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SYLLABUS:
Kupum

Vkum Ba E3nm amannéru Kyper amanuii Kype 6116 TanabanapHUHT THIHHHT OF3aKH Ba 63Ma
HIAKJUIADUHUA YpraTHlll, yJapHUHT M)KTHUMOMI-MaJaHUN MYJIOKOT MajaKaJapuHU PHUBOXJIAHTUPHIL,
XycycaH YpraHuna€rraH 4eT THJIMHUHT (YHKIMOHAN IIAKJJIapyu Ba yCIyOJapuHU, THJI TYFpUCHAArU
amanuii Ba Hazapuil OWJIMMIIADMHM TAaKOMWJUIAIITUPUII XaMJa OSrajUlaHraH OWiInM, KYHHMKMA,
MaJlakaJlapyuHi KacOuil Ba WiMHil daonusaTAa pKUH KYJUIail ONHMIUIAPUHUA TabMUHIAWIU. YOy Kypc
MKKH MOJAYJIHU ¥3 W4Mra onajau Ba S-ceMecTpna 76 aynuropus Ba 6-cemectpaa 38 ayiuTopus COATUHU
TAIIKWI OTaaH.



Da”HHUHT MaKcaJ Ba Bazudaaapu
VYupH4YM Kypc sKyHuAa TanaOalapHUHI THUI OWIMIIHUHT  YMYMYbTUPO( STHUITaH XaJaKapo
mebepiapu (CEFR) ra xypa B2, C1 papaxacura Moc KenaauraH MaB3ylapra ouj Typiu KaHpra
TaaJUTYKJIM MaTH TypJIapuHU YKUO, Ma3MyHHHHM TYLIYHHUIIUIAPH Ha3ap/a TYTHIAAH.

E3ma HyTK Oyiinua Tajada Tanaba Kylujaard OWJIMM Ba KYHHKMAJIAPHH 3ra/ulalld MapT:

e 500-1500 cy3nan nbopat Mmypakkad maTH €310, yHAa (UKPUHU aHWK Ba MAaHTUKUI O0a€H Kuia
OJIUIIIN;

e Makcajara Kypa MaTH KaTop TypJIapHHH TaHJIAIIW Ba €32 OJIHILY;

® UHINO TYypJApWUHU, JKyMIAQJaH Xal KWIYBYHM KUXATIAPHU TACAUKIOBYA Ba HUCOOTIIOBYM
JATWIIAPHU Y3 UYUTA OJITaH 0axc -MyHO3apaiu Ba ¥3 pukpuHu ndoaanoByu HHIIOIAp E3UIII,

e ¢&3Ma HyTKAArd Typid yciyOmapnaH Maxopar omnas Qoiinananum;

e TaHKUAWK QUKPIAPUHU YeT THIUAA 0a€H KNI MaJlaKaJapUHU PUBOKITAHTUPHIIL;

e V3 ¢3Ma HYTKUHU Taxpup KWIWII Ba TCKIIMPUII OPKATHM OHA THIM HWHTEPPEPEHIUSICU
MyaMMOJIApUHU aHKWJIaI Ba OapTapad HTHII;

® pOKAIANITHPHIN, OaXO0JIalll, TAXPUP KHIIUIII Ba KaiTa KYpUO YMKHUII MajlaKacwra 3ra OYJIuim
1apT.

VKyB peskagaru 6omka paniap 6uiaH §3apo GOFIMKINTHA Ba yCTyGHii )IXaTIAH y3BHIINTH

Vkum Ba Esnm amaaméTm Kypem MasKyp TabiuM HYHAIMIIM YKyB PEXacHIard OOIIKa
UXTUCOCIMK (aHiapu OunaH y3apo OofyuK OYnud, Moay/ulap KeTMa-KEeTIIMITM Ba Ma3MyHHra Moc
paBuma 5 Ba 6 ceMecTpiap JAaBOMHJA YKUTHIAAM. YKHII Ba E3um aManuérn Kypenm yKys
PEKAHUHT “THJI KYHMKMaJIapu UHTerpauuscu’”, “Tun acnexktunapu aManuéTu’, METOJUKA, KypcllapH Ba
YypranwiaéTrad 4yeT TUJIMHUHT Ha3apuil Kypciaapu - THJI Ha3apusCH, CTUJIMCTHKA Ba MaTH TaxJIMJIU Ba
Kuécuil Tunosorus GaHgapuAaH 3apypuil OwiMMmilapHM srauianyia ymoy daH Moaymiapu Oyiinda
Y37alITHpWIrad KYHHKMa Ba Majakaiap MyXUM aXaMusT KacO 3Taiu.

daHHM YKUTHIILIA 3aMOHABHI aX00pPOT Ba MearoruK TeXHOJIOrHsAIap
@aHHM YKUTHOIIA [IAaXCra HYHAITHPWITAH TabJIMM METOAM Ba YeT TWIMHM YKHUTHIITra
KOMMYHHUKAaTHB €HJAIIYBJaH MaKcHUMall Aapaxana doiinamanum Tanad sTwiaaud. MaimrynoTiapaa
JapciavK Ba YKyB KyJUIaHMalapAaH TallKapyd ayTeHTHK MaTepuajulap: ayauo, BHJEO0, rasera Ba
JKypHaJIJIap, MHTEPHET MaHOANapuIaH, WHTEPAKTUB YCYJUIAPHH KYJIaraH Xojjaa akiuil XyxKyM, Keic-
CTaau, JioWWxamap TaWépnail, poyuM YiiuH, aebaTiap, Tpe3eHTalus METOJJIapuiaH KEHT
doiinananunaam.

Moay.a: E3ma HyTK amanuéru Moy 6Yiinda MaIIFyJI0TIApHUHT MaB3yJ/1ap Ba coaTiap 0yiinua
TaAKCHUMJIAHUIIIHN

@daxkTiapra acociaHraH €3Ma HyTK:

e xucobotnap (yupamryB XucoboTiapu, Tampud xucodornapu);

®  TaJKUKOT XUCOOOTIAPH;

e XM Ba EMOH TOMOHJIApUHH OaxoJiall Ba TaX IWIMHA XHUCcO0OT
WNHumomnap:

e (puxp OMIIUPYBYM MHILIO;

e “Kapiy €KM KapIly dMACIUK PUKPUHHU 0aéH 3TYBYM HHIIO

e (axc MyHO3apajiil MHIIO TYpU



e TaHKUIMH OaéHmap 2-Kypcaarura Kaparanaa 6atad)cui Ba KeHr OVIIMIIY JI03UM,
e BOKea-XoJAucayap UIapXH,
® MakoJa HIapxu
Xatnap Ba pacMui XyxoKatiap:
- pacmuil xariap;
- apusa;
- WJIOBA XaTw,
- TaBCHUSIHOMA,
- TYWIYHTHPUII XaTu Ba 0.
VKum Ba yKATHINTa éHaNIyB
® TONIIMPHUKJIAPTra aCOCIAHTaH aMaJlui M1,
e TypJu MaTHJIap Taxjiuiu ( ra3era, >KypHajl MaKoJajaapH)
® MaTHJIAPHM YpraHWiIaéTraH 4yeT TWJIHM Ba OHA THJIMJIA Tapalies], Kuéciaarad XoJaa TaxX il
KHJTUIII;
e JlapciaH Tamkapu &3ma Basudanap,
Esma HYTK JKapac¢Hu:
o ¢&3Ma HyTK Y4yH Talprapiuk MalkiapH,
o macTiiaOku (XOMaku);
o ¥3apo KaiTa KypuO YMKHUIL,
o ¥3-¥3uHu Gaxosarl

Acocuii KUCM
DaHHUHT aMAJIMH MALIFYJIOTJIAPU Ma3MYHH

MyCTaKI/IJ'I HIIUIAPHHA TAIIKWJI STUINHUHT IIAKJ/JIH Ba Ma3MYHH

NHrmm3 Ttunuaa cys3namyByd  MaMjakariaap  JaBpUM  Hampiaapd TWIMHHHITY3MIa  XOC
XYCyCUSITIIapid Ba YJIApPHUHI TapKUOWM Ty3wiIManapH, >KaHpiapH;, Typiauaapaxanaru axoopot
xabapiapu: aHUK BOKea-xoaucajlap TYFpUCHIA CUECHU-UKTHUCOIUN-MagaHui axOopoTiap; OHT
aXxaMUSTIIM BOKea Ba XOJUCAJapHU M30XJa00epuir; ¥3 MamilakaTh Ba >KaXOHJArd aHUK CHECHIl-
MKTUCOAMN-MAIaHUI BOKealapBa )apacHIapHU Ha3apui KUXATJaH YMyMJIAIITHPHILL.

Tanaba MycTakw1 WIIHK Tai€pramga MyailstH paHHUHT XyCYCUSATIApUHUXHUCOOra oJIraH XoJj1a
Kyiuaaru makiuiapaad GpoiganaHuIny TaBCus dTHIIAIN:

- TYpJM XU JIyFaTjiap, FpaMMaTUK MabIyMOTHOMajap épaaMmuia JEKCUK Ba
CUHTAKTUK OMPIMKIAp YCTUAA YyKYyp I 0110 OOpUIIN; TUIT Ba MalaHUSAT
6opacuaa Typiu X YXIIaIUIMKIap Ba TadOBYTIApHU aHUKJIAIIN;

- KOMITbIOTEpJIallrad JUHradoH BocUTatapy OUIaH MIILIAIL;

- OPKHMH MaB3y/la MHIIO KK 0aéH E€3UIL; TAKAUMOT KNI, e0aTAa UIITHPOKITHILL;

- ¥pranmnaérrad Ba MyaMMOJIM MaB3yJiap/ia JOHUXaBUil — TAAKUKOT UIIUTAPUHUOINO GopHIL;

- Ypranmwiaérrad TUJ Ba HyTK MaTepuanra J0Mp Mallkjiap Ba TeCTiap Ty3Hlll,

- Ta3eTa, )KypHaJl MakOJIAJIApHU YKHII Ba yJapJaH TApKUMaW XOJI, PE3IOME,aHHOTALMS E3UIIa
doiinananmu;

- Oaguuii amaOuET YKUII Ba YHU TaKIUMOT KHUJTUII,

- TypJI XUJ1 QYHKIIMOHAN ycayO1aru MaTHJIAPHU TapsKuMa KUJIUIIL,

- (hopMyIIsIp, aHKETA TY3HII, TApPKUMAU XO0JI, PE3IOME, AHHOTaLUs €3HILL;

- E-mail 6yitnya ax0opoT *yHaTUII Ba KaOYIJ KUJIHUIIL,
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- nebaT, MyxoKama, KeJIUIIyBiIap, yupamysiap, YHuHIap YTKa3ull.

Tanaba mycTakui UIIHYU Taképnamaa GaHHUHT XyCYCUSTIApUHU XUCOOraojral Xoiaa Kyiuaaru
HIaKJuIapaan GonganaHuIn TaBCUS TUIIAIH:

Japcnuk Ba VKyB KyiutaHManap OViimua ¢an 000yapyu Ba MaB3yjapwHH ypranuil;, Tapkarma

MaTepuauiap 0yiinda Mabpy3anap KUCMUHH Y3IalITHPHIL;

Maxcyc anabuérnap Oyinua dannap 6ynumiaapu k1 MaB3yaapy yCTHUIAUIILIALL,

WuTepHeTr nMKoOHUATIApUIAH (POiAaIaHuII,
Macodauii (TUCTAHIIMOH) TAbJIUM UMKOHHSTIIApUIaH (O aaIaHHUIIT;

MycTaKu1 Il HaTWXKajlapy 103acuaH €3Ma Ba OF3aku ax0opoT Oepwi;

MycTtakuil Uil y4yH aKpaTUiaJurad BakT XaKMUHU Ba BazudaHu
KYIIaUTUPUIL;

TanabanapHUHT MyCTaKUII MKOUM UIIUTAPUHU Ha30paT KWJIKII Ba Oaxoarll.

Kypc noiinxacuHuHT Makcaau TanadalapHU WHIIH3 TUIH Ha3apui(oHETHKACH Ba (POHOIOTHSICH
Oyiinya MyCTaKuJ HIIanl KOOWIMATHHUPUBOXKIAHTHPUII, OJITAaH Hazapuil OWIMMIApUHU KYIlamiga
amMaliiii KYHUKMaIapXOCHJl KIJTUII, yinapaaH ¥3 (aonusatuaa yHymin (oiigananu, Kypeioinxatapiuau
WHIJIM3 TWIKA €3I KYHUKMACUHU AKIIAaHTUPUILIAH
nbopataup.

Kypc umum maB3ymapu ¢an Tamabuman kenu0 4ukuO Ty3Wsiagud Ba Xap HWIMSHTUIAHUO Ba
Tynaupu6d Oopwinamu. Kypc wunuiapm  maB3ynapu  OJJIMHpPOKTa€praHaau Ba  Tajabaiapra
TaHULITUPUIA]IN.

Nnmuii pax6ap xap Oup Tanadara maxcuid TOMIUPUK Oepasiv, KYPCUIIMHUHT PEXACH TY3WIaIn
Ba TETUIUIM aAa0uéTinap TaBcHs KWIMHAIU Ba TOMMHUMPABUIIIA HA30paT KUIUO Gopaiu.

JactrypHuHr ungopManmoH — ycJayonii TAabMHUHOTH

Acocuil ypranuna€rraH 4er TWIM (aHUHM YKUTHUII >KapaéHuaa TabIMMHUHI3aMOHABUN
METOJIapu, TeNaroruk Ba axO00poT KOMMYHHMKAaTHUBTEXHOJIOTHsUIapuiaH (oilganaHuil Hazapaa
TYTHJITaH.

Ma3zkyp (aHHUHT KypcH 03acH/IaH MalIFyJIoOTJIapAa ayJIuo-BHJICOBOCHUTANIAPU Ba KOMIIBIOTEP
TEXHOJIOTHUIapH €pAamMKia TAKIUMOTIAp YTKa3HUIIL.

AManuii MamFylnoTiap JAapciapuiia akiaui  XyXKyM, TYpyXJu (QUKpail,uaior, MOJHIOT,
KOMMYHHKATHB MYJIOKOT Kabu UHTep(aon yycyuiapuaaH
doitgananui.

Knunk rypyx mycobakajiapy, MHTEpHET SHTWIMKJIAPU Ba WIFOP IEJarorMKTEXHOJIOTUSIIApHU
KYJIJIal Hazapaa TYTUJIaId.

byHnan Tamkapu TH3UMIM EHAOIIYB acocuaa TajaOalapHUHT YKUII —OMIUII (aoausTHHH
TacBUpJIAHUIraH TabJIUM >Kapa€HUHUHI JOWMXacu Ty3uOuuKmiagu. TabiuM Makcaau peajl, aHHUK
JMAarHOCTUK OYNHIIUIa OSpULIMIAAM BaTadaOaHUHT OWIUM, Y3namTupuimu  cudatd  0OBEKTHB
OaxonaHagy. TabiuM >Kapa€HUHUHT TY3WIMIIM Ba Ma3MyHHU SIXJUTIUTH, y3apo OOFIMK Ba ¥y3apo
TabcUpHJa OYIUIIMTa SpUIIMIATU. AMAIMN MalIFyaoTiIap TadaOaHUHT (aoJIUrura TasHuO 3ursar,
OpeitHCTOpM, CKapabeil Ba mry kabu metomiap €paamuaa onud 6opmianu. Opanvk Ba sSIKyHUH HazopaT
Ba OaxoNAIIHUHT Kepakiu YpHUHJapu OeNrujaHraH Me30HJapra OWHOAH TanabalapHUHT TeCT
BazuQanapiHi OakapHIlld OpKalM amajra OIIMpWIaguKky, byHna TanalGamap OuiauMm  gapakacu
IIaKJUTAaHTUPYBYM Ba >KaMJIOBUM Oaxoiap
épraMuia aHUKJIaHAIN.

DoHIATAHWIATUTAH ACOCHH TAPCIMK BAa YKYB Ky/UIaHMAaJIap pyixaTtu
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ASSESSMENT SPECIFICATIONS

The subject of Reading and Writing will continue during the first term, writing -
through the academic year. At the end of term 5 students will get one grade for both
aspects.

Writing:

Aim:By the end of Year 3 students will be able to write a range of text types to a level of
proficiency equivalent to Band B2 - C1 in the CEFR.

Objectives
By the end of Year 3, students will
e Dbe able to express themselves at length (500-1500 words) in writing from a clear
point of view on a range of complex subjects;
e be able to write a range of text types for different purposes;
e Dbe able to write different types of essays such as argumentative and opinion essays
emphasizing decisive points and including supporting details;
e Dbe able to write in a range of styles;
e have developed their critical thinking skills in English and thus have become more
adept at writing effectively;
e have developed awareness of mother tongue interference problems in their own
writing through proof-reading and checking
e have had further practice of planning, evaluating, editing and revising.
Assessment profile

Semester 5

Continuous Assessment 40%
e Survey based on project work done or social problems 20%
e Formal letter 20%

Mid-course Assessment 30%

e An opinion essay

Final Assessment 30%
e Report on event

Semester 6
Continuous Assessment 40%
o A final draft of extended argumentative essay 20%
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o Critical Review of a Newspaper Article 20%

Mid-course Assessment 30%
e Critique based on readings
Final Assessment 30 %

¢ Reflective log

For each type of task there will be dead line. At the end of each month Ss will submit
required task for Reading and Writing separately.

Lesson Plan 1
Course title: Writing

Topic: Application letter. Recommendation letter

Level: B2

Time: 40 min

Materials: One copy of the worksheet for every pair of students, successful writing
proficiency student's book.

Objectives: to introduce students to  types and style of letters, to show them the
peculiarities of this type of letters to develop their writing skills, to give them opportunity

to learn the main strategies of writing letters.

