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To the student

About the book

This book is to help you develop your writing ability in English, so that you
feel more confident about the writing you need to do in everyday life. The
exercises give you the opportunity to practise this day-to-day sort of writing "
(e.g. job applications, personal letters, notes and messages). They give you help
with the aspects of writing you might find difficult (e.g. the organization of
ideas, choosing the right word, linking ideas, paragraphing, spelling, punctua-

tion). Units 4 and 5 give you special help with spelling and punctuation. -

The exercises show you that how you write depends on: -

— who you are writing to (your reader)

— why you are writing (your purpose)

— twhat you are writing about (your content)

— where and when you are writing (the situation).

So you are not always asked to write in a formally correct way,

The exercises emphasize that writing is a process which always requires some
preparation, drafting and revising. You are not asked to ‘get everything right’
the first time. You get special help with the process of writing in Units 1, 2 and 3.

Units 6-13 help you with writing that you often need or want to do. Units
14-16 give you ideas for personal, creative and fun writing.

In Units 6~16, the exercises at the beginning of each unit ask you to practise
only one or two aspects of writing at a time (e.g. punctuation, layout). The
exercises towards the end of these units are more open-ended, and ask you to
practise more features of writing. In these later exercises there is the opportunity
to choose situations and tasks that are personally relevant to you.

There is a lot of opportunity to develop and practise your reading and speak-
ing skills in this book. You are often asked to look at other people’s writing
and to discuss it. This is a good way of improving your own writing.

Using the book

If you are working alone, it is especially important that you read this part
carefully. It will help you get the most benefit from the book.

The book is in two parts, with each part divided into two sub-sections. It is
best to begin with Part 1, The writing process, Units 1, 2 and 3. These are
important to all other units.

You should then begin the Writing sub-skills, Spelling and Punctuation, Units
4 and 5. Do not try to complete either of these units in one session. In Unit 4,




To the student

Spelling, do only one part at a time (e.g. identifying spelling errors, spelling
unfamiliar words). In Unit 5, Punctuation, do only two or three items of punc-
tuation at a time (e.g. capital letters, full stops).

While working on these, you should begin on Part 2, Context units. Choose
whichever units you want to do. It doesn’t matter in which order you do them,
except that you should do Unit 10, Formal letters, before Units 11-13.

In every unit, it is essential to work through the Introduction. In each Context
unit, the Introduction gives you a mode! of writing and a number of important
points to study. If you are working alone, it is very important that you think
about (and perhaps write down the answers to) any questions you are asked to
discuss here.

After this, choose exercises which match your needs and interests. Wherever
an exetcise gives you a choice, think about a reader, a purpose, content and a
situation which are personally relevant to you. (Think of a friend you really
want to write a letter to, think of an issue you have a strong opinion on, include
details from your personal life on a postcard.) . o

Wherever possible, do something with your writing (send your letter, submit
your opinion to the editor of your class or school magazine, send your postcard).
If you do not have a class or school magazine, you could help to organize one!

In most units, there are a few exercises which ask you to discuss or work with
other students. If you are working alone, it is best to write down your thoughts
in these exercises. S

It is a good idea to collect examples of writing, and to use these as extra
models for your own writing. SR

There are answers at the back of the book for exercises where there areonly
one or two answers possible, or where a model answer seems necessary.



To the tea_che_r

About the book :

The aim of this book is to help students at the low intermediate to intermedijate
level to develop their writing ability in English and to give them the confidence”
to use this ability in everyday life. Students at this level usually want to and
need to write independently, but often avoid it or handle it less proficiently than
they do speaking, listening or reading. o e
The reasons for this are many and varied, but in this book we aim to break
down four major barriers to student confidence. The first is that because writing

is a more permanent record of one’s language proficiency than is speaking, the

demand for unrehearsed writing is more threatening to the learner. The second ~

is that learners often feel that they do not have the necessary knowledge and
experience of langnage that writing demands. The third barrier is the view, often
reinforced in classroom texts, that writing must be correct, in a formal sense,
irrespective of context. The fourth is the related view that such'formal correct- *
ness must be achieved first time round in a one-off writing attempt. L
This book aims to address directly each of these issues. Firstly, it provides
non-threatening guided opportunities to practise (or rehearse) the very sort of
writing tasks that are required in real life. Secondly, it provides guidance and
practice in the aspects of language and form so important to effective writing,
So, you find models of different types of texts with explanations and discussion
points. You find exercises which deal, for example, with organization and
ordering of ideas, paragraphing, linking ideas, appropriate word choice,
economy of phrasing, layout, spelling and punctuation. (Particular focus on
these last two is provided in Units 4 and 5.) Thirdly, the book emphasizes that
the demands of writing vary considerably depending on the proposed reader,
the purpose, the content and the writing situation: Students are urged to think
about the relationship between these four determinant factors and the features
of written language above. For example, there are exercises on.appropriate -
wording to achieve results in letters of protest or complaint, exercises on
economic use of words to keep down cost in advertisements, and so on.:Lastly,
it reflects throughout that writing is a process which always, but to varying
extents and in varying ways, requires preparation, drafting and revising. The
exercises help students to be more aware of this process and thereby to improve
the effectiveness of their writing. (Particular focus on this is provided in Units
1, 2 and 3.) P e
The book does not aim to teach items of vocabulary or grammar, except
where such items seem to be specific enough to the writing context and impor-
tant enough to the successful completion of the tasks being set to warrant




To the teacher

special guidance and practice. There are many textbooks which do teach these
things and students and teachers may want to refer to these as they use this
book. The exercises in this book will however provide a realistic and relevant
context within which students can practise any newly acquired items of
grammar and vocabulary.

Although written primarily for adult students for whom English is a Second
Language, we also see this book as being useful for adult native speakers of
English who wish to improve their everyday writing, and for secondary school
students.

The writing contexts in Part 2 were chosen on the basis of their appropriate-
ness for adult students at this level in terms of interest and need. Writing extracts
used as models or within exercises were chosen on the same basis and also
because of their appropriateness in terms of language complexity. S

Although the emphasis is on functional writing, there is also opportunity
provided for non-functional writing. Units 14, 15 and 16 consist of exercises
directed at more creative and imaginative writing. PR

The exercises vary somewhat in level of complexity to cater for all students
in the target group. As well, there is flexibility within many exercises to provide
for response at a variety of levels. In the Context units (6—16), there is a prog-
ression from exercises which focus on specific and therefore more manageable
aspects of writing to those which are more open-ended and uncontrolled. Along
with this progression goes the increased opportunity for individual response.

Opportunity for developing reading skills exists with the provision of writing
models and with exercises where students must respond in writing to something
they have read. In addition, there is opportunity for discussion. In Units 616,
students are asked to talk about their own experiences and needs, and to study
and discuss the writing models presented. :

Using the book

The book is arranged in two parts, with each part divided into two sub-sections. =

We feel it is best to begin with Part 1, The writing process, Units 1, 2, 3, and
to work through them systematically, as these units are relevant to all
subsequent units. The exercises in them, though unavoidably dealing with some.
of the contexts to follow, demand as little as possible in the way of exact
knowledge and experience of those contexts. . :
The Writing sub-skills units — Unit 4, Spelling and Unit 5, Punctuation — are
best worked through next, concurrently with a context unit from Part 2. You
are advised not to attempt to cover all of Unit 4 or Unit 3 in a single lesson. In
Unit 4, Spelling it would be best to take one part per lesson (e.g. identifying
spelling errors, spelling unfamiliar words), so taking at the least four lessons to
complete it. In Unit 5, Punctuation it would be best to do two or three items
of punctuation per lesson, so taking twelve or thirteen lessons to finish.
While doing Units 4 and 5, you should begin on Part 2, the Context units.
They are arranged roughly in order of complexity and typical length of texts,
but except for Unit 10, Formal letters, which is best done before Units 11-13,
it does not matter in which order you do them. That will depend more on your
students’ needs and interests and on other language work you are doing.

4



In each unit there is an Introduction which gives a background and a purpose
to the exercises in the unit. Once a unit is selected it is vital to take students
through this Introduction. After this, your choice of exercises will, again, depend
on student need and interest. In exercises where choice is given it is important
to encourage students to think of readers and purposes, content and situations
personally relevant to them. Wherever possible they should be encouraged to

publish their writing (send a personal letter or postcard to a friend, send off a

To the teachker

job application, submit a letter to the editor of the local paper or to the editor .~ -

of the class magazine). The production of a class or school magazine, mentioned
in many parts of the book as a venue for publication, is particularly relevant in
Units 12, 13, 15 and 16 as a means of providing an interested audiende and a
real purpose for writing.

In all Context units it would be a good idea to encourage students to bring
in examples of writing and to use these as further models for study and discus-
sion. R - o

Answers are provided at the back of the book where there are a limited
number of answers possible or where the provision of a model answer seems
necessary. SRR : - ‘ :




Part 1: Core units

THE WRITING PROCESS
Introduction

The next three units are very important. They describe the three main stages of
the writing process. For ease of discussion, we present these three stages like this:

Y

Drafting Revising

Y

Preparing to write

but in practice the process is often more like this:

Preparing \

N

Revising >< / \ X; Drafting
Drafting - / Revising
\ Preparing /

The writing process depends on:
— who you are writing to or for (reader)
— why you are writing (purpose)
— what you are writing about (content)
— where you are, how much time you have, how you feel, etc. (situation).
There is no one way to write. The ideas in the next three units are only
suggestions. Try them all. Some you may find useful in one type of writing.
Some you may find useful every time you write.
Whatever you do, you will benefit from lots of practice. So write often — even
if it's only for a short time and even if it's only for yourself.

Many of the exercises which follow continue through the three units, so keep
all your writing until the end of Unit 3, Revising.

6




1 Preparing to write

Introduction

Most writing requires some preparation. How long you spend on this prepara-

tion, and what you do, largely depends on your reader, your purpose, the

content and the writing situation. For example, a quick message to a friend

requires different preparation from a letter to a company applying for a job.
The ideas below will be useful to you in preparing to write.

Remember: Keep all the writing you do in these exercises for use in the next
tiwo units. _ G o

ldeas

BRAINSTORMING

This means you ‘storm’ or search your brain for ideas.

— Write them down very quickly. They don’t have to be in English.
— Don’t worry about how useful they will be, - " -~

— Don’t worry about neatness and correctness. - .

e.g. Brainstorming in preparation for a job application letter:

A%Sis\*ur\'\‘“ C‘ne%.—. Ad\le,-\.‘ae rgo} \\\L‘SU‘D
As‘ua\r\ c;:ao\_c'w_\s AS r\ma _ 3ee£\a\¥3
A ~ce  vin Amesica
tjeqrs e_xiaer}ence_ v~ ermca.
'Png_%e_r \bar’r—\‘n;\-\.n. (,.__)cplc bt EH* is Okg
'Q\cxs_e_‘\'ea \'\U"U—- ; :
Dant aiind sp\ shibrs
3 bear‘ c_er\-f.g?cujte CourgEe

e e T~




Part 1: Core units

Exercise 1

Choose an item that interests you from those below. You are going to write
something about it for a student magazine (a letter to the editor, an article, a
story). Prepare by brainstorming.

{Keep the notes you make for use in exercise 1, Unit 2, Drafting.)

Are women the | S
n arriage less
stronger sex? | popuiar

DON LANE, talking about his one-year-old son,
PJ: "1 worry that I'll be 72 when he’s 20. It’s a big
gap. Butif | feel as young then as | do now there
won't be any problems.”

HANG THEM|

SOME say hanging criminals
makes us as bad as they are. This
is not so.

It is done with the minimum of
pain and the viclims know why they
are being hanged.




1 Preparing to write

SPEED WRITING

This is a warm-up acthty to get you writing freely.
— Give yourself a time limit (say two minutes).
— Write as much as you p0551bly can on a topic,

— Write whatever comes into your head. It doesn’t matter if it doesn tall make
sense.

— Keep writing until the time is up.
— Don’t worry . about neatness and correctness.

e.g. Speed writing in preparatlon fora letter toa teacher about a chlld’s prob-
lems at school: - '

pawf-b_a_ UAAL\.D\.- nau-at.w 0[070{
rm%knm &dwmmfﬁbwtj 314«..».:__!@"'
MM—WMM Bwuub“\aeﬂus— m—hu.tﬂa .
be Gachor - Seams [ ba able o o WOKMMQM
"bwwg__“:m howma ootk hows cundl oloegul & o (&

el ol ocis LS H.L le-% WMM awe-thar k
_«.]A_,_ldm__.-—-—_?;‘_.._,‘h_r—"‘ ““u.u.z_uﬂ"“&w\z

Exercise 2

Choose from one of the followmg topics and write a letter to the editor of your
class magazine.
work  children television
Prepare by doing two minutes speed writing.
(Keep your writing for exercise 4, Unit 2, Drafting.)

ASKING YOURSELF ‘WH’ QUESTIONS

This idea is useful for longer pieces of writing.
— Write down some questions about the topic. :
~ who...?what...? where...? when...? why...? how...?
— Think of as rnany questlons as you can.
e.g. “Wh'’ questions in preparation for a letter to the Council about the bad
condition of the roads: : :

What is the problem?

Who is bemg aﬁecfed by it?

Where is the problem worst?

W]ly is it so bad here?

When is the Council going to do somet’rmgg

__/‘L\___;————"—\__/—J—\-f\__




Part 1. Core units

Exercise 3

Imagine you are planning to move to another city. You need to have accomino-
dation arranged before you move. Prepare a letter to send to some real estate

agents in your new city, telling them what you are looking for. Make up a list
of ‘wh’ questions to remind yourself of what you need to mention in your letter.

“When do I need the accommodation?’
(Keep your questions for exercise 3, Unit 2, Dmﬁ‘mg

GETTING YOUR IDEAS INTO ORDER

This is something you could do after bramstormmg, speed wrmng, or ‘wh’

questions.

— Look through your notes. :

— Use numbers or arrows to put thern in the order you want to mention them
in writing. : -

e.g. Ordering notes in preparatmn for a ]ob application letter

A%’S\S\‘C\.{\'\“ C\\eg - due,-lnge‘- gq_\. \\\L\SU\D
O Asu:xr\ c.oo\tw'\a \S W\n ‘é‘)ec_\o..\‘\r:)

@1 ears expenience. v~ Amenca
B P
(@ rpﬂa_%er ?ar‘\-\‘im et but {-H- is Ok
O Mose 4o homa
® Dot aind p\t shibrs

©» 3 Dear* cerx @Tcn_)te Qourze.

Exercise 4

Below are some notes a writer made in preparmg to write a letter of complaint

to the Council about the lack of playgrounds in the area. Rewrlte the notes in

the order you would mention them.

mewrbans f-n—r children b plogy
}\.D_Mti }‘f‘o_-H-u:_ -3  ocwceidanls
rss b Pl"“fi i~ Bhrats

WMW—M&M&MWBMLN-
toed  sanee playgTrend aqpipreant
10



1 Preparing to write

Exercise 5

Use some of the notes you made in one of the previous exercises (brainstorming,
speed writing, ‘wh’ questions). Use numbers or arrows to put the notes in the
order you want to mention them. : : .

USING MODELS

Models or examples can help you with what to write and how to write it.

- Look for models of the kind of writing you want to do. :

— Keep a file of these so you will have them when you need them. _

— Think about the content (the information included, the guestions asked, the_
ideas mentioned).

— Look close[y at the language used. Underlme or make notes of any useful
expressions. :

— Look closely at the orgamzanon of ideas.

The model on the left was useful in writing the advertisement on the rlght.

B[}BE'SETTER' regziied toe | - Tu,for required,
mind 8-year-o oy

before and after éﬂ waﬂb Eﬂﬁ&/&/’l
school, 3 days/wk. after  spm, 2 /nﬁs/
Preferably with other 1wk @-g{eralé
school-aged children. ' 4 #
Lewisham area. ”y ome . Summer (,[L
Phone Jim after 6pm. areq 77/10ne M GLF{&"
71 3029, #30 pm.  798-20/4

Exercise 6

Imagine you want to sell a refrigerator, Look carefully at the advertlsements below

— Take note of any useful words or abbreviations.
— Discuss with other students the kind of information included, and the cu’der

in which it is mentioned.

LARGE green lounge, aexceallant
condition, 550, Garden seats

( FOR SALE ) and targe pots. 78 8515.
: SEWING MACHINE Brother in-
gaASNE‘ ;:‘:11;;1310(2_)’00;28"1&98 dustrlal plain sewear, excellent
. . ' condition, very litlle use, :suit
PHILIP TV 83cm color In good | Suldoor worker or factory $650.
condition $350, Lounge 8 sgaler 759 9022 atter § pm.

as new $550. 708 1217, SKI 8BOOTS, ladiea' 812, whlta&
black, men's size 12 in navy,

PHILIPS refrigerator, gocd work- weinmann wind ups, $80 each or
§ Hiti 100, . best offer, Ladies’ stocka in-
ng condition, $100, 74 2091 cluded. 71 6801,

11




Part 1: Core units

Exercise 7

Read the following letter to the editor carefully.

— Write down the three phrases that are used to introduce and to link the

writer’s three arguments against the death penalty.
— Write down any other useful words or expressions.

SIR, Ms M. Squires of
Coogee (24/6/88) writes that
hanging criminals is the
only way we can stop others
from (:ommlttmsJ serious
crimes. I strongly disagree.
In the first place, there is
absolutely no evidence to
support her claim, What's
more, if we as a society
murder those who commit
murder, we are no better
than murderers ourselves.

Violence is no answer to
violence. And then there is
the question of whether we
can ever be 100% sure of a .
person's guilt. What should
happen if an innocent
person were hanged? No, Ms
Squires, the death penalty is
not the answer. What we
need instead is a more
caring society. -
MRS K. HAVEL
Richmond

MARKING POINTS TO MENTION IN REPLY

If you are replying to a letter or advertisement: - '
— Reread that letter or advertisement.
— Underline parts that you want to mention in reply

— Keep the letter or advertlsement handy When you are writing as a remmder

of things to mention.
e.g.

Salesperson

We are seeking a mature person with
experience in sales. Some experience
with selling power tools would be an

advantage, and applicants should hold a
current driver’s licence and be available
for some weekend work. ~

Salary is negotiable. A company
vehicle will be pmwded Applications -
should be directed in writing to:

Mr Alf Singer
Personnel Manager

ANDERSON and LEECH POWER
TOOLS PTY LTD

P.0O. Box 633

Port Adelaide 5015

12



1 Preparing to write

Exercise 8

Van received this letter from some friends overseas. Note the parts he might
mention in reply.

Dear Van,
Justa short note to let you know that we have a house now —
090 Waym’”e Rd
A]exana’ria, Va.
22307
Just 15 minutes to work by car. Speaking of work, how'’s your job? Last

you still there?

foatl:ra” and what the weather’s been like!

Bye far now
Mary (ancl Steve)

up to? Write and let me know the important _t_’rin_g.s‘ ]ile(:_'_ who's winning t’te

time you wrote you Ir_c_td_ only ju_st_lweggn_: warlz_ing far_- a ﬁrm in _Wate_r]op. Ar_'e_ o

I haven't heard much news from lzan't;é Jately. lea;t are all the farmly .

Additional exercises

Exercise 9

Think of someone you would like to write to, someone you haven’t written to .

for a long time.

~ Quickly jor down as many things as you can think of that have happened to -
you over the last 6 months, .~ T o Tl T o

— Group together those events that seem to belong together.

— Decide which you will mention first and a rough order for the rest of your
news.

(Keep your notes for exercise 5, Unit 2, Drafting.)

Exercise 10

Choose one of the ideas described in this unit to prep'azre for the foIIéwiﬁgi o

a) A note to someone who is minding your house, telling them where everything

is. '
b) A letter to your landlady asking for some repairs to be done.
c) An advertisement to sell some furniture you no longer want.

d) A story about your childhood.
(Keep your notes for exercise 6, Unit 2, Drafting.)
Exercise 11 R

Think of something you personally need to write at the moment. Prepare for
your writing in one of the ways suggested in this unit. (Keep your notes for.
exercise 7, Unit 2, Drafting.) S

13




Part 1: Core uniis

2 Drafting_

Introduction

The drafting stage is where you feélIy begin whnng' The most important thing
here is to get words onto paper. It is not the time to worry about spellmg,
grammar, punctuation or the best wording.

Look at our first draft of what you have just read Very messy and very
different from the final product, isn’t it?

. (concentrate
In this unikt, we wud on
the part ()

the furst dmft ondy. This iswhere
you {a.d:uallﬂ begm mrIUg a-f'ter:;mvm_

Thmost’:wps-ﬁtanj:tmﬁgaxm

? S‘L'aﬂe lt get werds ante the
paper. [This s not the tume to

weorty  about tlumg Like grquaf |
spelling pw\d:ua:tcah ete. o — —

In this unit we will concentrate on writing a first draft. There is no orne way to
do this. Some people make a few changes as they draft, Others make changes
constantly. Others leave all changes until the end of the first draft.

Here are a few ideas which many people find useful at the first draft stage.

Remember: Some of the exercises ask you to continue wztb writing you began
in Unit 1, Preparing to write,

14



-2 Drafting

Ideas

USING THE WRITING SPACE

It is important at this stage to be able to see clearly what you have written and

what changes you have made. So:

— Write on every second line. ‘Make changes on the blank hne above your
writing.

— Write on every second page (1f using an exercise book) or leave a w1de margin
(if writing on sheets of paper). Use this space for rough wordmg, comments,
spelling attempts, and markings {arrows, etc.).

~ Cross out rather than use typing fluid or a rubber. Then you can see your
original wording or spelling. You may need these if you change your mind
again.

e.g. Using the writing space in drafting a letter of protest:

—_b‘%mﬁﬂ@_@a&mmg,_

Lnr6

+— protest about fhe pmpodod changes to

%M. mghep_—tr_sfobarmtummg

Exercise 1

Read the notes you made for exercise 1, Unit 1, Preparing to write. Use those

ideas now to write a draft,

— Follow the advice about using space.

— Write as much as you like.

— Don’t worry too much about correctness, but make any changes you want
to.

15




Part 1; Core units

GETTING STARTED

Getting started can be dlfficult even when you have prepared for writing. These -

ideas might help you.
— Don’t worry too much about the beginning. You will often want to change .

it anyway. Try to get past it and keep going.

— Write a few different beginning sentences. Choose one and then contlnue
writing. Even if you change your mind later, you will be on the way.

e.g. Getting started on the draft of a story: : o

That. hiee 4 mﬁmbq merhe_
cﬂstmmﬁﬁ

| rCmerv\kxf-i"f\QI_daﬂ dmfj e WS
the worgk in mU

OfF ol doﬂgm mﬂb% thar e dy

Lyas, the. werst .

— Don’t begin at the begmnlng at all Start anywhere Come back later and |

write the beginning sentences.
e.g. Getting started on the draft of a letter of opinion for a class magazine:

ljfmolcthﬂfyug Jcosmckddmfmrdwg
without s.ea:tbaiIS——SmmtwaSlgvensa_a.'
fhan/\s(m/\dx/gupo-r'&amngmx:t& |
wtnclew - - - —

How careless and selpish some pasents MD

16



Exercise 2

Look at this headline and picture. You are gomg to write something about it
for a class mapazine. : : :

Christmas

100 years
from now

SANTAS
ME CHANICAL

Pavid O

OW will our great-grandchildren celebrate
Christmas? Scientisis have beea makiog a few
educated predictions about the sort of festivities
that will be enjoyed 100 years from mow and if
they're correct, there will certainly be some chaages.

— Begin by brainstorming or by talking about it with other students.
— Start writing your draft. Keep in mind the points above..

-2 Drafting

17




Part 1: Core units

KEEPING GOING

Itis a good idea to push yourself to the end of a first draft. The important thing
at this stage is to get your ideas on paper. If you stop to correct yourself too
much, you may interrupt the flow of ideas.
— If unsure of the spelling of a word:

O make an attempt and keep going

O leave a space and keep going.

— If unsure of punctuation:

© make an attempt and keep going

© put a dash (~—) in the trouble spot and keep gomg
— If unsure about the words to use:

O write two or three alternatives and keep gmng

O leave a space and keep going

O write it in your first language and keep going, : -
— Clearly mark any problem area for attention when you revise (see next unit).
e.g. Drafting a letter to the editor of a class magazme

| am_gittgusted () 1o hoar the

¢ oS a,bmi.tl\ecarw class[es_)autSm
this scheet, (%o‘t bel—ve
that the m:en%\f could bhe so
P . Education for |05 s
s %%a\fg_.s@ the most wpmtan:t
'ex;zwd,w__ﬁjmgcvemmmg
— without ed.ucmtcm'\ we are Leyt

SLue(ﬁ We. d%gto smfhug

— If you run out of ideas:
0 Look back to your preparation notes. : o
o Read out loud what you have written so far or ask someone else to do thls
while you listen.
O Begin to rewrite or type up what you have written.
© Put your writing away for a time {an hour, a day, a few days). Return to
it with a fresh and clear mind.
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Exercise 3

Read the speed writing you did in exercise 2, Unit 1, Preparing to write. Write

a first draft based on your speed writing. Try to keep going until the end of the
draft.

Exercise 4

Use your notes for ‘wh’ questions from exercise 3, Unit 1, Preparing to write.
Write a draft, keeping in mind the points above.

Additional exercises

Exercise 5

In exercise 9, Unit 1, Preparing to write, you made notes for a letter to a friend.
Write a draft of that letter now, using your notes. Keep in mmd all the pomts
made in this unit. :

Exercise 6
In exercise 10, Unit 1, Prepanng to write, you made nores for a plECE of wrmng
Use those notes now to write a first draft.

Exercise 7

In exercise 11, Unit 1, Preparing to write, you prepared for somethmg you
personally needed to write. Make a draft now. : S

2 Drafting
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Part 1: Core units

3 Re vising

Introduction

The revising stage is where you check that:

— you have said what you wanted to say

— you have said it in a clear and appropriate way. '

Revising might take place while you are drafting or after you have finished a

draft (your first, second or twentieth draft!).

This unit looks at some of the changes you might make and suggests ways to
make your revising more effective.
Before you begin, think about these points:

0 Revising is the most important stage in the writing process.

o Ttinvolves checking that your comtent and purpose are clear and appropriate
for your reader, in the particular writing situation.

o It is not just a matter of checking spelling, punctuation and grammar. It
involves arranging, changing, adding, leaving out words, and so on.

o It is a constructive part of the writing process and it is important that you
see it in this way. You should give it some time and attention in alf your
writing. In a quick note to a friend you may not worry too much about
punctuation, but you do want to make sure your message is clear.

