educational/professional
qualifications, details of previous experience as well as the applicant’'s qualities and
skills. Previous experience should be presented in a clear order using linking words such
as: currently, before this, subsequently, prior to this, following, whereupon, efc.

Useful Language: Applying for Jobs

@® To begin letters:
I am writing to apply for the post/position of ... advertised in yesterday's ...
I am writing in connection with/with regard to the vacancy in your Sales Department,
as advertised in The Times on/of 14th October.

® Experience/Qualifications:

| am currently/At present | am employed/working as ...

| was employed as (position) by (company) from (date) to {date) ...

During this time, | held the position of .../was responsible for .../my duties included ...
| have received training in .../completed an apprenticeship, etc ...

My qualifications include .../l am presently studying/attending a course ...
| am due to take my final examinations in June ...

| have/hold/obtained/was awarded a degree/diploma/certificate in ...

| have successfully/recently completed a course in (subject) at {place).

® To end letters:
| enclose/Please find enclosed my CV/references from ...
| would appreciate a reply at your earliest convenience/as soon as possible.
| would be available for an interview at any time/until the end of June/etc.
I would be pleased/happy to supply you with any further information/details ...
Please contact me should you have any further questions/queries.

introduction

Paragraph 1
state reason(s) for writing

Main Body
Paragraphs 2-3-4-5*

education & qualifications,
previous experience,
personal qualities,
suitability .

Conclusion

Final Paragraph
closing remarks

Full name

* The exact number and divi-
sion of paragraphs and the
order of presenting infor-
mation will depend on the
specific instructions for
each letter-writing task.



2 Read the advertisement, instructions and model below, then look at the
CV on the right, Say which information in the CV has not been includ-
ed in the letter, and why. Finally, suggest alternative beginnings and

endings to this letter,

' = maws hAr ALIOE.

date of birth
subjects taken at GCSE and ‘A’ level
driving licence details and personal interests

references

1

1
—— el ELF o bl _—

You have decided to apply for the job advertised above. Write your appli-
cation, stating clearly why you think you are suitable for the job.

] CLRRINCLIE LAY VIT.AE

- Plame: Steven Bradley

Date of Birth: & Decembrer 1 Saa
Address: 27, Tiffen Avernue, OGloodces e

Educatiomn A ualificatiomns:
T BT 123
Riversicdes Soconmdary School, Glowscester
CGOCSEs: Maths, Economics, English,
Clormmpuating, History, Political
Science, lapancse, Asian
Sterclies

AT Lewnels: Mlaths (B). Ecomorriices (i,
Cherneral Studies (B,
Barsinaess Stucdies (B

This 2-T1T2 7
B .5 imn Business Studies —
Linmiversily of WWales

W ork Expreriemnmce:

Agrril 199353 - Sept 1997

Acsistant dManaging Crrector, Sl bom
Emnterprisos, Lorscodoan

Serpl T9OR9 - Apral 1 oS

sarket Researcher, BLID Soervices,
LR ST e |

Jume TSOEF - Ao 1989

Trarmwee MMarket Roescarcher, The Yenmn
Coorrmapanmy, Taokowon

Crther oy Fosrrrabioa

= Basic lapanese

= Full, clean driving licence

= Interests: sailing, cookimg, jogging.
karate

Referesas:

Carl Speerncer (FPresichenit)
BLLY Services

2, Daawwmvirnge S,

e lenrod

Swusamn MMarcers CAtarvagimg [Direcicor)

SAcliton Enterprises
42, S1 Catherimes St
Lewrvefonrs




2 Read the advertisement, instructions and model below, then look at the
CV on the right. Say which information in the CV has not been includ-
ed in the letter, and why. Finally, suggest alternative beginnings and

endines to this letter.

Dhear Mrs Llowod,
| army wiritimg to apply for the position of Marketimng Mamnager imn youwur T ooy o

cffice, as adwvertised imn last week's Guarcdiam nmnewspaper om 9th COctobeaer.,

Acs owrtlimed imn rmy curriculaorm witae, whhich | have enclosed.,. | attendaed
Riverside Secondary School in Glouucester where | completed miy (GO S E
amnd A7 Level studies. Im 1987, | graduated from the UUmhiversity of Wale=s
withh &2 BESc im Businmness Studies amd RMarketimg.-

AfFter graduaatiocom, [ movwed o Tokyo whers |0 frained as a rmarket
researcher Tor thhe Yemn Company for two yvears. Onmn o my returm o England, |
Ccontimuued working as a market researcher umtil 1993 when | aobitaimed rmy
present posSition.

i arm currently employed as Assistanmnt PMNMamnagimg Dairector at NMelibomy
Enterprnsaes, wheaere my duties imclhade the orgamniisation of staff amnd stock,
as well as thhe allocation of bhbudget withimn the sales departorment. | am also
responsible Tor oversesing the whole business, and amMm gemnerally mnoted Tor
My Qood organisational amnd nmmanmnagsasrnial skill=s.

| beliewe that | would be an ideal camndidats for thhe positaaon yowu hhawve ouat-
hned. as | have had extensmnes rmarkeeting tramrmermg wirklhy a well-kKnowewn Jdapanaes e

mearketing amnd pubhc relatons firrmee. iy Tirme spentt livimg i Tokyo also
ensured that | obtaimed a valuable nsight imto Japanese culture amd workimce
| also hawve a numbeaer of very good business contacts im Tokyo, as

practices.
wwell as a bbasic understamndimg of thhe Japanese language wihich 1is mecessanry”

iT ome 1Is o bbe able to work effectively. Fimnallhy ., 1| arm willing amnd able o relo-
Ccate at short notice, which | understamnd o bhe a requhiarermeant of the positiorn.

| enclose My Ccurmicularrnm vwitase and photographh as reguested, amd | wowslcd
be happy o supply vwou wWitih further detalls shouuld they bbe reguired. | thanik
wio For considernmng rmiy appehcaton amd arm willimg o atiernd amn imnterview at

Ay termee.
Wours sincereiy,
e

Stewen BEradlesy



Alternative beginnings:
With reference to your advertisement in the Guard-

lan of 9th October, | am writing to apply for the
position of Marketing Manager.

| am writing in connection with the vacancy for a
Marketing Manager advertised in the Guardian on
9th October.

Alternative endings:

Please find enclosed my curriculum vitae and pho-
tograph. Do not hesitate to contact me should you
require any further information.

| hope you will consider my application favourably.
| look forward to your early reply.
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'Thank you