Ta_slfl Procedure Do : WIGLE c_)f Time Materials
Activity S Interaction
T. gives questions
according to the topic. Ss.
should predict the
answers.
Pre- 1. Have you ever written :
teaching letter? Whom? to predict whole ) 5 none
activity 2. Have you followed any answers group minutes
rules?
3. Do you know any
types or style of
letters?
T. shows the PPP about dP??'teaCh
the topic which is going to | differentia
Activity 1 P _g J ting types Whole 10 PPP
teach. And explain the and styles group minutes
types and style of letters. of letters
Activity 2 | T. Shows Video about to give SS | Pair work 10min Video




letters. general
informatio
n about
trends
T. distributes handout 1
read the extracts
and say which is a) to
informal b) semi-formal understan
Activity 3 | c¢) formal and Which one d Pair work 5 min Handout 1
would you use to write a | difference
letter to a) someone you S
know but are not on
intimate terms with?
T. distributes
handout asks to read To
the extracts and say develop The whole
Activity 4 | which is a) informal their 10 min Handout 2
b) semi-formal c) knowledg group
formal and Ss. check e
their answer
T. distributes To
handout and asks to identify
. read the following Ss. . .
Activity 5 text and differentiate Understan Individual | 10 min Handout 3
the different types of ding about
letters the topic
T. gives handout and
asks to study the
exercises. PutanF To
Activity 6 | for formal and an | practice | Pairwork | 15min Handout 4
for informal the topic
language. Give
reason.
Ss should do the task.
Match beginning
with ending and Ss Individual 5min | Home task 1
Homework

should write the main
body of the letter
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HANDOUT 1

é ®
) Dear Mr and Mrs Connelly, i

Best Wishes,
Alberto Ponti

1 Look at the different layouts.
Which are used to write a
formal, semi-formal or
informal letter? Which one
would you use to write a
letter to a) someone you
know but are not on intimate {
terms with? b) a relative? ¢) !

a company manager whose }Dear Sirf Madam

|

b

name you know/ don’t know? Yours
aith
d) the authorifies? % etmf 2 fully,
- Helen Perking

— o
%
}

Dear Margot,

| ove, _
iz Chris “ ;i
i

AT o R H

& x

| Dear Sirs,

Yours faithfully, |

Jessica Collins

. MM%“NQ WMM

o
e "

Yours smcerelg,

Adam Clagton
Adam Clayton
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HANDOUT
2

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

the letters addressed to?

A Regarding the future opportunities in your field of work, | would rec-
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 ¢
of your company, and | believe that you now possess sufficient skills and
experience to tackle the challenge of additional responsibility.

On the matter of further training, | would suggest that you might try to
upgrade your IT skills to enable you to take advantage of the full range of mod-
ern 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. |

T PPN - .

ing in Wi ‘ h, I'd say do your-

B |f you really hate living in kalebo_rough that much,
self a favo):Jr and Ieyave. Don’t hang about either. If you come back here sc;(t):,
I'm sure you can find a job without any problem, and you know you can stay

' ntil vou find yourself a place to live. _ N ‘
wncvrl':;(eéjon’t\;ou pull yourself together and get on with building a better II_?;e
back here where you belong? It's high time you took a few risks again, ke

when you were a kid. Get 2 new job, find some other stuff to fill your time.
Move back here and go for it!

€ Of course, it will be a big change going to live in a different part of the
c_oqntry, away from your family and all your old friends, but it need not be as
dn‘fycult as you seem o think. Why not apply for a room in a university hall of
resrdence? Everything is provided, and because you live with a lot of other
students, it is easy to make new friends.
. As fa( as the course goes, | am sure you will manage very well. The work
is at a high_er 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.
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HANDOUT 3
3 Read the following writing task instructions and say what type of letter
you would be expected to write in each case.

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.

2 You have read a magazine article which you believe 1s imaccurate 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.

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.

13



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
stating your views on these points.

5 You want to open a small business but
do not have sufficient finances. Write
to the New Community Enterprise
Programme giving reasons why you
think they should provide you with
financial assistance. You should
include details of the type of business
it will be, where it will be located and
explain why you think 1t will be suc-
cessful.

6 You recently spent the weekend at
your employer’s cottage. Write a letter
to him/her, outlining what you enjoyed
most about your visit and inviting
him/her to visit you at your own house
in the near future.

Handout 4
4 Putan Ffor formal and an | forinformal language. Give reasons.

1 Thank youvery much for vour cooperaton nthis matter. 121 would ke to nform you about th proposed chang
D 10 great t sec you again afer so long! due o Lake plice over the coming months
3 My husband and | request your presence.. (3 Sorry | haven't written for ages, but I've been up to m
4 Itiswith deep regret that | must inform you . ears n work,
5 Hope this advice will be of some help o you. 14 We thought we'd have a gel-together in the near futu
6 Woulditbe possbl o gt together ver unch sometime~ and wondered ifyou'd ke to come.

soon’ 15 It appears that our records are out of date o it woul

71 sympathise completely with your predicament but— therefore be mosthelpful if you could forward the nfor
unfortunately no futher acton can b taken at this fime, ~ maton requested overkal.

8 1am wriing tocomplain bout the servicewe receved .. 161 hook forward to seceivingthe nformation requested

9 I'm looking forward fo secingyou bothon Seturdey. 171 am wrtingnrespons o he acvertsement coneening .

10 On behalfof our company, I would ke to apoogis for .. 18 Tem witng n my capacity s chaiman of .

{1 Tm reallysory 2bout the misunderstanding and [ sure 19 Twould be most grateful i you couldoffersome advice.
it won'thappen agai, 20 T'11be more than happy to put you up for a few days.

Home task
14



5 Match the beginnings and endings below, and then identify the purpose
of writing the letter from which each pair of paragraphs is taken.

| am writ‘ing in respo.nse to your advertisement in yesterday’s 'D.aily Scope

concerning a vacancy in your sales department. o ;

I am writing in reply to your letter réqu'.e.sting infdrrﬁéti(l)n:éb(:)ut our products

3 lamwriting in my capacity as chairman df the residé.hts".as.sociatibh" to draw
your attention to the problem of excessive noise Ievels in our neighbourhood.

4 | am writing to requeSt permissioh to use the'dbmpany premisés for a
meeting which will be held during the holidays.

5 | am writing to advise you of the changes in the schedule for the forthcom-
ing seminar on “Safety in the Home.”

4

A | hope that these changes will not cause you too much inconvenl
that you will stil be able t0 attend.

mething in 0U that meets your
B We feel confident that you will find som-et‘hmg in ourdrange that meets y
requirements and look forward to receiving your order. |

' Ilook for-
' [ tween 9 amand 5 pm, and | loo
ilable for interview any weekday be am -

C ‘V?,Z:S \ig“r?;eting you in person to discuss the pqssubuluty of my emplgym.

[ i ok for-

D We trustthatyou will give this matter your ur'gent conade;at;or:) 32::(!: l)ome o
ward to receiving any suggestions you might have to nelp |
problem.

| the facilities
' e to allow us o usé the fact |
be extremely grateful if you wer : us to cites
; Vfvoer \,':Il'?g lguration of our meeting. Thank you in anticipation of you
cooperation.

Keys

15
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Layouts for formal letters: C, D, E
Layout for semi-formal letters: B
Layout for informal letter: A

a B b A c. C,D d. DE

formal

complex sentences: e.g. On the matter of ... mod-
ern technology available.

non-colloquial English: e.g. Regarding ...; 1 would
recommend ...; On the matter of ...; ... you should
find appropriate to your needs.

advanced vocabulary: e.g. seniority; competent;
sufficient; upgrade; operating; appropriate

- informal

idioms: e.g. pull yourself together; It's high time
you ...

phrasal verbs: e.g. get on with ...; go for it
colloquial English: e.g. do yourself a favour and
leave; you know you can ...; back here where you
belong ...; ... like when you were a kid; find some
other stuff to fill your time

abbreviated forms: e.g. 'dsay ...; I'm sure ...; Why
don't ...; It's high time ...

semi-formal

{writer has used a combination of formal and infor-
mal language)

informal language: e.g. Of course, it will ...; Why
not apply for ...; In fact, | think ...; ... so | really think

formal language: e.g. it need not be ...; ... to study
your subject in depth.

The purpose of writing these letters is to give
advice. Extract A is addressed to someone the
writer does not know personally and who has
requested information, extract B is addressed to a
close friend and extract C is addressed to someone
the writer knows but is not on intimate terms with.
(Extract C could appear in an advice column in a
magazine. In such publications the style is semi-
formal even though the writer does not know the
person personally.

semi-formal letter giving information and making
suggestions

formal letter of complaint (expressing an opinion
and making suggestions)

informal letter giving information

formal letter making suggestions

formal letter of request

semi-formal letter expressing thanks and including
an invitation

F (complex sentence, non-colloquial English)

| (abbreviation, colloquial English)

F (advanced vocabulary, non-colloquial English)
F (advanced vocabulary, non-colloquial English)
| (omission of pronoun}

16
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| (colloquial English)
F (advanced vocabulary, Passive Voice, complex
sentence)

. F (non-colloguial English)

| (abbreviation)

F (complex sentence, non-colloguial English)

| (abbreviations, colloquial English)

F (complex sentence, advanced vocabulary)

| (omission of pronoun, idiom, abbreviations)

1 (colloquial English, abbreviations)

F (complex sentence, advanced vocabulary)

F (complex sentence, Passive Voice, advanced
vocabulary)

F (advanced vocabulary, complex sentence)

F (advanced vocabulary)

F (complex sentence, non-colloguial English)

| (abbreviation, phrasal verb, colloquial English)

letter of application (for a job)

letter giving information

jetter to the authorities (making a complaint)
letter of request

letter giving information

>PMOW@O

(T can ask Ss to give examples ofthe features ofthe style
each letter is written in. e.g. 1 informal: colloquial
English [do your best, make it].)

!\)_l

ENOOA®

informal, ending, letter of invitation

formal, ending, letter giving information/ietter of
apology

formal, beginning, letter of apology

formal, ending, letter of complaint

formal, beginning, letter of complaint

formal, beginning, letter of application (for a job)
formal, ending, letter of apology

informal, beginning, letter of apology

a. Letters of Request

To request permission to use/rent the community
centre (for a month) as a venue for an exhibition.
The work of local potters.

The community centre is big and centrally located.
They will be able to put on a better exhibition and
more people will become familiar with the centre’s
facilities.

To thank them in advance.

1. ¢ 2. b 3. a 4. d

Paragraph Plan

Main body
Para 2: why visit would be useful for class
Para 3: what students would like to do during visit
Para 4: suggestions/benefits to the company
Para 5: employment/recruitment possibilities for
the company

Conclusion

Para 6: thanking the company for considering
the visit



Recommendation letter
Topic: writing letter of recommendation

Level: B2
Time: 40 min

Materials: handouts-Worksheets 1, 2, 3, 4
Aim: Students will be able to do a self assessment and write a letter of recommendation
about themselves.
Students will use full block style of letter writing with proper heading, salutations and

closings.
Task/ Procedure Objectives | Modeof | Time | Materials
Activity interaction

T. asks the . pre-teach | Whole 10 Worksheets
Activity 1 students to make a English | group minutes
Brainstorming | Written list of 10 developi

positive things ng

about themselves

in which the vacabula

teacher would ry

agree and think

about personal

characteristics,

classroom and on

the job attributes

(good things about

them!) It could

include

attendance,

attitude,

willingness to go

the extra mile, etc.
Activity 2 1. T.explainsthe |« toteach | Group 30 min | Worksheets,
Mini lecture structure of new type | work video

recommendation of letter

letter on the PPT
and give s list of
useful vocabulary
and
Recommendation
Letter

17




Requirements for
Students.

Activity 3 Ss watch the video |« to focus 20 min | Successful
Speaking material about onthe | Pair work writing
how to write letter ways p.95
of . how to ex.4
recommendation.
scan and
compreh
end the
given
material
Activity 4 T.askstoread the |« togive Whole 10 min | Successful
instructions and SS class writing
model letter and opportun p.95 ex.5
list the sugges_tlons ity to
made and their ;
expected results. Is d!SCUSS
the writer’s given
opinion positive or material,
negative. finding
main
points
Activity 5 T. should to develop | Group 10 min | Successful
encourage students | successful | work writing
;?13\]/2?5 itr?dartirs learning p.96 ex.6
before checﬁ)(ing as strategies
a class. *
Summary of | T.puts Ss in small | to help to Successful
the lesson groups and asks | achieve a writing
them to match the | concrete p.96
Iven suggestions
'?o the ex%gcted ou.t put, ex.1
results and link using

them with
appropriate linking
words.

appropriate
language for

18




the context;

Home task

T.asks the students
to read the
instructions and
the given model
letter and correct
the mistakes. T.
divides the Ss into
3 groups and
explains the ex.7
on p.100

19
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T Lok at the fllowing writing task
insdraetinns and answer the questions

below, The questions apply fo all
three tusks,

al As a soctal worker, Trave recehved

6 Read the instruciions and the fol-

lowing musdel letter amal  oorrect Introductio

the mistakes which have beem Faragraph 1

heighuli gt e - stabe reasan{sh fc
Touw ars on e commitles of a koo i Hh"l“' Eody
cherity oroanisstion which racantly E'-H?r'g;;slp1h.aznk5

il aAediliones lor s fonoal Turd-
raizing wansty concen. Tou hees
ran asked 1o wribe & latter b cea of

Paragrapi X

better advizing them how to deal with

the situation. You shoold offer certain
actical sugpestions and reassure

them that they need not worry.

v apEinics of ac®l There are plans fo tear down an old

cinema in the lown where you e,

T Qandeal s P iy aodibored, Paragraph 4
thanking 1hem for taking  part, - it changes Write & letter to the authovilies
axpressing your operticon of theair per- gh.-egf%eagn-r'g .ﬂlbﬂg WFHHMMMM
formance, suggesting how i migh be done, and ime alt "
ke improved and explamning wshy Canclsinn g IHHIE"EMHI'IFIE' ikt e
these changes are necessany. I Firal Paragragh ways in whic ding might

closing ramarks

Full name ©l You recently visited a new supermar-

Mlizar Sddr Ll
I o seriging aos dechald af Hhe Feadherion Friemicls” saiib mepae
. L

;ﬂ:w.'-:-u- avclitiom abeart oo Fronaf-radsimy comcerl. Linfoss o

5 g = q i |

"F'L .-urnI-:l-l_lnl: of meeopls irvaclve o erakeos 6 imgraclical o ol
merivEareals, and aetfoms are selecied an 1R i i

[EEEET T T = b":'b""'urh""':-!': reacdy

Ton Bregion wdithr, 1 vecsled Bikes L ok TS A PR O PO S iy

R I appeear 0 the comoert, YWe realise (Pad a groat deal of e
efford wisre necessary: fto [ e P T T T
III:‘.-I-:; -_---wh ey dmprescive v wwith vdur et mannce s e aadis
e L= -rt- ors ol I_In:- commites erjoyed it enonmeasly. Vee o)
=IO el cfarncing weere of o Breat slancloca amd vowr groups
bors shevaeegd oo wWEry professiomal approach B =

L™, P o i 0 0 = .

- -:I sewiniled likee lor simpeesst oo aar dueas b alberaticons, ak
wolmeh e el svaualed dmprose tlee oseerall pErfmrmances, Firs
[ty g TR BT § Py !.'A-f-:ll-\:'l.-i.‘--;. thaat it svcwaled hanee besn hotter if the |_‘L||1-l.'|-_=-r
.|Ir~e'-!i.'|:.- POsitioneed an the slage o the curdaimn o Ty o T I T
|;'1|«. is thar the v for e comosrt is yerme small and, « |:|r.uue-r_;
the spreces Behind thwe stage &5 limmiced, Socongdhy, e -.-.-|1|de

ket or fast food restawrant witich has
opened in your nelghbourfood
Write a letter lo the manmager
expressing pour opimion of the
establishment and suggesting ways
i which it could be improved.

& What grecting would vou use?

® What is the main purpose for writing
the letter?

® What is the additional purpose?

* Whal useful ¢xpresions can you think
of for making supgestions?

® Whit purseraph plan would vou use?

® What useful expressions could you
wrike a5 opening and closing remarks?

® How would vou sign the leter?

fargize sl Lhat ssomr ool e lase wlearws From vour OeE Pl g ces din

that rmake it shorcer. WWe Sl thar rhis 0= Aoecessary beconse v

L, T Ie] ] 1 3 H
b TED oy aned, i ovrdder dor buve @ reicdes wiwrieny of acts in 1R
curt, s amecessare 10 limsl each perio - ) =y
, i
: -I;“I':-‘h- I L& FITaE e I 53 FINASIFTILIE o
P heaygees that vou will approciare thee meecl for these chamnzes arcl

e o -
([5 [LOT

EREEET T |

b= gt ful @ oo cam corlact e go arcange rehearsal Emes, [ loak o

wwdrdd Ao heearing: froem O SO,

Wours Eaithifubhy,

o=
LFP. Maugsfas
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offer guidkesd 10urs in lonsign enguages
insiall ramps
publiciss the mauseum's ahibils mede wickly

SLETEES

umaful for Woursts
M accoss aasior for dsabled people
s pecpks mdds awaie ol e regiulad bl bitions

Tihe wriber's apinian g & pofilive ane,

Exprassians to |ustity this:

— autremely imemsting ad informeative .,
panicidary impmssed ..

— heew approachable and helgful the raussda alall

-. | appreciated tha fact that .

- knowiedpeabis and irdommative about their ub-

. lascinating and anlightening ...

mn ﬂﬂmﬁmﬂﬂﬂ

.. il I-:p-lq:ll-ul:ll'HI
Immuﬂhlm..
.. Pongkdarats and ocomsonee ...

Answer keys
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.. | weousld likos 1o congraiulaie you an
« Figh Bandad of Your MiEsam ..