Note: Exercise 2 asks you to continue with writing you have been working on
in Units 1 and 2,

Ideas

SOME CHANGES YOU MIGHT MAKE WHEN REVISING

Look at the changes this writer made when revising a letter of complaint. They
will help you when revising your own writing. She:

changed the order of parts to make the content or purpose clearer
added parts {especially to link ideas)

took out parts which were unnecessary

said the same thing in a different way

substituted one word for another

combined two or three sentences into one, by taking out unnecessary
words or phrases

made very long sentences into two or three shorter ones

AR

~
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-3 Revising

8. changed parts which were inappropriate for the sitnation, the purpose or
the audience (too friendly and 1nformal too formal etc. )
9. corrected grammar
10. changed the punctuation
11, corrected spelling.
.6 Talbot .St,
‘- Coolgardie :
17/10/8B8
Quick-Order Pty Ltd, -
12 Stanley Sts @0y july [Ttk |ordeved 3 books from your
oFerth. Jul ca{:alogue. It is now Ockober [Tth,
R they have not a.wwed,
Dear Sir/Madam, e
and I have been
@ The books were " ir] : o arrive which I ordered
:g&:ﬁiﬂu : . July 17th, to—arrive.
“TthMkback Enclased with that order was a cheque_for $30
dollars to cover the cost of goodsxp@ek&gﬂrg
- and ' eould®
v = at that I ean
hove now@
expect to walt 6 weeks for dellvery I walted
tw1ce that lon believe you owe me an
apology and anei lanation.
[ had been wokmgforthas& The books wer iend's  birthday
pa avrticulay books for months They. had been dif find and exactly &
as o bivtkday presenbfora o o, he wanted. Unf tely I told-him about
'FYI?EV‘J- ang. So | was mmn&_dy them and so he 61ntéd when the
disappoinbed when they ol oy . N enesdlike.
pob arvive in Hime. ® id not arréfe in time. So was I. .ggbehg\rwur@
I am very surprised
haya ordered things many tlmas %ﬁrom your company
© over the years, and gen y the service has
(D been prompt and a&d -g I 11ve 1nwfhe
qren
country I rely}cn, our mall order fi ASO I
would 11ke very much to continue my ealings
with you. uwmamnhigﬁ) '
® Please notlfy me 1med1ataly of éﬁe expected

date of delivery/ & son

-axp—l—a:n—a—t—a.-en—for the delay up Lo this po:mt

If I do not hear from you w1th1n 14 days

a concel, a&\f}.cg 4
will £5neel my order and seek legal to

recover the money owed to me. '

Yours sincerely,
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Part 1: Core units

Exercise 1

a) Below is a draft of a club notice. The writer has forgotté'ri:to'ix:lc.lude this. -

important information:
® The display will be held on Saturday, 28th November at 8p m.
® It will be at the north end of the oval.
e Children are free. - :
® Members can bring frlends
— Decide which is the best place for the information to go.
— Rewrite the notice, making any changes you think necessary (e.g. combine
sentences, take out words).

MQ)R%'HERN SUBURBS

P
,/_/,,/:—4._ o Sc)cc_;:R L uB
UL o Ny

Fi RI:\JCJRKS

t, '\._

PN 'DlSPLF\\{ -;_.'-]{.":_-<

-r»uz, c,Qu,L WJL l,.anpL

&Ww O’Pl’»i

qLLS(? ols the @nd
. »;Et{l; colobrats cur to c»~quL~»a»-auvu~a !
T@Mfiml_w& be haldl atks the

o’ CLoanLL-®UmQ-

Tb\_;uu.., \..HM. h_a_.a._e,u.ul.uc,k
ar pmml’o cowar Tﬁm&

._‘ (BT-L-M‘-'Q.
_--_5 3‘)

Gaiﬂ. btxa

crr44~x5\94~

A-—M MlO‘QA‘S (a0 UMLW E &M_.:_f o

b} Read this sports report which was written for a class magazine. Improve:it
by adding the hnklng words below it. You may use each word more than
orce. '

Last Monday the Socceroos played in Birmingham
against Aston Villa. They played well. Luck was
not on their side. They were defeated. That was
their first defeat in this world tour. They must
play five or six more games in the UK and Europe.
They return home on September 19th. Their next
match is against Manchester United. This is
expected to be a close match The Socceroos are
tipped to win.

~and =~ before .. however  but  although
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c}

d)

e)

3 Revising

Revise this short letter by taking out some unnecessary words or phrases
Keep the content the same, :

W UOnuq:B
Dﬁcu' Eddlf.

o Here %ﬁhuher]&\ama;t_%ﬁmm
Sunng and wdrm arru.red e re
Ry & R e eserdey
&Jrﬁ'an l+1—:~. a mo: -F'o +he cgldca{‘

< ok home, TThe s\nﬂ eg
close Tb-ih:baﬂch Qﬁum’d SPugs
h...r_f;j h o gek a foomn bty a vaa .

bere Hill the erd q?‘Hm—: rrerth.
'Thtn 1’“ aej:-ﬂ'\c Tun across to Sadne_d
S Yo -Pne.n—-—L
L el

Read this paragraph from a story. Replace the words underlined with other
words which say the same thing,. Thc first one has been_done _f_c_)r_ you.

Suddenly they heard the phone ringing (the phone rang). ‘The =
mother ran to pet it. The family waited without sEeakmg

They could barely hear her when she finally spoke. “Willy, it’s- "~
for you.” Me hesirated for a second and then roughly'took the - = “-~
phone out of her hand. He listened for a long while. His face

showed no emotion. At last he spoke, but they were unable to
understand the words. Suddenly he slammed down the

receiver, got his coat and departed without a word, ... .-

There is too much repetltion in these extracts from personal letters. Replace :
some words and phrases.with .words from the list provided. You may not .
need to use them all, and you may want to use some of them more than once.
{Keep in mind that we usually write the name of a person, place or thing the
first time we mention them).

it him them  she
there . . hers we . ... they

he here ours one

1}  Has Jana rung yaufrom Newcast’epfltave afeelmgfana ]ms not got your

number so here is Jana's — 040 021723. Jana and Simon w:”be m
Melbourne on appraxrmatel y 17, th Dec. What a sl:ame you're not i n
Me’lvourﬂe too. ]cma cmcl Smmn would ]ave to see you, Ileuow

ii) Iam checking my report now and tisz the report will be ﬁmsixec] by
Christmas. I can’ tquite believe I'll be fmrs’rea’” S o

iii) Thanks for the video. We haven't actually go gota mdeo maclxme yet lwut
perhaps we'll have to get a machine now.

iv) Per]mps we ]] come for a ]w’n:]a J to Darwm sometrme rf ycm are str” in
Darwin. ‘ '

23




Part 1: Core units

f) Rewrite each pair of sentences below as one sentence. There may be more
than one way to do this.
1)  Personal letter
I'm glad to hear that you are well. I'm glad everythlng is going well with
the business.
i) Job application
I have enjoyed working here for the past three years. Now I'm lookmg
for a change from hotel work. L
iil) Letter of protest ' :
I was particularly upset. My young chrldreu .were watchrng TV at the
time. s
iv) Personal letter - .
Like me, he is from the south. We have somethmg in common.
v) Formal lette:
Please find enclosed a cheque for $18. It is the deposit for the workshop
on August 23rd. .

g) These sentences are very long. Divide each into two or more sentences. {You

may need to add, leave out or change some words.) .

i) News report for a school magazine
A severe thunderstorm passed through Sydney around noon yesterday,
flooding some city streets, disrupting traffic and causing widespread
damage especially in the Hurstville area where many trees were uprooted
roofs blown off and power lines brought down : e

ii) Letter of opinion -
Given the extent of the shoplifting problern these days I thmk it is qulte
reasonable for store management to carry out bag searching, but I do
think it is essential that there are warmng signs and that the searches are
done in a polite way and 1f thls is done customers have no cause for
complaint. : :

IDEAS FOR MORE EFFECTIVE REVISING

— Read your writing out loud to yourself or have someone else read it to you.
Often it is easier to hear parts that need revision,

— Ask someone else to read through your wrltrng and to dlSCllSS it with you.
Ask him or her, for example: -
O Which parts are unclear? Why? How can they be made cleareﬁ

© Are any words used Wrougl}r or mapprol:u::atelyp What other words could
be nsed?

0 Which parts are the most mterestmg? W’hyp .
0 Is the order of ideas clear or confusing?
© Are any parts unnecessary?
— If you are working alone, put yourself in the place of the reader aud ask
yourself the same sorts of questions.
— Divide up the revising task. Only look for one or two things at a time.
— Clearly mark all the parts that need revision as you read. You may not be
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to.

— Become more aware of your own particular problem areas. Be on the lookout

for them when you revise.

Exercise 2

Choose two or more pieces of Writing you did in Units 1 and 2 to take to final

draft stage. Revise as necessary using the ideas in this unit. Rewrite the pieces
neatly when you have finished.

able to change everything immediately, so you need to know where toreturn

-3 . Revising

25




Part 1: Core units

WRITING SUB-SKILLS

4 Spelling

Do not attempt to work through this unit in one session. You may not need to do
all the exercises. It depends on whether or not you have problems with spelling.

Introduction

This unit will help you to:

— identify spelling errors

— spell unfamiliar words

— remember spellings

— become more aware of spelling.

Here are a few points to think about before you begin.

o Spelling is visual. We see if a spelling is right or wrong. We remember the way it Jooks.
Therefore, strategies which reinforce the visual image will help you most.

O There is no single magical spelling method. Most people use a variety of
strategies.

© You yourself must develop an awareness of whether your spellings are right
or wrong. Don’t always depend on a dictionary or another person.

o Correct spelling is more important in some writing (e.g. a job application)
than in others (e.g. a short note to a friend).

O 'Revising is the right time to look closely at your spelling. Don’t worry about
it too much while drafting. (See Units 2 and 3.)

Ideas

IDENTIFYING ERRORS

Being able to identify spelling errors is the first

step to improving your spelling.

Whenever in doubt about a word:

— Ask yourself ‘Does it look right?’

— Try to remember where you have seen it
before and how it looked there.
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4 Spelling

— Look in other sections of your writing. You may have used it correctly =
already. .~ 0 o e e

— When drafting, underline any words you suspect are wrong and keep going.

— When revising, do the same, but this time try to correct them. Ceiin

Exercise 1

Give yourself about five minutes to write down any thoughts about the picture

below. Make an attempt at spellings you aren’t sure about and keep going.
(Note: We are only concerned here with identifying spelling errors, so don’t

worry too much about other things such as full sentences, punctuation, etc.)

Voices raised in anger

When you finish, look through your writing, and underline any spellings you
think may be wrong. : :
Keep your writing for exercise 2,
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Part 1: Core units

SPELLING UNFAMILIAR WORDS AND CORRECTING ERRORS o

When you are trying to write a word you are not sure of or when you are trymg
to correct a word you have identified as wrong, these strategies are useful:
— Make yourself write the word qulckly The correct spelling may come to you

automatlcally
— Write it a few dlfferent ways to see whlch one looks rlght _

€.B.

RE % o

- erte the part you are sure of and leave a blank for the d1ff1cu1t part. Try
different ways to fﬂl in the blank : .

e.g ; KR I A LE
efxp _ nu:, ? | e»epenmcn_. /
~ Think of other words that rmght have the same spellmg pattem

e.g. e -
slight 7 ‘r@l«:t

- MLSMZ
.)Cnglut

— Use parts of other words you lcnow

e.g. SR
inflochion ? sta:tm

nocktion

28




— Think of other words connected in meaning.
madic g ? madical
se.n? Sighak
cigpatue
~ Break the word into chunks.
e.g.
Str/en [than
Yes/ter/dayy rfeng/Ge
hott/it{j]eng clisfqust)ing

— Don’t rely on the sound of the word as a major or first strategy. However,

after you have tried the above strategies you can ask yourself: ‘Have [ got
one or more letters for every sound I can hear?’ (This is especially useful with
long words.) e T

Frighted. nana»qaﬁy o
frightenod v notwrality v

— Generally speaking, use the dictionary after you have tried these strategies, =

— If using the dictionary, write down what you do know of the word, or write

down some likely spellings first. This will make your search easier and lead :

you more quickly to spelling independence.
e.g. o

ach___v_7 achiove

adisisten ¢

diciston ¢ decision.
decision 7 o
desislaon 7

4 Spelling
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Part 1: Core units

Exercise 2

This is a continuation of exercise 1. :

— Use any of the strategies above to correct the errors you identified there.
— Use the dictionary to confirm whether your. spelhngs are right or wrong.
— Keep your writing for exercise 4.

(It is not essential to keep working on this piece of writing, but you can if you

wish.)
Exercise 3 o
a) Use the dictionary to find out what these words are. Before looking, write
down a few possibilities.
h..ght fl.ny
pat..nt p.Is..t
em..gen.y  d.sp.r.te
det..g..t brea..e : o
b} Use the dictionary to find the snient letters in these words.
lis.en forei.n
C.208 ve.icle
ca.m dou.t . .
w.ether recei.t _ e _
¢) Some dictionaries help you with adding endings to base words. See if your
dictionary can help you with adding -ed or -ing to these words.
apply  budget  change
occur  pay tie
shop believe  dance
REMEMBERING SPELLINGS

The strategies here will help you use your m'em.o'r)%. in the most effective way. |

30

Aim to remember the way a word looks. Put it into your memory as a visual unit.
Don’t just copy a word a number of tu'nes in order to remernber it. Thls is s
passive and meffectwe -
Instead, memorize actively. Use a systern like I:lns . '
Step 1 Study the word. Look at it as a whole, not as individual 1etl:ers Then
look at the difficult part.
Step 2 Close your eyes or loolk away from the word and imagine it written.
Imagine it in big letters, or in colour. It may help to see it big and
then see it small. Focus on the difficult part.
Step 3 When you are ready, cover the word and write it. Decide if it looks. .-
right or wrong.
Step 4 Check it :
Step 5 1fitis right, write the word again to be sure. If wrong, begin again.
Do this as often as you need to.
Step 6 Write the word again — an hour later, a few hours later, a day later,
a week later. Use it as often as you can.



4 Spelling

— Keep a personal dictionary of the words you have spelt wrongly and of words -
you want to remember. When you need one of these words, attempt it fmm o
memory first, then check with this dlctlonary e :

— Lessen the load on your memory by grouping words in your mind. -

e.g.

onfigus Could et dwo
u.nLq,u.e Looudol fwg Wt dwelwe
Shcmid. {:wmj?j

0"3 enjoged  spain

- Make up personal memory ttlcks : Lo
e.g. You may remember the ‘u’in Thursclay because your uncle rmgs you
_every Thursday. :
You may remember that e’ comes before i i in nelghbour because next’
begins with ‘ne’ (‘next door neighbour’). '
~ Don’t focus on individual letters when memorlzmg ‘Look at clusters of _
letters. This will build up your knowledge of likely English letter sequences.

c.g.

#\2 q,u’en:t St:retch fa.utgi\t

fhrf cugh . pro—test "'Kﬁ.——ow« L—edge,

~ When you are copying a word (e. g ‘from a dlctlonary ora blackboatd) do
net capy one or two letters at a time. Look at the whole word and then try
to write it without looking agam L :

Exercise 4

Use the six-step system to learn the Words you spelt wrongly in exercise 1 Start
a personal dictionary with those words : ‘ v
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Exercise 5

Try out the six-step system on these tricky words
comfortable breakfast

business believe

necessary neighbour

knowledge because

guess tomorrow

especially separate

BECOMING MORE AWARE OF SPELLING

An important part of improving 5pellmg is becommg more aware of the way

words are spelt.
— Read as much as possible.
— Take notice of spellings.

e.g. O Set aside a few minutes after you read a newspaper artlcle to look

closely at words that interest you.

O Pay attention to words continually flashed at you on the TV screen.

o Look at the words on signs around you when riding on public trans-
port, or waiting in your car for the traffic lights to change

Play word games.You see them often in newspapers and magazines.

— Become more aware of your own spelhng weaknesses Check thesa whenever

rev151ng

Exercise 6

a) Read this short article. When you have finished, go through it again and
write down any words which interest you (e.g. those you know you can’t
spell, those you have never seen before, those that remind you of other

words).

32

Sun is an enemy

Australia has one of the highest incidences of skin
cancer in the world and even olive skinned people can
die from skin cancer. In fact I've known of two beach
inspectors in Manly-Warringah who have died as a direct
result of skin cancer or melanoma in the past five years.

Don't get me wrong. A suntan is fine, but don't over-
do it. Take your time, apply a good sunscreen and, if you
have to be out in the sun for long periods over the hot-
test part of the day (generally between 1lam and 3pm),
take a hat and a shirt with you. It’s important to have a
break from the sun’s harsh rays.

If 'you get painfully sunburned, apply a cool moist
compress to the area, rest in a cool place and drink plen-
ty of fluids — you may be dehydrated.

Do not break blisters. This could lead to infection. In
serious cases seek medical attention.




Learn them using the ideas in this unit and then try to use them in some
writing you are doing.

b} These words are from the article. Rewrite them, putting in the missing letters.
(Try to do this first without looking back.)
iniden... p..nf..y

hi..est sunb..ned
ski...d inf...ion
pe.i.ds S.ri..8

gen...ly a..ent.n

4 Spelling
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Part 1: Core units

5 Punctuation :

Do not attempt to work through this unit in one session. You may not need to
do all the exercises. It depends on whether or not you have problems with
punctuation.

Introduction

In this unit, you will get general guidance only in the use of the most common

features of punctuation. In Units 6-16, there are exercises to help you with

punctuation in specific writing contexts.
Here are a few points to think about before you begin the exercises.

o Punctuation helps your reader understand what you mean.

0 Punctuation helps you keep track of what you've written and of what you
are going to write.

o Some punctuation is simply convention. We do it now because it has always
been done that way (e.g. capital letters, apostrophes).

0 Revising is the right time to look closely at your punctuation. Don’t worry
about it too much while drafting. {See Units 2 and 3.}

o Looking at the punctuation used by other writers will help you more than
learning rules.

o Like everything else in writing, punctuation depends on your reader, purpose,
content and situation.

In some kinds of writing you have more freedom than in others. Look at these

two pieces of writing for example.

— Discuss the differences between the two pieces {in reader, purpose, content
and situation).

— Discuss the differences in the type of punctuation used.
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5 . Punctuation
-

Deas Ounaa,,

Sea uMok \..50\;.. m‘.ﬁt& e
C:\u..\.‘tn.. 0% WAEW TS AGUL as BWs
Woustier, "Susk wienk uR Hae
Mounkoin — {oo ta\d Got rae ond e
impossdale to sk - \o\m;:.rd. L .W‘Ess Qo Bornade,
Condilcong — uccu-.«\as L -

Ou.ummnd.o.‘cmn ﬁ'cocl aure
fontoso . Sun's:

' \5\\—.\. sm &,

S, csuk \n _ g
e u'\\.bo.%e { woila tha o g Ow\no.t\anhL 10’;‘3 '
Condirues  up odoove! ) Sl
Sec Mo Soon NS, \"3

love oo X

S y Reumon Dmner &
RN ¢ Bush Dance

Tickets available from the school, phone 41 6050 to
book. Numbers are limited so please book early.

- Cost: $21 per head.
_ Time: 7.00 for 7.30 start.
Table bookings optional -
Dress casual Reﬁeshments avallable

: DINE to a musn:al background :
DANCE to RANG TAN G BLOCK BAND

This is a once in 21 years celebratlon Anyone
associated with the school over the past 21 years

is most welcome.,

Book now. Phone 416050
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Part 1: Core units

Common features of punctuation

CAPITAL LETTERS

Use_capital letters:
— to_bepin sentences - o

e.g. We are happy to inform you that your appllcatlon has been successful.
Please contact us 1mmedlately about a suitable starting date. - o

~ to begin proper names o f people, places and things such as comparues,
government bodies, titles of books or films and important perlods in history

e.g. Mr Jackson
Prime Minister
River Nile
Globe Insurance Company
Department of Social Security
“The Day of the Jackal’ (capitals for important words only}
World War 11

— to begin days of the week and months of the year
e.g. Friday, March

- _Q__bhrgaa;_ggggpmﬁjmmimthmuldempmmumrltten out fully
e.g. USA — United States of America .
ANU — Australian National University
FCA — Finance Corporation of Australia

—_I by itself or in a contracted form — I'm, I've, I'd, 'l — is always written
as a capital. - - '
Exercise 1

In this extract from a job appllcatlon letter, the capital letters are left out. Insert
them where necessary.

i wish to apply for the clerical position
advertised in the canberra times, saturday,
31st january. at present i am working for
the department of finance. although i1 have
only been there since november, i have'
gained a wide variety of experience in
clerical duties. in addition, i worked for
the abc for one year.as a pay clerk in
1984,




-5 Punctuation

FULL STOPS

Use a full stop:

— at the end of a sentence

e.g. Thank you for your letter dated 12/6/87. I am sorry that [ have not

responded before this.

— after an abbreviation (short form) which does . uot end with the last Ietter of C

the full form of the word
e.g. Nov. 1986

Prof. Jones

$10 encl. {enclosed)

It’s not necessary to use full stops in abbreviations hke

Dr {Doctor)
Mr (Mister)
St (Street)

Exercise 2

Put full stops and capital letters where needed into this short extract from a

brochure on ‘Summer Safety’.

What would you do if you
saw a snake? : :

the safest thing to do is avoid it
snakes are naturally shy of humans
who are a threat to them their first
form of defence is to move away
from danger they will not

deliberately chase humans but if
provoked or carnered they may
attempt to bite snakes are
protected in all states and

- territories of australia and may not
- be killed unless they threaten life.
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QUESTION MARKS

Use a _guestion mark at the end of a_sentence which_is a_question.

€.g.

Aping the young
hair styles, music and speech?

behaviour?

Q: Why do older people like my brother, 56,
try to ape young people in things like clothes,

I know that he isn’t Robinson Crusoe by any
means. But what is the reason for this sort of

— Younger Sister (only 54)

Exercise 3

Put question marks where needed into this advertisement from a student news-

paper.

Whot is W.I.R.E.

It's o service by women for

women. It's funded - (glven money)

by the State chernment
Who needs W.I.R.E.

Any woman living in Victoria

who needs help and advice.
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For Example:

How can I stop my boss from
anneying me.
Why am I finding it hard to
. get social security.
< Where.do I go for legal help. :
:-Whut de T do if my ex-husband,
won't leave me alone.
Who can help me if my landlord
“threatens to evict me and my
'4chlldren

Do I have to speak Engllsh to be
understood on the telephone

NO ! W.I.R. E hcs J.nterpreters in

' . your lungucge

In :Melﬁoufne:
Ring 63 6841
In tHe'Coun:’.u.'y‘
Ring {03} 637 838

Address

3rd Floor

238 Flinders Lane
Melbourne 3000



¥ © Punctuation

EXCLAMATION MARKS

Use.an_exclamarion marlk instead of a full stop:
— to emphasize your thoughts

— to-express strong feelings (surprise, excitement, amusement, etc.)
You will use them most often in 'eforma writing {letters:to friends, postcards, .
notes, etc.).

e.g.

Q‘[«‘{' nou) 1’% LAJ'B-J\EI-'\.ﬁ q‘(‘ QLGL ft/lﬂ.#D[)ﬂ{I
M"‘w""“" B’ﬂ A ag a C&_&ad—ors stts{a».f-

Ilw (,901»6 v
N 7‘”

Lo, ("' '> laruulﬂdzu,
Exercise 4

Rewrite this message from a greeting card, replacing some full stops with
exclamation marks.

. Getwell soon . .
lex
Se Sowy S bowant wnitban soom

I haard dbout Youv accidemt frovn Basa,
Wwakr o oG w:]uva 'Hr'u‘:u_ 'jm ANe

%ou.ns\u\»j Qockoris on:b-o.lrc ouv\.d sk ‘«Ma e
bed, O wewt be a\a\.ﬂ. i‘v msd(‘ 4 oA Pﬂl‘
whike . Buaivgr w hoo\M.u .

So-adu.w Nmu lugn\ S'o WS b‘Q-Ls Jho
pay. ftope tRia beok clhaews yesw wp . 3
t:\.\as::-h.&\tlﬂ )\JS\IQA \.\’

- ]
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Part 1: Core units

COMMAS

The comma has many uses, These examples will help you understand how to
use it.

T o 4~ L ,‘h: . Ok . ﬁzr:‘&"\.ﬂm \'
Barbara , Plea,se come back | W eddwracp & PR by
| - Q.
e \ <, L e ) -
el e B
Other sources of Vitamin C are berry [ruits, green vegetables, hists = o d

mangos, pawpaws, red and green peppers, parsley, oranges,
lemons and grapefruit.

J-&LC!(, the fellow I ‘Ifolc[ bu:lu abpu‘f' has 2 o ddi s omads : ,ip
ﬁm@ moved  out L

A fourth concert, on February 2, has been added to those on \‘S .
January 28, 29 and 30. - .

L

o ‘\tx:',",%w,; :'lz e
In éhe 6!’16{ .5/16 fO[CL hum off' CWM{ we _ ’\i L
all fll o bt beller ms&m{% wE

e Ll

Vo L )

i

. : - . \ . e L
For information about the pro- C"Di 2 ‘L'W Pt £ 3 \3 o
X -

gramme, please phone 621035,

Exercise 5

Put commas where needed into this letter from the editor of a residents’ news-
paper.

Message from the Editor

This is the last issue of the Post before Christmas so I would like
to take the opportunity of wishing readers a happy Chrisitmas.

Iwould also like to take the opportunity to thank all those -
people who have helped the Post this year. These people give
their time voluntarily to organise distribution letterbox write
articles chase up information and advertisements take
photographs and prepare the paper for the prmter Ithink you
will agree they do a great job. :

That’s all for this year. See you in 1989

The Editor
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S Punctuation

APOSTROPHE OF POSSESSION

Thﬁapnstmphaof.p.asscssmn.(,)_mﬂs_ns.thaugmgbmlx or somethmg_smnmr
possessea_somethmg_m;somebody
The underlined parts in the examples below are the ‘owners’. Studymg these
examples will help you understand where to put the apostrophe.
Examples:
the flat of John — John’s flat
the boyfriend of my sister — my sister’s boyfriend
the car of my boss — my boss’s car
the friend of Mr J« Jones — — Mr | Jones’s friend
the school of my nephews — my neghew school
the rights of the workers — the workers’ rights
the centre of/for the children — the children’s centre
the liberation of women — women’s liberation

Can you see the rule?

The apostrophe (*) comes immediately after the word that names the owner or -
owners {John, sister, boss, Mr Jones, nephews, workers, children, women). This
is so for singular and plural nouns.

So: .