5 a 3

b. 4 c. 1 d 2

(Suggesiod answors)

A | woukd suggest hifing more sta¥. consaquantly
wark could bo delegated and done mane efficienily.

b Moty | g ppeemat Whanl yold nersvale thea pramisss, thss
alracting & greaber numbar of youngar pecpk and
miaing more of a praf?

6. Another suggesthon wolld ba i inglall compuiers
s @ reswlt, loss time would be washed on wriling
down persanal Floimmalion,

d. | 'wiowild vanhew 50 suggest hiring o bounoer; you
would therefors succssd in EiEining 8 highss

starsdand of clismala,

6 (about] for {GroupE) group's
fameian] nusmbr {athough)
(acions) acts [have bean] be
rwers] was {oF) Te

fmprassive) Impressed  (that) ta

commitiee |can) eould

grasi] high althiully) sincersly

T oa) -

Dhear K7 andd M + surmamsa,

Too advisa tha tamily of ways in which they can
el with Iving In & naw country.

To aHnr FRASSLTanCE.

ag. it might bo usoful 1o _; | feel your besi
cowrse of action wiuld baio . | woulkd scnghy
Bugges! that ..,

Suggested Parsgraph Plan

Para 1: reason for writing f express understand-
ing af probilem

Paras 2, 3! ofer achvioaisuggostions (eg. lan-
guags casses: booklsts from social senvicas on
apscific problams; clubsiscciotios. sion area o
maka new fiends; addredses of glher imimi-
grares frgm sama countny, atch

P & ofor rearssurance (8.9, retural/ Cemmen
ta fesl unsatiled: siluaticn will Soon IMprowe;
wmmupﬂm
Para 5: closing mmarks

. | amwritng in meply o your eier conoam-
ing the difficulies you are axperiencing adiust-
ireg 1 lile in thig colninyg,

%.g. | hopa that these sugpestions will be of
SoETHE AssslAnce,

Yodim ginceraly. 4 Tull nama




Lesson Plan 2

Topic: Cover letters (CV/ Resume)

Level: B2

Time: 80 min

Materials: One copy of the worksheet for every pair of students, successful writing
proficiency student’s book

Objectives: to introduce students to  types and style of letters, to show them the
peculiarities of this type of letters to develop their writing skills, to give them opportunity
to learn the main strategies of writing letters.

Task/ Procedure Objectives Mode of Time Materials
Activity interaction
Pre- Teacher asks In small groups | Whole group 10 min
teach students to students share
Activity | brainstorm their | their ideas on the
ideas on a structure, variety
covering letter | of vocabulary and
Students tell mechanics of a
their ideas what sample A
a covering letter | covering letter/
is like. Recommendation
letter
Activity | Video about Ss read the Pair work 10 PPT
1 formal letter sample. minutes | presentation
writing
Activity | Teacher gives Pair work 10min | Worksheet
2 out a copy of a
covering letter/
Recommendatio
n letter sample
and asks
students to
analyze the
organization,
structure, variety
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of vocabulary,
and mechanics
of it in small
groups.

Teacher asks
students to fill in
the sample of
the covering
letter

Pair work

15
minutes

worksheet

Homew
ork

Teacher asks
students to
finish their final
drafts at home.
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HANDOUT 1

HOW MUCH DO YOU KNOW ABOUT WRITING FORMAL LETTERS?

Read the following statements, then decide if they arc true or false:

1. When the letter starts Dear sir we end it with yours sincerely,

You can send a letter to someone you know with Best wishes,

The first paragraph of the letter should explain your reason for writing.

4. You should start a new paragraph for each sentence.

You should leave a space between each paragraph.

Ms is the title used for a married woman.

Master is the title used for a man.

If you are writing a formal letter, it is not a good idea to use contractions.

(I'm is the contraction of / am

can t is the contraction of cannot)

9. When you are writing an application for a job, it is a good idea to say what a
wonderful person you are. For example, / an intelligent, honest and / work very hard.

10.When you apply for a job, it is a good idea to use a recycled envelope.

S

Hand out 2
Exercise 1

1 Fill in the correct words/phrases from the list below. Try to include them in your

letters.
inevitable, gift voucher, isolated incident, circumstances beyond our control, at your

disposal, compliments, complimentary, oversight

1 Tassure you that this iS a(n) ...ccoveeererrerrerneeniernererneces (single occurrence which is
unlikely to happen again)

2 Unfortunately due to ...omcmcriceneneieeoneceniscsisnesneens , we will not be able to offer
an alternative venue for the concert. (something which we have no control over)

3 Failure to repair the equipment was due t0 a(N) ...covveereveeeenerrereeneereeinne on our part.
(failure to notice something)

G THIS coernrcrieseisensesesen oo sseenesesnenaos that our prices will rise periodically. (certain)

5 We are delighted to enclose .......covecuercerererceeernenenns tickets for our forthcoming concert,

by way of compensation. (free)
6 A complete refund cannot be ZIVEN BUL (1) .ec.erveerecvreseercerenerneeisecensssessecsmserssesssssssenns
for the amount has been enclosed. (token)
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Handout 2

Exercise 1

1

Fill in the correct words/phrases from the list below. Try to include them in your

letters.
inevitable, gift voucher, isolated incident, circumstances beyond our control, at your

disposal, compliments, complimentary, oversight

[ assure you that this is a(Nn) ....c.ccoeeeeererrrrecrerinerenens (single occurrence which is
unlikely to happen again)

Unfortunately dug to ..eeoermernccrnecriecsscnnsccnesnneene , we will not be able to offer
an alternative venue for the concert. (something which we have no control over)
Failure to repair the equipment was due t0 a(n) ...cooovvccnmereereeeorenrereenernreeeens on our part.
(failure to notice something)

TS s ercorencssseeneseseenaos that our prices will rise periodically. (certain)
We are delighted to €nclose .......oereevnercineccrrnen tickets for our forthcoming concert,
by way of compensation. (free)

A complete refund cannot be gIven UL A(11) .ee.vereevecenrccenemmmeersesessminessisesessessssesensees

for the amount has been enclosed. (token)

Handout 2

COVER LETTER EXERCISE

Your name and address

Date

Employer’s name and address

Dear....

Sincerely,

(Be sure to sign)

Your Name

26



Week 5: Transactional letter

Topic: Social issues

Level: B2
Time: 40 min

Materials: Successful writing Proficiency, Headway (advanced),

Lesson Plan 3
Course title: WRITING (Year 3)

Aim: to introduce students with the transactional letter and give them opportunity to
practice strategies of writing and expressing their purpose of writing letter, to teach Ss
how to improve writing skills.

Task/ Procedure | Objectives Mode of Time Materials
Activity interaction

Activity 1 1.T.asks Ss |« pre-teach | Group 3 Power p.
Warm- up what does English work minutes | presentation
activity “Social vocabular 1

issues” mean. y

T .asks to

discuss social

problems.

1. T. presents | to give Individual Handout 1
Activity 2 the slide instructions | work 2 min
Pre-writing task | about writing

transactional

letter.

2.ThenT.

asks Ss to

look trough

the structure

of

transactional

letter and

make notes
Activity 3 1.T. Asks Ss | to develop Group work | 3 min
Writing to answer writing Video
Comprehension | the question | structure of

concerning letter

two

transactional
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letter sample.
2.T. shows
Ss. video on
topic “ How
to write
transactional
letter”

Activity 4 1.T. asks S.s | to develop Individual | 5min
While writing to look learning work 5min Handout 2
activities through the | strategies and

structure and | logically

asks Ss to do | thinking ;

activities in

Successful

writing.
Activity5 1.T asks Ss | to focus the 15 min | Power p.
Writing practice | to listen and | students’ Presentation

write attention in 2

transactional | writing

letter to this | transactional

topic using letter;

the

model(slide

2) .

2.T.divides

Ss into two

groups and

asks to

present types

of letters by

mapping

to revise 10 min

Homework T. asks Ssto | previous

write lessons

transactional
letter.

28




N

112

Unil Tg Transactional Letters

2 Both letters on page 111 were written in response to the situation pre-
sented in the rubric, prompts and notes below. Read these carefully
(several times if necessary) and answer the questions which follow.

You recently attended a seminar about safety at work. Your office
manager has asked you to write to the managing director of the com-
pany you work for, with recommendations for increasing safety in your
workplace. Read the leaflet from the seminar (1), as well as the memo
from your office manager (2), together with your notes on these.

o i Not often
SAFETY IN THE WORKPLACE . enougw
| New staff
HoLp FIRE DRILLS: | every
A full fire drill should be held every 6 months and all |  month
employees should be made aware of fire exits and assembly |
points. It is essential that the building can be evacuated | o‘z;’:“
quickly in the event of an emergency. (checked it
LEARN TO USE EQUIPMENT PROPERLY: . personally)
All members of stall must be made fully aware of operating |
instructions for machinery they will be expected to use, and |
a suitable period must be allowed_for training. Unsuper- | one week
vised use of equipment by untrained workers can be fatal. for all
| new staff
KEEP YOUR WORK AREA CLEAN AND TIDY: 1
Since so many accidents are caused by equipment being left |
unattended, doors being left open, etc, encourage
employees to be tidy. Cleaning should be carried out at Cleani
suitable times and notices should be clearly displaved to | Stﬂff:g
warn of wet floors. be told
A HEALTHY WORKPLACE MEANS A HEALTHY STAFF:
Safety from illness is as important as safety from accidents. |
There are laws governing the preparation of food and
drinks, as well as hygiene in kitchen and bathroom areas. |
Booklets with guidelines are available. Make sure vour com- | pDome -
pany has them and that people read them. v 8/7/97
TAKE NOTICE!
Notices concerning all of the above safety regulations must Need to
he placed in prominent positions. Strict disciplinary action  print @
should be taken if employees do not obey rules. leaflet
employees
o MEMO
From: Jp  To: PWS Date: 8/7/97
wgafety in the WOr cer Seminar T/ ?7ar mak-
Please write to Mr Savage about the:emln L Important!
- mmendations for our firm. X
g e refior ssure hi s much a le.
sitive an .
ﬁ;—jease write and thank the seminar pecple.
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Now write:

i) a letter to the Managing Director
notifying him of your findings
from the seminar and explaining
what changes you feel shouid be
made in your place of work. You
should also mention anything you
have done or intend to do regard-
ing your findings.

(approximately 200 words)

ii) a brief letter thanking the organis-
ers of the seminar for allowing
you to participate.
(approximately 50 words)

¢ According to task instruction i) in th
box above, what are the purposes of th
letter? Does letter a include these?

* Underline the phrases/sentences i
letter a dealing with each point in th
notes accompanying the leaflet. Ar
there any points in the notes whic
have not been dealt with?

* The memo from the office manage
instructs the writer to be positive an
reassuring. Does letter a follow thi

instruction?

* Does letter b follow the instruction
given for task ii)? Why/why not?

* Does either letter use expressions fror
the rubric, prompts or notes withou
rephrasing these?

* Do the letters contain appropriate style
expressions and greetings? What exam
ples can you find?

3 Write a brief memo (about 40 words
to your office manager (“JD”
informing him/her how you have car
ried out his/her instructions.



|

Transactional Lelters

Transactional letters are letters responding to a particular situation, which is presented
by means of written prompts (letters, leaflets, advertisements, news reports, etc, as well
as handwritten notes and comments) and/or visual prompts (diagrams, maps, etc).
They may be formal, semi-formal or informal, depending on who you are writing to.

Transactional letters can be of any type — e.g. to give Information, to complain about
something, etc — and may have one or more additional purposes. You may be asked
to write two or more transactional letters related to the same situation and based on the
same information. These tasks, however, will usually be different in length, style and/or
purpose.
o.g. a) a formal letter of application for a Job

b) a brief note to a frlend Informing them of your career plans.

All the relevant information given in the rubric and prompts must be included in your
letter(s}), but you should use your own words as much as possible, and will be expected
to decide which information is relevant and which is not.

The information included should be clearly and logically arranged, with each point
presented in a separate paragraph containing a clear topic sentence.

Transactional letters should use:

- appropriate greetings and endings;

- standard expressions of suggestion, complaint, apology, etc.

1 Read these two letters and answer the questions which follow.

©

Dear Mr Savage,

Following the “Safety in the Workplace
recently delivered here at Savage Enginee
sequent inspection of our
inform you of certain recommen
pany's own safety standards

Firstly, with regard to fire
that our premises can be gul
the need ever arise. H
| feel that fire drills s
than every six manths .

Similarly, regarding equipment  training,
suggest a period of one week
familiarised wit
This would ensure th

" seminar which was
ring Ltd. and my sub-
premises, | am writing 10 you to
dations concerning the com-

safety, | have personally checked
ickly and safely evacuated should
owever, due to our rapid turnover of staff,
hould be held every four months, rather
as recommended in the guidelines.

| would like to
far all new employees to be
h the safe and correct operation of machinery.
at any risk of accidents invalving equip-

ment is kept to a minimum.

As far as the other guidelines are concerned, | feel confi-
dent that we are taking adequat
circulated booklets on hygiene an
be notifying cleaning staff o
printing handouts warning a
any of the safety regulations

| trust the abov

g precautions. | have aLread_y
d. in the coming week, | will
f revised procedures. | will also be
Il staff of the consequences should
be contravened.

e information (s to your satisfaction.

Yours sincerely,
PU. Stewart
P.W. Stewart
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Dear Sir/Madam,

- dllowing me the oppartul

Savage
you for
o nity to
: _ recent seming

Safety in the Workplace". no

Your guidelines were both prac-

ng,wrr’ting on behalf of
Engineering Ltd. to thank

attend

tical and clearly ex
pressed, and |
8M sure they will be of benefit to
all those who participated.
Thanking you once again,
Yours faithfully,
R, Steware

. P.W. Stewart

* What is the main purpose of
each of these letters (e.g.
thanks, complaint, etc)? Which
letter has more than one pur-
pose? What additional pur-
pose(s) does it have?

* What is the subject of each
letter?

¢ What is the topic of each
paragraph in letter a?

* Are the letters similar or dif-
ferent in style, length,
greeting and ending?
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Lesson Plan 7
Course title: Writing (Year 3)
February
Topic: Letter of request
Level: B2
Time: 40 min
Materials: Worksheets 1, 2, 3, 4,
Aim: to develop their analytical thinking, cooperative learning, writing activity and give
them opportunity to ask and answer questions appropriately.

Task/ L Mode of : _
Activity Procedure Objectives intaraction Time | Materials

T. introduces the
topic of the
lesson on the
board. T. asks
questions about

letters:

1. What is a

letter? teach
Activity 1 2. What kind of I;re-l?ahc Whol p int
B(r:aI'VI:/ I letters do you snegalls'n roO ¥ 10 ;)evgsrr\tzglc?n

INSIOrMING | now? p_ g grotp minutes | !
skills
3. How do you

think the letters
are essays?
And then T.
shows
presentation
about the letter
of request
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Activity 2

1. T. explains
the structure of a
letter of request
on the board and
asks watch video
about how to
write a letter of
request. T.
should monitor
and help where
necessary, and
then he/she
should elicit
ideas from
students as a
whole class
discussion. T.
asks the
following
questions
according to the
video:

Which part of
letter should we
include sender’s
address and
date? How can
we address the
letter to when
we do not know
the name of the
person? Should
we introduce
ourselves as less
information as
possible?

to teach new
type of a letter

Group
work

20
minutes

Video

Activity 3

T. asks do
activities l1a and
1b in pairs and
gets them to
check their
answers together

« to focuson

the ways
how to scan
and
comprehen

Pair work

20min

Handout 1
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before checking
as a class.

d the given
material

Activity 4

1.T. gives
instructions and
the model letter,
Ss should re-
arrange
paragraphs in
the correct order
2. Then Ss
should suggest
alternative ways
to begin and end
the letter

to let the
students get
involved in the
topic
discussed;

Whole
class

10 min

Handout 2

Activity 5

T. puts Ss in
small groups and
asks them to
discuss the
questions which
IS given in
exercises 5
together.

to enhance
students’
interest in the
lesson;

The whole
group

10 min

Handout 3

Activity 5

T.
distributes
handout and
asks to read
the
following
text, which
describes
the graph
below.
Select the
words that
are needed
to complete
the text

To identify Ss.
Understanding
about the topic

Pair work

15 min

Handout 4
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from the
dropdown
lists.

Homework

T. asks the
students to
revise the
structure and
useful
expressions of a
letter

Ss should
write a
letter of
request for
the situation
“You want
information
from a
college or
university
about a
particular
course of
study you
are
interested
in.

5 min
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Handout la
Read the instructions and the model below and insert the following topic sentences in the
appropriate spaces in the letter.

a | would like to offer certain suggestions as to how such a visit would be of benefit to
your company.

b It would likewise be valuable if we could tour the premises to get an overall
impression of the production system.

¢ It would be most useful to see how the theory we have been taught has been put into
practice in a real-life situation.

d In addition, | feel that your company might wish to use the visit as an opportunity for
interviewing the students.

Your economics class at school/college has chosen you to write to a local company
asking permission to visit their premises. Write the letter, explaining why your
class would like to visit the company’s premises, and suggesting how the results of
your study might be of benefit to them.

Dear Mr. Collins,

I am writing on behalf of my economics class at Lawsford Business College, to request
that you be so kind as to permit us to visit your company premises for study purposes.
Our class has been learning about the development of technology in industry, and would
greatly appreciate the chance to visit your premises.

...................... . Furthermore, we are keen to do our study on a successful company like
yours, which has an excellent reputation both financially and in terms of planning for the
future.

............................. . We would also like to ask questions about the processes involved and
your economic policy, as well as information on management and staffing structures.

................................. . Firstly, allow me to suggest that the local press could be invited to
cover the visit, which would generate very positive publicity. Then, after the initial visit,
it might be useful for each of us to complete and submit a full profile and analysis of your
company. You would be invited to select the best of these and would be welcome to use
any of the recommendations in the chosen profile.

..................................... . It is highly likely that, by establishing firsthand contact with
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young people who will be looking for employment when they complete their studies, you
would save on your advertising for vacancies in the future.

We would be delighted if you would consider the visit outlined in this letter and |
would like to thank you for your time and cooperation in this matter.

Yours sincerely,
E. Ballard
Miss E. Ballard

Handout 1b
Complete the paragraph plan, identifying the topic of each paragraph.

Introduction -
*reason for writing

Main Body -
*

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

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

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

Handout 2

For each one of the situations below write a suitable beginning and ending using
appropriate expressions. Then suggest reasons for writing them and the expected

results of each request.

1.You want to request a loan from your bank manager for home improvements.

2.You want information from a college or university about a particular course of study
you are interested in.

3.You want the director of an art gallery to look at your work and consider the possibility
of holding an exhibition.

4.You want the town council to place special bins in your area to encourage recycling.
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5.You want a travel agency to send you brochures concerning the package holidays they

offer for large groups.

Activity 3

Read the instructions and the model letter below and re-arrange the paragraphs in the
correct order. Then, suggest alternative ways to begin and end the letter. Finally, give
the topic of each paragraph.

You are a member of an environmental protection society which is organising a
“clean-up” weekend. Write a letter to the headmaster of your local school asking
for students’ help. Explain what activities will be involved and how useful it will
be for the community as a whole.

Earth
10, Hamilton House
Heslington
London
13th October, 1997
The Headmaster
St Paul’s Secondary School
Heslington
London

Dear Mr. Hills,

O There are various activities planned for the weekend, which will take place on 22nd
and 23rd June. Volunteers are requested to meet at 11 am on Saturday at the shopping
centre on Market Street. Black bin-liners will be distributed and volunteers will be split
into groups for safety. The collection of rubbish and materials for recycling will take
place within the inner- city area and the bags will be collected from the meeting point at 4
pm.

O | am writing on behalf of Green Earth to request your students’ help on a special
“clean-up” weekend which we are organising.

O Then, on Sunday, volunteers will meet on the beach at 9 am so that rubbish can
be collected during the morning. There will also be a “clean-up” art competition which
will be open to young people between eight and eighteen. Applicants are asked to submit
drawings or paintings, on an environmental theme, by 21st June. The winners will be
announced at noon on Sunday, when prizes will be awarded.

O would be most grateful if you could pass on the above information to your
students. Thank you in advance for your cooperation.
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O Furthermore, the entire community will benefit since the town will attract more
visitors, thus increasing business and tourism. In addition, the town and beach will be
much cleaner and safer for our children.

O We fee 1 sure that you will agree that, in recent years, our town and beach have
become unsightly and that there are huge benefits to be gained from such a project.
National surveys have shown that the more young people feel involved in protecting the
environment, the cleaner the area will stay after the initial efforts.

Yours faithfully,
P.D. Midgeley
P.D. Midgeley.

Activity 4

Look at the following writing task instructions and answer the questions below. The questions apply to
both tasks.

a) You coach an amateur football team. Write a letter to a local school requesting permission to
use their facilities and explaining why your team cannot find facilities elsewhere. Suggest how this
may be arranged so that your team's training will not interfere with the school’s activities.

b) You work for a children's home which needs volunteers to help at weekends. Write to the local
newspaper requesting that they publicize the vacancies. You should include details of what is
required of the applicants and explain the ways in which both volunteers and children might
benefit

* 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?
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Lesson Plan 8
Course title: Writing

Topic: Letters giving information.

Level: B2

Time: 80 min

Materials: One copy of the worksheet for every pair of students, successful writing
proficiency student’s book

Objectives: to introduce students to

to learn the main strategies of writing letters.

types and style of letters, to show them the
peculiarities of this type of letters to develop their writing skills, to give them opportunity

Task/
Activity

Procedure

Objectives

Mode of

interaction

Time

Materials

Pre-
teaching
activity

T. gives
questions
according to the
topic. Ss. should
predict the

dNSWErS.

1. Have you
ever
information
letter?

2. lIsitthe
same with
other types
of letters?

3. What is the
a
similarities
and
differences
of request
and
information
letter ?

to predict
answers

whole
group

5
minutes

none

Activity 1

T. puts a track
according to the
topic and Ss
should tick the
right answer.

To improve
listening skills

Whole
group

10
minutes

Track

39




Activity 2

T. explains the
topic.

to give SS
general

information
about

information
letters

Pair work

15 min

PPT

Activity 3

T. distributes
handout 1  asks
to read the
extracts and Ss
should give the
topic for each
paragraph

to understand
differences

Pair work

5 min

Handout 2

Activity 4

T. asks Ss
to look
through two
models of
letters and
identify the
difference
of both.

To develop
their
background

The whole
group

15 min

Handout 3

Activity 5

T. puts the
tape asks to
listen to
track and
fill the
gaps.
Afterword
Ss should
do the task.

To identify Ss.
Understanding
about the topic

Individual

10 min

Track
Handout 4

Activity 6

T. gives
handout and
asks to
study the
eXxercises.

To practice
the topic

Pair work

15 min

Handout 5

Homework

Ss should
choose one
topic from
handout 5
and write
letter giving
information

Individual

5 min

Handout 5
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Handout 1

1 £33 You will hear two people discussing the information they have received
concerning an annual dinner party. Look at the table below, then listen to the
cassette, and tick the correct boxes. Using the notes, say what information is
included in the letter about this dinner party.

« type of meal: D buffet D formal D family

* cost (per person): D £10 D £20 \J £45

* entertainment: D band D D) D comedy act
* venue: D hall ’:| hotel D garden

« confirm booking/details no later than: | | 4th November D 1st November

« contact by : [ ] phone [ ] fax " tetter

Handout 2
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Handout 4

7 You will hear the training director of a company talking to her
secretary about the training course referred to in Ex. 6. Look at the sec-
retary’s notes below, then, listen to the cassette and fill in the gaps in

the notes.
i%été%éiii?ié%\
TRAINING COURSE 19/06-20/06 _

Hotel
wed 18/06: pm Reception af
Thur 19/06: am Lecture by
12:30 pm Lunch
isi factor
i o ’ Restaurant

8:00 pm Dinner at

/O6: 900 am group (with prof. Jones)
Fri 20 : :

12:30 pm Lunch

Manager
pm Address by

—_—

830 pm Cockiail party Hotel Lounge)

sat 21/06: 1000 am Car to
BOOKINGS - CONFIRMED?

[/] Cor - girport » hotel (18/06 - flight arrives 2:00 pm)
[/] Royai Oaks Hotel (18/06 - 21/00)

i isit
E] 2 minibuses for factory vist

L.?_] Restaurant G0 peoplel
m Car - hotel airport

21/06 - Flight leaves 1100 am)

8 Now use the information from the notes above to write the letter

referred to in Ex. 6 on p. 91, in about 300 words.
"

Handout 5
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9 Look at the following writing tas
instructions and then answer th
questions below. The questions appl
to all three tasks.

a)

b)

C)

Your drama class is planning t
stage a play. Write a letter to a loca
magazine, giving details of the per
formance and requesting that the
help to publicise the event.

Your friends have accepted an invi
tation to come and stay in you
house while you and your family ar
away. Write a letter giving them al
the information necessary to mak
their visit enjoyable and trouble
free.

You are organising an event to rais:
money for a worthwhile cause. Writ:
a letter to your local newspape
giving details of the event anc
explaining how the money will b«
used.

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 us¢
as opening and closing remarks?

How would you sign the letter?

10 Choose ONE of the writing task:

above, and write a complete para
graph plan with notes. Then write the
letter in about 300 words.
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Keys
Handout 1
1 type of meal: formal
cost per person: £45
entertainment: band
venue; hotel
confirm booking/details no later than: 1st November
contact by: phone

Handout 2

Para 2: information concerning types of university
accommodation available

Para 3: information concerning cleaning and laundry
facilities

Para 4: information concerning private flats and houses
Para 5: information concerning location of accommo-
dation and local public transport

Para 6: information concerning price range of accom-
modation

Para 7: closing remarks

Handout 3

a) Model B (appropriate formal style, suitable length,
follows specific elements of task instructions; Model
Auses inappropriate style, is too brief, and provides
no details of local attractions)

b} Model A contains a mixture of formal and informal
expressions (contractions: e.g. 'm writing ...; col-
loquial English: e.g. By the way ..., informal,
chatty tone: e.g. / want to remind you ...; make sure
you have a drink ...)

¢) with a clear, relevant topic sentence

Handout4
- 8.00 pm / Crown Hotel
- 9.00 am / by Professor Jones
- 2.00 pm (visit ...)
- at Smith’s Restaurant
- discussion group
- 2.00 pm Address by the General Manager
- Car to (take Professor Jones to) the airport

8 Paragraph Plan

Introduction
Para 1: explain reason for writing: to give details of
training and social activities
Main Body
Para 2: details of training activities
Para 3: details of social activities
Para 4: confirm arrangements concerning transport
and accommodation
Conclusion
Para 5: ciosing remarks
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Lesson Plan 6
Course title: Writing

Topic: Describing graphs (one-line graph)

Level: B2

Time: 80 min

Materials: One copy of the worksheet for every pair of students
Objectives: to introduce students to new type of graphs, to show them the peculiarities of
this type of graphs to develop their writing skills, to give them opportunity to learn the
main strategies of writing one-line graphs. .

Task/
Activity

Procedure

Objectives

Mode of
interaction

Time

Materials

Pre-
teaching
activity

T. gives
questions
according to the
topic. Ss. should
predict the
answers.

to predict
answers

whole group

5
minute

Activity 1

T. shows the
pictures about the
topic which is
going to teach. Ss
should try to
guess the types of
the graphs.
Answers: 1.
Table 2. Bar

3. Line 4.Pie
chart 5. Map

pre-teach
differentiating
types of graphs

Whole
group

10
minute

Handout 1

Activity 2

T acquaints Ss
with the «graphs»
and trends which
can be used in
describing
statistics,
diagrams.

T. asks Ss. To
make up at least
5 sentences using

to give SS
general
information
about trends

Pair work

25min

Handout 2
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active vocabulary
which is
connected to
topic?

Activity 3

T. distributes
handout 3a) Look
at the example
graph below. Can
you correctly
name the
different parts of
the graph? Fill
the gaps with
appropriate
words in the box.
b) T. gives
handout 3 b) and
Ss. check their
answer

to understand
how to present
a graph

Pair work

10 min

Handout
3a) b)

Activity 4

T. shows Video
about “HOW TO
WRITE
GRAPH”.
Study the

line graph

and then

read the
statements
below.

Decide if

they are true

or false and
select the
appropriate
answer.

To develop
their knowledge
line graphs

The whole
group

10 min

Video 1.

Activity 5

T.

distributes
handout and
asks to read
the
following
text, which
describes the

To identify Ss.
Understanding
about the topic

Pair work

15 min

Handout 4
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graph below.
Select the
words that
are needed
to complete
the text from
the
dropdown
lists.

Activity 6

T. gives
handout and
asks to study
the graph.
Write a brief
paragraph in
the box
describing
the data
shown in the
graph.

Describing a
graph

Pair work

15 min

Handout 5

Activity 7

Ss. Should
find any
kind of one-
line graph
and should
describe and
write
description
about that
graph

To improve Ss.
Writing skills

Individual
work

20 min

Handout 6

Homework
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Questions

=

Does anyone know the difference between a bar graph and a line graph?

2. Would we use a line graph to show how many people like pizza, how much it
rained each month, and how many people live in East Meadow?

3. Can we think of things that do not stay constant temperature, stock market, miles

traveled in a car, calories burned in a day, amount of babies that are born in a year.

How a line slants and how steep the line is tells a lot about our information.

How do we draw a line graph?

A line graph has an axis on each base line.

What is an axis? An axis is either the horizontal line (called x) or the vertical line

(called y) that form the base lines of a graph.

8. Draw the outline of a line graph.

No ok

Handout 1
T Highest qualification of school leavers (%) 2 50 - Science graduates (current year)
Level 3 | Level 2 | No exam :g 1 [ m Biology |
2004 28 45 13 35- : Cheristy
30 = Faysics

2005 30 50 8 25
20
2006 30 49 4 154
10 4
2007 32 55 5 5
O -
Male Female
3 4
= Class hrs per week Predicted international student destinations
| 7%
81 12% 43% | ®m UK
v 6 / - [T . AUS
Ig 4 - - Sport NZ
— Science Can
2 -
38%
0 o
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N | | Countryside
GARISDON [ Town (‘)::nlre
Poprulatiorn 65,000 T (no traffic zone)

- Housing

12 kim to Hindon <
population 10,000 Bl odosiry

Railway
Main roads

—— s =

16 km to Bransdon 25 km to Cransdon
population 15,000 populanon 29 000
Handout 2
Useful language: describing trends
Meaning VERB NOUN Meaning ADJ/ADV
go down decrease sarme small change steady(ily)
fall same slight(ly)
drop same gradual(ly)
decline same 3
/! ha
s (b disge) / large change :lc:;j;cz]e;)able (ly)
plummet (big change) |/ drammstictally)
goup increase same Sig“iﬁcaf‘t(ly)
Hae same substantial(ly)
grow growth
double doubling in +n
treble trebling in +n
rocket (big change) /
no change level off a levelling off at
remain the same /
————— remain stable /
stabilize /
constant change fluctuate fluctuation in +n
————
position /N | reach a high/peak of a high of
reach a low of a low of
\/ stood at /
AD] & ADV PATTERNS TIME PHRASES
Sb+v+ADJ+N from 2000 to 2005
There was a substantial increase in students in 2006. from 150 to 200 units
v in 2006
S? VD ; for 5 years
The number of students' increased substantially throughout between 2000 and 2005
Eeeperiod fiont S0CE Lo 2000: during/ throughout the period from 2000 to 2005
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Handout 3
a) Look at the example graph below. Can you correctly name the different parts of the graph?
Fill the gaps with appropriate words in the box.

L |

35000
30000 - 3.
25000
274
S 20000 +
£ ; :
'g 15000 - | | = hardware
10000 + ;_Software ]
5000 +
O B Y v T T T T
o~ (v0] T W O ~ <O D o oy o~ / 4
D D D (o)) ()] ()] (o)) (o)) o o o .
D D D (o)) (o] @D D P o o o
-~ -— - - - -  Fad - N N o~
Year
2. Figure 1. Annual Sales of ham\
\ 5.
6.
Caption Horizontal axis Horrzontal axis label
Key Vertical Vertical axis label

v

B) Check your prediction
All these features are important to include if you are using graphs in your written work.

The Caption on a graph, table, chart or image should describe the kind of information displayed in
graph so that readers immediately understand the information being presented to them.

The Key gives important information about the data in the graph and helps reader to understand the
data.

The axis labels also give important information which is crucial to understanding the data correctly.

The caption, the key and the axis labels must always be included when using graphs in your writing (
when writing about tables or charts, you are unlikely to need axis labels but you must include a caption
and key). This helps readers to understand the data that you are writing about. It also helps to support
the credibility of your argument or report by showing that you have a good knowledge and
understanding of your subject.

Handout 4
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Study the line graph and then read the statements below. Decide if they are true or false and select
the appropriate button.

35000 4
30000 +
25000 -
=
2 20000 -
§ 15000 + — hardware
10000 | —software |
5000 -
0+ . . . . . . . . .
N ™ b w O ~ <« D o s o
D D D D D D D D o o o
D D D D D D D <D o o o
-— —_— — - - .- -— — o~ ~N o~
Year

Figure 1. Annual Sales of hardware and software

The graph shows annual sales of hardware and software over a period of ten years. True / false

The horizontal axis on the graph shows the number of units sold. True / false

The vertical axis shows the number of units sold and is measured in numbers which go up by 5000 at
each level. True / false\

The graph only shows where sales have increased. True / false

It would be fair to say that sales figures have gone up and down over the period described. True / false

Handout 5
Read the following text, which describes the graph below. Select the words that are
needed to complete the text from the dropdown lists.

35000
30000 -+
25000 -
20000 -

15000 - | — hardware |
10000 | — software |

Units sold

5000 -
0+

1992
1993
1994
1995
1996
1997
1998
1999
2000
2001
2002

Year
Figure 1. Annual Sales of hardware and software
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The graph 1. the sales figures for two products from 1992 to 2002.

The2. axis represents years and the 3. axis represents units sold. The
graph 4. both the 5. and the 6. in sales for both products, as
sales 7. during the ten-year period.

a) Horizontal b) vertical c¢) shows d) presents e)increase f) decline @)

fluctuated h) deceased

Handout 6
Study the graph below. Write a brief paragraph in the box describing the data
shown in the graph.
In this activity, you are going to study a graph showing data about international
student numbers on a particular course at a UK university, and then practice writing
a simple description of the data it shows.

600 -

500 /-*"f

L 400 /’/\/

=

< 30

2 /

100
[w] - ! M = I} (e} [ [un]
& & ®& & &8 &8 & &8 8
(o] [ ol ] (o] [n'| d ™l [

Year

Figure 2, International students on a pre-sessional course at Southfield University

The graph shows ...
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Answer keys for teachers

Handout 1.

1. Table 2. Bar 3. Graph 4. piechart 5. Map
Handout 3

1. Vertical axis label

2 Vertical axis

3. Key

4, Horizontal axis

5. Horizontal axis label

6. Caption

Handout 4

1. True 2. False 3.True 4.False 5. True
Handout 5

1. C) 2. A) 3.B) 4.D) 5. E) 6.F) 7.G)
Handout 6

Here is an example paragraph describing the graph:

The graph shows the number of international students on a pre-sectional course, at
Southfield University, from 2000 to 2008. The horizontal axis presents the years and the
vertical axis shows students numbers. The graph indicates that numbers of international
students on the course each year have fluctuated. There was a decline in student numbers
from 2001-2002, and 2005-2006 , but generally, student numbers have increased over the
period.