- Yau_add_’s_tu_singulan.nguus (John's, sister’s, boss’s, Mr Jones’s).
— You add an ’ to regular plural nouns (nephews’, workers’).

— You add an s to 1rreEular D]ural nouns (chlldren $, women s)

Note: Some singular nouns end in an ‘s’ sound (boss, Mr Jones). It is usual to.
treat these as other singular nouns and add ’s. Some writers, however, add an
apostrophe only to some of these nouns, especially if the word will have too
many ‘s’ sounds (e.g. the car of Mr Janssens — Mr Janssens car) and if itis a
biblical or classical name {the journey of Moses — Moses’ journey, the poems
of Keats — Keats’ poems).

Exercise 6 R
Change these examples so that you use the apostrophe of possession.

a} the father of my boyfriend

b) the brother of Peter

c¢) the house of my friends

d) the association of students

e) the office of the foreman

f) the changing room of the men
g) the office of Ross

h} the club of the sportswotmen
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APOSTROPHE OF OMISSION

The apostrophe of omission tells us that letters are missing. Look at the examples.below. -
The underlined letters can be replaced with an apostmphe (What is unusual about the Loy

last example?)

Examples:

what is — what’s

let us — let’s

are not — aren’t

she is/she has — she’s

I would/l had - T’d

cannot — can't

will not — won’t I :
Most people use short forms, with the apostrophe in- lnformal ertmg (notes, .
postcards, personal letters, etc) H ;

Exercise 7

Use short forms for all the underlin_ed W’oi‘ds in the note ~be10w._ it

;rwsi: Wviking kD Sew lmﬂkb okt aa_ﬁ:
CL&LLchﬁ f'w WMSO M.atjh,z.l
Lkl oef mmt}mqﬁ;mxwm
bk We s Wmm _:\4M3a—,m¢
gmwuu. L\M{"Uo S.ehci.w\awrjma-
d,t,swﬂ_.pw ol ({me
l—l-u-'F,g aLL\.s\utLL_w}:L :jm
G\j& Liem ..

INVERTED COMMAS OR QUOTATION MARKS

Use double guotation marks (< ")

— When you write down the exact words someone says (direct speech). = "
e.g

I fina”y got the chance to say “Follow that cab!”
It was just like the movies!
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5 Punctuation
— When you write the name of a book, a play, a flIm etc.
€.g.

John just loved “The H, istory af Rock and Roll "..
He sends his thanks.

Use single quotation marks (© ) if you use titles or direct spégéh within direct '
speech. TR R ST
e.g.

His exact words were “I am going to write a book,
I'm ca”ing it ‘How to Manage your Parents'.”

{You sometimes see the reverse situation, but in handwrltmg thlS Stlll seems to
be the rule.) Sl . & : .

-Exercise 8

‘Use quotation marks where needeéd in_this draft of a story,

I couldn't let Her ‘go without a word. Will you return?
T asked. ‘Never,iwas the short reply. She saw the
‘distress on my face.-Look, she said, I don't mean to
hurt~you.- I just can't see -any-other way. It seems
‘hopeless. I knew she was right: : ‘

BRACKETS =

Use brackets:

- tﬂmuzﬂamzmmmmmmmwm

— lﬂLﬂLlL(IJQLIgEIMPLECE of_iur. zt;zzgjo.scpmarc.a.&%&nmcgs tha.Lw:
extry to the main 1dea, :

.8

I'm reall; 1y mterestec] in setting up a commumty craft s’mp (]Jlee t]ze one we
saw that weel.enfl) - N S

Twent into izosprfa’on Xmas Eve, ]zaclﬁ’feref]rt]z on Xmas mommg, am:l
was home on Baxmg Da Y. (A t]zree-c[a y stay m stprta] is consrclerec[ a
/ang time here. ) -

We have been asked (to’c]) to clo 3 ;'ﬁ;glris a week overtime!
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Jumble Sale |

SATURDAY, 8th OCTOBER, 1938
900am toZOOpm

AT HENRY LAWSON HOUSE
(OLD REVESBY WORKERS' CLUB PREMISES)
BRETT STREET, REVESBY

Exercise 9

Use brackets where appropriate in the writing below.

TERES A
Boss wanle o .Sea NUH \uum f~
(jc-u._ S :ym._ Cereia o, ) CQMBP-WQ \r\JG'N '?"NI' 3“&8\&’&&‘
e Je saunds Lu;ae,v\l: ' s g—recz.wﬂ ar o
' - E : m%—&u& —‘«:°=H&'A$ WAV
Lagrid bul une Kike W o Ast,
DASHES
Use dashes:
— in informal writing instead of full stops commas, brackets
e.g

—SomAl 04 Laql—mb——oL..M Br LA |
Lach & o W@% ARSTR ALk
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-5 Punctuation

— in formal writing, to separate items listed.
e.g.

Things you can do to lose fat:

— increase level of exercise .

— decrease calorie intake, but avoid crash dlets

— eat larger meals at the start of the day, smaller meals at the
end _ .

— record your eatmg hab1ts C

Exercise 10

Rewrite this extract from a brochure on ‘Summer Safety’. Use dashes and other
punctuation to rnake it clearer

Aré you planning to go into the . . .- whistle a mirror for emergency
bush this summer rememberto. - ‘signalling a small notebook and
take a safety kit which contains a = ‘pencil a knife or other sharp

matches in a waterproof container.  sterilization tablets a flrst ald klt
solid fuel firelighter or candle a: a torch

map and compass. waterproof instrument a cup or container water

COLONS(:) AND SEMI-COLONS (;)

These features of puncmauon are often used incorrectly. It | is probably best to

avoid them. Here are examples of thelr correct usage.

Better Photograph v

Here are some important points to remernber when takmg a photo

avoid having your subjects look at the camera _
avoid group photos where everyone has the same smlle _
learn to take photos without bemg seen, .

Going on holidays? Before you set off, check your camera carefully.
Make certain everything is in good working order; shoot a trial film
to be sure. Estimate how many films you will need; nothing is more
irritating than being out of film in the midst of perfect scenery. Also,
don'’t forget your lens cap; you I need it to keep unwanted hght out '
of your camera. :
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Exercise 11

Imagine you are on the editorial committee of a student magazme. Your ]ob is
to edit the front page below for punctuation. : :

Editorial Lygorn
On the 1aat: "'B'uind'ay .'.:’.:F actu'ﬁer - S'treet

the clocks esre changed in moet of

guetralie.
In all states except for — Fesm R,

gueengland end western sustralis
clocks end watches are put forwerd The lygon atreet festa takes place
by one hour. For-example:9:in the’ . gn Saturdey the 11tk ‘end Sunday
morning becomes: 0. - weicall-this .. . the 12+th :of ‘November in:Carlton.:
daylight eeving beceAuse, we.meke. .. . :. . There are meny Italian shops and
better use of the” 1ncreased &aylight " eafes in lygon street so. the festa

hours in the “longer’ summer days Y "hag an Ttalien flavour.’

People cen enjoy sporting Bnd outdcor i However: many ‘other ethnic groupa

gectivities until quite late each i vkake perdoin the twoidays of ¢

evening. celebretions There is music ﬁanc1ng
Enjoy the.extra daylight-while i% .. gnd-all-kinds-of-food as-well as

laste becmupe on the first sundey of fun and gemes for the kids. You can

march, everyone will have to put the get free progrems on the day.

hands of their watches and clocks

beck egein, and get up in the derk But one warning. If you want & quiet

A alwost as many. people in -this one:
See you next edition . . oo o .BtTEEt B8 8t the Melbourne. Cup.

M |b ..Auatralzaa gzeatest horse racnlg
B DUITIB "‘event 'is held ‘on’ the first Tuesday
in november at flemington race )
cup course and the distance is 3200m
2 miles Melbourne is the only.
place in the world that hes ' publie
hollday for a horae race.

The flrat Cup was rum in 1861 That
year there were 17 ‘horses in the
race gnd 4,000 people attended.. ..
Thege Gays there are anout 25

horses running end often more than

100,000 people et the Melbourne Cup
 many more thousande of people stay -
~home &nd wetch' it on television or

':-115ten to it on the. radlu.:: S

-weekend then stay-at home! You'll flpd‘-

Warking in pairs where possible, correct the punctuation where you think ..
necessary. (You may need to add punctuation, omit it or change it from one
form to another.)

Compare your results with those of other students.
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Part 2: Context units

FUNCTIONAL WRITING CONTEXTS

6 Pos tcards

Introduction

You may write postcards for many different purposes, for example:
— to tell someone about your holiday or trip.

— to let someone know travel details. S

— to tell someone your new address or telephone number.

— to send news about friends or family,

— to ask for news of friends or family.

— to send a greeting {e.g. for a birthday or New Year). .

— to remind someone to write to you.

— to let someone know you are thinking of them

Collect some examples of postcards amongst the students in your class They

will be useful in many of the exercises in this unit.

Read the two postcards below. Discuss each writer’s purpose (or purposcs) RRI

for sending the card.’ Choose from the llst above or add others S

Dear~ MHorcia , .
This i mou.n\j tO B
Swz uou M‘:j No_ Lo
Londen oaddress.
19 Burrmor ”Ra.
Londen KN1g &
VK.
Havent lhaard Froma 1/uq -St,o.rnford st
Yo i gadbEe e wilade N
TYgowr Burn you brow.. Fhrksid.o_
Betier skl - Wian ore _
gour holidegps TUISU e il S8 5063
love Armanda ' .
RAX : A-UéTE,AL_IA e

" Marcia Molmaven




Part 2: Context units

;\,.P) - S+ L Ju:cbaen”

'J.ﬂ’ar\w\ r?gﬂ’ X Se’r X Kle 5}9-\

A.c.T. SQoy

Keep these points in mind when writing postcards,

i)

ii)

Because postcards are informal and personal, you may begm and end in  any
way you like.

Because there is not much space you usuaily

— mention just a few things

— use shortened sentence forms.

iii) You do not have to follow strict rules of puuctuatmn For example you

may use dashes (-} instead of full stops or commas to separate ideas.

Exercise 1

a)

48

The postcard messages below need some punctuation to make them clear.
Copy out each one, adding dashes and full stops where it is necessary to
divide ideas.

i) Beautiful isn’t it it really looks like the picture too green hills and blue
sky as far as the eye can see we are staying in an old farmhouse which-
has been turned into a smail hotel very comfortable I'm in no hurry to
leave.

ii) 1hope you are still having a good time in Italy Angeia gave me her sister’s
address to send to you she said to visit her when you are in Ancona it’s
48 Via Fontana her name is Luisa Vincenza stay in touch. = -

It is important to address your postcard clearly and accurately, in spite of

the story (top of page 49) that appeared in a local newspaper.

Use the postcards in the Introduction as models to set out the following .

addresses. Add capital letters where necessary.

i) 6/697 military road mosman NSW 2088 australia

ii) 22 north street heidelburg victoria 3084

iii) flat § 17 mitchell road sandy bay tasmania 5007

iv) 81 wesley drive titirangi new zealand



Postie beats

X3 o

a challenge NN | miT LUFTPOST :
- R ooy PAR AVIOM E

Peter Ashby, who lives at ' “ :

Unit 10, 228 Campbell
Parade, Bondi Beach, would
like to thank the Bondi
Beach Post Office for the
prompt delivery of his mail.
This posteard from  Ger-
many arrived at his home
address. It bore the follow-
ing address: P. Asby, Syd-
ney — NSW - BONDI

BEACH. UNIT 5 OR 6. No—" -

approx 28-36 —next to RSL,
Club — 11 Haus — before
white sailing boot on 2
double parage doors. Aus-
tralia. Postman — if you
can't find it, deliver — please
to Bondi Iceberg Club.

Exercise 2

=

£

AOSCZELOG 9L "LEOL ¥avnsed “widymg 60609 Sepan
innydsab yaqnen A hegagey "Gy vds punwps Bepasisuny

E

lfis
FL

F%S‘E? b4

. BOND!
S} SYONEy-N. 5 w-BEaC .
mr’ .82 6,

CAPREX 2.3’ 3‘ -MF)u 7
5(, cLitgear Haﬁ/: REFeRE

Aitike€ B80T o lqd L
1 TE S Al E Bl

..‘z. <

AL s TiIRAC(A,

AR T RN e T-Fra v 17
:w’ri r!":.EAbc'rd‘ ﬁiﬂor’(‘(ﬁfee

.

To emphasize words or expressmns ina postcard you can use:

— capital letters
— underlining
— exclamation marks.

a) Look at examples in the postcard below
Find other examples in the postcards in the Introduction.

6 - Postcards

[0 WL RN
h.a-ch;u

"‘bLJD\—-suAJL

T Clex,
LDe PM S ST
' ww

i E J""v&fﬂ HIEJ( Smms

o—r\.HA-l
o holi
d‘:'(l\o*}e- *G-lé -

Ceboice of 3 yau - NE.\IER
howef Lotk A Rdrer
tnden 3/ D@;@Q[O’MM 4‘—5‘5 &m’sr
hotn oo o [a W= §
b oo Falrpila
] U hﬂ.ﬂpl- '\[‘ S_‘-I-D_

we qetbaR!
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Part 2: Context units

b) Rewrite the postcards below, emphasizing some words or expressmns
Compare your ideas with those of other students e

i)

JUS’-I’ o Gt w.otp,

o Sony - hapay bictid, !/u / b in
5 e o bl e o 44
d Y sortuy 9 wow't b A MMM

Hmlcu\wpiwu_ tleboce - |
a\jb?- wewnd )&Ulf who RVLMS?“_ B
Dol

;crazf Ju/‘/ /w-e o

Exercise 3
a) Take note of the words left out in the examples below. -
We arrived here on June 2nd. — Arrived here June 2nd.
Iwent for a 20km wallk today  — Went for 20km walk today
so I am exhausted now. so am exhausted now.
We are leaving on the late — Leaving late train . -
train tomaorrow. SO tOMOLTOW. L i
It has been fantastic for — Has been fantastlc for the chlldren.

the children.

b) Rewrite the postcard below using shortened sentences.
Compare your shortened sentences with those of other students

hcm' 3 a reat bma . | wssh Sau CCMJCLb!L B :
. ing (G Smalk bozudms hause.
mﬂm \ak s a very

e kil mf Uat.cu-scl -H\eﬁ . -
\ “ S%n.\mdo_ Q\re S’h\\ ahle Ho put

Ma wptfév a‘um ,hcrp_o_sol“ condact 8‘1*



6 Postcards

Exercise 4

Imagine you are away on a holiday. You have written this short personal letter-
to a friend. You now decide to send a postcard containing similar news to
another friend.

Change the letter to fit onto a postcard Mention all the rnaln top:cs but
shorten some sentences and leave out some information. 2

Dear Car]a, :
a Uﬂfarfuﬂateb our i!olm[a_; is ahnost over, We've
l!ad i]:e mast wonc]erjcu] 3 weeLs ﬂ:e weather has been just
great It]mzL it has on]J ramec] om:e — and the rest oftlw

time we've ]zad l)r:gltt sunshine.

We've spent all day, every day, outside — either at the
beach or buslz_- wa”et'ng or going far drives into the hills. One
clay we walked about 10km a]ong the coast. It's wonc[erﬁ:]
scenery, with rocky clg‘}:s and little saucly beaches. Jan has
taken lots of plwtos 50 we can show you when we get back.

The sunsets are 'magniﬁcent toa. Bvery evening we sit - -
on the beach and admire the wanc]erfu’ ca/ours in the SLJ —
and then when it gets clarL f’were are sa manJ stars in t]ze S’LJ. B D
You never see t]mt in the'c crty _ e

But as Isam’ m:forttmately rt ) near]__; over, We ”Ele
leaving on Safurclay.l N give 1 you.aring r.glz_en_-we.get;bacl. —_—i
lots af love,

Miriam

Exercise 5

In thls exercise you are asked to rnake two llsts of useful Words Foiiow these
- erte as many Words as you can. :

~ Don’t worry about careful spelling as you write.

— When you finish, underline any spellmgs you are not sure of

— Try to correct them using the ideas in' Unit 4, Spelling.

— Finally, check them in your dlcnonary

a) In postcards you often use descnptlve words to show you llke sornethmg or
someone (e.g. wonderful, great, fabulous) Make a list starting with the
words you find in previous exercises.

b) Sometimes you have a holiday where nothing goes right. Make a list of
words you could use to describe such a holiday. Think about the weather
(e.g. miserable), the people (e.p: unfrlendly), the accommodatlon {e. g
crowded). S . . o
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Exercise 6

Complete the postcards below. Begin by discussing your ideas with other students.
i) Hieveryone, i.i)
We've had a great 2 weeks holiday : e, eerarnenen rere s

ilere. ..........................................................

I've been so bus; y since [ arrived,
_ fma’mg a job and somewhere to ,rve.
- Now I'm begmnmg to feel settlec]
Before I forget here i is my new address
We'll be sorry to leave. ' " —2/12 Burton Si, Hove, 5048."

SEE! you spon.

LOUQ ]’.}I. - . A M A AL EARLALAAS AL o_.u-....-.. ........... .

Exercise 7

Think about a holiday that you enjoyed. Imagine that you are on that holiday

now and are writing a postcard to someone you know, Follow these steps:

~ Brainstorm for ideas (see Unit 1, Preparing to write) under some of these
headings: place, weather, accommodatxon things to do, people,

— Decide what you are going to mention. (There is probably not enough space
to mention everything.)

— Write your message, keeping in mind all the features of postcard writing you
have practised in this unit.

Exercise 8

Choose one or more of the following situations and write the postcard. Write

more than one draft if you want to.

a) The holiday of your dreams has not turned out well. Everything has gone
wrong. You write home to your family or class friends about it.

b) You are on holiday in a foreign country. In a postcard to a friend you
mention one or two aspects of life that are interesting or unusual and
remind them to write to you.

c) Your holiday is coming to an end. A friend has pmmlsed to meet you at the
station/airport when you arrive. You write and tell him or her the necessary
information.

d) You have recently moved to another part of the country You send a postcard
explaining to some old fnends how itis dxfferent and tellmg thern your new
address.

Exercise 9

Buy a postcard of the city or town in which you live. Think of a friend overseas
or interstate who would like to hear from you. Write the postcard and send it!
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7 Notes and messages

Introduction

Discuss with other students the occasions when you have written notes to, or
received notes from, any of the following people:

— friends — teachers
— family — landlords or rental agents
— tradespeople — the public
— people who work with you — others.

people who share your house

Work in groups of two or three. Read the Ietter and the note below and dlscuss

— What is the main purpose of each? :

— How is the note different from the letter? (Think about the 1ayout, content, :
the words and expressions used, the punctuation, etc.) :

— Why are they different?

Compare your findings with those of other groups.

r{(g/aa.
Dear Gabrielle, o

o hah'cgz, because we're t&mmﬂ down the forfj wee
/'ta/amlg fy See you .
LUe {t arrwe on  Thurs ﬂ about
0. '50 - w;ﬂ be s at Oadis | but well aéﬁ vty see o
first. remne n’ you worle ~ Thurs ays o naf I we
don't ca h you éécn o rm me at?Oads (dler, His

rumber 15 253907 . Wwe bme fhr/njs to do v the
ofterroon  but should be baj 5.

50me o&i [}Lenafs from Adelaide are co 'd’Zo b

clu'mgr on  Salur we'd [ove Jau B come
ﬁﬂj thamee 7 50r nﬁé auc/: late rotice.
Thatd it then — [ewvz all the news Gl the
week endl . : : '
Love
/\/errj

How are Ho:,c,?' T hope ,%yau.re noﬁ knza
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o Thwrs, C tlam

G ABRIELLE . o s e
(quess who's i town 7 S{aﬁ
at‘. Tad's — remg me after &

czm (9'2(93‘?07) Come

af(mne‘r? myk 27 Love
}(El'f'& .

When wrmng notes Or Messages:

i)
i)

Write time and day/date if it is 1mp0rtant _ o
Emphasize the important words by using: | .
— capital letters '

— underlining or other marking

— punctuation.

especially in notes to friends and family members.

Leave out unnecessary words if you wish. Full sentences are not necessary

Use dashes (=) instead of.full stops, commas and even question marks if you e

wish, HOWEVEI‘, questlon marlcs are sometimes DECESSEII‘Y to make YOLH'

meaning clear.

End in any way.'you like. Forma! endlngs are not necessary Usually your

name is enough.

Exercise 1. .

Look at the notes below. For each one discuss these questions:

a)
)
¢}
)

When was it written? Is the time of writing important?
Where might you find it? Why do you think thae?

What is its ' main purpose? How did the writer help to make this clear>
What is the felationship between the writer and the 1'6::u:lﬁ:rp How dD you know’ _‘

Sue, | |
Gouiy ok b5 climen

wr(a?m) May bt

Lu,k-& ’J/oh ,,_s'l’m“ . iR
Mcwc / oa/u;za' Khj

h/uz 1l 30 am

theme ! about Bpm B M % Wﬂ- )

e

Tut (Rusdeg) || G and 10— ;urom’M

Tan

S
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7 Notes and messages.

O

To ENTERTAIN YoUR

SOMETIME SoON .

WHERK wzms ﬁu 1
You MISSED THE opron-murry oF THE YERA—

VERY ms&nt’amT/m‘r "RING Yau

. SAT. AFTEZrImN
-—-"""""'——'—-‘ .

MELBOURNE CoUSINS .

Ko -
T’/‘l“f'—%

e W Dol HIE

Fehse Wash Wtﬁv Wi W/’S

fb/sw'\/ﬁaﬁfﬂ. /

MESSAGE PAD

SUBJECT OR MESSAGE e
Zofz ' NQ,QC‘AS AT E‘o-rw\nhor\

NAME: ch}vx' £ DATES
O UTIME _T1-%5 | abeul m_:ct ude.eks
CALLER: He’.v_na P—ef’ers L _.MQ‘J‘"‘O‘ L T

OF:

[\t~ do Yoy knoud7

TELEPHONE NO: EXT:

PLEASE PHONE

'\/,

WILL PHONE AGAIN

WILL RETURN

=

PLEASE VISIT

URGENT

PAPERS ATTACHED
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Exercise 2

Make the notes below clearer ancl more interesting by using:

— extra marking (underlining, circling, heavy printing)

capital letters

— punctuation (exclamation marks, question marks)

(Don’t change any words )

C.8

PLEASE DO NOT USE

T

ii)

DANGER ,
Lz

LL. FURTHER NOTICE

¥

Ao, "Pcuzv@ Ll e
‘f\]e..‘ re LF::Q-E,P P 5

a@aﬁm .

P/eac—e dﬂa (=
“Aere .:m., é/); s

/M ars'/l/e f’ rme

drw.c 4/:7

Cpm.

Exercise 3

* DRNGERI]

PLERSE DO NGT USE

i)

iv)

In the note below, there is no punctuation.

Read it through first for understanding,.

TR _F'.LLRTHEQ
NOT\CE.

X

]mporl'nnt Rm@ gour
mother - Sounds vpsek
=~ She 3 times
‘before  7om .

Hew abm.i:a _mave
3 'F‘r:clcud he ¢ Qugk the
huc cab

plech:
dore el Rick. |

- Then write it out and add dashes (=) in .penqil wherever you think they are

needed.

— Go through it again and change some dashes into full stops, commas, question -
marks or exclamation marks. (Don’t change any words.). .
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7 Notes and messages

oo

te el der\-t., Ehals e~ P..QJ!M-?—— W el
gk im TAL 1o pun nbk % pu
o)  sha bh.cm.akk sha. st v ants

Yoo e mmaed hae Y you canl

buJJ' bh.%—&- W2 ool LA Lnd O~ S]'\-Q. sol

Exercise 4

In the note below, the writer leaves out many unnecessary words.

~ Find examples of this and discuss what the full sentence is in each case.

— Discuss the sorts of words leftour. =~ " °

alia

Waleoma |
Wave %M\W_W cthava dowl  divse

Pg Ja.m.n_ )f\a.;l o, la,:wg., o, 13»'15.. \19-\, \»\N\'V\Dkwm_a.
Pes. Comor alite clnan 7-30 pwm.

Find other examples in the notes in exercise 1.
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Part 2: Context units

Exercise 5

All the notes in this exercise are written to close friends or family members.
Shorten them by leaving out all unnecessary words. (Change some words if you
want to, and remember to use punctuation and. other methods to make your . .
notes clear. } Compare your notes with those of other students. .

e.g. I've gone to the beach and won't be back untll § o'clock.””

Govg TO BEACH - ?Bﬁck. AT &

a) Jenny rang at about 11 0 clock She sald to rmg her before gmng to her :
place. She said it was urgerit.-

b) Thave left the tools behind the garage doar. Be careful of that very big splder
in the left-hand corner —-we rhlnk it mlght be dangerous What do you
think? o '

c} We've run out of everythmg. If you're hungry, there’s some bread in the tin
(it’s a bit stale) and some Vegemite in the top cupboard. If you can’t fast till
10 o’clock ger a take-away from the corner shop, I must fly now.

d) John called. There is a party tonight at 1/130 Blaic St, Newtown Tll be tllere
at about 9 o’clock. It should be good. Can you bring some wine?

¢) The camping trip is off. I'll call you later. It’s too hard to explain now.

f) TI'm sorry about this mess. I've been searchmg for 1V hours for.one pair of
socks. I couldn’t even find a dirty pair — what have you done with them
all? T'll clean up the mess when I get back.

Exercise 6

a} Look at these two notes. The reason for writing is the same in both, but the
wording is different. '

Bl T Please P\'cJ:_ wp

S Cij Cleanin nq e Psasnble_
d-‘n | _5 . . C"a.xld oL P Hre \$5 =50

-—$5 50 oy MVB 'j \ rrsl UM '

bas:k
e | ’H:;'?Aks Linen .

_____________._

LDON‘T FORQET

Discuss:
i) the way they are different -
ii) what the relationships might be between the writer and the person....... ..
written to
iii} the connection between (i} and (ii).
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7 Notes and messages

b} Do the same for these two notes.

Decr L'{}, Y
ot el T e ot
fo epologise Aot ,gc roise wz peed

KG moe ond wprk.

[ con PO .fw-w— 1 |
wertd L—nﬂie_..rs- a-ﬁcun-- 'v-/r_rc. ' q—'ﬂwﬂ"'
Very eoroy . o : ;

Rt < rzm..'m

¢) Look at these two notes. In cach case, the erter and the reader know each
other very well.: . . S .

gt

— Rewrite (i) for an older relative.
— Rewrite {ii) for a very new boyfriend.
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Part 2;: Context units

Exercise 7

Telephone messages can be difficult because you have to change spoken
language into written, and because you have to write quickly. Look at thls

conversation:

Caller:  I’s Mary Simmons here. Is Susan there, please?
Receiver of call: No, she’s not, I'm sorry. She’ll be here by 10 though. Can I

take 4 messag

er

Caller: - Yes. I've been trying to call her for days now, but she never
seems to be in. I really need to speak to her. Can you get her
to ring me as soon as she comes in?