Teachers™ note

In many subject areas you may need to refer to numbers, statistics and other data during the
course of your studies. This is likely to be data collected by other people which you will use to support
your written work, but it may be data that you have collected yourself as part of your studies. Data is
generally presented in the form of tables, charts and graphs, which makes it easier for readers to
understand. However, it is often necessary to reproduce and refer to this type of information in words, as
part of a report or written assignment. If you include a graph, chart or table in your writing, you must
explain very clearly what the data in it means, and why it is relevant to your report or assignment.
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Lesson Plan 8

Course title: WRITING (Year 3)

Week 12: Description two lines graph

Topic:

Level: B2
Time: 80 min
Materials:

Aim: to introduce students how to describe line graph and give them opportunity to
practice strategies of writing and expressing their opinion, to teach Ss to improve

writing skills.
Task/ Procedure Objectives Mode of | Time | Materials
Activity interaction
Activity 1 1.T. asks Ss « pre-teach Group 10
Warm- up some questions: English work minutes
activity a) What vocabulary
kind of
graph do
Activity 2 you to give Individual | 15 min | PPT
Pre-writing know? instructions work Laptop
task b) For what |to develop
do we writing;
need the Individual | 15 min
Activity 3 graph? work Video
Writing ) Have you | g focus the
Comprehension ever students’
written .
descriptio attgl?tlon in
n to the ertlng
Activity4 graph descriptive Individual | 10 min
Writing 1. T. presents review; Handout
practice the slide about 1
“Graphs”. Handout
Activity5 2.Then T.asks | to find suitable | Individual | 10min |2
Ss to look word
trough the
difference Handout
Activity6 between graphs. | T practice Individual | 10 min |3
writing f.and
Activity 7 ag.es. Individual | 10 min
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Homework

1.T. shows Ss.
video on topic
“Writing line
graph example
with structure”
and asks to
make notes

T. asks Ss to fill
the gaps in first
activity and in
second activity
they should
match graph
with the most
appropriate
description
below.

Ss read the
model text and
decide whether
each missing
phrase is a verb,
a noun or an
adverb.

T. asks to
complete the

gaps

T disturbs
worksheet
papers Ss have
to match each
linking phrase
with a correct
function.

T. asks Ss to

to examine
reading
comprehension;
To work with
expressions by
paraphrasing

to give direct
trend of each
line.

Individual

Handout

Handout
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summarize the
information by
selecting and
reporting the
main features,
and make
comparisons

where relevant.
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Verbs MNouns
Rise (to) a rise
Increase (to) an increase
Go up fo
Grow (to) growth
Climb (to) a climb
Boom a boom
Peak (at) (reach) a peak (at)
Fall (to) a fall (of)

Decline (to)
Decrease (to)

a decline (of)
a decrease (of)

Dip (to) a dip (of)

Drop (to) a drop (of)

Go down (to)

Reduce (to) a reduction (of)
Aslump

Level out a leveling out

Mo Change no change

Remain stable (at)

Remain steady (at)

Stay (at)

Stay constant (at)

Maintain the same level
Fill in the gaps with the vocabulary from the table above. Make sure you adapt the words to
make the sentences grammatically correct. The completed paragraph below is an example of a
body paragraph for a line graph.

Number of cases of ¥ disease in Someland between 1983 - 1902

o I~ .

o / \
o o~/ \
100 —0—0—-ﬁ/ \j \\

‘B3 ‘B4 'B5 'B6 '87 ‘88 ‘B89 '9Q '91 '92

Fill in the gaps with the correct vocabulary. You should use no more than two words for each

&ap-
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The number of cases began at 100 in 1983 and then the figure 1. ........................ steadily to

reach 200 in 1987. In the following year, there was 2. ........................ back to 100 before
rising to 3. ... 400 in 1989. The number4. ............ slightly to 350 in 1991 and
then5. ............. dramatically to a low of 0 in 1992.
Task 1 Describing trends m

N A
1 The graphs relate 1o sales of media technology. \'/ N

Which graph a-h do you think shows sales for each
item in the photos 1-47

2 Maich each graph (a-h) with the most appropriate
description below (1-10),

1 Sales of audio cassetres fell szeadily, ... 2 ... R
2 iPod sales rose gradually. ......ooeemeien .
Plasma TV sales fluctuated wildly, but the trend
was upward. ...
4 Sales of video cassettes lluctuated wildly, and the A A
' N /\ ,"/ v
trend was downward, ..ereerren / N v

5  Toal digital camera sales dropped slightly.

6 Sales of audio cassettes fell and then levelled off, .

7 The sales of MP3-players rose gradually and then
climbed sharply. cooerieimiem

8 Purchases of video casserte recorders declined /
dramatically. ...overeeines it

9 Sales of games consoles decreased and then

levelled off. ............... - .
10 €D sales dropped suddenly. i

3 Underline the verbs in 2 used 1o describe trends.

Example . \‘

I Sales of audio cassettes [¢ll steadily.
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Task 1

You should spend about 20 minutes on this task

The graph shows the income of four cafes
in New York over last year.

Stunmarize the information by selecting
and reporting the main features, and
make comparisons where relevant.

Write at least 150 words. ~&— The Tea Room
—e— Internet Exprass
—a— Wi-fi Cafe

—a— Cafe Cool

000s Dollars

Changing trends in cafe income
200 -,
180 -
160 -

0 ==
J FMAMII'A's'O'ND'

The graph shows information about the income trends of four cafés over the last year.
There are two basic general trends: downward and upward. As regards the first, the
earnings for the Tea Room were down over the year, falling ...... from almost $160,000 earnings

a month to just under $50,000 in December.

By contrast, the income for the other three cafes went up by varying amounts. There was .....
In Café Cool’s sales over the first ten months, followed by a sudden increase to $120,000.

Furthermore, the income for both Internet Express and the Wi-Fi Café
...... to June, but after that, income rose

former experienced

in December. The
ending the year at

approximately $130,000. Likewise, the trend for Wi-Fi was upward. Between January and July,
earnings ... from $50,000 to nearly $100,000, and ...... to around $190,000.
It is noticeable that the income for the Tea Room is lower in the winter months than for the

other three cafés.

arise , then rocketed , significantly, steadily, also ended the year up,

a steady fall, doubled

4500 950
4000 /\/\
@ 3500 5 900
- Vs Ty
w Ld -
£ i / N T 850 ,
= 2500 e w
£ 2000 — X m
@ P ~_ T 800
g 1500 ~ —
o 1000 < 1 750
500
U 1 1 1 1 1 1 1 ?UU
2000 2001 2002 2003 2004 2005 2006 2007
Crimes against property — — Break and enter offenses (B&Es)
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Fill in all the gaps.

Ilr?ggéggt?{e total property crime rate was 2500 offences per 100 000 population. Then the rate 1)

rose (sharply/sharp) and reached 3800 in 2001. After a

2) (moderate/moderately )fall in 2002, the rate started to

3) I (increase/decrease) again and reached a 4) I (peak/top) in 2003. However,
after 5) (stabilizing/fluctuating ) for some months, the total property crime rate dropped
6) I (considerably/considerable) throughout 2004 and the beginning of 2005.

The rate stayed at about 2400 offences from mid-2005 7) (to/until) mid-2006 before

8) (decreasing/decrease) again.

In 2000 the break and enter rate was about 760 offences per 100 000 population. 9) From(From/since)
2000 to 2003, there was a steady 10)| (upward/downward)trend in the B rate. The rate

11) I (reached/arrived) its highest point in 2003 and then 12)| (showed/fell) a
significant downward trend until mid-2005. After being stable for a few months, the rate continued to

fall 13| (slightly/slight), dropping to around 780 in 2007.

3 .Conclusion
The total property crime rate fluctuated from 2000 to 2003, whereas the break and enter rate showed a
general upward trend. Both rates peaked in 2003, fell significantly until mid-2005, stabilized for some

months and 14) I (fell/grew) slightly during 2006 and 2007 .
Linking phrases

1 Linking phrases mark the functions of other sentences and phrases, such as
solutions, results, and examples, Match each linking phrase with the correct
function,

and  consequently,
andsc since  faorinstance,
condition ... FORIOR, " iin because  In orderto
therafors, I furthermore,

addition _80a PUrpose ...

example i result : !
asaresult, forexample,
Answers
Activity 1
Answers
1. Rose / increased / climbed / grew / went up.

2. A fall / a decline / a slump / a decrease.
3. Peak at
4 Dropped / fell / declined / decreased.
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5. Dropped / fell / declined / decreased /

plummeted / plunged.
Handout 2
lg 2«¢ d 4a 51
6h I Be 9h 10e
Handout 3

There are two basic general trends: downward and upward. As regards the first, the
earnings for the Tea Room were down over the year, falling significantly from almost
$160,000 earnings a month to just under $50,000 in December.

By contrast, the income for the other three cafes went up by varying amounts. There
was a rise In Café Cool’s sales over the first ten months, followed by a sudden
increase to $120,000. Furthermore, the income for both Internet Express and the Wi-
Fi Café also ended the year up in December. The former experienced a steady
fall to June, but after that, income rose steadily ending the year at approximately
$130,000. Likewise, the trend for Wi-Fi was upward. Between January and July,
earnings doubled from $50,000 to nearly $100,000, and then rocketed to around
$190,000.

It is noticeable that the income for the Tea Room is lower in the winter months than
for the other three cafés.

Handout 4

1 sharply 8 decreasing

2 moderate 10 upward

3 increase 11 reached

4 peak 12 showed

5 stabilizing 13 slightly

6 considerably 14 fell

7to

Handout 5 _

agdittor:  and, furthermore  PUFPOSe:  in order 1o
rEason Ill.'l..I::'I'."'\-II'I.:'

condition: if : ;
sxample: for instance. for result: consequently, and so
example therefore, as a result
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Lesson Plan- 10
Course title: writing (Year 3)

Topic: Describing charts. Pie chart

Level: B2

Time: 80 min

Materials: lelts Target Band 7, Grammar for lelts
Aim: to introduce students with the topic describing pie charts, give them opportunity to
practice a variety of strategies to achieve comprehension, including grammar for main

points, to teach Ss how to improve writing quality.

Task/ Procedure Objectives Mode of Time Materials
Activity interaction
Activity 1 | 1. T. shows Ss pre-teach to Pair work | 10minutes | Handout 1
Warm- up | different types of | develop logical
activity charts and asks thinking;
them if they know
charts. Students charts
give responses.
Teacher accepts
the answers.
Activity 2 | T asks Sstoread |to focus Individual Handout 2
reading the tips for students’ 15 min
task: successful attention on
description of pie | learning the tips
chart.
Activity 3 | 1.T explains how | to use a variety | Individual |15 min Handout 3

to start a pie
chart, to use
useful vocabulary
and how to
describe and
compare pie
charts

2.T shows Ss
sample written
pie chart

of strategies to
achieve

comprehension,

comprehension
by using

contextual clues
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Activity4
Vocabulary
practice

T. Asks to
complete the
phrases refer to
Pie chart exercise

Pair work

15minutes

Handout 4

Activity5
Reflection

1.T. distributes
the sheets reasons
for using
nominalisation

2. T. Asks
students to put
down the
appropriate form
of the nouns.

20
minutes

Handout 5

Homework

T distributes a pie
chart to students
and asks to write
a report no less
than 150 words.

5 min

Handout 6
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Handout 1

Inhabhianks (thoussnds) A B
Teoscs Sales, June 2006
1600 %550 1700 1750 1800 9350 1900 950 2008 50
srarges b prean
D
o
Custorsars by 2ge group
Rexdership, 2005
> B L
,/., e
£
{
]
WOREN
\ 5
\ e
\\_ s //

Handout 2

The first things you should do when you attempt IELTS task 1 are...

« read the question twice very carefully.
# ook at the table or chart very carefully until you are sure what it shows - and what it dosan't
show.

There are three mportant things to look at in a chart before you write

#  fthe tithe of the chart - this will tell you what is being shown overall, and it usually gives the fime
penod that it represants (e.g. 1980-2000)

#  the titles of the vertical and horizontal axes - these will tell you what the units of measuremant
are (8.g. cenfimetres, kios, suros) and what groups are being compared

#  the key or legend (¥ there is one) - this will tell you what groups or time periods are shown.

[Tip: The titles and labels on the chart also give you useful vocabulary to use in your description]

Look at this chart and decide if the statements below are true (T) or false (F) according to the
information shown, or i it is impossible fo tell (1)
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Handout 3
Pie chart sample task
You are advised to spend a maximum of 20 minutes on this task.

The chart below describes books sales of Famous Book Store in 2001.

Write a report for a university tutor describing the information shown,
You should write at least 150 words

Books sold in 2001 by categories Bock buyers by age and gender .g""‘“ under
mViomen
Cooki : hetween 25
= wmns 14% / and 50
5 e DViomen cver 30
rminvesting
D Psychology
m Parenting 23% DMen undar 25
@ Fantasy
W Technology 14% mHMce betwesn

25 v 50

The ple charts compare quantities of books of various categories sold to
custorners belonging to different age groups and gender during year 2001 by
Famous Book Store. it can be clearly seen that parenting books are the most
popular and that the biggest proportion of Docks was sold to men between the
ages of 25 and 50,

The two domineering categories, parenting {25 %) and cooking {22 %) are
followed very closely by psychology, with onty 4 percent less sales than in
cooking books. Sales of fantasy and gardening literature recorded much smaller
figures, 11 and 13 percent accordingly. Technology and investing books were
the two least popular categories, resulting in seven percent of investing books
sold and only 4 percent of technology books sold.

Most of the books were sold to women and men from 25 to 50 years old (23 and
28 percent respectively). Sales figures amongst women older than 50 or younger
than 25 as well as men over 50 were very similar, 12 to 14 percent. Oniy 9 % of
the books were purchased by men under 25.
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Handout 4

Immigrant labour force im Australia by region or country of
birth, 1981 {thousands)

This information & fram the DECD safistcs websile:
hibp:iwass oecd orislatepodald 2639 en 2825 293564 1 1 1 1 1,00.himl

Specificaly: hiip:fsials oecd omAWEOSidelaull aspxFDatasetCod ca CEFE

b) Mow complate the tewxt with phrases, words and numbers from the box

1981 afifth atenth four majorty second largest smaller smallest the third largest three
{x2) ftwo thirds

The chart shows the diffierent nationalities that made up the immigrant work force in Australia in
1. . It's clear from the chart that there were 2...__..... main groups of workers: Europeans,
Asians and Mew Zealanders. Only a relatively small number of workers were from other regions.

The 3............. of foreign workers came from Europe. In fact, nearly 4..._....._... of all immigrant
workers were of European arigin. The §.............. group of foredgn workers in the [abowr force were
Asians. They represented just under &..__.......__. of the immigrant labour force. Mew Zealanders, who
made up almostT............ of the foreign workforce in that year, were 8............ group.

The number of workers from other nationalities was much 8. Workers from Morth Africa
and the Middle East, for example, were only 10.............. per cent of the whole foreign labour force.
The 11........_..... nationality group, however, were Americans. These represented only 12.. ...
per cent of all foreign workers in Australia in 1981,

Activity 4 > Static and dynamic charts > 10 minutes
The pie chart in activity 3 showed the sifuation at one point in time. This kind of chart is called a static

chart. When you describe a static chart, you only need to use simple tenses (present simple or past
simple, for example).

a) Look again at the description you completed in Activity 3 and underline all the verbs in past simple.
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Handout 5

2 Reasons for using nominalisation

Making texts impersonal and authoritative

By turning actions into nouns we make the text sound less personal and more authoritative,
We don't use personal pronouns (¢.g. I, you, he) as much,

Compare:

Following  bee sting the normal reaction is burning pain, redness, irritation and itching. In
this situation there may he swelling in the area around the bite.

Then really quickly my foot began to go red and swell up. It just got bigger and bigger. It itched
a bit too. I was really surprised by how much it hurt,

The nominalisations have been underlined. The spoken account is much more personal and
uses active verbs.

Adding information

Nominalisation is particularly useful for Academic Writing Task 1 because we can do several
things to add information to nouns in English:

¢ count: the two charts

¢ describe: the two coloured charts

¢ classify: the two coloured bar charts

We cannot do the same with verbs, It is only by changing verbs into nouns that we can add
information words to a text in such a concise way.

Avoiding repetition

We can use nominalisation to avoid repetition when we want to refer back to a previously
mentioned idea (see Unit 21):

The number of unemployed increased by 5% last month. The reason for this increase is still unclear.
Nominalisation can also be used to paraphrase what has been said. In the IELTS Listening and
Reading tests different words are used in the texts and the questions. Compare:
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C : Grammar exercises

E¥ Write possible noun forms for the following verbs.
1 to research: research, researdor
2 o study:
3 tofind:

4 1o respond:
5 to measure:

6 tocarm:
7 to advertise:
8 0 examine:

9 tosuggest:
10 to create:

E Complete the sentences with the noun form of the adjectives in brackets.
1 The graphs show a significant diff@ence (different) between the ages at which men
and women marry.

2 The...... .. (strong) of the government's argument for changing the law is that
many car accidents happen whilst drivers are speaking on their mobile phones.

3 The ..o (deep) of the lake means that no one has ever seen the bottom,
4 Some parts of the world are not only important in terms of their biodiversity, but they
also have a spedial ............. (beautifi) that must be conserved.

5 This is a good essay in parts, but you need to express yourself with more ._..........
(clear) at times,

6 The discovery of a new species of monkey in Africa is of great .............. (inferesting)
to both naturalists and the general public alike.
7 The e (difficult) facing the scientists now is how to prove their theory.
8 The results of this research need to be treated with _______ (cautious).
9 The .o . {significant) of the findings surprised even the researchers,
10 Many older people are afraid to go out at night due to the increase il .o.c..... =

(violent) in our larger citites.