Receiver of call: - ll be sure to give her the message.

Caller: 1 was going to go out now but I’ll wait for her call. Thank you

very much.

Here are two ways to write the message:

Susan/ﬂ/{a”ﬂ SCan'nS Fﬂvf\ﬁ pLEASE leNCF HER NOM{[
Snuu\ds i)@_rl:i) I.MpcrrVGﬂt Sha's bm([fw\s for AT, \’0 l"'"\ﬂ

be@-na gomj o,

MESSAGE PAD

NAME: SUSAN

DATE: TUES

QK. (at-'so-rwa)

SUBJEGT OR MESSAGE:

Lhe's M\I’M Lov

CALLER: MARY SIMMBNS

TIME:  T-30

You ke Cal H’

OF:

TELEPHONE NO:

EXT:

PLEASE PHONE

—

WILL PHONE AGAIN

WILL RETURN

PLEASE VISIT

URGENT  VERY

PAPERS ATTACHED

Read the three telephone conversations below.

— Write a draft of the message you would write in each case.

— Revise the drafts as needed.

— Compare your messages with those of other students.
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7 -Notes and messages

a) Caller: Is Mr Giorgi there?
Receiver: No. It’s his wife here. Can I help you9 oo
Caller:  Yes. He rang about the electrical fittings, but I wasn’t in. Can you
tell him I’ll bring them over tonight so he can choose the ones he
wants.
Receiver: I'll leave him a note *cause I'm going out now. Thanks for calling. Bye.

b) Caller: It’s Frank Woods here. Can you leave a note for Fred when
he arrives? It’s bad news, P'm afraid. Tell him that job is off.
They gave it to some firm in Blackburn. I'll call back later
with the details, or he can ring me before 2.30.
Receiver: I'll give him the message, Mr Woods.

c} Caller: It’s Hot Records here. I wanted to speak to Anna Demetrlos

Receiver: I'm sorry, she won’t be back till later this afternoon. Can [
take a message?

Caller:  Yes, if you could tell her the order has arrived at last. It's my
day off tomorrow but Lucy here knows all about it, so tell
Anna to ask for her if she comes in then.

Receiver: All right. I'll let her know. Bye.

Exercise 8

Make a list of any words that you had trouble spe[lmg in the exercises in- thls :
unit. Use the techniques in Unit 4, Spelling, to learn them. ; P

Exercise 9
Choose some of the situations below. Write the note or message requlred

a) A friend is supposed to arrive at your house at 4.30'p.m. 1t is now 4. 5 0 and you
have to get to the post office before 5. You go out and leave a note on the door.

b) The washing machine has broken down. You have to go out but youleave -
a note for someone in the family to tell them not to use it.

¢) You have a friend minding your house for a few days. You leave a note to .
tell her where some things are around the house and to remind her about }
feedlng the cat and so on. :

d) You visit some friends but find no-one home.You have some important news
to tell them so you leave a note.

e) You are at work. A workmate’s husband rings to say he’ll meet hIS wife at
5.15 p.m. He doesn’t say where, but he says to tell her not to be late You
leave a note for your workmate.

f) A handyman is coming to your house to do a number of small repalrs You
leave a note about what needs to be done. (Think of what 1ea[ly needs to
be done in your home.) :

g) You are at work, There is a problem with some machinery, You leave a note
about it for a co-worker.

Exercise 10

Think of some situations (at home, at work, at school) when you might need to
write a note. Write those notes now. Prepare and draft as much as you rieed to. "
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8 Advertisements

Introduction

Have you ever needed to advertlse in order to:
— buy something S S
- sell something

— hire someone

— find a job

— publicize a business

publicize an event

— give information to the public

— ask for information from the public?

Look at the two advertisements below. Discuss:
— What is their common purpose? R
— How are they different?
— Why are they different?

Office furniture, desk $100,

. filing cabinet $95, swivel
chair $45, or $210 the lot,

" Asnhew cond.'45 1617.

FOR SALE _
OFEFICE FUQNlTUfQE
?‘{“'.:De‘sk : $Ic>c::

’f‘F:llJn Calsunel Cadfamx>\$q5
* Sl chaiu EtaLy-"fD
SR 210 gor He Lgt-tt
PcU- i~ as, Mo Ccv-dfblm .
Rv:'.j W5 . 1617 Ohdttvu\e_

Keep these points in mind when writing advertisements:

i) Choose your first word carefully for a classified advertisement. The reader
will use the first word to find what they want. Tt is usually the name of the
item or service being advertised. (See the first advertisement above.) .
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.8 Advertisements

ii) Keep classified advertisements short to reduce the cost. Shortened sentences

and abbreviations can help.

iii) Make your advertisement fora window or notlce board stand out. (Use for

example, underhnmg or big print.)

iv) Draft and revise carefully, even if you send a c:lasmfned advertxsement by

phone.

Exercise 1

a) Look at the two' drafts of a classucxed advemsement below. In the second,
the writer has shortened the advemsement to save cost. Take note of the

sorts of words left out.

First draft: 1 d_o ‘_d_r_es_smakihg ‘and alterations for both
' . - adults and children. I speciaiize in
. making wedding. gowns. My prices are very:
reasonable. Piease phone me on 349 1757. 7

Second draft: © Dressmaking, alterations. Adults, children.
Specialize in.wedding gowns. Reasonable. . .. .
prices. 349 1757. '

b) Rewrite the classified advertisements below to make them shorter. You may

need to change some words and the order of some of the information.

i) LOST: One pair of sunglasses,
somewhere in the Westside
shopping centre on Saturday
rnummg_ The glasses.have a .
white frame and were in a
green glasses case, There is a
reward for anyone finding
them, Please contact Sheri on
92 5487,

i)  Iamamanin my early 505.Iam.
healthy, energetic and quite
good-locking. I am very
interested in travel. I would like
to meet a sincere and  kind
woman, between 40 and 55 -
years old. If you would like to
meet me, please write to Box
B12, The Courier, 404 South .
Road. o

1it)  Iam ayoung woman loul{mg for
share accommodation in the
southern suburhbs. I would pre-
fer a house. I am friendly and a
non-smoker. I have my own
furniture, Please ring me after
6.00pm on B3 4549, -
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Part 2: Context units

Exercise 2

Some newspapers ask you to send your-advertisements by phone. Others provide
forms to be filled in like the one below. Read it carefuily to find out the condi-
tions and costs involved. Work out the cost of your shortened advertisements
from exercise 1 abave.

i{:::;; ............. B TP . Cla.SSIh e ds |

........................................... THE SURRY COSMOPOLITAN

................... P/Code ..oovvvennnennnnnn P.O. BOX 627 o
DARLINGHURST NSW 2010

PhoneNu.(W)..................... ...... it MINIMUM 10 words.

{5 ) T _ '4lmesnrl8words$500 Addmnnnlwnrdszsc '

. . ' INCLUDE YOQUR CHEQUE OR POSTAL
PLEASE include point of contact such as address, "' ORDER MADE PAYABLE TO THE SURRY
phone number or P.O. Box number. - -COSMOPOLITAN ;

PRINT ONE WORD IN EACH SPACE
Exercise 3

Sometimes you may decide that it is better to pay more for a longer advemse- '
ment. : :

a) Compare the pairs of classified advertisements below. Dlscuss the advantages e
of the advertisements on the right. - '

CLEANING. Carpets, CLEANING. We offer quality,
windows, Party clean-ups, comprehensive cleaning of =~ . ... .
etc. Ph. 445 8809, homes, units and offices. We ... ...~ ..

guarantee to beat the lowest

reasonable quoie you - may

have. Brighter Cleaning Ser- -

vice. Phone 555 2813. Let -~

Brighter make it brighter! =~ -~

Garage sale. 34 Wilson Ave, Garoge sale. Bargains, bar-
Penrith. Saturday. House- gains, bargains. You never
hold goods and furniture. know what treasures you -

may find. There are books,

furniture, clothes, records,
plants and more. We are
moving and we must . sell
everything. Bring your
money to 2 Chaplin Lane,
Westmead. Sunday Bam.
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8 Advertisements

b) Add more information to the classified advertisements below,

it)

i)

Mother of 2 will mind child.

Ph. 333 8702.

Lee. 929 4761.

0dd jobs. Gardening, clean-
ing, rubbish removal. Ring

Man wants to share fat/
house, References available. .
Ring Andy 518745 or a.h.

287654.

Exercise 4

Abbreviations usually follow one of the.i:z.l.tterns below:
— first letter of each syllable or part of a word
e.g. s.c. — self-contained

e.g. Lug. — lock up garage o '

— first few letters of a word (often the whole of the fll.‘St‘ syllable)
e.g. mod. — modern

— first and last letters of a word
e.g. rm — room

— letters from the beginning, middle and end of a word (usually consonants) .
e.g. Cpts — carpets. '

fiest letter of each word in an expression

a) Below is an advertisement for a person to share a flat Work out the meanings
of the circled abbreviations.

PERSON to share 3(b.5 house,

Eastwood, Prefer  profes-
sional female Own

required, $6 G.w> bond plus
expenses. 290 18190

73—0am or

9 p.m.; Sat. until 5 p.m.

b) Discuss ways to abbreviate the circled words in the advertisements below,
Then check the list of common abbreviations at the end of this unit.

i)

® Wanted To Rent
House, 3 bedroom _with

available. Phone
72 3301.

Close to_ (franspord)
and_ schools.
@lter houss)

i)

@® Situations Vacant

Sandwich _b

wanted 3 Ghourd(per_dayy

to
e -
273392,
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Exercise 5

In the following FOR SALE advertisements the description of the item is missing.

Think what a buyer would want to know and make up a brief description. Use' - - ST

some abbreviations if you like.

e, Bed SUeehiae Ve base ANAGAreSs, Qcelent Conditin.—.. o
%200 o. n:o Ph -‘-_14 7266, R

i)  Child’s bicycle

it) Holden

iii) Washing machine

Phone after 7pm 334 5545.

Exercise 6

a) Look at the changes this person made when wrltmg a c1a551fled advernse-
ment to find a childminder. : R AT

WOt AR
FPERSer WANTED To CARE fok

SM- 10 MNTH OLD sy 2/3 HOURS
POR-D TUMEL O WESK TWICE WEEKLY
N M\f HOME. WATSoN. 4152972

KIND wWoMPAN WANTED To CARE

FOR 16 MomMTH OLD BARY., APPROX

3 BOURS TWICE WEEKLY., PREFERPBLY
IN MY HOME. WATSonN, 415292

b} Choose something from the following list that you personally wouid like

help with.

gardening bookkeeping dressmaking
learning English ~ babysitting catering
ironing lawn mowing typing

house cleaning window cleaning childminding

Follow these steps to write a Help Wanted advertlsement

— Write a draft.

— Revise your draft (adding extra information, crossing out unnecessary parts,
abbreviating and punctuating as necessary).

~ Write your advertisement out neatly.

Exorcise 7

$7,995. Any reasonable offer considered. 222 3722, |

$40ah 43 5678.___ B

Imagine you have lost something valuable or very dear to you. You decide to put one

advertisement in the Lost and Found classifieds and another in a shop window.
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8  Advertisements

Use the examples below as a guide to write your advertisements.

whou:? * LOST <

e

M&mx/m

LOST: Black Kelpi
months old, c ut no tags

Cheltenham area. Sunday 1

May. Ph. 52 1344, whm? 4

/ /

- /

wet and, missed 1
N ;Mm
"52 1344

(1 momﬁJij ﬂze:m%

| the
\W\D? MI@W”&M/%&&#

5@%@%&0

Exercise 8

Choose one of the situations below and write the advernsement required. Make
rough drafts first. If you wish, work with another student.

a)

b)

You are moving house. You want to sell a number of items of furniture

before you move. You decide to have a garage sale. You write a classified

advertisernent.
You are having a party for your son’s or daughter’s 18th birthday. You need

some help with the cooking and serving of the food. You write a classrﬁed

advertisement to find someone.
For your next holiday, you are planning to drive from your town or city to
somewhere else in Australia. You would like company and someone to share

the driving. You write an advertisement to put on a notlce board at work =

or school.

You and some friends want to form a band. You need a guitarist who can
play your kind of music. You write an advertisement to put in the window

of the local record shop.

You are starting up a business (e.g. window cleaning, lawn mowing, secreta-

rial services, photography) and you want to attract customers. You write a
classified advertisement to put in the local newspaper.

Exercise 9

Do you need to write an advertisement? Write it now.
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COMMON ABBREVIATIONS

EMPLOYMENT _ S -
exp. experience " p.a.  per annum’
£t full-time T pt. part-time
h.p.w. hours perweek .~ qual. ~ qualified
hrs/day hours per day - isal.  salary

Mon—Fri ~ Monday to Friday - wgs  wages
neg. negotiable . . oo .

ACCOMMODATION

avail. available - nr - near

b.e. - bedroom .-pes. . --position

cl. close . .- :pw. . perweek
cpts carpets - refs . references
dble double rm . room

fem. (f) . female s.c. . .. . self-contained
f.furn.  fully furnished sngl. single

gar. garage spce space

gdn garden stn station
grnd fl.  ground floor - trans. transport
lLu.g. lock up garage unf, - nfurnished
m. male o wk week

mod. modern

GENERAL - o

aft. after . lge  large

a.h. after hours mths  months

br.new brandnew  no. number

col. colour - o.n.o. or near{est) offer
cond. condition ph. - phone = =
exc. excellent tel. telephone

gd good y;s . years
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9 Personal,.lette_rzs_._'

Introduction

Personal letters usually have one or more of the followmg purposes
— to thank Ct
— to send greetings or express your feelings about some occasion. or event
— to apologlze Ce G
— to invite T Ty
— to make arrangements
— to make or renew contact with someone . :
— to give news
— to request NEWs. ... ... - = :
— to accompany enclosed matenal (photos glfts etc)
— to reply to another letter. . P G

Read the letter below and discuss which of the purposes above are covered. (Are '
some purposes more important than ‘othérs? How do, ycm know’) ’

. 107 .9:14:&. st,
ﬂhau-ﬂdw’- .Q.uu-n:y f?“'oﬁ Nordaditr .
Deor Diane,

At Lost e meomest (S ANORES aéruirs)
hmﬂ“v@wmwmﬁb J%&MWWPWW*
Juwmptn . It dovks guat- MM#MMMMMJ/ :
Lije ;e al JO7 - much The samt. ol whtn ygord Jaft. M#.e.mk_zs
nowr fu MM!M!MMW-&G‘OM self
Jally's elesp Loes - wrill ! sew, gorden, wile Letless, domgmanm?’)
elogn Dhe st (s A.ou—”)abc.ua %W,Sa.u# M.a#
Atk &b‘!ﬂn_!ru da’r\J— %
Mw—;rummwwpm — Can getL
belitwe ib— ME? [En k& dswau.ﬁk au.tda\au e ha dubdanb
u.n.aIu? MMLL‘D:?I SEart ‘?BDE_____(BM) ff/&ﬁagwm

Mm-t&lw» wp ] udo ! not b5 .l,cuz?l‘. Mhlu.a;&ﬁ
tnls Ju&pgjw (s Sau«d; Mﬂm) A-W,u.zm»c
Bh . Tercts S .mut . Look #mym_db'.u_u.g m#\.b‘dh}

MWTM&U&# #ep.r,a,u—fswéu Maﬂw-,rrm“/mﬁnu
Lkowtr Sorade y
P.3. Tha plelis were fnkin st Stptember af Lho loake. .
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Part 2: Context units

Now read these points and discuss the questions: -

i)

ii)

iii)

vi)

vii}

Write your address and the date in the top nght-hand corner. Thls is often
done informally, and sometimes the address is not necessary at all.
How is the date unusual here?
Begin your letter with a greeting of some kind. ‘Dear ...’ is by far the
most common.
What other ways have you seen?
Use the first paragraph to set the scene and to state the main purpose of
your letter (if there is one). If replying to a letter, say thank you for it here,
How does the writer of this letter set the scene? What purposes does she
mention?
Organize the rest of your letter into paragraphs. In general, you should
begin a new paragraph every time you change topics but this'may not be
necessary in a short letter.
What is the topic of each paragraph in this letter?
Don’t worry too much about punctuation rules.
— You can often use a dash {—) instead of a full stop or a comma or even a
question mark.
— You can use exclamation marks, capital letters and underhnlng to add
emphasis.
= You can use brackets to separate anything extra to the main thoughts '
Note the use of these features in the letter. 3
Use the last paragraph to send good wishes, say goodbyes mentiot future
meetings and so on. It is common to begin this paragraph with a reason
for ending the letter (time to go to bed, to the post office, etc.).
What reason for ending is given he:rep
Finish your letter with a farewell message of some kind. Common endings
are: : E

love ' see you soon
~all my love . .best wishes
- love and kisses . : regards
lwafor now A '

\What other endmgs have you seen?

viii) Add anything you have forgotten to say as a postscr;pt {PS}. You some-

70

times see more than one postscnpt to a letter (PP5, PPPS, and so on)
W’here does the mformatlon in this PS belong? o -



9" Personal letters

Exercise 1
Sometimes you need to write very short letters which have only one purpose.

— Decide what is the purpose of these letters. (Use the list in the Introduction.)

— Study the underlmed words They wall be useful in your own letters

a) - —— C—— :
| S S /?.72:... {93’3'
Dé’/v’ aﬂr - ' < _
pn‘-{; a-‘...-("/emab,eq /Ml‘; e&z
Ve, Ko of gow ve _' '
lod A ar such ! KX M}J

=
Z‘ Aope T Con, f-epau., T S

o Same «la, Sene e AT
o Same “ay Smd /Jawt:/
pro-

.
| Q?A%

| T, 5/6/37
ﬂZ é:}% /44//, ‘é«/ .aéa/ .

A

_-—"—"—-'_-'_-.\_'_'-7
: T - T A B
Dear Anne _ . . R S
Tt o shaot” néb 45 bt s .‘M_o-cd Aot 7 oo
be adle A5 et ot M slibtics . Z'ut  Quvanged. frr
alosi 4 dethel at 1B wem . ITf & dewsilt e - oot
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d) .
60 Stacey St,
. Banksid o
6/5/55
Dear M c\rv;t Hr‘:; Pr-;ce_ L _ N
Hello . lm z.-.n-t.tm o Lntruduce. mqse.LF )'{
r\ome is kquer_;_ne. Rlers 7 and Im  stog in Auste
for obout & months . Im a nend cfar?'iurks and
he fold me to look you up . fu. be in Brisbone -
on the 24" and ) wviiered aF Gouth - minch iF L
callech (0 7l shallk ' win F T hope . this cloesnt
tnconvenignce. . you-ab fall-Y,a lm IooJ-urq Cfordiord
ko meeting  ydu both . i S M
o~ - “Best was!—:es J B .
) :
26% Toh.
-
DWW Ence L Zfo
. sk eavih the news | mhlahqs
on b bubn a} J%V\.Me Were ok a&mq%ggl
Blad ‘o hear twak gven wWimg wenwk wf’/W
Made URAFE GO ok WavRe M. WUA smw(.
SOV sk able, - Scnm T mm e chre
ot qgm(’/fjffis s OF Joanna, 0’]{— va.‘)f e
{\/\vx,o(/\, l/m/-e
M@ Chnit >é
Exercise 2

This paragraph from a personal letter needs punctuatlon

— Read it first for general meaning,.

— Read it again, this time thmkmg about the missing punctuation.
— Now rewrite it, puttmg in puncruatlon to rnake its meamng clear

per[taps gar”ms to]dyau about t]:e new man in my li Ife paul
scizleger sometimes i cant quite believe that t]ze_re is really ]
someone in the world like him af course t]ze‘prab’em is that hes -~
in sydney maybe moving back to brishane while im in brisbane
now but moving to pert]r w]1y is love a/l_uays so cliﬂ;'cu]t



Exercise 3

9 Personal letters

a) Questions are common in personal letters. Sometimes you might give news
of your own and then ask your reader a related question.

.8

' Ln_cxfn:.:ns o ype-.

c.c;.rpo.ntr:g course © .

Al tjfxoutg*r\): v m'\'abd:;' Q‘nprcvo.-
Y ok dnawnces . 8\"5 te u)o:j,

cre yo St ‘cloL}\S QOW

Below are five extracts from personal letters. They have been divided into
two parts. Match the parts on the left (news) with parts on the rlght (related
questions). '

i)

i}

iii)

v)

Well, I've ﬁ'na”y done it — I've
got my licence. I was sick of

everyone nagging me.

The lng news is — I'm m love’
I'm the ]mpprestf ve ever

LEETL

Gina is now at school. She

loves it — thank goac]ness.’

I've just returned ﬁ'om a
weekend in Perth —had a-
great time catcizmg up on a”

the ne tos.

Xomas was exciting in Tower St

this year. We had a l‘adby born

in the next door ﬂaf on Xmas
Eve, a surprise overseas visitor
far Nmas a’imzer, and t]zen', on

Boxing Day, the dog had 0
pups!

A

Have you been back lately?
Lots of cimnges You waul_a’u T _

recogmze Xamer St.

_How was yours?f lvet you

can'’t l)eat

. that for excitement!

How about you? Have you
clmngec] your mind about it? I
rememlaer imw you ]mfec[ the

'/esgons '

Has Wf”ram started 1 yet or is
he sfr”anb 4 (T veforgo&en)?

Which :remin_cls me, llow's_ _
Mauro? Are yo_u'_sfr'” foget’mr? o
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b)

Sometimes you might keep all your questions about your reader until the
last paragraph of your letter. Look at this writer’s last paragraph. . .

Welt |, o't & fg_( woey . Bl FY kees  wfta 11@-_.?
do write - U gvorved of s EI‘OM i - Wlott
LG'N%’Lf . N Jnfss?‘Im »Q,La.um -l
Yo 7 Wleatd olok_pku_fﬂ o 7 dack 7 fo 7 | ka-{tuﬁ
Luqa o hsoe i ce . Qlowe MJ—«‘JBDL—\J‘;,_Q_QtMMH
L Yo lenow wea' nenlb’ fiwa

j S e

Sstec

— Think of someone you would like to write to at the moment. :

— Think of the areas of his or her life that you woulcl like to know somethmg
about (sport, study, family, other friends, etc.)..

— Write a paragraph asking questions about these areas. Use one of the
following to begin your paragraph.

Well, I must stop now. What's your news?

That's all the newsfrmﬁ __tl:is éﬁ_c]. Wlxat about yau?

No more news to tell. Write soon and tell me yours.

Amyway —1I musffiﬁis]: now. .W]_ra't's _]ic.zppert.ing in your ]r'fe? ) o

Note: You might be ableé to use this' paragraph in a later exercise.

Exercise 4

a)

74

The letter below is a réply. to another letter. Find and write out the parts
that tell you this. These will be helpful to you in (b} and in exercises 7 and 8.

Dear E”a, N

As usual I've taken months to repl_] SORRY-' It

was great to hear ﬁ'om you at Christmas — lzape you ’mc] a

gooc] one. Isfayec] wrt’t Kim aucIMllee again anurraJ Brra’ge

— lots of swimming, ﬁs’:mg, Iazmg about in the sun and so on.
Allthat seems a ’ong time ago now — I've been _ .

war]emgfor O weeks. Irea”y enjoy it — t]mug’i it's very very

l)usy. Glad to hear you've got some pari-time work —_ _lmw's it

going?
W




9  Personal letiers

———e  TTTT—— e —

What great news’ You may be back here at f’w end af
the 1 year. | ” keep on the IooLouf for ]obs - wau’c] you /rLe me
to send 3 you some aclvertrsements :

Pleased to hear that I\at y is lrer olcl self. I must write to
her soon. :
Must stap now —I m at worL auc[ have lots to do.

- Whrite saon,

- Vin oo

P.S. Thanks far those netéspaper clippiﬁgs.—;—_ t’zey were ueru.

interesting.

P.P.8. You mentioned Tim Payne — what a Surpnse Itttﬂ '
]eavmg like that — had any news Iatel_;

b) Sometimes you might begin a letter of reply by reférfing to all the news =~
contained in the letter you received. Look at this writer’s first paragraph,

Dear Rosa, '
Thank you for Jour ]ong, ’ong letter. What a lot of
naws you had to te”’ C'angratu’atrans on your terrrﬁc pass —.

well done! But what’s this about stappmg work? I was slwcleetl
— think careﬁa”y abaut rt won tyou? Greaf news about K. M.
— I look forwarc[ ta seemg e, ' :

Look again at the letter in the Introductlon Imaglne that you are Dlane and

that you are replying to that letter. : :

— Note down the points you will mention in your letter.

— Draft the first paragraph, referring to all those points (ask questlons, rnake -
comments, express gladness, etc.). :

— Revise your paragraph as needed.
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Exercise 5

3

b)

76

Think of someone you know well, Draft a paragraph about that person
which would be of interest to another friend who has not seen him or her
for a long time. Menuon for example work study, hobbles relatlonshlps,
health and so on.

— Begin by brainstorming (see Unit 1, Pr epmmg to wr tte)

— Revise your draft as needed.. -

Note: You might be able to use this paragraph in a later exercise.

Read the newspaper article below. Imagine that the event it reports happened

near your house and that you saw part of it happen. Draft a paragraph about

it which could be included in a letter to someone you know. _

— Begin by noting down the points you will mention. The underlined parts *
will help you.

— Revise your draft as needed.

— Compare your paragraph with those of other stadents.

Note: You might be able to use this paragraph in a later exercise.

Once robbed, twice
shy, so she ran

By TERESA MANNIX

Mrs Moyra Britten was tied up and
robhed at knifepoint at the Downer Post
Office three years ago. When the same thing
looked like happening yesterday, she didn't
hang around.

“I ran_out the door velling like a
banshee,” she said.

The robber, with a handkerchief over his
mouth and a black plastic pun which Mrs
Britten did not notice, barcly had time to
order her to stay in the office section before
she took ofl. )

‘The culprt, who managed to cludc palice ™ -
afier an extended chasc at about 10.30am
yesterday, escaped with what she estimated
to be about $100.

A warker at a nearby Playoust construc-
tion sile, Mr Lex Boyd, took up 1he story.

*I heard a woman screaming for help and
saw a bloke running out of the post office
carrying a bag.” he said. 1 chased himn, but

he had too much of a head star.™

The Tdentikit picture of the man

The thiel dropped the gun as he raced
through the roungs of the Downer Infanis
and anmary School, vaulted over a fence

and disappcared behind some houses in
Bradfield Strect.

Mr Bovd and his two workmates who
helped in the chase said the police had
arrived on the scenc wilhin a remarkably
short_time.

But they failed to apprehiend the man
after extensive searches of the arca.

police are seeking after a robbery
at the Downer Post Office yes-
terday.

Police are seeking a_clean-shaven man

with neat, dark hair, about [.7 metres tafl,
ast seen wearing a blue-knitted jumper and

blue denimn jeans.
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Personal letters

=L

Exercise 6 T e

a} Organizing your. thoughts into paragraphs helps your reader to understand
your meaning. . .
— Think of someone you Would hke to write to and who you have not seen

for a long time. D ETE
— Write down about fwe areas of actwlty in your hfe whlch would be of i ‘su;-kﬁ :
interest to this person (work, study, family, ete.}.
— Use these areas as topic headings. Underneath, each ‘write down related ..
events, comments, questions and so on.. . '
e.g.
SPcrr‘f.‘
"'ﬁu&nu lotal  Sewcer Cteam .
hy  Shodder — haa & Stgp
$ improves maw — bege  Agad. w "’I-a,
* Stin our Rpia — go almost @veny. toeeRend,

— Choose one area to write into a paragraph.
— Begin by reordering your notes if necessary.
— Revise as needed.

b) If you wish, continue with the letter above, using your notes to-write more
paragraphs.
— Write a beginning and an ending for your letter. (Other letter samples in
the unit will help you.)
— Send your letter!

Exercise 7

Choose two or three of the situations below and write the letters. Make them
realistic by including personal details of your current activities.

a) You have just received some photos from a friend who visited you last
month. You write a letter of thanks and tell your friend briefly what has
happened in your life since then.

b) You have just heard that a friend is getting married. You write a letter of
congratulations and tell him or her some news.

c) Years ago you met and travelled with a person from another country.
Suddenly you receive a letter from this friend, telling you that he or she is
coming to live in Australia. You write a letter back and include some advice
for your friend’s first days in the country.

d} You have just moved from another city. You are missing some close friends
you had there. You write a letter telling them how you feel and describing
your first few weeks in your new city.

e) You are planning a trip to another part of the country. You write to some
friends who live there, telling them of the trip and expressing your wish to
see them.

f)  You receive a letter from your parents telling you about a friend’s sickness.
You write to the friend and include some news of your family and of your
activities.
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g) Itis a friend’s birthday. You send ySur birchday wishes in a letter which
mcludég;your news of the past year.

h) A family member has gone to live overseas for a year. He or she has been
gone for four months now and you have not had a letter. Yﬂu are rather '

o annoyed and so you write a letter. -

i) Somie friends have written to invite you to spcnd the holldays thh them.

- Youwrite back expressing your thanks and tellmg them whether or not you
can go.

i) Someone has sentyou a gift for your blrthday You wrlte a letter of thanks S
and tell them about your birthday celebration. ' TR

.

Exercise 8

Is there a personal letter you need to write at the moment? If so, write it now!

S ow
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10 Formal letters

Introduction

Do you ever get formal letters from, or do you have to write to:

local councils - ...~ government departments
banks education bodies . . :
insurance companies solicitors

landlords or rental agents = travel or holiday companies
gas or electricity bodies others? Lo

Keep copies of such letters. They will be useful in many of the exercises in this
unit. ST B TR S T R : ) :

Look at the two letters below. One (Letfer A)isa formal letter to a bank L

manager. The other (Letter B) is a personal letter to a friend.

LETTER A
N\ Yropakouan Rel
—~ S wiveise
Fedecal Bonk
\0 .\-\w\\c.e.v: EA
Mukdnom, ¢« .

Deas Sis/ thadam
o Ke: ODecounk Neo, MesseA
\ oen wardy o nakg Bou ok o Shoage
of oddress for the abowe :'émunt in r‘}-\ name .
© Tae previcus oddress oas 290

shouwin aloove _ .. SRR L
T\:\m&\gxwﬂ you fof upw ostiskonce
ldm.us : s'\r\cm-!.bj , . o

T O
(Mes) T Odont

Miller 5, Noren Mikcham . The new odchess o thak .
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LETTER B

'\'msaaj L Oec .

\ dovk VYoo, btueew fov oo

\wter. \'m Lol Ok two  vaoreenk | \Aes-— wit are

W\n\n. Wouse (cw Sutuckcuj) We've folind o greok
2. gloout  3Zkm it's buaae_r —

mudavw::re_ mor:ﬁ&n' u.s.a.u.. tere’s dao vaw

addxess b e F:nc&zk * M \‘\'t:wix_bc:uan €ood x

Hoga yow can GEk us won | Om.kﬁweuj koop in

touch . Sorny ooman for sueila s o s\/\mk. Ln_He_r

Cue for r\su.a_._ bove " fanual )(

Deax che.\j,

Work in groups of two or three. Discuss:

— What is the common purpose of the letters? . C

— How is the formal letter different from the personal letter?‘ (Thmk about for
example its general appearance iayout content and the Words and expres-
sions used in it.) : - sl

— Why are they different?

Compare your findings with those of other groups.

When writing a formal letter: -~
e LETTER A

iii) Write the name, the positionand. -~ I Whopakousn f |
the address of the person you'are | ‘Q\‘\‘f,_‘ﬁ;’“ o
writing to here {lower than your F\;“;&mm&' N
address). 10 Hunker St
You will not always know the L Mo
name or the position. Use what e e ecount No, MEvsaA — ]
you kl’lOW. of odduese e L:::b::%:}mﬁmgk‘%ﬁ\: L\Nmae]_
Tre  Pprevicus oddsess o5 M9
- - il B, Nmk‘n m‘\.r.hnm “The ntul ocebitts 4 thok
l . P : - shewan lL\nw\l!: .
iv) Use: e R PRRERER T Toakiag o {1 ypur oosidiencs.
— The person’s surname- (Dear Mrs Smlth) sz wineevely
if you know it. Only use the first name - -ﬂ;\o;“\‘"_"“‘& ot
if you know him or her very well. IR
— ‘Dear Sir’ if you are writing to a man and
don’t know his name. =
— ‘Dear Madam’ if you are ertmg toa
woman and don’t know her name. :
— ‘Dear Sir/Madam’® or ‘Dear Sir or Madam’ _ _
if you don’t know the name or the sex. : . x) Write your signature here.
You can also use the person’s position (Dear ' : '
Councillor/Resident/Manager/etc.). _ L xi) Print your name clearly here.
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Dec 8, 1988
Dec 8th, 1988

v)

i),

vii)

— viii)

-

.10 . Formal letters

i) Write your address here.

— ii) Write the date here. You can write it in many ways:

8 Dec, 1988 8/12/88
8th Dec, 1988  8.12.88

(88 is acceptable for 1988)

You can write a short statement here to introduce the main
point of your letter. (‘Re’ means ‘about’.) This is not always
necessary.

Begin with a sentence which explains the purpose of the

letter. (You should do this even if you write a statement as
. in(v).) If you are writing in reply, mention the date of the
- letter received and any reference code. (See letter Cin

exercise 1.)

Then write any extra information. Keep to the pomt Only
mention what is necessary.

If the letter is very short you could put everythlng in one
paragraph. If it is longer and includes several points, you
will need more than one paragraph

End with a sentence hke this. You will see other examples
in the letters in this unit.

" Follow these rules for endmgs

— Use “Yours faithfully’ where you have used Dear Slr or
‘Dear Madam’. R

— Use “Yours sincerely’ where you have used the person’s
name (‘Dear Mrs Smith’). o

“Yours sincerely’ is, however, seen more and more in both

cases. S

You can use ‘Best wishes’, ‘Regards’, ‘Kind regards’, etc, - -

in letters which are not very formal and where you know

the person or have spoken to them often on the phone. |

xii) Write clearly and neatly. Don’t cross out.
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Exercise 1

You have received this letter:

LETTER C
H.H.D. Insurance
HILTON HOUSE 300PITTST SYDNEY 2000
Inreply please quote: JC:RD A _:_Sth Jan, 1588 |
Dear ............... ,

T wish to remind you that payment on your Household
Contents Insurance policy fell due on 1/1/88 $59.10
is now 0w1ng 1 shall be pleased to receive your
cheque in settlement at your earllest convenlence

Yours sincerely

A

Ms R. Douglas;

Supervisor i :Tel: 22 26b3/22 2554

Telegraphic address: HINSU

You have decided to cancel your policy and have written a letter to the insurance
company to tell them so. Below is the body of your letter. - -
— Set it out correctly.

— Punctuate it. (See Unit 5, Punctuation, for help. ) :

— Address it correctly, using information from the Ietter above

— Use your own name and address as sender and’ use today § date

LETTER D

dear ms douglas i refer to your letter
(JC:RD) dated 6th january 1988 i wish to
advise you that i have decided to cancel my
household contents insurance policy i would
be grateful if you would acknowledge
receipt of my letter yours sincerely
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Exercise 2

a)} The opening sentence of a formal letter usually tells you the purpose of the letter. Below are -
four examples. Match them to the incomplete letters (E,F,G,H) which follow. :
1) Iwould like some information on the courses you offer at your college. .+~ -
ii) Please find enclosed a cheque for $65.00. ... . R SR EE R R
iii) I refer to your letter dated 30/3/87, your reference number H6794. - ..
iv) I am writing to inform you of an apparent error in your records.

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

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

address is 8/6 Downing St. Consequently correspondence from you has -
been delivered to my neighbour's house.
Thank you for your cooperation in correcting this detail, .

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

My interest is in computers. I have done two beginner courses in the subject

and now wish to attempt a more ‘advanced course. Could you please send me any

brochures that you have available, including details of cost and enroiment

procedures? ' S ' SRR Testee
Thank you for your assistance in this matter.

R R L R I R R O R LA L

You stated that I would shortly receive a‘ refund of $45 for over-
payment of student union fees. Six weeks have now passed and I have
not received anything from you. Could you please look into the matter?
I would appreciate prompt action. L

b} Make up your own opening sentences to complete the letters below. Begin
by reading each letter carefully and deciding what the main purpose is.

LETTER I
I am moving to Melbourne in early May and will be needing full-time care for
both my 4-year-old and 2-year-old. As far as I know we will be living in the
inner western suburbs so I am particularly interested to know what is S
available there. . o

I would be grateful to receive any information you have as soon as possible,

You said that there were three books overdue. I feel there must be some
mistake as I am absolutely sure that I have returned both "Kissing: A
hundred years" and "The Dark, Dark Night". I do still have "Born To Be King"
ﬁnd apoicgize for not returning it before I moved interstate. It is enclosed
ere.
Please check your records again. I hope this will be the end of the matter.
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Exercise 3

Formal letters: often contain words or expressions that are not common-in
everyday speech For example, in Letter A above, the writer uses the expression
‘notify you® where we would more commonly say ‘tell you or ‘let you know’.

It is important to understand these expressions, butitis not always necessary
to use them yourself. Sornenmes your meanmg w:ll be clearer using words you
know well.

The words and phrases on the ieft are taken frorn prevmus letters in thls unit.
Find each one in the letter indicated. Then match them with the more common
expressions on the nght : - '

Letter A

a) previous 1 thankful

b) assistance 2 in payment
Letter C © 3 send | _
c) insettlement 4-'Said,'wro.te e
d) atyour earliest convenience 5 stop, end

Letter D. 6 he!p .

_ -e) advxse 7 money pald back
£} ‘cancel 8 "Iet me know you have recewed
g) grateful 9 'quick :

h) acknowledge receipt 10 included in the envelope
Letter E ' 11 the one before . .

i) forward 12 tell, inform -
Letter F 13 as soon as possible |
j} correspondence 14 help

k) cooperation 15 Iett.ers

Letter H

I} stated

m) refund

n) prompt

Letter ]

o} enclosed
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Exercise 4

Three sentences have been left out of the following letter, The sentences are.
given below. Rewrite the letter putting the sentences back in appropriate places.

LETTER K

Dear Mr Anderson,

I am writing to give you one
month's notice of my intention to vacate the
flat at 1/35 Barker Rd, Malvern. The increase in
the rent means that.I can no longer afford to.
live here. 50 should you have any flats
available nearby that are less expensive, I
would be grateful if you would contﬁct-me._ln
the meantime, I have no objection.to your .
showing people through the flat..

. Thanking you for your assistance.
Yours sincerely,

i) My home number is 519 4073 or I can be contacted at work on 211 4416..

1) However, I do ask that you give me at least one day s notice so that I can
be sure that the flat is tidy.

iii). I would,-however, like to continue renting in this area, . ..

Exercise 5
Arrange the parts below to make a complete letter.
LETTER L

i} I'am interested in Package D (the 20 day trek in Nepal).

ii)  Yours faithfully,

iil)  Welook forward to your confirmation of our booking as'soon as possible.

iv}  Thank you for the information you sent about Himalayan Expedition -
Holidays.

v}  We would prefer the Sept 20th departure date, with a second choice of
Oct. 15th. o

vi) [ would like to make a definite booking for two people

vii} Dear Sir/Madam,

viii) Himalayan Expedition Hohdays,
88 Queen St,
Perth
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Exercise 6
Choose from the linking words provided below to fill the spaces in the following
letter. e C

LETTER M

Mrs D. Paul,

Principal

Dear Mrs Paul,
I am writing to inform you that we are about to

move out of the area (i) ................... that my daughter, -
Alice, will: (ii) .ccocviiirnnnnens ‘vevivies. be leaving school on Sept

I have already contacted her new school and made
arrangements for her to beginm in’a month. They would,
(L11) crrrernrrrrreeeeeeenans , like to have copies of her recent school:
reports. In:the confusion of packing I have been:'unable to find
them, {(iv) { ............................... would it be 'possible for you to send
copies of them home with Alice. _ - _

If there if anything else you would like to discuss,
please don't hesitate to contact me. R
' Yours sincerely, = -

i) and, also, because, so
i1} so, therefore, because
iii) although, so, therefore, however
iv) and, so, because, but

Exercise 7

Short formal notes to explain your own or a family member’s absence from
work or school are sometimes necessary.: They can be set out as.a note, .

e.g.
¢/a/s¢
Des, VR Facksos ,
‘ flenee Decose 7o /zr-« Schoof AGet
Aottt s Ae Ans Lo poenat e freeke n
fosp il & Aave aw’ gpsration o Ads fosT.
AR Nick Lorlos.
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or as a formal letter.
e.g.

12 Boronia St

Claremont

_17t’1 Oct, 1987
Dear Ms Fantimm,

Iam writing to mfarm you f]mtI wr” l?e al)sentfram )
work until Manday, 24th Octol?er, because of an m:mc[ent oo
which I broke my ankle.

Should s you need to ;évrtact me, I wr” be avm/ab]e on
331 7722.

Yours s:'rléefe]y,

Lyn Tqylmf _

In both, the language is usually formal and only the main point is mennoned
Complete these formal notes, using the cue words provu:led

I) Dear MP‘S DQ’OSD,

{appointment, quday; dnot]z_ér ap#pim_&_nggit, next Mona]ay)

it} Dear Mr NJ’ant[

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

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

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

(five days, flu, copy of Joét&f's éerﬁﬁcate)

iii) Dear Miss Phillips, _
]\/Iigue] 10GS 11OL QESCHOO! veoevioeseviiieeceeeceeeesiseeesesssesesssasssesasssstesssessrass

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

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

(t]u's morning, dentist, again next Tuesc]ay morning)
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Exercise 8
Look through all the formal

letters in this unit. Write down the last sentence

from each. Make sure you understand what they mean. Keep them to help your~
in exercises 9 and 10, and in your own formal letter writing.

Exercise 9

The list below contains some useful words that often occur in formal letters.
Related words have been grouped together Thls can help ynu memonze

spellings.

— Learn to spell these words using the technlques outlined in Umt 4, Spellmg S
— Add any other words you thlnk rrught be useful (addmg them to the groups

where possible).

sincerely advise
faithfully advice
received enclosed
receipt attached
request application
refer information
refund cooperation

Exercise 10

thankful
grateful
apprec'iﬁte

- notify .

correct

Choose a holiday that interests you from the advertisements below.

Enquiries: “Houseboat
Holidays” P.O. Box 206
Renmark, 5.A. 5341.

HOLIDAYS || taencn aoventune 35 day tour of France trom S6490 departing
. 4th September.
Fully self-contained, 6 berth CATHEDRALS OF EURDPE 24 day tour of ltaly, France, UK, from $5175
houseboats. depariing 9th September.
) . ) HEW ZEALAND EXPLORER. 18 day coach tour from $2012 departing
An inexpensive and relaxing 12th September,
: } SPAIN, FRANGE, ITALY, PORTUGAR (Fatima], Christian tour group departing
holiday for you and your 16th September, 30 days from $4985.
friends or family on the JRPAN AND NAGOYA FESTIVAL 15 day tour of Japan. 15 days from 53680
tiful i departing 5th Octaber.
beau Murray River CULTURAL TOUR OF EUROPE. Great performances, great cities. 26 days from
at Renmark.

$7375 departing 9th Dctober,
JOURNEY GF A LIFETIME. [uxury hotel barge cruise through Europe. 42 days
from $6050 departing 22nd October.
Check your travel diary now with

Penthouse Gavel 190
\J\. |

5th Floor, 28 'O'Cdnnell'-Street, SYDNEY
Phone (02) 231-1155, toli-free: (008) 22-1369
~ - Telex: AAT3192. Licence No. B. 1853

RN I“I

r
BN
__{rnl

H;Zi;;
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10 Formal letters

E— :- e K .
SKI from Australia's highest snow
base — Charlotte Pass, and stay at the Chalet

— Australia's highest hotel.

Inclusive packages (oversnow transport, all
meals, lift tickets, lessons, .equipment hire)

the season.
(008) 046230 (N.S.W. only).

Or write to P.O. Box 24, PEHISHEH
VALLEY 2630, -

CARAVAN HOLIDAY PARK
'PoWere_d . site. or. .on-site - vans.

from $540 per person, per week (share basis). )
Children's discounts are available throughout o

For enquiries, please phone (0648} 75245 or'

'VICTOR HARBOR

Amenities  block, playground,
1rc1mpohnes boots for hlre

BOOK NOW

P.O. BOX 478,
. VICTOR HARBOR SA 522'1

(085) 52.2139

— Use some of the ideas suggested in Unit 1, Preparing to wrfte, to make notes Lk
about further information you would like, and necessary personal details you

would have to give.
— Draft a letter, using the ideas in Unit 2,
— Revise your draft. Check that:

Drérﬁing, to help you.

O your opening sentence explains the purpose of your letter

© you have included all necessary information

O your spelllng, layout and punctuation are correct

O your copy is neat. . .
Refer to Unit 3, Rev:smg. i

Exercise 11

Choose one or more of the situations below and write an approprxate letter :

a) You are about to move house You write to the bank, telling them your new
address. (Use the name and address of your own bank )
b) You write to your local real estate agent outlining a number of repairs that .
need to be done to your flat or house. (Use the name and address of your .
agent if you have one. Otherwise use: Mr Bartlett, Bartlett and Peterson Real

Estate, 25 Stanley Ave, Brompton )

c} On telephoning your insurance company to cancel an insurance pollcy, you
are told, ‘Please put it in writing’. You write the necessary letter. (Use your
own policy number and insurance company if you have one. Otherwise use:
Policy No.: H2 39775 name and address Security Insurance, 82 Maxwell St

Melbourne, 3000). -

d) You write a letter to your locaI counml thanking them for the hne work they
have done in establishing a park in your suburb and suggesting one or two .~
other projects which might improve things for local residents. (If possible find - -
the address of your local council in the telephone directory. Otherwise address
your letter to: Brighton Municipal Council, Town Hall, Brighton.)
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e) You are interested in one of the correspondence courses advertised below.
You write away to enrol on-the course or to ask for the course guide.

The Adult Education
| j__by_--C_o‘rrespondence:Schoc')l

'In 1989 we are offermg courses in:

e Australian hlstory '

® Basic carpentry ® Home renovating
® Bookkeeping ~ ® Japanese cocking
® Computer programnung ‘® Picture framing
® Dressmaking ¢ and maore.

# Tashion design -

Enrol now, enclosing a cheque or money order for $65,
or send for our comprehensive course guide.

The Adult Education by Correspondence Schoul

P.0. Box 727 Paddmgton 2010
Tel. 3325539 -

L] Halrdressmg

f) You write a letter in response to one of the followmg advertlsements

90
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T-SHIRT FAIR

formerly known as Burlington Centre

BEST PRICES IN AUSTRALIA

100% cotton T-Shirts & Singlets
Very competitive prices on . :
Sloppy Joes '
Peacock Brand <
3 Button B

Quantity - Singies  Polo Shins T Shits

1.4¢ $5.50 $8.50 $5.00
50 $5.00 $B.00 54.50
100 $4.50 $7.50 $4.20 .

Sizes: 32, 34, 36, 38, 40, 42, 44
Full Werght } .
Perfect for dying and printing

Phone (02) 211 1499
Cnr Sussex & Hay 5ts, Haymarket, -
d 2000 .

. Sydney. o
Mail Ordar. Send Bank Cheque or
Money r
{Postage not included)
P.O. Box K41, Haymarket, NSW 2000

DISCOUNT FOR LARGE QUANTITIES :

 E—

- WHAT DO YOU DO
~  'INCASEOF
A NUCLEAR ACCIDENT.

KISS YOUR CHILDREN
~ GOOD-BYE. =

STOP URANIUM MINING

Fo_r further mformahon

- write to: -
Women For A Nuclear Free
- Australia,

92 Rowell Ave Camberwell 3124




10  Formal letters

CRAYFISH

Fanuc | COCAINE.
Leorn e Moot THE EACTS.

Send $5 for full details including

) A new pamphlet
coloured booklet containing the latest
CRAYFISH PARK information about. .

cocaineg - its effects
and its dangers ~ is
now available as part
of the Drug Offensive
Infarmation Kit.

Wite to Freepost 16, -
‘PO. Box EB4, Queen
Victoria Terrace, A.C.T.
.2600, for a copy of the

" new cocaine pamphlet
or for the complete
: '-Drug Information Kit.

43 Clagiraba Drive
CLAGIRABA, QLD 4211
Telephone (075) 33 2020

.. ADRaBRY

Exercise 12

Follow the steps outlined in exercise 10 above to write a formal letter that you -
need to write at the moment., '
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Part 2: Context units

11 Job applications

Introduction -

When you apply for a job, you may have to:

— write a letter of application

— fill in an'application form

— write a résumé of your background and expemence (A résumé is also called

a Curriculum Vitae.)

Your application may be used to decide if you get an interview for a job, so it
is very important to give the right impression.

Below are two letters of application. They were written in response to the job
advertisement shown. Each letter was attached to a résumé. (For an example of
a résumé see exercise 3 in this unit.)

— Compare the two applications.
— Discuss which gives the better impression and why.

TENNIS COACH

We are looking for an expenenced and quahﬁed
person to fill a vacancy for a full-time tennis coach.
Duties include individual and group tuition of both
children and adults.

Apply in writing to:

The Tennis Centre, Station St, Marrickville

LETTER A

Dear Sir/Madam,

I would 1ike to apply for the position of full-time tennis
coach, advertised in the January edition of "Sports Monthiy".

I feel I am well qualified for the position. I have a Level
2 coaching certificate and I have had two years experience as
a part-time tennis coach with Murrays Tennis School. I am an
enthusiastic and friendly person and I enjoy working with
people, both young and old.

A position with your club would give me the opportunity to
work full-time in the job that I love, and to work with both
children and adults.

A resume giving details of my qualifications and experience
is attached.

I would be happy to attend an interview at any time
convenient to you.

Yours sincerely,
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11  Job applications

LETTER B
Dear Sir/Madam,

I noticed that you are loocking for someone to. Work as
a tennis coach. I would really like to do that, I'm pretty
good at tennis. I am working at the moment as a cook but
I don't like that much, I'd rather play tennis all day.
Before this job I used to work as a kitchen hand in a
restaurant. At the moment I'm living in Newtown so this job
would be really: convenient for me. I wouldn't have to
travel far to work. .

I hope to hear from you 5000, - o _
. Yours sincerely,

When writing job application letters to accorripahy a résumé:

i) Mention the position you are applylng for and where you learnt of the
vacancy.

ii) Expand on some points about your background or experience, showmg o
how they are relevant to this job. Do not repeat all the information on your .
resume or application form.

ili) Emphasize your interest in and suitability for the job. If possible, show you
have some knowledge of what the company does.

iv) Mention that you have attached a copy of your resume or a completed
application form.

v) State that you are willing to attend an interview. .

vi) Set your letter out clearly. Follow closely the layout and punctuatlon of
formal letters (see Unit 11). If possible, have your letter typed If not, rnake
sure it is very neatly written. .

vii) Keep a copy of the letter and the advertisement. ERCET

Points (i) to (v) above correspond to parts of Letter A above. Find those parts

in the letter. : : : : - o

Exercise 1

GARDENER
temporary, part-time.

‘We have a temporary vacancy for a gardener to work on a
part-time basis (15 hours/wk) for a period of approx. 12
months. Experience in the care of Australian native plants
is desirable. Weekend work is involved. Salary $180 per
week.

Flease apply in writing to

Mr 4. Malloy, P.O. Box 212, Chesterfield 2054.

Applications close 1st Aprll

Below is a draft of an application letter for the job advertised above. Rewrite

the letter.

— Add the necessary punctuation. (Refer to Unit 5, Punctuation, if you need to.)

— Organize it into paragraphs, using the same pattern as in Letter A above. >
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These cue words will help:

i) position/vacancy

ii) quallfxcatxons/experlence/sultablllty
it} why this ]ob/company'f‘

iv) résumé '

v) contact/interview

Dear Sir/Madam o : S :
i am partlcularly interested in applylng £or the part=- time
position of gardemer advertised in the daily planet on
march 1l4th i am a keen horticulturist and am at present in
the final year of a 3 year part—time course at rosebank
technical college 1 am specializing in the area of
australian native plants the'positibh”YDu offer would
therefore be ideal for me it would allow me to continue my
studies and to work in an area where i can apply my
specialist knowledge i have attached a resume outllnlng my
qualifications ‘and " experlence please contact me any tlme to
arrange for an interview yours 51ncerely . o

Exercise 2

Read the following job advertisement. Discuss the quahflcatlons and experlence.' N
that an applicant might mention in a letter,
Complete the job application letter bclp__w_.

Dear .............. 3 : :
l SALES/STOR ST S
PERSON.-.E .4 . . I amwriting to apply

Opportunity for fulk-time pasi-
tion in large scale Discount
Retail Store.