11 The current .. (controversial) over pensions is likely to continue for some time,
12 We apologise for any ....e....... (confusing) caused by the last-minute change to the
schedule.
219
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Handout 6

The two ple charts show the average spending by households in a
country at two different points In its economic development.

Summarise the information by selecting and reporting the main
features, and make comparisons where relevant

Household expenditure 2000
Recreation and
Medical care 3.5% Other items 34.2%

Notes for teachers
1) A Line chart

B) bar chart
C) pie chart
D )proportional bar chart

Pie chart

How to_start

“The pie charts compare. .. (whal wha, whesn where), It can be clearly seen that .
{descnbe the most noticeable feature).”

YVocabulary

When descrbing a pie chart, werite zbout the highest (significant, Lowest)
percentage, the greatest (smallest) proportion, the lowest number, the
most (least) popular {cormmon) item, st

How to_describe and compare pie charts

Desenbe and compare the peces one by one. [f a certam piece i two or three tmes
bigger than another, you could wnte “twice (three times) as many = were used as
¥s". Another idea 1= to wnte “X 1z much more {or considerably less) common than
i e
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Activity 3
11881

2 three

3 majority

4 two thirds

5 second largest
& a fifth

T a tenth

8 the third largest
9 smaller

10 four

11 smallest

12 three

Activity 4

a)

The chart shows the different nationalities that made up the mmigrant work force in Australia in 1991.
Its clear from the chart that thers were three main groups of workers: Europeans, Asians and New
Zealanders. Only a relatively small number of workers weame from other regions.

The majority of foreign workers came from Europe. In fact, neary two thirds of all immigrant workers
weme of European origin. The second largest group of foreign workers in the labour force were
Asians. They represented just under a fifth of the immigrant labour force. New Zealanders, who made
up almost a tenth of the foreign workforce in that year, were the third langest growp.

The number of workers from other nationalities was much smaller. Workers from Morth Africa and the
Middle East, for example, were only four per cant of the whole foreign labour force. The smallest
nafionality group, however, were Americans. These represented only three per cent of all foreign
workers in Australia in 1991.

Answer for handout 5

C: Grammar exercises

1 2 study; stisdhes; studemt 3 Andings; Aind 4 respomse;
respondent 5 messursment; measare & earnings; earner
7 advertisement; advertiser; advertising & examinarion; examiner
9 suggestion 10 cremtion; creator; creativity (- B1)

2 Z strepgth 3 depth 4 bemuty 5 clarity 6 interest

7 difficulty B caution P significance 10 violence
11 conroversy 12 confusion (> BI)
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Answer for handout 6
The two pie charts give information about 1 what households spent their money on /
household expenditure on goods and services in 1920 and 2000. It is immediately obvious
that 2 there are some quite significant differences / some things are significantly different
between the two charts.
In 2000 3 the largest proportion of expenditure was / most money was spent on recreation
and other items whereas in 1920 it was on food, with recreation and other items
accounting for just 7.7%. There is a great difference in terms of 4 the amount of money

people spent on food / food expenditure between the two years. In 1920 nearly 72% of
5 the total household budget / the total of what households spent went towards food,

compared to only 22% in 2000.

6 There has been a notable increase in / People have notably increased the amount of money
spent on travelling and communications between the two dates. In addition, the charts

show 7 a significant rise in the proportion of money spent on clothing / that people spent more
on clothes in 2000 compared to 1920.

There are some similarities, however. For example, in both 1920 and 2000 8 people spent a
similar proportion on fuel and lighting. / the proportion of fuel and lighting expenditure was
roughly the same.

3 2 there are some quite sigrificant differences 3 the largout

proportion of cspenditure was 4 food expenditure 5 total
houschald budget 6 There has been a notable increase in

7 asignificant rise in the proportion of money spent on clothing
§ the propartion of fuel and lighting expenditure was roughly
the same. (» B and B2)
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Lesson Plan 11

Course title: Writing

Topic: Describing charts (pie chart)

Level: B2

Time: 80 min

Materials: One copy of the worksheet for every pair of students
Objectives: to introduce students to new type of graphs, to show them the peculiarities of
this type of graphs to develop their writing skills, to give them opportunity to learn the
main strategies of writing one-line graphs. .

Task/ Procedure Objectives Mode of | Time | Materials
Activity interaction
Pre- T. gives questions | to predict | whole 5
teaching according to the topic. | answers group minutes
activity Ss. should predict the
answers. Whole
pre-teach group 10 Handout
Activity 1 differentiating minutes | 1
T. shows the pictures | types of
about the topic which | graphs
IS going to teach. Ss
should try to guess the _
types of the graphs. Pair work .
25min | Handout
Activity 2 to give SS 2
general
_ i information
T acquaints Ss with the | 4yt pie
“pie  chart’and  the | .parts
fraction which can be
used in describing Pair work
Activity 3 statistics. 10 min
T. asks Ss. To make up Handout
at least 5 sentences 1
using _active | 44 ynderstand
vocabulary wh!ch 1S | how to present
connected to topic. a pie chart The whole
Activity 4 group
. 15 min
T. distributes handout Video 1.
1. Look at the| 1, develop
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Activity 5

Activity 6

Activity 7

Homework

example pie chart
below. Ss should make
chart according to
statistics.

T. shows Video about
“HOW TO WRITE pie
chart”.

Study the pie chart
and then read the
statements below.
Ss should answer
the questions.

T. distributes
handout and asks
to read the
following text,
which  describes
the graph below.
Select the words
that are needed to
complete the text
from the
dropdown lists.

T. gives handout
and asks to study
the chart. Write a
brief paragraph in
the box describing
the data shown in
the graph.

their
knowledge pie
chart

To
Ss.
Understanding

identify

about the
topic
Describing a
graph
To improve
Ss.  Writing
skills

Pair work

Pair work

Individual
work

15 min

15 min

20 min

Handout
2

Handout

Handout
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Ss. Should find
any kind of pie
chart and should
describe and write
description about
that graph
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Graphs are diagrams
that visually show

the relationship between

numbers or amounts.

hool Trash?
tal, Glass, and Other
Meta o+

(]

What's in Your Sc

plastic
12%

Food

8% —
ar graph,
ata as V —
pie charts represenﬁ t‘i ; V id’fsplay - msnused :
ortions (or segme tr

hole circle. Each piec ‘
\Che pie represents a d\ffgrent
percentage. All of the pieces

3 = / }
add up to 100%. | 5 23%

God-bye, Garbage”

. )
Line graphs use ‘u!\cs ’

drawn between pointsin
w changes

in data over

DEVELOPED WITH
THE ACTUARIAL - i
FOUNDATION® E

More Real-World Math: An actuary is an » \\;?
s

131.7

expert in statistics who works with businesses,
governments, and organizations to help them
plan for the future. An actuary uses various
graphs in his or her work.

4'\;‘;

putin U.S Landfills, and Future Projections

llSCHOLASTlC ON 10% TOTAL
RECYCLED FIBER

*Amount of Waste
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2002-03

. B ot
Charts, graphs and diagrams T

[] Middle fifth

Business English O] Newfitn

D Bottom fifth

26%

22%

Charts created by the author using data from the Family Expenditure Survey
(Social Trends, 2002) and the Expenditure and Food Survey (ONS, 2004)

IntrOdUCtion to Ple Charts Figure 8.9 Pie charts showing ownership of mobile phanes by different income bands

(Source: based on Office for National Statistics, 2002 and 2004h)

You are usually asked to compare 2 pie charts

but sometimes you only have 1 chart to describe.
Single Pie Chart
Paragraph 1

Describe what sort of chart it is and what it is about.

Paragraph 2

Describe the sections of the graph starting with the biggest and working your way down.
Paragraph 3

A short conclusion giving an overall view of what the chart is about.

Two Pie Charts

If you have 2 pie charts they will be giving similar information so you can compare the two. This type
of writing is similar to a compare and contrast essay.

Paragraph 1

Explain that they are pie charts and say what they are describing. This is the same as line graphs except
there are 2.

Paragraph 2

Compare the data between the two charts. Start with the biggest sectors and work your way down.
Paragraph 3

Conclusion. Mention the important similarities and differences.
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Handout

It's as E;;'sygas Pie

Name: Date:

Each and every day, schools use lots and lots of paper. Once tossed, some is recycled and some is taken to
a landfill. Read on to learn how the amount of paper being tossed compares with other landfill materials.
Then draw a pie chart to review the information, make comparisons, and calculate how many trees can be
saved through paper recycling.

] Make a Pie Thetable below shows typical school waste produced each year.

Use this data to create a pie chart that shows the percentage of different waste
materials in schools. Use the table to record the degree to representin each
slice of the pie. (Hint: Use this formula to convert a percentage into a degree:
3.6°x X%=~Y*°,) When done, use the blank chart on the right to create a pie
chart, and then answer the questions below.

Type of School Waste

e | S [PV
= Paper a%
E Food =
s ! Mastic n%
g Metd %
§ . Glass %
2 Miscellaneous 3
B

2 What two types of waste make up nearly %5 of school waste?

(Hint: 40 cases = one ton)

3 a. If a school uses 600 cases of paper, how many tons does this represent?

b. If ¥3 of this paperis recycled, how
many tons would be saved from
the landfill?

If a school produced 350 total tons of waste in a single

month, how many tons would be food?

How many would be metal?

5 Your school decides to use 100% recycled paper. It buys 3,500

cases of recycled paper each month. How many trees would
the school save in a school year? (Hints: 40 cases = one ton;
one ton of reqycled paper saves 17 trees; one school year is
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Task 1: Interpreting pie charts

As mentioned in Unit 4 (p.47), a common form of presenting information in
IELTS Writing module Task 1 is in pie charts. These are circles divided into
sections (the ‘slices’ of a pie) which show percentages.

Read the exam task below and answer the following questions.

0NN U W~

What is the general topic of the pie charts?

How was the information in the charts obtained?

Which two groups of people were involved in the survey?
Which four main things make women happy?

Which four main things make men happy?

Which things are similar between the two groups?
Which things are different?

What does other factors mean?

Other factors 15%

The charts below show the results of a survey about what men and
women say makes them most happy.

Summarise the information by selecting and reporting the main features
and make comparisons where relevant.

You should write at least 150 words.

What makes women most happy?

Financial security Being with family 37%

12%

Achievement

at work 25% Good appearance 11%

What makes men most happy?
Doing hobbies 17%

Other factors 25%
Supporting a
successful sports
Financial security team 18%

15%

Achievement at work
25%

L_



P> Interpreting the data

TIP We can use either
present simple tense or
past simple tense when
describing data in pie
charts. Whichever tense
you choose, remember
to be consistent
throughout your whole
answer.

TIP In these tasks it is
helpful to quote some
exact figures. However,
do not simply list all the
figures: only use them
when you want to
support a particular
point.

2 Look at the sample answer below. What is the purpose of the different

3

paragraphs? Choose from the list below.

The first paragraph ...
The second paragraph ...
The third paragraph ...

... summarises important general patterns shown in the charts.

1
2
3
A ... describes important similarities between the two groups.
B
C ... describes important differences between the two groups.

Which word/words in the sample answer mean approximately the same as:

a) percentage

b) say

c) feel

d) important/obvious

There are a number of similarities between what men and
women say makes them most happy. There are also several

striking dtﬁérences.

Firstly, s{gmﬁcant percentages of both men and women
mention the same two factors: achievement at work and
[financial security. Exactly the same proportion of men and
women (25%) feel that doing well at work brings them
most happlhess. However, a slightly lower percentage af
women (12%) than men (15%) identify financial security as
the most important factor in making them happy.

Turning now to the major dtﬂferences, many women regard
beinj with ﬁvmi(q as extrzme{q important: 37% af them
state this brings them most happiness, which is the largest
percentage of all the factors mentioned by this group. Also
a s[gmﬁcant minority of women (11%) mention that /mw’nj
a good appearance makes them happiest. Neither of these
two ﬁictors is mentioned by men. Instead, 17% af men
report that doing hobbies is important and 18% feel most
happy when their sports team is doing well. (167 words)
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EXAM PRACTICE
P> Writing your answer

116

Look at the following task, which is based on the same survey mentioned in
the task on p.114 and answer the questions below.

1 Which two groups of people are mentioned in these data?
2 What are the main similarities between the two groups?
3 What are the main differences between the two groups?

Write your own answer to the task below. Organise your answer in three
separate paragraphs as in the sample answer on p.115.

The charts below show the results of a survey about what people of
different age groups say makes them most happy.

Summarise the information by selecting and reporting the main features
and make comparisons where relevant.

You should write at least 150 words.

What makes people under 30 most happy?

Other factors 14% Achievement at work

31%
Travelling 15%

Having a good ) )
appearance 18% Doing hobbies

22%

What makes people over 30 most happy?
Other factors 10%

Being with family
14%

Achievement at work
32%

Financial security
20%

Doing hobbies 24%
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Answer keys

Focus on vocabulary 2 page 111
11of 2in 3 from 4 of 5 on
6 from 7in 8 to 9 of
10 against 11 of 12 on

Focus on grammar page 112
11 afew 2 little 3 every 4 many
5 All 6 both

2 1 both 2 all 3 many 4 each

5 any

Focus on writing 1 page 114
1 1 Happiness

2 From a survey

3 Women and men

4 Women: Being with family; Good
appearance; Achievement at work;
Financial security

5 Men: Doing hobbies; Supporting
successful sports team; Achievement
at work; Financial security

6 Significant percentages of both
women and men say achievement at
work and financial security make
them most happy.

7 Large percentages of women
identify being with family and good
appearance as making them most
happy — no men identify these
factors. Large percentages of men
identify doing hobbies and
supporting successful sports team as
making them most happy. No
women mention these factors.

8 This category groups together all the
other things which small
percentages of people mention
make them most happy.

21B 2A 3C
3 a) percentage: proportion

b) say: state, report, mention

c) feel regard, identify,

d) important/obvious: significant,

striking, major
4 1 People under 30 years old and
people over 30 years old.

2 Both groups say achievements at
work and doing hobbies make them
happy.

3 The younger group mention good
appearance and travel as important
whereas the older group mention
financial security and being with

family.

5 Sample answer
There are several similarities between
what younger and older people say
makes them most happy. However,
there are several striking differences.

Firstly, let us look at the similarities. It
is noticeable that for both younger and
older people, the highest percentage
says that achievement at work brings
them most happiness: 31% for the
younger age group and 32% for the
older group. Doing hobbies is also
very important for both groups: the
second largest percentage of both age
groups mention doing hobbies as
making them most happy.

Turning now to the differences, many
younger people regard having a good
appearance as extremely important:
18% of them state this brings them
most happiness. This is followed by
15% who state that travel brings them
happiness. Neither of these two factors
is mentioned by older people. Instead,
20% of older people report that
having financial security is most
important to their happiness and 14%
say they feel most happy when they
are with their family. (163 words)

Focus on listening 1 page 117
1 a) 1 A woman who is giving a talk.
2 People who would like to run
their own business.

b) Possible answers: employer,
employee, self-emploved, earn
money, resign, retire, boss,
manager, worker, workforce, staff,
promotion, be made redundant,
interview

31B 2C 3C 4A
4 b) 1 How to get a grant from the
Small Business Agency
2 five 3 one
4 Small Business Agency
5 5 plan 6 2 ortwo
7 bank 8 post or mail
9 interview 10 20,000
6 1 Ireally value the fact that I'm my
own boss and I can decide what I
do, you know...

2 I was visiting a local supermarket
and I looked at what was on offer
in the ready-meals section — lots of
low quality, unhealthy packs. And I
thought, ‘I could do so much
better!”

3 I think the thing which will make
me take on new staff is if I just feel
too exhausted and stop enjoying
what I’'m doing.

4 1 think I'll need a bigger kitchen

and packing area, otherwise we’ll

get very cramped.

The first thing you have to do is to

draw up a business plan.

6 it should just be up to two pages in
length.

7 Your best bet is to go to your bank
and get them to look through it.

8 Now they advise you not to do this

by e-mail but by post.

If they think it’s good, they’ll invite

you to interview.

10 And then the successful candidates

can get a maximum of £20,000.

v

0

Focus on grammar 1 page 119

1 ... when the SBA receives your grant
application, they’ll judge ...
... If they think it’s good, they’ll invite
you to interview ...
Amy uses this form because she is
describing the stages of a process
which people might try in the future.
It is not definite that everyone will be
successful and go through all the
stages of the process so she uses ‘if’.

2 Possible answers:

1 If I get the well-paid job, I'll buy a
car.
If I don’t get the well-paid job, I'll
buy a bicycle.

2 If the book is in stock, I'll buy it.
If the book isn’t in stock, I'll order it
on the Internet.

3 If I lose weight, I'll buy myself a new
outfit.
If [ don’t lose weight, I'll try a new
diet.

3 Possible answers:

1 If my team wins the championship,
I'll be delighted!

2 1 promise I'll buy you a car if you
pass your driving test.

3 If I keep trying, I'm sure I can get a
good job.

4 The business will do well if they
advertise in the right places.

5 I'll have a big party if my parents go
away this weekend.
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Lesson Plan 12
Course title: Writing

Topic: Describing charts. Bar chart

Level: B2

Time: 80 min
Materials: Copies of the worksheet, blackboard, cards
Objectives: to teach to work on describing charts and write a description of
information given in a bar chart or graph, and to present the description in a clear,
logical and appropriate way

Task/
Activity

Procedure

Objectives

Mode of

interaction

Time

Materials

Pre-teach
Warm-

up
activity

T gives some
information
about the types
of description as
charts are also
one part of it.

pre-teach
English writing
skills

5
minutes

Paper for
teacher

Activity 1

T shows the
pictures and
asks Ss to
classify the
types of charts
verbally.

to examine the
study habits of
Ss

and to introduce
the chart types

Whole group

10 min

Handout 1

Activity 2

T explains Ss to
find an
appropriate
word for the
gaps due to the
charts.

to improve
knowledge on
working with
charts

Individual

15 min

Handout 2

Activity 3

Describing the
chart, Ss should
reply the
questions in a
written form.
Then T  will
listen to

to develop
writing skill and
thinking abilities

Individual

15 min

Handout 3
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different
versions written
by Ss and check
up their
mistakes.