Buties include; Counter =zales,
store  work, heawy lifting.
Driver's licence for deliveries.
Must be neat, reliable, willing
to work hard. Ability to speak
ltalian an advantage. Award
rates.
Apply in writing to:
THE MANAGER
P.0. BOX 60,

COWAN and T c0n51der myself a most SU1tab1e-'

applicant for the job. Lt e
I have enclosed‘,;;.. ..... e el

. Yours sincerely,
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Exegrcise 3

11 - Job applications

A résumé is a summary of your personalinformation and experience. It is:
important to present it very clearly. Look at the example below.,

PERSONAL

EDUCATION

WORK EXPERIENCE

OTHER INFORMATION

REFEREES *
S .Morris Bros.; ‘City: Store, ‘Book Dept),

P ElizabethﬂSt,iSydney 2000

o271 4435 ... .. S

NAME: b cAygusta Neves - Lt U

: ADDRESS:: - ~=uo w37 The. Parade,.Stanmora, 2048 TR}
TELEPHONE NUM'BER S (02) 560 1126 .00 o ot
DATE OF BIRTH: 17th March 1966
1972 - 82 Primary and Secondary school

Santiago, Chile

1983 " school Certificate, Ashfleld High School':

Subjects: English, Maths,. Commerce,. -
Spanish, Geography =

1987 - * Sales assistant, Morris Bros., City -
= :Store, Book Dept
Duties: Customer serv1ca, orderlng,
"book . displays '

1985 - 86 Sales assistant, Burrows Pharmacy,

Stanmore

Duties: Customer service, advice on

. cosmetics T
1984 - 85 Waitress, Francesca's Restau'r'a'nt,
P Campsie -

.'l'yp 1ng 50 wpm

Languapes: fluent in Spanlsh and Itallan

Hobbies: swimming, basketball, reading : :.imis

P. Bothaim (Manager) s

" Dr' T. Anpelis,
~Burrows Pharmacy,

39 Crystal St, Stanmore 2048
560 4459

*Notes;

1 For work experience, put your most recent job first, then lise other jobs going back
in time. If a past job was relevant to this one, mention the duties you were responsible
for. Work experience programs and voluntary work can also be mentioned.

2 For referees, write the name and address of two people who you know well. Atleast
one should be a work reference. Check first with the people you name.

Write your own résumé.

— Use the example and the notes above as a gulde
— Write as many drafts as you need to get it correct.
— Ask your teacher to check it for you. :

— Type it if possible and make copies to keep.
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Exercise 4

For some ]obs you may need to fill outa job apphcatlon form. Thls will replace
your résumé.

Collect two or three job appllcatlon forms like the one below Fill them out
for practice.
— Print answers clearly. Use block letters. if required (e.g- ITALIAN).
— Write N/A (not applicable) in the space, ifa question is not relevant to you.
— Use note form, not full sentences, to glve detalis. ' AN

APPLICATION FOR EMPLOYMENT

POSITION APPLIED: . pndChalce:
TYPE OF POSITION DESIF!ED full time. . - part time_,__ on call casual
TYPE OF WORK MOSTQUALIFIED FOR: _ : Salary Expected §
AVAILABILITY TO COMMENGE: L
WILL YOU WORK NIGHTS OR ON ROTATING SHIFT?  "ves O  ~no O
PERSONAL DETAILS
NAME: _ ' R

SURNAME - OTHER NAMES MAIDEN NAME(Ifappllcable)
ADDRESS: ' . ‘ ‘ Telephone Home

Post i
Code Buslness/Message
SEX: MaLE O FEMALE O HEIGHT " 7 . © 'WEIGHT
CAN YOU PRODUCE IDENTIFICATION: PASSPORT OR BIRTH CERTIFICATE? vES [ No O
DATE OF BIRTH: TOWN AND COUNTRY OF BIRTH: _
IF NOT AUSTRALIAN CITIZEN, DO YOU HAVE HESIDENCY sTaTus: . yes O No O
IF YES, SPECIFY TYPE: PERMANENT [1-TEMPORARY. : [1: DATE OF EXPIRY ...cvveeeieeeececorevierereons
MARITAL STATUS: MARRIED £ siNngLE O Divorcep O  wipowep [0 SEPARATED E_I
NAME OF SPOUSE: - OCGUPATION
CHILDREN: S L
{fill in M
year of
birth of F
EDUCATION _ _ NAME 8 ADDRESS | DURATIONOF | DEGREE/CERT | MAJORCOURSE
_OF SCHOOL STUDIES ' OBTAINED OF STUDY
o A From | "Ta o R :
| Mth Yo' Mth yr |

PRIMARY
SECONDARY
UNIVERSITY
TECHNICAL/PROFESSIONAL
OTHERS
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11 - Job applications

EMPLOYMENT RECORD (PRESENT OR LAST EMPLOYER FIRST)
COMPANY NAME EMPLOYER'S EMBLOYED POSITION GROSS REASON FOR
AND ADDRESS BUSINESS FROM | 7O * DUTIES SALARY LEAVING
SKILLS
TYPE QUALIFICATION - PROFICIENGY - REMARKS (OTHER HELEVANT
" INFORMATION)
LANGUAGES
WHAT LANGUAGES | IS IT YOUR SPEAK NRITE UNDERSTAND
DO YOU KNOW? | MOTHERTONGUE? |GOOD |FAIR [POOR | GOOD |FAIR [POOR | GOOD |FAIR | POOR
YES NO
HOBBIES OR INTERESTS:

Exercise 5

The list below contains some words commonly used in job applications. They
are arranged in groups to help you remember spellmgs Use the techmques
outlined in Unit 4, Spelling, to help you memorize these words.

preference
reference
experience

qualified
advertised
attached
pleased
experienced
interested

- qualifications

information
paosition

“enthusiastic

energetic

possible
responsible

".advertisement

employment

company
opportunity
vacancy
ability
necessary
sincerely
extremely
recently
immediately
friendly

apply -

“reply

convenient

., excellent

suitable
available

résumé
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Exercise 8

The job application letter below is a canvassing letter, to enquire about the .
possibility of employment now or in the future. It was not written in response

to an advertisement.

Find suitable words from the list in exercise 5 to complete the letter.
When you have chosen the words, try to write them from memory.

Dear Sir/Madam,

I am wr1t1ng to enguire about the possibility of (i) ................

T an (1)

.............. in any type of hotel or kitchen work.

I have had three years {(iii} ............... in the kitchen of a 1arge

hotel 1in Perth

worked as an. assistant chef.

I (iv)

"English for Kitchenhands".
one day per week, when I worked at the Mayfair Hotel.

I was empioyed_there as a kitchenhand but often

............... compjeted a special English course called
It included a work experience program

I would welcome an (v} ......... ceeans to work for the Hilton and I

feel I would make an (vi)

............... employee.

I am (vii) ..coovvenninnn, to start work (viii) ............... and am
willing to move if (ix) ..... T S B '
My (x) ot and two (xi) ............... are attached.

Should you have a (xii)

the near. future,.
Yours smcereiy,

Exercise 7

............... ~at present or foresee any in

I would be (xiii) ....... ‘veieee. to .hear from you.

Find a job advertisement in the newspaper that is sultable for you, or use one
of the examples below for practice.

CLEANER. b hrs, 9am ~ 2pm, Fri
or Sat $8 pbr. Private home,
Vaucluse. Please write enclosing
coples of references: Box 301,
GPO Sydney.

RECEPTIONIST Junicr Casual for
Dectors surgery 2 or 3 nights
weskly, b = 7pm. Apply in own
writing to Box 37 Rose Bay. 2028,

ARTIST

Mosman Pk Art Studio requires Artist to
do assambly, must also have the ability
_ ta draw and keen to lsarn airbrush ilius-
tratian. Apply in writing to:

ALEX LAVERS
22 Waters Rd., Mosman Pk 6012,

.children. Good -wages

COUPLE
Must be familiar with
sheep, property within
B0 km from Adelaide
in Barossa area. Good
unfurnished accom-
modation, unsuit. for

and . conditions. -
References required. ~ ~
" Write to B16,
Advertiser.

YOUTH WORKER

Raquired for 20 weeks commencing late
Fabruary. 3 days and 2 nights per week
Shift work. Applicants should ba expananced
in some aren of yauth work. .. :

Car assential.

Applications in writing by Friday 24th
January to Tha Chalrparson, Newtown Youth
Refuge, P.O. Box 578, Newtown 2042
Phone 516 2838.

Seeking staff

The new Ryde Children’s Centre,
at 26 Flint Street, Nth Ryde, which
will have 40 childcare places, is
seeking about a dozen staff, includ-
ing a trainee nurse and . a -casual
kitchen helper. Applicants should
write to the centre, to reach it no
later ‘than Monday,
Further information can be obtained
by telephoning Mrs Jill Lester.
on 881247, .

March 3.

MOTOR CYCLE MECHANIC

Clean nhest person s raquired in ouwr
workshop The suecessful applicant must be
qualified and have an excallant working know-
ladpe of Jepaness maotar cycles

-Applications in writing only nddr&ssed o

Fhe Manager :© - .
SOUTHERN MOTORS
¢ 444 South Road
Moarphett Vale. 5182.
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— Read your chosen advertisement several: times.

— Underline important parts you should mention in your letter.

— Make some rough notes of the things you should mention.

— Write as many drafts as you need.

If you intend to send your letter, ask someone to check it for you.

Exercise 8

If you are currently looking for work, think of a number of jobs you are

interested in, and qualified to apply for.

— Find the names of several employers who might employ someone like you.
(Use the Yellow Pages telephone directory, contacts you have or the experi-
ence of others in the class, )

— Prepare and draft a canvassing letter, asking if they have any vacanues (Use
the model in exercise 6 if necessary.) :

— Revise carefully. Ask someone to check it.

— Type the letter ancl send it.
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12 Letters of protest or complaint

Introduction

Have you ever written, or wanted to write, a letter to protest or complain about :

— a service (e.g. transport, post, telephone)

— something you bought (e.g. furniture, toys, household apphances)

— workmanship (e.g. building, painting, machine repairs)

— public facilities (e.g. parking, footpaths, roads)

— treatment you received (e.g. from shop assistants, government officials,
parking officers)

— something else?

Writing a letter about these things can be a good way to ‘let off steam’, but the

main aim is to get some action. What action did you want in the above cases?

Writing such a letter can take careful preparation, drafting and revising, Discuss
the differences between these two letters. Which one is better? Why?

LETTER A

7/22 Downer Place
Cowner. A.C.T.
14/7/88

Dear Sir/Madam,

Look at these photos you
people developed! How can you expect people
to pay for the service you provide? I know
it wasn't my fault — everyone says I'm an
excellent photographer. I refuse to pay for
this rubbish. I won't stop at this, either.
The assistant I spoke to at the counter was
very rude as well. You should train your
staff to be more helpful and polite.

K Bunf™

. Bunt
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LETTER B

612 Miller St,
“Watson. A.C.T.
.12/5/88

The Manager,
Kwikfilm Pty Ltd,
Stacey St, .
Bankstown

Dear Slr/Madam,_ ) _

I am writing to complain about ‘this set of photographs your
company developed recently. Lo

In my opinion, the photos are an awful colour and are not
worth the $12.45 that I paid for ‘them. :

The film was new and my camera is a fairly expensive Canon
35mm, SLR manual. So, I don't think the quality of the: prints
can be blamed on either the equipment or the film.

I have enclosed the photos so you can. have a look for
yourself, :

I would like the photos reprlnted giving a better quallty
colour, or otherwise a refund of the $12.45.

I look forward to hearing from you at your earllest
convenience.

Yours falthfully,

J Sowaana

J. Sonnenberg

Keep these points in mind when writing a letter of protest or complaint.

i)
ii}
iii)
v}
v)
vi)
vii)

viii)

ix)

x)

Find out, before you write, who you should address your letter to.
Follow the 1ayout and punctuation of formal letters (see Unit 10},

Arrange your points in paragraphs. (This may not be necessary in a very
short letter.)

Say clearly what you are complaining about.

Give exact details in a clear and ordered way.

Say clearly what action you expect or want. : CoE

Be polite, even if you are angry. Don’t use insulting language or make -
personal artacks.

Be business-like. Don’t be chatty unless it is a short note to someone you
know, for example, a neighbour (see examples in exercises 2 and 6).

Keep a copy of your letter. It may be important later to have a record of
your complaint. You cannot have such a record if you complain in person

or on the telephone.

Sign off formally. ‘Yours falthfully or “Yours sincerely’ are best
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Exercise 1

a) |

Sometlmes, you mlght need outside help in makmg a complalnt Many
organizations (government and non-government) exist to provide this help.
Find out, by using the telephone directory and/or making a telephone call,

who you can write to if:

1) you have very noisy neighbours

it) your landlord or agent treats you unfairly

iii) you have a problem with some goods or services you have paid for

iv) an employer treats you unfairly because of your sex, age, nationality
or marital status.

b) Ring up these organizations and ask them to send you information about
your rights in these matters, and about the course of action you can take.
Exercise 2 _ : O o
a) The sentences loelow make up a short letter of complainf, written by one
neighbour to another. However, the sentences are in the wrong order.
Worlking with another student if p0551ble put thern in the rlght order
Dear Nerglzlmur, o
i) Cou]c]Jou by to do someifrmg abcmt 1t?
i)  Andit's not the ﬁrst trme i - o
ii) Idon't like to be a pest, IJut one ofyour c[ogs’ (tlre fittle ane) Je’pealfor i
about 2 hours last night, from about 9 tr” 1 1 B
iv} I'd greatly appreciate it.
v) He aﬁen cries for hours wli_@n you are out. - .
Vi) HQ near’y CJF’OUQ nme Crﬂzy! .
vil) I don't know what!. e
Kay Chung
* (upstairs)
b} Here are some sentences wh1ch make up a longer more formal letter, written

by a tenant to a rental agent. Put them in the right order. The underlmed
words will help you.

Dear Mr Anders, :
i) [ realize that it’s our responsibility as tenants to lceep it clean and tldy,
~ but this is impossible to do at present. :
i1) I wish to complain about the condition of the laundry in our bu1ld1ng,
125 Baxter St, Darlinghurst.

iii) econdlz the door doesn t close properly, 50 leaves and other rubblsh
blow in. :

iv} Thanking you in armc:pation of that assistance. '

v) Recently a further problem has developed with pigeons nestmg in the roof. -

vi) Firstly, the drain-pipe under the trough is lealung, and there is always a
pool of water on the floor. C RS




12 Letters of protest-or complaint

vii) I repeat that we are most willing to do our bit to keep it tidy, but we

need your assistance too.
Yours sincerely,

E Wity

L.]J. Mitchell

Exercise 3

Choose the best wording for a formal letter of protest or’ ‘complaint frorn each B
set of three below. Dlscuss why the dne you choose is best. e R

a) i)

iif)
ii).
iif)
i)
i)

if)
i)

My mother was staylng with me last week and she tripped over a tree Lo
root and: grazed her arm. o
My mother was hurt last week when she trlpped over a tree root out51de :
my house.

Tree roots can'trip peopie up, like they dld to my mother last Week

If you don’t answer thls, 1 will start sendmg you the bills for the repalts
to my car. :
I will take further action If there is no response to thlS letter '
If there is no response to this letter, I intend to take the matter to ‘The
Investigators’ on the ABC. : - : :

It is time something was done about your company.

It is time you seriousiy investigated the actions of your staff. -

It is time someone took your company to court.

i) A while ago, I asked you to send me some thmgs and you haven’ t.

On 17/7/87,1 ordered three sets of Brito palnts andl Still haven t recelved
them.
In July, T ordered some paint from you I'm still waiting for it.

I can’t believe an orgaruzatlon like yours could be so stupid.
I am amazed at your stupidity.

T am very surprised that a reputable organization like yours could take

such action.
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Exercise 4

Below is an incomplete draft of a letter of complaint. The writer has left blanks:
— where he was not sure about which word to use

— where he intended to add extra detail or comment

Revise the draft by adding whatever you think appropriate.

Mm
Dear Sir/Madam,

I wish to compiain -about the noise .from the night - :
football matches held at the Sydney Cricket Ground. T T
T (i) o, ~that it is a popular sport and
that night footbail ailows ‘many more people to-enjoy
matches. (11} .oooiiiiiiiiiiiia.., , residents in ‘the area also
need some (F91) .. ..ol of their rights.
in the first place, it seems {(iv) ...cooooviiiinniio... to .
begin each match with .firework displays and loud rock
music. Surely most people attend for the footbal], not
these extras. o
Secondly, the public address system seems (V) ......ooeiinl. i
toud. I Tive at least 2 kiiometres from the oval (vi)-......."

---------oqq-o-----q-------ac-----a----‘-4.--o--4>o-o---v-v-------...-..u--cc.-. ----------

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

F1na11y, although I know it must be d]ff1cu1t to
control, v11) O TP
about the noisy and unru]y crowds who wander the streets
afterwards?

I myself enjoy a good football match so I am not : i
suggesting that the venue be. closed:to football. But I do
ask that the organizers (viii) ..o,

B I I R T I I L L R L L R L L R Y

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

Yours faithfully, :

Exercise 5

Sometimes when you make a complaint on the telephone, you are told to ‘put
it in writing’. Look at this telephone conversation:

Consumer: Hello. Id like to make a complaint about some of your paint
I bought recently.

Switchboard: I'll put you through to the Manager’s office.

Manager’s office: Can I help you?

Consumer: Yes, look, I bought some of your ‘all-weather exterior paint’
recently and it’s only lasted two months. It says on the tin it
will last two years.

Manager’s office: Where did you buy it?

Consumer: At Supaware, Marrickville. They told me they take no
responsibility and that I should speak directly to you.

Manager’s office: What’s the problem?
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12 Letters of protest or complaint

Consumer: Well, I painted my garage with it 2 months ago, and it’s
peeling already.

Manager’s office: We do take all such complaints very seriously, but the
manager prefers to have them in writing, Can you write us a
letter? Address it to the Manager and give all the details —
where and when you bought it, when you used it and where
— and so on. We’ll discuss it fully when we get your letter.
You see, it may be a problem with the surface, not the paint
itself.

Consumer: Well, 'm sure it’s not, but I'll write to you immediately.

Write the letter required.
— Begin by making notes of the parts of the conversation you will mention.

— Draft the letter.
— Revise as needed, and set out in the way shown in the Introduction.

Exercise 6

a} Look at the note below. It was written from one tenant to another in a Iarge
block of flats. : : :

L Jume

Dear Neighbme

- L apprecata thak Yow Amaght bael
E"c-lcuoaa.)«wr&mile Hor. are onts — Lo
Securiby. ACagmg — bub hrodd Yon el
Mt T |eavim it on GQuite So lo‘u-\.la, m
—Fl.,(:tu-e. A‘S I’r  Swre &ﬁkjf& QWD S,
(‘:t‘a.f-e.(s V‘-az, -easilz, th, thig bu‘.'.ld.l&g/ Qangl,
s enomgh bo Clhe hith Ao mnseé fpespre, »
/make  Wheam (’hea!ro home | { o

Thanks for Your Coofemtia .

b) “Unfortunately, this note had no effect and the radlo was left on more Ioudly.

Write a second note to that tenant:

— Use the information in the first note.

— Mention that this is the second note. C

— Mention that you w1ll erte to the landiord or agent 1f thls gets no

- IeSpOofIse.

c) Your note gets no response, so you decide to write to the landlord or agent.
Write the letter, including a mention of your two notes. :
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Exercise 7

Below are the notes a resident made when preparing to write a letter of protest -
about a proposed new freeway in his or her suburb. : :

i Dowan =1
e fuﬂ.u.t\m
re an.u_\ro._vm wﬂn \-QAAAIM"%
wjj LS McrYnn_Qk;'a 'iL MMJM
gtllm odlan JGe ek
S \%m‘
~ Reorganize the notes into approprmte order

— Draft the letter, adding your own comments.
— Revise as needed.

Exercise 8

Below are some words that are useful in letters of protest or complalnt Leam
them using the 1deas in Unit 4, Spelling. S

bought inconvenient - recently
purchase realize worth -
warranty appreciate . .. - . expensive . .
guarantee afraid . enclosed
faulty finally - ..trouble
poorly refund 7 faithfully
designed exchange sincerely
Exercise 9

Below are some situations where letters of protest or complamt are approprtate
Choose one or two and write the letters.

a) You buy a toy truck as a Christmas present for a child. On Christmas Day,
the child hurts him or herself badly when one finger is trapped between the
wheels and body of the truck. You write to the manufacturer.

b) You come out of your house one morning to find a parking thkEt for $25
on your car window. The ticket says your car was not close and parallel to
the kerb. Your car is as close to the kerb as all the other cars in the street,
and no other cars have tickets. Your car is parallel to the kerb, but the
wheels are slightly turned outwards. You decide to protest about the fine.

¢) Your child comes home from school with a note informing you that the . -
school is closing at the end of the year because of falling numbers. All - .
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12 Letters of protest or complaint

parents are asked to write and complain to the Department of Education, -
so you do so. - ' ' a

d} You have applied for a job. (Make up one relevant to your own situation.)
You have suitable qualifications and experience. You do not get the job and
are told it is because you are not the right sex / nationality / age / marital

status (choose one). You decide to write a letter of protest to the Anti-
Discrimination Board.

e) You find out that the Council plans to chop down all the trees in your
street / build a supermarket next to your house / put ‘No Parking’ signs all

along your street (choose one). You wish to protest and so decide to write:
a letter.

f) You share a small 2-bedroom flat with one other person. You receive a
notice saying your rent will rise by $20 per week. You feel the rent rise is
unfair for the following reasons:

— the flat is in great need of repair

— the last rent rise was 3 months ago

— you are a very good tenant S
— the rise will mean you have to get a third tenant, and it is a very small flat.
You write to the agent or to a residents’ help organization. (Find out the
name of one where you live.) '

Do you need or want to write a letter of protest or complaint? Write it now.
Prepare by asking yourself some questions:
e.g. For a letter of complaint about something you bought: -

Where did I buy it? -

Who did [ speak to? I | y
and by making any other notes you feel necessary. Draft your letter and revise
as needed. - I
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13 Letters of opinion

Introduction

Have you ever felt strongly about a subject and wanted to write a letter to
someone to express your opinion? Perhaps you have thought about wrltlng a
letter to: :
— the editor of your class or school magazine
— the editor of a local newspaper
— your local Member of Parliament
— a political organization
a government department
— the local council
— a community group.

Collect some examples of letters of opinion from the “Letters to the Editor”
sections of your local newspapers. They wnlI be useful in some of the exercises
in this unit. - . :

Read the two ‘Letters to the Editor’ below, then dlscuss these quesmons

i)  What is the common topic of the letters?

i)  Which letter was written in response to a previous letter? How can you teII? .

iii) Why is letter B divided into paragraphs, while letter A is not?
iv)  Which letter do you prefer and why?

LETTER A

Dear Editor,

I was absolutely dis-
gusted to hear that a
young man, convicted of
throwing a brick at a
policeman and causing
serious injury, was given
a two year good beha-
viour bond. Where is the
justice in our society?
Why aren’t violent crimi-
nals like this put in jail?

Name and address
supplied
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LETTER B

Sir,

Iwas interested to Iead
*Crime and Punishment”
(Letters 26/5/88). Like
Mr L. Smith, I am con-
cerned about the light
sentences given to many
criminals.

I don't believe, how-
ever, that jail is always
the best place, especially
for young people. They
may come out worse
criminals than they were
when they went in.

If we are serious about
reducing crime, we
should also do something
about some of the causes,
such as unemployment
and poverty.

My suggestion is that
we put criminals to work
for the community’ in
some way. Then we might
all benefit.

A . Broom . -
Croydon

When writing letters of opinion:

i)
if)
i)

iv)

Follow the advice in Unit 10, Formal letters, to set out your letter. If your

letter is published in a newspaper, it will usually be printed with just your

name and suburb at the bottom (Letter B). You may request that none of

this information is published (Letter A).

Follow the advice in Unit 10, Formal letters, to begm your letter.

If you are responding to another letter or article, say this in the opening

sentence. Give details of the date, the tide (if there is one) and-the writer -+

of that letter or article {(Letter B).

In a longer letter (Letter B):

— make your topic and opinion clear in the first paragraph

— organize your ideas into paragraphs to help the reader follow your
arguments

— restate your opinion, or offer a suggestlon or warmng in the last
paragraph. '
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Exercise 1

The following letter appeared in the ‘Letters to the Editor’ section of a news-
paper. Notice the organization of the letter into three paragraphs '
i) an introduction (mentioning the topic and the writer’s opinion)

ii) the reasons for the writer’s opinion
ili) a conclusion (mentioning a final warning).

Sir,

I know it is unfashionable
to say so, but I believe that a
woman's role is as wife and
mother and that, wherever
Eussible, she should stay

ome to look after her
children.

Many women. nowadays
say they have to pgo out to
work so that the family can
earn enough money, But I
think they are too concerned

about material possessions
and not concerned enough
about the welfare of their
children. How can they be
good mothers if they are not
there when their children
need them?

If women continue to
worlk, our children will con-
tinue to suffer, and so will

our community.
{Mrs) J. Childs
Chatswood

Below is a draft of a letter written in response to the one above. Rewrite the . .

letter,

— Add the necessary punctuation (see Unit §, Punctuation).
— Organize the content into three paragraphs (an introduction, a middle and a

conclusion).

Sir,

in reply to mrs_cﬁildsf-1§ttéf (12/4/8B)iJ1?
about working mothers i would like to: say
that i totally disagree with her views :
going out to work does nnt mean that your_
children are left alone without caring
adults around them most working mothers are
very concerned that their children are well
looked after i would also like to add that
i am a working mother and that my chlldren
are healthy happy well- behaved and much
loved if mrs childs thinks it is better
for her to stay home with her children
that's fine but she should allow other
women to make up their own minds
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Exercise 2 _ _
Linking words and phrases help to make a piece of writing flow smoothly

a) Lookat thls draft of a letter to a Parents and Friends Assocxatlon Take note
of the hnkmg words added it .

I‘l wa,u.s A-ve_ :

| - Rwerwopd
Mrs B ’BWEJJD o OCf'@2_7'H‘
s L
Favents .cw.of F?'wnofs Aﬁom.-ﬁm{!

Riverwoood 'Pmuaz’x; Sehoo!

Dowr Mes Bartillo,

| ams wriding im respense 7o ym«//mfﬂ%‘w:l&&ri
m whick you Nﬁd,&'/oa(uz’:r ZProns am/ww%n;peaa( :

the P 7,000 /msed svey e /ast /2 months,

@@ %fray 15 iR PRe neost ngﬂ"' .'  .
mSMceSG;{ Jeast } 3,000 shaddd be spent .

n zﬁp_r A ‘“O)\A /M‘ge Wg[ém:’ks‘, viokes anct
casselles can be boVGAE .

/bﬁﬁ//ﬁmd #.La_ oﬂ«/o/m Fo p1se
wondd be o wm‘tﬁu\fu&pw TToN, fmwda(blgeqwb.

expensive.

e'{;awﬁr W%?ﬁw m.f

Mﬁ'e‘/mf rim

+o seme of Mfa’fzec:zsz‘ s -
Thoank. Yo for Wis pp/afﬁbuf/ -fp ex,are::s -

Mymms- /&mﬂajw/mfwgmo&adz zztasdwa'f

Wf) 5. 54:/:/4 |
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b) In this letter to the local council, some linking words and phrases are missing.
Add appropriate words.

Dear Cuuncﬂ]ur, - '

In a recent Council newsletter, we were concerned to read that -
the Council is considering a plan to pull down the old theatre in
Broad Ave. In response to your request for residents'-opinions, we
are writing to express our strong obJectaons to the plan.

(i) et we believe the theatre is a beautiful old
bu11d1ng It may- need. a :few repairs, (ii) ............... it is worth
saving and restor1ng (111) coguaseeenees it adds a lot of charm to the
area.

{iv) s the theatre still serves a useful purpose. Many

community groups hold their meetings there and it is (v) .:li........ o
used for film nights, concerts, wedding receptions and parties.
{(vi}) e, the theatre were to be destroyed, it would be
very hard to find other suitable venues .in the area.. {vii) -
............... , we sincerely hope that you w111 vote aga1nst the p]an
in Council. ; .
Yours faithfully,
f
T 0 Brs—
T. 0'Brien
.~ Secretary, -
Randwick Residents Group

Exercise 3 _ C G

In the following"letter to his local Member of Parliament, the writer éxpresses
his opinion on keeping dolphins and seals in captivity. Rearrange the parts into -
the correct order.. : x B

- REL 6 am
THE
P OJ:P/WIW‘

Dear Mrs Chapman, ' : ' :

i) I was especially upset to see dolphms and seals kept in srnall ponds They :
looked bored and lifeless and it is no wonder.

ii) If it is possible to do so, we should return these animals to the wild.

1) I am writing to express my opinion on keeping dolphins and seals in
captivity.

iv) These animals would normally be in family groups roaming great dlstances
across the seas, not isolated in pools 12 metres wide by 5 metres deep.

v) If not, we should at least ensure that no more dolphins and seals are
captured for animal parks.

vi) I recently visited the Pitman Wildlife Park and I was dlsgusted with the
conditions I saw there.

Yours sincerely, . .
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Exercise 4

Imagine your school or educational institution is considering a plan to:

— stop students smoking in the students’ common room

— make students do work in the community for two hours per week

— take away the students’ common room to make a much needed extra
classroom, or

_ fine students for being late to class

You have been asked to write to your school magazine giving your opinicm

a) Choose one of the above and follow the ideas in Units 1, 2 and 3, Preparmg
to write, Drafting and Revising, to write your Ietter :
Use the following outline if you like: o

Dear Mr/Mrs/Ms
In response to your request for opinions on the plan to

e , I would like to say that I strongly agree/dlsagree
In the fu'st place,

Secondly,

In conclusion then,

Yours sincerely,

b} Check your letter for spelling errors.
— Underline any words you think look wrong, or any words yoa were
unable to spell. :
— Follow the ideas in Unit 4, Spellmg, to correct them.
— Check your spelling using a dictionary,
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Exercise 5

These pictures are from the cover of a motorists’ magazine. They show Australian

families on holiday. Why do you think they made some readers angry?

Read the following letter written in response to the pictures. Then write your
own letter to the editor expressing your opinion.

‘Women’s holiday role

I must protest at the cover of the
December issue. The pictures suggest
that for a good 'Aussie’ holiday, not
only is a caravan necessary, but also a
piece of feminine baggage, who will be
useful to do the washing, mind the
kids, wash the dishes, etc., while dad
and the kids relax and have a holiday.

I would like to suggest that many
husbands would be offended. They
take pride in giving their wives a holi-
day and do most of the household
tasks during the holiday.

This picture of Australian family life
is outdated and offensive. An apology
to your readers is called for.

Mr N. Lowie
Mt Pleasant
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Exercise 6

Read the articles below and choose one that interests you. Write a letter to the
editor of your class magazine or the editor of these newspapers, expressing your T
opinion on the subject.

Follow the ideas in Units 1, 2 and 3, Preparing to write, Drafting and Remsmg
to write your letter. (In your opening sentence mention the article you are
responding to.)

=i

The 15-year-old who diverced

his parenis
IN Melbourne, a 15- _ear—oid S IR
schoolboy was granted a divorce - Whatwould we d_O without V?

from his parents.
The Children’s Court was told

he had irreconcilable differences Research from America to turn on their television

with his parents because they shows that children as sets for one month and to
punished him for wagging school. young as two are watching record the effect-this has

Victorian parents were jumping | | . 30 hours of television 2 on their lives. Already
up and down on Thursday, fol- | | “'yeep These findings have . there are teports of in-
lowing the schoolboy's divoree, | | | . § : . R
and claiming the State's Chﬂ- shocked many communi- = creased anxiety, sleepless-
dren's court was splitting up’ 1 ties across the country ness, child misbehaviour
families. into taking action. 'In ' andviolence;a10-year-old

Farmingdale, New Jersey, “boy was caught breaking
for example; thousands of down the door of a locked
-families have agreed not . roomto get at theTV

Dau’y Observer, 14.11.87

A report published in the July issue of the

Journal of Medicine finds that cigarette

companies are fighting back against the :
anti-smoking ' lobbies. Cigarette com- "~

panies have been sponsoring sporting

events, art exhibitions and medical

research to improve their public image. Herald, 19.8.86
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Exercise 7

Collect some interesting ‘Letters to the Editor’ from your local newspapers.
Write a reply to a letter of your choice. You may agree or disagree with l:he

original writer.

Here are some examples to begin with.

Good news?

Isn't it about time we had

some pgood news in the

paper? It seems to be the
policy of all newspapers to
only publicize crime and
bad news. Surely there must
be some good news that
deserves publicity. It would
make a nice change.
N. Hakim
Nth Hobart

Cars too fast

Sir, 1 agree with M. Mallot
(6/2/88) retc,rardin%1 slowing
cars down. It has been
proven that speeds kill. Se
why do we keep making cars
that go faster? If the speed

limit is 110km/hr why do .

we need cars that go 200kan/
hr? R

MrW. Endefby
Moonee Ponds

LANDLORDS say that they

. do not get enocugh back from

their investments and that
they must increase renis
sharply in order to survive.

In 35 years I have never
met a landlord who was
going broke and I believe
that the current rent
increases are unfair.

My rent has just gone up
by $15/week and this is the
second rise in’ 18 months,
The place néeds répairs and
nothing has been done for
years. Come on landlords,
give us a fair deal! -

H. Owens
Glenelg

Exe’rcise a8

Think of an issue that concerns you at the moment and that you would hke to

write about. It could be a local, national or international issue. s
Write a letter expressing your opinion. (Decide first Who you should wrlte to.)
Here are a few ideas to begin with. : :

— The behaviour of school children on public transport

— Childeare facilities: their cost and availability

— The use of drugs by sportsmen and women to improve thf:lr performances ;

— The standard of children’s television programs S

— The use of the death penalty for serious crimes

— Government support for the unemployed

— The development of nuclear weapons

— The vandalizing of telephone boxes

— The commercialization of Christmas

— The pollution of the environment

— Payment for housework '

"' — The reintroduction of fees for tertlary study

)
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CREATIVE WRITING CONTEXTS
14 Personal wrltmg

Introduction

Personal writing is writing you do for yourself rather than for someone else to

read. It could be: ’

— a diary to keep a record of daily events

— a travel diary to keep a record of a holiday or trip

— a study diary to keep a record of what you have been learnlng

— a problem diary to write about your problems in order to understand them
better, or _— : :

— a reminder note to help you remember somethmg - :

Because you are writing for yourself, you can write whatever you like, in what—

ever way you like. ; :

Look at the two exampies of diary writing below. Notlce the different styles
used by the two writers.

€ eodl ooy — Rw—su._ u-):vﬂu.n-m{,g- hu-\.u__ Ju.&l'
oo \Oqud iw—L Mathor o QL_DAJ-EL\-D.J—h beth w-bQ.Q_

claciolosl oW o nomae LA‘Q/L \AJU'LL
\Ju‘:..ti, s naxml- uMuzJL T ool e

U VSRV i,'t\e_ w\-k Q_anLM.l. J?,awi
— = aocld ! P g _ o |
3 enk 15 vist & Ure oo l:;clo:j 51?5

Lavdd‘tz‘sltcu\d_ 'l:.L’:s(MM He_kqs_.s_:pwm
storee 13 Lell. B tred & Per&usxle_ L,
o wile dem Wis Mermoirs, bBul he SoMs - Thets
Aus.t bved an ddncﬁ j"—

Toda:j Kawcxakcl‘\.-.rﬁ e odooul He bde Hal
he. ourch {N_;_L, bron:—c,r' roun auaoa s

%deﬂded 35\«:3 s howe A q:l\_/@gdcre_ o
wrdle & 34 and cldbes and .. -
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Exercise 1 . T T T e s
Sometimes the hardest part of diary writing is deciding what to. v'vi'ite_'abdﬁt.'
Try one of these ideas today and the others in the days to come.

a) Think of three people that you came into contact with today They may be S

people you know well, or they may be strangers. They may be people that
you spoke to or just people that you noticed on the bus. Do two minutes
speed writing on each person. Write about:

— what they looked like

— what they were doing

— why you remember them.

For notes on speed wrltlng, see Urut 1 Pr epm mg to wr. rte

b) Think over your day
— What was the most enjoyable hour in your day? \Whyp What happened?
— Write about it for at least three minutes . o
— What was the worst hour in your day’ Why? What happenedp L
— Write about it for at least three’ minutes. '

¢) Choose a few of the fol]owmg words (or add others of your chmce) that |
best describe your day. :

exciting frustrating == romantic
ordinary disastrous exhausting
tiring emotional .~ interesting
busy dull "~ boring

fun stressful normal
terrifying wonderful sociable
relaxing extraordmary ‘pleasant "

Beside each word you choose thtE a short note to explaln your cholce o
e g N . SERRTE NI SE PR A S

J 5 oclock 3 jét 17 c\.»:wﬁt lou:\“ 5
Adn't even. Yave. \:wwa. gd_ l.u.ncl«..

’%‘mrﬂ-&b‘:t w\. -\'l?\l& mrA(J tZ CAC\, ‘to
loed St:;eyd:wsst %—Ha—_ ddﬂ
e‘c:\ciuﬁam—:\; U-&b:*'\-!f\:) S S

d) Think over your day. Make a hst of things that happened in thé order that
they happened. Write about these thmgs now, addmg details and comments.

e) Use one of these openings to begm your dlary entry
‘[ heard on the news today that
‘I saw . . . today. She/he said .

118



14 Personal writing

Exercise 2

Begin to keep a regular diary of daily events. Use some of the ideas you have
practised in exercise 1 to help you write,

Exercise 3

Look at this page from a travel diary.

Nov. 12 S
Todo\tj | trovelled occross He istand to o small
viloge  called San Cru'.s(:cbel_ oo les ot MUk more.
thon 20 budc “alo o o(us{a stﬁéet'-' fuLL
of  chudren "? cogys rl?m stotjma in “the " Hotel
Cristobel.® — bhe on one in tolon. The word
‘hotel" makes it - sourdl . somewhat - oronder -bhan L
it s . Ik5 o dilopidoted 2 storey budeu’\\j:
- with ol wooden  shutbers  hangj ng from the
windows . But the rooms are cool ancl from
wirclow | camn see the sea  and. the
]Gsh'mj boats combnj and gping
a) Ifyou have some photographs or souvenirs fram a recent holiday, use them o
to help you recall events. Write about some things that happened

b) Keep a travel diary when you next go on ho]lday

Exercise 4

Look at the example of a study diary below.

Todoy we read a story frow an el maeazu-u:_ oot
Hron duscussed b (un ltodicun of course ). At Rrst’ z.ue_r\xj g
wWas very self -conscious and nobod;tj wanked o tadk — buk
gr‘uduu.liﬂ Bha discussion got \90"‘3 and bthan Gha bQo.cJ«.cv-
cowdn't stope ws . Wk was fuwn. | hope we do ke CLecu..r\_. .
next week , L

Rt brmaes | seld trcp‘\?E-\oh‘R_ v "My V\D.ucl—buk. \rna aextu:\ﬁ .
bekber ot Hhunking v lEalian . ' SR

If you are attending classes at the moment, or teaching yourself to do soh'iethmg,

keep a record of what you are learning and how you feel about it, These ques- -

tions may hLelp you. :

— What did T learn today?

— How much time did I spend on it?

— Did I enjoy it? Why/why not?

— What was difficult? What was easy? -

— Any other comments?
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Exercise 5

Look at the example of a problem diary below. i
e 2w VA vl 7Y e e o\ mar
Vet X ronde o AARY L e \edise
Y oed L 'gn-\- \N-{*r 3‘“&*\3 e -WNe V. N
. Ay e wiedd Ned
Qé\\o.\(a-qci S S, Qqn\ \da T oy
— X 3o o — Nocen \aunerl or omalae

N’G"h '
\\Lb cmm—_g\,B .__\nw-..\gw\% g\\b&w\d Wing \\QQ(% o

e .

When you have a personal problem, writing about it can often help you cope

It may help you to understand your feelings better, and to find a solution to the
problem. B}

Exercise 6

Look at these examples of reminder notes.

a) THURSDAY
——

— PLCIC u]o tohafus o
- Send cheyfu,e (o Telewm :
- doks swit b Dry (leaners /
- 'R’Mj Mum
- Ha.t.r-t{n.'.ssers - 280
b) Dent. orae_t

~— hat '

- Sunblin Cheamy

— mMotskurizar '

— mosquito tepellent

- anti- ba.cl‘:ermi. PGWdo_r

- MO, net .
— cassette plager/casse&es/baﬂenes
—camera

Think of some things you must remember to do over the next few days Wnte
yourself reminder notes.
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15 Stories

Introduction

The stories you write may be about events from your own life, or from your
imagination. You may choose to write them for yourself, for fnends and family
to read, or for wider pubhcanon for example in a school magazine. (If possible,
organize such a school magazine.)

Here is a useful plan to follow to make your stories interesting to read.
Include:

i) An orientation or introduction.
Here the writer explains who the story is about (the main character or
characters), and perhaps where the story takes place (the setting).

it} A complication or middle part.

Here the main events of the story unfold and some problem or crisis occurs.
iii) A resalution or conclusion.
Here the problem or crisis is resolved.

Notice the orientation, the complication and the resolution in this very short
story found in a newspaper. :

Panic in love nest

Orientation ~ *“The man of the house had left for work, and there she
was, trapped in the second floor flat without a key.

Complication The real trouble was, she was his mistress, and his

wife was due home at any minute. Frantic, she dialled

000 and etplalned her predlcament to the fire

" brigade. - '

Resolution Firemen sped to the scene and brought her down by

ladder, and off she went, just in time. :

Now read the short story below. In groups, dISCllSS which is the orlentatlon _

the complication and the resolution of the story.

Hero or fool?

| went to the bank as usual last Thursday to cash my pay cheque.

There were perhaps twenty people waiting in line for the tellers, and

1 joined the queue. . .
Suddenly three men burst through the doot. They were weanng

balaclavas over their heads and carrying guns. They yelled at everyone
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to move back against the wall. One of them stood by the door. .
Another jumped over the counter and forced the tellers to put cash =~
into a carry bag. A third stood facing us, gun in hand. He looked quite
young and extremely nervous.

Within j just a few minutes they were ready to leave. Two ran out the
door, carrying the bag, and jumped into a waiting car. The third, the
young one, hesitated for a moment, then he too turned to run out the
door.

1 don’t know what came over me. Suddenly I jumped at him and
pushed him to the floor. He dropped the gun and another customer
picked it up and threw it across the room. The car cutside sped off as
the two of us sat on our captive until the police arrived to make an
arrest.

Exercise 1

Read the short story below several times. Try to remember as rnuch of the story
as you carn.

Alfonso

The famous movie star, Alfonso, had lived in seclusion for many years
because he was afraid of being mobbed by his adoring fans, He never -
went out, not even to the shops. He had everythmg he needed deh-
vered to the house.

After five years of this, however, he began to miss the contace with’
other people. He wanted to be the centre of attention once more. So he
decided to visit a restaurant where he had once been a well-known
customer.

It was a disastrous dec1510n ‘Not one person recogmzed him. He
returned home even loneher than before.

Cover the story and rewrite it from memory. Keep as close to the onglnal as
possible.

Compare your story with the original. Does your story have (i) an orienta-.
tion, (ii) a complication, (111) a resolutlon? A :

Exercise 2

Think of a story that you know well. It may be one that you remember from
childhood, a book you have read or a2 movie you have seen recently.

— Rehearse the story in your head. .- :

— Tell the outline of the story to another student. Leave out all the detalls

— Write down the outline of the story in about 50 words

— Keep your outline to use in exercise 6.

Exercise 3
Read the opening paragraph (the orientation) of a short story, below.
Helena Davros lived with her husband and two children in a small flat

above a take-away food shop in a suburb of Melbourne. She was a
quiet woman. Nothing much seemed to worry her and she went about
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her life without worrying other people. She lived a very ordinary life
until one day last June, when all that changed.

— Discuss what you think might happen in the rest of the story.
— Write an outline of the rest of the story in about 50 words. Keep this outlme
to use in exercise 6.

Exercise 4

In the following short: story the endmg (the resolution) is mxssmg Discuss Wlth
other students possible ways to finish the story. Then write an ending.

Kata

When 1 was growing up, I lived with my mother, my sister and my
brother in a small village. We were very poor. My father had died dur-
ing the war and my mother found it very hard to support us. She
always made sure we had food to eat, but she could not save enough
money to pay the rates on our small farm. -

I remember one cold grey day a man came to the farm and argued
with my mother about money. She tried to explain that we had none.
He went away again, but several days later three men arrived. They "
walked straight up to the barn, led the cow out and loaded it onto a
truck. Then they took the pigs. Finally they went inside the house and_
took away my mother’s sewing machine. ;

Our lives changed greatly that day. Qur mother crled bmerly ag she
packed a small bag with our clothes. She took us to our grandmother s
house. She kissed vs all and left us there, . _

We waited for days for her to return and take us back to our farm
but she didn’t come. Nobody talked about it. We were aIl too worrled_ :
and sad, Then about two rnonths 1ater : .

Exercise 5

Think of a topic on which to write a true story It can be a story about your
own life or about someone you know Follow these steps to write your story

i) Preparing to write
— Rehearse the outline of the story. You may do thxs in your head talkmg
to other students, talking into a cassette or writing on paper.
— Keep your story sunple at this stage.

ii) Drafting
— Write a first draft of your story. See the suggestionis in Unit 2, Drafting:
— Write quickly. Don’t worry about neatness and correctness.
— When you have finished a first draft, put it aside for a few days before
you begin to revise it.

iii) Revising .
— Use the suggestions in Unit 3 Revzsmg, to help you improve your story.
— Check that your story has an orientation, a comphcatlon and a resolution.
— Make any changes you think will i Irnprove your story
- Fu’lally, write out your story neatly.

123




Part 2: Context units

Exercise 6 _ _
Reread the story outlines you wrote in exercises 2 and 3. Choose one and write.
the full story. Draft and revise as in exercise § above. :
Exercise 7

Newspaper articles sometimes suggest interesting stories. Use the events in the
cartoon and article below as the basis for a story, You might write it from the
viewpoint of the zoo keeper, a visitor to the zoo, or even the orangutan! =

Bars? Humbug!

Ken-Allan, a 14-year-old orangutan from Borneo, has
been confined to his quarters at the San Dlego Zoo

His crime: attempted escape. : .

Ken-Allan found a workoman's crowbar, hld 1t and -
with a female accomplice named Vlck:l - used it to
crack a plexiglass window. -

Zoo authorities said.it was his third escape bid t]:us
year.

Find other interesting articles in your local newspapers to use as the baSIs for =
story writing. . L e

Exercise 8
Choose one or more of the following ideas for story writing.

a) Write a story that includes one of these sentences.
‘Slowly and very carefully he plcked it up and gave it to her
‘She ran for the door but found it was locked.”  *
‘I couldn’t find them anywhere.’



b) Write a story to illustrate a proverb, for example:

‘A stitch in time saves nine.’
‘Too' many cocks spoil the broth.’
‘Look before you leap.’

¢} These advertisements appeared in a newspaper. Choose one and write the

story behind the advertisement.

LOST: One pair of men's
trousers, somewhere in the
city, around midnight last
Saturday. Phone 330 3386.

d} Write a story to accompany the picture below.

Write a story beginning with one of the following:
‘It all happened so quickly ...’
“When I first arrived in this country ...

‘T've met some interesting people in my time but X was something special ...

- Stories
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16 Exiras

Introduction

This unit contains suggesttons for ‘fun’ writing. In some of the exerc1ses you ;
will need to work in pairs or small groups. :

Exercise 1

Written conversations ;

Work in pairs. Do ot talk to your partner, but have a conversation in Wrmng

— Use one piece of paper.

— Student A writes a message and passes it to Student B.

— Student B reads the message, writes a reply and passes it back to Student A
and so on. L

— Keep going for as long as you like, but for at least § minutes. .o

Remember no talking! B

Exercise 2

Expanding sentences

Work in pairs or small groups. Find an interesting headlme frorn the newspaper.' :

e.g. ‘Woman finds $10,000° C .
‘Crocodile bites man’
‘Boy rescued from river’

— Rewrite the headline as a complete sentence. You may need to change sorne RS
words.
e.g. ‘A woman found $10,000. o R
~ Take it it turns to add one piece of information to the same sentence You EE
may add to the beginning, the middle or the end.
e.g. “Yesterday a woman found $10,000.’
“Yesterday a 64-year-old woman found $10,000. e
“Yesterday a 64-year-old woman found $10,000 in a bISCLllt tm
— Continue until your sentence is as long as possible. -
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Exercise 3

Disappearing sentences :
For this exercise you will need a long sentence containing a lot of 1nformat10n
{You could use, for example, the expanded sentence made by another group of :
students for exercise 2 above, or the opening sentence from a newspaper article.)
Work in pairs or small groups.
— In turn, take out one piece of information from the sentence.

c.g. ‘Ayoungman had a narrow escape from death today when he fell from

a moving train at Healesville, north of Melbourne.’

‘A man had a narrow escape from death today when he . .. ( young o
omitted)
‘A man had a narrow escape from death when he . ' {‘today’ omitted)

— Continue until the sentence is as short as possible,

Exercise 4

Linking ideas

Work in groups of four to six. Choose one of the following topics for your

group to write about.

‘Parents’ ‘Drugs’: ‘Computers’ “Sport’® “‘Music’ - ‘Spiders™ i~

— Each person writes a simple one-idea-sentence on that topic.

— Collect all the sentences on the'board or on a piece:of paper.

— Write one or two paragraphs to include all the ideas:collected. You will need
to add linking words, rearrange the order and leave out some words to make -
your paragraphs flow smoothly.

— Compare your paragraphs with those of other groups.

e.g.

SOLAR ENERGY

1. My neig]tbour has a solar energy hot water system inher

IIOHSE.

o

Solar energy is an alternative source ofenergy to gas,
electricity and oil.

Solar energy is cheap.

Someone has c[esignec] a car that uses solar 'ei.rerg Y.
Solar energy can be used for many di fferent purposes '
I don’t know much about solar energy.

S0k W

1 don't know much about solar energy except'fhaf itisa c’reap
alternative to gas, electrieity and or'l, and that it can be used
for many c]ifferenf purposes. My neighbour, far example, has a
solar energy hot water system and I believe that someone has

designed a salar»pawerecl car.
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Exercise 5

Writing newspaper stories

— Cut out an interesting headline ‘and story from an old newspaper.

— Paste the headline only-on a sheet of paper. Undemeath write the question
words “Who?’, “Where?’, “When?', “What?’,

e.g.

i w}Lﬂ ?

i
L lhexe ?
4

— juhen?

whnak?

Exchange your headline and questlons Wltll another: student (Keep the story :
to read later.) -
Under the headline you receive, rnake up short answers to the questlons :
Then combine your answers to make one complete sentence. Tl‘llS will be the -« ..
opening sentence of your news story. - -

e.g.

[

Lost boys found
i dthOT 2 boys, nged 10 and 12
: heye? i fhe husﬁ_,_m;_‘fﬁn__ﬂnadﬂaﬂﬂﬂ_/?a.%ﬁ,_ .

o pear Mefbmme

— In the rest of your story explain some of the events in more detail.
— Now compare your story with the original. :

Exercise 6

Writing descriptions

Lock at the advice given by ‘Ne&ghbourhood Watch’ to help you keep your
neighbourhood more secure. .
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Remember, a patrolling police officer may not - o
recognize a stranger in your neighbourhood, but - .
you and your neighbours will.
Become the eyes and ears of the police, join the
Nelghbourhood \X/atch Program .

Nelghbourhood
watch 22 | WRITEITDOWN
Sl Suspicious Persons
COMMUNITY CARINIG Sex; Age; Height; Burld Complex:on Hair colourf
o., iy | style; Pecullarlties (eg beard moustache tattoos,

a) Follow the points gwen and wnte descnpnons of people (other students in

the class, family, etc.).

e.g. He is 22 to 23, 180¢em (6ft) tall, with a soItd build, olive complexmn
and dark brown curIy hair, He'is wearing blue j jeans, a dark blue
jumper and has gold chams arouud his neck. -

b) Write'a descnpt;on of someone in your ciass Read your descnption for

others to guess ‘who it is.

Exercise 7
Writing for advice

Many newspapers have advice columns where you can  write for advice on a
range of subjects 1nclud1ng educatlon, health, gardening, pets and personal

relationships.
e.g.

I am a 21-year-old 'woman
from a European .- back-
ground. I still live with my
parents but next year I plan
to travel overseas with two

girliriends. I am really look- -

ing forward to it, Unfortu-
nately, my parents are ve
much against it. They thi
Ishould stay home and wait
for marriage. We have had
some . terrible ‘arguments

about it. How can 1 make -

them see that T need some
independence? Am'I bein

unreasonable? What should -
. Troubled -

Ido?

: general adwce you can give me?