Activity 4

T asks to find
ONE error in
each  sentence,
then T explains
to put the
corrected

sentences in
order to make a
model essay,
using the full
answers, Ss
write a three-
paragraph essay.

to improve an
ability to write
an essay

Individual

25 min

Handout 4

Activity 5

Looking at the
graph, Ss
should fill in
the gaps
choosing one
of the correct
bold word.

to develop
writing skill

Individual

20 min

Handout 5

Home
task

Write an essay
for the given
chart.

to develop
writing skill and
practice

5 min

Handout 6
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Handout 1
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'000s

90
80
70
60
50
40
30
20
10

180
160
140
120
100
BO
&0
40
20

Reasons for study according to age of student

B For career

B Forinterest

30-39 40-49 overd4g

Visits to two new music sites onthe web

A
/ \
r

AN ]
N\ oo

4 5 =] 7 8 9 10 11 12 13 14 15

Days

—#— Nusic Choice  —=—Pop Parade
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Fulilling the Work Expanaence Reguiremant
Credits will be sawarded when the final report is submitted.

Application

Chooss potantial workplaces from spproved list and amangs
interviews. Submit spplications to places of interast.

|
L
SApproval

When scceptance lettar is receivaed, submit it
to professor for spprowval.

L
Schedule

Armange schedule to work & minimmum of 10
hoursl waeaek owver 20 weeks.

!
Feports

Complate wasekly Report Formn and submit to
profassor every Frday.

-
Evaluatior

Cruring final woroweeak, participate in evaluation measeting with waorg
supenvisor. Suparvisor submits Evaluation Formn.

[m]
N [ ] countryside
GARFSDD‘N [_] TowncCentre
Population 65,000 {no trafficzone)
B Housing
12 km to Hindon B dustry
population 10,000 .

Railway
Main roads

16 km to Bransdon 25 km to Cransdon
population 15,000 population 29,000
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Cinemaattendance inthe UK
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s N aged 34-34
# 20
_’\/ —— 3ged 44-54
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19490 19495 2000 2005 2010
Weekly rents per property (Flw)  Salaries nesded (£year)
#
Area 1bed | 2bed | 3 bed {bed | 2bed | 3 bed
lofmatil | | a5 | e85 | 78 | | 9S00 | 127500 | 184,000
ﬁ:ff”“ W | 40 | &0 | | ass00 | tia000]| 170500
Filham 215 | 390 | 600 56,200 | 102,500 | 157,500
i
Questions
1. What kind of charts do you know?
2. What is bar chart?
3. How is bar chart specified among charts?
4. What are key words used in the bar chart?
5. What are common features of all charts?
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Handout 2
The charts below show the main reasons for study among students of different age groups and the
amount of support they received from employers.
Summarize the information by selecting and reporting the main features, and make comparisons
where relevant.

Reasons for study according to age of student

20

B8O

70
60
50
40
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20
10

0

under 26 26-29 30-39 40-49 over 49

B For career

B For interest

Employer support, by age group
(Time off and help with fees)

70

60 [—

50

40

30
20
N I
0

under 26 26-29 30-39 40-49 over49

The first graph shows that there is a gradual in study for
career reasons with age. Nearly of students under 26 years, study for their
career. This percentage by 10-20% every decade.
Only of 40-49yr olds and 18% of over 49yr olds studying for
reasons in late adulthood.

, the first graph also shows that study stemming from
interest increases with age. There are only 10% of under 26yr olds studying out

of . The percentage increases till the beginning of
the fourth decade, and increases in late adulthood. Nearly
same number of yr olds study for career and interest. However, 70% of

91



over 49yr olds study for interest in to 18% studying for career
reasons in that age group.

The second graph shows that IS maximum
(approximately 60%) for the under 26yr students. It rapidly to 32%
up to the third decade of life, and then in late adulthood up to about
44%. It is unclear whether employer support is only for career-focused study, but the
highest level is for those who mainly study for career purposes.
Handout 3

The chart shows the top ten date-producing countries and their annual production in
tonnes, 2001.
Top Ten Date-Producing Countries, 2001

R
o
o O
o O
o O
o O
(e | S >
!

17
@
f o
c
o
|—
£
c 800,000 - -
-o »
S 600,000 f = =
T | = |
© 400,000 - - [
o - ; b
® 200,000 | . | B |
3 I | | | il
c 0 Jelie L | e e e |
< ] = = o ] = = ] o) L
= = o ® = @ @ S © =
5 &8 - = &2 E @ ©® 3 3
= w = ©c X < %)
o T
=0
\n]
W
Countries

Answer the questions:

. What does the bar graph show?

. Overall, what were the top three or four producers?

. Which country produced the most dates?

. How much more did Egypt produce than Iran? (in tonnes)

. What country was the second-highest producer in 2001?

. How many tonnes of dates did Iraq, Pakistan, Saudi Arabia and the UAE produce?
. How does Algeria's production compare to the UAE's output?

. Libya and Sudan each accounted for less than tonnes.

. Oman's production is Egypt's figure. (Insert a fraction)

10. In summary, how many countries produce over half a million tonnes a year, and which
country is the leading producer?

O© 00 N O Ol WN P

Use full answers to the sentences above to form the basis of your three-paragraph essay. Then
write a short description of the information in the chart.
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Handout 4

Find ONE error in each sentence below, then put the corrected sentences in order to
make a model essay.

1. Finaly, Sudan’s and Libya's crops yielded under 0.2 million each.

2. In summary, date production is the most abundant in Egypt and Iraq.

3. Pakistan and Irag, with outputs of approximately 630,000, were not far ahead.

4. First, Egypt took the lion's share of production with over a million tonnes but Iran is a
close second with almost .9 million.

5. The bar graph shows date production in tonnes for the world's top producer in 2001.

6. The rest nations, however, were far less productive.

7. Algeria supplied the world with nearly 400,000 tonnes and Oman around a half million.
8. Following them came the UAE and Saudi Arabia, rival each other with about 740,000
tonnes each.

9. Overall, Egypt and Iran account to the majority of goods whilst Sudan and Libya are in
the minority.

10. In contrast, harvests in Oman and countries in northern Africa are far more plentiful.
11. Ten countrys in the Gulf region and northern Africa are featured.

Handout 4

Find ONE error in each sentence below, then put the corrected sentences in order to
make a model essay.

1. Finaly, Sudan’s and Libya's crops yielded under 0.2 million each.

2. In summary, date production is the most abundant in Egypt and Irag.

3. Pakistan and Iraq, with outputs of approximately 630,000, were not far ahead.

4. First, Egypt took the lion's share of production with over a million tonnes but Iran is a
close second with almost .9 million.

5. The bar graph shows date production in tonnes for the world's top producer in 2001.

6. The rest nations, however, were far less productive.

7. Algeria supplied the world with nearly 400,000 tonnes and Oman around a half million.
8. Following them came the UAE and Saudi Arabia, rival each other with about 740,000
tonnes each.

9. Overall, Egypt and Iran account to the majority of goods whilst Sudan and Libya are in
the minority.

10. In contrast, harvests in Oman and countries in northern Africa are far more plentiful.
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11. Ten countrys in the Gulf region and northern Africa are featured.

Handout 5
The graph shows the top five countries of origin of people moving to New
Zealand to live between 2001and 2004.

Immigration to New Zealand, 2001-2004
by top five countries of origin
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in contrast fluctuates increased overall however rising
settled varies between
The graph shows the main countries of origin of immigrants to New Zealand
2001 and 2004. , the biggest groups are the Chinese and

the British, followed by Indians. , the number and origin of
immigrants from year to year. The biggest groups moving to New
Zealand were the Chinese and the British. In 2001 about 5500 each of British and
Chinese nationals in New Zealand. Over the next three years,
British immigration gradually and steadily to a peak of 8200 in
2004. In contrast, immigration from China fluctuated sharply to

8500 in 2002 and then plunging to just half, 4200, in 2004. Indian immigration
followed a similar pattern to the Chinese settlers. It was also around 5500 in 2001
and then rose to over 8000 in 2001 before falling back to just 3000 in 2004.
, immigration from South Africa and Fiji is much more constant
at between 3000 and 4000 every year. In conclusion, for some groups such as the
Chinese and Indians, immigration to New Zealand from year to
year, but for other groups such as the British, South Africans, and Fijians it is
increasing or remaining constant.

Homework
The chart shows the percentage of Internet users by age between 1998 and 2000.
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Who Uses the Internet?
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Answer keys for teachers:

Task 1 is a description. There are 3 types. You may be asked to describe a process, an
object or a set of data (which may be a graph, a chart or a set of figures in a table.)

Process: with a process you must describe how something works or how it is made or used.
The example on solar radiation asks you to describe a process (how it is used to provide hot
water and lighting). For this you must focus on the stages in the process.

Object: with an object or set of objects you must describe what something is or what it
does. For this you must focus on the relationship between parts.

Data: with data you must describe changes, differences or trends. Focus on what these are
and why.

Handout 1
bar chart 2(line)graph  3flow chart 4map 5diagram  6pie chart  7(line) graph

8table
Handout 2

The first graph shows that there is a gradual decrease in study for career reasons
with age. Nearly 80% of students under 26 years, study for their career. This percentage
gradually declines by 10-20% every decade. Only 40% of 40-49yr olds and 18% of over
49yr olds studying for career reasons in late adulthood.

Conversely, the first graph also shows that study stemming from interest increases
with age. There are only 10% of under 26yr olds studying out of interest. The percentage
increases slowly till the beginning of the fourth decade, and increases dramatically in late
adulthood. Nearly same number of 40-49yr olds study for career and interest. However 70%
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of over 49yr olds study for interest in comparison to 18% studying for career reasons in
that age group.

The second graph shows that employer support is maximum (approximately 60%)
for the under 26yr students. It drops rapidly to 32% up to the third decade of life, and then
increases in late adulthood up to about 44%. It is unclear whether employer support is only
for career-focused study, but the highest level is for those students who mainly study for
career purposes.

Handout 4

1. Finally, Sudan’s and Libya's crops yielded under 0.2 million each.

2. In summary, date production is the most abundant in Egypt and Iran.

3. Pakistan and Iraq, with output of approximately 630,000, were not far ahead.

4. First, Egypt took the lion's share of production with over a million tonnes but Iran was a
close second with almost 9 million.

5. The bar graph shows date production in tonnes for the world's top producers in 2001.

6. The rest countries, however, were far less productive.

7. Algeria supplied the world with nearly 400,000 tonnes and Oman over 200,000 tonnes.
8. Following them came the UAE and Saudi Arabia, rivaling each other with about 740,000
tonnes each.

9. Overall, Egypt and Iran account for the majority of goods whilst Sudan and Libya are in
the minority.

10. In contrast, harvests in Oman and countries in northern Africa are far less plentiful.

11. Ten countries in the Gulf region and northern Africa are featured.

15 29 34 48 5.3 6.6 7.11 8.7 9.10 101 11.2

Handout 5

The graph shows the main countries of origin of immigrants to New Zealand between 2001
and 2004. Overall, the biggest groups are the Chinese and the British, followed by Indians.
However, the number and origin of immigrants fluctuates from year to year. The biggest
groups moving to New Zealand were the Chinese and the British. In 2001 about 5500 each
of British and Chinese nationals settled in New Zealand. Over the next three years, British
immigration increased gradually and steadily to a peak of 8200 in 2004. In contrast,
immigration from China fluctuated sharply rising to 8500 in 2002 and then plunging to just
half, 4200, in 2004. Indian immigration followed a similar pattern to the Chinese settlers. It
was also around 5500 in 2001 and then rose to over 8000 in 2001 before falling back to just
3000 in 2004. In contrast, immigration from South Africa and Fiji is much more constant
at between 3000 and 4000 every year. In conclusion, for some groups such as the Chinese
and Indians, immigration to New Zealand varies from year to year, but for other groups
such as the British, South Africans, and Fijians it is increasing or remaining constant.
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Lesson Plan 14

Course title: Writing

Topic: Describing charts. Maps.

Level: B2
Time: 80 min

Materials: Copies of the worksheet, blackboard, cards
Obijectives: to teach to work on describing charts and write a description of information given in a

map, and to present the description in a clear, logical and a

ppropriate way

Task/ Procedure Objectives Mode of Time Materials
Activity interaction
Warm-up Ss will watch a video To grab the Whole 10 Video
activity and they guess the students’ group minutes
theme of the lesson attention and
themselves. pre-teach
English
writing skills
Activity 1 T shows the pictures to examine the | Individually | 10 min Handout 1
and asks Ss to classify study habits of
the types of charts Ssand to
verbally. introduce the
chart types
Activity 2 T explains Ss to find an | to help 15 min Handout 2
appropriate word for the | students to Individually
gaps due to the map. focus on the
grammar of
the sentence.
Activity 3 Ss should study the text | to improve Individually Handout 3
carefully and find the knowledge on 25 min

missing words in each
line. If Ss want to, they
may look at the missing
words at the end of the

exercise.

working with

map.
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Activity 4 Ss insert the phrases in a | to improve Pair work 15 min Handout 4

suitable blank space. writing skill
Activity 5 to develop Pair work 20 min Handout 5
Ss should choose the writing skill

verb, which is correct in
each case. Note there
may be more than one

suitable answer.

Homework | Draw a map and make | to develop Individually | 5 min
exercises according to thinking
your own map. ability and

writing skill

Handout 1.

Find an appropriate word for the gaps due to the map.

The map below is of the town of Garlsdon. A new supermarket (S) is planned for the town. The

map shows two possible sites for the supermarket.

™ |:| Countryside
GARLSDOMN ] Towncentre
FPopulation 65,000 {no traffic zone)
- Howusing
Industry

12 km to Hindon -
population 10,000

Railvweay
hain roads

—_—

16 km to Bransdon 25 km to Cransdon
population 15.000 population 29,000

The first potential location (S1) is outside the town itself, and is sited just off the main road

to the town of Hindon, lying 12 kms to the north-west. This site is in the and so would
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be able to accommaodate a lot of car parking. This would make it accessible to shoppers from both

and Garlsdon who could travel by car. As it is also close to the railway line linking the
who towns to Cransdon (25 km to the south-east), a potentially large number of shoppers would
also be able to travel by .In , the suggested location, S2, is right in the town

centre, which would be good for local residents.

Theoretically the store could be accessed by road or rail from the surrounding towns,
including Bransdon, but as the central area is a zone, cars would be unable to park and
access would be difficult.

, Neither site is appropriate for all the towns, but for customers in Cransdon, Hindon and

Garlsdon, the out-of town site (S1) would probably offer more

Handout 3.
Missing words
In the text below there is a word missing in each line. Study the text carefully and
find the words. If you want to, you may look at the missing words at the end of

the exercise to help you.

Text

The three maps the developments that took place on Revlis over the last century.
Between 1900 and 1950, there was population explosion with the number of
people going up more than threefold 110,000 to 350,000. As a consequence, the
cities expanded size noticeably. Further developments included the replacing of
the road between the two cites a motorway and the construction of an airport to
the northwest of city in the centre of island in 1947. In addition, a national park
established in 1949 west of the mountains in the north.

The latter half of the century saw even more dramatic changes the population
continued to grow, increasing 950,000 by 2000. First of all, a new city sprang up
in the south-east corner of the island with new motorways connecting to the city
in the centre of Revlis and to the industrial complex, in 1985, running along the
south coast of the island. A bridge built in 1999 to link the island with the
mainland. [No word missing in this line]

Further changes took place were the building of a fish farm and wind farm, in
1998 and 1999.
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Missing words

The constructed | to illustrate was was From
with respectively | it that a as in
Handout 4.

Guided writing.

List of phrases

Insert the phrases below in a suitable blank space in the model answer, which

follows.

A. A bridge was built

B. The three maps illustrate

C. Further developments included

D. Between 1900 and 1950, there was

E. First of all, a new city sprang up

F. As a consequence, the cities expanded

G. as the population continued

H. In addition, a national park wasestablished
I. The latter half of the century saw

J. Further changes that took place were

1 the developments that took place on Revlis over the last century.

2 a population explosion with the number of people going up more
than threefold from 110,000 to 350,000. 3 noticeably.

4 the replacing of the road between the two cites with a motorway

and the construction of an airport to the northwest of city in the centre of the

island in 1947. 5 in 1949 west of the mountains in the north.
6 even more dramatic changes 7 to grow increasing
to 950,000 by 2000. 8 in the south -east corner of the island with

new motorways connecting it to the city in the centre of Revlis and to the

100




industrial complex, constructed in 1985, running along the south coast of the
island. 9 in 1999 to link the island with the mainland.
10 the building of a fish farm and wind farm, in 1998 and 1999

respectively.

Handout 5.

Choosing verbs

Choose the verb below, which is correct in each case. Note there may be more

than one suitable answer.

The three maps 1 [A illustrate B illustrates C shows D depict] the developments that 2 [A takes
place B are taken place C took place D happened] on Revlis over the last century.

Between 1900 and 1950, there 3 [A were B was C took place D are] a population explosion
with the number of people 4 [A going up B climbing C go up D climbed] more than threefold from
110,000 to 350,000. As a consequence, the cities 5 [A expanding B expanded C are expanded D
grew up] noticeably. Further developments 6 [A included B includes C consisted D were included]
the replacing of the road between the two cites with a motorway and the construction of an airport
to the northwest of city in the centre of the island in 1947.

In addition, a national park 7 [A established B was established C was build D built]
in 1949 west of the mountains in the north.