. EDUCATION

WITH BARRY DWYER EDUCATION AUTHOR

. " 1IWOULD like to buy a home
computer as an aid ‘to.‘my
child’s education. Is there any

: For a start don't rush off to

the nearest store and rnake a

hasty purchase.
- You might begin by talking wzth

- friends who have already bought a

computer; they will be able to tell

- you some of :the pitfalls and give
some. in_dication of how their chil-

dren use 1t :
More and more teachers are domg
short courses in computer education,

- -'So you're quite likely to find some-

one on the staff of your child’s school

-who would be able to offer specific
advice with both the child: and the

computer. in mind. Try to.clarify in
your own mind just what you hope to
get from your new computer. A lot

‘of parents are. eventually disap-
‘pointed -because -they expect too

much f_(om this new_tec_hnology. -

Do you need. adv:ce on any subject? Write a letter to the adv1ce column ina

local newspaper or magazine.
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Exercise 8

Other ideas from the newspaper 1 = : o
Choose one of the ideas below for a ‘fun’ wrltmg exercise.

What do - ou hate ‘most |
about our wonderful c1ty‘?

Sydney may be a wonderful place H

to live — the best address in the
worid. But every city has its

problems and we all have things we :

hate about our city.

It could be the destruction of our .
Platform, GPO Box 506 Sydney.|. . - .

old buildings, our sometimes
uncaring attitude to the homeless,
the pollution of our beaches or a
host of cther problems. ..

What do you ‘hate most about
Sydney? Agenda needs its readers
to have a gripe — explaining what

-they dislike most about Sydney and

what they would do about it.
Send your.note to Agenda ]

2001. Please include a phene
number in case we need to check

any details,

Wnte about the city

cyou livein.

It’s service

with a snarl

HATEVER happened to service?
We all know the horror stories:
the service stations that refuse to . .

serve; the tradespeople who keep
you waiting all day and then don’t turn up;

the long search for help in department stores -

Wh‘lfh look like they've been hu by a llghtmng
strike

" Sometimes the world seems full of surly
wmters possiping shop assistants and compa-

nies that don't seem vcry -interested -in -

accepting your trade.

Then there are the scores of compames that

refuse to fix a time for their:-house call — no
doubt still dreaming of a world in which every
home has a woman waiting for a call.

 Write down your own experiences and send:

them to: Agenda’s Platform, GPO Box 506,

Sydney 2001. Inciude your phone number in

case we want to check any details, and please
post your note before the end of the week.
Meanwhile, we’ll start collecting the

excuses from the people who haven’t been :

serving us.
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M you are over 20 years,
male or female, ownra
cat and feed it an amount

of Lanned cal food. we would like o talk toyou

about the possibility of doing some TV wu_rk No
experience required. Please wrile, including phone
number, a recent photo'of vourself (and if possiblea -
photo of your cat or cals as well) and staling how

- much and which canned foods vou feed it{them).

We are especially interested to hear of any humorous

:-or unusual thing your cat may do lo atiract your
. altention, amuse you or tell you its {feeding time.
"I your cat’s entertaining or simply lovable - don't

delay, we'd like to hear from you now.
Write to: Cat Lovers
PO. Box %41, Norith Sydney 2060 - psno .




Do you

How different is your life from
Dynasty’s beautiful and wealthy
Krystie Carmington, played by
Linda Evans.

Let us know and you’ll be in the
running to win a fabulous new per-
fume called Forever Krystle, valued at
$120 for 25 ml.

We all know Krystie looks like a
million dollars in silk from dawn till
dusk, that she's sophisticated, warm,
feminine and a breath of fresh air in an
often cut-throat, ruthless family. Does
that sound like you?

All you have to do to enter our con-
test is to tell us in no more than 50

16 Extras

live like Krystle?

CONTEST

words how your life is different from
Krystle's,

Send your entries, including your
name and address, to Scent Contest,
The Sun-Herald Box 7025, GPO
Sydney, 2001. No comespondence will
be entered into. ’
- All --entries - .must be received by -
Wednesday, September 4, and we will
announce the winner on Sunday,
September B.

LINDA Evans as Krystlé’Céfri_hgtjbn.

Are you a television addict- dying to have
your say? Do you have a literary bent, combined
with a talent for criticising what you see? If so,
this page belongs to you,

The Canberra Chronicle wants your point of
view on television in Canberra. Put your com-

ments on paper and send them to the Canberra
Chroniclee, PO Box 218, Canberra City.
Readers whose views are published will win
Systems 9 Lotto tickets, with the chance to win

—-so-much-money-that you-will-probably-be-able-to—J§

afford to buy a television network yourself!

Write about television in your ..
city or town. Here is what one :
person wrote, :

I spend a good deal of time alone in the
house, so television is important to me.

News is best on SBS. Here, without
waste of time, we get straight facts. Not a
detailed interpretation by someone else, Not
a string of opinions. Not loud, urgent, noisy.
We can see a map of where overseas events
are taking place — very much appreciated if-
your geography is a bit rusty. Certainly
more agreeable than the guns, coffins,
funerals and fights which leave me with the
impression that the whole world is.-a
battlefield. -

topic.

YOUR NEWS .

TELL us what is hdppcn-
mg in your suburb by wr:t-
ing ta this newspaper, PO
‘Box 21, Waterloo 2017, or
telephone 662-8888. -

'WANTED

-Do you have that certain i(earning

_ to have your written words published?

The Surry Cosmopolitan welcomes all
submissions from the local com-
munity irrespective of content. or

‘No guarantee is given that ‘what

'you send will be printed but why not
- give itatry —remember this is a com-

munity hewspaper — your newspaper.
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Answers

1 Preparing to write

Exercise 7 S

Phrases used to mtroduce and link the wnter s three arguments
In the first place

What’s more
And then

3 Revising

Exercise 1
-\

a) Here is one possxble answer:

smm?_ S.W‘(\me %/P &L me j
Tur (O cuuuuuxnz&ao.»71 D Tha oy \~na1Jl. kLn_
qL

IMJRL
ﬂbmnﬂﬂhwéﬂ-hdw HJUL_

rmombert  wad  Clhaaow q{L¢4JL4Aa1Q5 B hJJLQQADvw;g, i

o ﬁm Thare WAL bha oo guwadd - C.JA.U—J\FU.Q, 3

@ a.d.wl.l.’ cliilolrenm 2
‘;ﬁ‘ M&L kit )

b) Here is one possible answer:

Last Monday . the Socceroos played .in Birmingham aga1n5t -
Aston Villa, They played well, but Tuck was not on their
side and they were defeated. Huwever, that was their
first defeat :in this world tour. They must play five or
six more games in the UK .and Europe before they return =
home on September 19th. Their next match is against
Manchester -United. Although this is .expected to be a

ctose match, the Socceroos are tipped to win.
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c) Here is one possible answer:

© 26 Danuc

Dear Eddia G{B

Hf@m%—ﬂ'\ s Y and uwarm . l:j
arrwed. ues ac. Bpm and thJC.,Q. )
Suntan. |’rt% Ckﬂi.?f_ Ao tha. ¢l

ar hove . The halelia very dOSE.’_’\'D
\wtshxd{jencu 1o arommmi'hquwd '
| expact oo Wore 4l Fha ‘end cg‘ﬂl\ﬁ W%ln
%&L*\\ﬂﬂfwoﬁrﬁ’b Sﬂdnﬂj LS:& qu‘\‘*mn
ce

d) Here is one possxble answer:

Suddenly the phone rang. The mother rushed to answer it. The farruly _
waited in silence. They could barely hear her when she:finally spoke.:
“Willy, it’s for you.” He hesitated for a second and then grabbed the
phone from her. He listened for a long while. His face was expression-

less. At last he spoke, but they were unable to catch what he said. Sud-
denly he slammed down the receiver, got his coat and left silently.

e) Here are some possible answers:

i) Has Jana rung you ﬁ-om Newcast]e?f have a fee]mg she has
not got your number so here is Irers — 049 021 723. She anc[
Simon will be in Me”;ourne on approxrmately 17th Dec. What
ashame you're nof here too. ﬂ:ey would loue to see you, 1
lenow : R . . Lo

i) Tam checking my report now and think it wi”befinislxea] by
Christmas. I can’t quite believe it!!

iii) Thanks for the video. We haven't actua”y gola video machine
yet but per’raps we Nl have to get one now.

iv) Per’mps we'll come for a ho’rday te Darwin sometime Jf yau '
are still there.

f) Here is one way to combine each pair:
i) Personal letter '
I'm glad to hear that you are well and that everything is going well -
with the business.
i) Job application
I have enjoyed working here for the past three years, but now I m-
looking for a change from hotel work. : -
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iii) Letter of protest

iv)

v)

I was partlcuiarly upset because my young children were Watchlng Ay
at the time.

Personal letter -
Like me, he is from the south, so we have something in'common. .
Formal letter | -
Please find enclosed a cheque for $18 whlch is the deposxt for the o
workshop on August 23rd. ah L S

Here is one way to dlv1de each sentence:’

i)

if)

Netws report for-a school magazine - ; ]
A severe thunderstorm passed through Sydney around noon yesterday,
flooding some city streets and disrupting traffic. It caused widespread
damage especially in the Hurstville area where many trees were
uprooted, roofs blown off and power lines brought down.

Letter of opinion

Given the extent of the shoplifting problem these days, I think it is quite
reasonable for store management to carry out bag searching. However,
I do think it is essential that there are warning signs. and that the
searches are done in a polite way If thrs is done customers: have no 4
cause for complamt RERTHII - e APEEAH

4 Spelling

Exercise 3

a) height fluency - c) applied. .. budgeted  changed
patient pursuit .. . .applying _budgetmg _ changlng
emergency  desperate t _"'oc:curred ‘paid tied
detergent breathe ' occurring © paying 7 tying

by listen foreien ' shopped =~ ‘believed =~ danced
chaos vehi dgl’e shopping believing dancing
calm doubt ‘ ‘ '
whether receipt

Exercise 6

b) incidences painfully
highest sunburned -
skinned infection
periods serious
generally attention

5 Punctuation

Exercise 1

1 wish to apply for the clerical position advertised in “The Canberra Times®,
Saturday, 31st January. At present [ am working for the Department of Finance.

134



Answers

Although I have only been there since November, I have gained a wide variety
of experience in clerical duties. In addition, I worked for the ABC for one year
as a pay clerk in 1984.

Exercise 2

What would you do if you saw a snake? G
The safest thing to do is avoid it. Snakes are naturally shy of humans who are . oo 0
a threat to them. Their first form of defence is to move away from danger. They -

will not deliberately chase humans but if provoked or cornered they may attempt

to bite. Snakes are protected in all states and territories of Australia and may

not be killed unless they threaten life.

Exercise 3

What is W.LR.E.?

Who needs W.LR.E.? .

Hotw can I stop my boss from annoymg mf:p

Why am 1 finding it hard to get, social scw:cum'yp

Where do 1 go for legal help?

What do 1 do if my ex-husband won’t leave me alone?

Who can help me if my landlord threatens to evict me and my children?
Do 1 have to speak English to be understood on the telephone?

Exercise 4

Exclamation marks could go after:
. injury!
. booming!
.. goodness!
. to pay!
. loved it!

Exercise 5

Message from the Editor

This is the last issue of the Post before Christmas, so I would like
to take the opportunity of wishing readers a happy Christmas.

T would also like to take the opportunity to thank all those
people who have helped the Post this year. These people give
their time voluntarily to organise distribution, letterbox, write
articles, chase up information and advertisements, take
photographs and prepare the paper for the printer. I think you
will agree they do a great job.

That's all for this year. See you in 1989,

The Editor
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Exercise 6

a) my boyfriend’s father

b) Peter’s brother

¢) my friends’ house

d) the students’ association
e) the foreman’s office

fy the men’s changing room -
g) Ross’s office

h) the sportswomen 5 club

Exercise 7

mightn’t, Ill, T've, can’t, you'll, that’ll, all’s

Exercise 8

I couldn’t let her go without a word. “Will you return?” I asked. “Never,” Was

the short reply. She saw the distress on my face. © Look she said, “I don’t mean L B

to hurt you. I just can’t see any other way. It seems hope]ess "1 knew she was :
right. '

Exercise 9

. {it sounds urgent).
. {—6° this morning) .

Exercise 10

Are you planning to go into the bush this summer? Remember to take a safety
kit which contains:

— a map and compass

— waterproof matches in a waterproof container
— solid fuel firelighter or candle

— a whistle

— a mirror for emergency signalling

— a small notebook and pencil

— a knife or other sharp instrument

— a cup or container

- water sterilization tablets

— a first aid kit

~ a torch.
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Exercise 11

Answers

Editorial

On the lest Sundey of October
the clocks ere changed in most of
Austrelia.

In all states except for
Queensland and Western Austrelie
clocks and weteches are put forward
by one hour. TFor example, 9 in the
morning becomes 10, We czll this
daylight saving, because we make
better use of the increesed deylight
hours in the longer summer deys.
People cen enjoy eporting and outdoor
activities until quite late eech
evening.

Enjoy the extra daylight while it

March, everyone will have to put the

hande of their watches &nd clocks -
back again, and get up-in the dark.

See you next edition!

lagts beceuse, on the first Sunday of .

- OCTOBER/NOVEMBER -

Street
Festa

The Lygon Street Festa takes place
on Saturday the 11th and Sunday
the 12th of NWovember in Carlten.

There are many Ttalian ghops and

cafes in Iygon Street so the Fests
hes en Ttelien flavour.,

However. many pther ethnie groupa
teke pert in the two days of
celebrations. There is musice, -
dancing, end ell kinds of food as

~well ag fun end gamea for the kids.
You ean get free progr&ms on the day.

: ”But one . warning. If you want 8 guiet
. weekend then stey.et home! You'll find

almost &s many people in this one

‘street 8s &t the Melbourne Cup!

Australia'e greatest horse recing
event ie held on the first Tuesday
in Wovember at Plemington Race
Couree and the distance is 3200m

(2 mlles) Melbourne is the only
plaee -in the world that has :Y puhlic
holidey for:a horse race‘ :

'The firaet Cup WEE TUD in 1861. That

year there were 17 hormses’'in the
race and 4,000 people ettended.
These daye there nre about 25 ]
horees running end often more than
100,000 people at the Melbourne Cup.
Many more thousends of pegple stay
home Bnd watch it on television or
listen to it on the radio.
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6 Postcards

Exercise 1

“a) Here are some pDSSlb!lltlES

i)

Beantiful isn’t it — it really looks llke the picture too — green bllls and
blue sky as far as the eye can sec, We are staying in an old farmhouse
which has been turned into a small hotel — very comfortable. I'm in no

-hurry to leave. .

I hope you are still havmg a good time in Italy Angela gave e her
sister’s address to send to you. She said to visit her when you are in
Ancona —it’s 48 Vla Fontana - her name is Luisa Vincenza. Stay in /-
touch. . :

6/697M1htary Rd ) 22 North St

b) i) .
Mosman. . . .0 Heidelburg -
NSW 2088 Victoria 308_4
Australla oo

iil) 5/17 Mttchell Rd ) 81 Wesley Drlve

Sandy Bay - Titirangi -
Tasmania 5007 7", " New Zealand

m SRS s T

b) There are many posmbthﬂes Here is one exarnple S
Having a great time — wish you could be here. Staying in'a small boardmg :
house near the lake —a very friendly place. Plan to stay here till-early in
August and then I'll fly to Adelaide. Still able to put me up for a Whllep
Hope so. Will contact you again befare I leave. SUEE

Exercise 4

Here is one -possible way to shorten t__heletter:

Dear.

Unfortunately our hohday is almost over —a wonderful 3 weeks — Weather has |

been great. Every day at the beach, bush-walking, driving in the hills,-or long L

walks along the coast — wonderful scenery' Lots of photos to show you. In the .-
evenings, magnlfu:ent sunsets and so ) many. stars! Sadly We leave on Saturday
Will ring when we get back. .

. Lave, Mmam
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7 Notes and messages

Exercise 3
Here is one possible answer: _ R
Wed. 10 awm.
Adom o
Patiieto H:Mc}l’é asd wa Lo -Qﬂom,:'ld_dfu-.—-. e

wek ne  amswar. She sedd fo GAL e baak har
p-fmu._ wonll avzi: o ECUL I__?:gm m-"-'l._’--.-c('(om eeg sha
blkwu.a'k,{f. Sha sl woantz Yo s wraed hor —
i.& -dau_ tazm.ﬂ.‘ ot Uau_ -»Qa_u..d‘-ﬂ__ O Msa_%_o. oJ:'
tta M<ro ard”, _ o

T osla;
Exercise 5

Here are possible answers: o .
J'ennﬂ m;y—-a,bautfl. Eus her bafore lﬂzwi'g-_- ULGENT .

Tools hohind e doosr. Cueful of BlG spider
LL-Q%%-— right ba%;ngemu? Lofai'do
auw :

O ing ! - ' in fen
mudigfgmflfhu%ry !i'ai!;bhﬂad. t

e (A honid. . o Can't last filL
10, get fm-mf‘gjpﬁﬂ camarﬁh%p—-mstf@nm.

John called. — party tonight.— [J130 Blais St, Newtoum' 1L
be there about ¥, Shaidd. bp_ﬂaw!..‘ Can. H_ou_bn'fg L.xvm_""?

Campirg trip off! Calt yow later —tos hand o explain now.

about MesS, Beensearcuﬁ_ r ' hows for
Socks — can't ewen find o D! pair — what hawve.
Yonu- dona wotth them all?? [IC cleor-up latef. .

Exercise 6

a) ii) Bill and Lina are probably living or staying in the same place and know
each other well {e.g. husband/wife, boyfriend/girlfriend, brother/sister,
close friends or house/flatmates). N
Chris and Lina are also probably living or staying in the same place,
but either do not know each- other well (e.g. house/flatmates but not
close friends, house guest/house resident) or are of different ages {older
relative/younger relative) or both.
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Answers

b) ii) Liz and Rob and Marisa may be living in the same place, or in close

ii)

proximity (same block of flats, same street) but either do not know each
other well or are of different ages, or both.

Janie and Rob and Marisa may also be in the above situation but -
know each other well and are probably of similar ages.

WMNCLE  NWK

CLEASE DIONT. QO OWT “Tul “THE PLUMBER - cAwS
(ve Possi@e), \F YOWVE SOT A MNUIE | CaNy
~Mow Q\NQ ME WINTR O BPsb wewas 'Y

T T eAnaks
o PELA

CJ]{' K . Comna Qw._@d;r thern

Exercise 7

Here are possible-answers:

a)
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— CRdrnicion~ \MM '\D\n Hﬁ g tEA \}\\’ A-o

‘-\W Coan  Smise — _ Vﬂ U\a i
Sea ‘{CV‘ Rarn u@tmrw_osx.-..

L-mm-.
gw,d \r_wm\ﬁ \am ;Q)Q
- \N’:Jg-- Nm% N
AN MMMWW
Qx:m s\x\&\\m\;\ \%E\_g Q2O

Mot Records caMedy - yowr ovder i —
ek for _L_H[ﬁ Vf ljuw gu wt Wmcrn:gu .

—



Ansters

8 Advertisements

Exercise 1

a) There are many possibilities. Here is one example for each advertisement:

if)

ii)

1ii)

Lost. Sunglasses with white frame in green glasses case. Westside Shop-
ping Centre. Sat. morning. Reward. Contact Sheri, 92 5487.

Man in early 50’s, healthy, energetic, quite good-looking, interested in
travel, would like to meet sincere, kind woman, 40-55 years old. Write
to Box B12, The Courier, 404 South Rd.

Young woman, friendly, non-smoker wants.share accommodation in
southern suburbs, preferably a house, Own furmture ng after 6p m.,
83 4549.

Exercise 3

b) Here are some possibilities:

9

i)

if)

iif)

Capable, reliable, loving mother of two will mind child, from 2 moriths

to 4 years old, in my home. Ph. 333 8720. 3
Odd jobs. Gardening, cleaning, rubbish removal, window cleaning. Just: .- !
about anything! All those jobs you’ve been meaning to do for ages.
Reasonable rates. Ring Lee. 329 4761,

Man, 35, non-smoker, wants to share flat/house near train line. Have
some furniture. References available. Ring Andy 518745 or 287654, -

Personal letters

Exercise 1

€)

to thank PR

to express sadness on occasion of death

to make arrangements

to make contact or introduce oneself _
to congratulate and express happlness on occasion of blrth

Exercise 2

Here is one possible way to punctuate:

Perimps Gail has to]a’-you about the new man in my life —_

Paul Schleger. Sometimes I can't quite believe that there is

really someone in the world like ltim! Of course the prob’e_m is

that he's in Sydney, maylve maoving back o Brisbané, while

I'm in Brishane now, but moving to Perth. Why is love always
s0 c]t'f:.f-‘icu’t?




Answers

Exercise 3

a)

iy C
ii) E
iii) D
iv) A
vi B

Exercise 4

a)

142

. I've taken mmtf’ts to reply - SORRY’R was great to' :_ o ' ..::_: o
hear from you at Christmas . . . ' -
Glad to hear; you've got some part-time work . . .

What great news! You may be back here . . .

Pleased to hear that Katy is . o
P.S. Thanks far those newspaper clrppmgs—t’rey were _g_r_y_ b
interesting. : _ e
P.P.S. You menfronecl Tim Pnyne— wlzata surpnse ’um Coonmeesii e
’eavmg]tl.et]mt ; G o TS TR RTETETEN,




10 Formal letters

Exercise 1

Ansiers

(your address)

{date)
Ms R. Bouglas
Supervisor
H.H.D. Insurance
Hilton House
300 Pitt St
Sydney 2000

Dear Ms Douglas,

I refer to your letter (JC:RD), dated 6th January 198B.
I wish to advise you that I have decided to cancel my Household
Contents Insurance policy. I would:be prateful if you would:
acknowledge receipt of my letter.

Yours sincerely,

(your .signature).

(your name} . ... .

Exercise 2

a) 1) G H)E iy H - iv) Foo _

b) Here are some possible opening sentences:
LETTER |

[ am writing to enquire about child care facilities, . |, _
I would like some information on child care facilities. ::. ..

LETTER J

I am writing in reply to your letter dated 4/3/88.
I received your letter dated 4/3/88.

Exercise 3

a) 11 b) 6 c) 2 d) 13 e) 1
iy15 k) 14 1) 4 m)7 n} 9 o) 10

Exercise 4

Dear Mr Anderson,

I'am writing to give you one month’s notice of my intention to vacate the flat
at 1/35 Barker Rd, Malvern. The increase in the rent means that I can no longer
afford to live here (iii) So should you have any flats available nearby that are :
less expensive, I would be grateful if you would contact me. (i} In the meantime,

I have no objection to you showing people through the ﬂat (u)

Thanking you for your assistance. AR

Yours sincerely,
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Answers

Exercise 5
viii)

vii)

iv)

i)

vi)

v)

iii)

i)
Exercise 6
i) and ii) therefore iii) however iv) so
Exercise 7

Here are some possible ways to complete the formal notes:
i) Dear Mrs Deloso, e L
I am sorry that [ was unable to come for my appoint-

ment on Monday. Could I possibly make another appomtment for next
Monday at the same time? R

ii} Dear Mr Nyland,
Connie was absent from school for the last five days
with the flu. I have enclosed a copy of the doctor’s certificate.

iii) Dear Miss Phillips, _
Miguel was not at school this morning as he had an’
appointment at the dentist. He will be absent again next Tuesday morning
as he has another appointment then.

11 Job applications

Exercise 1

Dear Sm’Madam, r : : :
Tam pamcularly 1nterested in applymg for the part—tune posmon of gardener
advertised in the “Daily Planet” on March 14th. :
I am a keen horticulturist and am at present in the fmal year of al year
part-time course at Rosebank Technical College. I am specializing in the area
of Australian native plants.
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Answers

The position you offer would, therefore, be ideal for me. It would allow me
to continue my studies and to work in an area where I can apply my specialist
knowledge.

I have attached a résumé outlining my qualifications and experience.

Please contact me any time to arrange for an interview. R

Yours sincerely,

Exercise 2

Here is one possible way to complete the letter:

Dear .5ir/Madan ,
T am writing to apply for the pesition

OMBISEMAEN. .
I have worked asa.sterepersoning. .
clothing wavehouse Jor.the past two Years, and while ak

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

and I consider myself a most suitable

applicant for the job. o
I have enclosedacopy of my. résumé. .

004 P00 YBfBNCES... ...t S
Please contact me abany.time showld..

Yok wish ED.avrange. an tenieW, ..................... o
Yours sincerely,

Exercise 6

i) employment viil) immediately

ii) interested - fix)  necessary - -
ill) experience - . x) “résumé -

iv) recently xi) references

v} opportunity xii) vacancy

vi) excellent xiii) pleased

vii) available
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12

Letters of protest or complaint

Exercise 2

a) iy, vi), ii), v), i), vii), iv)
b} ii), i), vi), iii), ¥), vii), iv)

Exercise 3

a) i) S .

b) iii) is best because the action to be taken is spec1fled However (i1) is also
possible.

c) i)

d) ii)

e) 1ii)

Exercise 4

i)
ii)
iii)
iv)
v)
vi)

vii) .
. © could something please be done

realize/understand/accept/appreciate

However o

protection

unnecessary/ridiculous/excessive .-
extreme]y/very/unnecessanly/excesswely

(examples only)

0 and I can’t hear my radio or television when it is on.
0 and I can hear clearly every word spoken on it,
(examples only)

© can you please do something

' © is it possible for something to be done

viit)

146

(examples only)

0 consider the rights of the local residents when’ usmg the grounds.

o take into account that people are trying to carry on with their daily lives
nearby.

o realize that football is not the only thing going on in the d1str1ct and
restrict the disturbance it presently causes.

O take my points into account and adjust their actions acc:ordmgly

You could also add a sentence to indicate some further action you

might take:

o If this letter does not get any response, I intend to tal(e up the matter
with the Noise Pollution Control Board / my local Member of Parlia-
ment / the Consumer Protection programme ‘The Investigators’.: -



Answers

13 Letters of opinion

Exercise 1

Sir,

In reply to Mrs Childs’ letter, (12/4/87), about working mothers, [ would like
to say that I totally disagree with her views.

Going out to work does not mean that your children are left alone without
caring adults around them. Most working mothers are very concerned that their
children are well looked after. I would also like to add that I am a working
mother and that my children are healthy, happy, well-behaved and much loved.

‘1f Mrs Childs thinks it is better for her to stay home with her children, that’s
fine. But she should allow other women to make up their own minds.

Exercise 2
b) Here are some possible answers:
1} Inthe first place v) also
it} bur vi) If
iit) because vii}) Therefore

iv} Furthermaore

Exercise 3

i), vi), i), iv), i), v)
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