The latter half of the century 8 [A saw B can be seen C gave D witnessed] even more
dramatic changes as the population 9 [A continued grow B grow C jump D continued to grow] 10
[A increasing. B go up C climbing D rising] to 950,000 by 2000. First of all, a new city 11 [A
jumped up B rose C sprang up D existed] in the south-east corner of the island with new motorways
12 [A linking B connecting C joining D join] it to the city in the centre of Revlis and to the
industrial complex, 13 [A built B building C put D constructed] in 1985, 14 [A running B run C go
D lying] along the south coast of the island.. A bridge 15 [A built B was built C construct D erect]
in 1999 16 [A to link B linking C link D adding] the island with the mainland. Further
developmental changes that 17 [A occurring B happened C taking D took place] 18 [A is B being C
were D was] the building of a fish farm and wind farm, in 1998 and 1999 respectively.

Answer keys for teachers:

Handout 1

1 bar chart 2(line)graph  3flow chart 4map 5diagram  6pie chart  7(line) graph
8table

Handout 2
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The first potential location (S1) is outside the town itself, and is sited just off the main road to the
town of Hindon, lying

12 kms to the north-west. This site is in the countryside and so would be able to accommodate a lot
ofcar parking. This would make it accessable to shoppers from both Hindon and Garlsdon who
could travel by car. As itis also close to the railway line linking the who towns to Cransdon (25 km
to the south-east), a potentially large number of shoppers would also be able to travel by train. In
contrast, the suggested location, S2, is right in the town centre, which would be good for local
residents. Theorically the store could be accessed by road or rail from the surrounding towns,
including Bransdon, but as the central area is a no-traffic zone, cars would be unable to park and
access would be difficult. Overall, neither site is appropriate for all the towns, but for customers in
Cransdon, Hindon and Garlsdon, the out-oftown site (S1) would probably offer more advantages.
Key to handout3 - 5

The three maps illustrate the developments that took place on Revlis over the last century. Between
1900 and 1950, there was a population explosion with the number of people going up more than
threefold from 110,000 to 350,000. As a consequence, the cities expanded noticeably. Further
developments included the

replacing of the road between the two cites with a motorway and the construction of an airport to
the northwest of city in the centre of the island in 1947. In addition, a national park was established
in 1949 west of the mountains in the north. The latter half of the century saw even more dramatic
changes as the population continued to grow increasing to 950,000 by 2000. First of all, a new city
sprang up in the south -east corner of the island with new motorways connecting it to the city in the
centre of Revlis and to the industrial complex, constructed in 1985, running along the south coast of
the island. A bridge was built in 1999 to link the island with the mainland. Further developmental
changes that took place were the building of a fish farm and wind farm, in 1998 and 1999

respectively.

Handout 6

1. A illustrate D depict 2. C took place D happened 3. B was 4. A going up B climbing 5. B
expanded 6. A included 7. B was established 8. A saw D witnessed 9. D continued to grow 10. A
increasing. C climbing D rising 11. C sprang up 12. A linking B connecting C joining 13. A built D
constructed 14. A running D lying

15. B was built 16. A to link B linking 17. B happened D took place 18. C were
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Lesson Plan 17-18
Course title: Writing (Year 3)
Lesson 17
Topic: Productive Review, Event Review, Article Review
Level: B2
Time: 80 min

Materials: Internet sources and upper intermediate English books, Successful writing,
ESOL teaching skills task book, big activity book.
Aim: to raise Ss’ understanding about the quick ways of writing review articles and to

develop Ss’ confidence on the peculiarities and components of structures of narrative and

systematic reviews.

Task/ Procedure Objectives Mode of Time | Materials
Activity interaction

Pre-teach | T asks Ss their | to elicit answers for | Group work | 5 Paper for

Warm- | general Ss to raise Ss interest minutes | teacher

up knOWI(_%dge to the subject.

activity regf'”d'”g .
review articles
and types of
articles. And
brainstorms the
ides on the
board.

Activity 1 | Then T asks to develop Group work | 10 min | Paper for
the class to confidence about teacher
divide into the topic and to
three groups follow the
and assigns one | . .
group to dlscusspn
illustrate how | concerning types
to write of review article.
productive
review, the
other group to
describe how
to write event
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review, and the
other group
how to write
article review.

Activity 2 | Teacher gives | to develop Ss’ 10 min | Paper for
three groups understanding teacher (see
Handout1and | ahot the answers for
ask_s them to effectiveness of teachers)
review and o
highlight authenticity in
features of class
article.

Activity 3 | T presents to enhance Ss Whole group |10 min | PPT
Power Point understanding presentatio
I‘Dresentgtlon about specific n

Overview of | -y onents of
Review . .
Articles’ writing article and
emphasizing event reviews.
overview of
review articles
and defining
the ways of
narrative and
systematic
reviews.
easy and quick
ways of
reviewing
articles

Activity 4 | T organizes to develop Ss’ Individual 10 min | Information
mini discussion | collaboration and on
on the topic of | 44 practice critical presentatio
presentation and writing skills n.
and asks them _ i
to take notes by telling detailed

easy structures and
types of writing
article reviews.
Activity 5 | T gives To improve Pair work 10 Handout 2
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Handout 2 and
asks them to
tell types of
article by
reading
extracts and to
think of an
appropriate
title

reading, writing
and critical skills

Successful
writing, pg
141, ex 4

Activity 6

T demonstrates
the video about
‘How to write
articles; the
quick and easy
way’ and
organizes
discussion

to enhance Ss
knowledge about
the ways of writng
reviw articles and
to develop
listening skills.

Whole group

15-20

Video on
‘How to
write
articles; the
quick and
easy way’

Activity 7

T gives
Handout 3
asking them to
fill the gaps
form different
types of
extracts taken
from types of
article reviews.

to practice writing
the types of article
reviews.

Individual

10

Handout 2
Successful
writing, pg
152, ex 3

Summari
zing

T gives several
questions to
consolidate the
topic and to
check their
comprehension

to check how Ss
comprehend

Individual

Home
task

T assigns Ss to
write article
and event
review

to practice writing
types of article
review

Individual

5 min
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QUESTIONS

What is article review?

What is productive review?

What is event review?

What kind of style do we use in wrting them?

What structures successful review should consist of?
Name useful languages to begin reviews?

Name useful languages to end reviews?
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HANDOUT 1

1. “Emma” is the fourth recent version of an Austen novel, after “Persuasion,” “Sense and Sensibility”
and the TV adaptation of “Pride and Prejudice.” It is not about very much--about the romantic intrigues
of a small group of people who will all more or less have to marry one another sooner or later, if they
haven't already. Yet in its high spirits and wicked good humor, “Emma” is a delightful film--second only
to “Persuasion” among the modern Austen movies, and funnier, if not so insightful. Gwyneth Paltrow
sparkles in the title role, as young Miss Woodhouse, who wants to play God in her own little patch of
England. Elton (Alan Cumming). Miss Smith would much sooner marry a local farmer, but Emma won't
hear of it. When the poor farmer sends Miss Smith a letter of proposal, she shows it to Emma, who
sniffs, “It is a good letter. Miss Smith is so uncertain of herself that she turns down the farmer, only to
discover that the Reverend doesn't love her--he loves Miss Woodhouse (“| have never cared for Miss
Smith,” he tells Emma, “except as your friend”). This should be a lesson for Emma, but she'll need
more than one. Other local color is provided by Miss Bates and her deaf mother, Mrs. Bates. (They are
played by Sophie Thompson and Phyllida Law, who are Emma Thompson's sister and mother.) Miss
Bates says everything three times and Mrs. Bates never hears it, and when Emma is unforgivably rude
to poor Miss Bates it is the upright Mr. Knightley (Jeremy Northam), her brother-in-law, who dresses
her down, giving her a stern lecture on her responsibilities under the class system. Emma thinks of
Knightley as a brother. She is interested in the Reverend not at all. There is a dashing young bachelor
in the neighborhood named Frank Churchill (Ewan McGregor) who seems cast as her beau (he
rescues her when her carriage gets mired in the river, and again when she is threatened by gypsies).
But he has other plans, too, and in the fullness of time Austen sees that everyone gets what they
deserve, or in Emma’s case perhaps rather more.

2. Jane Austen (16 December 1775 — 18 July 1817) was an English novelist, who used
realism, biting social commentary and free indirect speech in her novels. Austen's plots,
though fundamentally comic, highlight the dependence of women on marriage to secure social
standing and economic security. One of the strongest influences on her writing and her works
are concerned with moral issues.

Pride and Prejudice follows the life of Elizabeth Bennet, a headstrong, intelligent woman. it
is a romantic comedy about the pride of a man and the prejudice of a woman. In a time where
the only way for a woman to become wealthy, or increase her social status is by marrying,
there is the family of Bennets. The fact that the Bennet family has no son and five adolescent
daughters, Jane, Elizabeth, Mary, Lydia and Kitty.

The events begin with the arrival of the Bingley’s in Hertfordshire where the Bennets lived.
The Bennet girls and Mr. Bingley were introduced at a dance and right away Mr. Bingley took a
liking to Jane. Mr. Darcy is a close friend of Mr. Bingley and is also present in the party. .
Ironically, he begins to like Elizabeth. Events lead Mr. Bingley to fall in love with Jane.
However, Mr. Darcy is circumspect and believes Jane isn’t in love but after money, and so
tears them apart. Following long periods of no interaction between the families, the Bennets
give up hope of Jane’s marriage .

Mr. Collins and Mr. Wickham can be said to be as the villains. Their introduction brings about
difficulties in lives of the Bennets, particularly the latter who cheats Lydia, the youngest
Bennet, into love and runs away and later demanding money for their marriage, so as to avoid
notoriety to the Bennet family. Among these events Elizabeth is proposed by Mr. Darcy and
she, ignorant of the truth and full of hatred towards him, refuses him coldly. However, she later
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comes to know the true character of Mr. Wickham and Mr. Darcy, and regrets her past actions
and prejudices.

The plot and story is quite simple.lt is universally acknowledged that a single man in possession of a
good fortune must be in want of a wife. And, of course, a single woman in search of a good fortune
must equally be in want of a husband who has one!” These lines seem true for all the characters in the
book, be it Miss Jane, or relatively rich Miss Darcy. The story focuses on the social problems
concerning young girls of diverse characters, be it optimistic Jane, prudent Elizabeth, introvert Mary
and Kitty, or the ignorant flirt Lydia. The book in itself doesn’t convey a message, but asks of its
readers for develop their own understanding

The language of the novel is quite plain and verbose at times, rendering the reading monotonous as
is the case with most feminist novels. However, one cannot expect a feminist book written in typical
Dan Brown suspense fashion in 1813. Personally, | won’t recommend the novel to others, primarily
because there are thousand others worth reading first. Even ‘Catcher in the Rye’ on first read makes
more sense than ‘Pride and Prejudice’.

3. The ..... “‘Roles of Sensitive Men” by Gerald Thompson that appeared in the magazine
The Watcher can be said to be an extended argument with gaping holes. Thompson presents
sensitive men as the new gatekeepers of the future, the ones that will lead the most influential
companies and make the greatest mark in the field of humanities. Thompson makes it all
sound like a new race of human beings will descend on our lonely planet. While the author has
some insight, much of the article is based on bias and speculation rather than actual research
founded by reality.

Thompson points to such modern influential figures as Facebook creator Mark Zuckerberg, NSA leaker

Edward Snowden, and pop star Justin Bieber as examples of sensitive men ruling the world currently. |
can understand his insertion of Snowden and Zuckerberg, but Bieber’s addition perturbs me.
Thompson’s definition of a sensitive man is, “Men bold enough to express their feelings openly and not
be afraid of being defined as less than men” (Thompson 33). In Bieber’s case, | believe he is not an
activist or a revolutionary of any kind. He is only a product of the American music industry that has
designed him to be certain way to be sold to a specific audience, which requires him to act in a manner
that would make others think he is sensitive. This is not actual sensitivity, but planned, forced
sensitivity.

Thompson, beyond his definition of the subject matter and his explanation of why these three
previously mentioned figures are exemplary examples of the rise of sensitive men, continued to
expound on his vision for the future. The author noted that, “Egocentric, arrogant men that have been
associated with power positions are going to leave the building. This will be a natural demand by the
public, and an organic course of economics” (Thompson 35). Though these statements are admirable
and | want to be an optimist, it appears to be more of a conjecture than a principle of future reality. The
“Roles of Sensitive Men” has a few merits, but is mostly a gaff that proposes a future that is unlikely to
happen. | give credit to the author for a unique take on the future of our economic and social standing,
yet | would warn readers to read the article with an examining mind. In my perspective, there are many
flaws inherit in the text. Thompson’s use of example figures, shaky foundation of his vision, and a
questionable conclusion makes this article less than authoritative
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4 Read the extracts and say what kind of article each is taken
from. What kind of publication might each appear in?
Finally, think of an appropriate title for each.

oThe Hightree Leisure Centre is proud to announce the recent open-
ing of its new extension, specialising exclusively in health and fit-
ness facilities for senior citizens — the Roxbury Annexe. Not only
will our more mature customers find that the Roxbury Annexe is
designed for those who may be frustrated by structural hindrances
such as steps and heavy doors, but they will also be able to take pat  —
in a wide range of activities geared purely towards their needs.

B

1

Checking out the prices of new com-
puters can be a pretty terrifying expe-
rience for the first-time buyer.
Fortunately, there is another, less
painful option. Due to the fact that
‘serious’ computer operators regular-
ly upgrade their machines, there is a
thriving second-hand industry which,
for us less fashion-conscious individuals, makes investing in a computer far
less taxing on our bank accounts. However, before making your purchase,
there are a number of things worth taking Into account.

oWhen you think of the west coast of the
United States , Images of muscular sur-
fers and glamorous Hollywood stars
lolling on private beaches probably
come to mind. However, the glorious
Oregon coast is something altogether
different. A combination of dramatic,
rugged shoreline and miles of deserted,
sandy beaches open to all makes the Oregon coast a unique experience.

hands of an elitist minority of decision-makers, how
much influence does the average voter really have?
The obvious answer may seem 1o be littie or none,
but | am firmly of the opinion that the voice of the vol-
ers still carries a great deal of weight as far as gov-
ammental decisions are concerned. Moreover, there
are a number of facts to support this opinion.

? In a society where govemments seem more and
more impersonal, and power seems to be in the
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3 Read the instructions and the model below and insert the following

words and phrases in the appropriate spaces. Some words/phrases can
be used more than once. Next, complete the paragraph plan on the

right. Is this a formal or informal article?

« Infrodiuction
State topic
- Main Body

= For: children choose

but also, Furthermore, However, In addition, In conclusion,

In fact, not only, On the other hand, therefore, thus

programmes with positive
values; distinguish between

a negative influence on children?

magazine for young adults,

Are children influenced by what is shown on television?
What can be done to prevent television programmes having

Write an article covering these points, to be published in a

reality/fiction

' |
Television has become an important part of everyday life
and children today spend hours watching a variety of
programmes. These facts have led people to question
whether television viewing adversely influences children,

and if so, to wonder what may be done to prevent such
negative influence.

Supporters of television, such as the representatives of TV
channels, claim that there is no need for concern. To sup-
port their opinion they cite studies by psychologists which
indicate that children are not indiscriminate viewers.
1) , they maintain that 2)..........ccccceec. do
children tend to choose programmes that pass on positive
MESSAZES, 3)...ervecrrerrmreierres that they are able to distinguish
hetween reality and fiction, and are 4) ...........cc..co.... not

negatively affected by what they watch.

e e e A T e , research has been
conducted that contradicts the above findings. This sec-
ond body of research indicates that the increased depic-
tion of gratuitous violence and immorality in television
programmes has indeed affected today’s youth and is

/“W"‘-‘&‘ ‘M‘M“

directly related to the increase in juvenile crime and the
breakdown of moral values in society. 6) ...
................... , the experts responsible for this research have
suggested steps that might be taken to solve this problem.

One way to prevent television's negative influence would
be for the government to censor the content of certain
violent or immoral programmes. Types of broadcasts that
are felt to exert negative influences could be shown only
late at night when children are not likely to be watching.
In this way the degree to which children might be
exposed to negative influences would be limited.

b § (PRGN S , parents could monitor what
their children watch and take on the responsibility of
changing channels or switching off the television set
when they feel the programme being viewed may be
harmiil, 8) ..o rrsiemissinemniiner ensuring their children are
not exposed to negative influences.

9) , it may be said that it is not
yet possible to ascertain if, or to what extent TV neg-
atively influences children. 10) ........ccoocnircnnee , as the
possibility does exist, it might be wise to take pre-
cautionary measures such as those mentioned above.
After all, as is often said, “an ounce of prevention is
worth a pound of cure.”
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In fact

not only

but also

therefore/thus

However/On the other hand
In addition/Furthermore
Furthermore/In addition
thus/therefore

in conciusion

On the other hand/However

CoOmNODOBLN

Against:

- youth affected by depiction of gratuitous violence
and immorality

- TV has led to increase in juvenile crime and
breakdown of moral values

Suggestion 1 & result;

government could censor contents of TV pro-

grammes/restrict broadcasting times - limit degree

to which children might be exposed to negative

influences

Suggestion 2 & result:

parents could monitor what children watch - ensure

that their children are not exposed to negative

influences

CONCLUSION:

summary of opinion

It is a formal article (frequent use of the passive;
wide range of advanced vocabulary; complex sen-
tences; formal linking words/phrases; no contracted
forms, no use of idioms, etc).

* an advertisement for the Roxbury Annexe ofthe
Hightree Leisure Centre

* a leaflet advertising the Roxbury Annexe or a
brochure for the Highbury Leisure Centre

* Suggested title: Health and Fitness Haven

* an article in a magazine offering advice to first-
time computer buyers

* a general interest magazine (as opposed to
specialist magazines)

* Suggested title: First-Time Computer Buying
Made Easy

» a description of a place (the Oregon coast)
* a magazine or travel brochure
* suggested title: Uniquely Oregon

« a discursive article concerning voters’ power

* a serious magazine concerned with politics

* suggested title: The Voice of the Voters - Is
Anybody Listening?



